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BCTYII

[IponnoHoBaHu MOCIOHUK PO3POOIEHUN sl CaMOCTINHOT I OpraHi3oBaHO1
aynutopHoi po6otu ctyneHtiB OC «wmarictp» cnemiaibHocTi 232 — CoIriaiabHe
3a0€e3MeueHHsl ICHHOT Ta 3a04HO1 (JOpMH HaBUAHHSI.

Temaruka Bunanns Bignosinae sumoram OIIII crnerianbHOCTI Ta 6a3yeTbest
Ha CyyacHUX (paxoBHX BUMOTaxX BEJEHHs O13HECY.

[locibHuK MoOynOBaHMN Ha MPUHLHUIAX MOCHJIBHOCTI, MOCIIAOBHOCTI M
jgoriyHocTi. TeopeTnuHa dYacTMHA KOXHOTO PO3AULY MICTUTh Marepial,
HEOOXITHUM IS BUKOHAHHS NPAKTUYHUX 3aBJIaHb 3a3HAYEHOTO PO3ILTY:
OTIPAIIFOBABIIM TEOPilO, CTYACHT JACHHOI (OpPMU HaBYaHHS TMPUCTYIAE [0
BUKOHAHHS TPEHYBAJIBHUX BIpaB, TMOJAHUX Yy JOCTaTHIA KIUIBKOCTI Ta
CIIPSIMOBAHUX HA PO3BUTOK PI3HUX BUJ(IB MOBJICHHEBOI JA1SJILHOCTI.

BapiatuBHa mnpakTHuHa 4YacTMHA OKpPEMOI TEMHM TaKOX CIpsMOBaHAa Ha
NepeBipKy 3100yTUX 3HAHb CTYACHTIB 3aouHOi ¢opmu HaBuaHHs. CTyaeHT
MMCbMOBO BHUKOHYE 3aBJaHHS BapiaHTy 3a OMNPAIbOBAHOK TEMATHKOK Ta Y
dbopmaTi ycHO1 Oecimy 13 BHKJIAgayeM BIJIMOBITA€ HA MUTAHHS, IO OXOIUIIOIOTH
BUBYCHHUI MaTepiaj, 3aXUIal0uy MPaBUIbHICTh BUKOHAHHS KOHTPOJIBHOT pOOOTH,
BUTIPABJISIIOYN TTOMUJIKH TOIIIO.

OxkpiM TOrO, HaBEJECHI TEKCTH, BIPABH Ta TPEHYBaJIbHI 3aBJAaHHS MOXYTb
BUKOPHUCTOBYBATHUCS JJII CAMOPO3BUTKY, CAMOHABYAHHS I CAMOKOHTPOJTIO.



Tema l
Hpauesnawumyeanns. /linoee 1ucmyeanusn
Applying for a Job / Business Correspondence

Tema 1 TeopeTHYHA YACTHHA

1. Applying for a Job (Resume / CV).

Pe3lome — 11€ onuc Bamoro npo@eciiHoro nuisixy B MUCbMOBIHM GopMi, sIKUi
NOBMHEH CTBOPUTH IO3UTHBHY AyMKY poOoTonaBus mnpo Bac. lle kopoTkuit
NUCBMOBUN OMMC-BUKIAA MPOPECIHHUX SIKOCTEH MPETeHAEHTa, 10 JEMOHCTPYE
NOTEHII1a]l 0COOM 1 3JaTHICTh 3aMHITH KOHKPETHY MOCady.

KoxHe pe3toMe noBUHHE OyTH 1HIUBIAYaTbHUM.

Pe3tome OyBae nBOX THUIIIB: XpPOHOJOTIYHE 1 (yHKIIOHAIBHE. XpoHonozciune
pe3ome — 1e Bam mnpodeciiiHuil xurTenuc. ['OJOBHUM PO3AUIOM B TaKOMY
pe3toMe € «IOCBIT PoOOTHY». DPyHKyioHaNbHe pe3tome OUIbIIE MIAXOIUTh THM, Y
KOro HeMae JOCBIAYy poOOTH. Y TakoMmy pe3ioMe TOJIOBHMMH OyayTh Barri
TaJaHTHU, HABUYKU Ta YMIHHSA. MOXHA CYMICTUTH XPOHOJIOT14HE 1 (YHKI1IOHATIbHE
pe3toMe, SKIIO HEBEJIUKUW JO0CBi POOOTH €, ajie He BIAHOCHUTHCS O BHOPAHOTO
HanpsMy. CKpOMHO mepepaxyiTe Micust poOOTH 1 PO3TOPHEHO OMNUIIITH CBOI
HaBUYKH ¥ MMO3UTUBHI SKOCTI.

OcHogHi po3oinu pe3rome:

1. Personal Information - ocobucrti gani (mpi3Buiie, iM's, Mo 0aTbKOBI, aapeca,
tenedon, e-mail).

2. Objective - merta (Ha sIKy BaKaHCiIO IPETEHAYETE).

3. Education - ocita (IHUIIEThCS B 3BOPOTHOMY XPOHOJOTIYHOMY THOPSAKY). Y
IIbOMY pO3/IJII TOBMHHA OyTH TMMOBHa iHGopMalliss mpo Bamry ocBiTy: Ha3Ba
yd00BOTr0 3aKjaay, JaTd BCTYMy 1 3aKiHYEHHS HaBYaHHS, THUTYJHU, TUTIJIOMH,
ceprudikaru, siki Bu orpuManu, a TakoX CIHUCOK BCiX KypCiB 1 TPEHIHTIB, siki Bu
TIPOXOTUITH.

4. Work Experience - mocBig poOoTu (IIUIIETHCSA B 3BOPOTHOMY XPOHOJIOTIYHOMY
nopsaky). [loBawmii crimcok ycix Bammx mparenaBiiB 3 yKa3iBKOIO MICAIS i POKY
OPUMHATTS Ha POOOTY Ta 3BUIBHEHHS, TOCAJ, a TaKOXX KOHKPETHHUH CITHMCOK
000B'SI3KiB, 110 BUKOHYBAJIKCS, 1 OCHOBHUX JOCSTHEHb.

5. Activities - gisapHicTh. IIumniTe Bce, 1m0 He Mimidmmio B po3ain «JlocBina
poboTu». Lle Moxke OyTH BOJIOHTEPCHKA, CYCIIbHA, TBOpUYA POOOTA.

6. Foreign Languages - 3HaHHS MOB.

7. Professional Certifications - mpodeciitai nocsirHeHHs i cepTU(IKATH.

8. Personal Features of Character - ocobucri sikocrTi.

9. Interests and Hobbies - intepecu, 3axoruienns.

10. References (pekomennarii).



Curriculum Vitae (an example)

Name: Anna J.Simpson
Home address: 34 South Road, EC4P 4EE, London, England
Telephone (fax, e-mail): Tel. 06 471 9597
Date of birth: 17 January 1969
Place of birth: London
Nationality: British
Marital status: divorced
Education: London University
September 1990 — July 1995
Qualifications: July 1995

Mathematics (A)
Computers (B)
English (A)

French (D)

Business Studies (B)
Economics (A)

Objective: Manager

Work experience: Make up all kinds of financial reports, balances and
production planning

Interests & activities: Fencing
Shopping

Referees: Mr Patkins

The Dean of London University
London, England

Here is another example of a typical English-style CV: Emily Bronte
‘The Larches'

Hudson Way

Larswick

Somerset

TA12 6MX

tel. 0181 345 2126

e-mail: emily@yahoo.co.uk

Profile

Enthusiastic, responsible graduate with a Postgraduate Printing and Publishing
Certificate and good organizational skills. Able to work independently using
initiative and as part of a team to tight deadlines. With editing, desktop publishing,
and keyboard skills.

Qualifications and training

Postgraduate Certificate in Printing and Publishing, London Institute

BA (Honours) Economics, University of Sheffield

‘A" level English, History, French




Experience

Three months' work experience with World-English Press, a company involved in
writing, editing, and publishing English as a second and foreign language texts.
Word Processing and general office administration.

Work with an Apple Mac using Claris works and QuarkXpress.

Work experience at Reed Promotional Publishing and Oxford University Press,
Currently working with World-English Press as a paid employee with increased
responsibility.

Interests

Music: playing the flute.

Mountain walking and rock climbing.

Cinema and theatre going.

Referees

Dr J. M. Eastwood Mrs S. Cruise
World-English Press 29, Lower Redhill Lane
Castle Street Mulcheney

London SE1 7EX Somerset BAl1l 2DZ

When sending out a CV it should always be accompanied by a covering
letter. The covering letter can be a major determinant of success. Here is an
example of a typical covering letter sent in response to an advertisement in a
newspaper.

Covering Letter (an example)

Fitness Space

Pond Road

Wiveliscombe

TA5 5MX 14, Hudson Way
tel. 01458 783460

1st December 2014

Dear Mr. Fish,
Re: Fitness Instructor VVacancy

| am writing to apply for the job of Fitness Instructor, as advertised in
Monday's Courier newspaper. This is an ideal job for me given my enthusiasm for
sport, my related experience and qualifications.

Sport and fitness training have always been important to me, which is why |
chose to take a BTEC Diploma in Sports Science. | obtained distinctions in the
Sports Anatomy & Physiology and Sports Injuries modules last year and am
confident that I will get similar marks in Exercise Physiology, Mechanics of Sport
and Sports Supervision & Management this year. | am a confident user of
Microsoft Office and have worked extensively with Fitness Line, a program for
analyzing fitness.



As you can see from my CV, I've taken the opportunity to gain extra
qualifications that were on offer at college, which has helped me get part-time
work as a pool attendant. I'm called on to provide cover during busy times so am
used to working irregular hours at short notice. I've also run a lunchtime aerobics
class at college since the start of this year.

| finish college in six weeks and am keen to find a job rather than carry on
with further full-time study. | could start any part time work or training sooner as
many of my classes are finishing and most of my assignments are done. | look
forward to hearing from you.

Yours sincerely
Joanne Titmus

Preparation for an interview is essential. The list of questions below is
designed to serve as a guide so that you are not taken by surprise!

SAMPLES OF INTERVIEW QUESTIONS
. Tell me about yourself.
. How would you describe yourself? (character / personality)
. What are your strengths/weaknesses?
. Are you married? Single? Do you have a partner?
. What do you do in your free time?
What are your hobbies? / Do you have any hobbies?
. Why are you interested in working for our company?
Why do you want to work for this company?
. What type of position do you think you are suited for / would suit you?
. How would you describe the position we have to offer?
. What aspects of the position are you most / least interested in?
0. What would you like to find in this job that you didn't have in your previous
job?
11 How do you think you could develop the position?
What would be your strategy to develop the position?
12. What have you got to offer us?
What could you contribute to our company?
13. Why do you want to leave your present job?
Why do you want to change jobs?
14. What were you responsible for?
What did your job involve?
15. What do you think you gained by working in your last job?
16. What do you think of your (last) boss?
17. What are your salary requirements?
How much would you hope to earn in this position?
How much do you think you should be offered for this position?
What salary would you expect (to be offered) for this position?
18. Have you received any offers of a job?
19. Why have you had to look for a job for so long?
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20.
21.

22,
23.
24,
25.
26.

217,

28.

29.

Why have you been looking for a job for so long?

Why did it take you so long to find a new job?

How do you feel about your future in the profession?

Have you had any failures? / What failures have you had?

Have you had any negative experiences?

What sort of obstacles have you come across / encountered in your work?
If you had to recruit colleagues, what qualities would you look for?
Would you be willing to relocate / to move to another part of the country /
to work abroad?

Did you have to travel abroad in your last job?

Don't you think you have too much experience / you are over-qualified for this
job?

How long do you think you would stay with us?

If we offered you the job, how long would you expect to stay with us?
Which do you prefer: to work alone or in a team?

Do you prefer working alone or with other people as part of a team?

Do you know how to manage a team?

Are you capable of leading a team?

Do you think you have the ability to be a team leader?

Why should I recruit you?

How could you persuade me to recruit you?

30.Do you have any comments to make, or questions to ask?



2. dinosi auctu (Business Letters)

Cmpykmypa 0i106020 nucma
Aopecu 6 bpumanii ma Amepuyi marome HACMYNHUL BURTISO.

Ms J.Simpson

Foreign Rights Manager

Chapman & Hall Ltd.

11 New Fetter Lane

London EC4P 4EE

England
Ms. A.Arafel
Product Information Manager
McCraw-Hill Book Co
1221 Avenue of the America
New York, N.Y.10020
USA

Pisnuys mise opumancoxum ma amepukancoKumu Cmuiamu npeocmaeieti 6
makiu cxemi:

British American

Jlama (Date):

27th December, 20 December 27,20

27 December 20

27 Dec.20

Ipusimanns (Salutation):

Dear Sir, Dear Sir:

Dear Madam, Dear Madam:

Dear Mrs.Smith, Dear Mrs.Smith:

For the attention of Attention: Mr. E.C.Wilson
Mr.E.Wilson

Dear Sirs, Gentlemen:

Komnnemenmapne saxinuenns (Complimentary Close):
Yours faithfully, Sincerely yours,
Yours sincerely, Yours truly.

V aucmax ne donycxaemucs HisiKUX epamamuyunux ckopouens (1’'m, dont,
we 've, mowo.) Yci yi cnosa nompibHo nucamu nOSHICMIO.



Dopmam 0inoeozo rucma:

1.

Hlanka jgucrta. BulbIIICTh JMCTIB MUINYTHCS Ha OJIaHKAX, /1€ BXKE € Ha3Ba,
aapeca, Homepu TenedoniB ¢ipMu Ta 1HIIN OaHi. Aapeca BiAIpaBHUKA
1HKOJIM CTOITh B KIHII1 JIUCTA IICJISI IMEH1 Ta MOCaIH.

BuytpimHs aapeca. Anpeca aapecara po3Milly€eTbCs 3BepXy 3711Ba.

Crpoxka: YBara (He 000B’s13K0BO). Jloga€eThCsl y TUX BUMAJKAX, KOJU JIUCT
BIANpABISIETbCS Ha (GipMy, aje aJpecoBaHO KOMYyCh ocobucto. Yacrto
MUIICTHCS] HA KOHBEPTI B HIDKHBOMY JTIBOMY KYTY.

/lata. 3a3Buyaii nuireTscss HacTynHuM ynHoM: March 1, 2018 a6o 1 March
2018.

[IpuBiTanHd. 3a NPUBITAHHSAM CTOITh JIBOKparika abo Koma.

IlocunanHsa. 3ano3uueHa 13 CHOyKOOBMX 3allMCOK, aje B JIMCTax
BUKOPHUCTOBYETHCS PIIKO.

Kommiemenrapae 3akiHdeHHs. 3BHYaiiHi 3akiHueHHs: Yours truly, Yours
sincerely, Yours faithfully.

Minnue, mocana, Bimaa. Ilignuc, po3mmdpoBka miAmMUCy, mocaaa, aapeca
NUITYTHCSI OJJUH 3a OJHUM B CTPOKY Yy JIiBOMY ab0 TMpaBoMy KyTy JIHCTA.
[HKONM NHCT MOXe OYTH MPOIMKTOBAHO OJHIEIO JFOAWHOIO, a TIIMHUCAHO
HIIOIO, 3a3BHUail cekperapeM. Hampukiman, AMPEKTOp, BIANPABISIOUUCH Y
BIIPSI/DKCHHS, TOPYYMB HAJAPYKyBaTHU Ta MIAMUCATH JIUCTAa CEeKpeTapesi. Y
[IOMY BUTIQJIKY IIJIHC Oy/1e BUTIISAIATH TAKUM YHHOM:

pp Diana Price

David Bradley

Managing Director,

ne pp (per procurationem, zam.) o3Ha4yae 3a JOPYyUCHHSIM, 32 KOTOCh.

