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IHEPEAMOBA

AKTya/IbHicTh BUBYeHHs qucuuiuiing [linoBa anrailicbka MoBa. /lucuuiuiina cipssMoBaHa Ha

MIATOTOBKY CHEIIaJIiCTIB, AKi JeMOHCTPYIOTh KOMYHIKaTHBHY KommeTeHIio Ha piBHI Cl y Bcix BHaax
MOBJIEHHEBOT MISUTBHOCTI (YMTaHHI, TOBOPIHHI, ay[ilOBaHHI Ta MHUCHMi), 1 KOTpi 3[aTHI JOCATATH
MOPO3YMIHHSI 31 CITIBpO3BMOBHUKAMH 1 OOTrOBOPIOBATH INHPOKE KOJO TUTaHb, IOB’SI3aHUX 3i
crenianizaimieo; roTyBatu myOniuyHi BUCTYNH 3 (paxOBHX NHTaHb, 3aCTOCOBYIOYH BIANOBIAHI 3aco0m
BepOabHOT KOMYHIKaIlil Ta afeKBaTHI ()OPMU BECHHS ITUCKYCiH 1 1e0aTiB; 3HaXOJAUTH HOBY TEKCTOBY,
rpadiuny, aymio Ta Bimeo iH(opMaIiro, MO MICTUTHCS B aHTJIOMOBHHX Taly3eBHX Marepiayiiax (SK y
JIPYKOBAHOMY, TaK 1 B €JIEKTPOHHOMY BHUIJISII1), KOPUCTYIOUHCH BIANOBIAHUMHU MOLUTYKOBUMH METOJaMU
1 TEpPMIHOJIOTIEID; AaHaJI3yBaTH aHIJIOMOBHI JpKepena iHGopMalii JUisi OTPUMAHHS JaHMX, IO €
HEOOXITHUMH JUIsl BUKOHAHHS NMpoQeCcifHUX 3aB/laHb Ta IPUUHATTS Npo(deciiiHUX pIllIeHb; BECTU IUIOBE
JUCTYBaHHS, JEMOHCTPYIOUM MDKKYJIbTYpHE IOPO3YMIHHS; IepeKIalaTd aHrJOMOBHI mpodeciiiHi
TEKCTH Ha PiIHY MOBY, KOPHCTYIOUHCH TBOMOBHUMH TE€PMIHOJIOTIYHUMH CIOBHHKAMH, €IEKTPOHHUMH
CIIOBHHKAMH Ta MPOTPaMHUM 3a0€3MeUeHHIM MePEKIIaIalibKoOTo CIIPsIMyBaHHSI.

Mixkaucuunjinapui 3B's3kM: HaBuainpHa aucnuruiiHa JijioBa aHrjilickka MoBa TICHO

MOB’si3aHAa 3 HACTYMMHUMM JUCIHIUIIHAMHU, IO € CKJIAJ0BOIO0 OCBITHBOI-NpodeciiiHoi mporpamu
miaroToBKu (axiBIliB 3a OCBITHIM cTyneHeM «bakanaBpy cnemianbHoCcTi 014 «Cepenns ocsira (Moga i
mitepatrypa (aHriidiceka)»: «[IpakThka yCHOrO Ta THCEMHOTO MOBIEHHS», «CTUIICTHKAY,
«TepMiHOJIOTISI OCHOBHOT 1HO3€MHOT MOBIY, «Ilepekias aHriiChKOT HAYKOBOT 1 TEXHIYHOT JIITepaTypuy,
«IIpakTHKa yCHOrO Ta MUCEMHOTO MOBJIEHHS».

Mera OUCUMIUIIHM — TPaKTHYHE OBOJOMIHHS CTYICHTAMH CHCTEMOI AaHIJIHCBKOI MOBH Ta
HOPMAaTHBHOIO 0623010 ii (pyHKITIOHYBaHHS B KOMYyHIKaTHBHO-MOBJICHHEBHX CHUTYAIlLIX y cdepi IXHbOT MaOyTHHOI
npodeciifHol AiSUTPHOCTI, SKiCHA MiAroToBKa (haxiBIsl JO IHIIOMOBHOTO CITUIKYBaHHS B MpodeciifHiii cdepi Ha
OCHOBI CBITOBOT'O JOCBiTy Ta pekoMeHmalliii Pamu €Bporm

3aBJaHHAM BUBUYCHHS JUCIUILTIHU €

° BUNTH MaiOyTHBOTO (paxiBIA BITFHO OpPI€HTYBATHCSA B CydacHOMY iH(OpMAIIfHOMY MOTOI 3
METOI0 YIOCKOHAJICHHSI IHINOMOBHUX YMiHb 1 HABHYOK;

° YIOCKOHAIIIOBATH KOMYHIKATHBHI YMIHHS 1 HaBHYKM BOJOIHHS AHTJIHCHKOI MOBOIO IIPH
CHIKYBaHHI Ha podeciiiHi TeMu;

° (hopMyBaTH y CTYyJEHTIB CydacHi yABIEHHS PO peaii >KUTTS B IHIIOMOBHHUX KpaiHax;

° PO3BUBATH yMIHHS aJeKBaTHO IOBOAHWTHUCS B DPI3HOMAHITHHX JXHTTEBHUX CHUTYaIliSX AIJIOBOTO
CHIIKYBaHHS;

° rOTyBaTH MaltOyTHHOTO (haxXiBIls 10 HAYKOBOI AiSTBHOCTI, TIPOIOBXKEHHS OCBITH.

IIpeamerHi pe3yJbTaTH HaBYaHHA. B pe3ynpTarTi BUBYEHHS HABYAIBHOI JWCIMILTIHH
CTYICHT MOBHMHEH 3HATH: BUIBHO YMTATH, PO3YMITH Ta BIPHO MEPEKJIAJATH IUIOBI Marepu, BECTH
NIePErOBOPY AHTJIIMICHKOI0 MOBOIO, OINEPYBAaTH HABUYKAMHU JUIOBOTO E€THKETY, Ta OPraHi30BYBaTH
MOI0POXKi 32 KOPJIOH.

BwmiTu: Bectu Geciny-aianor mpo6aeMHOT0 XapakTepy BiAMOBIIHO J0 MPOrpaMHOT TEMAaTUKU Ta
KOMYHIKaTUBHOI (DyHKIIi{; pOOUTH caMOCTIi{H1 YCHI MOHOJIOT1YH1 MMOBIAOMJIEHHS aHTJIIHCHKOI0 MOBOIO 32
TEMaTHKOIO Kypcy; pedepyBaTu (yCHO Ta MHUCHbMOBO) OPUTIHATBHI PI3HOCTUIILOBI TEKCTH; 3IMCHIOBATH
aJIeKBaTHUI MepeksiaJ 3 aHrJiiChKOi MOBHM Ha YKpaiHCbKY Ta HAaBIAKM TEKCTIB, IO BiAMOBIIAIOTH
TEMaTHIIi Ta PIBHIO CKJIaIHOCT1 KypCYy.

3araabni komnerentHocTi (3K):

3K1 — 3HanHs Ta po3yMiHHS NIPEIMETHOIT 00J1acTi Ta po3yMiHHS NMPOoQeciitHOT AiSTBHOCTI.
3K3— 3marTHICTh AIATH COIAILHO BiAMOBIAAIBHO Ta CBIIOMO.

3K4 — 3patHicTh TpaltoBaTH B KOMaH/I1.



3KS5 — 3natHicTh 10 momryky, oOpoOiIeHHs Ta aHami3y iHdopMaIlii 3 pi3HUX JKEpPe.
3K6 — 3nmatHicTh 3acTOCOBYBAaTH HaOyTi 3HAHHS B MPAKTUYHHUX CUTYAIlIsX.
3K7 — 3nmaTHICTh BUMTHCS 1 OBOJIOAIBATH CY4aCHUMH 3HAHHSIMH.

daxoBi KOMIIETEHTHOCTI:
@®K2 — 3paTHicTh 3aCTOCOBYBATH Cy4acH1 METOJIU i OCBITHI TEXHOJIOT1l HAaBYaHHS.

@®K5 — 3paTHicTh BUKOPHUCTOBYBATH JOCSTHEHHS CydacHOI HaykKd B Taiy3i Teopii Ta ictopii
1HO3eMHOT MOBH, TeOpii Ta icTopii 3apyOiKHOT JliTepaTypH B 3arajiIbHOOCBITHIX HaBYAIBHUX 3aKJIaax,
MIPAKTHI[ HABYAHHS IHO3EMHOI MOBH ¥ 3apyO0iXKHOT JIiTepaTypH.

