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IHEPEIMOBA

CyuacHul CTaH PO3BHUTKY 30BHINIHHOCKOHOMIYHHMX 3B'SI3KIB TOTpPEOYy€e SKICHOTO HOBOTO
MiIXOAy HE TUIBKH J0 TpoOJieM BHBUEHHS EKOHOMIKM B3arami, a W JO MOBHOI MiATOTOBKH
MaiOyTHROTO ekoHoMicTa. CamMe el MmiaxXia 3yMOBUB 3MICT ITi€i myruiikarii. TeopeTndHi 3HaHHS,
3aCBO€EHI CTYJIEHTAMHU Ha 3aHATTSIX 3 eKOHOMIUYHUX TEOpiil, MEHEIKMEHTY, OyXTraaTepchbKoro 00Ky
TOIIO, 3aKPITUTIOIOTHCS HA 3aHATTAX 3 J1JI0BOI aHMTIMCHKOI MOBH 32 €0 MYTUTIKAITIEIO .

Mera i 3aBaaHHs myrorikamii «MeToauuHi peKoMeHaaIii o0 opraHizauii mo3aayauTopHoi
CaMOCTIHHOT po0OTH 3 AUCHUILTIHY «/[i710Ba aHTIIiCbKa MOBay JIJIsl CTYIEHTIB-eKOHOMICTIB OP.

«Marictpy» Ui ICHHO1 Ta 3204HO1 (JOPM HaBUAHHSD MOJIATAIOTH Y PO3BUTKY BMiHb PO3YMIHHS i
aHaJI3y OPWUTIHAIBHUX TEKCTIB 3a MPOQECIHHUM CHIPSIMYBaHHSIM, HAKOMWYEHHS CIOBHUKOBOTO
3aracy, yMiHHS BeCcTH Oeciny Ha nmpodeciiiHi TeMH,0paTH y4acTh y TUCKYCISX aHTTIHCHKOI MOBOIO,
dbopMyBaTH COIIOKYJIBTYPHY KOMITETEHIIIFO.

Li# MeTi mignopsIIKOBAaHO CTPYKTYPY 3aBIaHb KO)KHOTO MOAYJISL: IPOYUTATH Ta BUBYUTU HOBI
CJIOBA 1 CJIOBOCTIONYYEHHS; TI1IOpaTH aHTIINChKI €KBIBAJICHTH JI0 TIOJIaHUX CJIIB 1 BUpa3iB; BUKOHATH
BIIPAaBU HA MiJICTAHOBKY MPOMYIIEHUX CIIIB y PEYCHHSX; BiINOBICTU HA 3allUTAaHHS J0 TEKCTY; AaTH
AHTIIIChKE TIYMAuYeHHs TEPMiHAM; TIEPEKIACTH PEUEHHS, CTBOPUTH JTiaJIoTH Ha 0a31 HOBOT JIGKCHKH,
3aKpIIUICHO] B MOMEpEIHIX BIPaBax; CTBOPUTH TEMAaTHUYHI CUTYyallii, MAKCUMaJIbHO HaOIMKEH1 10
peabHUX; BUKOHAHHS TPAMaTUYHUX BIIPAB.

[TociOHMK CKIaJaeThes 13 JBOX PO3/UIIB: OPUTIHAIBHUX €KOHOMIYHUX TEKCTIB IrpaMaTUYHOTO
Marepiary.

[Mepmmii po3min cOpsSAMOBaHW Ha PO3BUTOK MOBJIEHOBOI KOMIIETEHTHOCTI CTYICHTIB-
€KOHOMICTIB, SKUH BKIIOYA€ OpUTIHAJIBHI TEKCTH 13 3apyOiKHUX EKOHOMIYHUX JDKEpel, IIo
CTOCYIOThCSI IPOOJIEM €KOHOMIYHMX TEOpiH, MPHUKIAAHOT eKOHOMIKH Ta MIKpO- 1 MAaKPOEKOHOMIKH.
TexcTu cayrytoTh He TIIBKH 11 JOPMYBaHHS HABUYOK YMTAHHS Ta MepekIanay (HaxoBoi JTiTepaTypH,
a ¥ HecyTh y c001 HOBY BaXIIMBY iH(GOpMaIlit0, HEOOX1THOTO Jisi CY4acHOTO eKoHoMicTa. J[o TeKCTIB
NPOTIOHYIOTBCSI BIIPABH Ha IMOAOJIAHHS (POHETHYHHX TPYIHOIIIB, KOMEHTAp, JIEKCUYHI BIPAaBHU Ta
3aB/IaHHS Ha BIIPALIOBAaHHS MOBJICHHEBHX HABUYOK 1 BMiHb BUKOPUCTAHHS JIEKCHYHOTO MaTepiamy,
110 BUBYAETHCS B CUTYAIIisIX PEATBHOTO CITIIKYBaHHSI.

Hpyruii po3nin mociOHMKa CKJIANA€Thes 13 TpaMaTHYHUX BIIPaB, IO BKIIOYAIOTh OCHOBHI
rpaMaTHYHI SBUIA AaHTJIIHCHKOI MOBH, SIKI BXXMBAIOTHCS IJISI PO3YMIHHSI OPUTIHAJIBHHUX TEKCTIB,
JIIIOBO1 EPENUCKH, KOHTPAKTIB Ta A1IOBOI AUCKYCII.

MeTomnYHIMH PEKOMEHJIAIISIME  MOXYTh KOPHCTYBAaTHCS SIK CTYJCHTH EKOHOMIYHHUX
CHeUiaJbHOCTEeH BUIOI OCBITH, TaK 1 BCi, XTO Mpaloe y chepi eKOHOMIKH, Oi3HECY, MEHEIKMEHTY
30BHIITHHOCKOHOMIYHOI AISTBHOCTI MIAMPUEMCTB.

Po3noaiy roanH HA caMOCTIHHY Po0OTY

o . KinekicTs roguna

Ne 3/m HaiimenyBanHs poOiT ToH 30H
1 DyHKIIIT MEHEKepa 6 9
2  |[[ligroToBKa MEHEIKEPIB 6 9
3 |[[IpuiHATTS pillICHb 6 9
4  [[InanyBaHHS 1 CTpaTErisi B MEHEHPKMEHTI 6 9
5 |ComiajbHa BIAMOBIAAIBHICTE KOMIIAHIT 6 9
6  |Po3mmpenHHs o0cATy MPOAYKILi OTHOTO OpeHIy 7 9
7  IMeHEeIKMEHT NPOAaAKy 7 9
8  |[Excmopr, iMriopt 7 9
9  |Ctuii MEHEIDKMEHTY 7 10
Pazom 58 82




MODULE 1

Unit 1.The Economy

Active Vocabulary

economy factors of TOCIIOJJAPCTBO YHHHUKHA

production scarce BUPOOHUIITBA

opportunity costs 0OMEXEeHICTb, Ae(iuuT

abundant ONTUMAJIbHI BUTPATH
JOCTaTHBO

economic €KOHOMIKa

production possibilities BUpOOHUY1 MOKITUBOCTI
law of increasing opportunity costs 3aKOH 3pOCTaHHsI ONITUMAIIBHUX BUTPATECONOTIC growth

) e
market mechanism

KOHOMIYHE 3pOCTaHHS

«The economy» is simply an abstraction that refers to the sum of all our individual production
and consumption activities. In order to produce anything, we need resources, or factors of production.
Factors of production are the inputs — land, labor, and capital (buildings and machinery) we use
toproduce final goods and services (output).

Unfortunately, the quantity of available resources is limited. We cannot produce everything we
want in the quantities we desire. Resources are scarce relative to our desires. This fact forces us to
make difficult choices.

Opportunity costs exist in all situations where available resources are not abundant enough to
satisfy all our desires.

Indeed, economic is often defined as the study of how to allocate scarce resources. The study of
economic focuses on «getting the most from what we've got», on making the best use of our
scarceresources.

Production possibilities are the alternative combinations of final goods and services that could
beproduced in a given time period with all available resources and technology.

According to the law of increasing opportunity costs we must give up everincreasing quantities
ofother goods and services in order to get more of a particular good.

Economic growth is an increase in output; an expansion of production possibilities.

Over time the quantity of resources available for production has also increased. Each year our
population grows a bit, thereby enlarging the number of potential workers. Our stock of capital
equipment has increased even faster. In addition the quality of our labor and capital resources has
improved, as a result of more education (labor) and better machinery (capital).

Market mechanism is the use of market prices and sales to signal desired outputs (or resource
allocations).

Thus the essential feature of the market mechanism is the price signal. If you want something
and have sufficient income, you buy it. If enough people do the same thing, the total sales of that
product will rise, and perhaps its price will as well. Producers, seeing sales and prices rise, will be
inclined to increase production.

Exercise 1. Give the English equivalents:

3TiJHO 3 3aKOHOM 3pOCTaHHS ONTHMAJIbHUX BUTpPAT, BAXIJIMBA OCOOJIMBICTH PHUHKOBOTO
MeXaH13My, KUTbKICTh HAsIBHUX PECypCiB 0OMEKEHa, BIAMOBIISITUCS Bl MOXJIMBOCT1, OyTH 3MYIIIEHUM
poOuTH BUOip, BUIYCKAaTH KiHLIEBUI TOBAp, 3310BOJBHATH Oa’kaHHS, POMOIUIATH PECYpPCH.

Exercise 2. Complete an appropriate word-combination: available recourses, inputs, final goods,
market prices, production, output.
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1. Factors of production are the ...Iand, labor and capital we use to produce final goods and
services(...).

2. Unfortunately the quantity of ... is limited.

3. Production possibilities are the alternative combinations of ... and services.

4. Over time the quantity of resources available for ...has also increased.

5. Market mechanism is the use of ... and sales to signal desired outputs.

Exercise 3. Translate the following sentences:

1. ExoHOMiYHa HayKa BUBYA€ BUPOOHHUIITBO Ta CIIOKUBAHHSL.

2. YuHHUKMA BUPOOHMLTBA — L€ 3€MJIs, TPYJIOBI peCcypcH, OCHOBHMI Karital (00gaHaHHs
TaOymiBIIi), SKHUMHA MU KOPUCTYEMOCS ISl BAPOOHHUIITBA TOBAPIB 1 MOCTYT.

3. Mu He MOXEMO BUTOTOBIISTH BCE, IO MU OaKa€EMO, 1 B KUTBKOCTSX, SIKI HAM MOTPIOHI,
OCKUJTBKH PECYPCH 3aBXKI1 0OMEKEHI.

4. OOMeXeHICTh pecypciB CTaBUTh HAC Tepel BUOOPOM.

5. ExkoHOMiuHa Hayka 3aliMa€ThCsl MUTAHHSIMHU PO3MIIIEHHS PECYPCiB, SKUX HE Mae B
JOCTaTHIMKIIBKOCTI, Ta THM, SIK iX Kpallle BUKOPUCTOBYBATH.

6. Ham moBoauMTHCS BIIMOBISATHCS BiJ BHUIYCKY TEBHOTO BHUJy TOBapy, 100 3a0e3meunTu
BUITYCK 1HIIOTO.

7. TonoBHMM y pPUHKOBOMY MEXaHI3Mi € YMHHHK I[iH, KW BIUIMBA€E Ha PO3MIUPEHHS a00
CKOPOYEHHSI BUPOOHMIITBA.

8. SIKmmo ToBapOBUPOOHHUKH OAYMTHUMYTh, 110 MTPOJIaXK MIEBHOTO BULy TOBApY 1 IIIHU HA HHOTO
3pOCTal0Th, BOHU 301IBIIYBATUMYTh BUITYCK I[LOTO TOBApy.

Exercise 4. Answer the following sentences:

1. What is «the economy»?

2. Why are we compelled to choose among goods?3 How is economics often defined?

4. What do we call the law according to which we must give up everincreasingquantities of
other goods and services in order to get more of a particular good?

5. What are the essentials of the market mechanism?

Exercise 5. Read and translate the following dialog:

A. : People worry about love, the weather, and the economy. But not necessarily in that
order. Accordingto public-opinion polls, the economy is always one of our foremost concerns.
B. : Yes, people worry about such questions as:

- what forces shape the economy;

- what determines how many jobs will be available;

- how much income people will receive;

- what goods will be produced;

- how much pollution will be created.

A. : And I was always wondering what, if anything, we can do to improve the

economy'sperformance?

B. :1see. And when asked what the country's most important problem was, three out of four
Americanspointed to the drug problem. However four out of ten cited economic concerns, including
unemployment, government spending, budget deficits and inflation.

A. : But for many people, of course, concern for the economy goes no furtherthan the price of
tuition or the fear of losing a job.

B. : I can't agree with you, because many others, however, are becoming increasingly aware
that theirjob prospects and the prices they pay are somehow related to national trends in prices,
unemployment, and economic growth.

A. :So you think that most of us now recognize the importance of major economic events.

B. : Yes, and that is why so many people worry about such abstractions as unemployment
rates,inflation, economic growth, trade deficits, and budget deficits.



A: But despite the widespread concern for the economy, few people really understand how
itworks. And you can hardly blame them.

B.: Certainly. The significance of billion dollar changes in output is easily lost

on people who are trying to figure out how to pay this month's rent or next semester's tuition.

Unit 2. Economic Stability

Active Vocabulary

circumstance to have oOcraBrHa

serious drawbacks revenue MaTH Cepio3HiI HETOMIKU
fiscal policy monetary npudyTOK

policy tax receipts budget ¢diHaHCOBA MONITHKA
deficit money supply IpOILIOBA MOJIITHKA

TPOIIOB]1 HAAXOMKCHHS BIJIOTIOIATKYBaHHS
nedinuT O0KETY TPOIIOBI HAJIXOKEHHS

Ever since the days of the Great Depression, the federal government has sought to stabilize
theeconomy.

To achieve these goals the government relies upon two sets of —tools” or strategies: fiscal
policy andmonetary policy.

Fiscal Policy. Fiscal Policy is applied by changing the level of tax receipts relative to federal
spending. It is the responsibility of the President and Congress because they control taxing and
spending.

When taxes are reduced, individuals and business firms will have more money available to

spend for the things they want. As business and consumers spending begins to increase, the
economy will enter the expansion phase. If taxes are increased consumers and business would have
less spend.

This would create a contracting in the total demand for goods that should reduce infatuation.
Fiscal Policy has its Critics: many economists feel that when properly applied, fiscal policies can
provide effective tools with which to fight recession and inflation. Others, however, believe fiscal
policy solutions have several serious drawbacks.

When government reduces taxes to fight a recession, it often creates a budget deficit. That is
its revenues will be less than its expenditures, and government's debts will increase. When taxes are
reduced, the government can still spend because it can borrow or print money.

If the government chooses to borrow from the public to offset a tax reduction, the money it
borrowscannot be spent by the lenders.

The federal government can also finance its debts by printing money.

Unfortunately, such increases in the money supply tend to fuel inflation by pushing up prices.
For that reason a number of economists are opposed to this strategy. Fiscal policies must be timed
sothat they are applied at the right moment.

Monetary Policy. Monetary policy refers to regulation the supply of money as a way of
stabilizingthe economy.

There is a direct relationship between the amount of money in circulation and the level of
business activity. When the money supply is increased, consumer spending and business spending
tend to increase with it. it follows that in time of contraction and recession, an increase in the money
supplywill help to bring about economy recovery. When the opposite situation prevails and the
booming economy is pushing up prices in an inflationary spiral, a reduction in the money supply
will serve to reduce demand and lower prices.

Exercise 1. Give the English equivalents:
IiBHMIIYBATH MMOAATKU, 3MEHIIYBAaTH MOAATKH, CTa01/1i3yBaTH €KOHOMIKY, KOHTPOJIIOBATH
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MOJAATKA Ta BHUTPATH, 3aCTOCOBYBATHUCS B TOTPIOHMIA MOMEHT, 3MIHIOBATH PIBEHb TPOIIOBHX
HAJXO/KEHBb 332 PaXxyHOK MOJATKIB, BUIYCKATH T'POIIi, MOMUT HA TOBAapH, Ae(IIUT OIOKETY, Craja
BUPOOHUIITBA.

Exercise 2. Write an appropriate word-combination:

reduced, fiscal policies, inflation, federal spending, timed, budget deficit, money, drawbacks,
circulation.

1. Fiscal policy is applied by changing the level of tax receipts ... .

2. When taxes are individuals and business firms will have more money available to spend
forthe things they want.

3. When properly applied . can provide effective tools with which to fight recession and

4. Fiscal policy solutions have several serious . .

5. When government reduces taxes to fight a recession, it often creates a . .

6. The federal government can also finance its debts by printing . .

7. Fiscal policies must be . so that they are applied at the right moment.

8. There is a direct relationship between the amount of money in . and the level of business
activity.

Exercise 3. Translate into English:

1. ExoHoMicTH mIyKaroTh NUISIXH cTalimizamii ekoHomiku. 2. [[is Toro mo® JocsIrtu MeTu
crabinizanii eKOHOMIKH, YPsI 3BEPTAETHCS IO ABOX CTPATETiN: (PiCKaIbHOI Ta TPOIIOBOI MOJIITHKY.

3. Komu mogaTku 3MEeHITYBaTUMYThCS, (ipMHU Ta TPUBATHI 0COOM MAaTUMYTh y PO3IOPSIIKEHHI
Oinmpiie rpomeii, mo0 BUTpavyaTu iX HA pedi, AKI BOHM X0uyThb npundaru. 4. Jleski eKoOHOMiCTH
CTBEPKYIOTh, 110 (DiHAHCOBA TOJIITUKA Ma€ KUIbKa cepio3HUX HeAoMikiB. 5. Komu ypsa 3MeHIrye
MOJIaTKH, BiH MOXe CTBOPUTH Aedimut Oromxery. 6. [edinuTt OromkeTy oO3HauYae, MO MPUOYTKH
OylyTh MEHIIMMU 32 BUTPATH, 1 3a00pTrOBaHICTh ypsay 3pocTe. 7. YpsI MOXKe MOKpUBATH Ae(IIUT
O10/KeTy, poOJISTUM MO3UKHU a00 BUITyCKaTH HOBI rpoii. 8. [Ipukpo, 1110 301IbIIeHHs TPOIIOBOI MacH €
MoImTOBXOM st iH(IAi. 9. IcHye mpsMuii 3B'SI30K MiXK HasBHOIO B OO0ITY KUIBKICTIO TPOIIEH Ta
piBHEM BUPOOHHIITBA.

Exercise 4. Answer the following sentences:

1. What strategies does government rely on promote maximum employment, production and
purchasing?

2. What is fiscal policy?

3. How is fiscal policy applied?

4. In what ways could the recession be reserved?

5. What will happen when business and consumer spending begins to increase?

6. Can fiscal tools be used to slow the economy?

7. What serious drawbacks have fiscal policy solutions?

8. What is monetary policy?

Exercise 5. Read and translate the following dialog:

A. : Can you tell me what times we are living through? As I know when people speak of
prosperity anddepression, they think of things like business cycles.

B. : Yes! The business cycle is the pattern of periodic ups and down of business
activity.A.:

And how does the government try to stabilize the ups and down of the economy?B.:

In its efforts to stabilize the economy and achieve its goals the government relies on the fiscal
andmonetary policy.

A. Do you know anything about fiscal policies?

B. : Certainly, I do. Fiscal policies seek to adjust total demand through the appropriate
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use of thegovernment's powers to tax and to spend. Fiscal policy is in the hands of the President and
Congress.

A. Then monetary policies must be quite different.B.:

Not exactly. Monetary policies seek to achieve similar goals by regulation the money supply.
Monetary policies are determined by the Board of Governors of the Federal Reserve System.A.:

And how do fiscal policies influence the events in times of recession?

B. In times of recession fiscal policies would call some combination of tax reductions and
increases ingovernment spending.

A. And what about monetary policies?

B. : Monetary policies in those times would seek to increase the money supply through
strategies such as the increased purchasing of government securities by the Open Market Committee, a
lowering ofdiscount rate, and a reduction in the reserve ratio

A. And what happen in its times of inflation?

B. In times of inflation both fiscal and monetary policies would follow an opposite course.

A. Oh! I came to know very much about some things I've never heard. Thanks a lot.

B. : You're welcome.

Exercise 6. Create communicative situations:

l. Although economists know a great deal about how to stabilize the economy, our
system still goes through periods of expansion and contraction. Describe some of the problems facing
decision makers who are trying to use fiscal and monetary policies to keep the economy growing

steadily.

2. As the economy moves from —recession” to —expansion”, what is likely to happen to
wages,investment, employment, profits?

3. During which phase of the cycle (—recession or —expansion”) is production

increasing? Why?

Unit 3. Inflation

Active Vocabulary inflation 1H}IsIs gedursiis

deflation relative price BiJTHOCHA I[iHa HOMiHAJTBHUI
nominal price real income JIOXOJ1 peaTbHUN JTOXi]T TPOIIOBa
money illusion Consumer UIIO31s1 IHAEKC CIIOKUBUMX I[1H
Price Index inflation rate TeMIt 1HGIAIIT CTaOTBHICTD IIH
price stability demand-pull 1HQIIALIA CIPUYMHEHA TOTTUTOM
inflation cost-push inflation 1H}IIAIIS CpUYUHEHA BapTICTIO

Most people associate inflation with price increases on specific goods and services. The
economy is not necessarily experiencing an inflation, however, every time the price goes up. We must
be careful to distinguish the phenomenon of inflation from price increases for specific goods.
Inflationis an increase in the average level of prices, not a change in any specific price.

We first determine the average price of all output — the average price level — then look for
changes in that average. A rise in the average price is referred to as inflation.

The average price level may fall as well as rise. A decline in average prices — a deflation —
occurs when price decreases on some goods and services outweigh price increases on all others.
Relative price is the price of one good in comparison with the price of other goods.
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Because inflation and deflation are measured in terms of average price levels, it is possible for
individual prices to rise or fall continuously without changing the average price level. Nominal income
is the amount of money you receive in a particular time period; it is measured in current dollars. Real
income, by contrast, is the purchasing power of that money, as measured by the quantity of goods and
services your dollars will buy. If the number of dollars you receive every year is always the same, your
nominal income doesn't change — but your real income will rise or fall with price changes.

There are two basic points about inflation to be learned:

Not all prices rise at the same rate during an inflation. Typically, some prices rise very rapidly,
others only modestly, and still others not at all.

Not everyone suffers equally from inflation. Those people who consume the goods and services
thatare rising faster in price bear a greater burden of inflation; their real incomes fall more. Other
consumers bear a lesser burden, or even none at all, depending on how fast the prices rise for the goods
they enjoy.

Money illusion is the use of nominal dollars rather than real dollars to gauge changes in one's
income or wealth.

The most common measure of inflation is the Consumer Price Index (CPI). As its name
suggests, the CPI is a mechanism for measuring changes in the average price of consumer goods and
services.Inflation Rate is the annual rate of increase in the average price level.

Price stability is the absence of significant changes in the average price level; officially defined
as arate of inflation of less than 3 percent. Our goal of «full» employment is defined as the lowest rate
of unemployment consistent with stable prices.

The most familiar form of inflation is called demand-pull inflation. Demand-pull inflation is an
increase in the price level initiated by excessive aggregate demand. The name suggests that demandis
pulling the price level. If the demand for goods and services rises faster than production, there simply
won't be enough goods and services to go around.

Cost-push inflation is an increase in the price level initiated by an increase in the cost of
production. In 1979, for example, the Organization of Petroleum Exporting Countries (OPEC) sharply
increasedthe price of oil. For domestic producers, this action meant a significant increase in the cost of
producing goods and services. Accordingly, domestic producers could no longer afford to sell goodsat
prevailing prices. They had to raise prices. The result was a cost-push inflation.

Exercise 1. Give the English equivalents:

MIJBUINCHHS I[iH, CEPEIHI pIBEHb IIiH, OTPUMATH BEIUKUN TPUOYTOK, CTaOlIbHI IIiHH,
nepedyBaTH a IPUTHIYEHOMY HACTpOi, BIAPI3HATU sABUIIE 1HGIIAMIT BiJl MiABUIICHHS IIiH Ha OKpeMi
TOBapH, MaTUCEHC, KyITyBaTH peUl Ha IPOJIaXx, TeMN 1HIAIIT, BAPOOHHUIITBO /1€ Ha CIIa.

Exercise 2. Write an appropriate word-combination:

average level of prices, nominal income, prices increase, relative price, income, a deflation,
real income;

1. Most people associate inflation with ... on goods and services.

2. Inflation is an increase in the ., not a change in any specific price.

3. A decline in average prices .occurs when price decreases on some goods and services
outweighprice increases on all others.

4. .is the price of one good in comparison with the price of other goods.

5. . is the amount of money you receive in a particular time period; it is measured in
currentdollars.
6. ., by contrast, is the purchasing power of that money as measured by the quantity of goods

andservices your dollars will buy.
7.  Money illusion is the use of nominal dollars rather than real dollars to gauge changes in
one's .or wealth.
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Exercise 3.Translate the following sentences:

1. SBume indmsmii TpeGa BiApi3HATH BiJl MiIBUIICHHS IiH HA OKPEMi TOBapH.

2. BnpoaoBxx 0CTaHHBOTO MicAIsl 1HGIIAIIS HA CIIOKUBY1 TOBapH 3pOcia Ha 5 BIJICOTKIB.

3. BigHocHa miHa — 1€ I[iHa OJJHOT'0 TOBApy B MOPIBHSHHI 3 I[IHOIO 1HIINX TOBAPIB.

4. Iadnsauis HaifyacTime Mae Micle B KpaiHax 13 HeCTaOlTbHOIO €KOHOMIKOTO.

5. HowminanbHuiA JOX0J — II€ KUIBKICTh TPOIIEH, K1 B OTPUMAETE 3a TICBHUH MEPIOI.

6. Bin mocnimkye mpobdseMu iHIAIIT y i KpaiHi BXKE MPOTATOM JIBOX POKIB.

7. He Bci miHM MiABUILYIOTHCS OJHAKOBO IMiJ] Yac iHQUIALIL: 1esKi 3pOCTar0Th Ay)Ke IBUIKO,

1HIII1 —TIOMIPHO, a JIESK1 30BCIM HE 3MIHIOIOThCSI.
8. Temn iH}IALIT — 1€ IMOPIYHUNA CEPEIHINA TEMIT MiABUILICHHS PIBHS LIiH.

Exercise 4. Answer the following questions:
What is the inflation?
What is the deflation?
What is referred to as inflation?
What do we call the price of one good in comparison with the price of other goods?
What is the influence of price changes on your nominal and real income?
What are the two basic lessons about inflation?
What phenomenon do economists call money illusion?
What phenomenon do we observe when speculative profits become too easy?
. What is the most common measure of inflation?
10. How can we calculate the inflation rate?
11. What do we call the absence of significant changes in the average price level?
12. What do we observe when the demand for goods and services increases faster than
production?

V0N U AW

Exercise 5. Read and translate the following dialog:

T.: Haven't seen you for a long time. What are you busy with?

D.: I am making preparations for my exam in economics. By the way I know you are competent
in questions concerning inflation. Will you help me to distinguish the phenomenon of inflation from
price increases for specificgoods.

T.: With pleasure. The first thing you should take into account is that inflationis an increase in
the average level of prices, not a change in any specific price.

D.: And what about deflation? Have you any idea about it?

T.: Well, deflation occurs when price decreases on some goods and services outweigh price
increases on all others.

D.: Thank you, Tom, there is one more point to be cleared up. What is thedifference between
nominal income and real income?

T.: Nominal income is the amount of money you receive in a particular time period, and real
income, by contrast, is the purchasing power of that moneyas measured by the quantity of goods and
services your dollars will buy.

D.: I see you are really a specialist in problems connected with inflation.

T.: Thank you for the compliment, but I'd like to draw your attention to the factthat there are two
basic lessons about inflation to be learned: not all prices rise at the same rate during an inflation and
not everyone suffers equally from inflation.

T.: What do you mean by that?

D.: Typically some prices rise very rapidly, others only modestly and still others not at all. Those
people who consume the goods and services that are rising faster in price bear a greater burden of
inflation; other consumers bear a lessen burden, or even none at all, depending on how fast the prices
rise for the goods they enjoy.

T.: And do you know anything about the measure of inflation?

T.: Well, the most common measure of inflation is the Consumer Price Index. As its name
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suggests the CPI is a mechanism for measuring changes in theaverage price of consumer goods and
services.
D.: I'm very much obliged to you for your exhaustive explanation. I think with you help I'll

pass my exam in a good way. Thanks a lot.
T.: Not at all. Good luck!
D.: Why don't we go to the cafe and have a snack together?

Unit 4. National-income accounting

Active Vocabulary

national-income accounting 00JIIK HaI[lOHATFHOTO goxogygross national product
(GNP) BaJIOBUH HalllOHAJILHUN

npoaykt (BHIT) 5 ‘ 5

GNP per capita BaJIOBUH HALlIOHAJIBHUN IIPOAYKT Y PO3PAXyHKY HaIylly
HaCEJICHHS

intermediate goods nominal MPOMIKHHUHI TIPOYKT

GNP HOMIHAJILHUW BaJOBUN HAI[IOHATLHUHN MPOIYKT

real GNP peanbHu BaOBUI

HaI[lOHAJILHUN TIPOAYKT

production possibilities MO’KJIMBOCTI BUPOOHHUIITBA

depreciation amopTH3aLis

net national product (NNP) YUCTHH HalliOHATLHUHTPO/YKT

gross investment BaJIOB1 KallTAJIOBKIIaACHHS

net investment YHUCT1 IHBECTHUILI11

exports imports €KCIIOPTOBaH1 TOBapu

IMITOPTOBaH1 TOBapH

National-income accounting is the measurement of aggregate economic activity, particularly
national income and its components. The measurement of aggregate economic activity by national-
income accounting serves two basic functions. First, it enables us to identify economic problems.

The second function of national-income accounting is to provide an objective basis for
evaluatingpolicy.

National-income accounts help us not only to measure the economy but also to understand how
itfunctions.

Gross national product (GNP) is the total market value of all final goods and services produced
in agiven time period.

GNP per capita is total population: average GNP, GNP per capita relates the total value of
annual output to the number of people who share that output; it refers to the average GHP per

person.

Even when we focus on domestic market activity we encounter problems in calculating GNP.
A very basic problem arises from the fact the production of output typically involves a series of
distinct stages. Consider the production of bread, for example. For bread to reach the supermarket, the
farmer must grow some wheat, the miller must convert it to flour, and the baker must make bread with
it.

We must focus on the value of final goods and services and exclude intermediate goods from
ourcalculation.

Intermediate goods are goods or services purchased for use as input in the production of final
goodsor services.

Nominal GNP is the value of final output produced in a given period, measured in the prices of
thatperiod (current prices).

To distinguish increases in the quantity of goods and services from increases in their prices, we
must construct a measure of GNP that takes into account price level changes. We do so by
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distinguishing between real GNP and nominal GNP. Nominal GNP is the value of final output
measured in that year's prices, whereas calculating real GNP, we value goods and services at constant
prices.

Inflation is an increase in the average level of prices of goods and services.

Production possibilities are the alternative combinations of final goods and services that could
beproduced in a given time period with all available resources and technology.

Depreciation is the consumption of capital in the production process; the wearing out of plant
and equipment. This calculation leaves us with yet another measure of output; net national product
(NNP). This is the amount of output we could consume without reducing our stock of capital.

The distinction between GNP and NNP is thus mirrored in a distinction between gross
investment and net investment. Gross investment is positive as long as some new plants and
equipment are being produced. But our stock of capital — our total collection of plant and equipment
— will not grow unless gross investment exceeds depreciation. That is, the flow of new capital must
exceed depreciation, or our stock of capital will decline. Whenever gross investment exceeds
depreciation,net investment is positive.

Exports are goods and services sold to foreign buyers.

Imports are goods and services purchased from foreign countries.

Exercise 1. Give the English equivalents:

OOJIIK HAaliOHAJTBHOTO JOXOAY, YHUCTHH HAllOHAJIBHUNA MPOAYKT, BAJIOBUI HALIOHAJIBHHUNA
MPOYKT,0paTH 10 YBaru 3MiHM B PiBHI I[1H, IEPEKPYyIyBaTH PO3YMIHHS, MOKJIIMBOCTI BUPOOHHUIITBA,
BUMIpIOBaTH B IiHAaX, J0JaHa BapTICTh, BUPOOHUITBO T'OTOBHX TOBapiB Ta IOCIYI, BaJOBUI
HAaIliOHAJBHUI MTPOAYKT, Y PO3PaXyHKY Ha JAYIIy HACEICHHS.

