MiHICTEpPCTBO OCBITH 1 HAYKH YKpaiHu

Inozemna moesa
3a npoghecinnum cnpaAmMyeaHHAM (an2iiucbKa)
Memoouui pekomenoauii
00 6UKOHAHHA CAMOCMIUHOL poOomu

st ctyneHTiB 11 kypey

31 cerianbHOCTI 071 «OO01iK 1 OOIaKTYBaHHS
crertiamizaris 5.03050901 «byxrantepcekuit 001K
neHHO1 (hOpMHU HaBUAHHS

JIrwoewie — 2018



VIK

Ho npyky
['osoBa HaBuansHO-MeToanuHOI pagu Jlynskoro HTY B. I. Tamax

EnexTpoHHa Komis JApyKOBaHOIO BUAAHHS NepelaHa Ui BHECEHHS B pENO3UTapii
JIyuskoro HTY
Hupexrop 010110TeKH C. C. bakymeHnko

3arBepmkeHo HapuanbHO —MeToanuHor0 panoto Jlynskoro HTY
mpoTokoi Ne BIJ 2018 p.

PexomenaoBaHO 10 BUJJaHHS METOJIUYHOIO Pajor0 JIF0OemiBChKOro
TexHIYHOTrO KonemKy Jlyupkoro HTY,
mpoTokoi Ne BIJ 2018 p.

PosrasHyTo 1 cXBajeHO Ha 3aciJjaHHI IMKJIOBOI KOMICii BHKJIaJadiB T'yMaHITapHOTO Ta
coliabHOTO cnpsaMyBaHs JIro0emriBcbkoro TexHiunoro konemxy Jlyuskoro HTY,

mpoTokoi Ne BIJ 2018 p.
["onmoBa nukI0BOi KOMICIT Kpasuuk JI.M.
Vkinanau: Cmomsak I'.B.
(i rec)
Penensenr:
(Tmiamuc)
BinnosigansHUiA
3a BUITYCK: T.I1. Ky3pMu4, METOUCT KOJEIHKY
(i rmc)

InozemHna MoBa 3a npogeciiHUM cnpsiMyBaHHAM (aHIJilcbka): METOANYHI BKa31BKU
JI0 BUKOHAHHSI CAMOCTIHHOT poOOTH 1715l CTyIeHTIB 3 Kypcy 31 cnerianbHocTi 071 «O6mik
1 omojaTKyBaHHs», neHHOI ¢dopmu HaBuanHsi/ ykiaa. [.B. Cmomsx — JlroGemriB:
JIroGemmiBchbkuid TexHIYHUN KoJiepk JIyrbkoro HTY, 2018. — ¢. 52.

BumganHs MICTHTh METOAWYHI BKa3IBKM JO BHUKOHAHHS NPAKTHYHUX POOIT, TMEperiK
pEKOMEHI0BaHO1 JiTeparypu. [Ipu3HadeHe ajs CTyAeHTIB HanpsiMy MiAroToBKU «OOIIK 1
OTIOJIATKYBAHHS» JIEHHOT (POPMU HABUAHHSI.

I'.B. Cmonsxk, 2018



1. TIOSICHIOBATBHA BAMMHCKA ...ttt et e e e e e e e e e eeeens 4
2. PexoMeHaIlii 70 CAMOCTITHOT POOOTH ...vvuveennieeeiieeaieeiieeeaneennnns 5
3. KPUTEPIT OIITHIOBAHHST .\ \ottteeteeeeeeaeeaeeeenenaenenasaeeaeneenann 8
4. Tlepaik T€M IJIs1 CAMOCTIMHOTO BUBUYECHHS «..uvvnieneenaenaennennennnn. 9
5. 3aBaHHS JIJIs1 CAMOCTIMHOT POOOTH ...vvniiiieieee e eeeaannnnnn. 10
5.1. 3muaiiomcTBo. BisutHa kaptka. (Introductions. Business card.) ........ 10
5.2. Jinosa xomyHikarfis. (Business communication.)....................... 14
5.3. Posmoga o tenedony. (Speaking onthe phone.) ........................ 15
5.4. JlinoBe muctyBanHs. (Business correspondence.) .................o...eee 17
5.5. Jinosi 3yctpiui. (Business appointments.).............ccoeeviinian.n.. 20
5.6. 300pr. (MEetINGS.). . cviiriiiiiii e 21
5.7. ®inancu. banku. (Finance. Banking.)..................ooo 24
5.8. Tleperosopu. (Negotiations.).........ccovviiiniiiiiiiiiiieieianna, 27
5.9. IIpesenTarii. (Presentations.).............oviiiiiiiii i, 28
5.10. Imnopt ta excropt. (Import and eXport.)..............ooveiiininn.... 29
5.11. KoutpakTr. (CONLracts.) .......c.oovviiiiiiiiiiii e, 31
5.12. Mixuapoauuii 6i3uec. (International business.)........................ 33
5.13. Oic. (OFFICe.) .. 36
5.14. MpauesnamryBanus. (Employment.)...............oooiiinn. 37
5.15. Bi3HEC. (BUSINESS.) ...\ttt e 39
5.16. Opranizamis. Komnanis. @ipma. bpena. (Organization. Company.
I ) 41
5.17. BinpsmxeHHs. (BUSINESS TFIPS.)...veviii i 46
5.18. Jlimosa etuka. (Business ethitcs.)............coooiiiii i, 48
S Bl <) o2 14 o I DA RN 50

INOACHIOBAJIBHA 3AIINCKA



CamocriiiHa poOOTa CTYJIEHTIB € CKJIaJIOBOK0 HABYAIBHOTO MPOLECY, BAXKIMBUM
YUHHUKOM, SIKUHA (OpMye BMIHHS HaBYaTHCS, CIPUSAE aKTHBI3ALIl 3aCBOEHHS
CTyJeHTOM 3HaHb. CaMOCTIiiHa poOOTa CTY/IEHTIB € OCHOBHUM 3acO00M ONAaHyBaHHS
HaBYAIbHOTO MaTepiany y mo3aayAuTOPHUIA Jac.

Merta T2 3aB/IaHHS AMCUUIIIHU

Jnciumnina «AHTIIHCEKA MOBa» B KOMILIGKCI 3 IHIIMMHM CIICI[laJbHUMU
MpeaMeTaMH Ma€ BEJIMKE 3HAUYCHHS 1 MMOCiae OJHE 3 OCHOBHUX MICIIb B OCBITHBO-
npodeciitHiil TiAroToBLUI 0aKalaBpiB MOPCHKOro (IOTY, € HEBIJ €EMHOIO YACTUHOIO
3arajbHOI MpoOJIeMH MIATOTOBKY BUCOKOKBATI(IKOBAaHUX (PaxiBI[iB JIJII MOPCHKOTO
dnoty Ykpainu.

BuBueHHsT mpenMery O0a3yeThCsS Ha MPUHIUINAX MDKIPEAMETHHX 3B‘S3KiB,
B3a€MOTIOB I3aHUX BHJIIB MOBHOI JiSUTBHOCTI, TE€OPii MOETAIHOTO KOHTEKCTHOTO
HaBYaHHSA. Y Tporpami mnependadeHO HaBYaHHsS BiANOBIIHUM alTOPUTMaM Y
CUTYallisIX, IMITYIOUUX MPOGECIHHO-TPY0B1 BITHOIICHHS.

HNucnuriina «AHTIIChKa MOBa» Ha JIaHOMY €Tari MiArOTOBKUA (haxiBIliB
TOPTIBENBHOTO (DJIOTY € TMEBHOIO MIpOI0 y3arajbHIOIOYOK Ta CHCTEMAaTH3YHOUOIO,
TOMY Y BIJIIIOBIJHOCTI 3 JIIOYMMH TOJOKEHHIMU MDKHAPOJHUX KOHBEHIIIH, 1110
pErjlaMeHTYIOTh CTYINIHb BOJIOJIHHS TMpAI[iBHUKAMH aHTJIACHKOI0 MOBOIO Y
npodeciiHOMY CHUIKYBaHHI, TEPBUHHE 3HAYEHHS NPHUAUIIETHCS Yy3araJlbHEHHIO
BUBUEHOTO B TIpOllECl HAaBYaHHS aHMIINCHKOI MOBM Ha TOMEpPEIHIX eTanax
IMIITOTOBKH, a TAKOK aKTHBI3aIlll 3HAHb 31 CHEIIAJIbHUX JUCIIHAILIIH.

['onoBHa MeTa HaBYaHHS AaHIJIIACBKOI MOBHM — 3a0€3MEUUTH TPAKTUYHE
BOJIOZIHHSI MOBOIO BUITYCKHMKAMH MOPCHKOT'O HaBYaIbHOTO 3akiany. [locraBiena
MeTa repeadadae BUPIICHHS! KOHKPETHUX 3aBAaHb.

3aBOaHHA KypCy.

® MeTOAMYHi: PO3BMBATHU TBOPYE MHCICHHS TpPH BUKOHAHHI MPAKTHYHUX
3aBlaHb Y CHEIIaTbHUX HABUYAJIBHUX CHUTYAIllsIX, SIKI BUMararoTh MpodeciitHol
KOMITEeTeHIIii (paxiBI[iB MOPCHKOTO (IIOTY.

e mi3HaBajJbHi: cpopMyBaTH y CTYJIEHTIB TOYATKOBY TEOPETUUYHY 0a3y,
3arajbHl YSBJICHHS MpPO CHenuQiKy CIUIKYBaHHS Ha CYAHI Ta Yy MOPCHKOMY
CepelloBUIIIl, 5K 3a0e3medarbh HeOOXiIHY KOMYHIKAaTHBHY CIIPOMOXKHICTh y cdepax
CUTYaTUBHOTO 1 mMpodeCiiHOTO CIUIKYBaHHS B YCHINM Ta MHCHMOBIH (dopmax 3
1HO3€MHUMH KOJIETaMH.

® [@pakKTH4Hi: copMyBaTH OCHOBH BMIiHb CHUIKYBaHHS B COIlIaJIbHO-
nmoOyToBUX Ta mNpodeciiHO-OPIEHTOBAHUX CHUTYaIlisX; PpO3BUBATH BMIHHS
CrpuiiMaTd Ha CJIyX ayJio 3amucu Ta BIANOBIIHO pearyBaTH Ha MPOCIyXaHy
iHdopMalito; chopMyBaTH HABUYKM  YWTAHHS  1HCTPYKIIM Ta  TEKCTIB
npodeciiHOro  CHpsIMyBaHHS Ha AHIJINWCBKIM  MOBI; BHPOOUTH  HABUKHU



BUKOPUCTaHHSI OPUTIHAJIBHOI TEXHIYHOI JIITEpaTypu; PO3BUBATH BMIHHS IHUCATH
OCOOHMCTI Ta JUIOBI JHUCTH; 3acTOCYBaTH 3400yTi 3HaHHSA HpPHU MPOXOJKEHHI
cniBOeciIM B KOMIIAHIAX Ta MPU CKJIAJJaHHI TECTIB.

Buayu KOHTPOJILHUX 3aX0AiB CaMOCTIiiHOI po0oTH

CamocrTiitna po0oTa mpencTaBisie co00I0 JOMAITHE 3aBJaHHS HA CaMOCTIHE
3aCBOEHHS MaTepially, KOHTPOJIbHY pOOOTYy, SIKa OXOIUIIOE BECh I'paMaTUYHUM,
JeKCUYHUN Ta (akTuyHui marepian cemectpy. KP ckmagaeTbcs 3 HacTymHHUX

OJIOKIB:
o Reading
o Vocabulary
o Grammar
o Writing

PEKOMEHJIAIIT 1O CAMOCTIHOI POBOTH

CamocriiiHa poboTa mpuBene A0 OE3yMOBHOIO YCIiXy, fKIIO BU o0epere
METOJIMKY BUBUYEHHS aHTJIINCHKOI MOBH, sika He Oyze crpuiiMaTHCs BaMH, SIK TATap
1 HEOoOXimHICTh. 3aCBOEHHS BIAOYBA€ThCS 3HAYHO IIBHJIIE, SKIIO BH cami
BU3HAYUTE HAWOLIBII MPUAHATHUN TEMIT 1 caMi MOOLTI3yeTe cBoro eHepriro. 1106
JIOCSITTH YCITIXY Y BUBUCHHI aHTJIIMCHKOI MOBH HEOOXITHO PO3MOYaTH poOOTY Ha
MOBOIO 3 MEPIIUX JIHIB 3aHATH Y BY31 Ta 3aiiMaTHCs MOBOIO IIOJICHHO. 3BepTaiTecs
70 JIOBIIHHMKIB, CJIOBHHKIB TOINO, SKIIO BaM HE3pPO3yMUIMH TOW UM I1HIIMH
Marepial.

Ciin BIABECTH JUIA CAMOCTIHHOIO BUBYEHHS aHTIIMCHKOT MOBH IIEBHUN 4YacC JTHS:
Kpale BpaHIli, SKIIO BH «KaHBOPOHOK», a00 BBeUepi, AKIIO BH «coBay. CKIamiTh
rpadik 3aHATH, IKOTO BaM OyJie HeBaXKKO MOTpuMyBatucsa. Hamaraiitecs BunTucs y
BiABEIEHUH vac. 3aliMaTHCS aHIUIIHCHLKOI0 MOBOIO CIIiJ KOKHHH A€Hb, HA THXKICHD
MOXHa 3poOWUTH HEe OuIbII omHOro BuXimHoro. IllogeHHi, HaBITH HE mIyXe
noBrotpuBaii (Hampukian, 20 XBHIMH), CAMOCTIWHI 3aHATTSA 3 aHTIIHCHKOI MOBH
3HAYHO KOPWCHIIII, aHDK 0araTOroJWHHUN «IITYpM» pa3 Ha TWwkAeHb. Komnwu
PiBEHBb BOJIOJIIHHS aHTIIIMCHKOK MOBOIO HAOJIMIKAETHCS JI0 CEPEIHBOTO, CKOPOTITh
YaCTOTHICTh 3aHATh A0 2-3 pa3. Jlume Ha mnOpoCcyHYTOMY eTami MOXKIHBI
IIOTH)KHEB1 CaMOCTIMHI 3aHATTS 3 aHTIIKMCHKOI MOBH. Bamr po3kiasn, mBumaie 3a
Bce, Oy/ie 3MIHIOBATHUCS, aJie JOTPUMYUTECS MPUHITUITY «KpaIlle 3aiiMaTUCSl YacTo
MOTPOXY, HIK piJIKo 1 0aratoy». I'padik 3aHSITh PO3MICTITH HA BUTHOMY MICII].

OnTumanbHa TPUBATICTH CaMOCTiHOTO 3aHATTA — 60-90 XBUIMH Ha JEeHb 3
000B‘s13k0BUM 5-10-XBIWJIMHHOIO TIepepBOI0 a00 0e3 mepepBu, SKIIO BOHO TPHUBAE
HE JIOBIIC TOAWHHW (CIOAM HE TIOBMHEH BKIFOYATHCS Yac, BIIBEJACHWN Ha
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3amam ‘SITOByBaHHA ciiB). KOXKHOMY MpOWIEHOMY YPOKY aHIJIIHCHKOT MOBH uYepe3
JesKui yac ciiijl 000B‘A3KOBO poOUTH 15-XBUIIMHHE TOBTOPEHHS TOTO HOBOTO, 1110
Oyno 3acBo€eHO. BuBuUarouM aHIMIACbKY MOBY, MEpII 3a BCE, HEOOXIIHO MAaTH
MO3UTUBHUM HACTPIN, TOOTO BUMTHUCS CJIIJ] IOYMHATH Y MOZUTUBHOMY CTaHI.

dokyc yBaru He0OXiJIHO 3MICTUTH 3 TOTO, 1[0 HE BUXOAUTH, HA TE, III0 BUXOIUTh
nobpe 1 kpaiie.

Pyxalitecs Big mpocToro no ckiaaHoro. I[lounHaliTe BUBYATH HaBYaIbHUN
Marepiai 3 TOro, o € A0CTaTHbO MPOCTUM, OCTYHNOBO 30UIBLIYIOYU CKJIAJHICTb.
Ile 103BOJAUTH BaM HIBUIKO WTHU JO METH 1 3aBXKAM 3aJUIIATHCS B MO3UTHUBHOMY
CTaHi.

3po6iTh KOMGOPTHI YyMOBHU [JIi CaMOCTIHHOTO BHMBYEHHS aHTJIIMCHKOI MOBH:
3py4He poOode Miciie, Xopoiie ocBiTieHHs. [IpuemMunii oH CTBOPIOE BiAMIOBIIHUI
EMOIIIITHUI HACTPIH.

SIKk BUBUYATH JIEKCUYHI OMHUIII.

Jlnst Toro, mo6 po3yMITH TEKCTU Ta PO3MOBIISATH aHTIIMCHKOK MOBOIO, Tpeba
OBOJIOZITH BEJIMKWM 3aIlacoM CJIiB Ta BUPA3iB.