@®K7 — 3paTHICTH TOTPUMYBATHCA Cy4aCHHX MOBHUX HOPM (3 1HO3EMHOI Ta Jep»aBHOi MOBH),
BOJIOJITH IHO3€MHOIO MOBOIO Ha piBHI He Hmxkue Cl, BukopucroByBaTd pi3HI GopMH i BUIU
KOMYHIKaIlli B OCBITHI! TISTTbHOCTI, OOMpaTH MOBHI 3aCO0H BIAMOBIIHO JI0 CTHIIIO M TUITY TEKCTY.

®KS8 — 31aTHICTh BUKOPUCTOBYBATH KOTHITUBHO-AUCKYPCUBHI BMIHHS, CIPSIMOBaH1 Ha CIIPUIHHATTS
W TOPOPKEHHS 3B’SI3HUX MOHOJIOTIYHUX 1 JIaJIOTIYHUX TEKCTIB B YCHIM Ta MHUCBMOBOI (opMax
(1HO3eMHOI0 MOBOIO, JEPKABHOIO MOBOIO), BOJIOJITH METOJAUKOIO PO3BUTKY 3B’S3HOTO MOBJIEHHS YYHIB
y Ipo1ieci FTOBOPIHHS ¥ MiATOTOBKU TBOPYHUX POOIT.

OK10 — 3aaTHICTh IHTEPIPETYBATH il 3ICTABJISATH MOBHI Ta JIITEPATypHI SBUILA, BUKOPUCTOBYBATH
PI3HI METOIM i METOJMKHY aHaJII3y TEKCTY.

OKI15 — 3aaTHICTh B3a€MOJISATH 31 CHUIBHOTAMU (Ha MICLIEBOMY, PETiI0HAIBHOMY, HAI[lOHAJbHOMY,
€BpOIENChKOMY ¥ Tri00allbHOMY PpIBHSIX) /s PO3BUTKY mpodeciiHuX 3HaHb 1 (axoBux
KOMIIETEHTHOCTEH, BUKOPUCTAHHS MEPCHEKTUBHOIO MPAKTHYHOTO AOCBILY W MOBHO-JITEPATypHOTO
KOHTEKCTY JUIsl peajizailii HaBYaIbHO-BUXOBHUX IIUIEH.

Pe3yabTaTn HABYAHHS:

I[IPH2 -  OO6i3HaHWii 13 eJeMEHTaMU TEOPETUYHOTO W EKCHepPUMEHTAIBHOrO (TIPOOHOTO)
JOCIIKEHHS B podeciitHii cdepi Ta MeToJaMu iXHBOT pearizaltii.

ITPH3 - 3nHae MOBHI HOPMH, COLIOKYIBTYPHY CUTYAIliI0 PO3BUTKY 1HO3EMHOI MOBH, OCOOJIHNBOCTI
BUKOPUCTaHHS MOBHHMX OJMHMIb Y IIEBHOMY KOHTEKCTi, MOBHMH JUCKYPC XYIOXHBOI JiTeparypu H
Cy4acHOCTI.

[IPH6 - Mae TBOpPYO-KpUTUYHE MHUCJICHHS, TBOPYO BHUKOPHUCTOBYE Pi3HI Teopii W JOCBIA
(BITYM3HAHMM, 3aKOPIOHHUI) y IPOIIECi BUPIMICHHS COLIaIbHUX 1 mpodeciiHuX 3aBaaHb.

YMminns

I[IPY1 - VYMie mpauroBatu 3 TEOPETUYHMMHU Ta HAYKOBO-METOJUYHUMH JUKepelaMHu (30Kpema
uudpoBuMH), BUAOOyBaTH, OOpoONIATH ¥ cucTemaTu3yBaTtd iH(GOpPMAIli0, BUKOPUCTOBYBaTH 1i B
OCBITHBOMY IPOIIEC.

IIPY2 -  Bouosie KOMyHIKaTUBHOIO MOBJIEHHEBOIO KOMIIETEHTHICTIO 3 YKPaiHCBKOT Ta 1HO3€MHOi
MOBU  (TMIHTBICTUYHHM,  COLIOKYIbTYpPHHUN, MparMaTUYHUN  KOMIIOHEHTH  BIAMOBITHO [0
3arajlbHO€BPOINEHCHKIX PEKOMEHALN 13 MOBHOI OCBITH), 3J4aTHUM yJOCKOHAJIIOBATH W MiABHUILYBaTH
BJIACHUN KOMITETEHTHICHUN PIBEHb y BITUM3HAHOMY Ta MDKHAPOJHOMY KOHTEKCTI.

I1PVY5 - ITopiBHIOE MOBHI Ta JiTepaTypHi (paKkTH, IBUIIA, BU3HAYAE TXHI OIIOHOCTI i BIAMIHHOCTI.

I1PY7 - Bonozie ocHoBamu npodeciiiHoi KyJIbTypH, Ma€ 3/1aTHICTh CTBOPIOBATH M peaaryBaTH
TEKCTH MPO(eCiifHOTO 3MICTy JepKaBHOIO Ta IHO3EMHOIO MOBOIO.

[PV 8 - Bosnozie MmeroaukaMu OLTiHIBaJIbHOTO i IHTETPOBAHOTO HABYAaHHS MOBU i (haxoBOTro
3MICTY, AUJAKTUKOIO OaraTOMOBHOCTI Ta METO/IMKOIO MapaieIbHOTO BUBYEHHS CIIOPITHEHUX MOB,
METOIMKOI0 POOOTH B reTEPOreHHOMY (3MIllIaHOMY) HaBYAIbHOMY CEpeI0BHILLI.



IIpakTuyna podora Nel

Task 1. Read and translate the text.
Choosing a profession. Job interview

Getting the job you have applied for can sometimes depend on the successful job
interview.

When you go for a job interview make sure you arrive on time. An employer will
form a poor first impression if you show up late. If you realize you may be delayed, call
ahead and explain the problem.

During the interview the employer will try to find out what kind of person you are,
what experience you have and how you can fit into the job situation.

After you have got an appointment, review the information that you wrote on your
application form and resume. Be prepared to explain your skills and abilities specifically.
Bring a resume to the interview. The resume is a printed sheet that tells about your educa-
tion and work experience. It serves as written record for the employer.

Go to the interview alone, don’t take your friends or children with you. Plan to ar-
rive about ten minutes before the appointment time. Wear the proper clothes. Do not ap-
pear in outfits that are too fancy. Likewise avoid a ragged and wrinkled look. You should
have a neat, clean appearance to make a good impression.

During the interview be honest and modest about yourself. Do not make claims that
are not true. You should mention but not brag about past accomplishments.

Pay attention as the interviewer talks, answer all the questions clearly and intelli-
gently. Try not to seem bored even if you realize that the job doesn’t interest.

Finally be prepared to ask your own questions about the job, know the type of work
and benefits you want from the position. Write down these questions before you go to the
interview . An employer will be interested if you ask intelligent questions about the work
you may be doing. Before you leave there should be a clear understanding about all as-
pects of the job.

At the close of the interview, express your thanks and be sure that the interviewer

knows how to contact you, if he or she wants to hire you.



Task 2. Answer the following questions
What are the three vital pieces of information to be included in a resume?
What are the stylistic features of a good resume?
What would you highlight in your own work experience (education)?

What are the possible tricks when you have to fill up a page?

AR

Do you have any impressive qualifications which you feel are worth including in

your resume?

Task 3. Translate the answer to the letter

[ITanoBHMI TTaHE,

Jlsikyemo 3a Banry 3asBy Bij 18 4epBHs, Ha TI0caly 0COOMCTOTO OMIYHHKA HAIIOTO
JTUPEKTOpa TIO MPOJAXKY.

[lan gupexTop 1Opy4YHB MEHI 3alIPOCUTH Bac Ha criBodeciny o 15 rogauni, B 11ei
YeTBep.

Byns-nmacka, npuxoapre 3a 15 XBrimH 10 3ycTpidi. A 3ycTpiHy Bac 611 pericTpartii
Ha TIEPUIOMY MOBEPCI.

[Tpunecith 3 cOO600 CBIAONUTBO, TUIIJIOMHU Ta pEKOMEHAITI], K1 BU MaeTe. byab-

Jacka, 3aTeneoHyWTe MEHI PO Ballly 3roay IPUATH Ha criiBOeciy 3a Homepom 217-

03-71.

3 11oBaroro.



IIpakTuyna podora Ne2

Task 1. Read and translate the text
Designing a resume. What is the key to writing a successful resume?

When you apply for a job or wish to continue your education, you are likely to be
asked to present your resume or CV (curriculum vitae). This document may prove crucial
for your future, so special attention should be paid to the appropriate style.

What should a resume look like? First, it ought to be easy to read: not too much ma-
terial crammed on a page, easily headings, and if you prefer short phrases rather than full
sentences. Second, it ought to give your vital statistics: your name, address. Third, the re-
sume ought to suggest where you are headed professionally.