Bignpasni inimiaau. BianpaBHi iHIIIadd BKa3ylOTh HAa THX, XTO ITHMCaB
(mepekiazaB) IUCT 1/a00 APyKyBaB HOTO.

10.BknaneHi wmarepiany. SKmo g0 JHCTa JOAAIOTBCS IIEBHI MaTepialu

(mpefcKypaHTH, peKiamMa Ta iH.), TO MPO 1€ 3raJAyeThCs IMICIs BiIIMPaBHUX
1HIIT1aJT1B.

11.Komii. Bka3iBku Ha ajpecaTiB KOITiH JIMCTa JAIOThCS y cCaMOMY KIHITI.



Example:
Government of Canada (1)
Office of the Chairman
Public Service Commission (2)
Ottawa, Ontario

KIA ON
Attention: P.Smith (3)

December 8, 2018 (4)
Dear Sir: (5)

Ref: PC Program analyst (6)

R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R e R R R R R R R R R R R R R R R R R R R R R R R R R R R
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R R AR R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R

Yours sincerely, (7)
A.Robertson (8)
Director
General Services Division
AP/CL 9)
Encl. (10)
cc: D.Dube (11)

General guidelines of writing a business letter:
If writing a business letter in English takes you much longer than in your own
language, here are a few guidelines that you may find helpful.

Plan before you write.
¢ Look up the words you need before you start.
¢ Note the points you want to make, and order them into logical paragraphs.
Tone
O Write as you would speak in a business conversation.
¢ The tone should be friendly and polite.
Names
¢ Make sure you check the gender of the addressee (the recipient),
as well as the correct spelling of the person's name and title.
0 Use Ms. for women and Mr. for men.
You can use Mrs. for a women if you are 100% sure that she is married.
Dates
0 To avoid any confusion, write the month instead of using numbers
(e.g. January 15th, 2007, or 15 January 2007)
Be concise and clear
O The easier it is to read a letter, the better.
0 Keep sentences and paragraphs short and simple.
¢ Use straightforward vocabulary to avoid any misunderstanding.
¢ Ask direct questions.



0 Rewrite any sentence that does not seem perfectly clear.
0 If the recipient is not a native English-speaker, it is preferable
to avoid words and expressions that are too technical or complicated.

Remember this word order principle:

Who - Does - What - How - Where - When

(Subject - Verb - Object - Manner - Place - Time)

Examples :

= Mr. Brown will travel by plane to London on Monday, June 5th.

= A technician will install the equipment in your office on Tuesday morning.

= | will confirm the transport arrangements as soon as possible.
Avoid old-fashioned words

0 Although they are used in legal documents and contracts, words like

‘herewith’, 'hereby’, ‘herein’, ‘aforementioned’, etc. are rarely used in letters.

The following style of sentence is preferable :

e "You will find more information on our products in the enclosed

brochure.”

Useful phrases
Salutation:
Dear Mr Brown
Dear Ms White
Dear Sir
Dear Sirs
Dear Madam
Dear Sir or Madam
Gentlemen
Starting:
We are writing to inform you that ...
to confirm ...
to request ...
to enquire about ...
| am contacting you for the following reason.
| recently read/heard about . .. and would like to know ...

Having seen your advertisement in ..., | would like to ...
| would be interested in (obtaining/receiving) ...
| received your address from ...  and would like to

| am writing to tell you about ...
Referring to previous contact:
Thank you for your letter of March 15 ...
Thank you for contacting us.
In reply to your request ...
Thank you for your letter regarding ...
With reference to our telephone conversation yesterday ...
Further to our meeting last week ...
It was a pleasure meeting you in London last month.
| enjoyed having lunch with you last week in Tokyo.



| would just like to confirm the main points we discussed on Tuesday ...
Making a request:

We would appreciate it if you would ...

| would be grateful if you could...

Could you please send me . . .

Could you possibly tell us/let us have...

In addition, I would like to receive ...

It would be helpful if you could send us ...

| am interested in (obtaining/receiving...)

| would appreciate your immediate attention to this matter.

Please let me know what action you propose to take.
Offering help:

We would be happy to ...

Would you like us to ...

We are quite willing to ...

Our company would be pleased to ...
Giving good news:

We are pleased to announce that ...

| am delighted to inform you that ...

You will be pleased to learn that ...
Giving bad news:

We regret to inform you that ...

I'm afraid it would not be possible to ...

Unfortunately we cannot/we are unable to ...

After careful consideration we have decided (not) to ...
Complaining:

| am writing to express my dissatisfaction with ...

| am writing to complain about ...

Please note that the goods we ordered on (date) have not yet arrived.

We regret to inform you that our order Ne ... is now considerably overdue.

| would like to query the transport charges which seem unusually high.
Apologizing:

We are sorry for the delay in replying ...

| regret any inconvenience caused

| would like to apologize for (the delay/the inconvenience) ...

Once again, | apologise for any inconvenience.
Orders:

Thank you for your quotation of ...

We are pleased to place an order with your company for ...

We would like to cancel our order No ...

Please confirm receipt of our order.

I am pleased to acknowledge receipt of your order Ne ...

Your order will be processed as quickly as possible.

It will take about (three) weeks to process your order.

We can guarantee delivery before ...

Unfortunately these articles are no longer available/are out of stock.



Prices:
Please send us your price list.
You will find enclosed our most recent catalogue and price list.
Please note that our prices are subject to change without notice.
We have pleasure in enclosing a detailed quotation.
We can make you a firm offer of ...
Our terms of payment are as follows:
Referring to payment:
Our records show that we have not yet received payment of ...
According to our records ...
Please send payment as soon as possible.
You will receive a credit note for the sum of ...
Enclosing documents:
| am enclosing ...
Please find enclosed ...
You will find enclosed ...
Closing remarks:
If we can be of any further assistance, please let us know.
If | can help in any way, please do not hesitate to contact me.
If you require more information ...
For further details ...
Thank you for taking this into consideration.
Thank you for your help.
We hope you are happy with this arrangement.
We hope you can settle this matter to our satisfaction.
Referring to future business:
We look forward to a successful working relationship in the future.
We would be (very) pleased to do business with your company.
| would be happy to have an opportunity to work with your firm.
Referring to future contact:
| look forward to seeing you next week.
Looking forward to hearing from you.
" " toreceiving your comments.
| look forward to meeting you on the 15th.
| would appreciate a reply at your earliest convenience.
Ending:
Sincerely, }
Yours sincerely, } (for all customers/clients)
Sincerely yours, }
Regards:
(for those you already know and have a working relationship with)



Tunu aucmie (types of letters):

Letter of Advice — aBi30, HOBiTOMICHHS
Letter of Attorney — nopyueHHs

Letter of Comfort — nuct-nmopy4aHunTBO
Letter of Credit — akpenuTus

Letter of Deposit — 3acTaBHHMIA TUCT
Inquiry Letter — mucr-3amut

Guarantee Letter — rapanTiiiHuii TUCT
Hypothecation Letter — 3acraBuwmii muct
Instruction Letter — nuct-nopyucHHs
Offer Letter — nuct-npomno3utist

Jucm-3anum
(Inquiry Letter)

JIuct-3amuT (inquiry abo enquiry) KoMmaHisi IOCKIIa€e, KOJIA X04e:

- OTpUMaTH JeTalabHYy iHpOpMAIito mpo ToBapu (goods);

- noBigaTHcs, yd € BoHU y HasiBHOCTI (availability of goods);

- 3’sicyBaTH 4ac Ta Tepminu nocraBku (delivery dates);

- orpuMmaTH iH(pOpMAIlil0 TPO YMOBM TOCTaBKM Ta 3HWKKH (terms and
discounts), cmoci6 TpancmopryBanus (method of transportation),
cTpaxyBaHHi (insurance);

- orpumarH iHdopmalliro npo ik Ha ToBapH (prices of goods);

- orpumaru Kartajoru (catalogues) ta 3pasku ToBapiB (Samples of goods),
TOIIIO.

[Ipn HammcaHHI JUCTIB-3aIUTIB MOTPIOHO SIKOMOTa JETaJIbHIIIE BUKIACTH
cyts nutanus (to give full details), mo no3BoauTe Bamomy aizoBomy mapTHEpy
CKOPOTHTH Yac Ha CKJIaJaHHS JIHCTA.

VY Bunazaky, skmio Bu 3Bepraerech 13 3amUTOM J0 ITi€i KOMMaHIi BrepIie, y
JTUCT OakaHO BKIIFOUUTH HACTYIHI MyHKTH:

1. [Tocunanns Ha mKepeno iHbopmMarlii mpo JaHy KOMITaHiio Ta i ToBap.

2. CyTbh IUTaHHS.

3. Kopotka iHdpopmarris npo Bamnry kommasito.

4. CrioxiBaHHS Hali HA CITIBPOOITHHUIITBO.

[Ipu mpOMy 30BCiM HE O0OOB’SI3KOBO CYBOPO JOTPUMYBATHCS JaHOI
nociigoBHOCTI. [Ipn MOBTOpHOMY 3amuTi B JIMCT 3BUYAMHO BKIIFOYAETHCS TUTBKH
ApyTuid TyHKT. SIK 1 OUTBIIICTH 1HIKMX MITOBUX JIMCTIB, JIMCT-3AIUT, K MPAaBUIIO,
IpyKyeThcss Ha (ipMoBOMy OnaHKy, J€ BKa3aHI Ha3Ba KOMIIaHIii-BiANpaBHUKA
3amuTy, 1i MOITOBa ajapeca, Homepu TenedoHiB, (akciB, aapeca calty B [HTepHeETI
Ta €JIEKTPOHHOI MOIITH.



3pazox aucma — 3anumy (Sample Inquiry Letter)
Pet Products Ltd.
180 London Road
Exeter EX4 4JY
England
25" February, 2018
Dear Sir,

We read your advertisement in the “Pet Magazine” of 25" 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

- the price should include 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,
Smurov
V.Smurov
Export-Import Manager

Jucm-npono3uuin
(Offer Letter)

JIMCcTOM-TIPOIIO3UITIE€I0 MMOCTAYaJbHUK 3a3BUYail BIJIIOBINA€ HA JUCT-3aIIUT.
BianoBigaroun Ha 3arajJbHHI 3aldT, BiH JAKY€ 3a MPOSBICHY 3aIliKaBJIEHICTh Ta
3BHUAiiHO TporoHye npeiickypantu (price-lists), karanoru (catalogues) ta ymoBu
tunoBoi yrogu (typical contract). BinmoBigs Ha crienialbHUN 3anuT mepeadadae
BIJIMOBI1 HA BC1 MATAHHS MOTEHI{IMHOTO K/II€HTA.

CtpyKTypa JUCTa-MPOTO3UITIi:

[TpuBin nyis HamMCaHHS.

Biamosiai Ha MUTaHHS HOTEHI{IMHOTO 3aMOBHHKA.

Jlo1aTkoB1 MPOTIO3UITIi.

BucnoBnenns Haaii Ha 3aMOBJICHHS.

BignoBigarounm Ha 3amuTaHHSA, CJIiJ JaTH JIETAJbHUA OIKC TOBapy, 3a
MOJKJIMBOCTI CYNPOBOJIUTH Horo (otomartepiasamu ta / abo mamoHkamu Ta / abo
3paskamu (Samples). Tlpu Bu3Ha4YeHHI HiHU (Price) OEpyThCs 10 yBarum MOKJIHBI
samkkn  (discounts). OkpeMo BHUPINIYIOThCS THTAaHHS BHUTPAT Ha MaKyBaHHS
(packing), TpancnoptHi BuTpatm (transportation costs), ymoB Ta TEpMiHiB
noctaBku (terms of delivery) ta ormatu (terms of payment).

P



JIuctu-npono3uilii HaJCUIAIOTh TAaKOX Oe3 MOMEepeAHBOrO 3amuTy, SKIIO0
MOCTAYaJIbHUK HAaMara€ThCsl 3BEPHYTH YyBary NOTEHLIMHUX KIIE€HTIB a00 HAaWTH
HOBHMX 3aMOBHHUKIB Ha TeBHY npojaykiito (Special products) a6o ix acopTumeHT
(range). Trepna npono3wuiiis (firm offer) nepen6adae ocoOaUBI yMOBH, HANPUKIIA,
kinieBuid Tepmin (deadline) orpumaHHS 3aMOBJICHHS Ta CHCTEMY 3HIKOK B
3aJIEKHOCTI B/l KUTBKOCTI TOBapy Ta 1HIIMX YMOB.

3pazox aucma-nponosuyii (Sample Letter of Offer)
Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 2018
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.
| enclosed a detailed quotation, specifications and delivery terms. As you will see
from this, our prices are very competitive. | 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 letter,
show that our new Artemis 66A Plus performs as well as our competitor’s product
and, in some respects, outperforms them.
If you would like further information, please telephone me: my extension number
is 776. Or you may prefer to contact Mr. John Martin of Fillmore S.A. in M...: hiS
telephone number is 01 77 99 02.
| look forward to hearing from you.
Yours sincerely,
Fred Stock
Fred Stock



Tema 1 [IpakTnuHa YacTuHA

Variant 1
1. IIpounTaiiTe Ta NUCHbMOBO NEPEeKJIAAITH HA YKPAIHCbKY MOBY 1 Ta 2 a03auu
TEKCTY, JaiTe HOMY 3ar0JI0BOK.

When a person is eager to get a job he is often to fill in a resume (USA) or a
curriculum vitae (UK) or a standard printed application form. The forms can be
laid out in different ways but the information required will, in most cases, be the
same.

The information given by the candidate in these papers will be helpful in
assessing the candidate’s suitability for the post.

From the candidate’s point of view, this paper is the first impression the firm
will obtain of him or her and therefore it is important that the candidate completes
the paper clearly and carefully.

CVs or resumes as well as application forms will require the name and
address of at least two individuals who can act as referees, which means those who
can provide references. The referees may be contacted and asked whether or not
they consider the applicant to be suitable for the post. The candidate may name a
vicar, a doctor, or an old family friend as one of referees.

Normally, the firm will ask for the names of present or former employers or
supervisors for whom the candidate has worked.

2. O3HaiioMTecs 3 JIEKCUKOIO /10 TEKCTY, BUBUITH HOBI CJ1I0BAa Ta BUPA3M:
CV=Curriculum Vitae — pe3tome
to look for smth — mrykaTtu mocsb
to fill in — 3amoBHIOBaTH
to suit — migxoquTu
reference — pekomenarris
qualifications — orinku
applicant — mpeTeHaeHT, KaHIUIAT
application form — ankera npeTeHaeHTa
supervise — kepyBartu
aSSess — OIIHIOBATH

3. JIONOBHITH pe4YeHHS 3 TEKCTY:

1.The firm will ask for ...

2.The candidates may name ...

3.Resumes will require ...

4.The information in these papers will be helpful in ...

5.A person is to fill in a curriculum vitae when he is eager ...
6.A resume is the first impression the firm will obtain ...

7.1t is important that the candidate ...

8.The referees may be contacted and asked ...

4. 3HalAITH KOPiHb Y CJIOBAX:
assess — assessment
referee — reference — refer



supervision — supervisor — supervise
application — applicant — apply

obtaining — obtain
employ — employee

information — informative — informer

5. JlaiiTe BiAnMOBiAb HA 3ANIMTAHHA.

1. When does a person fill in the resume?

2. Why is it important that the candidate completes the paper clearly and carefully?
3. The firm will ask for the names of present or former employers, won’t it?