Exercise 2. Write an appropriate word-combination:
GNP per capita, nominal GNP, national-income accounting, intermediate goods, inflation,
depreciation, imports, encounter problem.
1. is the measurement of aggregate economic activity, particularly national income and its
components.
is total population: average GNP.
When we focus on domestic market activity we in calculating GNP.
are goods or services purchased for use as input in the production of final goods or services.
is the value of final output produced in a given period, measured in the prices of that period.
is an increase in the average level of prices of goods and services.
is the consumption of capital in the production process.
are goods and services purchased from foreign countries.

e R

Exercise 3. Translate the following sentences:

1. OOmik HaIIOHAJTBHOTO JOXOMY JIONOMAara€e HaM HE TIJIbKH OIlIHUTH E€KOHOMIKY, a #
3pO3YMITH, IKBOHA (PYHKIIOHYE.

2. JlomaHa BapTiCTh — I1€ 30UIBIICHHS] PUHKOBOI BapTOCTI MPOIYKIIii, sIK€ BIIOYBAETHCS Ha
KOXHINCTa 11l BUPOOHUYOTO TIPOIIECY.

3. SIk 3MiHM I[iH BIUTMBATUMYTh IILOTO POKY Ha BaJIOBU HaIlIOHAJTLHUN TTPOTYKT?

4. Jna toro mo0O OOYUCIUTH peTbHUN BAJOBUI HallOHAIBHUM MPOIYKT, HEOOXiIHO
OI[IHUTUTOBAPH Ta MOCITYTH 32 MOCTIHHUMU IIIHAMH.

5. Jns Toro moO MiATpUMATH Halll BHUPOOHHWYI MOXKJIMBOCTI, MU TIOBUHHI TNOBEPHYTH
KaIliTaJI, KU MH BUTPa4aeMO.

6. Iopa3y, koI BaJIOBI KalliTAJIOBKJIAACHHS MEPEBUILYIOTh aMOPTHU3AIiI0, YACTI 1HBECTHIII]
€TIO3UTUBHUMH.

7. BupoOHMYI MOXKIUBOCTI 3aJIeXkKaTh BiJ KUIBKOCTI 3eMJIi, Ipalli, KamiTaay Ta HallluX 3HaHb,
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SKBUKOPUCTATH HOBY TE€XHOJIOTIIO.
8. KinmpkicTh IMIOOPTHUX TOBapiB Ha YKPaiHCBKOMY PHHKY BIPOJOBX KUIBKOX OCTaHHIX
POKiB3poca.

Exercise 4. Answer the following questions:

1. What are the two basic functions of national-income accounting?
How can we determine last year's GNP?

What is GNP per capita used for?

What is the easiest way to calculate GNP?

What is the difference between nominal GNP and real GNP?

6. What is inflation?

7 What do our production possibilities depend on?

8. Where is the distinction between GNP and NNP mirrored?

9. What represents net exports?

el

Exercise 5. Read and translate the following dialogue:
S.: As a future economist you ought to know certain things about gross nationalproduct.
B.: That's what I want. I hope to make my career in economics.S.: What do you know about

GNP?

B.: GNP is the total market value of all final goods and services produced in a given time
period.

S.: It is something. But you should distinguish between nominal GNP and real GNP.

B.: What do you mean by that?

S.: Nominal GNP is the value of final output produced in a given period, measured in the
prices of that period, whereas real GNP is the value ofoutput measured in constant prices.

B.: Although prices serve as a convenient measure of market value, they can also distort our
perceptions of real output.

S.: You are right. Imagine what would happen to our calculations of GNP if allprices were to
double from one year to the next. Suppose, for example, thatthe price of oranges rose from 20 cents
to 40 cents, the price of bicycles to 100 dollars and the price of airplanes to 2 million dollars each.

B.: How would such price changes affect this year's GNP?

S.: Obviously, the price increases would double the value of final output. Measured GNP
would rise from 1.400 million dollars to 2.800 million dollars. Such a rise in GNP does not reflect
an increase in the quantity of goods and services available to us. We are still producing the same
quantities only the prices of those goods have changed.

B.: Now I understand, changes in GNP brought about by changes in the pricelevel can give us
a distorted view of economic reality.

S.: Surely we would not want to assert that our standard of living had improved just because
price increases raised measured GNP from 1.400 million dollars to 2.800 million dollars.

B.: Thank you very much for your help. It's very useful information. S.: Not at all. See you
later.

Unit 5. Negotiating

Active Vocabulary

Reach/end win-win situation JOCATTH BUTpalIHoi cutyauii ansa o6ox CTopiHproprietors
MPIOPUTET

rapport B3aCMHHH

parameters XapaKTepHUCTHKA

common ground CIiJIbHA TOYKA 30py

overall

3arajJIbHUN
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A successful negotiating is when two persons (or teams) reach agreement on something which
they are both happy with. There shouldn't be a winner and loser. The negotiating should end winwin
situation. To be a good negotiator takes a lot of skills and preparation. You need to:

be well prepared;

have a strategy - a plan of what you are going to do say and say; have a clear idea of your
objectives;

be sure what your proprietors are - what is the most important to you.listen carefully to other
people - what they say, and how they say.

be willing to compromise on your objectives;be patient.

Exercise 1. Give the English for:

JOCSATTH B3a€EMHOI 3rOAM Ui 000X CTOpiH, B3a€EMHUHH, CTpaTeris, MaTH YiTKy Liidb, OyTH
TOTOBHM,CITUTBHA TOYKA 30pY, OyTH 100pE MiArOTOBIECHUM, OYTH TEPIUISTIHM.

Exercise 2. Match words from list A with words from list B that have a similar meaning:

AB
general
plan
rapport relationship
end win-win situation overall factor
common ground strategy to reach mutual interest
parameters common point of view Exercise 3. Describe the
negotiating according to this scheme below:
Planning

to be well-preparedObjectives

to take a long term view

to have a range of objectives

to want to achieve a win-win outcomeRapport

to establish a good rapportParameters

to identify areas of conflict / common groundListening to listen wellAttitude

to be constructive not destructive to show respect, tact and sensitivityto try to avoid conflict
Approach

to stay cool-headed

to stick to a minimum number of argumentsFlexibility

to consider alternatives

to make creative suggestionsto be willing to compromise Language to use language effectively;
to be fluent, articulate and persuasive.

Overall

competent, effective, skilful successfulOther comments

Exercise 4. Answer the following questions:

What is the main object of negotiating?

What are the main elements of negotiating?

Is it necessary to be well prepared and why?

What makes a good negotiator?

What mistakes is it necessary to avoid?

Have you ever been involved in formal or informal business negotiations?

S e
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Preparing a presentation
Here are some 'rules' for preparing a presentation:
decide what you want to say to your audience;
choose the right equipment to help make your talk interesting;find out who you are talking to;
practice your presentation in advance;
make sure your presentation has a clear structure;find out about the room you are talking in.

It's important to know your audience. How many people are there? Where are they from? What
dothey want to learn? How much do they already know?

The place is important too. If possible, visit it before your presentation. Where will the
audiencesit? Where will you stand? Where will you put your equipment?

Make sure your objectives are clear. This will help you to prepare material that is interesting and
informative. Remember, you want your audience to learn something they don't know. You also
wantthem to enjoy your presentation.

A well-organized presentation is easier to understand. Give it a beginning, a middle and an end.
Make separate points and number them. This structure will help your audience to follow what youare
saying.

There are many different kinds of AV (audiovisual) aids. You can use a simple flip chart or
show slides on an overhead projector. There is also computer software, like Microsoft Powerpoin,
which can make your presentation look professional. Choose AV aids that are appropriate for your
audience. And make sure you know how they work.

Make notes of the most important points. Make sure you speak to your audience they have never
read before. Practice giving your talk loud and check how much time it takes. Ask a friend to listenand
give you feedback.

Giving a presentation

Exercise 1. In order to carry out successful presentation you should:introduce the main points
one by one;

welcome the audience; introduce the first point;

tell the audience the subject of the presentation.

Exercise 2. Read this short introduction to a presentation. Check the answers to Ex.1.
«Good morning, everyone. it's nice to see so many of you here today.

The subject of my presentation today is our marketing plan for the next three years. Basically,
there are main points I want to talk about, if you look at the first slide, you can see them listed there.
First, I' m going to tell you about our new product range aimed at the teenage market. Secondly, I'll
talk about each of the products and our plans for marketing them. And , finally I'd like to talk briefly
about the competition. OK, let's start with the point, our new product range...»

Exercise 3. Use the useful vocabulary:

Thank you for listening.

Let's move on to .

Are there any questions?This slide shows.

So, in conclusion.As you can see . My next point is .
If you look at the next slide.

Exercise 4. Look at ways of ending a presentation. Which ones do you think are good ways of
ending? Which are not good? Why?

1. Ask the audience if they have any questions.
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Stop talking, say goodbye and leave.

Write the list of the main points of your talk on the boar/flip chart.

Thank the audience for coming.

5. Ifpossible, tell the audience where you will be for the next few minutes so that

individuals cancome and speak to you.
6. Give a very brief summary of what you said and how you feel achieved your objectives.
7. Give the handouts to the audience with the main points of your talk on them.
8. Ask the audience if they have any questions on your talk.

il

Exercise 5. Prepare a short introduction for your presentation refer to Ex. 2 and follow these
steps:plan what you are going to say;
practice your presentation with friend;ask your friend to give you feedback.

Unit 6. Business across cultures

Active Vocabulary ‘

do's and don'ts MpaBuia NOBEAIHKU

spell out p03mn(prByBaTH, TMMOSAACHIOBATHU TOYHO
superior HaYaJbHUK, CTAPIINU

bow KJIQHATUCH

patience TEPILIAYICTh

gift MOJAapyHOK

acceptable NPUHHATHAN

embarrassment 30€HTEKEHHSI, PO3TYOJICHICTh

tip 4ailoBi, HEBEJIMKa TPOIIOBA BUHATOPO/Ia
bill paxyHOK, (3a MOCIIyTH, TOBap, TOILO)
custom 3BUYAM

cause offence to smbd. o6pa3utu (ckpuBautn) korocbbe offended 6yTn obpaxkennm

Before going business abroad it is important to understand the social and business culture of a
country in which you are going to visit. The following are just a few of do's and don'ts for business
people visiting a foreign country:

in the USA, it is polite to look people in the eye, to offer your hand, and to smile;

in France people shake hands much more than Americans or most Europeans; if you fail to
shakehands, you may be considered rude;

in Japan and Korea bowing, rather than shaking hands, is usual behavior;in Turkey, your coat
should be buttoned when you are with superiors; never discuss business over dinner in France;

don't pass documents with the left hand in Saudi Arabia; don't expect written contracts in the
most Moslem countries;

don't expect the contract with South Korean businessman to spell out all the details. Written
contracts are typically documents that change as conditions do;

in Japan it's very important to get everyone's opinion. Patience is a prime factor in their culture.
They also avoid saying «no» directly. Offer gifts in Japan. The Japanese enjoy giving and
receivingbeautifully presented gifts.

do not bring liquor to an Arab house. For many Arabs, alcohol is forbidden by religious law;

in China expensive presents are not acceptable and cause great embarrassment. Give a
collectivegift from your company to theirs.

in British restaurant's tip is included in the bill. In some Mediterranean countries, such as
Greeceand Spain, the customer is expected to pay a little extra for satisfactory service;

don't criticize royalty in great Britain;

in Arabian countries don't admire an object openly. The owner may feel obligated to give it to

you;thus, if you are aware of the customs of the country you are visiting, you will not cause offence
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or be offended.

Exercise 1. Give the English for:

00roBOpIOBATH JIIJIOBI MUTAHHS; IepelaBaTH JOKYMEHT; MMCbMOBUI KOHTPAKT; MOSICHIOBATH
BCI JIeTal; 3BUYaifHa MOBEIIHKA; TePIUISIYICTh; MPOMOHYBATH MOIaPYHOK;

30€HTEKEHHSI; YallOBl; PaXyHOK 3a IMOCIYTH; 00pa3uTH KOroch; OyTH 00paXeHUM; 3BUYA
KpaiHH;IpaBHiIa MOBETIHKH.

Exercise 2. Match words from list A with words from list B that have a similar meaning:A B

custom gift gratuity

operate spell out costly

rude behavior evade

avoid expensive impolite conduct explain in detail act
tip extra habit additional present

Exercise 3. Answer the following questions:

1.  What should you know before going business abroad?

2. In which country is it not recommended to discuss business over dinner?
3. In what countries will you never make written contracts?

4.  Where do they change written contracts as conditions do?

5. What is considered polite in the USA?

6. What behavior is usual in Japan and Korea?

7. You shouldn't bring liquor to an Arab house. Why?

8. What gifts are not acceptable in China?

9. Is the custom of giving tips still common in many countries?
10. Where should you give tip and how much?

Unit 7. Organizational Structure

Active Vocabulary

Board of Directors MpaBIIiHHSA, pajia AUPEKTOPIB

to be in charge of KepyBaTH

Chairman of the Board roJIoBa MpaBIiHHS

the Manager Director reHEepaIbHUI TUPEKTOP

Finance Department (biHaHCOBHI TUPEKTOP

Sales Department BiZ11T 30yTY

Marketing Department BIJIJTITT MAPKETHUHTY

Production Department BUPOOHUYMIA BiLIT

Research and Development (R&D) Biaain HaykoBUX JocaiakeHb Ta po3pobokPersonnel
department BIJ/ILT Ka/IpiB

make decision npuiiMaTy pilieHHs

top executive KEPIBHHUK BHILOTO PAHTY

senior manager KEPIBHUK BHUIIIOTO PAHTY

The structure of organizations varies greatly according to the nature of the business. There are
several factors which influence this structure:
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the number of employees and location;the economic sector;
the type of market in which they operate;the type of customer;
the degree of management control required;the complexity of the business activities.

The company is run by a Board of Directors; each Director is in charge of department. However,
the Chairman of the Board is in overall control and may not be the head of any one department. The
Manager Director (sometimes called the Chief Executive, or President) is the Head of the
company,who has overall responsibility for the running of the business.

Most companies have Finance, Sales, Marketing, Production, Research and Development
(R&D) and Personal 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
personal in each department report to the Manager.

People at the head of an organization are often called top executives or senior managers.

Exercise 1. Give the English for:

CTPYKTypa oprasizarlii, Cry’K00BeIlb, EKOHOMIYHHI CEKTOP, KITIEHT, YIPaBIIHCHKHI KOHTPOJIb,
KepyBaTH KOMIIAHI€I0, paja JAMPEKTOPiB, TOJOBa MpPaBIiHHs], KEPIBHUK KOMIIaHii, Bifaiia 30yTy,
BUPOOHWYMI BIJUIUI, BIIIIT KaapiB, CTpaTeriyHe IUJIaHYyBaHHS, NMPUAMATH PIIICHHS, TEPCOHA,
MiIOPSAIKOBYBATHCS MEHEKEPY, CTpaTeriuHe TUIaHyBaHHS.

Exercise 2. Match words from list A with words from list B thathave a similar meaning:

A vary customer B chief decide
be in charge of staff division
Head make a manager change
decision client be in
department control of
personnel

director

Exercise 3. Match the words and phrases with the correct definition from the list below:
director, president, Board of directors, employee, personnel, customer, location, senior,
managing director;

1. the place where something is located;

2. aperson who works another person, business or government;

3. aperson who buys something from a shop, pays for a service or orders something from a
company;

4. a group of directors who are responsible for running a company and usually have legal
responsibilities to it;

5. acompany director who is responsible for the day-to-day running of a company;

6. the chief officer of a company who is responsible for deciding and carrying out company
policy;

7. aperson in charge of a department;

8. the people employed by an organization; the staff;

9. people at the head of an organization.

Exercise 4. Write an appropriate word or phrase in the following sentences: reports, personnel
department, personnel, made, day-to-day, the head, in charge of, the Board ofdirectors, customers, an
employee;



21

1. sheis ... of this company;

2. our company treats its ... well with fast service and good products;
3. .is discussing the annual pay rise;

4. she is . of the new project;

5. sheis . of the finance committee;

6. my partner takes care of the . operations of the company;

7. he . a quick decision to buy the TV;

8. training courses are provided for all company. ;

9. she. directly to the company's pres1dent

10. new staff should report to the .

Exercise 5. Study the following organizational chart which shows the different positions the
different positions in a company and write the name of position below:

Chairman of the BoardBoard of Directors Director Personnel Department

Director Purchasing Department

Manager DomesticSales

Manager International SalesPersonnel Assistant Purchasing Clerk

Assistant Manager Western RegionAssistant Manager Eastern Region Assistant Manager
Pacific Region Assistant

ManagerEurope

1. He is charge of the company. Everyone reports to him. He makes all final decisions. He is
the

2. All of the sales personnel in Europe report to him. The Manager of International Sales
supervises him. He is the.

3. Her supervisor is responsible foe all purchases made by the company. She completes the
forms for him to sign. She is the

4. She helps all new employees with their forms for health insurance, pay checks and so on.
She is

5. The Directors of Personnel and Purchasing departments report to him, and he reports to
theManager Director, He is the

Exercise 6. Fill in the gaps by choosing from the words below:

1. The employees responsible for carrying out general office duties are .

a) clerks; b) accounts; ¢) financers;

2. ' The employees who sell a company's products are the

a) sales representatives; b) athletes; ¢) managing directors;

3. The employees who are responsible for seeing that the finished goods are well made are
the .

a) packers; b) quality controllers; ¢) economists.

4. The workers who process data, under the control of managers and supervisors, are
thecomputers

a) hackers; b) operates c) receptionists.

5. The person who greets a visitor and tells him or her how to get to the right office is the

a) manager; b) president; ¢) receptionist.

6. The clerical workers who use typewriters or word processors and who produce letters and
otherdocuments, are

a) secretaries; b) edltors c) teachers.

7. The employees who check a company's financial affairs are the

a) statisticians; b) accountants; c) customers.

8. The person appointed by the board of directors to be responsible for the management



thatruns a business an a day-to- day basis is the a) operator; b) managing director; c) seller.

Exercise 7. Answer the following questions:

What factor can influence on the structure of organizations?

Who is the company run by?

What is the Board of Directors responsible for?

Who is the head of the company? What is he\she responsible for?
Who supervises the Managing Director?

What departments do most companies have?

What is the Director responsible for?

Who reports to the Director?

Who elects the Board of Directors?
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Exercise 8. What is the difference between:
Chairman of the Board - Managing DirectorBoard of Directors - Personnel department

Unit 8. Employment

Active Vocabulary

employment be

self-employed work

freelance business people

flexible employer

fixed-term contract

part-time worker

administration staff

appraisal welfare pension

ensure available meet the

needs team job rotation job

job security recruitment

jobseeker application form

fill in resume covering

letter curriculum vitae 3alHATICTH, POOOTA 332 HATMOM TIPAIFOBATH CAMOCTIMHO

(CV) MPALIOBATH HE 32 HAMOM, Oy TUBUIBHUM Xy IOKHUKOM
ITIJTIOBI JIFOINA
THYYKHI HaiimMay, poOoToJaBelb CTPOKOBHI KOHTPAKT
pOOITHUK, KU 3aHHATUIMHETIOBHUIN pOOOUYNH J€HB
BIJIIUT KaJIpiB HaOip KajpiB colliaibHe 3a0e3meueHHs
TIeHCIs 3a0e31euyBaTH, TapaHTyBaTH HasBHHM,
JTOCTYITHUI 33I0BOJIBHATH TOTPEON KOMaH/a, rpymna
3MiHa pOOIT TrapaHTist poOOTH TparleBIaIITyBaHHI
TOMHA, 10 1mrykae po6oTypost mocana aHkeTa, 3asBa
3aITOBHIOBATH
pe3roMe CymnpoBITHUI TUCT aBToOiorpadis

Work plays a major part in most people's lives. Many people choose to be self-employed (to

havetheir own business) or to work freelance for several employers.

As labor market becomes more flexible, many employers respond by increasing the number

offixed-term contracts and part-time workers.
In large organizations, administration of people is done human resources or HR. Human

Resources department of a company is responsible for planning, recruitment of new people, staff

22
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training and development, staff appraisal, welfare, pensions administration and industrial relations. It
works to ensure that the right people are available to meet the company's needs.

Some companies move their works regularly between teams or departments. This is called job
rotation. Job security is for to job will last for a long time.

Personnel departments are usually involved in finding new staff and recruitment them.
Recruitment is the process of employing new people. When a company needs to recruit or employ new
staff, it may advertise the vacancy in newspaper, or may contact an employment agency, a private
company that matches jobseeker with jobs.

If you are jobseeker and you are interested in a particular post, and decide to apply for the job.
Thefirst step is to get an application form and a job description from the company. The next step is to
fill in the form and give the resume (AmE) curriculum vitae (CV), which is a summary of your work
history, education and skills. You should also send covering letter supporting your CV. By doing this
you have become an applicant. The company's Human Recourses department will select the most
suitable applicants and invite to attend an interview.

Exercise 1. Give the English:

3alHATICTh, pOOOTa 3 HAaMOM, TPAIIOBATH CAMOCTIHHO, MpaIfoBaTH HE 3a HaWMOM, OyTH
BUTBHUM XYJO0KHHKOM, JLUIOBI JIFOJM, THYYKHW, HaiiMad, poOOTOAAaBelb, CTPOKOBUU KOHTPAKT,
POOITHHK, SIKUW 3alHATANA HETIOBHUN poOOYMIl J€HB, YIPABIIHHS, IIEPCOHAI, BLAAUT KaapiB, HAOIp
KaJlpiB, COIliaJIbHE 3a0e3MEUYEeHHs], JOMOMOra COI[IAIbHOTO 3a0e3MEeYeHHS, IICHCIs, TapaHTyBaTH,
JOCTYITHHM, 3aI0BOJIBHSATH MOTpeOr, KOMaH/a, 3MiHa poOiT, TapaHTisl poOOTH, TpalreBIallTyBaHHS,
JOIHA, 110 [TyKae poOoTy, Mocaaa, 3asBa, aHKeTa, BT KaapiB, aBTobiorpadis.

Exercise 2. Match word from list A with word B that have similar meaning

A B

available to be charge of
rich personnel department
famous terminal contract
human recourse department candidate

be responsible for complete

staff position
fixed-term contract renowned

post wealthy

fill in obtainable
applicant personnel

Exercise 3. Match the word with the correct definition below:
self-employed, pension, human recourses, unemployed, fixed-term, employer, staff appraisal,
employment, vacancy, employees, recruitment, team, covering letter, applicant, golden hello;
1. aperson or company that provides job;
the people who work in an organization;
having paid job;
without a job;
a large sum of money or some other financial enticement;
an assessment of the quality of the employee's work;
an agreement to employ someone for a limited period only;
two or more people working together;
9. a person who asks for a job, usually by answering an advertisement and attending an
interview;
10. the process of interviewing and choosing people to do a job;
11. personnel, employees;
12. aregular payment made to a person who has retired form a job;

S A
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13. someone who works for her/himself and is not employed by a company;
14. aletter sent with a document or goods explaining the contents;
15. apost to be filled by a new employee.

Exercise 4. Answer the following questions:

1. What department is administration of people done?
2. What is the Human Resources department of a company responsible for?
3. When a person works freelance, does he work for himself?
4. What should a jobseeker do if he or her is interested in a particular post?
5. What should you do when you want to get hunt a job or change for another one?
6. What other document should be sent together with a curriculum vitae?
7.  What is the process of applying job in Ukraine?
Unit 9. Interviewing
Active Vocabulary

interviewee interviewer
reference accept the job
turn down the job offer

oco0a, sika Ja€e THTEPB'T0
1HTEpB't0ep
pEKOMEHIaITist

appoint sign
employment contract
working conditions
salary in advance
research implement
relocate training course
strengths weakness

MPUHAMATH TTPOTIO3UIII0 TPOPOOOTY
BIIXWJISITH TIPOTIO3HIIIO TPOPOOOTY
MPU3HAYNTH, 3aTBEPIXKYBATH
M IMACYyBaTH
TPYIOBHUI KOHTPAKT
YMOBH TIparti
3apo0iTHA TUIaTHS
3a3majeriap
BHUBYATH, JTOCIIHKYBaTH
BHUKOHYBATH, 3/11iCHIOBaTH
NEPEeMIIIaTUCH, IEPECENIATUCS
KypC HaBYaHHS
CHJIbHI CTOPOHH
HEJOJIK

An interview is a formal meeting between a candidate and people from the company. In this

situation, the candidate is the interviewee and the representatives of the company are the interviewers.
After an interview, the interviewers will follow up the references of promising
candidates. To do this they ask for letter about the candidate from a previous employer (or a tutor, in
the case of recent graduate). Once this process has been completed, the interviewers need to select
the best candidate for the job and offer him or her the post. The candidate will then accept, or turndown
the job offer.

When then person has officially appointed, an employment contract is signed, agreeing the
workingconditions and salary.

If you are in interviewee you should do the following in advance:research the organization; read

the job description carefully;

think about the questions you may be asked, and plan your responses; be ready to talk about your
career, both past and future;

be prepared to explain why you think you are suitable for the job. Below are some questions that
are frequently asked in job interviews:What do you want to join this company?

What do you think you can bring to this job?

What changes would you implement if you got the job?

How would you feel about relocating to another city (working in a very small team? training
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courses)?
Could you tell some responsibilities in your last job (about your experience of dealing,

difficultclients, about your long terms goals)?
What would you say about your strengths/weaknesses?What do you see yourself doing in 5

years?
How do you see yourself developing personally?

Exercise 1. Give the English for:

odimiiitHa 3ycTpidy, ocoba, sKka Ja€ IHTEPB'IO, MNPEJACTAaBHUKK KOMIMAHIi, peKoMeHAaIlli,
MEpCIeKTUBHUN  KaHAuAaT, BimiOpat  Kpamux  KaHOUAATiB, 3alpollOHYBaTH  IOCAAy,
MPUAHATH/BIAXWIATH TIPOIIO3UIIIIO PO pOOOTY, MiAMKCATH TPYAOBHI KOHTPAKT, Y3rOUTH3APOOITHY
IUTATHIO Ta YMOBH TIpaili, Kap'epa, TOCBIJ CIUIKYBaHHS 3 CKIAIHUM KIIIEHTOM, JOBTOCTPOKOBI IIiJIi,
poboToaaBelrb.

Exercise 2. Match words from list A with words B that have similar meaning:A B

formal turn down appoint duty

conditions salary put into action move to a new place term
carefully response attentively payment terms designate reject
relocate implement official

responsibility

Exercise 3. Match the words the correct definition from the list below: interviewer, a promising
candidate, employment contract, interviewee, job interview, salary, reference;

1) ameeting at which a person applying for a job, is asked questions about his/her work,
experience, interests to see if he/she suitable;

2) aperson who is interviewed, for a job;

3) aperson who carries out an interview;

4) a written report on a job applicant's character or ability to do the job;

5) a legal agreement made between an employer and an employee, giving details of salary,
hours ofwork, holidays, etc.

6) aregular fixed payment for work or services;

7) aperson offering to take up am post or job.

Exercise 4. Put the necessary word into the sentence:
strengths, reference, the contract of employment, salary, interviewer, appointed (2), turn down,
accepted, interview.
The ... will last for about 40 minutes.
Have you ... the job offer?
Why did you . the job offer in that prosperous firm?
In her early twenties, she was . head of Public Relations.
The . asked him some awkward questions.
The starting . is $ 20 000 per year.
. The Personal Manager went through . with each new employee to make sure that it was
fullyunderstood before signing.
8. My former boss said that I could use himas a . .
9. She was . to the post sales director.

R
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10. Finance is not one of her ... .

Exercise 5. Answer the following questions:

What is a job interview?

Who interviews the candidates?

What will the interviewers follow up after the interview?

What document is signed when the person has been officially appointed?
What does an employment contract involve?

SNk W=

Unit 10. Motivation at the work

Active Vocabulary 3 METOIO
with a purpose BUHAroOpoJia, KOMIIEHCAIliS TOJAATKOBI MBI KOMIIEHCAITIS
remuneration fringe 3a BIAPSADKCHHS MEIWYHA CTpPaxoBKa OIIIOH Ha aKiii
benefits travel allowance (Tmiyera, SIKy iHOJI OTPUMYFOTH MTPAIliBHUKA
medical insurance share
options KOMITaHii.

Bona Haae iM mpaBo KyImyBaTH akilii KOMITaHi1 31 3HM)KKOIO 110 BiJHOIICHHIO 0 PUHKOBOT II1HH )

fee TOHOpap
golden hello 30JI0Te MPHUBITaHHS, BEJIMKA CyMa IpolIei uM iHma Gpopma 3a0X0UCHHS
golden good bye BeJIMKa KOMIIEHCAIlIfHA CyMa TI0CaIoBiid 0co01, 110 1/1€ y BIJCTaBKY,

200 3BIIBHIETHCH

With a purpose make the staff best to perform the work the leadership usually motivates its
personnel. There are most important of them such as high pay, bonuses, remuneration, fringe benefits
which involves medical insurance, company car, pension, training, travel allowance, promotion, gym,
share options, and etc. Share options give the employee the chance to buy sharesin the company at an
advantageous price.

Salary is seen as one of the most important forces in motivating the workforce.

Remuneration is a general team meaning «payment for work». In some jobs in sales for
example, the employee receives a commissions, which is a percentage of the amount he or she has
sold. A fee is money paid for the professional services of people such as lawyer or consults.

Benefits add to the value job. Apart from salary, an executive's compensation package can
include bonuses and fringe benefits. Fringe benefits are extras received by an employee in addition to
wagesor salaries.

There is also a compensation package for an executive leaving a company. It is also known as
agolden goodbye, golden handshake.

Exercise 1. Give the English for:

mpemisi, TOHOpap, MOJATKOBI IMIBIH, OMI[IOHH, KOMIICHCAIli 32 BIIPS/DKEHHS, 3a0X0YCHHS,
BUHAropoja, 3 METOI0, KpiM, KOMITEHCAIIisl 0C001, sTKa 3BITLHIETHCS.

Exercise 2. Match word from list A with words from the list B that have similar meaning:

A B
receive payment
motivate obtain
salary stimulate

compensation stock
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price.

share
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remuneration

Exercise 3. Math the words with the correct definitions from the list below:

share option, fee, remuneration, consultant, golden goodbye, fringe benefits, commission,
salary;
1) extra services which employee can use;

2) payment for services given;

3) apayment made someone for providing a service or goods. The amount is usually a

4) money or goods received in addition to a salary;
5) an amount paid for a professional service or advice;
6) arights offered to employers, to buy shares in the company where they work at a cheap

7) acompensation package for an executive leaving a company;
8) aperson who provides advice for pay.

Exercise 4. Answer the following questions:

Nk W=

Active Vocabulary

expose
source communication
factor structural factor
personal factor

iHdopmarrii

turnover rate reward
systems self-esteem
confronting bargaining
enforcement of team rules

AKICHT Ha YOMYCb

focused on
leads to
interaction
involvement
transition

Why do companies motivate its employees?

What fringe benefits do you know?

What fringe benefits have (has) you (or your friend relatives) got?
Do you believe that motivation does really stimulate the staff?
What is the golden hello?

What is the golden goodbye?

What are the bonuses usually paid for?

Unit 11. Problems at the work

PO3KPUTH
JDKEpeIio, MpuInHa

KOMYHIKaQTUBHHM (PaKTop

KOHCTPYKTHUBHUH (paKTOp

ocobuctuii pakrop insufficient sharing of information
HEJOCTaTHE MOMIUPEHHS

IHTEHCHUBHICTh KPYTOBOPOTY CHCTEMH
HAaropoJi CaMOOLIIHKa IPOTUCTOSTHHS
MIEPErOoBOPH, TOMOBIICHICTBIIPO SKYCh YTOIY
norpumManHs npasuit KOMaHgude-emphasis

pobutu

KOHIICHTPYBaTUCh
HpI/IBeCTI/I 0 940rocChb
B3aeEMOIiA

y‘IaCTB, BTATHCHHA

Tepexija 10 940roch, PO3BUTOK

Conflict arises from differences. When individuals come together in work teams their
differences interms of power, values and attitudes, and social factors all contribute to the creation of
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conflict. It is often difficult to expose the sources of conflict. Conflict can arise from numerous sources
within a team setting and generally falls into three categories: communication factors, structural
factors and personal factors. Barriers to communication are among the most important factors and can
be a major source of misunderstanding. Communication barriers include poor listening skills;
insufficient sharing of information; Structural disagreements include the size of the organization,
turnover rate, levels of participation, reward systems, and levels of interdependence among
employees. Personal factors include things such as an individual's self-esteem, their personal
goals,values and needs. Conflict can lead to new ideas and approaches to organizational processes,
and increased interest in dealing with problems.

Handling Negative Conflict

1. Direct Approach: This may be the best approach of all. It concentrates on the leader
confronting the issue. Though conflict is uncomfortable to deal with, it is best to look at issues
objectively andto face them as they are.

2. Bargaining: This is an excellent technique when both parties have ideas on a solution yet
cannot find common ground. Often a third party, such as a team leader, is needed to help find the
compromise. Compromise involves give and take on both sides, however, and usually ends up with
both walking away equally dissatisfied.