The ordering of information is important in the section on qualification and experi-
ence. Generally, you want to put your most relevant and impressive qualification list. If
you have a lot of relevant work experience you should list that before your educational
experience. If you have only a little work experience you will have to emphasize your ed-
ucation and its special features.

What makes you different from any other student with your degree? Have you had
any specific research? Do you have a number of honors?

Finally, you need a section titled “References”, which either states that references
are available on request or lists your references’ names, addresses, if these are particularly
Impressive. Before, you list someone as a reference, ask the person if he or she is willing
to serve in this role. It is impolite and potentially disastrous to list people without their ap-

proval.

Task 2. Answer the following questions

1. What are the three vital pieces of information to be included in a
resume?

2. What are the stylistic features of a good resume?

3. What would you highlight in your own work experience (educa-
tion)?

4. What are the possible tricks when you have to fill up the page?



Task 3. Translate the letter into English

I1anoge,

S xo4y mojaTH 3asBy Ha MOCaay 0COOMCTOr0 MOMIYHUKA AUPEKTOPA MO MPOJAXKY, 110
Oyna oroJomieHa B razeti «["apaiany.

Bu no6auurte 3 MOro pestomMe, 10 Ha MOiM TENEPILIHINA POOOTI 51 BUKOHYIO HE
JUIIE TOBCSKIEHHI OOOB’SI3KM CEKpeTaps, a TaKOoX IPEeACTaBisii0 Hamly ¢ipMy Ha
HEBEJIMKHUX 3yCTpIYax 1 BUCTAaBKaX.

Mene 0co0IMBO 3allIKaBUIIO Ballle OTOJIOUIEHHS, Yepe3 Te, IO IS Tocajia Jae
3MOry, 3HAMOMUTUCh 3 HAaWHOBIIIMMH JOCATHEHHSAMU B Tally3l iHGOpMaIIMHUX
TEXHOJIOT1H.

MeHe 11IKaBUTh PO3BUTOK KOMIT FOTEPHOT TEXHIKU 1 JIFOJAH, 1[0 MAIOTh 3 HEIO
CIIPaBy.

B pa3i HeoOXiIHOCTI S TOTOBHM TMpPEACTaBUTU OYIb-SKYy JACTalbHY
iHpopMartito npo cebde.

CrnioniBaroch Ha Bally IIBUJIKY BIIMOBIIb.

3 moBaroxo,

Tapac Ocumnuyk.



IIpakTuyna podora Ne3

Task 1. Read and translate the text
At the job interview
From Earnest’s point of view, the interview was going very well indeed. Six days
before, he had applied for the job, with a small business company and now one of the di-
rectors was interviewing him. The advertisement had invited applications from ambitious
young men who would like to travel abroad if necessary and who wouldn’t mind working
irregular hours. Earnest had tried very hard not to say anything silly and the director
seemed most impressed.
— You say you are not married, Mr. Revees, _the director said/
— No, sir, _Earnest answered, | am getting married next June, but I am sure my
future wife won’t have any objections to my keeping irregular hours.
— | see from your application form you have worked as a salesman two years. Why
do you wish to change your job?
— | found the work too dull, sir _ Earnest answered.
— That is a pleasant change _ the director said. Most young men these days seem
to want dull jobs. The first question young man asked me is whether the job | am
offering carries a pension. They want to retire before they start.

— Does the job carry a pension, sir? _ Earnest asked anxiously.

Task 2. Answer the following questions
1. Your friend is going to have a job interview. Give him advice how to behave be-

fore and during the interview.

2. Reproduce the dialogue between an applicant and an employer.

Task 3. Translate into English

1. IlpaBunbHuii BuOip npodecii — Ay’ke BaxKJIUBa P14 JJIs1 KOKHOI JTIOJIUHH.



2. B Ham yac xopouli cneniajgicTd KOPUCTYIOThCS BETUKUM MOITUTOM.
3. Ha Moo nyMKy, cyyacHa Jit0JIMHa HE MOXe O01dTHCS 0€3 3HaHHS 1HO3€MHOI MOBH.

4. SIxy 6 mpodecito BU He 0Opaiv, BaM MOTPIOHO MOCTIHO PO3MIMPIOBATH CBIif

KpyTro3ip.
5. HaBuatouuce Mu pO3BMBAaEMO BMIHHS Ta HABUYKH.
6. S pexomeHnayr Bam nmaHa Miuiepa, siK JyKe BIANOBIIAIbHY JIIOJUHY.
7. 51 Xxouy ni3HAaTHCS NPO YMOBH Ipalll Ha BalIOMY 3aBOJ1?
8. HemronaBHo 51 mo6auuB 00’ siBy Ipo HaiiM Ha poOOTYy, siIka MEHE Jy>Ke 3alllKaBuJa.

9. Miii npyr 30upaeTbess OOIMHATH BHCOKY MMOCaay 1 pO3yMi€ BCIO BiIMOBIAIBHICTh

IILOTO KPOKY.

10.4 BupimuB ctat GiHAHCUCTOM, 00 TIHCHO IIKABIIOCH II€I0 CIIPABOIO



IMpakTnyna po6ora Ned-5 (4 rogunm)

Task 1. Read and translate the text
Writing letters
No matter what kind of letter you write , you should remember to do these things:

1. Use the proper form of your letter. It depends on the type of letter you are writing.

2. Make the letter clear. Remember that your letter is read, you will not be there to
explain what do you mean. Plan what you are going to say, and how you are going
to say it.

3. Make you letter attractive. A letter represents you, you should there for take pride
in its appearance. If you write to people you have never meat, they must judge the
writer entirely by the letter.

4. Use the correct grammar, punctuation and spelling. A letter filled with grammati-
cal errors will not only lead the reader to assume that you are uneducated person,
mistakes in usage and misspelled words will not make a good impression.

5. Be yourself. Make your letters natural, write them in your own style. It will reflect

your personality better that model letters taken from textbooks.

The friendly letter differs from a business one. It is informal, casual and personal.
It the kind of letter you write to your family and friends. There are no rigid, inflexi-
ble rules for writing friendly letters, but you should to follow widely accepted prac-

tice.

Presentation of commercial letters
Many businesses rely on overseas markets and suppliers, employ workers and man-
agers from different countries and maintain plants and offices abroad. Such companies
need to communicate effectively with readers from diverse cultural and linguistic back-
grounds.
The commercial correspondence in English has changed over time. It has lost its

bombastic and formal style, but nevertheless the business letter differs in some respects



from the personal letter. Unlike, friendly letters business letters are always written ac-
cording to standard practice. The body of a business letter may be formal or informal in
tone, but conventions should always be followed in the form and in the placement of the
parts. Since the rules governing business letters are elaborated and rather precise, you
should study them with special care:

1.Use appropriate stationery in standard size. It is advisable to use the good quality paper,
unrolled, with the printed letterhead.

2.Make your letter attractive. A business letter should be typed, not handwritten. Think of
the margins. The left margin should be about as wide as the right margin, the top margin
about as deep as the bottom margin. All business correspondence should present an even,
well-balanced appearance neither crowded at the top of the page not sitting lopsidedly on
one side of it.

3.Standard forms of style for business letters differ in certain respects from the style of the
personal letter. There are three of the styles.
The heading. The sender’s address as well as the address of the person or organization to
which the letter is written is given on the left hand side of the page, against the margins,
slightly lower than the date.

Almost all business firms are stationery imprinted with letterhead containing the
firm name and address. Dates may be indicated in different ways:
In England they use ordinal numerals: 5" of March 1998 of 5 March 1998. In the USA
the date is written as March 5.
The salutation. Type the salutation two spaces below the last line of the inside ad-

dress. The salutation of a business letter is always followed by a coma or a colon. It is

not of great importance what you put after Dear Sir.

A letter written to a man should be addressed to, for example: Mr Smith. A letter to a
woman should be addressed to, for example Mrs. C.Gones. Whether married or unmar-
ried, the woman is always addressed as Dear madam, and never as Dear Miss.

If you do not know the name of the person for whom your letter is intended you may ad-

dress it as the Managing Director, the Secretary.



Task 2. Answer the following questions

1. Is there any difference between business and private letters?
2. How should you address your letter?

3. When have you to be careful in writing dates and how?

4. What other rules of writing a business letter do you know?

Task 3. Translate into English
JIU10BUi TUCT, MPUBATHUN JIUCT, HAJICAATH 1H()OPMAIIIO, TOCUIIATUCH HA PEKIIaMy, 3
HETEPHIHHSAM YEKaeEMO BIJIMOBI/L, AsSKyeMO 3a Bamr juct Bifg..., 3 3aJ0BOJICHHSIM
noBinomisiemo Bam, Oyap-iacka npoiHGOpMYHTE HAC y HAMKOPOTIII CTPOKH,

CHO}IiBaGMOCL OTPHUMATH Bally Bi)IHOBi)IB HaMOJIMKINM qacCcoOM, 3 I1OBAroro.



