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IHEPEIMOBA

CydacHull cTaH PO3BUTKY 30BHIINIHHOCKOHOMIYHUX 3B'S3KIB MOTpPeOye SKICHOIO HOBOTO
MiIX0My HE TUIBKA 10 MpOOJIeM BUBYEHHS CKOHOMIKM B3araji, a W J0 MOBHOI MiATOTOBKH
Maii0yTHBOrO eKoHoMmicTa. CaMe 1eil miaxiJ 3yMOBUB 3MicT 1€l mymuikamii. TeopeTnuHi 3HaHHSA,
3aCBO€EHI CTYJICHTAMH Ha 3aHATTAX 3 €KOHOMIYHHMX TEOPiil, MEHEDKMEHTY, OyXTalITEePChKOTO OOIIKY
TOIIO, 3aKPIILTIOIOTHCS HA 3aHATTSAX 3 JIIJIOBOI aHTITIMCHKOT MOBH 32 II€I0 MYTUTIKAIIIEIO .

Mera 1 3aBnanHs myriikamii «MeToaudHI peKOMEH Iallii oI0 OpraHizallii 1mo3aayIuTOpHOl
CaMOCTIHHOT pOOOTH 3 AUCIUILITIHY «/li7I0Ba aHTIiChKa MOBay JJIs CTYJEHTiB-eKOHOMICTiB OP

«Marictp» JUisl IeHHOI Ta 3a04HOi (hOpM HaBYAHHS» MOJIATAIOTh Y PO3BUTKY BMiHb PO3YyMIHHS
Il aHamizy OpHTriHAJIBHUX TEKCTIB 3a MpodeciiHUM CHpsSMYyBaHHSIM, HAKOMWYEHHS CIOBHUKOBOTO
3amacy, yMiHHs BecTu Oeciny Ha mpodeciitHi TeMu,0paTi ydacTh y JUCKYCISIX aHTJIiHCHEKOI0 MOBOIO,
dbopMyBaTH COLIOKYIBTYPHY KOMIIETEHIIIIO.

L1ii1 MeTi miANOPSIIKOBAHO CTPYKTYPY 3aB/laHb KOKHOTO MOJYJIS: IPOYUTATH Ta BUBUUTH HOBI
CJIOBa 1 CIIOBOCIIONYYCHHS; MiAiOpaTH aHTIINChKI CEKBIBAJICHTH IO TMOJAHWX CJiB 1 BUPA3iB;
BUKOHATU BIPABU Ha IMiJICTAHOBKY IPOMYIIEHUX CIIB y PEYCHHSAX; BIANOBICTU HA 3aUTAHHSA 10
TEKCTY; JaTH aHTJIIHChKE TIyMAayeHHs TepMiHaM; MEPEKIacTh PEYCHHsS, CTBOPUTH Jialory Ha 0asi
HOBOT JIEKCHKH, 3aKpIIUICHOI B MONEPEIHIX BIPaBax; CTBOPUTH TEMATUYHI CUTYallii, MAaKCUMaJIbHO
HaOJMKEH1 10 peabHUX; BAKOHAHHS IpaMaTHYHHX BIIPAB.

[TociOHUK CKITaIa€ThCS 13 ABOX PO3ALTIIB: OPUTIHATBHUX €KOHOMIYHHUX TEKCTIB irpaMaTHYHOTO
MaTepiaiy.

[lepmmii po3ain cHopsMOBaHMNW Ha PO3BUTOK MOBJIEHOBOI KOMIIETEHTHOCTI CTYJCHTIB-
€KOHOMICTIB, SIKUM BKJIIOYA€ OPHUTIHAIBHI TEKCTH i3 3apyOKHHUX EKOHOMIUHUX JDKEpel, 10
CTOCYIOTBCSI TIPOOJIEM €KOHOMIYHUX TEOpiH, MPUKIAAHOT €EKOHOMIKHA Ta MIKPO- 1 MAKPOEKOHOMIKH.
TekcTn CIyryroTh HE TIIBKM s (OPMYyBaHHS HABHYOK YWTAHHS Ta TNepekiany (axoBoi
JiTepaTypu, a ¥ HecyTb y co0i HOBY BaxJIMBY 1HQOpMAIlil0, HEOOXIJHOTO il CY4YacHOTO
eKkoHoMicTa. J[0 TEKCTIB IPONOHYIOTHCS BIIPaBH HA MO/I0JIaHHS (DOHETUYHUX TPYIHOILIB, KOMEHTAp,
JIEKCUYHI BIIPAaBU Ta 3aBJaHHS Ha BIIIPAIIOBaHHS MOBJIEHHEBUX HABMUYOK 1 BMiHb BUKOPUCTAHHS
JIEKCUYHOT'O MaTepiay, 1110 BUBYAETHCS B CUTYALISIX PEAIbHOTO CIIUIKYBaHHS.

Jpyruil po3ain mociOHMKa CKIIAJaeThesl 13 rpaMaTHMYHUX BIIPaB, IO BKIIOYAIOTh OCHOBHI
rpaMaTU4Hi SBUINA AHTJINHCHKOI MOBH, SIKI BJKHMBAlOTHCS JJIsi PO3YMIHHSI OPUTIHAJIbHUX TEKCTIB,
JIII0BOT EpENMCKU, KOHTPAKTIB Ta A1IOBOI TUCKYCII.

MeToAMYHIMH PEKOMEHJAIISIMA  MOXYTh KOPHUCTYBAaTHCS SIK CTYIEHTH EKOHOMIUYHHX
CreliaJbHOCTEeN BUILOI OCBITH, TaK 1 BCl, XTO MpaItoe y chepi eKOHOMIKH, Oi3HECY, MEHEPKMEHTY
30BHINTHLOCKOHOMIYHOI AISUTHHOCTI M1TPUEMCTB.

Po3noaisi roguH Ha camocTiliHy po0doTy

Ne HaiimenyBanHst po0iT KinbKicTs romH

3/m JI®H 3®H
1 DyYHKIIT MeHeKepa 6 9
2 [TinroToBKa MEHEKEPIB 6 9
3 [TpulHATTS pilieHb 6 9
4 [TnanyBaHHs 1 cTpaTerist B MEHEeKMEHTI 6 9
5 CormiaigbHa BiANOBIAILHICTh KOMITAHIT 6 9
6 Posmupenns o6cary mpoayKIiii 0 JHOro OpeH Iy 7 9
7 MeHeDKMEHT MPOJIaKy 7 9
8 Excnoprt, iMmnopt 7 9
9 CTumi MEHeIDKMEHTY 7 10
Pazom 58 82




MODULE 1

Unit 1.The Economy
Active Vocabulary

economy rOCIOIaPCTBO

factors of production YUHHUKY BUPOOHHIITBA
scarce 00MEKEHICTb, AehIUT
opportunity costs ONTUMAJIbHI BUTPATH
abundant JIOCTaTHBO

economic eKOHOMiKa

production possibilities BUPOOHHMYI MOKJTHBOCTI

law of increasing opportunity costs 3akoH 3poCTaHHsI ONTHMAILHUX BUTPATECONOMIC growth
eKOHOMIYHE 3POCTaHHS
market mechanism PHHKOBUI MEXaHi3M

«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
wantin 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
andhave 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:

3TiHO 3 3aKOHOM 3POCTaHHS ONTUMAIBHUX BUTPAT, BaXKJIMBA OCOOJIMBICTE  PHHKOBOTO
MeXaHi3My, KUIbKICTb HasBHMX pECypciB OOMEXeHa, BIJMOBIATUCSA BIJl MOXJIMBOCTI, OYyTH
3MyIIEHUM poOUTH BUOIp, BUITYCKATH KIHLIEBUH TOBap, 3aJ0BOJILHATH OaKaHHS, PO3MOALIATH

pecypcH.

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 ...1and, 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 BUBYAa€ BUPOOHHIITBO Ta CIIOKUBAHHS.

2. YuHHHWKY BUPOOHHUIITBA — II€ 3€MJIs, TPYIOBI PECYpCH, OCHOBHMI KamiTan (00aaaHaHHS
TaOy/iBII1), IKUMH MU KOPUCTYEMOCS JUII BAPOOHUIITBA TOBAPIB 1 IOCIIYT.

3. Mu HEe MOXEMO BUTOTOBJISITH BCE, IO MM Oakaemo, 1 B KIJIBKOCTSX, SKI HaM MOTPiOHI,
OCKUTBKH PECYpPCH 3aBKIU OOMEKEHI.

4, OOMeXeHICTb PECypCiB CTaBUTh HAC MEepe] BHOOPOM.

5. ExoHOMIYHAa Hayka 3aiiMa€TbCcs MUTAHHSIMHU PO3MIIICHHS PECypCiB, SIKUX HE Mae B
JOCTaTHIAKIIBKOCTI, Ta TUM, SIK X Kpallle BAKOPUCTOBYBATH.

6. Ham noBoauThCS BIIMOBISTHCS BiJ BHITYCKY IEBHOTO BHAY TOBapy, 00 3a0e3nmeuuTu
BUITYCK 1HIIOTO.

7. TonoBHUM y PpHHKOBOMY MEXaHI3Mi € YMHHHK I[iH, SIKHH BIUIMBAa€ Ha PO3IIMPEHHS a0o
CKOPOYEHHSI BUPOOHHUIITBA.

8. SIxmo ToBapoBHPOOHUKH OAYUTUMYTh, IO PO/IaX MEBHOTO BUIY TOBApy i I[iHK HA HHOTO
3pOCTal0Th, BOHU 301IbIIYBATUMYTh BHITYCK I[OTO TOBapYy.

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 | was always wondering what, if anything, we can do to improve the

economy'sperformance?

B.: I see. 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.: | 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.
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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 oOcraBHHa

to have serious drawbacks MaTH Cepii03HI HETOTIKU

revenue npuOyTOK

fiscal policy ¢biHaHCOBa MOTITHKA

monetary policy IpOIIOBA MOMITHKA

tax receipts IPOIIOBI HAJXO/PKECHHS BiIOTIOIATKYBAHHS
budget deficit nedinuT OrpKeTy

money supply IPOIIOBI HAIXO/KECHHSI

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 willenter 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:
MiIBUIIYBaTH TOJATKH, 3MEHLIYBaTH MOJATKH, CTa0UII3yBaTH EKOHOMIKY, KOHTPOJIOBATH
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NOJATKH Ta BUTPATH, 3aCTOCOBYBATHUCS B MOTPIOHMHA MOMEHT, 3MIHIOBATH pIBEHb T'POIIOBHX
HAJXO/KEHb 33 PaXYHOK IMOAATKIB, BUITYCKATH T'POIIi, TOMUT Ha TOBApH, AehIIHUT OIOKETY, Crajl
BUPOOHHUIITBA.

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 createsa ... .

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. EKOHOMICTH IIyKalOTh IUISAXW cTadimizamii ekoHOMikH. 2. J{is Toro mod AOCSATTH METH
cTabinizanii eKOHOMIKH, YpsJl 3BEPTAETHCS J0 IBOX CTpATeriil: picKanbHOI Ta TPOLIOBOT MOTITHKH.

3. Konm monmaTku 3MEHIIYBaTUMYThCS, (GipMH Ta TpPUBAaTHI OCOOM MAaTHMYTh Yy
PO3MOPSIKEHHI OlbIIe Tpolel, o0 BUTpayaTu iX Ha pedi, siKi BOHH X04yTh npuadatu. 4. Jlesxi
E€KOHOMICTH CTBEpP/DKYIOTh, IIO (piHAHCOBA IMONITHKAa Ma€ KiJlbKa cepio3HMX HenodikiB. 5. Komu
ypAI 3MEHIIye TIOJaTKU, BIH MoOke cTBOpUTU Aediuut Oromxery. 6. Jlediuut OroKeTy o3HAYae,
mo npulyTku OynyTh MEHIIMMH 3a BUTpATH, 1 3a00proBaHICTh ypsdy 3pocte. 7. Ypsaa Moxe
HOKpUBaTH Je(pimuT OrUKETy, poOisuM Mo3UMKM abo BUIlyckaTh HOBI rpouri. 8. Ilpukpo, mio
30UIBIIEHHS TPOIIOBOI MAaCH € MOMITOBXOM JuIsl 1HGAWI. 9. IcHye npsiMuii 3B'SI30K MK HasBHOIO B
00Iry KUIBKICTIO IpoIleif Ta piBHEM BUPOOHUIITBA.

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 | 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, | 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:

1. 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 THIATIS

deflation nedusis

relative price BiJHOCHA IiHa

nominal price HOMIHAJTBHUAN TOXO]

real income peabHMIA TOXi

money illusion TPOIIOBA 1TIO31sI

Consumer Price Index IHAEKC CHOKUBYMX LIIH

inflation rate TEeMT 1HQIISIIT

price stability CTaOUIBHICTS IiH

demand-pull inflation THQIISIIS CIPHYUHEHA TOTTUTOM
cost-push inflation 1HQIALISA CIpUYMHEHa BapTICTIO

Most people associate inflation with price increases on specific goods and services. The
economy isnot 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. Arise 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 —
occurswhen 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:

MiBUIICHHS IiH, CepelHid piBeHb IiH, OTPUMATH BEIUKUN NPUOYTOK, CTaOiIbHI IiHH,
nepedyBaTH a MPUTHIYEHOMY HACTPOi, BIIPI3HATH SBUILE 1HQIISLIT BIA MIJBUIIECHHS LIH HA OKpeMI
TOBapH, MaTUCEHC, KYIIyBaTH peyi Ha MPOAaX, TeMI 1H(IALi{, BApOOHULITBO e Ha crajl.

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. ... isthe 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.



12

Exercise 3.Translate the following sentences:
Asume 1HGAIT Tpeda BiAPI3HATH BiJ ITIABUIICHHS IIH HA OKPEMI TOBApH.
BripooBxk 0cTaHHBOTO Micsis iHGIIALIA Ha CIIOKHUBYI TOBApH 3pociia Ha S5 BiJICOTKIB.
BigHocHa 11iHa — 11€ I1iHA OJTHOTO TOBApPY B MOPIBHSIHHI 3 IIIHOK 1HIIUX TOBAPIB.
[adnsamis HaltyacTiie Mae Miclie B KpaiHax i3 HeCTaOUTbHOIO €eKOHOMIKOIO.
HomiHnanbHuii 10X01 — 11€ KITBKICTh TPOIIICH, K1 BU OTPUMAETE 3a IEBHUM MEPiOI.
Bin nocnimkye npoGiemu iH(IAMIT y il KpaiHi BXKe MPOTATOM JIBOX POKiB.
He Bci 1iHu miaBUIYIOTECS OJHAKOBO Mija Yac iHGIALIT: AesKi 3pOCTal0Th JAYXKE IIBHUJKO,
1HIIII —TIOMIpHO, a JIesKi 30BCIM HE 3MiHIOIOThCSI.
8. Temr 1H(IIALIT — 11 MOPIYHUI cepeHINA TEMII ITiABUIIICHHS PiBHS IIiH.

NoakowhE

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?
9. 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?

LN~ WNE

Exercise 5. Read and translate the following dialog:

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

D.: | am making preparations for my exam in economics. By the way | know you are
competent in questions concerning inflation. Will you help me todistinguish 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.: Isee 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 othersnot 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 withyou 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 001K HalliOHAJIBHOTO 0X0Aygross national product
(GNP) BaJIOBUi1 HAI[IOHAIBHUI

npoaykr (BHII)

GNP per capita BaJIOBUI HAITIOHAIBHHUH MPOAYKT Y PO3PAXyHKY HATYIITY
HaCeJICHHSI

intermediate goods OPOMIDKHHI TPOTYKT

nominal GNP HOMIHAJIBHUHN BaJIOBHA HAIlOHAJTBHUNA TPOIYKT

real GNP peanbHHii BaJOBUI

HAI[IOHAJTLHUH TTPOIYKT

production possibilities MOJKJIMBOCTI BUPOOHHUIITBA

depreciation aMOpTHU3AIlis

net national product (NNP) YUCTHN HAIlIOHATLHUUTIPOTYKT

gross investment BJIOBI KaIliTAJIOBKJIaICHHS

net investment YUCTI IHBECTULIIT

exports eKCIIOPTOBaHI TOBapH

imports IMITOPTOBaHI 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
andequipment. 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 HAI[IOHAJBHOTO JIOXOJY, YMCTHH HAI[lOHATbHUN MPOIYKT, BAJIOBUI HAlllOHAIBHUN
IPOIYKT,OpaTy 10 YBaru 3MiHU B PiBHI I[iH, IEPEKPYIYBaTH PO3YMiHHS, MOKIMBOCTI BUPOOHHIITBA,
BUMIPIOBATH B I[iHAaX, [0JlaHa BapTiCTh, BUPOOHMIITBO TOTOBUX TOBapiB Ta MOCIYT, BaJOBHl
HAI[IOHAJILHUH MPOJIYKT, Y PO3paxyHKY Ha JYITY HACCTICHHS.

Exercise 2. Write an appropriate word-combination:

GNP per capita, nominal GNP, national-income accounting, intermediate goods, inflation,
depreciation, imports, encounter problem.

1. isthe measurement of aggregate economic activity, particularly national

income and its components.

2. istotal population: average GNP.

3. When we focus on domestic market activity we in calculating GNP.

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

goods or services.

5. s the value of final output produced in a given period, measured in the

prices of that period.

6. isan increase in the average level of prices of goods and services.

7. is the consumption of capital in the production process.

8. are goods and services purchased from foreign countries.

Exercise 3. Translate the following sentences:

1. OO6nik HaOHAJBHOTO JOXOJYy JOMOMara€ HaM HE TUIBKH OIlIHUTH €KOHOMIKY, a
3pO3yMITH, IKBOHA (DYHKIIIOHYE.

2. JlomaHa BapTicTh — I1e 30UTBIICHHS PUHKOBOI BapTOCTI MPOIYKIIii, IKEe BiOyBa€ThCSI Ha
KOXHICTa1ii BUPOOHUYOTO TIPOIIECY.

