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IlepeamoBa

BuBueHHsSI 1HO3€MHOI MOBH CTa€ BCE OLIbII aKTyaJbHUM, OCKIIbKH BUHUKAE
norpeda €KOHOMIYHUX 1 KyJbTYPHHX 3B S3KIB MDK KpaiHamMu. 3HaHHS aHIJIHACHKOL
MOBH JIONIOMOKE CTYJIEHTaM B iX MailOyTHI{ CHeliaJbHOCTI 1 BIJIKPUBAE IIMPOKY
NEPCHEKTUBY IS X MPOodeCiiHOI TISTBHOCTI.

Jlani MeTomu4H1 peKoMeHAallli MpU3Ha4yeHi, Mepul 3a Bce A (PaKyJabTeTiB
BUIINX HAaBYAIBHHUX 3aKiadiB. MeTa METOIUYHUX PEKOMEHAI - aTh CTyACHTaM
3HaHHS 1 HaBUYKM 3 aHIJIICBKOI MOBHM, HEOOXIJHI ISl YCHINIHOTO BUKOHAHHS
npodeciiinux ¢yHkiii. JlioBa aHriiickka MOBa € OJTHUM 3 BOKJIMBHUX MPEIMETIB B
CUCTEMI MiJIT0OTOBKUA MaricTpiB. MeTo IIbOTO KypCy € BHUBYEHHS aHTJINCHKOI MOBHU
Ha Tpo(eciitHO-OpIEHTOBAHOMY PiBHI, 3aKJIaJaHHS Ta PO3BUTOK HABUYOK J1JIOBOTO
CHUIKyBaHHS. 3HaHHA TpoQeciiHOi JIEKCMKM Ta TEPMIHOJOTIl, OBOJIOJIHHS
CHeHiaIbHUMHM KITIIIIE, ITaMIIaMHi Ta OCHOBAMHM J1JIOBOT'O MOBJICHHSI, SIK1 BIIIrPalOTh
BOXJIMBY pPOJb B CTAaHOBJIEHHI MaiOyTHBOTO MaricTpa, BIJKPHUBAIOUM IIHPOKY
NEPCHEKTUBY [l PO ECiitHOT AISTbHOCTI. 3aBAAHHAMM 1IbOTO KypCY € BUPOOJICHHS
HaBUYOK SIK YCHOI Ta MUChbMOBOI KOMYHiKaIii. Cnuparyuch Ha JOCBIJ Ta 3HAHHS,
OTpUMaHI Ha MOMEPENHIX eTamax BUBYEHHS MOBHU, MPOJOBKYETHCS poOOTa IO
aBTOMaru3alli HAaBMYOK, MpPaBUJIBLHOI BUMOBH, ay[ilOBaHHA Ta rpamaTuku. Jlane
BUJIAHHS CKJIAJIA€ThCAd 3 3 PO3AUTIB: JIJI0BI JIMCTU (3pa3Kd JIUCTIB, KJIHOUOBI
CJIOBOCTIONyYEHHS), TpaMaTU4yHI BOpaBU (BIPaBU Ha 3aKPIIJICHHS TpaMaTUYHOTO
Marepiany), TeKCTH JUIsl YUTAaHHA Ta Nepekiiaay (TeKCTU Ta BIPABU IS 3aKPITLICHHS
JIEKCUYHOT'0 Marepiany).



Po3ropuyra nporpamMa JuciUNJIiHA

Temal. Job interviews.
Speaking. Job interviews. Jlekcuko-rpamatuysi BopaBu. Listening. AynitoBaHHs Ha
temu: Dealing with incoming calls. Grammar. [H}piHITHB. 3Ha4eHHS 1 BKUBaHHA
¢dop™ iHpiHITHBA. TpeHiHr y BnpaBax. Writing. Ykiactu pe3tome.

Tema2. Work and jobs. Ways of working.
Speaking. Work and jobs. Ways of working. Jlekcuko-rpamatuyni BopaBu. Grammar.
IndinituB. @yskuii i1H(QIHITHBA B peuyeHHI. BxuBaHHA 1H(QIHITUBHOI YacTKU
to. Tpeninr y BnpaBax. Reading. Business correspondence. O3Haiiomue Ta BHBUYarOue
yuTaHHs. JIEKCUKO-TpaMaTH4Hi 3aBJaHHS MO TEKCTY.

Tema3. Recruitment and selection.
Speaking. Recruitment and selection. Jlekcuko-rpamatuuni BhpaBu. Listening.
AyniroBanHs Ha Temu: Telephone communication problems. Grammar. Komrmuiekcu
iHGpiniTHBa. O0'ekTHHII Ta Cy0'eKTHUI 1H(QIHITUBHUN KOMITJIEKC. TpEHIHT y BpaBax.
Writing. Yknactu CV.

Tema4. Skills and qualifications.
Speaking. Skills and qualifications. Jlekcuko-rpamatuuni BhpaBu. (Grammar.
Kommnekcn 1HpiHITHBA. [lpuiiMeHHUKOBHI 1H(IHITUBHUIA KOMIUIEKC. TpeHIHr Yy
BrpaBax. Reading. Money. O3nHailoMue Ta BUBYaroue 4UTaHHs. JIEKCHKO-rpamMaTuyHi
3aBJIaHHS TI0 TEKCTY.

Tema$. Careers. Pay and benefits.
Speaking. Careers. Pay and benefits. Jlekcuko-rpamaruuni BmopaBu. Listening.
AyniroBanHs Ha Temu: At the airport. Grammar. JlienpukMeTHUK. YTBOPEHHS Ta
dbopmu, 3HaYCHHS Ta BXKUBaHHS. TpeHIHT y BrpaBax. Writing. YKiacTu CynpoBiTHUN
JIHCT.

Tema6. People and workplaces.
Speaking. People and workplaces. Jlekcuko-rpamatuani BmpaBu. Grammar.
HienpukMerHuk. OyHKIIT JlIENPUKMETHUKA B pedyeHHI. TpeHiHr y BrpaBax. Reading.
Business. Forms of business. OsnaliomMue Ta BHBYaioue 4YuTaHHA. JIeKcHKo
rpaMaTUyHi 3aBJaHHS 110 TEKCTY.

Tema7. The career ladder.
Speaking. The career ladder. Jlekcuko-rpamartuyni BrpaBu. Listening. AyairoBaHHS
Ha TeMmH: At the passport and customs desk. Grammar. Heoco6oBi popmu aiecnona.
OO0'exTHUH NTIENMPUKMETHUKOBUM KOMILIEKC. TpeHiHT y BhpaBax. Writing. Yiiactu
JIUCT 1010 TIOJISIKH.

Tema8. Problems at work.
Speaking. Problems at work. Jlekcuko-rpamaruuni BnpaBu. Grammar. Cy0'ekTHUN
Ta HE3aJCKHUHN IIEMPUKMETHUKOBUN KOMIUIEKCH. TpeHIHr y BmpaBax. Reading.
Personal finance. O3HaiioM4e Ta BuBuUatoue YnTaHHS. JIEKCHKO-TrpaMaTuyHi 3aBJIaHHS
O TEKCTY.

Tema9. Organizations.
Speaking. Organizations. Jlekcuko-rpamatuuHi BripaBu. Listening. AynitoBaHHS Ha
temu: At the company office. Grammar. ['epynniii. BxxuBanust repysais. TpeHiHr y
BripaBax. Writing. YKIacTH A1IOBUMN JIUCT.



Temal(. Company. The structure of a company.
Speaking. Company. The structure of a company. Jlekcuko-rpaMaTH4HI BIIPaBH.
Grammar. Heoco6oBi ¢opmu miecnmoBa. ['epynmiii. Tpeninr y BmpaBax. Reading.
Public finance. O3naliomMye Ta BUBUYarOue YUTAHHS. JIEKCMKO-TpaMaTW4HI 3aBJaHHS
IO TEKCTY.

Temall. Mangers, executives and directors.
Speaking. Mangers, executives and directors. Jlekcuko-rpamatiysi Bipasu Listening.
AymiroBanHa Ha Temu: Everyday life and service. Grammar. Heoco6oBi ¢opmu
niecnoBa. Kommuiekcn 3 repyHzaieM. TpeHiHT y BropaBax. Writing. YKIacTu JIUCT-
3aITuT.

Temal2. Business people and business leaders.
Speaking. Business people and business leaders. Jlekcuko-rpaMaTiyHi BIIPaBH.
Grammar. Heoco6oBi ¢hopmu niecnoBa. ['epyHmiii 1 BiggiecniBHUN IMEHHUK. TpeHIHT
y BipaBax. Reading. Unemployment. O3HaiioMm4e Ta BuBYaroue YMTaHHS. JIeKCHKO-
rpaMaTU9Hi 3aBIAHHS IO TEKCTY.

Temal 3. Production. Manufacturing and services.
Speaking. Production. Manufacturing and services. Jlekcuko-rpamMaTuyHi BIIPaBH.
Listening. AymitoBanHss Ha Temu: At the hotel. At the restaurant. Grammar. Tunu
pedeHb. TpeHiHr y BopaBax. Writing. YKIacTu JUCT-IPONO3ULIIO.