° 3anam‘ATOBYHTE CI0Ba B KOHTEKCTI. TpeHylTe CBOIO aM'aTh Ha
3aCBO€HHS HOBHUX CIIIB

o Bunumiite cnoBa, sxi xoTumm 0 3amam‘statu. [Ipuaymaiite pedyenHst abo
CJIOBOCTIONIYKY JJISI KO’KHOTO CJIOBa

° Hogi crioBa Ta Bupa3u 3anycyiTe B 30IIUT YA HA OKPEMHUX KapTKax.

o UwuraliTe 1ikaBi aHTIIMChKI TEKCTH, KHHTH, JiTepatypy 3 daxy. Sk
paBujI0, 0araTo HOBUX CJIIB MIOBTOPIOOTHCS 1 3aIaM ‘SITOBYFOTHCSI MUMOBOJII.

o [ToguBHTECS B CIIOBHUKY TPAHCKPHIIIIIIO CJIOBA, SIKE BU XOTUIN O BUBYUTH.
[ 060B*s13k0BO HOTO IPOMOBTE

o JloOpe 3aBUiTh andapit: 1€ MOJIETIIUTH MOIIYK CITiB y CIOBHUKY.

o BuxopucToByiiTe HOBE CIOBO B pI3HUX CHUTyaIllsIX: TpH TEpeKasi

aHTJIACBKOTO TEKCTY, NPAKTUKYIOUMCh B AHTIIHACBKIA MOBI 3  JPY3sSIMH,
BHUKJIaJla4aMu, HOCISIMH MOBU

. ['onoBHyY yBary mpu BUBYEHHI aHTJIIHCHKUX CIIB MPUIUISTHTE THM, IO HE
CXOXI1 Ha CJIOBA PiAHOI MOBH.

o Bunumite mo olHOMY CIOBY Ha HEBEIMKOMY JIICTOYKY Tamnepy/CTikepi i
MOBICHTE 1X HA T1 MICIISA, KyJIH Y4acTO 3BEPTAEThCS Baml moriisia. [Ipu untanHi nuX
CJIIB IPOMOBJISIATE iX, ySIBIsIATE 00pa3

o Ha nmouatkoBoMy eTami BUBYEHHS aHIUIIICHKOI MOBHU 30arauyiite CBii
aKTUBHHUH 3amac CJI0BaMH, III0 4acTO BXXKHMBarOThcs. Hanami BimmaBaiiTe mepeBary
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TUM aHTJIACHKIM CJIOBaM, sIKI BU aKTHBHO BUKOPHCTOBYETE B Pi/IHIA MOBI

o 3anporpamyiiTe CBOIO CBIJOMICTb Ha T€, 110 BU JIMCHO MIBUIKO 1 JIETKO
3amam ‘ITOBY€ETE aHTJIMCHKI CJIOBa. SIKIIO BU MOKHU HE 30BCIM YIEBHEHI B ILOMY, TO
rpaiite, HIOM 1€ TaK 1 € — 1 BU MBUAKO T0OAUYUTE pe3yabTar!

o 3BepraiiTe yBary, siKy JEKCUKY BXKUBAIOTh HOCII aHIJIMCbKOT MOBHU, TOOTO
CHUIKYHTECS 3 IHO3EMISIMU, AUBITHCS aHTIINCHK] PUIBMU, CiIyXaiiTe paaio. Mosa —
e Ay)Xe THydYKa 1 pyXoMa cucTeMa, 1 Te, mo Oyno aktyaabHuM 10 pokiB TOMy,
MOX€ 30BCIM HE BIIMOBIIATH CHOTOJHINTHBOMY JHIO.

braok Communication skills - e Bci po3MOBHI HaBHYKH, SIKHX Ma€ 3100yTH
CTYJIEHT y pe3yJbTaTi CaMOCTIMHOI MIATOTOBKH J10 3aJiKy a00 €K3aMeHyY.

Sk po3BUBATH PO3MOBHI HABUYKH

Jns  Toro, mo0 HABUUTHUCS PO3MOBHIM aHMIIINACHKIA MOBI, HEOOXITHO
3amaM ‘sITaTH OJIHG 3 HAaWBAKIIWBIIINX MpaBW, MPO sike 0arato XTO YOMYCh
3a0yBae, - 11¢ MPAKTHKyBATUCS TOBOPUTH. UnM OiIbIlIe BH TOBOPUTE aHTIIHCHKOIO
MOBOIO, THM IIBH/IIIIC B HAIIPAIIbOBYETE PO3MOBHI HAaBUKH.

OnaHuM 3 HaUMPOCTIMUX 1 €PEKTUBHIMINX CHOCOOIB € MPUHIUI «III0 0ady, TO
criBaro». Ko y Bac MoyaTKOBUM piBEHb, TO MOXKHA BrOJIOC HA3UBATH MPEAMETH,
III0 OTOYYIOTh Bac, a00 MPOMOBJISTH KOPOTKi peueHHs, Hanpukiaaa: | go. | drink. |
water plants. OgHo4YacHO BHM, TaKUM YHWHOM, TPEHYETE CTPYKTYPY aHTJIIHCHKOTO
pEUYEHHS: MiAMET + MPUCYAOK B HUHIITHLOMY Yaci, 10 BUBYAETHCS.

Po3kaxite cob0i a6o komMy-HEOyb PO T, YMM BH 3alMaIMCs, 3aiiMaeTecss abo
Oynere 3aiiMaTHCS CHOTOJHI, 32 MICAIb, 3a pik. KopucHo mepekasyBatu (iTbMH,
pO3MOBiai, Pi3HI icTOpii. A MOXHA OJHY W Ty X Ka3Ky IepeKa3aTh y TPhOX
rpaMaTUYHUX Jacax.

MokHa TpakTUKyBaTH  PO3MOBHY aHTJIHCHKY MOBY, IIPOMOBIISIIOUU TIPO
cebOe pi3Hi ppas3u 1Mo Jopo3i 1oa0My a00 HaBYAHHS.

Bubepite aymiokacery/BigcoKaceTy/qucK, 1€ JIy)Ke IIBHIKO TOBOPATH
aHTJIACHKOI0 MOBOIO, aj€ MPH I[bOMY KOMYHIKAIli 3aJMIIAETHCA JOCTATHBO
3pO3yMiIOK0 1 BHUKOPUCTOBYETHCA TOPIBHAHO TMIPOCTA AHTJIIMChKA JIEKCHKA.
Bramumu moxyTts 6yt 3amucu CNN, e OUTbIIicTh TUKTOPIB TOBOPSITH 3 BEIUKOIO
mBuAKicTIO. [Ipocmyxaiite gparMeHT aymio 3ammcy 1 Bi3HAUTE KIIOYOBI CJIOBA,
¢pasu. CnpoOyiTe cka3zaTh PiTHOIO MOBOIO JesKi (pasu B momiOHOMY pUTMI i
CXOXOI MEJIOJNKOI0, May3aMH 1 T.M. BkIouiTe 3ammc 3HOBY 1 Hamaraurtecs 3
MIHIMAQJIBHOIO 3aTPUMKOI0O B 4Yaci BUMOBIATH (pazy 3a (pa3oro, CKOPOUYHOUHU
PO3pUB Y BiJICTaBaHHI.

SAx npanroBaTu HaJl TEKCTOM



Po6oTa Hag TekcTOM Mae 371HCHIOBATUCH Y TaKii MOCH1AOBHOCTI:

e VYBaXXHO MPOYMTANUTE TEKCT, HAMAralOyuCh 3p0O3yMITH HOT0 3arajlbHUM 3MICT.

e Bunumitk c10Ba y CIOBHUKOBUM 30IIUT, BUBYITH iX.

e UYuTaHHS KOXHOTO CJIOBa TEPEBIPTE 3a TPAHCKPUIIIEIO, sIKA JAEThCA Y
CJIIOBHHUKY.

e JSIKIIO CJIOBO YHTAETHCA HE 3a MPABUJIAMH, 3aMUIIITh HOTO TPAHCKPHUIIIIIIO.

e Jlopsn 3anumiiTe piAHOIO MOBOK 3HAYEHHS 1HO3EMHOTO CJIOBA, SKE
HaWOLIBIIE MIIXOIUTH 10 JAHOT'O KOHTEKCTY.

e [Ipounraiite TEeKCT Ie pa3, HAMaralUUcCh CXONMUTH HE TUIBKH MOTro
3arajJbHUI 3MICT, a ¥ AeTall

e OmpariiTe KO)KHE PEUEHHS TEKCTY, 00 3pO3yMITH HOT0 3MICT. Y BaXKKHUX
BUIIAJIKaX MPOaHaI3yHTe PEUCHHS: 3BEPHITh YBary Ha MOPSAOK CJIiB Y PEUCHHI.

3aiimaiiTecss MEPIOUYHO MPOTATOM MicAIsl. Y TMepepBax MK TPEeHYBaHHSIMU
3aCTOCOBYWTE OTPUMaH1 HABUYKH Yy CHLUIKYBaHHI aHTJIIHCHKOI MOBOIO 3 JAPY3SIMH,
BUKJIa/IauaM¥, B HABUAJIbHIN TPyIi — CKPi3b, Je 1ie 0y/ie TOPEUHO

KPUTEPII OLIIHIOBAHHS 3HAHB I BMIHb CTYJIEHTIB

Ominka "BiIMIHHO" BHCTaBJSETHCS CTYJACHTOBI, SKHM TIOBHICTIO BHUKOHAB
nporpamy Kypcy, TOOTO BUKOHAB YCi 3aBAaHHS mepeadadyeHi mporpamoro Kypcy,
MOKa3aB BUCOKWW PIBEHb 3HaHb TECOPETUYHOrO Ta MPaKTHUYHOro marepiamy. s
OTpPUMAaHHS BiIMIHHO1 OIIIHKM CTYJEHT IOBUHEH IMOKa3aTH BMIHHS Ta HaBUYKH
YCHOT'O JIaJIOTIYHOTO Ta MOHOJIOTIYHOT'O MOBJICHHS, a TaK0X IHCHhMOBOTO
MOBJICHHSI 3 BUKOPUCTaHHSAM JIEKCHYHOTO Martepiany Kypcy, PO3BUHYTI HaBUUYKH
JIBOCTOPOHHBOTO TIEPEKIady, CIyXaHHS, HABUYKU pedepyBaHHS IHIIOMOBHOTO
TEKCTY Ta CKJIQJIaHHS OCHOBHUX BHJIIB KOHTPAKTIB Ta JIIJIOBUX JIMCTIB.

Orinka "moOpe" BUCTaBISETHCS CTYACHTOBI, SIKUW MMOBHICTIO BUKOHAB MIPOTpaMy
Kypcy 1 IoKa3aB BiJAMIOBIAHUHN piBEHb 3HaHb MaTepiany Kypcy. Ha orminky "mobpe"
3aCIyTOBYE CTYJEHT, SKHM TPOJAEMOHCTpYBaB J0OpI BMIHHS Ta HaBHUYKH
ayJifOBaHHS, YCHOTO 1 TUCAMOBOTO MOBJICHHS 3 JICKCHIHOTO MaTepiairy Kypcy, Mae
100pi HABUYKH TBOCTOPOHHBOTO MEPEKIIATy, BMi€ pedepyBaT IHIIOMOBHUN TEKCT
Ta CKJIaJaTH OCHOBHI BUJIM KOHTPAKTIB Ta JUIOBHUX JIUCTIB.

Oninka "3a70BITBHO" BHUCTABISETHCS CTYACHTOBI, SKWM BUKOHAB MPOTpamy
KypCy He MOBHICTIO, TOOTO HE BCl 3aBJaHHs, nepeadadeHi KypcoM "AHIiichKa
MoBa TmpodeciiHOro crpsiMmyBaHHs", OyJ0 BHUKOHaHO TMOBHICTIO. Ha ouiHKY
"3a10BUILHO" 3aCIyroBy€ CTYAEHT, SKUW Ma€ 3aJ0BUIbHUN pPIBEHb MOBHOI
MIATOTOBKU, SKUW TOKAa3aB JIOCTaTHI HaBUYKU pedepyBaHHA Ta CKJIaJaHHs
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OCHOBHHUX BH/IIB KOHTPAKTIB Ta ILJIOBUX JIUCTIB.

Omuinka "He3a10BUILHO" BUCTABISETHCS CTYICHTOBI, SIKMI HE BUKOHAB MPOrpaMy

Kypcy, TOOTO HE BUKOHaB 3aBJIaHHS KypCy 1 HE MPOJEMOHCTPYBaB MEBHUX 3HAHb
Marepiaiy Kypcy, a TakoK, BMiHb Ta HABUYOK, Iepe10auyeHruX IporpamMorio Kypcy.

N o o ~ w D

© o«

11.
12.
13.
14.
15.
16.
17.

18

IEPEJIIK TEM JIJTSI CAMOCTIHHOI'O BUBYEHHA
3uaiiomcTBO. BizuTHa kaptka. (Introductions. Business card.)
JlinoBa komynikaris. (Business communication.)
Po3moga o tenedony. (Speaking on the phone.)
Hinoe nuctyBanus. (Business correspondence.)
Jinosi 3yctpiui. (Business appointments.)
360pu. (Meetings.)
dinancu. banku. (Finance. Banking.)
ITeperosopu. (Negotiations.)
[TpesenTamii. (Presentations.)
. Immopt ta excroprt. (Import and export.)
Kontpakru. (Contracts.)
Mixuaponauuii 6i3uec. (International business.)
Odic. (Office.)
[MpanesnamryBanus. (Employment.)
biznec. (Business.)
Opranizanis. Kommanis. @ipma. bpena. (Organization. Company. Firm.)
Binpsyokenns. (Business trips.)

. Jlimosa eruka. (Business ethitcs.)

3ABIAHHA JTVIA CAMOCTIHHOI POBOTH CTYJEHTIB
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Task 1
1. Read, translate (into Ukrainian) and retell (in Enqglish) the text.

Introduction Letters

Get your foot in the door with a well-written introduction letter and make
a powerful first impression!

7 tips for writing an effective introduction letter to introduce yourself:
Whenever possible, address your letter to a specific person.
Begin your letter by stating your name and your position or role, if relevant.
Tell how you got the reader’s name, if applicable.
Give the purpose for your letter.
Indicate what it is that you hope to accomplish by sending your letter (for
example, setting up a time that you can meet in person with the reader) or what you
would like the reader to do in response to your letter (such as grant you an
interview).

e Include any other important information about yourself or the purpose of
your letter (such as your contact information, brief history of your organization,
your goals, or the like).

e Close by thanking the person, and end on a positive note.

7 tips for writing a letter to introduce another individual:

e As you begin, mention the person by name.

e Identify your association with the person, whether it be personal,
professional, etc.

o Briefly tell the reader about your experience with the person.

e Forabusiness contact, you might want to include the person’s qualifications or
positive qualities, or mention past projects he/she has worked on or companies
he/she has worked for.

¢ |dentify the purpose of your letter and what you hope to accomplish by sending
it. If you would like to give the reader the opportunity to meet with the person you are
introducing, include the person’s contact information or mention when and possibly
where the individuals might be able to meet. However, do not put the reader under
any obligation. Especially for business contacts, you might include the person’s
business card, if possible.

e Close your letter by indicating your confidence that the meeting would be a
positive experience for both individuals, by reaffirming your hope that they can
meet, by restating your esteem for the individual, etc.

8 tips for introducing a company, organization, product, or service:

12



e Identify the name of your company or organization.

e Tell about the company or organization. Mention how it was started, how long
you’ve been in business, your mission or business objective or goals, and so forth. If
appropriate, identify the product(s) or service(s) you provide, and identify the
benefits of buying or using these products or services.

o Tell why they are better than the competition; how they will save the reader
time/money, make his/her quality of life better, or help him/her to accomplish a
certain goal; and so on.

e In short, tell the reader why he/she must have the product or service you
offer.

e Invite the person to an open house, grand opening, sale, etc. if applicable. If
you represent an organization, describe the benefits of the organization, such as the
good they do in the community, what they have been able to accomplish in the past,
the benefits of membership (if applicable), and so forth.

e Invite the reader to be your customer or to join your organization, or include
information on how he/she can purchase your product or service, whether at a
physical store, online, over the phone, etc.

e Include information that will allow the reader to find out more if desired
about your company or organization or the products or services you provide.

e Close by expressing your hope that the person will want to join your
organization or become a customer.

7 tips for introducing a new product or service to an established customer:

Thank the reader for his/her past business. Describe the new products or services
you are offering. Indicate why the reader should purchase the product or service (i.
e., mention the benefits of the product or service). If possible, include a pamphlet,
brochure, catalog, etc. that shows and describes the new products or services. If you
are making a special promotional offer or having a special sale on the new products or
services, include information about it. Indicate how the person can find out more
information or tell how he/she can buy your product or service. Close by reiterating
how valuable the customer is to you and, if desired, by mentioning your hope that
the reader will buy the new product(s) or service(s) you are offering.

2. Make 5 guestions to the text and answer them.
3. Translate into English.
1. 3 naBHIX-TaBeH MPEACTABHUKM PI3HUX HAPOJIB, 3YCTPIYalOUHCh, PIZHUMH

croco0amu BITalOTh OJJMH OJHOTO (0a)karoTh 100pa, macTs 1340poB’°s). 2. Birtanus
— HAWUMOMIMPEHIINN 3BUYall y AUIOBOMY CHUIKYBaHHI 1 BUMarae€ TaKTOBHOCTI. 3.
KoxxHoMy Hapojy, KO>KHIM coIllaibHIM TpyIll BIACTHBA BlacHA MaHepa MPUBITAHHS.
4. Tak, MOHTOJIM Ta 1HIOKUTAMNII BUSBOM BBIWIMBOCTI BBa)XKAalOTh MOTHUPAHHS HOCA,
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a y Hogiit 3enanii BITatoTh OJIMH OJJHOTO, IOTUKAIOYUCh HOcaMu. 5. Cepen Hapo/1iB
Hirepii BusiBOM mnoBaru € JOTHK JOOOM [0 MIJOTH, a OCh >kuTeni Tubery,
BITalOYUCH, 3HIMAIOTh TOJIOBHUM yOip MPaBOIO PYKOIO, JiBY 3aKja/ia- IOTh 32 BYXO 1
IpHU IIbOMY BHCOBYIOTH si3uKa. 6. B SImoHii 3acTOCOBYIOTBCA TpHU BUIU MOKJIOHIB:
HalHMKYM — calikeiipeit, cepenniil — mig kyrom 30° 1 nerkuit — mig Kkytom 15°.
7. Ha Cxopi xapakTepHOIO O3HAKOIO NPUBITAHHS € HAXUJ KOPILyca 3 OJHOYACHUM
BUKHJAHHAM pYK. 8. Y KkpaiHax, Ae 30epircs MOHapXi4yHU 4 HamiB(eoaaabHUN
pEXHUM, ICHYIOTh MPUBITAHHA Y BUIVISAI KOJIHOCXWJICHHS: TOBHOro (Ha 000X
KOJI1HAX) 1 HEMOBHOro (Ha ogHOMY). 9. B €Bpomi 3a3Buyail BiTalOTh OJIMH OJHOTO,
TPOXH MiAIIIMaIOUH JIBOIO PYKOIO Karetoxa 1 poOJisiuu Jerkuil ykii rososoto. 10.
[lopyiieHHsIM €TUKETY € IIIyMH1, HECTpUMaH1 IPUBITAHHS.

Exchanging Business Cards: Do’s and Dont’s of Business Introductions
1.Read, translate (into Ukrainian) and retell (in English) the text.

Exchanging business cards can be a smooth transaction, or it could be an awkward
situation. Use this guide to plan ahead so that you are ready when someone asks for
your business card.