3. Sk 3MiHH IIiH BIUTMBATUMYTh [ILOTO POKY Ha BAJIOBUI HAIlIOHAIEHUH MTPOAYKT?

4. Jlna Toro mo0 OOYMCIUTH peaJbHUN BaJlOBUI HAIllOHATBHUN MPOIYKT, HEOOXITHO
OI[IHUTUTOBAPH Ta MOCITYTH 32 MOCTINHUMH I[IHAMHU.

5. Hna toro mo® miaTpUMaTH Haml BUPOOHMYI MOMKJIMBOCTI, MM TOBHHHI IOBEpHYTH
KaIiTaj,IKui MU BUTPAdaeMO.

6. Iopa3y, konu BaloOBi KamiTAIOBKIACHHS IEPEBUIIYIOTh aMOPTH3ALlit0, YUCTI IHBECTULIT
€TIO3UTUBHUMH.

7. BupoOHHMYI MOKIIMBOCTI 3aJI€3KaTh BiJl KUIBKOCTI 3eMJIi, ITpalli, KaliTajay Ta HAllluX 3HaHb,
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SKBUKOPUCTATH HOBY TEXHOJIOTIIO.
8. KinmbkicTh IMIOPTHHX TOBapiB Ha YKPAiHCBKOMY PHHKY BIPOJOBX KIUIBKOX OCTaHHIX
pOKiB3pocIIa.

Exercise 4. Answer the following questions:

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

3. What is GNP per capita used for?

4. What is the easiest way to calculate GNP?

5. 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?

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 | want. | 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 agiven time
period.

S.: Itis 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 canalso 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 ofgoods and services available to us. We are still producing the same
quantities only the prices of those goods have changed.

B.: Now | 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 improvedjust 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 JIOCSATTH BUTPALITHOT CUTYAIIIT it 000X cTOpiHProprietors
MPIOPUTET

rapport B3a€EMUHU

parameters XapAKTEPUCTHKA

common ground CIiJIbHA TOYKA 30PY

overall 3arajJpHUN
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A successful negotiating is when two persons (or teams) reach agreement on something which
theyare both happy with. There shouldn’t be a winner and loser. The negotiating should end win-
win 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:
JOCATTA B3AEMHOI 3roJU Uil 000X CTOpPiH, B3a€EMUHH, CTpaTeris, MaTH YiTKy LiIb, OyTH

TOTOBHM,CIIIbHA TOYKA 30py, OYTH 100pE€ MATOTOBICHUM, OYTH TEPIUITUHUM.

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

A B

rapport general

end win-win situation plan

overall relationship

common ground factor

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?

ouhkrwdE
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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,
whichcan 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 | 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’1l
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 moveonto ...

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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2. Stop talking, say goodbye and leave.

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

4. Thank the audience for coming.

5. If possible, 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.

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 MpaBUJia OBEAIHKH

spell out po31H(POBYBATH, TOSICHIOBATH TOYHO
superior HaYaJIbHUK, CTAPIIHIA

bow KJIaHSATHCh

patience TePILIAYICTh

gift OJJapyHOK

acceptable NPUAHATHHIA

embarrassment 30€HTEeKEeHHSI, pO3TYOJICHICTh

tip 94ailoBi, HEBEITMKA TPOIIOBA BHHATOPO/1a
bill paxyHoOK, (3a MOCIyTd, TOBap, TOIIO)
custom 3BUYAl

cause offence to smbd.  o6pasutu (ckpuautn) korocsbe offended Oytu oOpaxeHrM

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 IIIOBI TUTAHHS; IIepeIaBaTH JOKYMEHT; MUChbMOBUI KOHTPAKT; MOSICHIOBATH
BCi JieTali; 3BU4aiiHa MoBe[IHKa; TePIIT9iCTh; IPOIOHYBATH MOIAPYHOK;

30€HTEKEHHS; YalOB1; paxyHOK 3a ITOCIYTH; 00pa3uTH KOToCh; OyTH 00paKeHUM; 3BUYAi
KpaiHW;IpaBUIia TOBEAIHKH.

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

custom gratuity

gift costly

operate evade

spell out impolite

rude conduct
behavior explain in detail
avoid act

expensive habit

tip additional

extra present

Exercise 3. Answer the following questions:

1.  What should you know before going business abroad?

2. Inwhich country is it not recommended to discuss business over dinner?
3. Inwhat 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 NpaBIIiHHS, pajia TUPEKTOPIB

to be in charge of KepyBaTu

Chairman of the Board roJIOBa MPaBIiHHS

the Manager Director reHepabHUI JUPEKTOP

Finance Department (biHAHCOBHH JUPEKTOP

Sales Department BiJ1L 30yTYy

Marketing Department BiJ/ILT MAPKETHHTY

Production Department BUPOOHUYMHA BIII1T

Research and Development (R&D) Bignin HaykoBUX J0CTiKeHs Ta po3podbokPersonnel
department BIJUILT KaJIpiB

make decision NpUIMAaTH PillIeHHS

top executive KEpiBHHK BUIIIOTO PAHTY

senior manager KEpIBHUK BUIIIOTO 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 tothe 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 oprasizaiiii, cy00Bellb, EKOHOMIYHUI CEKTOP, KIIEHT, YIPABIIHCHKUNA KOHTPOIIb,
KepyBaTH KOMIIaHI€IO, paja JAWPEKTOpIB, TOJIOBA MpPAaBIiHHA, KEPIBHUK KOMIIaHii, BiImin 30yTy,
BUPOOHWYMI BN, BIAALT KaapiB, cTpaTeriyHe MJIAHYBaHHs, MPUAMATH PIllIEHHS, MEPCOHA,
HiAMOPAIKOBYBATHCS MEHEIDKEPY, CTpaTeTi4He TUIaHyBaHHSI.

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

A B

vary chief

customer decide

be in charge of staff

Head division

make a decision manager
department change
personnel client

director be in control of

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. a person who works another person, business or government;

3. a person 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. a company 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;
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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. sheis ... of the new project;

5. sheis ... of the finance committee;

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

7. he ... aquick decision to buy the TV;

8. training courses are provided for all company... ;

9. she ... directly to the company’s preSIdent

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 s 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; c) financers;

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

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

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

a) packers; b) quality controllers; c¢) 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; C) 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 arethe_

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

8. The person appointed by the board of directors to be responsible for the management
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team thatruns a business an a day-to- day basis is the_.

a) operator;  b) managing director; c) seller.

Exercise 7. Answer the following questions:

CoNoOR~WLWNE

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?

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

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 (CV)

Unit 8. Employment

3alHATICTh, pOOOTA 32 HATMOM
MpaIoBaTH CaMOCTIHHO
MPAIOBATH HE 32 HAWMOM, OYTUBUIBHUM XYIO0XHUKOM
JIJTOBI JTFOIU
THYYKHUA
HaliMa4, poO0TO/1aBeIlb
CTPOKOBHMM KOHTPAKT
POOITHUK, KWW 3alHATUHHENOBHUI poOOUnil JeHb
BIJIJTLIT KAJPiB
Ha0ip KajpiB
coliajabHe 3a0e3IeueHHS
MeHCIs
3a0e3revuyBaTu, TapaHTyBaTu
HAsIBHUM, TOCTYITHUI
3aJI0BOJIBHSITH TIOTPEOH
KOMaH/1a, rpymna
3MiHa poOIT
rapasris poooTH
TMpareBIAITYBaHHS
JI0JINHA, IO IIyKae poboTypost mocaaa
aHKeTa, 3asBa
3aIIOBHIOBATH
pesrome
CYMPOBIIHUIA JTHCT
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
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training anddevelopment, 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 HAHMOM, TpAIIOBAaTH CAMOCTIHHO, MpAaloBaTH HE 3a HailMom, OyTh
BUIPHUM XYyJOKHUKOM, IIIOBI IO, THYYKWid, HaliMad, poOOTOJaBellb, CTPOKOBHHI KOHTPAKT,
POOITHHK, KW 3alHATHI HETIOBHUI POOOYMIA IEHb, YIIPaBIIiHHS, IEPCOHAN, BT KaapiB, HAOIp
KaJpiB, coIliaibHEe 3a0e3MeYeHHs], JOMOMOra COI[ialbHOrO 3a0e3Me4YeHHs], IEeHCis, rapaHTyBaTH,
JOCTYITHUH, 3aI0BOJBHATH NOTPEeOH, KOMaH/1a, 3MiHa poOiT, TapaHTis poOOTH, MpaLeBIAIITYBAaHHS,
JIOJMHA, 110 IIyKae poboTy, mocaja, 3asiBa, aHKeTa, BIAJLI KaapiB, aBToOlorpadis.

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;
a person 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;
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;

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

Exercise 4. Answer the following questions:

What department is administration of people done?

What is the Human Resources department of a company responsible for?

When a person works freelance, does he work for himself?

What should a jobseeker do if he or her is interested in a particular post?

What should you do when you want to get hunt a job or change for another one?
What other document should be sent together with a curriculum vitae?

What is the process of applying job in Ukraine?

NoakowhE

Unit 9. Interviewing
Active Vocabulary

interviewee 0co0a, sIKa Ja€ IHTEePB 10

interviewer iHTEpB’I0Ep

reference pEKOMEH/IaIlist

accept the job NPUIMATH MPOIO3HUILII0 IPOPOOOTY

turn down the job offer
appoint

sign

employment contract
working conditions
salary

in advance

research

implement

relocate

training course
strengths

weakness

BiJIXWJISITH TIPOTIO3UIIIIO TPOPOOOTY
NPU3HAYUTH, 3aTBEPKYBaTU

MIiMACYBaTH

TPYLOBHM KOHTPAKT

YMOBH TIparii

3apo0iTHA IJIATHS

3a3maneriao

BUBYATH, AOCIIIJDKYBaTH
BUKOHYBATH, 3/I1IICHIOBaTH
MePEMIIIaTUCs, IEPECEeNIATUCS
KypC HaBYaHHS

CHJIbHI CTOPOHHU

HEJOJIIK

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:

odimiiina 3ycTpiy, ocoba, sSKa Ja€ IHTEPB’I0, NPEACTAaBHUKM KOMIIaHil, peKOMEHMalii,
NEPCICKTUBHUNA  KaHAWAAT, BimiOpaTH  Kpamux  KaHAWJATiB, 3alpOIOHYBaTH  IOCaYy,
NPURHATH/BIIXWINTH MPOTIO3UIIIO PO poOOTY, MAMUCATH TPYAOBUI KOHTPAKT, Y3TOAUTU3apOOITHY
IJIATHIO Ta YMOBH TIpalli, Kap’€pa, JOCBIA CHIJIKYBaHHS 3 CKJIQIHUM KIIEHTOM, JOBTOCTPOKOBI ITLi,
po0OoTO/IaBEILb.

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

formal duty

turn down put into action
appoint move to a new place
conditions term

salary attentively
carefully payment

response terms

relocate designate
implement reject

responsibility official

Exercise 3. Match the words the correct definition from the list below:

interviewer, a promising candidate, employment contract, interviewee, job interview, salary,
reference;

1) a meeting 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) awritten 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) a person 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.
1. 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.
7. The Personal Manager went through ... with each new employee to make sure that it was
fullyunderstood before signing.
8. My former boss said that | could use himasa ... .
9. Shewas ... to the post sales director.

ook owm
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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?

O wpN -

Unit 10. Motivation at the work
Active Vocabulary

with a purpose 3 METOIO

remuneration BHHAropo;ia, KOMITCHCAITis

fringe benefits JIOIATKOBI ITUJIBIH

travel allowance KOMIICHCAILiS 32 BiAPSAIKCHHS

medical insurance MeJIMYHa CTPaxOBKa

share options OMIIIOH Ha akuii (Iibra, AKy iHOJI OTPUMYIOTh TMPAIliBHUKH
KoMIIaHii.

Bona Hazae iM mmpaBo KyImyBaTH aKIlii KOMITaHii 31 3HIKKOIO 10 BiTHOIIIEHHIO
JIO PUHKOBOI IT1HH)

fee roHopap
golden hello 30JI0T€ MPHUBITAHHS, BEJIMKA CyMa TpoIIel 4u iHma Gpopma 3a0X0UCHHS
golden good bye BeJIMKa KOMIICHCalliliHa CyMa MocaIoBii 0co0i, 1110 i71e y BiJICTaBKY,

a00 3BUIBHIETHCA

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:

mpeMis, TOHOpPap, JOAATKOBI MiIBTH, OMI[IOHU, KOMIIEHCAIlIS 32 BiAPSKEHHS, 3a0XOYCHHS,
BHHAropo/a, 3 MeToo, KpiM, KOMIIEHcallis 0c001, sika 3BUIbHSAETHCS.

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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share 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) a payment made someone for providing a service or goods. The amount is usually a
percentageof the total value of the deal;

4) money or goods received in addition to a salary;

5) an amount paid for a professional service or advice;

6) a rights offered to employers, to buy shares in the company where they work at a cheap
price.

7) a compensation package for an executive leaving a company;

8) a person who provides advice for pay.

Exercise 4. Answer the following questions:

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?

NoabkowhE

Unit 11. Problems at the work

Active Vocabulary

expose PO3KpHUTH

source JDKEpeIto, IpUYrHa

communication factor KOMYHIKaTUBHUHN (HaKTop

structural factor KOHCTPYKTHUBHUH (hakTop

personal factor ocobucruit pakrop insufficient sharing of information

HEJIOCTaTHE MOMINPEHHS

iHpopmarii

turnover rate IHTEHCHUBHICTh KPYTOBOPOTY

reward systems CHCTEMH Haropo/y

self-esteem CaMOOILIIHKA

confronting TIPOTHCTOSTHHS

bargaining MEPErOBOPH, JOMOBIICHICTHIIPO SKYCh YTOAY

enforcement of team rules JTOTPUMAaHHS paBuil komanaude-emphasis pooutn
aKICHT Ha YOMYCh

focused on KOHIICHTPYBATHUCh

leads to MIPUBECTH JI0 YOTOCh

interaction B3a€MOJIIS

involvement y4acTb, BTSTHEHHS

transition nepexij 10 Y0roch, 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 isoften 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
cannotfind 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, KOMYHIKaTHUBHHH (akTop, Kepeno, KOHCTPYKTUBHMM (akTop, HeZOCTaTHS
nomupeHHs iHdopmMarii, ocobuctuii (paxkTop, IHTEHCUBHICTH KPYTOBOPOTY, IPOTHUCTOSHHS,
JOTPUMaHHS PaBUIKOMAaH/IH, B3AEMOIsI, TPUBECTH JI0 YOTOCh, 30CEPEIKYBATHUCH.
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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?

What conflict factors do you know?

Give description of communication, structural and personal factors.

What are the ways to handle with conflicts and which of it (them) is best of all to your

o

mind?

What kind of problem do you know and its resolving?

Can problems fall into conflict? At what situations?

Have conflicts got any advantages to your mind?

Propose your own strategy resolving conflicts and problems.

NGO

Unit 12. The main characteristics of the true leader

Active Vocabulary

hand out JIaBaTH HE 3aMHUCITIOI0YHChH

rigidity TBEPJIICTh

perception CIIPUUHSATTS, OCMUCIICHHS

sit back PO3CIabUTUCh, OallANKYBAaTH

amuse PO3BaXXaTHUCh, FAPHO IIPOBOJUTH YacC

coherence MOCITiAOBHICTD, JIOTIYHICTE

keep up JOTPUMYBATHUCh HAJICKHUM YMHOM

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:
TBEPIICTh, CHPUUHATTS, BIAMOYMBATH, MOCIIIOBHICTh, YIIPABJIATH, JaBaTH HE 3ayMYIOUHUCH,

XOTITH,pO3BaXKATHUCh, JOTPUMYBATHUCH, MTOJICTIITYBATH.

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) aleader 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 BI131

airline JTaK

carrier NEPEBI3HUK
check-in peecTpartis

due time po3KIan

reserved a seat 3a0pOHIOBATH MicCIIe

outgoing passengers BiJl DKDKAIOYH MTACAKUPU
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exit visa BUi3Ha (BIIKpHTA) Biza
custom control TaMOKHS

restricted articles 00MEXEeHi TOBapH
liable to custom duties CILTaYyBaTH JICPKMHUTO
book 3aMOBHTHU

reception desk peecTpaiiiHui BiIia
fill in 3aMOBHATH

The day before your journey, study again the data in your ticket: airport of the departure, the
airlineyou 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 aircraft.

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
peoplestay at hotels. It is necessary to book a room in advance. Otherwise, you may arrive at the
hotel betold 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:
B11'i3/1, JIITaK, peecTpallis, po3kiaj, 3a0poHIOBaTH MiCIle, BUI3HA Bi3a, TaMOXKHSI, CIIaYyBaTH
JIEPKMUTO, 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?

oukrwdE



Active vocabulary

involve
demand
appropriate
achieve
objective
marketing strategy
take into consideration
marketing mix

32
MODULE 2

Unit 14. Marketing

MICTUTH B c0o01, MaTH Ha yBasi

MOIUT, TOTpeda

BIAMIOBIIHMH, T AX0XKUH

JOCSITaTH, YCIIIITHO BUKOHYBAaTH

MeTa, 3aBJaHHS

CTpaTerisi MapKeTHHTY

OpaTu 110 yBaru

(dopmyia MApKETUHTY, KOMIUIEKCMApKETHHTY

promotion CHPUSHHS y IPOJaXy (TOBapy)

support HiATPUMKA, JOTIOMOTra

reliability HAIIHHICTH

charge NpU3HAYaTH, BAMAraTH IiaTy
distribution PO3IO/ILI, PO3IOBCHOKCHHS; PO3MIIIICHHSI
package MaKyBaTH

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:

KyMiBeJIbHUI MOMUT, 10CSATaTH METH, CTpaTeris MapKeTUHTy, OpaTH 10 yBaru pi3Hi ¢akropu,
dbopMyna MapKeTUHTY, MIATPUMKA, SKICTh Ta HAJIIHHICTh, 00CAT MPOAAXY, CIPHUSHHS Yy MPOJAXy
(ToBapy), MaKyBaHHS TOBapy, peKiama.