IIpakTu4yHa pooora Ne6

Task 1. Read and translate the following text.
The body of a business letter
The body of a business letter usually includes:
e Reference
e [nformation
e Purpose
e Conclusion

a) Reference. You should begin your letter with a reference to a letter you have re-
ceived, an advertisement you have seen, or an event which has prompted the writ-
ing of your letter:

We have received your letter of ...
We thank you for your letter of ...
We are pleased to inform you that...
We learned from your letter that...

b) Information. It is sometimes necessary to add some detailed information related to
the reference in a subsequent paragraph.

c) Purpose. This is the most important part of the letter, where you are expected to
state clearly what you want and answer carefully and clearly all the questions you
have been asked. Use short phrases where possible, avoid familiarities.

d) Conclusion. This usually consist of some polite remark to round the letter off:

Your early reply will be appreciated
We are looking forward to hearing from you.
Please, inform us in the shortest possible time.

We expect to hear from you in the near future.

Task 2. Answer the following questions
1. What are the main parts of a business letter?

2. What are the common rules in a writing a letter?



3. What does the body of a business letter usually include?
4. How is the letter to be ended?

5. Where do you put your signature?

Task 3. Translate into English

ITanoge,

Hsaxkyemo Bam 3a nucra Bin 15 nmunust 2010 poky, B sikomy Bu BHCIIOBIIOETE TPOXAaHHS
HaJICJIaTy Halll OCTaHHIM KaTajor.

3 337J0BOJICHHSIM J1I0JJA€EMO HOTO0.

CnopiBaemoch Halll ToBapu 3aJ0BOJBHATH Bamni Bumoru. Bynp-macka 3Bepraiitech 3a

JI0JTIATKOBOIO 1H(POpMAIIi€r0 B pa3i HEOOX1THOCTI.



Formal letter 1 (information request)

P
6, Esterhazygasse 19
A-1060 Wien

Austria

30 June 2006

Jessica Campbell | i

Information Office e
English Language Academy =<

99 Downs Road

Bristol BS6 0YW

Dear Ms Campbell,
N

I am writing with regard to-the intensive English summer
courses that you offer. | would be- ry grateful if you could
send me some detailed informatiovr;%mtt\he courses that
will be held in your school in Bristol this sumMas well as
what kind of accommodation you provide. e \\

I'am 18 years old and | have been learning English in .
Austria for seven years now. My written English is quite N\
good but | would like to improve my speaking skills. Do you iy
have any courses for teenagers which offer a lot of speaking
practice in small groups? As | am a student | would be AN
interested in details of any discounts that are available, and
the full price of the course including accommodation.

I look forward to receiving your reply. ~__

\\‘
\

Yours sincerely «
e

~

S

Karin Lchneider

-
Karin Schneider

 Put your address in the top
corner.

* Write the date.
A

* Put the following information
below the date:

— the full name (and title) of the
person you'‘re writing to (if
you know)

— the department within their
company

— the name and address of the
company

If you don’t know the name of
the person, start with:

Dear Sir (if you know it's a man)
Dear Madam (if you know it's a
woman) =

Dear Sir/Madam or Dear Sir or
Madam. '

If you know the name of the
person, start with Dearand
write their title and surname.

* Explain your reason for writing. l

Write rtiorevreievan»t details.

%
&

* Suggest or request acﬁonlf =
appropfiate. |

* Finish with a polite expression,
-

MORE USEFUL PHRASES:

e
\\
\
\\\
\
| am writing to enquire about ...

Could you please send me further information / details about ...?
I would be very interested in finding out more about ...

134 WRITING BANK




IIpakTu4yHa podora Ne7

Task 1. Read and translate the text.

Letter of offer

This kind of letter is often written as an answer to an inquire. But sometimes in case

you want to attract the attention of new buyers.

It often happens that the Seller is not in a position to send a quotation immediately

upon receipts of the Buyer’s enquire.

plants. In such cases the Seller uses he following expressions in his answer to the Buyer’s

For instance, the Seller sometimes wants to get in touch with the manufacturing

enquiries.

We acknowledge the receipt of your letter dated 7 July.

It is generous of you to take so much interest in our work.
We were pleased that you want to buy ...

As your inquire of ... we are informing you that ...

We are inclosing a brochure, specifications and a price list.
We are sending you a copy of our latest product list under separate cover
We can forward samples of all our articles on request

Our salesman will contact you to agree on date for a meeting
All our products can be delivered in a week.

Our proposal is valid till ...

We look forward to receive an order from you.

The price covers packing and transposition expenses

We trust our equipment will meet your enquires.

We would appreciate if we get the order from you as soon as possible

Task 2. Answer the following questions.
1. What are the main parts of a business letter?

2. How is the letter to be started?



3. How is the letter to be ended?

4. What is the purpose of writing an offer letter?

Task 3. Translate into English.

[TanoBe, askyemo 3a Bam nuct Bim 10 O6epe3Hst 1 HAaJACKUIAEMO Ha BaIlle MPOXaHHS HaIl
karanor. B uboMy Bu 3Haiinere iHpopmalito npo ToBapH, ki MU BUpoOssieMo. SKiio Bac
IKABJISITH TTOAPOOUIIl, MU HAIIIIEMO JETalbHIITY 1HPOpPMAIliI0 HANOIMKIYUM YaCOM.

3 11oBaroro.



IIpakTuyHa podora Ne8

Task 1. Read and translate the text
Refusal letter

When you receive a letter to which you must give a negative reply, you may need to
write a refusal letter. The refusal letter is difficult to write because it contains bad news.
However, you can tactfully and courteously convey the bad news.

The ideal refusal letter says no in such a way that you not only avoid antagonizing
your reader but keeps his or her goodwill. You must convince your reader of the justness
of your refusal. Try to establish a pleasant and positive tone.

Dear Mr.Walker
We appreciate your interest in establishing an open account at our company. We know
that your firm has earned an excellent reputation in the business community.

As you know interest rates have been rising sharply this past year, while sales have
declined. With current negative economic climate we think that an open account would
not be appropriate at this time.

We will be happy to have you renew your request around the first of next year,
when economic climate is expected to improve.

Sincerely.

Task 2. Answer the following questions.
1. What is the difference between refusal letter and letter of request?

2. What are the main features of refusal letter?

Task 3. Translate the following into English.
3 HETEPITHAAM YEKaeEMO, IPEHCKYPaHT, 3aJ0BOJILHATH MOTPEOH, TOJATOK J0 JINCTA,
MTOCHJIATH 3pa3KH, IPSAMHUA OOMiH, TPOIIIOBA CHCTEMa, BMICT METaTy, MOHETH Ta
MafnepoBi Irpolill, HAKOMMYEHHsI, HOMIHaJIbHA BAPTICTh, KOIITOBHI METAJIH,

KpEJIUTHI KapTKH, TOBApU Ta MOCIYTHU, HeehEeKTUBHA cucTeMa, 30ir mOTpeo.



IIpakTuyna podora Ne9

Task 1. Read and translate the following text.

Money and payment system

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 or services one for another. In
this system no money is used. Somebody could exchange a sheep, for example, for any-
thing in the market place that they considered to be of equal value. The farmer specialis-
ing in production of beef might find a hungry barber and thus get a haircut or find a hun-
gry tailor and thus exchange meat for clothes, or find a hungry doctor and thus optain
medical treatment. Farmers spent half their time producing beef, and the other half
searching for someone who wants beef, but that someone had also to be able to provide

something in exchange that the farmer wanted.

Clearly, barter was a very inefficient system, because people’s precise wants sel-
dom coincided. Furthermore, with barter, there is problem of indivisibility. A suit or an
automobile, or a house should be bought all at once and not in pieces. People needed
more practical system of exchange, and various money system, developed based on
goods which the members of society recognised as having value. Cattle, grain, teeth,

shells, feathers, skulls, salt, elephant tusks and tobacco have all been used.

With money, exchange was much easier. Precious metals gradually took over be-
cause, when made into coins, they were portable, durable, recognisable, and divisible
into larger and smaller units of value. Until the 18™ and 19" 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, irrespec-

tive of the actual metal content. Most governments now issue paper money in the form of



bills, which are really ready to pay. Paper money is obviously easier to handle and much
more convenient in the modern world. Checks and credit cards are being used increas-

ingly, and it is possible to imagine a world where “money” in the form of coins

Terms to remember:

goods

e value

e face value

e Coin

e paper bill

e wealth

e Darter

e coincide

e portable

e durable

e recognizable

e divisible
Task 2. Answer the following questions

1. What is modern money economy based on?
What system was used in primitive society?
Why was barter a very unsatisfactory system of exchange?

Why did precious metals gradually take over?

o H w N

How was monetary worth given to coins?