6. IIpouuTaiiTe Ta NMEPeKJAAITH YKPAIHCBKOK MOBOK pe3oMe. 3HAWIITH
HeoOXiHy iH(opMalilo, AKAa BIACYTHS B pe3loMe.

Name:

John G.Smith

Home address:

9 North Road, BN1 5 JF, London, England

Telephone (fax, e-mail):

Date of birth: 14 September 1989

Place of birth: London

Nationality: British

Marital status: Married

Education: London School of Economics

September 2000 — July 2005

Qualifications:

July 2005
Mathematics (A)
English (A)

Deutsch (A)
Business Studies (B)
Economics (A)

Objective: Accountant
Work experience: Prepared accounts and balance sheets of every kind.
Interests & activities: Dancing

Collecting cars

Referees:

Mrs Pattrick

The Headmaster London
School of Economics
London, England

/. HanuuiTh NPUKJIA/ JIUCTA-TPOMO3MIii.

Variant 11

1. IIpounTaiiTe Ta MUCHMOBO NEPEKJIAAITHL HA YKPAIHCbKY MOBY 1 Ta 2 ad3anu
TEKCTY, AaiTe oMY 3ar0JI0BOK.

An interview is an important event in the life of every job applicant. It can be
the last test on the way to the new position. That’s why it’s very important to be
well prepared for an interview.




Come in time to the appointed place for an interview. Don’t forget to take all
the necessary documents for your better presentation (references, characteristics,
diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen attentively
to all the questions you are asked. If you are confident in what you are talking
about it will make a good impression on the interviewer. Try to give full and clear
answers to the questions. Be ready to discuss the details of your future work. Try to
persuade the interviewer that you are the best candidate for the chosen position and
an asset for the company. Don’t talk about personal questions if they are not
connected with the future work.

Don’t hesitate to describe fully your responsibilities and regular duties at the
previous job if you are asked. Show that you are thinking ahead in your career
development. Be ready to explain the reasons of your desire to change the work.
Tell about your educational history and obtained degree. Don’t forget to mention
your computer skills, language fluency if it’s required by the company.

At the end of the interview thank the interviewer for his/her attention. Don’t
demand the immediate answer about their decision, appoint the certain date for it.

2. O3naiioMTecs 3 JIEKCHKOIO /10 TEKCTY, BUBUYITH HOBI CJ1I0BA Ta BUPA3M:

to get an interview npoxoauTu (MaTh) criBOeciny
reference BIJIT'YK; peKOMEHAAITis

to present a list of references NPEICTABUTH CIIUCOK PEKOMEHIAIIii
to be confident OyTH BIIEBHCHUM

obtained degree OTPMMAaHHUI CTYITIHb

career development Kap’€pHUM PICT; MPOCYBAHHS IO CITYKO1
educational history OTpHMaHa OCBITa

to persuade IICPEKOHYBATH

regular duties 3BHUaiiHi (oaeHH1) 000B’I3KH
colleague KoJiera

to be an asset for the company OyTH 3100yTKOM JIJIs1 KOMIIaHi1

to give a good representation rapHoO IpeacTaBuTH (cede)

to demand BHMaraTu

to appoint a date MPU3HAYUTH 1Ty

3. JIONOBHITH pedeHHsl 3 TEKCTY:

An interview is an important event...

It’s very important to be well prepared...

Come in time to ...

Don’t forget to take all the necessary documents...
Don’t be nervous and tense with ...

Try to give full and clear answers...

Try to persuade the interviewer that you are...
Don’t talk about personal questions if ...

NGk wdE

4. 3HalAITH KOPiHb Y CJIOBAX:
interview — interviewer



refer — reference — referee
confident — confide — confidence
duty — dutiful

appoint - appointment
characterize — characteristics
discuss — discussion

5. JlaiiTe BiANOBIiAb HA 3ANIMTAHHSA:

1. Why is it very important to be well prepared for an interview?

2. What should a person do at the end of the interview?

3. An interview is an important event in the life of every job applicant, isn’t it?

6. IlpouuraiiTte Ta mnepekJaliTb Ha YKPaiHCbKY MOBY pe3loMe. 3HaMAITH
HeoOXiHy iH(opMalilo, AKa BIACYTHS B pe3loMe.

Name: George Sutton
Home address: 17, Brick Street, London, S.W.I.
Telephone (fax, e-mail): Tel. 01 491 2598
e-mail: Sutton_43@gmail.com
Date of birth: 24 August 1982
Place of birth: London
Nationality: British
Marital status:
Education: Oxford university
September 2000 — July 2005
Qualifications: Law
Objective: Civil law
Work experience: Attorney assistant at Blackeney & Co
Interests & activities: History, tennis, carting
Referees: Mr Blackeney, attorney
Blackeney & Co
London;
Rev. M. Bolton
St. Joseph church
Backer Street
London

7. HanuuuiTh NpUKIax JUCTA-3AMUTY.

Variant 111
1. IIpounTaiiTe Ta NUCHbMOBO MEPEKJIAIITH HA YKPaIHCHLKY MOBY 1 Ta 2 ad3anu
TEKCTY, AaiTe HOMY 3ar0JI0BOK.

Business letters are company to company written documents that will be
referred to in the future and even used as legal evidence. Documents convey
information. Your letters speak volumes about your company and you to other
businesses and individuals. The right style, the contents and the attractive




appearance of your letter will establish contact and help to maintain the good will
of the reader.

Before your potential client reads the letter you need to make an impact.
Otherwise they might not be interested enough even to bother to read it. When a
potential business partner or client receives a thin papered A4 sheet with unclear
type and spelling mistakes, they won't believe in the company's reliability.

On the other side, if the sender has bothered to present a neatly typed sheet
on decent paper, with the text done in correct English in the appropriate tone, -
then it is an obvious conclusion to reach that the company deserves respect.
Through your letters your company goes right into the addressee's home or office.
Their impression of you is formed from your message. Stop and think about that
aspect of business. Because it is vital that you fully realize the importance of your
business letters.

They may be divided into official and semi-official. The first kind of letters
Is characteristic of those people working in business: an executive, a department
manager, a salesman, a secretary or a specialist in business and technology. But
also many people may want to buy something, to accept an invitation or to
congratulate somebody - this is a kind of semi-official letters. The first kind of
letters may in turn be subdivided into such groups as: inquiries, offers, orders, and
SO on.

2. O3HaiioMTecs 3 JIEKCUKOIO 10 TEKCTY, BUBUITH HOBIi CJI0OBa Ta BUPAa3u:
written documents — THCbMOBI JOKYMEHTH

evidence — ocHoBa, mifcrasa

to convey — BupakaTu, MiCTUTH

to establish contact — BctaHOBIIFOBATH KOHTAKT

to maintain — miaTpuMyBaTH

reliability — namifinicts

in the appropriate tone — BiAmoBiAHUM TOHOM

vital — )XUTTEBO-BAXKIUBHI

an executive — kepiBHUK

3. /IonoBHITH peuyeHHs 3 TEKCTY:

1. Your letters speak volumes about...

2. The right style, the contents and the attractive appearance of your letter will...
3. You need to make an impact before...

4. Through your letters your company goes right into...

5. The first kind of letters is...

6. Business letters are...

7. Documents convey...

8. The impression of you is formed from...

4. 3HalAITH KOPiHb Y CJIOBAX:
establish — establishment
address — addressee

invite — invitation



important — importance
appropriate — appropriation
maintain — maintenance
appear — appearance

5. JlaiiTe BiAnMOBiAb HA 3aNIMTAHHA.
1. What is a business letter?

2. What do documents convey?

3. What kinds of letters do you know?

6. IIpouuTaiiTe Ta NMEPeKJAAITH YKPAIHCBKOKW MOBOK pe3oMe. 3HAWIITH
HeoOXiIHy iH(opMaNilo, AKAa BIACYTHS B pe3lOMe.

Name: Angelica Baker

Home address: Breakway, 84A Clarendon Road, Colchester

Telephone (fax, e-mail): Tel. 26 548 9427
e-mail: angelsweet@gmail.com

Date of birth: 13 August 1980

Place of birth:

Nationality: German

Marital status: Married

Education: Open university in Britain

September 1997 — July 2002;
Language courses, 1995 — 1996

Qualifications: Educational Studies
Objective: Teacher training
Work experience: Teacher, Colchester primary school
Interests & activities: Gardening, cooking, knitting
Referees: Mr Naunton, a head teacher
Primary school
Colchester

7. HanuuiiTh NpuKIax JUCTA-NPONO3UILiL.

Variant 1V
1. IIpounTaiiTe Ta NUCHbMOBO NMEPEKJIAAITh HA YKPAiHCbKY MOBY 1 Ta 2 a63auu
TEKCTY, AalTe HOMY 3ar0JI0BOK.

ggg, _An interview is an important event in the life of every job
M applicant. It can be the last test on the way to a new position. That’s
=1 why it’s very important to be well prepared for an interview.

Come in time to the appointed place for an interview. Don’t forget to take all
the necessary documents for your better presentation (references, characteristics,
diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen
attentively to all the questions you are asked. If you are confident in what you are
talking about it will make a good impression on the interviewer. Try to give full




and clear answers to the questions. Be ready to discuss the details of your future
work. Try to persuade the interviewer that you are the best candidate for the chosen
position and an asset for the company. Don’t talk about personal questions if they
are not connected with the future work.

Don’t hesitate to describe fully your responsibilities and regular duties at the
previous job if you are asked. Show that you are thinking ahead in your career
development. Be ready to explain the reasons of your desire to change the work.
Tell about your educational history and obtained degree. Don’t forget to mention
your computer skills, language fluency if it’s required by the company.

Good interviewers prepare their questions carefully in advance to the
candidate’s applications and CV. So candidates need to prepare just as carefully.
Here are some useful tips on answering interview questions.

» What don’t you like about your current position?

No job is perfect; there’s always something we don’t like. Be honest but don’t give
a list of complaints. The important thing is to talk positively about how you deal
with problems at work.

» Where does your employer think you are today?

Be honest. If you lie to your current employer, you’ll lie to your next employer.
Don’t phone in sick on the day of the interview. Take a day’s holiday but don’t
say why.

» What are your professional objectives?

Think about this before the interview. Your objectives should be relevant the job
you have applied for. If your new job cannot offer you everything you want, the
interviewer will think that you probably won’t stay with company very long.

» What are your weakness?

Be honest: no one is perfect. Think about this before the interview and chose
your answer carefully. Talk about how you deal with a weakness — this is far more
important than the weakness itself.

At the end of the interview thank the interviewer for his\her attention. Don’t
demand the immediate answer about their decision, appoint the certain date for it.

2. O3HaiiomMTecH 3 JIEKCHKOI0 10 TEKCTY, BUBYITh HOBI CJIOBa Ta BUPa3uU:
e toget an interview — matu iHTEpB'10 (CITIBOCCITY)

reference — BiAryk, pekomMeHaaIlis

to present a list of references — HagaTu criMcok BiATYKiB

tense — HanpyxeHun

to be confident — 6yTu BieBHEeHUM

to persuade — nmepexoHyBaTH

to be an asset for the company — 6ytu npuaOaHHIM JIJIs KOMITaHii

to give a good representation — no6pe npeacraBuTH

to demand - Bumarartu

to appoint the date — npusnauntu naty

3. /lonoBHITH peYyeHHs 3 TEKCTY:

1. Aninterview is an important event in the life of ...



Don’t forget to take ...

If you are confident in what you are talking about it will ...
Try to persuade the interviewer that you are ...

Show that you are thinking ahead in ...

Don’t forget to mention ...

Don’t demand ...

No ko

2 4, JlaiiTe BiANOBIAb HA 3aNIUTAHHSA:

1) What is interview?

2) Why is it very important to be well prepared for an interview?

3) When must you come to the appointed place for an interview?

4) In what case will the interview make a good impression on the
prospective employee?

5) Is it necessary to give full and clear answers to the questions of the interviewer?

6) Will you talk about your personal questions?

7) Will you talk about your educational history and obtained degree?

8) What will you do at the end of the interview?

9) Is it polite to demand the immediate answer about his\her decision?

. 100epiTh NpaBWIbHI JIEKCUYHI OAMHULI B IPONMYCKH:

An interview can be the last ... on the way to a new position.

It is very important to be well prepared for ...

Don’t forget to take necessary ...

Be ready to discuss the ... of your future work.

Show that you are thinking ahead in your ...

At the end of the interview thank the ... for attention.

Don’t forget to mention your computer ... if it’s required by the company.

NogakrowdE O

skills, details, test, interviewer, documents, career development, interview

6. [lepexnagiTh peyeHHs] YKPAiHCHbKOK MOBOIO:

A. 1. My friend has got an interview for tomorrow that’s why he is so
nervous. 2. Did you present a list of references to the interviewer?

3. He was confident and they didn’t hesitate to take him for this
position. 4. The interviewer was impressed by my experience in this field.
5. What date was appointed for your interview? 6. Did you understand all the
questions during the interview? 7. The interviewer told me that Mr. Green was
an asset for any company.

B. 1. ¥ mene noctaTHiil 70CBix poOOTH B XapUuoBid MPOMHUCIOBOCTI. 2. Y MoxeTe
BU 3apa3 HaJaTU CHUCOK BIATYKIB? 3. SIki pucu xapakTepy BHU I[IHY€TE B
konerax? 4. Hama ¢ipma 1miykae KaHaugaTypy Ha T1Ocaay TOJIOBHOTO
oyxrantepa. 5. CnpoOyiiTe mepekoHaTH poOOTOAABIS, IO BU € MPUAOAHHSIM
s Kommadii. 6. Hamaraiitech naBaTh BHYEpPHHI Ta 4ITKI BIAMOBiAl Ha
MocTapieH1 3anuTanHsa. 7. YoMy Bu OakaeTe 3MIHUTH poOOTY?




experience in the food industry. Could you dwell on your regular duties
with. What features do you appreciate in your colleagues?
B.: You are quite right, but ...

7. JlonoBHiTH giaJjior:
3 A..  Well, Mrs. Bradley, | see you’ve already had quite a lot of
\
3 at your recent job?
Ll B.: Yes, I can tell you that ...
=S A.: You mentioned earlier that you liked the people you had worked
B.: I think that ...
A.: It seems to me you had a pleasant place to work. I’m surprised you are going to
leave.
A.: You mentioned that you had attended special language courses. How do you
think it will help you in the future work?
B.: I suppose that ...

8. /laiiTe NHCbLMOBY BiNOBib HA OJHY 3 3aNPONIOHOBAHNX TEM:

1) You are seeking a job for the first time. Is it necessary to prepare for an
interview? Why do you think so? How will you do it?

2) ls it easy for you to present yourself fully in a short interview with unknown
person? If it is difficult, explain how you will overcome it. What or who will
help you in this situation?

3) How do you imagine your future interview? What are the main rules of your
behavior?

4) How should you behave at the interview to achieve your goal? Demonstrate it:
a) as an interviewer, b) as an applicant.



Tema 2
Komnania. Ynpaeninna nepconanom
Company and Managing the Stuff

Tema 2 TeopeTHyHa YACTHHA

Economies may differ in the amount of freedom they allow business
decision-makers. In market economies most firms are private. The most businesses
may set their own price, output level and production techniques.

The owners are the individuals who risk their wealth in the name of the success
of the business. If a company (=firm) is successful, it makes profit and financial
are received by the owners. If, on the contrary, things go badly the company has
losses and the owners suffer bad consequences.

So, how do owners share risks and liabilities of the company (firm)?

How do they carry out or participate in the decision-making?

There are three main legal structures according to which business may be

organized. They are:

1) sole proprietorships,

2) partnerships,

3) corporations.

