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IHEPEAMOBA

OnHi€ero 3 HaBaXJIMBILMIMX 3aCaJi CY4YaCHOI CHUCTEMH OCBITH € 3a0e3NeyeHHs
KOMIIETEHTHICHOTO MIAXO0Ay 10 HaBYaHHS, 110 3yMOBIIOE (OPMYBaHHSA Yy MalOyTHIX
YUUTEIIB AHTJIIMCHKOT MOBM 3JaTHOCTI NPAaLIOBaTH B MDKHAPOJHOMY KOHTEKCTI,
CHUIKYBaTUCS 3 €KCHepTaMH 3 Pi3HUX HpodeciiHuX Tpyn B OCBITHIA Ta IHIIMX
rajiy3sx, 3aCTOCOBYBaTH IpHU MPOJYKyBaHHI TEKCTIB B YCHIM Ta MUCHMOBIM (opmax
PI3HOCTHIJIBOBI Ta PI3HOKAHPOBI OAMHMII 3 ypaxyBaHHSIM KOMYHIKaTMBHOI CHUTYyallii
Ta KOMYHIKaTHBHOTO 3aBJIaHHS BIATOBIIHO JO ETUYHHUX 1 MOpPATbHUX HOPM
MOBEJIHKU, IPUAHATHX B IHIIOMOBHOMY CEPEIOBHIIII.

[IporioHOBaHE BUWAAHHA CIHPSIMOBaHE Ha (OPMYBAaHHA CHUCTEMHHX 3HAHb
MalOyTHBOTO YUYHUTelNs aHTJIAChKOI MOBHU Yy cpepax MDKKYJIBTYPHOI KOMYHIKAIlI Ta
CYCNUIbHUX 3B’fI3KaX, a TakoX Yy cdepl JHrBICTUYHOI ocBiTH. OCHOBHa MeTa
HAaBUYaJbHOTO TMOCIOHMKAa — 3a0e3meunTH (PaxoBy TMIATOTOBKY 3700yBadiB 3
TUCIUIUTIHA «Jl1710Ba KOMYHIKaIlig aHTJIIMCHKOI0 MOBOIO», PO3IIMPUTH, MOTIUOUTH
Ta BUKJIACTU OCHOBH JIJTIOBOT KOMYHIKaIlii aHTT1HCHhKOI0 MOBOIO.

[TociOHMK MICTUTH OpPUTiHAJIbHI MaTepialiv 3 Ta3eT, KypPHaIIIB, JICKI[IH 3 MUTaHb
nutoBoi komyHikaiii. IlogaroTbest mepeBipeHi MPAaKTUKOI MOpaaM IIOAO0 TOTO, SIK
NpPaBUJIBHO HAIMCAaTH PE3IOME Ta 3asBY Ha IpaleBJAIlITyBaHHS, MIATOTYBaTHUCS 10
criiBOecCiiv, CKIACTH AIJIOBUM JIUCT, 3aPOIIESHHS, 3aMOBJICHHS.

[TocibHuK ckiamaerbest 3 5 po3auniB. KoXHUN pO3aiT PO3KPHUBAE OKPEMHIA
acrHeKT JUIOBOI aHrmiicbkoi MOBH. [IpOnmoHYrOTbCS 3aBJaHHS 1 JIEKCHMYHI BIIPaBH,
TIyMa4eHHS OKpeMUX TepMiHiB (0m3bko 1520 CIIiB Ta CIOBOCTIONYYEHB), TIepEKIIal
YKpaiHChKUX TEKCTIB Ta PEUYCHb AHTJIIHCHKOI0O MOBOIO, a TaKOX 3pa3Ku UTOBUX
JIOKYMEHTIB, JI1aJIOTH, POJILOBI I'pH, MMPU3HAYEHI JJIsI BUBUCHHSI HEOOXITHOTO 00CsTY
JIEKCUYHOTO MaTtepiajly, pO3BUTKY MOBHMX HaBHYOK Ta MPAKTHUYHOI'O 3aCTOCYBaHHS
HaOyTHX 3HaHb 3 JUIOBOI KOMYHIKAIlIl aHTJI1HCHKOT MOBH.



INNPAKTHYHI 3AHATTS
MPAKTUYHE 3AHSATTS 1.

TEMA 1. POLYSEMANTIC NATURE OF THE CONCEPT
OF BUSINESS COMMUNICATION CULTURE

PLAN:
1. The Concept of Communication Culture and its Structure.
2. A Visit Card.
3. Cultural Differences in Body Language.
4. A Book of Etiquette.
5. Grammar: Present Tenses.
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1. Complete the following text with the correct form of the word.
The concept of culture has polysemantic nature. Today, there are hundreds, of

1) (to define) of the term “culture”. It is usually understood as the level of
spiritual (soul-spiritual) development of people or society. 2) (to achieve) in
language, religion, 3) (moral), philosophy, science, art, system of

education and upbringing; in fact, the totality of these types of human activity is
called culture.

Sometimes the concept of culture also includes law, state system, public order,
etiquette, social customs and forms of 4) (to communicate), as well as
economy, industry, technology. However, all this, although it also reflects the level of
spiritual development, it is more appropriate to refer to the concept of the term
“civilization” and, thus, to distinguish culture from civilization.

From this point of view, culture and civilization have different goals: culture
primarily promotes 5) (to develop) and education of the human soul, and
civilization - development and maintenance of the body, and culture (at least true
spiritual culture) pays the main attention to development of each individual soul and
only then to a certain community of people (nation, society), and civilization - on the
contrary, aims primarily at the social 6) (to organise) of a certain society,
and to that extent - every person.

Note that in its etymological meaning, the term “culture” originates in
antiquity. It can be found in the treatises of 7) (phylosophy) and teachers of
Ancient Greece and Rome. First, in understanding of the culture of the soul, mind,
and body, which is achieved through 8) (purpose) exercises and education.
In general, in the ancient 9) (conscious), understanding of culture is
identified with paideia, that is, education. Thus, according to Plato, paideia is a guide
to 10) (to change) the very essence of a person.


https://doi.org/10.24018/ejbmr.2020.5.6.631

2. Read the visit card and answer the following questions.
BON VISAGE

Nick S.Jeimson
Vice President of Marketing

167 Fifth Avenue, Vancouver, GSV5, Canada
Phone: (0273) 543359 Fax: (0273) 559364

Whose card is this?

What is he?

What company is he from?

What city is he from?

What is his telephone number?
What is the address of his company?
2.1. Make up own visit card

3. Read the following text. For questions (1-5) choose the correct answer
(A, B, Cor D).

Cultural Differences in Body Language

Oxford University research psychologist, Dr. Peter Collett, examined some of
the differences in the “body language” 1) Europeans. Dr.Collett says that if
we compare the way different European nations 2) gestures, they fall into
three major groups. The Nordic nations belong 3) the first group. These are
the Swedes, Finns, Norwegians, and Danes. They use gestures very little. The second
group, which includes the British, Germans, Dutch, Belgians, and Ukrainians, use
some gestures 4) they are excited, or want to communicate over long
distances, or insult each other. The third group use gestures a 5) , 10
emphasize what they are saying, or to hold the other person’s attention. They are the
Italians, Greeks, French, Spanish, and Portuguese.

1A |in B | between C among D of

2 |A |do B |use C make D act

3 |A |10 B |be C |with D at

4 | A |that B | when C who D where

5 | A |little B | bit C lot D much

4. Find the American equivalent.
subway cab apartment corporation
downtown highway attorney baggage
jelly line mail post napkin
soccer railroad round-trip ticket salesman




ticket-office one-way ticket fall gas
zebra crossing period potato chips kerosene
schedule trash bag fancet vacations
movie truck stove drapes
cookies candy flashlights pacifier

Return ticket, film, crosswalk, shop assistant, company, dustbin bag, autumn,
tap, petrol, holidays, lorry, torch, cooker, curtains, serviette, city centre, jam,
underground, full stop, biscuits, crisps, time-table, luggage, taxi, football, paraffin,
sweets, railway, motorway, lawyer, flat, single ticket, booking office, dummy, queue,

post.

5. Make own ABC.

A | Ambitious N | Negotiative
B Broad-minded O | Obstinate

C | Clever P | Polite

D | Determined Q | Quick-thinking
E | Energetic R | Reserved

F Flexible S | Self-assured
G | Gainy T | Thrifty

H | High-lying U | Uncorrupted
I Industrious V | Venturesome
J Just W | Well-bred

K | Keen X | eXperienced
L | Loyal Y | Youthful

M | Motivated Z | Zealous

5.1. Using the adjectives of this list describe the character of your friend /
boyfriend / girlfriend / mother / sister or brother and etc.

6. Read the text “A Book of Etiquette”. For questions (1-5) choose the
correct answer (A, B, C or D).

In the early 1900s, Emily Post wrote a book 1) etiquette. The book
consisted of the “shoulds” and “should nots” of living 2) “high society”. For
example, young women were told to always wear white gloves when they went 3)

a dance. This was so that they would never touch a man’s hand. Men were
told 4) always walk on the street side of the sidewalk when they walked with a
woman. This was so that the woman would not get dirty from the carriages driving 5)
on the street. The rules of etiquette has certainly changed since the early

1900s.



1 |A |below B |of C at D above
2 |A |in B | about C near D at
3 A |to B |be C |with D at
4 | A |the B |to C | when D | where
5 A |by B | near C at D next
7. Fill in the blanks with the correct word expressions.
a) dress code b) make eye contact c) facial expressions
d) corporate hospitality | e) small talk f) personal space

1. Polite discussion between strangers or acquaintances is called .
2. Rules limiting what people can or cannot wear are calleda .

3. Smiling and frowning are two examples of .

4. The distance a person likes to keep from other people is called .
5. When you look in someone’s eyes, you make  with the person.

8. Translate into English.

to pay cash staff (personnel) to conclude (make)
agreements (strike
deals)

royal family to be out of petrol a bill

to place money on |to be run by construction business

deposit

small talk to chat online a representative

to miss negotiations remember us Mr. P. a member of staff
(personnel)

to run a business petrol (gas) conversation

to record to make an appointment | to come to an agreement

with smb

1. S mponycTHB mEeperoBopu, TOMY, IO B MEHE 3aKIHYMIIOCH TaIbHE.

2. BiH mpariroe mig KepiBHUIITBOM CBOTO JsIbKA.

3. Hamni aupexkTopu He MIAIIITN 3r0/IH.

4. lleit MeHeIKep HE BMIE YKIIAIaTH YTOJIH.

5. TyT 3a masibHe CJi/I IIATUTH TOTIBKOIO.

6. Ha 11 roguay paHky B MEHE MpU3HAYCHA 3yCTPId 3 OJJHUM 13 TIPEICTABHUKIB
miel koMmagii.

7. BiH He € 4iIeHOM Halloro NepcoHaly.

8. MeHi JiicHO MO00a€ThCs CIUIKYBAaTUCS OHJIAKH.

9. BoHa moBWHHA BHECTH T'POIIIi Ha JEMO3UT.

10. Hamr npyr kepye OyaiBeibHUM O13HECOM.

9



11. Cgircbka Oeciga KoposieBHM €JIM3aBETH Ta WIEHIB KOPOJIBCHKOI POJMHH
Oyna 3amucaHa.

12. Sxmo Bu nodaunte nana [leTpoBcbKkoOro, To nepeaaiTe Bl HaC BITAHHS.

13. Momy He criomobanack iXHs po3MOBa.

14. [akite, Oynpb Jacka, paxXyHOK.

9. Complete the text with necessary prepositions.

Formal Party.

All formal parties are subdivided into day-time parties and evening parties with
sitting 1) the table and without sitting.

Formal party with sitting at the table one can shortly defines 2) the term
“banquet” and without sitting - (buffet) table; stand-up party.

According 3) the purpose of the party and its solemnity receptions are:

- day-time parties — a glass 4) champagne, a glass of wine, breakfast;

- evening parties — dinner, stand-up party, supper, cocktail, banquet-tea or
coffee.

Banquet can continue 5) nearly 5-7 hours, is held at the table and
accompanied by “cultural program” and dishes changing. The main part 6)
the banquet guests sit at the table but banquet seldom can be held without any
entertainment. Entertainment includes performances and sometimes dancing.

Stand-up party is shorter and more democratic: it continues for a couple of
hours or ever less and gives the possibility 7) the guests to walk easily about
the hall and communicate to each other.

As a rule, different presentations, conferences and symposiums are finished 8)

a stand-up party. Meals — mostly cold collations. Covers, dishes and drinks

are put 9) the high tables and the guests help themselves. Waiters (one 10)

each table) only add dishes and change plates.

10. Here are some of the tried and tested ways of keeping your sanity and
avoiding falling asleep during the sort of meeting you wouldn’t wish to see your
worst friend. Underline the most interesting variant you like.

How to Survive a Boring Meeting.

Imagine the Chairman or Chairwoman with no clothes.

Start a lottery for the time the meeting will finish.

Write a love poem.

Write a shopping list for the next six months.

Catch up on all your correspondence - remember to look up occasionally.

Photocopy the next 50 pages of the novel you are reading and put them
between the pages of a report.

Fantasize about what absent members are doing.

Philosophize as follows: Am | really sitting here in this meeting?

Draw caricatures of the members you hate.

Note one of the favourite phrases of the Chairman / Chairwoman or any other

10



verbose speaker and count how many times he / she uses it.

Pick a vogue word like, “transparent”, “for example”,
many times it comes up.

well”, and count how

11. How the impression you may give, especially to a foreigner, can be
affected by. We form impressions from how people look, dress, speak, and express
attitudes by nonverbal means such as gestures, eye movements, or posture. Try to
determine the meaning of these statements.

a) shaking hands, touching, etc.

b) crossing your arms, sitting up straight, etc.

¢) hair, make up, suit, tie, etc.

d) smiling, blinking, browning, looking someone straight in the eye, looking down,
etc.

e) sighs, yawns, knocking loudly or softly at the door, clicking a ballpoint pen, etc.

f) sounding cool, friendly, familiar, serious, etc.

g) politics, business, sport, family, etc.

1. Your expression ...

2. The noises you make ...

3. Body contact ...

4. Body language ...

5. Your clothes and appearance ...
6. What you talk about ...

7. Your tone of voice ...

GRAMMAR
Present Tenses
Tenses Positive | Negative | Question | | Question Il | Question 111
Present | prefer |ldonot |Dol Why do | Who prefers
Simple my coffee | prefer prefer my | prefer my my coffee
black. my coffee | coffee coffee black?
black. black? black?
Present She is She is not | Is she What is she | Who is
Continuous | listening | listening | listening listening to | listening to
to the to the to the the music the music
music music music now? now?
NOW. NOW. now?
Present We have | We have |Havewe | What hat Who has
Perfect boughta | not boughta | have we bought a
nice felt | boughta | nice felt bought? nice felt hat?
hat. nice felt | hat?
hat.

11




have / has | He has He has Has he Why has he | Who has
done his | not done | done his done his done his

Verb 111 hometask. | his hometask? | hometask? hometask?

hometask.

Present She has | She has | Has she Where has | Who has

Perfect been not been | been she been been

Continuous | learning | learning | learning learning learning

have / has | English English English for | English for | English for

Verb 111 for 12 for 12 12 years? | 12 years? 12 years?
years. years.

been We have | We have |Havewe | What Who has

Verbing | been not been | been company been
working | working |working at | have we working at
at this at this this been this company
company | company |company | working for | for 10 years?
for 10 for 10 for 10 10 years?
years. years. years?

12. Identify the tenses in bold, and then match them to their use.

1
2
3
4
5
6
7
8

a - action which started in the past and continues up to the present with

emphasis on duration;

b - law of nature;
C - expressing irritation;
d - action happening around the time of speaking;

e — result / consequence of a past activity in the present;
f - fixed arrangement in the future;
g — timetable;
h - gradual development.

13. Put the verbs in brackets into the correct present tense.

. The Earth revolves round the Sun.
. The next train arrives at 19:45.

. Oleh is looking for a new flat.

. My daughter can’t play the guitar. She has broken her right hand.
. His brother is always biting his nails.

. | have been trying to call you for an hour.
. He is flying to Berlin tomorrow.

. It’s getting warmer and warmer.

1. She (to move) house next week.

12




2. Carl and Mary are looking for a new house. The landlord (to evict)
them from their flat.

3. (you / to wait) a long time?

4. They (to convert) the old mill into a beautiful new home at the
moment.

5. Water (to freeze) at 0°C.

6. Her flight (to arrive) tonight at 7 pm.

7. (you / to sign) the contract for the house next week?

8. The Earth (to become) warmer and warmer.

9. The bus (to come) every ten minutes.

10. Jack and Maggie (still / to search) for the perfect house.

11. Bob can't move house now because he (to sign) a two-year
contract.

14. Fill in the correct tense of the verb in brackets.

1. (Jane / still / to think) of renting the house?

B: Yes, why?

Well, some people (to think) that it is haunted.
Mark (to taste) the curry to see if we need to add
any more spices.

I don’t think we do. It (to taste) delicious as it is.
Why (you / to smell) the milk? I only bought it
this morning!

B: | Well, it (to smell) off to me!

22(P2
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15. Circle the correct tense.

1. I’m afraid I can't make it tonight. I the estate agent at 7 pm.

| a) see | b) am seeing | ¢) have seen | d) have been seeing |
2. The film at 7:30.

| a) has been starting | b) has started | c) is starting | d) starts |
3. He to find a cleaning woman for a month now.

| a) has been trying | b) tries | c) is trying | d) has tried |
4. Look! You coffee all over my desk!

| a) have been spilling b) have spilt | ¢) were spilling | d) spill |
5. He the property section of the newspaper every day, but he still

hasn’t found anything.
| a) has been reading | b) is reading | ¢) have read | d) read |
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It is Interesting to Know

The shortest complete sentence in the English language is “I am”.

The longest word in the English language whose letters are not repeated is
“uncopyrightable”.

In this sentence, the sound [i:] is conveyed by 7 different letter combinations:
“He believed Caesar could see people seizing the seas”.

Do you know what is special about the sentence “The quick brown fox jumps
over the lazy dog”? This sentence contains all 26 letters of the English alphabet.

There are no words in the English language that rhyme with such words

“month”, “orange”, “silver”, and “purple”.
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1. Read the text about Table Manners in Great Britain. Complete the text
with necessary words.

Although rules regarding table manners are not very strict in Britain, it is
considered rude to eat and drink noisily. At formal meals, the cutlery is placed in the
order in which it will be used, 1) (to start) from the outside and working
in. The dessert spoon and fork are usually laid at the top of your place setting, not at
the side.

It is considered 2) (polite) to smoke between courses unless your
hosts say otherwise. It is polite to ask permission before you smoke in people’s home.
In Britain 3) (to smoke) is now forbidden in many public places, for

example, on the underground, on stations, in shops, in theatres and in cinemas.
Rules of Behavour at Formal Parties
eit is better to come up to a table once more to take the appetizer than to stay at
a table for a long time;
eremember that the main purpose of such party is not treatment but 4)
(to communicate). That’s why, one should not eat and drink much but

mainly have talks, share 5) (to impress) and establish contacts. Don’t
forget to take sufficient amount of your own visit cards.
If the party is of high level in the 6) (to invite) card one should

indicate the form of clothes: a dinner-jacket or a tail-coat (a frock) for a man, an
evening dress (a frock) or as variant — a cocktail dress — for a woman. Englishmen
sometimes write: “Undress” — you may come to the formal party in 7) (day)
clothes.

When you stand in a cloak-room in front of the mirror you can only tidy your
hair. But if you want to comb your hair, touch up your make-up you should go to the
lavatory. This also concerns the case if you have a bout of coughing or cold.

To official parties it is better to come in a frock. Jewelry — in moderate amount.
For the day-time parties it is better to put on bijouterie or silver 8) (to
adorn).

To breakfast or cocktail you can come in a small little felt or silk hat and you
may not to take it off during a party.

You should take off gloves right away on your coming. For day-time parties
silk or kid-gloves are more 9) (to suit) and for evening parties you can put
on lacy or other gloves. Pay attention to this rule: the shorter are the sleeves of a dress
so 10) (long) must be gloves.
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2. Translate into English.

cold collations to indicate a formal party

a sleeve a dinner-jacket I would like to

a tail-coat to gesture to insult

an invitation card covers a form of clothes
to be excited a frock lacy

a representative daily clothes kid-gloves

a small little felt hat to speak to smb stand-up party

1. Ioknanite Ha ¢TI O01AHI TPUOOPH, MOTIM MOCTABTE XOJOHI 3aKYCKH.

2. Y 3anponieHHi Bka3aHa ¢popMa oAsry — BeUipHe BOpaHHS.

3. Moi npy3i He 00Tk 0QiLikiHI 3ycTpiyl.

4. OngrHITH BEUIPHIO CYKHIO 0€3 pYKaBiB, MEPEKUBHI 200 MIKIPSIHI pYKaBUUKH
1 MaJIeHbKUH (heTPOBUI KaIleTIOIIOK.

5. 51 xoTiB OM MOTOBOPUTH 3 BaILlIUM MPEICTABHUKOM.

6. BcraBaiiTe KOKHOTO pa3y, KOJIM B KIMHATY 3aXOAUTh JKiHKA.

7. Ha nueii dypuer ciig omsrHYTH CMOKIHT a0o ¢pak, a HE MOBCAKICHHUU
OJIAT.

8. Komu meit MeHemkep CXBWIbOBAHWUM, BIH CHJIBHO XECTUKYIIOE 1 MOXKeE
00pa3suTH JIOAUHY.

3. Match the beginnings of the sentences below with their endings.

1. Communications are used

2. You must communicate with your teachers

3. And you will need to communicate with the examiner at the end of the
course,

4. People communicate with each other in many ways,

5. Communications are only effective if the receiver

6. Many businesses and functions within businesses have their own jargon

7. Physical barriers include

8. Internal communications are communications

9. External communications are communications

a - in order to get through your course successfully

b - to pass on information, give instructions, check and receive feedback on
activities, and to discuss matters of interest or concern.

c - if you are going to pass!

d - actually receives and understands the message the sender intends.

e - by talking face to face or over the telephone, or by sending e-mails and
letters.

f - noise in a factory where a meeting or conversation is taking place,
interference on a telephone line.

g - which uses words that have other meanings in everyday language.

h - with people outside the organisation.
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I - between people in the same organisation.

4. Read and try to answer the following questions.

A questionnaire “Etiquette”.

About clothing

Do men have to wear jackets and ties in restaurants?

Are men and women allowed to wear shorts to work in offices in summer?
Are there any special rules about what you have to wear in holy places?
About money

Is it rude to ask people how much money they earn?

Is a woman expected to pay her share of the bill in a restaurant?

About hospitability

Should you take a present when you are invited to somebody’s home?
Is it rude to smoke without asking in other people’s homes?

Is it impolite to smoke between courses?

About tipping

How much should you tip a taxi driver?

Should you tip in a restaurant and at the hairdresser’s?

5. Read the text and complete the words in it. Give your comments on the
following rules etiquette.

Telephone Etiquette.

The techniques of telephoning are very much the same in countries. Only
remember your good telephone 1) m _ e

When talking on the telephone — speak clearly. Do not shout and take your
cigarette out of your mouth.

Make 2) s _ r _ that your conversation with a busy person is as brief as
possible.

When calling a friend who does not recognize your 3) v _ _ ¢ _ — don’t play
“Guess who”. Announce yourself promptly.

When you get a 4) w_ _ g number don’t ask “What number is this?” It is
good manners to ask “Is this two-three-four-five-six?” If not — apologize.

If a wrong number call comes through don’t lose your temper. Simply say:
“Sorry, wrong number” — and hang up.

Always 5) I~ t _f _ yourself when making a call, especially if you are
calling on busmess e.g. ““This is Mr.Volkov of the Ukrainian Trade Mission. Could I
6)s ___ ktoMr. Goth...”.

Ifyouhavea7)v __i_ _r, donotcarry ona long chat while your visitor tries
hard to 8) a _ _ _ d listening to your conversation. The 9) b _ __ thing to do is to say
you are busy at the moment and ... May I call you back in a little while?”” But don’t
10)f _ _g__ todoso.
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6. Read the following text and say if these statements are true or false.
In France you are expected to shake hands with everyone you meet.
People in Britain shake hands just as much as people in Germany.

In France people prefer talking about business during meals.

It is not polite to insist on paying for a meal if you are in Italy.
Visitors to Germany never get taken out for meals.
A humorous remark always goes down well all over the world.

7. Choose appropriate word pairs to complete the sentences below.

a) working breakfast

c) lunch break

| e) eye contact

b) corporate hospitality

d) public holiday

1. Make with customers so that they know you are listening.

2. | usually go shopping during my

3. Tomorrow is a
4. Let’s discuss this over a

5. We spent over $ 65 000 last year on

so the office will be closed.
tomorrow morning.

GRAMMAR

Past Tenses

Past She | did not | Did | | When did | Who watched
Simple watched | watch the | watch the | | watch the | the news last
the news | news last|news last|news last | night?
last night. | night. night? night?
Past She was|She was|Was she | What Who was
Continuous | learning | not learning | language | learning
German learning | German was  she | German last
last year. | German last year? | learning year?
last year. last year?
Past He had|He had|Had he|What had | Who had not
Perfect left when |not left|leftwhen!l|he done|left when |
| went to | when | | went to the | when | |went to the
the club. |went to|club? went to the | club?
the club. club?
Past They had | They had | Had they | How many | Who had
Perfect been not had | been years had | been  being
Continuous | being been being they been |friend  since
friend being friend being childhood?
since friend since friend?
childhood. | since childhood?
childhood.
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8. ldentify the tenses in bold, and then match them to their use.

1. She left university six years ago. (Past Simple)

2. He was waiting for the bus when the accident happened. (Past Continuous)

3. He had just finished his report when his boss asked to see him. (Past
Perfect)

4. She had been working as a clerk for two years before she got promoted.
(Past Perfect Continuous)

a - happened before another past action with emphasis on continuation;
b - happened at a specific time in the past;

¢ - happened before another past action;

d - was in progress at a certain time in the past.

9. Match the prompts from each other column to make sentences.

1. They had been looking for a while the lights went off.
house for six months
2. Martin has been living in when two years now.
Thailand
3. Janet was working on her since this year.
computer
4. | haven't seen Joanne for they found what they were
looking for.

5. Joe was cooking before Ann was laying the table.
6. Gail has been abroad she got married.

three times

10. Put the verbs in brackets into the correct past tense. Justify your
answers.

1. Paul (to break) his arm while he  (to paint) the wall.

2. Sandra finally (to pass) the exam. She (to study) really
hard for months.

3. A: How long (Mary / to work) here before she (to retire)?

B: More than twenty years.

4. While | (to walk) home last night, | (to bump) into Sally.

5. The sun (to shine) and the birds (to sing) as we (to
drive) towards the village.

6. We (to finish) the main course and (to wait) for dessert
when the fire alarm __ (to ring).

7. (you / to work) late last night?” “Yes, actually I (not/ to
leave) until 11 pm.”

8. She (to visit) France before but she only went (to go) to
Paris last month.

9. A (you / to see) Jamie at the party last night?
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B: No, by thetime | (get) there, he (already / to leave).
10. Amy (to walk) home when she (to hear) her mobile phone
ring.

11. Underline the correct words.

1. When she entered her flat she had found / found that someone had
broken / broke it.

2. He had been driving / was driving home when / after he crashed into a
tree.

3. When Laura arrived / had arrived at the restaurant, Tony had gone / had
been gone home.

4. When / While | walked into the room, they had just / yet finished their
dinner.

5. After they had been living / lived there since / for two years they decided
to build an extension to their house.

6. He didn’t shave / hadn’t been shaving this morning because he hadn’t
had / didn’t have time.

7. While / After he graduated from university, he joined / was joining the
army.

8. She had been watching / watched TV when / since Tom came home.

9. He was having / had a bath when the lights had gone / went on out.

10. She had never / ever been to South America before / after.

12. Put the verbs in brackets into the past simple or the present perfect.

Alex Morton is a talented writer who 1) (to lead) a very interesting
life. He was born in 1945 in Manchester, and he was the youngest of six children.
From the moment he could read, he was never without a book in his hands. He was
an avid reader throughout his schooldays, and he soon 2) (to show) his
talent for writing, too. In fact, his teachers 3) (to give) him extra assignments
just to be able to read more of his work.

After he 4) (to leave) school he went to Manchester University. By
the time he got his BA, he had already published a number of short stories, and his
first novel was almost finished. Over the next few years he 5) (write) non-
stop and each of his books was more successful than the last. Despite being so busy
with his work, Alex still 6) (to find) time for romance. He met Fiona Jones
while he was at university and they were married in 1971. They have two children.
He 7) (always / to be) a devoted husband and father.

Alex Morton 8) (write) over twenty books so far and his name 9)

(to be) on the best seller list more times than he can remember. However, the
pinnacle of his career was when he 10) (win) the Booker Prize for Fiction in
1995. Since then, Alex 11) (to continue) to write and many of his books
12) (be / made) into films.
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It is Interesting to Know

The word “bride” comes from an ancient Proto-Germanic verb meaning “to
cook”.

If you remove the last 4 letters of the word “queue”, the pronunciation will
remain the same.

The word “mortgage” comes from the French noun meaning “lifetime
contract”.

The word “screeched” is the longest one-syllable word in the English
language.
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1. Complete the text with the necessary words from the table.

refusal you hospitality cultures
of countries prayers business
partners negotiations communiction drink

Etiquette in Business.

Social behaviour and manners are important factors in 1) . The
etiquette for communicating is more effective (sometimes) when conducting
international 2) :

* Never give a gift of liquor in Arab 3)

* In Arab countries never turn down food or 4) ; it’s an insult to refuse 5)

. But don’t be too quick to accept either, a ritual 6) (“I don’t want
to put you to any trouble™.) is expected before you finally accept.

* In Pakistan, remember the Moslems pray 5 times a day, so don’t be surprised
when, in the midst of 7) , your partners excuse themselves and conduct 8)

* In Africa and in India, people may distrust you and avoid doing business with
9) iIf you get strictly to business. Africans need plenty 10) time to
get to know their future 11) and are suspicious of those who are in a hurry.

You will see how important it is to know other 12) , use their
experience in your own country.

2. Correct impolite phrases of one of the interlocutor.
Mr.Simpson | Hello, may | speak to Mr. Ward please?
Mr.Ward Wait.

Mr.Simpson | Could you put me through to Mr. Ward?

Mr. Ward | Speaking. Charles Ward.

Mr.Simpson | Good morning. This is Gary Simpson.

Mr.Ward What?

Mr.Simpson | This is Gary Simpson of Grant & Clark speaking.

Mr.Ward What do you want?

Mr.Simpson | Could we make an appointment to discuss our contract? Will you be
available next Monday?

24



Mr.Ward No.
Mr.Simpson | Oh, that’s a pity. How about this Friday or next Tuesday?
Mr.Ward Tuesday or Friday is fine. I don’t care which.

3. Read the text below and look carefully in each line. If the line has a
word that should not be there, write this word on the line.
Handshakes.

In Spain, let a handshake last 5 to 7 strokes; pulling away too soon may | 1
be interpreted as a sign of rejection.

N

In France, however, the preferred handshake a single stroke.

In Ukraine, the length of the strokes depends on the feeling you wantto | 3
express:

a short casual stroke is good for business and longer the handshake, the | 4
warmer the welcome.

In Canada, a weak, “fishy” handshake is disliked. A strong firm| 5
handshake is most desirable.

In England, never stick pens or pencils other subjects in your front suit| 6
pocket.

Doing is considered gauche (socially awkward, tactless). 7

Stress the longevity your company when dealing with Germans, Dutch, | 8
and Swiss.

If possible, print the founding date your business foundation. 9
4. How culturally aware are you at the table? Try the quiz below.
1. In Greece / Finland people frequently stop for lunch at 11.30 in the morning.
2. In Switzerland / Brazil it’s common to be up to two hours late for a party.
3. In Portugal / the USA a business lunch can last up to three and half hours.
4. In Japan / Poland the soup is often eaten at the end of the meal.
5. In France / Britain cheese is normally served after the dessert.
6. In France / Belgium it is an insult not to leave a tip.
7. In Arab / Asian countries you must wait for your host to serve you the main

meat dish.

8. In Mexico / Belgium you should keep both hands on the dinner table where
they can be seen.

9. At a Turkish / Chinese dinner table it is extremely impolite to say how
hungry you are.

10. The Japanese / British sometimes need to be offered more food three times
before they will accept.

11. American / Latin executives like to be invited to your home for dinner.

12. In Belgium / Spain an 11 o’clock dinner is quite normal.

13. In Asian / Arab countries food is usually eaten with just three fingers of the
right hand.
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14. In Poland / Japan you should keep filling other guests’ glasses until they
turn them over.

15. In African / Asian countries it is the host who decides when the guests
should leave.

16. In Netherlands / France they sit down at cocktail parties.

17. In the USA / China the most important guest is seated facing the door.

18. In Japan / Portugal a tip is not expected.

19. In American / German restaurants you may be asked if you want a bag for
the food you can’t eat.

5. How to be More Polite.

Don’t say Say
| want a hamburger. | would like a hamburger.
Send me the report. Could you send me the report?
Leave me alone. Could you give me a minute?
Tell me when you are available. Let me know when you are available.
You are wrong. | think you might be mistaken.
That’s a bad idea. I am not so sure that’s a good idea.
Your work isn’t good. 1I’'m not quite satisfied with this work.
You don'’t like the colours in this design. | I'm not fond of the colours in this

design.

6. Speaking practice: Answer the questions concerning your economy.
Have you ever borrowed money from anyone?

Who from? How much?

Have you ever lent money to anyone?

Who to? How much?

Are you in a debt at the moment?

Does anyone owe you any money?

Do you save money?

Are you saving anything at the moment? What?

Do you keep your money:

a) in a bank?

b) in a safe?

C) in a money-box?

d) under the bed?

Do you spend more than you earn, or less than you earn?
Do you have a budget for your money?

Do you keep a record of your expenses?

Where do you keep your money?

a) ina purse;

b) in a wallet;
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¢) in a handbag;

d) in a pocket.

If you keep it in a pocket, which pocket do you keep it in?
a) inside jacket-pocket

b) back trouser-pocket

c) side trouser-pocket

d) top jacket-pocket

Have you ever had your pocket picked?
Have you bought anything this week? What?
What did it cost?

Was it worth it?

Was it new or second-hand?

What it a bargain? Did you get a receipt?

7. Complete the dialogue with the appropriate phrases in the box (1) y
3Hauenni: “nepenpoutyio, nosmopime we paz’’; 2) interfering in to conversation; 3)
sorrow, grief, sympathy).

Forgive me; I’m sorry; Sorry; Excuse me \

Clerk: , can | help you? Something wrong?
Woman: | Yes, I've got a terrible toothache.

Clerk: , to hear that. Have you taken a painkiller at all?
Woman: | No, | have not got any.

Travel Agent: | Can | help you, sir?

Customer: 1'd like to book a flight to Rome, please.
Travel Agent: | And how do you want to pay? Check or credit card?
Customer: Credit card, please.

Travel Agent: | Can you give me the number?
Customer: 29678205777
Travel Agent: ?
Customer: 29678205777

8. Speaking practice.

Read the main rules of safety given by the most prospects of the USA,
Great Britain and other countries.

e Don’t keep your wallet and purse out of sight.

e Don’t wear a wrist wallet (they are very easily snatched. Keep your handbag
securely closed.

e Don’t leave a handbag, briefcase, bag or coat unattended, especially in
pubs, cinemas, department stores or fast-food shops, on public transport, at railway

27



stations and airports, or in crowds.

e Don’t leave your bag or coat beside, under or on the back of your chair.
Hook the handle of your bag around the leg of the chair on which you are sitting.

e Don’t put your bag on the floor near the door of a public toilet.

e Don’t wear expensive jewelers or watches that can be easily snatched.

e Don’t put your purse down on the table in a restaurant or on a shop counter
while you scrutinize the bill.

e Don’t carry a wallet in the back pocket of your trousers.
e Don’t enter parks and commons after dark and travel in groups of three or
more if possible at night.

GRAMMAR
Future Tenses
Future She will She will not | Will she When will | Who will
Simple study study study she study | study
Spanish Spanish Spanish Spanish Spanish
next week. | next week. |next week? | next week? | nextweek?
Future They will They will Will they | Where will | Who will
Continuous | be going to | be not be going to | she going be going to
London. going to London? to? London?
London.
Future By next By next Will they How much | Who will
Perfect week, they | week, they | have money will | have
will have will not earned lots | they have | earned lots
earned lots | have of money earned by | of money
of money. |earned lots | by next next week? | by next
of money. | week? week?
Future By theend | Bytheend |Will he When will | Who will
Perfect of of have been | he have have been
Continuous | November | November |stayingat | been staying at
2022 he 2022 he this hotel staying for | this hotel
will have will not for 15 days | 15 days by | for 15 days
been have been |bytheend |theendof |bytheend
staying at | staying at | of November | of
this hotel this hotel November | 20227 November
for 15 days. | for 15 days. | 20227 20227

9. Look at the question, then read sentences 1 to 4. Which suggests: a
future action already arranged? an intention / plan? an uncertainty / possibility?
a prediction based on evidence?
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10. What are Your Holiday Plans for the Summer?

1. We don’t do it yet. We think we shall / will do it later.

2. They are having a rest last week and they are going to go for work now.

3. The weather is getting hotter and hotter. | am going to spend the summer
on my yacht.

4. | am touring Malta.

5. I don’t know yet. I think I shall / will go to Rio.

6. I am working all summer but | am going to spend a few days in Majorca in
September.

7. Our kitchen is looking worse. My parents are going to repair it.

8. Marta and her sister are travelling at the moment.

11. Discuss your plans for your next holiday. Talk about:

destination means of transport
people to go with length of stay
place to stay things to do

- Are you doing anything on your next holiday?

- Yes, I’'m visiting a friend in Edinburgh.

- That will be nice. Is anybody going with you?

- | think my brother will come but he’s not sure yet. etc.

12. Put the verbs in brackets into the correct tense.

1. Jenny is going to finish her essay before she (to meet) her friends.

2. When (Sam / to finish) work tonight?

3. He will pay us back when he (to get) a job.

4. We were not going out now. We are going to wait until Sandra (to
arrive).

5. As soon as he (to come) back, I'1l tell him to call you.

13. Fill in the correct future form of the verbs in brackets.
1. | A: | Are you doing anything this afternoon? | (to go) to Marco’s for
lunch if you’re interested.
B: | Oh that sounds good. I __ (to be) in town this morning. I __ (to
meet) you after | (to finish) my shopping.
I (go) to the baker’s. Do you need anything?
Yes, please, a loaf of brown bread.
OK, I (to get) you one.
We (to go) to the park later.
Are you crazy? Look at the clouds. It (to rain). You (to
get) soaked.

P Pdl P
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4. | A: (you / to help) me clean the house today?
B: | Yes of course. | (to pick) Jane up from the station at 11 am, but |
(to help) you as soon as | (to get) back.

14. Put the verbs in brackets into the correct tense. How do you feel
about holidays in space?

Do you want a holiday that is really out of this world? Well how about

booking tickets for two weeks in outer space. This 1) (to be) a dream of
science-fiction writers for decades but some scientists are predicting that soon this
dream 2)  (to become) a real possibility. It seems that big businesses 3)
(also / to realise) that there is plenty of money to be made from taking tourists into
orbit. The race is on to build a cheap and reusable spacecraft to carry passengers and
freight. Once they 4) (to be) in space, these tourists 5) (need)
somewhere to stay. A Japanese company 6) (already / to make) plans to build
the first space hotel. They say that they 7) (to be) ready to accept the first
guests in as little as five years. The guests 8) (to pay) more than £40,000 and
many 9) (to suffer) from space sickness, but this isn’t expected to put off
people who 10) (to look for) the ultimate adventure holiday.

15. Write the sentences about your:

1. plans for next year, for example:
2.ambitions:

3. predictions about the future of the world:
4. hopes / fears for the future:

It is Interesting to Know

Very Popular Symbol!

You have seen this sign in the names of companies AT&T, Barnes & Noble,
Marks & Spencer, Procter & Gamble. It replaces the conjunction “and”.

This symbol is more than 2000 years old. It was invented by the Roman Mark
Tullius Tyrone, the secretary of the famous orator Cicero.

By 63 BC Tyrone invented many abbreviations that have been used by scribes
and secretaries for more than a thousand years. Tiron can be considered the founder
of rapid note-taking.

Specifically, the sign & is a ligature (hybrid of two letters): E and T. In Latin,
the conjunction “and” was written “et”. And in quick writing, the letter E was simply
crossed out vertically.

The Romans called it “et”. In English, the symbol & is pronounced AND.

Fun fact: for many centuries the sign & stood as the last letter of the alphabet!
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Until the beginning of the 19" century, the letter Z (“zet” in the English and
“zi” in the Americans) was not the last, followed by the sign AND. It was the twenty-
seventh letter!

ALTHADETY.,

A B C D E

F ¢ H 1 J
K L M N O
P Q R S T
U V WX Y
Z &

When schoolchildren pronounced the alphabet, the ending sounded like this:
.. “ex-y-zet/zi” and “and” by itself” = “... X Y Z and per se “and”.

“Per se” (“as such”) is another Latinism.

If you try to pronounce “and per se and” several times and very quickly, you
will get one word — “ampersand”.

This is the official name of this sign since 1837.

Is it possible to use the ampersand in any case and replace the conjunction
AND? No! You can not.

The rules recommend using the ampersand only in a few cases:

1. In the names of firms and companies: Smith&Wesson; AT&T; Dolce &
Gabbana; Janofsky & Walker.

2. In Two-Letter Abbreviations: M&M; R&D (research and development); B&B
(bed and breakfast); P&L (profit and loss).

3. In the names of music styles: rock & roll (rock ‘n’ roll), country & western.
4. In long lists: The following sandwiches are available: turkey & Swiss and ham &

cheddar.
Grilled peanut butter & jelly sandwiches (PB&J).

5. Love relationship, close cooperation, co-authorship: Romeo & Juliet.
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NPAKTUYHE 3AHATTA 4.

TEMA 4. TELEPHONE CONVERSATION.
WRITING AN INVITATION CARD

IIJIAH
1. Telephone Techniques.
2. Your Office Manners.
3. Basic Rules of Social Etigiette.
4. Samples of an Invitation Card.
5. Grammar: Use of Articles.
JITEPATYPA

1. Ali B.J., Anwar G., Gardi B. at al. Business Communication Strategies:
Analysis of Internal Communication Processes. Journal of Humanities and Education
Development. 2021. Vol. 3(3). pp. 16-38.

2. BepxosueBa O. M. MeToanyHo-HaBUaJbHUN MOCIOHUK 3 Kypcy AUIOBOi
aHTJIACBKOT MOBHU JUISl CTYACHTIB (PaKylIbTeTy EKOHOMIKM Ta MEHEIKMEHTY. -
Binnwnig, 2001. — 256 c.

3. ITabar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: dijonoris, MOBO3HABCTBO 1
JiTEepaTypo3HaBCTBO. Marepiaiau MOpiYHOT MDKHAPOJHOI HAYKOBO-TPAKTHYHOI
InTepuer-koudepentiai «Global Science and Education in the Modern Realities
2020» (30-31 cepmus 2020 p., Coonydeni Illratu AMepuku) € IHIIIOM
y4acHHUKa KoH(pepeHIrii Cb6opHux MaTepHaaoB KOH(EPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

4. CkpeokoBa-ITabar M. A. JlinoBa anrmifickka MoBa: HaBuanbpHMI TOCIOHUK —
JIpB1B: «HoBuii CsiT- 2000», 2012, — 392 c.

5. Dixson Robert J. Modern American English. - Oxford, 1990. — 250 p.

6. Eckersley C., Kaufmann W. English and American Business Letters. -
Longmans, Green and Co. Ltd., 1993. — 176 p.

7. Forman J., Kathleen K. The Random House Guide to Business Writing. New
York: McCraw-Hill. — 2001. 456 p.

8. Gratus J. Successful Interviewing: How to Find and Keep the Best People. -
New York: Penguin Books. — 2000. — 193 p.

9. Jack Hacikyan and Merrilyn Gill Business in English: A Communicative
skills Approach. - Prentice Hall Regents, 1980. — 300 p.

10. New Webster’s Dictionary and Thesaurus of the English Language.
Lexicon publications, Inc., USA, 1993, 1216 p.

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
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emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.
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1. Test your Telephone Technigues.

1. Do you answer your phone within one to three rings? Yes | No
2. Does your answer include a greeting, such as “Hello”? | Yes | No
3. Does it include your full name, rather than only your | Yes | No
first name (which is too informal) or just your last name

(which can sound too abrupt)?

4. Does it include a verb - as in “This is Matnew Jones” or | Yes | No
“Mathew Jones speaking ’?

5. If you share an extension, does your answer include your | Yes | No
department’s name?

6. If you regularly receive outside calls, does your answer | Yes | No
include your company’s name?

7. Is your answer fewer than 10 words? Yes | No

SCORE: The more “YES” answers you can mark, the more polite your answer

IS.
2. Mark one odd out word.
1. | A employee B white-collar C blue-collar D employer
worker worker
2. | A conduct B strike C make D conclude
3. | A principal B headmaster C programmer D director
4. | A buying B purchase C rent D shopping
5. | Atranslation | B producing C interpretation D conveying
6. | A blue-collar | B unskilled worker | C trainer D apprentice
worker
7. | A contract B small talk C agreement D deal
8. | A goods B things C products D commodity
9. | A conductor B buyer C customer D client
10. | A producer B maker C manufacturer D seller
11. | A accountant | B book-keeper C shop-assistant | D controller
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3. Read and translate about Business Etiquette “Your Office Manners”.

Introductions are usually made by your boss or the boss’ assistant or secretary
in the formal business pattern.

When introducing people to each other just remember that:

- A man is always presented to a woman, not a woman to a man.

- The honored one’s name is said first, the name of the person being
presented follows.

- “May I present?” or “May I introduce?” or “I have the honour to
present?”. They are all correct, but they’re a bit stiff for modern usage. A plain and
simple, “Mrs. Hamment, Mr. Crown”. And you needn’t go on to give each a
biography.

- Present the young to the old, the lesser to the greater.

When you are introduced you stand, whether being introduced to a man or to a
woman.

Please note: it is never correct to call anyone in business like “pal”, “bud”,
“baby”, “Honey” or “darling”. Pet names are considered cheap.

Don’t say: Do say:
How are you? How do you do? (formal) Hello. (informal)

Only after this routine you can say “Pleased to meet you”, “Nice to meet you”.

4. Read about basic rules of social etiquette.

In public the best manners are the quietest. Try not to attract attention to
yourself.

Be careful of compliments. Give them in private, whenever possible.

Don’t use a lot of foreign words and phrases.

Don’t say, “Huh?” or “What?” when you mean “What did you say?” or “Sorry
— I didn’t hear what you said”.

AN INVITATION CARD
Sample of an Invitation Card.
I. Informal Style.
1.1. An Invitation Card.
Dear Tetiana,

| should be very pleased if you would come to tea on
Thurthday, 5" November at 4.00 pm. I shall be delighted to come.

Yours sincerely,

Sofiia

34



1.2. An Aknowledgement of an Invitation Card.

Dear Sofiia,
Thank you very much for your kind invitation. | shall very
much like to come. I’1l be over at about 4 p.m.

Yours sincerely,

Tetiana

1.3. A Refusal of an Invitation Card.

Dear Sofiia,
many thanks for your kind invitation. | am afraid I shall not be
able to come as there is a lecture at ...... I shall have to attend. I very

much regret it.
Yours sincerely,

Tetiana

1.4. An Invitation Card.

to: Serhii

from: Michaella

Michaella’s 25" Birthday

when: Saturday, May 19
where: New York Street Pizza Restaurant,
Shopping centre “Zlata Plaza”
at 6.30 pm

form of clothes: Holiday clothes

I1. Formal Style.

2.1. An Invitation Card.

Professor and Mrs Lang
request the pleasure of the company of
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Mr and Mrs Priestly

on the occasion of the birthday of their daughter
ELITHABET

at “Rose Flamingo”, 10" Avenue
on Saturday, 2" September,
at 2.30 pm

form of clothes: Without clothes

2.2. An Invitation Card.
President of the TST System Ltd
invites to the formal party
(buffet-table)

Mr Petrovskyi
on the occasion of concluding a 1 000 000 Contract
at “Roses Garden”, 24, Pryberezhna Street, Lviv
on Friday, February 20,
at 6.30 pm

form of clothes: Black tie

5. Make up your Invitation Card (in formal or informal style) with
Aknowledgement or Refusal.

6. Do the quiz “Around the World Trip”.

1. China You are invited to a person’s | @) Blowing you nose.
house. Which of the following | b) Refusing an offer of food.
may cause offence? c) Not taking your shoes off
before entering the house.
2. Saudi You want to hire a car to tour | a) Yes, but you must take a
Arabia the country. Is this allowed? test first.
b) Yes, but only if you are not
a woman.
c) No, tourists have to travel
by camel.
3. Finland You are planning to relax in a | @) Nothing.
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Finnish sauna. What should | b) A towelling robe.
you wear? c) A bath hat.

4. Morocco You would like to visit a|a) Yes, but you are to remove
mosque (a national Muslim | your shoes.
church). Will you be allowed to | b) Yes.
go inside? c) You may enter only if

you’re a Muslim.

5. Sweden You go out for a meal. How | a) Any amount: there are no
many glasses of a wine can you | drink-driving laws.
drink before driving back | b) Two.
home? c) None.

6. Spain You want to taste the local |a) Restaurants close at 9
cuisine. How late can you eat | p.m., so you have to finish
out? your meal by this time.

b) Spanish restaurants stay
open all night.
c) You can eat very late,
because Spaniards often eat
after 11 p.m.

7. USA You are peacefully drinking a | a) You are not allowed to
can of beer in Central Park. |drink alcohol in Central
But suddenly you are | Park.
approached by the police. | b) You should use a glass or
Why? a straw.

c) It is forbidden to drink
alcohol in Central Park
unless the bottle or can is
covered.

8. Singapore | You suggest a piece of|a) Chewing gum s
chewing gum to your tour | forbidden by law.
guide, but he looks shocked. | b) Tour guides are forbidden
Why? to accept gifts.

c) Chewing gum is given to
animals.

9. Japan Staying in a Japanese hotel | a) Stay too long.
you decide to relax in|b) Talk to other people there.
traditional, shared bath. What [c) You shouldn’t wash
mustn’t you do in a bath tub? | yourself.

7. Match the words from the left column
one from the right. Translate them.

of the table with the necessary

cold party
to chat cash
stand-up an agreement
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to strike gloves

a tail- deposit

an invitation talk

to make an negotiations
a dinner- petrol

a small by

to pay collations
to come to deals
formal a business
kid- party

to be out of coat

place money on appointment with smb
small online

to miss jacket

to run little felt hat
to be run card

8. Read and translate the text “Bad Behaviour Abroad” (by Norman
Ramshaw). Complete the gaps with the correct forms of verbs in brackets.

Travelling to all comers of the world 1) (to get) easier and easier. We
live in a global village, but how well do we know and understand each other? Here is
a simple test.

Imagine you 2) (to arrange) a meeting at four o’clock. What time
should you expect your foreign business colleagues to arrive? If they’re German, they
will be bang on time. If they are American, they 3) probably (to be)
15 minutes early. If they are British, they will be 15 minutes late, and you should
allow up to an hour for the Italians.

When the European Community began 4) (to increase) in size,
several guidebooks appeared giving advice on international etiquette. At first many
people 5) (to think) this was a joke, especially the British, who seemed to
assume that the widespread understanding of their language meant a corresponding 6)

(to understand) of English customs. Very soon they had to change their
ideas, as they realized that they had a lot to learn about how to behave with their
foreign business friends.

The British are happy to have a business lunch and discuss business matters
with a drink during the meal; the Japanese 7) (to prefer) not to work while
eating. Lunch is time to relax and get to know one another, and they rarely drink at
lunchtime.

The Germans like to talk business before dinner; the French 8) (to like)
to eat first and talk afterwards. They have to be well fed and watered before they
discuss anything.

Taking off your jacket and rolling up your sleeves is a sign of getting down to
work in Britain and Holland, but in Germany people regard it as taking it easy.
American executives sometimes signal their feelings of ease and importance in their
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offices by 9) (to put) their feet on the desk whilst (= while) on the telephone.
In Japan, people would be shocked. Showing the soles of your feet 10) (to
be) the height of bad manners. It is a social insult only exceeded by blowing your
nose in public.

The Japanese have perhaps the strictest rules of social and business behaviour.
Seniority is very important, and a younger man should never be sent to complete a
business deal with an older Japanese man. The Japanese business card almost 11)

(to need) a rulebook of its own. You must 12) (to exchange)
business cards immediately on meeting because it is so essential to establish
everyone’s status and position.

When it is handed to a person in a superior position, it must be given and
received with both hands, and you must take time to read it carefully, and not just put
it in your pocket! Also the bow is a very important part of greeting someone. You
should not expect the Japanese to shake hands. Bowing the head is a mark of respect
and the first bow of the day should be lower than when you meet thereafter.

The Americans sometimes 13) (to find) it difficult to accept the more
formal Japanese manners. They prefer to be casual and more informal, as illustrated
by the universal “Have a nice day!” American waiters have a one-word imperative
“Enjoy!” The British, of course, are cool and reserved. The great topic of
conversation between strangers in Britain is the weather - unemotional and
impersonal. In America, the main topic between strangers is the search to find a
geographical link. “Oh, really? You live in Ohio? I had an uncle who once 13)

(to work) there.”

Here are some final tips for travellers.

- In France you should not sit down in a cafe until you’ve shaken hands with
everyone you know.

- In Afghanistan you should spend at least five minutes saying “Hello!”.

- In Pakistan you mustn’t wink. It is offensive.

- In the Middle East you must never use the left hand for greeting, eating,
drinking, or mocking. Also, you should take care not 14) (to admire)
anything in your hosts’ home. They will feel that they have to give it to you.

- In Thailand you should clap your hands together and lower your head and
your eyes when you greet someone.

- In America you should 15) (to eat) your hamburger with both hands
and as quickly as possible.

- You shouldn’t try to have a conversation until it is eaten.

GRAMMAR

Use of Articles

Article

Indefinite Article Definite Article HY1b08UIL APMUKITL
a (an) the
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MokHa moxatu Oe3iid mpaBWJI MO0 TOTO, SKHHA caMe apTUKIb CIiJ BXXHUBATH y TOMY UM IHIIOMY
BUIIAJIKY, CTUIBKH X Oy/ie 1 BUHATKIB.

HasuBaroun npeamer BIepiie, Mepej HUM B)KHUBAETHCS HE3HAYCHHUU apTHKIb a (an). HasuBaw4u meu
caMuil IpeIMET BJIPYre, CTABUTHCS 03HAYCHUI apTUKIIb the:

This is a book. The book is interesting. [Je xuuea. Bona yixasa.

JlesiKi cII0BOCTIOTyYEHHSI TOTPIOHO 3amamsTaTH:

1)
to the cinema at the cinema
to the theatre at the theatre
to the shop at the shop
to the market at the market
to the country the rest of the
2)
to go for a walk in a day
after a while in a week
a great deal in a month
in a year
3)
it’s high time at sunrise in town
to take aim at sunset to town
to take care of from place to place for life
it was morning to go on strike to go to school
it was daytime to be on strike to go to college
it was night by day to go to work
by mistake at first sight at night
at dinner (breakfast, supper) by heart to take part
from time to time to declare war

1[040 B:KHBAHHS 03HAYEHOI'0 APTHKJISA:
1) Koau BiiacHe iM’s CYIpOBOJDKYEThCA mocTiiHuM o3HadeHHsaM: Alexander the Great; Elizabeth the
Second

2) [epen He3niuyBaHUMU Ta aOCTPAKTHUMHU HOHATTAMM, sk Weather nozooa, musik mysuka, food ixca i
T.JI. QpTHKIIS HEMA, alle

I like nice weather. Mewni nooobacmocs The weather is very nice today. Cwocooni
Xopouta nozooa. © Xopowia nozoda. (MaeTbcs Ha yBa3i — ,,n0200a
aue | cb0200Hi”)
I like music. A ar06m0 my3uxy. I like the music of this film. Meni nooo6acmuocs
MY3UKd 3 Yb02o Kinoghinbma. (MaeThCS HA yBa3l —
»Came Yst My3uxa’)

3) Ilepen HazBamMu MIKIIBHUX I[I/ICHI/IHJ'IiH TAKOK HC CTABUTHCA APTHUKIIb, AJIC:

I don’t like History because it’s boring He is interested in the History of his country.
subject. Meni ne nooobaemwvcs icmopis, | ane | Bin  yikasumvcs — icmopicio  ceoel  Kpaiu
momy wo ye HyOHUll npeomemn. (,,icmopis tio2o kpainu”).

OTxe, y3araJbHUMO OCHOBHI XapaKT€PUCTUKHU apTHKIIB, K1 JONOMOXKYTh Y HECKJIaJHUX CUTYaLlisX.

A (AN) THE

HEO3HAYECHMH: 03HAYEHU:

- CTABUTb B psijl I3 HOMY OIIOHUMU; - KOHKPETHU3YE;

- SIKUWCH OJIUH, KU, Oyab-sIKU; - BimoMmuii, och L€,

- BIIEpIIIE 3Tra/IaHui; - HE BIEpILE 3rajjaHui;
- OJIUH 13 TPYIHU NOTIOHUX. - €JMHHUIA Y CBOEMY PO/Ii.

: . L 40 ;
XoTinocs 6 MaTH YiTKi paBuiIa, JIe 1 AKUH apTUKIIb CTAaBUTH, aJie 1X, Ha KaJlb, HEMAE.
Mo>kHa 111e pa3 miAKPECTUTH, 10 aPTUKIIb CTABUTHLCS Tepel IMCHHUKOM JJIS TOTO0, 100 KOHKPETHU3yBaTH
fioro 3HaveHHs. SKmO 10 (QYHKLII0O BUKOHYIOTH IHINI IMOKAa3HWKH IMEHHHKA, TO AapTHKIb CTa€




One must remember some word-combinations:

1)
to the cinema at the cinema
to the theatre at the theatre
to the shop at the shop

to the market

at the market

to the country

the rest of the

2)
to go for a walk in a day
after a while in a week
a great deal in a month

in a year

3)
it’s high time from place to place
to take aim to go on strike
to take care of to be on strike
it was morning by day
it was daytime at first sight
it was night by heart
by mistake in town
at dinner (breakfast, supper) to town
from time to time for life
at sunrise to go to school
at sunset to go to college

to go to work

at night

to take part

to declare war

Use of Definite Article
1) when the proper name is accompanied with the constant definition:
Alexander the Great; Elizabeth the Second

2) there is no definite article before uncountable and abstract notions such as:
weather, musik; food and etc. but:

| like nice weather. | aze | The weather is very nice today.

I like music. | like the music of this film.

3) there is no definite article before school subjects, but:

I don’t like History because | aze | He is interested in the History
it’s boring subject. of his country.
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9. Insert the article if it is necessary.
1) ... Mediterranean Sea is laying between ... Africa and ... Europe.
2) ... Danube flows through ... Vienna, ... Budapest and ... Belgrade.
3) ... Peruis in ... South America.
4) ... Alps are in ... Europe.
5) ... Hague is the city in ... Netherlands.
6) ... Pacific Ocean is between ... America and ... Asia.
7) ... Panama Channel joins ... Atlantic and Pacific Ocean.

10. Fill in the where necessary, justifying your answers.

Holiday Destinations.