Do be prepared Always have a handful with you to present to potential clients or
other business associates, even on the weekends. You’ll find that many important
contacts and business card exchanges can take place in the most unlikely places.
Don’t hand out torn or worn business cards Make sure they are clean and crisp
with no frayed edges or pen marks. The best method of keeping your cards in neat
form is a business card case. With designs ranging from techie to artsy to formal, you
are bound to find one that fits your style and personality.

Do make it a point to hand out business cards It doesn’t take a large
convention to bring customers and business owners together. Informal meetings are
one of the best times to network and exchange business cards. If the person you are
speaking with seems interested in your product or service you represent, offer that
person a business card.

Do receive a business card properly When accepting a business card, have a
good look at it for a few seconds. In your conversation, offer acompliment about
the logo, design, etc.

Don’t hand out more than one card to a new contact Only give one business
card to your new contact. Leaving two or three may give the signal that you want
them to make contacts for you which is tacky and unprofessional. Unless a prior
agreement is made to exchange more than one card, keep the focus on person-to-

person contact.
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Do exchange business cards smoothly When you first meet someone, it’s ok to
request a business card from them. However, If the person is of a higher position than
yourself, you should wait for them to offer their card to you first. Remember if they
want you to have a card, they will give you one!

Don’t place it in a bag, pocket or wallet Place the card you receive in a planner,
notebook or business card case. Never place the card in a wallet that will be put in
your back pocket. Doing so shows disrespect and an all around lack of organization
on your part.

Do take advantage of free advertising Local restaurants often hang a bulletin
board near the front counter for business cards to be posted. You can also place
your business card in the collection cups for drawings or mixers. They’re offering
you free advertising, so be ready to take advantage.

2.Make 5 guestions to the text and answer them.
3.Translate into English
Y wHamr yac BI3WUTHA KapTKa BpYYa€ThCA JIIOJII/IHi, 3 KO XO4YYTb

no3HaOMHUTHCST Onkde abo 30MparOThCsl TPOJOBXKUTU JUJIOBI BIAHOCHHU. 2.
[TignprueMiieBi pEeKOMEHIYETHCS 3aBXKIU MAaTH MPU COO1 HE MEHIIIE AECATH BI3UTHUX
KapTok. 3. Ha cmanoapmuiti éizumniti kapmyi TPONUCHUM HIPUPTOM JPYKYETHCS
npi3BuUIle, iM’5, T0-0aThKOBI; MAIMMH JIiTepaMHu — Tocaza, ajapeca ¢pipmu i TenedoH,
iHOM1 pakc. 4. Ha neskux BI3UTKax BKa3y€eThCs TUIbKH ajipeca 1 TenedoH GpipMu — 11e
Tak 3BaHl kapmku Gipmu. 5. IIpu 3HAHOMCTBI TMEPUIUM BpydYa€ BI3UTHY KapTKy TOM,
yuii paHr abo mocaga HWXK4YI. 6. SIKII0 mapTHEpH 3aiiMaroTh NMPHOJIU3HO OJTHAKOBI
ocaay, TO MEPIIUM BI3UTKY MAa€ BPYYUTH MOJIOAIINH 3a BikoM. 7. SKio 1 mocaza, i
BIK OJTHAKOBI, TO HE Ma€ 3HAYCHHS, XTO NIEPIITUM BPYUHTh BI3UTHY KapTKy. 8. I1ix uac
JTOBOT 3yCTpivi 3 1HO3EMHHMMH TapTHEpaMH Yy Bamrik ¢ipMi MepmiuMU MOBHUHHI
BPYUYUTH BI3UTHY KapTKy BU. 9. Konu Bu mepeOyBaeTe 3a KOPAOHOM, TO TEPIIMMHU
BI3UTHI KapTKu BpyuaroTh Bami maptHepu. 10. [1ix gac meperoBopiB Bi3UTHI KapTKu
PEKOMEHIYE€ThCS PO3TAIlIOBYBAaTH HA CTOJI Yy TOMY MOPSAIKY, Y SKOMY CHIATH
naptaepu. 11. Bi3uTHi kapTku Haifdacriie BpydarTh ocoducto. 12. [lpu nibomy He
MPUIHATO BUCIIOBIIOBATH MOASIKY 200 sIKi-HEOy b 1HII1 movyTTs. 13. Bi3uTHI KapTKu
MOXKHA 3aJIMIIaTH B OyJIMHKY ajgpecaTa Ha MOMEHT HOro BiacyTHOCTI. 14. Skmo Bu
JIOCTaBHJIM KapTKy OCOOMCTO, TO MOXKETE BINIrHYTH mpaBwii BepxHii KyT. 15.Taky
KapTKy 3aJMIIAI0Th Yy TUX BHIIAJIKaX, KOJHM 4Yepe3 SKiCh MPUYMHU BAC HE MOTIIA
npuitHATH. 16. 3aruH Ha KapTii O3HA4ae, MO0 BH OCOOWMCTO 3aJUIIMIN BI3UTHY
KapTKy Ha 3HAK TTIMOOKOT OBATH.
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Task 2
1.Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS COMMUNICATION

Business Communication is communication used to promote a product, service,
or organization; relay information within the business; or deal with legal and similar
Issues.

Business Communication encompasses a variety of topics, including Marketing,
Branding, Customer relations, Consumer behavior, Advertising, Public relations,
Media relations, Corporate communication, Community engagement, Research &
Measurement, Reputation management, Interpersonal communication, Employee
engagement, Online communication, and Event management.

The Business Communication message is conveyed through various channels of
communication, including the Internet, Print (Publications), Radio, Television,
Ambient, Outdoor, and Word of mouth.

Business Communication is a common topic included in the curricula of the
Masters of Business Administration (MBA) program of many universities.
There are several methods of business communication, including:

e  Web based communication — for better and improved communication,
anytime anywhere...

e e-mails, which provide an instantaneous medium of written
communication worldwide;

e telephoned meetings, which allow for long distance oral communication;

e  forum boards, which allow people to instantly post information at a
centralized location;

e and face to face meetings, which are personal and should be succeeded by a
written follow up.
2.Make 5 guestions to the text and answer them.
3. Translate into English.
1. JlimoBa po3MOBa BHMAara€ peTeIbHOI MIATOTOBKH, OCKUIBKH HaW4acTilie

MeperoBOpH — €IAMHA MOXKIHMBICTh TEPEKOHATH CMIBPO3MOBHHUKA CITIBIIPAIIOBATH 3
Bamu. 2. Byap-skoMy mignmpueMIieBI HEOOXIMHO M0Ope 3HATH TMpaBWia BEICHHS
nimoBoi po3moBu. 3. P0o3MOBY MOYMHA€E TicTh, ajieé AUIOBY YaCTUHY PO3MOBHU
MMOBUHEH BECTH TOM, XTO MpuiiMae rocteit. 4.IHiiaTiuBa B 0ecil 3aJIeKUTh B BaIlol

MUCBMOBUN CTUL. 6. becimy MpUAHATO BECTH 3a CHEIiAbHO NPHU3HAYCHUM IS
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LBOTO CTOJIOM, IPH LIbOMY TICTh MOBUHEH PO3TAILIOBYBAaTUCS MpaBOpyY Bif Bac. /.
[Tix yac AinmoBoi Oeciiu He CIiJ MiIBUIILYBATH TOJI0C, IPATyBATUCS, TAJTUTH CUTAPETH
y IPUCYTHOCTI HEKYpPILIB, HA3UBATU HA 1M’ 51 JIFO/IMHY, siKa OyJia I0IHO MpeIcTaBlIeHa
BaM. 8. He criig 3HIMaTH mijkak, KO 1HII HE poOssITh nboro. 9. CnupTH1 Hanoi
i 9ac Ii10Boi O6ecigu He nmojnaroThes. 10. Ha cTin MoXHaA MOCTaBUTH MIHEPAJIbHY
a00 pyKTOBY BOZly, NOKJIACTU CUT'APETH, @ XBUJIUH 32 I’ ATh-AECATh 3alPOINIOHYBATH
kaBy uM 4ail. 11. Ilicna 3akiHyeHHs Oeciiu npuiiMarouuil 000B’SI3KOBO TOBHHEH
IPOBECTHU TOCTEM 10 KOPULIOPY.

Task 3
1.Read, translate (into Ukrainian) and retell (in English) the text.

TELEPHONE TIPS

Speak slowly and clearly

Listening to someone speaking in a second language over the telephone can be very
challenging because you cannot see the person you are trying to hear. However, it may
be even more difficult for the person you are talking with to understand you. You may
not realize that your pronunciation isn’t clear because your teacher and fellow
students know and understand you. Pay special attention to your weak areas (such as
“r’s” and “I’s” or “b’s” and “v’s”) when you are on the phone. If you are nervous
about using the phone in English, you may notice yourself speaking very quickly.
Practice or write down what you are going to say and take a few deep breaths
before you make a phone call.

Make sure you understand the other speaker

Don’t pretend to understand everything you hear over the telephone. Even native
speakers ask each other to repeat and confirm information from time to time. This is
especially important if you are taking a message for someone else. Learn the
appropriate expressions that English speakers use when they don’t hear something
properly. Don’t be afraid to remind the person to slow down more than once. Keep
your telephone in an area that is away from other noise distractions such as a radio or
television.

Practice with a friend

Ask another student to practice talking on the phone with you. You might choose
one night a week and take turns phoning each other at a certain time. Try to talk for
at least fifteen minutes. You can talk socially, or role play different scenarios in a
business environment. If you don’t have access to a telephone, you can practice by
setting two chairs up back to back. The most important thing about practicing
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telephone English is that you aren’t able to see each other’s mouths. It is amazing
how much people lip-read without realizing.

Use businesses and recordings

There are many ways to get free telephone English practice. After business
hours, you can call and listen to recorded messages. Write down what you hear the
first time, and then call back and check if your notes are accurate. Use the phone in
your everyday life. Call for a pizza delivery instead of going out to eat. Call a salon
to book a hair appointment. You can even phone the movie theatre to ask for the
listings instead of using the newspaper. Some large cities have free recordings
you can call for information such as your daily horoscope or the weather. (Make
sure that you aren’t going to get charged for these numbers first.) Some products
have free phone numbers on the packaging that you can call for information. Think
of a question you might want to ask and call the free number! For example, call the
number on the back of the cereal box and ask for coupons. You will have to give
your name and address. Make sure you have a pen handy so that you can repeat the
information and check your comprehension.

Learn telephone etiquette (manners)

The way that you speak to your best friend on the phone is very different to the
way you should speak to someone in a business setting. Many ESL speakers make
the mistake of being too direct on the telephone. It is possible that the person on the
other line will think that you are being rude on purpose if you don’t use formal
language in certain situations. Sometimes just one word such as “could” or “may” is
necessary in order to sound polite. Youshould use the same modals you would use in
a formal “face-to-face” situation. Take the time to learn how to answer the phone
and say goodbye in a polite manner, as well as all the various ways one can start and
end a conversation casually.

Practice dates and numbers

It only takes a short time to memorize English Phonetic Spelling, but it is
something that you will be able to use in any country. You should also practice saying
dates and numbers aloud. You and a friend can write out a list of dates and numbers
and take turns reading them over the phone to each other. Record what you hear.
Swap papers the next day and check your answers. Click here to learn more about
numbers.

2. Make 5 guestions to the text and answer them.
3. Translate into English.
1. VYV nHanpyXeHOMY XHUTTI AUIOBUX JIIOJIEM CHUIKYBaHHS MO TeledoHY €

HE3aMIHHOIO MOXKJIMBICTIO JIJIS MIBHAKOTO PO3B’si3aHHS TpoOiem. 2.0gHaK mepir
HDK Tesie(pOHYBATH y BaXIIMBIN cIIpaBi, 0COOJIUBO 10 JIOJUHU, CTATYC KO BUILUH, a

ii pllIEeHHS MaTUMe BaXIJIUMBE 3HAuU€HHs, Tpeda cHoyatky npo0pe OOMipKyBaTH
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MOXJIHMBHHU mepedir MaiOyTHboi po3mMoBH. 3. [t nporo Tpeda ysaBUTH COO1 JIIOUHY, 3
SIKOIO JIOBEJIETHCSI PO3MOBIISITH, 1 PO3MOBY OyJyBaTH, BPaXOBYIHOUH ii 0COOJIMUBOCTI.
4. JTo Toro x Tpeda 3BakaTH Ha Te, 110 B HEi 0OMajb 4acy 1 He BOHA € 1HIIaTOPOM
Oecinu. 5. becina Mae BigOyBaTHCs MOETAaNHO: B3a€MHE MPUBITAHHS, YBEICHHS
CIIIBPO3MOBHUKA B KypC CIOpaBu, OOroBOpPEeHHS MpoOJeMHu, 3akiIouHi cinoBa. 6.
Buknagatoun mnpobiemy 1o TenedoHy, Cli JOTPUMYBATHUCh MaKCUMAalbHOI
JakoHIYHOCTI (pa3, TOYHOCTI (HOPMYJIIOBaHb, OJHO3HAYHOCTI BHCJIOBIIIOBaHb,
YITKOCTI AUKUIL. /. YMOBHO Tene(OHHY PO3MOBY MOXKHA MOJAUIUTH Ha o@iyiuny 1
npusamuy. 8. TeneoHHa po3MoBa, SIK MPABUIIO, MOUYUTAETHCA 3 NpuBiTaHHs. 9. He
CIIiJ| 3aIUTYBaTU: 3 KUM 51 TOBOpro? YacTo B Aep)KaBHUX yCTAHOBAX MOXKHA MOYYTH
mabnonny pasy — typoye Bac takuii-to. 10. [{ioBa Tenedonna po3moBa B pobOTi
YCTAaHOBU YW 3aKialy aX HIsIK HE MOXe TypOyBaTH, 00 BOHA sl I[bOTO W
npu3HaueHa. Ba)kmMBUM € BMiHHS CITyXaTu criBpo3MoBHHKA. 12. BuxoBana moanHa
He OyJe nepeOuBaTH CIIBPO3MOBHUKA UM MONpPaBiaTU. 13. 3a €eTUKETOM 3aBepliye
TenepOHHY PO3MOBY SIK Y JUIOBOMY, TaK 1 IPUBATHOMY CIUIKYBaHHI, ii iHiliatop. 14.
3aBepinyroun TesneOHHY PO3MOBY, 000B’sI3K0BO Tpeba mormpomarucs. 15. Bapro
nam’sTaTv, 1[0 HaJMIpHA BBIWIMUBICTh, YJCCIMBICTH HE TMPHUKPAIIAIOThH
CIIBPO3MOBHUKA, 11€, HABIAKH, CBITYUTH MPO HOTO HU3bKUM €TUUHUM PIBEHB 1 MOXKE
BUKJIMKATH PO3JPATyBaHHS.

Task 4
1.Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS CORRESPONDENCE

Business correspondence serves a variety of purposes throughout the career cycle,
but most of all it reflects professional courtesy during the job search.

It can be quite time-consuming to correspond personally with everyone you
encounter during a job hunt, but each person has the potential to play a role in your
job-hunting network. While generally not required, correspondence through formal
letters, memos, or email also provides an opportunity to remind the company and the
people you have contacted of your interest.

Cover letters

More than a mere formality, a cover letter can spark interest in your special skills
and give extra information. Cover letters help explain anomolies that may stand out
In a resume, such as a move or career change, salary requirements, or your special
link to the company.

Keep the letter to a few brief paragraphs. Avoid generalizations, even when you
send out a mass mailing. Be clear about where you are, what you have to offer, what
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you want, and when you want it.

Mention only positive things. For example, instead of stating: “Even though |
only have two years experience in the industry,...” leave out the negative clause and
write: “I doubled my experience in the industry by spending two years in a highly
competitive company”. Be formal, yet friendly and open. Use statistics, highlighted
statements, or bullets. Because recruiters often skim, make sure vital information can
be easily spotted.

Personalize

Address the cover letter to a specific person if you can. Use the head of human
resources as a contact if you cannot pinpoint the manager for the particular job you
want. If you know someone at the company, or if you have some recognizable and
attractive qualification the recruiter would jump at, put it in the first sentence.

Vary your approach

There are a number of reasons why you might be contacting an employer during
a job search and it is important to highlight the strengths of each approach in your
cover letter.

e  When responding to a job posting, refer to where and when you saw the
advertisement. Tailor your letter to the job as described by showing how your skills
and experience perfectly match its requirements.

e If you send a resume blindly, you have the opportunity to show off your
ambition as a proactive rather than reactive job seeker. This drive could be
something potential employers applaud. Point it out.

e Your best shot at being hired comes from someone referring you to the job
or by using a mutual contact's name. Include in your job search people your friends
have mentioned, people you have met or heard about at a social gathering, and
professional contacts from your current job. Mention the contact's name in the first
sentence and refer to any previous meetings or conversations.

Say why you fit

Explain what intrigues you about the position and the company. If there are
aspects of the job that would enhance your career, state them.

Use the cover letter to show how and why you are a perfect match. Highlight a
couple of skills from your resume. Get specific. If you are answering an ad,
respond directly to the points raised in the job description.

Keep an eye on the industry and the companies you are looking at to spot trends
or developments. Mention a company’s recent media exposure or incorporate
relevant industry news into your cover letter. Be creative.

Start the communication ball rolling

Sometimes a cover letter is just a heads-up that you will be calling. Add a
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paragraph at the end saying when you plan to follow up and how you can be
contacted.

Say thank you

Thank-you letters remind employers of your presence in the applicant pool. If
eloquently written, they might help tip the balance in your favor. They cannot hurt,
even if the company has already settled on you. They restate your interest in the
position, give thoughts in response to the interview, and reaffirm the next step. The
thank-you can be handwritten, typed, or emailed, but should be brief.

Respond to rejection

You are not expected to respond to a rejection letter. But if you get one, the
company clearly values formality and a response would show your
professionalism. The letter should be brief, leaving open mention of the future.

Decline with finesse

If you have more than one offer, or you feel that a position does not meet your
satisfaction, send a letter politely declining the job. You may need or want to
communicate with this employer in the future and you will want to maintain good
relations. In a couple of short paragraphs, thank the recruiter for his/her time and be
vaguely positive about future contact.

Formally accept

Beyond the obvious statement of thanks for having been offered a position, the
acceptance letter formalizes your agreement to the terms of the job as described in
the offer letter. It can be a good legal move as well as a polite one. After the
statement of thanks, briefly restate your duties, salary, and benefits package as you
understand them.