6. In what form do most governments issue paper money now?
7. What kind of money is being used increasingly?

8. What is the system of direct exchange of goods called?

9. What can we measure value with?

10.What is face value of the coin?

Task 3. Completion exercise
Assembly line, bankrupt, commission, competition, component, director, employee,
expenses, headquarters, institution, investor, manufacture, monopoly, multi-national, per-

sonnel, plant, salary, shareholder, subsidiary, training, welfare.

1. A large company is owned by its , Wwho may be individual or major
financial , but it is controlled by a Board of .
2. National airlines used to have a of European air routes, but now there is

between different airlines.

3. Carsare by putting together the various__onan

4. The selection of new staff is the responsibility of the  department. They are
also responsible forthe ~~ and

5. Sales representatives are paid monthly  but they also receive travelling
__andmayearna______ on the sales they make.

6. When the company went _ all the workersinthe _ weremade

7. Universal Studios and Columbia Studios are _ of Matsushita and Sony re-

spectively, both of which are companies with their in Japan.



IIpakTuyna podora Nel

Task 1. Read and translate the following text.

Money in the USA

The earliest monetary statute established that the money of account of the
United States of America shall be expressed in dollars. By this action, the USA became

the first of the present community of nations to adopt the decimal system for its currency.
Many types of paper money have been issued during nations history.

Paper money. By far the largest proportion of American paper money in over 99%
consists of Federal Reserve Notes. Reserve Banks are currently authorized to issue notes
in denomination of 1$ 2$ 5% 10$ 50% and 100%, though 2$ bills are very rare. A slang

word for a dollar is buck.

Other types of paper money. Many other types of paper money have been issued
over the years. National currency notes were issued by national banks until 1935. Gold

certificates, paper money that could be exchanged for gold were issued until 1934.

Size. All currently issued United States paper money is of uniform size regardless
of type or denomination. Today’s notes measure is about approximately 6.14*2.61 inch-

€s.

Seal. All denominations of paper money carry the Treasure seal. Prior to moderni-

zation of the design in 1968, the seal was encircled with the Latin inscription, Thesaur.

The National Motto. Legislation approved by Congress on July 11, 1955 instruct-
ed secretary of the Threasure to include the inscription In God we trust on all United
states currency — paper money as well as coins. The following year Congress adopted “In

God We Trust” as the national motto.

Task 2. Answer the following questions.



1. What are denominations of paper money in the USA?
2. What are the names of coins?

3. Do you think it is convenient to have bills of the same color and size irre-

spective of their denomination? Give your reason?

4. Compare American and Ukrainian money.

Task 3. Translate into English.

1.

Crapia cectpa ckaszania JIiTsM, [0 BOHU MIAYTh MOTYJSTH KOJH 3aKIHYATh YPOKH.

Konu aHrmiichKi KOJIOHICTH TEPECeTMIUCS O HOBOI'O CBITY, BOHHM MPHUBE3IU 3
co00I0 TPOXU TPOILEH, IKUMH BOHU KOPUCTYBAJIMCS BJIOMA 1 SIKi BOHUM Ha3UBaIU

GyHTH, IIWTIHTH, TICHCH.

[IpoTe, e HE Majo HIIKOTO 3HAYEHHS Yepe3 Te, M0 I1HMINI 3 SKUMU BOHHU

TOPTyBaJIM 30BCIM HE I[IKaBWJIUCS TPOILIUMA.

MicueBi JKuTelli HE XOTUIM OOMIHIOBAaTHM XyTpa, puOy, 3€pHO Ha MaJeHbKI

IMaTOYKH TaIepy.

Opnak, BUHU 0X04Y€ TOPTyBaju uepe3 0apTep.



IIpakTyna podora Nell
British money

1. Read and translate the following text.

The British currency is the pound sterling. In each pound there are 100 pence. British
currency uses both notes and coins: the one pound piece [1p]; the fifty pence piece [50p],
the twenty pence[20p], the ten pence piece [10p], the five pence piece [5p], the two pence
[2p], the one pence piece [1p], Each coin has the date it was minted stamped on one side.
There are five denominations of notes. The lowest note in value is the 5 pound note, the
highest is the 100 pound note. Every note, has a serial number to show when it was is-

sued and a water mark to prevent forgeries [false notes].

The Bank of England has been issuing banknotes for 300 years. During that time,
both the notes themselves and their role in society have undergone continual change.
From today’s perspective it is easy to accept unquestioningly that a piece of paper that
costs less than three pence to produce is worth five, ten, twenty, and fifty pounds. Gain-
ing and maintaining public confidence in the currency or to put it another way, preserv-
ing its value and integrity, is a key role of the Bank of England and one which is essential

to the proper functioning of the economy.

2. Answer the following questions.
1. What is the currency of England?
2. What is the main role of the Bank of England?

3. What is the lowest and the highest notes in England?

3. Translate into English

Baprep — npsimuii 0OMiH TOBapiB M MOCAYr ojHe Ha oaHe. Hampuknaza, rojsoaHa ciMms

MepeceneHiB, MOrjia OOMIHATH OASr Ha puly y MicleBUX »kurteniB. s uporo im



NOTPIOHO OYyJI0 3HANTH TOro, XTO MaB puly 1 XOTIB MaTH OJASr. 3BHUYaliHO OapTep MaB
O0araro HeponikiB. Ilepm HiXk 1anyBath puly Ha 0014 CiMsl MEPECENCHIIB MOBUHHA
Oyna 3HaTH TOrO, XTO NPHUIHAB OU OJMAT SK IUIaTy 3a puly. OTXe, rpoliuMa Moxe 0yTu

OyIb-1110, 10 MPUIMAETHCS SIK IJIaTa 32 TOBAPU Ta MOCIYTH.



IpakTnuna podora Nel2-13 (4 roqunu)
Inflation

1. Read and translate the following text.

During its development any economic system passes through many business cycles,

some miles and others extreme.

Inflation is such one that has a vital affect on a nation’s economy. Well, all can notice.
That money can buy a lot more some time ago than it can these days. It means that pur-

chasing power of money is lower now comparing to what it used to be.

Economists use the terms purchasing power or value to describe the quantity of
goods and services we can buy with our money. When prices increase, our money can

not buy as much. Its purchasing power declines.

An extend period of raising prices is called inflation. When a price raises there is both
a winner and a loser. The loser is a buyer who has to pay more. However there is a bene-
fit to the seller, who gets more. When people find the goods they sell rising in price, they
see increase as perfectly right, normal, and justified. On the other hand, when they find
the goods, they buy rising in price, they often view the increase as evidence of the seller’s

greed.

When the price of wheat rises, farmers see themselves at last getting a reasonable re-
turn from their toil. When the price of oil increases the oil companies argue that they are
getting no more than the return necessary to finance the search for more oil. When the
price of books rises, authors feel they getting no more than a “just” return for their crea-
tive work. However, the farmer, the oil company, the author find that the prices of the

goods they buy have increase, they believe they have been cheated by inflation.

Inflation affects people differently: some suffer, others benefit. Inflation hurts people
living on fixed incomes and people who saved fixed amount of money for they retirement
or for a “rainy day”. Inflation can cause business mistakes. For good decisions business
need an accurate picture of what is going on. When prices are going rapidly, the picture

becomes obscured. Decision-makers cannot see clearly. Those who lend money are in the



same position as those who save. If during the time of the loan inflation increases, the
money returned when the loan comes due will be worth less than the original loan, unless

the interest rate on the loan was greater than the rate inflation.
It is convenient to identify the major types of inflation:

The most familiar form of inflation is called demand-pulled inflation. It suggests that
demand is pulling up the price level. If the demand for goods are services increases faster

then production, there simply won’t be enough goods and services to go around.

Every market in changing supply condition can also raise prices. The cost of produc-
ing goods and services increases and the producers can no longer afford to sell goods at

prevailing prices. They have to raise prices. The result is a cost-push inflation.

However, when the inflation gets beyond a moderate rate, there is a wide-spread
agreement that it becomes a menace. It becomes more than a mere transfer of money
from the buyer to the seller, it interferes with the production and exchange of goods. The
situation during a rapid inflation, when economic activity is severely disrupted is called
hyperinflation. Hyperinflation — a skyrocketing of prices at annual rates of 1000% or

more — occurs most commonly during or soon after a military conflict.

For many people, changes in price index are more than a matter of an idle curiosity.
Real income is always affected by changes in consumer prices. To maintain the real wag-
es or salaries in an inflationary period helps a cost-of-living adjustment. This means ad-
justment of normal income to the rate of inflation. The adjustment is only partial and sel-

dom protects fully against inflation.

2. Answer the following questions
1. How does inflation affect a nation’s economy?
2. Explain why real income is more important than nominal income?