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

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

price include
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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;

produ

S-OPO.\‘.O’OU"P.C*’!\’P

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;

the actions of identifying, satisfying and increasing the buyer’s demand for company’s

the amount of money for which something can be bought or sold;

to put a price on; to ask for payment from;

correct, suitable;

the worth of something in terms of the money or goods for which it can beexchanged.

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.

1.

CoNoORWN

10
11.

.. 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.
The company has increased sales because of a favourable .
The organization has decided to follow the recommendations of the most recent

marketing... .

12.

Next meeting of the Board of Directors will discuss our new marketing ...

Unit 15. Marketing and its orientation

Active Vocabulary

producer BUPOOHUK

consumer CIIOXKMBa4

distribution CIIPHSIHHS Y IPOAAXY (3aBASKAPEKIIaMi)
transporting TPaHCIIOPTYBAaHHS

storing yTPUMaHHS

user KOpPHCTYBa4y

product planning PO3po0OKa HOBUX MPOIYKTIB
storage 30epiraHHs

pricing KaJIBKYJISIIIS IiH

traffic TOPT1BIIS

marketing research BHUBYCHHS PUHKA 30yTYy
trend TCH/ICHIIis, HATTPABJICHHS
predict CIIPOTHO3YBAaTH

influence on BIUTMHYTH

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

is 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, CHOXKMBad, BUPOOHUK, 30epiraHHs, yTPHUMaHHS, PO3pOOKa HOBUX IPOIYKTIB,

BIUIMHYTH, BUBUCHHS PUHKA 30yTY, KaJbKyJIALIs, [[iH, TOPTiBIs, CIIPOTHO3YBATH.

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. Inorder 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. Aproducer 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. MapketuHnr BKIO4Yae B cebe 1ii, mo ToB’s3aHl 31 30yTOM TOBapiB BiJ BUPOOHUKA 0
CIIO’KMBaya.

2. MapkeTHHT BKJIIOUAE B cebe TPaHCIOPTYBaHHs, 30epiraHHs, peKiaMy, KaabKyJSIIo IIiH,
IPOJAXK.

3. JlocmimkeHHs pUHKa JOTIOMarae CpoTrHO3YBaTH 3arajibHi HalpaBJICHHS MOIHUTY.

4. Pexiama Ma€ BEIMKHH BIUIMB Ha CIOXKHUBava.

5. Mu He MOKeMO BCTaHOBHUTH HU3BKY IIHY Ha IIeH TOBap.

6. Mu noBUHHI pO3pOOHTH HOBUH IJ1aH 30yTY HOBHX TOBapiB.
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7. 30yT LIbOTO TOBApy IyXKE pearye Ha 3MiHY LiH.

Unit 16. Advertising

Active vocabulary

advertising peKilaMHa CIpaBa; pexiama

target customer IJIBOBUH CIIOKABAY

account 3arajibHa Ha3Ba KOHTPAKTY MIXK KJIIEHTOM, SIKHH TUIATHTD 32
3niicHeHHs TpodeciitHol mociyru

advertising campaign peKJIaMHa KOMITaHist

allocate po3mimiary (KarmiTan),

budget oromket, dinancouii komropucadvertisement (advert, ad)

brochure Oporrypa

advertising media 3ac00M MacoOBOT peKJIaMu

flyer JIMCTIBKA

display 1oKas3, ICMOHCTpAIlisl, BUCTaBKa

display (advertising) UTFOCTpaTHBHA (PEKiIamMa)

poster JUCTIBKA HEBEJIMKA TOHEHbKA

boarding (BrE)/billboard adiia, rakar, OroJOIEHHS KT, JOIIKA I HAKJICIOBaHHS

OTOJIOICHB, a(hilll, TUIAKATIB TOIO

vehicle TPaHCIIOPT

point of sale MiCIIe 3IHCHEHHS TPOJaKy

trade fair TOPrOBHUI IPMaPOK

word-of-mouth yCHa pekjiama

corporate advertising pekinama ipmu

brand image IMiJK TOProBoi MapKu

public relations expert (PR) EKCIepT 3 MUTaHb OpraHi3aii

publicity myOJIYHICTb, peKIaMma

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 METO/IY CIIPUSIHHA Y TIPOIAXy TOBapy, iHPOpPMyBaTH CIIOKKUBaya, peKiiaMa, peKiiaMHa
arcHIlisl, WIJTBOBUN CIIOKWBA4Y, PO3POOUTH PEKJIAMHY KaMITaHil0, MOBIJOMIISITH CIIOKHBAya,
po3noyaTu poOOTy; 3acO0M PO3MOBCIOKEHHS pEKJIaMH, TOPTOBHM SPMAapoOK, YCHA peKJIama,

pekiia
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UTIOCTpaTHBHA pekiaMa, pekjama (ipMHu, eKCHepT 3 MUTaHb OpraHizamii IpoMaJChKOi TyMKH,
30UTBITYBaTH TIPOJIAK.

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

2. We’ll have .... for a new secretary.

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

4. How easily are you persuaded by ...?

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

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

7. The choice of advertising ... was limited by the budget.

8. Theclient’s ... stated that the advertising should target the students.

9. ...isalarge board for displaying posters alongside roads.

10. Advertising is often designed by ... .

11. Mercedes cars have a quality ... .

Exercise 4. Answer the following questions:

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?

0. What do the public relation experts do?

HOoo~NoOhowdE

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;

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;

NS
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5. the place where a customer buys something;

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

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

8. astatement of the client’s objectives;

9. anotice 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 KPEIUTHI YMOBH
cover costs IIOKPUBATH 3aTPATU
pursue unsound price policies Bectu Hepo3ymHy 1iHOBY moitukysupply and demand
TIOTIMT 1 TIPOTIO3UIIis
price competition KOHKYPEHIIis B IIIHOYTBOPEHHI
set prices BCTaHOBJIFOBATH IIHA

All products and all services have prices. The price depends on different things such as credit
terms,delivery, guarantees, quality 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. Many business pursue unsound price policies for long periods of
time and are not aware about it.

Prices can be determined in different ways. For example, the prices on meat, cotton and other
agricultural products can be decided in a large central market where forces of supply and demand
exist. This is pure price competition. The prices on industrial products (iron, steel, etc.) are usually
decided by large companies. As a rule the amount and price of goods sold to the large number of
buyers are controlled by a few competing sellers. Prices also can be set by the government, usually
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 isrelated 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.
1. Itis verydifficult ... without sound price policy.

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

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

4. Their business will fail if they pursue unsound ... .

5. The government usually ... for public utility services.
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6. In pure competition the forces of ... operate.

Exercise 2. Answer the following questions:

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

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

3. Why do many business follow unsound pricing policies?

4. Inwhat 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 whendealing 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 | 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, areally low prices means no credit, home delivery, repair, installation, and other
Services.

Tom: That’s what | 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 | 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 aradio 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, | see you are going to do well.
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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 MICIE3HAX OJIKCHHS

charge the price BCTaHOBJIIOBATH IIHA

price emphasis MPOJIAK TOBAPIB 32 HU3HKOIOLIHOO

extra services JI01aTKOBI MOCITYTH

loss-leader TOBAp, KU MPOJIAETHCS 3aHU3BKOK IIHOIO

TSl IPUBAOJICHHS KIIIEHTIB

off-even pricing IiHa, sIKa HE JOXOAUTH JI0 Kpyrinoinudpu

Juts npuBaboBands nokymis favorable psychological effect 6maronpuemnnii mecuxonoridamii
edekt

start with especially low prices  mouaru 3 0co6aMBO HM3BKHX IIHNEW brand HOBHI
OpeHn

high guality expensive item BHCOKOSKICHHIA oporuii ToBapprice de-emphasis

BHCOKa I[1Ha, SIKa 3aJIEKUTD Bl
BHCOKOSIKICHOTO TOBapy (OpeHs,
SKICTh 0OCITYTOBYBaHH 1 1H.)

Exercise 4. Give the English for:

JI0JJATKOBI MOCIYTH, MICIIE3HAXO/PKEHHSI, TPOaXK TOBAPIB 32 HU3bKOIO I[IHOK, BUCOKOSIKICHHUI
JOPOTHA TOBap, IiHA, KA HE IOXOMUTHh 1O Kpyrioi mudpu s TPUBAOIIOBAHHS ITOKYIIIS,
BCTAHOBJIIOBATH I[IHH, KPSIUTHI YMOBH, BECTH HEPO3YMHY MOJIITUKY, ITOTHT Ta MPOIO3HUILisl, [I0YaTH3
HU3BKUX I[iH, KOHKYPEHIIis B I[IHOYTBOPCHHI.

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:
Lleit Mmara3uH Haja€ MOKYMIISM BUT1JIHI KPEAUTHI YMOBH.
[TpoayKT Ma€e HU3bKY LIIHY.
L1s ¢pipma Besie HEPO3yMHY LIHOBY MOJITHKY.
[lepi HIX BUITyCKaTH TOBap, HEOOX1IHO BUBYUTH MOIUT 1 MPOMO3HUIIIIO.
Jlep>kaBa BCTaHOBIIIOE LIIHU HA IUTKI Psii MPOJYKTIB.
Mara3zuH Ma€ 9yJ10B€ MiCIe pO3MIIICHHS.
CynepmapkeT Hajae MOKYMIf0 0araTo J0AAaTKOBHX IMOCIYT: JOCTaBKY TOBApiB, KPEAMT,
YCTaHOBJICHHS 1 T. II.
8. Hoga mapka 6e3 cyMHIBY IpHBaOUTH KIIIEHTIB.
9. TIloyuHaiiTe 3 HU3BKOI I[IHU.
10. ITponax 3a paXyHOK HU3bKOI LIIHU JIi€ IPU MPOJIAXKY TOBAPIB HAPOJHOTO CIIOKUBAHHS.

NoabkowhE

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 KOHKYPCHTH

target market UIOBUH PUHOK

product awareness 0013HaHICTh IPOJIYKTY
market research JOCIIKSHHS (OTJIST) PUHKY
market share PHHOK B LIJIOMY (JOJISI PHHKY)
strategy CTpaTeris

promotion IPOIAXK

launch BUITYCTUTH HOBHIA 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:

LIbOBUI PUHOK, 3allyCK HOBUX MPOAYKTIB, KOHKYPEHTH, IOCHIUKEHHS PUHKY, CTpaTerid,
JOJIIPUHKY, OO13HAHICTh MPOJYKTY, MEPEMaHIOBATH KIII€HTIB, 301IbIINUTH MPOJAXK.

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:

1. What is the marketing? Why is it important?

2. What are the main elements of marketing?

3. What sort of promotion do you know?

4. Why is it necessary to know target market?

5. Why is it necessary to have strategy?

6. What is the correlation between advertising and marketing?

Unit 19. Wholesaling
Active Vocabulary

wholesaling OIITOBA TOPTIBJIS

provide channels 3a0e3reuyBaTH CHCTEMY 30yTy

indirect channels HernpsiMa cuctema 30yTy

wholesaling middleman OIITOBH MOKYMENb (TIOCEPETHUK)

retailer po3apiGHmit TOPrOBELb

complicated channels CKJIaJIHA cucTeMa 30yTy

chain movement crucreMa 00’ €JHAHHS

wholesale unit OITOBE MiAMPHEMCTBO

to earn salary 3apOoOJISATH 3apIUIaTy

merchant wholesaler OTNTOBHIA TIOKYTIEIb

to require the goods as ownership mpuabaté TOBapH y BIaCHICTbH

agent middle MOCePEIHUK MXK BHPOOHHKOM 1 MoKytieM negotiate
purchase or sales BECTH IIEPEroBOPH 3 MMUTAHHS KYIIBIi a00 MPoJaxy
receive the commission OTPUMYBATH MPOIICHT BiJl TPOJIAKY

grocery Oaxanis

handle YIPABIISTH

assortment aCOPTUMEHT

total sales 3arajJbpHUI MPOIaXK

middleman 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:

ONTOBAa TOPriBIs, 3abe3nedyBaTH cHcTeMy 30yTy, HempsiMma cucremMa 30yTy, ONTOBHUH
HOCepEeTHUK, PO3APiIOHUIT TOProBelb, cCHcTeMa 00’ € THAHHS, OTITOBE I IIPUEMCTBO, TPUI0ATH TOBAP
y BJIACHICTh,0TPUMYBATH MPOLIEHT BiJl MPOJAXY, YIPABJIATH, 3arajbHUNA MPOJIAXK, TOCEPEAHHUK.

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. Asupermarket 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. Awholesaler doesn’t deal with the customer, he does with ... .

8. ... simplify the problems of manufactures.

Exercise 3. Translate the following questions:

OnToBa TOPriBIIsI — BAXKIUBUHN €JI€MEHT PUHKOBOT CUCTEMH.

ToBapwu iIyTh BiJl OIITOBOTO IMOCEPETHUKA JIO CIIOKHUBAYA Yepe3 PO3IPiOHOTO TOPTOBIISL.
Henpsima cucrema 30yTy Oi1bIII IPUXHSATHA.

OnToB1 NOKYIIIL KYITYIOTh TOBap.

[TocepenHuK OTPUMYE BiICOTOK Bijl MPOJAXY.

[Tocepenuuk 3BU4aitHO BeJIe MIEPErOBOPH HA IIPEAMET KYITIBIII 00 MPOJIaXKy.

B npomy MaraszuHi rapHHii acCOPTUMEHT TOBapYy.

Mu 3My1IeHi JOpOro MIaTUTH 32 TOCTaBKY.

NN E

Exercise 4. Answer the following questions:

1. What is the aim of the wholesaling?

2. How can you describe a direct channel distribution?

3. What is an indirect channel of distribution?

4. What channel of distribution is preferable?

5. 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?

Unit 20. Retailing

Active Vocabulary

retailing pO3apiOHA TOPriBIIs

ultimate consumer KIHIIEBUH CIIOKUBAY

link 3B'130K, CJIEMCHT

mail-order house toprisis nomrorostall kiock
discount house MarasvH 3 HU3LKUMH [[IHAMHA
cooperative KOOIIEpPaTUB

single line retailer pO31piOHUIT TOPTOBEIb, IKUI POIAE OMUH TOBAP
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perform functions BUKOHYBaTH (PYHKIT
extending credit JIOBFOCTPOKOBHI KPEIUT
outlet TOProBa TOYKa

discount 3HUKKA

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 TOPTriBisA, MOTCHIIWHUN CIOKKMBA4, TOPTIBJISA IOIITOK, KIOCK, TOProBa TOYKA,
3HMKKA, PO3JIPIOHUI TOPrOBEIb, Mara3uH 31 3HWKKAMH, €JIEMEHT, pO3JApiOHMI TOproBeub, KUK
NPOJIa€ OJMH TOBApP, BUKOHYBATH (PYHKIIii, KOOIIEPATHUB.

Exercise 2. Put the necessary word in the sentence:

mail-delivery, discount, stall, guarantees, retailer, extending credit, link.

... Is one function a retailer may perform.

You can buy newspapers, cigarettes, cookies froma. ... .

... Is the most expensive link in the chain between a producer and a consumer.

The firm ... good quality of the product.

She doesn’t like to go shopping, she prefersto doithy ... .

The department store is having a sale and there is a 20 per cent ... on all light dressers.
Wholesaler is an important ... between a producer and a customer.

NoabkowhE

Exercise 3. Translate the sentences into English:

1. PozapiOHa TOPTiBIIS — 1€ TTPOJIaXK TOBAPY KIHIIEBOMY CIIOKUBAUY.

2. B kpaiHax 3axoJy iCHYIOTh pi3HI TMIIM TOPTrOBHX YCTAHOB: YHIBEpMAaru, CynepMapKeTH,
MarasuHu31 3HWKKaMH, 1 T.J1.

3. Ha ueii roBap Mmoxxna npuadatu 10% 3HIKKH.

4. Po3napiOHa TOPTiBIIs MOKE HaJIaBaTH TIOKYIIIIO TOBTOCTPOKOBUM KPE/IUT.

5. Lla ¢pipma mae Garato TOProBUX TOUOK MO BCiil KpaiHi.

6. Po3mpiOHwMIT TOProBelbh BUKOHYE 0araTo BaKJIMBHUX (DYHKITIH.

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

Producer

Consumer

indirect method of distributionProducer

WholesalerRetailer Consumer



44

Exercise 5. Answer the following questions:

1. What is the retailing?

2. What are the different types of retail stores?

3. Inwhat 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 POJYKT

fast-moving consumer goods  XO0JO0Bi CIIOKHBYI TOBapH

consumer products CIOXMBY1 TOBAapH, TOBAPH LIMPOKOTO BXXUTKY

industrial products [IPOMHUCIIOBI TOBapH

convenience goods TOBapH MOBCSIKICHHOTO BXHTKY

specialty goods TOBapH 0COOJIMBOTO TIOMUTY

merchandise TOBapH, MPOJIaBaTH

succeed JOCSTaTH YCIHIXiB,

market (a product) 3HaXoAuTH puHOK 30yTyintroduce/launch (a product)
BBOAUTH ToBap Ha puHOKProduct life cycle sxurreBmii ki

TOBapy

withdraw BUJIy4YaTH, aHYJTIOBATH

money spinner TOBAp, 10 A€ BEIHUKI IPUOYTKU

cash cow BHUCOKONPUOYTKOBHIA TOBap abo Oi3HeC

loss leader TOBap, SIKHIA MPOAAETHCS 32 3HIKCHUMH I[IHAMHU JIJIs TOTO,

1100 NprBa0IIOBATH MOKYIIIIS

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 CIIO’KMBYI TOBApH, CIIOXKHBYI TOBApH HMIMPOKOTO BXKHUTKY, IPOMUCIIOBI TOBapH, TOBApU
MOBCSIKACHHOTO TOMHUTY, TOBapy MOIMEPEIHHOr0 BUOOPY, TOBApH OCOOJIMBOTO MOMUTY, 3HAXOJIUTH
PUHOK 30yTy Uil TOBapy, KAUTTEBUU LMK TOBAapy, BUJIy4YaTHh TOBap 3 PUHKY, BBOJUTH TOBAp Ha
PUHOK, BUCOKOIPUOYTKOBUI TOBAp, AOCATATH YCIiXiB B O13HEC.