Temal4 The development process.
Speaking. The development process Jlekcuko-rpamatuyni BrpaBu. Grammar. Tumu
peuenb. Tpeninr y BrpaBax. Reading. Economic environment. O3Hnaiiomue Ta
BUBUAIOYe YUTaHHA. JIEKCUKO-TrpaMaTuyHi 3aBIaHHS 110 TEKCTY.

Temal5. Innovation and invention. Making things.
Speaking. Innovation and invention. Making things. JIekcuko-rpamMaTiyHi BIPaBH.
Listening. AynitoBanusi Ha Temu: At the car rental agency. Grammar. ['010BHI unenu
peuenns. Tpeninr y BmpaBax. Reading. Decision-making. O3Haiiom4e Ta BHBUYAOUe
yuTaHHsA. JICKCUKO-TpaMaTU4Hi 3aBIaHHS 11O TEKCTY.



J{ijioBi JJHCTH

LETTERS
Hints of Business Correspondence

A very large part of business in the world is conducted by means of
correspondence. Therefore, it is extremely important to be able to write good business
letters — letters that represent one's self and one's organisation to best advantage.

Writing good business letters is a matter of detailed and often quite specialised
technique, which is not so complicated as you have been let to fear. All you need is
the supply of visiting cards, some good paper, a pen, a typewriter, personal computer
and some good will.

General Rules of Business Correspondence

— You should be familiar with two kinds of letters:
business letters and personal letters. Business organisations usually use printed letter-
head for their business letters. Private business letters are typed on plain paper.

— You should answer all letters promptly: within ten days at the outside. If you
can't fully answer them within that period, the least you can do is to acknowledge
them and explain your delay.

— Let everyone involved know what action has been taken on a letter.

— You should always write a thank-you note to anyone who has given you a
letter of introduction, reporting at the same time how well you were received or what
results the introduction produced.

— You should sign and send out only the letters that are well typed, well
spaced, faultlessly neat and inviting to the eye, i.e. letters that make a good first
impression. The letter you write is always a mirror which reflects your appearance,
taste and character.

When writing a business letter in English, be careful not to use an old-fashion
commercial instruction book as a guide. The style of writing is changing rapidly.
Every year it gets simpler and less formal. Business correspondents prefer simple
English to express what they want to say as effectively as possible. But a writer of a
business letter must create a good impression, so a few words to promote a feeling of
friendship and good will be just to the place.

However, compliments must not be exaggerated, as they may produce the
opposite effect, and the reader may feel that the writer is being insincere.

The following is to be remembered when writing a business letter in English:
Make a new paragraph for a new subject.
Say what you want to say in the simplest, clearest way.
Don't say aggressively.
Don't exaggerate compliments.
Remember that real feelings will have more effect than pretended ones.

Nk

Ipukaan ¢gopmu 3anuTY/CyNnIpPoOBIIHOIO JIHCTA
(Format for Letter of Inquiry or Covering Letter)
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Date

Dr., Mr., Ms.

Title

Company, Institution.

Address

Dear Sir/Madam;

State your reason for writing.

You will either inquire whether any
positions' are available or you will say
which position you are applying for. If
you are applying for a specific position
identify the source of the information (a
person, a newspaper, including date,
etc.)

Describe your educational background
and professional experience. Focus on
those things from your resume that best
relate to the position you are applying
for.

Say you are enclosing your resume
and/or other supporting material. State
your willingness to provide more
information and to be interviewed.

Thank them for their consideration. Say
you look forward to hearing from them.
Yours faithfully, (signature)

Your name

Address

Phone

Enclosure

Jlata

[ITanoBHMI TTaHe, MMaH1

ITocana, 3BaHHS

Kommnanis/ 3akman

Anpeca

[[laHoBHMI1 TTaHE, MMaH1
CdopmyroiiTe MeTy JIKCTA.
Bu abo 3anutyere uu € sKi-HEOynab
BakaHCli, a00 IIOBIIOMIAETE, SKHUM
pobounm micuieM Bu 1ikaButech. SKIio
Bu 1ikaBuTeCh KOHKPETHHUM MICIIEM,
Ha3BITh JpKepeso iHdopMarllii (JroauHa,
00'ssBa B raseri 13 3a3HAYE€HHSIM OaTH 1
T.J.)
Onumite CBOIO OCBITY 1
npodecioHabHUN  gocBiA.  OcoOynBy
yBary MOpUJUITh THUM TOJIOXKCHHSIM
CBOI'0O pe3ioMe, K1 HalKpalle MoB's3aHi
3 MicleM, Ha ke Bu nperenayere.
Bkaxite, mo Bu nomaere cBoe pesrome
Ta/ab0 1HIII HEOOXIJHI MaTepialu.
[IposiBiTh OakaHHA HAZaTH  OLIBII
neTanbHy 1HGOpMAIiI0 Ta MPOUTH
criBOeciny.
[Tonmskyiite 3a yBary. [loBinomTe, mo Bu
YCKA€ETE HA BIAIOBIIb.
[upo Bam (miammc)
Bamre iM'a Ta nipizBuiie
Anpeca
Tenedpon
Ornuc 10AaTKOBUX MaTepiaiB

Ipuxiaan cynmpoBigHOIo JIUCTA
(Sample Covering Letter)

Dear Mr. Marinichenko:

Mark Diamond

4701 Pine Street, #K-13
Philadelphia, PA 19143
Tel. 1-(215)-748-3037
April 2, 1992

[ am a first-year student in the M.B.A. program at the Wharton Business
School in Philadelphia.

I understand that you are heading the independent Ukrainian airline. I have
heard from my friend Mr. Bill Eastmann, a student at Duke University's Fuqua
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School of Business, that you might wish to have an American M.B.A. student work
with your airline this summer as an intern. [ am very interested in the possibility of
such an internship during the summer of 1992.

My professional experience has given me an in-depth knowledge of the air
transportation industry. I have, in particular, worked for American Airlines, the
Federal Aviation Administration, and Kurth & Company, Inc. , an aviation consulting
firm where I was Manager of Airline Analysis. My responsibilities included the study
of schedules, fares, equipment selection, and financial results. Notably, I prepared
numerous feasibility studies for both jet and turboprop routes, including passenger
and cargo flights, for proposed transatlantic and transpacific services.

I wish to place this experience at the disposal of your airline. I believe strongly
that my knowledge of the deregulated air transportation industry in the United States
could be quite beneficial to your carrier.

I have enclosed a copy of my resume. If my background and qualifications are
of interest to you, please telephone me on (215) 748-3037. I would be interested in
meeting you in mid-April in New York to discuss further the possibility of such a
summer position, and your requirements.

I look forward to hearing from you soon.
Yours sincerely,
Mark Diamond
3rdJun, 1990

Dear Sir,

At your request we are sending you, under separate cover, our latest illustrated
catalogue and some other technical data about our new model of Harvester H-130.

We hope that you will find our machine useful and reliable and place an order
with us.

Yours faithfully,

Useful Phrases
We are sending you in today's mail...
We are glad to send you by parcel post...
We are pleased to send you separately...
Further to our letter we are sending you...
We are glad to send you a list of Ukrainian organizations dealing in... as requested.
At your request we are pleased to send you...
Letters of Confirmation

There are two cases:

When you need to acknowledge receipt of a document (a letter, a telex, an offer
or a contract, etc.), you just write: « We have received your letter of the 2nd of July...»

When you need to confirm the previous agreement (arrangement) made on the
telephone, by telegram, by telex or by word of mouth, concerning the price, the terms
of payment or delivery, the date of the talks, etc., then you write: «We are writing to
confirm our today's telephone conversation about price...»

20th July, 1990



Dear Sir,

We thank you for your telex informing us that you have signed Contract # 60-
775 and are sending one copy back to us by today's post.

We are pleased that we have established business relations with you and assure
you that you will have our full co-operation.

Yours faithfully,

Useful Phrases
We thank you for your telex informing us that...
We have received your Order # 3267 and started to...
In confirmation of our telephone conversation this morning we...

Enquiry Letters
Jlucr-3anur (Inquiry)
JIuct-3amuT {inquiry abo enquiry) KOMIaHisl HAJICUIIA€, KO XOUe:

— OTpUMAaTH JOKJIaJHY 1H(OpMAIIIIO PO TOBApH {goods),
— JI3HATHUCS, Y4 € BOHU B HasIBHOCTI {availability of goods),
— YTOYHHUTH 4Yac 1 CTPOKH MOCTaBKHU {delivery dates);
— OTpuUMatH iH(OpPMAaIIil0 TPO YMOBH MOCTABKU Ta 3HWXKKU {terms and discounts),
croci0 TpaHCIOpTyBaHHS {method of transportation), cTpaxyBaHHs {insurance);
— oTpuMard iH(opMalliro TIpo IiHU Ha TOBApH {prices of goods);
— OTpUMATH KaTayoru {catalogues) 1 3pa3ku TOBapiB {samples of goods), 1 T.1II.

[Ipy HamucaHHI JMCTa-3amUTy CJ1J SIKOMOTA JIOKJIQJIHIIIE BHKJIACTH CYTh
nuTaHHa {to give full details), mo no3Bonmuth Bamomy aiioBoMy mapTHEPY
CKOPOTHUTH Yac Ha CKJIaJIaHHS BiJIIOBiII.