3. How do changes in the consumer price directly affect you?



. Explain how inflation affects people who borrows, loan money or invest in bonds?
. Explain why inflation hurts people on fixed incomes?

. Translate into English

ButpaTtu Ha yTpuMaHHs ypsa1y 3HaYHO 3pOCIU OCTAHHIM YacoM.

. IlomaTku — OCHOBHE mKepeno NpUOYTKIB sl JEp:KaBU Ta MICLIEBUX OpraHiB

BJIaau.

. BBaxkaeThbcs, 1110 MOJATOK Ha TOBAp CKIAJA€ Maike MOJIOBUHY MPUOYTKIB, sKi

OTPUMYE JIepKaBa.

. SIx mpaBuo, 1el moAaToK ckianae 4-7 BIACOTKIB Bij I[IHM HA TOBap, SIKUH MU

KYITYyEMO.

. Ile — HebaraTo, ajyie KOMIWKU CKJIAJAlOThCS B MUIBHOHU TPUBEHB IS JICPKABU Ta

ypsny.
. IlogaTox Ha mpuOYTOK — JIpyre Ba)JIMBE JHKEPEIo MPUOYTKY IS IepKaBH.

. Bcroau Bim rpoMajisiH BUMaraeThbes CIuladyBaTH JepskKaBl BIZICOTOK Bil IPUOYTKY y

BUTJISII TIOIATKY.

. AXKIM3 — 1€ MOJAaTOK Ha MPOJaX CHenu(piYHUX TOBAPIB, TAKUX SIK AJIKOTOJbHI

HAaIIoi, TFOTFOHOB1 BUPOOH, TOIIIO.

. IlogaTox Ha HEPYXOMICTh 0a3y€eThCS HAa BAPTOCTI peaibHO MaifHa, 3eMIIi, TOIIIO.

10.HixTo He MOOWTH CIUTauyBaTH IMOJATKH, aje 0€3 HUX HE MOXE ICHYyBaTH >KOJIHA

JieprKaBa.



IIpakTuyna podora Nel4

1. Translate the following text

Advertisement

Advertisement by definition is a public announcement or sale offer located in a

public area or medium expressed in print by other visual means or presented orally.

Most advertisements if they are good are the outcome of a process of careful, de-

tailed and imaginative analysis which leads to the formation of an advertising strategy.

Before the advertising account managers can begin to plan an ad, much research
must be done. Who will buy this product? Why do customers buy this product? Advertis-
ers need to know how many people of a certain age or sex live in the city. How can ad-
vertisers find this information about people? They do research. Social and behavioral sci-
entists do research also. They need to find information about people. There are many

sources of data and there are many ways to collect data.

In this age of computerization, many databases are available. A database is a large
amount of information. Stored in the computer. There are databases that include infor-
mation about the stock market, business and many other fields. After the information is

collected it is loaded into computer memory so that researches are can use it.

One large collection of data is the census. Periodically the population is counted.
At the same time the government gathers information about the people. This information
includes people’s living habits, their spending and saving habits, their educational plans
and achievements and other things. This information helps the government to serve the

people. This information can also be used by researches.

Another sources of data for social sciences is test scores. There are many tests: in-
telligence, aptitude, achievement, personality and interest inventory. Each of these tests
measures a different part of human experience. Social science can use these tests and

their results to describe people in general.



The government collects data during the census but there are other ways to collect
the data. One technique is the survey. This technique is very common and it has many
forms. In a survey, the researcher tries to measure the opinions of people on some sub-

ject. Survey information can be collected in several ways: by mail by phone, etc.

2. Answer the following questions
1. What is the definition of an advertisement?
2. What do advertisers need to know?
3. What ways to collect data are there?
4. What is the census?
5. What information is gathering during the census?
6. What kinds of test are held?

7. What is a sample of population?

3. Translate into English

30upatu iHpOpMAaIIito, TPOBOAUTH JTOCTIIKEHHS, Pi3H1 BUIU TECTYBaHHS, TIEPETIUC
HAaCeJICHHS, TIepeBaru Ta HeJAOMIKU, OMUTYBaHHS 10 TeJaedoHy, peKiama, 3aluTyBaTH

YUIOCh AYMKY, MOACJIb HACCJICHHA, HaHSBanﬁHO Ba’XKO, HCMOXKJIMBO ITNTaTH BCIX.



IIpakTnuna podora Nel5-16 (4 roqunu)
Holding a meeting

1. Read and translate the following text

A recent study of 19 million meetings found that workers in the U.S. spend an av-

erage of two hours a week in pointless meetings. And while that doesn’t sound like a lot,
the exponential cost of two hours per person per week is massive. Altogether, these
pointless meetings cost U.S. companies nearly $400 billion each year. Companies can
save a tremendous amount of money and improve their productivity greatly by simply
having fewer pointless meetings. And the best way to limit the number of pointless meet-

ings being held is to establish a set of meeting rules that everyone must follow.

10 Meeting Rules for Productive and Effective Meetings. If you feel that your compa-
ny’s or team’s productivity is being drained by pointless, ineffective meetings, consider

establishing these 10 meeting rules.

1. Hold meetings only when they’re absolutely required. Scheduling a meeting
shouldn’t be an automatic response to every question or issue. Instead, people should be

expected to seriously consider if a meeting is the appropriate format.

2. Only invite people who are truly needed. Instead of inviting everyone to your meet-
ing, only invite those people whose input is absolutely required. A lot of times, people
will send meeting invites to an entire distribution list, allow guests to forward the meet-
ing invite to others, or simply add everyone who’s in any way involved in a project. The
result: massive meetings that are difficult to keep on track, and lists of attendees who
have nothing to contribute to or gain from the meeting. The responsibility sits with the
meeting organizer to determine exactly who will bring real value and decision-making

power to a meeting before sending out invitations.

3. Assign a meeting facilitator. To run effective meetings, someone needs to be facilitat-

ing. The facilitator’s role is to ensure that the meeting starts and ends on time, covers and
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sticks to the agenda, and follows all established meeting rules. The key responsibility of
the meeting facilitator is to create an environment where attendees can work together to
reach an effective solution or conclusion within the designated time. That might include

things like:

¢ introducing attendees
e ensuring everyone is given time to share his/her input, and

e cutting off off-topic discussions

The logical facilitator for any meeting is the person who’s organizing the meeting, so if
you’re sending meeting invites to your coworkers, you should be prepared to act as its
facilitator and keep the meeting you scheduled on track so it’s productive for all at-

tendees.

4. Set up meeting equipment in advance. If you’re hosting your meeting in a confer-
ence room, head over to that conference room before your meeting begins to get set up

and make sure you have everything you need.

Why is this important? It’s not a good use of anyone’s time to sit around for 15 minutes

watching the meeting organizer struggle to get the projector working.

If another meeting is scheduled just before yours that will prevent you from setting up
early, check the meeting room at the end of a workday when it’s empty and make sure it
has everything you need. You don’t want to find out that you needed an adapter for the

projector seconds before your meeting begins.

Finally, it’s also a good idea to double-check your meeting invite to make sure any re-
mote participants have the details they need to join your meeting, such as dial-in numbers
and meeting codes. Check to make sure those details are included in your invitation—and

that they’re accurate.



5. Share a meeting agenda in advance. Sharing an agenda for your meeting well before
the meeting takes place helps attendees see what’s going to be expected of them during
the meeting. This helps them gather any information they may need in order to partici-
pate in the meeting productively. If the people you’ve invited don’t know what they need
to prepare for, you run the risk of having to host a follow-up meeting to discuss details
you couldn’t gather in the first meeting because people didn’t know what questions they

were going to be asked or what information they would need to provide.

6. Take and share meeting notes. The best team meetings result in a clear, shared un-
derstanding of what’s needed next, including actionable, assigned tasks. It’s the role of
the meeting facilitator or assigned notetaker to ensure that all takeaways, actionable
items, and decisions are documented and shared with attendees after the meeting. When

taking notes in meetings, notetakers should focus on:

Facts (e.g. “Jenna is the creative lead on this project.”)

Issues (e.g. “There is too much work to complete by the deadline.”)

Decisions (e.g. “We will break this project up into smaller, more manageable chunks.”)

Action Plans (e.g. “The project manager and creative lead will determine how to break

this project up.”)

Questions and Answers (e.g. questions that couldn’t be answered during the meeting or

answers provided to questions that were asked during the meeting)

7. Give everyone the opportunity to participate. In a typical eight-person team meet-
ing, three people do 70% of the talking. As the meeting facilitator, there are a number of
things you can do to encourage a better balance and give everyone a chance to partici-

pate. First, you can help people come to the meeting more confident and ready to partici-

pate. This can be achieved by sharing key questions you’re planning to ask and problems
you’re hoping to solve before the meeting (via a meeting agenda) so people can come to

the meeting prepared. Second, during the meeting, it’s the role of the facilitator to ensure
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that the meeting isn’t dominated by one or two attendees. This can be done by actively
asking less assertive attendees their opinions during the meeting or watching for physical

cues that someone is struggling to break into the discussion.