3. Enforcement of Team Rules: Avoid using this method if possible, it can bring about hard
feelings toward the leader and the team. This technique is only used when it is obvious that a member
does not want to be a team player and refuses to work with the rest.

4. De-emphasis: This is a form of bargaining where the emphasis is on the areas of agreement.
When parties realize that there are areas where they are in agreement, they can often begin to movein
a new direction.

Many people will occasionally encounter situations at work that can be difficult to resolve.
Some ofthis situations might include:

problem with your supervisor; problems with your co-worker; feeling that you are being
harassed;

learning that you have disabling condition; feeling like you are not being treated fairly; wanting

to learn how to improve your workplace interactions.

Often we try to solve the problem on our own. When we have success, we feel good about being
able to manage our own problems effectively. Sometimes, however, even with our best efforts, weare
not successful. At these time, you may want to contact to the leadership.

Useful advice

Evaluate yourself for how well you listened at the end of any nversation. Effectively
managingconflict allows teams to stay focused on their goals.

Constructive conflict management leads to a broader understanding of the problem, healthy
expression of different ideas or alternatives, and creates excitement from the positive interaction and
involvement which will help the team through periods of transition and on to greater levels of
performance.

Exercise 1. Give for the English:

PO3KPUTH, KOMYHIKaTHBHUH (aKTOp, JKEpesno, KOHCTPYKTHBHHUU (DakTOp, HEIOCTATHS
nomupeHHst  iHpopMarii, ocoOuctuii ¢GakTop, IHTEHCHBHICTH KPYTrOBOPOTY, IPOTHUCTOSHHS,
JOTPUMaHHS MTPABUIKOMAH/IH, B3a€EMO/Iis, IPUBECTH JI0 YOTOCh, 30CEPEKYBATHCh.
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Exercise 2. Match words from list A with words from list B that have a similar meaning:A B

expose distributing
barriers concentrate
sharing raise a question
bargaining cooperation
enforcement difficulties
emphasis transfer from
focus on stress
interaction maintenance
transition arrangement

Exercise 3. Answer the following questions:

1. What do conflicts arise from?
2. What conflict factors do you know?
3. Give description of communication, structural and personal factors.
4. What are the ways to handle with conflicts and which of it (them) is best of all to your
mind?
5. What kind of problem do you know and its resolving?
6. Can problems fall into conflict? At what situations?
7. Have conflicts got any advantages to your mind?
8. Propose your own strategy resolving conflicts and problems.
Unit 12. The main characteristics of the true leader
JaBaTH HE 3aMHUCITIOIOYHUCH
Active Vocabulary TBEPIICTh
hand out rigidity CIPUIHSATTS, OCMHUCIICHHS
perception sit back po3cnabuTHCh, OalIMKyBaTH

PO3BAXKATUCEH, FTAPHO MIPOBOIUTHU YAC
amuse coherence keep  mocmiIOBHICTb, JIOTIUHICTB
up JOTPUMYBATHCh HAJIEKHUM YHHOM

1. In large organizations, leaders should spend no more than four hours a day in their
offices. Therest of the time, they should be out with their people, talking to lower-level employees and
gettingtheir feedback on problem areas. They should be making short speeches and handing out
awards.

2. The best leaders are those whose minds are never closed and who are eager to deal with
new issues. Leaders should not change their minds too frequently after a major decision has been
made, but if they never reconsider, they are beginning to show a degree of rigidity and inflexibility that
creates problems for the organization.

3. Executives must take a disciplined approach to their schedules, their post, their
telephone calls, their travel schedules and their meetings. Staying busy and working long hours are not
necessarily ameasurement of leadership effectiveness.

4. Leaders may run efficient organizations, but they do not really serve the long-term
interests of theinstitution unless they plan, set goals and provide strategic perception.

5. The leader must be willing to pass on skills, to share insights and experiences, and to
work veryclosely with people to help them mature and be creative.

6. Leaders should let people know that life is not so important that you can't sit back
occasionallyand be amused by what is happening. Laughter can be a great reliever of tension.
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7. Reliability is something that leaders must have in order to provide stability and strength
to organizations. Leaders must be willing to be flexible but consistency and coherence are
importantelements of large organizations.

8. Leaders must not only understand the major elements of their businesses but must also
keep upwith any changes.
9. Leaders should be able to look at themselves objectively and analyze where they have

mademistakes and where they have disappointed people.
Exercise 1. Give for the English:
TBEPAICTh, CIPUNAHATTS, BiMIOYMBATH, MOCIHIIOBHICTh, YIIPABISTH, 1aBaTH HE 3aAyMYyIOYHCh,

XOTITH,PO3BAYKATUCH, TOTPUMYBATHUCh, TTOJIETTIIYBAaTH.

Exercise 2. Match words from list A with words from list B that have similar meaning: A B hand

out relax

rigidity want

sit back consistency

coherence give without hesitation
run stick to

perception entertainment keep up hardness
to be eager realization

amuse rule

Exercise 3. Do you agree or disagree with the statements below?
1) aleader should be a good teacher and communicator;

2) aleader must manage time and use it effectively;

3) aleader must have technical competence;

4) aleader must provide vision;

5) aleader must be visible and approachable;

6) a leader should be introspective;

7) aleader should be dependable;

8) aleader should be open-minded;

9) aleader should have a sense of humour.

Exercise 4. Answer the following questions, work in pairs:

1. How do you see a real leader and what qualities should he/she have?

2. Do you agree with advice in the text? Which of them are acceptable for you?

3. Do you consider yourself a leader? What necessary qualities do you have in your
personality for being a leader?

4. What characteristics are the most important for the leader to your mind?

Unit 13. Business trip

Active Vocabulary

departure Bin'3q
airline JTaK
carrier MepEeBI3ZHUK
check-in peecTpartis
due time pO3KIIaj

reserved a seat 3a0pOHIOBATH MicCIIe

outgoing passengers BiJ'DK/DKAIOUH MTaCaKUPH
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exit visa BHi3HA (BIIKpUTA) Bi3a

custom control TaMOXKHSI 0OMEKeH1

restricted articles liable TOBapH CIUTaYyBaTH

to custom duties book JeP>KMUTO 3aMOBUTH

reception desk fill in peecTpamiitHui BiUTiT
3aIlIOBHATHU

The day before your journey, study again the data in your ticket: airport of the departure, the
airline you are going to fly by (your carrier), flight number, departure check-in time (the time by which
passengers should be at the airline check-in desk to be accepted for the flight), the departure time for
the aircratft.

If you fail your arrive at the check-in due time, you will be not be accepted for transportation on
theflight for which you have reserved a seat.

The outgoing passengers may leave the country only if they have an exit visa and a foreign
passport. At every international airport there is a custom control. A passenger may carry duty free
articles provided they are personal use. Restricted articles may be imported, but in this case they liable
the customs duty.

When you arrive abroad the first thing you will think about is where to stay. Almost always
people stay at hotels. It is necessary to book a room in advance. Otherwise, you may arrive at the hotel
be told that there are no rooms available. On arrival at the hotel go to the reception desk and confirm
your reservation. The clerk has to give you a registration form to fill in and sign. At large hotels you
may ask for any service over the telephone. You tell the operator if you wish to be called at certain
time, you call room service when you want to have a meal or drinks being sent up to your room, or
maid service if you need something (a suit or dress) cleaned or pressed. Let the hotel management
know the day and the time of your departure in advance.

Exercise 1. Give the English for:
Bin'i37, JiTaK, peecTpaltis, po3Kiaj, 3a0pOHIOBATH MICIIe, BHI3HA Bi3a, TAMOXKHS, CIUIAYyBaTH
JEPKMUTO, 3aMOBUTH, 3aIIOBHIOBATH.

Exercise 2. Answer the following questions:
Why is it necessary to prepare to the flight?
What condition can the out-going passengers leave the country on?
What do you call part of airport you walk through when you are arrive or depart?
What do you call the people who look after you on the plane?
What do you call the place where you collect your luggage after your land?
What should you do in the check-in?

7.  What is the most interesting and most boring part of flying (from check-in to the time you
leavethe airport at your destination)?

8.  Why is it necessary to book a room at a hotel in advance?

9. What should you do on arrival at the hotel?

10. What services can you ask for at large hotels?

A
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MODULE 2

Unit 14. Marketing

Active vocabulary

involve MICTUTH B c001, MaTu Ha yBa3i
demand appropriate TMIOTIUT, TOTpeda

achieve objective BIJIMTOBIHUM, M1IX0KHIMA

marketing strategy take  mocsraTd, yCHIIIHO BUKOHYBAaTH

into consideration METa, 3aBJIaHHS

marketing mix CTpaTerisi MapKETHHTY

promotion support OpaTu 110 yBaru

reliability charge (bopMya MapKETUHTY, KOMIUIEKCMapKETUHTY

distribution package CHPUSHHA y MPoJIaxy (ToBapy)
MiTPUMKa, JOTIOMOTa
HAIIHAHICTH

IpU3HAYATH, BUMAraTy Iu1aTy po3Ioi,
PO3MOBCIOPKEHHS;PO3MIIIIEHHS TaKyBaTH

Marketing involves analyzing and understanding customer demand in order to enable the
companyto provide the most appropriate products and services.

A company's approach to achieving its marketing objectives is called marketing strategy.

The various factors a company must take into consideration when developing its marketing
objectives are referred to as marketing mix. The marketing mix is often summarized as the so- called
four P's: product, price, place, promotion: what to sell, to whom, to where and with what
support.

Product can be defined as goods or service that you are marketing and includes its design,
qualityand reliability.

Price refers to how much money a company charges for its product. The marketing view of
pricinginvolves considering the value of a product, the value of sales required.

Place refers to distribution, that is, how and where the product is made available to customers.

Promotion means presenting the product to the customer. Promotion involves considering the packing
and presentation of the product, its image, the product name, advertising.

Exercise 1. Give the English for:

KYIBEIHHUHN TOMHT, TOCSITaTH METH, CTPATET1sl MApKETUHTY, OpaTH 10 yBaru pizHi pakTopH,
(dbopMyIia MapKETHHTY, MIATPUMKA, IKICTh Ta HAAIMHICTD, 00CAT MPOAAXKY, COPUSIHHS Y TIPOAAXKY
(ToBapy), MaKyBaHHs TOBapy, pekjama.

Exercise 2. Match words from the list A with words from the list B that have a similar

meaning:A B cost
involve supply
appropriate empower
achieve assistance
objective aim reach
support suitable
enable include
provide

price
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Exercise 3. Match the words with the correct definitions from the list below: value, charge,
appropriate, price, demand, marketing, distribution, objective, promotion;
the desire of consumers to obtain goods and services;
an aim or target;
advertising or other activity intended to increase;
the movement of goods to places where they can be sold;
5. the actions of identifying, satisfying and increasing the buyer's demand for company's
products.
6. the amount of money for which something can be bought or sold;
7. to put a price on; to ask for payment from;
8. correct, suitable;
9. the worth of something in terms of the money or goods for which it can beexchanged.

L=

Exercise 4. Write an appropriate word or phrase in the following sentences:
strategy, audit, marketing environment, value, appropriate, charges, price, distribution,
promotion, objective, demand, marketing.
.. for reliable cars has increased.
Our main ... is to reduce prices.
Television advertising is an expensive but effective method of . .
The company's main activities are manufacturing, marketing and . .
She works in . .
We can't afford buying the computer at that . .
The bank . 1% for charging traveller's cheques.
This company is very successful, so she has made the . choice in joining it.
The . of this home has doubled since we bought it.
10 The company has increased sales because of a favourable .
11. The organization has decided to follow the recommendatlons of the most recent
marketing. .
12. Next meeting of the Board of Directors will discuss our new marketing .

XN B W=

Unit 15. Marketing and its orientation

Active Vocabulary

producer BUPOOHUK

consumer CTHOXHBAY

distribution CHPUSIHHS Y TIPOAAXKY (3aBASKUPEKIIaMi)
transporting TPaHCHIOPTYBAHHS

storing YTpPUMaHHS

user KOPUCTYBa4

product planning pO3poOKa HOBUX MPOAYKTIB
storage 30epiraHHs

pricing KaJIbKYJIALIS 1H

traffic TOPT1iBIS

marketing research BHUBUEHHS PUHKA 30yTy
trend TEHJICHII151, HAlPaBJICHHS
predict CIIPOTHO3YBaTU

influence on BIIMHYTU

Marketing includes all the business activities connected with the movement of goods and
services from producers to consumers. Sometimes it is called distribution. On the one hand, marketing
1s made up of such activities as transporting, storing and selling goods and, on the other
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hand, a seriesof decisions you make during the process of moving goods from the producer to user.
Marketing operations include product planning, buying, storage, pricing, promotion, selling, credit,
traffic andmarket research.

The ability to recognize future trends is very important. Producers must know why, where, for
what purpose the consumers to buy. Market research helps the producer to predict what the people
willwant. And through the advertising attempts to influence on the customer to buy.

Exercise 1. Give the English for:
30epiraHHs, CIIOXHMBa4, BUPOOHUK, 30epiraHHs, yTpUMaHHs, po3poOKa HOBUX MPOAYKTIB,

BIUTMHYTH, BUBUECHHS PUHKA 30YTY, KaIbKYJIAIis, I[1H, TOPTIiBJIs, CIPOTHO3yBaTH.

Exercise 2. Match words from the list A with words from the list B that have a similar

meaning:
A B
influence on branch
predict keeping
promote trade
trend affect
product planning manufacturer
storing advance
traffic foresee
consumer product strategy
producer buyer

Exercise 3. Choose the necessary word and put it in the sentence:

predict, influence on, promote, marketing, trends, distribution, market research, product
planning, consumer;

1. One of the aims of market research is to indicate new ... among the people.

2. Advertising must ... the consumer and make him buy the goods produced.

3. Often marketing is called . .

4. In order to sell a new product, a producer has to consider how to . it.

5. The goods of this company are not sold very well, they must think about . .

6. Sometimes it is difficult to . through advertising.

7. If you want to produce something new, you should start with . .

8. A producer wants to . the new trends and then tries to influence them.

9. .includes product development and pricing among the things.

Exercise 4. Answer the following questions:

1. What does marketing mean?

2. What activities do marketing consist of?

3. What do marketing operations include?

4. Why is it important for the producer to predict the trends?

Exercise 5. Translate into English:

1. MapkeTtuHr BKIIto4ae B ce0e Jii, 1110 1moB'si3aHi 31 30yTOM TOBapiB BiJl BUPOOHUKA 10
CIOXMBAYa.

2. MapkeTuHr BKJItoyae B ce0e TpaHCIIOPTYBaHHs, 30epiranHs, pexiaMy, KaabKyJIsIiio IiH,
IPOJAXK.

3. JocniKeHHsl pUHKa J0TIOMarae ClipOrHo3yBaTH 3arajibHi HallpaBJICHHs MTOTUTY.

4. Pexylama Ma€ BEJIMKHN BIIJIUB Ha CIIOXKMBAya.

5. Mu He MOXeMO BCTaHOBUTH HU3BKY ILIIHY Ha IIei ToBap.

6. Mu noBUHHI PO3pPOOUTH HOBUH TIaH 30yTy HOBUX TOBAPIB.



35

7. 30yT 11bOTO TOBApY AYKE pearye Ha 3MIiHY IliH.

Unit 16. Advertising

Active vocabulary

advertising pEeKJIaMHa CIIpaBa; peKyiama

target customer HUTLOBUI CIIOXKHBAY

account 3arajibHa Ha3Ba KOHTPAKTY MIX KJIIEHTOM, SIKUH TUIATUTh 32
3nicHeHHS TTpodeciitHol mocayru

advertising campaign pCKIIAMHA KOMITaHIs

allocate po3mimary (kamirain),

budget OrokeT, (hiHaHcoBHH Komropucadvertisement (advert, ad)

brochure Oporrypa

advertising media 3ac00M MacoBOi peKJIaMH

flyer JTUCTIBKA

display MOKa3, IEMOHCTpallis, BUCTaBKa

display (advertising) LIIocTpaTHBHA (peKiama)

poster JIMCTIBKA HEBEIMKA TOHEHbKA

boarding (BrE)/billboard adia, makaT, OroJOMEHHS UIHUT, TOIIKA I HAKJICIOBAHHS

OTOJIOIIEHB, agilll, TTaKaTIB TOIIO

vehicle TpaHCIopT

point of sale MICIIE 31MICHEHHS IPOJIAKY

trade fair TOPrOBUN IPMapOK

word-of-mouth yCHa peKi1ama

corporate advertising peKiiama ipmu

brand image IMIJK TOProBOi MapKu

publlc relations expert (PR) CKCHepT 3 IINTAHb OpFaHISaHII

publicity nyOIiYHICTb, peKiiamMma

Advertising is one of the main methods of promotion. Its aim is to increase sales by making a
product or services known to a consumer and to persuade the consumer to buy it.

Advertising is often designed and managed by advertising agencies. Large companies usually
useadvertising agencies to promote their products and the company's image to the target customers.
The account is the contract between the client company and the agency to develop an advertising
camping. The client allocates a budget, an amount of money and the target. The agency and the client
usually discuss the brief, which is a statement of the client's objectives, as well as the information the
company wishes to reach to the consumers.

After that the agency is ready to start work. An advertising campaign consists of a series of
advertisements (adverts, or ad's) which are run in various media.

The most common types of advertising media include: broadcasting TV, cinema, radio), press
newspaper, magazines), printed material (brochures, leaflets, catalogues, flyers), electronic (Internet),
display, posters, boardings/billboards, vehicles, point of sale, others (trade fairs, word-of mouth,
packaging)

Corporate advertising is not concerned with increasing sales of a particular product or service.
Itsaim is to present to the public the brand image. Public relations (PR) experts organize activities
which generate positive publicity for companies.

Exercise 1. Give the English for:

TOJIOBHI METOJIM CIIPUSHHA Y IPOAAXKY TOBapy, iHQOpMyBaTH CIOKMBAyYa, peKjiama, peKiIaMHa
areHIlis, [UIbOBUIA CITOKUBAY, pO3POOUTH PEKJIaMHy KaMIIaHit0, TOBIIOMIISTH CIIO’KHMBaya, pO3IovYaTH
po6oTy; 3aco0U PO3MOBCIOKEHHS PEKJIAMH, TOPTOBHUH IpMapoK, yCHA peKiiama,

pexia
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UTIOCTpaTUBHA peKiiaMa, pekiama GpipMu, eKCIIepT 3 MUTaHb OpTaHi3allii rpOMaIChKOi TyMKH,
301TBIIYBATH MPOJIAXK.

Exercise 2. Match words from the list A with words from the list B that have a similar meaning:

A B main promote
amount notify
vehicle budget
start begin
allocate automobile
contract allot
inform sum
advertise principal

Exercise 3. Match the appropriate words or phrases in the following sentences and translate
thesentences:

boarding, brief, media, an advert, advertisement, advertising, an advertisement, advertise,
advertising agencies (2), brand image.

1.

ol

6.

My friend works for one of the biggest .... in Ukraine.

We'll have .. for a new secretary.

The best way to sell your car is to put .. in the local paper.

How easily are you persuaded by .?

We place . about our products in the newspapers every week.

The agency lost a $10 million account when it mistakenly ran . for a new product before it

hadformally been introduced.

7.
8.
9.
10.
11.

The choice of advertising . was limited by the budget.

The client's . stated that the advertising should target the students.
. 1s a large board for displaying posters alongside roads.
Advertising is often designed by . .

Mercedes cars have a quality . .

Exercise 4. Answer the following questions:

e A I Al ol e

0.

What is the advertising? What is its aim?

Who is advertising managed by?

What do large companies use advertising agencies for?

What is an account?

What do we call the statement of the clients objectives?

What does an advertising camping consist of?

What do the most common types of advertising media include?
What steps are required to start an advertising campaign?
What is the aim of corporate advertising?

What do the public relation experts do?

Exercise 5. Match the words and phrase with the correct definitions from the list below:
brief, trade fair, advertising agency, account, point of sale, advertising,
advertisement, catalogue,advertising media, brand image;

el S

the business that deals with making, distributing and selling advertisements;

the firm that plans, producers and places advertising for its clients;

the various forms of communication through which advertising reaches itsaudience;
a book containing details of items for sale;
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5. the place where a customer buys something;

6. an exhibition where companies in a particular industry display their products to potential
buyers;

7. the contract between the client company and the advertising agency to develop an
advertising campaign;

8. a statement of the client's objectives;

9. a notice or massage in a newspaper, or on a poster in a public place, or announcement on
television or on the radio offering or asking for a productor service;

10. the feelings and opinions that a buyer has about a particular named product.

Exercise 6. What do you understand by these terms?
Target customers, account, budget, brief, brand image, public relation expert.

Exercise 7. Sum up what you remember about:

a) product advertising;

b) advertising agencies and an advertising campaign;
c) corporate advertising.

Unit 17. Pricing
Active vocabulary

credit terms KpPEIUTHI YMOBH

cover costs MOKPHUBATH 3aTPaTH

pursue unsound price policies BecTi Hepo3yMHy LiHOBY nojimiiKvsuppiv and demand monur 1
MIPOTIO3UITIS

price competition KOHKYPEHIIisl B IHOYTBOPEHHI

set prices BCTAHOBJIIOBATH I[IHU

All products and all services have prices. The price depends on different things such as credit
terms,deliverv, guarantees, qualitv and other forms of service, which price can produce the biggest
profit during a long period of time. it's hardly possible to determine such a price. The price may be too
high to produce a large volume or too low co cover costs. No other area of marketing operations
hasbeen a subject to bad practice. Manv business pursue unsound price policies for long periods of
time and are not aware about it.

Prices can be determined in different wavs. For example, the prices on meat, cotton and other
agricultural products can be decided in a large central market where forces of supplv and demand
exist. This is pure price competition. The prices on industrial products (iron, steel, etc.) are usuallv
decided bv large companies. As a rule the amount and price of goods sold to the large number of
buvers are controlled bv a few competing sellers. Prices also can be set bv the government, usuallv for
different public services - railroads, electricity, manufactured gas, bus services, etc.

If demand increases, price rise, profits expand and new investment is attracted. But other factors
may be involved as well. Prices are related to each other in different ways. Ultimately, everything is
related by price, since the consumer can buy and must pay for everything out of a particular,
limitedamount of money.

Exercise 1. Put the necessary word in the sentence:

supply and demand, volume of sales, compete, price policies, credit terms, set prices.
It is very difficult ... without sound price policy.

Of course we are interested in producing the .with the lowest unit costs.

The . of this store are very beneficial for a customer.

Their business will fail if they pursue unsound . .

The government usually . for public utility services.

SNk W=
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6. In pure competition the forces of ... operate.

Exercise 2. Answer the following questions:

1. Why is it difficult to determine the right price?

2. Why is the seller interested in the price that produces the highest volume of sales at the
lowest unit cost?

3. Why do many business follow unsound pricing policies?

4. In what way are agricultural prices decided?

5. How are industrial products usually priced?

6. Why does the government usually set the prices for public utility services?

7. Why is it so important to know the levels of supply and demand when dealing with the
pricing?

8.  Why is everything related by price?Exercise 3. Read the dialogue:

Introducing a new line.

Dick is introducing a new line of products and is talking to his friend Tom, a business
consultant,about it.

Dick: It's the first time when I'm in business for myself.

Tom: Don't worry. The store has always been doing well. It has a great location and as far as
your newline of merchandise.

Dick: That's what I wanted to talk to you about. Can you give some ideas how to charge the
price?

Tom: With pleasure. Generally, there are two types of pricing policies. There is emphasis and
price de-emphasis.

Dick: What's the difference?

Tom: The price emphasis policy emphasizes low prices. This encourage sales. But low prices
doesn't give extra services.

Dick: So, a really low prices means no credit, home delivery, repair, installation, and other
services.

Tom: That's what I mean. But many people are interested only in the low price and not in the
extra services.

Dick: Yes, and vice versa. The price which I set determines the number of sales. I must think
thoroughly about it.

Tom: A good example of price emphasis is loss-leader pricing. It means that you choose one
item - let's say an electric razor - at a price just above the cost. The customers will come to your shopto
buy this loss-leader item. But since they are inside they can decide to buy a few other things they need.

Dick: It sounds interesting. What other things can you tell?

Tom: There is also off-even pricing. Let's say you sell a tape-recorder for $99, 95 instead of $
100. thought it is in fact about the same, the low price can produce a favorable psychological effect.

Dick: What are the other ways to attract the customers?

Tom: First of all, remember that you are going to compete with well-known products, so you
should startwith specially low prices. It's important to advertise this. You should use newspapers aids,
maybe a radio spot, maybe do a big window and floor display.

Dick: It makes sense.

Tom: And you can rise the price after your customers try a new brand, get to know it and like it.
Theywill continue to buy it.

Dick: I see. And what is the price de-emphasis you mentioned before.

Tom: It concerns high quality expensive items. Price de-emphasis means that you don't
callattention to the price at all.

Dick: I know, it concerns our fine jewelry department or designer fashions.

Tom: Yes, I see you are going to do well.



39

Dick: Your suggestions seem to be very useful. Don't forget you have a discount on any
shopping you do in my shop.

Active vocabulary

location MICLE3HAXOKEHHS

charge the price BCTaHOBITIOBATH LIHU

price emphasis IPO/IaXk TOBApiB 32 HU3BKOIOLIIHOIO

extra services JOJJATKOBI MTOCTYTH

loss-leader TOBAp, KU MPOJAETHCS 3aHU3BKOIO I[IHOIO

JUTsl TpUBAOJICHHS KITIEHTIB

off-even pricing 1[iHA, sIKa HEe TIOXOAUTH 10 Kpyrioiuudpu

JU1s mpuBabroBaHHs oKy favorable psychological effect 6maronmpuemMumnii mcuxonoriaHmI
edekT

start with especially low prices ~ 1M04YaTH 3 ocobmnBo Hu3bKkux “Hnew brand HOBUH
OpeHn

high quality expensive item BHUCOKOSIKICHUM Joporuii ToBapprice de-emphasis

BHCOKa I[iHa, KA 3aJEKUTH Bif
BHUCOKOSIKICHOTO TOBapy (OpeH/I, IKiCTh 0O0CTyroByBaHHS 1 1H.)

Exercise 4. Give the English for:

JIOJJATKOBI TOCITYTH, MiCLIE€3HAXOPKEHHSI, MPOJIaK TOBAPIB 3a HU3bKOIO IIHOI0, BUCOKOSKICHHUM
JOporuil ToBap, MLiHAa, fKa HE JOXOAWTh A0 Kpyrioi nmudpu A NpUBAOIIOBAHHA MMOKYIIH,
BCTAHOBJIIOBATH I[IHU, KPEAUTHI YMOBH, BECTH HEPO3YMHY IOJITHUKY, IIOMHUT Ta MPOIMO3UILis, TOYaTH3
HU3BKUX I11H, KOHKYPEHIIis B IIHOYTBOPCHHI.

Exercise 5. Answer the following questions:

1. What is your idea of the market price?

2. What type of pricing policy do work with the majority of consumer goods? (price
emphasis, price de-emphasis)

3. What is more preferable for you in pricing: low prices with no extra services or high
prices withhome delivery, repair and other services?

4. Why is it so important to have loss-leader item in a shop?

5. What is the off-even pricing made for?

6. How can pricing policy help to compete with well-known products?

Exercise 6. Translate into English:
[le#t marasuH HaJa€ MOKYMIISM BUT1IHI KPEAUTHI YMOBH.
[TpoxyKT Ma€e HU3BKY LIHY.
L1 pipma Bere HEpO3yMHY LIHOBY TOJITHKY.
[Tepr Hi>k BUITyCKaTH TOBap, HEOOX1THO BUBUUTH ITOIHUT 1 MIPOITO3HIIIIO.
Jlep>xaBa BCTAHOBJIIOE I[iHW Ha IIJTUHN PsIT MPOTYKTIB.
Mara3uH Ma€ 4y10Be MiCIIe PO3MIIIICHHS.
CynepMapkeT Hajae MOKYIIIO 0arato MOJAaTKOBUX MOCTYT: JOCTaBKY TOBapiB, KPEIUT,
YCTAHOBJICHHS 1 T. [I.
8. HoBa mapka 6e3 cyMHIBY IpUBAaOUTh KITIEHTIB.
9. TloumHaiiTe 3 HU3BKOI IIIHU.
10. TIpomak 3a paxyHOK HU3BKOI I[IHU JI€ MPU MPOJIaXKy TOBAPIB HAPOJHOTO CIIOKUBAHHS.

NNk W=

Exercise 7. Set tour imagination free:
You are a journalist and you are to interview the finance consult. What questions would you

ask?
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Unit 18. Successful Marketing

Active Vocabulary

competitors KOHKYPEHTH

target market IbOBUI pUHOK

product awareness 0013HaHICTh MPOIYKTY

market research JOCIIJKeHHS (OTJISA) PUHKY
market share PUHOK B IIUIIOMY (051 pUHKY)
strategy CTpareris

promotion IPOJIaXx

launch BUITYCTUTH HOBHI TOBap

Marketing is finding out about your customers and competitors so that you can provide the right
product at the right price. Think about the people you want to sell to: your target market.
Differentproducts have different target markets, for example, Swatch and Rolex watches. Questions to
ask are:

who are my customers - age, sex, income?what is the size of the market?

is it possible for the market to get bigger?

what about product awareness people know about my company'sproducts?

You find out this information through market research uses interviews to find out about people's
attitudes and questionnaires to find out about their shopping habits. When you know who your
customers are and how big your market is, the next step is to set your objectives. Do you want to
increase sales? To increase market share? Or to make your product different from the competition?
Next, think about your strategy for meeting your objectives. If your objective is to increase
marketshare, you could:

find new customers by making your product more attractive;

take customers from your competitors;

persuade your customers to use more of your product.

How will you make your strategy work? What message do you want to send? There are many
typesof promotion and it's important to choose the right one, e.g.:

advertising on TV, in newspapers, etc.;direct marketing by post;

telesales - selling to customers on the phone; point-of-sale material in shops - free samples or

special offers. Now you are ready to launch your product in the market. Good luck! Exercise 1.

Give the English for:

[ITLOBUN PHUHOK, 3alyCK HOBUX TMPOIYKTIB, KOHKYPEHTH, JOCTIIHKCHHS PHUHKY, CTpaTeris,
JOJISIPUHKY, 0013HaHICTh MPOAYKTY, IEPEMaHIOBATH KIIIEHTIB, 301IBIIUTH MPOJAX.

Exercise 2. Math the words in the text with definitions:

strategy, market research, competitors, target market, product awareness, promotion, market
share,launch;

1) ways of telling people about your products;

2) the part of the total market that buys your products;

3) knowledge of your company's products;

4) other companies that sell similar products;

5) finding out about the market;

6) to introduce a new product to the market;

7) the kind of people you are interested in selling to;

8) aplan you use in order to achieve something.

Exercise 3. Work in pairs. Take turns to describe the marketing process. Use these phrases: First
you have to ... m Then ... m Next m After that... m Finally...
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Exercise 4. Work in groups. Think of a product you would like to produce and sell. It could be
any kind of product, using marketing elements: Product name; Target market; Objective; Strategy;
Promotion.

Exercise 5. Do some research. Think of a product you know or buy regularly, and about how the
company markets it. Who is their target market? What are their objectives? Find out what you
canabout the company. What is their market share? Who are their competitors? Tell the class.

Exercise 6. Answer the following questions:

What is the marketing? Why is it important?

What are the main elements of marketing?

What sort of promotion do you know?

Why is it necessary to know target market?

Why is it necessary to have strategy?

What is the correlation between advertising and marketing?

S e

Unit 19. Wholesaling
Active Vocabulary

wholesaling
provide channels
indirect channels
wholesaling middleman
retailer po3apiOoHuit
complicated channels
chain movement
wholesale unit
to earn salary
merchant wholesaler
to require the goods as ownership
agent middle
purchase or sales
receive the commission
grocery
handle
assortment
total sales
middleman

OTITOBA TOPTiBJISA

3abe3nedyBaru cucteMy 30yTy

HemnpsiMa cuctemMa 30yTy

OTITOBHIA MOKYTEIb (OCEPEIHHK )

TOPrOBELb

CKJIaJHa CUCTeMa 30yTy

cucrema 00'eTHaHHA

OTITOBE MiIPUEMCTBO

3apo0JIATH 3apIuiaTy

ONTOBUM MOKYIELb

npuaAOaTH TOBAPH Y BIACHICTH

MOCEPETHUK MK BUPOOHUKOM 1 MOKYIIIIEM negotiate
BECTHU MEPETOBOPH 3 MMUTAHHS KYMiBJIi 200 MpoIaxy
OTPUMYBATH MPOLICHT BiJ] MPOJAKY

Oaxanist

YOPaBISATH

ACOPTHUMEHT

3araJiIbHUM MpoJax

MOCEPETHUK

Wholesaling is a part of marketing system. It provides channels of distribution which help to
bring goods to the market. Generally, indirect channels are used to market manufactured consumer
goods. It could be from the manufacturer to the wholesaler, from the retailer to the consumer or
through more complicated channels. A direct channel moves goods from the manufacturer or producer
to the consumer.