1) Venezuela is a beautiful country in2) _ South America which has
something to offer to every visitor. There are tropical beaches where 3)  land
meets 4)  Caribbean Sea and 5) _ Atlantic Ocean. To 6) __ east there are
7) ___ snow-capped peaks of 8) Andes Mountains and in9) _ south there
iIs10) _ Amazonian rainforest.

Most tourists come into 11) _ country by 12) __air, landing in 13)
capital city, 14) _ Caracas. While you are there, 15) _ Plaza Bolivar with its
architecture from 16) 17" century is well worth a visit as is 17) ____ busy 18)
_____Parque Central.

Most people, however, come to see 19)  natural wonders on offer. Two
of 20) favourite destinations are 21) Angel Falls, 22) _ highest
waterfall in 23) _ world, and 24) _ Lake Maracaibo. More adventurous
travellers can take a canoe trip up 25) _ Orinoco River, climb 26) _ Pico
Bolivar, 27)  country’s highest mountain or take a boat trip along 28)
Carrao River to 29)  Hacha Falls. It will be 30) _ experience of a lifetime.

11. Fill in the gaps using “a”, “an”, “the” or “x” (for the zero articles).
. Are you goingto ___this afternoon?

. Susanis eating __ apple.  apple is red.

. Tell us, please, where is ____ Bile situated?

. He is at home now.

.Olhais ___ nice girl.

. Taras is strongest boy in our team.

. My fatheris ___ policeman.

. This is interesting book.

.lamgoingto _ bed.

10. He wants to know more information about _ Mars.
11. This is most incredible building | have ever seen.
12. Today is third day of our vacation.

13. What time 1s it? It’s  quarter past ten am.

14. _ sun s very big planet.

15. Whereis  Nile? It’s in Africa.
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16. My cousin is from __ Washington.

17. My aunt is staying in ___ USA now.

18. The ship sank in ___ Atlantic Ocean.

19.  rabbits are faster than ____ tortoises.
20. What do you know about _ Bible?

21. He came home ___ hour ago.

22. My mum has headache.

23. __ elephants are very big animals.

12. Choose the correct articles to complete the text. If no article is
needed, choose “-”.

For most teenagers like you, 1) a/an/ the / - ideal travelling companions are
unlikely to be your parents. However, the family holiday is still a reality for most
teens under 2) a/ an/ the / - age of eighteen. So, what can you to avoid being taken
to 3) a/ an / the / - remote cottage where there is 4) a / an / the / - nothing to do?
Well, you could ask your parents to take you to 5) a / an / the / - New York. 6) A/
An / The / - street culture is lively and the Museum of Modern Art is ultra-cool, with
7) a / an / the / - exhibitions by well-known artists. If staying in 8) a/ an / the / -
hotel will break the budget, your parents can rent 9) a / an / the / - apartment, where
you can save 10) a / an / the / - money by sometimes having meals there. The city
doesn’t disappoint when it comes to food. You can have 11) a / an / the / -
intergalactic meal at 12) a / an / the / - restaurant Mars 2112 which is designed
around the Red Planet. So what are you waiting for? Ask 13) a / an / the / - your
parents to take you to the Big Apple now.

It is Interesting to Know
What Latin Abbreviations Mean:

Etc. - Et cetera translates to “and the rest” or “and so forth” in English. It is
used to indicate that there are additional items or elements they are not listed
explicitly, for example:

She bought tomatoes, bananas, cucumbers etc.

I.e. — Id est means “that is” or “in other words” in English. It is used to clarify
or rephrase a statement that has been made. For example:
The weather was hot (i.e., the temperature was above 40 degrees).

e.g. - example gratia means “for example” in English. It is used to introduce an

example or a list of examples that illustrates the preceding statement. For example:
She enjoys outdoor activities (e.g. football, biking and swimming).

43



IMMPAKTUYHE 3AHATTA 5.

TEMA 5. JOB HUNTING

IJIAH
1. Where and How to Hire an Employee?
2. Job Interview.
3. Grammar: The Adfjective. Degrees of Comparison.
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1. Read the texts and decide which answers (A, B, C or D) best fits each
gap.

Where & How to Hire an Employee?

An employer has several options to consider when he wants to 1) a new
employee. First of all, he may look within his own company. But if he can’t find
anybody suitable 2) the position he will have to look outside the company. If
there is a personnel office in the company, he can ask them to help him to 3)

a qualified applicant. The employer can also use other valuable 4) , for
example, employment agencies and consulting firms. He can also advertise in a
newspaper or in a magazine and request candidates 5) send in resumes.

The employer has two sets of qualifications to consider if he wants to choose
from 6) the applicants. He must consider both professional qualifications
and personal characteristics. A candidate’s education, experience and skills are

included in his professional qualifications. These can be 7) on a resume.
Personal characteristics must be evaluated through 8)

Job Interview.

When you go for a job interview, make sure you arrive 9) time. An

employer will form a poor first impression if you show up late. If you realise you
may be delayed, call 10) and explain the problem.

During the interview the employer will try to find out what kind of person you
are, what 11) you have, and how you can fit into the job situation.

After you have got an appointment, review the information that you wrote on
the application form and resume. Be prepared to explain your skills and abilities.
Bring a resume to the interview. The resume is a printed 12) that tells about
your education and work experience.

Go to the interview 13) ; don’t take your friends or children with you.
Plan to arrive about ten minutes before the appointment time. Wear the proper
clothes. You should have a neat, clean 14) to make a good impression.

During the interview be honest and modest about yourself.

At the close of the interview, express your thanks and be sure that the
interviewer knows how to 15) you if he or she wants to hire you.

1 | Aemploy B | sack C | hire D | hires

2 | Afor Blin Clto D | under

3 | A want B | find C | propose D | support

4 | A sources B | services C | companies | D | proprietorships
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5 |Ato B | at C | for D|in

6 | A between |B |among C | near D | above

7 | A educated | B |found C | painted D | listed

8 | Asmalltalk | B | corresponden | C | interviews | D | chat

ce

9 |Aon B | at C | during D | under

10 | A advance B | ahead C | near D | during

11 | A institution | B | behaviour C | experience | D | manners

12 | A folder B | file C | paper D | sheet

13 | A alone B | together C | personally | D | sole

14 | A mood B | appearance | C | stature D | hair-up

15 | A write B | call C | contact D | speak
2. Translate into English.

experience delay to hire

interview an appointment skills and abilities

to call ahead to find out an applicant

an employee resume proper clothes

a partner modest an employer

a personnel office account to employ

1
2
3
4
5
6.
7
8
9
1

0. IIs xommanis Hamae

rapHy pooory.

. [lon3BOHITH 3a3/1aJIeTiAb CBOEMY POOOTOAABIIIO.

. Bu 3naiineTe BCcro iHGOpMaIliro y BT KaJIpiB HAIIOT KOMIIAHIA.
. Ler kanauaar — gy>ke CKpOMHa JIFOIMHA.

. B ibomy pe3rome BkazaHO Miif IOCBi Ta BMIHHS 1 HABUYKH.

. [losicHITB, OyIIb JJACKA, MPUUHHY 3aTPUMKH.

HaMm moTpi6HO HaltHATH HOBOT'O MpAaIliBHHUKA.

. Ha criiBGeciny orHITh BiIIOBITHUMA OJIAT.

. Ixni mapTHepu He mpuifiny Ha AiNOBY 3ycTpid.

. BoHr MaroTh BeNMKi paXyHKH Yy €BpPONEHCHKUX OaHKaX.

3. Complete the dialogue “An Interview”.

firm know long
promising contacts countries
experimental start questions
quality seat team
excellent people main
equipment month application form
morning work much
pressure lunch salary
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Applicant: | Good morning, sir.

Employer: | Good 1) , sir. Come in, please. Are you, Mr Usachenko?
Please, take a2) . Please, fill in the 3) . Tell me, please,
how 4) were you in your last job for Alpha Company?

Applicant: | Five years. | am only leaving because the 5) IS moving to
Kharkiv. But | live in Rivne.

Employer: | What do you 6) about our company?

Applicant: | | know that this is a very 7) __ company, so | would like to 8)

for it.

Employer: | Ok. We plan to expand our activity on English-speaking 9) :
mainly on England to buy 10) and technologies from them.
We need a 11) _ of creative persons to make our company
competitive.

Applicant: | What responsibilities do you suggest?

Employer: | Well, first of all to be responsible for our 12) _ with English
partners, to buy equipment of high 13) _ and be good at
negotiations. You will have to travel very much.

Applicant: | Yes, | see.

Employer: | So tell me what are your three 14) strengths?

Applicant: | I think they are: reliability, loyality, energy.

Employer: | Ok. How do you relieve everyday tensions?

Applicant: | | am accustomed to work under 15)

Employer: | Are you a leader by nature?

Applicant: | Yes, | think so, because | make contacts with 16) very easy.

Employer: | All right. You have 17) references from your previous job.
What do you find a fair 18) ?

Applicant: | | think $500.

Employer: | Ok, but we’ll begin from $350 for 19) _ period and if you do
well we will review it by the end of three months. Hours are from 9
to 5.30 with an hour for 20) . Does that suit you? Any 21)

?

Applicant: | What about travel: length, where?

Employer: | Mostly to England for not longer than a 22)

Applicant: | All right. When do you want me to 23) , SIr?

Employer: | In a week. See you the 10" of October.

Applicant: | Yes, certainly. Thank you very 24) . Goodbye.

Employer: | Goodbye.

4. Translate into English.

be accustomed to to speak to a secretary

to fire to work under pressure | a position (post)

responsibility opening position | to apply for

(vacancy)
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a vice-president of|a vice-president of | to hire
production marketing
red-tape a controller a manager

1. Hama ¢ipma mae BakaHCii MeHemxkepa, Bille-Tipe3ujieHTa 31 30yTy Ta
CEKpETapKH.

2. AnMiHICTpaTOp MOXKe NpUMaT Ha poOOTY Ta 3BUIBHSTH.

3. 51 xoTiB OM MOTOBOPUTH 3 Bille-NIPE3UIEHTOM 13 BUPOOHMIITBA.

4. Tit He mo06a€THCS NPAIIOBATH MiJl TUCKOM.

5. 51 He 3BUK 710 KaHIIEISIPChKOi pOOOTH.

6. Bu posymiere, 1o mocajga TOJOBHOrO Oyxrainrepa —
BIAMOBIAATIBHICTE?

7. 3BEpHITHCS B ar€HTCTBO 3 MpalleBIAIITYBAHHS.

o€ BCJIHMKaA

GRAMMAR
The Adjective. Degrees of Comparison.

5. Underline the comparative and superlative forms in the sentences.
How are more and most used?

1. Olesia is smarter than Iryna.

2. The test was easier than they expected.

3. This café is more comfortable than others.

4. The bus was going faster and faster.

5. The roads in the city are becoming more and more crowded.

6. We really think that the richer we become, the happier we shall be.

6. Make up as many sentences as possible, as in the example:

bicycle car train / plane
gOOd **k*k * ** / *
fast * ** **k*k / **k*k
nOISy * ** **k*k / **k*k
Clean **k*k * ** / *
expensive * ookl kel Malelei

comfortable

~ Note: * - not very; ** - quite; *** - very

**

*k* / *k*

Example: A bicycle is not very fast. A car is faster than a bicycle. A train is
the fastest of all. A car is quite fast. A train is very fast.
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7. Complete the sentences using the correct forms of the comparative or
superlative.

1. Ruth seems much (happy) today than yesterday, doesn’t she?

2. Some scientists think that global warming is (big) problem facing
the world today.

3. It’s becoming (hard) and (hard) to find a job nowadays.

4, Steve is definitely (good) player in the team.

5. Venice is (beautiful) city I have ever visited.

6. He feels much (healthy) since he started that diet.

7. Tim finds history (interesting) than math.

8. It was one of (difficult) things he has ever had to do.

9. The (early) we leave, the sooner _ (soon) we’ll arrive.

10. I’m sure you can do (good) than that. Try harder.

8. In pairs, use the pictures and the prompts to compare life now and in
the past. Think about: life; people: dwelling; transportation; work; cities; streets.

hard / easy work short / long hours
noisy / quiet healthy / unhealthy
slow / fast exciting / boring
inconvenient / convenient safe / dangerous

People used to ...;

These days ...;

Most people in the past / nowadays ...;

The ... used to ... but now ...;

A: Life used to be harder in the past than it is now.
B: I agree. These days life seems to be quite easy.

9. In pairs use the prompts to ask and answer questions about the
animals listed, as in the example.

giraffe butterfly falcon elephant lizard mouse | crocodile
seal tiger ant horse monkey shark parrot
cobra | centipede | whale bear dolphin cat zebra
poisonous high many legs like honey large
tail reptile mammal female cub
claw sleep in winter | climb trees paw hunt small
animals
small hard skin tall aggressive fast
wild animal | live in water hungry imitate sounds | hard-working
no legs strong sharp teeth feather fur
loud attack human slow kind hunt fish
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A: Which animal has got the most legs?
B: I think it's the centipede. Which animal ...

10. Read the text below. For questions (1-5) choose the correct answer (A, B, C or D).

It was my first surprise party that | decided to throw for 1) brother. We are not as 2)
now as we used to be, so | hoped it would reunite us. I invited all his friends and even
ordered balloons with our photos from childhood. Everything went 3) better that | had
expected. Max said it was his 4) memorable day so far. | was thrilled. I could never imagine
that arranging someone else’s party can make me so 5)
1 |A |theeldest | B |elder C | the oldest D | more old
2 | A |closer B | close C | closest D | more closest
3 | A | more B | lot C |byfar D | much
4 | A | more B | much C | the most D | most
5 | A | happy B | more happier | C | more happier | D | the happiest

11. Read the text below. For questions (1-5) choose the correct answer (A, B, C or D).

Our trip to London didn’t go as well as we had planned it. Actually it was my 1) trip
ever. At first, the weather was much 2) than we expected. It was windy and freezing cold;
London is known for its unpredictable weather. It was not so 3) as the forecast predicted.
When we went sightseeing we got lost. Wondering around crowded streets, we couldn’t find our
way back. As the result we went even 4) away from the hotel we were staying in. To top it
all, someone bumped into me and tried to steal my purse. It was 5) exciting experience of the
whole trip.

1 A | worst B | bad C | worse D | the worst
2 A | cold B | colder C | coldest D | the coldest
3 A | warmer B warm C the warmest | D warmest

4 A | farthest B |far C | farer D | further

5 A | less B | least C | least D | the least

It is Interesting to Know

9 Types of Adjectives in English

1. Attributive Adjectives.

For example:

She handed me a blue book.

We sat down to a well-made breakfast.
Looking back, it was a fantastic trip.

2. Predicate Adjectives.

These adjectives can add the verbs. It is combination of verbs with other verbs.
Such a combination helps to determine or describe the noun. For example:

Coffee is life-giving.
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I shouldn’t complain, but they really are slower than promised.

3. Compound Adjectives.

Usually this adjective consists of two or more words. If such an adjective is
before the noun it has a hyphen. For example:

It’s turn-of-the-century architecture.

My mother loves home-made bread.

The bill was bigger than anticipated.

He has a five-year-old boy.

We went in the three-seat car.

4. Coordinate Adjectives.

These are some adjectives which change the noun and have approximately
similar meaning. Each of these adjectives is used to the noun separately and neither
of them is not more difficult then other for the noun meaning.

She is a knowledgeable and experienced / knowledgeable, experienced
instructor.

I have written a book that is long, dense, and convoluted / long, dense and
convoluted.

5. Noncoordinate Adjectives.

Unlike from coordinated these adjectives have different meaning. But they also
concern the same word. For example:

They bought her a bright warehouse apartment.

The most important adjective here is “warehouse”, and the word “bright”
concerns the whole word combination concerns the word combination “warehouse
apartment”.

It was a complicated interview question.

6. Proper Adjectives.

Proper adjectives are as the proper nouns which transformed in adjectives. The
proper noun is the name of a specific person, name of the place or thing such
Benjamin or Australia or Pizza Hut. For example:

That’s how it was during Elizabethan times.

I’ve been studying Australian history.

How very Machiavellian of you.

7. Absolute Adjectives.

Absolute adjectives describe nouns through their properties but not due to
connection with something. For example:

He was tall.

The gathering was large.

The room was messy.
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8. Comparative Adjectives.

Comparative adjectives compare two or more things. For example:
The taller brother wasn’t there.

The gathering was larger than last year’s.

The room was messier than I’d expected.

9. Superlative Adjectives.

These adjectives are the comparative adjectives, they emphasise the largest
number or the best property of something.

He was the tallest of all the brothers.

The largest gathering was three years ago.

It was the messiest room I’d ever seen.
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HNPAKTUYHE 3AHATTA 6.

TEMA 6. FILLING IN AN APPLICATION FORM
AND WRITING A RESUME

IIVIAH
1. How to Fill in an Application Form.
2. What is Covering Letter.
3. How to Write a Resume.
4. Grammar: The Numeral.
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1. Use the following words to complete the description.

job requirements candidate job experience
advertisement
job vacancy interview job title career prospect;
personal details | covering letter resume (CV) salary
short list appointment working qualifications
conditions

The company usually advertises the | v___ in a newspaper. The j__a
usually gives the j t  and describes the j__ r__ . It sometimes gives the s
and gives the descriptionofthew_ ¢ andc___ p__ aswell.

The applicant thensendsinac 1 andar___,whichgivesp__d_ and
lists g and e . The company then makes a s 1 of the most suitable
candidates and invites them for an i__. The company then chooses the best ¢ and
makesana__ .

2. Exercise practice.

Some pairs of words often occur together. Match the verb in column A with the
noun in column B

A B
answer an applicant
attend a cheque

cash lectures
join a conference
programme the phone
sign a team
run price
fill tax
offer money
owe a business
export a discount
welcome a new manager
arrange a visitor
send a meeting
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interview a telex
type a problem
appoint in an application form
pay a letter
solve goods

3. Translate into English.

to earn money for fees | salary to hold the position

competitive a head of department a Board of directors

an executive bonus a managing director

to be competent to recruit upgrading

a vice-president a controller promising (syn.
prospective)

to fill in reference wages

obligation (syn. duty) | staff an employee

1. BiH — KOMIETEHTHMI KEpIBHUK 1 3aBXIU KOMIUIEKTYE KaJpH HaIIOol

KOMIIaHii.

2. lle ny>xe KOHKYPEHTHOCTIPOMOJKHA (ipMa, Y HUX BUCOKA 3apo0OiTHA IJ1aTa Ta
npemii.

3. Miii 6aTbko 3aiiMae mocaay KepiBHUKA BIIJILTY.

4. Mepi mpairoBana o(iiaHTKO B pecTopaHi, 100 3apoOUTH TpoOIl Ha
HaBYaHHS B KOJICIIXKI.

5. Ix paga mupeKTOpiB CKIalaeThcs 3 KepiBHUKA, BUKOHABUOTO JUPEKTOPA,
Bille-TIPe3UICHTa Ta TOJIOBHOTO OyXranrepa.

6. Briumnite cBoe iM’s1 Ta Tpi3BHIIe, Oyab JTacka.

7. Y Bac sike miABUIICHHS KBaiikarii 1 sKi peKoMeH 1ailii Bu MaeTe?

8. Most mozpyra — nepcreKTUBHHUM pOOITHUK, B Hel 6araTo 000B’s3KiB.

9. 3apmiata poOITHUKIB MEHIIIA HIXK 3apIijiaTa CIIyKOOBIIiB.

4. Complete the following sentences using suitable words. Be attentive:
there are two extra words.

competitive | subordinate directors promising workforce
colleagues employees managing boss personnel
director
1. The group of people working at the company are called .
2. Their Is over 5000
3. At least 45% of my have been with the company over 11 years.
4. A is a person of high rank in an organization, usually next in

importance to the Chairman.
5. I 'am run by Peter Black. He is my .
6. Tom works under Sheila Fayol. He is her
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7. Bogdan is an important person in our company. He is a member of the Board
of

5. Speaking Practice.

5.1. You are the Director of Personnel. Your company has opening
positions of a Secretary, Accountant / Bookkeeper / Controller, Sales Agent.
Meet the applicants:

- Jlobpoco ousa. Ak Bac 3eéamu?

- /le Bu paniwe npayrosanu?

- Aky nocaoy 3atimanu?

- Yu maeme pexomenoayii 3 nonepeoHvboco micys poobomu?

- Axumu inozemHumu mogamu 8onodicme?

- 3anosnimoe, 6y0b JaCKaA, anKemy .

- I[lobauumocy ... (wucno).

5.2. Introduce new employees to the President of your company, For
example:

- This is our new Secretary. Her name is Ms Gracham. She can operate a
computer. Her English and German are fluent. Earlier she was working for Rugby &
Co.

- Nice to meet you. Hope for fruitful cooperation.

5.3. What activity is necessary for each position?

Names & Job Title Activities
1) Mr Petrenko is a clerk. prepare invoices
2) Miss Klimchenko and Mr Rozumkiv are | design websites
Computer Operators.
3) Mrs Olesiuk and Mrs Holubovska are | install equipment

typists.
4) Ms Sirenko is a Receptionist. clean offices
5) Mr Veselovskyi is an Accountant. write computer

programs
6) Miss Stasiuk and Miss Demchenko are | answers inquires
Secretaries.

7) Mr Nepyivoda is a Manager. operate the computer
8) Mr Kats is a driver. type letters

9) Mr Dmytrenko is an electrician. conclude agreements
10) Miss Mamchur and Mr Zinchuk are | answers inquires
Trainers.

11) Mrs Chornous is a white-collar worker. welcome visitors

12) Ms Kukhta is a journalist. use calculators

13) Mr Bihovskyi is a writer. write telexes

14) Miss Bursa and Mr Zhukovskyi are | answer telephone calls
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Website Designers.

Nnurses.

15) Mrs Belychko and Mrs Kruchok are

make balance sheets

16) Ms Hrypchenko is a doctor.

process data

17) Mr Demedenko is a Headmaster.

translate into English

18) Miss Oleksii  and  Mr Zhakun
waitresses.

convey the meaning

19) Mrs Zhuk and Mrs lllenko are apprentices.

keep minutes

20) Ms Kalchevska is a unskilled worker.

communicate with
visitors

21) Mr Kyslychenko is a shop-assistance.

give lectures

Accountants.

22) Miss Kovbasiuk and Mr Fedorchenko are

arrange a meeting

23) Mrs Vinnichenko and Mrs Kopel
employees.

buy tickets

Foreign Languages.

24) Ms Medvedko is a Head of Department of

conduct analyses

25) Mr Lavrychenko is a Lecturer.

conduct classes

26) Miss Sedlar and Mr Khilchuk
Programmers.

appoint a new manager

translators.

27) Mrs Maletska and Mrs Kondratenko are

program conferences

28) Ms Hrytsun is a Website Developer.

install equipment

29) Mr Palishenko is a interpreter.

keep system going

30) Mr Vozniak is a teacher of Ukrainian.

set up new software

6. Speaking practice: What five functions do you think are the main in any

manager’s, director’s, entrepreneur’s, teacher’s, interpreter’s work:

1. Planning.

2. Organizing.
3. Staffing.

4. Directing.
5. Controlling.

How do you understand them? In what way are they reflected in your activity?
Which three qualities are necessary for manager, teacher, entrepreneur, director,
book-keeper:
General education
Flexibility

Motivation to work
Resistance to stress

Foreign Languages
Ability to make
decisions

Fantasy

Communication skill Punctuality
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7. If you decide to apply for a job in the western countries, you will
probably need to form four documents: an Application Form, a Letter of Interest
(or Covering Letter), a Resume and a Thank-You Letter. This is a way how to do it.
Read these patterns and try to write own documents of the same kind.

a) an Application Form

Personal

Name | Serhii Denysenko

Address Kharkiv, 6, Soborna |Phone (0415) 67-18-11

Str., apt. 28 No. (home)

068-05-47-521
063-23-94-797
050-68-78-121

Year of | 13.08.1965 Place of | Kharkiv

birth birth

Do you have a valid driver’s licence | yes no

Marital married | singl | of dependents |[two sons (11 and 15

status e years old)

Education

Name of | Year graduated Course taken or Degree

School

Lviv 1987 M. Sc. in Economics

University

Languages

Ukrainian excellent | good fair

English excellent | good fair

German excellent | good fair

Experience (give present or last position first)

Company Address

Lviv State University, the Department of |34, Drahomanova

Economics Str.

Types of business Employed (month
and year)

Delivering lectures on Economics and Finance from September, 1,
2003 — to present

Position(s) held Supervisor’s name

Senior Teacher, Deputy Head of Dpt of | Academician

Economics Lysenko Vitalii

Why did you leave

I have moved to Kharkiv

Company Address

Lviv State University, the Department of |34, Drahomanova

Management Str.

Types of business Employed (month
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and year)
Delivering lectures on Management of Small and | from September, 10,
Medium Business 1995 — to September,
1, 2003
Position(s) held Supervisor’s name
Teacher, Lecturer Academician
Lysenko Vitalii
Why did you leave
Upgrading
Company Address
Lviv Construction Company 36, Mlynivska Str.
Types of business Employed (month
and year)
Concluding Agreements, Design of New | from June, 15, 1989
Products — to September, 8,
1995
Position(s) held Supervisor’s name
Manager Nikolchenko Petro
Why did you leave
Upgrading
Company Address
Lviv Bank 7, Naberezhna Str.
Types of business Employed (month
and year)
Banker from August, 3, 1985
— to September, 15,
1989
Position(s) held Supervisor’s name
Teacher Petrovska Nadiia
Why did you leave
Upgrading
Personal references
Name | Lysenko | Address | 56, Soborna | Phone | (046)  445-22-
Vitalii Str., Apt. 45 No. 36;
097-44-57-789

b) a letter of interest (or Covering Letter).

Dear sir or madam,

| graduated from Kyiv State University in 1987. Now | am finishing my post-
graduate studies to defend my candidate thesis this winter. My major is called
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“Increase of Economics in Ukraine”, which includes the study of Ukrainian
Economics.

| am interested in working in the Department of Economics of your Academy
as a head of Department for the educational year 2005-2006. In high school | gained
experiences teaching Economics, Banking and Management of Enterprises to
students. In your Department | could give lectures or conduct a class in Economic
subjects.

If you are interested in cooperation please inform me at the above address.

| look forward to hearing from you.

Sincerely yours,

Tkachenko Volodymyr

C) aresume.
1.

Volodymyr Tkachenko
6, Soborna Str., apt. 28
Kharkiv, 45976
Tel: (0415) 67-18-11 (home)
Mobile phone: 068-05-47-521;

063-23-94-797;

050-68-78-121
Objective A position as a Head of Department of Economics of Ukrainian
National Academy (Kharkiv)
Summary 20 years of experience in all routine work in economics and
banking. Perfect knowledge of Ukrainian, Russian, English,
German languages and knowledge of computer
Education | Kyiv State University, Faculty of Economics, Department of
Economics (1987). Kyiv State University, Post-graduate
studentship (2005).
Experience | Kyiv State University, the Department of Economics. Delivering
lectures on Economics (Fall 2003 — present). Kyiv State
University, the Department of Management. Lecturer on
Management of Small and Medium Business (Fall 1995-2003).
Kyiv Company, Manager (Fall 1989-1995). Lviv Sales Company,
Sales Representative (Fall 1985-1989).
Publications | | am the author of 24 articles published in different editions of
collections of articles. The topic of these publications is connected
with Economics in Ukraine and abroad. This is the subject of my
candidate thesis which | am going to defend this winter.
Personal Arrived in Ukraine May, 1980. Ukrainian subject. Married, two
children
References | Available upon request
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John Y.Millen
38, Park Avenue, Ap. 50
New York, N.Y. 11298
Tel: (312) 493-83-32

Objective A position as a Bookkeeper

Summary 12 years of experience in all routine work in this field.
Perfect knowledge of computers and statistics.

Education London School of Economics, Great Britain, Bachelor

(Ec.) (2008).

Quialifications | Make up all kinds of financial reports, balances and
production planning

Experience 2015 — 2020 — FRISCO DOCKS, Inc., San Francisco,
California. Deputy Chief of Planning, Commerce Dpt.
In charge of account booksm statements, new adeas in
planning.

2008 — 2015 - SAKHA Co, Ltd., New York.
Accountant. Prepared accounts and balance sheets of
every kind.

Personal Arrived in the United States January, 2020. British
subject. Married, one child

References Available upon request

8. Write own application form, covering letter and resume.

GRAMMAR
The Numeral.
Cardinal Numerals.

Cardinal numerals use for denomination of the number of chapters, parts of
books, paragraphs, pages, numbers of houses, rooms, buses, trolleybuses, trains,
flights, sizes of clothes and footwear:

nepwa yvacmuxa part one;

Oecsaimuil napazpagh paragraph ten;

oounaoysma cmopinka pPage eleven.

The meeting will take place in classroom 15.

I live in apartment 10 (ten).

You need bus 11.
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My brother wears size forty-one shoes.

Pay attention that the nouns use without the article.

Cardinal numerals denote chronological dates:

1915 nineteen fifteen 2001 two hundred and one

1961 nineteen sixty-one 2000 two thousand

1900 nineteen hundred 1072 ten seventy-two

1907 nineteen seven (nineteen oh | 2028 two hundred twenty eight
seven) (two thousand twenty eight)

Regarding telephone numbers: every figure of the number is said separately:
12-35-21 one two three five two one
24-72-12 two four seven two one two

The figure 0 is said [ou]:
70-30-40 seven oh three oh four oh

If two figures of the number are similar, the word is said
“double”:
77-31-448 double seven three one double four eight

884-788-88 double eight four seven double eight double
eight

The numbers 1000 or 5000 are said:
one thousand; five thousand

Ordinal Numerals.

Numbers of the month are denoted by the ordinal numerals:
10.12— the 10" of December;

01.01 — the 1t of January;

17.05.1982 — the 17" of May, nineteen eighty-two;
25.09.99 — the 25" of September, nineteen ninety-nine.

Numerals hundred, thousand, million have not the ending —s if the numeral
stands before them:

two hundred pupils;

three thousand years;
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two million two hundred fourty-three thousand five hundred and sixty-
seven.

But, sometimes the words hundred, million, thousand have the ending —s (the
preposition of is added in this case):

1) when they determine undefined quantity of hundreds, thousands, millions:

hundreds of people;

thousands of years;

millions of birds;

millions of books.

2) when they are used with the word “some”:
some hundreds of stamps;
some thousands of letters.

9. Translate into English.
baraTto mkaprerok

100 pokiB

2.143 moguHu

57.189-#i ctyaeHT

5 cOTeHb KIHOK

CoTHI nTaxisB

JlekiTbKa THCSY KHIDKOK

2 MUIbHOHHU IiTEH

It is Interesting to Know

Cardinal numerals in arithmetic operations:
Addition 2 + 2 = | two plus two is four a6o two and two is four
4
Multiplication | 2 x 2 = 4 | two times two is four
Substraction | 5-2 =3 | five minus two is three a6o two from five is
three a6o five less two is three
Division 10 : 2 = | ten divided by two is five
5

Cardinal numerals in sports:

- in tennis 20 —30 | twenty thirty ado twenty games to thirty
40—-0 | forty love

44 - 44 | deuce [dju:s] (niuus)

- in football,| 5-0 | five-nil [nil]
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hockey 4—-6 | four (goals to) six
4=4 | four all (niuus) a6o a draw [dra:]

- in basketball | 46 — 98 | forty-six, ninety-eight
44 - 44 | a tie (nivus) a6o forty-four — forty-four

Pay attention on these words:
a dozen ororcuna;

a gross 12 oworcun (2poc);

a score 2 decamku,

a team ynpsocka xoneil.

Words “gross” and “team” need the preposition of, for example:
5 gross of pencils;

a few gross of pens;

several team of horses.

But the words “dozen” and “score” need not the preposition of, for example:
5 score years;

6 dozen eggs;

a few score years;

several dozen eggs.
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HNPAKTUYHE 3AHATTA 7.

TEMA 7. REFERENCE LETTER

IIVIAH
1. Reasons od writing a Thank-You-Letter.
2. Reference Letter.
3. Grammar: The Pronoun.

JIITEPATYPA
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skills Approach. - Prentice Hall Regents, 1980. — 300 p.

10. New Webster’s Dictionary and Thesaurus of the English Language.
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12. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of
emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.
Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:

65


https://www.sworld.com.ua/konferus03/sbor-us3.pdf
https://doi.org/10.24018/ejbmr.2020.5.6.631

https://doi.org/10.1016/}.jwb.2018.11.003.

13. Takino M. Power in International Business Communication and Linguistic
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1. Your executive is a very tough man. What should his staff do to please
him?

For ideas:

to be creative meopyo  GiOHOCUMUCA 00
cnpasu

to be well-organized | 6ymu 0obpe opeanizosanum

to keep fit mpumamu cebe y popmi

to be punctual OYmMu NYHKMYaIbHUM

to be enthusiastic Oymu enmy3ziacmom

to obey the rules RIOKOPSIMUCSL NPABULAM

2. Speaking practice: look attentively at the list of adjectives which
characterize people as employees

active diplomatic methodical
attentive disciplined realistic
constructive energetic sincere
cooperative extroverted systematic
creative independent tactful

Pick out the adjectives which, on your mind, can characterize:
You, secretary, accountant, teacher, sales agent, director, manager, advertising
agent, librarian

3. Read the sample of a Thank-You-Letter.
Mrs. Tetiana Golovichenko
Director of Personnel
Ukrainian National Academy (Kharkiv)
186, Ozerna Str.
Kharkiv, 45000

Dear Mrs. Golovichenko,

Thank you for your time and attention during my interview with
you last week. | appreciated the opportunity to discuss my qualifications
and aspirations with you.

| hope that all questions were answered to your satisfaction;
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however, | would be happy to supply any further information you may

need.

| am very interested in the groth potential of the position we
discuss, and | hope you will consider me as a serious candidate.
| am looking forward to hearing from you soon.

Sincerely yours,

Volodymyr Tkachenko

6, Soborna Str., apt. 28
Kharkiv, 45976

Tel: (0415) 67-18-11 (home)
Mobile phone: 068-05-47-521;
063-23-94-797;
050-68-78-121

3. Write own Thank-You-Letter.

5. Choose the proper English equivalent for.

KepiBHUK Bigainy 3aKymnok

Production Manager

KepiBHuK Binainy KaapiB

Executive

MapKkeTHHTOBUI TUPEKTOP

Chairman

KepiBHuK, anMiHICTpaTOp

Financial Director

5. VYnpanstounii, kepiBHUK mnpoxaxy | Overseas Sales Manager
Ha BHYTPIIITHBOMY PUHKY
6. KepiBuuk i3 3B’SI3KiB i3 | Advertising Manager
I'POMAJICKICTIO

KepiBauk BUpOOHHUIITBA Chief Accountant,

Controller
JupexTtop The Board
['onoBa Purchasing Manager

10. ®iHaHCOBHUI UPEKTOP

Personnel Manager

11. 3aBigyrounii (KEpiBHUK) €KCIOPTHUMU
oreparisiMu

Marketing Director

12. KepiBHUK BIIIUTY peKJIaAMH

Managing Director

13. I'onioBHuiA Oyxranrtep

Home Sales Manager

14. Pana nupexTopiB dhipmu

Public Relations Manager

6. Write a letter of recommendation for one of your students using the

vocabulary provided below.

active | fine |

motivated |

self-confident
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accurate flexible natural serious
adaptable friendly nice supportive
affectionate good organized single
aggressive great old-fashioned shy
ambitious generous original sincere
arrogant gifted optimistic sly
beautiful good natured obstinate strong-willed
broadminded hardworking outgoing selfish
cheerful helpful obstinate smart
creative honest passive sociable
clever handsome patient successful
certain intellectual progressive tactful
cultural independent punctual thorough
delicate intelligent purposeful trustworthy
energetic Imaginative public talented
enthusiastic initiative quick useful
entrepreneurial jealous real young
excellent lazy reliable well-balanced
emotional leader responsible well-known
famous mature resourceful wonderful

7. Read the samples of want ads. Which of them do you think you should

ignore? Why?
A
Ordinary want ad Abbreviated want ad
Type of job AUTOMOTIVE PARTS AUTO PARTS CTR
COUNTER SALES
SALESPERSON
Work experience 2 years experience
required 2 yrsexp. & H.S. req.
Education required High School Graduate
Working hours 5 days, Mon. - Fri. M-F
Pay $9.00 hour $9/hr
How to apply Apply in person, Apply before 10 am
Before 10:00 a.m.
CARSONS SUPPLY CARSONS
4396 Melrose Ave. 4396 Melrose
B

Do you want to earn big $$$?
$1.000 EVERY WEEK!
For life! Work at home,
Simple, safe, guaranteed!
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Write P.O. Box 1234, Dept. 524,
Palm Lakes, 22334
Abbreviated want ad
AUTOMOTIVE PARTS COUNTER
SALESPERSON
AUTO PARTS CTR SALES

8. Read the job advertisement. Answer the questions.
BUSINESS DEVELOPMENT MANAGER.

THE TRANS WORLD LUXURY TOURISM (TWLT) is the most exciting new
concept of this season. It provides exclusive facilities for corporate leisure and
entertainment in the most beautiful and interesting places all over the world.

We are looking for a creative, energetic and outgoing person to market luxury
travel packages to the corporate travel industry worldwide. You must have excellent
interpersonal and presentation skills, experience of working in the leisure or
corporate travel sector, to enjoy international travel and contact. Ideally, you are 25-
37 years old, and fluent in English.

Attractive salary, car, and bonus.
Please send resumes or apply to:
World-Executive Search,
Box No 1234, Condale Ave,
London SW12DX

1. Why are “excellent interpersonal and presentation skills” required for this job?
2. Would you like to get this job? Why? Give your reasons.

9. Match the definitions in A with the correct adjectives or phrases in B.

A B
1. wants to get to the top a. sensitive
2. open and friendly b. creative
3. doesn’t get tired easily c. attentive to detail
4. can change people’s opinions d. ambitious
5. doesn’t get angry or irritated quickly e. adaptable
6. can produce new ideas f. independent
7. thinks of other people’s feelings g. outgoing
8. is able to change his / her habits h. energetic
9. can work alone I. persuasive
10. regularly checks the quality of his / her work | j. patient

10. Write a short description of someone you like (or dislike) in your
personal or professional life. MODEL - My boss is very energetic. She works about
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12 hours a day. She is a patient woman, and always has time to talk to us if we have a
problem.

11. Read the samples of the Letter of Recommendation.
1.

Dear Mrs Woodson:

Peter Barns was a student in three of my travel courses since the 1996
semester. He was always an outstanding student.

Mr Barns demonstrated his thorough grasp of the subject matter in his class
performance as well as in written work. His assignments were always executed
with punctuality. Moreover, he was an enthusiastic participant in class discussions
and helped make the courses rewarding experiences for everyone.

Therefore, |1 can recommend Mr Barns, without hesitation, for the position of
assistant in your travel agency.

Yours truly,

2.

Dear Sir,

| have known Mr Brown for 5 years as a student at our University.

Mr Brown is an excellent student in French. He has scientifically oriented
mind, a desire to work and master foreign language, and experience in working as
a translator / interpreter.

He is gifted and differs from the other students in his preparation for
English lessons. His essays, projects on the topics “English Literature in the XIX
Century”, - “Modern English Phonetics”, “English Traditions and Customs”
made a great impression on me. He is hard-working and organized.

While studying he took part and won the first prize at the competition
among the fourth year students in English.

| can also state that comparing him with the other students in our University
I came to the conclusion that he has a high intellectual ability. He can solve
different problems and tasks himself. Mr Brown has a quick reaction to changing
situations and he is able to find the right solution.

Mr Brown is perfect in spoken English, English Grammar, Phonetics, and
English Literature.

As far as | know he has been working as an interpreter at Trade Company
EPQ for three years.

Mr Brown has a great potential to study and to work. He is an initiative
student. He helped in organizing a conference at our University on the problems
of Post Graduate Courses.

He is highly motivated to pursue his Graduate study, and he is serious in
achieving his goals. His marks in French were only excellent. He obtained good
skills in conducting scientific research.

Mr Brown has a strong character. He deals with people easily.

It seems to me that Mr Brown has a big potential and future in the chosen
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field as a graduate student.
Yours truly,

12. Write own Letter of Reference.

13. Look at the advertisement of VICTOR MOTOR COMPANY and
write what a manager should do.
VICTOR MOTOR COMPANY
ARE YOU INTERESTED IN A CAREER IN THE MOTOR
INDUSTRY?

We have a vacancy for General Manager. We offer competitive
salaries and benefits such as company cards, pension plans, profit-
sharing and generous relocation allowances. Duties will include:
- running the company
- coordinating the work of the management team
- advising on new product development

- negotiating with trade union representatives
- representing the company
For further details and an application form please write to:

Chris George
164 Deansgate
Manchester M 60 2 KE
England

14. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to work under position

to fill directors

a managing to

to earn money department
a head of position

a Board of tape

to hold the director
red- pressure
an opening for fees

to be accustomed in
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GRAMMAR
The Pronoun.
1. Personal Pronouns.

Take this book. It is good.

This is a beautiful flower. It is in the vase.

All managers are very busy. They are at the meeting.
Olena is a good student. She works at college.

The words “ship”, “boat” and “country” are determined by the propouns “she
(her)”:

Look at this ship! She is very big.

Great Britain receives reports from her ministers.

2. Possessive Pronouns.

Possessive pronouns have two forms: Conjoint Form and Absolute Form:

Conjoint Form Absolute Form
Conjoint Form Absolute Form

This my computer. Where are all our toys? — Mine are
here.

He sold his car. | have eaten all my sandwiches, can |
have one of yours?

Where is our baggage? Susan wants to know if you have seen
a file of hers.

They have signed  your | This is my room and that is yours.

agreement.

We took her book to read. Whose book is it? It is mine.

They went and saw their café. | don’t think your car is better than
mine.

Qur dog is very good. It is its | Their house is big and ours is small.
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house.

| use my printer. Your luggage is here and where is
hers?

Mary sold her house. This pen is yours, and not mine.

May | borrow your pen? | have

lost mine.

3. Reflexive Pronouns.

She often speaks to herself.

This fact speaks for itself.

| dressed myself.

| cut myself.

He washes himself in cold water.

| saw it myself.

We spoke to the President himself.
The house itself is very old, but you don’t feel that.
We really enjoyed ourselves.
Please make yourself at home.

| did it all by myself.

I’m all by myself in this house.

4. Reciprocal Pronouns.

We loved each other very much.
They greeted one another.

They looked at each other.

We said “Good by” to each other.

5. Demonstrative Pronouns.

Give me that contract.

He knows these emoloyees.

This is the same agreement.

It was such a pleasant stand-up party!

6. Interrogative Pronouns.

Who is your employer?
Whom did you see in the office?
What are you doing in this company?
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What book do you write?

Which month is the coldest?
Whatever are you talking about?!
Whoever has told you so?!
Whichever shall | choose?!
Whenever shall | look for?!

7. Indefinite Pronouns.

Somebody is knocking on the door.
There are some books on the table.
Will you have some more tea?
Give me some book to read.
He will listen to someone.
Are there anybody in the room?
He does not speak anything.
You can buy stamps at any post-office.

Indefinite Pronoun “ONE”.
One should learn to count.
One must go in for sports.
One never knows what he can do.
e should be careful when crossing the street.
e often hears about such things.
u can buy cheese at the dairy counter.
One can buy here apples, lemons and grapes.
One must always keep one’s word.
One day he will do it.
| have not got a dictionary. | must buy one (a dictionary).
This is a black pencil and that is a red one (a pencil).

S RERE

Stable Word-combination.
it’s all one to me o0z mene ye ne mac snauenns;
one after the other ooun 3a 0oOnum; nocmynoso, ne éci pazom,
one by one nooounyi;
the little ones oimu;
the pretty ones eapuenwvxi disuama.

9. Negative Pronouns.ro

| saw nobody there.
She knows nothing.
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| have no brother.

No dictionary could help you.
Neither of us mentioned him.

| know neither him, nor his friends.

10. Quantitative Pronouns.

There were many students in the classroom.
She has few books.

| have very little time.

We have a lot of books.

They spend a lot of time.

Negative meaning Positive meaning
We have little sugar. We have a little sugar.
| have few books. | have a few books.
She had little rest during Sunday and
looked tired.
| have few pencils. | have a few pencils.
We have little time to do this exercise. We have a_little time to do this
exercise.

15. Insert few, a few, little or a little.

There isn’t much to see in this place, so ... tourists come here.

My aunt knows French ..., so she agreed to help me with the translation.
This is not the first time. It has happened ... times before.

We are short of water because there has been very ... rain recently.

The village is very small. There are ... houses there.

Let’s mention ... things here we can’t understand.

ok wdrE

It is Interesting to Know

It is interesting to know that journey or trip is used to talk about getting from A
to B, for example:
The journey / trip to Warsaw was really long.

Travel is a verb and an uncountable noun which refers to taking journeys in
general, for example:

We traveled for hours before we got to the village.

Air travel is cheap these days.

Trip can also refer to a holiday or an excursion, for example:
| needed a break so I decided to take a trip to the mountains.
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HNPAKTUYHE 3AHATTA 8.

TEMA 8. TYPES OF NEGOTIATIONS AND MEDIATION

IHJIAH
1. Negotiation and mediation as a type of communication.
2. Preparation for Negotiations.
3. Negotiation strategy and tactics.
4. Basic elements of negotiations.
5. Tactical techniques used during negotiations.
6. The Basic Methods of the Partner Perception during Negotiations.
7. Grammar: The Verb.
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1. Read the following text and do the postreading task:

Negotiations are an important part of our lives, although we do not think about
it. We constantly agree on something, communicate, try to solve certain issues in the
family, in the business sphere, etc. With the help of negotiations, the position of the
parties is determined, agreements are reached and conflicts are resolved.

Negotiation is a method of reaching an agreement through business
communication when both parties have both common and opposing interests.

The structural elements of negotiations are the following:

At the pre-communicative stage:

» collection of information;

* problem analysis;

* definition of the purpose4 and objectives;

2. At the communicative stage:

* representation of the parties;

» statement of problems and purposes;

« dialogue of participants (clarification, discussion, coordination of interests);

3. At the post-communicative stage:

» analysis of negotiations.

Preparation for Negotiations.

The author of the book “How to Survive Among the Sharks”, millionaire
Harvey McKay, believes that the one who has more information, a better plan and
higher skills can win the negotiations. Therefore, this expert in the negotiation
process puts careful preparation first.

Preparation for negotiations is carried out in two directions: substantive and
organization.

Organization issues of negotiation preparation are:

* determination of the time (experts of the negotiation process think that the
best time for the meeting is before or half an hour after lunch; on Wednesday or
Thursday, that is, in the middle of the working week, and not at the beginning or end
of the week);

* negotiation schedule (as a rule, 1.5-2 hours);
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» meeting place (it can be the premises of each of the parties in turn or neutral
territory; the office must be prepared for the meeting: a table (preferably round),
notebooks, pencils, glasses, water, ashtrays);

« composition of the delegation (a leader and employees competent in the
Issues to be discussed).

The importance of the preparatory stage of negotiation is emphasized in the
book “Preparation for Negotiations” written by R. Fischer and D. Ertel. According to
the authors’ opinions, the most effective is a systematic approach in preparation for
negotiation, which consists in the need to “cover” the entire process of negotiation. A
good negotiation result can be seen as the sum of seven elements. They are the
following:

1. Interests. In the negotiation process, we want to achieve a result that would
correspond to our interests - what we need or what we value. The more we think
about our interests in advance, the more likely we will be able to satisfy them.

2. Options. Options are understood as possible variants of an agreement or
parts of a possible contract. The more options we are able to put on the tableof
negotiation, the more likely it is that there will be one that can reconcile our different
interests.

3. Alternatives. A good result should be better than any alternative available
off the table of negotiation. Before you sign the agreement (or reject it), you need to
have a complete idea of what we can still do.

4. Legitimacy. We don’t want to be treated unfairly, and neither do other
people. Therefore, it will be useful to find external standards that can be used as an
instrument to convince others that they are being treated fairly and as a shield to
protect oneself from the wrongdoing of the opposite part.

5. Communication. The result of a negotiation will be better if it is achieved
skillfully, and it requires good two-way communication, because each side of the
negotiation wants to influence the other. We need to think in advance what we can
hear and what we need to say.

6. Relationships. A good result of the negotiations will lead to an improvement
rather than deterioration in our working relationship. Preparation gives an opportunity
to take into account the factor of human interaction - to think about the people at the
negotiating table. We should have at least some vision of how to build the kind of
relationship that can facilitate an agreement, rather than hinder it.

7. Obligations. The quality of the result of the negotiations is evaluated, in
addition, by the content and reality of the promises that will be made during them.
These commitments will obviously be easier to keep if we think in advance of
concrete promises that we can realistically make and expect from the opposite party
during the conduct or at the end of the negotiations.

Negotiation Strategy and Tactics.

In order to achieve the desired results, the parties of the negotiation process
choose appropriate strategic and tactical approaches to negotiations.

American researchers of the negotiation process distinguish the following three
possible variants of behaviour during negotiations:

1) heavy-handed;
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2) kid-glove;

3) principled (Harvard).

These options can be characterized in more detail according to the following
criteria:

1) perception of other participants in the negotiations;

2) purpose of negotiations;

3) the course in relation to the participants;

4) degree of trust to them;

5) stability of the initial position;

6) technical methods;

7) final decision.

There are possible options of strategic approaches to negotiations.

heavy-handed The purpose is victory at | Distrust of participants
approach any cost
kid-glove approach The purpose is agreement, | Confidence in participants
preservation of  good
relations,  despite  the

losses
Principled (Harvard) | The purpose is a rational | Conducting negotiations
approach solution to the problem, | regardless of the degree
which is based on fair | of trust
criteria

Heavy-handed approach - when both sides, having taken opposing positions,
stubbornly defend them, using tactical techniques to mislead the opponent about the
true purpose, and make small concessions necessary to continue negotiations. In the
course of negotiations, the dispute may turn into a competition and agreement may
not be reached.

Kid-glove approach — when each side considers the other side friendly. Instead
of waiting for victory, they emphasize the need to reach at least an agreement. The
kid-glove approach strategy makes offers and concessions, it is trust to the other side,
it is friendly and tries to avoid confrontation where necessary. Due to this approach,
the parties may come to unclear and unreasonable decisions.

Principled (Harvard) — it is an alternative approach to the above-mentioned
ones, it is focused on the main interests of the parties, mutually beneficial options and
fair standards, and it leads to a reasonable result.

American specialists in the negotiation process described the principled
negotiation method. They oppose the principled negotiation method they invented to
the standard negotiation strategy - position tender - which often leaves the
“negotiators” feeling dissatisfied and exhausted. After all, people are faced with a
dilemma: to be ‘kid-glove” and make concessions, or to be “heavy-handed”, to
declare war and win, spoiling relations with the opposite side.

The peculiarity of the method of principled negotiations is the requirement to
solve problems based on the essence of the case, and not on the positions of the
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negotiating partners. The partners try to find mutual benefit wherever possible. And
where interests do not coincide, to achieve a result justified by fair norms.

As a result of applying the principled approach:

. negotiations should lead to such an agreement that would maximally
satisfy the interests of each party, fairly regulate conflicts, be long-term and take into
account the interests of society;

. negotiations must be effective, without losses, which, as a rule, are
accompanied by agreements related to the desire not to give in to one’s positions;

. the relationship between the parties should improve or at least not
deteriorate.

Principled negotiations are characterized by four basic rules -
recommendations that make up the basic elements of negotiations.

The first rule: Dissociate the participants of negotiations from the problem.

It is necessary to focus on the essence of the problem, but not on the
relationship between the parties. You cannot transfer your attitude towards the
interlocutor to the subject of discussion; criticize the opponent’s personal qualities.
Better put yourself in their place. Remember, “your problem is not the fault of
others”. The foreign scientists suggest the following ways to implement this rule:

* construct working relationships;

* maintain working relationships;

* separate the relationship from the discussion on the essence of the matter;

* do not conduct positional bidding;

* deal with people, not problems.

The second rule: Focus on interests, not positions.

Instead of arguing about positions, we should know about each other’s
interests. Imagine the situation: there are two cooks in the same kitchen, and both of
them needed an orange at the same time. And it is only one! If you focus on the
positions, then, in the best case, both will get half an orange. But if you show your
interest, all of us will find out that one cook needs lemon zest, and another needs
juice. So, we recommend, before dividing an orange, try to make it bigger.

To understand the interests of the parties concerning their positions, you need
to perform the following actions:

* explain your interests;

* determine the interests of the other party;

* discuss a common topic;

* be specific but flexible;

* be persistent in protecting your interests;

The third rule: Develop mutually beneficial options.

The reason for misunderstanding is the refusal of creative consideration of
mutually beneficial options. In order to solve common problems, the following rules
must be followed:

* separate judgment from decision;
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» expand the range of approaches;
* seek mutual benefit;
* help your partner make a decision.

The fourth rule: Insist on using objective criteria and procedures.

To reach a reasonable agreement, independent of the parties’ aspirations, you
can use:

» fair criteria in the essence of the issue;

« fair procedures for regulating conflicting interests.

In order for the negotiations to be fair, independent experts, observers,
mediators are invited.

Appropriate tactical techniques may be used during negotiations.

The technique “avoiding the fight” - is used when there are issues that are
undesirable for discussion, or when they do not want to give their partner accurate
information, an unambiguous answer.

The technique “procrastination” or “waiting” is a measure close avoiding the
fight, it is used when they want to delay the negotiation process in order to clarify the
situation, get more information from the partner, and further study the problem.

The technique “packaging” means that there are some issues or proposals but
not ones are offered for discussion. At the same time, the double tasks are solved. In
one case, the “package” combines attractive and less acceptable offers for the partner.
One can wait for that a partner interested in one or more proposals will also accept
unfavorable ones. If during the negotiation process the interlocutor uses “dirty
technologies”, it is necessary to:

a) analyze the reasons for the partner’s behaviour and, if necessary, consider
the possibility of changing it;

b) create a business atmosphere;

c) offer a break during which you can consult with experts.

The technique “maximum overestimation of requirements”. means to include
the items in to discussion, which can then be painlessly removed. Moreover, some
items may contain proposals that are clearly not acceptable to the partner.

Placing false accents in one’s own position is to show the partner an extreme
Interest in solving some issue that is actually secondary. Sometimes it is done in order
to remove this issue from the agenda and get the necessary decisions on another,
more important issue.

The technique “Salami” means providing information about your interests,
grades, etc. in very small portions, similar to thin slices of salami. This technique is
used to prolong the negotiations, the need to find out more information from the
partner, to force him to “open his cards” in order to gain an advantage in this way, a
manoeuvre field.

The technique “ultimatum of demands” is used when one party declares its
intention to withdraw from negotiations if their position is not agreed upon.
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The technique “making demands at the last minute” - the essence of this
technique is that at the end of the negotiations, when the contract remains to be
signed, one of the partners makes new demands. If the other party is interested in the
contract, it will accept these requirements, although the signing of the contract may
“fail” for this reason. While one party agrees with the new demands, the other puts
forward more and more new ones.

The Basic Methods of the Partner Perception during Negotiations.

The reason for the lack of mutual understanding between the participants of the
negotiations in many cases is not objective reality, but inability to correctly interpret
people’s thoughts and actions. The appropriate techniques are offered to achieve
mutual understanding. It is necessary:

* to put yourself in the partner’s place;

* to compare your points of view;

* to do not draw conclusions about the intentions of others based on personal
fears;

* to do not transfer responsibility for your problems to your partner;

* to discuss each other’s perceptions;

* to create a sense of involvement in decision-making of the partner;

* to coordinate decisions with the principles and image of the communication
participants;

» to control emotions.

2. Postreading task.

1. Characterize Negotiation and Mediation as a Type of Communication.
2. Name the Main Stages of Preparation for Negotiations.

3. What do You Know about Negotiation Strategy and Tactics.

4. What are the Basic elements of negotiations?

5. Name the Basic Methods of the Partner Perception during Negotiations.

GRAMMAR
The Verb.
Auxiliary Verbs
to be, to have, to do, shall (should), will (would)

HiecaoBo to be
1) in Present tenses

to be
am IS are
I he, she, it you, we, they
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2) in Past tenses

to be

was were

I, he, she, it you, we, they

The Present Continuous Tense

| am waiting for our representatives.
He is concluding the letter now.
They are sitting at the meeting.

The Past Continuous Tense
She was typing the text at 5 o’clock.
We were discussing some problem issues at 11 o’clock.

The Future Continuous Tense
| shall be signing it at 3 o’clock.
Perfect Continuous:

The Past Perfect Continuous Tense
We had been writing it since 5 yesterday.

The Present Perfect Continuous Tense
We have been passing exam for 2 hours.

The Future Perfect Continuous Tense
By the end of this month he shall have been writing it for 5 weeks.

to have
Perfect tenses

to have
have has
I, you, we, they he, she, it

The Present Perfect Tense
| have seen a new film.

We have finished our work.
He has bought a new house.

The Future Perfect Tense
| shall have translated it by 6 o’clock.
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The Past Perfect Tense
| had seen this film by 5 o’clock.
We had finished his work.

Perfect Continuous:

The Past Perfect Continuous Tense
We had been writing it since 5 yesterday.

The Present Perfect Continuous Tense
We have been writing it for 2 hours.

The Future Perfect Continuous Tense

By the end of this month he shall have been writing it for 5 weeks.

to do
1) Present Indefinite:

to do
do does
I, you, we, they he, she, it

| don’t know about it.

Do you speak English?

He doesn’t work there.
Does she go to the theatre?

2) Past Indefinite

| did not go to the theatre.

She did not write a letter.

Did you see him yesterday?
They didn’t speak to me about it.

shall (should), will (would)
The Future Indefinite Tense
| shall be busy on Monday.
He will do it tomorrow.

The Future Indefinite-in-the-Past Tense
| said that | should be busy on Monday.
He said that he would do it.
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3. Write down three forms of the following verbs.

Make, cut, play, conclude, break, run, speak, get, know, come, forget, put, buy,
build, do, go, tell, understand, find, clean, live, repair, accept, act, add, cost, set,
assist, shut, connect, direct, lend, distribute, draw, spell, deal, impress, inform, feel,
keep, lay, lose, manage, pay, sell, occupy, operate, have, hold, drink, fly, grow,
prefer, produce, show, catch, restrict, fall, forgive, satisfy, stand, take, stick, suit,
vary.

It is Interesting to Know
It is interesting to know that a salary means the total amount that a professional
person is paid each year, for example:
This job offers opportunities to travel and high salary.
A wage is the amount of money earned each week / month for casual or manual

work, for example:
Tim is a waiter with a wage over $200 per week.
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IHNPAKTUYHE 3AHATTA 9.

TEMA 9. THEORY AND PRACTICE
OF DIPLOMATIC NEGOTIATIONS

IHJIAH
1. Tactics of diplomatic negotiations.
2. Technology of the negotiation process.
3. “Dirty technologies” of negotiations.
4. Techniques of diplomatic presentations.
5. Grammar: Modal Verbs.
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1. Read the following text and do the postreading task:

Tactics of Diplomatic Negotiations.

Analyzing international negotiations, scientists distinguish three main tactical
lines of behavior in negotiations.

1. The initial position is formulated at the beginning of the negotiations, and it
can be changed in the course of the negotiations.

2. The initial position remains unchanged throughout the negotiations, but at
the last moment, a willingness to compromise is revealed.

3. The initial position does not change and an agreement is possible only if this
position is accepted by other participants of the negotiations.

Technology of the Negotiation Process.

