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JIEKCUKOIO, sIKa BKUBAETHCS B JINIOBOMY MOBJICHHI, @ TAKOXX OBOJIOJIHHSI 3HAHHSAMH,
YMIHHSIMH i HABUYKAMH B 3a3Ha4€HIN ramsysi.

B ocHOB1 KypCy J€KUTh KOHUEIIIIS, 3T1IHO 3 SIKOIO OJHIEI0 3 HEBIJ €EMHUX
CKJIaJIOBUX MpOlleCy MIATOTOBKM NEpeKiiajiadya € OBOJIOJIHHS HaBUYKaMHU B raiysi
JIJIOBOTO MOBJICHHSI, 1110 3yMOBJIEHO CY4YaCHUMU BUMOTaMHU.

Merta Ta 3aBIaHHS JIUCIUILIIHU

Merta 1 3aBmaHHs Kypcy “/limoBa aHrimilichka MOBa” TOJATAlOTh Y 3aCBOEHHI
CTyJ€HTaMU NEeBHUX (POHOBUX 3HAHB, 03HAKOMIICHH] 31 CIIELIATBLHOIO TEPMIHOIOTIEIO
JJIOBOTO MOBJICHHS, BJOCKOHAJCHHI BMIHb 1 HABUYOK MPAKTHUYHOTO BOJIOIIHHS
JIOBOIO aHIITIMCHKOIO MOBOIO.

Jucrumnina «/[imoBa anrmiiicbka MOBa» B KOMILJICKCI 3 IHIIIMMHM CIICI[1aIbHUMU
npeaMeTaMi Ma€ BEJIMKE 3HAYCHHS 1 MOCiAa€e OJHE 3 OCHOBHUX MICIb B OCBITHBO-
npodeciifHiil miaroTopui OakaiaBpiB MOPCHKOro (PJIOTYy, € HEBIJ‘€MHOI YaCTHHOIO
3arajbHOi MpOOJIEMU MiITOTOBKM BHUCOKOKBANI(pIKOBaHMX (DaxiBIIB AJII MOPCHKOIO
dnoty Ykpainu.

BuBueHHs mpeaMery 0a3yeThCs Ha NPHHIMIIAX MDKIPESIMETHUX 3B S3KiB,
B3a€MOITOB I3aHMX BHJIB MOBHOI JiSUIBHOCTi, TEOpii IOETAITHOTO KOHTEKCTHOTO
HaBYaHHA. Y TIporpami ImepeAdadyeHO HaBUYaHHS BIANOBIAHUM aJIrOpUTMaM y
CUTYallisIX, IMITYIOUUX NMPOodeCciiHO-TPY0B1 BITHOIICHHS.

Kypc «/linoBa anrmificbka MOBa» Ha JIaHOMY e€Talll HIATOTOBKM (haxiBIIiB
TOPTiBEIBHOTO (PIIOTY € MEBHOI MIpOI0 Y3arajibHIOIUYOI Ta CHUCTEMATH3YIOUOIo,
TOMY Y BIANOBIIHOCTI 3 MIFOYUMHU TOJOKEHHIMHU MIDKHAPOIHUX KOHBEHIIIH, IO
pErJIaMeHTYIOTh CTYIIHb BOJIOAIHHS TMpAalliBHUKaMU aHTIIIMCHKOI0O MOBOKO Y
npodeciiHOMY CIUIKYBaHHI, TEPBUHHE 3HAYCHHS MPUAUBIETHCS Yy3araJbHEHHIO
BMBUEGHOTO B TIpOlleCi HABUaHHA aHMIIMCHKOI MOBM Ha TMOMNEpPeAHIX eTanax
IIITOTOBKH, a TAKO K aKTUBI3allli 3HaHb 31 CHEIIAJIbHUX JACIIMILIIH.

['onoBHa MeTa HaBuYaHHS AaHTIINWCHKOT MOBH — 3a0€3MEYUTH MPAKTUYHE
BOJIOZIHHS MOBOIO BUIIYCKHMKAMH MOPCBKOTO HaBYaJIbHOrO 3akiamy. llocraBieHa
MeTa repeadayae BUPIIICHHS KOHKPETHUX 3aBJaHb.

3aBOaHHA KypcCy.

® METOAMYHi: pO3BUBATH TBOPYE MHCICHHS TPU BUKOHAHHI MPAKTUIHUX

3aBlaHb Yy CIEHiaJbHUX HaBUAJbHUX CHTYaIlIsIX, SKI BHUMAararoTh NpodeciiHoi
KOMITEeTeHIIii (paxiBIiB MOPCHKOTO (IIOTY.

e nmi3HaBaJbHi: CPOPMYBATH y CTYJEHTIB MOYATKOBY TEOPETUUHY 0azy, 3araibHi
ySBIEHHS MPO cnenudiKy CHiJIKYyBaHHS HA CY/IHI Ta y MOPCBHKOMY CEpEIOBHIII, SKi
3a0e3nedarb HEOOXiAHY KOMYHIKAaTUBHY CHPOMOXHICTh Y cepax CHTYaTHBHOTO 1
nmpodeciifHOTO CITKYBaHHS B YCHIN Ta MUCHMOBIN (popMax 3 IHO3EMHUMU KOJIETaAMH.

® MpakTH4Hi: chOpMYyBaTH OCHOBH BMiHb CITIJIKYBaHHS B COIIaJbHO-TIOOYTOBHUX
Ta TpodeCiiHO-OPIEHTOBAHUX CHUTYAIliAX; PO3BUBATA BMIHHS CHpPUAMATH Ha CIIyX
ayJio 3amuCcH Ta BIAMOBIIHO pearyBaTH Ha MpOCIyXaHy iH(opMailiio; chopMyBaTu
HAaBUYKM YUTaHHSA IHCTPYKI[IH Ta TEKCTIB Npo(eciiHOro ChnpsMyBaHHS Ha
AHTIIChKI MOBI; BHUpPOOMTHM HABUKM BUKOPHUCTAHHS OPUTIHAIBHOI TEXHIYHOI
JiTepaTypH; PO3BUBATH BMIHHS MHCAaTH OCOOUCTI Ta MIIJIOBl JIMCTH; 3aCTOCYBaTH
3100yTi 3HAHHS MPU MPOXOJKEHHI CIBOECIIM B KOMIAHISAX Ta MPU CKJIAJaHHI TECTIB.



UNIT 1
1. Read, translate (into Ukrainian) and retell (in English) 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:

e Whenever possible, address your letter to a specific person.

e Begin your letter by stating your name and your position or role, if relevant.

e Tell how you got the reader’s name, if applicable.

e Give the purpose for your letter.

e 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,

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

e For a business 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.

e ldentify 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:

¢ |dentify 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.

e 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 Inshort, 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 NPEACTABHUKK PI3HUX HAPOJIB, 3YyCTPIYAIOYHCh, PI3SHUMH
criocobamMu BiTalOTh OJIUH OJHOTO (Oa)kKaroTh M00pa, macTs 1 370poB’s). 2. BiTanus
— HAWMOMMPEHIMMWI 3BUYal y IIJIOBOMY CIIUIKYBaHHI 1 BUMara€ TaKTOBHOCTI. 3.
KoxHomy Hapoy, KOKHIH colliaiabHIi TPyIIi BIacTHBA BIaCHA MaHepa MPHUBITaHHS. 4.
Tak, MOHrOJIM Ta 1HIOKUTAMNII BUSBOM BBIWIMBOCTI BBa)XKalOTh MOTHPAHHS HOCA, a Y
Hogiit 3enanaii BiTalOTh OAWH OJIHOTO, MOTHKarO4YUCh Hocamu. 5. Cepen HapoiB
Hirepii BUsSBOM 1moBaru € JOTHK J0OOM JI0 MiAJIOTH, a OCh )UTeIi THOETY, BITAalOYNCH,
3HIMAIOTh TOJIOBHUU YyOIp MPaBOIO PYKOIO, JIBY 3aKiaja- I0Th 332 BYXO 1 IIPH I[bOMY
BHUCOBYIOTb si3uKa. 6. B SIMOHIT 3aCTOCOBYIOTBCSI TPU BUAM MOKJIOHIB: HAMHMKYUNA —
calikelipelt, cepennidi — mig kytoMm 30° 1 merkmii — mig kytom 15°. 7. Ha Cxomi
XapaKTepHOI0 O3HAKOIO MPHUBITAHHA € HAXWJ KOpIyca 3 OJHOYACHUM BHUKHIAHHIM
pyk. 8. Y kpaiHax, e 30epircs MOHapXiuHUM uu HamiBdeoqalIbHUNA PEXUM, ICHYIOTh
MIPUBITAHHS Y BUTJIS1 KOJIIHOCXUJICHHS: TOBHOTO (Ha 000X KOJ1HAX) 1 HEMOBHOTO (Ha
omaHoMy). 9. B €Bporri 3a3Buyail BiTalOTh OAWH OJIHOT'O, TPOXH IiAiMAarO4YH JIIBOIO



pyKoOIO Kamemntoxa 1 poOnsiun jerkuil ykiaiH rojosoro. 10. IlopymeHHsIM eTUkeTy €
IIYMHI, 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 ahandful withyou to present topotential 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 a compliment 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.