Wholesaling is often a field of small business, but there is a growing chain movement in the
westerncountries. About a quarter of wholesaling units account for the one-third of total sales.

Two-third of the wholesaling middlemen are merchant wholesalers who require the goods as
ownership they deal in. There are also agent middlemen who negotiate purchases or sales or both.
They don't take title to the goods they deal in. Sometimes they take possession though. These agents
don't earn salaries. They receive commissions. This is a percentage of the value of the goods they sell.

Wholesalers simplify the process of distribution. For example, the average supermarket stocks
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5,000 items in groceries alone, a retail druggist can have more than 6,000 items. As a wholesaler
handles a large assortment of items from numerous manufacturers he reduces the problem of both
manufacturer and retailer. The store keeper does not have to deal directly with thousands of different
people. He usually has a well-stocked store and deals with only a few wholesalers.

Exercise 1. Give the English for:

ONMTOBa TOPTIBIS, 3a0e3leuyBaTH CHUCTEMYy 30yTy, HempsimMa cuctemMa 30yTy, ONTOBUUA
MOCEPETHHK, PO3piOHMIA TOProBelb, CUCTEMA 00'€ THaHHS, OTITOBE MiANPUEMCTBO, TPUIOATH TOBAP Y
BJIACHICTh,0TPUMYBATH TPOIICHT BiJ MPOAAXY, YIPABISATH, 3aTajbHUMA MTPOIaXK, TOCEPETHUK.

Exercise 2. Put the necessary word in the sentence:

wholesalers, require ownership, retailer, stock, channels, assortment, receive the
commissions,middleman.

1. They use both direct and direct ... of distribution.

2. Agent middleman do not ... to the goods they deal in.

3. Usually wholesaling . stands between the producer and retailer.

4. A supermarket may . thousands of commissions items.

5. Usually a wholesaler handles a large . of items of numerous manufactures.

6. Agent middleman don't earn salaries, they . .

7. A wholesaler doesn't deal with the customer, he does with . .

8. . simplify the problems of manufactures.

Exercise 3. Translate the following questions:

OnToBa TOPriBiA - BAKIMBHUNA €JIEMEHT PHHKOBOT CUCTEMH.

ToBapu 11yTh BiJl ONTOBOTO MOCEPEAHUKA IO CIIOKHMBaUa Yepe3 po3ApiOHOTO TOPTOBIIS.
Henpsima cuctema 30yTy OuIbII MPUIHATHA.

OnToBi MOKYMIIl KYITyIOTh TOBap.

[TocepeqHUK OTPUMYE BiZICOTOK BiJl IPOJAKY.

[TocepenHuK 3BUYAIHO BeIe IEPETOBOPH HA MPEAMET KYITIBII a00 MPOJaxy.

B nipomy MarasuHi rapHUif aCOPTUMEHT TOBapy.

Mu 3My11IeH1 JOPOTo MJIATUTH 3a JOCTABKY.

NN R =

Exercise 4. Answer the following questions:
What is the aim of the wholesaling?
How can you describe a direct channel distribution?
What is an indirect channel of distribution?
What channel of distribution is preferable?
. Is there any difference between a merchant wholesaler and an agent middleman? What is
thedifference?
6. How does a wholesaler simplify the process of distribution?

R

Unit 20. Retailing

Active Vocabulary retailing
ultimate consumer

link 3B's130K, mail-order po3npiOHa TOpPriBIs

house discount house KIHIIEBUI CIOKUBAY
cooperative single line €JIEMEHT

retailer Toprieis nmomTorostall kiock

Mara3uH 3 HU3bKUMU I_[iHaMI/I KOOIICpaTruB
pO3apiOHMIT TOPTOBEIb, SKUW MTPOJIA€ OJUH TOBAP



43

perform functions BUKOHYBaTH (PyHKIIi1
extending credit JOBFOCTPOKOBHUI KpPEeIUT
outlet TOProBa TOYKa

discount 3HIDKKA

Retailing is selling goods and services to the ultimate consumer.

Thus, the retailer is the most expensive link in the chain of distribution. Being middlemen,
they make their profit by charging the customer 25 to 100 per cent more than the price they paid for
theitem.

The retailers operate through stores, mail-order houses, stall. There are different types of retail
stores: department stores, discount houses, cooperatives, single line retailers.

The major part (over 95 per cent) of retail establishments concentrate on a single line of
merchandise for example, food hardware, etc. But nowadays there is a trend for many single line
stores to take on a greater variety of supplies.

The retailer performs many necessary functions. First, he may provide a convenient location.
Second, he often guarantees and services the merchandise he sells. Third, the retailer helps to
promote the product through displays, advertising or sales. Fourth, the retailer can finance the
customer by extending credit. Also the retailer stores the goods in his outlet by having goods
available.

Exercise 1. Give the English:

po3apiOHa TOPriBis, MOTCHIIMHUN CHOXXKUBA4, TOPTIBJSI MOINTOI0, KIOCK, TOProBa TOYKa,
3HW)KKA, PO3JPIOHHMI TOProBeIlb, MarasuH 31 3HWKKAMH, €IEMEHT, PO3ApIOHMIA TOPTOBEIlb, SIKUN
MPO/Ia€ OJMH TOBAP, BUKOHYBATH (PYHKIIii, KOOIIEPATHUB.

Exercise 2. Put the necessary word in the sentence: mail-delivery, discount, stall, guarantees,
retailer, extending credit, link.

1. ...1s one function a retailer may perform.

2. You can buy newspapers, cigarettes, cookies from a ... .

3. .1is the most expensive link in the chain between a producer and a consumer.

4. The firm . good quality of the product.

5. She doesn't like to go shopping, she prefers to do it by . .

6. The department store is having a sale and there is a 20 per cent . on all light dressers.

7. Wholesaler is an important . between a producer and a customer.

Exercise 3. Translate the sentences into English:

1. PozapiOHa TOpriBis - 1€ MPOJaK TOBAPY KIHIEBOMY CIIOKUBAUy.

2. B xpainax 3axomy iCHYIOTh Pi3HI THIIH TOPTOBHUX YCTAHOB: YHIBEpPMaru, CynepMapKeTH,
MarasMHH31 3HIDKKaMH, 1 T.1.

3. Ha neit ToBap moxxna ipuadatu 10% 3HIKKH.

4. PoznpiOHa TOpriBisg MOXe HaJaBaTH MOKYIIIO IOBTOCTPOKOBUI KPEIHT.

5. Ia ¢pipma mae 6arato TOproBUX TOYOK IO BCil KpaiHi.

6. Po3npiGHMI TOProBenb BUKOHYE 0arato BaxJIMBUX (QYHKITIH.

Exercise 4. Speak about the differences between the channels of distribution direct method of
distribution

Producer

Consumer

indirect method of distributionProducer

WholesalerRetailer Consumer
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Exercise 5. Answer the following questions:

1. What is the retailing?

2. What are the different types of retail stores?

3. In what way does a retailer serve a customer?

4.  What is the trend with a single line retailer now?

Unit 21. Products, Goods and Services

Active Vocabulary
product IPOIYKT
fast-moving consumer goods  XOJOBIi CIIOKHBYi TOBAPH
consumer products CTOXHBYI TOBAPH, TOBAPH IIMPOKOTO BXKUTKY
industrial products POMHCIIOBI TOBAPH
convenience goods TOBapU MOBCSIKIECHHOTO BXKUTKY
specialty goods TOBapU OCOOJIMBOTO TIOTIUTY
merchandise TOBapH, NpoJaBaTH
succeed JIOCATATH YCHIXiB,
market (a product) 3HaxouTH puHOK 36yryintroduce/launch (a product)
BBOUTH ToBap Ha puHOkproduct life cycle sxutteBuii 1iukn
TOBapy
withdraw BUJIy4YaTH, aHYJIIOBaTH
money spinner TOBap, 110 A€ BEIUKI TPUOYTKH
cash cow BUCOKONIPUOYTKOBUI ToBap abo Oi3Hec
loss leader TOBAp, SIKUH MPOTAETHCS 32 3HKEHUMH LIHAMH JJIs TOTO,

100 TPUBAOTIOBATH TTOKYTIIIS

The exchanging of products makes the business world.

A product is something that is produced or manufactured and sold, often in large numbers.
Products are sometimes referred to as goods for example in the expression fast-moving consumer
goods, or FMCG.

Products may be grouped are classified as convenience, or specialty goods. Industrial goods are
used to make other goods for resale purpose. These goods include materials, equipment, parts,
andservices.

Goods are also referred to as merchandise.

Services are activities such as banking or tourism that contribute to the economy but which may
notdirectly involve manufacturing. Services may be referred to informally as products.

For firms to succeed in business, they must continue to develop and market products.

New products are introduced or launched onto the market. Products have a life cycle. A
productthat a company no longer wants to make available is withdrawn from the market.

A product generating a lot of profit is a money spinner or a cash cow. A loss leader is a product
sold very cheaply in order to attract customers who will then, it is hoped, be persuaded to buy
profitable ones.

Exercise 1. Give the English for:

XOJIOBI CIIOKMBY1 TOBapH, CIOKUBYI TOBAPH IIMPOKOTO BXKHUTKY, IPOMHUCIOBI TOBApH, TOBAPH
MOBCSIKJIEHHOTO TIOMHUTY, TOBApH IOMEPEIHLOTO BUOOPY, TOBAapU OCOOJIMBOTO MMOIHTY, 3HAXOAUTH
PUHOK 30YyTy Ui TOBapy, KHUTTEBUH LUKI TOBapy, BHIIyYyaTH TOBAap 3 PUHKY, BBOJUTH TOBap Ha
PYHOK, BUCOKOTIPUOYTKOBUI TOBAp, TOCSATATH YCITiXiB B O13HECI.

Exercise 2. Match words from list A with words from the list B that have a similar meaning:
AB



goods beneficial
produce merchandise
profitable manufacture
money spinner appeal to
introduce retract
attract cash cow
persuade launch
withdraw convince

Exercise 3. Match the words with the correct definition from the list below: manufacture,
service, money spinner, withdraw, merchandise, product life cycle, profitable,

lossleader;

1.

A e A A

the idea that the sale of a production goes through 4 phases: introduction, growth;
maturity, and decline;

something that earns a lot of money;

a product sold at a loss to encourage trade;

bringing in more money than in spent;

to take something back;

the job that an organization does;

to make goods to sell from raw material;

goods for sale.

Exercise 4. Put the necessary word in the sentences:

to persuade, manufactured, product life cycle, profitable, loss leader (2), the merchandise,

fast-moving money spinner.

1.

AP A

The book could be a real ... .

Soap, toothpaste, batteries and light bulbs are all ... consumer goods.

You are welcome to examine . before buying.

Shops use . to attract customers.

This deal should be lightly . .

Fashion goods have short . .

These goods were . in France.

In Great Britain supermarkets sometimes sell top branches below cost as .
Trained staff is trying . customers to spend far more.

Exercise 5. Answer the following questions:
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What makes the business world?

How can a product be characterized?

What two general categories may products be grouped into?

What are the services?

If a products generates a lot of profit is it a money spinner or a loss leader?
What purpose is a loss leader used for?

Why must firms introduce new products?

45

Exercise 6. Sum up what you remember about: products and services; different kinds of goods.

Unit 22. Customers, Consumers and Clients

Active Vocabulary
customer IIOKYIElb TOBAPY YU IIOCIYTH



consumer
resale
safeguard
consumer protection
emerge

pass a law
consumerism
protect
investigate
consumer taste
safety

market research
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CITOKHBAY

MePENpoIaxK
rapaHTyBaTH, OXOPOHSATH
3aXMCT CIIOKHBaYa
3'SIBISTHCS, BUHUKATH
NPUUHATH 3aKOH
KOHCIOMEPH3M
3aXHIATH

TOCTIIKYBaTH

CMaK CITO)KHBava
Oe3neka

BHUBUYCHHS PHHKY, JOCITIDKCHHS PUHKY

There are different ways to talk about who buy things.

Customers are individuals ore organizations who buy things from other individuals, shops or
organizations, pay for a service or order something from a company.

Consumers are people who buy goods and services for their own use or consumption and not for
resale. Consumers are now recognized as an important group - the government has passed laws to
safeguard the interests of the consumer. An organized movement (consumerism) for consumer
protection has emerged in the last 40 years.

Consumerism consists of all those activities that are undertaken to protect the rights of
consumers in their dealings with business. There exist four basic rights of consumers: the right to
safety, the right to be informed, the right to choose and the right to be heard. Manufactures investigate
consumer tastes using market research.

Clients are individuals or organization who pay for services provided by a professional person
ororganization such as a lawyer, an accountant, a bank, advertising agency, etc.

Exercise 1. Give the English for:

MOKYTIeI[b, CIIOYKUBAYl, IJIATUTH 32 TOCIIYTH, CIIOKUBAHHS, IEPENPOAAXK, TPUUMATH 3aKOH,
3aXMIIATH IHTEpEeCH CIIOKMBaYa, 3aXUCT MPaB CIIOKMUBaYa, CMAKH CII0)KUBAYa, JOCIKCHHIPUHKY ,
KIIIEHT, OyXranTep, peKIaMHa areHIis.

Exercise 2. Match words from list A with words from the list B that have a similar meaning:
A customer consumer protect activity manufacturerinvestigate choose

buy

B end user producer study purchase buyer action safeguardselect

Exercise 3. Match the words with the correct definitions from the list below:
protection, consumer, market research, safety, consumerism, resale, client, customer;
1. aperson or business who buys something from another person or business;

S A o

a person who buys and uses goods and services;

a customer of someone who provides a professional service;
an organized movement for consumer protection;

a sale of something again;

the condition of being free or protected from harm;

the study of what products;

action taken against harm or loss, a defense.

Exercise 4. Put an appropriate word into the sentences:
investigated, taste, market research, the resale, accountant, safeguards, has passed, the
consumption,customer, clients, consumer, consumers.
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1. ... have the right to return faulty goods and demand a refund from thesupplier.
2. Prices of . goods have risen by an average of 3% in the last 3 month.
3. A good hairdresser never lacks . .
4. Please serve the next . before answering the phone.
5. . ofalcohol in that country is high.
6. The government . new legislation concerning health and safety in factories.
7. The Consumer's Association . the rights of the consumer. 8§ .We made money on . of our
house.
9. My . prepares my tax returns every year.
10. . helped us design our products to sell better.
11. She has good . in clothes.
12. We . various towns before we decided where to buy a house.

Exercise 5. Answer the following sentences:
1.  What do we call people who buying from other individuals or shop, pay for services or
order something from a company?
2. Who are the consumers?
What movement has emerged in the last 40 years?
What are the four basic rights of consumers?
Who investigates consumer tastes and with what purpose?
Whom do we call «clients»?
Do you think that it is necessary to protect the rights of the consumers?

NaonAEWw

Unit 23. Getting started in business

Active vocabulary

make analytical market review pobutu ananmitnuauii orsg puHkydraw up ckmactu (6i3HecC-
TJ1aH, KOHTPAKT)

fixed costs ¢ikcoBaHi BUTpH
variable costs 3MiHHI BUTpaTH
profit npuOyTOK
revenue TOXI1T

suffer from losses TEPITITH 30UTKU

1. Get organized. Decide what your skills are. Find out if there is a market for buyers in your
area.Make analytical marker review of your product or services.

2. Decide what capital you need to start your business. Think about how to get the you can use
yourown money or you can ask the bank for a loan . If you get a loan, be sure you can afford to pay
properly.

3. Draw up your business-plan.

4. Calculate your costs. First, work out your fixed costs, for example, the rent on your office or
theinterest on a loan. Then add your variable costs, for example, equipment or tax (if you pay it).

5. Work out how much to charge for your service. Find out what other people are charging and
use this to set your own prices.

6. Think over promotion your product or services. What sort of advertisement will suit most of
all.

7. Your profit is the amount of money you receive from selling your service. You need to
calculate this very carefully. Your revenue is the number of hours worked multiplied by (x) the price
per hour.

8. Your business will make profit a if your revenue for a year is more than your costs. If your
costs are higher than the revenue, you'll suffer from your losses. Work out carefully the number of
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hoursyou need to work.

Exercise 1. Give the English for:

00yMyBaTH, pOOMTH aHATITUYHHWHA OIJIAJ PHHKY, CKJIACTH, MI3HATHUCS, MPOCUTH IO3UKY B
0aHKy, MPOIIEHTHA CTaBKa, PO3POOWTH, MOKPUBATHU 3aTpaTH, TEPIITH 30WUTKH, 3MIHHI BUTpPATH,
¢ikcoBaHIBUTpaTH, MPUOYTOK.

Exercise 2. Match an appropriate word-combinations:

interest, capital, make loss, fixed costs, profit, loan, revenue;

an amount of money you need to start a business;

the money you receive from selling a product or service;
what you make if your revenue is more than your costs;
what you make if your revenue is less than your costs;

an amount of money that someone, e.g. the bank lends you;
money you pay for things and services to run your business;
an amount you pay for borrowing money, e.g. from the bank.
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Exercise 3. Answer the questions:

What is the most necessary for starting business?

Do you find a good idea to ask a loan from the bank?
Why is it important to make analytical market review?
What role does promotion play?

What is necessary to do to not suffer from losses?
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Exercise 4. Read the elements of business plan and make up your own:

Business Plan Checklist

1. Details of the business:Name of business

Types of business (limited company, partnership and etc.)

2. Product/serviceDescription

3. Market

Describe toy market. Who are your customers?

Is your market growing, static, or decline?Who are the main competitors?

What are the advantages of your product or service over the competition?

4. Marketing

What sort of marketing or advertisement do you intend to do?

5. Premises/ Machinery/ vehicles

Where do you intend to locate the business What sort and size of premises will you need? What
machinery/vehicle do you require?

6. Objectives

What objectives do you have for the business?

Exercise 5. Work in pairs. Be prepared a report about an interview with the owner of a local
business. Plan carefully in advance your interview. Ask the business owner questions such as:

1. What service does he/she sell?

2.  What risks do you take in operating your own business?

3. What method do you use to compete with similar business for customers?

4. What training and experience should a person have before attempting to start his or her own
business?

5. How much capital did he/she put in business to start it?
What are his/her fixed and variable costs?
What price does he/she charge?
How many hours' work does cover his/her costs?

o N
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9. How much profit does he/she make?

Unit 24. Financing Business

Active Vocabulary

internal funds BHYTpIIIHI 60pru

external funds 30BHIIIHI 60PrU

to meet one's expenses MOKPUBATH YHich BUTpaTu depreciation 3HEI[IHEHHS, 3HIKCHHS I1H

to wear out 3HOIIyBaTHCS, CIpalbOByBaTuCs to cover the cost of smth. mokputu BapTicTh
40ro-HeOyIb

short-term loans KOPOTKOCTPOKOBA

long-term loans MI03UKa

the principal JIOBrOCTPOKOBA TIO3MKa

common stock 3amo3UYeHa cyma

preferred stock MPUBLICHOBAHI aKIiii»

have voting rights MAaTH MPaBo royiocy

security exchange dhongoBa Oipxa

default HEBUILIaTa, HEBUKOHAHHSOTOBOPY
mutual funds cniabHI HOHIU

prospectus MIPOCIIEKT eMicii

balance sheet 0aaHCOBHI 3BIT

income statement 3BIT TIPO MPUOYTOK

assets aKTHUB

liabilities nacuB OajaHcy, 60pru,3a00proBaHiCTh
net worth BapTICTh MaiiHa 32 BUHATKOM3000B's13aHb

Most money used by business comes from the sale of its products and services. Since these
funds come from within the firm they are described as internal funds. The rest must come from
outside, orexternal funds.

As a firm sells its products or services, it receives money, which it uses to meet its expenses.
One ofthese expenses, depreciation, represents the cost of replacing assets (like tools, machinery, and
buildings) that wear out. Typically, business use internal funds to cover the cost of depreciation.

Business loans are generally classified as either short-term or long-term loans. For short-term
loans, the principal (the amount borrowed) must be repaired within one year. Long-term loans mature
(come due) in more than a year.

Short-term loans are used to finance the everyday costs of doing business, such as payrolls, raw
material and merchandise. Long-term loans are more likely to be used to purchase equipment,
buildings and other high cost items.

All corporations issue common stock; some, however, also issue preferred stock. Unlike
commonstockholders, preferred stockholders usually do not have voting rights.

A security exchange is a market where brokers meet to buy and sell stock and bonds for their
customers.

The largest of the securities exchanges are the New York Stock Exchange and the American
StockExchange.

There is some risk of default (failure to pay interest or principal) on the bonds of even the
strongest corporations. For this reason many people invest in mutual funds . mutual funds are
corporations that sell stock and use the proceeds to invest or speculate in the security markets.

Two of the most important pieces of information contained in every prospectus and annual
reportare the balance sheet and the income statement. The balance sheet summarizes a corporation's
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assets, what it owns; its liabilities; what it owes; and its net worth, the difference between the two sums
at a given time. The income statement summarizes a firm's revenues, costs, and difference between the
two (profit and loss) over a period of time.

Exercise 1. Give the English equivalents:

MOKPHUTH BAPTICTh YOTO-HEOY1b, TTacuB (O6amaHCy), OaTaHCOBUI 3BIT, TOBrOCTPOKOBA MO3UKA,
HEBWILIATA, 3amo3uyeHa cyma, (GoHJoBa Oipka, MpUBLICHOBaHI akilii, akTuB (OajaHcy), BHYTPIIIHI
00pru, MaTH MPaBo roJIoCy.

Exercise 2. Write an appropriate word-phrase into sentence:

—investors”, capital, money, net worth, customers, bonds, a security exchange, long-term
financing;

1. ...1s the difference between assets and liabilities.

2. Similarly, firms need ... to begin operation, to meet their day-to-day expenses and to
expand.
. charge purchases to their accounts for payment at a later date.
. 1s money that will be used for a year or more.
Many large corporations raise long-term capital through the sale of their . .
Corporations sell stocks and bonds as a way of raising . .
. 1s a market where brokers meet to buy and sell stocks and bonds for their customers.
Those who buy stocks to share in the profits and growth of a corporation over a long period
oftime are described as . .
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Exercise 3. Answer the following questions:

1.  Where does most of the money used by business come from?
2. What do we call internal funds?

3.  What does depreciation represent?

4. What remains after paying expenses?

5. How do you understand the term «external funds»?

6. What can the firm do to get more money?

7. What rights have common stockholders?

8.  What is the difference between common and preferred stockholders?
9. What is the reason for investing in mutual funds?

10. How do you read a balance sheet and income statement?

Exercise 4. Translate into English:

1. Haiibinpma KigbKiCTh TPOIICH, 10 BUKOPUCTOBYETHCS O13HECOM, HAIXOIUTh 3 MPOJAKY
MPOAYKLIi Ta PI3HUX MOCIHYT.

2. Ockinbku ¢ipma npojae ToBapu abo MOCIYTH, BOHA OJIEP)KY€E TPOII Ta BUKOPUCTOBYE iX
3METOI0 TOKPUTTS CBOIX BUTpAT.

3. bBi3HecoBi No3MKH 3a3BUYail KIACU(DIKYIOTHCS K JOBTOCTPOKOBI Ta KOPOTKOCTPOKOBI.

4. KopOoTKOCTpPOKOBI TMO3MKH BHKOPUCTOBYIOTHCA Uil (PIHAHCYBaHHS MOBCSIKICHHUX
BApTOCTEN I CTBOpEHHS (BipMu (CIIpaBH), TAKUX K IUIATDKHI BIZIOMOCTI, CHPOBHHA, TOBapH.

5.  J1oBrocTpokoBi MO3WKH ICHYIOTH JUIA KYIIBJII 00JIaqHAHHS, OYJIWHKIB Ta 1HIIMX I[IHHUX
MIPEeIMETIB.

6. ®donjgoBa Oipka — I11€ PUHOK, JI€ 3yCTPIYAIOTHCS MMOCEPEIHUKHU ISl KYIIBIl W MPOJaKy
aKIii Tao0JIIranii CBOIM KIIIEHTaM.

7. Uwu icHye NMEeBHHUI pU3UK HEBHUIUIATH 32 OOITAIlIsIMU HAHCHUIIBHIIIIMX KOpIIOpariii?

8. Ha BimMiHYy BiJ BIIAaCHUKIB CIUIBHHUX aKIlii, BTACHUKH MPUBIICHOBAHUX aKI[id HE MAIOTh
[paBaroJiocy.

9. CninbHi ¢poHIM — 1€ KOpHopallii, [0 KyNyIoTh akIlii Ta BUKOPUCTOBYIOTh BUPYUEHI CYMHU
JUISIIHBECTYBaHHs 200 Tpy Ha (HOHIOBUX OipxKax.
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10. 3BiT npo mpuOyTOK MiAOMBA€E MiJCYMKH PIYHOTO MPUOYTKY, BapTOCTI (ipMHU Ta Pi3HUII
MDKIIPHOYTKOM 1 30UTKOM.

Exercise 5. Read and translate the following dialog:

T.: Do you know anything about John Say and his works?

S.: As far as [ remember, an admirer of Adam Smith, John Baptiste Say's «Treatise on Political
Economy» (1803) helped to introduce «The Wealth of Nations» to his native France. In the course of
explaining Smith's theories and the role of markets in satisfying human wants, his statement came to
be known as Say's Law.

T.: So, according to Say's Law, «production creates its own demand», in other words, people
produce and sell goods and services in order to buy the things they want.

S.: No doubt. And if buyers no longer want certain products, sellers will stop producing them
andshift into something that is in demand.

T.: Now, if only those goods and services actually in demand are produced, and the income
received from the sale of those products is ultimately used by managers and workers to buy the things
they want and need, it follows that supply created its own demand.

S.: Can we say in other words: there could be no such thing as overproduction, or long-term
unemployment?

T.: Temporary overproduction and unemployment, yes. Long term, never. When was Say's Law
putto rest?

S.: The onset of the Great Depression of the 1930-s with its widespread unemployment and
overproduction that dragged on for years, finally put Say's Law to rest.

T.: Although some economists continued to agree with Say that «in the long run», the market
would bring supply, demand and unemployment into balance, most agreed with the British economist
J.M. Keynes who pointed out that «in the long run we are all dead».

S.: By that he meant pressing problems require immediate attention. Besides they couldn't wait
forlong-term solutions.

Unit 25. Doing Business on the Internet

Active Vocabulary

enquiry 3amuT

corporate website KopropaTuBHa BeO-CTOpiHKa

publicity pekiiamyBaHHS; TpoIIaryBaHHs

e-commerce/online trading enexkTpoHHa TOpriBis time-saving money method merox, 1o
3a011aKy€

Companies can rise use their presence on the Web to access the growing number of websites
ofinterest. There are different ways in which business can benefit from its functions:

Business use e-mail to deal with customers, to make and respond to enquiries quickly and to
communicate with employees.

A corporate website may be used for publicity, for selling or for sharing information.

E-commerce or online trading has proved to be very successful for some companies. One of
theadvantages of this form of trading is that users can come to the website 24 hours a day.

Marketing on the Web can be achieved by setting up a website and making it attractive to
visitors. The Internet is a powerful tool for collecting data. Companies can use it to look up other
companies and their products, access financial information, find market information, foreign exchange
rates and so.

Using computer networks to transmit audio and video data between two or more people in
differentlocations (video conference) is a time-saving method of communication.

Many companies place their recruitment needs on their own websites or on the websites of
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recruitment agencies.

Large corporations place their annual reports on their websites in order to provide a service to
theirshareholders.

Exercise 1. Give the English for:

pOOMTH 3amuT, CHIJIKYBATUCS 3 MpPaLiBHUKaMHU, KOPIOpPAaTUBHA BEO-CTOPIHKA, IiIUTHUCS
iH(opmarlliero, eneKTpOHHA TOPTiBIs, TepeBara, 30UpaTH JaHi, BAIIOTHUH Kypc, KOMII'IOTEpHA
Mepeka, BiJeo-KOH(EpEeHIIisi, MEeTOJ, IO 3a0lla/pKye dac, pIYHUN 3BiT, HAJABaTH IOCIYTH,
aKI[IOHEPH.

Exercise 2. Match words from list A with words from list B that have similar meaning: A B

access online trading
benefit broadcast
respond collect answer
gather gain enter
transmit

€-commerce

Exercise 3. Write the appropriate word into sentence:

online(2), PC, marketing, online trading, corporate website, publicity(2), e-commerce,
multi-media.

1. Recently there has been considerable expansion of ... business which provide integrated
media services through networks such as Internet.

2. . has become a major online service; it reduces company costs.
The product has sold well considering it was not given much advance .
Our . is used for delivering stock and bond information.
The firm tried to avoid adverse . about its faulty products.
. on the Web can be achieved by setting up a website and making it attractive to visitors.
A database of employees is maintained on your .

9. Heis owner of anew . service, specializing in providing a variety of foodstuff which can be
ordered on the Internet.

10. Cybercash could provide an important stimulus to . sales.
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Exercise 4. Answer the following questions:

Which way do companies use their presence on the Web?

What do businesses use the e-mail for?

What may a corporate website be used for?

What is one of advantages of the E-commerce?

How can marketing be achieved ob the Web?

What companies use the Internet for?

What is a time saving method of communication?

How can companies use the Web for recruitment purposes?

Why do large corporations place their annual reports on the their websites?
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Unit 26. Business letter

Structure of business letter

Active Vocabulary

inquiry 3amuT

reply to BIOBiAATH



Letter of Credit (L/C) AKpEUTHUB

invoice paxyHOK

Bill of Lading (B/L) HAaKJIaJlHa, KOHOCAMEHT
Bill of Exchange (draft) nepeKa3zaHuil BEKCelb
Letter of insurance CTpaxoBKa
explanatory letter HOSICHIOBAJIbHUM JINCT
order 3aMOBJICHHS

letter of packing NaKyBaJIbHUH JIUCT
letter of shipment BIJITPaBHUI JTUCT
letter of delivery JMCT TPO TOCTABKY
offer MPOIO3UIIis

letter of complaint
indented line

peKamMartisi, ckapra
YepBOHA CTPOKA

form OJtaHK

heading 3aroJI0BOK

address azapeca

salutation 3BEPHEHHS

subscription nianuc (3akiaoyHa (popMaBBIYINBOCTI)
letter-head 3aroJIoBOK OJaHKa

recipient OTpUMyBay

reference MOCUJIaHHS, YKa31BKa

sender BiZIIIPaBHUK

to affix signature CTaBUTH ITIAINAC

with best regards 3 HalKpaumMy moOakxaHHIMH
position p. p. (per pro), nocajaa

by warrant 10 JIOBIPEHOCTI

subject npeaIMeT 00roBOpIOBaHHS
enclosure BKJIAJICHUI

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

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

Rules and traditions of correspondence vary in time but some basic principles of a commercial
letterremain unchanged.

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

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

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

In Great Britain the date may be indicated as follows: 7th April, 1998 or 23 March, 1998. In
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the USA it is usually written like this: April 7, 1998.

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

In the samples of letters given below the references are as follows:

Our Ref: MRE/JNK — (in the first letter);

Your Ref: BAT/SN — (in the second one after the reply has been received); MRE are the initials
of the author of the letter (M. R. Erickson);

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

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

The salutation «Dear Sir» is appropriate, when you write to a real person if you do not know
him. Ifyou know this person, you should write «Dear Mr Jones», for example.

If the letter is addressed to a firm, the salutation should be «Dear Sirs». In modern business
correspondence it is needless to use any other forms of politeness.

As was mentioned above, the text of the letter should be as short, simple and clear as possible.

In the subscription the expression « Yours faithfully» is usually used if you are not acquainted
withthe person(s) or « Yours sincerely» if you write to a man (woman) whom you know at least by
correspondence. In American English the above expressions are rarely used. More common are the
expressions Sincerely yours», « With best regards» or simply «Sincerely», and sometimes

« Very truly yoursy.

The signature is affixed by hand above the typed name of the author. It is not obligatory to
indicate your position. If near the signature there are two letters «p.p.» (per pro) it means that the letter
is «by warranty.

The heading may be written above the main text of the letter. The heading indicates short
contents of the letter or its subject.

If some material is added to the letter the words «Enclosure» are written in the left lower corner
ofthe letter. You can also use the expression «We enclose...».

Exercise 1. Give the English for:

3alUT, CTPaXOBKa, aKpeAWTHB, JHUCT MPO JOCTaBKY, CKapra, HakjajHa, OJIaHK, 3aroJIOBOK,
pPaxyHOK, 3BE€pHEHHS, OTPUMYBad, IMOCHJIAHHS, CTAaBUTH MIAIKC, T0Ca/ia, MO JOBIPEHOCTI, MPEeIMET
00TrOBOPIOBAHHS, BKJIQICHUMN, BKJIQ/IATH.