The constructive conflict is based on competition, but does not have
destructive consequences. The parties to such a conflict have common interests
around some problem, but each of them has their own views on its solution, that is,
debatable, controversial issues may arise in the process of negotiations.

The destructive conflict is war. The task of a diplomat during negotiations is to
prevent the transformation of a constructive conflict into a destructive one.

Usage of Certain Verbal Constructions.

In order to maintain intellectual contact, prevent interlocutors from separating
from each other, agree on terminology, the following techniques are used in
negotiations:

a) Paraphrasing is a technique of reproducing the previous thought of the
interlocutor in order to make sure that you understood it correctly: “If | understood
correctly...”.

b) Verbalization is the transfer of non-verbal constructions into verbal form,
the transfer to the language level of what was not expressed: “That is, you wanted to
say ...”.

Ability to Listen and Perceive Information.

There are four levels of information perception (listening) are distinguished in
the negotiation process:

1) substantive;
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2) emotional,

3) motivational,

4) stimulating.

The following main points can be identified in the negotiation process:

1) Determination of the interests of the partners in the negotiation process.

2) The ability to connect the interests of partners with deeper motivators.

3) Creation of a system of criteria by which the progress of negotiations is
evaluated.

4) Ability to take the initiative in negotiations and make concessions during the
negotiation process.

Methods of Conducting Negotiations (Coordinating Positions).

1) the “Socratic” method;

2) concentration of attention on disagreements (controversial points). They
must be clearly identified in order to develop tactics for their smoothing;

3) the logical method — concentration of attention on common points in
positions and interests. This method is based on the usage of the following
techniques:

- gradual increase of complexity of the discussed issues (success achieved
when discussing easier issues creates a favorable psychological background);

- search for a common solution to the problem (first, the general formula for
the outcome of the negotiations is agreed upon, then the details);

- using compromises;

- division of the problem into fragments. The subject of negotiations is divided
into blocks. First, the possibility of solving individual blocks of questions is
considered. If it is impossible to make a decision on one of them, it can be postponed.
Then the agreement reached will be incomplete, but if it at least partially satisfies the
parties, it can be considered a step forward in the relationship.

The following mistakes are most typical during negotiations:

1) Conducting position tenders. Position tender is a situation when one of the
interlocutors takes a certain, as a rule, inflated position, confirmed by digital material,
and in the process of negotiations gradually changes it. Any step forward is
considered a concession:

- identification of participants of negotiations with the interests they defend;

- lack of preliminary preparation for negotiations and internal mood;

- perception of the interlocutor as an opponent, as an enemy at the initial stage
of negotiations;

- inability to listen and perceive (obsession of the interlocutor on a certain
sequence of actions);

- dominance of emotions in negotiations.

“Dirty technologies” of negotiations.
1)  Willful deceit, which can Dbe | a) presentation of false, distorted data;
manifested in three cases: b) presentation of incorrect information
about the goals of the negotiations and
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one’s authorities;

c) conducting negotiations for the
purpose of collection of information or
for the benefit of a third party.

2) Psychological wars. Their purpose is
to destabilize the interlocutor as a
participant in the negotiation process
and bring him out of balance.
Psychological war is used at a more
global (state) level, psychological wars
Is used at the level of diplomatic
negotiations. Their technology is as
follows:

a) creating stressful situations - inciting
emotional tension, scandals;

b) personal attacks against specific
members of the delegation;

c) two-factor model of negotiations;
d) threats or blackmail from
opposite party (real or fake).

the

Defense in psychological wars:
a) usage of adequate methods of attack;
b) blocking the attack.

3) Position pressure. Its manifestations:

a) the threat of a breakdown in
negotiations - creation of such an
atmosphere  sometimes  forces the
interlocutor to make concessions so that
the negotiations will still take place;

b) declaration of extreme requirements;
c) increasing demands — when the
interlocutor makes a concession, the
demands increase;

d) psychological terror - the most

aggressive and risky method, the
ultimate form of negotiations;

e) “psychological swing”;

f) delaying time;

g) “position stability” simulated

indifference to the result of negotiations.

Techniques of Diplomatic Presentations.

A diplomatic presentation is an expression and presentation to the interlocutor
of one’s point of view and beliefs about a specific topic.

1) the form of the material presentation:

a) informing (information message);

b) persuasion (motivations).

2) the scale of audience coverage:

a) large audience (more than 40-50 people);

b) small audience (5-10 people).
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Advice from Johann Sultzer (XVIII century) regarding the protocol rules of
“sitting”:

- while sitting, you need to keep your knees together, feet, if possible, one next
to the other;

- you can put one leg forward a little or slightly cross your legs at the bottom;

- sit quietly, do not jump on the chair. But don’t sit as if you swallowed a stick.
A motionless body looks unnatural and funny. Place your hands, palm to palm, on
your knees;

- keep the body straight. Do not sit on the chair as if you have grown to it, do
not sit on the edge of the chair, do not move as if you are sitting on needles;

- while sitting, it is ugly to prop up your cheek with your hand and put your
head on your hands. Do not cross your arms on your chest;

- pay attention to how you get up. Do not lean on the handle of the chair or
your knee, it looks awkward.

2. Postreading task.

1. Chacterize the Tactics of diplomatic negotiations.

2. Analyze the Technology of the negotiation process.

3. Name the “Dirty technologies” of negotiations.

4. What do you know about the Techniques of diplomatic presentations?

GRAMMAR

Modal Verbs.

Defective Verbs: can, could, may, must, ought to, have to, be able to,
should, will, would, need, dare

I can speak English.

She must do it.

May | come in?

What can you see in the picture?

Can
1) physical or mental ability: | | can speak English.
He can’t swim.
2) possibility: | can’t call him.
3) possibility in future: | can do it tomorrow.
4) proposal: Can | help you?
5) ermission: You can take it.
6) prohibition: You can’t take it.
7) impossibility: He cant tell lies.
He can’t have told.
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Could

1) ability in the past:

She could play the piano, when she
was little.

2) possibilility in the future:

We could take a taxi.

3) polite request:

Could you help me?

4) possibilility in the present or
future:

He could be in the pool now.

be able to
1) ability, possibility in the | They were not able to answer all the
past: questions.

2) ability, possibility in the
future:

We will not be able to come.

may

1) opportunity, possibility in
the present or past:

He may be at home now.

2) polite request:

May | help you?

3) permission:

You may take it.

might

opportunity, possibility in the
present or future:

The bag might be hers.

It might snow tonight.

must

1) necessity, duty:

| must apologize.

2) probability, confidence:

You must have a lot of friends.

had to

necessity in the past:

| He had to return to home.

have to

1) the need for the present or
future due to circumstances:

| have to work tomorrow.
He has to be careful.

2) absence of necessity:

You don’t have to hurry.

should and ought to

necessity as request:

You should see a doctor.

You should take it.

You ought to call home.

She ought to be careful.
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. Translate into English.
. BoHU BMIIOTh MO/IENIIOBATH Cy4YacH1 OyJIUHKH.
. Bona He Moe He TUTH KaBy 0€3 IyKpY.
. Mt ctapuunii Opat He MOXKe YTPUMATHUCh BIJ] CMIXY.
. Hivoro iHI110r0 HE 3aUIIAEThCS, K CKa3aTu i Mpo el BUMaJ0K.
. Mu Moxemo npuadaTH 1l KHUTH.
. Bam citijg 3BepHyTHCS 10 BallIOTO BUUTEIIS.
. Lle#t HETOYK, MOKIIMBO Ti.
. Konuce 51 BBaxkaB, 1110 OpexHs € HOpMaJIbHUM SBHILEM Cepe]] MiTITKIB.
. BiH He3gaTHUII rOBOPUTH HETIPABLY.
10. He moxe OyTu (HeiiMOBipHO), 11100 BiH 11€ POOUB.
11. Bin mnonirnor. BiH MoOXe pO3MOBIATH HIMELUBKOIO, aHIJINHCHKOIO,
KUTAaUCHKOI0, 1TAJIIICEKOIO Ta ICITAHCHKOIO.
12. Mu noBUHHI CKJIACTH L€ ICIIUT.

©CoONOOD0UTP,WNEFEW

. Translate into Ukrainian.

. May | take it?

. What can you see in the blackboard?
. It must be Mrs. Olha.

. May we eat all these cakes?

. They must read this conpendium.
. She used to keep a diary.

. It might rain tomorrow.

. You must use only your towel.

| am not used to eat without salt.
10. You should be more attentive.
11. You should do it.

12. She is used to getting up early.
13. You may check their documents.

©CO~NOUTAWNE A

It is Interesting to Know

It’s interesting to know that job refers to the type of work you do, for example:
My job is to manage the staff; or a particular task, for example:
At home his job is to do vacuum cleaning.

Work can be a noun or a verb and is used in a general sense, for example:

It took a lot of work to finish this project. - (uncountable noun)
My dad works at school. - (verb)
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IHNPAKTUYHE 3AHATTA 10.

TEMA 10. BUSINESS CORRESPONDENCE
IJIAH

1. Writing letters.

2. “Golden Rules” for Writing Business Letters.

3. Seven Steps in Planning a Business Letter.

4. Position of the word “YOU™.

5. Grammar: Non-Finite Forms of the Verb. The Infinitive. The Gerund.
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1. Read the following texts and complete the words.

Almost everyone occurs to write letters. Whether you write to a pen pal in
other country, a friend on vacation, a relative or a business man, you should put into
practicethe 1) s _ g _ i _ _ sin this text. If you take time to make your letters
clear, correct, and interesting, you 2) s _ | _ not only enjoy writing them but also
receive interesting answers to them.

No matter what kind of letter you should remember to do these things:

1. Use the proper form of your letter. It depends on the type of letter you are
yw__t_ 0.

2. Make the letter clear. Remember that your letter is read; you4)n __t_ r
will nor are there to explain what you mean. Plan what you are going to say and how
you are going to say it.

3. Make your letter 5)a __r __t_ . A letter represents you; you should
therefore take pride in its appearance. If you write to people you have never met, they
must judge the writer entirely by the letter.

4. Use the correct grammar, punctuation, and spelling. A letter filled with 6)

rom ¢ _ | errors will not only lead the reader to assume that you are
madequate person mistakes in usage, and misspelled words will not make a good 7) i
r__s__n

5. Be yourself. Make your letter natural; write them in your own style. It will
reflect your personality better then model letters taken from textbooks.

The 8) _ _y letter differs from the business one. It is informal, casual
and personal. It IS the kind of letter you write to your family and friends. There are no
rigid, inflexible rules for writing friendly letters; but you should to follow widely
accepted practice.

Business letter writing is a very special type of 9)c . m a n.
That is why, you must carefully think over the style of such letters. By “its outward
appearance style, tone one can defineyouasal0O)p__ _o_ | __v.

“Golden Rules” for Writing Business Letters.

1. Give your letter a 11) h _ _d _ _ g if it helps the reader to see at a glance
what you are writing about.

2. Decide what you are going to say before you start to write.

3.Use 12) s r _sentences.
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4. Put each separate idea in a separate paragraph.

5. Use short words that everyone can understand.

6. Think about your 13) r __d _ . Your reader...

.. must be able to see exactly what you mean: your letters should be clear;

.. must be given all necessary 14) n___m _ ___ n:your letters should be
complete;

.. IS a busy person with no time to waste: your letters should be concise;

. must be addressed to ina 15) p _ _ _ t _ tone: your letters should be
courteous;

.. may get a bad impression if there are mistakes in grammar: your letters
should be correct.

Seven Steps in Planning a Business Letter.

1. Write down your aim: Why are you writing this letter?

2. Assemble all the relevant information and documents.

3. Arrange the points in order of importance. Make rough notes.

4, Write an outline and check it through, considering these 16) e o
_s: Have you left any important points out? Can the order of presentation be made
clear? Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.

6. Revise your first 17) d _ by considering these questions:
Information: Does it cover all the essential points? Is it correct, relevant and
complete? English: - Are the grammar, spelling and punctuation correct? Style: Does
it look attractive? Does it sound natural and sincere? Is it the kind of letter you
would like to receive yourself? Is it clear, concise and courteous? Will it give the
right impression?

7. Write, type or dictate your final version.

In the USA where competition is developed business letter writinga 18) s __ e

n . In their correspondence Americans try to use many different means of
expressmns jokes, anecdotes, humour, sarcasm, caricatures, drawings, diagrams are
for attracting reader’s 19) a _ _ _ n _ _ _ n. But Englishmen are restrained and
preventive due to their national character and old formal traditions. That’s why
British letters are determined more 20)p _ _f 0 l.

Imagine the situation: the Company needs to send the final letter-reminder as
demand to pay off debts. Compare two samples of such letters:

British letter: American letter:
Dear Sirs, Gentlemen:
As our previous letters of the 3™ July, 12% Will  you please

August and 14" September, requesting payment of the | send us the name of a
outstanding account of $ 1000 have been ignored by | good lawyer in your
you, we must now inform you that unless your cheque | district? We may want to
for the amount reaches us by the end of the month, we | sue you.

shall reluctantly be compelled to put the matter in the Sincerely,

hands of our solicitors.
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| Yours faithfully, |

2. Complete the following texts with the words.

About Copies. If you wrote a letter to your correspondent and send the
analogous letters to some people one should write at the 1) e _ _ of the letter
abbreviation: “c.c. — carbon copies”.

But if you don’t want that the addressee of your letter knows about copies one
should indicate: “b.c.c. — blind carbon copies”.

How to Make Your Letter More Attractive - There are some methods to
stress important information, to simplify reading of your letter and to make attractive.
You can:

1) number paragraphs;

2) underline some words and sentences;

3) write certain words by capital letters or underline them;

4) use dash, stars, Roman numerals for enumeration of any items.

Style of a Letter - Remember 2) p _ _u _ _ _r __ _ es of business
correspondence style:

- begin each new topic from a new paragraph;

- never use metaphors, comparison, allegories, if you are not sure that your
correspondent can rightly understand them.

- all information in your letter mustbe 3)s __p _ _, clear and short;
- don’t write too many compliments.
For example:

Instead Write

advise, inform

say, tell, let us know

at early date

soon, today, next week

at the present day

now, at present

to deem (3act. Oymamu)

to believe, to consider

due to the fact that

because

for the purpose of for

Iin accordance with according to
in advance of, prior to before

the writer, the undersigned I, we

in compliance with your request

as you requested

A sentence should consist of 8 — 16 words. It will be easy to read. All
paragraphs must contain one concrete thought.

It is better to use an Active Voice in business correspondence that a Passive
one. The verb in the Active Voice bears more personal character than the sentences
with Passive constructions. For4)e |

Your letter has been received by us ... - Passive \VVoice
We have received your letter ... - Active Voice
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The letters addressed to the young employee of a company must differ from the
letters addressed to Managers and Directors. People who hold positions of Executives
consider themselves as very important persons and demand due 5)r _ _p _ _t.

To ordinary employee you can write:

Did you know the customers you already have ... .

To Head of Department or Company you must write:

As you know, the customers you already have ... .

Phrase “Did you know ... can be considered by Head of Department as
insulting of his dignity, but phrase “As you know ..." is flattered his vanity even in
case he doesn’t know something.

Colloquial Language and Idioms.

Some people try to make their letter more personal cluttering up the language
by idioms, phraseologisms, colloquial phrases, and short forms of 6) w ___s. Such
letters can be not understood by the readers, especially in the case when English is
not their native language. Use neutral words in your letters:

Instead Write
you have probably guessed you probably know
you will get your money back the will be repaid
you go into property to invest in property
a couple of hundred quid two hundred pounds
prices are at rock bottom prices are very low
prices have gone through the roof | prices have increased rapidly

About Abbreviations.

Abbreviations are often used in business correspondence. They are quickly
written and easily read. But one should use abbreviations only in the case when you
and your correspondent know how they are decoded.

Some7)a__ v _ _t__ o _sare international, for example: CIF (cost,
insurance and freight), CAF (cost and freight).

But if you are not sure that the abbreviation will be rightly understood by the
reader it is better to write it with its decoding in the brackets.

The tone plays a great role in the letter. A letter must be maximum personal for
achieving success. A reader must understand that this letter is written by a man but
not a business-machine which can stamp cliché. Try to write in the tone and style in
which you usually 8) sk to your colleagues. If you want your colleague’s help
in the report making, for example, you will say to him:

“Serhii, I need to make up this report as quickly as possible. Can you help
me?” and let’s consider another variant:

“The aim of my visit is an application for your help in the finishing report.”
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3. Fill in the gaps of the text with the necessary prepositions.
forx2 inx3 ofx2
from at down

Position of the word “YOU”.

Any letter has a purpose to convince a reader to do something: to buy your
products, to transfer money on your account, to give information or to establish
business contacts. If you managed to convince your correspondent, it means that you
have written a good letter.

That is why, the main task 1) any business letter writing is the method
which will help to convince your interlocutor. It seems to us that people are interested
2) our problems, believe in our prospects and sympathize with our failures.
Your letter must be sincere, 3) example:

This will cut 4) your expenses and increase your profits.

This will save you time and work and worry.

By other words, total impression 5) your letter must be: small “we”,
“I”, “us” and big “YOU”. You should imagine yourself in the place 6) your

reader and write the letter of the kind you would like to receive. Compare these
variants of the first sentence of the letter:

1) Dear Mr. A,

We are sorry you misinterpreted our catalogues ...

2) Dear Mr. A,

We are sorry the description in our catalogue was not entirely clear ...

In the first variant you hint 7) your client is a bit stupid and can’t be able
to understand the description in your catalogue. In the second — you suppose that you
were fault and the description 8) your catalogue was not entirely clear. That

is why the second sentence has a right position of the word “YOU”.

An American expert in process of studying “what makes correspondence be
pleasant 9) reading” noted that the words “you”, “your”, “yourself”, “yours”
must be in the business letter 10) 2 or 3 times frequently more than the words
“I” and “we”.

4. Underline the correct preposition.

1. Olha is capable of / for driving.

2. His brothe can depend to/ on Serhii.

3. Olena shouldn’t comment on / to that when she doesn’t know all
information about this accident.

4. 1t was very unfair that Davyd was dismissed from / of his previous job.

5. The criminal has been charged for / with burglary.

6. We are always complaining of / about our teachers.

7. Children and adults are very curious for / about the world they live in.

8. Yana is very serious and dedicated to/ at her work as an English teacher.

9. His aunt is finding it difficult to concentrate on/to her children.

10. Oksana is a bad person, she is extremely ambitious and selfich. I don’t
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know how she copes with / at her children.

GRAMMAR

Non-Finite Forms of the Verb (Verbals).

| began to translate the article.

Your duty is to conclude the agreements.

| asked him to help me.

She likes to watch the old films.

The doctor told me not to go out for a week.

Sometimes the infinitive is used without to:
1. After modal verbs must, can (could), may (might), should, need:

I can speak English.

She must do it.

They could help me.
We need tell about this event.

2. After verbs to make, to let, to help:
You let him tell this story.
She made me read this newspaper.

Help him do home task.

The Gerund

Swimming is his hobby.
I am fond of cooking.
She hates waiting.
Smoking is harmful.
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Non-Finite Forms of the Verb (Verbals)
the Infinitive the Gerund the Participle
the Present the Past Participle (the
Participle Participle 11)
(the Participle 1)
to speak speaking speaking spoken
to swim swimming swimming swum
to read reading reading read
to write writing writing written
The Ininitive.




Thank you for telling me.
We finished dressing.
They went on eating.

The gerund is translated into Ukrainian by different ways:
1. the noun:

We looked through the contract before signing it.

2. the infinitive:

She is afraid of swimming there.

Seeing is believing.

3. the participle:

He went away without leaving his address.

Thank you for calling.

Thank you for coming.

He stopped smoking.

His car passed us without stopping.

I find working in the garden very useful.

He avoids staying in hotels.

They went on talking.

Your attorney signed the deal of buying the house.

Use of the Infinitive and Gerund.

1. The following words need only the infinitive:

to want to decide | to hope to try
to need to offer to expect | to forget + to do (to work, to
to plan to refuse to promise | to learn write, to be etc.)

What do you want to do this evening?

| am learning to drive.

2. The group of words-combinations only the infinitive too:

should/would
like

should/would hate

+ to do (to go, to work, to write
etc.)

should/would
love

should/would
prefer

I would like to meet you.

She would like to be a teacher.

We would like to speak to this doctor.
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3. One can use these verbs with the infinitive and gerund:

to start to continue + to do (to go, to work etc.)
to begin to prefer + -ing (going, working etc.)
For example:

It started raining.

It started to rain.

| prefer traveling by plane.

| prefer to travel by plane.

4. We always use the gerund after the following verbs:

admit involve
avoid mind
consider miss
delay postpone
deny practice
excuse regret
fancy risk
finish suggest
forgive enjoy
Imagine stop
love

They avoided discussing these problems.
We postpone the selling of this company.

She excused his smoking.
| enjoy dancing.
Ann loves going to the cinema.

5. We always use the gerund after the following verbs with postpositions:

accuse of insist on
agree to keep on
approve of leave off
burst out object to
carry on persist on
complain of prevent from
depend on put off

give up rely on

go on speak of
feel like suspect of y
thank for think of

Don’t put off repairing the watch.
He gave up smoking after that accident.
They kept on giving the same answers.
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She insists on buing of this book.

6. We always use the gerund after the certain stable words-combinations:
give up the idea of
look forward to

not to like the idea of
miss an opportunity of

We are looking forward to your answering.
He does not to like the idea of signing this agreement.

7. We always use the gerund after the words-combinations with the verb to be:

be afraid of be pleased/displeased at
be aware of be proud of

be busy in be sure of

be capable of be surprised at

be famous for be tired of

be fond of be worth

be guilty of be no pointin

be keen on

He was fond of playing the piano, when he was a child.
There is no point in doing it.
This book is worth reading.

8. The gerund uses in Passive voice too:

a) after the verb to bear un interrogative and negative forms:

This work can’t bear comparing with his previous composition.
b) after words beyond, past:

Those criminals are beyond saving.

The patient is past operating on.

9. Some prepositions need the greund too:
We worked without talking.

He left without saying anything.

She went home instead of coming here.
It goes without saying.

5. Make up new words with help of ending —ing. For example: to read —
reading.

The Verb —ing The Verb —ing
to speak to plan
to clean to cancel
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to pay to jog
to write to travel
to see to print
to begin to sit
to grow to stop
to drive to allow
to fax to answer
to hope to train
6. Choose the correct words to complete the sentences.
1. | began to translate / translating the passage.
2. | am fond of to cook / cooking.
3. My father told me not __ to go / going out for a month.
4, To collect / Collecting stamps is his hobby.
5. We need to tell / tell about this event.
6. | can to speak / speak English.
7. 1 asked him to help / helping me.
8. We finished to dress / dressing.
9. She likes to listen / listening to rock music.
10. She must to do / do it.

7. Complete the sentences with correct form of verbs.

1. Your duty is (to wash) up.

2. Thank you for to / telling me.

3. The head of department of History looked through the documents before
(to sign) them.

4. What do you want (to do) tomorrow?

5. We would like (to speak) to this doctor.

6. They went on (to eat).

7. 1 would like (to meet) you.

8. He went away without (to leave) his address.
9. He avoids (to stay) in hotels.

10. She would like (to be) an architect.

11. He stopped (to smoke).

8. Translate the following sentences into English.

1. TBiif amBOKAT MiMUCAB YTOY MPO KYIIBIIO I[OTO OYIUHKY.
2. Moro MammHa 1poixaja MoB3 Hac He 3yIHHSAIOUHCE.

3. 4l BBaxkato poOOTY B cajly 1y»e KOPUCHOIO.

4. Mu BiKJIajaeMo TIPOAaX Ii€1 KOMITaHii.

5. He 3Bouikaii 3 peMOHTOM T'OJIMHHHKA.
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6. Bona Hanosisirae Ha TOMy, [00 KYIIUTH LIO KHUTY.

7. Llporo namieHTa BXe HE MOKHA ONIEPYBATH.

8. BiH KMHYB NaJIUTH TICIS TOTO BUMAJAKY.

9. 3 HeTepIIHHIM YEKaeEMO Ha BaIlly BIAMOBIIb.

10. Bin 3axomuitoBaBcs Tpoto Ha MiaHiHO, KOJIM OYB TUTHUHOIO.
11. Ilro KHUTY BapTO IPOYUTATH.

12. Mu npauroBanu, He pO3MOBIISIIOYH.

13. Bin BUHIIIOB, HE CKa3aBIIH KOJHOI'O CJIOBA.

. | enjoy dancing.

P OO ~NOOOTA, WNEF O

. Translate the following sentences into Ukrainian.
. They avoided stepping on the grass.
. She excused his smoking.

. Ann loves going to the cinema.
. They kept on giving the same answers.
. He does not to like the idea of signing this agreement.
. Those criminals are beyond saving.
. There is no point in doing it.
. This work can’t bear comparing with his previous composition.
0. She went home instead of coming here.

It is Interesting to Know

Here are 10 trending new words in English with meanings:

Word Meaning

1 Finfluencer An influencer who focuses on financial challenges.

2 Nomophobia Dread or concern about being without or unable
to utilize your mobile phone.

3 Sharent A parent who regularly shares their child’s
information on social media.

4 Fitspiration A person or thing that motivates someone to
maintain or enhance their health and fitness.

5 Stan An obsessive or excessive devotee of a certain
celebrity.

6 Awesomesauce | Outstanding; incredibly good.

7 Low-Key Used as an adjective to describe something you
don’t want others to know about.

8 Situationship When a relationship is more than just buddies but
less than a pair.

9 Metaverse A virtual reality environment in which individuals
can engage with a computer-generated world as
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well as other users.

10

Hangry

Becoming agitated or short-tempered due to
hunger.
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NPAKTUYHE 3AHATTA 11.

TEMA 11. TYPES OF LETTERS
IJIAH

1. Types of Letters.

2. Business letter.

3. Letter Offer.

4. Letter Order.

5. Letter Refusal.

6. Grammar: Non-Finite Forms of the Verbs. Present Participle. Past Participle.

JIITEPATYPA

1. Ali B.J., Anwar G., Gardi B. at al. Business Communication Strategies:
Analysis of Internal Communication Processes. Journal of Humanities and Education
Development. 2021. Vol. 3(3). pp. 16-38.

2. BepxosueBa O. M. MeToanyHo-HaBUaJIbHUI TMOCIOHUK 3 Kypcy HAUIOBOT
AQHTJIMCBKOT MOBHM JJIA CTYACHTIB (PaKyJabTETy EKOHOMIKHM Ta MEHEIKMEHTY. -
Binnwnig, 2001. — 256 c.

3. ITabar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: dijonoris, MOBO3HABCTBO 1
JITEepaTypo3HaBCTBO. Marepialu MOpPivYHOT MDKHAPOJHOT HAYKOBO-TPAKTHYHOI
IaTepuer-koubepentini «Global Science and Education in the Modern Realities
2020» (30-31 cepmus 2020 p., Cooaydeni Illratu AMepuku) € IHIIIOM
y4acHHUKa KoH(pepeHIii Cb6opHux MaTepHaaoB KOH(EPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

4. CkpeokoBa-ITabar M. A. JlinoBa anrmifickka MoBa: HaBuanbHMI TOCIOHUK —
JIpBiB: «HoBuii CsiT- 2000», 2012, — 392 c.

5. Dixson Robert J. Modern American English. - Oxford, 1990. — 250 p.

6. Eckersley C., Kaufmann W. English and American Business Letters. -
Longmans, Green and Co. Ltd., 1993. — 176 p.

7. Forman J., Kathleen K. The Random House Guide to Business Writing. New
York: McCraw-Hill. — 2001. 456 p.

8. Gratus J. Successful Interviewing: How to Find and Keep the Best People. -
New York: Penguin Books. — 2000. — 193 p.

9. Jack Hacikyan and Merrilyn Gill Business in English: A Communicative
skills Approach. - Prentice Hall Regents, 1980. — 300 p.

10. New Webster’s Dictionary and Thesaurus of the English Language.
Lexicon publications, Inc., USA, 1993, 1216 p.

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
2020. Vol. 5(6). URL.: https://doi.org/10.24018/ejbmr.2020.5.6.631
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12. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of
emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.
Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:
https://doi.org/10.1016/}.jwb.2018.11.003.

13. Takino M. Power in International Business Communication and Linguistic
Competence: Analyzing the Experiences of Nonnative Business People Who Use
English as a Business Lingua Franca (BELF). International Journal of Business
Communication. 2020. Vol. 57(4). pp. 517-544. URL:
doi:10.1177/2329488417714222

1. Read the sample of the Business Letter.

Sample of Business Letter
o | ELSEVIER SCIENCE
a Log-In Department
Sara Burgerhartstraat 25
1055 KV Amsterdam
The Netherlands
Tel. (+31) 30-885-3900
Fax: (+ 31) 62-293-5754
e-mail: elsevier.science@edu.qq
e | DY A/A.Fedin
Kharkiv Ins.of Phsycics & Phone: (572) 53-62-03

Tech. Fax: (572) 53-38-58
National Science Centre e-mail:

Akademichna Str. 1 fedin@Kkipt.kharkiv.ua
61108 Kharkiv

Ukraine

e Amsterdam, 30 November, 2005
Teva Subject: Phrase stability in alloys under irradiation
To be published in: Journal of Nuclear Materials

Tlocuanmst Our ref.: NUMA
40488

Sneprariia Dear Dr. Fedin,

Texer mera We have just received your above-mentioned article for

publication. On behalf of Elsevier Science | would like to take
this opportunity to thank you for choosing our journal as your
publishing medium.
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From the details supplied by the journal editor, we have
logged your address and, if available, your e-mail, phone and
fax number. Please check that the details are correct and
complete so we can contact you quickly if necessary.

Enclosed you will find a copyright transfer and offprint
order form.

If any questions or problems arise, please do not hesitate
to contact us by telephone, fax or e-mail.
®oym | Yours sincerely,

BBIWJIMBOCTI

brov o | Elsevier science
A.D.Briffin
Administrator
" P.S. Information on the status of your paper can be obtained

at www.elsevier.nl/oasis. You need to fill your surname and
our reference number as given above, right-hand-side

2. Write own Business letter.

3. Read the text “Specimen Letters (Types of Letters)”.

According to the purpose of the letter there may be quite a number of different
Kinds.

1. Bread-and-Butter Letters

- Whenever you have spent a day or two as a guest in someone’s house, you
must write a letter of thanks to your hostess within a day after the visit.

- It’s good manners to write thank you for any presents expressions of good
will.

2. Letters of Reference

- If you are asked to give a former employee a reference, you may write a letter
without salutation and complimentary close. Such letters should contain main facts
about the person you write about and should sound enthusiastic. Don’t leave out any
Important qualities and remember that omission implies demerit in each trait of
character not mentioned.

3. Letter of Recommendation

- Letters of recommendation serve to draw the employer’s attention to the
candidate’s suitability for the vacancy.

4. Letter of Invitation

- Invitations to important entertainment are nearly always specially engraved,
so that nothing is written except the name of the person invited.

UNIVERSITY OF BERLIN
Faculty of Mathematics and Physical Sciences
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Department of Physics

Solid State Physics Laboratory
Prof. dr. H.W. den Hoffmann
Nijenborg 4

9747 AG Berlin

Phone: +35-50-36-34-789
Telefax: + 35-50-36-34-825
e-mail: h.w.denhoffmann@phyc.rug.de
Dr. N.A. Stupkov

Institute of Nuclear Physics
Kyiv 01702

Ukraine

Date: 10 January, 2005
Subject: invitation

Our reference:
HdH/1001200/1
Dear Dr. Stupkov,
| would like to invite you to come to our Institute as a guest-
researcher for a period of two months, starting at March 15t 2005. We
will cover your travel expenses and expenses for duration of your stay
in Germany, including your medical insurance. As we have discussed |
am inviting you to come to Berlin on order to collaborate with us on a
research project “Investigation of radiation Damage in Rock
Materials” subsidized/financed by the NATO Science Program.
| look forward to your visit.
Yours sincerely,

Prof. Dr. H. W. den Hoffmann

5. Letters of Formal Acceptance or Regret.
- Formal acceptance or regrets are always written.
- Answers to informal invitations are telephoned more often than not.

- In accepting an invitation the day and hour must be repeated. But in declining
an invitation it is not necessary to repeat the hour.

6. Personal Business Letters.

Business letters are written not only by the business employees. They are also
written by others to conduct personal business.
Normally, if you know the person that you are writing to and have met him /
her socially; you will want to make your letter less formal and friendlier.

4. Read the text about business letter. Complete the text with the correct
form of verbs.
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Business letters can 1) be divided (to devide) in letters of Inquire or
Request, letters-Offer, letters-Order, letters Acknowledgement or Confirmation,
letters Refusal of Orders, letters of Complaint or Claim letters, and Promissory Notes.

The Inquiry - The first step of any deal 2) concluding (to conclude) is
the Letter-Inquiry writing and exactly the letter-inquiry forms further relations
between business partners. Your Inquiry must be short, clear and concrete. The
company 3) sends (to send) the Inquiry when it wants:

- to receive detailed information about the goods;

- to find out about availability of goods;

- 4) to make (to make) more exact the delivery dates;

- to receive information about the terms and discounts, the method of
transportation and insurance;

- to receive information about the prices of goods;

- to receive catalogues and samples of goods;

In the process of Inquiry writing one should 5) give (to give) full details
of your problem or question and it will let for your business partner 6) to reduce

(to reduce) the time for making-up of answer.

In case, if you apply to the company at the first time your inquiry would consist
of the following items:

1) Pointing out at the source of information of this company and its goods.

2) Essence of problem.

3) Concise information about your company.

4) Expression of hope of cooperation.

Sample of Inquiry
Pet Product Ltd.
180 London Road
Exeter EX4 4 JY

England
25" February, 2004
Dear sirs,
We read your advertising in the “Pet Magazine” of 25"
December. We 7) are interested (to be interested) in buying

your equipment for producing pet food. Would you kindly send us
more about this equipment:
price (please quote CIF Odessa price);
dates of delivery;
terms of payment;
guarantees;
if the price include the cost of equipment installation and our
staff training.

Our company specializes in distributing pet products in
Ukraine. We have more than 50 dealers and representatives in
different regions and would like 8) to start (to start) producing
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pet food in Ukraine. If your equipment meets our requirements, and we
receive a favourable offer, we will be able to place a large order for
your equipment.
Your early reply would be appreciated.
Yours faithfully,

(signature)
V.Smurov
Export-Import Manager

The Offer.

Answering on Inquiry and Letter-Offer define your further relations with your
future partner.

Remember some rules:

Rule 1 — you must always send a Covering Letter with catalogues, pricelists,
and advertising leaflets.

Rule 2 — answering on Inquiry must 9) be written (to write) at the
same date when you 10) have receive (to receive) the inquiry.

Rule 3 — try to make your Offer favourable for clients.

The Supplier usually answers by the Offer on the Inquiry. Answering he thanks
for interest and usually 11) encloses (to enclose) price-lists, catalogues or
conditions of the Typical Contract.

Structure of the Offer:

1) Intention of writing.

2) Answers on the potential Offerer questions.

3) Additional proposals.

4) Expression of hope of cooperation.

You should give closer definition goods description, possible photo materials,
pictures and samples. During the price determination you must take into
consideration discounts. Other questions such as packing and transportation costs
terms of delivery and terms of payment 12) are solved (to solve) separately.

The Supplier sends to the Offer when he wants to attract the client’s attention
or to find a new Offerer on special products or their range. The firm offer foresees
special conditions e.g. deadline of an Offer receiving and discount system depending
on quantity of goods and other terms.

Sample of Offer

Mr Fred North
Purchasing Manager
Broadway Autos

11" November, 2004
Dear Mr North,
Thank you for your inquiry. We are of course very familiar with
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your range of vehicles and are pleased to inform you that we have a
new line in batteries that fit you specification exactly.

The most suitable of our products for your requirements 13) is

(to be) the Artemis 66A Plus. This product combines
economy, high power output and quick charging time and is available
now from stock.

| enclose a detailed quotation with prices, specifications and
delivery terms. As you 14) will see (to see) from this, our
prices are very competitive. | have arranged for our agent Mr Martin
to five of these batteries to you next week, so that can carry out the
laboratory tests. Our own laboratory reports, enclosed with this letter,
show that our new Artemis 66A Plus performs as well as any of our
competitor’s product and, in some respects, outperforms them.

If you would like the further information, please telephone or
telex me: my extension number is 776. Or you may prefer to contact
Mr John Martin: his telephone number is 01 77 99 02.

| look forward to hearing from you.

Yours faithfully,
(signature)
Fred Stock

The Order. Acknowledgement (Confirmation) and Refusal of Orders.

All types of business correspondence 15) have (to have) a purpose — to
place an order. In comparison with all above-mentioned correspondence to make up a
letter-order is easier than making up of other letters, because the most of orders 16)
are placed (to place) on special forms. You need only fill in such form
writing in to necessary columns the name of the product, quantity, price, terms and
method of delivery. All forms 17) are numbered (to number) for comfort of
further correspondence. For example,

Order # 436

Please supply:

50 copies “The Great General” at a price of £15 less 5%.

Delivery: prompt, carrier.

WILLIAM HUGH LTD.

A.S. Wills

Usually numbered form of order is sent with the covering letter. In this letter
you need refer to the previous correspondence, say about enclosed letter-order and
express hope for cooperation.

In case to place an Order on buying of any goods one should 18) fill
(to will) in the special order forms where quantity of goods, their description, price,
terms of payment, date of delivery, discounts etc. are pointed out. If you need to
make certain points quite clear the Cover Letter with an enclosed order form is
writing.
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If the Seller or Supplier is able to fulfil an order he sends to the Buyer the
Acknowledgement or Confirmation in a form of an order copy or a duplicate 19)
signed (to sign) by the Seller. Cover letter expresses gratitude for an order
and informs the Buyer about any changes as price changing, terms of delivery
changing etc.

All letters-orders demand your attention. Sometimes some products are not at
the stock now and you must propose an alternative product to a client. The price
policy can change and you need 20) to inform (to inform) about it your
customer who has placed an order.

On the whole all problem arisen after receiving orders you need to settle with
your client.

If the Seller or Supplier can’t be able to fulfil an Order he refuses the order or
proposes the adequate change of the product which isn’t availability.

Sample of Covering Letter.
Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England

215t March, 2004
Dear Sirs,
Qur Order for Silk Shirts
In response to your letter of 171" March, we thank you for sending us your
catalogues of men’s silk shirts. We are sure there will be a great demand for
them in Ukraine.
We 21) are enclosing (to enclose) our order No.144, and would
ask you to return its duplicate to us, duly sighed, as an acknowledgement.
Yours faithfully,
(signature)
Vladymyr Smurov
Export-Import Manager

Sample of Order.
ORDER No.144
(please refer to this number
on all correspondence)

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
215t March, 2004

Please

Supply 400 men’s silk shirts in the colours and sizes (collar) specified
below:
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Size Colour Quantity

14 white 70

14 blue 30

15 white 70

15 blue 30

16 white 70

16 blue 30

17 white 70

17 blue 30

Price: $ 10.53 each (total - $ 4212)

Delivery: air freight, CIF Kyiv

Payment: by letter of credit

Packing: standard
p.p. Chief Buyer
(signature)
Vysteria Ltd.

Please send us the copy of this order, duly signed, as an acknowledgement.

Refusal Letters.
When you receive a letter to which you must give a negative reply, you may
need to write a refusal letter. The refusal letter is difficult 22) to write (to
write) because it contains bad news; however, you can tactfully and courteously
convey the bad news.
The ideal refusal letter 23) says (to say) no in such a way that you not
only avoid antagonizing your reader but keep his or her goodwill. You must convince
your reader of the justness of your refusal. Try to establish a pleasant and positive
tone.

Sample of Refusal Letter.

Dear Mr. Walker,

We appreciate your interest in establishing an open account at our
company. We know that your firm has earned an excellent reputation in the
business community.

As you know, interest rates have been rising sharply this past year, while
sales 24) have declined (to decline). With current negative economic
climate we think that an open account would not be appropriate at this time.

We will be happy to have you renew your request around the first of next
year, when the economic climate 25) is expected (to expect) to improve. In
the meantime, we will be happy to continue our present cash relationship, with a
2% discount for payment made in ten days.

Sincerely,
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Promissory Note.

A promissory note is a written promise to repay borrowed money, with or
without interest.

Sample of Promissory Note.
On March, 1 2000 I, Tim Cox, borrowed 100 USD from you, Olga
Golovneva, which | promise to pay back on or before 20 March 2000.
Signatures

Tim Cox Olga Golovneva Chris Allen
(borrower) (lender) (witness)

5. Write own letters:
Letter Invitation,
Letter Inquiry,

Letter Offer,

Letter Order,
Covering Letter,
Refusal Letter.

GRAMMAR

Non-Finite Forms of the Verb: Present Participle. Past Participle.

The Participle 1.
Signing the letter the manager asked the secretary to send it off.
Listening to the tapes I every time improve my English.
Having seen the play before, he refused to go with us.
We came to the river dividing the city into two parts.
They saw him running across the field.
Reading English books I always write out new words.
She is looking at the woman sitting at the window.

Knowing the English language well, he will be able to translate newspaper
articles without a dictionary.

The Participle II.
I have sent the letters typed by him.
The partnership is the association established by some partners.
Have you had a photo taken?
The frightened dogs are running across the street.
They bought the equipment made at this plant.
A broken cup was lying on the table.
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They took the signed agreements.
Everybody liked the dinner cooked by my mother.
In the Art Museum one can see pictures painted by famous artists.

6. Choose the correct words to complete the sentences.

1. To write / writing / written the sentences the teacher reread it.

2. The students have done the tests to type / typing / typed by their
teacher.

3. To go / going / gone to the swimming pool I every time think about

my favourite parrot Tony.
4. To have watched / Having watched / had watched this movie some times
before, we refused to go to the cinema.

5. The to fright / frighting / frightened children are telling about that
accident.

6. We ran to the Dnipro to divide / dividing / divided the city into two
parts.

7. He saw several angry dogs to run / running / run across the field.

8. This corporation can sell shares to issue / issuing / issued by its
daughter company.

9. Have you had a photo to take / taking / taken?

10. To know / knowing / known Mandarin the teacher can speak with
new students.

7. Complete the sentences with the correct Participle (Present Participle or
Past Participle).

1. (to run) in the morning | always improve my heath.

2. Last year she presented me the book (to publish) at this Publisher’s.

3. (to know) the French language well, Halyna will be able to speak
with native speakers without an interpreter.

4. The participants of the company went and took the repaired
equipment.

5. We are looking at the boys playing tennis.

6. A (to break) cup was lying on the table.

7. In this new hospital one can see modern medical equipment (to
produce) by famous companies. .

8. To know / knowing / known this city very well Taras can speak a lot
of interesting stories about it.

9. My friends liked the pudding (to cook) by my sister.

10. Last month she bought a new dress (to make) by French designer.
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It is Interesting to Know

It is interesting to know that some abstract nouns are used in one meaning as
countable, and in another as uncountable:

work - poboma, a work — meip

experience — doceio, an experience — unadox i3 sHcummsi
silence - muwa, a silence — naysa
nature - npupooa, a nature - namypa.
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NPAKTUYHE 3AHATTA 12.

TEMA 12. PRESENTATION OF A COMMERCIAL LETTER
IJIAH

. English Commercial Correspondence.
. The Letter Heading.

. The Salutation.

. The Body of a Business Letter.

. The Subscription.

. The Signature.

. Grammar: The Preposition.

~NOoO ok wWwN B

JITEPATYPA
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1. Fill in the gaps with the words from the table.
Presentation of a Commercial Letter.

information | numerals | handwritten | come style woman
sheets study margin employee | companies | name
address includes instance letters consists | stationery

Many businesses rely on overseas markets and suppliers, employ workers and

managers from different countries, and maintain plants and offices abroad. Such 1)

need to communicate effectively with readers from diverse cultural and
linguistic backgrounds.

The commercial correspondence in English has changed over time. It has lost
its bombastic and formal 2) , but nevertheless the business letter differs in
some respects from the personal letter. Unlike friendly letters, business 3)
are always written according to standard practice. The body of a business letter may
be formal or informal in tone, but conventions should always be followed in the form
and in the placement of the parts. Since the rules governing business letters are
elaborated and rather precise, you should 4) them with special care:

1. Use appropriate stationery in standard size. It is advisable to use the
good quality paper, unrolled, with the printed letterhead.

2. Make your letter attractive. A business letter should be typed, not 5)

. Think of the margins. The left margin should be about as wide as the right
6) , the top margin - about as deep as the bottom margin. All business
correspondence should present an even, well-balanced appearance neither crowded at
the top of the page nor sitting lopsidedly on one side of it. If your letter is a very long
one, plan on using two 7) instead of crowding it all on one. Most business
letters are single-spaced, with double spaces between the paragraphs.

3. Standard forms or styles for business letters differ in certain respects
from the style of the personal letter. There are three of the styles. Look at the models
shown below:

The Heading.
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The sender’s address as well as the 8) of the person or organisation to
which the letter is written is given on the left-hand side of the page, against the
margin, slightly lower than the date (which is on the opposite side).

Almost all business firms use 9) imprinted with a letterhead
containing the firm name and address. On such stationery we only need add the date
to completer the heading and write the inside address four spaces below the date. The
inside address consists of the addressee’s name (this may be the name of a firm, an
individual or both), and full address:

Date may be indicated in different ways:

- In England they use ordinal 10) : 51 March 1998 or 5 March 1998;

- Inthe USA the date is written as: March 5, 1998;

- Be careful in using figures only: 5.3.98 (Britain) 3.5.98 (American).

The Salutation.

Type the salutation two spaces below the last line of the inside address. The
salutation of a business letter is always followed by a coma of a colon. It is not of
great importance what you put after Dear Sir either a coma or a colon. A colon is
often used in American letters while a 11) Is used in British letters.

A letter written to a man should be addressed to, for example: Mr Smith. A
letter to a woman should be addressed to, for example: Mrs C.Gones. Whether
married or unmarried, a woman is always addressed as Dear Madam and never Dear
Miss. If you don’t know the 12) of the person for who your letter is intended
you may address it as The Managing Director, The Secretary, The Branch Manager,
The Export Manager and so on. Is the person you are writing to is known to you, you
should begin with, for example: Dear Mr Throp or Dear Mrs Warren. This approach
IS more human:

Name & Address Salutation Complimentary close
Southern Airways Ltd. Dear Sir Yours faithfully
250 Oxford Street (Yours truly)
London WI 7TM

The Marketing Manager Dear Sirs Yours faithfully
Software Ltd. (Yours truly)
Richmond

Surrey SFY 3DF

Ms J.Faulkner Dear Ms | Yours sincerely
British Films Ltd. Faulkner

3 Wardour Street

London WI 5JN

The Body of a Business Letter.

The body of a business letter usually 13)
a) Reference

b) Information

c) Purpose
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d) Conclusion

a) Reference. You should begin your letter with a reference to a letter you have
received, an advertisement you have seen, or an event, which has prompt the writing
of you letter:

We have received your letter of ...

b) Information. It is sometimes necessary to add some detailed 14)
related to the reference, is a subsequent paragraph.

c) Purpose. This is the most important part of the letter, where you are
expected to state clearly what you want and answer carefully and clearly all the
guestions you have been asked. Used short phrases when possible, avoid familiarities.

d) Conclusion. This usually 15) of some polite remark to round the
letter off:

We are looking forward to hearing from you.

The Subscription.

If you begin your letter with Dear Sir or Dear Madam you may end it with the
words “Yours faithfully”. 1f you address a person by name, the words “Yours
sincerely” are preferable. There a modern tendency, however, to use “Yours
sincerely” even to people you have never met.

Type the closing two spaces below the last line of the body of the letter,
beginning to the right of the middle of the page:

Yours truly or

(Very) Truly yours

Sign your name clearly, in full as it should appear on the envelope of the letter
addressed to you. The typed signature is not preceded by a title unless a 16)
chooses to identify herself as Miss. Your written signature is placed in the space
between the closing and the typed signature:

Sincerely yours,

(Miss) Jennifer Highland

The Signature.

It often happens that the person who has dictated the letter is unable to sign it
as soon as it has been typed. Since it is often essential to send a letter as soon as
possible, the typist or some other employee connected with the letter question will
sign it instead: in such cases he or she will write the word “for” or the initials “p.p.”
(per pro) immediately before the typed name of the 17) responsible for the
letter. The name of the person signing the letter is typed below the space left for the
signature, and is followed on the next line by his position in the company or by the
name of the department he represents.

If an enclosure accompanies the letter, this fact is indicated both in the text
itself and by the word Enclosure (often reduced to Enc., or Encl.) typed against the
left-hand margin some distance below the signature. There are other ways of referring
to enclosures — the use of adhesive labels, for 18) , or the typing of lines in
the left-hand margin beside the reference in the text to the document or documents
enclosed — typing the word Enclosure at the bottom of the letter is by far the most
common.
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The words “Dear Sirs” are usual salutation in British business letters addressed
to a company rather than to an individual within the company.
In the U.S.A. the most common salutation is “Gentlemen”.

2. Read the following text “The Letter Heading & the Layout” and
complete it with the necessary prepositions.

from Inx2 withx3
out until ofx2
below In tox3
The main parts 1) a business letter are: the heading, the reference, the
date, the inside address, the salutation, the complementary close, the signature.
Letter-writing is an essential part of business language. 2) spite of

telephone, telex and telegraphic communication the writing of letter continues.
The letter is often evidence of an arrangement or a contract, and must be

written 3) care. This need is clear when you realize that in speaking the
reaction 4) the spoken word can be seen or heard immediately, but
reaction to a letter is not known 5) the answer is received.

When you have written a letter, read it carefully; see that you have put 6)

everything you intended, and have expressed it well; read it again, trying to

put yourself 7) the place of the receiver, to find 8) what impression
your letter will make.

This gold rule becomes more important when you write a letter in a foreign
language. Unless you know that particular language very well you are certain to
translate some phrases 9) your own language literally. It is in any case
impossible to translate all business phrases literally as each language has own
characteristic idiom.

A question frequently asked is: “How long should a good letter be?” The
answer is: “As long as is necessary to say what has to be said”.

The aim of the letter is to secure the interest of the reader, and his co-operation,
the letter should begin 10) sentences that will introduce the matter without
undue delay, and polite forms to help the introduction must not be too long. The letter
should continue with the subject itself and all their necessary information or
arguments connected 11) it, but the wording must carry the reader along
smoothly; jerky, over-short or disjointed sentences spoil the impression. The letter
should have a suitable ending — one that is not long but makes the reader feel that his
point 12) view is being considered. This is especially necessary when sellers
are writing 13) buyers.

A good vocabulary is necessary, both in your own and foreign languages;
repetitions should be avoided as much as possible, except where the exact meaning
does not allow any change of word.

The subject matter of a letter is often indicated in a subject line which appears
14) the salutation:

Dear Sirs,
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Your order Ne 6544 of 15 March 2004

The term “Re-" is seldom used these days to introduce the subject: like other
Latin words which have been employed in British correspondence for decades, it is
now considered old-fashioned and artificial. Subject lines are not always required,
and the date of a letter referred 15) in the first line of the answer is often
sufficient to indicate what the subject is.

3. Fill in the correct prepositions.
about in on into
on for with for

1. On the day of the sale, a lot of gathered before the new shopping and

entertainment centre opened, all eager a bargain.

2. Oleksandr has really put a lot of effort planning his vacatyion, so he
hopes he will have a really good time.

3. The Board of directors always puts special emphasis the comfort
of its guests.

4. Our family was really enthusiastic the trip to Canada.

5. Is he familiar the works of Conan Doyle?

6. London is famous its magnificent Westminster Abbey.

7. All members of our management are experienced all aspects of this
agreement.

8. Do you know this man? He is Rostyslav, he is an expert travel in
Africa.

4. Write own letters:

Commercial Letter concerning establishment of fruitful cooperation between
Rivne University and Polish Institution

Business Letter about publication of your aticle in the international scientific
journal.

5. Match the informal sentences to the semi-formal ones of the same
meaning. Then, identify the type of letter each pair came from — accepting /
refusing an invitation, thank-you letter, asking for / giving information, apologizing,
giving advice.

Informal Style

Thanks a lot for lending me your motorbike?

Do you have a free room in the beginning of May?
I’d love to come to your school play.

Sorry for not being able to make it last Saturday.

A IWIN -
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| think you should book soon.

I’m 20 years old. I’m at university this year.

| would be happy to attend the school play.

If | were you, | would make the bookings as soon as possible.

Thank you very much for the use of your vehicle.

I'm a twenty-year-old university student.

D OO0 |T|lo

1'd like to apologise for not managing to meet you at last Saturday’s
conference.

—

| would like to know if you have any vacancies in early May.

GRAMMAR
The Preposition.

IN
The pencil is in the box.
My children are playing in the garden.
The table is in the middle of the room.
Mother cooks dinner in the kitchen.
There are 200 seats in the theatre.
Germany and Poland are in Europe.
This teacher was born in Cuba.
They were in Florida.
Last winter she was in Paris.
| like swimming in the sea.

ON
The books are on the table.
The number is on the door.
A dirt is on your shirt.
He lives on the second floor.
A town on the Mississippi River.
His village is on the border.
This cinema is on Broadway.
Olena lives on Naberezhna Street.
They work on Soborna Street.
| always feel good in the morning.
Helen is not at work because she is on holiday.
We listened to the news on the radio.
They watched the news on television.
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Meet me on Monday morning, please.
The room is on fire!
The train was on time.

AT
He is standing at the door.
He is sitting at my desk.
The car is at the crossroads.
We meet at the theatre.
Please, write me at my new address.
You can see the timetable at the airport.
They spent their holiday at the seaside.
Snow is at the top of the mountain.
We shall meet at Yevhen’s house.
Why is that woman standing at the door?
Turn left at the traffic lights.
Please, write your surname at the top of the page.
He left school at 16.
Water boils at 100 degrees Celsius.
Are you going away at the weekend?
In Germany children get presents at Easter.
| am going on holiday at the end of October.
Are you busy at the moment?

hours days months, seasons, years,
AT ON decades, centuries
IN
at 6 o'clock; on Tuesday; in May;
at 7.30 on November 1%, in summer;
at midnight on 25 April; in 1976;
on New Year’s in the 60s;
Day in the 20" century.

6. Fill in the correct preposition if it is necessary.

. My sister goes to university only five times a week.
. | met some interesting people my holidays.

. I’ll meet you tomorrow 6.10 pm.

. They passed exams July.

. His brother was born December 24",

. She has been ill half a year.

. They live 49 Halytskoho Street.

. They have taken diplomas last year.

cO~NO Ol HS WN B
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9. Her uncle presented her a new mobile

10. There are 200 seats the theatre.

11. It happened the 20" century.

12. They were Canada winter.
13. We listened to the news the radio.
14. They spent their holiday the seaside.
15. In Germany children get presents Easter.
16. I’11 see him next year.

17. Please, write me my new address.

New Year’s Day.

. Insert the necessary preposition: in, on, at.

my opinion, last lecture wasn’t interesting.

. Look! Three houses are fire!

. We went to France firstly a car and then a bus.
. Helen is not work because she is holiday.
. Her brother is prison now.

. Our children are school.

. Are you busy the moment?

. The train was time.

. | always feel good the morning.

10. It is considered an increase demand.

11. Our managers went to Germany business.

12. The police found out the cause an accident.

13. A decrease taxes caused positive changes.

©ONOUAWNEREN

8. Fill in the preposition.

of

except

into

under

about

among

for

between

about

while

below

about

Besides

. Temperature has dropped
. | do not know much

Zero.

cars.

1

2

3. All of them joined us John.

4, friends of mine there were lots other people.
5. The dog is sleeping the table.

6 the room.

2

8

their work all the time.

. I am going
. Some people talk
. Did you see the programme animals?
9. He parked his car two very expensive ones.
10. I could not find her all those people.
11. They repaired Stepan’s laptop an hour.
12. We did it you are sleeping.
13. 1 did it mistake.
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It is Interesting to Know

It is interesting to know that advertise is the verb and advertisement is the
noun. We can also use commercial to refer to TV advertisements, for example:
| saw funny advertisement / commercial on TV last night.

We use advertising to refer to the industry, for example:
My husband works in advertising.
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IHNPAKTUYHE 3AHATTA 13.

TEMA 13. ON A BUSINESS TRIP

IHJIAH
1. Going abroad.
2. Customs formalities.
3. Travelling by plane / train.
4. Grammar The Postposition.
JITEPATYPA

1. Ali B.J., Anwar G., Gardi B. at al. Business Communication Strategies:
Analysis of Internal Communication Processes. Journal of Humanities and Education
Development. 2021. Vol. 3(3). pp. 16-38.

2. BepxosueBa O. M. MeToanyHo-HaBUaIbHUI MOCIOHUK 3 Kypcy HUIOBOT
aHTJIACBKOT MOBHU JUISl CTYACHTIB (PaKylIbTeTy EKOHOMIKM Ta MEHEIKMEHTY. -
Binnaums, 2001. — 256 c.

3. ITabar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: dimonoris, MOBO3HABCTBO 1
JiTEepaTypo3HaBCTBO. Marepiaiu MOpivYHOI MIXKHAPOJAHOI HAyKOBO-TMPAKTHYHOT
InTepuer-koudepentini «Global Science and Education in the Modern Realities
‘2020» (30-31 cepmus 2020 p., Cnonydeni Illratu AMepuku) € IHUIIIOM
y4acHHUKa KoH(pepeHIii Cb6opHux MaTepHaaoB KOH(EPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

4. CkpeokoBa-ITabar M. A. JlinoBa anrmifickka MoBa: HaBuanbpHMI TOCIOHUK —
JIpB1B: «HoBuii CsiT- 2000», 2012, — 392 c.

5. Dixson Robert J. Modern American English. - Oxford, 1990. — 250 p.

6. Eckersley C., Kaufmann W. English and American Business Letters. -
Longmans, Green and Co. Ltd., 1993. — 176 p.

7. Forman J., Kathleen K. The Random House Guide to Business Writing. New
York: McCraw-Hill. — 2001. 456 p.

8. Gratus J. Successful Interviewing: How to Find and Keep the Best People. -
New York: Penguin Books. — 2000. — 193 p.

9. Jack Hacikyan and Merrilyn Gill Business in English: A Communicative
skills Approach. - Prentice Hall Regents, 1980. — 300 p.

10. New Webster’s Dictionary and Thesaurus of the English Language.
Lexicon publications, Inc., USA, 1993, 1216 p.

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
2020. Vol. 5(6). URL.: https://doi.org/10.24018/ejbmr.2020.5.6.631
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emotions in intercultural business communication: Language standardization in the

128


https://www.sworld.com.ua/konferus03/sbor-us3.pdf
https://doi.org/10.24018/ejbmr.2020.5.6.631

context of international knowledge transfer. Journal of World Business. 2020.
Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:
https://doi.org/10.1016/}.jwb.2018.11.003.
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English as a Business Lingua Franca (BELF). International Journal of Business
Communication. 2020. Vol. 57(4). pp. 517-544. URL:
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1. Read the text “Going Abroad” and complete with the correct form of
verbs.

In order to go to a foreign country you will 1) (to need) a visa. An
application form can be 2) (to obtain) at the embassy. Instructions for 3)

(to fill) it in are given with each form. You will need a form for each
person.

Once you 4) (to complete) the form, you bring or send it to the
country embassy together with your passport, a passport-sized photograph and an
official invitation 5) (to visit) the country. It may take up from one to four
weeks to get the visa.