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

V Hai yac Bi3UTHA KapTKa BPYYAEThCS JIIOJAMHI, 3 SIKOIO XOUYTh O3HAHOMUTHCS
Ommpkue abo 30uparoThCcsl MPOJOBXKUTH JUIOBI  BigHocwHHU. 2. [limnmpuemiiesi
PEKOMEHY€EThCS 3aBXKIM MaTU MpU coOl1 HE MEHIIE JECSITH BI3UTHHUX KapTok. 3. Ha
CcMaHOapmuil 6i3umHuitl kapmyi TPONUCHUM PUDTOM IPYKYEThCS MpI3BHIIE, 1M s, TO-
0aTbKOBI; MAJIMMHU JIITEpAaMU — Mocaja, aapeca pipmu 1 renedon, iHoAl pakc. 4. Ha
JeSKUX BI3UTKaX BKa3y€ThCs TUIBLKH ajpeca 1 TenedoH GpipMu — 1€ Tak 3BaHl KapmKu
@ipmu. 5. Ilpu 3HaHOMCTBI MEpIIUM Bpyyae BI3UTHY KapTKy TOH, yuii panr abo mocana
HIWK4l. 6. ko maptHepu 3aiiMaroTh NPUOJIU3HO OJHAKOBI MOCAAM, TO MEPUIUM
BI3UTKY Ma€ BPYYUTH MOJIOJIINM 32 BIKOM. 7. SIKIIO 1 mOcaja, 1 Bik OJIHAKOB1, TO HE Ma€
3HAUEHHA, XTO MEpIIMM BPY4YUTh BI3UTHY Kaprtky. 8. [lig wac nimoBoi 3ycTpiui 3
1HO3€MHHMH MapTHEPAMH Yy Ballliid (ipMi MepIIMMU TOBUHHI BPYYUTH BI3SUTHY KapTKy
Bu. 9. Konu Bu mepebyBaere 3a KOpIOHOM, TO MEPIIUMH BI3UTHI KapTKH BPY4alOTh Balll
naptaepu. 10. [1ig yac neperoBopiB BI3UTHI KAPTKU PEKOMEHAYETHCS PO3TAIOBYBATH
Ha CTOJIl y TOMY MOPAJIKY, Y SIKOMY CUJATh napTHepu. 11. Bi3uTHI kapTku Halvacrimie
Bpy4aroTh ocoducro. 12. IIpu 1pboMy He NPUNHATO BUCIOBIIOBATH MOISKY abo0 sKi-
HeOy b 1HII ouyTTA. 13. Bi3uTHI KapTKu MOKHA 3aIUINATH B OyJAMHKY ajapecara Ha
MOMEHT #oro BifCcyTHOCTI. 14. SIKiio BH AOCTaBMIIM KapTKy OCOOMCTO, TO MOJXKETE
BIJIITHYTH TpaBUi BepxHid KyT. 15.Taky KapTKy 3aJIMIIAIOTh Y TUX BUITAJKAX, KOJIU
gyepe3 SKICh MPUYMHN Bac HE MOTJIM NpUHHATH. 16. 3aruH Ha KapTIll 03HAYae, 10 BU
0COOHCTO 3IMIIUIIN BI3UTHY KapTKY Ha 3HAK ITMOOKOT ITOBary.

UNIT 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:

° 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 gquestions to the text and answer them.
3. Translate into English.

1. JlimoBa po3MOBa BHUMAara€ peTelbHOI IMATOTOBKH, OCKUIBKM HaWyacTiie
NIEPETOBOPH — €JMHA MOXJIMBICTH MEPEKOHATH CIIBPO3MOBHHUKA CITIBIIPAIFOBATH 3
BamH. 2. Bbynb-skomMy mignmpuemIieBi HEOOXiMHO 100pe 3HATH TpaBWiIa BEJICHHS
TimoBo1 po3MoBH. 3. PO3MOBY Mo4ynHae ricTh, aje IUIOBY YaCTHHY PO3MOBHU MOBHUHEH
BECTH TOH, XTO TmpuiiMae rocteil. 4.IHimiatuBa B Oeciml 3ajekuTh Bia BamIoi
aKTMBHOCTI, 1HTYilii Ta iHpopmoBaHOCTI. 5. He cmig camkatu rocTs 3a CBIH
MUCBMOBUH CTUL. 6. beciny mpuitHATO BeCTH 3a CIeliaJbHO MPU3HAYECHUM IS I[HOTO
CTOJIOM, TIPU I[OMY TIiCTh TIOBHHEH PO3TaIllIOBYBAaTHCS TpaBopyd Bixm Bac. 7. Ilig vac
IimoBoi Oeciiy HE CIiJl MiIBHINYBAaTH TOJOC, IPaTyBaTUCS, IMAJIUTH CHTapeTH Yy
MPUCYTHOCTI HEKYPIliB, HA3UBATH Ha IM’S JIIOJIMHY, siKa Oyja MIOWHO MpejcTaBlieHa
BaM. 8. He cimig 3HIMATH IMiKaK, SKIIO 1HII HE POOJIATH boro. 9. CIIupTHI HAIOT ITijT
gac AinoBoi Oecigm He momaroThes. 10. Ha cTinm MokHa mocTtaBUTH MiHEpalbHY a0o
(GPYKTOBY BOJY, MOKJIACTH CUTAPETH, a XBUJIMH 3a 11’ SITh-JACCATh 3alPOTIOHYBATH KaBY
yn vai. 11. [licns 3akindyeHHs Oecigym TpuiiMarouuii 00O0B’SI3KOBO MOBHHEH MPOBECTH
FOCTEU 10 KOPUI0PY.



UNIT 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
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. You should 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 ina
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. Youand 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 gquestions to the text and answer them.
3. Translate into English.

1. VYV HanpyxeHOMY >HUTTI JUIOBHX JIIOJCH CHUIKYBaHHSA 1O TelepoHy €
HE3aMIHHOKO MOJKJIUBICTIO JIJISl IIBUAKOTO PO3B’si3aHHs mpodiem. 2.0qHaK mepir Hixk

TenedOHyBaTH y BaXKJIMBiHM CIipaBi, 0COOJMUBO /IO JIFOAWHU, CTaTyC SKOi BHUIIUM, a ii
pilICHHS MaTHUME BaXKJIMBE 3HAYeHHS, Tpeba CmovaTky no0pe oOMipKyBaTH MOXKIUBHI
nepedir MaiOyTHROT po3MoBH. 3. [l 11boro Tpeba ysSBUTH COO1 JIIOAHMHY, 3 SKOIO
JIOBEJIETHCS PO3MOBIIATH, 1 PO3MOBY OyIyBaTH, BpaxoByruH ii ocobysmBocTi. 4. Jlo
TOTO X TpeOa 3Ba)kaTH Ha Te, 110 B He1 0OMasIb yacy 1 He BOHa € IHIIiaTopoM Oeciu.
5. becima wmae BigOyBaTWCs IIOETAaHO: B3a€MHE TIPHUBITAHHS, YBEJICHHS
CIIBpPO3MOBHUKA B KypC CIpaBH, OOTOBOPEHHS NpOOJIEMH, 3aKJIIOYHI CioBa. 6.
Buknamaroun mnpobnemy mo TenepoHy, CHiA JOTPUMYBATUCh MaKCUMaTbHOL
JTaKOHIYHOCTI (pa3, TOYHOCTI (POPMYIIOBAHb, OJHO3HAYHOCTI BUCIIOBIIOBaHb, YITKOCTI
auKIi. 7. YMOBHO Tene(poHHY pO3MOBY MOKHA MOJUIATH HA 0@iyitiHy 1 npusammuy. 8.
Teneponna po3moBa, SK TmpaBujo, MOYHTAEThCA 3 TnpuBiTaHHA. 9. He cumin
3aMHUTYyBaTH: 3 KUM 5 ToBOpI0? YacTo B JepkaBHUX yCTAHOBAX MOXKHA MOYYTH IaONIOHHY
¢dpa3zy — TypOye Bac takmii-ro. 10. JlinoBa TrenedonHa po3MoBa B poOOTI YCTAHOBH YU
3aKIay ax HisK He MOXKe TypOyBaTH, 00 BOHA ISl IOTO ¥ Mpu3HadeHa. BaxxmuBum
€ BMIHHS CIlyXaTH cHiBpo3MOBHHMKA. 12. BuxoBana ntoanmHa He Oyne mepeOuBaTu
CHiBPO3MOBHHKA 4d TIonpaBisTh. 13. 3a eTukeToM 3aBepirye TejaedOHHY PO3MOBY SIK Y
JJIOBOMY, Tak 1 MPUBAaTHOMY CHUIKYBaHHI, ii iHiiatop. 14. 3aBepuiyroun TeiaedoHHY
pO3MOBY, 000B’s13k0BO Tpeba mompomatucs. 15. Bapro mam’statd, 1Mo HaaMipHa



BBIWIMBICTb, YJIECIUBICTh HE MPUKPAIIAIOTH CIIBPO3MOBHHUKA, 11€, HABIMAKHU, CBITUYUTH
PO HOr0 HU3bKUM €TUYHUI PIBEHD 1 MOKE BUKJIMKATH PO3/IpaTyBaHHS.