VY Bumanky, akmo Bu 3Bepraerech 13 3aUTOM y JIaHy KOMTIAHIIO BIIEpIIE, y
JTUCT Oa)KaHO BKITFOUMTH TaKi MyHKTH:

1. BkasiBka Ha jxepeno iHdopmarlii npo AaHy KOMIaHIIo Ta ii ToBap.
2. CyTb NUTaHHS.

3. KopoTki BitomocTi npo Bairy koMmnaHiro.

4. BupaxxeHHs HaJli HA CIIBPOOITHUIITBO.

He o00o0B's13k0BO A0TpUMyBaTHCs JaHOi MOCHiTOBHOCTI. Ilpu moBTOpHOMY
3aMUTI y JIUCT BKJIIOYAETHCA JIMIIE APYTUN MyHKT. SK 1 OUTBIIICTh 1HIIMX JLJTOBUX
JIUCTIB, JIMCT-3alUT, SIK TPABWIO, JPYKYeETbCcs Ha (GipMOBOMY OJNaHKY, Ha SKOMY
BKa3aH1 Ha3Ba KOMIIaHIi-BiAMPaBHUKA 3aMUTY, il MOIITOBA aapeca, HoMepa TelIePOoHIB
Ta (hakcy.

3pa3ok JmcTa-3anuTy
(Sample Inquiry Letter)
Pet Products Ltd.
180 London Road
Exeter EX4 4)JY
England
25th February, 1997



Dear Sir,
We read your advertisement in the 'Pet Magazine' of 25th December. We are
interested in buying your equipment for producing pet food. Would you kindly send
us more information about this equipment:
— price (please quote CIF Odessa price)
— dates of delivery
— terms of payment
— guarantees
— 1if the price includes the cost of equipment installation and staff training.
Our company specializes in distributing pet products in Ukraine. We have more than
50 dealers and representatives in different regions and would like to start producing
pet food in Ukraine. If your equipment meets our requirements, and we receive a
favourable offer, we will be able to place a large order for your equipment.
Your early reply would be appreciated.
Yours faithfully,
V. Smurov
Export-Import Manager

Useful Phrases

We are interested in... and would

ask you to send us your offer (tender,
quotation) for these goods (for this
machine, for this equipment).

We require...

We are regular buyers of...

We are in the market for...

Please send us samples ofyour
goods stating your lowest prices and
best terms of payment

Please let us know if you can send us
your quotation for.... (if you can offer
us...)

Please inform us by return at what price,
on what terms and when you could
deliver...

We are interested in... advertised by you
n...

We have seen your machine, Model 5 at
the exhibition and...

We have read your advertisement in...
We have received your address from...
We have learnt from.... that you are
exporters of...

Mu 3ariikaBieHi B.... 1 mpocwin 6 Bac
BUCJIaT HaMm Bari pono3utiii (3asBKy,
KOTHPOBKY) Ha 1€ ToBap (Ha [0
MaIIuHy, Ha 11¢ 00JIaJHaHHS).

Hawm notpiGHo (moTpiOHi)...

Mu nocTiiiH1 TOKYMIIi....

Mmu X04eMO KyIUTH. ...

[Tpocumo Bac Haniciatu Ham 3pas3ku
Bamioro ToBapy, BkazaTy HAilHUXKYi I[1HU
1 3py4YHl YMOBH OILJIaTH

[Ipocumo Bac noBigoMuUTH, YK 3MOXKETE
Bu 3anpononysaru Hawm...

[Ipocumo Bac noBigoMUTH 3BOPOTHOIO
MOIIITOIO, 32 KOO IIHOI0, HA SIKHX
yMOBax 1 B sikuii Tepmin Bu morim 6
MOCTaBUTH...

Mu 3ai1ikaBieHi B... pO3peKiIaMOBaHIN
Bawmm...

Mu Gaunnu Bamy mamuny mozgeni 5 Ha
BHCTAaBIII Ta...

Mu mnpounrtanmu Bame pexiamue
OTOJIOLICHHS B...

Mu orpumanu Bamry agpecy Bia... Mu
MI3HAJIKNCH Bif..., o Bu €
EKCIIOpPTEePaMU. ..
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Letters-Offers (Replies to Enquiries)
Jlucr-npono3uuisa (Offer)

JIucToM-npono3uIli€l0 MocTadallbHUK (the Supplier) 3a3Buyail BiANoOBiAae Ha
JUCT-3anuT. BiAnoBigatoun Ha 3arajibHe 3alIUTaHHSI, BIH JISIKY€ 32 BUSBIICHUI 1HTEpEC
Ta 3a3BUYAl MPOMOHYE MPEUCKYpaHTH (pricelists), kaTanoru (catalogues) abo yMOBU
TUIIOBOrO J0roBOpy (Typical Contract). BianoBinp Ha croemiajibHe NHUTAHHS IIe-
pendadae BIAMOBII HA BC1 MUTAHHS MOTEHIIITHOTO KJIIEHTA.

Cmpykmypa aucma-npono3uyii:

1. IpuBig HamMCaHHS.

2. Biamosial Ha MUTaHHS IIOTEHIIHHOIO 3aMOBHHKA.
3. JlomaTkoBi MPOIO3HUIIIi.

4. BupaxeHHs CIOJIIBAHHS HA 3aMOBJICHHSI.

Biamosimaroun Ha muTaHHS, CIiJ HAAATH TOYHHUHA OIKC TOBAPY, IO MOMIIMBOCTI
CYIIPOBO/IXKYIOUM Horo (oTtomarepianamu Ta/abo MallOHKaMH Ta/abo 3pa3kaMu
(samples). 1lpu BHU3HAUEHHI WIHU (price) BpPAXOBYIOTHCSA  MOXIJIMBI  3HHMIKKH
(discounts). OxpemMo BUPILIYIOTbCS MUTAaHHS BUTPAT Ha MaKyBaHHS (packing), TpaHc-
MOPTHUX BUTPAT (transportation costs), yMOB TOCTadaHHs (terms of delivery), 1
oriatu (terms of payment). Jloknaanimie npo e ous. ypoku 9, 10.

JlucTu-npono3uilii HaJACHIAIOTh TaKOXK O€3 TOMEepeIHHOTO 3aIUTY, SKIIO
MOCTaYaIbHUK Oakae MPUBEPHYTH yBary IMOTEHIIMHUX KIIIE€HTIB a00 3HAWTH HOBHX
3aMOBHHUKIB Ha KOHKPETHI MPOAYKTH (special products) abo X aCOpTUMEHT (range).
TBepna npomnosuitist (firm offer) nependadae ocoOIMBI YMOBH, HANPUKIIA KIHIEBUM
TepMiH (deadline) oTpuMaHHS 3aMOBJICHHS 1 CHUCTEMY 3HIIKOK B 3aJIEKHOCTI BiJ
KUTBKOCTI TOBapy Ta 1HIIMX YMOB.

3pa3ok JucTa-nPono3uiii
(Sample Letter of Offer)
Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 20
Dear Mr. North,

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

The most suitable of our products for your requirements is the Artemis 66A
Plus. This product combines economy, high power output and quick charging time
and is now in stock.

I enclose a detailed quotation, specifications and delivery terms. As you will
see from this, our prices are very competitive. I have arranged for our agent Mr.
Martin of Fillmore S.A. to deliver five of these batteries to you next week, so that you
can carry out the laboratory tests. Our own laboratory reports, enclosed with this
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letter, show that our new Artemis 66A Plus performs as well as any of our
competitor's product and, in some respects, outperforms them.

If you would like further information, please telephone or telex me: my
extension number is 776. Or you may prefer to contact Mr. John Martin of Fillmore

S.A.in M
I look forward to hearing from you.

: his telephone number is 01 77 99 02.

Yours sincerely,
Fred Stock

Useful Phrases

In reply to your enquiry of...

In reply to your enquiry for
offering you...

In reply to your enquiry and in
confirmation of our today's telephone
conversation we are pleased to offer
you...

We have received your enquiry and are
happy to inform you that we can make
you an offer for...

We thank you for your enquiry and are
pleased to inform you that we could
supply you with ..

Referring to your enquiry we would like
to tell you that we could deliver...

We are carefully studying your
enquiry and hope to send you our
quotation very soon.

We have forwarded your enquiry to the
manufacturers and will contact you as
soon as we have their reply.

We thank you for your enquiry of..., but
regret to inform you that we cannot
offer you the goods required.

Our factory is fully engaged with orders
now, and we cannot send you a quotation,
but we may revert to the matter late next
month.

V Binnosiap Ha Bair 3anut Bi...

V Bignosias Ha Bamr 3amutr Ha
(110/10)... Mpornonyemo Bawm...

V Binnosiaes Ha Barr 3ammr 1 mig-
TBEP/DKYIOUH HaIly Tele(OHHY PO3MOBY,
sKa B1OyJach CbOTOJIHI, MU 13
3aJI0BOJICHHSIM TIPOTIOHY€EMO Bam...
[linTBepmKyrOUM OTpUMaHHs Baioro
3aITATY, 13 33I0BOJICHHSIM ITOB1IOMJISIEMO,
III0 MH MOJKEMO 3aIpoIioHyBaT Bawm...
[3 BISYHICTIO MIATBEPIKYEMO, 1110
oTpuMai Baiir 3anuT 1 3 3a10BOJICHHSIM
MIOBIIOMJISEMO, IO MM MOIJIU O
nocTtaBuTH BaMm...