Sole proprietorship is a business that is owned by an individual. It is he or
she who is liable for all the debts of the firm. The proprietor himself/ herself often
works directly for the firm. He/she provides both managerial and labour services.
Most small businesses surrounding us in a market economy, such as grocery
stores, barbershops, repair shops, farms, etc. are business proprietorships.

A sole trader is an organization providing the capital, taking the profit and
standing any losses itself.

The typical areas for activity for the sole trader are not capital intensive
activities, such as retailing, building, repairing, and service industries.

It should be stressed that more often than not sole traders are wrongly
termed "one-man businesses”. It is true that sole traders are owned by one person,
however, the sole business may employ some or sometimes many people.

The sole trader is in a potentially vulnerable financial position. The profits
accrue to only one person but so do the losses! Many and many sole traders are
made bankrupt each year. What else makes the sole trader vulnerable is limited
capital resources.

On the other hand, the sole trader can adapt more quickly to the level of
demand and, if necessary, can make personal economies until business improves.

The sole trader remains the most common business unit in most developed
European countries, Canada, the USA. But they account for only 15-18% of all
business receipts in America, for instance. In terms of capital, manpower resources
employed sole traders are of limited importance for all (hat 80 per cent of all
businesses there are sole proprietorships.




Partnership is set by two or more partners. They act as co-owners of a
business. Partners share risks and responsibilities in a prearranged manner.

There is no difference between a sole proprietorship and a partnership in
terms of owner liability. It means that in both cases the owners are fully liable for
debts. Most law, medical, accounting and audit firms are organised as
partnerships.

Partnerships become common with the origin of economic society. They are
better suited to cope with the demands of modern commercial activity than sole
traders, who are to provide capital, labour, skill themselves. Two or more persons
can combine resources and form, in theory of course, an economically more
efficient business unit.

In most Western countries there is the maximum number of member
partnership fixed by law. Say, in the UK the figure is 20. The professional
partnerships are allowed to exceed this number. These are solicitors auditors,
accountants, members of a listed stock exchange. Such organizations are of some
size with considerable capital offering economies of scale. It would be unusual,
however, to find a trading partnership consisting of more than 5 or 7 partners.

Like sole traders partnerships- are easy to form and they often benefits from
governments.

There are general, limited, silent and secret partners.

Corporation is a company that is publicly registered and separated from its
owners. It means that the corporation stays in existence even after the death of any
of its owners. As a corporation, a business can buy and sell assets in its own name,
make contracts (agreements), defend itself in court or be taken to court by
customers, creditors or suppliers.

Each company works out its own policy. It is a selected, planned line of
conduct in the light, of which decisions are made and coordination of work
achieved.

What are the distinctive characteristics of the corporation? First, its
shareholders are not the legal owners of a company. It means that no profit of the
company directly belongs to them. Therefore, their liability is strictly limited. Say,
If a corporation owes you money, you can't sue the stockholders. You can sue the
corporation. In case your corporation goes bankrupt, you and other its employees
to whom the company owes money will just be out of luck.

Second, corporations attract investments from many "owners" who not take
part in the day-to-day management of the company. The shareholders of most
corporations hire managers to operate the company. Here we have a separation of
ownership and operational management.

Third, ownership can be easily transferred. The shares of an owner who died
can be sold by the heirs to another owner. That's why the corporation can be called
"an ongoing concern".

The managers of a large company are trained experts hired by shareholders
to run the company. If an outside person or a group of people believe that their
own management would be better, they can try to buy stocks (shares) to gain



control of this corporation and replace the current management. It is known as a
"take-over."

TYPES OF COMPANIES

Limited Liability Company is a joint-stock company, the financial liability
of whose members is limited by law.

Private Limited Company. A limited company which must not invite the
public to subscribe for its shares or debentures, and does not allow its members to
transfer their shares without the agreement of the other shareholders. It must have
at least two but usually not more than fifty members.

Public Limited Company. A limited company which can offer its shares and
debentures to the public; there is normally no limit to the right of its members to
transfer their shares to other persons. There is no limit to the total number of
members except that there must be at least seven. Abbreviations: P.l.e.; pic; PLC.
In Britain such a company must include the words "public limited company" or the
abbreviation as part of its name. In France the equivalent is Societe (S.A.); in
Germany, Aktiengesellshaft (AG); in Holland, Naamlose Vennootschap (N.V.); in
Italy, Societa per Azioni (S.p.A.).

Subsidiary Company. A company of which more than half the share-capital
iIs owned by another company, called either a holding company or a parent
company. The subsidiaries of the same parent or holding company are said to be
affiliates.

Holding Company. In Britain, a company that has been formed for the
special purpose of holding all, or more than half, the share-capital of one or more
other companies called subsidiary companies. In the USA this is called a pure
holding company, while an operating holding company is a company which
operates a business, i.e. trading, and also holds more than half the capital of one or
more other companies.

Joint-Stock Company. In Britain a form of business organization, called a
corporation in the US, which has its capital divided into many small units of stock
or into shares of low face value so that they may be bought by small and large
investors.

Tema 2 IIpakTuHa YacTHHA

Variant 1

1. Read the lexical commentaries for better comprehension. Learn new words
and word combinations.

e Broad of Directors — pana qupekTopiB, paBIiHHS

e Chief Executive — kepiBHUK

e complicated — yckiagHeHui, cKkiiagHuR

e enterprise — miANMpUEMCTBO

e joint venture — cribHE MANPHUEMCTBO

e Logistics Department — TparcriopTHUH BiIILT



Managing Director — kepyrouwuii

Personnel Department — Bixain kaapis

Production Department — BupoOHUYHI BifaiT

Research and Development Department —Bigain ¢inancoBoro
MPOTHO3YBaHHS Ta PO3BUTKY

Sales Department — Bimin Toprisii i peanizanii

e stock-holiday company — akijioHepHe TOBapHCTBO, KOMITaHis

e The Chairman of the Broad of Directors — roiosa npaBiiHHS paju
JTUPEKTOPIB

to be in charge of smth. — 6yTu BiANOBiTaILHUM 3a IIOCH

to be in overall control — moBHicTIO KOHTpOIIOBATH

to report to smb. — nonoBinaT KOMyCh, 3BITYBaTHCh

to run a company — kepyBaTi KOMIaHIEO

Vice-Chairman — 3acTymnHuK TOJIOBU

@ 2. Read the text and find sentences with new words and word
;‘.:fé combinations in it. Translate the text.
u} Each company, firm, joint venture, stock holding company,
concern, bank, fund has it’s own complicated business structure and the
staff which is necessary for the work. But still there are some general principles
how to organize the work at the enterprise.

The Managing Director or the Chief Executive or President is the head of the
company. The company is usually run by a Broad of Directors — each Director is in
charge of a department. The Chairman of the Boards is in overall control and may
not be the head of any one department.

Vice-President or Vice Chairman is at the head of the company if the
President or the Chairman is absent or ill.

Most companies have Finance, Sales, Marketing, Production, Research and
Development, Personnel, Tax, Logistics Departments. These are the most common
departments, but some companies have others as well.

Most departments have a Manager, who is in charge of its day-to-day
running, and who reports to the Director. The Director is responsible for strategic
planning and for making decisions. Various personnel in each Department report to
the Manager.

Let’s dwell on some positions in details.

General Manager — Supervises and leads the company’s employees.
Maintains relations with customers, executes sales contracts and provides problem
analysis and resolutions. Represents the company at fairs and distributors’
conferences. In some companies maintains a local warehouse. Provides quality
audits. Self-motivated, decision maker.

Sales Manager — Manages the sales staff of a company, supervises sales
activity including a staff of sales representatives, plans and achieves target sales
revenues and maintains a positive relationship between the company and its
clients. Most have extensive sales experience, often as many as 5 years in the




position of sales representative before moving up to the position of sales manager.
Excellent communication and management skills are required. The person must be
a proven problem solver and possess management skills necessary to develop a
sales team.

Finance and Administration Manager — Must have strong accounting
experience including maintenance of Internal Controls, costing, budgeting,
forecasting and the development of Management Information Systems. Must
possess proven general management skills, including development of Logistics
and Administration Systems to support a rapidly growing business.

Marketing Manager — Manages marketing department. Plans, directs and
executes all marketing and related activities. Initiates and/or implements
advertising strategy and promotional programs. Oversees creative effort and media
plans. Must have 3 year commercial experience, strong interpersonal skills, ability
to manage a team and lead personnel, excellent communication skills, computer
literacy.

Customer Service Manager — Finds proper persons, organizes and supervises
the job of Customer Service Clerks, Receptionist. Provides the solution for all
existing conflict situations. Provides information and orders forms for distributors,
directors. Prepares monthly reports regarding performance of distributors.

Product Development Manager — Develops branded products for the
company. Prepares a brief of the project, a timeline with priorities and options for
the successful competition of the project. Researches on potential facilities,
provides competitors’ analysis. Realizes market research on product quality and
packing. Negotiates with the producer.

Training Manager — Organizes and supervises trainers, develops and
implements training courses for distributor, directors, staff, etc. Learns the existing
training practice in other countries with the aim to extract, develop and implement
the best ideas in Ukraine. Tests courses to satisfy all distributors’ and directors’
need in training.

Forecast, Supply and Transport Supervisor — Makes monthly forecasts of all
products. Works with a company software system (product Forecast). Provides
logistics, work with suppliers concerning shipments of product to Ukraine.
Arranges shipments to Service Centers in Ukraine.

Treasury, Budget Specialist — Realizes treasury and cash flow management.
Prepares, reviews and monitors reports on all capital expenditure projects. Provides
budget cycle and management reporting. Ensures the company’s costing system.
Deals with internal projects, company’s legal documents. Coordinates all insurance
matters. Trains and develops staff in functional expertise.

Sales Representative — Realizes coordination of commercial activities.
Conducts negotiations with customers. Markets intelligence functions targeting
new customer group identifying business opportunities and introduction of new
technologies. Is responsible on and controls the selling activities in the frame of the
regional strategy. Frequently travels to customers. Must have the following
qualifications: Engineering degree in some sphere, 3-5 year experience in the
chosen field.




Financial Controller — Develops accounting policies and procedures. Inputs
and oversees confidential and complex transactions. Implements auditing
techniques that ensure accuracy of financial results. Analyzes data and provides
recommendations to senior management for improvement. Prepares consolidated
results. Provides financial analysis. Improves internal controls. Must have
University education, be well-organized, accurate, detail-oriented personality.

3. Complete the following sentences using information from the text.
1. There are some general principles how to organize ...
2. ... 1s the head of the company.
3. The company is run by ...
4. If the President or the Chairman is absent or ill ...
5. Most companies have ..., ..., ..., ..., ... Departments.
6. The Director is responsible for ...
7. ... report to the Manager.

2 4. Answer the following questions.

1. Is it necessary for each company, firm, joint venture, stock holding
company, concern, bank, fund to have its own complicated business
structure and the staff?

2. Are there any principles how to organize the work at the enterprise?
3. What is the company run by?
4. Who is the head of the company?
5. Who is in overall control of the company?
6. What departments do most companies have?
7. Who reports to the Director?
8. Is the Director responsible for strategic planning and for making decisions?

5. Fill in the blanks with the necessary words.
1. Each company has its own complicated ...
2. ... 1s the head of the company.
3. The company is run by a ...
4. ... 1s in overall control.
5. ... 1is at the head of the company if the President is absent or ill.
6. ... is in charge of its day-to-day running.
7. ...1s responsible for strategic planning and for making decisions.

Board of Directors, Vice-President, Manager, business structure, the Managing
Director, the Director, the Chairman of the Boards

//’(’@7 6. Translate the sentences.
}\:Y_J/ A. 1. Our company is a big enterprise with complicated structure.
— 2. The Managing Director runs this firm successfully. 3. Mr.
Williams, the Chairman of the Board of Directors, is in overall control
of our bank. 4. Who leads your company and supervises everyday activities?



5. It’s a well-known English computer company with clients all over the world
and good reputation as a reliable partner. 6. If you want to achieve best results
it’s necessary to organize the work of Finance, Sales, Research and
Development Departments at the high level. 7. You have excellent specialists
who are experienced and skillful persons in the questions of finance and tax
legislation.

B. 1. lo paau aupexkTopiB BXoAsATh 17 oci®. 2. Uu 3HaeTe BU Bille-NPE3UACHTA
LOTO CHUIBHOTO TianpueMcTBa? 3. B HamioMy axiiioHEpHOMY TOBapHUCTBI
8 BigauniB. Bigain topriiai 1 peanizaiii — HalOUbuid cepen HUX. 4. Y HBOTO
BEJIMKUNA 10CB1J poOOTH B Xap4OBiil IPOMHUCIOBOCTI, TOMY BiH 1 OHOJIIO€ BiAJILI
(1HAaHCOBOTO MPOTHO3YBAaHHS Ta PO3BUTKY. 5. BiH — MeHemkep TpaHCIOPTHOTO
BIJIUTY, X10a BM TIpo L€ He 3HANMKU? 6. Mu uynu 6arato cxBajdbHUX BIATYKIB PO
Bamy ¢ipmy. 7. @inaHcoBH BIIALT  3aliMa€ThCs  BCiMa MUTaHHIMU
¢diHaHCcOBOro 3a0e3neyeHHs poOOTH MIANMPUEMCTBA.

7. What would you say if you took part in this dialogue? Complete the

phrases.

@ \ ? A.: | don’t know personally the Managing Director of your company,

1\ but I’ve heard that he is a perfect specialist with big experience. Can
‘a you tell me what his responsibilities include now?
&%, B.: I'm pleased to help you understand ...

A.: | can understand why you have so many departments: Finance, Sales,
Marketing, Production, Research and Development, Personnel. But who leads
their work in the company?

B.: It’s very simple ...

A.: You are a Sales Manager at this firm. | see that every day you work since
morning till night, you travel frequently to the customers. What duties do you
have at the firm? Who is your chief?

B.: I agree with you, it’s a hard work but very interesting ...

A.: Why do you have a big Finance Department at your company? | counted 12
people there. I know who the Chief Account is and what are his responsibilities.

But | see you have also the Cash Accountant, the Treasure, the Statutory

Accountant, etc. What do all the people do there?

B.: You are quite right but don’t forget that ...

8. Express your opinion on one of the following topics. Use the active lexical
material.

1) How would you organize the work of the enterprise if you were the Managing
Director?

2) What departments are necessary at every enterprise?

3) What responsibilities and duties are essential for the staff of each department?

4) Give an example of the successful business. Try to analyze its structure and
staff.



Variant 2

1. Read the lexical commentaries for better comprehension. Learn new words
and word combinations.
e path — msx
quantum leap — kinbKkicHU# cTpHOOK
suggestion — mporo3uiris
to avert eyes — BiIBOAUTH 04l
to consider — BBaxatu
to contribute to — 3poOuTH BHECOK
to encourage — min0anboproBaTH
to follow up the results — cainkyBaTu 3a pe3ysiabraramu
to foresee — ysBasiTH €001, mependavyaTu
to insist — manosraTH
to keep smth in mind — martu Ha yBasi
to keep up the good work — mpooBxyBaTu rapHO MpaioBaT
to mumble — mypmoraTu
to offer — mpononyBatu
to operate — gisiTu iHaKIIE
to put forth the effort — noxmanatu 3ycunn
to put into action — BTLIIOBAaTH B XKHUTTS
to resolve — BupirnryBaru
to respond — BiamoBigaTH
to select the option — 3po6uTH BuGIp
to share standards — BigmoBimatu crangapTam
to shuffle feet — woBratu Horamu

2. Read the text and find sentences with new words and word combinations in

% it. Translate the text.
w The successful business is not only the structure of the company,
=14 but fi

rst of all, relations inside the company, company’s spirit,
excellent team work flow to active it? What to do first? What are the keys to
successful problem solving? Read the notes and try to work out your own strategy
and principles of managing the staff.