UNIT 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 outina
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 you
want, and when you want it.

Mention only positive things. For example, instead of stating: “Even though I 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.

o 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
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
eloguently 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 bebrief.

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.He3zanexHo BiA 3MICTYy, CTWJIb JIUJIOBOTO JIUCTA MOBUHEH MaTH OOPO3UUWIUBHH,

NapTHEPChKUI Xapakrep. 2. Y HbOMY HO€IHYIOTh NPUPOJHI €TUYHI HOPMH JIIOACBKUX
BITHOCUH Ta IHTEPECHU CIPABU, HE MIAKPECIIOIOTh 3HAYYIICTh BIACHOIO CIIYKO0BOTO
cTaHOBMIIA. 3. YCIO KOPECHOHJEHIII0 MOXXHAa MOAUIMTA Ha QopMaibHy Ta
Hedopmanbhy. 4. DopManbHi TUCTU — MIATOTOBIICH] BiJl IMEH1 MIANPUEMCTBA, (GipMU
HIIIH pipmi Ta MatoTh oQiiiiHUN xapakTep. 5. HedopmanbHi TUCTH — CKIaIaI0ThCS
micist oQiiiHOTO 3HAHOMCTBA, MICHS BCTAHOBJIEHHS MapTHEPCHKUX BIAHOCHH MIXK
OpaliBHUKAMH OJHOTO pIBHS (HANpUKIAA, MEHEIXepoM 31 30yTy OAHIET (ipMu
aHAJIOTTYHOMY MEHe/KepY 1HIIO1 GipMH) 3 MPOMO3UILIEID TIPO OCOOUCTY 3YCTPIY IS
00roBOPEHHS IIJIOBUX MTUTaHb, 0OMIHY iH(pOpMAIIi€tO.

UNIT 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 questions to the text and answer them.
3. Translate into English.

1. Bynp-sika 3ycTpid, a TUM OUIbIIE JIJIOBa, BIAOYBAE€THCS 3 MEBHOIO METOIO. 2.
KpurepisiMmu OIIHKKA pe3ysbTaTiB B3a€MOAII OKpPIM JOCSTHEHHS Oa)kaHOi METH €
dakropu, 1O BigOOpakarOTh PECYpPCHI BHUTPATH YYaCHUKIB; Yac, CTYIIHb
HAIPY>KEHOCTI 1 XapakTep BiTHOCUH MK HUMH. 3. 1106 eheKTHBHO MPOBECTH IIIIOBY
3yCTpiy, 70 HEel HEOOX1THO CepHO3HO M- TOTYBATHUCh 1 MPOAyMaTH BCE 0 APIOHMUIIb.
4. Tlpo ninoBy 3ycTpid MPUHHATO JOMOBISTHUCS 3a3[ajerib, MPU I[bOMY 4Yac MK
JIOMOBJICHICTIO 1 BJIACHE 3YCTPIUYIO 3aJIeKUTh BiJi KOHKPETHMX OOCTaBMH Ta Ii
nporpamMu. 5. Y Mexax OJHOTO PETiOHYy HaWIOIUIbHINIE JOMOBISATHCS 3a 2—3 JIHI.
6.3amaHoBaHa 3a JAECATOK JHIB JUIOBA 3yCTpiy 4acTo OyBa€ MiArOTOBJICHA TipIle JHIIE
Yepe3 MCUXoJoriuni npuuuHu. 7. CrodaTky Hade € 4yac JJis po3B’s3aHHS OpraHizaliifHux
NUTaHb Y HACTYIHI JHI, a TMOTIM, 3 OTJISAY Ha MOXIIUBI HemepeadaueHi 00CTaBUHU, 4acy
MOKE TMPOCTO HE 3aluIUTUCh. 8. Oco0nuBOI perenbHOCTI MoTpedye opraHizaiis
3ycTpidi 3 iHozeMusMu. 9. Jlo Takoi 3ycTpidi moTpiOHO, Oe3mepedyHo, TOTYBATHCS
3aBYACHO, IEPEI0AYMBIIN BC1 €JIEMEHTH ITPOTPaMH iX iepeOyBaHHs: TOPAIOK 3yCTpiyi;
MEePCOHANBFHUN CKJIaJl YYaCHHKIB;, y4acTh MPEICTAaBHHUKIB MPECH; BPYYCHHS KBITIB;
BiTaJbHI IPOMOBH; PO3MIIIIEHHS Yy TOTEII; ILJI0BA YaCTUHA; BIABIyBAaHHS KYJIbTYPHHUX
00’€KTiB; MOI3AKU KpaiHOow; HeodimiiHi mpuitomu; mpooau. 10. IIpo opranizaitiro
JTOBOT 3yCTPIdi MOYKHA JIOMOBJISITHCS 32 JIOIIOMOT'0I0 €JIEKTPOHHOI MOIITH, 1O (pakcy
yy, Hainpocrime,— 1o tenedony. 11. [lepen tum, sk B3aTH B pyku TeneGoHHY TPYOKY,
MPOTIOHYETHCSI HAKPECIWTH BCI BAXKIWBI OprafizaiiiHi MOMEHTH 3ycTpiui. 12.
OCKUIBKH, SKIIO IIIOCH 3a0yTH, BUXOAUTH ITOBTOPHO HA 3B’ 30K OyzI¢ HE 30BCIM 3pYUHO.
13. TIpoTokosom mependav4aroThCs TaKi OCHOBHI MOMEHTH JOMOBJIEHOCTI: TpEeaMeT
JII0OBOT 3yCTpivi; MICII€ TPOBEAEHHS;, YACOBI MEXKI.

UNIT 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 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  breakfast meeting

e  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.

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 Enalish.

1. Iepmwmii KpoK A0 yCHIXy ALIOBOT 3yCTpidui — I MPaBUILHUM BHOIp Yacy 1 JHS
THxkHA. 2. [Ipu 3ycTpidi Biu-Ha-Bi4 HEOOXI1THO OpaTH JO yBaru oOCTaBUHU JIJIOBOTO
XKUTTS IapTHEpa 1 oro 6ioputmu. 3. [Ipu Benukii KUTbKOCT1 y4acHHUKIB Oa)kaHO OyTH B
KypCl CITpaB yCiX 1 KOXKHOTO 1 BpaXOBYBaTH JUTOB1 3BUYKHU NapTHepiB. 4. 1106 3ycTpiu
BiIOyJIach Ha HaJEKHOMY pIiBHI, IICHXOJOTH MPOIMOHYIOTh BPaxOBYBaTH JEsKi
dakTopu. 5. He mnanyBaTu 3ycTpid 0e3mocepeHbo mnepes 00ioM: MOCHiX Ta JyMKH
npo DKy nuire 3aBakaTuMyThb. 6. [IpubauszHo 06 11 roauHi opraHizm Bxke MOTpedye
Hi3apAaKH, TOMY, SKIIO 3yCcTpiu BKe mepeabadeHa, Oyae no06pe y mpoiieci IeperoBopis
3alpOIIOHYBATH NAapTHEpAM 4Yallky KaBH, moch moictu. 7. Ile minbaaproputh 0OHMIBI
ctoponu. 8. He ciia manyBaTu 3ycTpid i ofipa3y micis o0iay, 1 6akaHO MPOBOAUTH
xoya O dYepe3 roAWHy, HANABIIM MapTHEPAM MOXIIMBICTH 310paTHcs 3 TyMKaMu 1
MEeperasHyTH 1HpOopMaIlifo, Mo HaAiinwia. 9. Y moHeautok JoasaM MoTpideH vyac, mob
HaJalmTyBaTuCa Ha poboumii putMm micis Buximamx. 10. Xoua, 3 iHmOro OOKy, y
MOHE/IUIKa € TepeBara “‘CBLKOI TOJOBU’, 1 B IEW JIEHb MOXKHa 3yCTpiYaTHCS s
O0OTOBOpPEHHS BAXJIMBUX MPOOJEM, TUIAHYIOUM 3aKIHYMTH iX 0 KiHIA THxHS. 11.Y
ISTHULIO JIIOJIM BXE€ OYIKYIOTh BHUXIJIHUX, €l JE€Hb — HE HaWKpanui s
J0JTATKOBOTO HAMpyXyBaHHS aymMok. 12. OOroBoproliTe TpuBalicTh 3ycTpidi. 13.
Moske craTtucs Tak, MO Ball HEMONEPEIKCHWN MapTHEP 4Yepe3 MiBrOJWHU ITICIs
MOYaTKy 3YCTpidi BUOAYUTHCS 1, MOCIABIINCH HA HEOOXITHICTh BUKOHAHHS CBOiX HE
MEHIII BXKJIMBUX CIIPaB, 3aauIuTh Bac. 14. OOyMOBIIEHOT0 Yacy MpOBEAEHHS 3yCTpiyl
MPUUHATO JOTPUMYBATUCH 00OB’A3K0BO. 15. ¥V BUmaaKy, SIKIIO y Balloro mapTHepa
BUSIBUTHCS IUIBHUMI rpadik poOOTH, OpraHi3yiTe NPOBEICHHS JUI0BOT 3yCTpiul TAKUM