ITocumarourics Ha Barn 3anut, Mu XOTiau
0 mnosigomutn Bac, 110 mormu 6
IIOCTaBUTH. ..

Mu 3apa3 yBaxHO BUBUaeMO Barir 3anur 1
CIIO/IIBAEMOCH Y HAUOIMHKUMIA yac
Haziciatu Bam cBoi npono3uiiii.

Mu nepenanu Bam 3anut 3aBony-
BUPOOHUKY 1, IK TUIbKH OTPUMAEMO
BIZIITOB1b, 3B'sDKEeMocs 3 Bamu

JlsikyeMo 3a Bair 3anut BifI..., ale, Ha
’KaJIb, TTOBIIOMIISIEMO, 1110 MU HE MOYKEMO
3anpornonyBatd  Bam moTpiOHMIT TOBap.
Har 3aBoj1 MOBHICTIO 3arpy KeHHIA
3aMOBJICHHSIMHM 3apa3, 1 MM HE MAEMO
MO>KJIMBOCTI HaIICJIaTH TIPOIIO3HUIII, aje
MO>KEMO TIOBEPHYTHCS 70 I[HOTO MTUTaHHS
B KiHI[l HACTYITHOTO MICSILSL.

Pe3rome
(Resume)
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Tak Ha3uBa€THCSA MUCHMOBE 3BEJICHHS Bammx ocoOMCTHX, OCBITHIX Ta IpodeciiHmX
naHux. BoHo HIOM MUCBEMOBO TIpeicTaBisie "ToBap", AKU MPOMOHYIOTh MAaHOyTHEOMY
poGoTomaBitto. Pe3tome mMae OyTv JOCUTH JOKJIATHWM, aje CTUCIUM (3BUYANHO HE
OlypLIIEe OJHIET CTOPIHKM) 1 MaTu "ToBapHuil" Bursa. @opMa HOro JOCUTH JOBLIbHA.
Hamnpuknan:
John H.Mill
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312)493-8332
OBJECTIVE A position as a bookkeeper.
SUMMARY 12 years of experience in all routine work in
this field. Perfect knowledge of computers
and statistics.
RESPONSIBILITI Compiled financial reports, balance sheets
ES and production planning forecasts.

EXPERIENCE FRISCO DOCKS, Inc.

1990-1995 San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new
ideas in planning.
SAKHA Co, Ltd. New York.

1980-1990 Accountant. Prepared accounts and balance
sheets.
LONDON SCHOOL OF ECONOMICS
EDUCATION London, Great Britain, Bachelor (Ec).
(1977-1980) Arrived in the United States January, 1980.
PERSONAL British subject. Married, one child.

Available upon request
REFERENCES

Kurrenuc
(Curriculum vitae (CV))
B ocHOBHOMY BiH BiIpI3HSAETHCS BiJl pe3tOME TUIbKH 00csroM (10 6-8 CTOPIHOK) 1
MpPU3HAUYEHUM I KaHAWJATIB Ha BHUCOKI mocaaud abo Jjisg poOOTH 3a KOPIAOHOM.
[ToTenmiitHuit poboTogaBels 6axkae oTpuMaTH JAeTanbHy 1H(OopMarlito. 3Buuaiino Bu
HajgaeTe ¢oTtorpadiro, cBoi aapecy Ta TenedoH, 0COOMCTI Ta MACIOPTHI AaH1 1 OUTBIIT
JIOKJIaJTHO XapakTepusyere Bamry ocBiTy 1 kBamidikarito. HaBenemo ans npukiamy
onHy 3 (pyHkmioHansHUX YacTrH CV JIIOIUHY, KU IPETCHIyE Ha TTOCaay KEpiBHUKA
y raigy3i MalmHOOy Ty BaHHS.

Objective: Senior position in engineering management
HIGHLIGHTS OF QUALIFICATIONS
— Business oriented; able to understand and execute broad corporate policy.
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— Strength in analyzing and improving engineering and administrative methods.
— Effective in facilitating communication between management and project team.
— Proven ability to manage both large and small groups and maintain productivity.
— Successful in negotiating favorable design and construction contracts.

[Ticns cniBOeciu, MpoaHaIi3yBaBIlU CBOIO MOBEAIHKY, MOAyMaiTe, ik Bu Mmoxere
MOKpAIIUTH BpaxkeHHs po cebe. SAkiio Bu BiainmeTe iHTepB'toepy JUCTa 3 MOAAKOIO,
e Oyne Ouble, HbK BBIWIMBHUH xecT. Lle mo3utuBHe HaraayBaHHs npo Bac crane
YAaCTHHOIO 3aXO0/IIB, 10 COPUAIOTH Bamiomy 3apaxyBaHHIO Ha poOOTYy.

SPECIMEN RESUMES

When Writing a Resume...
Put most important facts first
Make it neat
Make it easy to read
Keep it brief
Type or print it
Use only job-related information.

I'pamaTuyHi BIpaBu

InginiTus
Exercise 1. Combine the two sentences as in the models.

MODEL.:
I teach English here. [ am glad of it.— I am glad to teach English here.
We helped him. We are happy about it.— We are happy to have helped him.
I was examined yesterday. I am glad of it.— I am glad to have been examined
yesterday.
1.I work at the factory. I am happy about it. 2.1 see you. I am glad of it. 3.1 study
French. I am glad of it. 4.1 live in this town. I am happy about it. 5.1 know this man. I
am happy about it.
1.I am going to Paris. I am happy about it. 2.1 am spending my holidays in the
Crimea. | am happy about it. 3.1 am listening to the symphony. I am glad of it. 4.1 am
reading his letter. [ am glad of it. 5.1 am playing chess with you. I am glad of it.
1.I spent my holidays in the country. I am happy about it, 2. He played chess with the
world champion. He is happy about it. 3.1 bathed in the river. I am glad of it. 4.1
learned English at school. I am glad of it. 5.1 passed my examination yesterday. I am
glad of'it.
1.I don’t understand this rule. I am sorry about it. 2.1 am not working there now. I am
sorry about it. 3.1 have not seen this film. I am sorry about it. 4. She has not been
working all these years. She is sorry about it. 5. Peter didn’t see her. He is sorry about
it.
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1. She was not invited to the evening party. She is sorry about it, 2. We are taught
English. We are glad of it. 3.1 was waked early this morning. I am glad of it. 4.1 was
not informed of it. I am sorry about it. 5.1 am not allowed to go there. I am sorry
about it.

Exercise 2. Combine the given two sentences into one using the Objective Infinitive
Complex.

MODEL.:
Mary opened the window. I saw it.— I saw Mary open the window.
1. Peter took my pen. I saw it. 2. He ran to the river. I saw it. 3. The girl smiled. I
noticed it. 4. The children shouted in the next room. I heard it. 5. She played the
violin. My brother heard it. 6. The man tried to open the door. We saw it. 7. They got
into a taxi. He saw it. 8. Somebody knocked at the door. We heard it.

Exercise 3. Change the following complex sentences into simple ones using the
Objective Infinitive Complex.

A. 1. We watched the dockers as they unloaded the ship. 2. They watched me as |
made my bed. 3. Mother saw him as he climbed over the fence. 4.1 watched
them as they played ice-hockey. 5. Nobody noticed her as she went away.

B. 1. We expect that he will come back at 7. 2. They expect that their football
team will win the game. 3. She expected that her friend would write her a
letter. 4.1 expect that you will come in time. 5. He expects that his friends will
help him.

C. 1.I think that he is a good engineer. 2.1 suppose that he is about forty. 3.1
believe that they are at home now. 4.1 know that she is very modest. 5. They
believe that he is honest.

D. 1. My wish is that you should tell me about it. 2. Her parent’s wish is that she
should enter a music school. 3. Our wish is that you should go to the forest
with us. 4. His father’s wish is that he should become an engineer. 5. My wish
is that you should stay here.

E. 1.1 desire that he should see me off. 2.1 desire that she should go shopping. 3.
We desire that he should repair our radio set. 4.1 desire that he should stop
smoking. 5.1 desire that they should return tomorrow.

Exercise 4. Transform the sentences using the Subjective Infinitive Complex
instead of the Objective Infinitive Complex.
MODEL.:
I saw her read the letter. — She was seen to read the letter.
1. We heard her sing a folk song. 2.1 saw him put his coat on. 3. They heard the clock
strike nine. 4. We saw the rider disappear in the distance. 5. We saw the plane take
off. 6. They expected him to return in a fortnight. 7. We know her to be a talented
actress. 8. Everybody supposed him to be a foreigner. 9. Everybody considered
him to be a great man. 10.1 expect the telegram to be sent tomorrow.
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Exercise 5. Transform the following complex sentences into simple ones  using the
Subjective Infinitive Complex.

1 .It is said that they work in the field. 2. It is believed that she knows several
foreign languages. 3. It 1s said that the film is very interesting. 4. It is
supposed that he understands Spanish. 5. It is reported that the cosmonauts
feel well.

1 .It 1s said that Kate is preparing for her entrance examinations. 2. It is said
that they are working in the field. 3 .It is reported that the painter is working at
a new picture. 4. It is believed that he is writing a historical novel.

1. It is reported that the delegation arrived in Paris on the 10th of September.
2. It is reported that the spaceship has reached the moon. 3. It is believed that
this house was built in the 18th century. 4. It is said that she has been teaching
mathematics for thirty years.