2. Make 5 guestions to the text and answer them.

3. Translate into English.

1.HezanexxHo BiJ 3MiCTy, CTHJIb JUIOBOTO JINCTA TIOBUHEH MAaTH JOOPO3UUIHBHI,

MapTHEPCHKUI XapakTep. 2. Y HbOMY MOEIHYIOTh MPHUPOJHI €THYHI HOPMHU JTIOJACHKUX
BIJIHOCHH Ta 1HTEPECH CIPaBH, HE MiIKPECIIOITh 3HAUYIIICTh BJIACHOTO CIIYK00BOTO
cTaHoBHIa. 3. YCIO KOPECMOHJCHIII0O MOXXHA MOAUIMTA Ha (QopMmaipHy Ta
HedhopmanbHy. 4. @opmanbHI JTUCTH — MIATOTOBIEHI BiJ IMEHI MiAMPUEMCTBA,
bipmu iHmIN ¢ipmi Ta MawTh odimiiHui xapaktep. 5. Hedbopmanbui nmuctn —
CKIQAIOThCs TicHs OQIMIMHOTO 3HAHOMCTBA, MICJIS BCTAHOBICHHS MAaPTHEPCHKUX
BITHOCMH MDK TpAIiBHUKAMH OJHOTO PiBHS (HAMPUKIIAZ, MEHEKEpOM 31 30yTy
ofHi€T hipMU aHAOTIYHOMY MEHEIKepy 1HIIo1 GipMHu) 3 TTPOMO3HUIIIEI0 PO OCOOUCTY
3yCTp14 Jyisl OOrOBOPEHHS AUIOBUX MTUTaHb, 00OMiIHY 1H()OpMAITIETO.
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Task 5
1.Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS APPOINTMENTS

From time to time we all need to cancel or postpone an appointment due to
unforeseen circumstances and, for the most part, we can do this verbally over the
phone or inperson.

There are, however, occasions where it’s necessary to confirm this in writing.
Sometimes it is mandatory and other times we may simply do this as a courtesy
gesture or to provide ourselves with written confirmation as back-up that we have
cancelled or postponed an appointment in case there might be legal ramifications
and/or charges attached if a company, for example, decides to take action against us
for failing to notify them.

More often than not, charges or legal action associated with cancellations tend to
be with regard to purchase agreements we have entered into and not appointments
we have failed to keep. However, as a precautionary measure, it makes sense to send
a written notification in these instances too in order to avoid any confusion. For
example, you may cancel a dental appointment over the phone but, for whatever
reason, it might not have been entered onto the system correctly and you might find
yourself receiving a letter down the track in which your dentist is charging you a
fee for your apparent ‘failure’ to keep the appointment.

On the other hand, letters of this kind are often sent as a courtesy and to allow
others to amend their diaries and also to, perhaps, make the most of their busy
schedule. This will often be associated with business where a meeting might be
arranged but where one of the parties involved have to cancel or postpone for some
reason.

A letter informing somebody of your need to cancel or postpone an appointment
can be quite brief. You should firstly apologise that you cannot honour the
appointment and state the date and time that it was due to take place. It’s also
courteous to state the reason why you have had to postpone or cancel. If it’s a
postponement, you should give the recipient a date and time you can re-arrange it for,
or, alternatively, it is often better to ask them to get back to you with an alternative
date and time.

2.Make 5 guestions to the text and answer them.
3.Translate into English.

1. Bynp-sika 3ycTpid, a TUM OUIbIE iI0Ba, BiAOYBA€THCA 3 TIEBHOIO METOHO. 2.
Kpurepisimu O1IHKK pe3yabTaTiB B3a€EMOJAII OKpPIM JOCSITHEHHS OakaHOi METU €
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(dakTopu, MmO BIIOOPAXKAIOTh PECYpPCHI BUTPATH YYACHUKIB; 4Yac, CTYIiHb
HaIpY>KEHOCT1 1 XapakTep BiIHOCMH MK HuUMH. 3. [1]o0 edexTuBHO mTpoBecTH
JIIOBY 3yCTpiy, 10 HEi HEOOXITHO CEPHO3HO MiJI- TOTYBATHUCh 1 MPOAYyMaTH BCE 0
npiOHuLb. 4. IIpo AioBY 3ycTpid NPUMHATO TOMOBIISITHCS 3a3aJIETi/lb, IPU LILOMY
Yyac MK JIOMOBJICHICTIO 1BJacHE 3yCTPIUUIO 3aJIEKUTh BiJI KOHKPETHUX OOCTaBUH Ta
il mporpamu. 5. Y Mexax OJHOTO PErioHy HaWJIOLUIbHIIIE JAOMOBISATUCS 3a 2—3
nH1. 6.3amiaHoBaHa 3a JECSATOK JIHIB JAUIOBAa 3yCTpid 4acTo OyBa€ MiIrOTOBJICHA
ripiie Juiie 4epe3 MCUXOoJ0riyHl npuuuHu. /. CrHovaTKy Hauye € 4ac Ui po3B’S3aHHSA
OprasizalifHuX MUTaHb Y HACTYTIHI JHI, @ MOTIM, 3 OTJISly HAa MOJIMBI Hemepea0ayeHi
00CTaBMHU, Yacy MOKE MPOCTO HE 3ANUIIUTUCH. 8. OCOOIMBOI PETENBHOCTI MOTPedye
oprasizaiiis 3ycTpiui 3 iHOo3eMUsaAMH. 9. Jlo Takoi 3ycTpidi moTpiOHO, Oe3nepeyHo,
TOTYBAaTHCS 3aBUACHO, TIEPEeI0AUMBIIN BCi €IEMEHTH MpPOTrpamMu iX nepeOyBaHHS:
HOPSAOK 3YCTpidi; MEepPCOHANBHUI CKIAJ YYaCHHKIB; y4acTh NPEACTaBHUKIB MpeEcH;
BpY4YEHHS KBITIB, BITaJbHI MPOMOBH; PO3MIIICHHS Yy TOTelNi; AUIOBa YacTUHA;
BIJIBIYBaHHA KyJIbTypHUX 0O0’€KTIB; TMOI3AKM KpaiHOW; Heo(DIliiiHi npuiiomu;
npooau. 10. IIpo opranizamito AUIOBOI 3yCTpidui MOXKHA JIOMOBJISTHCS 3a
JIOTIOMOTO10 €JIEKTPOHHOT MOIITH, Mo (akcy 4M, Halmpocrime,— 1o Tenedony. 11.
[lepen TiMm, sIK B3STH B pyKu TeseOHHY TPYOKY, IPONOHYETbCS HAKPECIUTH BCl
BXJIMB1 OpraHizamiiiHi MOMeHTH 3ycTpiui. 12. OCKUIbKH, SIKIIO IIOCh 3a0yTH,
BUXOAWTH IIOBTOPHO Ha 3B’sA30K Oyzae He 30BciM 3pyuHo. 13. IIporokosiom
nepea0avYaroThCs TaKi OCHOBHI MOMEHTH JJOMOBJICHOCTI: TIPpeAMET JA1JI0BO1 3yCTpidi;
MICIIE€ TIPOBEICHHS;, YaCOBI MEXKI.

Task 6
1.Read, translate (into Ukrainian) and retell (in English) the text.

MEETINGS

Meetings are sometimes held around conference tables. In a meeting, two or more
people come together for the purpose of discussing a (usually) predetermined topic
such as business or community event planning, often in a formal setting.

In addition to coming together physically (in real life, face to face),
communication lines and equipment can also be set up to have a discussion between
people at different locations, e. g. a conference call or an e- meeting.

In organizations, meetings are an important vehicle for human communication.
They are so common and pervasive in organizations, however, that many take them
for granted and forget that, unless properly planned and executed, meetings can be a
terrible waste of precious resources.

Because of their importance, a career in professional meeting planning has
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emerged in recent years. In addition, the field of Meeting Facilitation has formalized
with an internationally-recognized “Certified Professional Facilitator” designation
through the International Association of Facilitators (IAF)

Meetings are often held in conference rooms

Meetings fall into ten categories:

1) Status Meetings, generally Leader-led, which are about reporting by one-way
communication.

2) Work Meetings, which produce a product or intangible result such as a
decision.

3) Staff meeting — typically a meeting between a manager and those that report
to the manager (possibly indirectly).

4) Team meeting — a meeting among colleagues working on various aspects of
a team project.

5) Ad-hoc meeting— a meeting called together for a special purpose.

6) Management meeting — a meeting among managers.

7) Board meeting — a meeting of the Board of directors of an organization.

8) One to one meeting — a meeting between two individuals.

9) Off-site meeting — also called “offsite retreat” or “retreat” and known as an
Away day meeting in the UK.

10) Kick-off Meeting— is the first meeting with the project team and the
client of the project to discuss the role of each team member.

Meeting styles

e stand-up meeting

e Dbreakfast meeting

o Off-site meeting

Meeting frequency options

Since a meeting can be held once or often, the meeting organizer has to
determine the repetition and frequency of occurrence of the meeting. Options
generally include the following:

e A one-time meeting is the most common meeting type and covers events that
are self-contained. While they may repeat often, the individual meeting is the
entirety of the event. This can include a 2006 conference. The 2007 version of the
conference is a stand- alone meeting event.

e A recurring meeting is a meeting that recurs periodically, such as an every
Monday staff meeting from 9:00AM to 9:30 AM. The meeting organizer wants the
participants to be at the meeting on a constant and repetitive basis. A recurring
meeting can be ongoing, such as a weekly team meeting, or have an end date, such as
a 5 week training meeting, held every Friday afternoon.
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e Aseries meeting is like a recurring meeting, but the details differ from meeting
to meeting. One example of a series meeting is a monthly “lunch and learn” event at
a company, church, club or organization. The placeholder is the same, but the agenda
and topics to be covered vary. This is more of a recurring meeting with the details to
be determined.

2.Make 5 guestions to the text and answer them.
3.Translate into English.
1. Ilepumii Kpok 10 ycmixXy AUIOBOI 3yCcTpidl — Ii€ MPaBUIBLHUN BUOIp yacy 1 JHs

TkHs. 2. [Ipu 3ycTpivi Biu-Ha-BI1Y HEOOX1THO OpaTu A0 yBaru 0OCTaBUHU J1IIOBOTO
KUTTS napTHepa 1 oro 6ioputMmu. 3. IIpu Benukiid KUIBKOCTI YYaCHHUKIB Oa)kaHO
OyTH B Kypcl CIpaB yciX 1 KOXKHOTO 1 BpaXxOBYBATH ALIOB1 3BUUKH napTHepiB. 4. [1[00
3ycTpiu BimOysiach Ha HAJIEKHOMY PiBHIi, TICUXOJIOTH IMPOTOHYIOTh BPaxOBYBAaTH
nesiki pakropu. 5. He umanyBatu 3ycTpiu 0e3mocepeHbo nepea 00i1oM: MOCIiX Ta
IYMKH Tpo DKy Jumie 3aBaxatumyTb. 6. [Ipubausno o6 11 roamHi opraHizm Bxke
noTpedye Mia3apsIKku, TOMY, SKIIO 3yCTpid Bxke mepeadadeHa, Oyae nobpe y mpoieci
TMIEPETOBOPIB  3aMpoONOHYBAaTH MNapTHEpaM 4Yaliky KaBu, mock mnoictu. 7. lle
nigoaapopuTh 00MAB1 cTopoHu. 8. He ciixg mmaHyBatu 3ycTpid 1 ofpasy IMiCis
00ixy, 1i OakaHO TPOBOAWTH Xo4a O depe3 TOAWHY, HAJABIIM TMapTHEpaM
MO>KJIMBICTD 310paTUCS 3 AYMKaMH 1 IEPETIIHYTH 1HpOpMaIlito, mo Hagiima. 9. ¥
MOHEIIJIOK JIIOJIAM TOTpiOeH dYac, 00 HamalTyBaTUCA Ha POOOUYMN PHUTM IICIs
Buxigaux. 10. Xoua, 3 iHIIOr0 OOKY, y IOHEJIKA € TepeBara “CBIXOi rOJIOBU”, 1 B
el JIeHb MOXKHA 3YyCTpiuaThCs NIl OOTOBOPEHHS BaXKJIMBHUX MPOOJIEM, TUIAHYIOUN
3aKIHUMTH 1X 40 KiHI THKHA. 11.Y 11’ ATHHITO JIFOAU BXKE OUYIKYIOTh BUXITHUX, IIEH
J€Hb — HE HaWKpamui Uis JOJaTKOBOTO HANpyXXKyBaHHS JTyMmMokK. 12.
OGroBoproiiTe  TpuBamicTh 3ycTpiui. 13. Moke cratucs Tak, IO Ball
HETonepeHKCHUHN apTHEP Yepe3 MIBrOANHY IICHs MOYaTKy 3yCTpiui BUOAUHUTHCH 1,
MOCJIaBIINCh HAa HEOOXIAHICTh BUKOHAHHS CBOIX HE MEHII BaKIJIHUBHX CIIPAaB,
3amumuTh Bac. 14. OOyMOBIIEHOTO dYacy TIPOBEICHHS 3yCTpiul MPHUHHSITO
JOTPUMYBATUCH 000B’A3K0BO. 15. ¥ BUMaiKy, SIKIO y BAIIOro MapTHEPA BUSBUTHCS
HIUTbHUN rpadik poOOTH, OpraHi3yiHTe MPOBEACHHS AUIOBOT 3yCTPiui TAKUM YHHOM,
mo6 OyB 4Wac He JMIe JUIsl BUKIAISHHS BaIloi MO3MINI, a ¥ U1 MOXIUBUX
BIAMOBIICH HA 3aMUTaHHS 1 HEOOXITHUX MOSCHEHb, HE TMOTJIAAAI0YN HA TOJMHHUK. 16.
JIOMOBUBIIMCh TpPO Yac MPOBENCHHSA 3ycTpiui, OyabTe TOYHUM. 17. 3amizHeHHs
BBAXKAETHCA 3HEBATOI0 10 MpHUIMarodoi 0coOM 1 MOXKE MO3HAYUTUCh HA XOJIi
neperoBopiB. 18. VY Bumagky npumyCTUMOI 3aTpUMKH HaMaraTech 3HAWTH
MOXJIMBICTh, HEXall HABITH 3a KOPOTKHH yac, MOMEpPEeNuTH MapTHepa 1 BIAMOBIAHO
BuOauutuch. 19. IlpuiiMarounit Mmae MopajibHE MPaBO, MOYEKABIIN TOCTS HAJICKHY
YBEPTh TOAWHH, 3aHHATHCS CBOIMHU CIpaBaMH, TEPEIOPYYMBINN TEPETOBOPH CBOIM

3aCTyNMHUKaM, a00 B3araJji B LIei IeHb BIIMOBHUTHUCH BiJ] 3yCTPIYi.
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Task 7
1.Read, translate (into Ukrainian) and retell (in English) the text.

FINANCE

Finance studies and addresses the ways in which individuals, businesses, and
organizations raise, allocate, and use monetary resources over time, taking into
account the risks entailed in their projects. The term finance may thus incorporate
any of the following:

e  The study of money and other assets;

e  The management and control of those assets;

e  Profiling and managing project risks;

e  The science of managing money;

e Asaverb, “to finance” is to provide funds for business or for an
individual’s large purchases (car, home, etc.).

The activity of finance is the application of a set of techniques that individuals
and organizations (entities) use to manage their money, particularly the differences
between income and expenditure and the risks of their investments.

An income that exceeds its expenditure can lend or invest the excess income. On
the other hand, an entity whose income is less than its expenditure can raise capital
by borrowing or selling equity claims, decreasing its expenses, or increasing its
income. The lender can find a borrower, a financial intermediary, such as a bank or
buy notes or bonds in the bond market. The lender receives interest, the borrower
pays a higher interest than the lender receives, and the financial intermediary
pockets the difference.

A bank aggregates the activities of many borrowers and lenders. A bank accepts
deposits from lenders, on which it pays the interest. The bank then lends these
deposits to borrowers. Banks allow borrowers and lenders, of different sizes, to
coordinate their activity. Banks are thus compensators of money flows in space.

A specific example of corporate finance is the sale of stock by a company to
institutional investors like investment banks, who in turn generally sell it to the
public. The stock gives whoever owns it part ownership in that company. If you buy
one share of XYZ Inc, and they have 100 shares outstanding (held by investors),
you are 1/100 owner of that company. Of course, in return for the stock, the
company receives cash, which it uses to expand its business in a process called
“equity financing”. Equity financing mixed with the sale of bonds (or any other
debt financing) is called the company’s capital structure.

Finance is used by individuals (personal finance), by governments (public
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finance), by businesses (corporate finance), etc., as well as by a wide variety of
organizations including schools and non-profit organizations. In general, the goals
of each of the above activities are achieved through the use of appropriate financial
instruments, with consideration to their institutional setting.

Finance is one of the most important aspects of business management. Without
proper financial planning a new enterprise is unlikely to be successful. Managing
money (a liquid asset) is essential to ensure a secure future, both for the individual
and an organization.

2. Make 5 guestions to the text and answer them.

3. Translate into English.

[IpoBinHOIO JaHKOIO (PIHAHCOBOI CUCTEMU JEP>KaBU € (P1HAHCU MIAIPUEMCTB YCIX
(dbopM BIacHOCTI, SIK1 Yepe3 CUCTEMY MOJIaTKIB IEPEPaXOBYIOThCS 0 OIO/IKETIB YCIX
piBHiB. 2. [Ipu BUBYEeHH]1 (piHAHCIB MIANMPUEMCTB HEOOX1THO BPaXxOBYBaTH Pi3HI popMHU
BJIACHOCTI: JIep’KaBHY, akKIlOHEpHY, OpeHAHY 1 mpuBatHy. 3. (DiHaHCOBI pecypcu
HiAITPUEMCTBA — II€ HOro IpoIIoBi 3aco0u, 0 MepedyBaloTh Y HOT0 MOCTIHHOMY
a00 YaCTKOBOMY BOJIOJIHHI JIJIsI 3a0e3meueHHs yMOB Oe3nepeOiitHol qISIbHOCTI, a
TaKOX JOCTaTHIX JOXOJIB 1 Hakomu4eHb. 4. [[>epenom (iHAHCOBUX PECYpCIB €
CTBOPIOBAHUHN MIANPUEMCTBAMH UYUCTUN TMPOAYKT y TPOLIOBOMY BHUpPAKEH HI. O.
diHaHCOBa CaMOCTIHHICTh MIANPUEMCTB TOTpeOye aKkTUBHOI  (piHAHCOBO-
rocroAapchkoi AISUTBHOCTI, sika 3a0e3nedyBaia 0 MOXKIHMBICTh HE JIUIIE MOKPUBATH
BUPOOHUY1 BUTPATH, a i CTBOPIOBATH MPUOYTOK.