Before 6) (to board) the plane, you are requested to present a valid
passport together with a customs declaration ensuring that you 7) (not; to
violate) any of your country’s law. That’s why it is important 8) (to know)
the existing regulations concerning the export of goods and currency. Upon arrival in
a foreign country, you will have your passport inspected by the immigration service.
Occasionally you may 9) (to have) your luggage 10) (to check)
by a custom officer. This is done to prevent importation of goods which for various
reasons are undesirable to the country’s authorities.

11) (to bring) things illegally from one country to another is called
smuggling. The smuggling or unlawful importation of the goods which are restricted
as well as failure to declare such items 12) (to be) a violation of law and
results in fines or other penalties.

The importation of some items is limited for different reasons. For example, to
prevent the entry of dangerous agricultural pests, plants, soil, plant products, meats,
alive animals or animal products 13) (not; to allow).

The transportation of currency or financial documents is permitted but it is also
regulated and you must 14) (to report) about them regardless the form of
monetary instruments (cash, checks or bonds).

You also must 15) (to declare) the total value of all gifts and
commercial items and if their value 16) (to exceed) the determined sum,
you will pay duty.
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2. Translate the following sentences into English. Use the phrases from the
table.

to pay customs fees trafficking | customs free

fine customs a smuggler

to get through the customs | check-in penalty

to be busy with to restrict term of staying
guestioning to declare to be liable to duty
dutiable a gift articles for personal use

1. Konu Bu Oyzete peectpyBaTucs, He 3a0yAbTe CIUIATUTH MUTHI 300pH.

2. Bu Bxe€ NpOUIIIIN MUTHUAN AOTIsA1?

3. lle — 6e3MuTHI TOBapH.

4. 5l yuTas, MO BIH — HEOE3MEUHUIN KOHTPAOAHUCT.

5. Bu noBuHHI crutatuTH mrpad 1 neHto.

6. [Ticas nonuty y Bac Oyne oOMexxeHuit TepMiH epeOyBaHHs B HAIllli KpaiHi.

7. i peui miansrar0Th OOKJIAIaHHIO MUTOM.

8. Tu 3Haem, 1m0 BiH 3aliMa€ThCsl HE3aKOHHUM TIEPEBE3CHHSIM HE03BOJICHUX
TOBapiB?

9. BoHu He crutaTHIIM MUTO.

10. MeHi HeMa 1110 JeKJIapyBaTH.

11. Ile momapyHOK JJj1s1 MOTO ApYyra.

12. 11s Bigzeokamepa JJIsi MOTO OCOOUCTOTO KOPUCTYBaHHSI.

3. Complete the sentences with the following answers.

How long are they staying? Are there any seats available?
When can the tickets come? When do they plan to leave?
What are the options? Are there any British Airways
flights about the time?

Susan | Grand Tour Agency. Susan Sharp speaking.

Hans | Hello, Susan. This is Hans Bradley. | need to send two of our
sales managers to Rome next week. ?

Susan | OK. ?

Hans | Monday October 14",

Susan | And if you want to book a return flight I must ask you: ?
Hans | Four days. They would like to come back on the night of the 17,
2

Susan | Let me have a look. There is a flight at 8.50 p.m. with British
Airlines.

Hans ?

Susan | Fortunately, there are. I’ve just called it up on the screen. Shall 1
reserve you two right now?

Hans | Yes, please. And make it Business Class, OK? ?
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| Susan | In three or four days. I’ll send them to you as soon as they arrive.

4. Translate into English.

an open-date ticket

to vacate the room

to get the bill ready
for smb

concourse

to apply for a visa

to travel light

to get a receipt

an embassy

an entrance (entry)
visa

to see somebody off

to put a visa on a
passport

to be accustomed to

P Ooo~NoohkwN—

5. Translate the following sentences into English. Use the phrases from the
table.

. Bu moBuHH1 Oynu 3a1IpOCUTH Bi3y B MOCOIBCTBI 5 MICSI[IB TOMY.

. Och — roJIOBHHI BECTUOIOJIH a€POIIOPTY.

. Ha >xanp, B MeHe HeMmae B’13HOIT Bi3H.

. Bin He 1100UTh MPOBOHKATH KOT'OCH.

. Konu Bu mocTaBuTe Bizy y macnopt?

. 51 3BUK MaHApyBaTH O6€3 peuei.

. Bu maete 6u1€T 3 BiIKpUTOIO JaTOHO?

. Bu moBuHH1 3BU1bHUTH HOMED 110 10 paHKy.
. BoHu migroryBanm paxyHOK JJis Hac.

0. Uu MOXy s OTpUMATHU KBUTAHI[I1O?

in the carriage

in the compartment

on the train

to travel first-class

to announce the

departure (arrival)

an announcement

to book (reserve) a ticket
in advance

a booking office

to catch the train

to change trains

to get on (get off) the
train

an electric train

a sleepping carriage

a berth (lower / upper
berth)

a waiting room

a refreshment room

to be due to arrive

a long-distance train
(fast, through, express)

to travel light to run on time | the bedding
(schedule)
to have a snack a dining-car an inquiry office

1. Bu moxete nepexycutu y 0ydeTi Ha Jpyromy moBepcl y 3aji O4iKyBaHHS.

2. Mu ca1eMo y TIOTST aJIeKOTO MPSIMyBaHHS, Y HaC BEPXHS 1 HUKHS TOJUIIS Y
6 Kyme.
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. Mu He mo4ysu OroJOLEHHs PO MPUOYTTS IXHBOTO MOTATY.

. BiH npuine enexTpuukoro.

. Miit Garax y Barosi.

. Bona xoriiia 6 3aMOBUTH KBUTOK 3a3]ajeriip 00 iXaTh y BaroHi Mepuioro

AN DN B W

KJ1acy.

7. CxaxiTh, OyAb JlacKa, Ui € B IbOMY MOT$A31 BarOH-pecTopaH?

8. VY Hac cnanbHUM BaroH, a Koju 1 e MU OyieMo poOuTH niepecaaky?

9. Bin 3apa3 B moTs3i.

10. Ochb Bamii MOCTUIBHI pedl, HAIl MOTIT MOBUHEH NnpuOyTu B JIoHAOH 0 6
TOJIMHI PAHKY.

11. INacaxxupu MOXKYTb KYUTH KBUTKH Y 0(ici OPOHIOBAHHS.

6. You would like to book the ticket on the flight to Munich. Translate
your conversation into English.

to buy / reserve / book a | a flight an economy-class ticket
ticket

to include airline taxes / fees a flight number
departure arrival tips included

an open-date ticket

a booking office

cost

a single ticket (one-way | a return ticket

ticket)

Travel agent

Good afternoon. Can | help you?

You

ITpusiTaiitech. CrinTaiite, Yu € KBUTKH 10 MIOHXEHA.

Travel agent

Yes, we have. What tickets do you need and when?

You

Cruraiite, Y1 MOKHA TIPUI0ATH OJIMH KBUTOK CKOHOMKJIACY JI0
MiroHxeHa, Ha BIBTOPOK, 12 JKOBTHS.

Travel agent

Let me see ... I am sorry, sir. There are no seats left for Munich
on Tuesday.

You CnuTaiite, 4M JMIIWIKNCA KBUTKH Ha TOW caMuil peiic, Ha
cepeny.

Travel agent |Just a minute, sir ... Yes. There are some seats left for
Wednesday.

You

Ckaxith, moO cepefa Bac BiamToBye. ChnHTaiiTe BapTiCTh
KBUTKA 1 UM BKJIIOUCHI Y BapTICTh 300pH B a€pPOIOPTY.

Travel agent

It’s 198 pounds, sir, including airport taxes. ... Here you are.

You

JlizHaliTecs HOMEp peiica, CIUTalWTe, KOJIW BIANPABICHHS 3
Jlounony 1 Komu npui3g y MIoHXEH.

Travel agent

The number of your flight is 572PG. It departs from London at
2.20 pm and arrives to Munich at 6.30 pm.

You

Cnuraiite, U1 MOXHA KYIMUTU 3BOPOTHUM KBUTOK 3 BIAKPUTOIO
JaTOX0.

Travel agent

Yes, you can.

You

ITomsikyiite.
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7. Read the Samples of Customs Declarations.

Keep for the duration of your stay in Ukraine or abroad. In case you lose
this Declaration, you may be deprives of the right to transfer all the
items mentioned in this Declaration across the border of Ukraine.

Persons giving false information in the Customs Declaration or to the
Customs officers shall render themselves liable according to law of
Ukraine.

CUSTOMS DECLARATION

Full name (first name, middle name,last name)

Citizenship

Arriving from

Country of destination

Purpose of visit (business, tourism, private, etc.)

My luggage (including hand luggage) submitted for Customs inspection
consists of pieces.

In my luggage and with me | have:

1. Weapons of all descriptions and ammunition

2. Narcotics or narcotics paraphernalia

3. Poisonous, radioactive and explosive substances

4. Antiques and objects of art (painting, drawing, icons, sculptures, etc.)

5. Ukrainian currency, Ukrainian State Loan Bonds, Ukrainian State
Lottery Tickets

6. Foreign currency (bank notes, exchequer bills, coins), payment
vouchers, (cheques, bills, letters of credit, etc.) securities (shares, bonds,
etc.) in foreign currency, precious metals (gold, silver, platinum, metals
of platinum group) in any form of condition, crude and processed natural
precious stones (diamonds, rubies, emeralds, sapphires, and pearls),
jewelry and other articles made of precious metals and stones or
fragments thereof, as well as estate papers:

Description ||Amount/quality|| Infigures/in ||For official use
words

|Pounds |
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sterling

US Dollars
Euros
Hryvnias

| am aware that in addition to the object listed in the Customs
Declaration I must submit for inspection: printed matter, manuscripts,
films, audio and video tapes or cassettes, magnetic media (i.e., computer
disks, etc.), postage stamps, fine arts items, means of self-defense,
foodstuff, high-frequency equipment, weapons other than firearms, as
well as mineralogical and paleontological samples.

| also declare that my luggage sent separately consists of
pieces.

Date 2005 Owner of luggage

(signed)

8. You have an appointment in Glasgow. But you are in London now.
Translate your questions to the inquire office clerk into English.

a compartment an inquire office
an owl-train to be due
in time a reserved seats

You | Cnumauime, xoau ioe nacmynuuii noi3o y I nazeo.

Clerk | At 8.45, Sir.

You | Cnumatime, uu ye Hiunui noizo?

Clerk | Yes, the train has sleeping accommodation.

You | Cnumaiime uu € 8 yboMy noi3oi Kyne ma niaykapm.

Clerk | Yes, it has.

You | Ckaorcimo, wo 6u xominu 6 83amu micysl 8 Kyne Ojisi mux, Xmo He Kypumep.
Clerk | I can give you the first-class non-smoking compartment.
You | lloosikyiime. Cnumatime koau 6in npubyeac y I naszeo.
Clerk | It is due to arrive in Glasgow at 6.30 a.m.

You | Ckaoicims, wo 6u cnodieaemecs, Wo noizo nputioe 84acHo.
Clerk | Yes, Sir, it usually runs in time.

You | Cnumatime, 3 axoi niamgopmu 8in 8i0 idcodxcae.

Clerk | It departs from the platform 5.

You | [loosakyiime 3a ingpopmayiro. Cradcimo «/[o nobauenusy.
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9. Speaking practice. Translate into English.

to exchange

to affix signature

to change for

rate of exchange

a traveller’s cheque

to get cash by check

profitable rate of exchange

to list

e JloOpuii AeHb, UM MOXKY 5 OTPUMATH TOTIBKY 32 JOPOKHIM YEKOM?
e Tak, 3BuuaitHo. Bam nacnopt, Oyas jacka.

ebyIIb JIacka.

e /Isikyto, Bce rapasn. Ckuibku rpoueil Bu xouere otpumatu?
©250 ¢dyHTIB, 1 111e 50 po3MIHATH Ha onapu. SAKuil Kypc oOMiHy?

¢0,605 - nyxe BurinHuid. Bi3zpmiTh, Oynp nacka, Bami ¢yntu, a takox 30

noJiapiB Ta 25 neHtiB. [lepepaxyiite, Oynb acka.
e /Isikyto, Bce rapasf. Jle MoxHa MOCTaBUTH CBIM mianuc?

10. Translate the following sentences into English. Use the phrases from

the table.
| can’t find fragile things | didn’t receive
taxi stand baggage is broken a porter

some things are missing

to get luggage / baggage

to be careful

a baggage claim check

to use

when | checked in

a baggage cart

1. Jle Mo>kHa OTpUMATH CBIi Oarax?
2. Ocp MO OarakHa KBUTAHIIIA.

3. 51 He MoKy 3HANTH CBiil Oarax.

4. MeHi He BUIa)Id Oara)kHy KBITaHIIIIO M1 9Yac peecTparrii.
5. Miii 6araxx MOIIKOHKEHUH, 1 ASSIKUX peuell He BUCTAYaE.
6. Jle Mo>xHa 3HAWTHU BaHTa)XKHUKA?

7. e miii Oarax.

8. bynb macka, BITHECITH 111 pedl 10 CTOSTHKH TaKCi.

9. B moeMy Oaraxi € Kpuxki peul.
10. byabTe ob6epexHi, Oynpb Jacka.

11. Match the words from the left column of the table with the necessary

one from the right. Translate them.

to pay free
customs ticket

to fill vacation

to vacate business trip
to be duty light

to pay customs in the form
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duty- use

an open-date the customs
to get through off

to be on officer
check- fee

to be on a avisa

to apply for the room

to put a visa duty

to travel in

articles for personal passport

to see somebody free shop
to be liable to duty

to stamp one’s on a passport

12. Translate the following sentences into English. Use the phrases from
the table.

to stamp one’s passport | to be on vacation | to fill in the form
to be on a business trip prohibited goods a receipt

a transit visa to inspect to plan to stay

a customs officer a customs form a purpose of visit
unlawful transportation | to pay duty the Customs

a duty-free shop regulations smuggling

1. aiiTe MeHi, Oyab J1acka, IHIMUAN OJaHK JeKIaparlii.

2. ITokaxiTh, Oyab J1acKa, SIK 3aIIOBHIOBATH 1110 (opMmy.

3. IloctaBTe MeHi, Oyab JIacka, MITaMIT B TAaCIOPT.

4. Slxa MeTta Bamoi MOI3AKNU?

5. Miii 6par y BiIIycCTIIi.

6. Ixui MEHEKEPH Y BIIPSAIKCHHI.

7. CKUIbKY Yacy BH 30MpaeTecs 3aMITUTUCS Y HaIli KpaiHi?

8. S 36uparock mpoOyTH B 111 KpaiHi 1Ba THXKHI.

9. Ocb MOs TpaH3UTHA Bi3a.

10. Ile xpamHMIIST TOBAPIB, AKI HE MIJIATAIOTH OMOAATKYBaHHIO.

11. Yu notpiOHO MEHi MJIATUTH MOJATOK 332 KaMepy, Ky 5 TyT Npuaoas?

12. MoxHa OTpOCUTH YeK?

13. MwuTHi 1HCHEKTOpH MpAIIOIOTh Y MHUTHOMY YIpPaBIiHHI 1 3MIHCHIOIOTH
HarJIsa]] y IbOMY aepoIopTi.

14. 5 He 3Har0 NpaBu (MOJOKEHB) LI€T KPAiHHU.

15. HezakonHe nepeBe3eHHs 3a00pOHEHUX TOBAPiB HA3MBAETHCS KOHTpabaH a.
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13. Speaking practice.

Your colleague has to fly from London to Athens and then to Istanbul
where he has some appointments. Last month you have been in Athens and
Istanbul. Propose the best route for him. The airport time-table can help you.

Depart | Flight | Arrive | Price (P)
London (Heathrow) — Athens
07.50 BR 250 14.25 315.25
08.10 LZ171 15.05 330.50
Damascus — Bangkok
19.55 | SU 213 | 22.15 85.10
Istanbul —Beirut
15.50 LO 191 18.05 73.75
16.30 TU 233 18.45 91.96
Athens — Damascus
14.55 SV 131 17.40 88.70
16.15 PM 102 19.15 88.10
Istanbul — Ankara
14.20 LY 220 15.45 78.00
17.25 QM 110 18.35 82.75
Athens — Istanbul
14.15 GF 810 15.30 40.16
17.20 BG 331 18.50 48.91

14. Mr Petrenko is at Kyiv airport now. He has to fly to London and then
to go by train to Brighton where he will be met by a Junior Manager of
Continental Equipment Company. Complete the dialogue “At a Passport and

Customs Desk”:

baggage weigh-in table How much excess baggage

bars of chocolate suitcase take care

forbidden limitations

entrance visa customs-form duty free

personal to stay to declare

Customs | Your passport, please. How long are you planning

officer: (3anumumucs) in the country?

Petrenko: | Three weeks. Could I plolong my (6’i30na 6iza) iIn
case of necessity?
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Customs | Sure. The receiving party will  (nomypbyemuocs) of it.

officer: Now, put your bags on the (cmin ons 3easicysanms
bacanca) and give me, please, your (Mumnuti
opmynap)

Petrenko: does it weight?

Customs | 23 kilos. I'm sorry, but you’ll have to pay an (3atiea

officer: saza) charge.

Petrenko: | OK. How much is it?

Customs | That’s 86... Thank you. Have you anything

officer: (Oexnapysamu)?

Petrenko: | What?

Customs | Alcohol, cigarettes, fresh fruits, plants?

officer:

Petrenko: | No. Only for (ocobucmozo) needs.

Customs | Open your (sanizy), please. Any gifts?

officer:

Petrenko: | One bottle of vodka, one can of coffee, three (nrumku
woronady), two boxes of sweets and Ukrainian souvenirs.

Customs | All right. Itis  (ue nionseae obknadannio mumom). AS

officer: you probably know, it is _ (3a6oporneno) to bring more
than two bottles of alcohol and two blocks of cigarettes to
England. And no  (obmeacenn) as to currency. Here is
your form.

Petrenko: | Thank you.

Customs | Not at all. The next, please.

officer:

15. Speaking Practice.
VsBiTh, 10 10 Bac TenedoHye AUIOBUN MapTHEP 13 AHIUII, SIKU 30UpaeThCs
MPUIXaTH Y BIAPSKEHHS :
CIIUTANTE SIKOTO YKCIia BiH 30MPA€ThCS MPUIXaTH,
KOJIM IIPUOYBA€E HOro peic 1 moodimsiTe 3yCTpiTH HOTO Y aepOTIopTY;
- CIOUTalTe, Y 3aMOBUTH HOMY HOMEp B roTeli 1 moOa)kalTe MPUEMHOT
JOpOTH;
- 3arenedoHyiiTe B roTelb 1 3aMOBTE JIBOKIMHATHHI HOMEp Ha 4 m00Hu 3
BiBTOpKa, 18 mucTomana.

16. Insert the sentences with the following words from the box.

decided travelled flying
put came took
travel injuired found
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may be faster, but | prefer going by train.

. | always wanted to abroad.

. Last summer | to go to Europe.

. It was difficult to decide what to In my suitcases.

N a bus to my hotel.

. The bus In just at dinner time.

I my hotel room ready for me.

I through all the Mediterranean countries that summer without being

ONOUITAWNE

GRAMMAR
The Postposition.

What are you afraid of?

What help are you asking for?

What position did you apply for?

He is bad at mathematics.

What are you thinking of?

He is asking for trouble.

She was afraid of a dog.

What do you dream about?

This dress is made of cotton.

It is made in Italy.

| don’t care about your problems — I’ve got enough of my own.
Those people care for and about senior citizens.
What is he laughing at?

What music are you listening to?

They laugh at you.

What are you so proud of?

What are you waiting for?

Who will take care of you?

Whom are you waiting for?

He is very polite to people.

It’s so kind to you to help me.

I can look after your children while you are at work.
I look at you.

He reminds me of my uncle.

Please, fill in an application form.

He reminded me about the appointment.

What are you looking for?

Please, put out the sigarette.

Do you smoke? - No, | gave it up two years ago.

| wrote the wrong name at the form, so | crossed it out.
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If you don’t understand the word look it up in a dictionary.
We have run out of sugar.

I knocked over a glass.

He is about to read the letter.

Wait, I don’t keep up with you. yyxop.

| jumped at the opportunity to make her acquaintance.
They hinted at the thing that had been promised to them.
The soldier died of severe burns.

A horrible thing happened to her.

He translated the story from Ukrainian into English.
She is sick with diabetes.

He died of heart attack.

What are you hinting at?

She kissed the baby on the forehead.

She is suffering from headaches.

This house belongs to my brother.

He shouted to us that we should call the police.

This box belongs in the basement.

This guy belongs in jail.

I’11 have to borrow 5 dollars from you.

She invited us to the party.

She always complains about her health.

She borrowed the car from me.

The terrorist aimed at the policeman but didn’t shoot at him.
My teacher got angry at me when I cut the lesson.

Do you know why she is mad at me?

He threw the ball to her.

Don’t point at people — it’s rude.

She smiled at the baby.

He threw a stone at her.

Stop shouting at me!

Now everything depends on you.

17. Translate into Ukrainian.

1. He was given away his best friend.

2. We will give back tomorrow.

3. Don’t give in anybody!

4. Unfortunately, she gave under in the prison.
5. At last they have given out their works.

6. He gave up tennis last year.

18. Insert the corresponding postposition.
1. It was nice talking ___ you.
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2. Now everything depends ___ you.

3. What are you waiting ___ ?

4. He found the letter that he was looking

5. I’ll have to borrow 5 dollars ___ you.

6. What are youso proud __ ?

7. He translated the story _ English.

8. A horrible thing happened __ her.

9. She borrowed thecar _ me.

10. Could I speak _ the manager, please?

11. Stop shouting __ me!

12. She invited us ___ the party.

13. Whom do youwantto talk __ ?

14. He shouted _ us that we should call the police.
15. She always complains __ about her health.
16. She was afraid __ a dog.

17. Please, fill ___ an application form.

18. This box belongs __ the basement.

19. Heisbad ___ sports.

20. It’s sokind ___ you to help me.

19. Fill in the necessary postposition.

up in at to over
for out of for of
at from about at at
for about after at for

1. Do you know why sheismad _ me?

2. The soldier died ___ severe burns.

3. Heis asking ___ trouble.

4. She is suffering __ headaches.

5. I knocked __ aglass.

6. They hinted ___ the thing that had been promised to them.

7. If you don’t understand the word look it ____in a dictionary.

8. We have run ___ sugar.

9. He reminded me ____the appointment.

10. This bag is made ___Italy.

11. What is he laughing __ ?

12. 1 can look __ your children while you are at work.
13. This dress is made ____ cotton.

14. Those people care __and ___ senior citizens.
15. What position did you apply __ ?

16. What music are you listening ___ ?

17. What help are you asking ___ ?

18. They laugh ___ you.
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19. She is annoyed ___ you.
20. She smiled __ the baby.

Translate the following sentences into Ukrainian.

. This guy belongs in jail.

. She is sick with diabetes.
. He died of heart attack.

. Wait, | don’t keep up with you.
. What are you hinting at?

. He is about to read the letter.
10. Put out the fire.

O©COoOoO~NO OIS, WN P

. My teacher got angry at me when I cut the lesson.
. The terrorist aimed at the policeman but didn’t shoot at him.

. | jumped at the opportunity to make her acquaintance.

11. I wrote the wrong name at the form, so | crossed it out.

12. He reminds me of my uncle.
13. I don’t care about your problems.
14. Who will take care of you?

It is Interesting to Know

Idioms with Food.

1 Butter someone up Be extra nice to someone

2 Cool as a cucumber Very relaxed

3 Souped-up Made more powerful or stylish

4 Sell like hot cakes Bought by many people

5 Use your noodle Use your brain

6 Take something with a pinch of | Don’t consider something

salt

7 Big cheese Very important person (VIP)

8 (Don’t) cry over spilt milk Get upset over something that has
happened

9 Have bigger fish to fry Have more important things to do

10 Go babanas Become crazy

11 Bread and butter Livelihood, source of income

12 Bad egg A bad person

13 Egg someone on Urge someone to do something

14 A hard nut to crack Difficult to understand, often a
person

15 Full of beans Have a lot of (silly) energy

16 Smart cookie A very intelligent person
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17 Bun in the oven To be pregnant

18 A piece of cake Something very easy to do

19 Cream of the crop The best

20 Apple of one’s eye A person that is adored by someone

21 Bring home the bacon Earn the income

22 Hot potato Something that no one wants to deal
with

23 Carrot top A person with red or orange hair

24 Cheesy Cheap and of low of quality
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IHNPAKTUYHE 3AHATTA 14.
TEMA 14. HOTELS.
IIVTIAH

1. Hotel.

2. Accommaodation.

3. Kinds of Hotels.

4. Grammar: Stable Word-Combinations.
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1. Read the text about hotels and complete with the words from the table
below.

corn breakfast bill stations
Arabian price jam hotels
Hospitality classes service eggs
Hotels in Great Britain are divided into some 1) :
1. Luxe Hotels are the most expensive. They are for 2) sheikhs and

millionaires.

2. Less expensive hotels are the hotels of class Charming Town House, which
combine good 3) with comparatively moderate price.

3. The 3" class is inexpensive hotels situated mostly around of the large
railway 4)

4. The 4" class mcludes Boarding Houses, Bed & Breakfast (B&B) and inns.

5. The fifth class — are the cheapest 5) . Youth Hotels, Youth
Holiday Centres, and Country Guest Houses.

To price for accommodation adds VAT (Value Added Tax), it makes up 17.5%
of the 6) . Cost of breakfast often includes into cost of accommodation.

There are two variantsof 7)

1) frugal continental breakfast (tea or coffee and a bun with butter or 8)

);

2) good or substantive English breakfast (starter (amep. appetiser) — maize
(amep. 9) ) or oatmeal flakes with milk, juice, etc. plus the main course —
fried 10) with fat and ham, tomatoes, white bread etc.). A tip as a rule
includes in to a 11) in hotels and some restaurants (column — Service
Charge). If a tip doesn’t include into a bill, one should “give a tip” 10-15% from sum
of account.

Hospitality is of greatest importance for a hotel. 12) IS not an
abstraction - it is a clean room, a comfortable bed, a hot shower, a good meal, a
courteous doorman and - last but not least - a good profit!

2. Read the following texts below about some original, strange and
amusing hotels of the world. Match choices (A-T) to (1-18). There are two
choices you do not need to use.

1) Radisson SAS Portman Hotel, London - For those who enjoy the finer things

145



in life, a break at the Radisson SAS Portman Hotel will be right up your street. This
deluxe four-star hotel is just a minute’s walk away from Marble Arch and a stone’s
throw from the stylish boutiques of Oxford Street. After spending a day shopping and
sightseeing in London’s trendiest area, you can relax in your room, watch cable TV
and enjoy something from the extensive room service menu. At this hotel, you will
also be in the ideal place to visit the many sights of London such as Buckingham
Palace and the Houses of Parliament. You must also be sure to allow yourself the
time to enjoy the leisure facilities of the hotel itself. The hotel has a fully equipped
gym and two fantastic restaurants where you can sample gourmet cuisine.

2) The Prezident — a popular tourist hotel offering all rooms with bath, shower,
TV, radio and telephone. Its amentities include the Saracen carver noted for its fine
roasts, licensed “Day and Night” grill bar / restaurant open until 2 p.m. and a a
popular cochtail bar with its own individual recipes. The shopping arcade with a gift
shop and theatre ticket terminal, hairdressing salon, chemist and bank are added
facilities for its guests.

3) The Alton Towers Hotel — England. The apartments of this hotel are
designed, as a burrow of Peter Rabbit, bar of chocolate, Arabic large tent, theatre
dressing-room and audio recording studio (for the karaoke admirers). The night in an
eccentric township costs $550.

4) The Crazy Bear Hotel - Britain county Oksfordshir. Walls of this hotel are
covered by plush, and we feel ourselves as we are in the Toy Teddy cottage. Each
room has the bath instead of the bedside-table. Champagne is poured from a beer
barrel in a restaurant. This hotel has both Chimney Sweep’s (black and the blackest)
room and Belosnezhka’s “mint room” with a solarium.

5) The Concorde Hotel — Under the same professional ownership as the
Bryanston Court, this charming hotelcontinually attracts repeat visitors. Adjacent to the
Bryanston Court, guests are accommodated in tastefully furnished rooms all with bath
or shower, WC, TV, radio and telephone. The Concorde also has a small bar and
breakfast room.

6) The Dog Bark Park Inn - American staff Idaho. This hotel is created by the
self-taught artist Sallivan. With the help of a saw he built the hound-shaped building.
There is a sleeping room in its “stomach”, a mansard and library are in dog’s “head”.
The Denis Sallivan’s workshop with his hand-made wood articles, animals’ figures IS
situated near the hotel.

7) The Blackpool, Doric Hotel — Standing on Queens promenade overlooking the
sea, the amenities include regular dancing, family disco, open air swimming pool, indoor
heated pool, sauna, solarium and games room. All rooms with bath or shower, WC, sea
view on request.

8) The Hotel Lady’s First - Switzerland. One inconvenience — it is forbidden
enter here for men (except for “l12-year-old escort”). A hotel is intended
exceptionally for ladies. There are also not representatives of stronger sex among
managers, cooks, drivers. Petticoat government! Guessing the clients’ desires the
hotel creators equipped the rooms by the large bathrooms and huge wardrobes where
one can easily place into clothes, bags, hats, and shoes.
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9) The Hotel Everland — Germany. Swiss architects Sabina Lang and Deniel
Bauman opened on the modern art roof of the Leipzig gallery the hotel with the unique
room. Diogen philosophized in in a barrel free of charge from morning till night, and
present Sabina and Deniel guests should pay for night $288. Curiously, that there is
concierge and a bar in a mini-hotel.

10) The Southport, Royal Clifton Hotel - Overlooking picturesque gardens and
marine lake; a short distance from famous Lord Street; games room, lounges, cocktail
bar.150 rooms with tea / coffee making facilities, radio and telephone.

11) The Langley Castle Hotel, Northumberland - For a touch of medieval
magic why not take the time to visit Langley Castle Hotel. Set in its own ten-acre
woodland, this fabulous castle hotel dates back to 1350. All guest rooms have got
private facilities and are luxurious. Some have special old-style features such as four-
poster beds, stained glass windows and window seats. The hotel is the perfect base
from which to explore Hadrian’s Wall and the Northumberland countryside, as well
as the Scottish Borders and the Lake District. At night, relax in the hotel lounge in
front of the roaring log fire or dine in style in the award-winning restaurant. During
your stay, you can go hot-air ballooning or try your hand at archery. You can even
have a picnic especially prepared for you by the hotel’s chefs. However you choose
to spend your time, you will never forget your stay.

12) The “Jules’ Undersea Lodge” - Florida. The hotel is situated on a depth 6,5
meter at the shore. You can enter in this hotel only with the help of aqualung. The hotel
has own diving school. All rooms are equipped by the modern technique. The room
windows look like as illuminators and one can observe the various kinds of fish
outside. The night here costs from $390 and higher.

13) The Windemere, Rockside — A small establishment located 200 yards from
Windemere village centre; under the personal supervision of Mr and Mrs N.Fowels.
Two lounges, adjoining bar, good home cooking and friendly atmosphere make this a
holiday to remember.

14) The Metropole Hotel, Cornwall - This Victorian hotel, situated in one of
the most scenic areas of the British Isles, stands on a hilltop with an amazing view
out over Padstow Harbour. Walk along the waterfront or one of the area’s many
unspoiled beaches. Try some fabulous seafood - the local speciality. Wander through
Padstow’s narrow streets and buy some handmade souvenirs from one of the many
colourful shops. This is an area with a fascinating history. Take a short trip to
Tintagel where you can visit the ruins, claimed to be those of the legendary King
Arthur’s Castle. You can end the day with a swim in the hotel’s heated outdoor pool.
The Metropole Hotel is ideal for those who want to experience the mystery of
Cornwall.

15) The Washington — Located close to Piccadilly, this well established hotel
offers a specious reception area, la Lafayette restaurant, and the 4" Hussars Bar. In
1900 the Washington was an exclusive hotel for well bred ladies — the restaurant bar
and sylish bedrooms of the present hotel are its worthy successors; 160 rooms with
baths, TV, radio, direct dial phones.

16) The Icy Hotel - Every November the interesting hotel is opened in the
Swedish willage Yukkasiarvi. Guests’ rooms, hall, theater - all is built from 30
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thousand tons of snow and 10 thousand tons of ice. If you are a lover of pungent
feelings you can spend the night in the icy palace of the Snow Queen.

17) The OIld Oxenhope Hall Cottage, West Yorkshire - Fans of English
literature should not miss the opportunity to spend a few days at Old Oxenhope Hall
Cottage. This attractive 17" century building is just five minutes from the village of
Haworth, where the famous Bronte sisters lived. Their house, Haworth Parsonage, is
open to the public and is well worth a visit. The moors, where they would wander for
hours, are perfect for those who enjoy walking. The cottage itself is fully self-
contained and has been restored to a high standard of comfort. It is furnished with all
the modern conveniences, and will certainly appeal to history lovers and aspiring
writers alike.

18) The Hotel in the shape of a nest - American state Maine. American
publisher Peter Lewis built a hotel on the twenty hundred-year old cedar. He leases a
house-nest after $300 for night. Spiral staircase has 84 stages fixed with the steel
staples; the observatory with a suspension bridge and romantic eagle’s nest with a
view on Cordillers.

you can observe beautiful gardens and lake

you are offered the most entertainment

if you like winter very much

people return to stay again

you can taste homemade food

you can see huge wardrobes there

it is necessary can to dive

you can enjoy exclusively live music

you can live on the old cedar

you can drink Champagne from a beer barrel
you can sleep at the four-poster bed and sit on the window seat
only female guests used to stay

you can buy presents and souvenirs

possibility to see hand-made wood articles

the restaurants offer national dishes

you can reserve a room like a bar of chocolate
only female guests used to stay

night costs $288

you can visit the many sights of London

you buy some handmade souvenirs

DO |voIZ XN a«—ITIOMMmMOO @ >

3. Read and translate the text.

Very often it’s in hotel that you have to enter into some detailed conversation
in a foreign language. But it is not only the spoken language that had to be
considered; there’s usually plenty of written information that has to be interpreted.
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English is the most preferred foreign language used in notices, signs or warnings in
hotels.

Sometimes you can witness many humorous notices in European hotels. A
hotel notice in Finland, displayed in four languages, kindly requested in English that
waiters be collected from here. They had in fact meant trays not waiters.

Let’s read amusing and humorous notices:

Please to bath inside the tub We take your bags and send them in
Japanese hotel all directions
Airline, Copenhagen
Teeth extracted by the latest Visitors are expected to complain
methodists at the office between the hours of 9
Dentist's advertisement, Hong Kong and 10 a.m. daily
Greek hotel
The flattening underwear with Take one of our horse-driven city
pleasure is the job of the t’ours — We guarantee no
chambermaid miscarriages.
Yugoslavian hotel Czech hotel
Ladies are requested not to have Ladies, leave your clothes and
children in the bar spend the afternoon having a good
Norwegian hotel time
Italian hotel laundry
No trespassing without permission Specialist in women and other
Private school diseases
Doctor's surgery, Rome
The Manager has personally passed all Coles and heats: if you want
the water served here condition of warm air in your
Hotel, Acapulco room, please control yourself
Hotel air-conditioner instructions,
Japan:
Please do not feed the animals. If you | Customers who find our waitresses
have any suitable food, give it to the rude ought to see the manager
guard on duty Restaurant, Nairobi
Z00, Hungary
When passenger of foot heave in sight, | Take notice: when this sign is under
tootle the horn. Trumpet him water, this road is impassable
melodiously at first, but if he obstacles River highway
your passage then tootle him with
vigour
Car rental brochure, Tokyo
Are you an adult that cannot read? If Open seven days a week, and
so, we can help weekends too
Poster Restaurant
Do not activate with wet hands Persons are prohibited from picking

149



Automatic hand dryer in public flowers from any but their own graves

lavatory Cemetery
Our wines leave you nothing to hope li is forbidden to enter a woman
to even a foreigner if dressed as a man
Restaurant menu, Switzerland Temple, Bangkok
For your convenience, we recommend | This hotel is renowned for its peace
courteous, efficient self-service and solitude. In fact, crowds from
Supermarket, Hong Kong all over the world flock here to

enjoy its solitude
Hotel brochure, Italy
You are invited to take advantage of the | It is strictly forbidden on our Black
chambermaid Forest Camping Site that people of
Hotel bedroom, Japan different sex, for instance, men and
women, live together in one tent
unless they are married with each
other for this purpose
Black Forest, Germany

You are welcome to visit the cemetery
where famous Russian and Soviet
composers, artists and writers are

buried daily except Thursday
Hotel, Moscow (opposite Russian
Orthodox Monastery)

4. All these words are connected with holidays. Choose the correct
explanation.
1. To register is:
a) to pay your bill in a hotel; c) to leave your luggage in a hotel;
b) to record your name in a hotel; | d) to have a meal in a hotel;

2. A view is:

a) something you taste; ) something you see;

b) something you wear; d) something you hear;

3. A receipt is:

a) kind of visa; C) an insurance document;
b) a record of payment; d) a single ticket;

4. A hotel guest is:

a) a person who works in a hotel; C) a person who is staying at the
hotel;

b) a person who is waiting to get a |d) a person who recommends

room, hotels;
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5. A caravan is:

a) used to sit on;

c) used to live in;

b) used to lie on;

d) used to sail with;

6. A message is:

a) a snack; C) a piece of news;
b) a friend; d) a parcel;
7. A flight is:

a) a trip by air;

C) a trip by train;

b) a trip by sea;

d) a trip by car;

8. Abroad is:

a) outside your own country;,

c) when you are on holiday;

b) in your country;

d) in Europe;

9. A youth hotel is:

a) a kind of reduction for young
people;

c) a kind of exhibition;

b) a kind of hotel;

d) a kind of children’s room;

10. A fare is:

a) an amusement park;

c) an extra charge on a bill;

table.

b) a place to put your luggage;

d) a price of a journey;

11. Welcome is:

a) a greeting;

c) a class of hotel;

b) food;

d) warming;

12. A frontier is:

a) a foreign currency;

C) between two countries;

b) a foreign country;

d) an immigration form;

5. Translate the following sentences into English. Use the phrases from the

a single room a standard room a suite room
a twin room a junior suite room B&B (bed and
breakfast)

an ocean view room
per night?

How much does it cost

vacant (room)

room service

to book / reserve

to see the room

an inn

a superior room

HB (half board)

FB (full board) all inclusive

to reserve a single
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room for six days
starting on April sixth
to reserve a double | meals included a room with a bed for
room a child
a room facing the|a room overlooking |a room with a view of
park the river the lake
a single room a standard room a suite room

1. Miit gpyr xoTiB OM 3aMOBUTH JIBOMICHUW HOMEpP 3 OJIHUM JBOCHAJIbLHUM
JKKOM 3 BUJIOM Ha MapkK Ha / JHIB 3 2 TpyAHS.

2. Mu xoTumi OM 3aMOBUTHM HOMEpP 3 JIDKKOM JJisi JBOPIYHOT AUTHHHU Y
CUILCHKOMY TOTEJII.

3. JloOpuii nenn! S XxOTiB OM 3aMOBUTH OJHOMICHHMI HOMep Ha 3 AHI 3 24
CEpITHSIL.

4. Ham noTpi6HUIT HOMED Ha JBOX.

5. BiH x0TiB 61 3aMOBUTH HOMEP JIFOKC Ha 2 JH1 3 12 )KOBTHS.

6. Uu € y Bac 00CITyroByBaHHsI HOMepiB?

7. Mu xoTini Ou HOMEp 3 BUJIOM Ha OKEaH.

8. Uu € y Bac BUIbHI HOMEpH?

9. IlpencraBHUKKM HaIoi KOMMaHIi XOTiIIW OW 3aMOBUTH HOMEDP 3 BHIOM Ha
o3epo Ha 10 quiB 3 1 TpaBHs.

10. MeHni noTpiOHUI rOTENIh HAIIIBIAHCIOH HA TPU THXKHI.

11. Munynoro jiTa MH BIANOYMBAIU y TOTEJl JIe Xap4dyBaHHS IO MPOrpami
“Bce BKIIFOUEHO .

12. Mu XoTiu 6 3aMOBUTH HOMED ‘“HAITIBIIIOKC” y TOTENI, SyUd HAJa€ TUTBKH
CHiZaHOK Ha 5 nmHiB. CKUIBKY 11e Oy/ie KOIITYBaTH 3a 100y ?

13. Ham noTpiOHUI cTaHIapTHUN HOMEpP Y TOTENl 3 TPUPA30BUM XapUyBaHHSIM.

14. Yu MOXy S OTJSSHYTH HOMEp MiJBHIIEHOTO KoMdopty? Uu BKIHOYEHO
Xap4yyBaHH:?

6. You need a room in the hotel. Translate your questions into English.
Clerk | Good morning, Sir. Can I help you?
You | Ckaocimb, wo 6am HOMPIOHO OOHOMICHULL HOMep 3 OyWeM,
myanemom, KOHMUHeHMAaIbHUM CHIOAGHKOM HA 0OUH MUNCOEHD.
Clerk | I am sorry, sir. | am afraid we have no rooms with a shower available
at the moment.
You | Cnumaume, 4uu MOMCHA 3HAMU HOMEP 3 BAHHOIO.
Clerk | Let me see ... . Yes, there are some rooms.
You | Cnumaume cKinbKu KOUIMYE maxKuil Homep.
Clerk | 20 pounds a night.
You | Cnumaume, uu Hemac Oinvbul Oeuleux, Homepis.
Clerk | I’'m afraid not. It’s the cheapest.
You | Cnumatme, uu Hemac nobausy Oinbul 0eueso2o 20melio.
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Clerk | You may try the Northern Star Hotel. It’s near the station on Davies
street.
You | lloosikyiime.

7. Read the Samples of Hotel Reservation Forms.
1.

RESERVATION FORM
March 29, 2004 — April 2, 2004

International Practical and Scientific Conference

Arrival Date | Time

Departure Date

Name(s)

Firm or Organization

Street

City

State

Please check accommodations desired:
Single $
Twin $
Suite $

(rates do not include 8% hotel tax)

2.

RESERVATION FORM
Larochelle Inn

4977 Big Indian
Havana, Cuba 70062

June 23, 2021

Dear Larochelle Inn,

Please be informed that | will be travelling to Cuba on July 5™, 2021 and | will
be requiring a room at your hotel for the duration of 3 (three) days.

I would like to reserve an ocean view suite that has two beds included. | checked
on your website, and the price is supposed to be $231 per night.

Please call me at 343-543-56-45 rto verify my reservation.

Thank you,
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| Julie J. Thayer

3.

RESERVATION FORM
to:
Accommodation Manager
Grand Prince Hotel
1629 Ocean Line
Redding CA 96001
California

October 15, 2022

Dear Sir,

I would like to make a reservation of a double bed suite room in your hotel
Grand Prince, for the dates November 28-30, 2022.

This reservation is to be under my name. | shall be arriving with my family,
comprising my husband, Mr James Mattew and my child below 10 years old. |
would also like to reserve an extra bed for my child. We shall be arriving on
November 28 at 2 pm. We hope that the room will be available for us then.
Settlement of payment shall be made in full upon our arrival.

Please respond with a confirmation on my reservation.

Thank you,
Yours sincerely,

Amanda James

8. Match the words from the left column of the table with the necessary
one from the right. Translate them.

room facing six days starting on April sixth
| would bed

room with a broken
reserve a single room for check

room speak to
double like to

all bathroom
baggage is the park
private breakfast
baggage claim service

| would like to bed for a child
taxi inclusive

bed and stand
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9. You are working at a big company as a Personal Assistant to a
Managing Director. In a month two representatives of your company will arrive
in Vermont, the USA and plan to be there for a week. Using examples given
below try to write:

a) your own letter of inquiry to the best hotel in the city.

15 Maple Street,
Montpelier,
Vermont,

USA

6" May, 2005
The Manager,
Park Hotel,
26, Lesstren Street,
Brighton,
England

Dear Sir:
The name of your hotel has been given to me by the Hotel association, and |
shall be very much obliged if you let me know whether you have the following
accommodation available for three weeks, from 15™ July: one double room, if
possible with private bathroom and one single room. Thank you in advance for
your reply.

Yours faithfully,

W. D. Throp

b) book seats on a plane.

Win Mouk Co.,
302 Barr Street,
Rangoon,
Burma,

71 July, 2005

Scandinavian Airline System

12, Chelsey Street,
London, W.1.,
England

Dear Sirs:

Our Technical Director, Mr. Thung, will be arriving in London next week and
will then go on to Sweden and Finland. We shall therefore be obliged if you
book a seat for him on a plane leaving Britain for Stockholm on or about the
21,
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We thank you in advance for your kind attention to this matter.

Yours faithfully,

Win Kyi
(Secretary)

10. Translate the following sentences. Pay attention to the phrases in the

table.

accommodation

luxurious (deluxe)

I have a reservation for
a single room for two
nights.

price for the holiday

a vacant room

to pay by a credit card

front desk / reception desk

to check in

flight

a receptionist

a bell man

a concierge

How many nights are you
going to stay?

a registration form

to pull out reservation

to book a room / to reserve
a room

to make a reservation
for

to pay in cash; to pay
cash; to pay by cash

a motel

reception

check in procedure

a doorman

hospitality

service bureau

1. Jle 3HaXOUTBHCS BILT peecTpallii Ta 00CIyroByBaHHS rOCTei?
2. s ¢ipma BuTpayae 6araTo rporieii Ha KOPIOPaTUBHY TOCTUHHICTb.

3. lle moraHuii roTenb, B HUX HEMae€ IIBeWIlapa, IMOPThE, KOHChEp)KA Ta

KOPHUJIOPHHX.

4. Nobpwuii nenn! Mene 3Batu JImutpo AHapiituyk. 51 3aMOBIISB OJHOMICHUMN

HOMeED. Sl XOTiB O 3apeecTpyBaTHUCH.

5. 1o6pwuit nens! Mene 3Batu Okcana JIMmutpudeHko. S Xouy 3aMOBUTH HOMED

JIIOKC Ha TPH JHI.

6. Ha ckinbku THIB BH 30MPAETECH 3AUIIATHCS Y HAIIOMY TOTENi?
7. Bu MO)eTe po3paxyBaTUCS KPEAUTHOK KapTKOKO.

8. bynp nmacka, 3anoBHITH GOpMYy peecTpaitii.

9. Mu xoTinu 6u cKacyBaTH Hallle 3aMOBJICHHS.
10. B MuHYIOMY CEpITHI MU BiAMOYMBAIN y PO3KIITHOMY TOTEJT.

11. HoOpwuit nenn! Y Bac € ButbHI HOMepu? MeHi MOTpiOHO OAHOMICHHI HOMEpP

Ha 3 JHI.

12. Yu € iHImMIA TOTENb ISl aBTOTYPHUCTIB?

13.
npeactaBHuKiB Ha 16.00.

KoponiBcbka poamHa mpW3HAYWIA TPUHOM TOCTed Ta OdImiiHNX

14. Bu Bxe mpoMIuIM IpoIeaypy peecTpailii y cepBicCHOMY Or0po?
15. 4 xoTiB Ou po3paxyBaTHCs FOTIBKOIO.
16. TlepeniT i mpoXKMUBAaHHS BKJIIOYCH] y BAPTICTh BiIMTOYMHKY.
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11. Puzzle Out.

There are five people staying at a hotel: Mr Petty, Mr Grove, Mrs Williams, Ms
Stevens and Mr Harvey. Use the clues to complete the chart with the information below
(each person’s job, character, hobby and another item of information). Pay attention:
some data are unnecessary.

Room number 101 102 103 104 105
Name
Job
Character
Interest/hobby
Other
information
Job: Character: Interest/hobby Other
information
carpenter sociable painting Is a widower
solicitor conceited bird-watching Is Australian
estate agent bossy amateur dramatics is deaf
surgeon mean tennis IS a twin
traffic warden optimistic modelling is bald
plumber generous gardening is bilingual
Clues:

1. Ms Stevens usually looks on the bright side of life.

2. The man in room 101 loves going to parties and meeting people.

3. The woman who works at a hospital is from down under.

4. Mr Grove doesn't like telling strangers what his job is - especially not
motorists.

5. Mr Harvey sold two houses last week.

6. The person in room 103 can’t hear.

7. The person in the room next to him often deals with divorces and wills.

8. The person who wears a uniform to work has green fingers.

9. The woman who speaks German as well as she speaks English hates
spending money.

10. She has a dress rehearsal tonight.

11. The person who loves ordering people about has an end room.

12. Mr Harvey has been an ornithologist for nearly twenty years.

13. The estate agent’s wife passed away last year.

14. Mrs Williams has an excellent serve.

15. The person with a tanned scalp has a very high opinion of himself.

16. The person in the room next to the plumber often visits art galleries.

17. Mr Petty is in the room between Ms Stevens and Mrs Williams.

18. The traffic warden’s brother was born half an hour before him.
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19.
20.
21.
22.
23.

The optimist is staying in room 102,

The solicitor hopes to play at Wimbledon one day.

The person in room 104 never tips.

Mr Harvey is in room 105.

The man who is in the room between two women likes to give gifts.

12. Translate the sentences into English. Use the phrases and expressions
from the table.

The key does not work. There is no hot water. | The room is too ... (hot,
cold, noisy).
extend one’s stay for a few | a bill to check out
days
There is no ... (toilet paper, | The (heating, shower, | I have really enjoyed
soap, shampoo). television) does not | my stay
work.
there’s a mistake in the | an extra blanket sheets
bill
to use the minibar to leave one day earlier

l.

MuHynoro poKy MM >KWJIM B MOTAaHOMY TOTeli, TaM He OyJo TyaJeTHOIro

narnepy i Muna.

2.

© oo ~NN bW

VY kiMHaTI 3aHaATO X0JIOJHO. By HE MoTiiM 6 MEHi J1aTu T0AATKOBY KOBIPY?

. Ha sxannb, st He MOXKY BIIKpUTH JABEPi KIIFOUYEM.

. B MeHe B HOMepi HEMae raps40i BOIHM.

. Y KIMHaTi 3aHaJITO CIIEKOTHO 1 HE MPaIlo€ KOHIUITIOHEP.
. Mu He KOpUCTyBaIUCs MIHIOAPOM.

. B Moemy HOMepi 3aHATO IITYMHO.

. B MeHe Hemae mammyHto 1 He Mmpalfioe TyIil.

. B Mmoemy HOMepi OpyaHa 6i1ru3Ha, TOMIiHsHTE 1i, OyIb J1ackKa.

10. ¥V Hac B KIMHATI HE TIPAITIOE TEIEBI30D.

11. Mu xoTinu Ou BHIXaTH Ha JACHb paHiIle.

12. Bonu Xx04yTh IPOJIOBKHUTH CBOE MepeOyBaHHS Ha S JTHIB.
13. 4 x0TiB OM 3BUTLHUTU HOMED.

14. S nymaro, 110 y IbOMY paxXyHKY ITOMUJIKA.

15. Meni giiicHo criogo0arnocs nmepedyBaHHS y BalioMy rOTEl.

13. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to use the does not work
| have lost my credit card
pay in a few days
There is no room
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The television minibar
to check cash

pay by a man

to extend one’s stay for | room key
vacant room
reception shampoo
bell out

to reserve a desk

14. Mr Petrivskyi has arrived in Brighton. He is talking to the personnel of
the hotel. Complete the dialogue:

Receptionist:

Good evening, sir. (Yum s mooicy oonomoemu) you?

Petrivskyi:

Good evening. | have a (romep) reserved at your hotel.

Receptionist:

(Ax Bac 36amu), please?

Petrivskyi:

| am Petrivskyi.

Receptionist:

(Oowny xeunumy). I’ll check. Yeah. A
(oonomicnuti nomep) With private bath and English breakfast
for three nights. Is that right, sir?

Petrivskyi:

Yes, (6ipno).

Receptionist:

Just sign the register. Thank you. Here’s your  (knwou).
Room is three-o-seven. It’s on the third floor. The lift is over
there. I'll have your (peui) sent up.

Petrivskyi:

Thank you. (O kompiti 2oouni) is for breakfast?

Receptionist:

Any time between 7 and 9.30. Where are you
(36upacmecwo cnioamu), Sir? In your room or in the restaurant?

Petrivskyi:

I’d rather have it in my room.

Receptionist:

What time, sir?

Petrivskyi:

At 8 o’clock.

Receptionist:

OK. Anything else, sir?

Petrivskyi:

I’d like to eat here this evening. When is the restaurant closing?

Receptionist:

At 9.30 pm, so you have got two hours to have your dinner, sir.

Petrivskyi:

Fine. Thank you.

15. Translate into English the following dialogue.

asuite a lobby of the|rush hours a reserved seats
hotel car

to fill in departure gate on |1 have a suite | abusiness trip
the flight reserved at your

hotel

luggage (baggage) | a customs | Our hotel is full a single ticket

declaration (amep.  one-way
ticket)
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When is our train | Where do we | a valise, dispatch | a chambermaid, a
due? change? box maid

1. Bu Be 3alIOBHWIM MUTHY JEKJIapaliito?

2. Sk noBro Bu 30upaetech npoOyTu y BenmukoOpuranii? — TUlbku JBa MiCAIII.
3. Ilepenporyto, 11 BUXiJl HA TOCAAKY Ha peic 2257

4. SIxa meta Batoro Bi3uTy A0 Haioi kpainu? - Lle ainosa noizaka.

5. Ile Bam 6arax? - Tak, mi 1Bl BajIi3u MO.

6. Y Hamomy roresni HemMa€ BUIbHUX HOMEPIB.

7. Konu npubyBae Bam nois i e y Bac nepecajka?

8. [lepenporyto, ane Ha MO€ IM’ s 3aMOBJICHO HOMED JIFOKC Y BallloOMy T'OTEJI.
9. Bcl NOKOIBKM HAILIOTO TOTEIO 3aBXK/IU Iy Th Ha pOOOTY y TOJIMHU ITIK.

10. BoHu 3ycTpiHyTh HaC y BECTHOOJII TOTEIIO.

11. Ti 6aTbKu MPUiTyTh MIALKAPTHIM BATOHOM.

12. Bin x0TiB 61 npua0aTH KBUTOK B OIHY CTOpOHY 10 JIOHT0Ha.

16. Say the following in English.
Tourist: Hobpuii oenv. A xomie 6u 3ynunumucey y Bawomy comeni ma
3aMO8UMU HOMEP HA 0OHO20 3 BAHHOIO | menedOHOM.
Receptionist: | Bu 3amoensnu y nac nomep?
Tourist: Tak, s Haodicnas eam menecpamy 3 Manuecmepa 3 npoXauHAM
3apesepgysamu meni Homep Ha 12-17 eepecua. Ocv nucm-
niomeepOHCeHH L.
Receptionist: | Tax, yce eapazo. 3anosnims, 606 aacka, onanx. CKinbku yacy
Bu naanyeme npobymu y nawiomy comeni?

Tourist: Moe 8i0ps0iceHts po3paxo8ano HA MUHNCOEHD.

Receptionist: | Baw nacnopm, 6yos n1acka.

Tourist: A maw we oodne numaunsa 0o Bac, miu Oinosuii napmuep
npoCU8 MeHe 3aMO8UMU LIOMY HOMeD Y 8aulomy eomeni Ha 1-5
HCOBMHSL.

Receptionist: | Ha orcans, 3 28 sepecusn no 10 sxcoemus y HaAc HeMA€E BLNbHUX
HOMEDI8.

Tourist: Axwo eu kasxceme, wo 6aul 2omenb NEPenOGHEHUl, YU He

Moeau 6 8U NOPeKOMeHOY8amu IHWUL 20meb?

Receptionist: | 3suuatino, e6u mooceme 36epuymuca 'y  “‘Iumypucm”,
CnooisaroCb, Mam € 8LIbHI HOMePU.

Tourist: Jlakyro. Ilonpocims, 6y0b nacka, HOCUTbHUKA GIOHECU Mill
bazasxc 00 Mo€i KIMHamu.

Receptionist: | 3suuatino, cep.
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17. Complete the dialogue with the phrases in the box (awkwardness for a
dirty room in a hotel):

\ unmade canl do morning checked in guest \

Guest: | This is Mr. Graham in 324. I've just

Clerk: | Yes, Mr. Graham. What for you?

Guest: | Well, my room obviously hasn’t been cleaned since the last ___. The
carpet is dirty, the bed is |, and the bathroom hasn’t been touched.

Clerk: | I'm terribly sorry. Housekeeping should have seen to everything this
. I'll content them straight away and I’ll send someone up to see
you.

18. Complete the following dialogues:

18.1.
come proposal you
bathroom hotel good
speak agreement at
expensive me next
Commercial Director air TST Systems
station bus week
Viktor This is Viktor Petrenko from ___ speaking. May I talk to
Petrenko: Mr Cartwright?
John Yes, Cartwright speaking... Do you want to to
Cartwright: | me?

Viktor Yes, Mr Cartwright. I'm the new of TST Systems. 1
Petrenko: have pleasure in informing you that we carefully studied
your materials and decided to accept your

John Thank |, Mr Petrenko.

Cartwright:

Viktor | am going to come to Brighton and discuss with you the

Petrenko: main principles of our in detail.

John When are you goingto __ ?

Cartwright:

Viktor On Wednesday, next .

Petrenko:

John That’s fine. Are you going to travel by  ?

Cartwright:

Viktor Of course. The Ukraine International Airlines Flight from

Petrenko: Kyiv arrives in Gatwick Airport about 10 AM, as
far as | know.

John Ok. There is the 12.20 train from London to Brighton. If

Cartwright: | you take a train or a to get the railway station, you’ll
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be in time to catch this train. I’ll meet you at the in
Brighton.
Viktor Thank you, Mr Cartwright. What in Brighton may
Petrenko: | stay at?
John I’d recommend the Northern Star Hotel. It’s very nice and
Cartwright: | it isn’t very . Shall we reserve a room for you?
Viktor Yes. If it’s not too much trouble. I'd like to book a single
Petrenko: room with private for three nights.
John Ok. Remember ___ to Mr Melnychuk.
Cartwright:
Viktor Certainly.
Petrenko:
John Goodbye, Mr Petrenko. Have a trip.
Cartwright:
Viktor Goodbye, Mr Cartwright. See you the _ week.
Petrenko:

18.2. Reserving a Room at the Hotel.

English breakfast spell nights
send reserve right
very much name you
room me help
Receptionist of a | Hello. Northern Star Hotel. Can1 ___ you?
hotel:
Clerk of Continental | Yes, I’d like to a single room with bathroom for

EquipmentCompany
(CECQ):

three __, from Wednesday, the 12" of April, to Friday,
the 14™ of April.

Receptionist of a | Let me see. Yes, sir. A single ___ for three nights with
hotel: , Is that right?

Clerk of CEC: Yes, that’s

Receptionist of a | What is your , please?

hotel:

Clerk of CEC: It’s not for , it’s for Mr Petrenko.
Receptionist of a|Couldyou___it, please?

hotel:

Clerk of CEC: Yes, of course. P-e-t-r-e-n-k-o.
Receptionist of a|Thank .

hotel:

Clerk of CEC: Shall | a deposit?

Receptionist of a | No. It isn’t necessary, sir.

hotel:

Clerk of CEC: Thank you
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Cancelling a Hotel Reservation.

19. Read and match the exchanges of the dialogue.

1 | Good afternoon. The Palace Hotel, |a |/ thought so. That’s not a
how can | help you? problem.

2 | Just a minute, please. Ah, yes. You |b | Yes, that’s right. [ am very sorry,
reserved a double room for two but can you cancel it, please?
nights.