1. It is expected that he will arrive on Monday. 2. It is supposed that the book
will be published next year. 3. It was expected that the film would be shown in
May. 4. It was supposed that the weather would be fine in April. 5. It is
expected that he will buy a car.

1. It seems that they live in the same house. 2. It seems that he is composing a
new symphony. 3. It seems that he knew it long ago. 4. It seems that she is
listening. 5. It proved that you were right. 6. It turned out that the text was
very difficult.

Exercise 6. Paraphrase the following using the Prepositional Infinitive Complex.
MODEL:

The stone was too heavy. I couldn't lift it — The stone was too heavy for me to

lift it.

1. The text is too difficult. The pupils can’t translate it. 2. The car is too dear. I can’t
buy it. 3. The story is easy enough. I can read it without a dictionary. 4. The weather
was too bad. We couldn’t go to the forest. 5. The coat is too long. She can’t wear-itt

JliENpUKMETHUK

Exercise 1. Transform the following sentences using participle phrases instead

of the subordinate clauses.

MODEL:
The boys who live in this house formed a football team.— The boys living in this
house formed a football team.
1. Most of the people who work at our factory have received comfortable fiats in new
houses. 2. Many pupils who learn English are members of our English club. 3. The
man who sells newspapers showed me the way to the post-office. 4. The students who
live on the left bank of the river cross this bridge twice a day. 5. The woman who
teaches English at our school studied in Kyiv.

MODEL.:
The girls who are watering flowers are my friends. —The girls watering flowers are
my friends.
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1. The man who is making the report is our history teacher. 2. The workers who are
repairing the road go home by bus. 3. The girl who is reciting the poem is our
teacher’s daughter. 4. The boys who are playing hockey live in our house. 5. The
women who are working in the field go to the exhibition.

MODEL.:
When we arrived in London, we went sightseeing the city.— Arriving in London, we
went sightseeing the city.
1. When she heard her name, she turned round. 2. When we saw our teacher, we
stopped and waited for her. 3. When he came home, he switched on the TV set. 4. As
I entered the hall, I saw my friends dancing round the fir-tree. 5. As I went out of the
shop, I met my schoolmate.

MODEL.:
When I read this story, I came across many new words.— When reading this story, I came
across many new words.
1. When the pupils discussed this novel, they expressed their thoughts in good literary
language, 2. When Jane cooked dinner, she forgot to salt it. 3. When Paul studied at
the University, he published several scientific articles. 4. While I was waiting for you,
I read this magazine.

MODEL:
When she finished her work, she went home.—Having finished her work, she went home.
1. After we had passed our examinations we went to a summer camp. 2. As I had lost
my key, I couldn’t get in. 3. When Nick had a dictionary, he did not have to go to the
reading-hall every day. 4. As we had booked tickets beforehand, we went to the
theatre half an hour before the performance began. 5. After they received the tele-
gram, they packed and left for Glasgow.

MODEL.:
We live in the city which was founded 1,500 years ago.— We live in the city founded
1,500years ago.
1. We live in a house which was built last year. 2. She received a telegram which was
sent yesterday. 3. I’ve got a TV set which was made in Lviv. 4. The decisions which
were adopted at the conference are supported by many scientists. 5. The machines
which are made at our plant are exported to many countries of the world.
Exercise 2. Replace one of the homogeneous predicates by Participle 1.

MODEL:
The girls walked home and sang.—The girls walked home singing.
1. She looked at me and smiled. 2. The children sat and watched television. 3. The
girl spoke and trembled. 4. The children ran about and shouted. 5. He turned over the
pages of a book and looked at the pictures. 6. The man read a book and made notes
from time to time.

Exercise 3. Transform the following complex sentences into simple ones  using the
Objective Participle Complex.
MODEL.:
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I saw them as they were working in the field.— I saw them working in the
field.
1.1 saw him as he was picking flowers in the park. 2. We watched them as they were
playing hockey. 3. The teacher observed the pupils as they were writing
compositions. 4.1 saw the girl as she was crossing the street, 5. She watched him as
he was repairing his car. 6. We saw wild geese as they were flying to the South.
Exercise 4. Combine the given two sentences into one using Objective Participle
Complex.
MODEL:
The girls were singing a folk song. I heard it.— I heard the girls singing a folk song.
1. The woman was shouting at the boys. We heard it. 2. The birds were singing in the
trees. She heard it. 3. The man was trying to unlock the door. I noticed it. 4. The boy
was whistling. They heard it. 5. The children were swimming in the river. We
watched it.
Exercise 5. Paraphrase the following using the Objective Participle Complex.
MODEL:
The hairdresser did her hair— She had her hair done.
1. The tailor made a suit for him. 2. The worker repaired his car. 3. The photographer
took a photograph of him. 4. The typist typed his article for him. 5. The waitress
brought them dinner. 6. His wife washed and ironed his shirt. 7. Their daughter
cooked supper for them. 8. The porter brought his luggage into the car.
Exercise 6. Transform the following complex sentences into simple ones  using the
Absolute Participle Complex.
MODEL:
As the weather was fine, we went for a walk.—The weather being fine, we went for a
walk.
1. As my friend lives far from here, I go to his place by bus. 2. As the play was very
popular, it was difficult to get tickets. 3. As it is rather cold, I put on my coat. 4. As
his mother teaches English, he knows the language very well. 5. As her son was ill,
she could not go to the theatre.
MODEL:
As my brother had locked the door, I couldn't get into the room.— My brother having
locked the door, I couldn’t get into the room.
1. As our teacher had visited India, we asked him to tell us about that country. 2.
When the match had ended, the people went home. 3. As my friend had bought the
tickets beforehand, we did not need to hurry. 4. After the sun had risen, we continued
our way. 5. As his sister has broken his spectacles, he had to buy a pair of new ones.
MODEL:
As the bridge was destroyed' we couldn't cross the river— The bridge being
destroyed, we couldn't cross the river.
I. As all shops were closed, we couldn't buy anything. 2. As the road was being
repaired, I couldn’t go there by bus. 3. As the book was being printed, we hoped to
get it soon. 4. As houses are built very quickly nowadays, we’ll soon get a new flat. 5.
As the waiting-room was being cleaned, the passengers were not let in.

18



Iepynpaiit
Exercise 1. Transform the sentences using the gerund instead of the infinitive.
MODEL:
My father began to work at this plant 20 years ago.— My father began working at
this plant 20 years ago.
1. We continue to study English. 2. The children like to play basket-ball. 3. The boy
started to run. 4. His mother intends to spend her holiday in the Crimea. 5. They
preferred to go there by plane. 6. She tried to open the window but couldn’t. 7.1 have
just begun to translate the text.

Exercise 2. Combine the sentences using the gerund.

MODEL.:
You helped me. I thank you for it.— I thank you for helping me.
1. You gave me a dictionary. I thank you for it. 2. The woman showed me the way. I
thanked her for it. 3. You explained to us this grammar rule. We thank you for it. 4.
Ann passed me the salt. I thanked her for it. 5. Nick bought a note-book for Pete. Pete
thanked him for it. 6. He repaired my TV set. I thanked him for it.

Exercise 3. Transform the following sentences using gerundial phrases instead of the
subordinate clauses.
MODEL.:
1 think I'll go to Minsk next week— I think of going to Minsk next week.
1. T think I’ll go to the theatre tomorrow. 2.1 think I’1l join them.3. I thought I would
buy that coat. 4. Tom thinks he will play hockey on Saturday. 5. She thought she
would take a taxi. 6. We think we shall visit him in the hospital.
MODEL.:
After he finished school, he worked at a plant.— After finishing school he worked at
a plant.
1. After they passed their exams, they went to the Caucasus. 2. Before we moved to
this town we lived in Kyiv. 3. After she wrote the letter, she went to the post-office. 4.
Before you cross the street you must look to the left and then to the right. 5.1 turned
off the light before I left home. 6. We met him after we walked about two miles.
MODEL:
She insisted that she should go to the library.—She insisted on going to the library.
She insisted that she should be sent to the library.— She insisted on being sent to the
library.
1. He insisted that he should show them the way. 2. He insisted that he should be
shown the way. 3. They insisted that they should help me. 4. They insisted that they
should be helped with their work. 5. I insisted that I should examine them in the
afternoon. 6.1 insisted that I should be examined first.

Exercise 4. Paraphrase the following sentences using the gerund.
MODEL:
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I want very much to get a letter from you.— I am  looking forward to getting a
letter from you.
1. I want very much to visit that exhibition. 2. She wanted very much to go to the
country. 3. He wants very much to be offered this job. 4. We want very much to see
this performance. 5.1 want very much to be invited to the conference.

MODEL:
It gave me much pleasure to see this performance.— I enjoyed seeing this
performance.
1. It gave me much pleasure to work with him. 2. It gave me much pleasure to read
this story. 3. It gave me much pleasure to play tennis. 4. It gives him much pleasure to
ride a bicycle. 5. It will give him much pleasure to listen to this lecture.

MODEL:
It is useless to learn rules without examples.—It is no use learning rules
without examples.
1. It is useless to invite her. She won’t come. 2. It is useless to grow tomatoes in this
region. The summer is too short here: they won’t ripen. 3.1t is useless to teach her to
play the piano. She has no ear for music. 4.1t is useless to go shopping now. Most of
the shops are closed. 5. It is useless to go to the theatre now. The tickets are sold out.