Not everyone is comfortable fighting for the floor, but most will happily speak up if you
offer them the opportunity. And if you’ve shared the meeting agenda in advance and

asked attendees to prepare, there’s also less of a risk that you’re putting them on the spot.

8. Limit discussion times for each agenda item. Meetings should be no longer than an

hour, as sixty minutes is generally the longest time people can remain truly engaged. To

this end, it’s important that your meeting finishes on time.. To make sure you don’t run
out of time before covering every item on your agenda, it helps to limit the amount of
time you’ll spend on each topic you need to cover. Consider allocating a specific amount
of time to each agenda item. Then, when time’s up, move on. If you don’t want to bound
discussions by set time limits, you should at least make sure to list the most important

items higher up on the agenda so they’re covered first.

9. Ban unnecessary devices. To make your meetings faster and more effective, ensure
team members respect other meeting attendees by actively listening. It’s a fact that it’s
much harder to listen when you’re multitasking—checking emails, replying to IMs, or
making lunch plans via text messages. If you’re meeting in-person, ask attendees to stay
off their phones and laptops unless they need them to take meeting notes. When hosting
an online meeting, this can be more difficult to control. However, asking all attendees to

keep their cameras on can help.

10. Speak slowly and clearly when presenting. When speaking publicly, Carmine Gal-

lo, author of Talk Like TED, advises speaking at a rate of 190 words per minute. If you

speak much faster, you can end up sounding nervous—as if you’re trying to get it over

with as soon as possible.

Adopt An Effective Post-Meeting Workflow. One final important part of conducting

effective meetings is what you do after the meeting is over. After a meeting, it’s im-
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portant to recap the decisions made in the meeting, share your recap with attendees via
email, and assign any tasks to relevant people. Having a written meeting recap gives peo-
ple something to point to if there are questions down the line about how and why certain
decisions were made. Additionally, if you assign people the tasks they’re responsible for,
you can make sure those tasks are completed (so a follow-up meeting isn’t required). If
you follow these meeting rules for every meeting you schedule, you’ll be doing your part
to limit the number of pointless meetings and reduce the waste of unproductive meetings.
Best of all, if you gain a reputation for being someone who runs truly productive meet-
ings, your coworkers will appreciate that you value their time and will make more of an

effort to attend your meetings in the future.

2. Answer the following questions
1. Enumerate ten golden rules of holding a meeting.
2. What does it mean “to hold a meeting”?

3. What are the positive and negative features of holding a meeting?
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IIpakTuyna podora Nel7

Translate the following text.
Contract

In a global economy goods and services are exchanged over the country or across

national boundaries.

People or firms often make an association as co-owners of a business profit. How-

ever, it is unlikely that either side will be willing to be bound by unwritten agreement.

It is more common to draw up a formal, written agreement before the business is

started. This is known as the contract. It often covers areas such as:

How the profits and losses will be shared

The method to be followed if a partner withdraws or dies or new ones enter the
business

How the assets will be divided in case the business is ended

The duties of the partners

The manner in which any disagreements arising out of the contract will be settled

At the bottom, after all these provisions are listed there is a place for the partners to

sign their names.

So, contract forms the basis of a transaction between the Buyers and the Sellers

and great care is exercised when the contract is being prepared that all legal obliga-

tions have been stated. As a rule the contract contains a number of clauses, such as:

Subject of the contract, price, terms of payment, delivery, inspection and test, guaran-

tee, packing and marking, arbitration, transport, insurance and other conditions.

o~ W =N

Translate into English

[TpoexT KOHTpaKTy MOTPIOHO MIATOTYBATH IO KIiHIIS THXKHS.
Mu xoTinu 6 06TOBOpUTH YMOBU MalOyTHHOI YTOIH.

Mu 3a1ikaBieH1 B HEBEJIUKHUX MAPTISIX TOBAPY.

VYroaa BBaXXa€eThCsl YNHHOKO 3 MOMEHTY 11 MIJANMUCAHHS

Mu 3a1nikaBiaeH1 B HAKOPOTIINX CTPOKaX MOCTaYaHHSI.
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The economic growth
1. Read and translate the text
A nuclear power station is to be built in your area. This will involve the demolition
of houses, schools and pasture.
The building work was suspended a year ago by the district council. The decision
was made under the stormy pressure of Greenpeace. Greenpeace activists are worried
about the poor ecological situation in the locality. But the authorities insist on their deci-

sion motivating it will decide energy problems.

2. Test on creativity and self-confidence.

I am able to find the way to settle my problems.
I always have new and fresh ideas

| am curious

| am open to new ideas

I have got a rich imagination

| try to do things in different ways.

| am sure in success

| try even impossible things.

© ©o N o gk~ w DN E

I have self-esteem

10.1 believe in myself.



OPIEHTOBHUI NEPEJIK IUTAHb HA 3AJIK

1.Choosing a profession.

2. Applying for a job.

3.Job interview.

4. Resume.

5. Careers.

Companies.

Ideas about careers.

Greetings.

. Making an appointment.

10. Negotiating.

11. Phone conversation.

12. Communication in business.

13. Translations of contract.

14. Clauses of the contract. Subject. Terms and Condition.
15. How to conclude a contract.

16. Agreement. Holding a meeting.

17. Organization of meetings and entertainment.
18. Money and payment system. Methods of payment.
19. Money system of Ukraine.

20. Money system of Great Britain.

21. Money system of The USA.

22. Inflation and exchange rates.

23. Factors leading to growth. Economic Growth.
24. Writing business letters.

25. Body of Business letter.

26. The skills of a good manager.

27. Social and business culture.

28. Government Economic Management.

29. Corporate relationships. Types of companies.
30. Travelling for business. At customs.

31. Staying at hotel.

32. Applying for Visa.

33. At the embassy.

34. On a business trip.

35. Developing the future product.

36. Advertizing.

37. Starting a new business.

38. Advertising as a career.

39. Marketing. Planning.

40. Launching a product.

41. Organization of meetings and entertainment.
42. Shopping online.

©ooNo
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11.

12

13.

14.

15.

16.

17.

INEPEJIIK PEKOMEHIOBAHHUX JI’KEPEJI
Tourism Industry : PexomennoBano MOH Vkpainu sik HaBd. nocionuk. — K : CioBo,
2005. — 168 c. — [ABTop beneenko JIb. - Ha TUTYI. CTOpP. HE BKa3aHUH].
AHTIMICKUN S3BIK 7151 MEHEKEPOB TypU3Ma H TOCTHHUYHOTO Ou3Heca. — PoctoB-Ha-
Hony, XapbkoB : "®enukc", "Topcunr", 2003. — 160 c. — (YueOHuku, yueOHbIe
mocoous).
Anrmiiiceka st 6aHkiBebkoi cripaBu : HaBuanbnuii mocionuk / Yiin.I'omryo H.M.,
ITamxanoa H.A. — Kuis : KHEY, 2002. — 421 c.
AHTI0-yKpalHChKHIA CIIOBHUK 3 O013Hecy : PexomennoBano MOHY / 3a pen. Cemko
H.M. — JIsBiB : Opisna-Hosa, 2006. — 318 c.
JlinoBa anrmiiicbka MoBa. OcHOBH Oyxrantepcbkoro o6iiky. ®inancu : Hapuanbauii
MOCIOHHK aHTJTIMChKOI0 MOBOIO. — TepHomiis : ActoH, 2000. — 104 c.
JlinoBa anrmniiicbka MoBa.OCHOBU €KOHOMIKM Ta O13Hecy : HaBuanbHMII OCIOHUK
aHTIIHCHKOI0 MOBOIO. — Teprnonuib : Actosn, 2000. — 88 c.
Kommnaxkr-auck no kauru "J{U10B1 yCHI Ta TUCEMHI MTEPErOBOPH aHTIIIHCHKOIO
MoBor". — K : IlenTp HaBuanbHOi niTeparypu, 2006.
MeTtonuHi pekoMeHalli 10 MPaKTUYHUX 3aHATh Ta CAMOCTIHHOT poOOTH 3
muciutriay " {ioBa anTmilicbka MoBa" 71l CTY/ICHTIB JIEHHOT Ta 3a04HO1 hopmMu
HaByaHHA crnenianbHocTi 8.03050701 "Mapketunr", 8.03050801 "®inancu i kpeaut",
8.03050901 " O6mik i aymut" / yknamau 1.B. Jloroiiga. — Mykaueso : MJTY, 2016. — 36
C. — [tesleKTpOHHMIT BapiaHT
VYKpaiHChKO-aHTIIIHCHKUI CIOBHUK Oi3HecoBuX TepMiHiB / Ykmamau Japia [1.M.
Kunapk. I[lepexnan - Komonoa-Pomanenps M. — CackaueBan, Kanana :
CackaueBaHCbKHUH yHiIBepcUTET, 1992, — 220 c.
YkpaiHChKO-POCIHCHKO-aHTIINCHKHIIN TIIYMAYHHH CIIOBHHK JUJTOBOT JIFOAMHHI
[ Yxnanaui: 3enencekuii I1.T., 3enenceka O.I1. — K : YOIMB, 1998. — 544 c.
Brieger, Nick Business Grammar & Practice. Pre-Intermediate [Enextponnmii pecypc]
/ Nick Brieger, Simon Sweeney. — Collins. — 202 p. — (English for Business).