Exercise 2. Translate the sentences used in business letters:

1. We refer to your advertisement in «Daily News».

2. We learn from your letter that you are manufactures of the electronic equipment we need.

3. We are interested in the equipment your firm producers.

4. We shall be obliged if you send us latest catalogues, brochures or any other publications
containing a description of your equipment.

5. Please, let us know if you can offer us your equipment as per specification enclosed in
yourletter.

6. Please send us samples of your manufactures stating your lowest prices and best terms of
payment.

7. We look forward to receiving your answer.

8.  We expect to hear from you in the nearest future.

9. We wish to maintain cooperation with you.

10.  Your prompt execution of our order will be appreciated.

11. We thank you for your letter of 20th May 2008 but regret to inform you that at the present
timewe cannot make you an offer for goods required by you.
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Exercise 3. Answer the following question:

1.  What letters are included into business correspondence?

2. What are the major elements of a business letter?

3. When is the letter-head used?

4. What does the reference mean in a letter?

5. What information is given in the address?

6. What are the requirements established for the text of a business letter?
7.  What expressions are used in the salutation of a business letter?
8.  What should be indicated in the heading of a business letter?

9.  What should be the subscription in a business letter?

10. What may be enclosed in a business letter?

3pa3ok qucTa-3anuTy
Sample Inquiry Letter

Pet Products Ltd. 180 London RoadExeter Ex 4 4]JY

25th February, 2008
Dear Sirs,

We read your advertisement in the «Pet Magazine» of 25th December. We are interested in
buying your equipment for producing pet food. Would you kindly send us more information about this
equipment: price (please quote CIF Odessa price) dates of delivery terms of paymentguarantees if the
price includes the cost of equipment installation and staff training

Our company specializes in distributing pet products in Ukraine. We have more than 50 dealers
and representatives in different regions and would like to start producing pet in Ukraine. If your
equipment meets our requirements, and we receive a favorable offer, we will be able to place a
largeorder for your equipment.

Your early replay would be appreciated

With the best regards

V. Smirnov Export-Import

3pa3ok aucra-pexjgamanii
Sample of Letter of Complain

Men's Clothes Dealers Ltd.142 South Road
Sheffield S20 4HIEngland

18th April, 2008
Ref: Our order No. 142 of 21st March, 2008

Dear Sirs,

Thank you for your delivery of men's silk shirts, which we ordered on the 21st March, 2008.
Atthe same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:there are oil stains in
12 shirts;

the colour of buttons on 5 of the shirts not match the colour of these shirts; one shirt is in a
different style.

We are returning the defective shirts by separate mail, carriage forward, and would ask you
replace them with shirts in the colours and sizes specified below:

Colour Quanti
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15 white 9
17 white 1
14 blue 6
16 blue 2

We would appreciate a prompt replay. With best regards
S. Kravchenko

Export-Import Manager



MODULE 3

Unit 27. Contract

Active Vocabulary transaction to draw up

the Contract intentions obligations

according to the licenses patents

technology  know-how  herein after

referred to as Seller Buyer hereby agreed

as follows manganese CIF terms FOB

terms the quantity is understood packing

included receipt syn: invoice notification

by cable the Buyer is to open by cable

confirmed

Visible Letter of Credit with the purpose..
90 days

with the right of extension the payment of
the goods is to made Weight

Set of Bills of Lading HaknagHa)

in the event of devaluation

yroaa
rOTYBaTH KOHTPaKTHYIO to make the Contract
HaMipy 00OB'SI3KH 3T1HO YOTOCh

JIHIEH31A

MaTEeHT TEXHOJIOT1sl HOY-Xay, TEXHOJIOT1s
BUPOOHUIITBA JaJli IMEHY€EThCS 5K
[Iponasens [lokymners JOMOBUINCH PO
HACTYITHEe MapraHelb

noctaBka Ha yMoBax CIF kinbkicTh
BHU3HAYAETHCS BKIIOYAIOYH YIAKOBKY
KBUTAHIIIS, paXyHOK

MTOBITOMJICHHS TEJIETPAMOIO
[Toxymenp MOBUHEH BIAKPHUTH ITiATBEPIKCHHIA
ICHYIOUHH aKpeauTuB 3 MeTomis to be valid for
nmificani 90 qHIB
3 MPaBOM IIPOJIOBKCHHSI OILTaTa TOBAPiB
BinOyBaeThcsaCertificate of CBimoTCTBO Baru
KOMIUICKT KOHOCAMEHTa (TPaHCIIOpTHA

Yy BUNIQ/IKY 3HCI[IHCHHS
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A Contract forms the basis of a transaction between the Buyer and the Sellers. A Contract isan a
agreement made by two or more persons that is enforceable by law. As a rule, the Contract consists of
the main elements such as the subject of the Contact, the terms of payment, the terms of the delivery,
guarantees, packing and marking, arbitration, Insurance, and other conditions. In foreign trade
transaction a contract is drawn up to give legal expression to the intentions of the partners and to
guarantee that the obligations contained in the contract will be fulfilled. Accordingto the purpose and
contents, contracts can cover: goods, services, licenses, patents technology and know-how. Here is an

example:

Contract Ne 5/1
London 14th January, 2008

Ukrexport, Kyiv, herein after referred to as the Seller and British Manganese Ltd, London,
hereinafter referred to as the Buyer, hereby agreed as follows:

The Seller has sold and the Buyer has bought manganese of Ukraine origin on CIF terms from
oneof the Black Sea ports at the Seller's option. The price for the goods is understood to be
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per metric ton, packing included. The quantity is understood to at the Seller's option.

Within five days after the receipt of the Seller's notification by cable that the goods are ready
forshipment, the Buyer is to open by cable with the Ukrainian Bank for Foreign Trade, Kyiv, an
irrevocable, confirmed and visible Letter of Credit in favour of the Seller for the full value of the
goods plus 5% to cover the option. The letter of credit is to be valid for 90 days, with the right of
extension, if required, by the Seller. The payment of the goods is to made in US dollars for 100%
(hundred per cent) of the invoice value of management on presentation to the Ukrainian Bank for
Foreign Trade, Kyiv, of the following documents:

Invoice in 3 copies;

Seller's Certificate of Weight;Set of Bills of Lading;
In the event of devaluation of the US dollar under the present Contract both parties have the

right torenegotiate the price of the goods.

Subject of the Contract
integral part of the Contract
total value of the contract
spare and wear parts freight
specification to be valid
destination shipping
documents waybill
consignor, shipper
consignee shipping
specification shipment,
consignment shipment
packing marking to consider
null and void

Exercise 1. Give the English:

peIMET KOHTPaKTyar
HEBiI'€MHA YacTHHA
3araJibHa CymMa KOHTPAKTY 3aIacHi
Ta 3HOLIYBaHi JeTaii ¢ppaxt
criendikarisi, TEeXHIYHIyMOBH
OyTHu miiicHUM

MicCIIe TPU3HAYCHHS
BiJIBaHTaXXyBaJIbHaiH(opMaIlis
TPAHCIIOPTHA HAKJIAHA
BaHTAXOB1IITPaBHUK
BaHTaX00IePIKyBad
BiJ[BaHTa)XyBaJbHACTICIIH(IKALlis
BaHTaX, APTis TOBApy
BiJIBAaHTA)XCHHSI, IEPEBE3CHHS,
MaKyBaHHs
MapKyBaHHS
BBA)KaTH TAKUM, 1[0 HE MAECHIIN

yroaa, BUKOHYBaTH OOOB'S3KH, 3TiIHO YOTOCh, naii iMeHyeThcs, [Ipomasens ta [lokymerp,
JIOMOBHJIUCH TIPO HACTYITHE, BKIIIOYAIOUW YIAKOBKY, KBUTAHIIS, ITiITBEP/DKEHUH, MIHCHUHN, OrlIaTa
BiZIOYyBa€ThCs, y BUMIAAKY 3HEIIHEHHS, 3arajibHa CyMy KOHTPAKTy, IPEIMET KOHTPAKTY, HEBiJ'€MHa
YacTHUHA KOHTPAKTY, MiCIle Ipu3HaYeHHs, ()paxT, 3amacHi Ta 3HOIIYBaJIbHI JIeTal.

Exercise 2. Match words from the list A with words from the list B that have a similar

meaning:
A
contract
To fulfill the obligations
the payment is understood
shipment
to consider null and void
according
receipt

B

under smth
invoice
agreement
to carry out
the payment is made
to be over
delivery

Exercise 3 Answer the following questions:
1.  What are the main elements of the contract?
2. What does involve the Subject of the contract in the Agreement?
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3. What does involve the Terms of the Payment of the Contract in the Agreement?
4. What does involve the Time of Delivery in the Agreement?
5. What are another parts of the Contract?
6. What are the main points the representatives of the both parties are alwaysdiscussed?
7. What can influence on the price?
8. Has any influences on the Contract some economic environment and what way?
9. What reason can reduce the price?
Unit 28. Types of Banks
Active Vocabulary banking OaHKIBChKa CIIpaBa
Central bank Lentpanpuuii 6aHk

the Federal Reserve System (the FED) ®enepanpna pe3epBHa cuctema commercial bank
KOMepLiitHui 6aHK

accept deposits OJIepKaTH TIO3UKY

manage customer's accounts BECTH PaxXyHKH KJII€HTIB (y OaHKY)
merchant bank TOPrOBEIBHUN OaHK

investment bank IHBECTHUIIIHUI OaHK

saving bank OLIIAIHUI OaHK

saving account OLIAIHUH paXxyHOK

A bank is an institution that deals in money and provides other financial services. Banks are
theheart of any financial system.

Banking is the business a bank is engaged in. There exist different types of banks but their
names may vary from one country to another. Central banks such as the National Bank (Ukraine), the
Bank of England (UK) or the Federal Reserve System (US) look after the government's finance and
monetary policy, act as bankers for the state and for commercial banks, and are responsible for issuing
banknotes.

Commercial banks deal directly with the public. They offer a wide range of services such as
accepting deposits, making loans and managing customer's accounts. The aim of commercial banks is
to earn profit.

Merchant banks don't deal with the public. The provide services for companies. They specialize
inraising capital for industry, arranging flotations, takeovers and mergers, and investment
portfolios.Investment banks are firms that control the issue of new securities (shares and bonds).

Saving banks are financial institutions that specialize in providing services such as savings
accounts as opposed to general banking services.

Exercise 1. Give the English for: ycranoBa, sika Mae cripaBy 3 TpolInMa; HajiaBaTH (piHaHCOBI
nociyry; 6aHKiBChKa ciipaBa; HarioHanpHUI 0aHK YKpaiHu; MIKITyBaTUCS IIPO MOHETApHY TOJIITHKY;
BIJIMIOBIJJATH 32 €MiCi0 IpoIleii; KoMepUiiHui OaHK; NpUiMaTH ACTIO3UTH; Ha/1aBaTH MO3UKY;
3apo0JIATH MPUOYTOK; TOPTOBEIbHMUM OaHK; MPpUI0aHHS KOHTPOJIBHOTO IMAKEeTa aKIlii; 37UTTS
(mMiAmpueMCTB); IHBECTUIINHUI OaHK; OlIaIHUI OaHK; OIIaIHUN PaxXyHOK.

Exercise 2. Answer the following questions:

What is the bank?

What is the banking?

What types of banks exist in most countries?

What functions do central banks perform?

What kind of institutions is a commercial bank?

What is the difference between a national bank and a commercial bank?

S
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7. Who are the clients of a merchant bank?
8. What do merchant banks specialize in?
9. What are the investment banks?

10. What is the Federal Reserve System?

Exercise 3. Translate into English:
Bank - 11e ycTaHOBa, sika Mae CripaBy 3 TPOLIMMA Ta Haja€ pi3Hi (piHAHCOBI MOCTYTH.
bankiBchKa cripaBa - 11e 6i3Hec, SKMM 3aiiMa€eThbcst OaHK.
Ham6ank Ykpainu nmikiyeThCst Ipo JAepskaBH1 (iHAHCH Ta MOHETApHY TOJITHKY.
[lenTpanbpHi OaHKW BiAMOBIIAIOTH 32 EMICIFO TPOIIICH.
l'onoBHa MeTa KOMepLiIHHOTO OaHKY - O1ep)KaHHs IPHOYTKY.
ToproBenbHUI 6aHK HaJa€ NOCIYTH KOMIaHiAM. BiH He npallioe 3 HaceIeHHs.
[uBecTuiitnuii 6aHK - 11e GipMa, sika KOHTPOJIIOE BUITYCK HOBHX IIIHHUX Tarepis.
Omagauit 6aHK CHeIiami3y€eThCs B HaIaHHI TAKUX MMOCTYT, SIK OIIaH] paxXyHKH.
KomepuiitHi 6aHKH - 11e TOJIOBHA JIaHKA B KPEIUTHIN CUCTEMI JIepKaBH.
10 ®denepanbHa pe3epBHa CUCTEMA, siKa BKIIoYae 12 ¢eaepanbHux 6aHKIB Ta iX ¢inii,
KOHTPOJIIOEAMEPUKAHCHKY JIep>KaBHY OaHKIBCbKY CHCTEMY.

VPN LA W

Unit 29. Banking Services

Active Vocabulary

provision MOCTaYyaHHs
transmission service nociyra nepeBoay (KOIITiB)
credit card KpeAUTHA KapTOUuKa

repay BUIIJIAYyBaTH, BiIJaBaTH

a loan MO3UKa, KPEAUT

fixed rate interest ¢ikcoBaHa MPOIICHTHA CTaBKa
a mortgage 1moTeka

an overdraft NEPEBUILIEHHS KPEAUTa

a foreign exchange 1HO3eMHa BaJII0Ta

provide a wide range 3a0€3MeUnTH IUPOKUI CIEKTP MOCTYT
authorized YIOBHOBaXECHHUN

hard currency TBEp/a BaJIIOTa

entitle HaJa€ MpaBo
maintain 30epiratu
settlement account/bills oIlaTa paxyHKY/BEKCelliB
current account BAJIIOTHUM pPaxyHOK

loan account KPEIUTHUHA PaxyHOK
deposit account JENO3UTHUN paxyHOK
budget account OIOKETHUHN paxyHOK
holder's charter MpaBo BIAaCHUKA

It is an open secret that banks are the most important link in the world of money. This is
because, first of all, banks nowadays perform the main part of the work of transferring money from a
customer to a seller, by operating the system of payments in the economy. Almost everyone in the
world uses or has used banking services. Families keep their savings there, and banks pay them
interest rates on their deposits and give them loans to buy expensive goods. Companies conduct
payments through them. Commercial organizations, which work at the market and in production, take
loans for their needs and conduct all payments with buyers and sellers through them.

Landowners and owners of real estate take loans from the banks to buy an estate or to make use
of itand pay back loaned money.
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Banking services

The various services provided by banks are summarized bellow.The provision of safe deposit
facilities for money and valuables.

The lending of money: this is the most profitable activity of the banks and the one which
providesmost of their income.

The provision of efficient money transmission services (e.g. cheques, credit cards).

A credit card enables the holder to buy goods and repay the credit card issuer at a later date.

A loan is an amount money borrowed from the bank which must be repaid at a fixed rate of
interest.A mortgage is a loan to buy property

An overdraft is a loan made by a bank to a customer with a purpose taking out more money
thanis actually in a bank account.

A foreign exchange service is the facility to change money from one currency to another.

In addition to these basic functions, modern banks provide a wide range of other financial
services.

Opening a bank account

Nearly 100 Ukrainian Banks are authorized to deal in foreign currency.

The process for opening a bank account in Ukraine is regulated by the May 1996 National Bank
of Ukraine's (NBU) instruction «On the Procedure of Opening Accounts in the National or Foreign
Currency of Ukraine.» Holders of hard currency accounts must also have another account
denominated in hryvnia, the Ukrainian currency.

Types of Accounts

Several types of bank accounts are authorized under the NBU instruction. There are several
accounts categories for individuals and commercial entities and one for those that are not fully resident
in Ukraine. Resident entities are entitled to maintain «settlement,» «current,» «loan,»

«deposit,» and «budget» accounts. The settlement account is used to make payments that are
allowed in the account holder's charter. It can also be used to transfer funds to and from foreign
entities. Companies usually open at least two settlement accounts, one in a hard currency, and another
in domestic currency. Current accounts are essentially the same as settlement accounts but are
intended for use by non-commercial entities. Loan accounts are for administering borrowed or loaned
funds. The deposit account is used as a savings account. The budget account is for receiving funds
from Ukrainian government authorities.

Opening an account is relatively inexpensive, the cost depending on the bank and the type of
account. Hard currency accounts can cost up to $150. Fees for opening hryvnia accounts are lower.

Exercise 1. Give the English for: mocradanns, mo3uka, irmoTeka, MEPEBHINCHHS KPEAUTY,
1HO3eMHa BaJIIOTa, (piKCOBaHa MPOIIEHTHA CTaBKa, 3a0€3MEUNUTH IIUPOKUH CHEKTpP IMOCIYT, TBEpIa
BaJIIOTA, KPEAUTHUI PaxyHOK, 30epiratu, ornjara paxyHKiB, IpaBo BJIacHUKa, 30epiraTu, Hajae Mpaso,
YIIOBHOBAYKECHHIA.

Exercise 2. Answer the following questions:
1.  What function do the banks perform nowadays?

2. List banking services which you know.

3. What is the loan and what way it is performed?

4. What is the mortgage and what way it is performed?

5. What is an overdraft?

6. What wide range of financial services do you know?

7. By what legislation is the process for opening a bank account regulated?
8. How does it cost to open banking account?

9.  What account is most convenient for you?

10. What do you think how many banks are there in Kiev?
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Unit 30. Investment

3aco0u BUPOOHUIITBA, TOBAPH BUPOOHUYOTO IPU3HAYECHHS
nopTdeb MIHHUX ManepiB

Active Vocabulary capital naioBuit poH/TpacT

goods portfolio B3a€MHUN (HOH]

Unit Trust (BrE) (dikcoBaHa IPOIICHTHA CTAaBKa
Mutual Fund (AmE) fixed rate moxigHui1 iHCTpYMEHT

of interest derivate/derivate ¢'rouepc

instrument futures OTIITIOH, YTOJIa 3 MPEMIEI0
options swaps 3000B's13aHHS

When we speak about investments we mean the purchase by a business of a new capital or of
capital goods such as new machinery. In the most general sense, the objective of investing is to earn
money with money. When investor holds the collection of financial securities we say that he holders
portfolio.

Unit Trust (BrE) or Mutual Fund (AmE) is a company that spreads its investor's capital over a
variety of securities. Investment in a unit trust/ mutual fund reduces the risk for small investor. Apart
from stocks and shares there are many types of investment opportunities available. When a company
or government wishes to rise finance it can be issued bonds. There are securities offered at a fixed rate
of interest.

Derivates or derivate instruments are financial products such as futures, options, and swaps.
Futures are contracts that give the right to buy and sell currencies and commodities at an greeted time
in the future at a price agreed at the time of the deal.

Options are contracts enabling the holder to buy a security at a fixed price for a limited
period.Swaps allow the exchange of one asset for anther to suit both parties.

Exercise 1. Give for the English:

KYITBJISI TOBApiB BUPOOHUYOTO TPU3HAYEHHS, 3apO0JISTH TPOIII, METa IHBECTyBaHHS, B3aEMHUHN
(GoHI, 3MEHIIYBAaTH PU3UK, IHBECTOp, 3alydard (iHAHCH, BUIYCKaTH oOmirauii, MpoIoHyBaTH
HiHHITanepu 3a (GiKCOBAaHOIO MPOIIEHTHOIO CTABKOIO, BJIAIITOBYBATH OOMIBI CTOPOHHU.

Exercise 2. Match words from list A with words from list B that have similar meaning:

AB

objective obtainable
mutual fund possibility
reduce shareholder
deal target

buy purchase
investor decrease
opportunity transaction

Exercise 3. Put the necessary word in the sentences:

bond, investors, investment (2), derivates, futures, deal, unit trust, portfolio (2), shares, mutual
funds.

1. ... are easier to manage because a group of people do the trading for you andyour money is
spread among a variety of different investments.

2. In an attempt to raise finance, the company issued . to public investors,

3. You should diversify your investment ... because you have all your money inone stock.

4. Investing in a . reduces risk for small investors.
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The ... fell through, no agreement was reached.

Our ... ranges from shares in food companies to share in the fashion world.

A . contract is an order that you place in advance to buy or sell an asset orcommodity.
More exotic financial products include . such as: options, futures andswaps.

9. These oil shares were a good . .

10. People who own stocks and bonds are referred to as . .
11. A treasury . may be sold to any individual or corporation.
12. Government bonds are considered to be safe . .

Exercise 4. Answer the following questions:

1.
2.
3.  What is the portfolio?
4. What are derivates?
5.
6.

period?

7. What do swaps allow?

Active vocabulary raise
finance run costs financial
reserves extra capital expand
premises AUISTHKOIO

working capital
preserve cash flow time-leg
retained profit borrowing
grant loan tax distribute
lender leasing hire purchase
debt factoring share issue
share flotation

syn: share offering

What do we mean by «investment»?
What is the objective of investment?

What right do future contracts give investors?
What kind of contract enables the holder to buy a security at a fixed price for a limited

Unit 31. Raising finance

nmicraButH  (iHaHCH, 3aimydaTd (IHAHCH  KEpyBaTH,
YOpaBISATA BUTpaTaMu (PiHAHCOBI pe3epBU JOJATKOBUUN
KamiTan  30UTbIIyBaTH  TMPUMIIICHHS;  OyJIWHOK 3
NPUIIETIIMMU Oy AIBISIMH 1

000poTHMIA KariTaja, 000poTHI hoHAM 30epiraTu,
MiATPUMYBATH MOTIK TOTIBKH BiJCTaBaHHS B Yaci, CIII3HEHHS
HEpO3AiICHHUI MpUOYTOK MO3UKa (KOIITIB); KPEIUT AOTaIlis,
cyOcuisi, rpoIoBa JOMoMora mo3uKa moIaToK
PO3MOAUIATH, PO3/IaBaTH KPEIUTOP, MO3UKOIaBEIb JII3UHT,
JIOBFOCTPOKOBA OPEH/1a KYIIBIIA y PO3CTPOUKY OOProBUiA
(dbakTOopuHT

PO3MillIEHHSI, BUITYCK HOBHX I[IHHUX IANepiB Ha BUTbHUI PHHOK

All firms need capital to apply it in business. As well money for running costs such as wages,
material and rent, they need to have financial reserves. Extra capital may be needed to expand by
buying new premises or developing new products. Firms may also need working capital to preserve
cash flow through the business, for instance if there is time-lag between producing goods and
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services and getting paid for them.

There are four main ways of obtaining capital:

retained profit;borrowings; share issues;

governments grants and loans.

Retained profit is the amount of profit after tax that directors of a business decide not to
distribute totheir shareholders, but to keep within the business.

Borrowing money usually accounts for 20-30 per cent of firm's capital. There are several types
of lenders to business: commercial banks, leasing, hire purchase, debt factoring, Stock Exchange.

When companies raise finance by selling shares for the first time they make share issues, share
flotation or share offerings.

They government has a variety of schemes which give grants or cheap loans to the firms for
certainpurposes.

Exercise 1. Give the English for:

3aiydatv ()IHAHCH, YIPABJISATH BUTpaTaMH, MaTH (IHAHCOBI PE3EpBH, JOJATKOBHH KarliTal,
KyIlyBaTH HOBi MPUMIILEHHS, MOTIK FOTIBKM, BUPOOHUIITBO TOBApiB Ta MOCIYT, 37100yBaTH KarliTall,
HEpO3MOAUICHUA TPUOYTOK, MO3UKa KOIITIB, BUMTYCK aKIlii, IepkaHl cyOCH i, TOIaTOK, aKI[iIOHEPH,
Kpenutop, poHmoBa Gipxka.

Exercise 2. Match words from the list A with words from the list B that have a similar

meaning:
A B
share flotation stockholder
creditor instalment plant
hire purchase lender
shareholder share offering
profit purchase
obtain earnings
preserve enlarge
buy keep
expand get

Exercise 3. Match the words and phrases with the correct definitions from the list below:
premises, grant, share flotation, retained profit, working capital, lender, reserve, hire purchase, loan,
borrowings, cash flow, reserve finance;

1. money as a resource for business and other activities;

2. the capital from a business that is set aside from profit or from shares sold at higher that their
original price;

3. the amount of money moving into and out of a business at a particular point in time;

4. part of the annual profit that is not paid out to shareholders as dividend, but reinvested in
thecompany;

5. receiving money from a person, a bank, or other financial organization and agreeing to pay
itback later, usually with interest;

6. money that has been borrowed and has to be paid back;

7. aperson or an organization that lends money and charges interest on the repayments;

8. away of buying goods where the buyer takes the goods and pays for them in regular
instalmentsover a fixed period of time;

9. offering company shares for sale to the public or a stock exchange for the first time;

10. the amount of short-term capital that a business has available to meet the day-to-day cash
requirements of its operations;

11. money given for a specific purpose;
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Exercise 4. Fill the necessary prepositions into the sentences and translate them:
Retained Profit
for, through, in, within, to, of(6), after

retained profit is the amount ...
their shareholders, but to keep ...

profit tax that directors ...
the business. It is held as an increase ..

a business decide not to distribute ...

the capital and reserves

. the purchase . assets. Retained profits from the most important source . finance .
businessexpansion.

Exercise 5. Write an appropriate word or phrase in the following sentences distributed, share
issues, premises, hire purchase, a grant, retained profit, cash flow, a loan (2), cash.

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

I'd like to pay in ., please.

The bank agreed to give the company . of $100,000.

The . in our country is good because we take in much more money than wespend.

Our . will provide capital for the planned growth next year.

I applied at the bank for . at 7% interest

The Ford Foundation gave the economist . for research.

He bought a computer on . .
A guard asked the stranger to leave the .

As Britain recovers from recession, computers will seek to rise finance through .

0. Goods are . to our major customers first.

Exercise 6. Sum up what you remember about:

b)

financial reserves;
retained profit;
borrowings;

share flotation;
grants and loans.

Exercise 7. Answer the following questions:

1.  What do businesses need financial reserves for?
2. What do companies need working capital for?
3. What are the main ways of obtaining capital?
4.  What is meant by the «retained profit»?
5. Is retained profit distributed to shareholders?
6. What are the main types of lenders to business?
7. When do companies make share flotations?

Unit 32. Stock exchange
Active Vocabulary

stock exchange
share market

dbongoBa Oipxa
¢donmoBa Oipxa (PUHOK aKIIiil)

bourse dbonaoBa Oipxa (mapusbKa)
corporation KopIopartis

mutual organization CHJIbHE T ITPHEMCTBO
facilities HOCITyTH

redemption BUJTYYEHHS 3 00iry

financial instrument
capital events

(iHAHCOBI TOKYMEHTH
dbopmu piHaHCYBaHHS



traded on

stock brokers
trades

trade stock
dividends

shares issued
units trusts

bonds
recordkeeping
electronic networks
cost of transaction
initial offering
by definition
primary market
subsequent
secondary market
stock market

is driven

free market
compulsion
over-the-counter
increasingly

aKIIIOHEePHI MOJI1 Ti, 110 TIPOJAIOTHCS
OipKOBUI MaKJIep

TOpPTH

TOPTIBJIS [IIHHUMU TIaTiepamMu
IUBIAEH, YacTKa

BUITYCK aKIIii

TpacT (KOHIIEPH)

oOJirarrii

00K

€JIEKTPOHHI Mepexi

BapTICTh TOProBoi omnepartii (yroan)
ITOYaTKOBA IIPOITO3HUIIIsI

32 BU3HAYCHHSM

OCHOBHMU PUHOK
[IOCJIITOBHUNA

BTOPUHHUYI PUHOK

PYHOK IIIHHUX TarepiB
Kepy€eThes

BiILHUI PUHOK

PUMYC

1103a01p>KOB1 BITHOCUHU

B OLIBIIIOCTI
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A stock exchange, share market or bourse is a corporation or mutual organization which
provides

«tradingy» facilities for stock brokers and traders, to trade stocks and other securities. Stock
exchanges also provide facilities for the issue and redemption of securities as well as other financial
instruments and capital events including the payment of income and dividends. The securities traded
on a stock exchange include: shares issued by companies, unit trusts and other investment products
and bonds. To be able to trade a security on a certain stock exchange, it has to be listed there. Usually
there is a central location at least for recordkeeping, but trade is less and less linked to such a physical
place, as modern markets are electronic networks, which gives them advantages of speed and cost of
transactions. Trade on an exchange is by members only. The initial offering of stocks and bonds to
investors is by definition done in the primary market and subsequent trading is done in the secondary
market. A stock exchange is often the most important component of a stock market. Supply and
demand in stock markets is driven by various factors, such as affecting the price of stocks.

There is usually no compulsion to issue stock through the stock exchange itself, nor must stock
be subsequently traded on the exchange. Such trading is said to be off exchange or over-the- counter.

This is the usual way that bonds are traded. Increasingly, stock exchanges are part of a global
market for securities.

Exercise 1. Give the English for:

¢donoBa Oiprka, CHiIbHE MiAIPUEMCTBO, BUITYCK aKI[iii, TOPTiBJIs IHHUMH MariepaMu, HOCTYTH,
Olp>KOBUM MakJjep, BUIYYEHHS 3 OOJIKy, MOCTIJOBHUMN, BapTICTh TOPrOBOi OIMeparlii, moyaTKoBa
MPOMO3UIlis, OOJIK, €NeKTPOHHI Mepexki, olmiraiii, 1mo3adip>KOBi BiIHOCHHH, OCHOBHHI PHHOK,
KEPYETHCSI, 32 BUBHAYCHHSIM.

Exercise 2. Match words from list A with words from list B that have a similar meaning: A B
stock exchange services
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mutual organization price of deal off
redemption facilities exchange share
initial offering market joint

venture record
withdrawal share
information force
first proposal

capital events
over-the counter
cost of transaction
recordkeeping
compulsion

Exercise 3. Translate the following sentences:

1. ®onnoBa Oipxka - 1€ CHiJibHA OpraHizaiis, sKa HaJla€ MOCIYTM TOPTiBJl I[IHHHUX ManepiB
O1p>)KOBHM MakJiepam Ta TOproBIpsM. 2. DoHI0Ba Oipka TaKOXK HAJA€ Takl MOCIYTH, K BUIYCK TH
BIWUIy4YeHHSI 3 OOIry LIHHUX mamepiB, ¢opmu (iHAHCYBaHHSA, PO3MOBCIOIKYE iHPOPMALiIO PO
aKI[IOHEepHI To/ii, BKItoYaoud MpuOyTOK oruiaTk Ta auBineHad. 3. L[iHHI mamepu MmpoaroThCsl Ha
dboHIOBIH OipKi, BKIIIOYAIOYH aKIIii, SIKi BUITYCKAIOTHCS KOMITAHI€I0, TPACTAMH, a TAaKOXK OOJIirarii Ta
1HII1 1HBeCTHIiMHI Tariepu. 4. TopriBis IIHHUMH MarepaMu MOXKE BiIOyBaTHUCSA TUIBKH WICHAMHU
¢onnoBoi Oipxu. 5. IlomuT Ta mMpOMO3UIST HA PUHKY I[IHHMX MarnepiB MOTHUBYETHCS PIZHUMH
dbakTopaMy, TaKMMH SIK BIUIMB I[IHM Ha I[IHHI mamepu. 6. SIKmo akimii He MNpojaroThcs 1 He
BUITYCKaIOThCs Ha (POHIOBIH OipKi, TO TaKy TOPTiBIIIO HA3UBAIOTh 1103a01PKOBUMH BiTHOCHHAMH.

Exercise 4. Answer the following sentences:
What do you understand by Stock Exchange?
Who takes part in Stock Exchange?
What does Stock Exchange deal with?
What is issued on the Stock Exchange?
5. Why the electronics network is getting more widespread nowadays? What are the
advantages?
6. What do you understand by the over-the-counter?

el S

Unit 33. Costs. Assets and Liabilities

Active Vocabulary

Costs BUTpPaTH, BUIATKU

Output MPOYKIIisl, BAMYCK, BUTOTOBJICHHS
fixed costs 00csT BUpOOHUIITBA

variable costs

direct costs

indirect costs

overhead cost/overheads
expenses/expenditure

OCHOBHI 3aTparu

npsiMi 3aTpaTu

3MiHHI BUTPATH HENPSAMI, IIOCEPEIHI BUTPATH
HaKJIaJ{HI BUTPATH

BUTPATH, BUJATKA

assets and liabilities
fixed assets

current assets
receivables

deposit

generate

long-term liabilities
current liabilities

be due to

AKTUBU Ta TACHBH
HEIKBIAHI aKTUBH, OCHOBHHH KamiTall
MOTOYHI 0OOPOTHI aKTHBH
paxyHKH J1e6iTopiB, neditopu
JIETO3MT, BKIaJ B OaHK
CTBOPIOBATH
JIOBTOCTPOKOBI 3000B's13aHHS (TTAaCHBH )
KOPOTKOCTPOKOBI1 3000B's13aHHS (TTACHBH )
OyTHu 3000B'sI3aHUM, TI1UIATATH BUTLIATI
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The money that a business spends in order to produce goods or services is its costs. Different
business have different cost structures and define and calculate their costs in different way. One way
of classifying the costs of business is to relate them to the output of the firm.