Exercise 5. Transform the following complex sentences into simple ones using the gerund.
MODEL.:
I am sorry that I trouble you.— Excuse me for troubling you.
1.1 am sorry that I ring you up so late. 2.1 am sorry that I turned on the radio when
you are working. 3.1 am sorry that I came so late. 4. I am sorry that I broke your
pencil. 5.1 am sorry that I went home without waiting for you.
MODEL.:
I am sorry that I did not tell you about it.— I am sorry for not telling you
about it.
1.1 am sorry that I did not help you yesterday. 2.1 am sorry that I didn’t wait for you.
3.1 am sorry that I did not do my homework. 4. I am sorry that I did not ring you up.
5.1 am sorry that I did not answer your letter.

Exercise 6. Paraphrase the sentences using gerundial complexes.

MODEL:
I want him to take the floor— I insist on his taking the floor. I don't want him to be
sent there.— 1 object to his being sent there.
1. I want Kate to recite this poem. 2. They wanted me to take part in the competition.
3.1 don’t want Jane to stay here alone. 4. The teacher wanted the pupils to do this
exercise. 5. Mother did not want Mary to go to the cinema. 6.1 don’t want him to be
elected chairman. 7.1 want her to be sent to the conference.

TexkcTH 1Jis YUTAHHSA Ta NMEPEKJIATY
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BUSINESS CORRESPONDENCE
Read and translate the text:

Business letters include all kinds of commercial letters, Inquiries, replies to
inquiries, Letters of Credit (L/C), invoices, Bills of Lading (B/L), Bills of Exchange
or drafts, letters of insurance, explanatory letters, orders, letters of packing, letters of
shipment, letters of delivery, offers, letters of complaint, replies to those of mentioned
above, etc.

A business letter should be as short as possible, intelligible, polite, benevolent
and its language must be simple.

A private business letter is written by hand, each paragraph begins with an
indented line. But if a letter is sent by an organization it is typed on the form of this
organization. In this case it is not necessary to use indented lines.

A letter is composed of the following elements: heading, date, address,
salutation text, subscription.

A letter can be typed on the organization's form. Any form has its letterhead
printed typographically. The letter-head bears the name of organization or firm,
sending this letter, its address, (telegrams, telephone, telex, fax). If you do not use the
form, write your address (as a sender) on the upper right side of the letter. Do not
indicate your name here, it will follow your signature. Ukrainian names of foreign
trade organizations are not translated into foreign languages. They are written with
Latin letters using English transcription. Your telephone number may be written
below.

The date is written on the right side above (under your address if the letter is
written on a form or under a typographical letter-head of the form).

As a rule, before the address of the recipient a reference is indicated which the
sender asks to mention in the reply to the letter. A common reference represents the
initials of the person who wrote the letter and those of the typist who typed it.

The address of the recipient (inside address) is written on the left above, under
the reference. Lower, the name of the firm is written under which the number of the
house, street, city or town, state or country are indicated, the last element being the
country.

The salutation is written on the left (not in the center).

a) 3HAUTH B TEKCTI aHTTMCHKI €KBIBAJIGHTH CIIITyIOUMM CJIOBAM Ta BUPa3aM:
JIJIOBI JIUCTH; BEKCEJIb;

JIACT-3allNT; 3BEpPTaHHS,
JINCT-B1AIIOBIb; JUCT-PEKIIaMalIis;
KOHOCAMECHT; paxyHOK;

OJIaHK; mianka (JmcTa);

0) YKJIaCTH 1 HaMCAaTH CIM 3allUTaHb PI3HOTO THUITY A0 TEKCTY
II. Yxnactu gianor Ha temy “Bizut 3apyOixHoro naptaepa. 3yctpid B odici Gpipmu’,

BHKOPUCTABIIN MAaKCUMYM JTaHUX BI/IpaSiBI

1. I’d like you to meet ......
2. Let me introduce
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)

to deal with
Would you like ......
business card
I hope
Nice to meet you ......
Soam |
9. to come to an agreement
10.to have an appointment with
11.at your disposal
12.to study the requirements
III. Yxnactu pexiiaMHU JIUCT, KOPUCTYIOUHUCH CIT1TYFOUMMHU KITIIIIE:
1. We are attaching some information about ......
As you requested, we are enclosing a copy of our latest catalogue.
I am enclosing a folder with information on our new ......
Enclosed you will find the latest listing of our production.
I am enclosing our price-list, which gives you some idea of the range of areas
we promote information on so you can see whether or not we could be of
service to you.
6. We appreciate your cooperation
7. Thank you for your interest in ......
8. Would you please let me have your comments at your earliest convenience?
9.
1

XN B W

Aol e

If you have any other questions, please get in touch with ......
0.1 hope that this information will be some assistance to you.

IV. BuzHaunTH 1 HanucaTy Ha3BY CKJIAJOBUX YaCTHUH I1JIOBOIO JIACTA.

Date; main paragraph; letterhead; References; salutation; introductory paragraph;
concluding paragraph; recipient's address; (sender's) address; (typed) signature;
complimentary ending; enclosures (abbreviation); position/title; signature.

(1) WIDGETRY LTD
6 Pine Estate, Westhornet, Bedfordshire, UB18 22BC.
(2) Telephone 9017 23456 Telex X238 WID Fax 9017 67893
Michael Scott, Sales Manager,
Smith and Brown pie,
(3) Napier House,
North Molton Street, Oxbridge OB84 9TD.
(4) Your ref. MS/WID/15/88
Our ref. ST/MN/10/88
(6) 31 January 20
(7) Dear Mr. Scott,
Thank you for your letter of 20 January, explaining that the super widgets,
(8) catalogue reference X-3908, are no longer available but that ST-1432,
made to the same specifications but using a slightly different alloy, are now
available instead.
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Before I place a firm order I should like to see samples of the new super widgets.
If the replacement is as good as you say it is, I shall certainly wish to reinstate the
original order, but placing an order for the new items.

(9) Apart from anything else, I should prefer to continue to deal with Smith and
Brown, whose service has always been satisfactory in the past. But you will
understand that I must safeguard Widgetry's interests and make sure that the
quality is good.

(10) I would, therefore, be grateful if you could let me have a sample as soon as
possible.

(11) Yours sincerely,

(12) Signature

(13) Simon Thomas

(14) Production Manager

V. Binkputu nyXKu, BXKUBaro4r 1H()IHITUB y MOTPiOHIIM YacoBiid Gpopmi.

1. The last time I ...... (go) to Brighton was in August.

2. I'd like to meet a ghost, but I ...... (never / see) one.

3. I've finished my homework. I. ...... (do) it before tea.

4. And the race is over! And Micky Simpson ...... (win) in a record time!

5.1...... (work) for a computer company for a year. That was after college.

6. What time ...... (you / get) to work this morning?

7. Martin ...... (be) to Greece five times. He loves the place.

MONEY

Read and translate the text:

Money is used for buying or selling goods , for measuring value and for
storing wealth . Almost every society now has a money economy based on coins and
paper bills of one kind or another . However , this has not always been true . In
primitive societies a system of barter was used . Barter was a system of direct
exchange of goods . Somebody could exchange a sheep , for example , for
anything in the marketplace that they considered to be of equal value . Barter ,
however , was a very unsatisfactory system because people's precise needs seldom
coincided . People needed a more practical system of exchange , and various money
systems developed based on goods which the members of a society recognized as
having value . Cattle , grain , teeth , shells , feathers , skulls , salt , elephant tusks , and
tobacco have all been used . Precious metals gradually took over because , when
made into coins , they where portable , durable , recognizable , and divisible into
larger and smaller units of value .

A coin is a piece of metal, usually disk-shaped , which bears lettering, designs or
numbers showing its value . Until the eighteenth centuries: , coins were given
monetary worth based on the exact amount of metal contained in them , but most
modern coins are based on face value. - the value that governments choose to give
them , irrespective of the actual metal content . Coins have been made of gold
(Au), silver (Ag), copper(Cu), aluminum (4t), nickel (Ni), lead (Pb) , zinc (Zn) ,
plastic and in China even from pressed tea leaves.
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Most governments now issue paper money in form of bills , which are really
'promises to pay '. Paper money is obviously easier to handle .and much more
convenient in the modern world . Checks and credit cards are being used
increasingly , and it is possible to imagine a world where 'money' in the form of
coins and paper currency will no longer be used .Even today, in the United States,
many places , especially filling stations will not accept cash at night for
security reasons.
1.Translate into English the following sentences:

1. B cygacHOMy CBIiTI IpoIlli BUKOHYIOTH JIeK1JbKa QyHKITIH.2. ['porri
BUKOPHUCTOBYIOTHCS IIPH KYITIBJI1 Ta Mpojaxy pedeit. 3. ['porri € 3acobom 30epiraHHs
MOKYIHO1 BapTocTi. 4. SKII0 MU X04eMO, MM MOKEMO TpOIIli B OaHK.

5. [okynHa cCIpOMOXKHICTh Cy4acCHUX TPOIIIEH MOXKeE Ay>Ke CUIILHO 3MIHIOBATUCH.