1.Read, translate (into Ukrainian) and retell (in English) the text.
BANKING

A bank is a commercial or state institution that provides financial services,
including issuing money in various forms, receiving deposits of money, lending
money and processing transactions and the creating of credit. A commercial bank
accepts deposits from customers and in turn makes loans, even in excess of the
deposits; a process known as fractional- reserve banking. Some banks (called Banks
of issue) issue banknotes as legal tender. Many banks offer ancillary financial
services to make additional profit; for example, most banks also rent safe deposit
boxes in their branches.

Currently in most jurisdictions commercial banks are regulated and require
permission to operate. Operational authority is granted by bank regulatory
authorities which provides rights to conduct the most fundamental banking
services such as accepting deposits and making loans. A commercial bank is
usually defined as an institution that both accepts deposits and makes loans; there
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are also financial institutions that provide selected banking services without meeting
the legal definition of a bank.

Banks have influenced economies and politics for centuries. Historically, the
primary purpose of a bank was to provide loans to trading companies. Banks
provided funds to allow businesses to purchase inventory, and collected those funds
back with interest when the goods were sold. For centuries, the banking industry only
dealt with businesses, not consumers. Commercial lending today is a very intense
activity, with banks carefully analysing the financial condition of their business
clients to determine the level of risk in each loan transaction. Banking services
have expanded to include services directed at individuals, and risk in these much
smaller transactions are pooled.

A bank generates a profit from the differential between the level of interest it
pays for deposits and other sources of funds, and the level of interest it charges in
its lending activities. This difference is referred to as the spread between the cost of
funds and the loan interest rate. Historically, profitability from lending activities has
been cyclic and dependent on the needs and strengths of loan customers. In recent
history, investors have demanded a more stable revenue stream and banks have
therefore placed more emphasis on transaction fees, primarily loan fees but also
including service charges on array of deposit activities and ancillary services
(international banking, foreign exchange, insurance, investments, wire transfers,
etc.). However, lending activities still provide the bulk of a commercial bank’s
income.

The name bank derives from the Italian word banco “desk/bench”, used during
the Renaissance by Florentines bankers, who used to make their transactions above
a desk covered by a green tablecloth. However, there are traces of banking activity
even in ancient times.

2. Make 5 guestions to the text and answer them.

3. Translate into English
1. SIx Oyap-sike MiAIPUEMCTBO, OAHK € CAaMOCTIHHO TOCIIOIAPIOI0YNM CY0’ €KTOM,

Mae mpaBa I0pUANYHOT 0COOHU, BUPOOJIsie Ta pealizye NpOAyKT, BAKOHYE MOCIYTH, /i€
HAa TPUHIMAIAX TOCHPO3paxyHKy. 2. BiH Bupimye mnuTaHHS, MOB’s3aHl 13
3aJI0BOJICHHSIM CYCITUTBHHUX MOTPEO Y CBOEMY MPOAYKTI Ta MOCIyrax 1 peaizaiieio
HAa OCHOBI OTPHUMAHOTO NPHOYTKY COIIAJIBHUX Ta E€KOHOMIYHMX IHTEPECIB SK
YJICHIB HOTO0 KOJIGKTHBY, TaK 1 IHTEpECiB BIIaCHWKA MaiiHa 0aHKy. 3. bank Moxe
3MIMCHIOBATH OYIb-SKI BHJIHM TOCHOJAPCHKOI JISIIBHOCTI, SKIIO BOHU HE
cynepeydarh 3aKOHaM KpaiHu Ta BUILIMBAIOTH 13 CTATYTy OaHKy. 4. baHku “KynyroTs”
pecypeu, “ipoAaroTh”’, QYHKIIOHYIOTh Yy cdepl Mepepo3nojAlly, CHPUSIIOTh OOMiHY
ToBapaMu. 5. baHKk — 1e 1 KpeauTop, 1 MO3UYAIBHUK, 1 MOCEPEAHUK MIX
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IOPUANYHUMH 1 (HI3UYHUMHU 0cO0aMu, 1 MOCEPEAHUK y TPOLIOBUX PO3paxyHKax, y
LUX SIKOCTSIX BIH PO3KPUBAE CBOIO CYTb.

Task 8
1.Read, translate (into Ukrainian) and retell (in English) the text.

NEGOTIATIONS

Broadly speaking, negotiation is an interaction of influences. Such interactions,
for example, include the process of resolving disputes, agreeing upon courses of
action, bargaining for individual or collective advantage, or crafting outcomes to
satisfy various interests. Negotiation is thus a form of alternative dispute resolution.

Negotiation involves three basic elements: process, behaviour and substance.
The process refers to how the parties negotiate: the context of the negotiations, the
parties to the negotiations, the tactics used by the parties, and the sequence and
stages in which all of these play out. Behaviours to the relationships among these
parties, the communication between them and the styles they adopt. The substance
refers to what the parties negotiate over: the agenda, the issues (positions and —
more helpfully — interests), the options, and the agreement(s) reached at the end.

Skilled negotiators may use a variety of tactics ranging from a straight forward
presentation of demands or setting of preconditions to more deceptive approaches
such as cherry picking. Intimidation and salami tactics may also play a part in
swaying the outcome of negotiations.

Negotiation occurs in business, non-profit organizations, government branches,
legal proceedings, among nations and in personal situations such as marriage,
divorce and parenting. See also negotiation theory.

2.Make 5 guestions to the text and answer them.

3.Translate into English.

1. TleperoBopyn TOBMHHI TPUBECTH N0 TaKoi yrojau, sika 0 MaKCHUMaJIbHO
3aJI0BOJIbHSIIIA THTEPECH KOKHOI CTOPOHHM, CIIPABEIIMBO PETYIIIOBalIa CYIIEPEYHOCTI,
Oyrna JOBTrOCTPOKOBOIO 1 Opana M0 yBara iHTepecu cycmiibcTBa. 2. IleperoBopu
MaroTh OyTH edeKTHBHI, €3 BTpAT, IKUMH, SIK TIPABUJIO, CYIIPOBOIKYIOTHCS YTOJIH,
MOB’5I3aH1 13 MpParHEHHSM HE TMOCTYMaTHUCS CBOIMH TO3UMisAMHU. 3. CTOCYHKH MiX
CTOPOHAMU MOBWHHI MOKPAIIUTHUCSA Y, LIOHAWMEHIIE, He 3incyBaTucsa. 4. ABTOopamu
MPUHIIUIIOBOTO TIAXOY JO MPOBEACHHS MEPETOBOPIB € aMEPUKAHCHKI CIIEIialiCTh
I"apBapacekoi mkonu npasa P. @imep 1 Y. F0pi, siki BUkianu #oro B cBOill KHU3I
“Ilnsx mo 3roau 1 meperoBopu 0e3 mopaszku’. 5. [liAroToBKa 10 MEPEroBopiB BKIHOUAE
JIBa OCHOBH1 HaNpsAMU pOOOTH: BUPILIIEHHS OpraHi3al[iiHUX MUTaHb 1 BIANPAIIOBAHHS
OCHOBHOTO ITPOLIECY [TEPETOBOPIB.
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Task 9
1.Read, translate (into Ukrainian) and retell (in English) the text.

EFFECTIVE PRESENTATIONS

An essential aspect of any research project is dissemination of the findings
arising from the study. The most common ways to make others aware of your work
Is by publishing the results in a journal article, or by giving an oral or poster
presentation (often at a regional or national meeting). While efforts are made to
teach the elements of writing a journal article in many graduate school curricula,
much less attention is paid to teaching those skills necessary to develop a good oral
or poster presentation — even though these arguably are the most common and
most rapid ways to disseminate new findings. In addition, the skills needed to prepare an
oral presentation can be used in a variety of other settings — such as preparing a
seminar in graduate school, organizing a dissertation defense, conducting a job
interview seminar, or even addressing potential philanthropic sources!

Presentations skills are very useful — for business, sales, training, public
speaking and self-development. Presentations format, media and purpose vary a lot
— oral, multimedia, powerpoint presentations, short impromptu presentations, long
planned presentations — but every successful presentation uses the principles
explained here. Aside from presentations techniques, confidence and experience are
big factors. You are not alone if the thought of speaking in public scares you.
Giving a presentation is worrying for many people. Presenting or speaking to an
audience regularly tops the list in surveys of people’s top fears — more than
heights, flying or dying. Put another way, “Most people would prefer to be lying in the
casket than giving the eulogy” (ack. Michelle Ray).

A common physical reaction to having to speak in public is a release of
adrenaline and cortical into our system the equivalent to drinking seven cups of
coffee. Our primitive brain shuts down normal functions as the ‘fight or flight’
Impulse takes over. (See FEAR under the acronyms section — warning — there is
adult content among the acronyms for training and presentations.)

But don’t worry — your audience wants you to succeed. They’re on your side.
They’re glad it’s you up there and not them. All you need to do is follow the
guidelines contained on this page, and everything will be fine. Don’t try to get rid of
the butterflies — just get them flying in formation.

Good preparation is the key to confidence, which is the key to you being
relaxed.

Good preparation and rehearsal will reduce your nerves by 75 %, increase the
likelihood of avoiding errors to 95 %, and let’s face it, your audience will know if
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you’ve not done it. (presentations statistics from Fred Pryor Organisation)

2.Make 5 guestions to the text and answer them.

3.Translate into English.
1. [IpesenTanis — 1€ KOMYHIKaTUBHUM TMpolec, TOOTO mepeaaBaHHs
iHopMallii NeBHIA ayauTOpii 3 TEBHOIO METOIO 1 y MeBHIM gopmi. 2. IIpezeHTarris
— BuUnpoOyBaHMii 3acid MPUBEPHYTH YyBary, MeTa MNpe3eHTalli — MEepEeKOHATU YU

HAaBYUTH ayauTopito. 3. ['0J0BHE MpaBUIIO MpE3eHTallli — JI0BECTH CIyXadeBl, 1110 32
JIOTIOMOTOI0 TIpeAMEeTa MPE3CHTAIlll BIH MOXE TOJIMIIUTA CBOE XKHUTTIA. 4.
MuctenTBo mnpe3eHTalii BBaXXalOTh OJHIEID 3 TOJOBHUX HAaBUYOK, HEOOXITHUX
KepiBHUKOBI. 5. Haa3BuuaitHO BaXXJIMBO BMITH OOTpyHTYBATH, 110 Bama iaes rigHa
miATpUMKH a0o 1o Bam mporpamMHuil mpoAaykt BapTto KymyBatu. 6. IligBuimeHHS
YCHINIHOCTI MpPE3CHTAllli, SKII0 BOHU MPOBEACHI 3 BUKOPUCTAHHSAM CYYaCHHUX
JEMOHCTpAIIHUX 3aC001B, HE TUTbKU MIATBEPHKEHO JOCITIIPKCHHIMH, a ¥ OI[IHEHO
KibKicHO. /. Tlepuii 13 pe3ynbTariB OTpUMaHO Y MiHECOTCHKOMY YHIBEPCUTETI
CHIA. 8. JlochimHMKM CTBEP/DKYIOTh: $KIIO Bu mpoBoauTe mNpe3eHTaiio 3
BUKOPUCTaHHSIM  JIEMOHCTpAallIMHUX 3ac00iB, TO WMOBIPHICTh MEPEKOHATH
aynurtopiro 3pocrae Ha 43 %. 9. Maibxke B miBTopa pazu! [Ipu 1ipoMy, SKIIO METOIO
npe3eHTallli € MPOJaXK TOBAPY UM MOCIYTH, TO KIIEHT, MOKYNElb YM MOTCHIIAHUN
MoKymnens Oyae roToBuil 3amnatutu Ha 26 % Ouible rpomieil 3a TOW ke camMuid
OPOIYKT YU MOCIYTY!

Task 10
1.Read, translate (into Ukrainian) and retell (in English) the text.

IMPORT ANDD EXPORT

In economics, an import is any good or commodity, brought into one country
from another country in a legitimate fashion, typically for use in trade. Import
goods or services are provided to domestic consumers by foreign producers. Import
of commercial quantities of goods normally requires involvement of the Customs
authorities in both the country of import and the country of export.

Import may refer to:

e Importing goods and services; see Import (international trade) and
International trade.

e Import scene, the subculture that revolves around modifying imported brand
cars.

In economics, an export is any good or commodity, transported from one country
to another country in a legitimate fashion, typically for use in trade. Export is an
important part of international trade. Its counterpart is import.
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Export goods or services are provided to foreign consumers by domestic producers.
Export of commercial quantities of goods normally requires involvement of the
Customs authorities in both the country of export and the country of import.

The advent of small trades over the internet such as through Amazon, e-Bay and
the like, have largely by-passed the involvement of Customs in many countries due
to the low individual values of these trades. Nonetheless these small exports are
still subject to legal restrictions applied by the country of export, particularly in
respect of strategic export limitations.

Think of starting an import export business just like you are setting out on a trip
around the world. Imagine the excitement and anticipation of going to new places
and seeing new things in places you have never been or ever thought you would visit.
You will discover that learning how to start an import export business can be
exciting and filled with adventure. If you were planning a worldwide travel
adventure, wouldn’t you begin by first learning about where you wish to go, what
you want to see and mapping out a plan so you get the most from your trip?

The Start an Import Export Business toolkit is your comprehensive plan or
roadmap to help you reach your destination or in this case, your success in
international trade or the enhancement of your international business career.

Did you know that the fastest growth of exports over the last 10 years has been
from small and mid-sized companies? That is about $200 billion a year or more than
30 % in the last ten years and in many other countries it is growing even faster.

There is a surprise hidden in all those statistics (one that is possibly your ticket
to international trade success): most small to medium sized companies are not
exporting their products.

Now for those of you located outside the USA, you may be wondering if the toolKkit
Is just a roadmap someone located in the USA. The good news for you is that the start
an import export business toolkit is a roadmap to how international trade is
conducted worldwide and the import export processes are basically the same
throughout the world.

2. Make 5 guestions to the text and answer them.

3. Translate into English.

1. Imnopt — BBe3eHHSI TOBapiB, MOCHYr (iHOMI MOXKE BXKHBATHUCS CTOCOBHO
KaImitany, 3HaHb, TEXHOJOT1i). 2. ToBapu 1 mocIyry, MO OAHA KpaiHa Mpoaae 1HIIiNi
JUIL  BHYTPIITHBOTO BHUKOPUCTAaHHS, OOpoOkM um mnepenpomaxy (I'OHKOHT,
HAIPUKII, CEPUO3HO 3aJICKUTH B/l IMIIOPTY ISl CBO€T €KCIIOPTHOI AISUTHHOCTI). 3.
IMnopt Moxe OyTHM BUAMMUM (TOBapH) 1 HEBUAUMUM (mociyru). 4. BumaiisiioTh
TaKOX peiMrnopt. 5. IMOopT To- BapiB — 1€ KymiBis (y TOMY YUCII1 3 OIJIATOIO HE Y
rpomoBid (opmi) B 1HO3EMHHX CYO’€KTIB TOCHOJAPCHKOI MISJIBHOCTI TOBapiB 3
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BBE3EHHSM a00 0e3 BBE3EHHS I[MX TOBAapIB HAa TEPUTOPII0 YKpaiHH, BKIIOUYAIOYU
KYITIBJIIO TOBApiB JJII OCOOMCTOrO CIOXKMBAHHS YCTAHOBAMHU Ta OPraHi3aliiMHu YK-
paiHu, po3TalIOBAHMMHM 3a ii MexaMmH. 6. ExcnopT — BHUBI3 13 MUTHO1 T€PUTOPIi
KpaiHu 3a KOPJOH TOBApiB 1 OCAyT 0€3 3000B’I3aHHSI iX 3BOPOTHOTO MOBEPHEHHS. 7.
®axkT ekcnopTy PiKCyeThCSl B MOMEHT EPETUHY TOBAPOM MUTHOT'O KOPJIOHY, HaJJaHHS
nociyr Ta iH. 8. Jlo ekcnopTy HanexaTh: TOBapH, BUPOOJICHI, BAPOUIEH] YU 100YTI y
KpaiHi; TOBapH, paHille BBE3CHI 3-3a KOPJOHY, 0 Oyyiu mepepolIieHi 1 nepepooka
SKUX 31MCHIOBANACh MiJ MUTHUM KOHTposieM. 9. Bapricth excrnopTy pasom i3
BapTICTIO IMNOPTY (hopMy€ 30BHIMIHBOTOPTiBeNbHUM 000poT. 10. Exciopt — npopax
TOBapiB 1HO3EMHUM CYO’€KTaM TOCIOAAPCHKOI MISUIBHOCTI Ta BUBE3E€HHS TOBapiB
Yyepe3 MUTHUHA KOpJOH YKpaiHH, BKIIOUYAIOUU PEEKCHOPT TOBApiB, KPiM MepenaBaHHs
MailHa Cy0’ €KTOM 30BHIIIHBOEKOHOMIYHOI [JISUIBHOCTI 1HO3EMHOMY CYO’ €KTY
rocrnoAapchbkoi AISUIBHOCTI 32 KOPJAOHOM SIK HATypajbHOI YacTKM Y4YacTi Y
(GopMyBaHHI CTaTYTHOTO KamiTaly MpH CHUIbHIA rocnofgapchbKii aisibHOCTL. 11. [pu
IbOMY TEpPMIH PEEKCIOPTY (PEEKCNOpT TOBapiB) O3HA4Yae MpPOJAAX 1HO3EMHUM
cy0’ekTaM 30BHINIHBOEKOHOMIYHOI [ISJIBHOCTI Ta BHUBE3CHHS 3a MeXi YKpaiHu
TOBapiB, paHillie IMIOPTOBAHUX HA TEPUTOPIIO Y KpaiHH.

Task 11
1.Read, translate (into Ukrainian) and retell (in English) the text.