. buxons, O. I1. [linosa anrmifickka MoBa : HaBu. mocionuk / O. I1. bukons. — Binaumns :

Hosa Kuwra.

bukowns, O. I1. Jlu10B1 yCcHI Ta MUCEMHI IEPEroBOPU aHTJIIMCHKOI MOBOIO !
PexomennoBano MOH VYkpainu sik HaB4aJIbHHUM MOCIOHUK 1S cTyaeHTiB BH3

/ O. I1. bukowns. — K : Ileutp HaBuansHoi tireparypu, 2006. — 486 ¢. — + 101aTOK Ha
CD.

buxons, O. I1. 3aBnanHs 1151 caMOCTIHHOT poOOTH 3 aHTTIHCHKOT MOBH 3a
npodeciiinum copsimyBaHHsaM : Pekom. MOHY sk HaBu. nocionuk ams ctyn. BH3

[ O. Il. bukons. — Binnuug : Hosa Kuaura, 2010. — 224 c.

Boranxkuii, 1. busnec-kypc anrnuiickoro sizbika / M. borankuii, H. /{rokanosa ; [Tox
pen.borankoro U.C. — 5-e uzn., nepepad. — Kues : Jloroc, 2001. — 352 c.
bopucenko, U. 1. AHrnuiickuil si3pIk B MEXIYHAPOIHBIX JOKyMeHTaX. [IpaBo,
TOProOBIIA, AUIIOMaTus : YueGHoe mocodue st crynentos / W. U. bopucenko,

JI. 1. EBtymenko. — Kues : Jloroc, 2001. — 480 c. — (Bac et ycnex).

by6nogsa, /. B. YcHe ninoBe CriiKyBaHHS aHTIIHCHKOIO MOBOIO. MeTO/I1Ka HaBYaHHS
cryaentiB TexHiunux BH3 : HaBu.-meton. mocionuk. Pekom. MOHY ans ctyn. BH3
/ 1. B. Byonosa. — K : Cnogo, 2010. — 208 c.

18. Bpab6enp, T. T. OcHOBHU Ai10BOT aHTIIIHCHKOT MOBH : HAaBYAJIbHUN TTOCIOHHUK

/ T. T. Bpabenb. — Ykropon : 3akJ[V, 2010. — 256 c. — [+ nomatok Ha CD].

19. T'amow, 0. A. Business english. Auruilickka MOBa JUIst UTOBOTO CITUIKYBAaHHS

InTencuBHMIt Kypc. PekoMennoBaHO MiHICTEPCTBOM OCBITH 1 HAYKH YKpaiHH K
HaBuanbHuii mocioHuk / F0. A. I'amon. — KuiB : €Bpoeneiicbkuii yHiBepcuteT, 2002, —
230 c.



20. Enxe, Illyx FIT FOR BUSINESS ENGLISH: ®opmynu ainosoro mosneHss / Llyx
Enke. — K. : 3nanns, 2010. — 160 c.
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Jonomixkna (/1)

1. Kapnycs I. A. Anrmiiiceka ninoBa moBa: Hasu. moci6./ I. A. Kapmnycs — 4-Te Bu/I., JIOTI.
— K.: MAVII, 1998. — 220 c.

2. D. Cotton, D. Falvey, S.Kent. Market Leader. Intermediate. Course Book / Cotton. D.,
Falvey D.. Kent S. Pearson Education Limited, 2000.

3. D. Cotton, D. Falvey, S.Kent. Market Leader. Intermediate.

4. Practice File. /Cotton. D., Falvey D.. Kent S. Pearson Education Limited, 2003.

5. B. Mascull. Business Vocabulary in Use. / Mascull B. Cambridge University
Press, 2002.



6. G. Bethell, T.Aspinall. Test your Business VVocabulary in Use./ Bethell G. Aspinall
T.Cambridge University Press, 2003.
7. A.Wallwork . Business options./ Wallwork A. Oxford.2000



Hanaano-MeToz[Hqu BUOJAaHHA

JliioBa aHrJiiicbka MOBa

30ipHUK TEKCTIB Ta IPAKTUYHHUX 3aBAaHb
710 TIPOBEJICHHS MPAKTUIHHUX 3aHAThH
Ta opraxizailii caMmocTiitHOT poOOTH

Vknagau MaminoBceka [[.I1., Tenmmuxo H.B.

Tupax 10 op.

CBiZIoIITBO MPO BHECEHHS CYy6'€KTA BUJABHUYOI CIIPaBH /10
JlepkaBHOTO peeCTpPy BU/|aBLiB, BATOTOBJIIOBAYiB i pO3MOBCIO/I>)KyBaviB
BulaBHHYOI npoaykuii JIK N2 4916 Big 16.06.2015 p.

PepakuiiHo-BUAaBHUYKH Bigaia MY,
89600, M. MykayeBo, ByJ1. YKIrOpO/ACbKa, 26






MYKAUIBCHKUN JEP)KABHUU YHIBEPCUTET

89600, M. MykaueBo, ByJI. YAKTOPOJCbKa, 26
Tes./dakc +380-3131-21109

Be6-caiiT yHiBepcuTeTy: www.msu.edu.ua
E-mail: info@msu.edu.ua, pr@mail.msu.edu.ua

BeG-caiit IncTuTyniiiHoro penosurapiio Haykogoi 6i6riorexu MAY: http://dspace.msu.edu.ua:8080
BeG-caiiT HaykoBoi 6i6tioTexu MAY: http://msu.edu.ua/library/



http://www.msu.edu.ua/
mailto:info@msu.edu.ua
mailto:info@msu.edu.ua
http://dspace.msu.edu.ua:8080/
http://msu.edu.ua/library/

	Міністерство освіти і науки України
	Мукачівський державний університет
	Кафедра англійської філології та методики викладання іноземних мов
	Ділова англійська мова
	Збірник текстів та практичних завдань до проведення практичних занять та організації самостійної роботи
	для студентів
	денної та заочної форм навчання
	спеціальності 014 Середня освіта (Мова та література (англійська))
	2019
	Мукачево
	1. Hold meetings only when they’re absolutely required. Scheduling a meeting shouldn’t be an automatic response to every question or issue. Instead, people should be expected to seriously consider if a meeting is the appropriate format.
	3. Assign a meeting facilitator. To run effective meetings, someone needs to be facilitating. The facilitator’s role is to ensure that the meeting starts and ends on time, covers and sticks to the agenda, and follows all established meeting rules. The...
	4. Set up meeting equipment in advance. If you’re hosting your meeting in a conference room, head over to that conference room before your meeting begins to get set up and make sure you have everything you need.
	5. Share a meeting agenda in advance. Sharing an agenda for your meeting well before the meeting takes place helps attendees see what’s going to be expected of them during the meeting. This helps them gather any information they may need in order to p...
	6. Take and share meeting notes. The best team meetings result in a clear, shared understanding of what’s needed next, including actionable, assigned tasks. It’s the role of the meeting facilitator or assigned notetaker to ensure that all takeaways, a...
	Facts (e.g. “Jenna is the creative lead on this project.”)
	7. Give everyone the opportunity to participate. In a typical eight-person team meeting, three people do 70% of the talking. As the meeting facilitator, there are a number of things you can do to encourage a better balance and give everyone a chance t...
	8. Limit discussion times for each agenda item. Meetings should be no longer than an hour, as sixty minutes is generally the longest time people can remain truly engaged. To this end, it’s important that your meeting finishes on time.. To make sure yo...
	9. Ban unnecessary devices. To make your meetings faster and more effective, ensure team members respect other meeting attendees by actively listening. It’s a fact that it’s much harder to listen when you’re multitasking—checking emails, replying to I...
	10. Speak slowly and clearly when presenting. When speaking publicly, Carmine Gallo, author of Talk Like TED, advises speaking at a rate of 190 words per minute. If you speak much faster, you can end up sounding nervous—as if you’re trying to get it o...
	Adopt An Effective Post-Meeting Workflow. One final important part of conducting effective meetings is what you do after the meeting is over. After a meeting, it’s important to recap the decisions made in the meeting, share your recap with attendees v...