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



goods
produce
profitable
money spinner
introduce
attract
persuade
withdraw

Exercise 3. Match the words with the correct definition from the list below:

beneficial
merchandise
manufacture
appeal to
retract

cash cow
launch
convince
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manufacture, service, money spinner, withdraw, merchandise, product life cycle, profitable,

lossleader;

1. the idea that the sale of a production goes through 4 phases: introduction, growth;

maturity, and decline;

to take something back;
the job that an organization does;

CoNoORWN

goods for sale.

Exercise 4. Put the necessary word in

something that earns a lot of money;
a product sold at a loss to encourage trade;
bringing in more money than in spent;

to make goods to sell from raw material;

the sentences:

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

fast-moving money spinner.
The book could be areal ... .

This deal should be lightly ... .
Fashion goods have short ... .
These goods were ... in France.

CoNoOAWNE

Exercise 5. Answer the following que
What makes the business world?

What are the services?

NoabkowhE

Why must firms introduce new p

Soap, toothpaste, batteries and light bulbs are all ... consumer goods.
You are welcome to examine ... before buying.
Shops use ... to attract customers.

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

stions:

How can a product be characterized?
What two general categories may products be grouped into?

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?

roducts?

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

Unit 22. Customers, Consumers and Clients

Active Vocabulary

customer IOKYIICIb TOBAPY UM IIOCIIYTH



consumer
resale

safeguard

consumer protection
emerge

pass a law
consumerism
protect

investigate
consumer taste
safety

market research
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CIIOKMBAY
Mepenpoiax
rapaHTyBaTH, OXOPOHSTH

3aXUCT CIOXKHBaya

3’SIBIIATUCS, BAHUKATH

MPUNHATH 3aKOH

KOHCIOMEpPHU3M

3axXUIIaTh

JOCIIKYBaTH

CMaK CIlo)KMBaya

Oe3neka
BHUBUEHHS PUHKY, TOCI1HKEHHS 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
tosafeguard 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 intheir 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:
MOKYTIELb, CTI0KKMBAYl, MJIATUTH 32 [TOCIIYTH, CII0KUBAHHS, IEPENpoJax, MpuiMaTi
3aKOH, 3axXuliaThu iHTepeCI/I CIIOKHBa4a, 3aXUCT IIpaB CIIOKHBa4a, CMAKW CIIOKHWBa4a,

JTOCJTIJDKEHHSAPUHKY , KJIIEHT, OyXranTep, peKJiaMHa 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;

N WN

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. Agood 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 forservices 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?

No aks~w

Unit 23. Getting started in business

Active vocabulary
make analytical market review po6utu ananituunuii ormsin pukydraw up  ckmactu (0izHec-
IJ1aH, KOHTPAKT)

fixed costs (ikcoBaHi BUTPH
variable costs 3MiHHI BUTpATH
profit npuOyTOK
revenue AOX1]

suffer from losses TEpIiTH 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
costsare 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:

00/lyMyBaTH, pPOOHMTH AHANITHYHHMN OIJISA[ PUHKY, CKJIACTH, Mi3HATHCS, NMPOCHTH MO3UKY B
0aHKy, TpOILIEHTHA CTaBKa, PO3POOHMTH, MOKPHBATU 3aTPaTH, TEPIITH 30MTKH, 3MiHHI BUTpATH,
(biKCOBaHIBUTPATH, TPUOYTOK.

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.

NoakowhE

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?

arONE

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 tostart his or her
own business?

5. How much capital did he/she put in business to start it?

6. What are his/her fixed and variable costs?

7. What price does he/she charge?

8. How many hours' work does cover his/her costs?



9. How much profit does he/she make?

Active Vocabulary

internal funds
external funds

to meet one’s expenses

depreciation
to wear out

Unit 24. Financing Business

BHYTpIIIHI OOpry

30BHIIIHI O0prH

MOKPUBATH YHICh BUTPATH
3HELIHEHHS, 3HIKEHHS I1H
3HOIITYBaTHCS, CIIPAI[bOBYBATHUCS

to cover the cost of smth.mokputu BapTicTh 4oro-HeOy/Ib

short-term loans
long-term loans
the principal
common stock
preferred stock
have voting rights
security exchange
default

mutual funds
prospectus
balance sheet
income statement

KOPOTKOCTPOKOBA ITO3HMKa
JIOBrOCTPOKOBA TIO3UKA
3armo3uyeHa cyma

CITLIBHI aKIil

NpuBiIciioBaHi akIiito

MAaTH TIPaBO TOJIOCY

dhonoBa Oipxa
HEBUIIaTa, HCBUKOHAHHSJOTOBOPY
CHiIbHI GOHAM

MIPOCIIEKT eMIcCli
0aJaHCOBUH 3BIT

3BIT IIPO NPUOYTOK
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assets AKTUB
liabilities nacuB Oajancy, 60pru,3ab0proBaHicTh
net worth BapTICTh MaiiHa 3a BUHATKOM3000B’3aHb

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:

MMOKPUTH BapTICTh YOTO-HEOY b, TacUB (OanaHCy), OaTaHCOBH 3BIT, JOBIOCTPOKOBA MO3HKa,
HEeBUILIATa, 3alI03MYeHa cyMa, (poHmoBa Oipxka, mpuBiIeiioBaHi akiii, akTUB (0anaHCy), BHYTpIIIHI
0opru, MaTH MPaBo ToJIOCY.

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

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

1. ... isthe difference between assets and liabilities.

2. Similarly, firms need ... to begin operation, to meet their day-to-day expenses and to
expand.

3. ... charge purchases to their accounts for payment at a later date.

4 . 1Is money that will be used for a year or more.

5. Many large corporations raise long-term capital through the sale of their ... .

6. Corporations sell stocks and bonds as a way of raising ... .

7 . is a market where brokers meet to buy and sell stocks and bonds for their customers.

8. Those who buy stocks to share in the profits and growth of a corporation over a long
period oftime are described as ... .

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. Haii6inpina KiIbKICTh TPOIIEH, III0 BUKOPUCTOBYETHCSA O13HECOM, HAAXOAMUTH 3 MPOJAKY
HPOAYKIIT Ta PI3HUX MOCTYT.

2. Ockinpku (ipma rmpojae ToBapu ado MOCITYTH, BOHA OJIEPXKYE TPOII Ta BUKOPUCTOBYE iX
3METOI0 MIOKPUTTS CBOiX BUTpAT.

3. Bi3HecoBi MO3WKH 3a3BHYal KIIaCU(IKYIOTHCS SK JOBIOCTPOKOBI Ta KOPOTKOCTPOKOBI.

4. KoOpOTKOCTpOKOBI TO3MKM BHMKOPUCTOBYIOTbCS JJIsi  (DiHAHCYBAaHHS TOBCSIKICHHUX
BApTOCTEN ISl cTBOpeHHs (hipMu (CIIpaBH), TAKKX SIK [UIATKHI BiJOMOCTI, CHPOBHHA, TOBAPH.

5.  JIoBrocTpokoBi MO3HWKH ICHYIOTH JUIsl KYMHiBJIi oOJajHaHHs, OyIMHKIB Ta 1HIIMX LIHHUX
IpeIMETIB.

6. ®dongoBa Oipka — 1€ PUHOK, /1€ 3yCTPIYarOThCs MMOCEPEIHUKU A KYHIiBIl H Ipoaaxy
aKIIiil TaoOiramii cBOIM KIII€HTaM.

7. UYu icHye NeBHUI pU3MK HEBUILIATH 32 OOJITraliiMi HallCUIIbHIIIUX KOpHOpatini?

8. Ha Bigminy Bij BIACHUKIB CIUTBHUX aKIliid, BIACHUKH NMPHUBIJICHOBAHNX aKIlii HE MAarOTh
paBaroyiocy.

9. CuinbHi GoHIM — 1€ KOpHopailii, Mo KyMylTh akilii Ta BUKOPUCTOBYIOTh BHUPYyYEHI
CYMHU JUISIIHBECTYBaHHS a00 rpu Ha (OHIOBHX OiprKax.
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10. 3Bit npo npuOyTOK MiAOUBAE MiACYMKH PIYHOTO MPUOYTKY, BapTOCTi (ipMH Ta pi3HHUII
MDKIIPUOYTKOM 1 30MTKOM.

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 3aruT
corporate website KOpHOpaTHBHA Be0-CTOpiHKa
publicity peKIIaMyBaHHSI; TPOTaryBaHHs

e-commerce/online trading exekTpoHHA TOPTiBIs
time-saving money method meton, 1o 3aomamkye

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:

pOOUTH 3amuT, CIUIKYBaTHCS 3 TIpaIliBHUKaMH, KOPIOpaTHBHA BEO-CTOpIHKA, IJTUTHUCS
iHpoOpMalli€lo, eIEeKTpOHHA TOPriBis, INepeBara, 30MpaTd AaHi, BaIIOTHUH KypcC, KOMII IOTEpHA
Mepexa, Bileo-KOH(MEepeHIlis, METOA, IO 3a0IMa/DKye 4Yac, pPIYHUN 3BIT, HaJgaBaTH TOCIYTH,
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

gather answer
transmit gain
e-commerce enter

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 whichprovide integrated

media services through networks such as Internet.

2
3
S.
6.
7
8
9

... 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 ... .

He is owner of a new ... service, specializing in providing a variety of foodstuff which

can be ordered on the Internet.
10. Cybercash could provide an important stimulus to ... sales.

Exercise 4. Answer the following questions:

LCoNoOA~WNE

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?

Unit 26. Business letter

Structure of business letter

Active Vocabulary

inquiry 3aIuT

reply to BIIIOB1AATH



Letter of Credit (L/C)
invoice
Bill of Lading (B/L)

Bill of Exchange (draft)

Letter of insurance
explanatory letter
order

letter of packing
letter of shipment
letter of delivery
offer

letter of complaint
indented line

form

heading

address

salutation
subscription
letter-head
recipient

reference

sender

to affix signature
with best regards

aKpeIUTUB
paxyHOK
HaKjJIaJHa, KOHOCAMEHT
nepeKa3aHui BEKCeIIb
CTpaxoBKa
MOSICHIOBAJIbHUM JIUCT
3aMOBJICHHS
MaKyBaJIbHHM JUCT
BiJITPaBHUI JTUCT
JIUCT PO JTOCTABKY
MIPOTTIO3UITis
peKiIamaitisi, ckapra
4epBOHA CTPOKA
OnaHK
3aroJI0BOK
ajpeca
3BEpHEHHS
mianuc (3aKkaroyHa GopMaBBIYWIMBOCTI)
3aroJIOBOK OJlaHka
OTpUMYyBaY
MOCHJIAHHS, YKa3iBKa
BIJINMPaBHUK
CTABUTH MIJITHC
3 HaHKpaIuMy 00aKaHHIMH

53

position p. p. (per pro), nocana

by warrant 110 JTOBipEHOCTI

subject peaMeT 00TOBOPIOBAHHSI
enclosure BKJIAJICHUAN

to enclose BKJIAJIaTH

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
if 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/INK — (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 yoursy», «With best regards» or simply «Sincerely», and sometimes

«Verytruly 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:

3aIllUT, CTPAXOBKa, aKpCAUTUB, JIUCT NPO AOCTABKY, CKapra, HakKJilaJHa, 6J'IaHK, 3aroJjIOBOK,
pPaxyHOK, 3BEpHEHHS, OTPUMYBay, MMOCUJIaHHS, CTABUTH MIMUC, MOCajaa, MO JOBIPEHOCTI, MpeaMeT
00roBOPIOBaHHS, BKIIAJCHHM, BKIIAJATH.

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 JqucTa-3anuTy
Sample Inquiry Letter

Pet Products Ltd. 180 London RoadExeter Ex 4 4JY

25th February, 2008
Dear Sirs,

We read your advertisement in the «Pet Magazine» of 25th December. We are interested in
buyingyour 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-lmport

3pa3ok gucTra-pexkaamanii
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



Siz ty

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
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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
HaKJaaHa)

in the event of devaluation

yroua

rotyBaTu KoHTpakTsyn: to make the Contract
HaMipu

000B’s3KH

3T1IHO Y0TOCh

TTEeH3is

MaTeHT

TEXHOJIOT s

HOY-Xay, TEXHOJIOT1sI BAPOOHHUIITBA
Jalti IMEHY€ETBCS SIK

[Iponasens

[Tokynens

JIOMOBHJIUCH TIPO HACTYITHE
MapraHenb

nocraBka Ha ymoBax CIF
KUTbKICTh BUBHAYAETHCS
BKJIIOYAIOUH YIIAKOBKY
KBHUTAHIIISl, PAXyHOK

MTOBIIOMJICHHSI TEJIETPAMOIO

[Tokyriels MOBUHEH BiJKPUTH
T1ITBEPHKCHUI

icHyrounii akpenuTuB 3 MeTorois to be valid for
mivicanit 90 nHIiB

3 IPAaBOM HPOJIOBKEHHS

orutata ToBapiB BiioyBaeThcsCertificate of
CBiJOTCTBO Baru

KOMIUIEKT KOHOCAMEHTa (TpaHCIIOpTHA

Yy BUNIAAKY 3HEI[IHEHHS

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 [peaMET KOHTpaKTyan

integral part of the Contract HEBIJI’€MHA YacTHHA

total value of the contract 3arajbHa CyMa KOHTPAKTY

spare and wear parts 3aracHi Ta 3HOIIYBaHI JeTal
freight bpaxt

specification crierdikarrisi, TeXHIYHIyMOBH
to be valid OyTu IificHUM

destination MicIie pU3HAYCHHSI

shipping documents BiZIBaHTaXyBaJIbHaiH(OPMAILis
waybill TPAHCIIOPTHA HAKJIaTHA
consignor, shipper BaHTaKOBiAIIPaBHHUK

consignee BaHTa)X0OICPKyBay

shipping specification BiZIBaHTXyBaJIbHACTICIIU(IiKALIisT
shipment, consignment BaHTaX, APTisi TOBAPY
shipment BiJIBAHTAXXCHHS, IICPCBE3CHH,
packing MaKyBaHHS

marking MapKyBaHHS

to consider null and void BBA)KaTH TAKUM, 1[0 HE MACCHIIN

Exercise 1. Give the English:

yroJia, BAKOHYBAaTH 000B’SI3KH, 3T1/IHO YOTrOCh, Jalli iMeHyeTbes, [Iponasens ta [lokymens,
JIOMOBHJIMChH IIPO HACTYIIHE, BKIIIOYAIOYHM YIAKOBKY, KBUTAHIIIS, M1ITBEPIKEHUH, IIHCHUI, oruiaTa
BiZIOyBa€ThCS, y BUNAKY 3HELIHEHHS, 3arajibHa CyMy KOHTPAKTYy, IIPeAMET KOHTPAKTY, HEBiJ €MHA
YyacTHHA KOHTPAKTY, MicIle IPU3HAYEeHHsI, ()paxT, 3aMacHi Ta 3HOIIYBaJIbHI AETal.

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

meaning:
A B
contract under smth
To fulfill the obligations invoice
the payment is understood agreement
shipment to carry out
to consider null and void the payment is made
according to be over
receipt 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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What does involve the Terms of the Payment of the Contract in the Agreement?
What does involve the Time of Delivery in the Agreement?

What are another parts of the Contract?

What are the main points the representatives of the both parties are alwaysdiscussed?
What can influence on the price?

Has any influences on the Contract some economic environment and what way?
What reason can reduce the price?

©CoN kAW

Unit 28. Types of Banks

Active Vocabulary

banking OaHKiBCbKa CrpaBa

Central bank Llentpansuuii 6aHK

the Federal Reserve System (the FED) dexnepasnbha pe3epBHa cucrema
commercial bank KOMEpIiiiHMIA GaHK

accept deposits OJICpIKaTH TIO3UKY

manage customer’s accounts BECTH paxyHKH KJIi€HTIB (y OaHKY)
merchant bank TOProBeJbHUIT OaHK

investment bank IHBECTULIITHNI OaHK

saving bank OIATHUH OaHK

saving account OIIaTHHI paxyHOK

Abank 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 cmpaBy 3 TpouiMMa; HaaaBaTH
¢dinaHcoBl mocayru; OaHKiBChbka crpaBa; HarioHanbHMii OGaHK VYKpaiHu; MIKIyBaTUCS TIpO
MOHETapHY MOJITHUKY; BIJMOBIaTH 3a €MICIiIO IpOIIeii; KOMEPIiiHUI OaHK; MpUIMATH AETO3UTH;
HaJaBaTH MO3UKY; 3apOOJsATH NMPUOYTOK; TOProBeNbHUNA OaHK; MPUAOAaHHS KOHTPOJBHOTO IMaKeTa
aKIIiif; 3MUTTS (MiAMTPUEMCTB); IHBECTUIIIHUIN OaHK; OlaqHui OaHK; OIIaIHUI paXyHOK.

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?

ok wdE
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Who are the clients of a merchant bank?
What do merchant banks specialize in?
What are the investment banks?

0. What is the Federal Reserve System?

B2 oo

Exercise 3. Translate into English:
Bank — e ycranoBa, sika Mae cripaBy 3 TPOLIMMA Ta Ha/la€ pi3Hi PiHAHCOBI MOCITYTH.
bankiBchKka cipaBa — 11e 0i3HeC, IKMM 3aliMa€eThCs OaHK.
Hanbank Ykpainu mikiyeTbcst Ipo JepkaBHi (iHAHCH Ta MOHETApHY MOMITUKY.
IlenTpanbHi OaHKH BiJMOBIAAIOTH 32 EMICIFO TPOIIICH.
["omoBHA MeTa KOMEPLIHHOTO OAaHKY — OJIepKaHHSA MPHOYTKY.
ToproBenpHUIT OaHK Halla€ TIOCITYTH KOMITaHisiM. BiH He npaIfioe 3 HaceIeHHsI.
[uBecTuniitnuii 6aHk — 11e GipMa, sKa KOHTPOJIOE BUITYCK HOBUX I[IHHHUX Marepis.
OmraaHuit 6aHK Criemiaii3y€eTbes B HaJlaHHI TAaKUX MTOCIYT, SIK OIaAH1 paXyHKH.
KomepiitHi GaHKY — 1I€ TOJIOBHA JIAHKA B KPSIUTHIN CHCTEMI IepPIKaBH.