9yuHOM, 1100 OyB yYac He JHIle JJIsi BUKJIAJCHHS Ballloi MO3UIIi, a ¥ JAJIsI MOXIMBUX
BIAIOBIZEH Ha 3alUTAaHHS 1 HEOOXIAHUX MOSICHEHb, HE MOTIANAIOUM Ha TOAUHHHUK. 16.
JIOMOBHBIIMCH MPO Yac MPOBEACHHS 3ycTpidi, Oynbre TOouHMM. 17. 3ami3HeHH:
BBa)XAEThCSA 3HEBArol 10 MpuiMardoi 0ocoOM 1 MOXE MO3HAYMTUCh Ha XO/Ii
neperoopiB. 18. VYV Bumanky mnpumycTuMoi 3aTpUMKH Hamaratechb 3HaWTH
MOJXKJIMBICTb, HEXall HABITh 3a KOPOTKUW 4ac, MOMEPEAUTH MapTHEpa 1 BiAMOBIIHO
Bubauntuch. 19. [lpuitmatounii Mae MopaibHE MPaBO, MOYEKABIIM T'OCTS HAJIECKHY
YBEpPTh T'OJMHU, 3aUHATUCS CBOIMU CIPAaBAMU, MEPEAOPYUYMUBIIU IIEPErOBOPU CBOIM
3acTyIHUKaM, a00 B3araji B IIeH JIeHb BIAMOBUTHUCH Bijl 3yCTpIYi.

UNIT 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
betweenincomeand expenditureandtherisks 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 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.

[IpoBinHOO JNaHKOIO (HIHAHCOBOI CHCTEMH JAEpKaBU € (pIHAHCU MIJIPUEMCTB YCiX
¢dbopM BIACHOCTI, SIKI Yepe3 CUCTEMY IOJATKIB MEePEPaxOBYIOTHCA 10 OIO/KETIB yCiX
piBHiB. 2. [Ipu BuBYeHHI (piHAHCIB MIANPHUEMCTB HEOOX1THO BpaxOBYBaTH pi3HI GopMH
BJIACHOCTI: JIep’KaBHY, aKI[IOHEPHY, OpeHJHY 1 mpuBatHy. 3. diHaHCOBI pecypcu
HiAIPUEMCTBA — 1€ HOT0 TPOIIOBI 3ac00H, 110 NMepedyBalOTh y HOTO MOCTIHHOMY a00
JaCTKOBOMY BOJIOJIHHI JijIsl 3a0e3MeueHHs] yMOB 0e3nepeOiitHol AIsIbHOCTI, a TaKOXK
JOCTATHIX J0XOMIB 1 HakomuueHb. 4. J[>epenom (iHAHCOBUX pecypcCiB € CTBOPHOBAHUI
HiAIPUEMCTBAMH YHCTHH TPOJAYKT y TPOIIOBOMY BHUpaxkeH HI. 5. diHaHCOBa
CaMOCTIHHICTh ~ MANPHUEMCTB  TOTpeOye  aKTHBHOI  (pIHAHCOBO-TOCIOAAPCHKOT
TISTBHOCTI, sKa 3a0esnedyBajia O MOXJIMBICT HE JIMINE TOKPHBATA BUPOOHMYI
BUTpPATH, 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 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 atindividuals, andrisk inthese 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 acommercial 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 questions to the text and answer them.
3. Translate into English

1. Sx Oyab-sike MiANMPUEMCTBO, OAHK € CAMOCTIHHO TOCIIOAAPIOIOYUM CyO’€KTOM,
Mae€ TIpaBa PUINIHOT 0c00M, BUPOOJISE Ta pealli3ye MPOAYKT, BAKOHYE TIOCITYTH, i€ Ha
MPUHIMIIAX TOCHPO3paxyHKy. 2. BiH Bupillye nuTaHHs, OB’ s3aHl 13 3aJ0BOJICHHIM
CYCIIUTBHUX TOTPeO Yy CBOEMY MPOJAYKTI Ta TOCIyrax 1 peani3ali€lo Ha OCHOBI
OTPUMAHOTO MPUOYTKY COIIAJIbHUX Ta EKOHOMIYHHMX IHTEPECIB SIK YJIEHIB HOTO
KOJIEKTHBY, TaK 1 IHTEpeCiB BIacCHUKA MaiiHa 0aHKy. 3. baHk Moxe 3/1iCHIOBATH Oy b~
SIKI BUJIM TOCTIOIAPCHhKOI MISIIBHOCTI, SIKIIIO BOHU HE CylepedaTh 3aKOHaM KpaiHW Ta
BUILUIUBAIOTh 13 cTaTyTy OaHky. 4. banku “KynyroTe” pecypcH, “OpoaarTh’,
(GyHKIIOHYIOTh Y cdepi nepepo3noaLly, CIpUsIoTh 0OMiHY ToBapamu. 5. baHk — 11 1



KpPEIUTOp, 1 HO3UYAIBHUK, 1 TOCEPETHUK MK IOPUANYHUMHU 1 (I3UYHUMH 0coOamu, 1
MOCEPETHUK Y TPOILIOBUX PO3paXyHKaX, Y LIUX SIKOCTSX BIH PO3KPUBAE CBOIO CYTh.

UNIT 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. TleperoBopu TMOBHHHI TMPUBECTH JIO0 TaKOi Yroau, ska O MaKCHMaJIbHO
3aJI0BOJIbHSIIIA THTEPECH KOKHOI CTOPOHH, CIIPaBEUIMBO PETYIIOBAlIa CyNepeyHOCTI,
Oyra TOBrocTpOKOBOIO 1 Opana /1o yBara iHTepecH cycnuibcTBa. 2. [leperoBopu MaroTh
OyTu e eKTHBHI, 0€3 BTpaT, AIKUMHU, K IPABHUIIO, CYIIPOBOIKYIOTHCS YTOIH, TIOB’ sI3aHi 13
MParHEHHSAM HE TOCTyMaTHCcs CBOiMH Mo3uIisiMu. 3. CTOCYHKH MiX CTOpOHAMH MOBHHHI
MOKPAIIUTHCS YH, [IOHAWMEHIIe, He 3IMCyBaTUCA. 4. ABTOpaMU MPHUHIUIIOBOTO TiIXOIy
710 IPOBEJICHHS TIEPETOBOPIB € aMEPUKAHCHKI crieriamicT ["apBapIcbKo1 KO mpaBa
P. ®imep 1 Y. Opi, sxi Buknanu ioro B cBoiit kamu3i “Illnsx go 3romu i meperoBopu 6e3
nopa3ku’”. 5. [ligroroBka A0 MEeperoBOpiB BKIKOYAE JIBA OCHOBHI HAmpsiMU POOOTH:
BUPIIICHHS OpraHi3aliiHUX MNHUTaHb 1 BIAOPAI[IOBAaHHS OCHOBHOI'O IIPOIIECY
MIepEroBopiB.

UNIT 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
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. Ilpesentamiss — 1€ KOMYHIKQaTUBHHUU TIporiec, TOOTO TiepeaBaHHSA
iHpOpMarlii IeBHIN aymuTOPii 3 MEBHOIO METOIO 1 y meBHid (opmi. 2. [IpezenTartis —



BUMPOOYBaHUHN 3aci0 NPUBEPHYTU yBary, MeTa mpe3eHTallli — MepeKOHaTH YM HABUUTH
aynutopito. 3. ['omoBHEe mpaBuiIO Mpe3eHTalli — JOBECTHU ClIyXadeBi, IO 3a
JIOTIOMOTOI0 TpeIMETa MPEe3eHTAIlli BIH MOXKE MOJIIMIIUTH CBOE XUTTS. 4. MUCTEUTBO
Mpe3eHTalli BBaXalOTh OJHIEI0 3 TOJOBHUX HABHYOK, HEOOXITHUX KEPIBHUKOBI. 5.
Han3euuaiiHo BayKJIMBO BMITH OOTpYyHTYBATH, 1110 Bama ifes riqHa miarpuMku ado 1o
Bam nmporpaMuuii npoaykT Bapto KynmyBaTH. 6. [liBUIEHHS YCHIIIHOCTI Mpe3eHTalil,
SKIIO BOHU IPOBEACHI 3 BUKOPUCTAHHSM CYYaCHUX JEMOHCTpalliHUX 3ac001B, HE
TUIBKMA MIATBEP/UKEHO MOCHKEHHAMHM, a W OLIHEHO KuibkicHo. /. Ilepmmii 13
pe3yabpTaTiB orpuMaHo 'y MinecoTcekoMmy yHiBepcuteTi CIIA. 8. JlocmigHuku
CTBEP/KYIOTh:  SIKI[0 Bu  mpoBoauTe  Mpe3eHTalil0 3  BUKOPUCTAHHSAM
JE€MOHCTpalIiHUX 3ac001B, TO MMOBIPHICTH MEPEKOHATH ayAUTOPito 3pocTae Ha 43 %.
9. Maitxe B miBTOpa pazu! [Ipu oMy, AKIIO0 METOIO MPE3EHTALl] € IPOAAX TOBAPY YU
MOCIYTH, TO KJIEHT, MOKYIeLb Y1 NOTSHIIHUI MoKynens Oy/ie TOTOBUIA 3amIaTuTH Ha 26
% OubIIIe TPOIIEH 3a TOM K€ CaMUl MPOIYKT Y MOCHYTY!