Fixed costs are those which remain unchanged whatever the level of output, e.g. rent, interest
charges, salaries, variable costs change directly with output of the business.

Direct costs are directly related to the things produced. In manufacturing for example direct
costsinclude raw materials and wages.

Indirect costs may include things like social security charges on the top of the wages.

Overhead costs or overheads are used to mean different things, but usually cover all the regular
non-production costs of running a business, such as salaries and telephone bills; they may includethe
cost of marketing.

Costs are also referred to as expenses or expenditure.

Things of value owned by a firm are its assets. Fixed assets are long-term assets which are for
usein the business and not re-sale (land, buildings, furniture, etc.).

Current assets are used in the course of business. They include cash, receivables, bank
depositsand investments in other companies.

The assets help generate the income of the company.

Liabilities are what a business owes to those outside the business.

Liabilities are classified as either long-term liabilities which are due for repayment after more
than one year, or current liabilities which are short-term debts and debts to suppliers the company
expects to pay within one year.

Exercise 1. Give the English for:

BUPOOJISITH TOBapH Ta MOCIYTH; BUTPATH; CTPYKTYpa BUTPAT; MiJPaxOByBaTH BUTPATH; OCHOBHI
BUTpATH; OOCSAT BUPOOHMIITBA; 3apoO0iTHA IUIATHS, 3MIHHI BHUTpATH; MPsSMiI BUTpPATH; CUPOBHHA;
HenpsMi BUTPATH; HAKJIAHI BUTPATH; aKTHBH Ta MMaCHBH; HENIKBIIHI aKTUBH; MEPENPOAaX; MOTOYHI
000pOTHI aKTHBH; TOTIBKA; PaXyHKH JI€OITOPIB; I0XiJ KOMITaHii; TOBrOCTPOKOBI (KOPOTKOCTPOKOBI)
3000B's13aHHs; OOpT.

Exercise 2. Match sentences with the correct definition from the list below:
the money that a business spends in order to produce goods or services;
the quantity of good produced;

the money spent to run a business,such as rents, salaries, heat, etc.
items of value to a person, business,or institution;

money owed by company; a debt;

money that is owed to a business;

a sum of money paid into a bank;

an amount of money spent;

debts that are payable on demand orwithin one year;

10. money owed that does not have to be repaid until some future date;
11. the cost of materials, labour, etc, involved in marketing a product;
a) liabilities

b) costs

c) assets

d) overheads

e) direct costs

f) current liabilities

g) expenditure

k) long-term liabilities

1) deposit

m) receivables

n) output

WX R WD —
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Exercise 3. Translate the sentences into Ukrainian. Write the appropriate word or phrase in the

following sentences:

assets, generate, due, liabilities, expenditure, fixed costs, current liabilities, debts, output,

costs,expenses.

1.  We had to increase prices this year just to cover our ... .

. include rent.

— 200N LR W

_—

Factory workers have increased ... by 10%.
It took him years to pay off all his ... .
. are bills that the company expect to pay in the near future.

Updating these machines will increase our . this year.

The company does not have enough money to meet its . .

He is . to pay his debts.

The assets help . the income of the company.

The company was forced to sell off'its . .

Telephone bills, payroll, and rent are some of our monthly . .

Exercise 4. Answer the following questions:

What are the costs?

XN R =

9. What are the assets?

Do the different business have similar cost structures ?

How can the costs be classified?

What are the fixed costs?

Do variable costs remain unchanged whatever the level of output?
What are the direct costs related to?

What do indirect costs include?

What do overheads mean?

10. How are fixed assets distinguished from the current assets?11.What are the liabilities?
12. How are the liabilities classified?

13. What is the difference between long-term liabilities and current liabilities?

Active vocabulary
budgeting motivate operating
plan anticipate primary

performance framework fiscal
year master budget control
device 3aci6

entire business

Unit 34. Budgeting

CKJIaJIaHHs OI0JKETY
CTIIOHYKAaTH

BUPOOHUYHI TIaH

OUiKyBaTH, nepeadavaT

OCHOBHHH, HAMBAXKJIMBIIIM I
BUKOHAHHS
paMKH, MeXa, CTPYKTypa OI0JDKETHUH PIK,
(biHaHCOBUI piK TOJOBHUMA OIOIKET

CTaHJAPTHHH IUIaH AiSUTBHOCTI O13HECY, KOHTPOJIBHUM

minuii 0i3Hec

The preparation of a budget is an important aspect of a company's success. The preparation of it
helps management to establish short-term and long-term goals and standards for the company,
motivates employees to achieve company goals, provides for a systematic review of performance. The
success of the budgeting process depends on the cooperation of all employees.

Budget of a business is the financial operating plan for an organization for a fixed period. The
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budget shows income is anticipated and how the resources will be used during the budget period. It is
a forecast used by a business to plan and control.

The primary objective of the budget is to establish a financial framework for the operations of
the business. The accounting period for the budget is usually either the calendar year or the fiscal year.
The fiscal year is any chosen twelve-month period that does not correspond to the calendar year.

The total of separate budgets from different departments within a company that shows in detail
howthe entire business operates is called master budget.

As the business year progress, management can use the budget as a control device that permits
monitoring of the company's operations.

Exercise 1. Give the English for:

yCIiX KOMITIaHii, BCTAaHOBJIIOBATH JIOBFOCTPOKOBI IIUT, TMPOIEC CKJIAAaHHS OOKETY,
BCTAHOBJICHUH CTPOK, NMPUOYTOK, MPOTHO3, HAaWBAKIMBIIIA 3aj1aya, OIOKETHHH piK, TOJOBHUI
OI0/KET, BUKOPUCTOBYBATH OIO/DKET SK KOHTPOJIbHHMM 3aci®, KOHTPOJIOBATH pPOOOTYy KOMIIaHIi,
BUPOOHUYMHILIAH, OI0KETHUH MepioJ.

Exercise 2. Match words from list A with words from list B that have a similar meaning: A

B
operate sum goal main
progress expect
achieve definite
systematic reach
fixed regular
anticipate allow
primary objective
permit function
total develop

Exercise 3. Study the following words:

ad budget, annual budget, approved budget, consumer budget, current budget, deficit-free
budget, household budget, low budget, master budget, operating budget, overall budget, surplus
budget. Exercise 4. Choose the necessary word and put it in the sentence:

1. operation, objective, forecast, control device, management, master budget, the fiscal year,

budget;

2. aplan of expected income and expenditure for a particular period of time;

3. the total of separate budgets from different departments within a company;

4. astandard plan for the performance of a business by which its operations may be measured
andregulated;

5. astatement about what one thinks will happen in the future;
related to a 12-month period of business activity;
the people who control a company;
an aim or target;
the main internal workings of business.

A o)

Exercise 5. Write the appropriate word or phrase in the following sentences: total, monitors,
accounting, financial year, motivates, budget (2), fiscal year, budgeting, budgets.

1. The financial director is responsible for the firm's ... .

2. ...1involves setting financial goals and standards for an enterprise.

3. Our company's . is the calendar year, January 1 December 31.

4. The new channel will be launched with a $3 million promotional ..



5. A desire to go to business school ... her to study mathematics hard.

6. She was given a ... of $25, 000 to launch the magazine.

7. In the UK, the government's . runs from 6 April to the following 5 April.

8. Our financial manager will calculate the total profit at the end of the .period.
9. The boss . the quality of her employees' work.

10. The . of this month's sales is up 20%.

Exercise 6. Answer the following questions:

What is a budget? What does it show?

Why is the preparation of a budget an important aspect of a company's success?
What is the primary objective of the budget?

What is the master budget?
What is the control device?

O NN R

Exercise 7. Sum up what you remember about:a budget and budgeting; the fiscal year;

a master budget.

Active Vocabulary
auditing

accounting function
review

evaluation

audit

auditor

outside (external) audit
internal audit
accounting department
fiscal affairs

books

the standard operating procedures
accounting records
accurate

adequate

accessible

CPA (certified public account)
paperwork

inventory (stock-taking)
calculation

balance keeping

data carrier

legal force

mean of smth.

a mean of checking

JAHUMHU OyXTanTepCchKOro 00Ky

values according to the auditing

What is the customary accounting period for the budget?
What can a master budget be used for?

What does the success of the budgeting process depend on?

Unit 35. Auditing

nepeBipKa 3BITHOCTI

00miKoBa (QyHKIIA

nepeBipka

OI[IHIOBAHHS, OI[IHKA, aHaJIi3

ayJluT, epeBipKa, ay JUTOpChKa
ayauTop, Oyxranrtep

30BHIIIHIN ayIuT

BHYTPIIIHIN ayuT

Oyxranrepis

¢iHaHCOBI cripaBH

OyXTraJITepChKi KHUTH

CTaHJAapTHI MeTOIU poOOTH
OyXTaJlITepChKi paxyHKH, JOKYMEHTAITIS
TOYHUH, IPABUIILHUN

IO BiAIIOBiga€ BUMOraM, BiIOBITHUN
JOCTYITHUN

JTUTITIOMOBAaHUM OyXranTep
JIOKYMEHTYBaHHS

IHBEHTapHU3aIlis

KaJIbKYJIALIs, PO3paxyHOK

OanaHCOBa 3BITHICTh

HOCi iHpopmaii

IOpUANYHA CHJIa

3acib

3aci0 mepeBipKH IIHHOCTEH 1 31CTaBICHHS 3

71
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control of the enterprise property KOHTPOJIb BIACHOCTI IMiIPUEMCTBA
money measure IpOILIOBHIA BUMIp cO0IBapTiCTh
real price CUCTEeMa [MOKa3HHKIB

system of the indexes

Auditing is an accounting function that involves the review and evaluation of financial records
of acompany. It is done by auditors. These reviews are called audits.

Outside/external audits are a normal and regular part of business practice. In addition, many
corporations maintain a continuous internal audit by their own accounting departments. They review
operating procedures and financial records and report to management on the current procedures and
financial records and report to management on the current state of the company's fiscal affairs. The
internal auditors make suggestion to management for improvements in the standard operating
procedures and check the accounting records.

Independent auditing is done by accounts who are not employees of the organization whose
books they examined. The independent accountant is almost always a CPA. Independent accountants
review the business's operating activities they examine financial statements and the accounting
records.

Auditing consists of paperwork, inventory, (stock-taking), accounting records, evaluation,
calculation, accounts, balance keeping.

Paperwork involves company's activity information on the different data carrier which enable
itlegal force.

Inventory is a mean of checking values according to the auditing. Accounting records mean the
control of the enterprise property. Evaluation means evaluation enterprise assets into money measure.

Calculation is mean of calculation real price. Real price is the determined price of the
producedproduct.

Balance keeping is the keeping information of the enterprise assets and its formation.
Accounting records is the system of the indexes which show financial activity of enterprise.

Exercise 1. Give the English for:

nepeBipka Ta aHalli3 (piHaHCOBUX JIOKYMEHTIB, ayAUTOP, 30BHILIHIN ayIUT, BHYTPILIHINA ayIuT,
Oyxrairepis, (IHAHCOBI CHpaBH KOMIIaHIl, TMEPEBIpATH OYyXTalTepChKy JIOKyMEHTAIIIIO,
CTaHJApTHIMETOAU poOOTH, TOUHA iH(POPMALIiSL.

Exercise 2. Match words from list A with words from list B that have a similar meaning:

A B
outside audit uncontrolled
review process
evaluation sufficient
check achievable
accounting records examine
accurate examination
inventory analysis
adequate correct
accessible bills
procedure stock-taking
independent external audit

Exercise 3. Match the words and phrase with the correct definition from the list below: financial
statement, evaluation, audit, internal audit, auditor, external audit, standard operating procedures,
books;

1. adetailed inspection of the accounts of an organization by a professionally trained person;
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2. an audit carried out by a person not employed by the company to check that the accounts
areaccurate and honest;

3. aprofessionally trained person who examines the accounts of an organization that they are
trueand correct;

4. areview and evaluation of a company's financial records by employees of the same
company;

5. an organization's established methods of carrying out its operating and recording functions;

6. an analysis, study;

7. the books, files or computer records where a company's accounts are kept;

8. areport showing profit and loss for a business or institution.

Exercise 4. Put the necessary word into the sentences:

accurate, an evaluation, fiscal affairs, financial records, outside audits, an internal audit, the
books,independent accountants, the accounting, audit, the auditors.

1.

2
3
4.
5.
6
7
8

9.
10. An account did . of the company's financial state.
11. The numbers in the report are . .

... were called in to inspect the accounts.
An accountant did a year-end ... of our financial records.
firm audited the company every year.
. are not employees of the organization whose books they examine.
The tax inspector wants to examine . .
Many companies employ their own accountants to maintain . .
. are a normal and regular part of business practice.
Auditors review . and report to the management on the current state of the company's
. inthe form of an Auditor's Report.

Exercise 5. Answer the following questions:

VN U AW

What is an auditing?

Who carries out audits?

What is an internal audit?

What do internal auditor review?

What do the independent auditors review?
What is the paperwork?

What is the inventory (stock-taking)?
What is the accounting records?

What is the evaluation?

10. What is the calculation?
11. What is an accounting records? 12.What is the balance keeping?

Exercise 6. Indicate true or false statements:

1.
carry outan audit records.

2. An external auditor is only invited when a company is having financial difficulties.

The people who keep the financial records for an organization are the same people who

3. The more internal control an organization has, the more efficient is its performance.

4. Many companies nowadays employ accounts of their own to maintain a continuous
internalaudit.

5. Internal auditors try to make sure that the operating sections of a company follow the

policiesestablished by management.
6. The reports of internal auditors always reach the people in management.
7. CPAs seldom do independent auditing.
8. Only very large corporations need external audits.



Exercise 7. Sum up what you remember:auditing; internal audits; independent audits.

Active Vocabulary
overseas market
export

foreign currency
international trade
consume
unobtainable
domestic

living standard
domestic

tariff

quota

exchange control
protect procedures
free trade

national producer
barrier

free trade
exchange rate

Unit 36. International Trade

3aKOPIOHHI PUHKHU
EKCIIOPT

iHO3eMHa BaIIOTa
MDKHapO/IHA TOPT1BIIS
CIIOKUBATU

HEJOCSKHUM, HETOCTYITHUI
BITYM3HSIHUM, BHYTPIITHIN
KHUTTEBUH PIBEHD
BHYTPIIIHIHN, MICIICBUH
Tapud

KBOTa

BaJIIOTHE PETYJIIOBAHHS
3aXUIIATH 3aX0/I1

BiJTbHA TOPTIBIIS
HalliOHAJIbHUH BUPOOHHK
Oap'ep

BiJTbHA TOPTIBIIS

0OMiH BaJIlOTH
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International trade is when companies from one country sell their products or services in other
countries. For example, the UK producers cars, machinery, oil and chemicals, which it exports to
overseas markets. Other British exports include services like banking and travel. These earn foreign
currency for the UK. Imports to the UK include cars, food, and electrical goods.

International trade enables countries to obtain some goods and services more cheaply than they
could produce them for themselves or to consume goods and services which would otherwise be
unobtainable from domestic supply sources.

Through International trade countries can improve their living standards. International trade
keepsdomestic price down by creating competition at home and provides large markets abroad.

Governments can control international trade. The most common measures are tariffs, quotas,
exchange controls. They raise the price of imported goods to protect procedures.

The international trade that takes place without barriers such as tariffs, quotes and exchange
controls is called free trade. Free trade area is a form of trade integration between a number of
countries, in which members eliminate all trade barriers among themselves on goods and services, but
each continues to operate its own barriers against trade with the rest of the world.

Changes in the exchange rate can make a company more or less competitive. The exchange rate
is the amount of one currency needed to buy another currency. For example, in 2002, one British
pound bought about 200 Japanese yen, so the exchange rate was 1:200. If the exchange rate falls,
exports become cheaper, so companies become more competitive. If the exchange rate rises,
exportsbecome more expensive, so companies become less competitive.

Exercise 1. Give the English for:

MDKHapOZHA TOPTiBJS, IOKPAILILyBaTH JKUTTEBUH piBEHb, KOHTPOJIOBATH MIKHAPOIHY
TOPTIBIIIO, 3aXOJld, BAJIIOTHE PETYJIIOBaHHS, MiABUIIYBATH I[IHM Ha IMIIOPTHI TOBapH, 3axXHUIATH
HaIllOHAJILHOTOBUPOOHHKA, BiJIbHA TOPTiBIIs, YCYBaTH BCi1 TOPTOBi Oap'epH.

Exercise 2. Match words from list A with words from list B that have similar meaning:
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obtain
produce
consume
domestic
raise
protect
barrier
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B
obstacle
defend
internal
elevate
use up
manufacture
get

Exercise 3. Match the correct definition from the list below: domestic, free trade, exchange
control, tariff, barrier, quota, living standard;

1. the level of material comfort and wealth that a person or a community has;

2. an amount that must be paid when particular goods are imported into a country, or

sometimeswhen they are exported;

3. alimit on the amount of a particular good that may be imported into country during a given

aperiod of time;

4. aset of restrictions imposed by a government on buying and selling foreign currencies;
5. trade between countries with few government restrictions;
6. asystem of import controls set up by a government to protect the country from foreign

competition;

7. inside a particular country.

Exercise 4. Write an appropriate word into sentence: national producer, free, barriers, exchange
controls, quota, tariff, living standard, international.

S e

The company depends on ... trade.

I hope this new job will give me a better .......

.. barriers can make trade difficult.

The government fixed a . on the number of foreign cars allowed to be sold in the USA.
The United Kingdom removed all . long tome ago.

The General Agreement on Tariffs and Trade (GATT) is an international organization

whosegoal is to eliminate tariffs and other . to international trade.
7. .. trade among nations results in increased competition and lower prices.
8. This company is the largest . of steel.

Exercise 5. Answer the following questions:
1. What is the international trade?
1 .Why do countries engage in international trade?

3. Does international trade influence on domestic prices?
4. Do the government control international trade?
5. What are the most common protectionist measures?
6. What reasons are generally given for imposing trade barrier?
7. What is the free trade?
Unit 37. World Trade Organization
Active Vocabulary
the World Trade Organization (WTO) CsiToBa oprasi3zailis TOprisii
administer trade agreements trade KEepyBaHHs TOPrOBEJIILHUMHU yrolaMu
negotiating settle trade disputes legal TOProOB1 MEPEroBOpU

ground rules

peryJoBaTH TOProBi KOH(IIIKTH
OCHOBHI TIPaBOB1 HOPMHU
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bind 3000B's13yBaTH

trade rights TOPTOBi MpaBa

oversea 3aKOPIOHHUHI

keep trade policy JOTPUMYBATHUCS TOPTOBOI MOJITUKA
dealings cipaBH (omepariii)

International Monetary Fund MixHapoaHui BaOTHUH QoHA
the World Bank CsiToBuii 6aHK

The World Trade Organization (WTO) is the only international organization dealing with the
global rules of trade between nations. Its main function is to ensure that trade flows as smoothly,
predictably, and freely as possible. It does this by:

administrating trade agreements;

acting as a forum for trade negotiatings;settling trade disputes;

reviewing national trade policies;

assisting developing countries in trade policy issues through technical assistance and training
programmers;

cooperating with other international organizations.

At the heart of the system are the WTO's agreements, negotiated and signed by a large majority
of the world's trading nations. Those agreements are the legal ground rules for international
commerce. Essentially, they are contracts, guaranteeing member countries important trade rights.
They also bind governments to keep their trade policies within agreed limits to everybody's benefit.
Their main purpose is to help producers of goods and services, exporters and importers conduct their
business.

The WTO is one of three major organizations that oversea international economic relations
among governments. The other two are the International Monetary Fund, which improves payment
arrangements and other financial dealings between countries, and the World Bank, which provides
loans to poorer nations. The WTO headquarters are in Geneva, Switzerland.

Exercise 1. Give the English for:

CaiToBa opraizailisi TOPTiBis, KepyBaTH TOPTrOBEIbHUMH yronamu, (HopyMm ais TOPrOBUX
MIEPETOBOPIB, yPETyJIbOBYBAaTH TOProBi KOH(MIIKTH, TOProBa TMOJITHKA, TEXHIYHA JOIOMOTa,
HaBYaJIbHI IPOTpPaMH, CIIBIPALIOBATH 3 MDKHAPOJHHUMH OpraHi3alisiMi, OCHOBHI IPaBOBI HOPMH,
rapaHTyBaTH TOPrOBI TIpaBa, JIOTPUMYBATHCS TOPrOBOi TMOJITHKH, MIKHAPOAHI EKOHOMIYHI
BIJTHOCHHH, CBITOBUI OaHK, HaJJaBaTH MO3HKY, TOJIOBHE yIIPABIIIHHS.

Exercise 2. Match words from list A with words list B that have a similar meaning

A B
global manage
administer universal
dispute supervise
trade lawful
assist transact
cooperate contract
agreement collaborate
negotiate help

legal quarrel
oversee oblige
bind commerce

Exercise 3. Match the word with the correct definition from the list below:
the contract, dealings, trade agreement, commerce, ground rules, negotiating, the World Bank,
theWorld Trade Organization;
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an international organization that promotes trade in goods and services between nations;
an arrangement between countries to follow certain rules on pricing, import duties, etc.

whenbuying and selling to each other;

3.
4.
5.
6.

the process of trying to reach an agreement through discussion;

the central bank, controlled by the United Nations, that lends money to member state;

a set of rules;

business in general in the buying and selling of goods and services within a country, and

withother countries;

7.
8.

business done between people or organizations;
an agreement, usually written and signed by those making it.

Exercise 4. Write an appropriate word or phrase in the sentences:
administered, oversee, settle, commerce, the World Bank, dealings (2), barriers, trade disputes,
thenegotiating, trading, agreement.

XN W=

His company has just signed a trade ... with Japan.

This new ... company imports craft goods from South America.

between the two countries resulted in a new trade agreement.

One of the main functions of the WTO is to settle ... .

By lowering trade the WTO also breaks down other barriers between peoples and nations.
The two have had . with each other over many years.

Develpoing countries in the third world have applied to . for development.

The growth of between memeber states in the EU is remarkable.

I've had with him before and he is not to be trusted.

10. Trade union leaders and employers are meeting to the pay dispute.

11. The WTO , the IMF and the World Bank international economic relations among
governments.

12. She the committe meeting to make sure that everything worked smoothy.

Exercise 5.Translate into English:

CgiToBa opranizaitis Toprisii Oyna ctBopeHa B 1995 pori. Ile ogHa 3 HAWMOJIOAMINX CBITOBUX
opranizauiii. Lle ennna Mi>kHapoiHa OpraHi3allis, sKa Ma€ CripaBy 3 OCHOBHHUMH IIPaBUJIaAMU TOPTiBIIi
MDK KpaiHamMu. BoHa kepye TOpProBeIbHUMH YroJaMmH i Jii€ K (OpyM AJis TOPTOBHX IEPETOBOPIB.
Bona Takox criBOpaIfioe 3 iHIMMH MiIXKHAPOJHUMHU OpraHi3alisiMH.

VYperymatoBaHHsI TOProBUX KOH(MIIIKTIB - OJTHE 3 HAWBAKIIMBIIIKX 3aBaaHb CBITOBOT opraHizariii

TOPTiBII.

Yromu CBiTOBOiI opraHizaiii TOPriBii - 1€ OCHOBHI MPaBOBI HOPMU MIKHAPOJHOI TOPTIBIIL.
BonurapanTtyoTs KpaiHaM-uIeHaM Ba)KJIMB1 TOPrOBi IpaBa.

CeiToBa oprasizaiisi TOPriBil TaKOX PETryJIO€ TOPTIBIIO TMOCIyraMH Ta 1HTEIEKTYaJTbHOIO
BJIACHICTIO.

['onoBHe ynpasninas CBiTOBOI opraHizaiiii po3ramoBane B JXKeneni (I1IBeitmapis).

Exercise 6. Answer the following questions:

XN B W=

What is the World Trade Organization?

What is its main function?

What does the WTO do to fulfill its main function?

What are the WTO's agreements?

Who signs these agreements?

What do these agreements guarantee?

What do they bind governments to do?

Who oversees international economic relations among governments?
What does the World Bank provides loans to?
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10. Where are the WTO situated headquarters?

Unit 38. Ownership

Active Vocabulary
sole trade/sole proprietorship OJIHOOCIOHA BIIACHICTH
unlimited liability companies KOMIIaHisl 3 HEOOMEKEHOO
private limited companies (BrE) Bi/IIIOBIIAJILHICTIO
public limited companies BiIKpHTa KOMIIaHisi 3 0OMEKXEHOIO Bi/IITOBIIATBHICTIO
dissolve HNPUNUHUTY AiSIbHICTD MIANPUEMCTBA
legal restriction IOPUMYHI OOMEKEHHS
losses 30UTKH
incur MaTH, 3a3HaBaTH
entirely LIJIKOM
file the permission 3BEPHYTHCS 3a JI03BOJIOM
if charter approved SKIIO CTaTyT CXBaJCHUMA
the number shares of stock KiJIbKIiCTh I[iHHKUX ManepiB
certificates of ownership CBIJIOLITBO BJIACHOCTI
shareholder aKiioHep
capacity o0csr, 00'eM

A business is an organization of material, human, financial, and information resources that are
joined together for a specific purpose. There are several main kinds of business: sole trade/sole
proprietorship, unlimited liability companies, limited liability company which subdivided into private
limited companies/limited liability company and public limited companies, corporation. Sole trade/
sole proprietorship is the most common form of business organization, it's owned and run by one
person.

The main advantage of a sole proprietorship is that the easiest form to start and run. In the event
that the owner wants to dissolve the business, a sole proprietorship is as easily dissolved as it is
formed. Sole proprietorship owns all the profits of their enterprises and free to make whatever changes
they please. They have minimal legal restriction and not have to pay the special taxes placed on the
different state establishment.

The major disadvantage of a sole proprietorship is the unlimited liability. Since the business and
theowner are legally the same, the sole proprietor is liable for all financial losses or debts that the
business may incur.

The owners of Unlimited liability companies are personally and entirely liable for the debts of
the company. This means they may lose their personal assets (e.g.. their house or car) if the company
isin financial difficulties.

Limited liability company/ Partnership is a business that is jointly owned by two or more people
who have combined their talents and resources for the purpose of earning profit. Partners share their
profits and losses and they are responsible for the management of the business and usually agree with
each other before making major decision.

Business Corporation is an institution established for the purpose of making profit. It's operated
by individuals. People who would like to form a corporation must file the permission in the state
government. If charter approved, the documents give permission to create a corporation is granted.
The charter states should involve legal name, legal address, purpose of business. The number of shares
of stock, or ownership parts of the firm are specified in the charter. These shares are certificates of
ownership and are sold to investors called shareholders or stockholders. If the corporation is profitable
it will eventually issue dividend or a check, representing a part of the corporate profits to shareholders.
There are a lots of advantages of corporation: it can attracts a large amount of capital and can invest it
in plants equipment and research. Corporations have great
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capacity for growth and expansion. But there are some disadvantages. It's difficult and expensive to
organize a corporation. There is also an extra tax on corporate profits.

Exercise 1. Give the English for:

KOMITaHIg 3 O0OMEXEHOIO BiINOBINAILHICTIO, KOMIIaHIA 3 HEOOMEKEHOIO BiAIOBiAAILHICTIO,
BJIACHUK, OYTH BiJNOBiJaJIbHUM 32 OOpPIY KOMIIaHiil, BTpayaTu BIacHe MaiiHO, (piHAaHCOBI TPy IHOMI],
OJIHOOCIOHA BJACHICTh, KOPIMOpaIlisi, TOBAapPUCTBO, 3aKpWUTa AaKI[IOHEpHA KOMIIAHis, aKIioHEp,
IPOTIOHYBATH aKIlii, MPOAABaTH akIii Ha (OHIOBIN OipKi.

Exercise 2. Match words from list A with words from list B that have a similar meaning:

AB

join sole proprietorship
purpose aim

sole trader propose

offer unite

organize stock

personal arrange

share individual

Exercise 3. Match the word with the correct definition from the list below:

sole proprietorship, unlimited company, shares (2), partnership, asset, debt, private limited
company, limited liability company, stock exchange, shareholder, wealth;

1. a firm run by two or more partners;

2. abusiness owned by one person;

3. acompany in which the owners are entirely liable for the debts of the company;

4. acompany in which the owners are liable only for the amount of money they invested in
thebusiness;

5. acompany that may not offer its shares for sale to the public;

6. acompany whose shares can be bought and sold on the stock exchange;

7. money owed by one person or an organization to another;

8. an item of value belonging to a person or a company;

9. one of many portions into which a company's capital is divided;

10. a market where stock and shares are bought and sold under fixed rules;

11. aperson who owns shares in a company and, is, therefore, a member of the company;

12. owing a large amount of money, goods or property.

Exercise 4. Put an appropriate word in the sentences:

stock exchange, wealth, purpose, shareholders, sole trader, partners, shares, assets, debts,
partnership, sole proprietorship.

1. The person operating a........... owns the business by his own way.

2. Formed by two or more persons, the ... is considered a business entity. Each partner is
responsible for the ... .

3. All personal . of each partner are at risk if the business falls.

4. . receive dividends in proportion to the capital they invest.

5. Beinga. .she works long hours in her hairdressing business.

6. The partnership collapsed as a result of the criminal activities of one of the . .

7. He has . in Great Britain.

8. He is a man of great .

9. The. of going to school is to learn .

10. He workers as a computer operator at the New York .
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Exercise 5. Answer the following questions:

Are all businesses owned and organized in the same way?
What is the simplest form of business ownership?

What are the owners liable for in unlimited liability companies?
What are the owners liable for in a limited liability company?
What are unlimited companies subdivided into?

What is the partnership?

What is the private limited company?

What is the Corporation? Its advantages and disadvantages?

i I i e

Exercise 6. What is the difference between:
sole proprietorship - partnership;partnership - corporation.

Exercise 7. Sum up what the texts says about: sole trader;partnership;corporation;
unlimited liability company;limited liability company.

Unit 39. Distributing shares of the Limited Company

Active Vocabulary
invest BKJIQJATH KamiTaa
put in BKJIAJIATH KariTal
fixed capital (fixed assets) YCTaBHUI KamiTal
majority shareholder BJIACHUK OCHOBHOTO TaKeTa aKIlii
shares aKis
benefit ratio po3noAiI NpudyTKiB
profit and loss npuOyTOK Ta BUTPATU
private limited company MPUBATHA KOMIIaHisl 3 0OMEXEHOI0 BIAMOBIJATBHICTIO
stock exchange donoBa Oipxa
do well JOCSITaTH YCHiXiB
pay debts BUILIaYyBaTH OOpru
liability BiJIOBIAANTbHICTh
sole proprietorship IPUBATHE MIAIPUEMCTBO 3aCHOBAHE OJIHIEIO 0COOOI0
partnership apTHEPCTBO
go bankrupt 30aHKPYTYyBaTH

Four men, Mr Somov, Mr. Menshov, Mr. Antonenko, and Mr. Petrov have started a limited
company. They are shareholders. Mr. Somov invested 20,000 grivens. Mr. Menshov put in 10,000
grivens, Mr. Petrov's contribution was 55,000 grivens, the capital of Antonenko being 15,000
grivenes. The fixed capital (fixed assets) is 100,000 grivnes.

Mr. Petrov is the majority shareholder (he owns the most shares). Mr. Petrov has a controlling
interest (he owns more than 50% of the shares). The company's capital (the money for buying goods
and equipment) is 100, 000 grivnes. The profit is divided between shareholders. The profit is divided
by the invested shares, it's called benefit ratio. The shareholders may control profit and loss, but
another appointed person are responsible for it.