10 ®denepanbHa pe3epBHA CUCTEMA, sKa BKItodae 12 denepanbHux OaHKIB Ta iX (imii,
KOHTPOJTFOEAMEPUKAHCHKY JIep)KaBHY OaHKIBCHKY CHCTEMY.

CoNoOR~wWNE

Unit 29. Banking Services

Active Vocabulary

provision MOCTaYaHHS

transmission service nociryra nepeBoay (KOIITiB)
credit card KpPEIUTHA KapTOYKa

repay BUILTAYyBaTH, Bil1aBaTl

a loan MO3HKa, KPSTUT

fixed rate interest (ikcoBaHa IMPOIICHTHA CTaBKa
a mortgage inorexa

an overdraft MEePEBUILICHHST KPEAUTa

a foreign exchange iHO3eMHa BaJlfoTa

provide a wide range 3a0€3MeYNTH MUPOKUH CIIEKTpP TOCITYT
authorized YIOBHOBKCHHU I

hard currency TBEp/Ia BaJIOTa

entitle HaJIa€ MpaBo

maintain 30epiraTu

settlement account/bills oIUIaTa paxyHKY/BEKCelliB
current account BAJIFOTHUM paXyHOK

loan account KPEIUTHUI paXyHOK

deposit account JeTIO3UTHUN paxyHOK

budget account OF0/DKETHHUIN PaxyHOK

holder’s charter IIpaBoO BJIACHHUKA

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: mocrauanus, mo3uka, iMOTeKa, MEPEBHUINECHHS KPEAUTY,
1HO3eMHa BaJlfoTa, (PIKCOBaHA MPOILIEHTHA CTaBKa, 3a0€3MEUYNTH LIIMPOKHM CHEKTp MOCIYT, TBEpla
BaJIIOTa, KPEAUTHUN pPaxyHOK, 30epiraTH, oIulaTa paxyHKIB, IIpaBO BJIACHMKa, 30epiraTu, Hajae
PaBo, yHOBHOBAXKEHUH.

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

Active Vocabulary

capital goods 3ac00M BUPOOHHUIITBA, TOBAPH BHUPOOHHYOTO MPHU3HAYCHHS
portfolio noptdep HiHHUX Nanepis

Unit Trust (BrE) naiioBuii Gpoug/Tpact

Mutual Fund (AmE) B3a€MHUN (HOH]T

fixed rate of interest ¢ikcoBaHa MPOICHTHA CTaBKa

derivate/derivate instrument HOX1THHI IHCTPYMEHT

futures ¢’ rouepc

options OIILIIOH, YT0/1a 3 IPEMI€I0

swaps 3000B’ I3aHHS

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 (Brg) 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:

KyHIBJIsL TOBapiB BUPOOHMYOIO TNpU3HAYEHHS, 3apoOJsATH Tpolli, MeTa I1HBECTYBaHHS,
B3a€MHHMHM (OHJ, 3MEHIIyBaTH pPH3HUK, 1HBECTOp, 3ajJydaTH (iHAHCHM, BMITycKaTh oOiiramii,
IIPOMOHYBATH IIIHHINANepu 3a (G1KCOBaHOIO MPOIIEHTHOIO CTABKOIO, BIAIITOBYBAaTH OOUBI CTOPOHH.

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

A B
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. Inan 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 ina ... reduces risk for small investors.
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9.

10.
11.
12.
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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.

These oil shares were a good ..

People who own stocks and bonds are referred to as .

Atreasury ... may be sold to any individual or corporatlon.

Government bonds are considered to be safe ... .

Exercise 4. Answer the following questions:

oukhwnE
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What do we mean by «investmenty»?

What is the objective of investment?

What is the portfolio?

What are derivates?

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

What do swaps allow?

Unit 31. Raising finance

Active vocabulary

raise finance nictaBuTH (hiHAHCH, 3amydaTu GiHAHCH

run costs KepyBaTH, yIIpaBJIsITH BUTpaTaMH

financial reserves ¢binaHcoBi pe3epBu

extra capital JIOJTATKOBH# KarmiTa

expand 301IBIIYBaTH

premises MPUMILLIEHHS; OYAMHOK 3 IPWJIETJIUMHU OYAIBIIAMH 1
IUISHKOIO

working capital o0opoTHHii Kamitan, 000poTHI HOoHIU

preserve 30epiratu, NiATPUMYBaTH

cash flow MOTIiK TOTIBKU

time-leg BiJICTaBaHHS B Yaci, CIi3HEHHS

retained profit HEepO3IICHHI TPUOYTOK

borrowing Mo3MKa (KOIITIB); KPEIHUT

grant JoTarlisi, CcyoCHIisi, TpoIIoBa I0IoMora

loan MO3HKa

tax 0JIaTOK

distribute PO3MOIUIATH, pO3JaBaTH

lender KPEINUTOP, TTO3UKO/IaBEIb

leasing JI3UHT, IOBTOCTPOKOBA OPEH 1A

hire purchase KYIIBJIS Y PO3CTPOUKY

debt factoring 6oproBuii (pakTopuHT

share issue PO3MIIIEHHS, BUITYCK HOBUX LIIHHUX TMarepiB Ha BUIbHUN PUHOK

share flotation
syn: share offering

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:

3anmyyaTH (DiHAaHCH, YIPABIATH BUTpaTaMu, MaTu (IHAHCOBI pe3epBH, AOAATKOBHI KamiTal,
KYITyBaTH HOBI MPHUMIIIEHHS, MTOTIK TOTIBKH, BUPOOHUIITBO TOBAapiB Ta MOCIYT, 3A00yBaTH KaIliTall,
HEPO3MOITICHHI MPUOYTOK, MO3UKa KOIITIB, BUITYCK aKIIii, 1ep:kaHi cyOCcHaii, MOAaToOK, akIliOHEPH,
Kpenutop, ponmoBa Gipxa.

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. a way 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;



12. buildings and the land they occupy.

Exercise 4. Fill the necessary prepositions into the sentences and translate them:

Retained Profit

for, through, in, within, to, of(6), after
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retained profit is the amount ... profit tax that directors ... a business decide not to distribute
... their shareholders, but to keep ... the business. It is held as an increase .. the capital and

reserves

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

businessexpansion.

. finance ...

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. I’dliketo payin ..., 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.
| applied at the bank for ... at 7% interest

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 ...

2
3
4
5.
6. The Ford Foundation gave the economist ... for research.
7
8
9
1

0. Goods are ... to our major customers first.

Exercise 6. Sum up what you remember about:

a) financial reserves;
b) retained profit;

c) borrowings;

d) share flotation;

e) grantsand loans.

Exercise 7. Answer the following questions:

NoakowhE

What do businesses need financial reserves for?
What do companies need working capital for?
What are the main ways of obtaining capital?
What is meant by the «retained profit»?

Is retained profit distributed to shareholders?
What are the main types of lenders to business?
When do companies make share flotations?

Unit 32. Stock exchange

Active Vocabulary
stock exchange
share market
bourse

corporation

mutual organization
facilities
redemption
financial instrument
capital events

¢don0Ba Oipka

¢donoBa Oiprka (PUHOK aKIIiif)
¢donmoBa Oipka (mapu3bka)
Kopropariist

CIUJIbHE MATPHEMCTBO
MOCITYTH

BUJTY4EHHS 3 00iry

(hiHaHCOBI 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

aKIIOHEPHI MOIT Ti, [0 MPOJAIOTHCS
O1p>KOBUIA MaKJIep
TOpPTHU
TOPTIBJIS I[IHHUMH TTariepamMu
IWUBIIEHN, YacTKa
BHITYCK aKITii
TpacTy (KOHLIEPH)
oOJrramii
00K
€JICKTPOHHI MEpexKi
BapTICTh TOProBoi onepartii (yroam)
MOYaTKOBA IPOMO3HIIIS
32 BU3HAYCHHSIM
OCHOBHMI PUHOK
MOCITIIOBHUM
BTOPUHHUN PUHOK
PUHOK IIHHUX TIarepiB
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is driven KEPY€EThCSI

free market BUIBHUIT PUHOK
compulsion IPUMYC
over-the-counter 1103a01pKOBI BiZTHOCUHU
increasingly B OLIBIIOCTI

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

«trading» 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 besubsequently 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:

donmoBa Oipka, CHUIbHE NIANPUEMCTBO, BHUIYCK akiiid, TOPriBis LIHHUMU Tarepamu,
MOCTYTH, OIp)KOBHM Makjiep, BWIy4eHHS 3 OOJIIKY, IOCIIJIOBHMHA, BapTiCTh TOProBoi omeparlii,
MOYAaTKOBA TIPOIIO3HUIIisl, OOJIIK, EIEKTPOHHI MepexKi, o0iraiiii, mo3adip»oBi BiTHOCHHHU, OCHOBHUMN
PHHOK, KEPY€ETHCS, 32 BU3SHAYCHHSM.

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
redemption off exchange
facilities share market

initial offering
capital events
over-the counter withdrawal

cost of transaction share information
recordkeeping force

compulsion first proposal

joint venture
record

Exercise 3. Translate the following sentences:

1. ®onyoBa Oipka - 1€ CIJIbHA OpraHizailis, ska HaJa€ MOCIYTH TOPTiBII I[IHHUX IarepiB
OipKOBUM MakJiepaM Ta TOProBipsiM. 2. DoH0Ba Oipka TaKOXK HAA€ Taki MOCIYTH, SIK BUITYCK TH
BWJIYYCHHsI 3 OO0Iry I[IHHUX TmamnepiB, Gopmu QiHaHCyBaHHS, PO3MOBCIOKYE iH(MOpMAIlI0 TIPO
aKIIOHEPHI MoJii, BKIIOYaoYu MpuOYyTOK OIuIaTH Ta auBineHau. 3. LliHHI mamepu mpomaroTbes Ha
dbon10BIH OipKi, BKIIOYAIOUH aKIIi1, sIKI BUITYCKAIOTHCSI KOMITAHI€10, TPACTaMH, a TAaKOXK 00Jirarii Ta
i iHBecTUIiiHI namepu. 4. TopriBis LIHHUMHU TarepaMyd MOKE BiOYBaTHCS TUIBKH YICHAMHU
donmoBoi Oipxku. 5. IlomuT Ta mpomo3uilisi Ha PUHKY LIHHUX ManepiB MOTHUBYETHCS PI3SHUMHU
¢dakTopamMu, TaKMMHU SK BIUTMB I[iHM Ha IiHHI mamepu. 6. SIkmio akmii HE NMpoaroThes 1 He
BUITYCKAIOThCA Ha (POHIOBII OGipiKi, TO TaKy TOPTIBIIIO HA3UBAIOTH [103201P>KOBUMH BIIHOCUHAMH.

Exercise 4. Answer the following sentences:
What do you understand by Stock Exchange?

Ao E

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?

Active Vocabulary
Costs

Output

fixed costs

variable costs

direct costs

indirect costs
overhead cost/overheads
expenses/expenditure
assets and liabilities
fixed assets

current assets
receivables

deposit

generate

long-term liabilities
current liabilities

be due to

Unit 33. Costs. Assets and Liabilities

BUTPATH, BUIATKA
IPOAYKIis, BUITYCK, BUTOTOBJICHHS
o0cAr BUpoOHHUIITBA
OCHOBHI 3aTpatu
MpsiMi 3aTpaTi
3MiHHI BUTPATH HEMPSIMi, IOCEPEHI BUTPATH
HaKJIa/JHI BUTpPATU
BUTPATH, BUIATKU
aKTUBH Ta TACUBU
HETIKBIIHI aKTUBH, OCHOBHHH KamiTall
MOTOYH1 000POTH1 aKTUBU
paxyHKH J1e6iTopiB, 1e0iTOpH
JIETIO3UT, BKJIaJ B OaHK
CTBOPIOBATH
JIOBrOCTPOKOB1 3000B’13aHHSI (TTACUBH)
KOPOTKOCTPOKOBI 3000B’s13aHHS (TTACUBH)
OyTH 3000B’sI3aHUM, T1JUISITATA BUILIATI
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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
thanone 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:

BUPOOJIATH TOBAapU Ta IOCIYTH; BUTPATH; CTPYKTypa BUTpAT; MiJPaxoByBaTH BHUTPATH;
OCHOBHI BHUTpaTH; OOCST BHPOOHMIITBA; 3apoOiTHA IJIATHS; 3MiHHI BHUTpPATH; NpPsSMi BHUTpPATH;
CHUPOBHMHA; HENpsMi BUTPATH; HAKJaJHI BUTPATH; AaKTHUBM Ta IACHBU; HEJIKBIJHI AKTUBH;
Nepenpojiax; MOTOYHI OOOpPOTHI aKTHBM; TOTIBKA; paxyHKH JeOITOpiB; [OX1J KOMIaHii;
JIOBFOCTPOKOBI (KOPOTKOCTPOKOB1) 3000B’s13aHHSI; 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

I) deposit

m) receivables

n) output

©CoNoa~wWNE
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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 ... .

2. Factory workers have increased ... by 10%.

3. Ittook him years to pay off all his ... .

4. ... are bills that the company expect to pay in the near future.

5. ... include rent.

6. Updating these machines will increase our ... this year.

7. The company does not have enough money to meet its ... .

8. Heis ... to pay his debts.

9. The assets help ... the income of the company.

10. The company was forced to sell off its .

11. Telephone bills, payroll, and rent are some of our monthly ... .

Exercise 4. Answer the following questions:

What are the costs?

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?

What are the assets?

0. 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?

BOoo~NoOhwWDE

Unit 34. Budgeting

Active vocabulary

budgeting CKJIaJITaHHSI OI0/DKETY

motivate CIIOHYKaTH

operating plan BUPOOHHUYHI TITaH

anticipate OYiKyBaTH, epeadayaTu

primary OCHOBHHIA, HAWBAKITUBIIIN T

performance BUKOHAHHS

framework paMKH, MeXxa, CTPYKTypa

fiscal year Or0/KeTHUH piK, (piHAHCOBUH piK

master budget TOJIOBHHI 010 [KET

control device CTaHJApTHUH IJIaH AISIIBHOCTI O613HECY, KOHTPOJIbHUN
3acib

entire business LK Oi3HeC

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
thebusiness. 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:

yCHiX KOMIaHii, BCTAaHOBJIIOBATH JOBTOCTPOKOBI I, TPOIEC CKIAAaHHSI OIOKETY,
BCTAaHOBJICHUH CTPOK, MPHUOYTOK, MPOTHO3, HAWBaKIWBINIA 3aava, OIOJHKETHHHA piK, TOJIOBHUHN
OI0JKET, BUKOPUCTOBYBATH OIOJDKET SK KOHTPOJIBHUH 3aci®, KOHTPOJIIOBATH POOOTY KOMIIAHII,
BUPOOHWYMIATIIIAH, OFOKETHUHN TIEPioI.

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.

©CoNe®

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. ...involves 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 ....
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A desire to go to business school ... her to study mathematics hard.
She was given a ... of $25, 000 to launch the magazine.
In the UK, the government’s ... runs from 6 April to the following 5 April.

The boss ... the quality of her employees’ work.

5
6
1.
8. Our financial manager will calculate the total profit at the end of the ...period.
9
1

0. The ... of this month’s sales is up 20%.

Exercise 6. Answer the following questions:

What is the master budget?
What is the control device?

NG~ WNE

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 customary accounting period for the budget?

What can a master budget be used for?

What does the success of the budgeting process depend on?

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
JAaHUMH OyXTaJITEPCHKOTO OOJTIKY
values according to the auditing

Unit 35. Auditing

nepeBipKa 3BITHOCTI
00mikoBa QyHKIIs
nepeBipka
OILIIHIOBAHHS, OI[IHKA, aHaI3
ayJuT, IepeBipKa, ayIMTOPChKa
ayauTop, Oyxrairep
30BHIIIHINA ayAUT
BHYTpIIIHINA ayAuT
Oyxrantepis
(b1HaHCOBI CIIpaBU
OyXrantepchKi KHUTH
CTaHJapTHI METOIU pOOOTH
OyXranTepcbki paxyHKH, JOKyMEHTAIlis
TOYHUH, TPAaBUIIbHUN
I10 BiANOBIZa€ BUMOTaM, BIAIIOBIAHUH
JIOCTYITHUM
JTUTUIOMOBAHHM Oyxrantep
JOKYMEHTYBaHHS
1HBEHTapH3aIlis
KaJIbKYJISLIIs], pO3paxyHOK
OamaHcoBa 3BITHICTh
HOCI# 1H(opmarii
IOpUANYHA CHJIa
3aci0
3aci0 mepeBipKH LIHHOCTEH 1 31CTaBIeHHS 3
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control of the enterprise property KOHTPOJIb BIACHOCTI MiIPUEMCTBA
money measure TPOIIOBHI BUMID

real price co01BapTiCTh

system of the indexes cUCcTeMa IOKa3HUKIB

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 aHaii3 (PIHAHCOBUX JOKYMEHTIB, ayJuTOp, 30BHIIIHIA ayAuT, BHYTPILIHIN
ayauT, Oyxranrepis, (iHaHCOBI CIpaBM KOMIaHIi, NEpPeBIpSATH OyXraJTepchbKy IOKYMEHTALilo,
CTaHJapTHIMETOIU poOOTH, TOUHA 1H(OpMaIis.

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. a professionally trained person who examines the accounts of an organization that they are
trueand correct;

4. a review 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. ... were called in to inspect the accounts.

2. Anaccountant did a year-end ... of our financial records.

3. ...firm audited the company every year.

4. ... are not employees of the organization whose books they examine.

5. The tax inspector wants to examine ... .

6. Many companies employ their own accountants to maintain ... .

7. ... areanormal and regular part of business practice.

8. Auditors review ... and report to the management on the current state of the company’s

9. ... inthe form of an Auditor’s Report.

10. Anaccount did ... of the company’s financial state.

11. The numbers in the report are ... .

Exercise 5. Answer the following questions:
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?