3 | Certainly, although you do realize the | ¢ | Hello, | made a reservation with
deposit you paid in non-refundable? you about two weeks ago. My

name’s Vanessa Bryce.

20. Use the prompts to act out similar dialogues.

1. Azar Airlines / 2 months ago / Tina Charles / seats / 10 am flight to Madrid
/ 22" August

2. Monsieur’s Bistro / 1 week ago / table / Barry White / table for 6 / New
Year’s Eve

Renting a Vehicle.
The conversation takes place at a car rental agency. Read the dialogue
and change the questions in bold into indirect questions as appropriate.

A: Good morning. ?

B: Hello. I"d like to hire a car for the weekend, please.
A: Certainly. ?

B: A small hatchback, please. ?

A: Well, including the insurance, it will cost £100.

B: That’s fine.

A: ?

B: Of course. Here you are.

A: Now, if you will sign the contract here, I’1l get the keys.

GRAMMAR
Stable Word-Combinations

He liked to go by train.

They live in the East of Canada.

Let’s go for a walk in the rain!

This bachelor is in the money.

There are a lot of birds in the tree.

What can you see in the picture?

She has an excellent mark on the exam.
It was exception to the rules.
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You must learn this poem by heart.

It is play on words.

We heard this program on the radio and saw on TV.
What plans for the evening do you have?

| did it on principle.

| did it on purpose.

You must do it at any cost.

| can read her like a book.

We must go by the book.

The goalie hit the forward in the leg.

They are interested in the computer equipment.

It is very different from the sample.

| am sorry about the mistakes.

She was married to John.

Look out in the street!

Carry on working.

What does your son want to do when he grows up?
| can not hear you. Can you speak up?

Please, wash up after dinner.

She crossed her legs.

He is really the life of the party!

The store is closed for renovation.

My car is under repair.

It’s off the wall!

Don’t keep standing over me!

They kept their customs from generation to generation.
She likes to sit by the light of a lamp.

Let’s talk heart to heart.

We slept in the open air.

21. Choose the necessary preposition.

1. I and my sister like talk heart to / at / about heart.

2. His parents told him about their plans for / at / on the evening.
3. We are not interested in / on / about the computer equipment.
4. Her granny likes to sleep by / on / at the light of a lamp.

5. They must sign this agreement by / on / at any cost.

6. She has an excellent mark in / at / on the exam.

7. In that situation he did it at / on / about purpose.

8. This street is very noisy, | cannot hear you. Can you speak on / aloud / up?
9. Last year he has built the spacious house on / in / at the tree.
10. I am sorry at / about / on the mistakes.

164



22. Translate the following set phrases into Ukrainian.

the high seas; it is high time (to do smth); to live high; high spirits; in low
water; to live low; low spirit; long face; long-sighted; long ears; long price; long
dozen; to make a long story short; short-sighted; short memory; short a money; short
hand.

23. Insert the necessary preposition.
under in to on to in
on for on in over by

1.1did it __ principle.

2. Don’t keep standing __ me!

3. You must learn this poem __ heart.
4. What can you see ____ the picture?
5. Carry ___ working.

6. She was married ___ John.

7. We slept ___ the open air.

8. This bachelor is __ the money.

9. It was exception ___the rules.

10. The store is closed ___ renovation.
11. Mycaris ___ repalr.

12. Itisplay __ words.

It is Interesting to Know
Interesting facts about United Kingdom.

- The world’s first subway appeared in London;

- the first hot chocolate shop was opened in London;

- the world’s highest Ferris wheel is situated in London. Each of its rotation
lasts half an hour;

- the world’s first record store was opened in Great Britain;

- English cuisine is considered one of the poorest and most tasteless;

- in Great Britain the shortest flight lasts 1 min 14 s. — from the island Vestra
to the island Papa Vestra;

- Britain was the first country to use postage stamps;

- until recently sticking a postage stamp with the image of the queen upside
down was considered treason;

- in England people will praise your English even if it is very bad. This is
because the English feel a little embarrassed that people of the world have to learn
their language.
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The English consider it unacceptable to give expensive gifts for the New Year.
In England, it is not customary to choose any expensive exclusive souvenir or jewelry
as a gift for the New Year holiday. Their traditional presents are inexpensive trinkets:
key rings, beer mugs, scented candles, cute souvenir dolls and intricate tea spoons.

The British are also very fond of animals. The entire population includes about
five million dogs, about the same number of cats, three million parrots, other birds
and aquarium fish - as well as a million exotic animals, for example, reptiles. In
Britain, there are special stores that sell food, clothing and other items for dogs. There
are dog’s grooming salons, gyms and cemeteries. In Britain, Christmas cards and
birthday greetings are sent on behalf of animals.

The English are naturally polite and never get tired of saying “Please” and
“Thank you”. They are disciplined and will not talk loudly on the street. They don’t
rush to get a seat on the bus or train and stand in line at the bus stop. The English do
not shake hands when meeting. They try not to show emotions in public even in
tragic circumstances. They do not lose their composure and maintain optimism in
difficult situations.
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1. Read the article about the weird food festivals. Match choices A-T to 1-
20.

Festivals are a great way to bring people together to celebrate almost any
occasion. While there are lots of festival types including music festivals, food
festivals are some of the most popular. They take place all over the world and there
are festivals for just about any type of food including pizza, seafood, bacon,
chocolate, and even fruits.

1 - Herring Festival. If you travel to Hvide Sande, Denmark you can attend
the annual Herring Festival. This festival celebrates schools of herring which migrate
to the Ringkobing fjord and includes the herring fishing world championship.
Whether you like your herring fried, filleted, pickled, or fish-caked you’re in luck.
There are workshops that teach you how to pickle fried herring or you can leave it to
the professionals and watch them do it. You can even enter the Herring Recipe of the
Year contest and children can attend the Herring fishing school or join the Junior
Fishing Contest. If you don’t like fish you may want to head somewhere else.

2 - Chinchilla Melon Festival. At first you may be put off by the name of this
festival, but you won’t find any dishes with rodents in them. The festival is held in
Chinchilla, Australia and only happens every other year. All things melon are
celebrated including plenty of dishes, a melon chariot race, a celebrity melon eating
contest, and even melon skiing. One of the most interesting aspects is the melon
weigh-in to find out which local farmer can grow the biggest melon. You can even
take part in a free melon feast, beach part, concerts, and street parade. This is a great
experience you won’t want to miss.

3 - La Tomatina. If you like having fun and aren’t afraid to get dirty, the La
Tomatina festival may be the place for you. This even takes place in Bunol, Spain
and is one of the country’s most popular festivals. You’ll find plenty of tomato dishes
to try but the highlight of the event is the world’s biggest food fight which features
more than 100 hundred metric tons of tomatoes which are over-ripe. You’ll be able to
throw tomatoes at random strangers while ducking and trying to avoid getting hit
yourself, almost like you’re playing a massive game of dodge ball but only with
bright red fruits.

4 - Boston Local Food Fest. Boston, Massachusetts is a great place to visit,
especially if you want to enjoy some local food. The Boston Local Food Fest takes
place in September and takes a closer look at how your food ends up on your table.
The event features local farmers and gives you the chances to interact with them
because most of us never actually meet the people who grow our food. There are lots
of local vendors and food trucks to choose from and the festival focuses on health and
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sustainable local foods. This festival has a bit of a different vibe than the other more
party-like atmospheres, but it may become more popular as time goes on.

5 - Street Eats Food Truck Festival. Food trucks are more popular than ever
before, but usually you just have to go with whichever one or two are at a location
near you. The Street Eats Food Truck Festival in Scottsdale, Arizona brings them all
together. Imagine more than 50 food trucks lined up for you and parked there all
weekend. You’ll find food trucks for all types of foods including entrees, desserts,
and drinks. There are cooking demonstrations and other festivities and music as well.
You’ll see long lines at some trucks while others are a lot shorter. Try as many food
trucks as you can without having to track them down.

6 - Taste of Charlotte. If you haven’t been to Charlotte, North Carolina you
might not think of it as a great culinary city. This festival takes place on six city
blocks and is free. There are more than 100 vendors and this is a coin style event
where you buy your tokens up front. The event includes the Best of the Taste Awards
and all types of foods including steak, barbecue, and much more. There are cooking
demonstrations and lots to see and do as well even for the kids. The weather in June
is great in Charlotte and you’ll certainly enjoy sampling everything.

7 - Baltimore Seafood Fest. Most people think of Baltimore for crab cakes,
but the truth is that all types of seafood are popular there. At the Baltimore Seafood
Fest in September you can sample everything from crab to oysters and even shrimp.
The event takes place at Canton Waterfront Park and overlooks the Northwest
Harbor. You can buy special entry passes that will come with treats like a bucket of
crabs. There are more than 30 local vendors as well as food trucks so you can have
fish tacos, lobster rolls, and everything else in between. There are also the standard
cooking demonstrations and live entertainment.

8 - Sacramento Bacon Fest. Almost everyone loves bacon, so attending a
whole festival dedicated to the cured meat seems reasonable. This is a week long
event that takes bacon to a whole new level. You can enjoy almost everything with
bacon including bacon salad, bacon pizza, bacon ramen, bacon tater tots, and even a
bacon milkshake. Bacon goes well with craft beer and more than 100 restaurants
participate in this festival with their own bacon dishes. There’s also live music and
the humorous Kevin Bacon Soundtrack Tribute Show has become a favorite among
festival goers over the years. Sacramento is a good place to visit anyway so
scheduling your trip during Bacon Fest is a good way to go.

9 - Ottawa Poutine Fest. Poutine has become quite trendy in recent years and
iIf you enjoy it you’ll want to travel to Ottawa, Canada for this festival. It takes place
annually in May in its home country and thousands celebrate the delicious dish which
features french fries, gravy, and cheese curds. You’ll be able to visit several local
restaurants which offer their unique takes on poutine such as churro poutine, butter
chicken poutine, or Pad Thai poutine. If you can’t get enough you can enter a poutine
eating contest or learn how to make your own in a workshop. The event is family
friendly and has activities for kids like face painting.

10 - San Diego Bay Wine and Food Festival. At most food festivals alcohol
is everywhere, so some of them don’t try to hide that fact. Each November in San
Diego the Bay Wine and Food Festival takes place. San Diego is a great place to visit
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in the first place but you’ll want a jacket because it can be a bit cool later in the year.
This festival is very popular and attracts chefs from all over the country as well as
winemakers and brew masters. There are plenty of delicious things to eat and drink
and the weather during the day should be delightful as well with plenty of sunshine.

11 - Epcot International Food and Wine Festival. What makes this food
festival extra special is its location in Orlando, Florida. This festival spans six weeks
so chances are you won’t be able to experience the whole thing unless you live there
or can afford to take a lot of time off. You’ll be able to enjoy food and wine from
more than 25 countries. There is lots of entertainment and plenty of interactive
experiences such as cooking demonstrations, wine tastings, and mixology classes.
Don’t forget to spend some time at Disney World and all the other fun attractions in
the area. There’s plenty of food to be enjoyed inside the theme park if you don’t get
enough at the festival.

12 - Nugget Rib Cook-off. This festival takes place toward the end of summer
and happens in Sparks, Nevada. If you love barbecue and ribs this is the place for
you. Almost a quarter of a million pounds of ribs will be cooked to be enjoyed for
hundreds of thousands of attendees. This festival bills itself as the biggest and best
free-entry barbecue festival in America. While there might be some chicken nuggets,
the name comes from the location which is the Nugget Casino Resort. There’s also
plenty to do including a concert series which have included national acts such as
10,000 Maniacs and Mark McGrath.

13 - Taste of Dallas. Dallas, Texas is a great city for food lovers. The annual
Taste of Dallas festival has been going on for more than 30 years. Make sure you find
the Backyard Bites section to try some delicious barbecue as well as craft beer and
burgers with lawn games to keep you entertained. Don’t forget the Taste Curbside
area with food trucks and if you prefer to eat healthy check out the Fuel area. For
some extra dough you can attend the Foodie Experience which features an unlimited
tasting of more than 30 chefs and restaurants and that also includes drinks so get your
ticket early.

14 - Hawaii All Food And Wine Festival. Most people don’t need a good
excuse to take a vacation to Hawaii, but if you’re looking for one the Hawaii Food
and Wine Festival could be it. This event takes place in Honolulu in September. It
was founded by chefs Roy Yamaguchi and Alan Wong who are both James Beard
Award winners. It spans four days and features several leading chefs, wine and spirit
producers, and culinary personalities. You can attend the festival and enjoy delicious
foods and drinks and still enjoy all the natural beauty Hawaii has to offer. Many
people aren’t familiar with Hawaiian foods and this is a great way to try various
dishes.

15 - New Orleans Wine and Food Experience. New Orleans, Louisiana is a
great place to visit to experience local culture and festivals. One of the most popular
festivals is the Wine and Food Experience which celebrated its 26" year in 2018. This
festival is a great time and delicious but it also helps out various nonprofit
organizations in New Orleans and has raised more than $1 million over the years.
There are some great local chefs and some amazing national and international wines
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featured as well. You certainly won’t get bored in New Orleans where you can take
in all that the famous and historic city has to offer.

16 - Taste of Vail. Vail, Colorado is a great place to visit and travelers enjoy
the small town feel paired with the great locations to ski and snowboard. This festival
happens each year and has many of the best local chefs. Winemakers and vineyard
owners from all around the country gather in Vail for this festival every year. You
may run into some celebrities trying to fit in with the crowd so keep an eye out. Find
a quaint lodge to stay in and enjoy the crisp and cool air while having some great
local food and some delicious wine. This festival typically takes place around the first
day of fall.

17 - NYC Wine and Food Festival. New York City is another great location
to have a food festival because there is plenty to see and do in addition to enjoying
the festivities. This festival benefits the NYC Food Bank and the nonprofit Share Out
Strength so it’s for a good cause. It happens every year and you’ll have a chance to
see some celebrity chefs as well as known personalities in the culinary field. You’ll
want to plan on spending some time here but make sure you have plenty of time to
enjoy the rest of the city so nice they named it twice while you’re there.

18 - Taste of Chicago. Cuisine from Chicago has made its way all across
America, but the best place to enjoy it is where it actually came from. This event is
billed as the world’s largest food festival and spans five days each year with more
than two million people visiting. You’ll find all the foods you would expect including
Chicago dogs, Chicago-style pizza, and other regional foods you might not know
about. Make sure to save room for dessert from the famous Eli’s Cheesecake. This
festival takes place each year in July which is a great time to be in the Windy City.
Be sure to check out some of the Chicago area attractions if you’ve never been
before.

19 - Pizzafest. Pizza is one of the most popular foods in the world and comes
in all types and flavors. This annual food festival takes place in Naples, Italy in
September and goes for a whole week. If you travel to Italy to celebrate pizza you’ll
be in for a real treat if all you know is American pies. There will be plenty of pizza to
eat but the entertainment and education makes it worthwhile. The World Pizza-
Making Championship takes place and you can also take a pizza-making workshop.
Try a slice of several different types of pizza including Neapolitan, marinara, and
margherita.

20 - Salon du Chokolat. When it comes to food festivals, any festival
celebrating chocolate is going to be very popular. This festival is actually a trade fair
for the international chocolate industry. More than 500 participants take part in the
annual event and come from more than 60 countries. You can sample chocolates
from five continents and attend workshops. This festival has plenty of entertainment
in addition to satisfying your sweet tooth. It has a chocolate sculpture contest and an
interesting chocolate fashion show. If you love chocolate this is certainly a festival
you’ll want to visit and you’ll actually be encouraged to overindulge.
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A | Where will you have a chance to see some celebrity chefs as well as known
personalities in the culinary field?

What festival takes place on six city blocks and is free?

What festival takes place in Italy?

Where are you playing a massive game of dodge ball but only with bright
red fruits?

What event takes place at Canton Waterfront Park?

Where can you see more than 50 food trucks lined up for you and parked
there all weekend?

What festival focuses on health and sustainable local foods?

Where can you take part in a free melon feast, beach part, concerts, and
street parade?

I | Which festival does help out various nonprofit organizations?

What world’s largest food festival spans five days each year with more than
two million people visiting?

Where can you enjoy almost everything with bacon?

What festival is very popular and attracts chefs from all over the country as
well as winemakers and brew masters?

What festival has plenty of entertainment in addition to satisfying your
sweet tooth?

What event does take place in Honolulu in September?

Where do the winemakers and vineyard owners from all around the country
gather every year?

What festival does celebrate migrating schools of herring?

What festival takes place annually in May in its home country?

Where will you be able to enjoy food and wine from more than 25
countries?

S | The annual Taste of Dallas festival has been going on for more than 30
years?

T | Where can you see almost a quarter of a million pounds of ribs which will
be cooked to be enjoyed for hundreds of thousands of attendees?
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2. Translate the sentences into English. Use the phrases and expressions
from the table.

medium well-done raw
fresh-water fish a specialty of the | shish kebab; shashlik
house

May | take your order? noncarbonated water | wine list

fried potatoes allergy a regional dish

type of meat I have a reservation. I'd like to place an
order

scrambled eggs milk shake non-alcoholic, alcohol-
free
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rare continental breakfast | a bottle of white wine

T-bone steak a whole bottle
fried eggs ham sandwich baked potatoes
mashed potatoes Do you serve | soda water

vegetarian food?

1. Moi py31 3aMOBUJIU CTOJIUK Y ITbOMY Kade.

2. Meni He mogo0aeThes 1ek Oidrrekc. M’sico — cupe.

3. Miii 6aThKO JIFOOUTH HAMIBCUPE M’SICO, @ MU OU XOTUIH MPOCMaKEHE M’ SICO.

4. l1lo 6ynere 3aMOBIISTH?

5. CKUIbKM KOUITYE 11J1a TUISIIKA YePBOHOTO CyXOro BUHa?

6. Munynoi cyborn mu 13aunu BianmouuBatu 1 Cepriii mpurotyBaB go0pe
NPOCMa)KEHUH HIAILTUK.

7. S xotiB Ou moo6igaTu. ke M’sicCo BU MEHI peKOMEHayeTe?

8. Mu xotinu 6u 3po6uTH 3aMoBJIeHHS. Bu nojaere Bererapianchbke MEHIO?

9. Mos monpyra Hajae mepeBary JISTKOMY CHIJJaHKY, a sl XOTiB OM 3aMOBUTHU
CMa)K€HY KapTOILTI0, OyTepOpo/l 3 IMHKOI, MOJIOUHUNA KOKTEJb Ta 3€JICHUHN Yail.

10. fIka ¢ipmoBa cTpaBa y IbOMY pecTopaHi?

11. Mo»Ha nONPOCUTH MEHIO 1 KapTy BHUH, Oy/Ib JlacKa.

12. Mu xoTiiu OU 3aMOBUTH SIEUHIO, KapTOIUISIHE IIOpE, 3alleueHy KapTOILIIO,
Uy TUILIKY MiHEpaJIbHOI HEra30BaHO1 BOJIM Ta CIPOOYBATH MICIIEBY CTPaBY.

13. V meHe anepris Ha piukoBY puOy Ta IyKOp.

3. Fill in the correct form derived from the word in bold. The make up a
table of the words derived forms.
Spanish Menu.
It’s 1) (tradition) in Spain to have a siesta or nap after lunch. 2)
(particular) in rural areas, you’ll find villages apparently deserted from 1
pm until about 3.30 pm while everyone has a little snooze!

When the 3) (Spain) feel puckish, they order tapas. This is a 4)

(to select) of light snacks served 5) (informal) - and quite often
eaten with your fingers. See what you think of this traditional tapas snack.
Ingredients: a clove of garlic, peeled; two slices of toast; a tin of tuna; red and green
pepper cut into slices; olive oil.

Pour two tablespoons of olive oil over the pepper slices and place under a grill
until they are well cooked. Don’t worry if they burn at the edges - this adds to the
flavour! While the peppers cook, rub each slice of toast with garlic. Now mix the tuna
and peppers together and pile this 6) (to mix) on top of the toast. Cut each
slice into quarters, drizzle with olive oil and serve.

4. Choose the correct words to complete the sentences (1-5).
1. Any non-sweet food can be called salty / savoury.
2. Food with a lot of or too much flavor is described as great / strong.
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3. An apple without much flavor can be called watery / fruity.

4. Dishes with a lot of chilies can be called spicy or burning / hot.

5. Someone who refuses to eat many types of food is called a bossy / fussy
eater.

5. Choose the correct words to complete the text “A Matter of Taste”.

I have an identical twin sister, but we couldn’t be more different when it
comes to food. She loves cakes and biscuits whereas I don’t eat many 1) sweet /
savoury things. She is definitely a milk chocolate fan, but I prefer the 2) fruity /
flavor of dark chocolate. It’s the same with coffee: mine is 3) strong / sour and full
of flavor, hers is all 4) salty / watery. And she never wants to eat my curry! | like
chilies so, it’s much too 5) fussy / spicy for her, but for me, the 6) hotter / bigger, the
better.

6. Check your knowledge of the etiquette, in order not to be confused.
Read the following rules and fill in the gaps. Use the word combinations in the
box below.

1) ... with a fork and a knife. 10) ... on the table while eating.

2) ... with a special knife. 11) ... beneath the table.

3) ... on knees while eating. 12) ... from the cup.

4) ... by hands. 13) ... slowly and carefully.

5) ... in tall wine glasses. 14) ... before hot meals.

6) ... after eating a chicken. 15) ... across the table.

7) ... on the table before meals. 16) ... after everything is eaten.

8) ... after a hot meal, salads and drinks. | 17) ... at first and then poured.

9) ... to a red wine. 18) ... by hands.

Cheese is served ...; hands are washed ...; fruits are taken ...; bread is never

passed ...; food is chewed ...; dishes are not passed ...; meat is eaten ...; napkin is
laid ...; fish is cut ...; wine is probed ...; elbows are not put ...; conversations are held
...; champagne is served ...; dessert is given ...; a fork and a knife are put ...; tea is
not squelched ...; legs are not crossed ...; salad is eaten ....

Example: Elbows are not put on the table while eating.

7. Translate the sentences into English. Use the terms below.

a long-stay visa a student visa an Embassy

to apply for visa processing to claim a visa

an entrance visa | a transit visa a right to residency

to grant to take a photo

to apply for avisa | a valid passport a consulate

health insurance | a passport-sized photo | a Ministry of Foreign Affairs
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1. 3BepHITbCS Y KOHCYJIBCTBO BAILIOT KPaiHU.

2. MiHicTepcTBO 3aKOPAOHHHUX CIIPAB HE HAJA€ MPABO Ha MPOKUBAHHS.
3. Bam noTpiOHO 3anpOCUTH CTYJEHTCHKY Bi3y B IIOCOIBCTBI.

4. Y Bac € YyMHHUH NacnopT?

5. B HbOTrO HEMae JOBrOCTPOKOBOI Bi3H.

6. MeHi noTpi6HO 3poOuTH (HOTO HA MACHIOPT.

/. Ha »aiip, y BacC HemMae MeIMYHO1 CTPAXOBKHU.

8. Ckuibku yacy 3aiimae ohopmIIeHHS Bi3u?

9. Uomy B Tebe HEMae B'i3HOT Bi3U?

10. Cioyatky Bam CIIiJl TOJAATH 3asiBKY HA O(POPMIICHHS TPAH3UTHOT BI3H.

8. Match the words from the left column of the table with the necessary
one from the right. Translate them.

an entrance avisa
wine bottle

to claim steak
continental residency
health visa

a whole dish
aright to water fish
specialty of the for a visa
T-bone breakfast
a bottle of white insurance
to apply list

I would like to try a regional wine

a long-stay passport
a valid house

a fresh- visa

9. Find the mistake in the following sentences and correct them.
1. My name Viktor.

. Where you from?

. Could you tell to him to call me?

. He System Administrator.

. He is Ukrainian city Kharkiv.

. I’m sorry. The line busy.

. Can | help to you?

. He not here at the moment.

. Nice meet you.

10. Can | take a massage?

11. I’m sorry. He have a meeting.

12. Hello. I’'m Volodymyr Minko speaking.

OO |NNOTPBWIN
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10. Mr Petrivskyi has arrived in Brighton. He is talking to the personnel of
the restaurant. Complete the dialogue.

Waiter: Good evening, sir. (Bu ooun?)

Petrivskyi: | Good evening. Yes, I’m alone.

Waiter: Would you like to sit over there, sir? (bins sixna.)
Petrivskyi: | Yes, thank you. May | (noousumucst) the menu?

Waiter: Of course. Here it is.

Waiter: Have you decided yet, sir? May | take (6awie 3amosnenns)?
Petrivskyi: | As a starter I’d have (yubynesuti cyn).

Waiter: OK. How about the _ (pipmosa cmpasa y pecmopani), Sir? Our

cook makes some special dishes.

Petrivskyi: | Perhaps, you can help me?

Waiter: Oh, if 1 would be in your shoes (saxwo s 6u 6ys na Bauwomy
micyi), sir, I'd have a steak in wine sauce. I myself like it very
much. Moreover, it’s the very delicious.

Petrivskyi: | All right, I’1l have a steak.

Waiter: What would you like with the steak, sir?

Petrivskyi: | A salad and (kapmonnane niope), please.

Waiter: (Yu ne basxcaeme wocw) to drink?

Petrivskyi: | Yes, some mineral water, please. And could | see the (xapmy
6um)?

Waiter: Of course. Here it is, sir.

Petrivskyi: | Mmm... I’'ll have some French red wine.

Waiter: Yes, sir ... Would you like somethig else?

Petrivskyi: | No. Give me, please, (paxynox).

Waiter: 35 pounds and 48 pences, Sir.

11. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to fill ticket
customs on the flight
Our hotel is hours
one-way car
business declaration
rush hotel

lobby of the in
departure gate trip
reserved seats full
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GRAMMAR
Word-Formation.

New words in English are formed by sucvh ways:
a) withount change of pronunciation and writing;
b) with the help of change the place of stress;

¢) with the help of alternating sounds;

d) with the help of affixes and endings.

1. Formation of words withount change of pronunciation and writing:

The Noun The Verb
answer to answer
change to change
class to class
hand to hand
measure to measure
milk to milk
order to order
place to place
purchase to purchase
walk to walk
water to water
work to work

The Adjective | The Verb
clean to clean
dirty to dirty
empty to empty
free to free

The Noun | The Verb The Adjective
light to light light
hand to hand hand

2. Formation of words with the help of change the place of stress:
The Noun The Verb
increase to inrease
export to export
import to import
insult to insult
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3. Formation of words with the help of alternating sounds:

The Noun The Verb
excuse [iks’kju:s] to excuse [iks’kju:Z]
use [ju:s] to use [ju:z]
advice [od’vais] to advise [od’vais]
belief [bi’li:f] to believe [bi’li:v]
life [laif] to live [liv]
proof [pru:f] to prove [pru:v]
choice [f2is] to choose [Hu:Z]
|O§ [|3§] to |0$ [|UZ]
food [fu:d] to feed [fi:d]
shgt [J.I)t] to Sh@t [IUZt]
song [son] to sing [sin]

Prefix in the Morphology.

Prefix New word

anti- anti-aircraft

antiseptic

antipathy

co- co-operation

co-education

co-author

co-exist

counter- counteract

counterbalance

counterblow

inter- intercession

interchange

interconnection

interdependence

intercontinental

interethnic

interface

mis- misbehave

misfortune

misprint

mistrust

misunderstand

mischief

non- nonage

nonchalant
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nonentity

nonessential

over-

overbalance

overcome

over-estimate

overlive

pre-

precede

preface

prehistoric

preliminary

premature

post-

post-revolutionary

post-war

post-meridian

re-

reread

reappear

rewrite

reorganize

reunion

sub-

subconscious

subdivide

subdual

subordinate

submarine

under-

underdone

underground

underline

underrate

ultra-

ultramarine

ultraviolet

ultramundane

ex-

ex- minister

ex-champion

ex-president

en-

a) encage

b) encircle

b) enlarge

b) enslave

b) enrich

npedikc

HOBOCTBOPCHC CJI0OBO

dis-

disability
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disadvantage

disagree

disappear

dislike

illegal

illegible

illiberal

illogical

immemorial

immobile

immoderate

immoral

immortal

inactive

inadmissible

inadvertent

inarticulate

irrational

irreclaimable

irrelevant

irregular

irresponsible

premature

un-

unable

unaccustomed

unacquainted

unalterable

undecided

to undress

to unpack

to untie

self-service;
self-acting;
self-confident;
self-made man;
self-portrait;
self-conscious;
self-control;
self-criticism;
self-defence;
self-government;

Prefix self.
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self-interest;
self-less;

self-taught / self-educated person.

Formation of Nouns.

1.
Suffix Word New word

-er to speak speaker
-er to destroy destroyer
-er to train trainer
-er to teach teacher
-er to cut cutter
-or to sail sailor
-or to construct constructor
-or to cultivate cultivator
-or to act actor
-or to visit visitor

2.

Suffix Word New word
-ee to adopt adoptee
-ee to train trainee
-ee to employ employee

3.

Suffix Word New word

-ment to employ employment

-ment to amaze amazement

-ment to measure measurement

-ment to develop development

-ment to achieve achievement

4,

Suffix Word New word

-ation to stabilize stabilization

-ation to declaim declamation

-sion to collide collision
-ion to concoct concoction
-ion to accommodate accommodation
-ion concept conception
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-ion to conciliate conciliation
-tion to educate education
-tion to organize organization

5.

Ending Word New word
-ing to cool cooling
-ing to swim swimming
-ing to build building
-ing to read reading
-ing to account accounting

6.

Suffix Word New word
-ant to assist assistant
-ant to serve servant

7.

cydikc CJIOBO YTBOpPE€He CJIOBO
-age to pack package
-age to marry marriage
-age to break breakage
-age to stop stoppage

8.

Suffix Word New word
-al to approve approval
-al to arrive arrival
-al to refuse refusal

9.

Suffix Word New word
-ery to deliver delivery
-ery to discover discovery

10.

Suffix Word New word
-ure to depart departure




-ure | to fail failure

11.

cyikc CJIOBO YTBOpPEHE CJI0BO
-ance to import importance
-ance to appear appearance
-ance to perform performance
-ance important importance
-ence to depend dependence
-ence to differ difference
-ence present presence

12.

Suffix Word New word
-ist machine machinist
-ist archaeology archaeologist
-ist drama dramatist
-ist telegraph telegraphist
-ist science scientist
-ist tour tourist
-ist piano pianist

13.

Suffix Word New word
-€5S heir heiress
-€5S host hostess
-ess actor actress

14,

Suffix Word New word

-ness dark darkness
-ness kind kindness
-ness effective effectiveness
-ness abrupt abruptness
-ness black blackness
-ness mad madness

15.

| Suffix | Word New word
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-ism social socialism
-ism national nationalism
-ism imperial imperialism
16.
Suffix Word New word
-hood child childhood
-hood mother motherhood
-hood man manhood

17.

Suffix Word New word
-dom free freedom
-dom king kingdom

18.

Suffix Word New word
-ship friend friendship
-ship scholar scholarship

19.

Suffix Word New word
-ty cruel cruelty
-ity regular regularity
-ity responsible responsibility
-ity absurd absurdity
-ity dense density
-ity generous generosity
-ity able ability
-ity active activity
-ity equal equality

20.

Suffix Word New word
-lan academic academician
-ian electric electrician
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Suffix

Word New word
-th long length
-th true truth
Formation of Adjectives.

1.

Suffix Word New word
-able to suit suitable
-ible response responsible
-able reason reasonable
-able comfort comfortable
-ible horror horrible

2.

Suffix Word New word
-able to drink drinkable
-able to separate separatable
-able sale saleable
-able to accept acceptable

3.

Suffix Word New word
-ant to observe observant
-ent to depend dependent
-ant to import important

4,

Suffix Word New word
-ful beauty beautiful
-ful wonder wonderful
-ful peace peaceful
-ful faith faithful
-ful care careful
-ful harm harmful

5.

Suffix Word New word
-en gold golden
-en wood wooden
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-en wool woolen
6.

Suffix Word New word
-ic magnet magnetic
-ic despot despotic

-ical alphabet alphabetical
-al cynic cynical
-al centre central

7.

Suffix Word New word

-ish child childish
-ish fever feverish
-ish girl girlish
-ish fool foolish
-ish Pole Polish
-ish Scott Scottish

8.

cyikc CJIOBO YTBOpPEHe CJIOBO

-ish white whitish
-ish red reddish
-ish sweet sweetish

9.

cydikc CJIOBO YTBOpPEHeE CJI0BO

-less noise noiseless

-less faith faithless

-less help helpless

-less guilt guiltless

-less hope hopeless

-less friend friendless

-less harm harmless

10.

Suffix Word New word
-ive to repress repressive




-ive to abuse abusive
-ive to express expressive
-ative to talk talkative

11.

Suffix Word New word
-0us to cumber cumberous
-0us mountain mountainous
-0UsS danger dangerous

12.
Suffix Word New word
-y rock rocky
-y luck lucky
13.
Suffix Word New word
-some trouble troublesome
14.
Suffix Word New word
-like child childlike
15.
Suffix Word New word
-ward east eastward
-ward west westward
Formation of Verbs.

1.

Suffix Word New word
-en deep to deepen
-en dark to darken
-en deaf to deafen
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Suffix Word New word
-ize national to nationalize
-ize crystal to crystallize
-ize fertile to fertilize

3.

Suffix Word New word
-fy false to falsify
-fy simple to symplify
-fy pure to purify

Formation of Adverbs.
1.

Suffix Word New word
-ly practical practically
-ly fortunate fortunately

2.

Suffix Word New word

-wards down downwards

-wards up upwards

3.
Suffix Word New word
-long head headlong

12. Translate the following words into Ukrainian.

Teacher; builder; amateur; apartment; assistant; composer; conductor;
consumer; drinker; elevator; engineer; explorer; farmer; folder; former; instructor;
observer; operator; driver; organizer; toaster; traveller.

13. Make up the adjectives with help of suffixes —ful, -less and translate
them into Ukrainian.

-ful -less
care care
colour colour
hope hope
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meaning meaning
help help

use use

law law
power power

14. Form the adverbs from the given adjectives and translate them into
Ukrainian.

NPUKMETHHUK NPHUCTIBHUK
natural
close
emphatical
real
frank
apparent
actual
intimate

15. Form the nouns from verbs with help of suffixes -(a)tion and translate
into Ukrainian,

—(a)tion, -sion

devote
observe
prepare
recognize
occupy
suppose

16. Form the nouns from verbs with help of suffixes —ment and translate
them into Ukrainian.

-ment

state
advertise
develop
judge
adjust
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It is Interesting to Know

What does BRUNCH means?

Brunch is a meal, sometimes accompanied by alcoholic drinks (typically
champagne or a cocktail). Brunch is served between the time 9:30 AM to 11:59 AM,
it is generally understood to be somewhere within the late morning and early
afternoon. The meal originated in the British hunt breakfast. The word brunch is a
portmanteau of breakfast and lunch. The word originated in England in the late 19"
century, and became popular in the United States in the 1930s.

Origin of the word.

The 1896 supplement to the Oxford English Dictionary cites Punch magazine,
which wrote that the term was coined in Britain in 1895 to describe a Sunday meal
for “Saturday-night carousers” in the writer Guy Beringer’s article “Brunch: A Plea”
In Hunter’s Weekly.

Instead of England’s early Sunday dinner, a postchurch ordeal of heavy meats
and savory pies, the author wrote, why not a new meal, served around noon, that
starts with tea or coffee, marmalade and other breakfast fixtures before moving along
to the heavier fare.

By eliminating the need to get up early on Sunday, brunch would make life
brighter for Saturday-night carousers. It would promote human happiness in other
ways as well.

“Brunch is cheerful, sociable and inciting”, Beringer wrote. “It is talk-
compelling. It puts you in a good temper, it makes you satisfied with yourself and
your fellow beings, it sweeps away the worries and cobwebs of the week™.

- William Grimes, “At Brunch, the More Bizarre the Better ” New York Times,
1998.

Despite the substantially later date, it has also been claimed that the term was
possibly coined by reporter Frank Ward O’Malley, who wrote in the early 20™
century for the New York newspaper “The Sun” from 1906 until 1919. It is thought
that he may have come up with the term after observing the typical mid-day eating
habits of his colleagues at the newspaper.

At colleges and hotels.

Some colleges and hotels serve brunch, often serve-yourself buffets, although
menu-ordered meals may be available as well. The meal usually consists of standard
breakfast foods such as eggs, sausages, bacon, ham, fruits, pastries, pancakes,
waffles, cereals, and scones.

Military.

The United States, Canada and United Kingdom militaries often serve weekend
brunch in their messes. They offer breakfast and lunch options, and usually are open
from 09:00-13:00.

Dim Sum brunch.

The dim sum brunch is popular in Chinese restaurants worldwide. It consists of
a variety of stuffed buns, dumplings, and other savory or sweet foods that have been
steamed, deep-fried, or baked. Customers select small portions from passing carts, as
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the kitchen continuously produces and sends out freshly prepared dishes. Dim sum is
usually eaten at a mid-morning, midday, or mid-afternoon teatime.

Special occasions.

Brunch is prepared by restaurants and hotels for special occasions, such as
weddings, Valentine’s Day, St. Patrick’s Day, Mother’s Day, Halloween,
Thanksgiving, Christmas, New Year’s and Easter.

Other places.

Canada.

In Canada, brunch is served in private homes and in restaurants. In both cases,
brunch typically consists of the same dishes as would be standard in an American
brunch, namely, coffee, tea, fruit juices, breakfast foods, including pancakes, waffles
and french toast; meats such as ham, bacon, and sausages; egg dishes such as
scrambled eggs, omelettes, and Eggs Benedict; bread products, such as toast, bagels
or croissants; pastries or cakes, such as cinnamon rolls and coffee cake; and fresh cut
fruit or fruit salad. Brunches may also include foods not typically associated with
breakfast, such as roasted meats, quiche, soup, smoked salmon, sandwiches, and
salads, such as Cobb salad.

When served at home or in a restaurant, a brunch may be offered buffet style,
in which trays of foods and beverages are available and guests may serve themselves
and select the items they want, often in an “all-you-can-eat” fashion. Restaurant
brunches may also be served from a menu, in which case guests select specific items
that are served by wait staff. Restaurant brunch meals range from relatively
inexpensive brunches available at diners and family restaurants to expensive
brunches served at high-end restaurants and bistros.
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POJIBOBI IT'PU TA CUTYATHUBHI 3ABJJAHHA

1. Act as a Director of the company. You have a meeting with the
representative of a foreign company.

a) introduce yourself and your staff: Let me introduce myself. I am ... ; Let me
introduce my staff'to you. This is .... He | she is ... ; I'd like to meet ... . He | she is
«.. s May I introduce ... to you. He | she is ....

0) ask him what city is he from; what company he represents and what position
he holds;

B) propose him something to drink, cigarettes; ask him if he would mind your
smoking;

r) make an appointment to him for the next day.

2. Make up the situation.

You received by inheritance from your rich American uncle a big amount of
money ($20 min). What will you do with this sum of money?

Base: to spent all money, to put into the bank, to invest, to travel around the
world, to establish a business, to make a trip, to set up a company, to get profits, to
run a business, to buy shares (stocks)

3. Act the meeting at which experts of the advertising department present
their plan for the campaign to the General Manager. The purpose of the meeting
Is to come to a decision about the kind of advertising to be done. Ad experts
should come with suggestions of ads and slogans. Roles:

Market Researcher - Your job in the meeting is to present the results of the
.study into the market for your brand. You can invent data.

Ad. Agent - You are in charge of media planning for the firm and should give
an account of the possible alternatives for the choice of media for the campaign.
Present the advantages and disadvantages of magazines, newspapers, television, and
radio. You should choose one medium and recommend it firmly.

Accountant - You will be responsible for the co-ordination of the campaign.
You think that the brand has enormous possibilities if it is well advertised. But you
should be ready with a less expensive proposal as well.

4. This is the telephone conversation between business partners. Answer
the questions.

1. Have you received our shipment of tires?

2. When did it arrive?

3. Are all the things of your order included?

4. Did you get the invoice too?

5. Have you paid the invoice for the last shipment yet?

6. But why haven’t I got the record of the payment?
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7. Does the amount of the invoice correspond to what you ordered?

8. Is it necessary for us to give you a credit note to cover the difference?

9. Will you be paying the new invoice immediately?

10. Can you send the check before the end of the month? Otherwise our
accounts department is considering changing the conditions of payment.

5. You have a telephone conversation with your British business partner.
Give your answers.

He | Good afternoon, Mr. Ostapchuk. We’ve written to you several times
detailing our complaint, but have not received your reply yet.

You | [TonpociTh y HOTO BHOAYEHHS, CKaXIiTh, 110 BU YBAXKHO BUBYUIM HOTO
CKapry, ajge He BCTUIJIM HamucaTH BIANOBiAb. Tak sk Oynu Jyxe 3alHSATI
OCTaHHIM YacoM.

He | We are in a very awkward position now. We have not received the
shipment which was supposed to arrive two weeks ago.

You | CkaxiTh, 10 BHM IIKOJIYETE, aje 3aTpUMKa cTajllacsi HE 3a Ballolo
npoBuHOI0. Ha3BiTh MpUYMHY 3aTPUMKH, KA HA BaIly TYMKY, € JIOCTaTHbO
BaXKJIMBOKO.

He | When will the shipment be ready for dispatch?

You | Ckaxitb, 1110 TOBap Oyje BIAMPABICHO HE Mi3HIIIE I’ ITHUIIL.

He | If we don’t receive the shipment by the end of next week, we’ll cancel
the order.

You | IIle pa3 monpocite BubaueHHs, 3aM€BHITh HOTO, 110 HA LIeH pa3 3aTPUMKHU
HE CTAHETHCS.

6. Make up the dialogues.

1. Ask a lawyer how to form a corporation.

2. Discuss with your friend about advantages and disadvantages of a corporate
form of proprietorship.

3. Advertise a corporate form of proprietorship.

7. Your executive is a very tough man. What should his staff do to please
him?

For ideas:

to be creative MBOPHO BIOHOCUMUCSL 00 CNPABU
to be well-organized | 6ymu dobpe opeanizoeanum

to keep fit mpumamu cede y gopmi

to be punctual OYmMu NYHKMYanbHUM

to be enthusiastic Oymu enmy3siacmom
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| to obey the rules

| niokopamucs npasunam

8. Speaking practice: look attentively at the list of adjectives which
characterize people as employees.

active diplomatic methodical
attentive disciplined realistic
constructive energetic sincere
cooperative extroverted systematic
creative independent tactful

Pick out the adjectives which, on your mind, can characterize:

You, secretary, accountant, teacher, sales agent, director, manager, advertising

agent, librarian

9. Speaking practice. What five functions do you think are the main in any

manager’s, director’s, entrepreneur’s, teacher’s, interpreter’s work:

1. Planning.

2. Organizing.
3. Staffing.

4. Directing.
5. Controlling.

How do you understand them? In what way are they reflected in your activity?

Which three qualities are necessary for manager, teacher, entrepreneur, director,

book-keeper:

General education

Motivation to work

Foreign Languages

Flexibility Resistance to stress Ability to make
decisions
Communication skill Punctuality Fantasy

10. Speaking practice. Translate into English.

Uu MOXY S OTpUMATH TOTIBKY 32 IOPOKHIM YEKOM?
Tak, 3Buuaiino. Bam nmacnopt, Oyb nacka.

bynap nacka.

JIsikyto, Bce rapasn. Ckuibku rpouieit Bu xouetre orpumatu?
250 ¢ynriB, 1 me 50 po3miHATH HA AoJapH. Skuif Kypc oOMiHy?

0,605 - myxe Burigauii. Bi3pmiTh, Oynp s1acka, Bamri ¢yaTtH, a Takox 30

noinapis Ta 25 ueHtis. [lepepaxyiite, Oynpb nacka.
Jlaxyro, Bce rapasa. Jle MoxHa MOCTaBUTH CBIM MiANUC?
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11. Speaking practice.

Read the main rules of safety given by the most prospects of the USA,
Great Britain and other countries:

e Don't keep your wallet and purse out of sight.

e Don't wear a wrist wallet (they are very easily snatched. Keep your handbag
securely closed.

e Don't leave a handbag, briefcase, bag or coat unattended, especially in
pubs, cinemas, department stores or fast-food shops, on public transport, at railway
stations and airports, or in crowds.

e Don't leave your bag or coat beside, under or on the back of your chair.
Hook the handle of your bag around the leg of the chair on which you are sitting.

e Don't put your bag on the floor near the door of a public toilet.

e Don't wear expensive jewelers or watches that can be easily snatched.

e Don't put your purse down on the table in a restaurant or on a shop counter
while you scrutinize the bill.

e Don't carry a wallet in the back pocket of your trousers.

e Don't enter parks and commons after dark and travel in groups of three or
more if possible at night

12. Discuss this question in groups and give your opinion what are the good
points and bad points about television? For example:

Good points Bad points
1. It keeps you informed about the rest | 1. It stops people talking and visiting
of the world. theatres.
2. It educates and brings up. 2. Television is “a chewing-gum” for
our eyes.

Good points Bad points

SAEIE AN L
g w[N|E

13. Match each sentence to the disaster it describes.

1.Several people were walking along when suddenly tons of earth came
crashing down the hillside and blocked the road in front of them.

2.0ver 50,000 people in Ethiopia have died of starvation in the past month.
Questions are being asked concerning the delay in supplies of rice and grain which
were recently sent to them.

3.The winds have already strengthened considerably and the sea is now very

195



rough indeed. As a result, ferries across the harbour have stopped sailing and all large
ships have been put out to sea.

4.The river overflowed in several places and huge areas of farming land are
now several feet under water. Boats are being used to rescue people in nearby
villages.

5.Suddenly the ground shook beneath our feet and the high building opposite
the college began to sway. Windows and doors rattled, and several bookcases in the
college library came crashing down.

6.Tankers full of water were sent, but it was too late to save many of the
animals and crops there. The whole area was like a vast desert.

7.Smoke poured out of the crater but no one expected an eruption. A week
later, however, red hot lava began to flow down the side of the mountain.

8.1t swept onwards, covering everything in its path. The travellers had to get
off their camels and lie down until it had eventually passed.

9.Flames swept through the block of offices, burning everything inside. Two
hours later only the empty shell of the building remained.

10.1t must have been at least twenty feet high as it swept towards the shore. In
a few seconds it destroyed all the houses in its way, drowning everyone inside.

a. fire f. drought

b. | typhoon g. | sandstorm
c. earthquake h. landslide
d. | tidal wave I. flood

e. volcano ]. famine

14. Test on Publicity.

If your products or services are excellent but no one knows about them, you
will fail. That means that you should learn how to inform your future customers and
how to do it effectively and not expensive.

If you do not take into account the role of advertising, you will get lost in the
number of products, which appear every year on the market.

This test will let you understand if you are able to avoid mistakes in this area
and to determine the best advertising methods.

“As a rule” - 6 points

“Sometimes” - 3 points

“Rare” - 0 point

Answer as honestly as possible As arule - | Sometimes —| Rare —
6 points 3 points 0 points

| like selling
| am convincing
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3. When | am watching TV advertising |
like to conceive the tricks to make
them work more

4, To create slogans for ad is an easy
matter for me

5. | talk of my success and achievements
with pleasure

6. | like to make careful analysis of
marketing strategies during advertising
camnailan

7. | often think how little shops could
improve their tactic in promotion goods
they are selling

8. A short and direct advertising message
iIs more affective than a long and
complicated one

9.  |When 1 buy a product I always want to
know its merits

10. |l pay attention and analyse the tricks
which ad makers do to promote their

11. [People are more sensitive to what they
see than to what they hear

12.  [When I enter a shop | try to understand
the reason for which the products are
exposed in this or that way

13. |l make analysis of the attractive power
of inscriptions and advertising boards

14. |The placement of a shop is very
imnortant

15. |It is very important to present an
advertising message at  regular
messages so that people can remember

Now add your results:
71- 90 - You perfectly know what is selling. You understand how to promote
products or services and you are able to make a bee-line to success in the complicated

advertising industry.

41- 70 - You have good instincts in promoting and you must be able to find a
segment on the market for your goods. Gradually you will win your place in the

business world.
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26 - 40 - You don't take into account many things, which are very important in
relations with customers. You should be more attentive to the wants and wishes of

buyers and learn a lot from your successful colleagues.
Under 26 - You seem to be lost in advertising industry. You are bombed with

millions of ad messages. It is not easy for you get through. Perhaps you should try in
another field.
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CAMOCTIUHA POBOTA

CamocrTiiina po6ora 1.

1. Express your attitude to the following (Form of control — written
answers).

1. Once you have said something, you cannot take it back.

2. Making a phone call is an easy way to solve a problem if you have no
time to write a letter.

3. Keeping written records is helpful for future reference.

4. If you make a mistake when you are writing a letter, you can correct it
before sending it off.

5. If you want to show another person your feelings, never write a letter.

6. If you speak to someone face to face, it is much easier to be honest.

7. If someone owes you money, it is no use phoning him up.

2. Write about the rules of etiquette in different countries (Form of control
— report).

3. Read about the kinds of meetings (Form of control — written exercise).

« chat (informal discussion) with colleagues at the coffee machine.

 brainstorming among colleagues: where as many ideas as possible are
produced quickly, to be evaluated later.

« project meeting / team meeting of employees involved in a particular
activity.

« department/departmental meeting.

» meeting with suppliers, for example to negotiate prices for an order.

» meeting with a customer, for example to discuss a contract.

 board meeting: an official, formal meeting of a company's directors.

« Annual general meeting/AGM (BrE); annual meeting (AmE): where
shareholders discuss the company's annual report.

* EGM: extraordinary general meeting: a shareholders' meeting to discuss an
Important issue such as a proposed merger.

Try to determine the type of a meeting in the following sentences below.
Put your variant in the table.

# Sentences Answers
1 | As you know, Megabook wants to buy this company. As chief
financial officer, what do you think of their offer, Robert?

2 | | recommend to shareholders that you accept Megabook's offer
for our company.
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Amazingly, we're ahead of schedule on this project.

That's a deal then. Looking forward to working with you. I'm
sure you won't be disappointed.

Have you heard? Mary is being fired: apparently her sales
figures aren't good enough.

So, you think you can provide 10,000 a month at a unit cost of
£4.90?

Things in the sales department are getting out of control. We
should all start making a real effort.

| know this sounds crazy, but how about giving away 100,000
free samples?

| am pleased to announce another good year for shareholders
of this company.

4

1
2.

speak?
3

4.
S.

6

O wbdEO

A WNPEFEO®

=~

. Answer the questions (Form of control — report).
Which nationalities in Europe usually use a lot of gestures when they speak?
Which nationalities in Europe usually use very few gestures when they

.What is a “personal space”?
Why does a north European move away form the person he is talking to?
Which nationalities move closer to the person they are talking to? Why?
. Which nationalities stand a “wrist zone™?

. Answer the questions (Form of control — written answers).

What working position is the best for you?
Are you accustomed to working under pressure?
What do you think about red-tape job?

What does it mean to be a competent manager?

. Answer the questions (Form of control — report).

. What does the organization structure mean?

. What does the organization structure provide?

. What historically the oldest type of organization structure?
. What is the difference between line and staff departments?

. Answer the questions (Form of control — written answers).
. What is the main objective of the personnel function?
. What factors about each candidate must be carefully considered?
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3. The employment interview, testing the applicant and references, which one
of these three is more effective? What would you prefer if you were a personnel
manager?

4. What are the forms of employees’ upgrading?

8. Act as interviewer.

You are an interviewer at a famous computer company. The company seeks a
candidate for the position of an accountant; a coordinator; an interpreter; an analyst; a
lawyer; an attorney; an engineer; an agent; a receptionist. Look through the
requirements of the company (Form of control — written composition).

Prepare the guestions you should ask every candidate:

Accountant - Will be responsible for the monitoring of all necessary
accounting procedures, acting as a liaison to the tax authorities. Will also act as a
support person for the Chief Accountant in all day-to-day activities.

The suitable candidate must possess: a degree in Finance or Economics; - a
minimum of 2 year experience working with Western companies; excellent
knowledge of Ukrainian financial legislation; fluent English is required, the salary is
negotiable.

Warehouse Coordinator - Will assist Logistics Director in warehousing
chain, control inventories, set up warehouse team of clerks, plan distribution
resources. The candidate should have higher education, 1 year experience, general
knowledge of Logistics - ability to control warehouse situation - excellent managerial
skills - be a computer user (Excel, Word) with strong presentation skills, fluency in
English, ability to travel.

Interpreter / translator - The candidate will translate orally/in writing from
English / Spanish into Ukrainian/Russian and vice versa, realize simultaneous
translations during negotiations (computer market), fulfill everyday office work. The
possible candidate should possess University degree, excellent English / Spanish,
computer skills (Word, Excel).

Capital Markets Analyst - Will collect information on securities, equities, etc.
from different information sources, develop market ideas and find appropriate ways
of implementing them in the Ukrainian market. Will participate in business trips,
client meetings, project negotiations; adapt Western ideas for sales in the Ukrainian
market. The appropriate individual should possess: absolutely fluent English -
excellent presentational, organizational, and analytical skills - a banking, finance, or
consulting background - western education (MBA (Master of Business
Administration) is a plus) - willingness to travel (both locally and abroad) - a team-
player's spirit and strong experience (Big Six or western investment banking).

Lawyer - Will realize association work and representation of company in
professional circles. Business and commercial law including interest in regulatory
requirements (control advertising and labeling, unfair competition, environmental
issues). Industrial property (trademarks, patents, design patents, copyrights. Contacts
with other European and US lawyers. A specialist in Corporate Law, Taxes. Profile:
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Law degree, proficiency in legislative areas - 5+year similar experience in a
multinational consumer products company - fluent English.

Attorney - Will consult the firm's clients on various aspects of Ukrainian
operations, including commercial transactions, securities and share acquisitions,
strategic planning, tax law, real estate transactions, and labour law. Successful
candidate will be the responsible attorney for our office under the supervision of
foreign managing partners. Ability to work independently is essential. Excellent
communication skills required, fluent English.

Mechanical Engineer - Main responsibilities: service and repair of equipment
for printed plates manufacturing - processing of technical documentation - ordering
of spare parts. Personal profile: higher technical education in Mechanics - 3 year
relevant working experience - knowledge of equipment with program control for
automatic assembling of printed plates - basic English.

Regional Sales Agent - Main responsibilities: sales operations within a
particular region - ensuring achievement of regional objectives - investigate
customers’ needs and competitive activity - plan and activate regional sales plan.
Profile: Degree in Economics, fluent English, possibility to travel up to 60%.

Receptionist - Whose responsibilities will be as follows: answering phone
calls, guests' accommodation, greeting clients, makes all the office work (typing,
sending/receiving faxes, etc.) The right candidate should have: fluent English, PC
literacy (Word, Excel), typing skills, higher education, and pleasant, helpful, friendly
personality.
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CamocrTiiina pooora 2.

1. Make up a Business Letter (Form of control — Business Letter).

2. Make up own Declaration form (Form of control — Declaration form).

3. Do you know customs rule of Ukraine? (Form of control — written
answers).

1. Is it allowed to take weapons to Ukraine?

2. What about automobiles? Video recorders, TV sets? Computers? Precious
metals? Narcotics? Antiques?

4. Write own Letter of Inquiry to the hotel in the city and the Letter Order for
booking seats on a plane (train) (Form of control — writing of letters).

5. Substitute the reasons you want to get a visa to Great Britain (the USA,
Spain, Italy etc.) at the Embassy (Form of control — written substantiation of
reasons).
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6. Answer the questions (Form of control — written answers).
1 What are the main parts of a business letter?

2. What are the common rules in writing a letter?

3. What does the body of a business letter usually include?

4 How is the letter to be ended?

5 Where do you put your signature?
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IHIAUBIJIYAJIBHA POBOTA
InauBinyanbHa po6ora 1.
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cnuikyBaHHs” crop. 33-41, HaByanbHuil mnociOHUK [[imoBa iHO3eMHa MoBa /
CkpeOkoBa-ITabar M.A. Ta BiINOBIOHY JITE€paTypy, MPOaHaNI3yBaTH OCOOJIMBOCTI
aMEpUKaHChKOI aHMIINChKOT MOBHM (TIpaBONUC, BHUMOBA, TIpaMaTHKa, JEKCHUKA),
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MOIYJbHUI KOHTPOJIb

MoayJ/ibHa KOHTpPOJIbHA podoTa 1.

1. Personal space for Americans is apart from one another, whenever
possible. {two feet}; {one foot}; {two steps}
2. In Britain Is now forbidden in many public places, for example,

on the underground, on stations, in shops, in theatres and in cinemas. {smoking};
{drinking}; {drinking of beer}

3. Banquet can continue for , is held at the table and accompanied by
“cultural program” and dishes changing. {nearly 5-7 hours}; {4-7 hours}; {nearly 2-3
hours}

4. The employer has to consider if he wants to choose from among the
applicants. {a reference}; {two sets of qualifications }; {an application form}

5. Joint stock Company, is the commonest type of firm in the United Kingdom.
{akmionepna kommanif}; {kommaHis 3 OOMEXKEHOIO  BIAMOBIIAILHICTIO};

{nmaptHepcTBO}

6. CIF is an abbreviation of {Cost and Freight}; {Cost and Insurance};
{Cost, Insurance and Freight}

7. Something came up so they Monday’s meeting till Friday.
{cancelled}; {fixed}; {postponed}

8. Robert is off sick so Michael will have to the staff meeting. {chair};
{chief}; {charge}

9. It wasn’t really a meeting, just an informal over coffee. {speech};
{report}; {~ chat}

10. In order if an American client arrives you . {= shake her hand};

{kiss her on the cheek}; {say “Good evening!” and bow}

11. If someone frowns whilst you're explaining something, this means they
_____{=are concentrating}; {are angry}; {have a headache}

12. If you’re doing business with a German, you have to shake hands
{when you meet}; {when you leave}; {~ when you meet and when you leave}

13. In the Middle East you have to give presents to business contacts {in
private}; {every time you meet}; {in public}

14. If you’re giving a present to your Latin American customer, you mustn’t

give {food and drink}; {cutlery}; { a clock}

15. If an Indian says “Come any time”, he or she expects youto  {ignore
the invitation}; {arrange a visit immediately}; {visit him/her the next day}

16. You can’t do business in Muslim countries {on Wednesdays}; {on
Sundays}; {on Fridays}

17. If an American nods his/her head, it probably means {he
understands}; {he is interested}; {he says “Yes”}

18. If a Japanese person gives you his business card, you have to __ {take it

with both hands and study it carefully}; {put it straight into your wallet or pocket};
{write notes about them on it}

209



19. If you’re in a pub in England, you have to buy a drink {for everyone
in the group you're with}; {for yourself}; {for everyone in the pub}

20. In people frequently stop for lunch at 11.30 in the morning.
{Greece}; {Finland}; {Francet}

21. In the soup is often eaten at the end of the meal. {Japan}; {Latin
America}; {ltaly}

22. In cheese is normally served after the dessert. {France};
{Ireland},; {Britain}

23. In restaurants you may be asked if you want a bag for the food
you can't eat. {Russian}; {Italy}; {American}

24. In countries you must wait for your host to serve you the main
meat dish. {Asian}; {Indian}; {~ Arab}

25. In you should keep both hands on the dinner table where they
can be seen. {= Mexico}; {Belgium}; {Australia}

26. At dinner table it is extremely impolite to say how hungry you are.
{Turkish}; {Indian}; {Chinese}

27. The sometimes need to be offered more food three times before
they will accept. {Japanese}; {Indian}; {British}

28. In countries food is usually eaten with just three fingers of the right
hand. {Turkish}; {Indian}; {Arab}

29. Polite discussion between strangers or acquaintances is called . {small
talk}; {corporate hospitality}; {facial expressions}

30. Rules limiting what people can or cannot wear are called a . {small
talk}; {dress code}; {facial expressions}

31. An important business meeting is not the place for . It can go horribly

wrong. {humour}; {entertainment}; {gestures}

32. Bogdan is an important person in our company. He is a member of the
Board of . {Directors}; {Executives}; {colleagues}

33. The group of people working at the company are called
{colleagues}; {staff}; {employees}

34. the planned times and events for a day, week, etc. is called
{planner}; {calendar}; {schedule}

35. We call the planned topics or tasks for a meeting as
{appointment}; {agenda}; {planner}

36. TS shares dropped 10 % this afternoon. {on}; {with}; {to}

37. The advantage __ direct marketing is that it enables us to cut out the
middleman. {of}; {from}; {on}

38. The government has spent less __ defense last year. {on}; {at}; {for};

39. The telephone lines can be so busy that people have to wait __ an hour to
get through. {in on} {up to}; {out for};

40. What effect could these new EC directives have _ the company?
{over}; {about}; {on}
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MoayJ/ibHa KOHTPOJIbHA podoTa 2.