When a limited company has started trading, you do not invest in shares by giving more capital
to the company. You buy them from one of the Shareholders. If it is a private limited company, a
shareholder can only sell shares if all the other shareholders agree. If it is a public limited company,
shares can be bought and sold freely, usually at the Stock Exchange. If the company is doing well and
paying high dividends, then you might pay more then the face value of the shares. If it is doing badly,
you might pay less than the face value of the shares. The price you
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pay at the Stock Exchangeor to a shareholder for your shares is their market value. If the company
fails, it will stop trading and go into liquidation. This means that all the company's property and
equipment (its assets) must be sold and the money from the sale will be used to pay its debts to its
creditors. The shareholders may lose the money they paid for the shares. If the company still does not
have enough money to pay all its debts, the shareholders, do not have to pay any more money. In other
words, the shareholders' liability for debts is limited to the value of their shares. On the other hand, if
you are an owner of a business which is not limited, for example a sole proprietorship (owned by one
person) or a partnership (owned by between 2 and 20 people) and your business fails, you will go
bankrupt. In this case you might have to sell your own private possessions (your house, car, furniture,
etc) to pay all your creditors. Other words, sole proprietors and partners have unlimited liability for
their firm's debts.

Exercise 1. Give for the English:

BKJIAJIaTH KalliTaJd, YCTaBHUW KamiTal, akIlii, NpUBaTHa KOMIaHisI 3 OOMEXEHOIO
BIJINMOB1IaJIbHICTIO, TAPTHEPCTBO, (POH10BA OipKa, pO3MOALI MPUOYTKIB, JTIKBITyBaTHCh, BUILJIAUYBaTH
0opru, BiNOBIAATBHICTb.

Exercise 2. Put an appropriate word or phrase in the sentences:
benefit ratio, go bankruptcy, company, fixed capital, sole proprietorship, assets, lender, profit,
majorshareholder.
1. The money shareholders put into a company to buy property and equipmentso that it can
start is called ... .
2. One of the owners of a partnership is ... .
The price you pay for shares when the company has started trading is their . .
To put money into a business or a bank account so that it will make a profitis to . .
The sole (owner) of a business is . .
Something belonging to a person or a business which can be sold is . .
A person you owe money to is . .
When a limited company fails, it . .
Another name for a business is . . Exercise 3. Translate the following sentences:
i nroau € iHBECTOpaMU 1 BIIACHUKAMHM aKIIii.
BiH ronoBHUil BIaCHUK aKIliii.
1106 po3nouaTu cripaBy, HEOOX1THO B3SITH MTO3UKY B OAHKY.
Kamitan komna#nii po3noainserscs Ha 50, 000 akiiii, Ko>kHa 3 SIKUX Mae IiHy 1 gomapa.
5. Kowmmanist 3 0OMEXEHOI BiIMOBIJAIBHICTIO HAa3MBAETHhCA TaK TOMY, 110, BOHAa Hece
00MEKEHYBIIMOBITAJIbHICTD MEPe] KPEAUTOPAMHU y BUTIAKY ii JiKBifaIii a0o 0aHKpOTCTBA.
6. Axuii mpoaaroThes Ha Oipxi.
7. SIKmo KoMmmaHisi TEPIUTH KpaxX, BOHA 3YIUHSE TOPTIBIIIO 1 JIIKBITYETHCS.
8. JSIKII0 KOMIMaHis I0CSTae yCIixXiB 1 IUIATUTh BUCOKI AUBIIEHAM, 11 aKllii MalOTh BUCOKY LIIHY.
9. Kowmmanist 3 00MeXeHOI0 BIAMOBIATBHICTIO Y BUMAAKY JiKBiaIlii a00 OaHKPYTCTBA MpoIae
BCE CBOE MaifHO, BKJIFOUAIOYH 1 0COOMCTE MAaifHO 3aCHOBHUKIB, 1100 BUTUTATUTH OOPTH KPEIUTOPAM.
10. OnmHOOCIOHI TiANPHUEMITI HECYTh OOMEXEHY BiAMOBIAIbHICTH 32 OOPTH CBOI (ipMHu.

PON— OO0 AW

Exercise 4. Answer the following sentences:

Who is the major shareholder in the Private Limited Company?
Where can the shares be bought?

If the company is doing well, how will you pay for the share?
What will the company if the company do if it fails ?

Why is the company called «limited»?

Why is the company called «unlimited»?

S e
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7. To whom and for what are the founders of a company responsible in the case of the

company'sliquidation?

Grammar Revision

Unit 1. Present Simple and Present Continuous

We use the Present Simple: for routines and habits:
e.g. [ go to the bank twice a week; -
for permanent situations: e. g. My

friend works in a bank;
- for facts:

e. g. Water boils at 100 centigrade;
- for timetable or fixed events in the future:
e. g. The train leaves in 10 minutes.

We use the Present Continuous:

for actions happening now:

e.g. [ am working on my reporting at the moment;for temporary actions or situations:

e.g. I am staying with my friends till I find a new flat;for changing or developing situations: e.g.
The economic situation is getting worse in this country;

to talk about something that happens often and is unpleased or irritating (with always): e.g. She
is always grumbling and complaining.

Exercise 1. Choose the correct variant:
1. All the guides here speak/are speaking at least foreign languages, because a lot of foreign

touristscome/are coming every year.

2. Look! The meeting starts/is starting. We'd better go in.

I work/am working for Midmark, a firm that makes/is making medical equipment.
I go/am going to the supermarket. Do you want anything?

The train is arriving/arrives at 7 a.m.

They always make noise/are making noise next door.

Our meetings usually are starting/start at 4 p.m.

When a company is not successful, it is going/goes out of business.

. I work /am working overtime this week.

10. Tom is very reliable person, everybody is trusting/trusts him.

11. He usually is coming/ comes to his office on time.

12. The sun is setting/sets in the West.

13. Great Britain becomes/ is becoming more popular as a location for international business.
14. He earns/ is earning over $20, 000 a year.

15. People often spend/are spending a lot of their money on cigarettes.

00N LW

Exercise 2. Complete the sentence using the correct form Present Simple or Present Continuous

ofthe verbs in brackets.

1.
2.
3.
4.
skills.
5.
6.

I never (work) at the weekend.

He (smoke) 30 cigarettes a day but at the moment he (try) very hard to cut down.

What you (think) about?

Business (become) more international and secretaries (need) international communication

He (make) paper product.
The speaker (wait for) a telephone call.



7. The manager (check) the production levels every day.

8. They (sign) the contract in the conference room. Don't trouble them.
9. Multinationals (compete) for a market share.

10.
11.
12.
13.
14.
15.

The express train always (arrive) on time.

The delegation (come) now.

She (run) her own business.

I feel that we (make) too much noise.

The firm (specialize) in green tourism.

At present we (do) business with Japanese companies.

Exercise 3. Translate into English:

00N U AW

1
1
1

s xommaHisi BUpoOIsie HallCydacHiII TEIEBI30PH.

He 3aBaxkaii meni! f mpairioro Hajl mepekiajoM eKOHOMIYHOT CTATTi.
TpaHcHaLiOHATBHI KOMIaHI{ MPalo0Th B 6araTboxX KpaiHax CBITY.
Miii Gpat 3aliMa€eThCss MaTuM O13HECOM.

ExoHoMiuHa cuTyalis B KpaiHi BIUIMBA€ HA PO3BUTOK Oi3HECY.

barato eBpornelcbKuX KOMIaHI{ CITIBIPAIIOIOTH 3 SMOHIET0.

3apa3 ypsii HaMaraeTbCsi 3HU3UTH IL[IHU Ha TPOIOBOJIbY1 TOBAPH.

Miii ipusiTes b BUBYAE EKOHOMIKY.

Mos ¢ipma 3apa3 mrykae HOBUX IMapTHEPIB 10 Oi3HECY.

O Bin 3apo6mse $20, 000 Ha pik.

1. Mene He nikaBuTh Bara nponosuis. S po3mupsto cBiif BinacHui Gi3Hec.
2. BnacHMKM TOProBUX HiNPUEMCTB HAMAraroThCs JOMOBHTHUCH PO II€.

Unit 2. Present Perfect Tense

We use the Present Prefect:

(&

for the action or situation that began in the past and continue in the present:
.g. We have painted the whole house.You have broken the window.

&3

Time express or expressions which are often used with the Present Perfect: since, already, yet,
thistime (morning), ever, never, recently, yet.

Exercise 1. Choose the correct variant:

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

He published/ has published a new book twice already.
I never was/have been to Italy, but I have gone/went to England last May.
I sent/ have sent them e-mail this week.
Did you register/Have you registered your ticket yet?
The plan from Paris has landed/landed an hour ago.
How many schools did/have you studied in?
The shop never made/has made any money.
Did it stop/Has it stopped snowing yet?
Mary called/have called her employer yesterday.
0. She was/has been away on business since last Monday.

Exercise 2. Complete the sentence using the correct form of the Past Simple or Present Perfect
ofthe verbs in brackets.

Nk W=

People (begin) to watch TV about 50 years ago.

He (organize) his sole proprietorship this year.
This morning I (take) a little walk.
We (be) to our main office since 7.30.

I am looking for Tom. You (see) him? - I (see) him last week, but not today.
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6. I (knew) the owner of his company all my life.

7. The company (change) a lot lately.

8.  How long you (be) in your current job?

9. He (have) several jobs since he left our company.
10. It (rain) here for weeks.

Exercise 3. Translate into English:

1. Bona 3aBxau gaBajia MeHi 6araTo KOPUCHHUX MOPA/I.

2.  Mu He 6auniii HOTO BXKE JBA POKH.

3. S moitHO 3amaTUB oMy 3a IF0 POOOTY.

4. Bu He oJiepkaiy Bii HOTO KOJHOTO JINCTA, YU HE TaK?

5. Bin HagiciaB HaMm 11 TOKYMEHTH 103aBYOpa

6. Bonu inBecTyBanM B Miif 6i3HeC BENUKY KUIBKICTh TPOLICH.
7. Horo crarTs 6yia HaAPYKOBaHA B HALIOMY JKYPHAJI.

8. Here BiH MOBIIOMUB HaM IIf0 HOBHHY?

9. Kowmm'torepu ctanu ayske MOMyJIIPHUMHA OCTaHHIM YacOM.
10. Xrto-HeOyTh 0aunB MOi Kiroui?

Unit 3. Present Perfect Continuous

We use the Present Perfect Continuous:

- to talk about actions or situations that began in the past and continue in the present:
e.g. He has been working for Loyads since 1998;

- to talk about a recent action that has a result in the present:

e.g. [ have been working on the project - that's why I am so tired.

Exercise 1. Choose the correct variant:

1. He has developed/has been developing a new product for a month.

2. She has worked/has been working overtime since May.

3. My firm has sold/has been selling shares since September.

4. Have you read/have you been reading our company development programme all day?
5. Thave waited/have been waiting for our partners since 2 o'clock.

6. I have worked/have been working so hard that I haven't seen my family for weeks.

7. They have exhibited/have been exhibiting this new model since May.

8. My friend has looked/has been looking around for a new flat, be hasn't found it yet.

9. How long have you worked/have you been working as a consultant?

10. What new product have you advertised/ have you been advertising since I last visited you.

Exercise 2. Complete the sentences using the correct form Present Perfect or Present Perfect
Continuous of the verbs in brackets:

1. I'm exhausted I (work) all day on my business plan, and (not finish) it yet.

2. I (shop) all morning, but I (not buy) anything. I (not see) anything I've liked.

3. I wait for two hours, but nobody (arrive) yet.

4. 1 (listen) to you for the past half an hour, but I'm afraid I don't understand your idea.

5. The company (not make) any money for 2 months.

6. This shop never (make) a profit.

7. He (not have) a holiday for years.

8. My friend (be) President of the holding company for 3 months now.

9. [I(read) a lot of special literature lately.

10. The parent company (finance) its subsidiary for 2 months.
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Exercise 3. Translate into English:

BiH peMOHTY€E CBOIO MAIIMHY BXX€ JIB1 TOJUHH.

BoHu nepeknanaroTh TOKYMEHTH BXKE IUJTHH PaHOK.

Bu r'eTe myxe 6araro kaBU OCTaHHIM 9acoM.

Bin npairroe B 111 KOMITaHii BXKe 5 POKIB 1 HIKOJIM HE CITI3HIOETHCS.

Knientu TenedonyoTh HiIMNA paHOK, IIOCh TPAMIIOCH 3 KOMIT'IOTEPAMHU.

MeHi 31a€ThCsl, 110 5 CTOIO B I[i Yep3i 1Ty BIUHICTb.

[Ipe3uneHT KoMMIaHii po3risiiae MO0 3as1BY BXKe THXK/ICHb

S po6ro MOKyNKM B IIbOMY MarasuHi Bxxe 15 pokiB.

OcTtaHHIM YacoM BUPOOHNUYMI CEKTOP B €BPOIIi MOCTIHO 3MEHIITY€ KUTBKICTh pOOOUYNX

WX R WD —

MICIIb.
10. Bonu 3aiimaroTscst MOJIeTBbHIM Oi3HECOM pazoM Bxke 10 pokis.

Unit 4. Past Simple and Past Continuous

We use the Past Simple:
- for events or actions in the past:
e.g. In her youth she worked hard at English.

We use the Past Continuous:

- for actions in progress past:

e.g. [ was doing the translation all afternoon.

- for actions that was in progress when anther action happened. The second action is inthe Past
Simple:

e.g. When we came she was interviewing a new secretary.

Exercise 1. Choose the correct form:

1. He become/was becoming a very reach man when he was just 25.

2. The weather was terrible, it rained/was raining the whole day.

3. While Maria was writing the report, Henry looked/ was looking for more information.
4. At 7 o'clock this morning she studied/was studying.

5. The student was reading a magazine while the professor spoke/ was speaking.
6. Henry ate/was eating a snack at midnight last night.

7. It snowed/was snowing heavily when he was waking up/woke up.

8. Italked/was talking to my boss when you rang.

9. He often borrowed/was borrowing from me when we students.

10. Last year they were dividing/divided their business into two.

Exercise 2. Complete the sentences using the correct form (Past Simple or Past Continuous) of
theverbs in brackets:

1. While my brother (study) for his exam, I (translate) a newspaper article into Ukraine.

2. Tom (write) a letter to his family when his pencil (break).

3. When I clean the house, I (find) some old letters.

4. The doorbell (ring) while I (have) a bath.

5. They (build) a new bank when I (be) there last year.

6. My friend (own) this company but the state (buy) it and (bring) into public sector.

7. I (phone) my parents when the door bell (ring).

8. We (not hear) the phone because we (sing).

9. During his visit to Switzerland he (go) skiing every weekend.

10. While he (watch) television he hear a loud cry for help.
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Exercise 3. Translate into English:

1. Bonu nmuBmincs TeneBi3iiiHy mporpaMy, KOJIM Ipuiiiia MaTH 1 po3MoBisia iM 6arato
1ikaBoi iHdopmarrii.

2. Mu no0Ope HaBUMIIHCS 3aI0BOJILHATH TOTPEOU HAIIMX KITIEHTIB, KOJIM HAMATAJIUCS CTaTH
JJIEPOM y CEKTOPI MOCTYT.
AHTITISE 3aKynHiIa ToBapiB Ha $2 MUTBOHN B MUHYJIOMY POLI.
Bin He BUKOHAB poOOTY BYACHO 1 TOMY 3JIMIIHUBCS B 0icCi Micis poOOTH.
Moro poanHa npuBaTh3yBania AeKiabKa BETHMKMX MAra3uHiB HAIIIOTO MiCTa JBa POKH TOMY.
Bin npunuHUB moctavaHHs 00aJHAHHS JJIsl HAIOTO 3aBOJTY € Y MUHYJIOMY POIIi.
Bona npunerina B KuiB o necstiii rogusi paHky i oapa3sy 3arenedoHnyBana Ha Qipmy.
[Toxu BoHa BUMJIach Ha MEHEKEpa, BOHU JIKBiAyBau ii Gipmy.
Mu 100pe HaBYHIIMCS 33]JOBOJIBHATH MOTPEOU HAIIUX KITIEHTIB, KOJM HAaMarajaucs CTaTu
JJIEPOM y CEKTOPI MOCTYT.

10. Konu BiH mocTayaB BaM CHPOBHUHHI MaTepiaiy, BiH IepeciiayBaB CBOi BIACHI IHTEPECH.

LN R W

Unit 5. Past Perfect Tense

We use the Past Perfect:

- to talk about an action or event in the past that happened before another action in the past. The
second action in the past is in the Past Simple:

e.g. He had abandoned his business by that time I arrived in this city;

- to give a reason for a past event or action:

e. g. He didn't come because he had missed the train.

Exercise 1. Complete these sentences using the correct form Past Simple or Past Perfect of
theverbs in brackets.
1. He already (work) in business before he joined our company.
We (win) a controlling share of the company before they
They just (start) their business when we worked out a programme of restructuring.
As soon as this company (be privatized) their expenditures increased.
After they (invest) in business, our shares went up.
They (decide) to work together and (form) a joint venture.
As soon as our business (expand) we began to buy shares in other companies.
Several years ago these two companies formed a joint venture but they (remain) separate
legalentities.
9. The regulations (change) before we took over this company.
10. When they (make a bid) for a computer company they were ready to buy it at that price.

i A

Exercise 2. Choose the correct variant:

1. He established/had established his business in 2001.

2. I was late for the company meeting because I missed/ had missed the 6 o'clock bus.
3. She entered the University after she graduated/had graduated from the business school.
4. We arrived late at the stadium and the football match had started/started.

5. When we came back to the hall, the guests left/had left.

6. Her face was familiar, I met/had met her at the university before.

7. Most of the delegates arrived/had arrived by the time I got there.

8. The general manager reported that our company had/had had a successful year.

9. Before these two companies merged, their profit was/had been very low.

10. The plane left/had left when we arrived at the airport.
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Exercise 3. Translate into English:

1.

[IpencraBHuK (hipMH BXKe MiANHCAB KOHTPAKT, KOJIX BOHU IPUITUHHIN TOCTaYaHHs

CUPOBHHHU.

2.

Nk W

odic.

8.

Mu BKe BiANPaBUIH 3BIT KOMITaHii, KOJIM BOHA TT00AYMIIa IESKl TOMUJIKH.

[Tepconan kommaHnii Bxxe 0OpaB HOBOTO IIPE3UICHTA, KOJIH BiH 3aTeied)OHyBaB.

Jlo Toro sk MU 3'€IHAJIM HAIIl KOMIMaHi1, el 6i3Hec OyB 30UTKOBUM.

J1o KiHIII MUHYJIOTO POKY BOHH BXE CTBOPUJIN JCKUIbKA CIUTHHUX ITiITPUEMCTB.

BiH cri3HUBCs Ha KOH(EPEeH1it0, TOMY L0 He BCTUT Ha MEpIINii aBTo0yC.

Bona 3aBepmmiia miroToBKy /10 MOPIYHOTO 3BITY, KOJIM MEHEKEP BUKIIMKAB ii y CBIH

Mu Bxe po3nodany poOOTy HaJ HAIIMM CHUTBHUM IPOEKTOM, KOJIM BiH 3aJIMIINB

KOMIIAHIO.

9.
10.

J1o KiHIIT BEpECHS IIHU 3POCIU BIBIYI.
Horo 6i3Hec cTaB qyke MpuOYTKOBUM, KOJIM BiH 3allPOCHB HOBOTO KOHCYJIHTAHTA.

Unit 6. Past Prefect Continuous

We use the Past Perfect Continuous:
To talk about an action which had been in progress before another.We often use it with for and

since:

e. g. I had been visiting this company for several weeks before they solved my problem.

Exercise 1. Choose the correct tense:

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

meup.

We had been walking/walked for hours before we saw the lake.

My uncle had been living/ had lived ten years before he moved to California.

I had been revising/ had revised the texts for two hours, when he rang me up yesterday.
My friend smoked/ had been smoking for twenty years when he finally gave it up.

She had been reading/read the book for two hours when I came.

It had been raining/ rained for half and an hour when I left home.

I said that I had been staying/ was staying all the day.

Jane explained that she had been taking/took that medicine for a long time.

When I came they had been discussing/ were discussing this question for over an hour.

0. I was told that your friend had been waiting/ was waiting for half an hour before you rang

Exercise 2. Translate into English:

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

Jlo Hamoro mpui3y MIIOB CUIILHUN CHIT.

Mu 06roBOpIOBaIH 110 MTPOOIEMY B TOJUHH, KOJIHU MOBIJOMUIIN TPO L}0 HOBUHY.
Komnu s yBIHIIOB, 51 3p03yMiB, 110 BOHH 0OTOBOPIOBATIM YMOBH KOHTPAKTY LUJIMKA PaHOK.
Bin BijicTae Biff yCiX CTyIEHTIB, TaK SIK HE TOTOBYBCS HAJIC)KHUM YHMHOM BECH 4ac.

Bin mrykas cBiif HOyTOyK BeCh paHOK, IIOKH HE 3HANIIIOB HOTO y ce0e IMi JIKKOM.
Bona ckazana, 1o mpairoBaia HaJl JOKYMEHTaMH 3 PaHKY.

S BUBUAB aHTJIINCHKY JIBa POKH, 10 TOTO SIK s rmoixaB B CIIIA.

Cexkperapka mrykana JOKYMEHTI MiBrOJUHH, KOJIU 33/13BOHUB TeJIE(OH.

Mu iHBecTyBanu 11l 0i13HeC TpU POKH, 10 TOTO SIK BiH 30aHKPYTIB.

0. S pobuna aHaMITUYHUN OTJISAT PUHKY LIUIMHA PAHOK, 710 IPUXOAY AUPEKTOPA.

Unit 7. Future Continuous and Future Perfect

We use the Future Continuous to talk about:
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actions or events that will be in progress at a specific time inthe future:

e. g. This time next week I'll be flying to London;

- something that will definitely happen in the future, either because it is already planned or
because it is part of a normal routine:

e.g. We'll be using the Internet in ten years' time.

We use the Future Perfect to talk about actions or events that will be finished before a certain
timein the future:

e. g. I'll have written the report by Sunday.

Exercise 1. Choose the correct variant:

1. I won't have time to solve this problem tomorrow because I'll working/ I'll have worked
allmorning.

2. The interviewers will be finishing/ will have finished the selection of the best candidates for
thisjob by 6 o'clock.

3. Don't come to the office at eight because we won't have arrived/ we won't be arriving by
them.
This time next week I'll be taking/ I'll have taken my entrance exams.
By the time I retire I'll be working/ I'll have worked here for thirty years.
Will you be using/ will you have used your computer this evening?
I expect the meeting will be starting/will have started by the time we get to the conference

Nowk

hall.
8. We won't have finished/won't be finishing this work by the end of the month.
9. By that time we get to the stadium, the game will be/ will have started.
10. We'll have held/we'll be holding our annual meeting soon, so we can make a decision then.

Exercise 2. Translate the sentences:

1. 4 Oyay npaitoBaTH, KOJIH BH IOBEPHETECH.

2. He cniznroica. Bin O6yne Tebe yekatu o 5 ToIMHI Ha BOK3aJl.

3. Skuo TH 3arenedonyemt MeHi o 12, s Oyny craTi.

4. Komu i Oyaenr icTu, s MPOIUBIIIOCH BC1 JOKYMEHTH.

5. 51 BumpaBiIIO BC1 MOMMIIKH TOKH BOHHU NMPHOYIYTh.

6. Bonu OynyTh BeuepsATH, KO MU TIPHIIEMO.

7. 3aBTpa o Uil mopi BoHU MpuOyBaTUMyTh 10 Kuena.

8. 4 6oroch, 110 5 HE BCTUTHY 3pOOUTH BCE BYACHO JI0 TBOTO MPHUXOY.
9. JlupekTop ckake HaM Mo I 10 paJau JTUPEKTOPIB.

10. S moBWHEH BIJKJIACTH ITIO 3yCTPiY, TaK SIK 51 OyAy MpaIffoBaTH IUIHIA JIeHb.

Unit 8. The sequence of Tenses

The sequence of tenses is a dependence of the tense of the verb in a subordinate clause on that
ofthe verb in the principal clause:

the actions take place at the same time:

e. g. I see that you know her well;

the action in the subordinate clause precedes that in the principal clause:

e.g. She knows that she has met us;

the action in the subordinate clause follows the action in the principal clause:

e. g.  hoped you would stay at home;

e. g.  knew that you were staying here;

e.g. [ knew that he had stayed.



Exercise 1. Translate sentences using the sequence of tenses:
1. He was surprised that I (know) his telephone number.

2. I knew the children (hide) somewhere in the room.

3. He told us that he (work) for a large company.

4. Hr said the information (be) rather interesting.

5. We knew that Ann (have) English class every Wednesday.
6. I knew that they (discuss) my new proposal then.

7. He said that he (be) interested in marketing.

8. She said she (be) busy.

9. The customer said that he (want) talk to me.

10. He explained that he (take) driving lessons.

Exercise 2. Make the sentences according to the sequences of tenses:
1. Iknew that he (go) to London already.

2. He asked me why I (not invite) him to that scientific conference.
3. He said he (not hear) anything about her complaint.

4. She said the secretary (send) the message already.

5. Iknew that she (make) an appointment with general manager.

6. He said that he (work) hard all the time.

7. He told her that he (meet) her the year before.

8. I knew that he (to be) ill the day before.

9. She thought he (graduate) from the University.

10. Didn't you know that he (establish) a business of his own?

Exercise 3. Make the sentences according to the sequences of tenses:

1. He told us that his daughter (to be) a marketer.

2. She said that she (finish) her report by 6 o'clock.

3. Mr. Black said the manager (come back) to New York the following day.
4. The secretary told me that the meeting (take place) the following month.
5. T hoped that he (apologize).

6. She said she (not attend) our meeting on Monday.

7. T asked him when the negotiating (begin).

8. He said that the price (not include) the cost of packing.

9. She decided that she (ring) up there tomorrow.

10. We decided that you (to be) able to help us.

Exercise 4. Translate into English:

1. BiH cka3as, 1110 BiH CbOTOHI y’Ke 3aiHATHI.

2.  MeHemxep MOBIJOMUB HaM, 1110 B HHOTO € BJKJIMBI HOBHHH.

3. Bona 3ammrana, Koau s Mgy 3a MOKYIKaMHU.

4. BiH nosicHUB, 10 HIKOJIM TaM HE OyBaB.

5. S cmoxiBaBcs, IO MPOBEIY TaM BCIO BIITYCTKY.

6. Bin npoindopmyBas, 1110 BOHU BK€ 0OTOBOPHIIN II0 CHTYAIIIIO.

7. JlupexTop ckazas, IO s TOBHHHA BiJIMOBICTH HA IEH JINCT HETAHHO.
8
9.
1

Cekperapka MOB1JIOMIIIA, 1110 BXKE HAJpyKyBajia el KOHTPAKT B TPHOX MPUMIPHUKAX.

Bomna 3anurana MeHe, e nparioe Miii opart.
0. Bin 3HaB, 1110 BOHU B3K€ pO3pOOMIH HOBY MAaPKETUHTOBY CTpATerio.

&9



Unit 9. Passive Voice

Passive Voice Simple

We use the Passive Voice in three main ways:

to describe a process;

when the action is more important than who does it:
e.g. The computer was repaired in 3 hours;

- when we don't know, or do not want to say who does the action:
e. g. The letter was received a week ago;

- when something is done by somebody:

e. g. America was discovered by Columbus in 1942;
- when some action done with the help of somewhat:
e.g. The letter was written with my pen.

Grammar Structure for Simple Tenses: to be + 3f.v/ed

Exercise 1. Complete the sentence using the correct passive form of the verb in brackets.

A lot of new companies (open) every year.

He (not invite) at the last Board of Director.

This new product much (talk) about.

Those papers (not look though) yet.

These product always (buy) for resale.

The range of services (extend) the next year.

The customers of our bank (offer) discounts in some month.
Services (pay) with the help by plastic card.

10 This information (spread) by advertisement agencies.

11. The Consumer's rights (support) by the government.

00N U AW

Exeercise 2. Translate into English:

Koo nmocnyr namoi komnasii 6ys0 po3mmpeHe MUHYJIOTO POKY.

L1i ToBapu 3aBKAU KYIYIOThCS I NEPEIPOAAKY.

[IpaBa crioxuBaya 3aXUIIAIOTHCS IEPIKABOIO.

Lle#t 3aKoH OYB MPUUHATHM KiJTbKa POKIB TOMY.

L5 indopmariis 3aBKAM PO3MOBCIOIKY€ETHCS PEKITAMHUMH areHLISIMU.

Knienram Hamoro 6anky OyayTh 3alpolOHOBaHI 3HAYHI 3HUKKH.
[ToOyTOBI MOCIYTH CIIAYyIOTHCS 32 JOTIOMOT OO TUTACTHKOBOI KapTKH.

WX B WD~

Cwmaku CrioXuBaviB OyayTh JOCIIIKYBATUCS HAIITUM MapKETHHTOBUM BiJUTIJIOM.

90

CrizibHE TANPHEMCTBO OYJIO CTBOPEHE CBOEYACHO, 1 3apa3 MU MAEMO BEJTMKUI MPUOYTOK.

10. Mu He MOXEMO MOBIPUTH BAIlIUM CJIOBaM, OCKIJILKH BC1 BaIlli BUMOTH OyJIH 3a70BOJICHI.

Passive Voice (Perfect)

Grammar Structure

Present: has + been + 3f.v/ed e.g. the letter has been writtenPast: had+ been + 3f.v./ed

e.g. the letter had been written
Future: will + have + been + 3f.v./ed e.g. the letter will have been written

Exercise 1. Open the brackets, using the Passive Voice:
This new product much (talk) about.

Those papers (not look through) yet.

Several contracts (sign) next week

When I came, the problem (not settle) yet.

The letter still (translate).

SNk
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7. The list of applicants (make) before I came.

8. Nothing (hear) of her since she left Kyiv.

9. This product (produce) in large numbers before we received this complaint about a bad
quality.

10. A new cosmetic line (launch) onto the market by the end of the year.

11. Your order (send) before you return.

Exercise 2. Choose the correct answers:

1. He knew why he was chosen/ had been chosen.

2. He was shocked/ had been shocked by his boss's attitude.

3. We are just sent/ have been sent new information.

4. Everything will be done/ will have been done by the end of the week.

5. He is interviewed/ is being interviewed now.

6. My application is still considered/ is still being considered by the managers.
7. The letters has just been brought/have just been brought.

8. He explained that a new job was offered/had been offered to him in February.
9. She was never made/has never been made such an exciting proposal.

10. My computer is repaired/ is being repaired now.

Exercise 3. Translate into English:

1. LIi X010Bi CIIOKKBYI TOBapu BUPOOISAIOTHCS B YKpaiHi.

2. i mocimyru HaAarOThCS OE3KOIITOBHO.

3. Byno obroBopeHo nwiie ABa MUTAHHS, KOJIU MU TIOYYJIU I3BOHHUK.

4. MeHi 3aBXIH TaBaJId KOPUCHI MTOPAJIH.

5. 1o BaM MOSCHIOBAJIU, KOJIH 5 3aUIIOB?

6. He BxoapTe 06e3 3amporeHHs. 3apa3 00roBOPIOETHCS Ty)Ke BaXKIIMBE MUTAHHS.

7. Ha xanp Hidoro HEe OyJ10 3p00ICHO AJIs TOTO, 00 TOTMOMOTTH HOMY 3aKiHUMTH IIeH
MIPOEKT.

8. llikaBo, 1€ HaAIOTHCS TaKi MOCIYTH?

9. lle#t BUCOKONIPUOYTKOBUH TOBap Oyay 3aBE3€HO 13 3aX1JHOTO PETiOHY.
10. Komnwu 3raganu neit GaxT, yciM CTajao 3p03yMisio, 0 Majocs Ha yBasi.
11. Vomy manu Tpu THXKHI, IS TOTO, 0O PO3POOHTH HOBHIA TIPOIYKT.
12. Koau mMu npuixaiu B 1€ MiCTO, Il KHUTa MPOJIaBaJIach CKPi3b.

13. Ileit mpoaykT Oyje BUIYyYEHO 3 IPOJIAXKY /10 KIHIISI MICSIIAL.

Unit 10. Modal Verbs

1. Ability: can, could, to be able to is an equivalent of the verb can but can used in alltenses
especially in future tense:

e.g. [ will be able to arrive tomorrow.

2. Permission: may, be allowed to is permission of someactions or situation:

e.g. [ think I am not allowed to put off the payment.

Exercise 1. Put the modal verbs using be able to, or be allowed:

1. Will _ join us for dinner?

2. He to solve such sort of problem. It's out of his competence.
3. Iwas pleased to hear that I to prolong visa.

4. The staff smoke.

5. He reserve a room in hotel two days ago.

6. We to finish the project in time.

7.

I think we clear up all the items at the Board of Directors.
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8. 1 go thought, because it was forbidden territory.
9. We buy goods at these prices.
10. Why you check prices right way?

Exercise 2. Translate into English:

1. 516 33am0BOJICHHSIM IPUIHSAB Ballle 3alPOLICHHS, ajie 1 He MOXKY BIIMIHHTH CBOIO 3yCTpid.