9. What is the evaluation?

10. What is the calculation?

11. What is an accounting records?12.What is the balance keeping?

NN E

Exercise 6. Indicate true or false statements:

1. The people who keep the financial records for an organization are the same people who
carry outan audit records.

2. Anexternal auditor is only invited when a company is having financial difficulties.

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.
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Exercise 7. Sum up what you remember:auditing; internal audits; independent audits.

Unit 36. International Trade

Active Vocabulary

overseas market 3aKOPJIOHHI PUHKH

export EKCITOPT

foreign currency 1HO3EMHa BaJll0Ta
international trade Mi>KHapOHa TOPTiBIIs
consume CHOXHBaTH

unobtainable HEIOCSOKHUM, HETOCTYITHUI
domestic BITUM3HSHUMN, BHYTPIIIHIHI
living standard ’KUTTEBHI PiBEHb
domestic BHYTPIIIHIHN, MiCLIEBUit
tariff tapud

quota KBOTa

exchange control BAIIOTHE PETyJIFOBAHHS
protect procedures 3aXUILIATH 3aX001

free trade BiJIbHA TOPTIiBJIS

national producer HalliOHAJIBHUI BUPOOHHUK
barrier Oap’ep

free trade BiJIbHA TOPTIBJISI

exchange rate 0OMiH BaJIIOTH

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 TOPTiBJIsA, MOKpAIlyBaTH JKUTTEBUN pIBEHb, KOHTPOJIOBATH MIDKHAPOAHY
TOPTiBJIIO, 3aXO/AM, BAJIIOTHE PEryNIOBaHHS, MiABUINYBAaTH LIHM Ha IMIOPTHI TOBapH, 3aXUIIATH
HalllOHAJIbHOTOBUPOOHHKA, BIJIbHA TOPIiBIIsA, yCYBaTH BCl TOProBi 6ap’epu.

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

obtain obstacle
produce defend
consume internal
domestic elevate

raise use up
protect manufacture
barrier 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. a limit 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. a system 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.

1. The company depends on ... trade.

2. | hope this new job will give me a better .... .

3. ... .Dbarriers can make trade difficult.

4. The government fixed a ... on the number of foreign cars allowed to be sold in the USA.

5. The United Kingdom removed all ... long tome ago.

6. 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) CeiToBa opranizailist TOPriBii
administer trade agreements KEpyBaHHS TOPrOBEIbHUMH yroaMu
trade negotiating TOPIOBi IEPErOBOPU

settle trade disputes PETyITIOBATH TOPTrOBi KOHMIIKTH

legal ground rules OCHOBHI IIPaBOBI HOPMH
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trade rights

oversea

keep trade policy

dealings

International Monetary Fund
the World Bank
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3000B’s13yBaTH

TOPTOBI MpaBa

3aKOPAOHHUI

JIOTPUMYBATHUCS TOPTOBOT MO THKH
cipaw (omepartii)

MikHapo1HHIA BaTIOTHUIA (DOH/T
CaiToBHii 0aHK

The World Trade Organization (WTQO) is the only international organization dealing with the
globalrules 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 WTQO’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
amonggovernments. 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 oprasizalisi TOPriBis, K€pyBaTH TOPrOBEJIBHUMH yrojaamu, (Gpopym aiasi TOProBHX
NIEPErOBOPIB, YPEryJbOBYBATH TOProBi KOH(IIKTH, TOProBa IOJITHKA, TEXHIYHA JOIOMOra,
HaByYaJIbHI MIPOrpaMH, CIIBIPALIOBATU 3 MIKHApPOAHMMH OpraHi3alisiMH, OCHOBHI IIPaBOBI HOPMH,
rapaHTyBaTH TOpProBl IpaBa, JOTPUMYBATUCS TOProBOI IMOJITUKH, MDKHApPOJHI EKOHOMIYHI
BIJTHOCHHH, CBITOBUI OaHK, HaJlaBaTu MO3UKY, FTOJIOBHE 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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1. aninternational organization that promotes trade in goods and services between nations;

2. an arrangement between countries to follow certain rules on pricing, import duties, etc.
whenbuying and selling to each other;

3. the process of trying to reach an agreement through discussion;

4. the central bank, controlled by the United Nations, that lends money to member state;

5. asetofrules;

6. business in general in the buying and selling of goods and services within a country, and
withother countries;

7. business done between people or organizations;

8. anagreement, 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.

1. His company has just signed a trade ... with Japan.

2. This new ... company imports craft goods from South America.

3. between the two countries resulted in a new trade agreement.

4. One of the main functions of the WTO is to settle ... .

5. By lowering trade ..., the WTO also breaks down other barriers between peoples and
nations.

6. Thetwo have had ... with each other over many years.

7. Develpoing countries in the third world have applied to ... for development.

8. The growth of between memeber states in the EU is remarkable.

9. I'vehad  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 oprasi3aiist Toprisii Oyna crBopeHa B 1995 poui. Lle ogna 3 HaliMOIOAIIMX CBITOBUX
opranizauiii. lle enuHa MiKHapoJgHa opraHizalis, sIKa Ma€ CIpPaBy 3 OCHOBHMMHM IIpaBHJIaMU
TOPIiBJIi MK KpaiHamu. BoHa kepye TOproBeIbHHUMM YroAamu i i€ K (GopyM Ui TOPrOBHX
neperoBopiB. BoHa Takok CHIBIPAIOE 3 THIIMMU MIKHAPOIHUMU OPraHi3alisiMHU.

VYperyntoBaHHs TOProBUX KOH(IIKTIB — OJ{HE 3 HAalBa)KIMBIMIMX 3aBiaHb CBITOBOT oprasizanii
TOPTIBIII.

VYroau CBiTOBOI Oprasizauii TOPriBii — 11€ OCHOBHI NMPaBOBI HOPMHU MIXHAPOJHOI TOPTiBIIL.
BonurapanTyioTh KpaiHaM-4JIeHaM BaXJIMB1 TOPrOBI IIpaBa.

CaiToBa oprasizallis TOPriBJli TAKOXX PETYJIO€ TOPTIBIIO MOCIYraMHU Ta IHTEJIEKTYaJbHOIO
BJIACHICTIO.

['onoBHe ynpasninHsa CBiToBoi opranizaiiii po3ramonane B XKenesi (ILIBeiinapis).

Exercise 6. Answer the following questions:

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?

CoNoa~wNE
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10. Where are the WTO situated headquarters?

Unit 38. Ownership

Active Vocabulary

sole trade/sole proprietorship 0JIHOOCIOHA BJIACHICTh

unlimited liability companies KOMITAHIs 3 HEOOMEKEHOKO BiIIMOBITAJIBHICTIO
private limited companies (BrE) 3aKpUTa aKLIOHEPHA KOMITaHis

public limited companies BIJIKpHTa KOMIIaHist 3 00MEKEHOIO BiIIIOBIIaIbHICTIO
dissolve NPUIMHUTH JISUTBHICTB MiIPHEMCTBA

legal restriction IOPUINYHI OOMEKCHHS

losses 30UTKH

incur MatH, 3a3HaBaTH

entirely IIJTKOM

file the permission 3BEPHYTHUCS 3 J03BOJIOM

if charter approved SIKIIO CTATyT CXBAJICHUIN

the number shares of stock KUIBKICTh I[IHHMX IAepiB

certificates of ownership CBIJIOIITBO 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
peoplewho 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:

KOMIIaHis 3 0OMEKEHOI BiJNOBIJAIbHICTIO, KOMIIaHIsS 3 HEOOMEKEHOI BiJANOBIIAILHICTIO,
BJIACHUK, OyTH BiJIOBITAJIbHUM 3a OOprY KOMITaHii, BTpa4aTH BIacHE MaiHO, ()iHAHCOB1 TPYAHOIIII,
0JTHOOCIOHA BIJIACHICTH, KOPIIOpAIlisi, TOBAapUCTBO, 3aKPUTA aKIiOHEpHA KOMIIaHis, aKI[ioHep,
MIPOIIOHYBATH aKIIii, IpPOaBaTH aKkIlii Ha GOHIOBIN OipXKi.

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

A B

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,
1.
2.
3.
4.

limited liability company, stock exchange, shareholder, wealth;

a firm run by two or more partners;

a business owned by one person;

a company in which the owners are entirely liable for the debts of the company;

a company in which the owners are liable only for the amount of money they invested in

thebusiness;

5.
6.
7.
8.
9.
10.
11.
12.

a company that may not offer its shares for sale to the public;

a company whose shares can be bought and sold on the stock exchange;

money owed by one person or an organization to another;

an item of value belonging to a person or a company;

one of many portions into which a company’s capital is divided;

a market where stock and shares are bought and sold under fixed rules;

a person who owns shares in a company and, is, therefore, a member of the company;
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.
2.

The person operatinga ... ... owns the business by his own way.
Formed by two or more persons, the ... is considered a business entity. Each partner is

responsible for the ... .

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

0.

All personal ... of each partner are at risk if the business falls.
.. receive dividends in proportion to the capital they invest.
Beinga... ... she works long hours in her hairdressing business.
The partnership collapsed as a result of the criminal activities of one of the ... .
He has ... in Great Britain.
He is a man of great ..
The ... of going to school is to learn .
He workers as a computer operator at the New York ..



80

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?

LN~ wNE

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 BKJIA/IaTH KaIliTal

put in BKJIQJIaTH KaIliTa

fixed capital (fixed assets) YCTaBHHU Karmitall

majority shareholder BJIACHUK OCHOBHOT'O ITaKeTa aKIlii

shares aKmis

benefit ratio PO3MOILT MPUOYTKIB

profit and loss npuOYTOK Ta BUTPATH

private limited company NpUBaTHA KOMITaHis 3 0OMEXEHOIO BiIIOBITAIbHICTIO
stock exchange ¢donmoBa Oipka

do well JIOCSITaTH YCIiXiB

pay debts BUILIA4yBaTH OOpru

liability BiJINIOBiTAJIEHICTh

sole proprietorship MPUBATHE MiANMPUEMCTBO 3aCHOBAHE OJTHIEFD 0COO0I0
partnership MapTHEPCTBO

go bankrupt 30aHKpYTyBaTH

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 doingbadly, 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:

BKJIQJIaTU KamiTaj, YCTaBHUM KamiTaJl, akIlii, IpuBaTHA KOMMaHiA 3 OOMEKEHOIO
BiJIMOBIJAJIGHICTIO, TapTHEPCTBO, (oHmoBa Oipka, po3MOAiT NPUOYTKIB, JIKBiAyBaTHCH,
BUIIJIAYyBaTH OOPTH, BiAMOBIJAIBHICTb.

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 profitisto ....
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 o1 € THBECTOpaMH 1 BIACHUKAMHM aKITIH.

BiH roysoBHUi BIIaCHUK aKI[id.

o6 po3nouaru cripaBy, HEOOX1THO B3SITH TTO3UKY B OaHKY.

Kamitan kommnanii poznoainserscs Ha 50, 000 akiiif, koxkHa 3 IKUX Mae 1iHy 1 nonapa.

5. Komnaniss 3 00OMeXeHOI BIIMOBITATBHICTIO HA3WBAETHCS TaKk TOMY, IO, BOHA Hece
00MeXEeHYBIAMOBITAIBHICTh NIEPE]] KPEAUTOPaMHU Y BUMAJIKY 11 JTiKBifamii abo 0aHKpOTCTBA.

6. Axuii mpogaroThes Ha OipKi.

7. SIK1o KoMIaHist TEPIUTh Kpax, BOHA 3yMUHSE TOPTIBIIIO 1 JIIKBIAY€EThCS.

8. Slkmo koMmaHis JOcCATa€E YCIiXiB 1 IJIATUTh BHCOKI JUBIICHAM, ii aKIlil MalOTh BHUCOKY
IiHY.

9. Kommnanis 3 0OMEXEHOI BiANOBIAATBHICTIO y BUMAAKY JiKBifgarmii abo OaHKpyTCTBa
MpoJia€ BCE CBOE MaiHO, BKJIFOYAIOUM 1 OCOOMCTE MaifHO 3aCHOBHUKIB, IIOO0 BUILIATUTH OOpru
KPEIUTOPAM.

10. OpHoOCIOHI MiANIPHEMII HECYTh OOMEXKEHY BIIOBIATBbHICTE 32 OOpTH CBOT (hipMH.

PONMNPROONDOGTEW

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»?

ok wdE
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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. | 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.

3. l'work/am working for Midmark, a firm that makes/is making medical equipment.

4. 1 go/am going to the supermarket. Do you want anything?

5. Thetrainis arriving/arrives at 7 a.m.

6. They always make noise/are making noise next door.

7. Our meetings usually are starting/start at 4 p.m.

8.  When a company is not successful, it is going/goes out of business.

9. 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.

Exercise 2. Complete the sentence using the correct form Present Simple or Present

Continuous ofthe verbs in brackets.

1. I never (work) at the weekend.

2. He (smoke) 30 cigarettes a day but at the moment he (try) very hard to cut down.

3. What you (think) about?

4. Business (become) more international and secretaries (need) international communication
skills.

5. He (make) paper product.

6. The speaker (wait for) a telephone call.
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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. The express train always (arrive) on time.

11. The delegation (come) now.

12. She (run) her own business.

13. | feel that we (make) too much noise.

14. The firm (specialize) in green tourism.

15. At present we (do) business with Japanese companies.

Exercise 3. Translate into English:

L{s xkoMITaHist BUpOOJISIE HAWCYYACHIIII TEIEBI30PH.

He 3aBaxkaii meni! S npamroro Hag nepeKksa oM eKOHOMIYHOT CTaTTi.
TpaHcHaIiOHaIBHI KOMITaHI1 TPAIOIOTh B 0araTb0X KpaiHax CBiTY.
Miii Opart 3aiiMaeThCst MAJIUM O13HECOM.

ExoHoMiuHa cuTyallis B KpaiHi BIUTMBA€ Ha PO3BUTOK Oi3HECY.

bararo eBponelchkuX KOMITaHii CIiBIPAIIOIOTH 3 SIMOHIETO.

3apa3 ypsJ HaMaraeTbcs 3HU3UTH L[IHU Ha IIPOA0BOJIbYI TOBApH.

Miii npusiTens BUBYAa€ EKOHOMIKY.

Mos pipma 3apa3 nrykae HOBUX apTHEPIB 1O Oi3HeCy.

10 Bin 3apo6use $20, 000 Ha pik.

11. Mene He nikaBuTh Bamra nmpomo3uitis. S po3mupsiro cBiii BjaacHU# Oi3HeC.
12. BnacHUKH TOProBHX MiANPHEMCTB HAMATralOTHCS IOMOBUTHCH TIPO II€.

CoNoOA~WNE

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:

e.g. We have painted the whole house.You have broken the window.

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. He published/ has published a new book twice already.
2. I never was/have been to Italy, but | have gone/went to England last May.
3. I sent/ have sent them e-mail this week.

4. Did you register/Have you registered your ticket yet?
5. The plan from Paris has landed/landed an hour ago.

6. How many schools did/have you studied in?

7. The shop never made/has made any money.

8. Did it stop/Has it stopped snowing yet?

9. Mary called/have called her employer yesterday.

10. 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.

1. People (begin) to watch TV about 50 years ago.

2. lam looking for Tom. You (see) him? — I (see) him last week, but not today.

3. He (organize) his sole proprietorship this year.

4. This morning | (take) a little walk.

5.  We (be) to our main office since 7.30.
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I (knew) the owner of his company all my life.
The company (change) a lot lately.

How long you (be) in your current job?

He (have) several jobs since he left our company.
0. It (rain) here for weeks.

B©Oo~NOo®

Exercise 3. Translate into English:

1. Bona 3aBxau 1aBajia MEHI 6araTo KOpUCHHX MOPaI.

2. Mu He 6auny OTO BXKE JBA POKH.

3. S moliHo 3amaTUB HOMY 3a IO poOOTY.

4. Bu He onepaiu BiJl HbOTO JKOJIHOTO JIUCTA, Y HE Tak?

5. Bin HazicnaB HaM 111 IOKYMEHTH 1103aBUOpa

6. Bonwu inBecTyBanu B Miii Oi3HeC BEJIUKY KUJIbKICTh TPOIIEH.
7. Woro crarrs Gyna HaJpyKOBaHa B HAIIOMY KYPHAJIi.

8. Hese BiH IOBIJIOMUB HaM I[t0 HOBHHY?

9. Kowmn’rorepu cTaiu AyXe MONnyISIPHUMH OCTAaHHIM YaCOM.
10. XT0-HEOYTH OaunB MOT KIIFOUi?

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 | 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. I have waited/have been waiting for our partners since 2 o’clock.

6. | have worked/have been working so hard that | 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 | last visited you.

Exercise 2. Complete the sentences using the correct form Present Perfect or Present Perfect
Continuous of the verbs in brackets:

1. D’mexhausted I (work) all day on my business plan, and (not finish) it yet.

2. 1 (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 | 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:

CoNoA~WNE

MICLb.

BiH peMOHTY€ CBOIO MaIIMHY BXKE /1Bl TOJIUHH.

Bonu nepekianaioTh TOKYMEHTH BXK€ IUINH paHOK.

Bu n’ere nyxxe 6araTo KaBu OCTaHHIM 4acoM.

Bin mpariroe B 11iii KoMITaHii Bxke 5 pOKiB 1 HIKOJIM HE CITI3HIOETHCS.

KnienTtu tene@oHyroTh UIHNA PaHOK, IIOCh TPAIIOCH 3 KOMIT IOTEpaMHu.

MeHi 31a€ThCs, MO 5 CTOIO B IMii Yep3i LTy BIYHICTb.

[Tpe3unenT koMIaHii po3riifaae MO0 3asiBY BXKeE THXKICHb

S1 po6TI0 MOKYNKH B IIbOMY Mara3uHi Bxke 15 pokis.

OcraHHIM YacOM BUPOOHUYHUH CEKTOp B €BPOII MOCTIHHO 3MEHIIYE KiTbKICTh pOOOYNX

10. Bownwu 3aiimMaroThCsi MoJIeIbHUM Oi3HECOM pa3om 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. I 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
2
3
4.
S.
6
7
8
9.
1

He become/was becoming a very reach man when he was just 25.

The weather was terrible, it rained/was raining the whole day.

While Maria was writing the report, Henry looked/ was looking for more information.
At 7 o’clock this morning she studied/was studying.