2. Match the personal qualities with the abilities on the right.

If you you can
1 are computer literate a) work well on your own.
2 are trilingual b) use different types of software.
3 are good at mental arithmetic c) solve problems rationally.
4 are autonomous d) be a good leader.
5 have a creative personality e) calculate quickly in your head.
6 have a logical mind f) speak three languages.

7 are decisive and people accept your authority g) bring new ideas to projects

3. Answer the following questions:

1. Where is money used?

2. What are the functions of money in modern world?

3. What are the good and bad points if we consider money as a means of storing up
buying power?

4. What forms does money exist in?

5. Why are some people doubtful about the wisdom of saving money?

6. What is English / American currency?

7. Where are British coins made?

4 . Write a short composition on the topic: Money in our life.

BUSINESS. FORMS OF BUSINESS
Read, translate the text.

The word "business" is used in many modern languages. In ancient times it
meant trade for things people wanted. Nowadays business is production,
distribution and sale of goods or services to get some profit.

Production is, as a matter of fact, making things, producing goods and
creating services.

Distribution is moving things from the place of production (works or factory)
to the market-place.

As for the sale of goods and services, it is the exchange of a product or
service for money.
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In any business activity making a profit is the major aim. Profit is defined as
the money that remains after paying all the expenses in business.

In most countries there are three forms of business. They are the sole
proprietorship, the partnership and the corporation.

The sole proprietorship means to go into business for oneself. Everybody has
the right to do it. All you need is ideas about the business, some capital to begin
with and knowledge of regulations of this business.

The partnership is an association of two or more people involved in business. In
partnership it is important to have a written partnership agreement.

The corporation is the so-called "a legal person", an institution to make a
profit. Those, who operate a corporation have stock certificates. The individuals
who own such stock certificates (or shares) are called stock-holders. As a matter of
fact, there are privately own business corporations and governmental ones.

2.Answer the following questions
What was the definition of business in ancient times?
2. What is the modern definition of business?
3. What does production in business mean?
4. What do we mean under distribution in business?
5. What does sale of goods and services mean in business?
6.Can you give the definition of profit?

DECISION-MAKING

Read, translate the text and divide it into logical parts.

In carrying out management functions, such as planning, organizing,
motivating and controlling, a manager will be continually making decisions.
Decision-making is a key management responsibility.

Some decisions are of the routine kind. They are decisions which are made
fairly quickly, and are based on judgement. Because a manager is experienced, he
knows what to do in certain situations. He does not have to think too much before taking
actions. For example, a supervisor in a supermarket may decide, on the spot, to give a
refund to a customer who has brought back a product. The manager does not have to
gather a great deal of additional information before making the decision.

Other decisions are often intuitive ones. They are not really rational. The
manager may have a hunch or a gut feeling that a certain course of action is the right
one. He will follow that hunch and act accordingly. Thus, when looking for an agent in
an overseas market, a sales manager may have several companies to choose from.
However, he may go for one organization simply because he feels it would be the most
suitable agent. He may think that the chemistry between the two firms is right. Such a
decision is based on hunch, rather than rational thought. Many decisions are more
difficult to make since they involve problem-solving. Very often, they are strategic
decisions involving major courses of action which will affect the future direction of
the enterprise. To make good decisions, the manager should be able to select,
rationally, a course of action. In practice, decisions are usually made in circumstances
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which are not ideal. They must be made quickly, with insufficient information. It is
probably rare that a manager can make an entirely rational decision.

When a complex problem arises, like where to locate a factory or which new
products to develop, the manager has to collect facts and weigh up courses of action.
He must be systematic in dealing with the problem. A useful approach to this sort of
decision-making is as follows: the process consists of four phases:

I) defining the problem; II) analyzing and collecting information; I1I) working out
options and IV) deciding on the best solution.

As a first step, the manager must identify and define the problem. And it is
important that he does not mistake the symptoms of a problem for the real problem
he must solve. Consider the case of a department store which finds that profits are
falling and sales decreasing rapidly. The falling profits and sales are symptoms of a
problem. The manager must ask himself what the store's real problem is. Does the
store have the wrong image? Is it selling the wrong goods? Or the right goods at the
wrong prices? Are its costs higher than they should be?

At this early stage, the manager must also take into account the rules and
principles of the company which may affect the final decision. These factors will limit
the solution of the problem. One company may have a policy of buying goods only
from home suppliers; another firm might, on principle, be against making special
payments to secure a contract; many enterprises have a rule that managerial positions
should be filled by their own staff, rather than by hiring outside personnel. Rules and
policies like these act as constraints, limiting the action of the decision-taker.

The second step is to analyse the problem and decide what additional infor-
mation is necessary before a decision can be taken. Getting the facts is essential in
decision-making. However, as already mentioned, the manager will rarely have all the
knowledge he needs. This is one reason why making decisions involves a degree of
risk. It is the manager's job to minimize the risk.

Once the problem has been defined and the facts collected, the manager
should consider the options available for solving it. This is necessary because there
are usually several ways of solving a problem. In the case of the department store,
the management may decide that the store has the wrong image. A number of actions
might be possible to change the image. New products could be introduced and
existing lines dropped; advertising could be stepped up; the store might be
modernised and refurbished or customer service might be improved.

1 Answer the following questions to the text:
1) What is a key management responsibility?
2) What place does it occupy among other management functions?
3) What decisions are considered to be of the routine kind?
4) How can you characterize the intuitive decisions?
5) Are many decisions dependent on problem-solving?
5) What are the four phases of decision-making?
2. Comment on the following statements:
1) Decision-making is a key management responsibility.
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2) Decisions are usually made in circumstances which are not ideal.
3) Taking no action is a decision just as much as taking a positive course of action.

UNEMPLOYMENT

Read and translate the text:

One of the problems that a national economy might face is a high level of
unemployment. High unemployment means that there is a large amount of wasted
labour resource, and governments will often try to reduce unemployment to an
'acceptable' level.

There exist a number of different categories of unemployment.

Frictional unemployment. 1t is inevitable that some unemployment is I caused
not so much because there are not enough jobs to go round, but because of the
friction in the labour market, i. e. the difficulty in quickly matching workers with
jobs, caused perhaps by a lack of knowledge aboutj job opportunities. Frictional
unemployment occurs where there is a shortage of a given type of worker in one
region, but a surplus of the same type in another. In general, it takes time to match
prospective employees with employers. And individuals will be unemployed during
the search period for a new job. Frictional unemployment is temporary, lasting for the
period of transition from one job to the next.

Seasonal unemployment. This occurs in certain industries, e.g. building,
tourism and farming, where the demand for labour fluctuates in seasonal patterns
throughout the year.

Structural unemployment occurs where long-term changes in the conditions of
an industry occur, e.g. an industry may decline leaving many workers redundant and
reluctant to move to a new industry (labour immobility). The feature of structural
unemployment is high regional unemployment in the location of the industry
affected.

Technological unemployment. This is a form of structural unemployment,
which occurs when new technologies are introduced. With automation, employment
levels in an industry can fall sharply, even when the industry's total output is
increasing.

Cyclical unemployment. It has been the experience of the past that domestic
and foreign trade go through cycles of boom, decline, recession, recovery, then boom
again, and so on. Cyclical unemployment can be long-term, and a government might
try ;o reduce it by doing what it can to minimise a recession or to encourage faster
economic growth.

Frictional and seasonal unemployment will be short-term. Structural,
technological and cyclical unemployment are all long-term and more serious.

Governments are anxious to influence unemployment levels for a number of
reasons. Unemployment is a waste of economic resources, and it leads to individual
hardship. Politically, the level of unemployment is seen as a key indicator of a
government's success or failure.
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A government's policies to influence employment will probably be aimed
either at reducing the total number of unemployed people down to an 'acceptable’
level, or at creating more jobs. Job creation and reducing unemployment should often
mean the same thing.

A government can try to create jobs or reduce unemployment by:

» spending more money directly on jobs, 1. e. hiring more civil servants;

. encouraging growth in the 'private sector' of the economy. When aggregate
demand is growing, firms will probably want to increase output to meet demand, and
so will hire more labour;

* encouraging training on job skills. There might be a high level of unemployment
amongst unskilled workers, and at the same time a shortage of skilled workers. A
government can help to finance training schemes, in order to provide a 'pool' of
workers who have the skills that firms need and will pay for.

acceptable - mpuiiHATHUN

frictional unemployment - Tumyacose

0e3po0ITTS, BUKJIMKAHE MEPEI1IrOTOBKOI POOITHUKIB

temporary unemployment - TumMuacoBe 0e3po0ITTS

structural unemployment - 6e3p00iTTsI, BUKJIMKaHE CTPYKTYPHUMU

3MIHaMH B €KOHOMIIII

technological unemployment -

TEXHOJIOT1YHE 0e3p00ITTS

cyclical unemployment - nukiiyne

0e3po0iITTS

civil servants - nep>xaBHUi1 CiTy)K00BeITb

aggregate demand - cyKyInHHMI OIUT

pool - pe3eps, hoHA

I.  Discuss the following in groups and present the results of the discussion.

In your opinion, when there is high unemployment during a recession, should the
government intervene in the economy to create jobs? For example, should it use
unemployed construction workers to build new housing or roads or transport systems,
and unemployed teachers to reduce the size of classes in schools, and so on, rather
than pay social security benefits to those people to do nothing? If not, why not? What
are the economic arguments against such governmental spending?