Keys to successful problem solving
1. Use employees’ suggestions. You may well believe you have a better one,
but keep your goal in mind. You want to encourage risk taking as well as solving
problems. The path employees choose to reach the goal may be different from the
one you would select — however, if their method solves the problem, let them try in
their way. Work together to foresee the possible results if the plan is put into
action. Share some standards for what you consider a good plan.



2. Insist that employees contribute their suggestions. If your employees
respond with shuffling feet, averted eyes and a mumbled “I don’t know”, let them
know that you really want their help. Make them believe this is the case by not
answering your own question, even if the silence gets uncomfortable.

3. Agree on the plan. Ask your employees what they will do that will be
different next time. When employees make choices, they select the opinion they
see as the best at the time. Your job as coach is to help them see other alternatives.

4. Follow up the results. After employees have had time to put a solution in
place, follow up to see how it’s going. You want to follow up to make sure things
are going the way you want them to go. If they are not, you need further problem
solving. When employees put forth the effort to solve a problem, they are changing
their behaviors and may be even their habits. By noticing that the problem has been
resolved through employees’ efforts, you help them keep that change in place.
Without follow-up employees reason that you probably don’t care whether the
situation changes or not. Just notice and say something to the effect of, “l see you
are working on changing — I appreciate the effort. Keep up the good work.”

Change doesn’t happen in quantum leaps. It starts small and grows as
employees get used to operating differently. Help them to make the complete
change by recognizing their efforts along the way.

3. Complete the following sentences using information from the text.

1. You may believe you have a better suggestion but ...

2. If employees’ method solves the problem ...

3. If your employees respond with shuffling feet, averted eyes and a mumbled “I
don’t know”, ...

Your job as coach is ...

When employees put forth the effort to solve a problem, they ...

Change doesn’t happen in ...

By noticing that the problem has been resolved through employees’ efforts, you

No ok
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4. Answer the following questions:
1. What have you to do if employees’ method solves the problem?
2. Is it necessary to work together to foresee the possible results if the
plan is put into action?
3. Will you let your employees know that you really want their help?
4. Do employees always select the option they see as the best at the
time?
What are you to do as a coach?
Are employees changing their behaviors and habits when they put forth the
effort to solve a problem?
Does change happen in quantum leaps?
8. How will you help your employees to make the complete change?

S.
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5. Fill the blanks with necessary words:

1. Insist that employees contribute their ...

2. Let your employees know that you want their ...

3. When employees make choices, they select the ... they see as the best at a time.

4. Your job as couch is to help employees other ... .

5. Follow up the ... .

6. When ... put forth the effort to solve a problem, they are changing their
behaviors.

7. T appreciate the ... . Keep up the good with.

8. Change doesn’t happen in ... .

help / alternatives / results / employees / suggestions / quantum leap / option /
effort

-+ 6. Translate the sentences.
v\(,%%/ A. 1. What’s your attitude towards the employees’ suggestions
2\\-/ concerning this problem? 2. She has been keeping it in her mind all
the time. 3. The manager has encouraged us today. 4. His shuffling
feet and averted eyes showed that something was wrong. 5. Have you made a
choice today? 6. He followed up the results achieved by us. 7. Why did he
change his behavior towards you? 8. The manager appreciated the employees’
efforts.

B. 1. 1 BBaxkaro BaM HEOOXITHO 3BEPHYTH OCOOJMBY yBary BIIHOCHO JaHOT
npono3wumii. 2. CrnigkyiTe 3a pe3yiabTaTaMHu ekcrepuMmenty. 3. Jlokianarodu
3YCUJIJISL 1O BUPIIICHHS 11i€1 Mpo0IeMH, BiH 3MIHUB CBOIO TTOBEIIHKY Ta 3BUYKH.
4, Ycnix 0i3Hecy 3alexuTh Bia epekTuBHOI opraHizaii mparii. 5. Came ayx
oprasizailii Bu3Hadae ycix 0i3Hecy. 6. CripoOyiiTe po3poOUTH CBOIO CTPATETiIO
Ta MPUHIIMIIH, KOJIM CTAaHETE MEHEKEpOM I1i€l opranizarii. 7. MeTa opranizartii
— 3MYCHUTH 3BHYAMHUX JItoAeH poOutu He3BuuHi peul. (L1 dpaza HanexuTh
nopay besepimxky).

7. What would you say if you took part in these dialogues?

A: I think that it’s not necessary for employees to take part in problem solving
process. It’s Manager’s responsibility. Do you agree with me?

B: I think that ...

**kk Kkkhkk kkk Kkk k%%

A: What’s your reaction if the employees don’t want to solve the problems and
make suggestions themselves? How can you encourage them to offer something
useful?

B: You should ...

**kk Kkkhk kkhkk Kkk  kk%k

A: Why do you insist that employees contribute their suggestion? Isn’t it simpler if
you do it yourself?

B: You are not right because ...

*kk kkhk kkk Kkk  kk%k
A: Who elaborates the plans for future actions at your company?
B: I can tell you that ...



*kk Kkkhkk Kkkkhk  kikk  Kkk

A: Do you follow up the results after taking decision?
B: Yes, I do, because ...
*kk kkhk khkhkk KIkk  kk%k
A: Out Manager has never noticed the employees’ efforts in solving different
problems, and never appreciated them. I don’t like it, and what about you?
B: ...

8. Make up sentences with the words and word combinations.
o to offer, an offer, offering smth;
o to encourage, courageous, courage, to discourage;
o to share standards, a share, to share a room, sharing smb’s grief;
o to consider, consideration;

9. Express your opinion on one of the following topics. Use the active lexical
material.
1) What does ““a successful business” mean to you?
2) What role does the Manager play in everyday life of a company?
Variant 3
1. Read the lexical commentaries for better comprehension. Learn new words
and word combinations.
o approach — miaxiz
to define — Busnauatu

a

o attempt — cripoba

o to accomplish — BukonyBaTH, 3aBepIiaTH, JOBOAUTH 10 KIiHIIA,
yIOCKOHAIOBATH

o to be engaged — OyTu 3aiiHsITHM

o fairly — copaBenuBo

o self-interest — ocobucra 3a1ikaBIeHICTh

o to predict — nepeapikaTH, MPOPOKYBATH, IepeadaYaTh

o guidance — kepiBHHIITBO

o to emphasize — migkpeciroBaTH

o to tend — MaTH TEHIEHIIIIO, CXHIISTHCS 10 Y0r0Ch

o to facilitate — mosreruryBaTu, monomMaratu, CpusTH

o to perceive — po3ymiTH, yCBIIOMITFOBATH, PO3PI3HATH, IOTyBaTH

o clarification — ounrieHns, NOSICHCHHS, 3'ICyBaHHS

o follower — nocaigoBHUK

o concept — moHATTS, i1es, 3arajbHe YSABICHHS, KOHIICIIIIISA

2. Read the text and find sentences with new words and word combinations in

it. Translate the text.
Situational leadership as the key to effectively managing people.
For over 25years, major corporations and organizations
throughout the world have used the concepts of Situational Leadership
/ to improve the effectiveness of their managers. One of the most




outstanding leadership models was developed by Dr.Hersey and Dr.Blanshard at
Ohio State University to provide managers with a practical and simply approach to
achieve the best results from their people.

There are many ways you can be an effective leader — there is no single
“school solution” to the management process.

Leadership is defined as any attempt to influence the behavior of an
individual or the group. Accomplishing a task or reaching a goal through the
efforts of other people means a person is engaged in leadership. Real leadership
means managing people fairly for mutually rewarding and productive purposes and
has nothing to do with manipulation — taking unfair advantage of or influencing
others for self-interest, or making people feel uncomfortable.

Motivating and controlling people toward accomplishment of planned
objectives requires 3 important skills: understanding past behavior — predicting
future behavior — directing, changing and controlling behavior.

Research studies indicate that effective leaders can be engaged in different
types of behavior: task behavior and relationship behavior.

Task behavior provides guidance and direction — the leader clearly spells out
duties and responsibilities to an individual or group about everything.

Relationship behavior emphasizes two-way communication with followers
and exchanging information with them. This type tends to be more nonverbal than
task behavior. Synonyms for relationship behavior are supporting, facilitating, and
encouraging.

Some good leaders manage to combine both types of behavior in their work,
though all of them have different leadership styles.

Leadership style is defined as the leader’s patterns of behavior — including
both words and actions as perceived by others.

There are 4 leadership styles:

eHigh task, low relationship behavior (The leader provides specific
instructions and supervises followers closely, sometimes it’s called “telling”);
e High task, high relationship behavior (The leader explains decisions and
provides followers with opportunities for clarification — “selling”);

e High relationship, low task behavior (The leader shares ideas with followers
and facilitates decision making — “participating”);

e Low relationship, high task behavior (The leader turns over responsibility
for decisions and implementation to followers — “delegating”)

. Complete the following sentences using information from the text.

Dr. Hersey and Dr. Blanshard developed ...

Any attempt to influence the behavior of an individual or a group is ...
Motivating and controlling people toward accomplishment of planned
objectives requires ...

Effective leaders can be engaged ...

Task behavior provides ...

Good leader have different ...

Leadership style is defined as ...

W= w
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2 4. Answer the following questions:

‘- 1. Who developed the most outstanding leadership model to provide

S.

0.

managers with a practical and simple approach to achieve the best
results from their people?
2. 1Is there any “school solution” to the management process?
3. What is leadership?
4. What does it mean ““a person is engaged in leadership”?
What skills does motivating and controlling people towards accomplishment of
planned objectives require?

6. What types of behavior can effective leaders be engaged in?
7. What does task behavior provide?

8.
9
1

What does relationship behavior emphasize?
What is leadership style?
How many leadership styles do you know? (Name them)

5. Fill in the blanks with necessary words:
a.

b.

134
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Major corporations and organizations throughout the world have used the
concepts of Situational Leadership to improve the effectiveness of their ...
There are many ... you can be an effective leader.

Reaching a goal through the efforts of other people means a person is engaged
in...

... provides guidance and direction.

... tends to be more nonverbal than task behavior.

There are four leadership ...

He manages people fairly for mutually ... and productive ...

purposes styles leadership managers relationship behavior
ways styles  rewarding task behavior

, //’(’@7 6. Translate the sentences:
?\{Yj‘/ A. 1. The concepts of Situational Leadership are used by many
—_— companies and organizations throughout the world. 2. The
program provides managers with a practical approach to achieve
the best results from their people. 3. The effective leader can be engaged in
different types of behavior. 4. He used to manage people fairly for mutually
rewarding and productive purposes. 5. Relationship behavior emphasize two-
way communication with followers. 6. Task behavior provides guidance and
direction. 7. Our Manager thinks it is necessary for employees to take part in
problem solving process.
1. Ines “CuTyaTuBHOTO KEpIBHMIITBA TOIMIUPEHA B KpaiHax 3aximHOi €BpoIu.
2. Slkuii TUN TOBEMIHKM TPUTAMaHHUKA Bamomy KepiBHUUTBY? 3. Jlns
MOJNIMNIIEHHsT POoOOTH 3 MIIJIEMNIMMHU  PO3POOISUIMCS MOJENl KEpIBHUIITBA.
4. Icuye Oarato croco0iB, OO0 cTath TapHUM KepiBHUKOM. 5. KepiBHUK
MOBUHEH BMITH HAIMPABIISITH, 3MIHIOBATU Ta KOHTPOJIIOBATH IMOBEAIHKY CBOIX
niieraux. 6. JlesskuM KepiBHUKaM BJA€ThCS 3aCTOCOBYBATH B CBOid poOOTI



JEKUIbKa THUIIB MOBEIIHKH, X04a CTHJIb KEPIBHOI pOOOTH y KOXKHOTO DPI3HUM.
7. Ilicns 3HallOMCTBA 3 BAalllMM KEPIBHUKOM Yy MEHE CKJIAJIOCS MOBHE YSBICHHS
PO CTUJIb HOro poOoTH.

7. What would you say if you took part in these dialogues?
A: Have you ever heard about the notion “Situational Leadership”? 1
\ ? know that this theory is very popular in the countries of Western

‘ﬂ Europe. What’s your opinion about it?
l B: I suppose that ...
£

A: | consider that real leadership means managing people fairly for mutually
rewarding and productive purposes. But do we always contemplate it in the
everyday life?

B: You are right ...

*k*k Fkkk Kkkh KErk  Kkk

**kk Kkik Kkkkh  kkhkk  Kkk

A: What type of behavior is your leader engaged in?
B: I consider that ...
*kk Kkhkkhk Kkhkkhk kkhkk  Kkk
A: | prefer to deal with leaders who have relationship behavior rather than task
behavior. And what about you?
B: I don’t agree with you, because ...

8. Make up sentences with these words and word combinations.
o leadership, a leader, to lead;

to define, definition, definite;

to be engaged, to engage, engagement;

to reward, rewarding, a reward;

to predict, predictable, prediction;

guidance, to guide, a guide book;

to combine, combination, combined;

0O 0000 D

9. Express your opinion on one of the following topics. Use the active lexical
material.

1) Are the problem-solving skills essential for business?

2) What style of Manager’s behavior do you prefer (task or relationship)? Give

your reason.

Variant 4

1. Read the lexical commentaries for better comprehension. Learn new words
and word combinations.

e productivity — mpoIyKTUBHICTH

e discontented — He3amoBoEeHUI

e smooth-running team — xomana, KOO JIETKO KEPyBaTH

e solid — TBepamii



quality — sxicTb

turnover — poraiiisi, INIMHHICTD (KaAPiB)

flexibility — rayukicTb, MaHEBpEHICTh, TPUCTOCOBAHICTh
temporary — Tum4yacoBui

merger — 3JuTTs

dissatisfaction — meBroBoseHICTH

accountability — BinmoBinanbHiCTh, MiA3BITHICTH

collaborate — cniBpoOiTHU4aTH

identity factor — ¢hakTOp 0COOUCTOCTI, TOTOKHOCTI, IACHTUYHOCTI
to increase — 30uIbIITYBaTH

2. Read the text and find sentences with new words and word combinations in
it. Translate the text.
Making teams work for business.
Pick up the latest U.S. and European business books and you will
@, find case studies on business teams, theories on how to develop teams
for increased productivity, and ideas for activities, which turn
previously discontented employees into smooth-running teams.

There are solid reasons why businesses considered using teams. The reasons
are such things as the need or desire for: increased productivity, increased quality
of goods and services, better quality of work life for employees, cost reduction,
reduced employee turnover, reduced spoken and unspoken conflicts within the
workplace, increased innovation, increased organizational adaptability or
flexibility.

When we speak of teams, we have many different kinds in mind, some of which
are:

o permanent organization structure which is built around teams, temporary
use of teams for special periods of time or special projects, such as merger
study team, rewards and recognition team, corporate wellness team;

o functional teams, such as accounting team, marketing team, manufacturing
them;

o interdisciplinary teams, using functional areas of marketing, operations and
customer service to study and solve issues of customer dissatisfaction:

o teams with rotating leaders;

o teams with permanent bosses;

o self-managing teams.

We have found that many of our clients can work with and understand a
team if we define it as having the following principal characteristics:

» shared accountability for some issues;

» shared responsibility for management;

= collaborative work wherever appropriate;

= ability to stand in for each other as needed;
= effective at group task;

= value and support for one another.

Y 7%




Certain conditions must exist for self-organizing teams to succeed:
Information, Relationship and Self-Reference (or Identity).