1. A phone you can take with you and use anywhere. A mobile phone with
access to the Internet {mobile phone}; {phone} {WAP phone}
2. Phone in a public place operated with money, a credit or a credit card.

{phone} { payphone}; {pager}

3. The __ is the most expensive link in a chain between a producer and a
consumer. {customer} {retailer}; {discount}

4. Usually a wholesaler has a large of items. {chain} {assortment};
{line}

5. The department store gives a 30 % __ on all Chinese shoes. {discount};
{guarantee}; {cost}

6. A wholesaler does not deal with the , he deals with a retailer. {cost};

{manufacturer} {consumer}

7. There are different ___ of distribution helping to bring goods to the market.
{chains}; {lines} {channels}

8. We cant __ you good quality of service. {insurance} {guarantee};
{certificate}

9. Franchise is a good way a person to {get rich}; {get business experience};
{meet competition}

10. delegate authority - {posmominaru moBHOBaxkeHHs}; {Opatu Ha cebe
BIZTIOBIAIBHICTB }; {pO3mOALIATH 000B’ I3KH }

11. controller - {ronoBuuii ¢inancuct}; {KouTponep}; {Oyxrairep}

12. red-tape - {memorpiOHa poOota}; {HelikaBa poboTa}; {KaHIEIIPCHKA

pobora}
13. specification — {cmerudikarrist}; {BHeCEHHHS AOMOBHEHb }; {~ YTOYHCHHS }
14. upgrading - {migBUINEHHS 3apIuiaTHi}; {miABHIIECHHS KBamidikarii};

{TiaBUIIICHHS TTOCAIH }

15. Paga nupekropis ¢ipmu - {the Board}; {Chief Managers}; {Executives}

16. Ympapnsrounii, KepiBHUK MPOJAXy Ha BHYTpilIHbOMY puHKy - {lnterior
Manager}; {Domestic Trade Manager}; {Home Sales Manager}

17. Please, fill in the ankera. {Application form}; {form}; {sheet of paper}

18. We need the strong creative team to do the company
kKoHKypeHTHocripomoxkauii on the world market. {countable}; {promising};
{competitive}

19. He is going to discuss with you some details of our future yrona.
{agreement}; {settlement}; {negotiations}

20. |1 know your company has Bakancis of a Sales Manager. {a position}; {a
post}; {an opening position}

21. The Director Bupimye nutaHHs Haiimy Ta 3BiutbHeHHs. {deals with staff};
{decides the questions of hiring and firing}; {decides on hiring and firing}

22. I’d like to put an amount of money into Hepyxomicts. {belongings}; {real
estate}; {assets}

23. | am afraid to have noBHa ropunuuna BinnmoBinaneHicTh. {limited liability};
{unlimited liability}; {law liability}
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24. The limited partner has no peanpni moBHoBaxkeHus. {authority}; {law
power}; {management}

25. A good oyxraarep can do books better than you. {blue-collar worker};
{officer}; {bookkeeper}

26. Taemuuii maptHep takes part in management of the company but he isn’t
known to the public. {The silent partner}; {The general partner}; {The secret
partner}

27. My pobounii gocsiz is tied in with the management. {activity}; {working
activity}; {background}

28. | and my partner y xopomux crocynkax. {are friends}; {get along well};
{have communicative}

29. She is good in oyxranrepchka cmpaBa. {book-keeping}; {accounting};
{controlling}

30. A corporation can punyckatu Ta npoaasaru akiii. {print and sell stocks};
{issue and sell stock}; {buy and sell stock}

31. We must consider aea Buam xapakrepuctuk. {two sets of qualifications};
{two sets of characteristics}; {two types resumes}

32. A corporation can mopyinyBatu kapHy crpasy. {law}; {deal}; {sue}

33. Stockholders hold mopiuni 36opu and choose paxy ampekropis. {yearly
meetings ... executives}; {an annual meeting ... the company’s officers}; {yearly
meetings ... management}

34. The structure of our enterprise is ckmamumii. {difficult}; {complex};
{complicated}

35. There are three heads of departments in cdepa mMoro GesmocepeaHHOrO
oigmopsakyBanusa. {my sphere of activity}; {my disposal}; {my span of control}

36. Shareholders have Bupimansae cioBo in management of the company. {a
final word}; {a final voice}; {a final authority}

37. Our ob6opor kamitana is more than £ 300 min. {cash turnover}; {turnover
of capital}; {money turnover}

38. Besides we have two mouipni dipmu in Holland and Germany with their
headquarters. {daughter management}; {daughter companies}; {sister companies}

39. Shares and bonds can be nepenponani Ta nepekyruieni. {resell and rebuy},
{sell and buy many times}; { negotiable}

40. I"d like to buy 10% o6urirarii. {10% bonds}; {10% interest bonds}; {10%
shares}

Moay/ibHA KOHTPOJIBHA PodoTa 3.

1. We intend to pay all debts to the beginning of the dinancosuii year.
{fisical}; {fisacal}; {fiscal}

2. I’d like to make a career in OaHkiBchKa cripaBa. {bank business}; {banking};
{bank dealing}

3. Haiimenmuii npouent 3 mo3uku IS given to the preferred customers. {The
prime-rate}; {The least percent}; {The least rate}
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4. They prepare 3Bit npo npubytku and Gamancosuit 3BiT at the end of the
fiscal year. {the income statement ... balance sheet}; {the profit report ... balance
report}; {the report about income ... balancing sheet}

5. Our bank intends to give kopoTtkocTpokoBa mo3uka to this company. {a short
loan}; {a simple loan}; {a short-term loan}

6. VYpsan xomepiiiini Oanku. Government 3acHoBye commercial banks.
{establishes}; {creates}; {charters}

7. All banks set mporientr Ha mo3uky. {percents on loan}; {interest for a loan};
{loan interest}

8. Byxranrepcekuii 3BiT represents a data for creditors and investors. {Book-
keeping report}; {Book-keeping sheet}; {Accounting}

9. Real estate is the paacmicte 0f the company. {things}; {building};
{property}

10. We check akxtus i macus and define BapricTe MaliHa 3 BHpaxyBaHHSIM
3000B’s3aub. {assets and liabilities ... net worth}; {active and passive ... cost of
property}; {active and passive ... property worth}

11. They must research momut Ta npomnosuiis before they start to produce the
new item. {inquiry and need}; {supply and demand}; {requires and wants}

12. The supermarket offers pomatkoBi mocayru: home delivery, credit,
installation. {extra-services}; {additional services}; {super-services}

13. This company pursues Hepo3yMHa IiHOyTBOproroua mojituka. {fool pricing
policy}; {unsound price policy}; {irregular price policy}

14. Banks can isSUe akpeIuTHBH Ta PEeKOMEHIAIl#HI kpeauTHi jguctu. {the
letters of credit and credit reference letters}; {the credit letters and the reference
letters}; {the cheques and credit references}

15. We determine the efficiency of production with help of anamis
koedimienTis. {analysis of indicators}; {ratio analysis}; {analysis of attenuation}

16. Marketing includes transporting, storage, advertising, kanpkyJsitis min and
selling. {pricing}; {calculation of price}; {pricing calculation}

17. Some companies don’t manufacture and sell computers they 31ai0Th iX y
npokart. {rent them}; {lease them}; {leasing}

18. You are in Saudi Arabia and want to hire a car to tour the country. Is this
allowed? {Yes, but only if you are not a woman}; {Yes, but you must take a test first};
{No, tourists have to travel by camel}

19. You would like to visit a mosque in Morocco. Will you be allowed to go
inside? {at first, you must remove your shoes}; {you may enter only if you're a
Muslim}; {yes}

20. PerenpHe gocmimpkenns puHky needs for guarantying of success. {Attentive
market research}; {Careful market research}; {accurate market investigation}

21. You suggest a piece of chewing gum to your tour guide in Singapore, but
he looks shocked. Why? {Chewing gum is forbidden by law}; {Tour guides are
forbidden to accept gifts}; {Chewing gum is given to animals}

22. The right to grant a franchise is reserved to the {vendor};
{franchisee}; {parent company}
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23. llporpamue 3abesnedenns IS expensive. {Programm Providing};
{Software}; {Programming}

24. Usually a wholesaler has a large of items. {chain} {assortment};
{line}

25. The department store gives a 30 % __ on all Chinese shoes. {discount};
{guarantee}; {cost}

26. A wholesaler does not deal with the , he deals with a retailer. {cost};
{manufacturer} {consumer}

27. There are different _ of distribution helping to bring goods to the
market. {chains}; {lines} {channels}

28. We can't __ you good quality of service. {insurance} {guarantee};
{certificate}

29. Franchise is a good way a person to {get rich}; {get business experience};
{meet competition}

30. delegate authority - {posmominstu mnoBHOBaxkeHHs}; {Oparu Ha cebe
BIAMOBITATBHICTB }; {p0310AUIATH 000B’ SI3KH }

31. controller - {ronosuwuit pinancuct}; {kourpomnep}; {Oyxranrep}

32. red-tape - {memotpiOHa pobOoTa}; {HeiikaBa pobOoTa}; {KaHIEIIPChKa
pobora}

33. specification — {cnenudikariisi}; {BHCCCHHHS JONOBHEHb }; {~ YyTOUYHCHHS }

34. At dinner table it is extremely impolite to say how hungry you are.
{Turkish}; {Indian}; {Chinese}

35. The sometimes need to be offered more food three times before
they will accept. {Japanese}; {Indian}; {British}

36. In countries food is usually eaten with just three fingers of the right
hand. {Turkish}; {Indian}; {Arab}

37. Polite discussion between strangers or acquaintances is called . {small
talk}; {corporate hospitality}; {facial expressions}

38. Rules limiting what people can or cannot wear are called a . {small
talk}; {dress code}; {facial expressions}

39. An important business meeting is not the place for . It can go horribly

wrong. {humour}; {entertainment}; {gestures}
40. Bogdan is an important person in our company. He is a member of the
Board of . {Directors}; {Executives}; {colleagues}

MoayabHa KOHTPOJIbHA podoTa 4.
1. From our own experience we can testify that native speakers as a rule excuse

, grammatical or lexical errors of a communicator - foreigner.
a) mistake | b) pronunciation | ¢) misunderstanding |

2. The communicative etiquette is accompanied by the , which are not
the same for the representatives of different cultures.
|a) nonverbal means of [ b) some means [c) verbal means of |
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| communication | | communication |

3. Passing from business dinner to a directly discussing of a certain project or
agreement business partners take off their and turn up their shirts sleeves.
a) jackets | b) hats | ¢) shoes |

4. The Nordic nations use gestures :
| a) very often | b) very little | ¢) seldom |

5. The employer can also use other valuable sources, for example,
agencies, consulting firms, placement offices and professional societies.
a) professional | b) employment | ¢) searching |

6. An application form of a visa can be obtained at the
| a) embassy | b) office | ) department |

7. Before boarding the plane, you are requested to present a valid passport

together with a ensuring that you are not violating any of your country's
law.
| a) custom declaration | b) valid passport | ¢) special document |

8. Bringing things illegally from one country to another is called

| a) stealing b) plundering | ¢) smuggling |
9. To price for accommodation at the hotels adds VAT, it makes up 17.5% of
the price. Cost of often includes into cost of accommodation.
| a) breakfast | b) dinner | ¢) lunch |

10. The main task of any business letter writing is the method which will
to convince your interlocutor.

a) convey | b) help | ¢) must |

11. g KepiBHUIITBOM
| a) under control | b) with superior | ¢) to be run by |

12. mpuiiTi 10 3roau

a) come to an|b)toagree c) to go to consensus
agreement

13. micrie mpu3HAYCHHS
| a) place to attend | b) arriving city | ¢) destination

14. mpolT MUTHUI JOTJISII
a) to go through customs | b) to get the customs c) get through the customs
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15. kepyBatu Gi13HECOM
| a) to run business | b) to control business | c) to run a business

16. Ileit MeHemKep HE BMi€ YKIaJAaTH YTOIU.
a) to conclude an| b)tosigna contracts c) to do deals
agreement

17. Bam noTpiOHO 3apeecTpyBaThCs B TOJIOBHOMY BECTHOIOJ1 a€pOMOPTY.
| a) to check in | b) to register | ¢) to sign

18. Ha 11 roauHy paHKy B MeEHE MpuU3HAYEHA 3YyCTpi4 3 OJHUM i3
IIPEJCTaBHUKIB IT1€1 KOMITaHI].
a) have a Dbusiness|b) have an appointment | ¢c) have got a small talk
meeting to with with

19. In Pakistan, remember the Moslems pray 5 times a day, so don’t be surprised

when, in the midst of , your partners excuse themselves and conduct
prayers.
a) negotiations b) business meeting C) appointment
20. Stress the of your company when dealing with Germans, Dutch,
and Swiss.
a) responsibility b) reliability c) longevity

21. Body language ...

a) sighs, yawns, knocking | b) shaking hands, | c) smiling, blinking,
loudly or softly at the | touching, etc browning, looking someone
door, clicking a ballpoint straight in the eye, looking
pen, etc. down, etc.
22. We have got to the meeting in London because our boss will be in
Spain.
| a) go | b) attend | ¢) visit |
23. Something came up so they Monday’s meeting till Friday.
| @) postponed b) cancelled | ¢) fixed |

24. 1f someone looks you straight in the eye, this means that they are
| a) not honest | b) trying to frighten you; | d) being friendly |

25. You are talking to a visitor from Britain. Which of these questions do you
ask him or her?

a) How old are you? | b) Are you married? c) What part of Britain do you come
from?
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26. Polite discussion between strangers or acquaintances is called
| a) working breakfast | b) corporate hospitality | ¢) small talk |

27. We spent over $ 65 000 last year on
| a) working breakfast | b) corporate hospitality | ¢) public holiday |

28. fruits are taken
| a) with special fork | b) by hands | ¢) after meat |

29. BaMm noTpiOHO 3aJeKJIapyBaTH CBOi peyi.
| a) declare | b) comitted | ¢) pay |

30. roJoBHUI (PIHAHCUCT

| @) main accountant | b) major bookeeper | c) controller |
31. mrar
| a) personnel | b) workers | ¢) colleagues |

32. migBUIeHHS KBaTi(hiKaIii
| a) upgrading | b) rise of experience | ¢) background |

33. Mu noBHHHI 3aIUIATUTH MUTHI 300pU Ta MPOWTH MUTHHUI AOTJISI.
| @) customs costs b) customs charge | ¢) customs fee |

34. I1ani T. BMie po3moauIsITH 000B’ I3KH.
a) delegate authority b) distribute responsibilities | ¢) divide
authority

35. YV cdepi moro 06e3nocepeHbOr0 MiANOPSJIKYBAHHS TPH KepiBHUKA
B1JIJILTIB.
| a) field of control | b) sphere of authority | ¢) span of control |

36. S He 3HAOMMIA 3 OPraHi3aIliiHOK CTPYKTYPOK HAIIOTO MiTIPUEMCTBA.
| a) organisational chart | b) organisation structure | c) complex structure |

37. A iIs a person of high rank in an organization, usually next in
importance to the Chairman.
| a) director | b) managing director | ¢) colleague |

38. doesn’t mind changing his/her habits
| a) nervous | b) obstinate | ¢) ambitious |

39. You will need to communicate with the examiner at the end of the course,
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a) if you are going to | b) by talking face to|c) in order to get through
pass face your course successfully

40. doesn’t get angry or irritated quickly
| a) not nervous | b) patient | ¢) happy |

Mony/ibHA KOHTPOJbHA podoTa 5.

1. BIH X04C CTBOPUTHU Ta 3dPCECTPYBATU HOBY KOMHaHiI'O.
| a) organise ... register | b) create ... list | c) setup ... register |

2. Y 1iil akuioHepHiil KoMnaHli THMYacOBUH IITAT.
| a) permanent staff | b) temporary staff | c) part-time personnel |

3. Hamra ¢ipma mae nodipHi komnadii B ITamnii Ta AHIii 13 mTabKkBapTUpaMH.

a)  subsidiaries ... |b) additional firms ... |c) daughter
offices offices companies
headquarters

4. 1le HempuOyTKOBA KOMIAaHIA, i1 aKIlii HE KOTUPYIOThCS Ha OipKi.
a) listed company b) unlisted company C) joint-stock
company

5. SIkuii 060poT KamiTany Bamroi kommanii?
| a) profits and losses | b) movement of capital | c) turnover of capital |

6. Ileit dbinaHcoBHi pik OyB CKIAIHUM I HAIIoi Gipmu.
| a) fiscal year | b) credit year | ¢) current year |

7. BiH Mae BIIacHUM raJJaHTepPEHHUN Mara3uH.
| a) grocery | b) small shop | ¢) fancy goods department |

8. BiH 040J110€ MPOMHUCIIOBHIA BIJUILI HAIIOTO MIAIPUEMCTBA.
| a) enterprise office | b) commercial department | c) factory department |

9. Ha xanb, B MeHe HeMae B’13HOI Bi3H.
| a) entrance visa | b) exit visa | ¢) current visa |

10. People communicate with each other in many ways,
a) to pass on information, | b) actually receives | ¢) by talking face to face
give instructions and to|and understands | or over the telephone, or
discuss matters of interest | the messages by sending e-mails and
letters
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11. can change people's opinions
| a) persuasive | b) independent | ¢) attentive to detail

12. External communications are communications
a) noise in a factory | b) between people in | ¢) with people outside
where a meeting or |the same | the organisation

conversation is taking | organisation
place

13. 4 He BinOBIAAIO 32 BUPOOHUYI OOprH.
| a) responsible | b) correspond to | ¢) fulfil

14. open and friendly
| a) sensitive | b) outgoing | ¢) adaptable

15. Bu Bxxe 3aI0BHUIN MUTHY JICKJIapaIliro?
| a) fill | b) occupy o) fillin |

16. SIxa mera Bainero Bi3uty f0 Haioi kpainu? - Lle BiapsupKeHHS.
| a) business trip | b) small trip | ¢) business mission |

17. regularly checks the quality of his/her work
| a) adaptable | b) independent | ¢) attentive to detail |

18. Bu maete 4yn0B1 peKOMEH IAIlli.
| a) references | b) annotations | ¢) resumes |

19. 4 3naro, mo Bama ¢ipma mae BakaHcii0 MEHEKepa 3a 30yTy.
| @) a position | b) a free position | ¢) an opening position |

20. Uneni mpaBiiHHA HECYTh IOPUINYHY BIIMOBIIATBHICTB.
| a) juridical responsibility | b) unlimited liability | c) limited liability

21. Miit 6e3nocepeHiil KepiBHUK — Iy’Ke MyHKTyaIbHa JIFOIUHA.
| a) immediate superior | b) direct manager | ¢) ingenuous superior |

22. Xopommwii OyXrajirep MOKe BECTH CIIPaBy Kparie HiXK BH.
| a) financial superior | b) financist c) bookkeeper

23. 51 3BUTbHIO MOTO 0€310CEPETHBOr0 MiUIETIION0 TOMY, IO BiH Jieaap.
a) immediate b) direct employee | c) immediate worker

subordinate

24. 11a dipma mponoHye OUTBIIT BUCOKY ILIATHIO.
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| a) fee

| b) wages

| ¢) salaries |

25. A Multicultural Person - ...

a) is someone who can
hardly adapt to living in a
culture different from
their own

b) is someone who can
easily adapt to living in a
culture different from
their own

c) iIs a member of a
community

26. People in the USA tend to guard their and often feel that those who
do not respect it are being offensive, invasive or too intimate.
| a) personal space | b) personal paper | ¢) personal place |

27. The employer has sets of qualifications to consider if he wants to
choose from among the applicants.
| a) three | b) four [ ¢) two |
28. ... native speakers as a rule excuse , grammatical or lexical errors

of a communicator-foreigner
| a) pronunciation | b) behaviour

| ¢) multiculturalism |

29. People in the USA shake hands more often than
| @) Muslims | b) Ukrainians | ¢) Europeans |

30. The communicative etiquette is accompanied by the of
communication, which are not the same for the representatives of different cultures.

| @) nonverbal means | b) contacting means | ¢) verbal means |

and skills.
| ¢) abilities |

31. The employer must consider a candidate’s education,
| a) personal features | b) experience

32. There are
| a) five

key qualities you need in order to be a multiculturalist.
| b) three | ¢) four |

e

| ¢) must be adaptable |

33. If you would like to be a multiculturalist you
| a) should be cultural | b) must be attentive

34. If you would like to be a multiculturalist you
| a) should be open-minded | b) must be attentive

oo

| ¢) must be successful |

35. If you would like to be a multiculturalist you ..
a) should be open-| b)mustbe attentive
minded

c) must be successful

36. If you would like to be a multiculturalist you ...
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a) need to be interested in | b) need to be correct c) must be successful
other cultures

37. Americans rarely to say goodbye, except on business occasions.
| a) shake hands b) see in to eyes | ¢) contact |

38. ... native speakers rather painfully respond to violation of the communicative and
behaviour
| a) book of etiquette | b) rules of etiquette | ¢) etiquette |

39. The employer must evaluate both personal characteristics or personality
traits through
| a) chats | b) meetings | ¢) interviews |

40. A contract often covers areas such as the methods to be followed if a
partner (6iomosumucs 6io yuacmi) or dies or new ones enter the business.
a) withdraws | b) refuse | ¢) come back |

MonyJ/ibHA KOHTPOJIbHA podoTa 6.

1. The Country Guest Houses are hotels in Great Britain.
| @) cheapest | b) cheaper | ¢) more expensive |

2. The text of an advertising letter must be original and base on main rules:
| a) three | b) four | ¢) five |

3. In the Scandinavian countries, in Britain, Holland, Belgium, and Germany,
people stand from each other - the “fingertips zone”.
a) further away | b) close to | ¢) very close to |

4. One of steps to firm business contacts establishments is exchange by
advertising materials with the purpose to give more full imagination about that

services which can (mpannsmucs, eiodbyeamucs) the base of the future
partnership.
a) occur | b) take | ¢) make |

5. In Pakistan, remember the Moslems pray 5 times a day, so don’t be surprised

when, in the midst of (nepecosopu), your partners excuse themselves and

conduct prayers.

| a) business parties | b) negotiations | ¢) appointments |
6. At formal meals, the (cmonosi npubopu) is placed in the order in

which it will be used.
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| a) dish sets | b) cutlery | ¢) knives |

7. The group of people working at the company are called
| a) workforce | b) staff | ¢) subordinate |

8. Bogdan is an important person in our company. He is a member of the Board

of .
| a) subordinate | b) colleagues | ¢) directors |
9. In you should keep both hands on the dinner table where they can be
seen.
| a) Bolivia | b) Africa | ¢) Mexico |
10. The sometimes need to be offered more food three times before they
will accept.
| a) Spaniards | b) Japanese | ¢) Arabs |
11. Tom works under Sheila Fayol. He is her
| a) subordinate | b) superior | ¢) director |
12. VYupasnstouunii (vkras yeody) 3 akIIOHEPHOI KOMIIAHIEID 3
00MEXEHOIO BIAIIOBITAJIBLHICTIO.
| a) stroke a deal | b) made an appointment | ¢) stoke negotiations |
13. opuouuna nazea
| a) legal name | b) legal title | ¢) legal requisites |

14. Once you have completed the application form obtained at the embassy,
you bring or send it to the country embassy together with your passport, a passport-

sized photograph and an to visit the country.
| a) legal name b) official invitation | ¢) currency |
15. Before boarding the plane, you are requested to present a passport

together with a customs declaration ensuring that you are not violating any of your
country's law.
| a) valid | b) real | ¢) legal |

16. It is important to know the existing regulations concerning the export of
and currency.

a) money | b) shares | ¢) goods |
17. The procedure in the most hotels takes a few minutes.
| a) check-about | b) check-in | c) check-over |

222



18. In the countries of East Europe such as Hungary, Poland, and Romania,
eople stand a , that is a little more distant that the “elbow zone”.
a) “fingertips zone” | b) “hand zone” | ) “wrist zone” |

19. Hospitality for a hotel is not an abstraction - it is a clean room, a
comfortable bed, a hot shower, a good meal, a courteous doorman and - last but not
least - a good !
| a) profit | b) advantage | ¢) peculiarityrofit |

20. Service of the hotels is supposed to begin at the door. So another person
who is important during the reception procedure is the doorman. He is stationed at the

entrance to the hotel and the guests in and out of taxis and cars, calls for cabs,
etc.
| a) assists | b) desings | ¢) proposes |

21. The transportation of currency or financial documents is permitted but it is
also regulated and you must report about them regardless the form of monetary
instruments (cash, checks or bonds). You also must declare the total value of all gifts
and commercial items and if their value exceeds the determined sum, you will pay

a) finance | b) duty | ¢) cash |

22. For example, peculiarity of the Americans’ communicative behaviour is
that the main place among typical samples of English communicative etiquette is

expression of , Which automatically are learned and used by the Americans and
English from their childhood.
| a) invitation | b) gratitude | ¢) thank you |

23. Bringing things illegally from one country to another is called smuggling.
The smuggling or unlawful importation of the goods which are restricted as well as

failure to such items is a violation of law and results in fines or other
penalties.
a) declare | b) register | ¢) report |
24. The guest is given a registration form to : the name and address, the
passport number.
a) fill in | b) fill over | ¢) fill out |

25. At formal meals, the cutlery is placed in the order in which it will be used,
starting from the outside and working in. The dessert spoon and fork are usually laid
at the of your place setting, not at the side.
| a) top | b) right [ ¢) left |
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26. It is considered impolite between courses unless your hosts say
otherwise.
| a) to dance | b) to leave | ¢) to smoke |

27. Concierges can for theatres or flights, arrange sightseeing tours, mail
letters and, in general, provide all kinds of useful information.
| a) take part | b) make reservations | ¢) do all impossible |

28. The handshake, with the right arm extended forward horizontally, allows

personal space to be maintained; other forms of (touching the elbow, kissing
the hand) are considered too intimate.
| a) communication | b) eyes to eyes | ¢) physical contact |

29. There are resort hotels used for entertainment or recreation. There are also
a lot of motels. They provide near the guests' rooms.
a) accommodation with | b) settling c) catering and rest
parking space

30. Oxford University research psychologist, Dr Peter Collett, examined some
of the differences in the "body language” among Europeans; he says that if we
compare the way different European nations use gestures, they fall into
groups.

a) five major | b) three major | ¢) several major |

31. Generally, p c) two feet eople in the USA stand apart from one
another, whenever possible; this is true when people are conversing, waiting in line
(especially in banks), or on public transportation.
| a) three feet | b) four feet | ¢) two feet |

32. A hotel bill can be paid in several ways: cash, credit cards are universally
accepted. The guests may also pay with

| a) traveller’s documents | b) traveller’s checks | ¢) travel’s checks |
33. The distance that separates one person from another — - also varies

between people of different nationalities.

| @) “personal place” | b) “special space” | ¢) “personal space” |

34. According to the purpose of the party and its solemnity receptions are: day-
time parties — a glass of champagne, a glass of wine, breakfast; evening parties —
dinner, fourchette, :

a) cold collations b) banquet C) supper, cocktail, banquet-tea
or coffee
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35. People stand close enough to

Greece, and ltaly.

in such countries as France, Spain,

a) touch each other easily

b) speak each other

hardly

c) pull each other

36. Upon arrival in a foreign country, you will have your passport inspected by

the immigration service and have your

checked by a custom officer.

| @) money | b) clothes | ¢) luggage |
37. 51 He 3BUK 10 (kanyenspcoka poboma).
| a) white-collar | b) red-tape | ¢) blue-collar |

38. Rules of behavour at formal parties: it is better to come up to a table once
more to take the appetizer than to stay at a table for a long time; remember that the
main purpose of such party is not

a) communication but

treatment

b) treatment but

communication

c) communication

39. Some want

ads say that certain qualifications are required, while
other qualifications are preferred or hoped for.

| a) ads

| b) announcement |

c) billboard |

40. A tip as a rule includes in to a bill in hotels and some restaurants (column —
Service Charge); if a tip doesn’t include into a bill, one should “give a tip”

a) 5-9% from sum of
account

b) 25% from sum of
account

c) 10-15% from sum of
account
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BIAIOBIAI 10 IPAKTUYHUX 3AHATDH

IIpakTnuHe 3anaTTA 1.
Polysemantic Nature of the Concept of Business Comminication Culture.

1. Complete the following text with the correct form of the word.

1) definitions;

2) achievements;

3) morality;

4) communication;

5)

development; 6) organization; 7) philosophers; 8) purposeful; 9) consciousness; 10)

changing.

3. Read the following text. For questions (1-5) choose the correct answer

(A, B, Cor D).

1) among; 2) use; 3) to; 4) when; 5) lot.

4. Find the American equivalent

underground taxi cab flat apartment company corporation
subway

city centre | motorway lawyer attorney | luggage baggage
downtown highway

jam jelly queue /ine post mail serviette napkin

football soccer

railway railroad

return ticket
round-trip ticket

shop assistant salesman

booking office | single ticket one- | autumn fall petrol gas
ticket-office way ticket

crosswalk full stop | crisps potato| paraffin kerosene
zebra period chips

crossing

time-table dustbin bag trash | tap fancet holidays vacations
schedule bag

film lorry truck cooker stove curtains drapes
movie

biscuits cookies

sweets candy

torch flashlights

dummy pacifier

6. Read the text “A Book of Etiquette”. For questions (1-5) choose the
correct answer (A, B, C or D).
1) of; 2) in; 3) to; 4) to; 5) by.
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7. Fill in the blanks with the correct word
1. e) small talk. 2. a) dress code. 3. c) facial expressions. 4. f) personal space.
5. b) make eye contact with the person.

. Translate into English

. | missed negotiations because my car was out of petrol.

. He is run by his uncle.

. Our directors did not come to an agreement.

. This manager can’t conclude agreements.

. One must pay cash for petrol.

. | made an appointment with one of the representatives of this company at 11

OO WNEFE O

am.
7. He is not a member of our staff.
8. I really like to chat online.
9. She must place money on deposit.
10. Our friend runs a construction business.
11. Small talk of Queen Elisabeth and members of royal family was recorded.
12. If you will see Mr.Petrovskyi remember us.
13. He didn’t like their conversation.
14. Give me, please, a bill.

9. Complete the text with necessary prepositions.
1) at; 2) by; 3) to; 4) of; 5) for; 6) of; 7) to; 8) by; 9) on; 10) for.

11. How the impression you may give, especially to a foreigner, can be
affected by. We form impressions from how people look, dress, speak, and express
attitudes by nonverbal means such as gestures, eye movements, or posture. Try to
determine the meaning of these statements

1. d) smiling, blinking, browning, looking someone straight in the eye, looking
down, etc. 2. e) sighs, yawns, knocking loudly or softly at the door, clicking a
ballpoint pen, etc. 3. a) shaking hands, touching, etc. 4. b) crossing your arms, sitting
up straight, etc. 5. c¢) hair, make up, suit, tie, etc. 6. g) politics, business, sport, family,
etc. 7. f) sounding cool, friendly, familiar, serious, etc.

12. Identify the tenses in bold, and then match them to their use.

1. v- law of nature; 2. ¢ - timetable; 3. « - action happening around the time of
speaking; 4. - result / consequence of a past activity in the present; 5. ¢ - expressing
irritation; 6. a - action which started in the past and continues up to the present with
emphasis on duration; 7. ¢- fixed arrangement in the future; s n-gradual development.
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13. Put the verbs in brackets into the correct present tense.
1. ismoving; 2. has evicted; 3. Have you been waiting; 4. are converting; D. freezes; 0. arrives; 7. Al you
Slgnlng, 8. becomes; 9. comes; 10. are still searching; 1 1. has signed.

14 Fill in the correct tense of the verb in brackets.

I'S Jane still thinking of rentlng the house?
B: Yes, why?
Well, some people winkthat it is haunted.

Mark isasting the curry to see if we need to add any more spices.
I don’t think we do. It wstesdelicious as it is.

Why are you smelling the milk? I only bought it this morning!
Well, it smells off to me!

N
ettt bl

15. Circle the correct tense
1. b) am seeing; 2. starts; 3. a) has been trying; 4. b) have spilt; 5. a) has
been reading.

IIpakTH4He 3aHATTSH 2.
Rules of Etiquette in Communication.

1. Read the text about Table Manners in Great Britain. Complete the text
with necessary words.

1) starting; 2) impolite; 3) smoking; 4) communication; 5) impressions; 6)
invitation; 7) daily; 8) adornment; 9) suitable; 10) longevity.

2. Translate into English

1. Set the covers on the table then put the cold collations.

2. An invitation card indicates a form of clothes - a frock.

3. My friends do not like formal parties.

4. Please, put on an evening dress without sleeves, lacy or kid-gloves and a
small little felt hat.

5. Can | help you?

6. | would like to speak to your representative.

7. One should put on a dinner-jacket or a tail-coat to this stand-up party but not
daily clothes.

9. When this manager is excited he uses gestures a lot and can insult a person.
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3. Match the beginnings of the sentences below with their endings:

1. b - to pass on information, give instructions, check and receive feedback on
activities, and to discuss matters of interest or concern. 2. a - in order to get through
your course successfully. 3. ¢ - if you are going to pass! 4. e - by talking face to face
or over the telephone, or by sending e-mails and letters. 5. d - actually receives and
understands the message the sender intends. 6. g - which uses words that have other
meanings in everyday language. 7. f - noise in a factory where a meeting or
conversation is taking place, interference on a telephone line. 8. i - between people in
the same organisation. 9. h - with people outside the organisation.

5. Read the text and complete the words in it. Give your comments on the
following rules etiquette.

Telephone Etiquette

1) manners; 2) sure; 3) voice; 4) wrong; 5) ldentify; 6) speak; 7) visitor; 8)
avoid; 9) best; 10) forget.

7. Choose appropriate word pairs to complete the sentences below
1. e) eye contact; 2. c¢) lunch break; 3. d) public holiday; 4. a) working
breakfast; 5. b) corporate hospitality.

8. lIdentify the tenses in bold, and then match them to their use.

1. (Past Simple) -4 - was in progress at a certain time in the past. 2. (Past
Continuous) - - happened before another past action; 3. (Past Perfect) - » - happened
at a specific time in the past; 4. (Past Perfect Continuous) - a - happened before
another past action with emphasis on continuation;

9. Match the prompts from each other column to make sentences.
1. before; 2. for; 3. when; 4. since; 5. while; 6. three times.

10. Put the verbs in brackets into the correct past tense. Justify your
answers.

1. broke; was painting; 2. passed; had been studying; 3. had Mary been
working; retired; 4. wes waing: bumped; 5. was shining; were singing; were driving; 6.
had finished; were waiting; rang; 7. Did you work; didn’t leave; 8. had visited; went;
9. Did you see; got; had already left; 10. was walking; heard.

11. Underline the correct words.
1. found; had broken. 2. was driving; when. 3. arrived; had gone. 4. When;
just. 5. had been living; for. 6. didn’t shave; didn’t have. 7. After; joined. 8. had been
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watching; when. 9. was having; went on. 10. never; before.

12. Put the verbs in brackets into the past simple or the present perfect.

1) has lead; 2) showed; 3) gave; 4) left; 5) wrote; 6) found; 7) has always
been; 8) has written; 9) has been; 10) won; 11) has continued; 12) have been made.

IIpakTuyHe 3aHATTH 3.
Etiquette in Business.

1. Complete the text with the necessary words from the table.

Etiquette in Business

1) communication; 2) business; 3) countries; 4) drink; 5) hospitality; 6) refusal;
7) negotiations; 8) prayers; 9) you; 10) of; 11) partners; 12) cultures.

3. Read the text below and look carefully in each line. If the line has a

word that should not be there, write this word on the line.
Handshakes

In Spain, let a handshake last 5 to 7 strokes; pulling away too
soon may be interpreted as a sign of rejection.

In France, however, the preferred handshake a single stroke. is
In Ukraine, the length of the strokes depends on the feeling you -
want to express:

a short casual stroke is good for business and longer the the
handshake, the warmer the welcome.

In Canada, a weak, “fishy” handshake is disliked. A strong firm -
handshake is most desirable.

In England, never stick pens or pencils other subjects in your or
front suit pocket.

Doing is considered gauche (socially awkward, tactless). S0
Stress the longevity your company when dealing with Germans, of
Dutch, and Swiss.

If possible, print the founding date your business foundation. on

4. How culturally aware are you at the table? Try the quiz below
1. Greece; 2. Brazil; 3. Portugal; 4. Japan; 5. Britain; 6. France; 7. Asian; 8.
Mexico; 9. Chinese; 10. Japanese; 11. American; 12. Spain; 13. Arab; 14. Poland; 15.

African; 16. Netherlands; 17. China; 18. Japan; 19. German.

7. Complete the dialogue with the appropriate phrases in the box:
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‘ Forgive me; I'm sorry, Sorry; Excuse me ‘

Clerk: Excuse me, can | help you? Something wrong?

Woman: Yes, I've got a terrible toothache.

Clerk: I’m sorry, to hear that. Have you taken a painkiller at all?
Woman: No, | have not got any.

Travel Agent: | Can | help you, sir?

Customer: 1'd like to book a flight to Rome, please.
Travel Agent: | And how do you want to pay? Check or credit card?
Customer: Credit card, please.

Travel Agent: | Can you give me the number?
Customer: 296782057717.

Travel Agent: | Excuse me?

Customer: 296782057717.

10. What are Your Holiday Plans for the Summer?

1. - a future action already arranged; 2. - a future action already arranged; 3. -
an intention / plan; 4. — possibility; 5. - an uncertainty; 6. - a future action already
arranged; 7. - a future action already arranged; 8. — possibility.

12. Put the verbs in brackets into the correct tense.
1. meets; 2. will Sam finish; 3. get; 4. arrives; 5. comes.

13. Fill in the correct future form of the verbs in brackets

1. | A: | am going;
B: | am going to be; will meet; have finished;
2. | A: | am going;
B:
A: | will get;
3. | A: | are going;
B: | is going to rain; will get;
4. | A: | Will you help;
B: | am picking; will help; get.

14. Put the verbs in brackets into the correct tense. How do you feel

about holidays in space?
1) has been; 2) will become; 3) has also realized; 4) are; 5) will need; 6) has
already made; 7) will be; 8) will pay; 9) will suffer; 10) are looking for.
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IIpakTnyHe 3aHATTA 4.
Telephone Conversation. Writing an Invitation Card.

2. Mark one odd out word.
1. D employer; 2. A conduct; 3. C programmer; 4. C rent; 5. B producing; 6. C
trainer; 7. B small talk; 8. B things; 9. A conductor; 10. D seller; 11. C shop-assistant.

6. Do the quiz “Around the World Trip”.

1. b) Refusing an offer of food. 2. b) Yes, but only if you are not a woman. 3. a)
Nothing. 4. ¢) You may enter only if you’re a Muslim. 5. ¢) None. 6. ¢) You can eat
very late, because Spaniards often eat after 11 p.m. 7. a) You are not allowed to drink
alcohol in Central Park. 8. a) Chewing gum is forbidden by law. 9. ¢) You shouldn’t
wash yourself.

7. Match the words from the left column of the table with the necessary
one from the right. Translate them.

cold collations; to chat online; stand-up party; to strike deals; a tail-coat; an
invitation card; to make an appointment with smb; a dinner-jacket; a small little felt
hat; to pay cash; to come to an agreement; formal party; kid-gloves; to be out of
petrol; place money on deposit; small talk; to miss negotiations; to run by; to be run
a business.

8. Read and translate the text “Bad Behaviour Abroad” (by Norman
Ramshaw). Complete the gaps with the correct forms of verbs in brackets.

1) gets; 2) have arranged; 3) will probably be; 4) to increase; 5) thought; 6)
understanding; 7) prefer; 8) like; 9) putting; 10) is; 11) needs; 12) to exchange; 13)
find; 13) worked; 14) to admire; 15) eat.

9. Insert the article if it is necessary.
1) The;-;-.2) The;-;-;-.3)-;-.4) The; -.5) The; the. 6) The; -;-.7) The;
the; the.

10. Fill in the where necessary, justifying your answers.

Holiday Destinations

1) -; 2) -; 3) the; 4) the; 5) the; 6) the; 7) the; 8) the; 9) the; 10) the; 11) the;
12) - ; 13) the; 14) —; 15) - ; 16) the; 17) the; 18) - ; 19) the; 20) the; 21) — ; 22) the;
23) the; 24) —; 25) the; 26) - ; 27) the; 28) the; 29) - ; 30) the.

11. Fill in the gaps using “a”, “an”, “the” or “x” (for the zero articles).

1. the. 2. an; The. 3. X. 4. X. 5. a. 6. the. 7. a. 8. an. 9. X. 10. X. 11. the. 12.
the. 13. a. 14. The. 15. the. X. 16. X. 17. the. 18. the. 19. X; X. 20. the. 21. an. 22. a.

232



23. X.

12. Choose the correct articles to complete the text. If no article is needed,

choose “-”.
1) the 2) the 3)a4) -5) -6) The 7) - 8) a 9) an 10) - 11) an 12) the 13) -.

IIpakTUyHe 3aHATTH 5.
Job Hunting.

1. Read the texts and decide which answers (A, B, C or D) best fits each
gap.

Where & How to Hire an Employee? Job Interview.

1) hire; 2) for; 3) find; 4) sources; 5) to; 6) among; 7) listed; 8) interview; 9)
on; 10) advance; 11) experience; 12) sheet; 13) alone; You should have a neat, clean
14) appearance; 15) contact.

. Translate into English.

. Call ahead to your employer.

. You find out all information in the personnel office of our company.
. This applicant is very modest person.

. My experience, skills and abilities are listed in this resume.
. Explain, please, the reason of delay.

. We need to hire a new employee.

. Wear the proper clothes on the interview.

. Their partners didn’t come to an appointment.

. They have big accounts in Europeans banks.

0. This company employs good job.

P OoO~NOOPWPNDEDN

3. Complete the dialogue “An Interview”.

1) morning; 2) seat; 3) application form; 4) long; 5) firm; 6) know; 7)
promising; 8) work; 9) countries; 10) equipment; 11) team; 12) contacts; 13) quality;
14) main; 15) pressure; 16) people 17) excellent; 18) salary; 19) experimental; 20)
lunch; 21) questions; 22) month; 23) start; 24) much.

4. Translate into English.

1. Our company has opening positions of a manager, a vice-president of
production and as secretary.

2. An administrator can hire and fire.

3. I'would like to speak to a vice-president of marketing.
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4. She doesn’t like to work under pressure.

5. I don’t accustomed to red-tape.

6. Do you understand that the position of a controller is very responsible?
7. Apply for the employment agency.

6. Make up as many sentences as possible, as in the example:

Travelling by bicycle is the best good for your health. Travelling by car is not
good for your health than travelling by bicycle. Travelling by train is better for your
health than travelling by car.

Travelling by bicycle is not very noisy. Travelling by car is noisier than a
bicycle. Travelling by train is the noisiest of all.

A bicycle is very clean. A car is cleaner than a bicycle. A train is not very
clean than a bicycle and a car.

Travelling by bicycle is not very expensive. Travelling by car and plane is the
most expensive of all. Travelling by train is more expensive than travelling by car
and plane.

A bicycle is very comfortable. A car is more comfortable than a bicycle. A
plane is the most comfortable of all.

7. Complete the sentences using the correct forms of the comparative or
superlative

1. happier; 2. the biggest; 3. harder; harder. 4. the best. 5. the most beautiful.
6. healthier. 7. more interesting. 8. the most difficult. 9. earlier; sooner. 10. better.

8. In pairs, use the pictures and the prompts to compare life now and in
the past. Think about: life; people: dwelling; transportation; work; cities; streets.

Suggested answer key:

A People used to work longer hours.

B: That’s right. Most people nowadays work quite short hours.

A: Dwelling used to be quite inconvenient in the past.

B: Yes, but now they are very convenient.

A Inthe past transportation was much slowver.

B: You're right. These days transportation is very fast.

A: Life used to be quite dangerous in the past.

B: T agree. Nowadays it’s much safer.

10. Read the text below. For questions (1-5) choose the correct answer (A,
B, Cor D).
1) elder; 2) close; 3) much; 4) most; 5) happy.
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11. Read the text below. For questions (1-5) choose the correct answer (A,
B, Cor D).
1) worst; 2) colder; 3) warm; 4) far; 5) the least.

IIpakTuyHe 3aHATTH 6.
Filling in an Application Form and Writing a Resume.

1. Use the following words to complete the description

The company usually advertises the job vacancy in a newspaper. The job
advertisement usually gives the job title and describes the job requirements. It
sometimes gives the salary and gives the description of the working conditions and
career prospects as well.

The applicant then sends in a covering letter and a resume (CV), which gives
personal details and lists qualifications and experience. The company then makes a
short list of the most suitable candidates and invites them for an interview. The
company then chooses the best candidate and makes an appointment.

2. Exercise practice.

Some pairs of words often occur together. Match the verb in column A with the
noun in column B.

answer the phone; attend lectures; cash price; join a team; programme a
conference; sign a cheque; run a business; fill in an application form; offer a
discount; owe money; export goods; welcome a visitor; arrange a meeting; send a
telex; interview an applicant; type a letter; appoint a new manager; pay tax; solve a
problem.

3. Translate into English.

1. He is a competent worker and he always recruits the staff of our company.

2. It is very competitive company; it offers high salary and bonuses.

3. My father holds the position of a head of department.

4. Mary works as a waitress in the restaurant to earn money for fees.

5. Their Board of directors consists of an executive, a managing director, a
vice-president and a controller.

6. Fill in your name and surname, please.

7. What upgrading and references do you have?

8. My friend is a promising employee, she has many obligations.

9. Wages is lower than salary.

4. Complete the following sentences using suitable words. Be attentive:
there are two extra words.
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1. personnel. 2. workforce; employees. 3. colleagues. 4. managing director. 5.
boss. 6. subordinate. 7. directors.

5. Speaking Practice.

5.1. You are the Director of Personnel. Your company has opening
positions of a Secretary, Accountant / Bookkeeper / Controller, Sales Agent.
Meet the applicants.

Suggested answer key:

- Good afternoon. What is your name?

- Where did you work earlier?

- What position did you hold?

- Have you any references from your previous work?

- What foreign languages do you know?

- Fill in the application form, please.

- See you on Tuesday at 10 am.

- Good bye.

5.3. What activity is necessary for each position?

Suggested answer key:

2) Miss Klimchenko and Mr Rozumkiv — they are Computer Operators. They
set up new software.

3) Mrs Olesiuk and Mrs Holubovska — they are typists. They type letters.

4) Ms Sirenko - she is a Receptionist. She answers telephone calls and
communicates with visitors.

5) Mr Veselovskyi — he is an Accountant. He uses calculators, prepares
invoices and makes balance sheets.

6) Miss Stasiuk and Miss Demchenko — they are Secretaries. They answer
telephone calls, welcome visitors and communicate with them.

7) Mr Nepyivoda — he is a Manager. He concludes agreements, arranges a
meeting and appoints a new manager.

8) Mr Kats - he is a driver. He drives a car and carries letters.

9) Mr Dmytrenko — he is an electrician. He keeps electricity going.

10) Miss Mamchur and Mr Zinchuk — they are trainers. They teach
apprentices.

11) Mrs Chornous — she is a white-collar worker. She answers inquires, types
letters and writes telexes.

12) Ms Kukhta - she is a journalist. She interviews and writes reports.

13) Miss Bursa and Mr Zhukovskyi — they are Website Designers. They design
websites.

9. Translate into English
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barato mkapmerok - a lot of / many socks; 100 pokis - a / one hundred years;
2.143 moguau — two thousand one hundred and forty-three persons; 57.189-i
cryaenr — the fifty-seven thousand one hundred and eighty-ninth student; 5 cotens
xkinok — five hundred women; corri nraxis - hundreds of birds; Jlexineka THCsIY
KHIDKOK — Some thousands of books; 2 mineiionu giteit — two million children.

IIpakTuyHe 3aHATTH 7.
Reference Letter.

5. Choose the proper English equivalent for.

1. Purchasing Manager; 2. Personnel Manager; 3. Marketing Director; 4.
Executive; 5. Home Sales Manager; 6. Public Relations Manager; 7. Production
Manager; 8. Managing Director; 9. Chairman; 10. Financial Director; 11. Overseas
Sales Manager; 12. Advertising Manager; 13. Chief Accountant, Controller; 14. The
Board.

9. Match the definitions in A with the correct adjectives or phrases in B.
1. d. ambitious; 2. g. outgoing; 3. h. energetic; 4. i. persuasive; 5. j. patient; 6. b.
creative; 7. a. sensitive; 8. e. adaptable; 9. f. independent; 10. c. attentive to detail.

14. Match the words from the left column of the table with the necessary
one from the right. Translate them.

To work under pressure; to fill in; a managing director; to earn money for
fees; a head of department; a Board of directors; to hold the position; red-tape; an
opening position; to be accustomed to.

15. Insert few, a few, little or a little.
1. few: 2. a little; 3. few:; 4. little; 5. few; 6. a few.

IIpakTnyHe 3anaTTA 8.
Types of Negotiations and Mediation.

3. Write down three forms of the following verbs.

Make — made - made, cut — cut - cut, play — played - played, conclude —
concluded - concluded, break — broke - broken, run — ran - run, speak — spoke -
spoken, get — got - got, know — knew - known, come — came - come, forget — forgot -
forgotten, put — put - put, buy — bought - bought, build — built - built, do — did -
done, go — went - gone, tell — told - told, understand — understood - understood, find
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— found - found, clean — cleaned - cleaned, live — lived - lived, repair — repaired —
repaired, accept — accepted - accepted, act — acted - acted, add — added - added, cost
— Cost - cost, set — set - set, assist — assisted - assisted, shut — shut - shut, connect —
connected - connected, direct —directed - directed, lend — lent - lent, distribute —
distributed - distributed, draw — drew - drawn, spell — spent - spent, deal — dealt -
dealt, impress — impressed - impressed, inform — informed - informed, feel — felt -
felt, keep — kept - kept, lay — laid - laid, lose — lost - lost, manage — managed -
managed, pay — paid - paid, sell — sold - sold, occupy — occupied - occupied, operate
— operated - operated, have — had - had, hold — held - held, drink — drank - drunk,
fly — flew - flown, grow — grew - grown, prefer — preferred - preferred, produce —
produced - produced, show — showed - shown, catch — caught - caught, restrict —
restricted - restricted, fall — fell - fallen, forgive — forgave - forgiven, satisfy —
satisfied - satisfied, stand — stood - stood, take — took - taken, stick — stuck - stuck,
suit — suited - suited, vary — varied - varied.

IpakTuyne 3anaTTH 9.
Theory and Practice of Diplomatic Negotiations.

. Translate into English.
. They can model modern buildings.
. She can’t drink coffee without sugar.
. My elder brother couldn’t help singing.
. I can’t but say her about this accident.
. We may buy these books.
. You should see your teacher.
. The laptop might be hers.
. | used to think that lie is normal phenomenon among teenagers.
. He can’t tell lies.
10. He can’t have done.
11. He is a polyglot. He can speak German, English, Mandarine, Italian and
Spanish.
12. We must pass this exam.

OCoOoO~NOoO OIS, WNPEFP W

4. Translate into Ukrainian.

1. Y MoxHa MeHI 1€ B3ATH?

2. Illo T 6Gaymnm Ha qOTIIIi?

3. lle mae 6ytu mani Onbra.

4. Yy morxkHa HaM 3’ICTH BCI1 TICTeYKa?

5. BoHr MOBHHHI TPOYUTATH IIEH KOHCIIEKT.

6. Bona 3a3Buuaii Bene I10I€HHHUK.

/. 3aBTpa, MOXJIMBO Mie JOIL.

8. Tu MOBMHEH KOPUCTYBATHUCS TUIBKH CBOIM PYIITHHKOM.
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9. 4 ne 3BuK icTu 6€3 coul.

10. Bam ciij OyTH yBaXKHIIIUM KOJIM TH POOUII A€TaIbHUN aHATI3.
11. Bam cnig HanucaT 1e.

12. Most MaTu 3BUKJIa paHO BCTABaTH.

13. To61 103BOJIEHO MEPEBIPUTH TXHI JOKYMEHTH.

IIpakTuune 3ansarTsa 10.
Business Correspondence.

1. Read the following texts and complete the words.

1) suggestions; 2) should; 3) writing; 4) neither; 5) attractive; 6) grammatical,
7) impression; 8) friendly; 9) communication; 10) personality; 11) heading; 12) short;
13) reader; 14) information; 15) polite; 16) questions; 17) draft; 18) science; 19)
attention; 20) professional.

2. Complete the following texts with the words.
1) end; 2) peculiarities; 3) simple; 4) example; 5) respect; 6) words; 7)
abbreviations; 8) speak.

3. Fill in the gaps of the text with the necessary prepositions.
1) of; 2) in; 3) for; 4) down; 5) from; 6) of; 7) at; 8) in; 9) for; 10) in.

4. Underline the correct preposition.
1. of; 2. on; 3. on; 4. from; 5. with; 6. about; 7. about; 8. to; 9. on; 10. with.

5. Make up new words with help of ending —ing. For example: to read —
reading.

The Verb —ing The Verb —ing

to speak speaking to plan planning
to clean cleaning to cancel cancelling
to pay paying to jog jogging

to write writing to travel travelling
to see seeing to print printing
to begin beginning to sit sitting

to grow growing to stop stopping
to drive driving to allow allowing
to fax faxing to answer answering
to hope hoping to train training
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6. Choose the correct words to complete the sentences.
1. to translate; 2. cooking; 3. to go; 4. Collecting; 5. tell; 6. speak; 7. to help; 8
dressing; 9. to listen; 10. do.

7. Complete the sentences with correct form of verbs.
1. (to wash) 2. (telling) 3. (signing) 4. (to do) 5. (to speak) 6. (eating) 7. (to
meet); 8. (leaving) 9. (staying) 10. (to be) 11. (smoking)

. Translate the following sentences into English.
. Your attorney signed the deal of buying the house.
. His car passed us without stopping.
. | find working in the garden very useful.
. We postpone the selling of this company.
. Don’t put off repairing the watch.
. She insists on buying of this book.
. The patient is past operating on.
. He gave up smoking after that accident.
. We are looking forward to your answering.
10. He was fond of playing the piano, when he was a child.
11. This book is worth reading.
12. We worked without talking.
13. He left without saying anything.

OO ~N®OTA, WN P 0

. Translate the following sentences into Ukrainian.

. Bonn Hamaranmcs He XOAWTH 1O TPaBI.

. Bona npo6auuna iiomy Te, 110 BiH MaJIUTh.

. 51 000 TAHIIIOBATH.

. 'anHa mOOUTH XOUTH B KIiHO.

. Bonu BigmoBiganu ogHe il T€ X came.

. IZOMy HE Mo00a€ThC AyMKa PO MiAMUCAHHS IIET yTOIH.
. lux 3710YMHIIIB HEMOXJIMBO BPSITYBATH.

. Hemae cency pobutu 11e.

9. L1z poGoTa HE BUTPUMYE TIOPIBHSIHHS 3 HOTO MEPIIMMH TBOPAMHU.
10. Bona minmna g010My 3aMicTh TOTO, 00 MPUATH CIOH.

OO OIS WN — O

IIpakTuyne 3ansarTsa 11.
Types of Letters.

4. Read the text about business letter. Complete the text with the correct
form of verbs.
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1) be divided; 2) concluding; 3) sends; 4) to make; 5) give; 6) to reduce; 7) are
interested; 8) to start; 9) be written; 10) have receive; 11) encloses; 12) are solved;
13) is; 14) will see; 15) have; 16) are placed; 17) are numbered; 18) fill; 19) signed,;
20) to inform; 21) are enclosing; 22) to write; 23) says; 24) have declined; 25) is
expected.

6. Choose the correct words to complete the sentences.
1. writing; 2. typed; 3. Going; 4. Having; 5. frightened; 6. dividing; 7. running;
8. issued; 9. taken; 10. knowing.

7. Complete the sentences with the correct Participle (Present Participle or
Past Participle).

1. Running; 2. published; 3. knowing; 4. repaired; 5. playing; 6. broken; 7.
produced; 8. knowing; 9. cooked; 10. made.

IIpakTuyHe 3anaTTH 12.
Presentation of a Commercial Letter.

1. Fill in the gaps with the words from the table.

Presentation of a Commercial Letter.

1) companies; 2) style; 3) letters; 4) study; 5) handwritten; 6) margin; 7) sheets;
8) address; 9) stationery; 10) numerals; 11) come; 12) name; 13) includes; 14)
information; 15) consists; 16) woman; 17) employee; 18) instance.

2. Read the following text “The Letter Heading & the Layout” and
complete it with the necessary prepositions.

1) of; 2) in; 3) with; 4) to; 5) until; 7) in; 8) out; 9) from; 10) with; 11) with;
12) of; 13) to; 14) below; 15) to.

3. Fill in the correct words.
1. eager; 2. pUt a lot of effort; 3. puts; emphasis; 4. enthusiastic; D. familiar; 6. IS famous; 7. experienced; 8.

expert.

5. Match the informal sentences to the semi-formal ones of the same
meaning. Then, identify the type of letter each pair came from — accepting /
refusing an invitation, thank-you letter, asking for / giving information, apologizing,
giving advice.

1 | thank-you letter |
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asking for information
accepting an invitation
apologising

giving advice

giving information

OB WIN

6. Fill in the correct preposition if it is necessary.
1. -; 2. during; 3. at; 4. in; 5. on; 6. for; 7. at; 8. - ; 9. on; 10. in; 11. in; 12. in;
in. 13. on; 14 at; 15. at; 16. - ; 17. at.

7. Insert the necessary preposition: in, on, at.
1.in; 2. 0n; 3.in; on. 4. at; on. 5.in; 6. at; 7. at; 8. on; 9. in; 10. in; 11. on; 12.
in; 13. in.

8. Fill in the preposition.
1. below; 2. about; 3. except; 4. Besides; of. 5. under; 6. into; 7. about; 8.
about; 9. between; 10. among; 11. for; 12. while; 13. by.

IIpakTuyne 3ansaTTs 13.
On a Business Trip.

1. Read the text “Going Abroad” and complete with the correct form of
verbs.

1) need; 2) obtained; 3) filling; 4) completed; 5) to visit; 6) to boarding; 7) are
not violating; 8) to know; 9) have; 10) checked; 11) Bringing; 12) is; 13) are not
allowed; 14) to report; 15) declare; 16) exceeds.

N

. Translate the following sentences into English. Use the phrases from the
table.