The student was reading a magazine while the professor spoke/ was speaking.

Henry ate/was eating a snack at midnight last night.

It snowed/was snowing heavily when he was waking up/woke up.

| talked/was talking to my boss when you rang.

He often borrowed/was borrowing from me when we students.

0. 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, | (translate) a newspaper article into Ukraine.

2. Tom (write) a letter to his family when his pencil (break).
3. When I clean the house, | (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.
7
8
9.
1

My friend (own) this company but the state (buy) it and (bring) into public sector.

. | (phone) my parents when the door bell (ring).
. We (not hear) the phone because we (sing).

During his visit to Switzerland he (go) skiing every weekend.

0. While he (watch) television he hear a loud cry for help.
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Exercise 3. Translate into English:

1. Bonu muBWIMCS TENEBI3iiHY Iporpamy, KOJW NpHHILIA MaTH 1 po3MoBiia iMm Oarato
1ikaBoi iHdopmaiii.

2. Mu nobpe HaBUMIUCS 3a/I0BOJIbHATH MOTPEOU HAIIMX KIIIEHTIB, KOJIM HaMarajiucsi CTaTu
J1IepOM y CEKTOPI OCIIYT.

3. Amnruis 3akynuiia ToBapiB Ha $2 MiJIbIIOHU B MUHYJIOMY POLII.
Bin He BUKOHaB poOOTY BUACHO 1 TOMY 3aIMIIUBCS B 0(ici micis poOoTH.
Horo pomHa NpuBaTH3yBaNa AeKiIbKa BETHKMX MAara3uHiB HAIIOTO MiCTa J1Ba POKH TOMY.
Bin npunuHUB mocravaHHs 00JaJHAHHS JJIs HAIIIOTO 3aBOJTY III€ Y MUHYJIOMY POIIi.
Bona npuiterina B KuiB o mecsTiii ronnHi paHKy 1 oapa3y 3arenedonyBana Ha GhipMmy.
[Tokxu BOHA BUMIIaCh HA MEHEKEPA, BOHHU JIIKBIyBalH 11 hipmy.
Mu 100pe HaBYMIIUCS 33JJOBOJIBHSTH MOTPEON HAIIUX KIIIEHTIB, KOJM HAMArallucsl CTaTh
J1IepOM y CEKTOPI HOCIIYT.

10. Konwu BiH mocrayaB BaM CHPOBUHHI MaTepialiv, BiH IEPECIIilyBaB CBOI BJIacHI IHTEPECH.

©CoNo A

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.
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
Iegalentltles
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.

PO NoghRwhE

Exercise 2. Choose the correct variant:

1. He established/had established his business in 2001.

2. | was late for the company meeting because | 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, | 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. TIlpencraBHuK (ipMH BKE MiANMUCAB KOHTPAKT, KOJHM BOHU TPUIHUHUIN TIOCTaYaHHS
CUPOBUHU.

2. Mu BXe BiAIIpaBUJIM 3BIT KOMITIaHii, KOJIM BOHA To0aymiIa JesKi TOMUIIKH.

3. Tlepconan komaHii Bxe 0OpaB HOBOTO MPE3UACHTA, KOJH BiH 3aTeneoHyBaB.

4. Jlo Toro sSK MU 3’€IHAJI Hallll KOMITaHii, ek 6i3Hec OyB 30UTKOBUM.

5. J1o KiHIII MUHYJIOTO POKY BOHH B)K€ CTBOPHIIN JIEKUIbKA CIIUIBHUX MIAPHEMCTB.

6. Bin cmi3HuBCs Ha KOH(EpeHI1io, TOMY 110 HE BCTUT Ha Mepiinii aBToOyC.

7. Bomna 3aBepmmia miaroToBKy 10 IIOPIYHOTO 3BITY, KOJIM MEHEKep BUKJIHMKAB i y CBii
odic.

8. Mu Bxe posnodanu poOOTy HaJ HAIIMM CHUIBHUM IPOEKTOM, KOJM BiH 3aJUIIMB
KOMIIaHiIo.

9. Mo KiHIM BepecHs L[iHU 3pOCIH BIBIYI.

10. Moro 6izHec cTaB mysKe MPUOYTKOBHM, KOJIH BiH 3aIIpOCHB HOBOIO KOHCY/ITAHTA.

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. | had been visiting this company for several weeks before they solved my problem.

Exercise 1. Choose the correct tense:

1
2
3
4.
S.
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.

| said that | had been staying/ was staying all the day.

Jane explained that she had been taking/took that medicine for a long time.

When | 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:

CoNoORAWNE

Jlo Haoro npui3ay HIIOB CHUIIBHUI CHIT.

Mu 00roBoproBau 1110 poGIeMy AB1 FOJUHH, KOJIH MOBIIOMUIN PO 1I0 HOBUHY.

Kounu g yBifiIoB, 5 3p03yMiB, 0 BOHH OOTOBOPIOBAIM YMOBU KOHTPAKTY LIIMNA PaHOK.
BiH BifcTae BiJ yCiX CTYJIEHTIB, TaK K HE TOTOBYBCS HaJIS)KHUM YHHOM BECh Yac.

BiH mykaB cBiif HOyTOyK BeCh paHOK, TOKM HE 3HAWIIOB Horo y cede miJl JTKKOM.

Bona cka3zaina, 1o npairoBajia HaJi JOKYMEHTaMH 3 PaHKY.

S BUBYAB aHIITIHCHKY JIBa POKH, J10 TOTO 5K 5 moixas B CLLIA.

Cekperapka 11ykaiia JOKyMEHTI IBIOJUHH, KOJIH 33 J3BOHUB Tele(oH.

Mu iHBecTyBaM Lieit Oi3HEC TpHU POKH, 10 TOTO SIK BiH 30aHKPYTIB.

10 S poOua aHaMITUYHUH OTJISA] PUHKY LUIMHM PaHOK, 10 MPUXOIY 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’1l 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’11 be taking/ I’1l have taken my entrance exams.
By the time | retire I’11 be working/ I’'ll have worked here for thirty years.
Will you be using/ will you have used your computer this evening?

7. | expect the meeting will be starting/will have started by the time we get to the
conference 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.

o gk

Exercise 2. Translate the sentences:

1. 4 6yny nparroBaTH, KOJIU BU TIOBEPHETECH.

2. He cmizHroiics. Bin Oyne Tebe yekaTu o 5 roguHi Ha BOK3aJT.

3. Skmuo tH 3atenedonyem MeHi o 12, st Oyay craTi.

4. Konu i Oyzaeu icTH, s IPOJIMBIIIOCH BC1 JOKYMEHTH.

5. 51 BumpaBiito BCi HOMUJIKH JOKH BOHU MPUOYIYTh.

6. BoHu OyayTh BeuepsiTH, KOJIM MU TTPUKIEMO.

7. 3aBTpa o 1 nopi BoHu npuOyBatumMyTh 10 Kuena.

8. 51 6orock, 110 51 HE BCTUTHY 3pOOUTH BCE BYACHO JIO TBOTO TIPUXO/Y.
9. JlupekTop ckake HaM Ipo 1€ A0 pajau TUPEKTOPIB.

10. SI moBWHEH BiJKJIACTH IO 3yCTPid, TaK SIK sl Oy/Ay MPAIIOBATH NI JICHb.

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. | 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. | knew the children (hide) somewhere in the room.

3. Hetold us that he (work) for a large company.

4. Hrsaid the information (be) rather interesting.

5. We knew that Ann (have) English class every Wednesday.
6. | 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. I knew that he (go) to London already.

2. He asked me why I (not invite) him to that scientific conference.
3. Hesaid he (not hear) anything about her complaint.

4. She said the secretary (send) the message already.

5. 1 knew that she (make) an appointment with general manager.

6. He said that he (work) hard all the time.

7. Hetold 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. Hetold 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. Ihoped that he (apologize).

6. She said she (not attend) our meeting on Monday.

7. 1 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 cka3aB, 110 BiH CbOT'OJIHI 1YK€ 3aiTHATHH.

2. MeHemxep MOBIIOMHB HaM, 1110 B HbOT'O € BaKJIMBI HOBHHH.

3. Bowna 3ammTana, KOJH 5 My 32 TOKYITKaMH.

4. BiH NOSCHUB, 1110 HIKOJH TaM He OyBaB.

5. Sl crioniBaBcs, 1110 MPOBEY TaM BCIO BIJITYCTKY.

6. Bin npoindopmyBas, 1110 BOHU BKE OOTOBOPUIIH 1[I0 CUTYAILiIO.

7. JlupexTop cKa3as, 110 s TOBUHHA BiJMOBICTH Ha L€ JIUCT HETaiHo.
8
9.
1

Cekperapka MoBiJOMUJIA, 110 BXKE HAJIPYKyBaJja 11ei KOHTPAKT B TPhOX MPUMIpPHUKAX.

Bona 3anuTana MeHe, Jie mpailtoe Miit Opar.
0. Bin 3HaB, 1110 BOHH BX€ PO3pOOUIIH HOBY MAPKETHHTOBY CTPATETIIO.

89
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Unit 9. Passive VVoice

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.

CoNoORWN

Exeercise 2. Translate into English:

Kono nocnyr Hamoi koMmasii 0yyio po3IMpeHe MUHYJIOTO POKY.

L1i ToBapu 3aBXKaM KYIMYIOTHCS JUIS HEPENpPOJIAXy.

[IpaBa crio>kuBayva 3aXUIIAOTHCS IEPHKABOIO.

Lleit 3axoH OyB NPUHHATHN KUIbKA POKIB TOMY.

L5 iHpopMariis 3aBXK11 pO3NOBCIOIKYEThCS PEKIAMHUMU areHIIsIMU.

CMaku cioxuBaviB OyayTh JOCHIPKYBATUCS HALIMM MapKETUHIOBUM B1JUILIOM.

Knienram Hamoro 6aHky OyyTh 3alpoNOHOBaH1 3HAYH1 3HUKKH.

[ToGyTOBI MOCIYTH CIIAYYIOThCA 3@ JOIMTOMOTI'O0 IJIACTUKOBOI KapTKH.

CrnisibHe miApUEMCTBO OYJIO CTBOPEHE CBOEYACHO, 13apa3 MU MAaEMO BEIMKUI MPUOYTOK.
10. Mu He MOXKeMO MOBIPUTH BAILIUM CJIOBaM, OCKIJIbKHM BC1 Ballli BAMOTH OyJIH 3a/I0BOJIEHI.

Passive Voice (Perfect)

©CoNoaR~wWNE

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 | came, the problem (not settle) yet.

The letter still (translate).

Uk w
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9.
quality.

10.
11.
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The list of applicants (make) before I came.
Nothing (hear) of her since she left Kyiv.
This product (produce) in large numbers before we received this complaint about a bad

A new cosmetic line (launch) onto the market by the end of the year.
Your order (send) before you return.

Exercise 2. Choose the correct answers:

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

0.

He knew why he was chosen/ had been chosen.

He was shocked/ had been shocked by his boss’s attitude.

We are just sent/ have been sent new information.

Everything will be done/ will have been done by the end of the week.

He is interviewed/ is being interviewed now.

My application is still considered/ is still being considered by the managers.
The letters has just been brought/have just been brought.

He explained that a new job was offered/had been offered to him in February.
She was never made/has never been made such an exciting proposal.

My computer is repaired/ is being repaired now.

Exercise 3. Translate into English:

NoakowhE

IIPOEKT.

10.
11.
12.
13.

1.

L1i X0m0Bi CHIOKKUBYi TOBapH BUPOOIIAIOTHCS B YKpAiHi.

L1i mocnyru HafaThest GE3KOLITOBHO.

Byio 06roBopeHo nwiie 1Ba MUTAHHS, KOJA MH TIOYYJTH I3BOHUK.

MeHi 3aBXK1 1aBaJId KOPUCHI ITOPaJIH.

1o Bam mmosicHIOBaAIN, KOJIH SI 3aHIIIOB?

He BxonpTe 0e3 3ampolieHHs. 3apa3 00roBOPIOETHCS Ny>Ke BaXKIIMBE TUTAHHS.

Ha >xanp Higoro He 6ys10 3p0O0JICHO JJIs TOTO, 1100 TOTTOMOTTH HOMY 3aKIHUUTH IeH

[lixaBo, 1€ HATAIOTHCS TaKi MOCIyru?

L1eii BuCOKONPUOYTKOBUIT TOBap Oy/1y 3aBE3€HO 13 3aX1THOTO PETiOHY.
Komu 3ramanu meit paxt, yciM cTano 3po3yMmijio, 10 Majocs Ha yBasi.
VoMy nanu Tpu THIKH, 1S TOTO, 1106 PO3POOHTH HOBHIA IPOYKT.
Konm My ipuixanu B 11e MiCTO, 115t KHUTA POJIaBAJIach CKPi3b.

et mpoaykT Oyae BUITYYEHO 3 TIPOAAXKY 10 KiHIIS MICSIIS.

Unit 10. Modal VVerbs

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. I will be able to arrive tomorrow.

2.

Permission: may, be allowed to is permission of someactions or situation:

e.g. I think 1 am not allowed to put off the payment.

Exercise 1. Put the modal verbs using be able to, or be allowed:

NoabkowhE

Wwill join us for dinner?

He to solve such sort of problem. It’s out of his competence.
| was pleased to hear that | to prolong visa.

The staff smoke.

He reserve a room in hotel two days ago.

We to finish the project in time.

I think we clear up all the items at the Board of Directors.
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8. | 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. S 6 3 3a10BOJICHHSIM TPHUIHSB Ballle 3alpOIICHHS, ajie s HE MOXY BIIMIHUTH CBOIO
3ycCTpid.

2. UYu MOXy s ckazathm HoMmy BCl TpaBay? Sl BIIEBHEHM, IO BIH HIYOrO0 HE 3HAE IPO
¢binaHCcOBHUIICTaH KOMIIaHi1.

3. IIpamiBHrKaM Ham1oi KOMITaHii HE JO3BOJIIETHCS MMATUTH B o(icax.

4. Bwu MOXeTe 3aJUIIATH 10 iHHOPMAITit0 Y CEKpeTapsl.

5. Im He no3BoMIN B1JICTPOYMTH TUTATEXKI.

6. JSIkmo BOHM HE 3MOXYTh PO3paxyBaTuCs 3 OOpramMu MPOTIrOM MiCSIs, IX OTOJIOCSTbH
OaHKPYTOM.

7. Komu s Tam mpalroBaB, TUIBKH TOJOBHUN MEHEIKEP MIr MiAMUCYBAaTH TaKi JOKYMEHTH.
TinbKUCYy MOXe PU3HAYUTH JIKB1IaTOPIB HEIIATOCIPOMOKHOT KOMITaHii.

8. JSIkmio BW 3MOXeTe BPATYBATH 110 KOMITaHII0, BU OTPHUMAETE TOJAKY BiJl IPE3UICHTA.

9. SIkuo BiH IIOCH BUPILIUB, HIXTO HE MOXE BIUIMHYTH HAa HBOTO.

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;

c) Need, need to is used to talk about necessities, rather than obligations: e.g. | 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. - T’1l translate it later.

2. Thedrivers must wear seat belts.

3. You must have medical insurance when you 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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They to transfer money yesterday.
A CPA___ passa series of examinations, after which he receives a certificate.
You have the financial statement ready by the end of the month.
He invite her to the meeting.
You to fill in this application form.

. You consult an expert to identify this document.

. You not take a car to get to the office. I’1l gladly give you a lift.
He to send a letter of apology.
This is serious, he not joke about it.
My boss was ill and | to attend that press conference.
They follow his advice.

Exercise 4. Translate into English:

N wNE

KepiBHMLITBO BCTAHOBIIIOE IPaBUJIa, @ BU IOBUHHI BUKOHYBATH iX.

Llina Ha 1eit HOBUII TOBap AyKe BUCOKA. BU MOBHHHI 3HU3UTH ii.

51 BBakato, 1110 BiH MOBHHEH MITH Y BiJICTABKY IiCIs IIbOTO 3aCiIaHHS.

[Touexaii TPOIIKH, 51 HOBUHEH MPOJUBUTHUCS IIi JOKYMEHTH.

To6i1 He ciij BTpy4yaTucs B 110 OpyAHY CIIpaBy.

Homy nosernocs BimoicTy Ha GaraTo 3anuTaHk Ha 3acinanni Paau Jlupextopis.

oMy He cItii HEXTYBATH TBOIMH KOPHCHHMH MOPaIaMH.

By noBHHHI BHBUMTH TOIUT CIIOKMBAYiB IMEPII, HIX PO3MOYMHATH BHPOOHHIITBO IIi€i

MPOIYKIIii.

9.

10.
11.

To6i moTpiOHO AONOMOTTH iH, BOHA IIIe HIKOJIM HE CKiIajana (piHaHCOBI 3BITH.
Komnu st 3MiHUB po0OTY, 1 3MyIIIeHHIA OYB MepeixaTy Ha IHITY KBapTUPY.
Bu noBuHHI IpUX0OAUTH HA pOOOTY BYACHO.

I.Modal Verbs with the Perfect Infinitive: Certainty, Possibility, Probability:

- We use must to indicate positive certainty:

e. 9. She must be very happy. He has finished her experiments. Bona, nHameBHO, ayxe
aracjiuBa. Bomna 3akinunna cBoi CKCIICPUMCHTU

- 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). Mosxnuso,
IO BOHA 3/1aCTh CBiM €K3aMEH;

- 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 moxe OyTtu, 1006 Bin 1ie 3poous.Couldn’t he have done it?
Hessxe BiH 1€ 3p00UB?

Exercise 5. Complete the following sentences with an appropriate modal verbs:

©CoNoR~WNE

You be joking. The house is not worth that much.

It’s not good time to visit Italy. The weather be awful at this time of the year.
She be ill. She looks so pale.
It be true.
You see interesting samples at the exhibition.
It be late as the offices are closed.
This contract to be profitable.
It’s impossible. It be the correct answer.
She be at home. | saw her in the office 10 minutes ago.
I have some new information for you tonight.
. He has been working all day. He be very tired.
. There be another rise in the price of sugar soon.
He get this job. He has got all necessary qualifications.