CONTRACTS

A contract is a legally binding exchange of promises or agreement between
parties that the law will enforce. Contract law is based on the Latin phrase pacta
sunt servanda (pacts must be kept). Breach of contract is recognised by the law and
remedies can be provided. Almost everyone makes contracts every day. Sometimes
written contracts are required, e. g., when buying a house. However the vast majority
of contracts can be and are made orally, like buying a law text book, or a coffee at a
shop. Contract law can be classified, as is habitual in civil law systems, as part of a
general law of obligations (along with tort, unjust enrichment or restitution).
Perhaps the most important feature of a contract is that one party makes an offer for a
bargain that another accepts. This can be called a ‘concurrence of wills’ or a ‘meeting
of the minds’ of two or more parties. There must be evidence that the parties had each
from an objective perspective engaged in conduct manifesting their assent, and a
contract will be formed when the parties have met such a requirement. An objective
perspective means that it is only necessary that somebody gives the impression of
offering or accepting contractual terms in the eyes of a reasonable person, not that
they actually did want to contract.

In the U. S., the general rule is that in “case of doubt, an offer is interpreted as
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inviting the offeree to accept either by promising to perform what the offer requests
or by rendering the performance, as the offeree chooses”.

Offer and acceptance does not always need to be expressed orally or in writing.
An implied contract is one in which some of the terms are not expressed in words.
This can take two forms. A contract which is implied in fact is one in which the
circumstances imply that parties have reached an agreement even though they have
not done so expressly. For example, by going to a doctor for a checkup, a patient
agrees that he will pay a fair price for the service. If he refuses to pay after being
examined, he has breached a contract implied in fact. A contract which is implied in
law is also called a quasi-contract, because it is not in fact a contract; rather, it is a
means for the courts to remedy situations in which one party would be unjustly
enriched were he or she not required to compensate the other. For example, say a
plumber accidentally installs a sprinkler system in the lawn of the wrong house. The
owner of the house had learned the previous day that his neighbor was getting new
sprinklers. That morning, he sees the plumber installing them in his own lawn.
Pleased at the mistake, he says nothing, and then refuses to pay when the plumber
hands him the bill. Will the man be held liable for payment? Yes, if it could be
proven that the man knew that the sprinklers were being installed mistakenly, the
court would make him pay because of a quasi-contract. If that knowledge could not
be proven, he would not be liable. Such a claim is also referred to as “quantum
meruit®.

2. “Make 5 guestions to the text and answer _them.
3.Translate into English.

1. V mpaktuii MiXKXHAPOAHOI TOPTIBII MIHMPOKO BHUKOPHCTOBYIOTHCS PI3HI THITOBI
dbopmu KoHTpakTiB. 2. BOoHU cTamum po3poOsATHCS BEIUKMMH EKCIOpTepamMH i
imroptepamu e B KiHmi XIX cr. 3. CknaganHs OyJb- SKOr0 KOHTPAKTY, Yy T. H.
KOHTPAKTY KYIIBII-MPOAAXKY — JyK€ KIOMmTKa po0oTa, sSKa BUMAara€ BEITUKHUX
BUTpAT, 3yCWib 1 yacy. 4. Tomy niyioBi 710U 3/1aBHA MPArHYIU SKOCh YHi(iKyBaTy,
CTAaHIApTH3yBaTH, 3pOOMTH iX THUMOBUMH. 5. 3a AEIKUMH MigpaxyHKaMmH, Ha
CBITOBOMY PHHKY CBOTOJIHI BHKOPHUCTOBY€TbCs Ourbine 10 MIH. THIIOBHX
KOHTPAKTiB. 6. THIOBMII KOHTpAaKT — II€ PO3POOJICHHWI Y BIAMOBITHOCTI 0
BCTAHOBJICHUX MPABUJI JOKYMEHT, IKAU MICTUTh P YHI(DIKOBAaHUX YMOB, IPUHHATUX Y
TPAKTHI[l MIKHAPOAHOI TOPTiBIi, TOOTO HIOM Hamepen Y3TOJKEHUX, THIOBHX YMOB.
JlpyTy 4acTUHY THIOBOTO KOHTPAKTYy CKJIQJar0Th CTaTTi, YMOBH SIKHX BUMararoTh
y3rojkeHHs. 8. lle cTarri, sKi MICTATH YMOBU PO MPEAMET KOHTPAKTY, IIHY
TOBapy, HOTO SAKICTh, TEPMiH MTOCTABOK, YMOBH IUIATEKy Ta iH. 9. TUITOBI KOHTpaKTH
Ha CBITOBOMY PHHKY MOXYTh BUKOPHUCTOBYBaTHCS B pizHuX (opmax. 10. fx
MpaBUJIO, BOHM CKJIAJAIOThCSl HA OJIaHKAaX, BUTOTOBJIEHHUX Yy Apykaphi. 11.
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Haiinomupenimoro GpopMoro € Takuil TUIIOBUM KOHTPAKT, B SIKOMY BUKJIaIalOThCA U
bOpMyYITIOIOTHCS HAJICKHUM YHMHOM CTaTTi, IIO0 MICTATH 3arajibHi YMOBH KYIiBJIi-
npojaxy. 12. A B TUX CTaTTSAX, YMOBU SKMX BUMAararoTh Y3rOJKE€HHS, 3aUIIAETHCS
Micue Juisd yrouHeHHs. 13. Ilicis y3ro/ikeHHs B KOHTPAKT BHOCSATHCS 1HAMBIyallbHI
YMOBH YIrOAW, 1 BIH TOTOBMH 10 mianucanHs. 14. [Hkomum y BCIX MyHKTax
3aIMIIAETbCSL  Miclie  ans  yToyHeHHsA. 15, TumoBi ¢GopMH  KOHTpPAKTIB
PO3pOOIISIIOTECA B OCHOBHOMY BEJIMKUMH €KCIOPTEPAMM MEBHOTO BUIY MPOIYKIIIi,
00’€HAaHHSAMU TMPOMUCIOBLIB 1 MIAIPUEMIIB, ACOLIALISIMHU, COI03aMH, TOPTOBO-
NPOMUCIIOBUMHU MajaTaMu, O1p)KOBUMH KOMITETaMH.

Task 12
1.Read, translate (into Ukrainian) and retell (in English) the text.

INTERNATIONAL BUSINESS

International business is a term used to collectively describe topics relating to
the operations of firms with interests in several countries.

Such firms are sometimes called Multinational corporations (MNC’s). Points of
discussion with this topic may include cultural considerations, which itself may
include differences in law and legal systems, language barriers, living standards,
climate and more. These have to be overcome for a MNC to be successful in an
overseas venture. A form of company in international business is an IBC. An IBC
(international business corporation) is a form of offshore company. IBCs include
banks, insurance companies, and trading firms.

Well known examples of MNC sinclude fast food companies McDonald’s and Yum
Brands, vehicle manufacturers like General Motors and Toyota, consumer
electronics companies like LG, Sony, Siemens A. G. and General Electric.

MNCs generally have a subsidiary or an interest over a company in the country of
venture.

One of the results on the increasing success of International Business ventures is
Globalization.

A multinational corporation (MNC) is a corporation or enterprise that
manages production establishments or delivers services in at least two countries.
Very large multinationals have budgets that exceed those of many countries.
Multinational corporations can have a powerful influence in international relations
and local economies. Multinational corporations play an important role in
globalization; some argue that a new form of MNC is evolving in response to
globalization: the “globally integrated enterprise’.

Transnational corporate structure
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Multinational corporations can be divided into three broad groups according to
the configuration of their production facilities:

e Horizontally integrated multinational corporations manage production
establishments located in different countries to produce the same or similar products.
(example: McDonalds)

e Vertically integrated multinational corporations manage production
establishments in certain country/countries to produce products that serve as input to
its production establishments in other country/countries. (example: Adidas)

e Diversified multinational corporations manage production establishments
located in different countries that are neither horizontal nor vertical nor straight,
nor non-straight integrated. (example: Microsoft)

Large multinational corporations can have a powerful influence in international
relations, given their large economic influence in politicians’ representative districts,
as well as their extensive financial resources available for public relations and
political lobbying.

Multinationals have played an important role in globalization. Countries and
sometimes subnational regions must compete against one another for the
establishment of MNC facilities, and the subsequent tax revenue, employment, and
economic activity. To compete, countries and regional political districts offer
incentives to MNCs such as tax breaks, pledges of governmental assistance or
improved infrastructure, or lax environmental and labor standards. This process of
becoming more attractive to foreign investment can be characterized as a race to
the bottom, a push towards greater freedom for corporate bodies, or both.

An inaccurate claim is that out of the 100 largest economies in the world, 51 are
multinational corporations. This claim is based on a miscalculation, where two
numbers describing totally different things are compared: the GDP of nations to gross
sales of corporations. The problem with the comparison is that GDP takes into
account only the final value, whereas gross sales don’t measure how much was
produced outside the company. According to Swedish economist Johan Norberg, if
one were to compare nations and corporations, then one should be comparing GDP
to goods only produced within the particular company (gross sales do not take into
account goods purchased from 3rd party vendors and resold, just as GDP does not
take into account imported goods). That correction would make only 37 of 100
largest economies corporations and all of them would be in bottom box: only 5
corporations would be in top 50.

Because of their size, multinationals can have a significant impact on

government policy, primarily through the threat of market withdrawal.[2] For
example, in an effort to reduce health care costs, some countries have tried to force
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pharmaceutical companies to license their patented drugs to local competitors for a
very low fee, thereby artificially lowering the price. When faced with that threat,
multinational pharmaceutical firms have simply withdrawn from the market, which
often leads to limited availability of advanced drugs. In these cases, governments
have been forced to back down from their efforts. Similar corporate and government
confrontations have occurred when governments tried to force companies to make their
intellectual property public in an effort to gain technology for local entrepreneurs.
When companies are faced with the option of losing a core competitive
technological advantage and withdrawing from a national market, they may choose
the latter. This withdrawal often causes governments to change policy. Countries
that have been most successful in this type of confrontation with multinational
corporations are large countries such as India and Brazil, which have viable
indigenous market competitors.

Multinational corporate lobbying is directed at a range of business concerns,
from tariff structures to environmental regulations. There is no unified
multinational perspective on any of these issues. Companies that have invested
heavily in pollution control mechanisms may lobby for very tough environmental
standards in an effort to force non-compliant competitors into a weaker position.
For every tariff category that one multinational wants to have reduced, there is
another multinational that wants the tariff raised. Even within the U. S. auto industry,
the fraction of a company’s imported components will vary, so some firms favor
tighter import restrictions, while others favor looser ones.

In addition to efforts by multinational corporations to affect governments, there
IS much government action intended to affect corporate behavior. The threat of
nationalization (forcing a company to sell its local assets to the government or to
other local nationals) or changes in local business laws and regulations can limit a
multinational’s power.

Enabled by Internet based communication tools, a new breed of multinational
companies is growing in numbers. These multinationals start operating in different
countries from the very early stages. These companies are being called micro-
multinationals. What differentiates micro-multinationals from the large MNCs is
the fact that they are small businesses. Some of these micro-multinationals,
particularly software development companies, have been hiring employees in multiple
countries from the beginning of the Internet era. But more and more micro-
multinationals are actively starting to market their products and services in various
countries. Internet tools like Google, Yahoo, MSN, Ebay and Amazon make it
easier for the micro-multinationals to reach potential customers in other countries.

Contrary to the traditional powerful image of the large MNCs, the micro-

multinationals face the limitations and the typical challenges of a small business. In
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most cases, the micro-multinational companies are being run by technically savvy
people who can use various Internet tools to overcome the challenges of remote
collaboration, customer service and sales infrastructures.
2.Make 5 guestions to the text and answer them.
3.Translate into English.
1. biznec (cmpaBa, IU10) — MIANPUEMHULIbKA, KOMEpLIHHA Yd Oyab- sIKa 1HIIA

JISUTBHICT, 1110 HE CYNEPEeYUTh 3aKOHY 1 CIPSIMOBAHA HA OTPUMAHHS MPUOYTKY. 2.
XKomna 3 Tprox GopmM opranizailii 613HeCy He € yHiBepcalbHOW0. 3. OIHOOCIOHUMN
0i3HeC Mae Taky mepesary, sk mnpocrota. 4. I[laptHepcTBO crpusie 00’ €aHAHHIO
KamiTaliB 1 TaJaHTIB JAEKUIbkox oci0. 5. Kopmopalii mpomoHyrTh 0OMEXeHY
BIJIMOBIIAJIBHICTG 1 HEOOMEXKEHY JISUIbHICTh camMoOi OpraHizailii OTpuUMaHHS
npuOyTKy. 6. lleHTpanpHa moctaTh Oyap-AKoro OI3HECY — MeEHEIKepH, SKi
(GOopMyIOTh OpraHizalliiiHy CTPYKTypy OIi3HECy, KOHTPOJIOIOTH B3a€MOJII0 BCIX
pecypciB Toto. 7. ITicis mporoomeHHs 1epKaBHOT He3alIeKHOCTI B YKpaiHi 613HeC
PO3BUBAETHCS HA OCHOBI PI3HUX (POPM BIIACHOCTI, 1110 POPMYIOTHCS BIATOBIAHO A0
YUHHOT'O 3aKOHOIaBCTRA.

Task 13
1. Read, translate (into Ukrainian) and retell (in English) the text.

OFFICE

An office is generally a room or other area in which people work, but may also
denote a position within an organisation with specific duties attached to it (see
officer, office-holder, official); the latter is in fact an earlier usage, office as place
originally referring to the location of one’s duty. When used as an adjective, the
term office may refer to business- related tasks. In legal writing, a company or
organization has offices in any place that it has an official presence, even if that
presence consists of, for example, a storage silo rather than an office.

An office is an architectural and design phenomenon and a social phenomenon,
whether it is a tiny office such as a bench in the corner of a “Mom and Pop shop”
of extremely small size through entire floors of buildings up to and including
massive buildings dedicated entirely to one company. In modern terms an office
usually refers to the location where white-collar workers are employed during the
day.

An office allows an environment for office politics.

There are many different ways of arranging the space in an office and whilst these
vary according to function, managerial fashions and the culture of specific
companies can be even more important. Choices include, how many people will work
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within the same room. At one extreme, each individual worker will have their own
room; at the other extreme a large open plan office can be made up of one mainroom
with tens or hundreds of people working in the same space. Open plan offices put
multiple workers together in the same space, and some studies have shown that they
can improve short term productivity, i. e. within a single software project. At the
same time, the loss of privacy and security can increase the incidence of theft and
loss of company secrets. A type of compromise between open plan and individual
rooms is provided by the cubicle, possibly made most famous by the Dilbert cartoon
series, which solves visual privacy to some extent, but often fails on acoustic
separation and security. Most cubicles also require the occupant to sit with their back
towards anyone who might be approaching; workers in walled offices almost always
try to position their normal work seats and desks so that they can see someone
entering.

2. Make 5 questions to the text and answer them.

3. Translate into English.

1. Odic (anrn. office, Bix aar. officium — 000B’s130K, ciry:k0a) — B aHITIOMOBHUX
KpaiHaX — YCTaHOBA, KOHTOpPA, KaHIENApis, MPEACTAaBHHITBO KOMIIaHii, CIyxo0a,
cnyk0oBe mpuMinieHHs. 2. Pobode miciie Mae cpusaTH TMpaIiBHUKOBI y BUKOHAHHI
po6otu. 3. BcTaHOBIIGHHSI Ta BUKOPUCTAHHS JTOJATKOBUX E€IIEKTPOHHUX TPUCTPOIB
— KoMIT toTepa, TenedoHy, Tene- Gpakcy — Mae MONETIIyBaTH, a He YCKJIAJHIOBATH
mojaeHHy mpamo. 4. Jlng 3a0e3nedeHHsT MaKCUMaIbHOI TPOAYKTUBHOCTI Ta
e(eKTUBHOCTI mparii odicHI TMPUMIIIEHHS MOBHHHI MaTH BIATOBIAHY MPOCTOPOBY
KOH(Qiryparito Ta BiANMOBigIHE ymeOmoBaHHS. 5. Temep icHye KUIIEHBKOBUN odic.
3a po3mipoM BiH He OuTbIlle MOOLILHOTO TeleOHY, aje BiH CHpaBXHINA TiraHT 3a
CBOIMH MOXKJIUMBOCTAMHU. /. BiH moeanye B cobi TenedoH, (hakc, eIeKTpOHHY TOIITY,
[HTEepHET, alpeCHY KHUTY 1 KaJIeHap.

Task 14
1.Read, translate (into Ukrainian) and retell (in English) the text.

EMPLOYMENT

Employment is a contract between two parties, one being the employer and the
other being the employee. An employee may be defined as: “A person in the service
of another under any contract of hire, express or implied, oral or written, where the
employer has the power or right to control and direct the employee in the material
details of how the work is to be performed”. Black’s Law Dictionary page 471 (5th
ed. 1979).

In a commercial setting, the employer conceives of a productive activity,

generally with the intention of creating profits, and the employee contributes labour
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to the enterprise, usually in return for payment of wages.
Employment also exists in the public, non-profit and household sectors.

In the United States, the standard employment contract is considered to be at-will
meaning that the employer and employee are both free to terminate the employment
at any time and for any cause, or for no cause at all. However, if a termination of
employment by the employer is deemed unjust by the employee, there can be legal
recourse to challenge such atermination. In unionised work environments in particular,
employees who are receiving discipline, up to and including termination of
employment can ask for assistance by their shop steward to advocate on behalf of
the employee. If an informal negotiation between the shop steward and the
company does not resolve the issue, the shop steward may file a grievance, which can
result in a resolution within the company, or mediation or arbitration, which are
typically funded equally both by the union and the company. In non-union work
environments, in the United States, unjust termination complaints can be brought to
the United States Department of Labor. In the Canadian province of Ontario, formal
complaints can be brought to the Ministry of Labour (Ontario). In the province of
Quebec, grievances can be filed with the Commission des normes du travail. To the
extent that employment or the economic equivalent is not universal, unemployment
exists.

Employment is almost universal in capitalist societies. Opponents of capitalism
such as Marxists oppose the capitalist employment system, considering it to be
unfair that the people who contribute the majority of work to an organization do
not receive a proportionate share of the profit. However, the Surrealists and the
Situationists were among the few groups to actually oppose work, and during the
partially surrealist- influenced events of May 1968 the walls of the Sorbonne were
covered with anti-work graffiti.

2.Make 5 guestions to the text and answer them.

3.Translate into English.