UNIT 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.

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 toolKit 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. Immopt — BBe3€HHS TOBapiB, MOCHYr (IHOMI MOXKE BXHBATHUCS CTOCOBHO
Karrraiy, 3HaHb, TEXHOJIOT1H). 2. ToBapu 1 MOCIyTH, 110 OJJHa KpaiHa mpoia€e THIIIN s
BHYTPIIIHBOTO BUKOPUCTaHHA, 00poOku uu mepenponaxy (I'OHKOHT, Hampukia,
CEPHO3HO 3aJICKHUTh BiJl IMIOPTY JJIA CBOET €KCIOPTHOI AisUThHOCTI). 3. IMImopT Moxe
OyTu BUANMEUM (TOBapH) i HeBUAUMHM (TIOCITyTH). 4. BUAIISAIOTE TaKOXK peiMIOpT. 5.
IMmopT TO- BapiB — 1€ KymiBias (y TOMY YHCII 3 OIUIATOI0 HE y TpOIIoBid ¢opmi) B
1HO3EeMHUX CY0’ €KTIB TOCIIOAPCHKOI TISTTbHOCTI TOBAPIB 3 BBE3CHHIM 200 O€3 BBE3CHHS
IIUX TOBapiB Ha TEPUTOPiIO0 YKpaiHW, BKIFOYAOYH KYITIBIIO TOBAPIB JJIsI OCOOUCTOTO
CIIO’KMBAaHHSI yCTAHOBAMH Ta OpraHi3alisiMu Y K- paiHu, po3TalllOBaHUMH 32 i MeKaMH.
6. EkciopT — BUBI3 13 MUTHOI TEpUTOPIi KpaiHW 3a KOPJOH TOBApiB 1 MOCIyT 0e3
3000B’A3aHHS 1X 3BOPOTHOTO MOBEPHEHHs. 7. PaKT eKCHOPTy (PIKCYETbCSI B MOMEHT
MEePETHHY TOBAPOM MHTHOTO KOPIOHY, HamaHHsA mociayr Ta iH. 8. Jlo ekcmopty
HaJeXaTh: TOBApU, BUPOOJICHI, BUPOILIEH] UM JOOYTI y KpaiHi; TOBapHU, paHille BBE3ECHI
3-3a KOPJIOHY, 1110 Oyiu mepepoOIieH] 1 mepepodka sIKUX 311HMCHIOBAIACH M1l MUTHUM
koHTposeM. 9. BaprticTe ekcmopTy pa3oMm i3 BapTIiCTIO IMOOPTY GdopMmye
30BHIMIHBOTOPTiBeNbHUNA 000poT. 10. Excmoptr — mnpogaxk ToBapiB iHO3EMHHM



cy0’€KTaM rocno/iapchKoi IISJIBHOCTI Ta BUBE3EHHS TOBApiB UY€pe3 MUTHHUI KOPAOH
VKpaiHu, BKIIOYAOUM PEEKCIOPT TOBapiB, KpiM IepefaBaHHs MaiiHa Ccy0’ €KTOM
30BHILIHBOEKOHOMIYHO1 JISJIBHOCTI 1HO3EMHOMY CYO’€KTY TOCIOAAPCHKOT qISIBHOCTI
32 KOPJIOHOM SIK HaTypaJIbHOI YAaCTKU y4acTi y (hopMyBaHHI CTaTyTHOI'O KamiTaly MpH
CHUIbHIN rocnofapchbKii aisibHOCTIL. 11. [Ipu npomMy TepMiH peekcrnopTty (peeKcrnopt
TOBapiB) O3HAYa€ MPOJaX 1HO3EMHHUM CY0’€KTaM 30BHIIIHROCKOHOMIYHOI JiSUIBHOCTI Ta
BHBE3EHHS 3a MeX1 Y KpaiHu TOBapiB, paHillie IMIOPTOBAHUX HAa TEPUTOPI0 YKpaiHU.

UNIT 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
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 questions to the text and answer them.
3. Translate into English.

1.V mpakTuui MDKHApOJHOT TOPTiBJI IIUPOKO BUKOPUCTOBYIOTHCS Pi3HI THUIOBI
dbopMu KOHTpakTiB. 2. BOoHM cTasim pPO3POONATHCS BEITUKHMH CEKCIOPTEpaMH U
imroptepamu me B KiHIl XIX ct. 3. CknaganHs OyJb- SIKOTO KOHTPakTy, y T. 4.
KOHTPAKTy KYyMiBIi-IpOAaXy — JyKe KJIOIMTKa po0O0Ta, siKka BHMAara€ BEIUKHX
BUTpAT, 3ycuib 1 yacy. 4. Tomy AU10B1 JIFOAW 37]aBHA MPArHyiu SKOCh YHI(IKyBaTH,
CTaHJapTH3YBaTH, 3pOOMTH iX THUMOBMUMH. 5. 3a JACIKHMH MiJpaxyHKaMH, Ha CBITOBOMY
PUHKY ChOTOJTHI BUKOPUCTOBYEThCS OubIe 10 MIH. THITOBUX KOHTPAKTIB. 6. TUNOBMIA
KOHTPAKT — II€ PO3pOOJICHHI Yy BIIMOBIIHOCTI 10 BCTAHOBJICHUX TIPABUJI JOKYMEHT,
SKAWA MICTUTH P YHIQIKOBAHUX YMOB, MPUUHATUX y MPAKTUI[ MIKHAPOIHOI TOPTiBIII,
TOOTO HIOM Hamepe] y3roJKEHUX, TUIIOBUX YMOB. JIpyry 4acTHHY THUIOBOI'O KOHTPAKTY
CKJIQJal0Th CTATTi, YMOBU SIKUX BUMAararoTh y3rojpkeHHs. 8. Lle crtaTTi, sSiKi MICTATH
YMOBH TPO NPEIMET KOHTPAKTY, I[IHy TOBapy, HOro sIKICTh, TEPMiH MOCTABOK, YMOBHU
miaTexy Ta iH. 9. TUNOB1 KOHTPAKTH HA CBITOBOMY PUHKY MOKYTh BUKOPUCTOBYBATHCS
B pi3HUX popmax. 10. Sk mpaBmiio, BOHU CKJIAAIOThCS HA OJIaHKaX, BUTOTOBJICHUX Y
npykapsi. 11. HalimommpeHrinmow (GpopMoO € Takuii THIOBHUH KOHTPAKT, B SIKOMY
BUKJIAIAIOTHCS 1 (OPMYIIIOIOTHCS HAJICKHUM YHHOM CTATTi, IO MICTSTh 3araibHI
YMOBH KYHIBII-TIpoJaxy. 12. A B TUX CTaTTAX, YMOBH SIKMX BUMAararmTh Y3TOJ>KECHHS,
3anuIaeThest Micue s yrouHeHHs. 13. Ilicas y3romkeHHs B KOHTPAKT BHOCSTHCS
IHAUBiMYyadbHI YMOBH YTroJM, 1 BiH TOTOBHH 10 mignucaHHsA. 14. [HKomm y BCIX
MyHKTaX 3ajJuIIaeTbess Micie it yroudneHHs. 15. TumoBi ¢dopMu KOHTpPAKTiB
PO3POOIISIIOTECS B OCHOBHOMY BEIMKHUMH E€KCIIOPTEpaMU TMEBHOTO BUIY MPOIYKITii,
00’€THaHHSAMH TIPOMMCIIOBIIIB 1 MIAIPHEMIIIB, aCOIIaIliIMUA, COI03aMH, TOPIOBO-
MIPOMUCJIOBUMH MajlaTaMu, OIp)KOBUMHU KOMITETaMHU.

UNIT 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

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 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
Indiaand 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
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 Enalish.