Information must flow freely throughout an organization and increase
thinking, involvement and contributions among all employee populations.
Relationship is formed as information is shared and understanding developed
among team members — it helps build trust. Self-reference is about the level of
shared purpose among all people in the organization. If the people see themselves
as a part of the system producing the critical results which accomplish the strategy,
then they have that self-reference or identity factor.

When teams do work, the productivity increases significantly, costs reduce.
This is a clear path to success for those who desire to gain benefits from using
teams.

3. Complete the following sentences using information from the text.

1. Pick up the latest U.S. and European business books and you will find ...

2. The need or desire for increased productivity, on creased quality of goods and
services, better quality of work life for employees, cost reduction, reduced
employee turnover, reduced spoken and unspoken conflicts within the workplace,
increased innovation, increased organizational adaptability or flexibility are the
main reasons...

3. When we speak of reams, we have many different kinds in mind, some of
which are: ...

4, A team has the following principal characteristics: ...

5. Information must increase ...

6. Information is shared and understanding develops among ...
7. The people have self-reference or identity factor if ...

2 4. Answer the following questions:
1. Can you find theories on how to develop teams for increased
productivity and ideas for their activity in the latest European books?
2. What are the reasons why businesses considered using teams?
3. What kinds of teams do you know?
4. What conditions must exist for self-organizing teams to succeed?
5. What is self-reference?
. When do people have identity factor?
. When does the productivity increase?

6
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5. Fill in the blanks with the necessary words:

The theory on how to develop the effectiveness of business ... is very popular
in Western countries.

We are famous for the ... of our goods and solid ...

... plays a great role in everyday life of a company.

When teams do work, the ... increase significantly, costs ...

There are some ... why businesses considered using teams.

Such conditions as ... must exist for self-organizing teams to succeed.

=
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quality reduce teams reasons Manager reputation
productivity  Information, Relationships and Self-Reference

6. Translate the sentences:

A. 1. The productivity was increased due to the efforts of our
manufacturing team. 2. He was discontented with manager’s attitude

to him. 3. We are famous for the quality of our goods and solid
reputation. 4. It’s a temporary merger to realize the new project. 5. | noticed the
customer’s dissatisfaction with our services. 6. Relationships, Information and
Self-Reference are the factors that influence the teams’ work.

B. 1.13 mosiBOIO HOBOrO KepiBHMKAa TMOKpamjaja podoTa B  KOJEKTHBI.
He3anoBoseHi poOITHUKK NEPETBOPUIIMCS HAa KOMAHY, KOO JIETKO KEPYBATH.
2.B mio Opuragy BXoAWTh 0arato BHUCOKOKBATI(PIKOBAHUX POOITHUKIB.
3. CnoxxuBaui Maike 3aBXJM 3aJ0BOJICHI SKICTIO TOBapiB Ta MOCIyramu
HAIIOro MarasuHy. 4. 3aBAsiKd 3yCHJUISIM Hamioi BUpoOHMYOI Opuramau, Oyia
HiIBUIIEHA TPOJAYKTUBHICTh Mpalll, 3MEHIIWJIAch TUIMHHICTH KajapiB. 5. Ham
OyJ70 MpueEMHO CHIBpOOITHUYATH 3 Bamolo (ipmoro. 6. SIki yMOBH HEOOXiIHI
st yenimHoi poOotu Opuranu? 7. Um momobGaeTbcs BaM THYUYKHM rpadik
pobotu?

7. What would you say if you took part in these dialogues?
A: Have you ever heard about the effectiveness of business teams? This
theory is very popular now in western countries.

B: I can tell you that ...

**kk Kkkikk kkk Kkk k%%

A: | consider that self-managing teams are most successful for business.
The teams should be formed to realize the special task. What’s your point of
view on this question?

B: I don’t agree with you ...

*khkk Kkkk Kkkk kkk  Kkkk

A: What conditions are necessary for successful team’s work?
B: It’s obvious that ...
**kk kkik kkk Kkk kk%k
A: What do you mean while telling Self-Reference?
B: I mean that ...

8. Express your opinion on one of the following topics. Use the active lexical
material.

1) What strategies in managing employees would you choose if you were the
Managing Director of a company?

2) Is it important to have followers or to work in a well-organized team to solve
different tasks? Why do you think so? Give your arguments.
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International Trade Terms

ACCEPTANCE

AD VALOREM

ADVANCE
AGAINST
DOCUMENTS
ADVISING BANK

ADVISORY
CAPACITY

AIR WAYBILL

ALONGSIDE

ALTERATION
ALTERNATIVE
INVENTORY
CONTROL SYSTEM
(AICS)

APPLICANT

ARBITRAGE

ASIAN DOLLARS

ATTRIBUTIVE
BASIS

AUDIT-INSPECTION
PROCEDURES

Any agreement to purchase goods under specified terms. An
agreement to purchase goods at a stated price and under
stated terms.

According to value

A loan made on the security of the documents covering the
shipment.

A bank, operating in the exporter's country, that handles
LETTERS OF CREDIT for a foreign bank by notifying the
exporter that the credit has been opened in his or her favor.

A term indicating that shipper's agent or representative is not
empowered to make definitive decisions or adjustments
without approval of the group or individual represented.

A BILL OF LADING that covers both domestic and
international flights transporting goods to a specified
destination.

A phrase referring to the side of a ship. Goods to be
delivered "alongside™ are to be placed on the dock or barge
within reach of the transport ship's tackle so that they can be
loaded aboard the ship.

A change in the boundaries of an activated zone or subzone.
A former system of inventory control, manual or automated,
based on records maintained by a zone grantee, operator or
individual zone user.

A corporation applying for the right to establish, operate and
maintain a foreign-trade zone.

The process of buying FOREIGN EXCHANGE, stocks,
bonds and other commodities in one market and immediately
selling them in another market at higher prices.

U.S. dollars deposited in Asia and the Pacific Basin.

Method of accounting for merchandise where direct
identification of the goods with the shipment as admitted to
the zone has been lost.

Provide the framework for Customs to reduce on-site
supervision of zones and for zone operators/users to increase
zone operating flexibility through the method of supervising
zones.



BALANCE OF
TRADE
BARTER

BENEFICIARY

BILL OF LADING

BONDED
WAREHOUSE

BOOKING

CARNET

CASH AGAINST
DOCUMENTS
(C.A.D.)

CASH IN
ADVANCED (C.I.A)

CASH WITH ORDER
(C.W.0.)

CERTIFICATE OF
INSPECTION

CERTIFICATE OF
MANUFACTURE

CERTIFICATE OF
ORIGIN

COST AND
FREIGHT (C & F)

CHARTER PARTY

COST AND
INSURANCE (C & 1)

COST, INSURANCE,
FREIGHT

CLEAN BILL OF
LADING

CLEAN DRAFT

The difference between a country's total imports and exports.

Trade in which merchandise is exchanged directly for other
merchandise without use of money.

The person in whose favor a LETTER OF CREDIT is issued
or a DRAFT is drawn.

A document that establishes the terms of a contract between
a shipper and a transportation company under which freight
Is to be moved between specified points for a specified
charge.

A warehouse authorized by CUSTOMS authorities for
storage of goods on which payment of DUTIES is deferred
until the goods are removed.

An arrangement with a steamship company for the
acceptance and carriage of freight.

A customs document permitting the holder to carry or send
merchandise temporarily into certain foreign countries
without paying duties or posting bonds.

Payments for goods in which a commission house or other
intermediary transfers title documents to the buyer upon
payment in cash.

Payment for goods in which the price is paid in full before
shipment is made.

Payment for goods in which the buyer pays when ordering
and in which the transaction is binding on both parties.

A document certifying that merchandise was in good
condition immediately prior to its shipment.

A statement in which a producer of goods certifies that
manufacture has been completed and that the goods are now
at the disposal of the buyer.

A document, certifying the country of origin of specified
goods.

A pricing term indicating that the cost of the goods and
freight charges are included in the quoted price.

Written contract between the owner of a vessel and a
"charterer" who rents use of the vessel or a part of its freight
space.

A pricing term indicating that the cost of the product and
insurance are included in the quoted price.

A pricing term indicating that the cost of the goods,
insurance, and freight are included in the quoted price.

A receipt for goods issued by a carrier that indicates that the
goods were received in "apparent good order and condition”,
without damages or other irregularities.

A draft to which no documents have been attached.



COLLECTION
PAPERS

COMMERCIAL
ATTACHE

COMMERCIAL
INVOICE

COMMON CARRIER

CONFIRMED
LETTER OF CREDIT

CONSIGNMENT

CONSTRUCTIVE
TRANSFER

CONSULAR
INVOICE

CONVERTIBLE
CURRENCY

CORPORATION,
PRIVATE

CORPORATION,
PUBLIC

CORRESPONDENT
BANK

COUNTERTRADE

CREDIT RISK
INSURANCE

CUSTOMS

CUSTOMS
TERRITORY

CUSTOMHOUSE
BROKER

DATE DRAFT

DEACTIVIZATION

All documents submitted to a buyer for the purpose of
receiving payment for a shipment.

The commerce expert on the diplomatic staff of his/her
country's embassy or large consulate.

An itemized list of goods shipped, usually among an
exporter's COLLECTION PAPERS.

An individual, partnership, or corporation that transports
persons or goods for compensation.

A letter of credit, issued by a foreign bank, whose validity
has been confirmed by the domestic bank.

Delivery of merchandise from an exporter (consignor) to an
agent (consignee) under agreement that the agent sell the
merchandise for the account of the exporter.

A legal fiction which permits acceptance of a Customs entry
for merchandise in a zone before its physical transfer to the
Customs territory.

A document, required by some foreign countries, describing
a shipment of goods and showing information such as the
consignor, consignee, and value of the shipment.

A currency that can be bought and sold for other currencies
at will.

Any corporation which is organized for the purpose of
establishing, operating and maintaining a foreign-trade zone
and which is chartered under a special act of the state within
which it is to operate such a zone.

A state, political subdivision thereof, a municipality, a public
agency of a state, political subdivision thereof, or
municipality, or a corporate municipal instrumentality of one
or more states.

A bank that, in its own country, handles the business of a
foreign bank.

The sale of goods or services that are paid in whole or in part
by the transfer of goods or services from a foreign country.
Insurance designed to cover risks of nonpayment for
delivered goods.

The authorities designated to collect duties levied by a
country on imports and exports.

Territory of the country in which the general tariff laws of
this country apply.

An individual or firm licensed to enter and clear goods
through Customs.

A draft that matures in a specified number of days after the
date it is issued, without regard to the date of acceptance.
Voluntary discontinuation of the activation of an entire zone
or subzone by the grantee or operator.



DEFAULT

DEFERRED
PAYMENT CREDIT

DESTINATION
CONTROL
STATEMENT

DEVALUATION
DISCREPANCY -

LETTER OF CREDIT
DISPATCH

DISTRIBUTOR
DISTRICT
DIRECTOR
DOCK RECEIPT

DOCUMENTARY
AGAINST
ACCEPTANCE (D/A)

DRAFT

DRAWBACK

DRAWEE

DRAWER

DUMPING
DUTY

EURODOLLARS

An act or omission that will result in a claim for duties, taxes,
charges or liquidated damages under the FTZ Operator's
Bond

Type of LETTER OF CREDIT providing for payment some
time after presentation of shipping documents by exporter.
Any of various statements that the Government requires to be
displayed on export shipments and that specify the
destinations for which export of the shipment has been
authorized.

The official lowering of the value of one country's currency
in terms of one or more foreign currencies.

When documents presented do not conform to the letter of
credit.

An amount paid by a vessel's operator to a charterer if
loading or unloading is completed in less time than stipulated
in the charter party.

A foreign agent who sells for a supplier directly and
maintains an inventory of the supplier's products.

The district director of customs in whose district the zone is
located.

A receipt issued by an ocean carrier to acknowledge receipt
of a shipment at the carrier's dock or warehouse facilities.
Instructions given by a shipper to a bank indicating that
documents transferring title to goods should be delivered to
the buyer only upon the buyer's acceptance of the attached
draft.

An unconditional order in writing from one person (the
drawer) to another (the drawee), directing the drawee to pay
a specified amount to a named drawer at a fixed or
determinable future date.

Articles manufactured or produced in the country with the
use of imported components or raw materials and later
exported are entitled to a refund of up to 99% of the duty
charged on the imported components.

The individual or firm on whom a draft is drawn and who
owes the stated amount.

The individual or firm that issues or signs a draft and thus
stands to receive payment of the stated amount from the
drawee.

Exporting/Importing merchandise into a country below the
costs incurred in production and shipment.

A tax imposed on imports by the customs authority of a
country.

U.S. dollars placed on deposit in banks outside the United
States; usually in Europe.



EXCHANGE
PERMIT

EXCHANGE RATE

EXHIBITION
EXPORT BROKER

EXPORT
COMMISSION
HOUSE

EXPORT LICENSE

EXPORT
MANAGEMENT
COMPANY

EXPORT TRADING
COMPANY

FIRST IN-FIRST
OUT (FIFO)

FORCE MAJEURE

FOREIGN
EXCHANGE
FOREIGN FIRST
(FOFI)

FOREIGN SALES
AGENT

FOREIGN-TRADE
ZONE/FREE TRADE
ZONE

FOUL BILL OF
LADING

FREE ALONGSIDE
(F.AS)

A government permit sometimes required by the importer's
government to enable the importer to convert his or her own
country's currency into foreign currency with which to pay a
seller in another country.

The price of one currency in terms of another, i.e., the
number of units of one currency that may be exchanged for
one unit of another currency.

The showing of merchandise within a zone, usually to
prospective buyers.

An individual or firm that brings together buyers and sellers
for a fee but does not take part in actual sales.

An organization which, for a commission, acts as a
purchasing agent for a foreign buyer.

A government document that permits the "Licensee" to
engage in the export of designated goods to certain
destinations.

A private firm that serves as the export department for
several manufacturers, soliciting and transacting export
business on behalf of its clients in return for a commission,
salary, or retainer plus commission.

A firm similar or identical to an export management
company.

An accounting method based on an assumption regarding the
flow of goods that older stock is disposed of first, in
accordance with good merchandising policy.

The title of a standard clause in marine contracts exempting
the parties for non-fulfillment of their obligations as a result
of conditions beyond their control, such as earthquakes,
floods, or war.

The currency or credit instruments of a foreign country.

An accounting method based on an assumption regarding the
flow of goods that foreign status merchandise is disposed of
first.

An individual or firm that serves as the foreign representative
of a domestic supplier and seeks sales abroad for the
supplier.

A port designated by the government of a country for duty-
free entry of any non-prohibited goods. Merchandise may be
stored, displayed, or used for manufacturing, etc., within the
zone and re-exported without duties being paid.

A receipt of goods issued by a carrier with an indication that
the goods were damaged when received.

A pricing term indicating that the quoted price includes the



FREE IN (F.1.)

FREE PORT

FREIGHT
FORWARDER

GATT/GENERAL
AGREEMENT ON
TARIFFS AND
TRADE

GENERAL EXPORT
LICENSE

GRANTEE

GROSS WEIGHT

IMPORT LICENSE

INLAND BILL OF
LADING

IRREVOCABLE
LETTER OF CREDIT

LETTER OF
CREDIT(L/C)

LICENSING

MANIPULATION

MANUFACTURE

MARINE

INSURANCE

MARKING

cost of delivering the goods alongside a designated vessel.

A pricing term indicating that the charter of a vessel is
responsible for the cost of loading and unloading goods from
the vessel.

An area such as a port city into which merchandise may be
legally moved without payment of duties.

An independent business which handles export shipments for
compensation.

A multilateral treaty intended to help reduce trade barriers
between the signatory countries and to promote trade through
tariff concessions.