1. Cydacna kampoBa mosiTHKa mianmpuemctBa (pipmu, Kopmopailii) mae OyTH

CIpsIMOBaHa Ha PUHKOBI yMOBH TocnoaaproBanHs. 2. ['ojoBHa ii MeTa momsirae B
3a0e3nedeHHl HUHI 1 B MallOyTHHOMY KOXKHOTO pOO0YOro Miclisf, KOXKHOI Tocaan
MEPCOHATIOM BIAMOBIMHUX TIpodeciii Ta cremiaabHOCTe! 1 HalexkHo1 KBamidikarii. 3.
JIoCSITHEHHS KIHLIEBOI METH KaJpOBOi MOJITUKU Cy0 €KTOM TOCIHOAApPIOBAHHS Ma€e
nependavyaTy BUKOHAHHS TaKUX OCHOBHUX (DYHKIIiH: po3po0Ka i KOPUTYBAaHHS CTpaTerii
(GopMyBaHHS Ta BUKOPHUCTAHHS TPYIOBOTO MOTEHIIANY BIAMOBIAHO IO 3MIH B
yMOBax rocrofiaproBaHHs; HaOip 1 GopMyBaHHS HEOOXIAHUX KaTEropid mepcoHa- Iy
(B1mO1p, mpodeciiiHa opieHTallisl, HAWMaHHS, aJarTailis); iAr0OTOBKA MEPCOHATY A0
BIJMOBIAHOT MpodeciiiHoi AisIbHOCTI (BUPOOHUYO-TEXHIYHE YYHIBCTBO, 3arajibHa
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npogeciiiHa MiAroToBKa, MiIBHILEHHS KBamii- Kallli, IpOCyBaHHS Ha CIyxKO01);
OIl[IHKAa TMepcoHany (KOHTPOJb BIAMOBIIHOCTI TEPCOHANY KOHKPETHUM MOTpedam
BUPOOHUITBA YW 1HIIOI chepu MISUTBHOCTI, aHaMI3 JAUIOBUX SIKOCTEH MpalliBHUKIB,
BUCYHEHHS Ha MEBHY IOCaay, CIyKOOBE MEPEMIIICHHS); MOTUBAIlIS JOTPUMAaHHS
HAJEXHOIO PEXUMY TPYAOBOi AISIIBHOCTI Ta BUCOKOI NMPOAYKTHBHOCTI Mparli;
MOCTIA- HUM MOHITOPUHI Oe3meKd mpaui (BUPOOHMYO-TOCIOAAPCHKOI JISIIBHOCTI);
3a0€3MeUeHHs] COIaJIbHOI 3aXMILEHOCTI MepcoHany mianpuemMctBa (¢dip- Mu,
Kopropailii); peanizailisi TOCTIMHUX KOHTAKTIB MK KEPIBHUIITBOM (KE€pIBHUKAMU
BCIX pIBHIB) 1 IpeJCTaBHUKAMU TPYAOBUX KOJEKTUBIB (mpodcniikamu). 4. L1 Ta
neski iHm QyHKUID peani3yloThCcsl cilyk0aMu mepcoHany (BiIIUIaMH KaApiB) y
TICHIN CHIBIpalll SK 3 F€HEPATbHOIO JUPEKINIE0 (HApUKIad, MUTAHHS 3arajbHOi
cTparerii abo BUCYBaHHA Ha MOCaAM), TaK 1 3 BIANOBIIHUMHU CTPYKTYPHUMHU
IiApO3a1IaMu MiIMTPUEMCTBA, K1 OEpyTh YUacTh y po3po0I1Il Ta peaiizallii KaapoBoi
MOJIITUKH.

Pe3ynpTaTuBHICTH (€EKTUBHICTH) TOCTIOAAPIOBAHHS Ha MIAMPUEMCTBI BETUKOIO
(SIK110 HE BUPIMIATBHOIO) MIPOIO 3aJIEKUTD BiJl IKOCT1 YNHHOT CUCTEMU yIPABIIHHS

IMEPCOHAJTIOM.
Task 15
1.Read, translate (into Ukrainian) and retell (in English) the text.
BUSINESS

In economics, a business is a legally-recognized organizational entity existing
within an economically free country designed to sell goods and/ or services to
consumers, usually in an effort to generate profit.

In predominantly capitalist economies, where most businesses are privately
owned, businesses are typically formed to earn profit and grow the personal wealth
of their owners. The owners and operators of a business have as one of their main
objectives the receipt or generation of a financial return in exchange for their
work and their acceptance of risk. Notable exceptions to this rule include
cooperative businesses and government institutions. This model of business
functioning is contrasted with socialistic systems, which involve either government,
public, or worker ownership of most sizable businesses.

The etymology of “business™ relates to the state of being busy either as an
individual or society, doing commercially viable and profitable work. The term
“business” has at least three usages, depending on the scope — the singular usage
(above) to mean a particular company or corporation, the generalized usage to refer
to a particular market sector, such as “the record business”, or the broadest meaning

to include all activity by the community of suppliers of goods and services.
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However, the exact definition of business, like much else in the philosophy of
business, is a matter of debate.

Business Studies, the study of the management of individuals organizing to
maintain collective productivity toward accomplishing particular creative and
productive goals (usually to generate profit), is taught as an academic subject in
many schools.

2.Make 5 guestions to the text and answer them.
3. Translate into English.

1. bizuec (anri. business — cmpasa, J1i710) — MiAMPUEMHHUIIbKA, KOMEPIIHHA YK
Oy/Ib-siKa 1HIIA ISTbHICTD, KA HE CYNIEPEUYHUTh 3aKOHY 1 CIIPSIMOBAaHA Ha OTPUMAaHHS
npuOyTKy. 2. Y CILIA 613Hec po3BHBAETHCS HA OCHOBI 1HAMBIIYalbHOI, HAPTHEPCHKOT
Ta KoprnopatuBHOi Gopm™ BiacHocti. 3. Ha iHAMBimyanbHIM BIACHOCTI 3aCHOBaHMMA
0i13Hec, B IKOMY BJIACHUKOM 1 TAMPUEMIIEM € OJIHA 0c00a, III0 OTPUMYE BC1 JIOXOJIH 1
Hece BIJIMOBINANBHICTE 3a BeneHHs crnpabu. 4. Y CIIA Takux BracHUKIB moHazd 15
mutH. (75 % Bix 3aragbHOT KUTBKOCTI MIAMPHUEMCTB), ajl¢ BOHH OTPUMYIOTH JIHIIE 10
9 % rpomoBux HaaxoMkeHb. 5. [ns Mamoro Oi3HeCy XapakTepHi He3aleKHUN
MEHEPKMEHT, BJIACHUH KaITiTall, TOKaJbHUI paiioH omnepalliid, HeBeJIMKI po3MipHu. 6.
Bin Bimirpae 3Ha4yHy poJib y 3a0e3nedeHHi 3aiHsaTocTi (B CIIIA Maiike TpeTrhHa
pobouunx Micip npumnaaae Ha ¢Gipmu, ae nparmroe merme 100 ocib), meBHO MIpOIO
3a0e3rnedye HACHUYEHHS PUHKY CIOXHUBYUMHU TOBapaMH Ta TIOCIYraMu, CIIpUS€E
MocNabJeHHI0 MOHOTIONI3MY, PO3BUTKOBI KOHKYPEHIlli, CTPYKTypHiil mepeOyaoBi
CKOHOMIKH, € 32C000M JOCATHEHHS OCOOMCTOTO ycIixy. /. Manuii 613Hec — Ba)KJIuBe
mokepeno iHHOBamii. 8. o BuHaxomiB, 3pOOJICHMX HUM, HaJeXaThb JITaKH,
TeTKONTEPH, TEPCOHANbHI KOMIT IOTepH, aepo3oib Tomo. 9. Ha ocHOBI
napTHEPChKOi (TpyroBoi) ¢GopMH BIACHOCTI PO3BHBAETHCS Oi3HEC MTOOPOBLIHHO
odiIiifHO 3apeecTpoBaHUX acolmiamii aBox 1 Oumeme oci6. 10. IlapTHepwH
CTBOPIOIOTH KOMIIaHIi, TOBApUCTBA Ta IHIII OpraHi3ailii i CTaloTh CIIBBIACHUKAMHU
cnitbHOi  BmacHocTi. 11. IlapTHepctBOo craHoBUTH Maibke 8 % oOcsry
MMPUEMHUITBKOT AisIbHOCTI 14 % BCix mignpueMHunbkux noxoaiB y CIIIA. 12. Ha
KopropaTuBHii (opmi BiaacHocTi 3acHoBaHWi Benmkui Oi3Hec. 13. Kopmopaiii
ICHYyIOTh K HE3aJe)KHI IOPUAWYHI CYy0’€KTH, BIANOBIAANBHICTh AaKIIOHEPIB 3a
3000B’s13aHHAM (GipMH, 32 TPABOBUMHU MPETCH3IIMH 110 Hel OOMEXyeTbes iXx
BHECEHUMH TrpomoBuMHu komrtamu. 14. XKoana 3 Tprox (opm opranizaiii 6i3Hecy
HEe € yHiBepcanbHOW. 15. OgHOoOCiIOHUH Oi3HEC Mae TaKy mepeBary, sik MpOCTOTaA.
16. IlapTHEepcTBO crpusic 00’€THAHHIO KaIiTaTiB 1 TaJaHTIB JEKUIbKOX ocif. 17.
Kopmnopaiiii nponoHyoTs 00MeXEeHY BiAMOBIIAIBHICTh 1 HEOOMEXKEHY MISIbHICTD
camoi oprasizaiii orpumanus npuOyTky. 18. [lenTpansHa nocrats 0yap-aKoro O13HECY
— MeHeKepu, AKi (HOPMYIOTh OpraHi3ailiiiHy CTPYKTypy Oi3HeCy, KOHTPOJIIOIOTh
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B3a€MO/III0 BCIX peCypCiB TOLIO.

Task 16
1.Read, translate (into Ukrainian) and retell (in English) the text.

ORGANIZATION

An organization (or organisation — see spelling differences) is a social
arrangement which pursues collective goals, which controls its own performance, and
which has a boundary separating it from its environment. The word itself is derived
from the Greek word pyavov (organon) meaning tool. The term is used in both daily
and scientific English in multiple ways.

In the social sciences, organizations are studied by researchers from several
disciplines, the most common of which are sociology, economics, political science,
psychology, management, and organizational communication. The broad area is
commonly referred to as organizational studies, organizational behavior or
organization analysis. Therefore, a number of different theories and perspectives
exist, some of which are compatible, and others that are competing.

e Organization — process-related: an entity is being (re-)organized
(organization as task or action).

e Organization — functional: organization as a function of how entities like
businesses or state authorities are used (organization as a permanent structure).

e Organization — institutional: an entity is an organization (organization as an
actual purposeful structure within a social context)

An organization is defined by the elements that are part of it (who belongs to the
organization and who does not?), its communication (which elements communicate
and how do they communicate?), its autonomy (Max Weber termed autonomy in
this context: Autokephalie) (which changes are executed autonomously by the
organization or its elements?) and its rules of action compared to outside events
(what causes an organization to act as a collective actor?).

By coordinated and planned cooperation of the elements, the organization is able
to solve tasks that lie beyond the abilities of the single elements. The price paid by
the elements is the limitation of the degrees of freedom of the elements. Advantages
of organizations are enhancement (more of the same), addition (combination of
different features), and extension. Disadvantages can be inertness (through co-
ordination) and loss of interaction.

2.Make 5 guestions to the text and answer them.
3. Translate into English.

. Opranizamis — ue Kommadis (MINPUEMCTBO), 3apeeCTpOBaHA Y
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BCTAHOBJICHOMY TOPS/IKY, OJHUM 3 OCHOBHUX HAINpSMKIB AISUIBHOCTI $IKOI €
oOcnyroByBaHHsl HacelleHHA. 2. BoHa mae BiANmoBigHUM cepTu(IKaT Ha MPaBO
BUKOHAHHS BIIMOBIAHUX BHIIB poOiT. 3. Opranizaiielo Moxe OyTH caMocTiiiHe
miAnpueMcTBO (ekcriyaraHt). 4. Y MUHYJIOMY BHOKPEMIIOBAIM 3€MIIIO, MpaIlo i
KarmiTal K KJIF0Y0B1 YUHHUKY BUPOOHUIITBA; HUHI 10 HUX JI0JAI0Th HOBUM YNHHUK —
HiANPUEMHUIIKUNA MOTEHIan (MOTEHIIHHY MOXKIMBICTh MAaKCHUMalbHO €(EKTHBHOTO
BUKOPHUCTAHHS CYKYITHOCTI KaJpOBUX, MaTepiaJibHUX 1 HEMaTeplalbHUX PECYPCIB). O.
@dopMyBaHHSI W BHUKOPUCTAHHS IIbOTO MOTEHIIATy — L€ MPAKTHUYHO 1 € CYTTIO
MOHATTS “MANPUEMHHUILTBO”, SKE BBaXawTh O0CO0JUBOIO c(heporo BUPOOHHUYO-
rocrnoiapcbkoi abo 1HIIOI AISUIBHOCTI 3 METOI OJIepKaHHS TEBHOTO 3UCKY. O.
[linnpueMHUITBOM, SIK MPABUIIO, HA3MBAIOTh 1HILIATUBHO-CAMOCTIHHY TOCIOAAPCHKO-
KOMEPIIIHY AISUTBHICT OKpeMHX (I3MYHUX Ta IOPUIMY- HUX OClO, 110 11 ITKOM
30pI€EHTOBAHO Ha OJIepKaHHA MPUOYTKY (10X0y). 7. Taka qisSIbHICTD 31HCHIOETHCS
BiJl CBOrO IMEHI, Ha BJIACHUM PHU3UK 1 MiJ 0COOMCTY MailHOBY BIAMOBIJAIBHICT
okpeMoi (i3uuHOi 0co0U — MiANpUEMII a00 IOPUIUYHOI 0COOM — MIMPUEMCTBA
(opranizartii).

1.Read, translate (into Ukrainian) and retell (in English) the text.
COMPANY

A company is a form of business organization.

There are various types of company that can be formed in different jurisdictions,
but the most common forms of company are: There are several and they are:

e a company limited by shares. The most common form of company used for
business ventures.

e a company limited by guarantee. Commonly used where companies are
formed for non-commercial purposes, such as clubs or charities. The members
guarantee the payment of certain (usually nominal) amounts if the company goes
into insolvent liquidation, but otherwise they have no economic rights in relation to
the company.

e acompany limited by guarantee with a share capital. A hybrid entity, usually
used where the company is formed for non-commercial purposes, but the activities
of the company are partly funded by investors who expect a return.

e an unlimited liability company. A company where the liability of members
for the debts of the company are unlimited. Today these are only seen in rare and
unusual circumstances.

The foregoing types of company are generally formed by registration under
applicable companies legislation. Less commonly seen types of companies are:
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e charter corporations. Prior to the passing of modern companies legislation,
these were the only types of companies. Now they are relatively rare, except for
very old companies that still survive (of which there are still many, particularly
many British banks), or modern societies that fulfil a quasi regulatory function (for
example, the Bank of England is a corporation formed by a modern charter).

e statutory companies. Relatively rare today, certain companies have been
formed by a private statute passed in the relevant jurisdiction.

e companies formed by letters patent. Most corporations by letters patent are
corporations sole and not companies as the term is commonly understood today.

In legal parlance, the owners of a company are normally referred to as the
“members”. In a company limited by shares, this will be the shareholders. In a
company limited by guarantee, this will be the guarantors.

Some offshore jurisdictions have created special forms of offshore company in a
bid to attract business for their jurisdictions. Examples include “segregated
portfolio companies* and restricted purpose companies.

There are however, many, many sub-categories of types of company which can
be formed in various jurisdictions in the world.

Companies are also sometimes distinguished for legal and regulatory purposes
between public companies and private companies. Public companies are
companies whose shares can be publicly traded, often (although not always) on a
regulated stock exchange. Private companies do not have publicly traded shares,
and often contain restrictions on transfers of shares. In some jurisdictions, private
companies have maximum numbers of shareholders.

2.Make 5 guestions to the text and answer them.
3.Translate into English.
1. 3akpura KOMIIaHisI — KOMIIaHisA, sIka KOHTPOJIOETHCS IT'IThMa ab0 MEHIIe

yY4aCHHKaMH, KOTpl € JUpeKTopamu Iii€i kommauii. 2. SIKmo 3akputa KOMIaHisA
MOTPAIUISE M KOHTPOJIb IHIIOT KOMITaHi1, TO BOHA HE PO3MISIIAE€THCA K 3aKpUTa. 3.
HoBa xommanis (anri. Start-up) — xommasisi Ha paHHINA CTaJii pO3BUTKY, aKIil K0T
e HE MpONAIOThCA TpuBcenoaHo. 4. AkimionepHa kommanis (Joint-Stock
Company) — ropuaugHa oco0a, cTBOpeHa Ui BEICHHS KOMEpIiiHOi abo
BUPOOHUYOT MIATIBHOCTI 3 METOKW OJIep>KaHHS MPUOYTKY; Kamitajd Ii€i KoMIaHii
TUTATHCS HA OKpeMi yacTuHHM (axiii abo mai), sKi HajekaTh MPUBATHUM 0co0aM i 3a
iX pimreHHSIM MOXYTh OyTH THepemaHi iHIUM ocobaM. 5. [HBecTHIiiHA KOMIaHIf,
imBec TrmiamiA Gouy (Investment Company (Investment Fund) — xommnanis, sika
BUKOPUCTOBYE CBill Kamitaja /i iHBECTYBaHHS B iHII kommadii. 6. [lodipHs
xommanis (Affiliate company) — xommanis, mo mnepeOyBae mii KOHTPOJEM YH
MOB’s13aHa 3 IHILOK KOMIaHi€l0. 7. Y JesKuX BUNAJKAX, SIKIIO JOYipHI KOMIaHii
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HEBEJIUKI, KEPIBHUITBO 000X KOMITaHIi MOkKe OyTH 3arajbHUM.

1.Read, translate (into Ukrainian) and retell (in English) the text.
FIRM AND BRAND

Firm or The Firm can have several meanings:

e Any company or business such as a partnership, limited liability partnership,
or corporation. This more general meaning is used in macroeconomics (in terms
such as ideal firm size).

e The word firm is sometimes used in a more restrictive sense to refer to a
business group of professionals, such as law firm, architectural firm,
securities/financial firm (such as private equity), or consulting firm. This use can be
seeninphrasessuchaswhite shoe firm. Contrast with sole practitioner.

e British slang phrase for a criminal gang or football hooligans (see list of
hooligan firms).