2. Yu MOXy 5 cKa3aTu HoMy BCio TipaBay? 1 BIEBHEHUH, 1110 BIH HIYOTO HE 3HAE TIPO
¢inaHcoBUiicTaH KOMITaHi1.

3. IlpamniBHUKaM HaIIOi KOMITaHii HE I03BOJISETHCS MATUTH B Odicax.

4. Bu MoXeTe 3aJIHMIIUTH 110 iHPOPMaLIilo y ceKpeTaps..

5. Tm He mo3BoNMIH BIJICTPOUYNTH TIIATEXKI.

6. SIKII0 BOHM HE 3MOXKYTh pO3paxyBaTHUCS 3 OOpraMu MPOTATOM MICSIIs, IX OTOJIOCSTh
OaHKPYTOM.

7. Konwu s TaMm mpalitoBaB, TUTbKHA TOJOBHHUM MEHEDKEP MIT MIAMUCYBATH TaKi JOKYMEHTH.
TiapKHCYT MOKE TPU3HAYUTH JIIKBIJATOPIB HETNIATOCIIPOMOXKHOT KOMTIaHI1.

8. SIkimo BM 3MOKETE BPSTYBATH 1[I0 KOMITAHIIO, BU OTPUMAETE TOSKY BiJ] PE3UICHTA.

9. Slkimio BiH MOCH BUPIIIKMB, HIXTO HE MOKE BINIMHYTH Ha HHOTO.

1. Obligation and Necessity: must, have to, should, ought to, need;

a) Must is used for strong obligations:

- rules or laws: e.g. Investors must pay taxes;

- advice or recommendations:

e.g. You must take your medicine regularly if you want to get better;

- obligations that the speaker imposes on him or herself:

e. g.  must get up early tomorrow;

b) Have to is used when the obligation comes from someone else or an external authority:

e. g. You have to wear a uniform - that is the company rule;

¢) Need, need to is used to talk about necessities, rather than obligations: e.g. I need to get my
hair cut;

d) Should, ought to are used to express milder obligations, they are often used when giving
advices:

e. g. You should always keep receipts when you buy clothes.

Exercise 3. Complete the sentences using the correct form of must, have to, need, should,

oughtto.

1. You not worry about the article. - I'll translate it later.

2. The drivers must wear seat belts.

3. You must have medical insurance when vou go abroad.

4. Y have to buy a license if you want to set up your own business.need not pass their
ou point

5. T

he customer
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6. They to transfer money yesterday.

7. A CPA _ pass aseries of examinations, after which he receives a certificate.
8. You have the financial statement ready by the end of the month.

9. He invite her to the meeting.

10. You to fill in this application form.

11. You consult an expert to identify this document.

12. You not take a car to get to the office. I'll gladly give you a lift.

13. He to send a letter of apology.

14. This is serious, he not joke about it.

15. My boss was ill and I to attend that press conference.

16. They follow his advice.

Exercise 4. Translate into English:

1. KepiBHUIITBO BCTAHOBIIOE MMPABUIIA, & BU IOBHHHI BUKOHYBATH IX.

2. llina Ha 1€l HOBHIA TOBAp AyXKe BUCOKA. Bu MOBMHHI 3HU3UTH Ti.

3. Sl BBaxaro, 110 BiH MOBUHEH MITHU Yy BiJICTABKY MICIIS I[bOTO 3aCiJaHHS.

4. Tlouekaii TPOIIKH, 51 TOBUHEH MPOJUBUTHUCS 111 IOKYMEHTH.

5. To6i He cnif BTpy4yaTHcs B 110 OpYIHY CIIpaBy.

6. ﬁOMy JIOBEJIOCS BIATIOBICTH Ha 6araTo 3anmvTaHb Ha 3acigandi Pagu Jupektopis.

7. MoMy He ci1iji HEXTYBAaTH TBOIMU KOPHCHHMH HODPAJaMH.

8. Bu MoBHWHHI BUBYUTH TOMHT CIIOKUBAYIB MEPII, HI’K PO3IMOYMHATH BUPOOHHUIITBO ITI€T
MPOIYKIIi.

9. Tobi moTpiOHO TOMOMOTTH i, BOHA III€ HIKOJIM HE CKJIagana iHaHCOBI 3BITH.
10. Konwu s 3MiHUB poOOTY, s 3MyIIeHUI OyB nepeixaTtu Ha iHITy KBapTUPY.
11. Bu moBuHHI IPUXOAUTH HA pOOOTY BYACHO.

L. Modal Verbs with the Perfect Infinitive: Certainty, Possibility, Probability:

- We use must to indicate positive certainty:

e. g. She must be very happy. He has finished her experiments. Bona, HaneBHo, Ay*e mjaciusa.
Bona 3akiHumMIIa CBOi €KCIICPUMEHTH;

- We use may, might when we speculating that something is possible:

e.g. She might pass her exam this time. (It's possible that she will pass her exam). MosxiuBo, 110
BOHA 3JaCTh CBili €K3aMCH;

- We use can't (couldn't) when we have some doubt as for the actions or situations:

e. g. He couldn't have done it. He mosxe O6yTu, mo6 Bin 11e 3po6ue.Couldn't he have done it?
Hesxxe BiH 11€ 3p0o0OuB?

Exercise 5. Complete the following sentences with an appropriate modal verbs:

1. You  be joking. The house is not worth that much.

2. It's not good time to visit Italy. The weather  be awful at this time of the year.
3. She  beill. She looks so pale.

4. It be true.

5. You see interesting samples at the exhibition.

6. It be late as the offices are closed.

7. This contract to be profitable.

8. It's impossible. It be the correct answer.

9. She be at home. I saw her in the office 10 minutes ago.

10. I have some new information for you tonight.

11. He has been working all day. He be very tired.

12. There  be another rise in the price of sugar soon.

13. He get this job. He has got all necessary qualifications.

14. I am not sure whether I can help you. I not have enough time.
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Exercise 6. Translate into English:

1. He moxe OyTH, 00 BiH J]aB 3r0/ly BUKOHATH TaKy KUIBKICTh poOOTH 3a TaKH KOPOTKHI
CTPOK.
He mosxe OyTH, 11100 BOHHM J0CI HE BUPIIIWIM [[HOTO TUTAHHS.
3apa3 BOHHM, MOXKJIMBO, BXXE 3aKIHUMJIM CBIM JTOCII/I.
To6i moTpibHO OyIo 3arenedoHyBaTH HOMY BUOpa, TH 3HAB, 110 BiH XBOPHUH.
3BUYaitHO, T TTOBUHHA OyJia MOTIEPEIUTH iX paHime. YoMy TH boro He 3poduna?
Bin, MOXJIMBO, HE YCBIIOMHB O/ipa3y BCi€l BaKJIMBOCTI MTOBIJOMIICHHSI.
[Ilock, MOXKIIMBO, 3aTPUMAIIO HOTO.
Bonu, MO1MBO, HEe CKOPOTHIIX CBOi BUTpaTH. OCh YOMY BOHH 3apa3 € OOp)KHUKAMHU.
B nei, MaOyTb, He OyI10 XKOAHOTO IMIAHCY MOTEPEUTH MEHE 3a3aJIeTib.
0 J1o 11p0r0 Yacy BiH, MOXKJIIMBO, CIIATUB BXKE BCi OOpru.

SYERANA W

Unit 11. Conditional Sentences

We use conditional sentences involving link words and phrases such as when, before, after, as
soonas, in case, till, until, if, unless.

First Conditional

(if, when) Present Simple - Future SimpleWe use the first Conditional:

- to talk about a likely situation and its probable result in the future:

e. g. SIkmo Oyne rapHa moroja , Mu ijgemo Ha nporyisHky.If the weather is fine we won't go
for a walk.

Exercise 1. Put the verbs in brackets into the correct tense:

1.  When he (get) his salary we'll buy a new TV set.

2. T'll be ready as soon as you (be).

3. She will be happy when she (hear) this news.

4. I (lend) you my car whenever you want it.

5. My boss will be upset when he (see)

6. He'll pay you when he (get) his cheque.

7. Assoon as she (learn) English he'll get her a job.

8.  You shouldn't count on a salary increase before you actually (get) it.
9. The company won't make any decision till he (arrive) here.
10. As soon as she (get) there I'll write you a letter.

Exercise 2. Finish the sentences using the first conditional:
If he washes my car, ... .

If you smoke, ... .

If you need a lot of money, .
If you fail your test in math, . .
If she loses her weight, . .

If you phone me tonight, . .

If I go to the party, . .

If it rains, . .

If eat a lot of sweets, . .

If we get this loan, . .

If you buy a new flat, . .

el A Ul e
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Exercise 3. Translate into English:
S0 s mompoury Horo, BiH JOTOMOXE HaM OJIEPKaTH L0 MO3HKY.
BoHu 00T0BOPATH 11 MUTaHHS, SKIIO Y HUX Oy/le BITLHUN Yac.
SIK110 Hac 3ampOCsTh Ha 111 IEPEroBOpH, MU OyAeMO MiATPUMYBATH Ballly CTPATETIIO.
Mu oznepxuMo 1110 iH(QOpMaIlito BYaCHO, SKIIO BiH BIAMPABUTH i1 €JIEKTPOHHOIO MOIITOO.
Sxuro BiH 3a0y1e CBOIO OOIISHKY, 51 HOMY Haraiarw.
Skmo npulOyTok He Oy/1e PO3MOAUICHUN MK aKI[IOHEpaMu, BOHU Oy IyTh HE 3aJI0BOJICHI.
SIKII0 MM OZIEP>KUMO 110 IOBTOCTPOKOBY OPEH/1Y, TO BIIKPHEMO 1€ OJIMH TillepMapKeT B
IIbOMYMICTI.

8. Mu 3M0XeMO KyIUTH I1i HOBI IPUMIIIEHHS, AKIIO0 y (pipmu OyJie 101aTKOBHIA KaIliTal.

9. SIKmIo g KyIUTIO e KOMI'TOTEp Y PO3CTPOUKY, TO S 3MOXKY 3a0IIaJIUTH TPOII Ha TTOA0POK
T0€TunTy.

10. Axmo ta MeHi 3atenedonyer, s ToO1 BIAMOBIM.
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Second Conditional

(if, when) Past Simple - would + 1¢.x1. We use the second conditional:

- to talk about an unlikely or imaginary situation and its result:

e. g. If the weather were fine, we would have gone for a walk. SIk6u norona 6yna rapaoro, Mmu 0
HIIUTA Ha TPOTYIISTHKY

- in the expression: « If I were, I'd ...» to give advice

e.g. If I were you I would retire.

Exercise 4. Put the verbs in brackets into the correct form:

1. Ifnothing better (turn up), he would apply for this job.

2. Iwouldn't want to live in this city even if [ (have) all money in the world.
3. Ifyou (change) your mind, I would never forgive you.

4. If you (study) harder, you would get better marks.

5. IfI(win) a lot of money, I would feel very happy.

6. If I were you, I (be) more careful.

7. Ifit (not be) so late, I would phone him.

8. If we reached an agreement, we (sign) the contract.

9. Ifyou really wanted to help, you (can) do it even now.

10. Ifyou (provide) a better service, you would get more customers.

Exercise 5. Finish the sentences using the second conditional:
If I passed my English exam, .

If my friend got promotion, . .

If he listened to my advice, .

If he invested in government bond, . .
If I were you, . .

If the customer complained, . .

If I knew him better, . .

If I could help you, ..

9. If she were present, . .

10. If you didn't ask me any questions, . .
11. If he took better care of his healthy, . .
12. If I saw it with my own eyes, . .

i B e

Exercise 6. Answer these questions with a conditional sentences: What would you do if .
1. . youwon of money?
2. .you were a famous film star?



3. ... you found a wallet on the ground?

4. ... you were invited to play a part in a film?
5. . you were trying to lose weight?

6. .you were to change you job?

7. . you saw someone cheating in an exam?

8

. you wanted to buy someone a really good present?

9. .you were to apply for the manager's job?
10. . you found a job abroad?

11. . you were promoted?

12. . you were fired?

13. . you were asked to work overtime?

14. . you were a president of a big company?

Exercise 7. Translate the sentences using second conditional:
SkOu Tn GinbIIe ynuTada, TH O Kpare 3Hajaa aHTJIHChKY.

SIkO6u T MEHe ONPOCHB, 5 6 TOO1 po3MOBiIA.

SkOu BU 3ampoBaIMIIA KpalTuil CEpBic, y Bac Ou OyJi0 O1IbIIIE TTOKYIIIIIB.

Sx6u TH nepexymas, s 0 TOO1 He TpoOaYMB.

1

2

3

4

5. SIxOwm s BuUrpasia 6araro ropiiei, st OyB Ou 1IacauBHil.

6. SIxOu MU TOMOBMJINCH, MU O MIJMHUCATA KOHTPAKT.

7. SxOm s Oyna Ha TBOeMY Mictii s Oyia 6 obepexHa.

8. SIxOu BM HaM HaxiciadM Lo iHpopMarlito, Mu O Oyin ayKe BISUHI.
9.
1

SkOu 1iHM 3HU3WINCH, MU O KYITUJIM KBapTHUPY.

0. SIx6u y meHe Oys0 OinbIne TpoIIeH, st 6 KyNnyuB MaluHy.

Third Conditional
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(when, if) had +3 ¢.x1. (Past Perfect) - would + have + 3¢. ri./ed We use the second conditional:

- to talk about of unreal condition referring to the past

e. g. If the weather had been fine yesterday. we would have gone for a walk.

Exercise 8. Finish the sentences using third conditional:

1. If we had won the moneyj, ... .

2. If I had been better at English, . .

3. IfI had only known about this earlier, ..

4. IfI had consulted the stockholder in time, . .
5. Ifhe had been an honest person, . .

6. If we had signed an agreement, ... .
7
8
9.
1

If the new investment plan had been completed, . .

If you had established a company by your own, . .
If he had been more friendly, .
0. Ifhe had asked a permission, .

Exercise 9. Put the verbs in brackets into the correct form:
If I had sold my shares then, I (make) a lot of money.
If you hadn't taken so many risks, you (lose) so much.
If I had bought that lottery ticket, I (win) one million.
If the company hadn't raised its fund, it (go) bankrupt.

If I had known this great new, I (tell) you.
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If he had worked alone, he (finish) this work.

If had sold my car a couple of years before, I (get) more money.
If he had invested on the stock market, he (live) from the income.



9. If had known this information, he (work) us last week.
10. IfI (not make) profit on my shares, I would have never bought this house.

Exercise 10. Translate into English:

1. SIxOum BU Bce 3pOOMIM CBOEYACHO, MH O YK€ MAMHUCATA KOHTPAKT 3 i€l GhipMoro.
2. Slxmio O s 3HaB PO Ballly NMPOIO3UIIIO paHille, st 0 He TOTOUBCS Ha IO pOoOOTY.
3. SIx0Owm s 3HAB MPO 1EH KOHTPAKT, 5 O MepeKIiaB MOro I1e Ha MUHYJIOMY THXXHI.

4. S$xOum M miAnucaNu KOHTPAKT, I[bOT0 O HE CTANIOCH.

5. SIxOwm BiH 3HaB BCl (DaKTH, BIH OM JOMIOMIT HAM B MUHYITY IT' STHUIIIO.

6. SIxOu 5 3HAB Mpo 11e paHimie, s 6 MOBIIOMUB IPO 1€ TOOI.

7. SIxOwm s 3HaB BUOpA, 110 BU MPHUIXaJH, 51 O 3yCTPiB Bac B a€pOIOPTY.

8. SIkOu TM MeHe MmociyxaB, I[LOTO O HE CTaJIoCs.

9. SIxOu Tu MeHi 3arenedonyBaia, s 3a0poHIOBaIa KIMHATY.

10. Sx6u Tu opraHizyBaja 3yCTpid MUHYJIOI cepeau, 51 O 3Mir OyTH Tam.

Unit 12. The verb «I wish» expressing wishes and regrets

The verb «I wish» expressing wishes and regrets:

to wish can be used as a simple verb:

e.g. [ wish you Happy New Year!baxato maciusoro Hosoro poky!

wish + could or past simple/continuous is used to talk about something you would like to be
different, but can' change:

e.g. [ wish I could speak Italian Auenriy!SIxk6u s roBopuIia BUIbHO 1TaiiCbKOIO!

wish + past perfect is used to express past regrets:

e. g.  wish I had attended that conference.

[lIxoma, mo s He OyJia MPUCYTHS Ha KOHGEPEHIIIi;

wish + would is used to express annoyance at the habits of others:

e.g. [ wish you wouldn't take my car!

41 6 xorina, o0 TH Oibie He OpaB MO MalIUHY !

Exercise 1. Complete the sentences using the correct form of the verbs in brackets:
I wish I (have) enough money to buy this house.

I wish I (reserve) a hotel beforehand.

I wish he (establish) his private company.

I wish I (take) that job in the marketing department.
He wishes he (go) on holiday with his friends.

She wishes she (be) more careful.

They wish they never (get) married.

I wish I (not accept) his invitation.

She wishes she (not leave) her last job.

10. I wish he (not interfere) with my possessions.

11. I wish nothing (happen).

12. 1 wish you (not think) so.

13. I wish you (not smoke) indoors.

14. 1 wish she (take) the chance.
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Exercise 2. Translate into English:

1. Ilxoma, mo B HE 3HAETE IMi€T iHOpMAITi.

2. Ixona, mo BU HE MOAYMaJIM PO BUTPATH (GipMHu.
3. IlIkona, 1o Mu He 3acTpaxyBaJiv Hall TOBap.

4. Ikopna, 10 BU HE MaJIA 9acy TO/I.
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5. Ixona, o TH HE MIATPUMAB HOTO.

6. Ilkoxa, m0 BU He BUBYMWIM (DiHAHCOBUH 3BIT PETEIHHO.

7. xona, mo (iHaHCOBUI 3BIT HAIIOT KOMITaHIi 1Ie HE TIEPEBIPEHO.

8. Ilkopxa, 1o Bamr BUTPATH NEPEBUILYIOTH BaIli MPHUOYTKH.

9. lllxoma, o BU HE MOMEPEANIA HOTO 3a3aieriib. BiH Ou BupimmB Bairy mpooiaemy.

10. Ilxona, mo mi pakTopu BIUNIMBAIOTH HA (DiIHAHCOBUI CTaH HAIIOI KOMITaHii.

11. IlIxoma, mo Hamr OyXraiaTep 3BiIILHUBCS.

12. Illxona, 1o MU HE B 3MO31 IMOBHICTIO 33J0BOJILHUTH MTOTPEOU HAIIMX KITI€HTIB.
13. IlIkoxa, 1o MOMUT HA 1IeH TOBApP MEPEBUIILYE TTPOITO3HIIIIO.

14. Illxona, 1o BM BUTPATWIM TaK Oarato rpoieil Ha pekjiamy i€l mocayru.

Unit 13. Complex Object

The Complex Object has the following forms: Active voice
Simple

ContinuousPerfect

Perfect Continuous

to 1 fv.

to be v+ing

to have +3f.v./ed

to have+ been+ v+ingPassive voice
to be 3f.v./ed

to have +been+3f.v./ed

We use Complex Object:

after verbs denoting perceptions of senses; after verbs denoting wish, intention, emotions;after
verbs denoting mental activity;

after verbs denting order, request, permission, advice, compulsion;

verbs followed by an object + Infinitive without «to»: advice, allow, ask, expect, forbid, force,
get, hate, intend, invite, permit, order, prefer, recommend,remind, tell, want, persuade, like, warn,
wish, would like;

e.g. My boss always ask me to work as hard as I could;verbs followed by an object + Infinitive
without «tox:

let, make, feel, see, hear, watch, notice, and sometimes know and help, had better;

e. g. Let me explain the rule.

Exercise 1. Translate the sentences into Ukrainian and state the form and function of the
Infinitive.
1. To do it accurately was the main problem.
This is a prestigious company to work in.
It was kind of your boss to have offered it to you.
Our plan was to finish this work by the end of the month.
I was lucky to have been chosen for this job.
This is very good hotel to stay in.
There is a lot of work to be done today.
She was the first to be given a rise.
It's nice to be working right now.
10. He hopes to be chosen for this position.
11. Our boss doesn't like to be interrupted while he is working.

A e R Gl



12.
13.
14.
15.
16.
17.
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Do you him well enough to ask him for some money?

I only want to be understood.

All the necessary changes may be made any moment.

I hope to find a job in accounting.

I'm sorry not to have kept my promise.

It was a big mistake for them not to keep him as accountant.

Exercise 2. Put «to» where necessary before the infinitive in brackets:

O NN R
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10.
11.
12.
13.
14.

We made him (do) it all over again.
I recommended him (learn) the laws of our country.
The boss made the secretary (repeat) the message.
They won't let you (leave) the Customs area till your luggage has been examined.
Will you help me (fill in) this application form?
Please let us (know) about his decision as soon as it possible.
I don't want anybody (use) the results of my experiments.
He made me (sign) this paper.
I saw him (leave) the office.

Nobody noticed him (come) in.

I don't want anybody (know) about our plans.

I'd like him (accept) this invitation.

She knew him (be) a good marketer.

I believe this (be) the only way out.

Exercise 3. Translate into English:

1. Bin He X0TiB 1106 Kacup rnepepaxoByBaB IPOIIII.

2. Ile 3MycuTh MEHEKEPIB KOMIIAHIT MOAyMAaTH, SIK BUPIIIUTH MPOOIEeMy 3aXUCTY CBOTO
BUPOOHMKA.

3. e 3mycumo yps NiABUIIUTY I[iHU.

4. 4 cnoniBaBcs, IO 111 HOBUHA 3MYCHUTh HOTO MABUIIUTH TOO1 3ap0OITHY TIIATHIO.

5. 51 He x0uy, 1100 BU KOHTPOJIIOBAJIU MOIO JisITBHICTb.

6. BiH He criogiBaBcs, 110 1€ MUTAHHS PO3TVISIHYThH TaK IIBHUJIKO.

7. HixTo He crofiBaBcsl, IO ISl IEPCIIeKTHBHA KOMITaHisl cTaHe OaHKPYTOM.

8. HixTo He 3HaB, 10 MPUMYCHJIO X 3MIHUTH iXHI TIJIaHH.

9. 5 xouy, 100 B NMEPETIIAHYIIN 1IEeH 3BIT.

10. IIlo 3mycwiio ioro 3poOUTH 11l KpOoK?

11. Jlo3BOnbTE MEHIi JaTH BaM MOPaLIy.

12. Meni 6 He XOTUJIOCS, OO0 TH TaK MOTAHO AYMaB MPO HHOTO.

13. BoHnu He crioAiBaucs, 1110 MM 3aKiHYHUMO IIeH 3BIT 0€3 iIXHbOI JJOITOMOTH.

Unit 14. Complex Subject

Complex Subject consists of a noun in the common case (3araapHuiA BiIMIHOK) Or @ pronoun
(3aliMEHHHK).

We use Complex Subject:

- in statement some facts: to know, to think, to state, to report;

- in suspection: to expect, to suppose, to believe, to consider;

- in perception: to see, to hear;and such verbs as:

to be (not) likely to - ckopim 3a Bcboro (HaBpsI4M ),
appear - 371aBaTHUCS;

happen - cranocs;

turn out - BUSIBUJIOCE,



MEPEKIAJAEThCS Ha YKPATHCHKY MOBY SIK:

Grammar structure:

smb. is

e. g. She is thought to have done mistake. Jlymanu, 1o BoHa 3po0uia moMuUIKy.

heard, seen, expected to do smth.
was ordered, asked, allowed to be done
will be  likely to, appear, happen to have done smth

Exercise 4. Translate into Ukrainian:
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10.
11.
12.
13.

This exhibition is said to be finished soon.

He is considered to be most successful business in the town.
Picasso is known to have lived most part of his life n France.
The director is believed to be working at new project.

The documents were considered to have been lost.

The girl was not likely to have taken documents by mistake.
She seemed to have noticed something interesting on the shore.
She is likely to succeed.

The Eurovision will expected to take place in May next year.
The conference is hear to be ruled by Chairman.

She was happen to be such countries.

He is appeared to have invested a lot of money in business.
He is turned out pretended to another man.

Exercise 5. Open the brackets:

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

0.

She (expect) (operate) today.

Just look at his hand! He (sure) (work) in the garage.
She (seem) (recognize) me.

She (seem) (forget) the little English she knew.

A young woman (suppose) (write) this book.

You (not likely) (miss) your train if you are in a hurry.

Economic (know) (focus on) production of the goods and on the income.

The price (say) (change).
They (order) (leave) the hall.
The situation (appear) more difficult than we thought.

Exercise 6. Translate into English:

1
2
3
4
5.
6.
7
8
0.
10.

The

Hagpsin uu, 106 BH 3actanu Horo goma o i mopi.

3maBaJiocs, MO BiH MPO IIOCh TyMae.

BusBumnocs, 110 BiH 3Ha€ TpU 1HO3EMHI MOBH.

Hixonu He Gauniy, mo0 BiH CEpaUBCS.

BiH, 31aeThecsa O0araTo 3Hae.

Moro mizxxizx 10 BUpilIeHHs 1€l Ipo6IeMH BUABHBCS IyKe POCTHM.
HaBpsin un, BiH CTaHe PU3HKYBaTH.

3naetbes, GipMa mignucana KOHTPAKT.

OdiKyIOTBb, 11O I[iHU CKOpO 1 ABUIATHCS.

KaxyTs, 1110 MOKYIII KYIyIOTh TOBAp IO IiHi 3aikcoBaHiil B JOTOBODI.

Unit 15. Gerund

gerund has the following forms: Active Passive Indefinitelng
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TOBOPATH, OAYMIIN, TyMaJId, YyJId, BUSBUIOCH 1 T.1I.
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being +3. /ed Perfect having + 3/ed
Having+ been+ 3/ed

We use the gerund:

- as the subject of a sentence: Exporting will be our main objective next year;

- as the object of a sentence: I've always enjoyed reading;

- after verbs:

admit, mind, appreciate, avoid, consider, can't stand, can't help, delay, enjoy, finish, imagine,
involve, postpone, propose, risk, stop, suggest, to be worth;

- after prepositions:

after, before, by, when, while, without;

- after verbs and expressions followed by prepositions:

be interested in; be good at smth., be fond of, be for/against, be used to, instead of, feel like,
think of/about, look forward to, succeed in, approve of, insist on, object to, it's no use;

e. g. It's no use asking him.

Exercise 1. Put the verbs in brackets into the gerund. Translate the sentences into Ukrainian.
Stop (argue) and start (work).

The boss is against (make) any complaints.

I'm thinking of (retire) and (go) to Ukraine.

If he puts his money into that business he risks (lose) everything.
If a thing is worth (do) at all it is worth (do) well.

He hates (borrow) money.

I can't stand their (waste) so much time.

I thanked him for (solve) the problem quickly.

9. I suggest (postpone) the meeting.

10. It's no good (complain). Nothing can be done.

11. TIcan't help (think) about the interview.

12. We avoid (keep) late hours. Our working day begins very early.
13. The secretary admitted (steal) the money.

14. Tbelieve he is capable of (solve) this problem.
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Exercise 2. Finish these sentences using a gerund:
My favorite activity is ... .

He can't stand ... .

He is good at . .

Some people just can't help . .

We are used to . .

I am interested in . .

This company is worth . .

The customer wants to know who was responsible for . .
. Ifeel like . .

10. He admitted . .

11. I am thinking of . .

12. . was the key to the company's success.

13. It'snouse of ..

14. Avoid. .
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Exercise 3. Complete these sentences using the gerund form of one of the verbs below: give, get,
make, have, lose, help, work, discuss, get, worry, meet, analyze, cry, buy, reduce;
1. He is interested in . the shares of this company.
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10.
11.
12.
13.
14.
15.

It's no use ... over split milk.
This job involves ... our international transactions.
We are looking forward to . the new Sales Manger.
It isn't worth . about it.
You risk . bad results.
As we don't agree about company policy we avoid . this subject.
We don't mind . overtime, if it help the company.
You mustn't insist on . him.

By delaying we risk . this contract.

I can't imagine not . a computer in my office.

He apologized for . this serious mistake.

He is very pleased with . the job he wanted.

It's no good . her advice, as she never listens.

Overstaffing should be solved by . the workforce.

Unit 16 Participle

The Participle has the following forms:Active
Passive

Present Participle IgiecnoBo + ing being + 3¢.x./ed Past Participle 3f.v./ ed

Perfect Participle IThaving + 3¢.1./ed having + been+ 3¢.1. /ed

We use Participle:

- Participle I:
- as adjective:
e.g. [ saw smiling girl;

- Present Participle I is used in function of Adverbial Modifier (o6ctaBunn): e.g. Walking

home she didn't hurry;

- Present Participle I Passive:

e.g. The music being performed was quite new.

- Past Participle: verb+3f.v./ed = adjective: discussed - oOroBopeHnwui;
e.g. Written letter is on the table;

- Perfect Participle II:

e.g. Having written the letter he kA.HanucaBmu nucra, BiH BUNIIOB,

- Perfect Participle Passive II:

e.g. Having been written the letter, he left.

ITicns Toro K aUCTa HAMMCAJIN, BiH BUMIIIOB.

Exercise 1. Insert Participle I of the verbs in brackets:

e Al

We spent about an hour (take) our papers to the office.

Generally (speak), this problem is rather difficult.

(Work) a year in Germany he returned to Ukraine.

He sat in his arm-chair (smoke) a cigarette.

Our new manager is a young man (wear) glasses.

The Japanese businessman bowed low and (take) my hand kissed it.
Saying this, he left the room.

(Be) busy, he postponed his trip to Italy.

I stood (watch) the people who were entering the office.

102
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10. He went to work, (leave) the letter on the dressing table.
11. The conference (take) place at the University is devoted to the problems of green tourism.
12. While (wait) for you I have translated this article.

Exercise 2. Inset Perfect Participle II of the verbs in brackets:
1. The work (do) we received high salary.

2. (Live) in that town all his life, he knew it very well.

3. When he (invite) he always takes part in our discussions.
4. (Find) nobody in the office, he left the room.

5. When (ask) to help them she refused without hesitating.
6. (Complete) their tests, the students handed them.

7. (Finish) our work we went for a walk.

8. (Understand) his mistake he stopped arguing.

9. (Explain) everything he sat at his place.

10. (Know) that he had enough time he wasn't in a hurry.

Exercise 3. Translate into English:

1. Konu Bce Oys10 TOTOBE, MU TIOYAITH MPOEKT.

2.  Komu po6oTty OyJio 3aKiHY€HO, MU OTPUMAJIH TTIIBUILICHHS B 3apIUIATHI.
3. OOroBopeHi AeTani KOHTPAKTy BCl 3pO3YMLIH.

4. 3po3yMmiBlIM IPOXaHHs, BIH IMOYaB JISTH.

5. Bona MeHi gana 3BiT MOCMiXalOYHUCh.

6. Poboty Oymno 3po6ieHo, 1 MU MIILTH T00MY.

7. Tak sk k109 OyIo 3aryo6ieHo, BOHA HE 3MOTJIa 3aiTH B KBapTHUDPY.
8. Tak six muTanHs OyJI0 CKJIaJIHUM, HIXTO HE MIT BiAMOBICTH.

9. bByBmm qy’xe CTOMJICHHM, BiH 3QJIUIIABCS I0OMA.

10. Tak sk KBUTKH BC1 IPOJAJIH, MU ITIILIH JOJIOMY.



10.

11.

12.

13.

14.
15.
16.
17.
18.
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OpieHTOBHI NMTAHHS ISl MiICYMKOBOI0 KOHTPOJIIO 3 IMCHUILTIHN «/lijloBa aHriiicbKa

MOBa»

1. Negotiating.
2. Marketing. The four elements of the marketing mix.
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Business organization and the Economy.

Business trip.

Computers in our life.

Budgeting. The primary objective of the budget.
Pricing.

Business cross culture.

Contract and its structure.

Advertising.

Applying for job.

Products, Goods and Services.

Marketing concept. The key of successful marketing.
Retailing.

Types of banks.

Customers, Consumers, and Clients.

Wholesaling.

Business correspondence. Give your own example of letters (inquiry, reclamation)
Give description of the Corporate .

Human Resources: the stuff.

The correlation between marketing and advertising.
Employment: Interview.

Leadership. The main characteristics of the true leader.
International Trade.

Translate the business letter Ne 9 into English

The stuff management.

Producing new products into the market.

The most successful types of advertising to your mind.
Giving a presentation.

Compare Private Enterprise System and Partnership.
Internet in business activity and our life.

Inflation.

Investments.

Financial Centers.

Doing Business in the Internet.

The forms of business ownership.

Rising Finance

Advantages and disadvantages of the Corporate.

The main ingredients of the Agreement.

Stock Exchange.

Give the description of the Private Enterprise.
Preparing a presentation.

Getting started in business.

Banking Servicing.

Motivation at the work.

Cost, Assets, and Liabilities.

The major elements of a business letter.

Distributing shares of the Limited Company.
Activities in Ukraine which should be financed most of all according to your mind.

The usual process of applying for a job in your country: probation period, pay and benefits.
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