Any various export licenses covering export commodities for
which VALIDATED EXPORT LICENSES are not required.
A corporation to which the privilege of establishing,
operating, and maintaining a foreign-trade zone has been
granted by the Foreign-Trade Zones Board.

The full weight of a shipment, including goods and
packaging.

A document required and issued by some national
governments authorizing the importation of goods into their
individual countries.

A bill of lading used in transporting goods overland to the
exporter's international carrier.

A letter of credit in which the specified payment is
guaranteed by the bank if all terms and conditions are met by
the drawee.

A document, issued by a bank per instructions by a buyer of
goods, authorizing the seller to draw a specified sum of
money under specified terms, usually the receipt by the bank
of certain documents within a given time.

A business arrangement in which the manufacturer of a
product grants permission to some other group or individual
to manufacture that product in return for specified royalties.
Processing wherein merchandise is packed, unpacked,
repacked, cleaned, sorted, graded or otherwise changed in
condition but not manufactured.

Generally, the production of articles for use from raw or
prepared materials by substantially transforming such
materials into new forms.

Insurance that compensates the owners of goods transported
overseas in the event of loss that cannot be legally recovered
from the carrier.

Letters, numbers, and other symbols on cargo packages to
facilitate identification.



MERCHANDISE

MERCHANDISE,
DOMESTIC

MERCHANDISE,
FOREIGN

MERCHANDISE,
FUNGIBLE

MERCHANDISE,
MIXED STATUS

MERCHANDISE/OP
ERATIONS,
PROHIBITED

MERCHANDISE/OP
ERATIONS,
RESTRICTED

NONPRIVILEGED
FOREIGN (NPF)

OCEAN BILL OF
LADING

ON BOARD BILL OF
LADING

OPEN ACCOUNT

OPEN INSURANCE
POLICY

OPERATOR
OPERATOR'S BOND

ORDER BILL OF
LADING

PACKING LIST

PARCEL POST
RECEIPT

PERILS OF THE SEA

Includes goods, wares, and chattels of every description
except Prohibited Merchandise, building materials,
production equipment and supplies for use in operation of a
zone.

Merchandise which has been produced in the U.S. and not
exported therefrom.

Imported Merchandise which has not been properly released
from Customs custody into the Customs territory of the
country

Merchandise which for commercial purposes is identical and
interchangeable in all situations.

Foreign Merchandise which has been combined with
Domestic Merchandise in the zone.

Merchandise, the importation of which is prohibited by law
on grounds of public policy or morals, or excluded by order
of the Foreign-Trade Zones Board.

Merchandise which may not be authorized for delivery from
Customs custody without a special permit, or a waiver
thereof by an agency of the U.S. Government.

Foreign Merchandise or non-tax-paid domestic merchandise
upon which the duty and applicable taxes will be determined
at the time of entry from the zone for consumption.

A bill of lading indicating that the exporter consigns a
shipment to an int'l carrier for transportation to a specified
foreign market.

A Dbill of lading in which a carrier certifies that goods have
been placed on board a certain vessel.

A trade arrangement in which goods are shipped to a foreign
buyer without guarantee of payment.

A marine insurance policy that applies to all shipments made
by an exporter over a period of time rather than to one
shipment only.

A corporation, partnership, or person that operates a zone or
subzone under the terms of an agreement with the Grantee.
All zone operators must submit to Customs a bond to assure
compliance with Customs regulations.

A negotiable bill of lading made out to the order of the
shipper.

A list showing the number and kinds of items being shipped,
as well as other information needed for transportation
purposes.

The postal authorities' signed acknowledgment of delivery to
receiver of a shipment made by parcel post.

A marine insurance term used to designate heavy weather,
stranding, lightning, collision, and seawater damage.



POLITICAL RISK

PRIVILEGED
FOREIGN (PF)

PRO FORMA
INVOICE

PURCHASING
AGENT

QUOTA

QUOTATION

REACTIVATION

REMITTING BANK
RETAIL TRADE

REVOCABLE
LETTER OF CREDIT

SHIP'S MANIFEST

SIGHT DRAFT
SPOT EXCHANGE

STRAIGHT BILL OF
LADING

TARE WEIGHT

TENOR

THROUGH BILL OF
LADING

TIME DRAFT

TRAMP STEAMER

TRANSACTION
STATEMENT

In export financing the risk of loss due to such causes as
currency, inconvertibility, government action preventing
entry of goods, expropriation or confiscation, war, etc.
Foreign merchandise or non-tax paid domestic merchandise
upon which the duty and applicable taxes have been
determined at the time this status is approved.

An invoice provided by a supplier prior to the shipment of
merchandise, informing the buyer of the kinds and quantities
of goods to be sent, their value, and important specifications.
An agent who purchases goods in his or her own country on
behalf of foreign importers such as government agencies and
large private concerns.

The quantity of goods of a specific kind that a country permit
to be imported without restriction or imposition of additional
DUTIES.

An offer to sell goods at a stated price and under specified
conditions.

A resumption of the activated status of an entire area that
was previously deactivated without any change in the
operator or the area boundaries.

Bank that sends the draft to overseas bank for collection.
Generally, sales or offers to sell goods or services to
individuals for personal use.

A letter of credit that can be canceled or altered by the
drawee (buyer) after it has been issued by the drawee's bank.
An instrument in writing, signed by the captain of a ship that
lists the individual shipments constituting the ship's cargo.

A draft that is payable upon presentation to the drawee.

The purchase or sale of foreign exchange for immediate
delivery.

A nonnegotiable bill of lading in which the goods are
consigned directly to a named consignee.

The weight of a container and packing materials without the
weight of the goods it contains.

Designation of a payment as being due at sight, a given
number of days after sight, or a given number of days after
date.

A single bill of lading covering both the domestic and
international carriage of an export shipment.

A draft that matures either a certain number of days after
acceptance or a certain number of days after the date of the
draft.

A ship not operating on regular routes or schedules.

A document that delineates the terms and conditions agreed
upon between the importer and exporter.



TRANSFER

TRUST RECEIPT

UNIQUE
IDENTIFIER
NUMBER (UIN)

VALIDATED
EXPORT LICENSE

VESSEL/AIRCRAFT
SUPPLY

WAREHOUSE
RECEIPT

WHARFAGE

WITHOUT
RESERVE

ZONE LOT
NUMBER (ZLN)

ZONE PROJECT

ZONE RESTRICTED
(ZR)

ZONE SITE

ZONE STATUS

To take merchandise with zone status from a zone for
consumption, transportation, exportation, warehousing,
cartage or lighterage, vessel supplies and equipment,
admission to another zone, and like purposes.

Release of merchandise by a bank to a buyer in which the
bank retains title to the merchandise.

This inventory method controls merchandise in a zone by
unique numbers and/or letters that identify merchandise
admitted to a zone.

A required document issued by the Government authorizing
the export of specific commodities.

The supply of goods or equipment free of duties and taxes in
foreign trade, or in transit

A receipt issued by a warehouse listing goods received for
storage.

A charge assessed by a pier or dock owner for handling
incoming or outgoing cargo.

A term indicating that a shipper's agent or representative is
empowered to make definitive decisions and adjustments
abroad without approval of the group or individual
represented.

A collection of merchandise maintained under an inventory
control method based on specific identification of
merchandise admitted to a zone by lot and lot number.

All of the zone and subzone sites under a single grantee,
normally in a single port of entry.

Merchandise admitted to a zone for the sole purpose of
exportation or destruction.

The physical location of a zone or subzone.

The status of merchandise admitted to a Foreign-Trade Zone,
I.e., domestic (D), non-privileged foreign (NPF), privileged
foreign (PF), or zone restricted (ZR) status.

Tema 3 [IpakTuHa yacTHHA

1. Complete these sentences with a suitable word or phrase.

1. The meeting Was ..........ccceevevveereeeiiiee s, because 3 people were ill.

2. The customer hasn't signed the ..........cccocveviiiiien e, yet.

3. This product is the biggest .........cccevvieeciie i, in our department.

4. We have dropped that range of .........cccccoveiieciiiiiene, :

5. I'msorry, but we can't ......ccccoeevvveeiiieciee e, a later delivery.

6. We would be very grateful if you could ... the details as
soon as possible.

7. We hope t0 ....cccevvvvviiiecece e the new product range next spring.

8. The new machines havetobe ..., by the authorities.



9. We are trying to find out the .........ccccoevveiviinenne, of the problem.

10. How could the ........ccccoeviviiiniinin, quality be improved ?

11. Where does the conference ........ccccccceveevveiieennnne, place ?

12. I think the designis abit ........cccooviviiviiiiiiiie e, .

13. Could YOU ...vvvvivcee e us about the guarantees offered with the
materials?

14, We have ......cccoecvevieie e, a big increase in sales this year.

15. Unfortunately, we have .........ccccocevvvivenne, the delivery documents.

16. | think the competitor's stand at the exhibition was the

17. This machine has a revolutionary NEW .........cccccccveveeveeiinssinesieeeiee e :

18. The .o of the comparison test was very favourable.

19. The X2 range should be ........ccc.cocvvviveiiiiiciiecnnn, by the X3 range.

20. The next meeting has had tO be ........cccceevvviviviiiic e, .

21. What's the .....cccccovevviiece, price of this machine?

22. We are presently negotiating a new marketing ..........cccceveeeinneiinniennens with
Turkey.

2. Complete this list of verbs and nouns:
Verb Noun

1. operate

2. selection

3. compete

4. innovate

5. choose

6. automate

7. existence

8 replacement

9. enhance

10. classify

11. variety

12. decide
13. improve
14. enquire
15. explain
16. prepare 0=\
17. cancellation

. i/
s s 2{%7
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20. confirmation
21. maintenance
22. postpone

23. modification
24. permit

25. represent




26. observation
27. recommend

28. procurement

29. advise

30. recover ‘;)
31. increase ‘_
32. performance

33. discover
34. develop

35. invention
36. suggest

37. remit

38. participation
39. deduct

40. undertake
3. Change these sentences as in the example:
Example: We will send the goods this morning. — The goods will be sent this

morning
1. We will organise the customs formalities.



4
1
2
3
4
5.
6
7
8
9
1

. Form the correct version of the word using the word root to the right.

. I've just bought a new ... policy. insure

. He's just spent all his ... on a brand new car. save

. The old violin proved to be ... worth

. The bank ... asked to see my passport. cash
My girlfriend inherited $1,000,000 from a ... relative. wealth

. This is not his ... on the check. sign

.£50,000! Thank you for your ... generous

. We had to take out a ... from the bank to purchase the house. lend

. Unfortunately, my business is not very ... profit

0. I've always wanted to stay in a ... hotel. luxury



Tema 4
Jinoei 3ycmpiui. Illepemosunu
Meetings and Negotiations

Tema 4 TeopeTHYHA YACTHHA

A.G.M. — abbr. Annual General Meeting.

A.O.B. — abbr. Any Other Business [usually the last item on an agenda].

Agenda — n. a written program or schedule for a meeting.

Ballot — n. a type of vote, usually in writing and usually secret.

Casting vote — n. a deciding vote (usually by the chairman) when the votes are
otherwise equal.

Chairman — n. the person who leads or presides at a meeting; chairperson; chair.

Conference call — n. telephone call between three or more people in different
locations.

Consensus — n. general agreement.

Item — n. a separate point for discussion [as listed on an agenda].

Matters arising — n. item on agenda for discussion of what has happened as a result
of last meeting.

Minutes — n. a written record of everything said at a meeting.

Proxy vote — n. a vote cast by one person for or in place of another.

Show of hands — n. raised hands to express an opinion in a vote.

Unanimous — adj. in complete agreement; united in opinion.

Videoconference — conference of people in different locations linked by satellite,
TV etc.

Vote — to express opinion in a group by voice or hand etc. (n.: to cast a vote).

Bargain price — Reduced price.

Bedrock price — Lowest possible price.

Commitment — Engagement or undertaking; to commit oneself.

Compromise — Each party gives up certain demands in order to reach an
agreement.

Condition — A stipulation or requirement which must be fulfilled.

Contract — Written agreement between two or more parties.

Counter-offer — Offer made in response to an offer by the other party.

Counter-productive — Having the opposite effect to that intended.

Deal — A business transaction.

Discount — Reduction in price.

Estimate — Approximate calculation of the cost.

Facilities — Equipment (e.g. parking facilities).

Feasible — Possible, something that can be done.

Figure out — Find a solution; estimate the cost.

Know-how — Practical knowledge or skill.

Joint Venture — A way of entering a foreign market by joining with a foreign
company to manufacture or market a product or service.



Negotiate — Discuss a business deal or contract in order to reach an agreement.

Point out — Draw attention to something (e.g. the advantages of your proposal).

Proposal — Course of action, or plan, put forward for consideration; to make a
proposal.

Quote — Give an estimated price (a quotation).

Range — A selection of products sold by a company.

Rebate — Reduction or discount.

Tender — An offer, in writing, to execute work or supply goods at a fixed price.

Turnkey — Describes equipment ready for use or operation (e.g. plant or factory).

Underestimate — Make too low an estimate of something (cost, danger, difficulty).

Work out — Calculate (e.qg. the price of something); find a solution.

Tema 4 IlpakTHYHA YACTHHA

1. Choose a correct tense in the following sentences:

1. How long (you / have) ........cccccvevveennnnne, this PC?

20 | B (o 1<) you, I’d accept that offer from the supplier.

3. The purchasing details (finalize) ..........cccocoveiiviiiiennnnnn, at the moment.

4. 1don’t know what (we / do) .....ccceovervrennrnn. if we had lost the order.

5. 1 (attend) .............. a mind-mapping course from September to December.

6. How long (you / deal) ........ccoeevvvernnnnne. with those clients?

7. If 1 have time, I (finish) ........c..cccceenenne. the report at home this evening.

8. How long (you / Work) ......cccccevevveviiinennen, on that project last year?

9. | heard that you nearly won first prize in the lottery last weekend. What (you /
(0 [o) with all that money?

10. If I could have a holiday right now, I (know) .............. where 1 (g0) ....cceeuee. -
to the Bahamas.

11. How long (you / stay) ................. in Minneapolis when you (Visit) .....................
America last year?

12. We (have) .......cccceevveenen. the accounts checked next week.

13. I (have to0) .......... go to work by bus this morning, my car (Service) ................
at the moment.

14. How long (you / work) ................... in this office?

15. Is the photocopier still out of order? — No, it (repair) ................ this morning.
16. 1 (be) oo, to New York on business 3 times.

17. This report (Write) .......cc.cvee.... by Dr. Martin, wasn’t it?

18. Everyone went to the workshop except me, because | already (take part)
.................... in similar seminars 3 times.

19. That suppler (make) ..........cc..cove.. late deliveries already 3

times this year.

20. Hopefully, by the time we get back from the <
meeting, the documentation (complete) ..........ccccceeenneen.




. Complete these sentences with a suitable word or phrase.

. We are still trying to find out the ..................... of the problem.

. We would be very grateful if you could send us the .................... immediately.
. The error was caused by a ..........c..cc.eee. in our department.

. How can the transmission ..................... be increased?

. When will the new ..........cccccovenn, service be available?

. The exchange should be ..................... for start-up in about 2 weeks.
. We can extend the maintenance ................. for a further 2 years.
Lo to see you at the Telecom exhibition in Geneva.

. Do the costs include transport and ....................... ?

10. The breakdown was caused by a defective .........c....c........

11. The old device has been ....................... by a newer, faster one.

12. How can We ........ccccceeennen, the signal strength?

13. ThiS NeW ......cccccvvenenn. has a lot of new features.

14. The telecom technicians should .................. an introductory training course.
15. The equipment can also be operated by ..................... control.