Organizations called The Firm:

e The Firm, a criminal gang active in the East End of London, once run by the
Kray twins

e The British Royal Family, allegedly referred to as the “the Firm” by family
members

e Secret Intelligence Service (SIS or MI6), one of the United Kingdom
intelligence agencies

e McKinsey & Company, a large multinational management consulting firm

e Firmaet, an anti-communist private intelligence agency in Demark run by
former Danish resistance movement leader Arne Sejr

A brand includes a name, logo, slogan, and/or design scheme associated with a
product or service. Brand recognition and other reactions are created by the use of
the product or service and through the influence of advertising, design, and media
commentary. A brand is a symbolic embodiment of all the information connected to
the product and serves to create associations and expectations around it.

Brands in the field of marketing originated in the 19th century with the advent of
packaged goods. According to Unilever records, the world’s first registered brand was
Pears Soap. Industrialization moved the production of many household items, such
as soap, from local communities to centralized factories. When shipping their
items, the factories would literally brand their logo or insignia on the barrels used.
These factories, generating mass-produced goods, needed to sell their products to a
wider market, to a customer base familiar only with local goods, and it turned out
that a generic package of soap had difficulty competing with familiar, local products.
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The fortunes of many brands of that era, such as Uncle Ben’s rice and Kellogg’s
breakfast cereal, illustrate the problem. The packaged goods manufacturers needed
to convince the market that the public could place just as much trust in the non-local
product. Campbell soup, Coca-Cola, Juicy Fruit gum, Aunt Jemima, and Quaker
Oats were among the first American products to be ‘branded’, in an effort to increase
the consumer’s familiarity with the products.

Around 1900, James Walter Thompson published a house ad explaining trademark
advertising, in an early commercial description of what we now know as branding.
Companies soon adopted slogans, mascots, and jingles which began to appear on
radio and early television. By the 1940s, Mildred Pierce manufacturers began to
recognize the way in which consumers were developing relationships with their
brands in a social/ psychological/anthropological sense. From there, manufacturers
quickly learned to associate other kinds of brand values, such as youthfulness, fun
or luxury, with their products. This began the practice we now know as branding,
where it is felt that consumers buy the brand instead of the product. This trend
arose in the 1980s into what has been described as “brand equity mania”. In 1988,
when Phillip Morris purchased Kraft for six times what the company was worth on
paper, it was felt that what they really purchased was its brand name.

April 2, 1993, labelled Marlboro Friday, was marked by some as the death of the
brand. On that day, Phillip Morris declared that they were going to cut the price of
Marlboro cigarettes by 20 %, in order to compete with bargain cigarettes. Marlboro
cigarettes were notorious at the time for their heavy advertising campaigns, and well-
nuanced brand image. On that day, Wall street stocks nose-dived for a large number
of ‘branded’ companies: Heinz, Coca Cola, Quaker Oats, PepsiCo. Many thought
the eventsignalled the beginning of atrend towards “brand blindness” (Klein 13).

2.Make 5 guestions to the text and answer them.
3.Translate into English.
1. PunkoBa exkoHOMika BHCYHyJa HailehexTuBHimy Qopmy  opranizamii

(QYHKIIOHYBaHHS  CKOHOMIYHHMX  areHTiB —  JoMorocromapctBo (¢ipmy). 2.
["onoBHOMO Ai1110BOIO 000010 hipMH € miATpUEMenb. 3. Y pUHKOBI eKOHOMIIT (hipma
3aBX]I1 € BAPOOHUKOM 1crniokuBaueM. 4. [Toeninka Gpipmu y chepax BUpOOHUIITBA 1
OOMiHY BH3HAUYA€ThCSA OararbMa YMHHUKAMH. BUTPAaTaMU BHUPOOHHIITBA 1 00IroM,
KOPHUCHICTIO 11 MPOMYKIIii, BEIHIMHOIO IMTOCTIMHOTO 1 3MIHHOTO KaIliTay, [iHaMH Ha i1
MPOIYKINIFO 1 CYOCTUTYTH, IIIHAMH HAa CHPOBUHY 1 KOMIUICKTYIOU1 BUPOOH, TOXOIaMU
MOKYMIIiB, M0 KYMYIOTh il MPOMYKIIFO, CTAHOM KOHKYPEHIli Ha PHUHKY, piBHEM
pIBHOBaru puHKY. 5. Y MPaKTUI[l BUPOOHHUUO-KOMEPUIMHOT AISIBHOCTI CKIANOCS
Taka MigIpHEMHUIIBKA (GopMa, SK IHIUBiMyaIbHE mManpueMcTBo. 6. bpenn (anrm.
brand)— koMIIIeKC IOHATH, IO y3arajJbHIOOTh YSBICHHS JOACH PO BiAMOBITHUI

TOBap, MOCIYTy, KOMIaHil0 a00 ocoOuCTICTh. /. IIIUpOKO BUKOPUCTOBYETHCS B
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MapKETUHTYy Ta pekjaMi, Ipote € (GIHAHCOBUM MOHATTAM. 8. bpenn Moxe Oytu y
BUIJISI/II BIACHOTO 1IMEH1, CUMBOJY a00 IpadiuHOro 300pa’KeHHs, SIKEe MPEICTaBIIsE
€KOHOMIYHMI O0O0’€KT Ta OJHO3HAYHO 3 HHUM aCOLIIOETBCA B  CBLIOMOCTI
cnokuBayiB. 9. IcHye Kilbka OCHOBHUX TpakTyBaHb OpeHny. 10. 3rinHo 13 nepium,
OpeHa — 1€ cyma BCIX MOYYTTIB, CIIOTaJliB, 00pa3iB Ta €MOIlil, iKi BUHUKAIOTh Y
JIOU- HU, KOJW BOHA 3 HUM CTUKaeTbes. 11. 3rimHo 13 apyrum, 1e o0oB’sI3KOBO
Iy’Ke MO3UTUBHUNA 00pa3, KUl TOBOPUTH MPO BUCOKY SIKICTh Ta TapHY penyTallito
CBOT'O BJIACHHUKA.

Task 17
1.Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS TRIPS

It is highly recommended that company officials visit the countries to examine
the markets where they are considering selling their products before any transaction
occurs. Many foreign markets can differ greatly from the United States and by
visiting a country, a company can familiarize itself with cultural nuances which may
impact the design, packaging or advertising of the product. Moreover, traveling
abroad allows one to locate and cultivate new customers, as well as improve
relationships and communication with current foreign representatives and associates.
As in the United States, clients and customers prefer to conduct business in person
before concluding a transaction.

Typically, a successful business trip requires months of planning.

Whether this will be your first or your thousandth business trip, you should be
conscious of conduct that is considered proper during your absence from the office.
As a representative of your company, you need to know how to behave appropriately
on a business trip.

e Pack all essential items in a carry-on bag to avoid being ill-prepared for
business if the airline loses your luggage. Showing up for a trade show or a meeting
with a client dressed in yesterday’s clothes will not make a positive impression.

e Dress professionally during the entire trip. Your attire should reflect the fact
that you are on a business trip, whether you are on a plane, on a golf course or in a
conference room.

e Beprepared and be ontime. You may normally arrive at the office at 8:10 every
morning and not speak until after your first cup of coffee, but clients will not take
kindly to your decision to be 10 minutes late for an important meeting and still
needing to go over your notes.
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e Use proper business language. Even though some business trips may include
more casual situations, such as lunch, dinner or even golf, keep in mind that you are
still representing your company, and like the old saying goes, “Loose lips sink
ships”.

e Brush up on table manners and the basics of business etiquette before you go.
This may help you avoid an embarrassing gaffe while on your trip.

e Save all receipts from your trip so you can easily determine your expenses
when you return.

e Conduct yourself with grace and decorum at all times. If you are uncertain
about these terms, consider buying a book on business etiquette for some light
reading while on the plane.

Tips & Warnings

e Ask if you can smoke before lighting up. Smoking has become something
of a social and business faux pas in recent years, and if your companion or client
Is not smoking, asking permission is essential.

e Use a personal phone card to make long-distance phone calls while you are
away. This way, you won't have to reimburse the company for these charges on the
hotel bill.

e Traveling in foreign countries can be tricky. Before you leave, make sure to
buy a guidebook or consult someone who has recently traveled to your intended
destination to learn about the culture and customs.

e Avoid planning leisure-time activities during your trip if they will detract
from the amount of business you are able to conduct. If you stay out until 2 a. m. or
get a sunburn at the pool, you won't be at the top of your game for business the next
day.

e Stay away from pornography, alcohol and anything potentially
inappropriate during your trip. This includes renting adult films in your hotel room,
visiting bars and being in any situation that could result in your being arrested and,
ultimately, fired.

e Keep in mind that your time is not your own on a business trip. You belong to
your employer during this time; you're not being paid to goof off.

2.Make 5 guestions to the text and answer them.

3. Translate into English.

1. Cuyx00BUM BIiIpsUDKEHHSM BB@KAETHCSA IOI37Ka IMpaIiBHUKA 3a

PO3MOPSKEHHAM KEpIBHUKA MIANPUEMCTBA, 00’€IHAHHS, YCTAHOBH, OpraHizaiii Ha
NEBHUI CTPOK JI0 1HIIOTO HACENEHOTO MYHKTY AJISi BUKOHAHHS CIIy>KOOBOTO JOPYUYECHHS
1103a MICIIeM HOT0 ITOCTIMHOT poOOTH. 2. Y THX BUIIAIKaX, KOJIM (iiil, JUTLHUII Ta 1HIII
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MIAPO3AUTH MAMPUEMCTBA 3HAXOSATHCS B 1HIIINA MICIIEBOCTI, MICLIEM MOCTIMHOT poOOTH
BBKAETHCS TOW MIAPO3JLI, poOOoTa B SKOMY OOYMOBIIEHA TPYJOBUM JOTOBOPOM
(koHTpakToM). 3. Ci1y>k00B1 OI3/1KH MPAIIBHUKIB, TOCTIHHA pOOOTA AKMX IPOXOIUTH B
70po3i a00 Mae po3’3HUM (TIepecyBHUI) XapaKTep, HE BBAKAIOTHCS BIIPSHKCHHIMH,
AKILO 1HIIE HE mnepefdadyeHe 3aKOHOAABCTBOM, KOJEKTHBHHM JOTOBOPOM, TPYIOBUM
JIOTOBOPOM (KOHTPAKTOM ) MK ITPAIIIBHUKOM 1 BJIACHUKOM (200 YIIOBHOBa)XEHOIO HHUM
0c00010). 4. ButpaTi Ha BiApSIKEHHS 0CO0H, siKa IepedyBa€e y TpyIOBUX BIJHOCHHAX
3 TUTATHUKOM TOJaTKY, BKIIFOUAIOTHCA 10 CKJIaJy BaJOBUX BUTPAT IUIATHUKA MOJATKY
JIUIIIE 32 HASIBHOCTI JIOKYMEHTIB, IO MATBEP/KYIOTh 3B’ 130K TAKOTO BIIPSIKCHHS 3
OCHOBHOIO JISUTBHICTIO MIJNPUEMCTBA, a CaMe: 3alpollleHb CTOPOHU, siKa MpUiMae 1
JSUTBHICT  SIKOT 301ra€TbCss 3  AUUIBHICTIO MIJNPUEMCTBA, IO HAMpaBisie Y
BUIPS/DKEHHS;  YKIIQJIGHOTO JIOTOBOpPY (KOHTPAKTy) Ta IHIIMX JOKYMEHTIB, SKi
BIZIPETryJILOBYIOTh 200 3aCBIUYIOTh OaKaHHS BCTAHOBHUTH IMBLILHO-TIPABOBI BITHOCUHU;
JIOKyMEHTIB, 110 3acCBIIYYIOTh Yy4YacCTh BIIPAUKEHOT OCOOM B MEPEroBOpax,
KOH(EPEHIIISIX ad0 CUMIIO31yMax, SIKi MPOBOJAATHCSA 32 TEMATHKOIO, IO CTOCYEThCS
OCHOBHOI JIIsTBHOCTI MiJAMPUEMCTBA, SIKE BIIpsAIKAe mpaimiBHUKa. 5. IlignmpuemcTBo, 110
BIIPS/KAE TPAIliBHUKA, 3[IICHIOE peecTpaliio 0co0H, ska BUOYBA€ y BIAPSAMKCHHS, Y
CHeIiaJIbHOMY JKypHaJIi 32 (POPMOFO 3T1THO 3 IHCTPYKITIETO.

Task 18
1.Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS ETHICS

Business ethics is a form of the art of applied ethics that examines ethical
principles and moral or ethical problems that can arise inabusiness environment.

In the increasingly conscience-focused marketplaces of the 21st century, the
demand for more ethical business processes and actions (known as ethicism) is

increasing.[l] Simultaneously, pressure is applied on industry to improve business
ethics through new public initiatives and laws (e. g. higher UK road tax for higher-
emission vehicles).

Business ethics can be both a normative and a descriptive discipline. As a
corporate practice and a career specialization, the field is primarily normative. In
academia descriptive approaches are also taken. The range and quantity of business
ethical issues reflects the degree to which business is perceived to be at odds with
non-economic social values. Historically, interest in business ethics accelerated
dramatically during the 1980s and 1990s, both within major corporations and within
academia. For example, today most major corporate websites lay emphasis on
commitment to promoting non-economic social values under a variety of headings

(e. g. ethics codes, social responsibility charters). In some cases, corporations have
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redefined their core values in the light of business ethical considerations (e. g. BP’s
“beyond petroleum” environmental tilt).

Business ethics can be examined from various perspectives, including the
perspective of the employee, the commercial enterprise, and society as a whole.
Very often, situations arise in which there is conflict between one or more of the
parties, such that serving the interest of one party is a detriment to the other(s). For
example, a particular outcome might be good for the employee, whereas, it would be
bad for the company, society, or vice versa. Some ethicists (e. g., Henry Sidgwick)
see the principal role of ethics as the harmonization and reconciliation of conflicting
interests.

Business ethics should be distinguished from the philosophy of business, the
branch of philosophy that deals with the philosophical, political, and ethical
underpinnings of business and economics. Business ethics operates on the premise,
for example, that the ethical operation of a private business is possible — those who
dispute that premise, such as libertarian socialists, (who contend that “business
ethics” is an oxymoron) do so by definition outside of the domain of business ethics
proper.

The philosophy of business also deals with questions such as what, if any, are the
social responsibilities of a business; business management theory; theories of
individualism vs. collectivism; free will among participants in the marketplace; the
role of self interest; invisible hand theories; the requirements of social justice; and
natural rights, especially property rights, in relation to the business enterprise.

Business ethics is also related to political economy, which is economic analysis
from political and historical perspectives. Political economy deals with the
distributive consequences of economic actions. It asks who gains and who loses from
economic activity, and is the resultant distribution fair or just, which are central
ethical issues.

2.Make 5 questions to the text and answer them.

3.Translate into English.
1. AnMiHiCTpaTUBHA €TUKAa — II€ TIPOIIEC, Y XO/I1 IKOTO JIePKABHUM CITY:KOOBEIb

BU3HAYA€ €TUYHI CTaHAAPTH O BUHUKAIOYMX B YCTAHOBI MPOOJIEM, CAMOCTIMHO
aHaI3YeE 111 CTAaHAAPTH 1 Hece 0coOuCTy MpodeciiHy BIAMOBINATBHICTD 32 IPUHHSITI
pimieHHs. 2. AIMIHICTpaTHBHA €TMKAa BUBYA€ BC1 MOpalbHI aCMEKTH MisIIBHOCTI
JIep’)KaBHUX CITY>KOOBI[IB 1 KEPIBHUKIB Ta CKIAJAETHCS 3 YOTHPHOX KOMIIOHEHTIB. 3.
[lepmmii KOMIIOHEHT — LIHHOCTI — 1€ NEPEeKOHAHHS, AYMKH, B3a€MOBIJTHOCUHU
IHIUBIAIB, CTaBJEHHS TPYN 1 CYCHOUIbCTBA JO TaKuX MHUTaHb, SK CBOOOJA,
CIpaBeIJIUBICTh, BIAMOBIAANBHICTD. 4. J[pyruii — cTanaapTH 1 HOPMU — MPUHIUIIH,
110 BU3HAYAIOTH 111 JIF0JIeH BIAMOBIIHO /10 3aKOHIB, KOJIEKCIB 1 nmpaBuil. 5. TpeTiit —
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30BHIIIHE CEPEJOBUIIE — YMOBHU, B SIKMX 3IIMCHIOETHCS ISUIBHICTH JEpPKaBHUX
ciy’kO0BLIB (HOJITUYHI, COLaJIbHI, KyJIbTypHi). 6. UeTBeptuil — opraxizaiiiina
NOBEAIHKA — PI3HI (OPMHU JiSUIHOCTI CIIYKOOBIIB, 1[0 OPIEHTOBAHI Ha I[IHHOCTI
KOHKPETHOTO CYCHJILCTBA a00 YCTaHOBU, OpraHizaiii B paMKaX BH3HAUYCHHX
CTaHJApTIB 1 HOpPM. /. XapaKTepHUM JJisi Cy4aCHOrO CYCIUIbCTBA PO3BUHEHMX
KaMiTalICTUYHUX KpaiH € NOCWICHUH aKIEHT Ha CTBOPEHHS! METO/10JI0T1i HAYKOBHUX
JOCIIIKEHb B Tally31 aJMiHICTpaTuBHOI eTUKHU. 8. Cepea MEeToIB — ONMUTYBAJIbHUKH,
1HTepB’10, 301p BIIOMOCTEH, BUBUEHHSI KOHKPETHUX BMIIAJIKiB, ICTOPUYHI aHAJIOTIi
toio. 9. o cyTi aAMIHICTpaTUBHA €TUKA IIyKa€ BIANOBIAb HA TaKl MUTAHHS: IIO €
100po 13710, IO € MPABUJIBHUM 1 XUOHUM y MOBEJIIHIII JE€PKaBHUX CIY>KOOBIIB, SIK1
MOTHUBM 1 YMOBHM CIpPHUSAIOTh iX E€TUYHIM MOBEAIHI;, IO Tpeda poOUTH s
(opMyBaHHS BUCOKHUX MOPATbHUX IPUHIIUITIB.
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