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, 1100 BiH aB 3r0ly BUKOHATH TaKy KiJIbKICTh pOOOTH 3a TAKUN KOPOTKUM
CTpOK.

2. He moxe O6yTu, 1100 BOHH J10CI HE BUPIIITUJIM [IHOTO MTUTAHHS.

3. 3apa3 BOHHU, MOXKIJIMBO, BJKE 3aKIHUYWIIN CBIl JOCIII.

4. TobinotpibHO Oys10 3aTenedoHyBaTH HOMY BUOpa, T 3HAB, IO BiH XBOPHIA.

5. 3BuuaiiHO, TH TOBHHHA OYyJia MOMEPEANTH iX paHime. YoMy TH IIbOT0 HE 3poomia?

6. BinH, MOXJIHBO, HE YCBIJIOMUB OApa3y BCi€l BAXKIMBOCTI TOBITOMJICHHS.

7. Iock, MOXKIMBO, 3aTPUMAJIO HOTO.

8. Bonwu, MOXINBO, HE CKOPOTUIIH CBOI BUTpaTh. OCh YOMY BOHH 3apa3 € OOPIKHUKAMH.

9. B nei, MaOyTh, HE OyII0 KOTHOTO MIAHCY HOMEPEUTH MEHE 3a3/1aJI€Tib.

10. JIo poro vacy BiH, MOXJIMBO, CIIJIATUB BXKE BC1 OOprH.

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. SIkmio Oyze rapHa moroja , Mu migeMo Ha nporynsHky. 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. TI’ll be ready as soon as you (be).

3. She will be happy when she (hear) this news.

4. | (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. Assoon as she (get) there I’11 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, ... .

RBRO0oo~NoGOkwNE
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Exercise 3. Translate into English:

1. Skmio s momporry iHoro, BiH 0MTOMOKE HaM OJIEPKATH ITI0 TTO3UKY.

2. Bonu 00roBOpSATH 1€ MUTAHHS, AKILIO Y HUX Oy/ie BIIbHUIA Yac.

3. Skmio Hac 3ampocsATh Ha Il IEPETOBOPH, MU OYJIEMO IMATPUMYBATH Ballly CTPATETIIO.

4.  Mu oxepxuMo 1110 iH(opMaIlito BUACHO, SKIIO BiH BIAMPABUTS 11 €EKTPOHHOIO MOLITOIO.

5. SIkmio BiH 3a0y/ie CBOIO OOIIHKY, 1 HOMY Haraaaro.

6. Sxmo npudyTok He Oy/e pO3NOAITICHUN MIXK aKIlioOHepaMH, BOHH Oy1yTh HE 3a7J0BOJICHI.

7. SIK1o Mu OIep>KHUMO IO TIOBIOCTPOKOBY OPEHIY, TO BIAKPUEMO 1€ OJIMH TilepMapKeT B
I{OMYMICTI.

8. Mu 3M0keMO KYITUTH I1i HOB1 IPUMIIICHHS, AKI0 Y hipMu Oyze T0AaTKOBUN KaIliTall.

9. SIKmIo g KyIuTIo e KOMII'I0Tep y pO3CTPOUKY, TO 5l 3MOXKY 3a0ILAAUTH I'POILi HA ITOIOPOK
To€TUNTY.

10. Sxmro Ti MeHi 3arenedonyert, s TOO1 BiIOBIM.

Second Conditional

(if, when) Past Simple — would + 1¢.1. 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. SIxou noroaa Oysa rapHoro, Mu
0 MUK HA MPOTYIISHKY

- in the expression: « If | were, I’d ...» to give advice

e.g. If I were you | would retire.

Exercise 4. Put the verbs in brackets into the correct form:

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

0.

If nothing better (turn up), he would apply for this job.

| wouldn’t want to live in this city even if | (have) all money in the world.
If you (change) your mind, I would never forgive you.

If you (study) harder, you would get better marks.

If I (win) a lot of money, | would feel very happy.

If I were you, | (be) more careful.

If it (not be) so late, I would phone him.

If we reached an agreement, we (sign) the contract.

If you really wanted to help, you (can) do it even now.

If you (provide) a better service, you would get more customers.

Exercise 5. Finish the sentences using the second conditional:

©CoNoR~WNE

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, ....

If she were present, ... .

If you didn’t ask me any questions, ... .

. If he took better care of his healthy, ... .
. If I saw it with my own eyes, ... .

Exercise 6. Answer these questions with a conditional sentences:What would you do if ...

1. .
2. .

.. you won of money?
.. you were a famous film star?
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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:

1. SxOwu Tu OinbIne ynTana, TH O Kpalie 3Hajaa aHTJIHCHKY.

2. SIxOu TM MEHE IONpPOCHUB, s O TOO1 po3MoBiIA.

3. SIxOwm BU 3ampoBaIIu Kpamuii cepsic, y Bac Ou OyIio GiIbIIe MOKYIIIIB.
4. S$lxOu T nepenymas, g 6 ToO1 HE MPOOAUUB.

5. S$IkOwu s Burpana Gararo ropuiei, i 0yB OM LIaCIUBUH.

6. SIxOu MM JOMOBMIIMCH, MH O TT1IITUCATN KOHTPAKT.

7. S$IxOwm s Oyma Ha TBOEMY Mictri 51 Oyna 6 oOepexHa.

8. SIkOu BM HaM Hajiciany 1o iHPopMaIlito, Mu 6 Oyiu ayKe BISUHI.
9. SIxOu HiHM 3HU3WIUCH, MU O KYIIHIIA KBapTUPY.

10. Sx6u y mene Oyno Oinblie rpoieii, s 0 KynuB MaliuHy.

Third Conditional

(when, if) had +3 ¢.n. (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 money, ....

2. If I had been better at English, ... .

3. If I had only known about this earlier, ....

4. If I had consulted the stockholder in time, ... .

5. If he had been an honest person, ... .

6. If we had signed an agreement, ... .

7. If the new investment plan had been completed, ... .
8. If you had established a company by your own, ... .
9. If he had been more friendly, ...

10. If he had asked a permission, ... .

Exercise 9. Put the verbs in brackets into the correct form:

If I had sold my shares then, | (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, | (tell) you.

If had sold my car a couple of years before, | (get) more money.
If he had invested on the stock market, he (live) from the income.
If he had worked alone, he (finish) this work.

Nk WNE



9. If had known this information, he (work) us last week.

10. If I (not make) profit on my shares, I would have never bought this house.

Exercise 10. Translate into English:

SxOu BU Bce 3p00MIIM CBOEYACHO, MH O YK€ TIAMICATTH KOHTPAKT 3 €1 (hipMOto.
Slkiio 6 s 3HaB PO Bally MPOTO3UILIO paHille, 1 0 HE TOTOUBCA Ha IF0 pOOOTY.
SIxOwu 51 3HAB TPO LIEH KOHTPAKT, 51 O MepeKIIaB HOTo e Ha MUHYJIOMY TH)KHI.

1
2
3
4, SxOu Mu mianucaiu KOHTPAKT, I[bOTO O HE cTaIocs.

5. $kOwu BiH 3HaB BCi (hakTH, BiH OM JOMOMIT HaM B MUHYITY I’ ITHHIIIO.
6. SIxOwm s 3HAB IO IIe paHimie, s 6 MOBIIOMUB PO Iie TOOI.

7. S$lxOwu 51 3HAB BUOpa, IO BU MPUiXalH, si O 3yCTpiB Bac B a€pOIOPTY.
8. JSIxOu TH MEHE MociyxaB, IbOro 0 HE CTaIoCs.

9. SIxOu Tu MeHi 3aTenedoHyBana, st 3a0pOHIOBaAJIAa KIMHATY.

10. SxOwm v opranizyBaia 3yCcTpiu MUHYJIOT cepeau, s 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. I wish you Happy New Year!Bbaxaro maciausoro HoBoro poky!
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wish + could or past simple/continuous is used to talk about something you would like to be

different, but can’ change:
e.g. I wish I could speak Italian fluently!SIx6u st roBopuiia BiibHO iTaliiicbKo0!

wish + past perfect is used to express past regrets:

e. g. I wish I had attended that conference.

[lkona, 1o st He Oyna NPUCYTHS Ha KOH(epeHIIiT;

wish + would is used to express annoyance at the habits of others:
e.g. | wish you wouldn’t take my car!

41 6 xoTina, mo6 Ty Oinble HE OpaB MOIO 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 | (reserve) a hotel beforehand.

I wish he (establish) his private company.

I wish | (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. 1'wish nothing (happen).

12. 1'wish you (not think) so.

13. 1 wish you (not smoke) indoors.

14. 1 wish she (take) the chance.

©CoNoR~wWNE

Exercise 2. Translate into English:

1. kopa, mo B He 3HAETE i€l iHPpopMaIii.

2. Ilkoxa, 0 BU HE MOIyMalX PO BUTPATH (PipMH.
3. lkoga, 0 MU He 3aCTpaxyBaJld HAIll TOBApP.

4. lkopa, 0 BU HE MaJK Yacy TO/I.



98

5. Ikopxa, mo T HE MATPUMAB HOTO.

6. Ilxona, mo BM HE BUBYMIN ()IHAHCOBHM 3BIT PETEIHHO.

7. Ilkona, mo (inaHCOBUH 3BIT HAIIOT KOMIAHII ITIe HE TEPEBIPEHO.

8. Ilkona, mo Balr BUTpATH MEPEBUILYIOTH Ballli MPUOYTKH.

9. Ilkona, 10 BU HE MOMEPEIUIHA HOTO 3a3/1aJieTi/ib. BiH Ou BUPIMIKMB Bamry mpooiemy.
10. HIkona, mo i ¢pakTOpH BIUIMBAIOTH HA ()iIHAHCOBUI CTaH HAIIOT KOMITaHii.

11. [lkopxa, o Ham OyxranTep 3BUIBHUBCS.

12. IIkopa, Mo MH HE B 3M031 TOBHICTIO 33/I0BOJIbHUTH IMOTPEOH HAIIUX KITIEHTIB.

13. IlIxona, n1o MOMHUT HA IEH TOBap MEPEBUIILYE MPOTIO3HIIIFO.

14. lIkopa, 1m0 BM BUTPATHIIA TaK 0arato TpoIiei Ha peKiamy i€l MoCayTy.

Unit 13. Complex Object

The Complex Object has the following forms: Active voice
Simple

ContinuousPerfect

Perfect Continuous

to1f.v.

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 | could;verbs followed by an object + Infinitive
without «to»:

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. Todo 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.

©CoNoORWN
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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:

©CoNo~wWNE

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.

| 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 1100 Kacup rnepepaxoByBaB I'POIIIi.

2. lle 3MycuTh MeHeKepiB KOMIIaHii MOJyMaTH, SK BHPIIIUTH MPOOJIEMY 3aXHUCTy CBOTO
BUPOOHHUKA.

3. lle 3mycwio ypsi MiIBUNIATH I[iHU.

4. $l cmopiBaBcs, 10 LISt HOBMHA 3MYCUTh HOTO MIABUIIUTH TOO1 3ap0O0ITHY IIATHIO.

5. Sl He xouy, 1100 BU KOHTPOJIIOBAIN MOIO TISITbHICTb.

6. BiH He cioaiBaBcs, 110 1€ MUTAHHS PO3TJITHYTh TaK MIBUAKO.

7. HixTo He cioiiBaBcs, 10 115l IEPCTIEKTUBHA KOMITaHIsl CTaHe OAaHKPYTOM.

8. HixTo He 3HaB, 10 NPUMYCHJIO iX 3MIHUTH IXHI IJIAaHH.

9. S xouy, 1100 BY NEPETIISIHYIH 1EH 3BIT.

10. o 3mycuo Horo 3poouTH Lei Kpok?

11. Jlo3BonbTe MEHI AaTH BaM MOPaTy.

12. MeHni 0 He XOTU10CH, 11100 TH TaK MOTAHO AyMaB MPO HHOTO.

13. Bonwu He cniomiBaaucs, 1[0 MU 3aKIHYMMO II€H 3BIT 0€3 IXHLOI JOIIOMOTH.

Unit 14. Complex Subject

Complex Subject consists of a noun in the common case (3araibHHIA BiIMIHOK) Or a pronoun
(3aiiMEHHUK).

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 — cxopim 3a Bchoro (HaBpsiIUIH);
- appear — 3maBaTucs;

- happen — cranocs;

- turn out — BUSIBUIIOCH;
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NEePEeKIIaIaeThCsl Ha YKPATHCHKY MOBY SIK: TOBOPATH, OAUMIIH, TyMAaJIH, 4yJId, BUSBHIOCH 1 T.JI.
Grammar structure:

smb.

e. g. She is thought to have done mistake. Iymanu, o Bona 3po0uIia moOMHUJIKY.

IS 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:

CoNoOA~WNE

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.
S.
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.
S.
6
7
8
9.
1

0.

HaBpsig un, mo6 Bu 3actanu Horo goma o 1iif mopi.

3naBaiocs, 110 BiH MO LIOCh TyMaE.

Bussuiocs, 1o BiH 3Ha€ TpU 1HO3€MH1 MOBH.

Hikonu e 6auniy, 11100 BiH cepAUBCA.

Bin, 3maeTbcst 6araTo 3Hae.

Moro miaxin mo BUPIIICHHS IIi€1 MPOoOJIeMU BUSBUBCS TyK€E TPOCTUM.
HaBpsin um, BiH cTaHe pPU3HKYBaTH.

3naeTbes, ipma mignucana KOHTPAKT.

OUiKyIOTB, IO IIHU CKOPO T ABUIIATHCS.

KaxyTs, 1110 MOKYIIIi KYIyIOTh TOBap IO 1LiHi 3a(iKCOBaHii B JOrOBOPI.

Unit 15. Gerund

The gerund has the following forms:
Active Passive Indefinitelng
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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.

©CoNoOk~wWNE

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.

| can’t stand their (waste) so much time.

I thanked him for (solve) the problem quickly.

I suggest (postpone) the meeting.

It’s no good (complain). Nothing can be done.

. I can’t help (think) about the interview.
. We avoid (keep) late hours. Our working day begins very early.
. The secretary admitted (steal) the money.

I believe he is capable of (solve) this problem.

Exercise 2. Finish these sentences using a gerund:

©CoNo~wWNE

My favorite activity is ... .

He can’t stand ... .

Heisgoodat ....

Some people just can’t help ... .

Weare used to ... .

| am interested in ... .

This company is worth ... .

The customer wants to know who was responsible for ... .
| feel like ... .

. He admitted ... .
. l'am thinking of ....

... was the key to the company’s success.
It’sno use of ... .

. Avoid ....

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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2. It’snouse ... over split milk.

3. This job involves ... our international transactions.

4. We are looking forward to ... the new Sales Manger.
5. Itisn’t worth ... about it.

6. Yourisk ... bad results.

7. Aswe don’t agree about company policy we avoid ... this subject.
8. Wedon’t mind ... overtime, if it help the company.

9. Youmustn’t insiston ... him.

10. By delaying we risk ... this contract.

11. I can’t imagine not ... a computer in my office.

12. He apologized for ... this serious mistake.

13. He s very pleased with ... the job he wanted.

14. It’s no good ... her advice, as she never listens.

15. Overstaffing should be solved by ... the workforce.

Unit 16 Participle

The Participle has the following forms: Active
Passive
Present Participle Ixiectoso + ing being + 3¢.x1./ed Past Participle 3f.v./ ed

Perfect Participle Ilhaving + 3¢.x1./ed
having + been+ 3¢.x. /ed

We use Participle:
- Participle I:
- as adjective:
e.g. I saw smiling girl;
- Present Participle I is used in function of Adverbial Modifier (o0cTaBuHm):
e.g. Walking home she didn’t hurry;
- Present Participle | Passive:
e.g. The music being performed was quite new.
- Past Participle: verb+3f.v./ed = adjective:
discussed — obroBopenuii;
e.g. Written letter is on the table;
- Perfect Participle I1:
e.g. Having written the letter he left. Harucasmm nucra, BiH BHIIIOB,
- Perfect Participle Passive II:
e.g. Having been written the letter, he left.
[Ticist TOro SIK IMCTa HAIKMCAIIM, BIH BUMIIIOB.

Exercise 1. Insert Participle I of the verbs in brackets:

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.

| stood (watch) the people who were entering the office.

©CoNoR~WNE
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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 11 of the verbs in brackets:

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

The work (do) we received high salary.

(Live) in that town all his life, he knew it very well.
When he (invite) he always takes part in our discussions.
(Find) nobody in the office, he left the room.

When (ask) to help them she refused without hesitating.
(Complete) their tests, the students handed them.
(Finish) our work we went for a walk.

(Understand) his mistake he stopped arguing.

(Explain) everything he sat at his place.

0. (Know) that he had enough time he wasn’t in a hurry.

Exercise 3. Translate into English:

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

Kouu Bce 0yi10 roTOBE, MU ITOYaJTH POCKT.

Ko po6oTy Oyi10 3aKiHUE€HO, MH OTPUMAJIH TTiABUIIICHHS B 3apIUIATHI.
OO6roBopeHi eTalli KOHTPAKTY BC1 3pO3YMLIH.

3p03yMiBIIH IPOXAHHSI, BiH IT0YaB JTiSITH.

Bona MeHi fgaja 3BIT IOCMIXar0YHUCh.

PoGoty Oymo 3po0iaeHo, i MU TIILIH OAOMY.

Taxk sik Ki1r04 0yI10 3ary0JIeHO, BOHA HE 3MOTJIa 3aiTH B KBapTUPY.

Tak sik nuTanHs 0yJl0 CKJIQAHUM, HIXTO HE MIT BiJIOBICTH.

ByBIIH J1y’Ke CTOMJICHUM, BiH 3JIUIIUBCS JI0OMA.

0. Tak K KBHTKH BCi mnpoaaiu, MAu TN A0/I0MY.
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OpieHTOBHI NUTaHHSA IS MiICYMKOBOI0 KOHTPOJIIO 3 IMcHUILIiHN «/lisioBa aHriiicbka

MOBa»
Negotiating.
Marketing. The four elements of the marketing mix.
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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