. When you will check-in don’t forget to pay customs fees.

. Have you already got through the customs?

. These are customs free goods.

. | read he is a dangerous smuggler.

. You must pay fine and penalty.

. After questioning you’ll have restricted term of staying in our country.
. These things are liable to duty.

. Do you know that he is busy with trafficking?

. They didn’t pay customs.

O 00O ~NO Ol WN B
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10. | have nothing to declare.
11. It is a gift for my friend.
12. This camera is for my personal use.

3. Complete the sentences with the following answers
Susan | Grand Tour Agency. Susan Sharp speaking.
Hans | Hello, Susan. This is Hans Bradley. | need to send two of our sales
managers to Rome next week. Are there any British Airways flights
about the time?
Susan | OK. When do they plan to leave?
Hans | Monday October 14,
Susan | And if you want to book a return flight I must ask you: How long are
they staying?
Hans | Four days. They would like to come back on the night of the 17", Are
there any seats available?
Susan | Let me have a look. There is a flight at 8.50 p.m. with British Airlines.
Hans | What are the options?
Susan | Fortunately, there are. I’ve just called it up on the screen. Shall I
reserve you two right now?
Hans | Yes, please. And make it Business Class, OK? When can the tickets
come?
Susan | In three or four days. I’ll send them to you as soon as they arrive.

4. Translate into English

1. You should apply for a visa at the embassy 5 months ago.
2. It is the concourse of the airport.

3. Unfortunately, I haven’t an entrance visa.
4. He doesn’t like to see somebody off.

5. When will you put a visa on a passport?
6. | am accustomed to travel light.

7. Do you have an open-date ticket?

8. You should vacate the room till 10 am.

9. They have got the bill ready for us.

10.? Can | get a receipt?

5. Translate the following sentences into English. Use the phrases from the
table.

1. You can have a snack in the refreshment room upstairs at the waiting room.

2. We will get on the long-distance train; we have an upper and lower berth in
the compartment 6.

3. We didn’t hear an announcement about arrival of their train.
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4. He will come by electric train.

5. My luggage is in the carriage.

6. She would like to book a ticket in advance to travel first-class.

7. Say me, please, is a dining-car in this train?

8. We have a sleeping carriage and when and where will we change trains?
9. He is on the train now.

10. Here is your bedding; our train is due to arrive in London at 6 am.

11. Passengers can book tickets at the booking office.

6. You would like to book the ticket on the flight to Munich. Translate
our conversation into English

Travel | Good afternoon. Can I help you?
agent

You [TpusiTaiitech. Crnuraiite, yu € KBUTKH 10 MrouxeHa. Good afternoon.
Are there tickets to Munich?

Travel | Yes, we have. What tickets do you need and when?
agent

You CnuraiiTe, 4y MOXKHA TPUIO0ATH OJMH KBHTOK €EKOHOMKIJIACY [0
MionxeHa, Ha BiBTOpok, 12 sxoBTHs. Can | buy one economy class ticket
to Munich on Tuesday, October 12?

Travel | Let me see ... I am sorry, sir. There are no seats left for Munich on
agent | Tuesday.

You CriuTaiiTe, 4 JIMIIWIKCS KBUTKH HA TOW caMuii peiic, Ha cepeny. If there
are any tickets left for the same flight on Wednesday?

Travel | Just a minute, sir ... Yes. There are some seats left for Wednesday.
agent

You CkaxiTh, O cepeaa Bac BiamToBye. CrnuraidTe BapTICTh KBUTKA 1 4H
BKJIIOUCHI y BapTicTh 300pu B acpomopty. Ok. Wednesday suits me. How
much does the ticket cost and are airport fees included?

Travel | It’s 198 pounds, sir, including airport taxes. ... Here you are.
agent

You Jli3Haiitecs HOMep peiica, cnuTaiite, Koiu BimmpaBieHHs 3 JIOHAOHY 1
ko npuizn y Mrouxen. What is the flight number? When does it
depart from London and when doesn it arrive in Munich?

Travel | The number of your flight is 572PG. It departs from London at 2.20 pm
agent | and arrives to Munich at 6.30 pm.

You CnouraiiTe, Y4 MOYKHA KYINUTU 3BOPOTHHUM KBHUTOK 3 BIAKPUTOIO JATOIO.
Can | book an open-date return ticket?

Travel | Yes, you can.
agent

You [Monskyiite. Thank you very much.
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8. You have an appointment in Glasgow. But you are in London now.
Translate your questions to the inquire office clerk into English.
You | Cnumaiime, xonu ioe nacmynuuii noizo y Inazeo. When does the next
train to Glasgow?
Clerk | At 8.45, Sir.
You | Cnumatime, yu ye niunuii noizo? 1s it an owl-train?
Clerk | Yes, the train has sleeping accommaodation.
You | Cnumaiime uu € 6 yvomy noizoi kyne ma naayxapm. Does this train have
compartment and reserved seats?
Clerk | Yes, it has.
You | Ckaorcimov, wo 6u xominu 6 63amu micys Oasi mux, Xxmo He Kypumbv. |
would like to take seats in the non-smoking compartment?
Clerk | I can give you the first-class non-smoking compartment.
You | [loosikyume. Cnumavime xoau gin npubysac y Inazeo. Thank you. When
does this train arrive in Glasgow?
Clerk | It is due to arrive in Glasgow at 6.30 a.m.
You | Ckadicimb, wo su cnooisacmecs, wjo noizo nputide euacro. | hope it will
arrive in time?
Clerk | Yes, Sir, it usually runs in time.
You | Cnumaime, 3 sikoi nramgpopmu 6in 6i0 ixncoxcae. What platform does it
depart?
Clerk | It departs from the platform 5.
You | lloosikyume 3a inghopmayirn. Craxcimo «/Jo nobauennsy. Thank you for
information. Goodbye.

9. Speaking practice. Translate into English

e Good afternoon. Can I get cash a traveller’s cheque?

eYes, of course. Your passport, please.

ePlease.

eThank you, it is ok. How much money do you want to get?

¢250 pounds and | would like to exchange another 50 for dollars. What is the
rate of exchange?

elt is 0,605. It is very profitable. Please take your pounds, 30 dollars and 25
cents. Please, list.

e Thank you, it’s okay. Where can I put my signature?

10. Translate the following sentences into English. Use the phrases from
the table.

1. Where can | get my luggage?

2. Here is my baggage claim check.

3. I can’t find my luggage.

4. | was not issued a baggage claim check when | checked in.
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5. My luggage is broken and some things are missing.
6. Where can | find a porter?

7. This is my luggage.

8. Please take these things to the taxi stand.

9. There are fragile things in my luggage.

10. Be careful, please.

11. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to pay duty; customs officer; to fill in the form; to vacate the room; to be duty
free; to pay customs fee; a duty-free shop; an open-date ticket; to get through the
customs; to be on vacation; check-in; to be on a business trip; to apply for a visa; to
put a visa on a passport; to travel light; articles for personal use; to see somebody
off; to be liable to duty; to stamp one’s passport.

12. Translate the following sentences into English. Use the phrases from

the table.
. Give me another customs form, please.
. Please, show me how to fill in this form.,
. Please, stamp my passport.
. What is the purpose of your visit?
. My brother is on vacation.
. Their managers are on a business trip.
. How long are you planning to stay in our country?
. | am going to stay in this country for two weeks.

. Here is my transit visa.
10. This is a duty-free shop.
11. Do | have to pay duty on the camera | bought here?
12. May | ask for a receipt?
13. Customs officers work in the Customs and inspect this airport.
14. 1 do not know the regulations of this country.
15. Unlawful transportation of prohibited goods is called smuggling.

OO ~NOO Ok, WNE

13. Speaking practice

Your colleague has to fly from London to Athens and then to Istanbul
where he has some appointments. Last month you have been in Athens and
Istanbul. Propose the best route for him. The airport time-table can help you.

Suggested answers:

You can buy a ticket on the flight BR 250. It departs from London at 07.50 and
departs at 14.25. The ticket costs 315.25 pounds.
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When you will be in Athens, you have about 3 hours to the next check in
because the flight BG 331 to Istanbul departs at 17.20 and arrives at 18.50. The ticket
costs 48.91 pounds.

14. Mr Petrenko is at Kyiv airport now. He has to fly to London and then
to go by train to Brighton where he will be met by a Junior Manager of
Continental Equipment Company. Complete the dialogue “At a Passport and

Customs Desk”:

Customs | Your passport, please. How long are you planning to stay in the

officer: country?

Petrenko: | Three weeks. Could I prolong my entrance visa in case of necessity?

Customs | Sure. The receiving party will take care of it. Now, put your bags on

officer: the baggage weigh-in table and give me, please, your customs-form.

Petrenko: | How much does it weight?

Customs | 23 kilos. I'm sorry, but you’ll have to pay an excess baggage charge.

officer:

Petrenko: | OK. How much is it?

Customs | That’s $36... Thank you. Have you anything to declare?

officer:

Petrenko: | What?

Customs | Alcohol, cigarettes, fresh fruits, plants?

officer:

Petrenko: | No. Only for personal needs.

Customs | Open your suitcase, please. Any gifts?

officer:

Petrenko: | One bottle of vodka, one can of coffee, three bars of chocolate, two
boxes of sweets and Ukrainian souvenirs.

Customs | All right. It is duty free. As you probably know, it is forbidden to bring

officer: more than two bottles of alcohol and two blocks of cigarettes to
England. And no limitations as to currency. Here is your form.

Petrenko: | Thank you.

Customs | Not at all. The next, please.

officer:

15. Speaking Practice

VsBiTh, MO 10 Bac TenedoHye NUTOBUN MapTHEP 13 AHTIIL, SKUW 30MpaeThes
MPUiXaTH y BIAPSIKEHHS:

- When do you plan to arrive?

- When does your flight arrive? We’ll meet you at the airport.

- Do we reserve a room at the hotel for you? Have a good trip!

- | would like to reserve a double room for four days starting on November
18™ on Tuesday.
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16. Insert the sentences with the following words from the box

1. flying my be faster, but | prefer going by train.

2. | always wanted to travel abroad.

3. Last summer | decided to go to Europe.

4. 1t was difficult to decide what to put in my suitcases.

5. I took a bus to my hotel.

6. The bus came in just at dinner time.

7. 1 found my hotel room ready for me.

8. | travelled through all the Mediterranean countries that summer without
being injuired.

17. Translate into Ukrainian.

1. Hozo 3paous naiixpawuii opye.

2. Mu nosepnemocs 3aempa.

3. He nocmynaiics Hikomy.

4. Ha sicans, 6oni ne sumpumana y 8 si3Huuyi.

5. Hapewmi 6onu 6onu eudanu ceoi pobomu.

6. Bin Kumys saumamucs meHicoM MUHYI020 POK).

18. Insert the corresponding postposition.
1. to; 2. on; 3. for; 4. for; 5. from; 6. of; 7. into; 8. to; 9. from; 10. to; 11. at;
12. to; 13. to; 14. to; 15. about; 16. of; 17. in; 18. in; 19. at; 20. to.

19. Fill in the necessary postposition.
1. at; 2. of; 3. for; 4. from; 5. over; 6. at; 7. up; 8. out of; 9. about; 10. in; 11.
at; 12. after; 13. of; 14. for; about; 15. for; 16. to; 17. for;18. at; 19. about; 20. at.

20. Translate the following sentences into Ukrainian.

1. Ilvomy uonosixosi micye y 8 a3Huyi.

2. Mos suumenvka poscepounacs na meue, Koau s 3ip8as 3aHsAmmsL.
3. Tepopucm npuyinuscs 6 noiicmena, aie He GUCMPIIUB Y HbO2O.
4. Bona xsopie Ha diabem.

5. Bin nomep 6io inghapxmy.

6. A cxopucmascsa moxcaugicmo nO3HAUOMUMUCS 3 HerO.

7. Ilouexauime, s He 6cmuearo 3a 6amu.

8. Ha wo eu namsxaeme?

9. Bin 30upaemuvcs npouumamu aucma.

10. 3acacime 6oconb.

11. Konu s nomunuecs y Hanucauwui iMeri 8 ankemi, 51 BUKPECIUG 1020.
12. Bin naeaoye meni Mmoo 05s0bKa.

13. Mene ne xsunoomes meoi npobiemu.
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14. Xmo onixyeamumemocs éamu?

IIpakTuyne 3ansaTTa 14.
Hotels.

1. Read the text about hotels and complete with the words from the table
below.

1) classes; 2) Arabian; 3) service; 4) stations; 5) hotels; 6) price; 7) breakfast;
8) jam; 9) corn; 10) eggs; 11) bill; 12) Hospitality.

2. Read the following texts below about some original, strange and
amusing hotels of the world. Match choices (A-T) to (1-18). There are two
choices you do not need to use.

1) - S - you can visit the many sights of London

2) - M - you can buy presents and souvenirs

3) - P - you can reserve a room like a bar of chocolate

4) - J - you can drink Champagne from a beer barrel

5) - D - people return to stay again

6) — N - possibility to see hand-made wood articles

7) - B - you are offered the most entertainment

8) - F - you can see huge wardrobes there

9) - R - night costs $288

10) - A - you can observe beautiful gardens and lake

11) - K - you can sleep at the four-poster bed and sit on the window seat

12) - G - it is necessary can to dive

13) - E - you can taste homemade food

14) - T - you buy some handmade souvenirs

15) - Q - only female guests used to stay

16) - C - if you like winter very much

17) - L - only female guests used to stay

18) - I - you can live on the old cedar

4. All these words are connected with holidays. Choose the correct
explanation.

1. To register is: b) to record your name in a hotel; 2. A view is: ¢) something
you see; 3. A receipt is: b) a record of payment; 4. A hotel guest is: c¢) a person who
Is staying at the hotel; 5. A caravan is: ¢) used to live in; 6. A message is: C) a piece
of news; 7. A flight is: a) a trip by air; 8. Abroad is: a) outside your own country; 9.
A youth hotel is: b) a kind of hotel; 10. A fare is: d) a price of a journey; 11.
Welcome is: @) a greeting; 12. A frontier is: c) between two countries.
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5. Translate the following sentences into English. Use the phrases from the
table

1. My friend would like to book a double room overlooking the park for 7 days
starting on December second.

2. We would like to reserve a room with a bed for a two-year-old child in an
inn.

3. Good afternoon! 1 would like to book a single room for 3 days starting on
August 24,

4. We need a twin room.

5. He would like to reserve a suite room for 2 days starting October 12

6. Do you have room service?

7. We would like an ocean view room.

8. Do you have vacant rooms?

9. Representatives of our company would like to book a room with a view of
the lake for 10 days starting May 1.

10. I need a half-board hotel for three weeks.

11. Last summer, we had a rest in a hotel with all-inclusive meals.

12. We would like to reserve a “junior suite room” in the B&B hotel for 5
days. How much will it cost per day?

13. We need a standard room in the FB hotel.

14. Can | inspect the superior room? Are meals included?

6. You need a room in the hotel. Translate your questions into English.
Clerk | Good morning, Sir. Can | help you?

You || need a single room with shower, toilet, and continental breakfast for
one week.

Clerk | I am sorry, sir. | am afraid we have no rooms with a shower available at
the moment.

You | Is it possible to reserve a room with a bath?

Clerk | Let me see ... . Yes, there are some rooms.

You | How much does this number cost?

Clerk | 20 pounds a night.

You | Are there any cheaper rooms?

Clerk | I’'m afraid not. It’s the cheapest.

You | Is there a cheaper hotel here?

Clerk | You may try the Northern Star Hotel. It’s near the station on Davies
street.

You | Thank you very much.

8. Match the words from the left column of the table with the necessary
one from the right. Translate them.
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room facing the park; | would like to; room with a bed for a child; reserve a
single room for six days starting on April sixth; room service; double bed; all
inclusive; baggage is broken; private bathroom; baggage claim check; I would like
to speak to; taxi stand; bed and breakfast.

10. Translate the following sentences. Pay attention to the phrases in the
table.

1. Where is the reception desk?

2. This company spends a lot of money on corporate hospitality.

3. This 1s a bad hotel, they don’t have a porter, doorman, concierge and bell
men.

4. Good afternoon! My name is Dmytro Andriichuk. I reserved a single room. |
would like to check in.

5. Good afternoon! My name is Oksana Dmytrychenko. | would like to book a
suite for three days.

6. How many nights are you going to stay in our hotel?

7. You can pay by credit card.

8. Please, fill in the registration form.

9. We would like to pull out our reservation.

10. Last August, we had a rest in a luxurious hotel.

11. Good afternoon! Do you have vacant rooms? | need a single room for 3
days.

12. Is there another motel for autotourists?

13. The royal family has arranged a reception of guests and official
representatives at 4:00 p.m.

14. Have you already gone through the check in procedure at the service
bureau?

15. I would like to pay in cash.

16. Flight and accommodation are included in the price of the holiday.

11. Puzzle Out.
There are five people staying at a hotel: Mr Petty, Mr Grove, Mrs Williams, and
Mr Harvey. Use the clues to complete the chart with the information below.

Room number 101 102 103 104 105
Name Mr Grove Ms Mr Petty Mrs Mr Harvey
Stevens Williams
Job traffic surgeon | plumber | solicitor estate agent
warden
Character sociable | optimistic | generous mean bossy
Interest/hobby | gardening | painting | amateur tennis bird-watching
dramatic
S
Other IS a twin IS is deaf | is bilingual | is a widower
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| information | | Australian | | | |

12. Translate the sentences into English. Use the phrases and expressions

from the table.
. Last year we stayed in a bad hotel, there was no toilet paper and soap.
. The room is too cold. Could you give me an extra blanket?
. Unfortunately, the key doesn’t work.
. There is no hot water in my room.
. The room is too hot and the air conditioner does not work.
. We did not use the minibar.
. My room is too noisy.
. There is no shampoo and the shower doesn’t work.

. There is dirty sheets in my room, please change it.
10. The TV does not work in our room.
11. We would like to leave one day earlier.
12. They want to extend their stay for 5 days.
13. 1 would like to check out the room.
14. | think there is a mistake in the bill.
15. I really enjoyed my stay at your hotel.

©Ooo~NOoO ULk~ WNE

13. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to use the minibar; 1 have lost my room key; pay in cash; There is no
shampoo; The television does not work; to check out; pay by a credit card; to extend
one’s stay for a few days; vacant room; reception desk; bell man; to reserve a room.

14. Mr Petrivskyi has arrived in Brighton. He is talking to the personnel of
the hotel. Complete the dialogue:
Receptionist: | Good evening, sir. Can | help you?

Petrivskyi: Good evening. | have a room reserved at your hotel.
Receptionist: | What is your name, please?
Petrivskyi: | am Petrivskyi.

Receptionist: | One moment. I'll check. ... Yeah. A single room with private bath
and English breakfast for three nights. Is that right, sir?
Petrivskyi: Yes, it’s right.

Receptionist: | Just sign the register. Thank you. Here’s your room key. Room is
three-o-seven. It’s on the third floor. The lift is over there. I'll have
your luggage sent up.

Petrivskyi: Thank you. What time is for breakfast?

Receptionist: | Any time between 7 and 9.30. Where are you going to have
breakfast, sir? In your room or in the restaurant?
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Petrivskyi:

I’d rather have it in my my room.

Receptionist:

What time, sir?

Petrivskyi: At 8 o’clock.

Receptionist: | OK. Anything else, sir?

Petrivskyi: I’d like to eat here this evening. When is the restaurant closing?
Receptionist: | At 9.30 pm, so you have got two hours to have your dinner, sir.
Petrivskyi: Fine. Thank you.

15. Translate into English the following dialogue.
1. Have you already filled in the customs declaration?
2. How long are you going to stay in the United Kingdom? - Only two months.
3. Excuse me, is this boarding gate on the flight 225?

4. What is the purpose of your visit to our country? - It is a business trip.
5. Is this your luggage? - Yes, these two suitcases are mine.

6. Our hotel is full.

7. When does your train arrive and where do you change?

8. Excuse me, but | have reserved a suite at your hotel.

9. All the maids of our hotel always go to work during rush hours.

10. They will meet us in the lobby of the hotel.

11. Her parents will come by the reserved seats car.

12. He would like to buy one-way ticket to London.

16. Say the following in English.

Tourist:

Good afternoon. | would like to stay at your hotel and book a
single room with a bathroom and a telephone.

Receptionist:

Did you book a room in our hotel?

Tourist:

Yes | was. | sent you a telegram from Manchester asking to
reserve a single room on September 12-17. Here is the
confirmation letter.

Receptionist:

Yes, it is OK. Please fill in the form. How long do you plan to
stay in our hotel?

Tourist: My business trip will be for a week.
Receptionist: | Your passport, please.
Tourist: | have one more question for you, my business partner asked me

to book a single room at your hotel on October 1-5.

Receptionist:

Unfortunately, we have no vacant rooms from September 28™ to
October 10",

Tourist:

If you say your hotel is full, could you recommend me another
hotel?

Receptionist:

Of course, you can apply for “Intourist”, I hope there are vacant
rooms there.

Tourist:

Thank you. Please ask the porter to take my luggage to my room.
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| Receptionist: | Of course, sir. |

17. Complete the dialogue with the phrases in the box (awkwardness for a
dirty room in a hotel):

Guest: | This is Mr. Graham in 324. I've just checked in.

Clerk: | Yes, Mr. Graham. What can | do for you?

Guest: | Well, my room obviously hasn’t been cleaned since the last guest. The
carpet is dirty, the bed is unmade, and the bathroom hasn’t been
touched.

Clerk: | I'm terribly sorry. Housekeeping should have seen to everything this
morning. I’ll content them straight away and I’ll send someone up to
see you.

18. Complete the following dialogues:

18.1.
Viktor This is Viktor Petrenko from TST Systems speaking. May | talk to
Petrenko: Mr Cartwright?
John Yes, Cartwright is speaking... Do you want to speak to me?
Cartwright:

Viktor Yes, Mr Cartwright. I'm the new Commercial Director of TST
Petrenko: Systems. | have pleasure in informing you that we carefully studied
your materials and decided to accept your proposal.

John Thank you, Mr Petrenko.

Cartwright:

Viktor | am going to come to Brighton and discuss with you the main

Petrenko: principles of our agreement in detail.

John When are you going to come?

Cartwright:

Viktor On Wednesday, next week.

Petrenko:

John That’s fine. Are you going to travel by air?

Cartwright:

Viktor Of course. The Ukraine International Airlines Flight from Kyiv

Petrenko: arrives in Gatwick Airport at about 10 AM, as far as | know.

John Ok. There is the 12.20 train from London to Brighton. If you take

Cartwright: | a train or a bus to get the railway station, you’ll be in time to catch
this train. I’ll meet you at the station in Brighton.

Viktor Thank you, Mr Cartwright. What hotel in Brighton may | stay at?

Petrenko:

John I’d recommend the Northern Star Hotel. It’s very nice and it isn’t

Cartwright: | very expensive. Shall we reserve a room for you?

Viktor Yes. If it’s not too much trouble. 1'd like to book a single room

254




Petrenko: with private bathroom for three nights.

John Ok. Remember me to Mr Melnychuk.
Cartwright:

Viktor Certainly.

Petrenko:

John Goodbye, Mr Petrenko. Have a good trip.
Cartwright:

Viktor Goodbye, Mr Cartwright. See you the next week.
Petrenko:

18.2. Reserving a Room at the Hotel.

Receptionist of a | Hello. Northern Star Hotel. Can | help you?

hotel:

Clerk of Continental | Yes, I’d like to reserve a single room with bathroom for
Equipment three nights, from Wednesday, the 12" of April, to Friday,
Company (CEC): the 14" of April.

Receptionist of a | Let me see. Yes, sir. A single room for three nights with
hotel: English breakfast, is that right?

Clerk of CEC: Yes, that’s right.

Receptionist of a | What is your name, please?

hotel:

Clerk of CEC: It’s not for me, it’s for Mr Petrenko.

Receptionist of a | Could you spell it, please?

hotel:

Clerk of CEC: Yes, of course. P-e-t-r-e-n-k-o.

Receptionist of a | Thank you.

hotel:

Clerk of CEC: Shall I send a deposit?

Receptionist of a | No. It isn’t necessary, sir.

hotel:

Clerk of CEC: Thank you very much.

Cancelling a Hotel Reservation.

19. Read and match the exchanges of the dialogue.

1 Good afternoon. The Palace Hotel, how can | help you? - ¢ Hello, | made a
reservation with you about two weeks ago. My name’s Vanessa Bryce.

2 Just a minute, please. Ah, yes. You reserved a double room for two nights.
- b Yes, that’s right. I am very sorry, but can you cancel it, please?

3 Certainly, although you do realize the deposit you paid in non-refundable?
- a I thought so. That’s not a problem.
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20. Use the prompts to act out similar dialogues.
Renting a Vehicle.
The conversation takes place at a car rental agency. Read the dialogue
and change the questions in bold into indirect questions as appropriate.
A: Good morning. How can | help you?
B: Hello. I"d like to hire a car for the weekend, please.
A: Certainly. What type of car would you like?
B: A small hatchback, please. How much is it going to cost?
A: Well, including the insurance, it will cost £100.
B: That’s fine.
A: May | see your driving license, please?
B: Of course. Here you are.
A: Now, if you will sign the contract here, I’ll get the keys.

21. Choose the necessary preposition.

1. talk heart to heart; 2. plans for the evening; 3. are not interested in; 4. by
the light of a lamp; 5. at any cost; 6. an excellent mark on the exam; 7. on purpose;
8. speak up; 9. in the tree; 10. am sorry about.

22. Translate the following set phrases into Ukrainian.

the high seas sioxpume mope; it is high time (to do smth) came uac; to live high
aorcumu 6azamo; high spirits 6ymu y o0obpomy nacmpoi, in low water 6ymu 6e3
epowett; to live low orcumu 6iono; low spirit 6ymu y npuenivenomy cmani; long face
noxmype obauuus, long-sighted oanexoszopuit; long ears oypuuys; long price sucoxa
yina; long dozen uwopmosa owoacuna; 10 make a long story short sracne xaswcyuu,
short-sighted xopomrkoszopuii; short memory oieoua) nam’sme; short a money ne
sucmauae epoweit; sShort hand cmenoepagis.

23. Insert the necessary preposition.
1. on; 2. over; 3. by; 4. in; 5. on; 6. to; 7. in; 8. in; 9. to; 10. for; 11. under;
12. on.

IMPAKTUYHE 3AHMATTSA 15.
At a Restaurant / Café.

1. Read the article about the weird food festivals. Match choices A-T to 1-
20.

| A | Where will you have a chance to see some celebrity chefs as well as known |
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personalities in the culinary field? - 17 NYC Wine and Food Festival

B | What festival takes place on six city blocks and is free? - 6 Taste of
Charlotte

C | What festival takes place in Italy? - 19 Pizzafest

D | Where are you playing a massive game of dodge ball but only with bright
red fruits? - 3 La Tomatina

E | What event takes place at Canton Waterfront Park? - 7 Baltimore Seafood
Fest

F | Where can you see more than 50 food trucks lined up for you and parked
there all weekend? - 5 Street Eats Food Truck Festival

G | What festival focuses on health and sustainable local foods? — 4 Boston
Local Food Fest

H | Where can you take part in a free melon feast, beach part, concerts, and
street parade? - 2 Chinchilla Melon Festival

I | Which festival does help out various nonprofit organizations? - 15 New
Orleans Wine and Food Experience

J | What world’s largest food festival spans five days each year with more than
two million people visiting? — 18 Taste of Chicago

K | Where can you enjoy almost everything with bacon? - 8 Sacramento
Bacon Fest

L | What festival is very popular and attracts chefs from all over the country as
well as winemakers and brew masters? - 10 San Diego Bay Wine and
Food Festival

M | What festival has plenty of entertainment in addition to satisfying your
sweet tooth? - 20 Salon du Chokolat

N | What event does take place in Honolulu in September? - 14 Hawaii All
Food And Wine Festival

O | Where do the winemakers and vineyard owners from all around the country
gather every year? - 16 Taste of Vail

P | What festival does celebrate migrating schools of herring? - 1 Herring
Festival

Q | What festival takes place annually in May in its home country? - 9 Ottawa
A

Poutine Fest

Where will you be able to enjoy food and wine from more than 25
countries? - 11 Epcot International Food and Wine Festival

S | The annual Taste of Dallas festival has been going on for more than 30
years? - 13 Taste of Dallas

T | Where can you see almost a quarter of a million pounds of ribs which will
be cooked to be enjoyed for hundreds of thousands of attendees? - 12
Nugget Rib Cook-off

2. Translate the sentences into English. Use the phrases and expressions
from the table.
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1. My friends reserved a table in this cafe.

2. I don’t like this steak. The meat is raw.

3. My father likes medium meat, and we would like well-done meat.

4. What will you order?

5. How much does a whole bottle of dry red wine cost?

6. Last Saturday, we went to rest and Serhii cooked well-done shish kebab.

7. I would like to have dinner. What meat do you recommend?

8. We would like to place an order. Do you serve a vegetarian menu?

9. My friend prefers a light breakfast, and | would like to order fries, a ham
sandwich, milkshake and green tea.

10. What is the specialty of this restaurant?

11. Can | ask for a menu and a wine list, please?

12. We would like to order fried eggs, mashed potatoes, baked potatoes, a
whole bottle of mineral noncarbonated water and try a a regional dish.

13. | have allergy to fresh-water fish and sugar.

3. Fill in the correct form derived from the word in bold. The make up a
table of the words derived forms.
Spanish Menu.
1) traditional; 2) Particularly; 3) Spanish; 4) selection; 5) informally; 6)
mixture.

Noun Noun Adjective Adverb Verb
(person)
1 tradition traditional traditionally
2 particular particularly
3 | Spanish, Spain Spanish
Spaniard,
Spaniards
4 | selector selection selectional, to select
selecting
5 form informal, formal, formally, to form
forming informally
6 mixture, mixing, mixed to mix
mixer

4. Choose the correct words to complete the sentences (1-5).
1. salty; 2. great; 3. watery; 4. hot; 5. fussy.

5. Choose the correct words to complete the text “A Matter of Taste”.
1) sweet; 2) flavor; 3) strong; 4) watery; 5) spicy; 6) hotter.
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6. Check your knowledge of the etiquette, in order not to be confused.
Read the following rules and fill in the gaps. Use the word combinations in the
box below.

Cheese is served ... 9) to a red wine.; hands are washed ... 6) after eating a
chicken.; fruits are taken ... 18) by hands.; bread is never passed ... 4) by hands.; food
is chewed ... 13) slowly and carefully.; dishes are not passed ... 15) across the table.;
meat is eaten ... 1) with a fork and a knife.; napkin is laid ... 3) on knees while eating.;
fish is cut ... 2) with a special knife.; wine is probed ... 17) at first and then poured.;
elbows are not put ... 10) on the table while eating.; conversations are held ... 16)
after everything is eaten.; champagne is served ... 5) in tall wine glasses.; dessert is
given ... 8) after a hot meal, salads and drinks.; a fork and a knife are put ... 7) on the
table before meals.; tea is not squelched ... 12) from the cup.; legs are not crossed ...
11) beneath the table.; salad is eaten ... 14) before hot meals.

7. Translate the sentences into English. Use the terms below.
1. Apply for the consulate of your country.

2. The Ministry of Foreign Affairs does not grant the right of residence.
3. You need to apply for a student visa at the embassy.

4. Have you a valid passport?

5. He has not a long-term visa.

6. | need to take a a passport-sized photo.

7. Unfortunately, you do have not health insurance.

8. How long does visa processing take?

9. Why you have not an entry visa?

10. First you should apply for a transit visa.

8. Match the words from the left column of the table with the necessary
one from the right. Translate them.

an entrance visa; wine list; to claim a visa; continental breakfast; health
insurance; a whole bottle; a right to residency; specialty of the house; T-bone steak;
a bottle of white wine; to apply for a visa; I would like to try a regional dish; a long-
stay visa; a valid passport; a fresh-water fish.

9. Find the mistake in the following sentences and correct them.
1. My name is Viktor.

2. Where are you from?

3. Could you tell him to call me?

4. He is a System Administrator.

5. He is from Ukrainian city Kharkiv.

6. I’m sorry. The line is busy.

7. Can | help you?
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8. He is not here at the moment.

9. Nice to meet you.

10. Can | take a message”?

11. I’m sorry. He has a meeting.

12. Good afternoon. Volodymyr Minko is speaking.

10. Mr Petrivskyi has arrived in Brighton. He is talking to the personnel of
the restaurant. Complete the dialogue.

Waiter: Good evening, sir. Are you alone? (Bu ooun?)

Petrivskyi: Good evening. Yes, I’m alone.

Waiter: Would you like to sit over there, sir? At the window. (Fins sikna.)

Petrivskyi: Yes, thank you. May | look at (noousumucs) the menu?

Waiter: Of course. Here it is.

Waiter: Have you decided yet, sir? May | take your order? (sawe
3AMOGJIeHHs1)?

Petrivskyi: As a starter I’d have onion soup. (yubynesuti cyn).

Waiter: OK. How about a specialty of the house (gipmosa cmpasa y
pecmopani), Sir? Our cook makes some special dishes.

Petrivskyi: Perhaps, you can help me?

Waiter: Oh, if I would be in your shoes (axwo s 6u 6ysé na Bawomy

micyi), sir, 1'd have a steak in wine sauce. I myself like it very
much. Moreover, it’s the very delicious.

Petrivskyi: All right, I’ll have a steak.

Waiter: What would you like with the steak, sir?

Petrivskyi: A salad and mashed potatoes (kapmonusine niope), please.

Waiter: Would you like something (Yu ne 6asxcaeme wocw) 10 drink?

Petrivskyi: Yes, some mineral water, please. And could | see the wine list
(kapmy 6un)?

Waiter: Of course. Here it is, sir.

Petrivskyi: Mmm... I’ll have some French red wine.

Waiter: Yes, sir ... Would you like something else?

Petrivskyi: No. Give me, please, a bill (paxynox).

11. Match the words from the left column of the table with the necessary
one from the right. Translate them.

to fill in; customs declaration; Our hotel is full; one-way ticket; business trip;
rush hours; lobby of the on the flight; departure gate hotel; reserved seats car.

12. Translate the following words into Ukrainian
Teacher esuumenw; builder 6yoisennvnux; amateur mobumens; assistant
acucmenm, nomiunuk, COMPOSer ykradau, komnozumop; conductor oupucenm;
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consumer cnoorcusay; drinker n’suuys; elevator zigpm; engineer inowcenep; explorer
oocnionux; farmer gpepmep; folder nanxa ons nanepis; former xonuwmniu; instructor
incmpykmop; ObServer cnocmepieau;, operator onepamop; driver eooiiu; organizer
opeanizamop; toaster mocmep; traveller manopisnux.

13. Make up the adjectives with help of suffixes —ful, -less and translate
them into Ukrainian

-ful -less
care careful mypbomausui, | care careless  6esmypbomnuil,
0bepediCcHUl Hedbanui
colour | colourful konvoposut, | colour | colourless 6ez6apesnuii
bapsucmuil
hope hopeful naoiiinuu hope hopeless 6esznaoitinui
meaning | meaningful suauywui meaning | meaningless 6eszeny3ouii
help helpful oonomiscrui help helpless 6eznopaonuii
use useful kopucnuii use useless nenompionuii
law lawful zaxonnui law lawless 6ezzarxonnui
power | powerful éraonui, nomyoscnuti | power | powerless 6ezcunvruil

14. Form the adverbs from the given adjectives and translate them into
Ukrainian

15. Form the nouns from verbs with help of suffixes —(a)tion and translate
into Ukrainian

NPUKMETHHUK NPUCTIBHUK
natural naturally npupoono
close closely 6iusvro, micno, nopso
emphatical emphatically piwyue
real really oiiicro, cnpasoi
frank frankly siosepmo
apparent apparently ouesuono
actual actually cnpasoi
intimate intimately 6auszoxo

—(a)tion
devote devotion siooanicmo
observe observation cnocmepeoicenns
prepare preparation niocomosxa
recognize recognization eniznasanms
occupy occupation npodghecis, okynayis
suppose supposition npunywenns
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16. Form the nouns from verbs with help of suffixes —ment and translate
them into Ukrainian

-ment
state statement zasea
advertise advertisement pexrama
develop development poszsumox
judge judgement cyoorcenns, supox
adjust adjustment xopueysanms
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JTOJATKH

Jlooamox 1.

Example 1. — awkwardness for a dirty room in a hotel:

Guest: | This is Mr. Graham in 324. I've just checked in.

Clerk: | Yes, Mr. Graham. What can | do for you?

Guest: | Well, my room obviously hasn’t been cleaned since the last guest. The
carpet is dirty, the bed is unmade, and the bathroom hasn’t been touched.

Clerk: | I’'m terribly sorry. Housekeeping should have seen to everything this
morning. I’ll content them straight away and I’ll send someone up to see
you.

Jlooamox 2.

Example 2. — 1) interfering in to conversation; 2) sorrow, grief, sympathy.

Clerk: | Excuse me (1), can | help you? Something wrong?

Woman: | Yes, I've got a terrible toothache.

Clerk: | I’'m sorry (2), to hear that. Have you taken a painkiller at all?
Woman: | No, | have not got any.

Jlooamox 3.
Example 3. — y suauenni: ,, nepenpowyio, noemopims we pas”’
Travel Agent: | Can | help you, sir?
Customer: 1'd like to book a flight to Rome, please.
Travel Agent: | And how do you want to pay? Check or credit card?
Customer: Credit card, please.
Travel Agent: | Can you give me the number?
Customer: 29678205777
Travel Agent: | Sorry?
Customer: 29678205777
Jlooamox 4.
Structure Communicative Examples of communicative formulae
of intentions
dialogue
Start Establishment of | - Good morning, sir!
communicative contacts |- Good afternoon, madam! Welcome to our
hotel!
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- Good evening, Mr. Smith! It’s so nice to
see you!

Request to satisfy initial
client’s demand

- May | have your name, please?

- Do you have a confirmed reservation?
- Would you fill out this form, please?

- Can | help you?

- How can | help you?

- What can | do for you?

Creation of favourable
conditions of
communication

- Please allow me to get to the door with
you?

- | would be happy to take care of that for
you, Mr Smith!

- | would be glad to order a taxi for you!

- Could I check it for you?

- Could you tell me when you are coming?

Inquire of additional
detailed information
about  certain fact,

subject and etc.

- Mr. Smith, | see. Could you spell your
name, please?

- A single room for three nights, is that
right?

- You are leaving tonight, aren’t you?

- You didn 't reserve the table, did you?

- What particular excursion you mean?

Inquire of information
about client’s idea

- Would you mind waiting one moment while
| get the key?

- Could you hold on, please while I check
the reservation for you?

- Does the room suit you?

Speaking about idea | - I understand why that would be upsetting!
concerning received | - I understand how you feel!
information: an | - I am sorry you have been inconvenienced!
agreement/a - | feel sorry, that it happens to you!
disagreement,  sorrow | - | do feel sorry that you have missed the
(grief) etc. train!

- | do apologize!

- Please, accept my sincere apology!

Finish Gratitude, speaking | - Good buy! Thank you for staying with us!

about idea concerning
given to the client
service.

- Good buy! Please, come back again, you
will always be welcome!

- Have you enjoyed your staying with us?

- Looking forward to welcome you on your
next visit to the hotel!

- We hope you'll be our regular guest!
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Jlooamox 5.

Sample of Resume

JOHN SMITH
123 Any Street
Any City, Any State 12345
e-mail: jsmith@anywhere.com

Objective

To obtain a position as a Distribution Manager that utilizes my 7 years
of distribution and logistics management experience, my experience
founding and managing a small business, and my bachelor’s degree in
business administration.

Professional
Summary

Experience with successfully managing all aspects of a large
distribution centre including implementing automated distribution
systems; selecting, managing and training staff; developing and
managing the departmental budget; establishing and monitoring
productivity goals; and leading cross-functional teams on key
projects. Have designed the layout, organization, processes, and
procedures for a distribution facility. Proven leadership skills gained
from managing a large distribution centre as well as founding and
managing a multi-million dollar business.

Experience

General Manager, Distribution
ABC Companies, Any City Any State, 1989-1999,

Developed operating budget for Distribution Centre based on
detailed forecasts and managed Distribution Centre to operate
effectively within the operating budget.

Reduced Distribution Centre expenses by more than $1.5 million, a
30% reduction, over a 2-year period white maintaining productivity
levels, service quality, and inventory accuracy.

Designed an employee productivity improvement incentive program
that resulted in a 28% increase in productivity.

Developed a seasonal staffing program that eliminated the need
for temporary labour resulting in a $500,000 savings.

Led cross-functional team integrating the distribution system with
a new database merchandising system.

Redesigned receiving and picking operations to incorporate an
automated system completing the project on time and under budget.

Responsible for residential construction projects for over 150 new
single-family homes.

Managed the complete project including bidding, design,
scheduling, purchasing, subcontracting, and customer service.

Scheduled subcontractor activities and oversaw multiple
subcontractors to ensure construction projects were completed on
time and within budget.

Education

Any University/Any City, Any State Bachelor of Arts, Business
Administration

Skills

DMS, MS Office, Spreadsheet Software, ORACLE
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Professional | World Class Logistics, CLM Annual Conference Supply Chain
Development | Management, CLM Annual Conference

Professional | Member, Council of Logistics Management
Affiliations

Jlooamoxk 6

Dear Sir,

Post of Assistant

| should be glad if you would consider how far my qualifications (set out on
the attached resume) meet your requirements.

It has been my ambition, ever since | was at school, to become a member of a
publishing firm, and, if successful in obtaining this post, | would do my best to give
loyal and enthusiastic service.

I could come for an interview at any time and | enclose a card, addressed to
myself in the hope that you will use it to tell me when | may come.

Yours faithfully,

Jlooamox 1.

Dear Dr. Sheldon:

Please consider me for the position of mathematics instructor in your high
school. I am not only well-grounded in mathematics and the liberal arts, but have the
skills to motivate students to learn.

The best teachers | have had were all knowledgeable of their subject matter
and capable of imparting their knowledge to students. They also loved teaching
profession. | am of the same mold. I challenge students to go beyond self-imposed
barriers to learning, and provide them with the encouragement and knowledge to do
SO.

My teaching practicum showed me that mathematics is a dreaded subject for
many students. With my joy for teaching and ability to illuminate math concepts, |
will impart my enthusiasm and knowledge to your students. Mathematics class will
not be dreaded; it will be eagerly anticipated.

Thank you for your consideration.

Sincerely,

Jlooamox 8.

Dear Sir, |

It seemed as I read your advertisement in this morning's “Herald”, that it
must have been written for me and me alone! For my training, experience and
qualifications fit your requirements exactly.

You want a stenographer who has some experience in the publishing business:
all my experience — 9 years of it - has been with publishing firms.
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You want a speedy, competent stenographer: | take 160 to 175 symbols a
minute, and | type 90 words neatly, without mistakes.

You want an intelligent, well-educated young woman, interested in books: |
am 30 years old, a graduate of Smith College, and so deeply interested in books that
I have never accepted a job that wasn’t in some way connected with them. | am
considered by those who know me to be alert, intelligent and well-informed.

I am sure the firms for which | have worked will tell you the personal side of
me. | refer you to:

- Mr. Ellis Bark, Brandt & Co., New York, publishers of medical books;

- Mr. James Board, City Publishing Company, New York.

I’ll be very pleased if you call me.

My telephone number is 343-7575.

Sincerely, |

Jlooamox 9.
Sample of Letter of Recommendation
Dear Mr. Tompthon,
As Mr. Reeply who has named you as a reference may be given the job at the
West Institute of Medical Technology; we would like you to fill in the following form.
The position Mr. Reeply claims for suggests a lot of responsibility. This means you
should make a through analysis when giving answers to the question.

1. Professional knowledge:
profound

good

satisfactory
unsatisfactory

no information

2. Practical skills:
splendid

good
satisfactory
unsatisfactory
no information

3. Scientific intuition:
brilliant

good
satisfactory
unsatisfactory
no information
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4. Thinking abilities:

excellent; thinks in clear categories

good

satisfactory; sometimes make not quite sound judgement

makes dubious conclusions

no information

5. Initiative:

very initiative

rather initiative

initiative

not always initiative

no information

6. Sociability:

very sociable

rather sociable

not always sociable

no information

7. Qualities of a leader:

born leader

enterprising; often takes leadership

prefers to be led rather than to lead

no information

8. Stress reaction:

usually react appropriately; preserves self-control

not always react appropriately

easy loses self-control and acts inappropriately

no information

9. Appearance:

always tidy

usually tidy

sometimes untidy

always untidy

no information

10. Character:

aggressive

unrestrained, emotional

a good mixer, a little restrained, sometimes shy

reserved, avoids personal contacts
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| no information

11. Type of psychology:

enthusiastic

usually well-balanced
apathetic

faultfinder, critically disposed
no information

12. Reaction to criticism:
excellent

good

satisfactory
unsatisfactory

no information

13. Punctuality:

hardly ever absent or late

sometimes absent or late on plausible excuse
often absent or late

no information

14. Potential possibilities to succeed in the field of medical technology:
brilliant

good
satisfactory
unsatisfactory

| recommend Mr Reeply:
with certainly

with reservation

| do not recommend

We will appreciate any additional information.
Sincerely,

Jlooamok 10.
Sample of Customs Declaration

U.S. Customs and

Border Protection
CUSTOMS DECLARATION Form Approved
19 CFR 122.27, 148.12, 1498; 31 CFR 5316 JMB No. 1651-0009
Each arriving traveler or responsible family member must provide the following information
(only ONE written declaration per family is required). the term “family” is defined as
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“members of a family residing in the same household who are related by blood, marriage,
domestic relationship, or adoption”.

1 | Family Name Middle
First (Given)
2 | Birth date Month Day Year
3 | Number of Family members travelling with you
4 | a) U.S. Street Address (hotel name / destination)
b) City
c) State
5 | Passport issued by (country)
6 | Passport number
7 | Country of Residence
8 | Countries visited on this trip prior to U.S. arrival
9 | Airline / Flight No. or Vessel Name
10 | The primary purpose of this trip is business: Yes No
11 | I am (We are) bringing
(a) fruits, vegetables, plants, seeds, food, insects: Yes No
(b) meats, animals, animal / wildlife products: Yes No
(c) disease agents, cell cultures, snails: Yes No
(d) soil or have been on a farm / ranch / pasture: Yes No
12 | I have (We have) been in close proximity of livestock:
(such as touching or handling)
Yes No
13 | I am (We are) carrying currency or monetary instruments over
$10,000 U.S. or foreign equivalent: Yes No
(see definition of monetary instruments on reverse)
14 | 1 have (We have) commercial merchandise: (articles for sale,
samples used for soliciting orders, or goods that are not considered | Yes No
personal effects)
15 | RESIDENTS - the total value of all goods, including commercial
merchandise | / we have purchased or acquired abroad, (including for someone
else, but not items mailed to the U.S.) and am / are bringing to the U.S. is: $
VISITORS - the total value of all articles that will remain in the U.S.,
including commercial merchandise is: $

Read the instructions on the back of this form. Space is provided to list all the items you must
declare.

I have read the important information on the reverse side of this form and have nade a
truthful declaration.

signature Date (month / day / year)

CBP Form 6059 B (04/14)

U.S. Customs and Border Protection Welcomes You to the United States
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U.S. Customs and Border Protection is responsible for protecting the United States against the
illegal importation of prohibited items. CBP officers have the authority to question you and to
examine you and your personal property. If you are one of the travelers selected for an
examination, you will be treated is a courteous, professional, and dignified manner. CBP
Supervisors and Passenger Service Representatives are available to answer your questions.
Comment cards are available to compliment or provide feedback.

Important Information

U.S. Residents — Declare all articles that you have acquired abroad and are
bringing into the United States.

Visitors (Non-Residents) — | Declare the value of all articles that will remain in the United

States.

Declare all articles on this declaration form and show the value in U.S. dollars.
For gifts, please indicate the retail value.

Duty - CBP officers will determine duty. U.S. residents are normally

entitled to a duty-free exemption of $800 on items
accompanying them. Visitors (non-residents) are normally
entitled to an exemption of $100. Duty will be assessed at the
current rate on the first $1,000 above the exemption.
Agricultural and Wildlife | To prevent the entry of dangerous agricultural pests and
Products - prohibited wildlife, the following are restricted: Fruits,
vegetables, plants, plant products, soil, meat, meat products,
birds, snails and other live animals or animal products. Failure
to declare such items to a Customs and Border Protection
Officer / Customs and Border Protection Agriculture Specialist
/ Fish and Wildlife Inspector can result in penalties and the
items may be subject to seizure.

Controlled substances, obscene articles, and toxic substances are generally prohibited
entry.

The transportation of currency or monetary instruments, regardless of the amount, is legal.
However, if you bring in to or take out of the United States more than $10,000 (U.S. or
foreign equivalemt, or in combination of both), you are required by law to file a report on
FINCEN 105 (formerly Customs Form 4790) with U.S. Customs and Border Protection.
Monetary instruments include coin, currency, travelers checks and bearer instruments such as
personal or cashiers checks and bonds. If you have someone elsecarry the currency or
monetary instruments for you, you must also file a report on FInCEN 105. Failure to file the
required report or failure to report the total amount that you are carrying may lead to the
seizure of all the currency or monetary instruments, and may subject you to civil penalties and
/ or criminal prosecution. SIGN ON THE OPPOSITE SIDE OF THIS FORM AFTER YOU
HAVE READ THE IMPORTANT INFORMATION ABOVE AND MADE A TRUTHFUL
DECLARATION.

Description of Articles Value CBP
(list may continue on another CBP Form 6059B) Use Only
Jlooamox 11.

Sample of Hotel Reservation Form

RESERVATION FORM

March 29, 2004 — April 2, 2004
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International Practical and Scientific Conference

Arrival Date | Time

Departure Date

Name(s)

Firm or Organization

Street

City

State

Please check accommodations desired:
Single $
Twin $
Suite $

(rates do not include 8% hotel tax)

Jlooamox 12.
9, Henry Barbuss str.
Kyiv, Ukraine 03015
Slavonic University
215t September 2005
Whiteleaf Ltd.
9225 Apple Drive
Midwest City, OK
73130 the USA
Jlooamox 13.

Kyiv institute “Slavonic university”

baporoca, 9 Ukraine

Kuiscokuit incmumym ,,Cnosancokuil ynigepcumem”

Vipaina, 03150 Kuis, eyn. Anwpi 9, H. Barbuss str, Kyiv, 03150,

269-29-50

23" April 1999
Bengt Dalvist

Box 823

S-201 18 Halmstad
Sweden

Tel.: (044) 268-63-83 Fax: (044) E-mail: ksu@ukrpack.net
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Jlooamox 14,

Ms. Dorothy Adams
Department of Mathematics
Baptist University
Oklahoma city, OK 53202

Dear Ms Adams

Jlooamox 15.
We have received your letter of ...
We thank you for your letter of ...
We are pleased to inform you that ...
It was a great pleasure to receive your letter of ...
We learned from your letter that ...

Jlooamox 16.
Your early reply will be appreciated.
We are looking forward to hearing from you.
Please, inform us in the shortest possible time.
We expect to hear from you in the near future.

Jlooamox 17.

About envelopes
Information about peculiarities of correspondence always indicates in the right

top corner:

Air mail/AIR MAIL
By hand

EXxpress

Please forward
Registered

To be called for
Urgent

Private

Private and Confidential
Confidential
Strictly Confidential
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Jlooamox 18.

SCHOOL OF ENGINEERING & APPLIED SCIENCE

DEPARTMENT OF MATERIAL SCIENCE AND ENGINEERING

BAiiﬁpaBH"Ka University if Virginia
Thornton Hall

Charlottesville, VA 22903-2442
Tel. 804-982-5641

Fax: 804-982-5660

s | DT A.S.Krasnov
Kharkiv Ins.of Phsycics & Phone: (572) 44-12-84
Tech. Fax: (572) 56-11-56
National Science Centre e-mail:
Akademichna Str. 1 skyba@kipt.kharkiv.ua
61108 Kharkiv
Ukraine

lara September 20, 2005

Incprans Dear Dr.Skyba,

Tewer mera | made several attempts to contact you, via telephone

and e-mail, about your copyright form for each of the
attached manuscripts. The deadline is approaching and we
do not have sufficient time to collect your forms. | have gone
ahead and signed your form so that your manuscripts may
be included in the PTM94 Proceedings. Otherwise, we we
would have had to withdraw papers.

Please sign and return the attached copyright forms as
soon as possible so that we have may a copy on file with
your original signature.

Thank you for your prompt attention.

®opwyma | Sincerely yours,

BBIWJIMBOCTI

bnox
MiAnIcy

Nelly Wanty (Mrs)
p.p. William C.Johnson
Professor

Jlooamox 19

Anpeca

simpasinc | S“APORE” PUBLISHING HOUSE

a
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Anpeca
OTpUMyBay
a

Jlata

3BepTaHHs

Texct
JmcTa

Dopmyna
BBIWJIMBOCTI

bnox
MATICY

Pushkin Str. 133
61057 Kharkiv
Ukraine
Tel. 8 (0572) 499-606, 8 (0572) 499-513
Fax: 8 (0572) 499-513
e-mail: more@online.kharkiv.ua
Modern Language Division
Directorate General 4
Council of Europe
S 67075 Strasbourg
France
Tel/fax: (33 388) 412-706-81
e-mail: decs-lang@soe.int
16 November, 2005
Dear Colleagues,
In reply to the request of your Ukrainian coordinator
Kovalenko O.Ya. we inform you that we have quoted the prices
for publishing of the following items:

Name Quantity | Price (UA | Price (US $)
Hrn)

1. Information | 5 000 1350 250

Pack

2. Leaflet 5000 1750 320

3. Folder 5000 13 250 2 400

We guarantee you that we will send the printed
production to your Ukrainian coordinator within a month after
the money transfer to our bank account.

We are sure that you know the current situation on the
publishing market, so you should agree that our prices are
reasonable.

We look forward to further cooperation.

If any questions or problems arise, please do not hesitate
to contact us by telephone, fax or e-mail.

Sincerely yours,

“More” Publishing House
Aleksandr V.Mosiichuk
Director
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Jlooamox 20.
Sample of Inquiry

Pet Product Ltd.
180 London Road
Exeter EX4 4 JY
England
25" February, 2004

Dear sirs,

We read your advertising in the “Pet Magazine” of 25" December. We are
interested in buying your equipment for producing pet food. Would you kindly send
us more about this equipment:

e price (please quote CIF Odessa price);
dates of delivery;
terms of payment;
guarantees;
if the price include the cost of equipment installation and our staff training.
Our company specializes in distributing pet products in Ukraine. We have
more than 50 dealers and representatives in different regions and would like to
start producing pet food in Ukraine. If your equipment meets our requirements,
and we receive a favourable offer, we will be able to place a large order for your
equipment.

Your early reply would be appreciated.

Yours faithfully,

(signature)
V.Bondar
Export-Import Manager

Jlooamox 21.
Samples of Inquiries. All letters are given in the short form:

Dear Sirs,

Portable Notebooks

Following my conversation with the representative in your London
showroom, | should be glad if you would send me your new catalogue of
portable notebooks. If you can guarantee prompt delivery and can quote really
competitive prices we may be able to place an order. First class references will
be supplied with the order.

Yours faithfully,
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Jlooamox 22.

Dear Sirs,

We have an inquiry for wristwatches in stainless steel case with luminous
dial and unbreakable glass. Please, send us an offer quoting your best terms and
discount for cash payment. We should be grateful for an early reply.

Yours faithfully,

Jlooamox 23.

Dear Sirs,

| have heard from your representative, Mr. Wolf that you are producing for
export jackets in pure leather. There is a constant demand in Austria for high-
class goods of this type. Sales are not high, but a good price can be obtained for
fashionable design.

Will you please send us your catalogue and a pricelist with terms of
payment? If it is possible, please send us also several samples of leather used in
your jackets.

We look forward to your reply.

Yours faithfully,

Jlooamox 24.

Dear Sirs,

We want to show your book “The Great General” in a special window
display and should be glad if you would send us 6 showcards, 2 or 3 framed
photographs and a large dummy as a centrepiece. If you have any other suitable
material that you can supply we shall be most grateful.

We hope that the display will considerably assist the sale of the book. Up to
to-day we have sold over 300 copies.

Yours faithfully,

Jlooamok 25.
Read the British sample of the letter-offer

Dear Mr. Shoe,

Your inquiry about our “Midget” Portable notebook has been referred to
me and | remember very well the talk | had with you when you visited our London
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showroom. It may interest you to know that we have had several hundred
inquiries as a result of our exhibit.

It gives me great pleasure to send you our catalogue, which contains all
technical details about the model you inspected. You will find that the prices vary
slightly according to the finish you prefer; the most popular color seems to be the
elephant-gray. We are convinced that at these prices our notebooks are the best
value in the market.

Owing to the very large orders we have taken at the exhibition we regret
that we cannot promise delivery under four weeks and even then only if your
order is received in the very near future. | hope we may hear from you within the
next few days.

Yours sincerely,

Jlooamox 26.

Dear Sirs,

We thank you for your inquiry of October 12" for your interest in our
products.

A copy of our illustrated export catalogue will be sent to you today,
together with a range of samples of the various skins used in the manufacturing of
our jackets. We think that the beauty and elegance of our designs coupled with the
superb quality should appeal to the discriminating buyer.

Our representative, Mr. Wolf, will be in your city next week and he will be
pleased to call on you and to tell you about our firm and products. He is also
authorised to discuss the terms of an order with you or to negotiate a contract.

It will be a pleasure to serve you.

Yours faithfully,

Jlooamox 27.

Dear Sirs,

Thank you for your letter.

We shall be only too pleased to supply you with display material of our
book “The Great General”. We have instructed our advertising department to
despatch immediately 12 show-cards, 6 posters, 3 photographs and 1 life-size
portrait of General MacAndrew; we have asked them to add 12 wrappers which,
we think, you will find very effective. We are very sorry that we cannot send you a
large dummy but we have not made one of this title.

We should appreciate it very much if you could send us a photograph of
your window and hope that your display will be very successful.

Yours faithfully,
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Jlooamox 28
Sample of the letter-offer written by Americans as an Answering on Inquiry

WILLIAM WOODWARD & COMPANY

Washington D.C.

Dear Mrs. Walsh,

It really was good of you to write such a charming letter to us asking for our
catalog.

In a few days your mail man will bring you one of the most artistic
photographs of the Capitol you'’ve ever seen. Although it is the cover of our
Christmas Catalog, it is so striking that we couldn't bring ourselves to mar it with
any title or captions. Lots of people will want to frame that picture.

And striking is the word for the gallery of splendid Christmas gift items inside
the catalog ... gift items and smart new shoes, hose, socks and handbags you’ll want
for yourself.

Enjoy the catalog. It is designed for your pleasure. Enjoy the ease of making
your selection in any of Woodward'’s eight stores. Enjoy the extra convenience of
saying, “Charge it please”.

Cordially yours,

William Woodward,
President

Jlooamox 29.

Order # 436

Please supply:

50 copies “The Great General” at a price of £15 less 5%.
Delivery: prompt, carrier.

WILLIAM HUGH LTD.
A.S. Wills

Jlooamok 30.

Order # 162

Please send us by rail:

6 “Midget” Notebooks - $180 — in Elephant-gray as offered.
References:

Central Bank Ltd. Burfield

J. Campbell & Son, Liverpool
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Usual Terms

Jlooamox 31.