II.  Which of the following words mean the same as to employ someone, and which
mean the same as to dismiss someone?

Appoint, engage, discharge, fire, hire, give a person the boot, recruit, kick out, pack
off, lay off, make redundant, sack, take on.

THE ECONOMIC ENVIRONMENT
Read and translate the text:
The economy comprises millions of people and thousands of firms as well as
the government and local authorities, all taking decisions about prices and wages,
what to buy, sell, produce, export, import and many other matters. All these
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organizations and the decisions they take play a prominent part in shaping the
business environment in which firms exist and operate.

The economy is complicated and difficult to control and predict, but it is
certainly important to all businesses. You should be aware that there are times when
businesses and individuals have plenty of funds to spend and there are times when
they have to cut back on their spending. This can have enormous implications for
business as a whole.

When the economy is enjoying a boom, firms experience high sales and
general prosperity. At such times, unemployment is low and many firms will be
investing funds to enable them to produce more. They do this because consumers
have plenty of money to spend and firms expect high sales. It naturally follows that
the state of the economy is a major factor in the success of firms.

However, during periods when people have less to spend many firms face hard
times as their sales fall. Thus, the economic environment alters as the economy
moves into a recession. At that time, total spending declines as income falls and
unemployment rises. Consumers will purchase cheaper items and cut expenditure on
luxury items such as televisions and cars.

Changes in the state of the economy affect all types of business, though the
extent to which they are affected varies. In the recession of the early 1990s the high
street banks suffered badly. Profits declined and, in some cases, losses were incurred.
This was because fewer people borrowed money from banks, thus denying them the
opportunity to earn interest on loans, and a rising proportion of those who did borrow
defaulted on repayment. These so-called "bad debts" cut profit margins substantially.
Various forecasters reckoned that the National Westminster Bank's losses in the case
of Robert Maxwell's collapsing business empire amounted to over £100 million.

No individual firm has the ability to control this aspect of its environment.
Rather, it is the outcome of the actions of all the groups who make up society as well
as being influenced by the actions of foreigners with whom the nation has dealings.

to comprise - BKIto4Yatu B cede, MicTuTH  to decline - 3HMXKyBaTucs
local authorities - micuesi opranu Bnaaun  luxury items - npeaMeTu po3KoIi

to take (syn. to make) to incur (syn. to bear, to suffer)
decisions -npuiitMaTH pilieHHS losses - 3a3HaBaTH 30MTKIB

to shape the environment - popmyBaru to deny the opportunity — mo30aBisaTu
HABKOJIUIITHE CEPEIOBHUIIE MO>KJTUBOCTI

to predict (syn. to forecast) to earn interest — oJiep>KyBaTH
-nepeadavyaTH, BillyBaTH MPOIICHTHUM JTOX1/T

to be aware - yCcB1IOMJTFOBAaTH, 3HATH to default on repayment - He BUKOHATH
to cut back on spending = to cut expendi- 3000B's13aHHs 3 BUIUIaTH (OOPTIB,

ture - CKOpOTUTH BUTPATU MPOLICHTIB 1 T. I1.)

enormous implications - BeJuKe profit margin - mapxa npuOyTKy
3HAYCHHSI/BILINB the outcome of the actions - pe3ynbTaT
general prosperity - 3arajgbHe i

IPOLBITAHHS to have dealings - maTu TOproBesbHi
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to alter - 3miHIOBaTHUCS (misoB1) 3B'SI3KH
a recession - 3aHenaz

I.  Answer the following questions:

1. What does the economy comprise?

2. What's a boom in the economy? What characterizes the state of the economy at

that time?

3. What happens when the economy moves into a recession?

4. What are "bad debts"?

5. What happened to some banks in the early 1990s and why?

Il. Suggest Ukrainian equivalents:

* the government and local authorities

« firms experience high sales

» their sales fall

» total spending declines as income falls

*  luxury items

» the high street banks

» suffered badly

*  to earn interest on loans

* so-called "bad debts"

3aBIaHHA 1JI CAMOKOHTPOJIIO
Ta KOHTPOJIIO JOCATHYTHX Pe3y/ibTaTiB HABYAHHA
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1 Which words do the following sentences define?

1. To inspire, to induce, to give a reason or incentive to someone to do something.
a) motivate b) promote c) provoke

2. Aperson employed by someone else, working for money.

a) earner b) employee c) employer

3. Relations between employers and employees, managers and workers,
management and unions.

a) human relations b) labour relations c¢) labour unions

4. Having control of something as part of your job.

a) command b) power c) responsibility

5. Money paid (per hour or day or week) to manual workers.

a) earnings b) salary c) wages

6. A fixed regular payment made by employers, usually monthly, for professional
or office work.

a) earnings b) salary c) wages

7.  Advantages which come with a job, apart from wages or salary.

a) benefits b) profits c¢) supplements

8. To be raised to a higher rank or better job.

a) motivation b) promotion c) sales promotion

9. Knowing that there is little risk of losing one's job.

a) bureaucracy b) job safety c) job security

10. Having particular abilities, acquired by training.

a) educated b) skilled c) talented

2. Match the terms with the definitions.

Terms Definitions
1. Structural a) Unemployment arising from a long-term decline in a
unemployment particular industry.

2. Cyclical unemployment b) Unemployment occurring in certain industries, e.g.
building, tourism and farming, where the demand for
labour fluctuates in seasonal patterns throughout the year.

3. Frictional unemployment ¢) Unemployment arising from a difficulty in matching
unemployed workers with available jobs.

4. Seasonal unemployment d) A form of structural unemployment, which occurs
when new technologies are introduced.

5. Technological e) Unemployment occurring in the downswing of an

unemployment economy in between two booms.

3. Opposites. Match the opposites in pairs.

Open, buy, profit, cancel, rise, close, asset, debtor, fail, creditor, fall, succeed, send,
fire, lend, hire, sell, liability, grow, loss, borrow, receive, confirm, shrink
4.Grammar test

1 Mysisterand I ............ from Scotland.

a) we are b) am c)are d)is
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2 Howold............ ?
a) are you b) you are c) you have d) have you

3 They ............ in London.

a) no live b) don't live c) live not d) doesn't live

4 Where ............ Mary live?

a) does b)do c)are d)is

5 Where are Geoff and Anne? ............ in the garden.

a) They're siting b) They sitting ¢) There sitting d) They're sitting

6 What............ , Sally?

a) you are b) are you c) do you d) are you doing

7 1It's very cold today and ............ :

a) it's snowing b) it snows c¢) its snowing d) it snowing

8 e, close the window please.

a) No b) Not ¢) Don't d) You don't

9 Where............ yesterday?

a) was you b) you were c) were you d) did you be

10 They ............ last week.

a) didn't come b)camenot c¢)don'tcame d)didn't came

11 What............ doing at nine o'clock yesterday evening?

a) Peter were b) Peter was c¢) did Peter d) was Peter

12 I didn't hear the phone because when it rang, I ............ a shower.
a) had b) was having c¢) have had d) having

13 My cousins ............ seen a kangaroo.

a) have never b) never have c) has never d)haven't never

14 Have you............. to Canada?

a )ever been b) ever gone c)been ever d) gone ever

15 I'm sorry. Mrs Johnson hasn't............ .

a) arrived just b) already arrived c¢) arrived already d) arrived yet
16 My husband and I ............ to Edinburgh in 2001.

a) have moved b) moved c¢)did moved d)has moved

171 ... to London five times already this week.

a) went b) have gone c)have been d was going

18 Margaret has............ here since February.

a) being worked b) working c¢) been working d) been worked

19 I'm a vegetarian. I ............ meat since [ was a child.

a) haven't eaten b) don't eat c) haven't been eating d )am not eating
20 When we arrived, the train ............ the station.

a) already left b) had already left c¢) had left already d) has left already
21 When Carol was younger, she ............ in a jazz band.

a) use to sing b) sang usually c) was singing d) used to sing

22 What............ do tomorrow?

a) you are going to b) are you going c¢) you are going d) are you going to
23 Are you thirsty? ............ make you a drink?

a) WillI b) Shalll ¢)Dol d)I'll

32



24 My cousins ............ visit us next weekend.

a) will to b) going to c¢) are going to d) are going

25 I can't see you tomorrow. ............ lunch with Paul.

a) I'm having b) I'll have c) I'm going have d) I will to have
26 We can start as soon as they ............ :

a) arrive b) are arriving c¢) will arrive  d) are going to arrive
27 Can somebody come and help me? ~ Yes, ............ you.

a) I'll help b) I'm helping c¢) I will to help d) I help

28 The film was very sad. It ............ cry.

a) made usto b) madeus c)letus d) letus to

29 The teacher............ go home early.

a) wanted that we b) made usto c) decided us to d) let us

30 When you've ............ , I'll tell you what I think.

a) stopped talking b) stopped to talk c) been stopping talking d) been stopped to
talk

31 Would you ............ to the cinema?
a) to like go b) like to go c¢) like going d) to like to going
32 I'm going to India next year. ............ Kerala, Goa and Mumbai.

a) I'm going to plan visiting b) I plan visiting c¢) I'm going to plan to visit
d) I plan to visit

33 This is a machine ............ boxes.
a) for make b) for to make c¢) for making d) to making
34 Weinvited ............ come to the party.

a) them to b) to them c) that they d) that they

Cnmcox BUKOPHUCTAHUX JIKEp el
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