1. bizuec (cmpama, niji0) — MIANPUEMHUIIBKA, KOMEpIiiHa 4u OyJb- sSKa IHIIA
TUSTIBHICTD, 110 HE CYNEPEYUTh 3aKOHY 1 CIpSMOBaHA Ha OTPUMaHHS MPUOYTKY. 2.
Komna 3 Tprox opM opranizarii 0i3Hecy He € yHiBepcanbHOIO. 3. OgHOOCIOHUI
Oi3Hec Mae Taky mnepeBary, sk mnpoctota. 4. IlaptHepcTBo crpuse 00’ €qHAHHIO
KamiTajxiB 1 TamaHTiB JeKuUIbkoX oci6. 5. Kopmopariii mnpornoHyooTh 00MEKEHY
BIJIMOBIJATBHICT 1 HEOOMEXKEHY AISUTHHICTH CaMO1 OpraHizallii OTpuMaHHs MPUOYTKY.
6. llenTpanpHa moctaTh Oyab-SKOro Oi3HECY — MeEHEKepH, sSKi (OPMYIOThH
oprasizaiiiiHy CTpyKTypy 0i3HeCy, KOHTPOJIIOIOTh B3a€EMOJIII0 BCiX pecypciB TomIo. 7.
[Ticas mporosomeHHsT [ep>KaBHOT HE3aJIEKHOCTI B YKpaiHi 0i3HEC PO3BUBAETHCS Ha
OCHOB1 pi3HUX (OpPM BIACHOCTI, IO (QOPMYIOTECA BIAMOBITHO 10 YHUHHOTO
3aKOHOJIaBCTBA.

UNIT 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 inany 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 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 main room 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 guestions to the text and answer them.
3. Translate into English.

1. Odic (anrmn. office, Bix nar. officium — 060B’s130K, city’)k0a) — B aHIJIOMOBHHX
KpaiHax — yCTaHOBa, KOHTOpA, KaHIEJAPIs, MPEICTABHUIITBO KOMIIaHil, CIIyx0a,
ciyx6oBe mpuminienHs. 2. Pobodye Miciie Mae CpusTH MPaIiBHUKOBI Y BUKOHAHHI
poGoTu. 3. BcTaHOBIICHHS Ta BUKOPUCTAHHS JOJATKOBUX €IEKTPOHHUX MPUCTPOIB —
KOMIT'toTepa, TenedoHy, Tene- (akcy — Mae TOJErnryBaTH, a HE YCKIIaTHIOBATH
moneHHy mnpamto. 4. Jlns 3a0e3nedyeHHsT MaKCUMaJIbHOI MPOJYKTHUBHOCTI Ta
edekTuBHOCTI mpari Oo(piCHI MPUMIMICHHS TOBHHHI MaTH BiAMOBITHY MPOCTOPOBY
KOH(Iryparito Ta BiANOBiIHE yMeOmoBaHHs. 5. Tenep icHye kuieHbkoBU odic. 3a
PO3MIpOM BiH He OLIblle MOOUIBHOIO Telie(OHY, ajie BiH CIPABXKHIH TiraHT 3a CBOIMU
MOXJIUBOCTSIMHU. /. BiH noennye B co01 Tenedon, dakc, eleKTpoHHyY nomTy, [HTepHeT,
aJpecHy KHUTY 1 KaJleH 1ap.



UNIT 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 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 a termination. 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 questions to the text and answer them.
3. Translate into English.



1. CyuyacHa kaapoBa moJiThkKa mianpueMctBa ((pipmu, Koprnopauii) Mae OyTu
cOpsiMOBaHa Ha PUHKOBI YMOBHM rocrnojaptoBaHHsd. 2. ['oloBHa i MeTa MoOJiArae B
3a0€3Me4YeHH] HUHI 1 B MailOyTHbOMY KOKHOTO poOO4YOro Micls, KOKHOI Iocaau
MEPCOHAJIOM BIATIOBIAHUX Mpo(eciil Ta cremialbHOCTEN 1 HaJNEKHO1 KBanmidikamii. 3.
JIoCSITHEHHS KIHIIEBOT METH KaJpOBOi MOJITHKUA CYy0 €KTOM TOCIOAApIOBAaHHS Mae
nepen0ayaTH BUKOHAHHS TaKMX OCHOBHUX (DYHKILIN: po3poOKa 1 KOPUTYBaHHS CTpaTerii
dbopMyBaHHS Ta BUKOPUCTAHHS TPYIOBOTO MOTEHIIIATY BIAMOBIIHO 10 3MiH B yMOBax
rocrnojaproBanns; Halip 1 GopMyBaHHS HEOOXITHUX Kareropiii mepcona- ny (BiaOip,
npodeciiiHa opieHTallis, HAllMaHHs, ajanTaiis); MATOTOBKA MEPCOHANy A0 BiAMOBIIHOI
npodeciiiHoi iAIbHOCTI (BUPOOHHUYO-TEXHIYHE YYHIBCTBO, 3arajbHa MpodeciiiHa
IiATOTOBKA, MiJIBUILIEHHS KBali(i- Kalii, MpoCyBaHHS Ha CIIy»k01); OLlIHKA [TEepCOHAITY
(KOHTpOJb BIJAMOBIAHOCTI TMEPCOHANY KOHKPETHUM NOTpebaM BUPOOHMITBA YU I1HIIOL
cdepu IisIbHOCTI, aHaTI3 AUTOBUX SIKOCTEH MpalliBHUKIB, BUCYHEHHS HA MEBHY MOCaAYy,
CiIy’)k00Be TEpeMillleHHs); MOTHBAIll JTOTPUMAaHHS HAJEKHOTO PEKUMY TPYIIOBOI
AISTTBHOCTI Ta BUCOKOT MPOJYKTUBHOCTI Mpalli; MOCTI- HUM MOHITOPUHT Oe3meKku mpari
(BUPOOHHMYO-TOCTIONNAPCHKOT JISIIBHOCT1); 3a0e3MeyYeHHs COIaIbHOT 3aXUIEHOCTI
nepcoHany mianpueMcTBa (¢ip- MU, Kopropalii); peainizailis MOCTIHHUX KOHTAKTiB
MDK KEpIBHMITBOM (KEpPIBHMKAMHM BCIX PIBHIB) 1 TNpPEICTaBHUKAMU TPYIOBUX
KoJeKkTuBIB (mpodcminkamu). 4. Li Ta meski iHmI QyHKIIT peani3yoThes CiayKk0aMu
nepcoHany (BIAAUIAMHU KaJpiB) y TICHINA CHiBIpalll SK 3 TeHEePaJbHOIO JUPEKIIIE€I0
(HampuKJaga, TMUTAHHSA 3arajibHO1 cTparerii abo BHUCYBaHHS Ha TOcaju), TaK 1 3
BIJIMOBIIHUMHU CTPYKTYPHUMH TiAPO3AUIAMHU MIANPUEMCTBA, K1 OEpPyTh ydacThb Y
po3po0i11i Ta peaizaliii KaapoBOi MOJITHKH.

Pe3ynbpTaTuBHICTE (€(EKTUBHICTH) TOCHOAAPIOBAHHS HAa MIAMPHUEMCTBI BEIHKOIO
(SKIIO HE BUPIMIATBHOIO) MIPOI0 3QJIEKHUTh B SKOCTI YMHHOI CHCTEMH YIIPaBJIIHHS