16. Would another software version be ...........c.cccceevvvnne.

17. What's the main ..........cccccoeveee. in using this eqmpment’)

18. How could the .......cccooviiiiiennn, quality be improved?

19. We i, some interference on the line.

20. Is maintenance .........ccccceevveveennn. in the price?

21. This equipment is used mainly on our ..........ccccccvevvvenee.

22. How many introductory ...........cccceeeevueenenne. are necessary’?

©CONOOUAWNEN

3. Read out these answers. Formulate suitable questions to them.
1. That was around 6 weeks ago.

.................................................................................................

................................................................................................

.................................................................................................

.................................................................................................

................................................................................................

................................................................................................

.................................................................................................



11. Well, I think I could learn a lot there, and it's not too expensive.

4. Change these sentences beginning with the words given.
1 “‘Can I have a new computer?’, said Jack to his boss.

JaCK ASKBA ...t
2 The power cut made it impossible for us to continue the meeting.

N L S (=
3 The flight to New York lasted 6 hours.

Tt 00K .ot

4 This firm is not nearly as reliable as it was in the past.

TRISTIMM USEd ... e
5 It was such a boring presentation that we left before the end.

The Presentation ............oiini i e
6 Let’s go out for a meal this evening.

VY L
7 Although we hadn't finished the report, we sent it to the client.

T o LS PP
8 Whose briefcase is this?

WO dOS .o e
9 Please don’t smoke in the corridor

DA rathier ..o e
10 Harry speaks French better than Paul.

Paul doesn’™t ....eii e
11 Nobody offered any help to get through the backlog of work

NO I e e
12 We're really not very happy with the last delivery you sent us

WE WISN 0 ..



Tema 5
bankiecoka cnpasa. Dinancu
Banking and Finance

Tema 5 TeopernuHa YacTHHA

A.T.M. — abbr. Automated Teller Machine; cash dispenser UK.

Banknote — n: a piece of paper money; bill US.

Bill US — n. a banknote; a piece of paper money.

Black market — n. illegal traffic in officially controlled commodities such as
foreign currency.

Bureau de change — n. establishment where currencies of different countries may
be exchanged.

Cash —n. 1 coins or bank notes (not cheques); 2 actual money paid (not credit).
Cash dispenser UK — n: automatic machine from which clients of a bank may
withdraw money; ATM.

Cashier — n. person dealing with cash transactions in a bank, store etc.

Coin — n: a piece of metal money.

Currency — n. the money in general use or circulation in any country.

Debt — n. money etc owed by one person to another.

Exchange rate — n. the rate at which one currency can be exchanged for another.
Foreign exchange — n: the currency of other countries.

Hard currency — n. currency that will probably not fall in value and is readily
accepted.

Invest — v. to put money for profit into business, land etc - investment n.

Legal tender — n: currency that cannot legally be refused in payment of a debt.
Petty cash UK — n. a cash fund for small, everyday expenses.

Soft currency — n. currency that will probably fall in value and is not readily
accepted.

Speculate — v. (risky) buying of foreign currency, land etc for rapid gain.
Transaction — n. a (usually commercial) exchange; a deal - to transact v.

Balance — n. the difference between credits and debits in an account.

Bank charges — n. money paid to a bank for the bank's services etc.

Branch — n. local office or bureau of a bank.

Checkbook US — n. book containing detachable checks; chequebook UK.

Check US  — n. written order to a bank to pay the stated sum from one's account;
cheque UK.

Credit —n. money in a bank a/c; sum added to a bank a/c; money lent by a bank.
Credit card — n. (plastic) card from a bank authorising the purchasing of goods on
credit.

Current account — n. bank a/c from which money may be drawn at any time;
checking account US.

Debit — n. a sum deducted from a bank account, as for a cheque - also v.

Deposit account — n. bank a/c on which interest is paid; savings account US.



Fill in UK — v. to add written information to a document to make it complete; to
fill out US.

Interest — n. money paid for the use of money lent - interest rate n.

Loan — n. money lent by a bank etc and that must be repaid with interest - also v.
Overdraft — n. deficit in a bank account caused by withdrawing more money than
Is paid in.

Pay in —v. [paid, paid] to deposit or put money in to a bank account.

Payee — n. person to whom money is paid.

Paying-in slip — n. small document recording money you pay in to a bank account.
Standing order — n. an instruction to a bank to make regular payments.

Statement — n. a record of transactions in a bank account.

Withdraw — v. to take money out of a bank account - withdrawal n.

Tema 5 IlpakTHYHA YACTHHA

1. Personal finance - you and your money (quiz 1) o
1: The for the dollar is very good just .—
now. We should change dollars into euros today.
e interest rate
e credit rating
e money rate
e exchange rate

2: My salary always runs out before the end of the month. Everything's
so expensive just now. | don't know how I'd manage without
having an overdraft
getting my pocket money from the bank
lending money to my bank
sticking to my budget

3: We've found our ideal house but we're not rich enough to be able to
buy it straight away. We'll need to go to the bank to see if they'll give us

interest

a mortgage
a deposit
some capital

4: We'll need to invest more if we want to expand our
business. You know what they say, you have to spend money to make money.
e return
e capital
e interest rate
e \Wwages




5:  We got a loan from the bank to buy a new car. We have to
it over the next two years.

repay

pay

return

give

6: She put all her money in a savings account so she could
make as much money as possible from it.
e credit card
e large return
¢ high interest
e |ow interest

2. Money (quiz 2)
1.  The Bank of England was in 1694 on Threadneedle Street
in London.
establishment
started
established
launched

2:  The of Bangladesh is the Taka.
currency

money

monetary

currents

3: Many people try to make money by in stocks and shares.
invest

invested

investors

investing

4: Banks frequently international trade.
finance

financial

pay for

buy



5: An arrangement for a deferred payment of a loan or purchase is
known as :
monetary
credit
debit
co-operative

6: If you want to borrow a large amount of money you usually have to
provide some sort of - often your house.
security
guarantee
promise
precaution

3. Business - money matters (quiz 3)
1:  The company's expenditure is much smaller after the latest
exercise.
cost-cutting
cost-limiting
cost-reducing
All of the above answers are correct

2:  Which is the best answer? Companies can try to reduce how much
they spend, but some are fixed, e.g. rent and energy costs.
e expenses
e outgoings
e overheads
e COSts

3: Since the introduction of a single , doing business in
Europe has been much simpler.
e Coin
e currency
e money
e dollar

4: Please could you issue an immediate and full of any
money paid.
e pay me back
e pay back
e repay
e refund




5: Many small business fail because they have too many
accounts.
outstanding
unpaid
overdue
all of the above answers are correct

6: Since the new chairman took over, the company has become
increasingly
e profit
e profiting
e profited
o profitable

4. Financial vocabulary (quiz 4)
1: | don't have any cash just now. I'm
o flat broken
e N0 Money
o flat broke
e less money

2: She needs to ask her parents to lend her some money because she's
already 250 pounds at the bank.
overdraw
overdebt
overdebts
overdrawn

3: Her company didn't make a profit again this year. She's really
disappointed it's still
not make money
in the red
in the black
no making money

4: They've found a house they really want to buy. Now they need to get
a(n) from the bank.
mortgage
interest
money
loan



5:

10% pay

He gets a gross salary of 2,000 pounds a month but after

he only takes home 1,400 pounds.

tax allowance

tax exile

income tax o

tax free ‘

She worked really hard this year so she was given a

decrease
inflation
extra

increase

5. Insert the proper word into these sentences out from the words given.

Retirement, tip, receipt, wealth, credit-card, rent, loan, guarantee, safe, coin.

. Magda never carries cash with her and pays for everything by ...

. The old couple had only a small ... to live on.

. Simon didn't like the waiter so he didn't leave a ...

. They wouldn't have been able to buy their new car without a bank ...

. The penny is such a small ... that everyone dislikes it.

. The flat is not in very good condition so the ... is low.

. The cd-player has a twelve month ...

. He keeps all his money and valuables in this ... behind this painting.

1
2
3
4
5. The shop won't change any merchandise without the original ...
6
7
8
9
1

0. My friend Eric made his considerable ... selling plots of building land.



Tema 6
Pexnama. Ilpezenmauii
Advertizing and Presentation

Tema 6 TeopeTHYHA YACTHHA

Ad (abbr). — advertisement - advert abbr.

Advertisement — n. item of publicity for a product or service, in magazine, on TV..
Advertising agency — n. company specialising in producing and placing
advertisements for clients.

AIDA - abbr. Attention, Interest, Desire, Action - the objective of all
advertisements.

Benefit — n. advantage of a product or service, usually derived from its features.
Billboard US — n. signboard, usually outdoors, for advertising posters; hoarding
UK.

Circulation — n. average number of copies of a magazine sold in a particular
period.

Classified ads — n. small advertisements in magazine or newspaper categorised by
subject.

Commercial — n. paid advertisement on radio or TV,

Coupon — n. part of a printed advertisement used for ordering goods, samples etc.
Double-page spread — n. advertisement printed across 2 pages in a magazine or
newspaper.

Eye-catcher US — n. smth that especially attracts one's attention, eye-catching adj.
Features — n. special characteristics of a product, usually leading to certain
benefits.

Hoarding UK — n. signboard, usually outdoors, for advert posters; billooard US.
Poster — n. large sheet of paper, usually illustrated, used as advertisement.

Prime time — n. hours on radio & TV with largest audience, esp. the evening hours.
Promote — v. (try) to increase sales of a product by publicizing and advertising it.
Slot — n. specific time in a broadcasting schedule, when a commercial may be
shown.

Target — n. objective; what one is aiming at - target audience n.

U.S.P. —abbr. Unique Selling Proposition; what makes a product different.
Audience rapport — n. relationship of presenter with audience, esp. when good
Body language — n. non-verbal communication through facial expressions, body
movements etc.

Finally ... — Typical word used to signal the last of several points or subjects.

Flip chart —n. a pad of large paper sheets on a stand for presenting information.
For example ... — Typical phrase used to signal an illustration or sample of a
particular point.

Handout — n. anything (report, sample etc) handed or given to people at a
presentation.



In conclusion ... — Typical phrase used to signal the summing up or final part of a
presentation.

Ladies & Gentlemen — Polite phrase often used to address an audience of men and
women.

Marker — n. whiteboard marker a pen with a broad, felt tip for writing on
whiteboards.

O.H.T. —abbr. overhead transparency; sheet of film with image for o.h.p.

Overhead projector — n. device that projects an o.h.t. onto a screen - O.H.P. abbr.
Pointer — n. device (rod, electric torch) for indicating things on a map, screen etc.
Signal — v. to help the audience understand where one is in a presentation.

Slide — n. small (usually 35mm) photographic transparency - slide projector n.

To start with ... — Typical phrase used to signal the beginning of a particular
subject or topic.
Turning now to ... — Typical phrase used to signal a change from one subject or

topic to another.

Visual aids — n. things that one can look at in a presentation (films, maps, charts).
Whiteboard — n. large, flat, white surface or board on which to write or draw with
markers.

Tema 6 IlpakTuyHAa YACTHHA

1. Fill in the gaps.

N In today’s material world, we are with
various forms of advertising. In my view, this can be
dangerous as it us to spend without thinking and
young people, in particular, need some protection from it.

The first point to make is that advertising does make us
spend money we do not need to. There are nowadays so many
different ways companies their products and services,
ranging from commercials to simple flyers that we cannot escape it. If,
for example, you watch a football match on television, you will see the
of the tournament sponsors. Likewise, if you watch the latest blockbuster movie,

very probably you will see a placed in the film by some advertising
agency. The volume of this advertising means that we, as , tend to be
profoundly influenced by it and buy without thinking.

It is not easy to decide how to advertising. Clearly, governments

ought to restrict advertisements for harmful products such as alcohol and tobacco.
They do not have the power, however, to control other forms of advertising. This
means we need to use our commonsense when we go to the shops, and ask
ourselves whether we really need to make that purchase. Parents should, however,
ensure that young people are protected from too much to advertising.
This can mean simply explaining that it is not in fact necessary to buy the newest
Xbox, or simply turning the television off.

My conclusion is that while we cannot escape advertising or its effects in the
modern world, children should be encouraged not to pay too much attention to it.



2. Fill in all the gaps with the given words.

Children nowadays are (exposed, influenced, exaggerated, products,
commercials) to more and more adverts on television. Many people believe that
this represents a problem because young people are easily (exposed, influenced,
exaggerated, products, commercials) by television. One danger this presents is that
children will actually believe in the (exposed, influenced, exaggerated, products,
commercials) claims frequently made in advertisements. This is particularly
serious in the case of adverts for (exposed, influenced, exaggerated, products,
commercials) such as junk food that are actively unhealthy.

3. Fill in all the gaps with the given words.

Advertising works in many different ways, but it is safe to say that most
successful advertisements are in some way (endorse, glamorous, memorable,
witty). Unless we can remember what the advert was about it, it failed. Likewise,
many adverts try to make the product or service seem (endorse, glamorous,
memorable, witty): this may be achieved by getting a star from the world of
entertainment to (endorse, glamorous, memorable, witty) the product. The idea is
that if Brad Pitt says that he uses this shaving gel, then men all around the world
will follow suit. Finally, there is the category of the (endorse, glamorous,
memorable, witty) or humorous advert — a clever advert can make the product itself
seem "intelligent”, even when it is no more than a washing-up liquid.

4. Read the following information, do the related tasks.

Starting a Presentation

In modern English, Presentations tend to be much less formal than they were
even twenty years ago. Most audience these days prefer a relatively informal
approach. However, there is a certain structure to the opening of a Presentation that
you should observe.

- Get people's attention

- Welcome them;

- Introduce yourself;

- State the purpose of your presentation;

- State how you want to deal with questions.

o Get people's attention
-I1f I could have everybody's attention.
-1f we can start.
-Perhaps we should begin?
-Let's get started.
e Welcome them

-Welcome to our company.
-Thank you for coming today.
-Good morning, ladies and gentlemen.
-On behalf of Intel, I'd like to welcome you.




e Introduce yourself
-My name's Jane Shaw. I'm responsible for travel arrangements.
-As you know, I'm in charge of public relations.
-I'm the new Marketing Manager.
e State the purpose of your presentation
-Today I'd like to suggest a new approach.
-This afternoon, I'd like to report on my study into the German market.
-What | want to do this morning is to talk to you about our new mobile telephone
system.
-What | want to do is to tell you about our successes and failures in introducing
new working patterns.
-What | want to do is to show you how we've made our first successful steps in the
potentially huge Chinese market.
e State how you want to deal with questions
-1f you have any questions, I'll be happy to answer them as we go along.
-Feel free to ask any questions.
-There will be plenty of time for questions at the end.

ol

a) When do you say so? "
1) Welcome them;
2) Introduce yourself;
3) State the purpose of your presentation;
4) State how you want to deal with questions.

1. Today I’d like to discuss our failures in the Japanese market and suggest a new
approach. 2. Welcome to Microsoft. 3. Good morning, ladies and gentlemen.
4. Perhaps we can leave any questions you have until the end? 5. For those of you
who don't know me, my name's Tom Stotter. 6. You are welcome to ask any
questions. 7. I’m responsible for the company’s foreign affairs. 8. This morning I'd
like to present our new processor. 9. Thank you for coming.

b) Complete the text with the words given.
Attention, answer, responsible, welcome, present, behalf, good, question.

If I could have everybody’s ? morning. On of Auvis |
would like to you all here this morning. My name’s Martin Twist and
I’'m for customer service. This morning I’d like to our new
packages for travel agents. If you have any you’d like to ask, I’d be happy
to them.