IIEPCOHATIOM.
UNIT 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. 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 — cmpagsa, Ai0) — MIANPUEMHHUIIBKA, KOMEPI[iHA Y1
OyIb-siKa 1HIIA AISUIBHICTH, SIKA HE CYNEpPEYHUTh 3aKOHY 1 CIIPSIMOBaHA HA OTPUMAHHS
npuOyTKy. 2. Y CIIA Gi3Hec po3BUBAa€ThCS HA OCHOBI IHAMBIAYabHOI, MAPTHEPCHKOI Ta
KopropatuBHOi (opMm BracHocTi. 3. Ha iHauBiAyansHii BIACHOCTI 3aCHOBaHUM Oi3HeEc, B
SIKOMY BJIAQCHUKOM 1 MIJNPUEMIIEM € OJHa 0co0a, M0 OTPUMYE BCi JOXOAM 1 Hece
BIZTIOBIIAIBHICTH 3a BeaeHHs crpaBu. 4. Y CIIIA Takux BiaacHuKIB moHaz 15 muH. (75
% Bim 3arajbHOi KUIBKOCTI MIAIPUEMCTB), ajie BOHM OTPUMYIOTH Juiie 10 9 %
IPOIIOBUX HAIXOJKEHb. 5. J[is mamoro Gi3HECY XapaKTepHi He3aJeKHHH MEHEIKMEHT,
BJIACHUM KaIiTajl, JIOKaJIbHUU palioH oreparliii, HeBeluki po3Mipu. 6. BiH Bigirpae
3HauHy poJib y 3abe3nedenHi 3aiHsaToCcTi (B CIIA maibke TpeTuHa poOOYHX MICIb
npunagae Ha ¢ipmu, ae mpairoe meHme 100 oci®), meBHOW0 Miporo 3abe3neuye
HACUYCHHSI PUHKY CIIOKMBYMMHU TOBapaMU Ta MOCIYyraMH, CIPHSIE TMOCIa0JICHHIO
MOHOTIOJI3MY, PO3BUTKOBI KOHKYPEHIIil, CTPYKTYpHii epe0ya0Bi €KOHOMIKH, € 3aC000M
JTOCSATHEHHS 0COOMCTOTO yCIixy. 7. Manwuii 6i3Hec — BaXJIMBE JKEPENIO 1HHOBAITIT. 8.
Jlo BHWHaAXOMiB, 3pOOJICHMX HHUM, HaJeXKaTh JITAKW, TEIIKONTEepH, IEPCOHAIBHI
KOMIT I0T€pH, aepo3oib Tomo. 9. Ha ocHOBI mapTHepchKkoi (rpymoBoi) dopmu
BJIACHOCT1 PO3BUBAETHCS Oi3HEC TOOPOBUIBHO OQIIIHHO 3apEECTPOBAHMX ACOIIAIlIN
nBox 1 Oumbrmme oci6. 10. IlapTHepw CTBOPIOIOTH KOMMaHii, TOBapMCTBAa Ta IHIII
oprafizamii 1 CTalTh CIIBBJIaCHUKaMH cruibHOI BiacHocTi. 11. IlapTHepctBO
CTaHOBUTh Maibke 8 % o0cary mnignpueMHHIbKOi gismbHOCTI 1 4 % BCIX
nignpueMannbkux noxoxiBs 'y CIIIA. 12. Ha xopmopatuBHiii ¢opMmi BIacHOCTI
3acHoBaHMi Benukmii OizHec. 13. Kopmoparii icCHYyIOTh SK HE3aJeKHI FOPUANYHI
cy0’€KTH, BIJMOBINAIBHICTh aKIIOHEPIB 3a 3000B’si3aHHSAM (IpMHU, 3a NTPABOBUMH
MPETEH315IMU 10 HET 0OMEXKY€EThCS X BHECEHUMHU I'polioBUMH Komtamu. 14. XKozana 3
TphoX (hopM opranizailii 6i3Hecy He € yHiBepcalibHOW. 15. OgHo0ciOHMIT O13HEC Mae



TaKy mnepemary, sik mpoctoTta. 16. IlaptHepcTBOo cnpusie 00’€IHaAHHIO KamiTaliB 1
TaJAHTIB eKUIbKOX 0ci0. 17. Kopnopaiiii mpornoHytoTs 00MeXeHyY BIAMOBIIAIBHICTS 1
HEOOMEXKEHY NIsUIbHICTh CaMOi oprasizauii oTpuMaHHs npuOyTky. 18. LleHTpanbHa
NOCTaTh OyAb-KOro OI13HECY — MEHEIKEpH, AKI (OPMYIOTh OpraHi3alifiHy CTPYKTYpy
013HeCY, KOHTPOJIIOIOTH B3a€MOJIII0 BCIX PECYPCIB TOIIIO.

UNIT 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 questions to the text and answer them.
3. Translate into English.



1. Opranizanisg — 11¢ KoMnaHisi (MiANPUEMCTBO), 3apEECTPOBAHA Y BCTAHOBICHOMY
MOPAZIKY, OJHUM 3 OCHOBHUX HAIIPSIMKIB AISUTBHOCTI SIKO1 € 00CIIyTOBYBaHHSI HACEJICHHS.
2. BoHa Mae BIANOBIIHUHN CepTU(IKAT HA MPABO BUKOHAHHS BIANOBIIHUX BU/1B POOIT.
3. OpraHni3auiero Moxe OyTH caMOCTiiiHE MIANPUEMCTBO (EKCIUIyaTaHt). 4. Y MHUHYIOMY
BUOKPEMIIIOBAJIM 3€MIIIO, MPALI0 i KamiTaa SK KII0YOBI YHHHUKU BUPOOHUITBA; HUHI J10
HUX JOJAl0Th HOBUM YUMHHUK — MIANPUEMHHUIBLKUNA MOTeHIIAN (MOTSHIIHHY MOXIUBICTh
MaKCUMaJIbHO €(DEKTUBHOI'O BUKOPUCTaHHS CYKYIHOCTI KaJpOBHUX, MaTepiajJbHUX 1
HeMaTepiaJibHUX pecypciB). 5. DopmyBaHHs 1 BUKOPUCTAHHS LIbOTO MOTEHIIATY — L1€
NPAKTUYHO 1 € CYTTIO MOHATTS “HiINPUEMHHULTBO”, K€ BBAXaIOTh 0CO0JUBOIO cheporo
BUPOOHUYO-TOCHOAAPCHKOT 00 1HIIOT AISUTBHOCTI 3 METOIO OIEPKAHHS TIEBHOTO 3HCKY.
6. [lixmpueMHUUTBOM, SIK MpPaBUIJIO, HA3UBAIOTh 1HINIATHBHO-CAMOCTIHHY TOCIOJapChKO-
KOMEPIIIHY ALSUIBHICTE OKpEMUX (PI3MUHHUX Ta IOPUAMY- HUX 0Ci0, Mo ii IUIKOM
30pIEHTOBAHO Ha OJICpKaHHS MPUOYTKY (oxony). 7. Taka AisIbHICTD 3A1MCHIOETHCS
Bijl CBOTO 1ME€HI, Ha BJIACHUU PHU3HK 1 MiJ 0COOMCTY MaiHOBY BiAMOBIJAIBHICTH OKPEMOT
¢i3nuHOi 0co0U — miAnpuemis abo PUANIHOI 0COOM — MiAMpUEMCTBA (OpraHizalii).

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 acompany 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 a company 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:

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.

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

1. 3akpuTta KOMIaHisi — KOMIIAHIS, SIKA KOHTPOJIIOETHCS I1'ATbMa ab0 MEHIIe
yYacHUKaMH, KOTp1 € JIUpeKTopaMM I1i€ei KommaHii. 2. SKmo 3akpuTa KOMIaHis
MOTPAIUISAE I KOHTPOJIb 1HIIIOT KOMIIaHil, TO BOHAa HE PO3TJISAIAEThCS K 3aKpHUTa. 3.
HoBa xommawnis (anri. Start-up) — xommaHis Ha paHHii cTaail pO3BUTKY, aKIlii KOT I11e
HE MPOJAIOTHCS MpHUBCEIoaHo. 4. Akiionepna kommasxis (Joint-Stock Company) —
IOpUIMYHa 0c00a, CTBOPEHA IS BeIEHHS KOMEpIiiHOT a00 BUPOOHMYOI IisIBHOCTI 3
METOIO0 OJICp)KaHHS MPHOYTKY; KalliTaja Ifi€l KOMIIaHii IUTMThCS Ha OKpPEeMl YaCTHHHU
(axmii abo mai), sKi HajekaTh MPUBATHUM OcCO0aM 1 3a iX PINICHHSIM MOXYTh OyTH
nepenani iHmMUM ocobam. 5. [HBecTuiiHa KoMMaHis, iHBec TuIliitHuil Goux (Investment
Company (Investment Fund) — komrmaHis, sika BUKOPHCTOBYE CBi KaIliTayl Jisl
iHBeCTyBaHHS B iHIIN kowmmadii. 6. louipua kommanis (Affiliate company) — xommnasis,
mo rnepedyBae ITiJI KOHTPOJIEM YM IIOB’S3aHA 3 I1HIIOK KOMIIaHI€. 7. Y JeSIKuX
BHITQJIKaX, SIKIIO JOYIpHI KOMITaHIi HEBEJIWKi, KEPIBHUIITBO 000X KOMIIAHIA MOXeE
OyTH 3araJIbHUM.

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 seen in phrases such as white
shoefirm. 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. 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 ofatrend towards “brand blindness” (Klein 13).

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

1. PunkoBa ekoHOMIKa BHCYHyJa HaiedekTuBHily ¢opMy opraHizaiii
(GYHKIIOHYBaHHS €KOHOMIYHUX areHTiB — Jaomorocrnoaapctso (dipmy). 2. T'onoBHOO
JiH0BOI0 0c00010 (hipMHU € TIANPUEMEIb. 3. Y PUHKOBIM eKOHOMIIl (hipMa 3aBXKIH €
BUpOOHUKOM 1 crioxkuBadeM. 4. Ilopeninka ¢ipmu y chepax BUpOOHUIITBA 1 OOMIHY
BU3HAYAEThCsA OararbMa YMHHUKAMH: BUTpaTaMH BUPOOHHUITBA 1 00iroM, KOPUCHICTIO ii
IPOJIYKIIii, BETUYUHOIO IMOCTIMHOTO 1 3MIHHOTO KaIiTaly, I[iHaM{ Ha i1 MpOAYyKIIio 1
CyOCTUTYTH, IIIHAMH Ha CUPOBUHY 1 KOMIUIEKTYIOUl BUPOOH, TOXOJaMH MTOKYIIIB, 110
KYIYIOTh 11 IPOAYKIIiIO, CTAHOM KOHKYPEHIIi Ha PUHKY, PIBHEM PIBHOBaru puHKY. 5.
Y npakTuii BUPOOHHUYO-KOMEPIIHHOT MISUTBHOCTI CKJIAJIOCS Taka MiTIMPHEMHHUIIbKA
dopma, sk iHAWBiAyanbHE minnpueMcTtBo. 6. Bpena (ammi. brand)— komruiekc
MOHSATH, IO Y3arajibHIOITh YSBIEHHS JIOJICH MPO BIAMOBITHUN TOBap, MOCIYTY,
KOMIIaHit0 ab0 ocobucticth. 7. [1Inpoko BUKOPUCTOBYETHCSI B MAPKETUHTY Ta PEKIIaMi,
npore € QiHaHCOBUM TOHATTAM. 8. bpeHm moxke OyTu y BHUIJISAI BIACHOTO 1MEHI,
CUMBOJTy a00 rpadigHOro 300pa)kKeHHS, SKE IMPEJICTABIIIE SKOHOMIYHMN 00 €KT Ta
OJTHO3HAYHO 3 HUM aCOIIOETHCSA B CBIIOMOCTI CTIOXKUBaviB. 9. [CHye KiJIbka OCHOBHUX
TpakTyBaHb OpeHmy. 10. 3rimHo i3 mepmmM, OpeHT — I1e CyMa BCiX TOYYTTiB, CIIOTAIiB,
o0Opa3iB Ta eMOIId, sIKi BUHHKAIOTh Yy JIFOJU- HU, KOJIM BOHA 3 HUM CTUKaeTbes. 11.
3riHo 13 JApyruM, 1e OOOB’SI3KOBO YK€ MO3UTHUBHUN 00pa3, SIKMl TOBOPUTH MPO
BHUCOKY SIKICTh Ta TApHY PEITyTallil0 CBOT'O BIIACHUKA.



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 fromthe United States and byvisiting 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 Packall 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 Be prepared and be on time. 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.

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. Cnyx00BUM BIIpS/PKEHHSIM BBaXKA€TbCA TIOi3[Ka IMpalliBHUKA 3a
PO3MOPSIKEHHAM KepiBHUKA MIAMPUEMCTBA, 00’ €IHAHHS, YCTAaHOBH, OpraHi3allii Ha NeBHUU
CTPOK JI0 1HIIIOTO HACEJIEHOTO MYHKTY JJI BUKOHAHHS CITy>KO0BOTO JIOPYUYCHHS 1103 MiCIIEM
foro mocTiiiHOT po6oTH. 2. Y TUX BUMAIKaX, KOJH GIii, AUTBHUII Ta 1HII MAPO3IUIH
IiAIPUEMCTBA 3HAXOIATHCS B 1HIIIM MICIIEBOCTI, MICIIEM TOCTIHHOT pOOOTH BBAXKAETHCS
TOM MiPO3/11, podoTa B AIKOMY 00YMOBIICHA TPYIOBUM JOTOBOPOM (KOHTPAKTOM). 3.
Cy>x00Bi1 TIOI3/IKH TIpaIliBHUKIB, IMOCTiIHA poOOTa SKUX MPOXOAUTH B I0P031 a60 Mae
po3’i3HNUI (TIepecyBHUI) XapaKTep, HE BBAXKAIOTHCS BIAPSKCHHSIMH, SKIO 1HIIE HE
nependaveHe 3aKOHOJABCTBOM, KOJIGKTUBHHM JOTOBOPOM, TPYIOBHUM JIOTOBOPOM
(KOHTPAKTOM) MK MTPAI[iIBHUKOM 1 BIACHUKOM (200 yIOBHOBaXEHOIO HUM 0C00010). 4.
ButpaTu Ha BiapsKeHHS 0c00H, sika mepedyBae y TPyI0BUX BIAHOCHHAX 3 TUIATHUKOM
MO/IaTKy, BKJIFOYAIOTHCSA JO CKJIAJly BAJOBHX BUTpAT IUIATHWKA TOJATKY JIMINE 3a
HAsSIBHOCTI JIOKYMEHTIB, 1110 MiITBEPKYIOTh 3B’ I30K TAKOTO BIIPSKEHHS 3 OCHOBHOIO
JSUTBHICTIO MIPUEMCTBA, a caMe: 3apOIIeHb CTOPOHH, SIKa PUHUMAE 1 AISUTBHICTD SIKOT
30ira€ThCs 3 AISUTHHICTIO MIAMPUEMCTBA, IO HAMPABISAE y BIIPSHKCHHS; YKIaIEHOTO
JOTOBOPY (KOHTPAKTY) Ta IHIINX JOKYMEHTIB, SIKi BIIPEryIbOBYIOTh a00 3aCBIIUYIOTh
OakaHHS| BCTAHOBUTH LIUBIIbHO-TIPABOBI BIIHOCUHU; TOKYMEHTIB, 110 3aCBIAYYIOTh y4acTb
BIIPSII>KEHOT 0COOU B IEPEroBopax, KoH(pepeHIisix ado CUMIT031yMax, siKi IPOBOASITHCS 32
TEMAaTUKOIO, [0 CTOCYEThCS OCHOBHOI JISUIBHOCTI MIJNPUEMCTBA, SIKE BIIIPsJIKaA€E
npaiiBHuka. 5. [liznpuemMcTBO, 1m0 BIAPSIKAE TIPAI[IBHUKA, 3I1MCHIOE peecTpaliio ocodu, ska



BUOYBA€ y BIIPAIKEHHS, Y ClIEI[iaIbHOMY KypHai 3a (HOPMOIO 3T1JJHO 3 IHCTPYKIIIETO.

Task 18

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 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”
Isanoxymoron) 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 gquestions to the text and answer them.
3.Translate into English.

1. AamiHicTpaTMBHA €THKAa — II€ IPOLEC, y XOJ1 SKOro JiepKaBHUM CIy>KOOBElb
BU3HAYa€ C€THYHI CTaHAApPTH J0 BUHUKAIOUMX B YCTAHOBI MpPOOIEM, CaMOCTIiHO
aHali3ye Il CTaHJapTH 1 Hece ocoOucTy mpodeciiHy BiMOBIIAIBHICTh 32 MPUHHATI
pilieHHs. 2. AAMIHICTpaTHBHA €THMKAa BHMBYA€ BC1 MOpaJbHI aCMEKTH AISUIBHOCTI
JIep>KaBHUX CIIyKOOBIIIB 1 KEPIBHUKIB Ta CKJIAAA€THCS 3 YOTHUPHOX KOMIIOHEHTIB. 3.
[lepmmii KOMIIOHEHT — I[IHHOCTI — II€¢ MEPEKOHAHHS, TYMKH, B3a€MOBITHOCHHU
IHAMBIIIB, CTaBJIEHHS TPyH 1 CYCHUIbCTBA JO TaKUX INUTaHb, SK CBOOOJA,
CIPaBeIMBICTh, BIAMOBIAANBHICTE. 4. [Ipyruit — craHngapTi 1 HOpMU — MPUHIUIIH,
10 BU3HAYAIOTh JI11 JIFOJICH BIATOBITHO /10 3aKOHIB, KOACKCIB 1 mpaBui. 5. Tpertiid —
30BHIIIIHE CEPEJOBUIIE — YMOBU, B SAKUX 3[IACHIOETHCS [ISIIBHICTH ACP>KABHUX
CITY>KO00BIIIB (MOMITHYHI, COLIaJIbHI, KyJabTypHi). 6. UeTBepTuii — opranizaiiiiina
MOBEJ[IHKa — PIi3HI (POPMH TISIILHOCTI CIYKOOBIIIB, 110 OPIEHTOBAaH1 Ha I[IHHOCTI
KOHKPETHOTO CYCIHiJbcTBA ab0 YCTaHOBHU, OpraHi3allii B paMKaX BU3HAUYEHHMX CTaHJApTIB
1 HopM. 7. XapakTepHUM JIJIsl CY4aCHOTO CYyCHUIbCTBA PO3BUHEHUX KaIiTaTICTUYHHX
KpaiH € MOCUJICHUH aKIIEHT Ha CTBOPEHHSI METOJI0JIOT1i HAYKOBUX JTOCTIKEHB B rairy3i
aaMmiHicTpatuBHOT eTukH. 8. Cepea METOIIB — ONUTYBaJbHUKH, 1HTEPB’I0, 301p
BIJIOMOCTEH, BUBYCHHSI KOHKPETHUX BHMAAKIB, icTopuuHi aHanorii tomo. 9. ITo cyTi
aIMIHICTpaTHBHA €THKA IIIYKA€E BIAMOBIb HA TaKi MUTAHHSI: IO € J00pO 1 3710, IO €
MPABWIHLHUM 1 XUOHUM Yy TIOBEIHII JEP>KaBHUX CIIYXKOOBIIIB, SIKi MOTUBU 1 YMOBH
CHPUSIIOTh 1X €THUYHIN MOBeMiHI; 1m0 Tpeba poOuTu s (OopMyBaHHS BHUCOKHUX
MOPaTbHUX IPUHIIHIIIB.
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