SHAUM & ROBIN LTD.
16 Oct., 1997

Order # 6235

Please supply the under mentioned goods:
12 coats “Fora’.............. 316 cl4

24 coats “Riva’.............. 318 cl2

12 coats “Azra’.............. 319 c60

36 coats “Nika’.............. 317 ¢30

Delivery: Feb/Mar 1998
Invoice: in triplicate
The above order # must be quoted on the invoices and correspondence

Jlooamox 32.
Sample of Covering Letter

Gentlemen:
We thank you for letter of November 4%,
We have studied your catalogue and have chosen 3 models for which we

enclose our order. We would stress that this is a trial order and if we are satisfied
with your shipment you can expect regular repeat orders.

To avoid difficulties with the customs authorities here, please make sure that

our shipping instructions are carefully observed.

For our credit status we refer you to the Transatlantic Bank, Old Bond St.,

London and Trusso & Co, Geneva.

Yours truly,

Encl.

Philadelphia

12 Nov., 1997

Order # EC/1644

To be quoted on all documents.
Please ship by next boat via Southampton and Lisbon:
75 Model TD/24 - £40.80 - less 5%
50 Model NC/6 - £60.20 - less 5%
108 Model LR/14 - £30.30 — less 5%
f.0.b British Port

Invoice in quadruplicate
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Jlooamox 33.
Sample of Acknowledgement of Order

Vysteria Ltd.
P.O.Box 82
Kyiv 33000
Ukraine
28" March, 2004
Ref. Order #144 of 215 March, 2004

Dear Sirs,

Thank you for your letter of 215 March, 2004. We are pleased to acknowledge
your order for 400 men’s silk shirts and enclose the copy of it, duly signed, as
requested.

Delivery will be made immediately on opening a letter of credit with our bank
for the amount of $ 4212.

We hope our shirts will be in great demand in Ukraine and you will be able to
place large orders with us in the future.

Yours faithfully,
(signature)
Alfred Smith
Sales Manager

Jlooamox 34.
Sample of Acknowledgement to a new client

\Dear Sirs,

We want to tell you how pleased we were with your order because it represents
our first dealing with you. We have always felt that our high quality merchandise
should have a ready sale in a fashionable shop like yours.

It is our hope that this first transaction will be the beginning of long and happy
relations; you can be sure that we will do our best to satisfy you.

Yours faithfully,

Jlooamox 35.
Sample of Acknowledgement to a permanent client

Dear Mr. Perterson,
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We were pleased to get such a good order from you after a lapse of time, which
had been much too long for our liking.

The goods will be dispatched next week and we hope that to-day's order will be
followed by many more.

We have always appreciated our friendly relations with your firm and shall do
our best to maintain them.

Yours truly,

Jlooamox 36.
American samples of Acknowledgement

How do you do, Mr. Ronson,

“Thank you for your “First Time” order. Now that we 've got started we are
sure you will find that our aim Is to PLEASE YOU ... ALWAYS! You will always get
the kind of service and treatment that folks like. We sure would like to have you
become a REGULAR CUSTOMER ... and call upon us often.

We are always on the job to please you! We don’t merely “deliver the goods”
and forget you ... but want to take care of your every office need ... for continued
satisfaction always YOUR BUSINESS IS INVITED.

Jlooamox 37.

Dear Mr. Storms:

When a friend helps us on with a coat, we smile and say “Thank you”. If we
drop something and someone picks it up for us, we practically burst with gratitude.

Strange? Not at all. But it is strange that when we get into business, we take so
many things for granted that we forget to say “Thank you”. Take old customers like
you, for instance.

You did something pretty important for us - important because we think so
much of your business that it gives us a great deal of pleasure to see it grow.

| just wanted to write to you personally, telling you haw much we appreciate
your order, and saying “Thank you” for your confidence in us.

Very truly yours,

Jlooamox 38.
Sample of Acknowledgement as alternative of ordered product

Dear Sirs,
Thank you for your order of 20" February. Unfortunately 7390/6 is out of stock
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at present and will not be available again before the end of April. We can, however,
offer the slightly better, very similar model 7395/4 at a price of $19 instead, which is
in stock and is perhaps even more suitable. Please let us know whether we may send
it with model 1260/3, which we have reserved, for you.

Look forward to your reply.

Yours faithfully,

Jlooamox 39.

Dear Sirs,

We acknowledge with thanks your order Ne6235.

We regret, however, that we cannot book the order at the prices we quoted 6
weeks ago. As you know, wages and materials have risen substantially in the
meantime and we were reluctantly compelled to adjust our prices in order to cover at
least part of this increase.

The lowest prices we can quote today are as follows:

“Fora” - $17 ¢ 12

“Riva” - $18 ¢ 19

“Azra” - $21 c 14

“Nika” - $18 ¢ 13

We do not want to influence you, but we think it only fair to mention that we
shall have to increase these prices substantially again when our old stock of material
is used up.

Please inform us whether we may book your order at these prices; we should
then be able to give you delivery in Feb./March as required.

Yours faithfully,

Jlooamox 40.

Dear Sirs,

Your letter of 16" September arrived today and we thank you for your order for
5000 sets “Chip”.

Before we send you our official confirmation we must tell you that we cannot
agree to your request for a special discount of 3%; as we said in our letter of 13
September we possibly go beyond 2%. Our calculation is so fine and our profit is so
small that it is impossible for us to make any further concession.

If you take into account that we allow you a cash discount of 2, 5% for payment
within 30 days you will, we hope agree to the 2% we have offered. May we ask you to
confirm this, because we can only guarantee prompt delivery if we can start on the
order at once?

We want to assure you again that we shall give your order our most careful
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attention.
Yours faithfully,

Jlooamox 41.
Sample of Letter of Complaint on the Letter-Order

Men’s Clothes Dealers Ltd.
138 South Road

Sheffield S20 4HL

England

18" April, 2004

Ref.: Our Order #144 of 215 March, 2004

Dear Sirs,

Thank you for your delivery of men’s silk shirts we discovered some
manufacturing defects:

- there are oil stains on 12 shirts;

- the colour of buttons of 5 shirts does not match the colour of these shirts;

- one shirt is in a different style.

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

Size Colour Quantity
15 white 9
17 white 1
14 blue 6
16 blue 3

We would appreciate a prompt reply
Yours faithfully,

(signature)
Volodymyr Petrynenko
Export-Import Manager

Jlooamok 42.
Sample of Answer on the Letter of Complaint

Vysteria Ltd.
P.O.Box 82
Kyiv 33000
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Ukraine
215 April, 2004
Ref.: Our Order #144 of 215t March, 2004

Dear Sirs,

Your letter of 18" April, 2004, was duly noted. The shirts you returned us are
indeed defective. We have to admit that these defects were overlooked by our
controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air; carriage
paid, and would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact us in the shortest
possible time.

Yours faithfully,

(signature)
Jack Brown
Claims Department

Jlooamox 43.

Dear Sirs,

Your invoice and two parcels, supposed to contain 50 copies of “The Great
General” arrived today. On opening the parcels we found that one contained 25
copies of “Little Women” and the other 40 copies of “Cooking without Fat”.

We have, as you know, given “The Great General” a special display in our
front window and need the copies urgently as we have only a few left,

This is the first time in all our dealings with you that any mistake has occurred
and we hope you will do your utmost to remedy it. Will you please therefore on
receipt of this letter dispatch the correct copies Express and make sure that they
reach us to-morrow afternoon.

Yours faithfully,

Jlooamox 44.

Dear Sirs,

Our order Ne 6235

Your consignment arrived today and has been found correct with the exception
of “Azra” of which 12 were ordered while the case contained only 6.

Please examine the matter and send the missing 6 coats by Air Freight as we
can accept them only if they arrive before the end of the month.

Yours faithfully,
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Jlooamox 45.
Settlement

Dear Sirs,

We were really distressed when we received your letter and learned that your
parcels had been mixed up with two others. We have made the most searching
inquiries but the only explanation we could find was that the labels had been
confused. How this error failed to be found out by our checking system is beyond our
understanding.

We hasten to offer our sincere apologies for this mistake which is all the more
unfortunate as we were so pleased that you had given “The Great General” such
splendid publicity.

It goes without saying that 50 copies were on their way to Kings Cross within
15 minutes of receipt of your letter, and we hope that they will reach you in time.

To compensate you to a certain extent for the trouble we have caused you we
are sending you a specially bound copy, signed by the author, which may remind you
of this incident which has, we trust, been happily concluded.

Yours faithfully,

Jlooamox 46.

Dear Sirs,

Your order Ne 6235

Your letter of 13" March has crossed ours of 12t March in which we informed
you that the mistake in our consignment had been noticed and that the 6 coats had
been dispatched by Air Freight free of charge.

We apologize once more for this most regrettable mistake and have taken
measures to prevent a recurrence of similar errors in future.

Yours faithfully,

Jlooamox 47.

Dear Sirs,

. the lamp was sold me by a highly inefficient salesman in your lamp
department, who is known, for obscure reasons, as Salesman Number One. If it is
impossible to send me the base of my lamp, perhaps you could ship me Salesman
Number One. That ought to help the lamp department a lot, and he would make a
better lamp-base than a salesman.

Yours faithfully,
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Jlooamox 48.
Sample of Answering

Dear Mr. Black:

Having examined Salesman Number One from all angles we feel rather
reluctantly that he wouldn’t make a good lamp-base.

We are sending you another lamp-base. If the original one arrives, we’d
appreciate having it returned to us. We might have to use it, at a pinch, as a
salesman.

Yours faithfully,

Candy

Jlooamox 49
Sample of Reminder

Carsons Inc.
Bay Avenue
San Francisco
July 23, 2004
Dear Mr. Carsons:

Accordingly to our records payment of our invoice No. 35823, sent to you in
April, has not yet been made.

As specified on all our estimates and invoices our terms of business are 30 days
net. Your invoice has now been outstanding for 90 days. In the case of unsettled debt
of this duration it is our company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please send us a
check by return? In case you have lost or mislaid the original | am enclosing a copy
of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,
(signature)
Pierre Lacoste
Credit Controller

Jlooamox 50

Dear Sirs,

May we remind you that our January statement amounting to $400 is overdue?
We should be grateful to receive your cheque at your early convenience.

Yours faithfully,
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Jlooamox 51.

Dear Sirs,

We refer to our letter of 15" April in which we drew your attention to the
overdue balance of our January statement of $400.

We must assume that this account has escaped your attention and we should be
glad if you would look into the matter without delay.

Yours faithfully,\

Jlooamox 52.

Dear Sirs,

We have rendered our statement for your January account three times and have
asked you for settlement of the overdue amount of $400 in our letters of 15" and 29t
April. We are surprised that we have not even had a reply to our letters.

No item of the account is in dispute we must now insist on an immediate
settlement.

Please note that we shall have to hand this matter to our solicitors if your
cheque is not received by the 20" May.

We need not tell you how much we should regret such a step after the long and
friendly connection with your firm and we hope that you will help us to avoid it by
giving this matter your immediate attention.

Yours faithfully,

Jlooamox 53.

Gentlemen,

You know how hard it is to ask for money and say just enough to get it without
offending.

Your check may be on its way. If not we know you will send it immediately. In
either case, thank you.

Yours very truly,

Jlooamox 54.

THE NATIONAL RESEARCH BUREAU
CHICAGO 10
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Dear Mr. Willis,

Here is a list of the seven most expressive words in the English language,
according to Dr. Wilfred Funk, lexicographer and dictionary publisher:

1. The most reverent is “mother”.

2. The most beautiful is “love”.

3. The most tragic is “death”.

4. The warmest word is ‘‘friendship”.

5. The coldest is “no”.

6. The most bitter is “alone”.

And the 7" and saddest word is “forgotten” - that is where we come in, for
apparently you have sadly ‘“‘forgotten” all about us, as you have apparently forgotten
to pay your overdue account. You probably put the statement on one side intending to
pay it promptly, and then have forgotten all about it.

Won't you please let us have your check by return mail?

Most sincerely yours,
R. Ward
Credit Manager
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I'JIOCAPIN

A

absorb NOSIUHAMU,

accept nputimamu,

accept a claim NPUUMAmMu npemeH3ito;
access docmyn

accomplish BUKOHYBAMU;
accordance 8I0N0BIOHICMb,

in accordance with 32I0OHO 3;

accordingly 8IONOBIOHO;

according to 32I0H0 00;

according to your request
according to the circumstances

1) 32i0H0 8auioeo npoxauHs, 2) 3a1eHCHO 810,
3ANENHCHO 8I0 0OCMABUH,

account

checking account
accountancy (accounting)
accountant

accounts

accounts receivable (payable)
chief accountant
current account
customer accounting
keep an account

on account

open account
savings account

take into account
total accounts

1) ¢inancosuni 36im;, 2) paxymok; 3) 3anuc
Qinancosoi onepayir;

YeK0BULL PAXYHOK,

Oyxeanmepcokuil 001K, OyxXearmepcoKull 36im;

1) excnepm 3 amuanizy o6awnkie i ¢hinancosoi
3eimuocmi; 2) keanigikosanuti oOyxearmep, 3)
pesizop;

1) paxyuxu; 2) 36imuicms, 3) 0in08i KHUU,

1)  paxyuxku  Oebimopie; 2) npocHO308aHi
HAOXO0O0MCEeHHS;

201108HUL Oyxeanmep,

HOMOYHUL PAXYHOK,

PO3PAXYHOK 3 KNIEHMOM,

gecmu paxyHokK;

3a paxyHoK;

BIOKPUMULL PAXYHOK;

PAXYHOK i3 6CIMAHOBIEHUM NPOYEHMOM,

bpamu 0o yeaeu, 8paxogyeamu,

CYMY8AMU PAXYHKU,
accustom npuguamu,

be accustomed to 36UKHYMU 00
acknowledge niomeepoicysamu,

we acknowledge (the) receipt of
your letter

1) mu niomeepoxcyemo OmMpuUMaHHsi BAULO20
aucma, 2) np3Hasamu,

acquire 1) nabysamu, 3000y6amu; 2) docseamu,

acquire a majority stake 0o0eparcamu KOHMpOJIbHUL naKem aKyili KOMNAaHii,
adjustment DecyioBaAHHS, Y3200HCEHHS,

administrator Ynpasaaoyuil, aOMiHiCmpamop,

adopt 1) npuiimamu;, 2) 3aceoroeamu;
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adopt methods

BNPOBADIHCYBAMU MEMOOU,

advance

advance in price

1) npocysanmns eneped,; 2) ycnix, nOAINUEHHS,
npoepec, 3) noszuka; 4) niosuwenHs, 3pOCMAaAHHs
(yin); 5) nmpocysanua (no  cuyoucoi); 6)
BUNEPEOHCEHHS,

1) niosuwenns 6 yini; 2) asawnc;

in advance 1) 3apauns, nonepeouvo; 2) niamumu a8aAHCOM;
3) 0asamu no3uky,
advantage nepesaza, u200a;

absolute advantage
comparative advantage

abcontomua nepesaea,
8I0HOCHA nepesaza,

advertise
advertisement, advertising
chainwide advertising

Dpexnamyseamu,
pexnama,

pexnama, wo po3noeCro0NCYEMbC No 6Cill cimyi
(mazcaszunis);

advice
piece of advice
advice of sale

1) nopaoa; 2) nogioomnenus,
nopaoa,
1) nosioomnenns npo npooadic;, 2) nopaoa;

advise 1) nosioomnsamu; 2) paoumu,

advisory KOHCYIbMAMUSHULL,

agency 1) acenmcmeo; 2) nocepednuymeo,

agenda nOpPsL00K OeHHUll,

be on the agenda Oymu nHa nopsoky oenHomy (3060pie, Hapaou),
agent azenm,

average agent

asapiinut Komicap,

shipping (forwarding) agent eKcneoumop,

agree H02002CYBAMUCH,

agree (up) upon 00OMOBUMUCH NPO,

agreed 00MOBIEHULL, V3200MHCEHUT,

agreement 1) oomoenenicms, 2) dozosip, 3) yeooa;,
conclude an agreement yKAaoamu Y200y,

gentlemen’s agreement 0JHCeHMIbMEHCHKA Y200d,

verbal agreement YCHA yeooa,

alliance co103

allocate 1) posmiwamu, poznodinamu; 2) acueHysamu,
allocation 1) posmiwenns; 2) po3nodin;

allocation of costs PO3n00IN NPAMUX 8UmMpam,

allowance SHUIICKA;

make an allowance

HA0as8amu 3HUNCKY,

alter [oltor]

1) 3miniosamu, 2) nepepooniosamu; 3) minamu,

amendment BUNDABIEHHS,

amortization 1) amopmuszayis,; 2) cnucauns;
amortize cnucysamu,

amount cyma;
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to the amount of
amount due
amount in cash

up to he amount
amount of balance
amount of loss

HA CYMY,

HANIeJICHA CyMa,
Cyma 2omi6Kor,

8 Medcax Cymu,
3aMUUWOK HA PAXYHKY;
cyma 30umkise,

annual WOPIYHUL, DIYHUL,

annual report WopiuHul 36im;

anticipate ouikysamu, nepedbauamu,

anxious 1) 3anenoxoenuti; 2) mpusoscuuil, 3) wo npacte

(00 uoeocy);

be anxious (to be eager, to be | uexamu 3  Hemepninnam,  xeunosamucs,

keen) npazHymu,

anxious for success Mo, Xmo npazHe yCnixy,

applicants npemeHOeHm;

apply 1)  36epmamucsa; 2)  cmocyeamucs,  3)
BUKOPUCTNOBY8AMU,

apply for a corporate charter
apply for a patent
apply for a visa

nooasamu 3as68y Ha KOPNOPAMUGHUL NAMEHM,
nooamu 3as8y Ha NAmeHm,
3anpocumu 613y,

appoint

appointment

have (have got) an appointment
with smb

npusHayamu,
1) oinoea 3ycmpiu, 2) npuznadenms,
mamu 0ino8y 3yCmpid 3 KUMOCY,

appreciate
appreciate smb’s kindness

1) pozymimu yinnicms,; 2) oyronisamu,
OYIHIOBAMU YUIOCb O0OPOMY,

arbitration

apbimpasic, mpemeticokuil cyo (m.Cmokeonovm);,

asSSess

oyiH8amu

assets (assets and liabilities)

personal assets
reserve assets

1) saxicmse, yinHull 6Hecok;, 2) KOJCHA OKpeMa
cmamms (onucy, ingenmapio); 3) 10p. maiino, 4)
po3Mm. wmauno, 5) ¢in. assets and liabilities
akmue(u) i nacus(u), asyap;

NPUBAMHA ]IACHICMb,

pe3epeHi akmusu,

assure 3anesH08amu;

attempt cnpoba, 3amax;

attract npueaobeamu, yapysamu;

attract customers 3ayyamu NOKynyie,

authority 1) enaoa; 2) nosnosasicenns, 3) asmopumem; 4)

have a final authority

00Ka3, niocmasa,
Mamu 8UPIULAIbHE CNI0BO;

average
general average
particular average

1) cepeoue uucno, cepeons seruuuna; 2) agapisi,
3a2anvHa asapis,
uacmKo8a asapisi,
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axle 8aJl, 8ichb

B

backbone 0CHO8A

background Ppobouull 00cgio

balance 1) pisnosaza; 2) banancysamu,

balance of payment deficit
balance of payment surplus
balance of payments
balance of trade

balance sheet

balance sheet account

ypieHosasicysamu,

Ooeiyum naamisicHo20 6aIancy;
HAOTUUWOK NAAMINCHO20 OANAHCY;
NAAMINCHUL OANAHC,

mop2osuti 6ananc,

banancosuii 36im;,

cmammsl 6yXeanmepcvko2o 6aiaucy;

be in balance Oymu 30a1aHCO8AHUM,
keep the balance 30epicamu pignosazy;
ban 3ab0pona;

ban on import 3a00poHa Ha imnopm;
lift a ban 3HAMU 3aO0POHY;
bank banx;

bank services OaHKIBCHKI nocyeu,
banking banxiscoka cnpasa;

bargain [‘ba:gin]
bargain and sale
bargaine away

00MO8IeHICmb,
00208ip KYNiai - npooax)cy;
npooamu 3a 6e3yinv,

bear

bear in mind
bear expenses
bearier of a bill

1) nocumu, 2) napoooicysamu, 3) sumpumyeamu,
4) mepnimu;

nam’smamu;

oniamMumu 8UMpamu,

B/IACHUK 8EKCeJlS;

beneficial

KOPUCHULL, UCIOHULL,

benefit

to our mutual benefit
unemployment benefits

1) sucooa, xopucmo,; 2) npubymox, 3) nemucis, 4)
2pouLosa 0onomoza,

i3 3AEMHOIO 8U200010;

donomoza no 6e3pobimmio,

bill

bill of lading

bill of sale
dirty (clean) Bill of Lading

original Bill of Lading

1) paxynox (v pecmopaui, maeasuni); 2)
3akoHonpoexm, 0inb; 3) amep. baunxknoma, 4)
8eKcellb, mpamma,

KOHOCAMeHm  (MPAHCNOPMHA — HAKIAOHA  HA
8aHmaodic  Ni0  4ac  MOPCbKUX  Nepese3eHb,
K8UMAHYIS, WO PeECmpye 8i08AHMAICEHUL MOBAP
Ha Kopabenv;

Kynua,

., OpyonutL” L uucmui”) KOHOCAMeHMm
(koHocamenm, SAKUU Micmums (He MICMUmb)

293




overdue bills
rail (road) or air waybill

through Bill of Lading

NPURUCKYU HNPO me, WO 6AHMANC OMPUMAHO )
HOWKOONCEHOMY 8ULTIALOL);
OpU2inal KOHOCAMEHMY;
npocmpoyueti 8excens;
MPAHCNOPMHA ~ HAKIAOHA
KOHOCAMEHmMY nio yac
aemMoMoOIIbHUX Ma asianepese3eny);

HACKPI3HUUL (NPOXIOHUL)) KOHOCAMEeHmM (03HAYdAE,
Wo GIONpABHUK mMa OMPUMYBAY  BAHMAICY
38iIbHEHI 80 MYypOOM NPO NEPeBaAHMANCEHHS Y

nopmy);

(6uxkoHye  ponb
3ANI3HUYHUX,

board

on board vessel (ship, steamer)
board of directors
be on the board

1) 6opm; 2) oowrxa; 3) pada; opean ynpaeuiHHsi;
NPABIIHHA,

nocaoxka Ha Jimak,

paoa oupexmopis;

Oymu 4ieHom NpaeiiHHA;

bond bopeose 30008 ‘s13anns1, odnicayis,
short bond KOPOMKOCMPOKO8a 0bicayis;
bonded 3abe3nevenull oonicayismu,
bonus Haobaska, npemis;

night shift bonus npemis 3a pooomy 8 HiuHY 3MIHY;

no claim bonus
overtime bonus
quality bonus

npemis 3a bezasapiiny pobomy,
npemis 3a NOHAOHOPMO8Y POOOMY;
npemis 3a AKicHy pobomy;,

boom

consumer boom
economic boom
stock market boom

NPOYBIMAHHS, WEUOKUL NIOUIOM;
PI3KULL 3piCm CNONCUBAHHSL,
EKOHOMIYHUL NIOUOM;

pi3Ke nidBUWeHHs Kypcy axyiil Ha @OoHOO08Il

Oipoici;
boon 3pYUHICID,
borrow 1) nosuuamu, 2) 6pamu 6 bope;
borrowing no3uKa Kowimie (Hanp. 6i0 OaHKy);

borrow at interest
borrow on mortgage

nosuyamu nio npoyexHm,
nosuuamu nio 3aK1aoHy;

borrow short ompuMamu KOpomxoCmpOKOSUll 3auM;

branch Ginian, eanysv, 8i00iNeHH S,

brand copm;

brand 1) tamynok, copm, axicms, 2) mapxa (mosapy);
new brand HO8a Mapka (mosapy);

break 1) nomamu, pytinyeamu, 2) nopyuwysamu,

break (infringe) a contract nopyutysamu KOHMpaxKnt,

bring 1) NPUHOCUMU, 2) nocmavamu, 3)
bring an action of damages | cnpuyunrosamu,

against smb

npeo s6aamu KOMyCcb N0308 3a 30UmKU,
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break

aamamu, p036u6amu;

breakage NOAAMKA;

broken po3doumuii;

broker 1) 6pokep; 2) maxnep, 3) nocepeOHuxK,
brokerage OpoKepcbKa KOMICIS,

budget O1000/Ccem; KOwmopuc,

approbe the budget 3ameepoumu 6100xcem;

build up the budget
budget of expenditure

PO3pobumu KOumopuc,
KOWMOPUC 8umpam,

bulk

maca,

in bulk 1) 6e3 ynakosku nacunom, 2) 6e3 pozghacoexu,
business cnpasa, 0ino;

business relations 0111081 IOHOCUHIUL,

on business Y cnpasi;

busy 3QUHAMULL

be busy with (to
business)

go

into

3auUMamucs 6i3H€COM,'

buy KYnyeamii,

buying power KYRI8eNbHA CAPOMONCHICMb;
buy-out BUKYN,

bylaws IOPUOUYHT NOJIONCEHHS OJisL NIONPUEMCNG,
by-effect nobiunull eghexm;

by-work OQ0NOMIdNCHI pobomu,

C

cable 1) meneepama; 2) menezpagysamu,
by cable no menezpagy;,

cancel 1) giominamu; 2) ckacogysamu;
cancel a contract pozipsamu (cKacysamu) KOHMPAKm,
capital Kanimar,

arrregate capital
available capital
borrowed capital
capital account

capital assets

capital surpluses
capital of a company
circulating capital
current capital
endow with capital
dead (idle) capital
debt capital

CRIIbHUL Kanimal,;

JIKGIOHUL Kanimain,

3AUHAMULN KANimaJa,

1) paxynox ocHosHo2o Kanimany, 2) paxyHox
OCHOBHUX (hoHOi8, 3) bananc pyxy xanimanis, 4)
eKOHOMIUHI CAHKYIL,

1) ocHosHi ¢honou, 2) ocHoenuii xkaniman, 3)
OCHOBHI 3acobu;

dooamkosutl (npubasoumwlil) Kanimai,
aKYlOHepHUl Kanimai KOMNAHIL,

000pomHULL KANimai,

obopomui ¢ponou,

3abe3neuyeamu Kanimaiom,

Mepmeuti Kanimain,
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fixed capital
human capital

3any4eHul Kkanimar;
OCHOBHULL KanimaJ, OCHOBHI 3aco0u,

in exchange for investment | modcekuii kaniman;

capital 6 0OMIH Ha 6KIAOCHUL KANImai,
invest capital sKIA0AMU KANimai,

keep capital intact 30epieamu 6eIUHURY KANIMALY He3MIHHOIO;
recovered capital Kanimai, wo OKynuecsi,

shared capital aKyionepHull Kanimai,

spare capital BLILHULL KANIMAJ,

transfer capital nepesooumu Kanimain;

turnover of capital obepm kanimainy,

withdraw capital BUIYHAMU KANTMAJL,

cards 1) kapmxka, 2) keumox;

automated teller machine cards | niacmuxosi kapmxu 0ns 6ankomamis,
cargo BaAHMAIC;

deck cargo nanryOHULL 8AHMANC,

carriage 1) exinaoic; 2) nacaxrcupcokuii 6a2oH,
carriage paid (to) nepegeseHHs OniaueHo (00);

carry 1) sezmu, 2) necmu,; 3) npunocumu,
carrier MPAHCNOPMHE A2eHMCMEB0;

carrier and insurance paid to

nepese3enHs i Cmpaxy8anus onia4eHo 00,

case

packing case
in case of

in the case of
case in dispute

1) swux; 2) eunadok, 3) cnpasa; 4) cyoosa
cnpasa;

AWUK 01 NAKYBAHHS,

y 8UNAOKY;

CMOCOBHO (4020-HehYOb);

CnipHe NUMAaHHs;

cash

cash and carry
cash flow

cash in advance
cash on delivery
cash on hand
cash payments
cash price

cash receipts

20misKa,

onjama 20miBKoio;

NoOmiK 2OmiBKu,

2POouULoBUL A8aNC;

onjama nio 4ac 00CmMasKu;

20MIBKA HA PYKAX,

20MIBKOBI NIAmMedC,

YiHa 3a moeap, CniavyeHa 20Mmi6KoI0, HUNCUA HIIC
B8CMAHOBIECHA,

20MIBKOBT HAOXOOINCEHHS,

petty cash OpibHa cyma,

casual BUNAOKOBUIL;

catch 1) 3n06umu; 2) Hazdocwamu; 3) npueepmamu
(veazy);

catch on cmamu MOOHUM,;

cater (for) nocmavamu,

cause 1) npuuuna, 2) niocmasa
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be caused by smth

Oymu BUKIUKAHUM (CHPUYUHEHUM) YUMOCH

challenge CKAAOHE 3A80AHHSL,

chamber naiama;

chamber of commerce mopeigenbHa nalama,

charge (for) 1) napaxysanns; 2) nrama, 30ip (3a);
free of charge be3KOUIMOBHO,

charges sumpamu,

bank charges
interest charges

bauKiecbKi gumpamu,
npoyenmu, sIKi HOMpPIOHO BUNIAMUMU,

charter
charter-party

1) cmeoprosamu, 2) 3acnogysamu; 3) wapmep;
yapmep-napmis, @paxmosuii KOHMPAaxkm
(KOHmpaxm Ha 301lCHEeHHs MOPCLKUX Nepege3eHb,

chartering ¢paxmyseanus,

check 1)  nepesipamu, 2)  cmpumysamu;  3)
nepewkooxcamu, 4) uex;,

check in 3apeecmpy8amucsi,

choose 1) subupamu, 2) ooupamu, 3) eupiutysamu,

choose the company’s officers

ooupamu AOMIHICMPAMUGHUX

KOMNAHIi;

BUKOHABYLE

circumstances

[

n the circumstances

fource majeure circumstances
in (under) the circumstances

1) obcmasuna, e6unaodok, 2) ymosu, 3)
mamepianvbHe CmaHosuuje,

npu 0anux 0oCmasuHax,

gopcmadicopni obcmasunu;

3a maxKux 0607’/1616147—1,’

claim

claim a penalty

claim smth (money,
compensation, etc.) from smb

groundless (unjustified) claim
make a claim
claim for damages

1) sumoea, 2) npemensis, 3) pexnamayis;
sUMA2amu nexio;,
suMazamu  Woch
K020Cb;

(epowii, Komneucayio) 8io0

HeoOIPYHMOBAHA NPEeMeH3is,
3AA6UMU NPEMEH3TI0,
10308 (npemen3is) npo 30umKu,

clarify
clarify disputes
clarify your meaning

1) 3’ acosysamu; 2) nosicniosamu;
3a1a20024CY8aMU CYNnepeyru;
NOSICHIMb C8010 OYMKY,

clause 1) nynkm; 2) ymosa (konmpaxkmy),
under clause 2 3a cmamero 2;
close 1) 3axpusamu, 2) 3axinuysamu,

close down a company
closing of the gaps

3aKpumu KOMNAawio,
30UNCEHHST KOPOOHIB,

clear

clear of debt
clearance

1) uwucmuu;, 2) sacuut; 3) npozopuii; 4)
spos3yminutl;, 5) ouuwamu, 6) eukonamu MumHi
gopmanvrocmi;

be3 bopey,
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clearing 1) nposedenns po3paxyHKie uepe3 po3paxyHKO8y
naramy, 2) oniama 6opey; 3) ypezynoeanHs.
npemen3it,
0e320miBK0BI PO3PAXYHKU MIJHC OAHKAMU,
collateral 1) 0ooamkose 3abe3neuenns,; 2) 3acmasa;
collect 1)  s3bupamu;, 2)  konexkyionyeamu;  3)
collect the goods niocymosysamu,
collection 3abpamu mosap;
epouiosuti 30ip, iHKacayis,
come 1) npuxooumu, 2) eiobysamucs; 3) cmasamu, 4)

come to an agreement

eunaoamu;
nputimu 00 3200U,

commercial [ko‘m3:Jol]
commercial invoice

Mmop208uti, KOMePYIUHUL,
KOMePYTUHUU PAX)YHOK,

commission

be on commission

1) oopyuenns; 2) Komiciliha 6uHa2opooaq,
KOMICTUHI

OmpuUMy8amu KOMICIliHI 3 npooaicy;,

commitment 30008 'SI3aHHA;

common 1) 3aeanvuuii; 2) npocmutl, 3) nowupenutl,
common market 3a2a1bHULL PUHOK,

community 1) epomaca; 2) cnieopyacHicms,
community goodwill 000pPO3UUIUBICMY CYCNITLCMBA,

company KOMNAHIA,

daughter company (subsidiary)
global company

listed company

parent company

unlisted company

O00YIPHSL KOMNAHIS,

MINCHAPOOHA KOMNAHIS,

KOMNAHISA, akyii IKOi Komupyomucs Ha Oipoici;
MamepuHcbKa KOMRAHIA,

KOMNAHIs, akyii IKoi He KOMupyromucs Ha 0ipoict,

unquoted companies KOMNAHIL, axkyil AKUX He 3apeecmposani Ha
Oipoici;
compensate smb KOMNeHCysamu,

compensate smb for losses
(expenses)

compensate smb for smth
compensation for smth (to make
compensation for smth)

full (partial) compensation

KOMHNEHCYy8amu KOMyCcb 30Umku (umpamu,);
KOMNEHCy8amu KOMYCb WOCh;
KOMneHcayis 3a woch;

HOBHA (YWACMKOB8A) KOMNEHCAYIsl,

complain (of smth)

arcanimucs (Ha wocsy), supajdcamu He3a00601eHHS.

complaint (claim) (uumocy);
cKapea, npemeH3sii, HeB00BONEHHS;
without complaint 0e3yMOBHO,
complex CKIAOHUIL,
complicated channels VCKIAOHEHT KaHau,
compliance 1) 3200a, 2) 6i0nosionicmo;
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in compliance with

00 8I0N0BIOHO;

comply with BUKOHYBAMU,
comply with smb’s wishes umu Ha 3ycmpiy Y4umMocb NOOANCAHHIM,;
concession NOCMynKa;

concourse

(amep.) 3an, cono08HUIL 6eCMUOIONbL BOK3ALY,

consider
consider null and void

1) pozensoamu; 2) bpamu 0o ysaeu, 3) oymamu,
88ascamu HeOiliICHUM,

consignment
consignee
consignment note
consignor (shipper)

1) napmis (moeapis),; 2) eanmaoic;
Mo, Xmo Ompumye 6aHMatiC;

1D naxknaona; 2) koncuenayis;
Mo, Xmo GINPassie 8AHMANC,

consult KOHCYIbMY8AMUCSL,

consult partners KOHCYIbMY8AMUCSL 3 NAPMHEPAMU
consumption CHOJNCUBAHHS

contract KOHMpAaKkm;

infringement of terms and
conditions of the contract
integral part of the contract
make (conclude) a contract

sign a contract (agreement)

subject of the contract

NOPYULEHHA YMO8 KOHMPAaKmy ;

He8li0 eEMHA YacmuHa KOHMpaKmy,
VKIA0amu KOHMpAaxKm;
nionucyeamu KOHMpaxKm;
npeomem KOHMpAaKmy,

contribute

contribute services, skills
contribution (to smth)
contribution to a fund

1)  pobumu  emecox; 2) 3)
JHcepmeysamil;

pobumu 6HeCcoK, CRpUSIMU 8MIHHAM MA HABUYKAM,
eK1ao (6 wocw);

8K1A0 Y POHO,

cnpuiamu,

control

control profits

1) ynpasnamu; 2) xepyeamu; 3) peeymosamu, 4)
KOHmponogamu, 5) nepesipsmu,
KOHMPpO08amu npuOymxu,

controller 201106HULL (piHaHCUCT, KOHMPOTIep, Pesi3op;
span of control cghepa beznocepednbo20 NiONOPsOKYBAHH,
convertible KOHBepmMOBaHUll

convince nepexKoHy8amu

cope (with smth) YROpamucs (3 YUMOCyh)

corporation KOpnopayis;

multinational corporation

MIHCHAPOOHA KOPNOPAaYis,

correspond (with, to)

1) eionosioamu, 2) osnauamu; 3) npedcmasisimu
coboro; 4) piensmucs;

corrupt KOPYMROGAHULU, NPOOANCHULL,

corruption NPOOAdCHICMb, KOPYNYIs,

costs 1) wyina; 2) eapmicms, cobieapmicmo;, 3)
sumpamu, 4) kowmyeamu,

cover costs HOKpUsamu sumpamu,

cross-border road freight costs | nodopooxcne ~ mumo 3 eanmaosicis, uwo
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cost of production

nepemuHaroms KOpOOHU,

at any cost sumpamu upoOHUYMEa;
at heavy cost 3a 6y0b-5KY YiHy;
below cost yepes GUIUKI 6UMpamu;
prune away costs HUdicue cobisapmocmi,
cost of sale SHUNCYBAMU BUMPAMU, eKOHOMUMU,
acquisition cost cobisapmicmbe peanizo8anoi npooyKyii;
actual cost noYamKo8a 6apmicma,
Gaxkmuuni gumpamu,
commodity moeap, NpoOyKm, npeomem CRONCUBAHHSL,
commodity association MIJICHapOOHa acoyiayis 3 npooas’icy mosapis,
compete 1) koukypyeamu, 2) 3maeamucsi;
competent 1) komnemenmuuii;, 2) CHPOMONCHULL,
be competent Oymu KoMnemeHmHuM;
copyright a8mMopcovKe npaso;
copyright piracy NOPYULeHHS A8MOPCLKO20 NPAsd;
counter 1) sikno  peecmpayii; 2)  npomunedxchull,

counter trade

360pOMHIL, 3YCMPIYHUL,
3)CMPIYHA MOP2L6JIA,

course
in due course
in the course of the year

1) kypc samomu, 2) kypc cyona, 3) xio;
8 HANIeHCHULL CMPOK;
8NPOO0BIC POKY;

cover

under separate cover
cover all losses
cover requirements

1) cnaama, noxkpumms; 2) 3abe3neuenms; 3)
cmpaxyeanns; 4) konsepm; 5) cmpaxysamu,

8 OKPEMOMY KOHBEpMI,

BIOWKOO08Y8aMU BCI 30UMKU;

3A0080ILHUMU BUMOLU,

credit

credit reference letter
credit terms

letter of credit

on credit

1) naoitinicmo, 2) dosipa, 3) kpeoum, bope;
PEKOMEHOAYIHULL KPEeOUMHULL TUCT;

1) ymosu axpeoumusy; 2) ymo8u no3uxu,
KpeOUMmHULL 1UCM, aKpeoumus,

8 Kpeoum;

currency

blocked currency

In native currency
currency pegged to dollar
convertible (hard) currency

cpouti, eanoma,

OJ10K08AHA 8aNtOMA

8 HAYIOHANLHUX 2POULOBUX OOUHUYSIX,
sanroma, ,,npus’azana’”’ 0o Kypcy oonapa
sinbHoKoHeepmosana (meepoa) sanoma;

custom

customs check
customs clearance
customs fee (dues)
customs red tape
customs union

1) knienmypa, noxkynyi;, 2) mumo, mMumuuti 30ip;
3) mumue ynpasninns,; 4) seuuaii;

MUMHUU KOHMPOTb,

DPO3MUMHEHHS,

Mumui 300pu;

MUmMHa 61OPOKPaAmisi;

MUMHULL COI03 (CNiKa),

300




the Customs

MUmMHa cyacoa,

custom house MUMHUYSL,

exchange customs Oipacesi npasuna,

customer NOKyneybs,

preferred customer NPUBLIetlo8anUll NOKYNEYb,

customary 36UYAUHULL,

In a customary manner SIK 3A82COU;

D

damage 1) wxooa, 30umku; 2) wkooumu, ncysamu,

by way of damage to
assess the damage
agreed and liquidated damages

yepes GIOWK0OY8aHsL 30UMKI8,
oyiHt08amMU 30UMKU,
V32000iceHi ma 3a30ane2iob OYyiHeHi 30umKu;

be damaged OYMuU NOWKOONCEHUM,
damages 30uUmKU, KOMREHCayis 3d WoCh,
data oati, 6100MOCMI;

process data 0b6pobsAmuU OaHi,

input data 8XIOHI OaHi,

output data
price level data

BUXIOHI OaHI;
O0aui npo piseHs YiH,

date
date of issue
maturity date

1) oama; 2) wuucno;, 3) obuucmosamu; 4)
niopaxosysamu,
oama 8unycKy,

memeH nocauteHHA,

day 1) oemwv, 0oba; 2) pobouuii Oenv; 3) nepioo,

days of grace 8IOPI30K uacy;

in a few days nib206I OHi,

day-to-day yepe3 OeKiibKa OHIG,
NOBCAKOCHHUU,

dead 1) mepmeuii; 2) moti, wo empamue Cuy, OCHOGHY
sAKicmb, OYHKYIIO,

deadline OCMAHHIU MepMiH;

deadlock 3acmitl; Mynuk,

deaswieght 2py30nioemMHicmb CyOHa, 0edgetim,

deal 1)  mamu cnpasy; 2) giomocumucs, 3)

deal (square deal)
deal in

dealings

deal with

deal with a claim

dealer

authorized dealer

kopucmyeamucs, 4) mopeysamu; 5) yeooa; 0)
KLbKicmb, 7) 4acmuma,

yeooa (cnpasedausa y200a);

npooasamu (uocs, 0eujo),

KOMMEPYIUHI Y200u; mop2osi onepayii,
3aUMaAMucs;

po3zenadamu cKkapey;

oinep;

ogiyitinuil dinep,
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debt
repayment of debt

bope;
noeawienus bopeay;

active debt HenaveHut oope,

run into debts Hapobumu 60p2ie,

decide npuuMamu pilueHHs;

decide on vacation, hours, | eupiuysamu numanus, nog’sazami 3 8i0NYCMKOI0,

salary, hiring and firing

mpusanicmio pobo4o2o OHs, NAAMHEI0, HAUMOM
ma 36I1bHEeHHAM,

declare

declare personal bankruptcy
declared value

declaration

customs declaration

tax declaration

3a0exnapyseamu;

020J10CUMU 81ACHEe OAHKPYMCMEBO,
3as61eHa YIHHICMD,

1) 3as6a; 2) dexnapayis;

MUMHA OeKnapayis,

nO0amMK0O8a 0eKiapayis,

decline 1) nadinna; 3wnudicka; cnad; 2) nocipuienwus
ocummesozo  piensa;  3)  eioxunamu;,  4)

business decline 3MEHULY8AMUCSL,

decline 3 points Cnao 0inoeoi aKkmueHocmi,
SHUBUMU HA 3 NYHKMU,

default 1)  nesuxonanws 30608 ’s13anb  (yeoou); 2)
NPUCBOEHHS YYHCUX epoulell, 3) Hecnaama;

default of payment 1) necnnama; 2) 6 pazi necniamu;

be in default APOCMPOUUMU NAAMEACE,

claim default npeo’seumu  npemeusito  3a  HEBUKOHAHHSA
00MOGICHOCI

defer 1) gioxknadamu, giocmpouysamiut, 2)

deferred payment 3ampumyeamu;

BIOKNIA0EHUN NAAMINC,

delay
delay (behind time, in bad time)
in delivery (in shipment)

1) 3ampumka; 2) 6ioxnaoanus,
3ampumka y nocmasyi,

delegate 1) nepeoasamu nosnosasicenns, 2) oopyiamu;
delegate authority po3nodinamu 0008 sI3Ku,
deliver 1) oocmasnamu, 2) nepeoasamu,

delivered at frontier

delivered duty paid

delivery charge

delivery of substandard (wrong)

NOCMAsIeHo HA KOPOOH,

HOCMABIIEHO, MUMO CHIAYEHO;

niama 3a NOCMAayaHHsI;

noCmasxka HeodoOPOSIKICHO20 mosapy (He mo2o

goods moeapy, AKUU 3aMO8JIsIu);
demand 1) nonum; 2) eumoea;

on demand HA BUMO2Y;

be in demand KOPUCMYBAMUCSL NONUMOM,

payable on demand
promoted demand

wo niongeae cnaami no npeo s8J1eHHI0;
NPONa2aHOUCMCbKULL NONUM,

302




department
factory department
fancy goods department

1) oenapmamenm, 2) 6i00in;
NPOMUCTOBULL 8I00IN;
2ananmepeuHull Mazasum;

department store VHigepmae,

accounts department byxeanmepis,;

departure 1) 6ionpaenenns, 2) sioxunenmsi,
deposit 1) 3a0amok; 2) exnao y 6ank, oenozum;
deposit 1) oenoszum; 2) paxynox,

issue a deposit

place money on deposit
safety deposit box
sight deposit

BIOKpUBAMU PAXYHOK,

BHOCUMU 2POULT HA 0eno3um,

cetigp 0ona Oenozumie (Haoaemvcsi y OAHKY
NPUBAMHUM 0COOAM);

1) paxymox 0o 3anumanusa; 2) NOMOYHUIL
PAXYHOK,

depreciation

3HEYIHEeHHA,

destination Micye npusHa4enHsl,
devalue npo8oOUMU 0e8a1be8aAYil0;
difference 1) piznuys; 2) sioxunenms,

difference in quotation
meet the difference
different

PI3HUYSA 8 KYpCax,
cnaamumu pizHuyro;
iHwutl, opyeuil;

direct
direct investment
directions for use

1) npamuii; 2) giogepmuii; 3) b6e3nocepeoHiil,
npsami (besnocepeoni) ingecmuyii;
npasula KOPUCHY8aHHA,

disadvantage

least comparative disadvantage

sell disadvantage

1) meoonix; 2) wxooa, 30umox; 3) HegucioHa
cumyayis, 4) Hecnpusamauei ymosu,

HAauMeHWI 8IOHOCHI 30umKu;

npooasamu 3i 30UMKaMU;

disburse

disbursement (disbursements)

1) sumpauamu, 2) nramumu,; cniavysamu,
sumpamu,

disclose PO3KpUBamMu, NOKA3y8amu,
discount (allowance, BHUMCKA,
reduction) KVNOH HA 3HUICKY,

discount coupon
discount house

Ma2asun 3 GIOHOCHO HUZbKUMU YIHAMU HA
nPOOYKYIro;

disposal

be at smb’s disposal

1) nepeoasanns, epyuenns, 2) pozmauty8arnus, 3)
YNpaeninua,; 4) yCyHeHHs;
Oymu y 4bOMyCb PO3ZNOPAOHCEHHI,

dissolve [di’zolv]

1) nixeioyeamu, 2) poszpopmosyeamu; 3)
NPUNUHAMU OISIbHICb

distribute posnodinamu;
distribute profits and losses PO3n00insAmu npudYmKu ma 30umKu,;
divisible noOieHull;

division of labour

nooin npayi,
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do

do books (to keep books)

do one’s task

do smb’s best (to try smb’s best)

1) pobumu; 2) oismu; 3) eukonysamu,
secmu Oyxeanmepcokuii 00K,
BUKOHYBAMU 3A80AHHS,

HaAMa2amucs WoCUIUu uwocb 3pooumu;

don’t agree unless he insists He  noeoodxcyumechb, SAKWO GIH He  0yoe
Hanoasieamu,

draft 1) uex; 2) sumpama; 3) nepexasnuii gexcenv, 4)
mpamma;

draw up ckaaoamu,

draw up (make up) a contract
draw up a balance

CKAA0amu KOHMpaxKm;
cKaaoamu 6anianc,

druggist

1) anmexap, 2) npooaseys

durable [‘djuarabl]
durable goods (durables)

1) mpueanuti, o0Ooseouacuuil, 2) mMpusaIn2o
KOPUCY 8AHHA;

moeapu mpueailoco KOpucmye6aHHA,

due
be due to smth
customs dues

1) nanexcnuu; 2) pl. dues sbopu, nooamxu,
MUMO;

Oymu BUKIUKAHUM,

MUmHi 360pu;

duty noOamox, Mumo,

duty free 0e3KoumosHo;

E

earn 3apobasamu;

earnings 0e3KoumosHo;

economic 1)  exonomiunuii; 2)  peumabenvhuii;,  3)
“tiger economies” NPAKMUYHUL,

economic integration
economic reprisal

exonomika Iliedenno-Cxionux Asiamcvkux Kpaiw
(kpain ,,muepis”);

eKOHOMIYHA IHmezpayis,

EKOHOMIUHI CAHKYIL,

effect

effect shipment

effect payment

favourable psychological effect
efficiency

1) pobumu, euxonyeamu; 2) 30iticniosamu,; 3)
Hacniook, 4) 0is, enaus; 5) echexm, epasicenHs;
30IUCHIO8AMU 3A8AHMANCEHHS;

300UCHIO8AMU ONAAMY,

CRPUSMAUBUL NCUXOJIOCIYHUL eqheKm,;
echexmusHicmy;

eligible RIOX02ICULL, NPUIHAMHUL, OANCAHUL,

be eligible for a loan nioxo0umo 05 NO3UKU,

eliminate yeyeamu, 3HUNCYBAMU,

elsewhere Oe-HehyOb 8 IHUOMY Micyi;

embargo embapeo;

emphasises [‘emfasaiz] nioKpecaosamu, Haoasamu 00618020
3HAYEHHS1;
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encourage RIOMpUMY8amu;

encrypt [in’kript] wugpysamu;

end-users KIHUYe8l CnoJcu8adl,

engaging 3aUMAmMucs,

engine O0BUYH,

ensure 3abe3neuysamu, 2apaHmyeamu,

entail CRPUYUHAMU, BUKTUKATU,

entail expences CHPUYUHAMU 8UMPANU,

entity 1opuouyHa ocoda;

equity 1) axyionepnuti xaniman, 2) 36uuatina axKyis;

equity capital
equity funding

axkyisn 6e3 ikcosanoo 0igioeHoy;
Kaniman y eueaaoi akyitl,
aKyioHepHUuli  cnocib6  3aCHYBAHHS
G oHOY 3a 00NOMO2010 NO3UKU 2pOULel;

cpoutoeoco

establish
establish a company
established demand

1) 3acnosysamu, 2) ycmarnosmogamu,
3aCHy8amu (8iOKpumu) KOMNAHIO,
chopmosanuli nonum,

European Community
European Council

€sponeticbke cnismosapucmaeo;
Esponeiicoxa Paoa,

exchange

exchange rate
exchange-rate fluctuations
foreign exchange

1) 06min; 2) sanoma;
0OMIHHULL KYPC,

KOJUBAHHS OOMIHHO20 KYpPCY,
[HO3eMHA 8ANIOMA,

execute
execute (perform, implement) a
contract

1) suxonysamu, 2) ogpopmasmu,
BUKOHYBAMU KOHMPAKM,
KepiGHUK;

executive KepieHUuKu (KomMnawii, opeanizayii);
top executives

expand PO3UUPANUCH,

expertise 0COONUBT 3HAHHA, KOMNEMEeHMHICMb,
export eKCnopm, GUBE3EeHMH5L,

export management company
export trading company
export/transit/import tariff

KOMNAHIs, W0 Kepye eKCHOPMOM,
eKCNOPMHA KOMNAHISA;
eKCnopmHuull / mpau3umnuil / iMmnopmuui mapug;

extend
extending credit
extension of credit

NPOCMAAMUCS,; NOOOBHCYBAMU, POZUUPIOBAMIL,
00820CMPOKOBULL Kpeoum,
NPOO0BIHCEHHS KDeOUmy;

F
facilities 1) 3acobu (obcnyeosysanns); 2) moxicausocmi;
fail 1) ne mamu ycnixy, 2) 30aumkpymyeamu; 3)
failure 3a3HamMu NOPA3KU,

1) nesoaua; 2) baukpymcmaeo,
fall 1) naoamu; 2) 3aznamu kpaxy, 3) eunaoamu, 4)
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fall (get, run) into debt

nompaniamu,
Hapobumu 60peis;

fall out PO3BANUMUCH,

fault 1) neoonik, oeghexm; 2) npomax, nomuika;
feathers nip’s;

fee 1 ) sunacopooa; 2) conopap; 3) 30ip,

fees and royalties 00Xxi0  6i0  npodadxcy  JNiyeH3iu, namewmis,
initial fee MexHIuH020 00CBI0Y,

commission fee
customs fee

nepuiull 6HECOK;
KOMICIUHA BUHA20POOA;
MumHuil 30ip;

feed 1) ecooysamu, scusumu; 2) 6600umu Oami;

feed the information in the 3axnaoamu 0aui y Komn romep,

computer

fidelity 1) eipnicms, 6i0O0anicmv,  Ja0sIbHICMb,  2)
fidelity bonds MOYHICMb,

2apanmisi 0OHiei ocobu IHWIU;

file

1) 36epicamu,; 2) niowusamu,

finance [‘fainans]

finance [fai’naens]
financial [fai’naens]
financial accounting
financial performance
financial standing
financial statement
financial year (fiscal year)
financially sound
customers

firm’s financial condition
overall financial structure

bank

Noun. /) ¢inancosi eionocunu; 2) inancu,
epouwti; 3) ghinancyeanms;

Verb. 1) gpinancysamu; 2) npooasamu 6 kpeoum;
Adjective. 1) dinancosuii; 2) wo nramumo
BHECKU,

Qinancosa 38imuicms;

Qinancosa JisinbHicmo,

Qinancosuii cman

Qinancosuil 36im, inancosa 0oKymenmayis;
Qinancosuil (36immuii) pix;

KAiEHmMu 6aHKy, wo maoms cmabitvhe inancoge
cmanosuwye;

Qinancosuii cman hipmu,

3a2anbHa QiHaHco8a CMpyKmypa,

fine

nems, wmpag,

fire

3BLIbHAMU,

float [flout]
thirty (30)-day float

8IOCMPOUKA nocauents 6opey;
30-0enna siocmpouka nocauwientHs bopey,

follow
follow a legal procedure
follow smb’s advice

1) imu crioom; 2) cynpogooscyseamiu,
32I0HO 1OPpUOUYHOI npoyedypu,
(amep.) crioysamu nopaoi K020Co,

as follow HACMYNHUI,
foreman mavicmep,
foresee nepeobauyeamu,

form (set up) a company

cmeoprosamu KOMRNAHiio;

foster

cnpusamu, zaoxodyeaniu,
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franchise 1) ¢panwusza, ocobrusuti konmpakm; 2) npaso,
abo npusinei 8 npooaxcy mosapis abo nociye nio

franchisee Ha36010 iHwoi Qipmu,
mopeieenbHe NIONPUEMCMBO, 5Ke MOpeye Ha

franchiser NibeOBUX YMOBAX  (NIONpUEMCMBO, WO MAE
RiIb208I YMOBU )Y MOP2i6i);

franchising KOMNAHIS, WO MA€E NAMeHm Ha OULIbHICMb,
KOMNAHISA, W0 OpeHOYE iHUi NIONPUEMCMBA,
00epcants 0cooausux npag abo cneyiarbHux
npueineis;

freight ¢paxm (cyoua i m. in.);

fuel (petrol, gas) nanvHe;

fulfil 1) suxonysamu; 2) 30iticniosamiu,

fulfilment BUKOHAHHS 0008 'S3Ki6;

furnish nocmavamu,

furnish smb with smth

nocmadamu WoCcob KOMyCbsu,

G

gain 1) euepasamu;, 2) ompumysamu  KOpUCms
(npubymox, euepaui),

gains 1) npubymxu;, 2) 3apobimox; 3) 30invuienHs,
picm,

get 1) ooepacysamu; 2) 3apobramu; 3) docsaeamu, 4)
domazamucs; 5) eusnayamu, 6) oicmasamucs, 7)

get a raise 3a3HA8aAMU;

get along well ompumamu nio8UUeHHs,

get through the customs

oymu y Xopoutux i0HOCUHAX
NPOXOOUMU MUMHUL Q02TIS0,

give
give directions (to smb)

oasamu,
oasamu iHcmpyKyii (Komycs);

go up

nioHimamu (Yiny)

good moeap;
inferior good moeap HU3bKOI AKOCMI,
goods 1) moeap, moeapu, 2) peui, maiino, 6aHmMasxic,

complement good

final goods
loss-leader item

normal good
inferior good

bazadxc;

moeap-oonosnennss  (goods —  TpaaMIIAHANA
IMEHHUK Yy 3HaY€HHI mMosap, mogapu BXKUBAETHCS
TUIBKA y MHOXHHI. Ale B  0COOIMBHX
€KOHOMIYHHX TEKCTax e CJIOBO
BUKOPUCTOBYETHCS Yy OJHHHI, SIK 3BUYANHHM
3]114yBaHUI IMEHHUK.);

20Mo8i 8UpPooOU, 20Mm0o8a NPOOYKYIs,

mosap, KUt npooacmuvCs 3a 0yiHce HUZLKOIO
YIiHOM0, 5IKA NPUBAOIIOE NOKYNYIS,
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mosap CMmanoapmuoi AKoCcmi;
Moeap HU3bKOI AKOCMI,

goodwill

0i108a penymauis,; npecmudic Qipmu;

grant

grant a discount

1) oomayia, cybcudis, 2) nmaoasamu (3HUIICKY,
kpeoum), 3) oasamu domayito ( cyocudir),;
HA0A8amu 3HUNCKY;

rant-in-aid oomauis, cyocuois, (hiHancosa 0onomoz2a;
Y 34

grocery Oakanitina Kpamuuysi,

gross 1) sanosuii; 2) opymmo,

gross domestic product (GDP)
gross national product (GNP)

sanosutl Hayionanrvrui npooykm (BHII);
sanosutl gHympiwnit npooykm (BBII);

gross pay oniama 3 8UPAaxy8aHHAMU,

gross margine 8a108ULL NPUOYMOK;

by the gross 2ypmom;

guide Kepyeamu, CRpsMO8Y68amil,

H

hand 1) pyka; 2) 6ix; cmopona; 3) nepeoasamu,
hand in spyuamu;

hand over nepeoasamu,

handle 1) xepysamu; 2) amep. mopeysamu, npodasamu,

handle (make,
transaction

undertake) a

BUKOHY8amu (YKiaoamu) y2ooy,

hand-over/transfer

nepesooumu (nepecuiamu,

hardware Memarnesi upoou,

head 1) xepisHuk; 2) HauanvbHuxK;,

head buyer KepiGHUK 81001y NOCMAYAHHSL,

head of department KepiGHUK 8I00LNY;

headquarter wmaob-keapmupa,

hedging CMpaxy8amnHs 8i0 30umKise (xe0XHcy8anHs),
heavy 1) saoickuii; 2) senukuil,

heavy expences
heavy order

8€JIUKI gUmMpamu,
8eluKe 3aMOBICHHS,

hire HaumMamu,
hold 1) mpumamu, 2) eonodimu, 3) emiwgyeamu; 4)
hold an annual meeting npo8ooUmuU;

hold the position

npoeoOUmMuU WopiuHi 300pu,

holder 3aumamu nocaoy,
holder of a bill 1) enacnuk, 2) npeo a6Hux;
hold on (hold the line) Mo, Xmo Mae 8excelw;
hold up mpumamu (meneponny) mpyoxy;
holding 3ampumyeamiut;
1) (openoosamne nepyxome) maiino, 2) 6HecKu,
hospitality 20CMUHHICTNDb,

308




housing

arcumioge 0yOi8HUYMEBO,

Immediately
urgently, right now)

(promptly,

MEePMIHOB0,

impose (on, upon)
Impose a tax

0Nno0amKoO8Y8AMUCS,; HA8 'A3Y8AMU(KOMYCb),
ooxaoamu noOAmKoOM,

incentive
incentive wage
tax incentives

1) cmumyn; 2) momuse;
npoecpecusna cucmema 3apooimuoi niamu;
nooamko8i niiveu,

incidence cgpepa 0ii;
incidence of the costs HA KO20 8UNAOAIONMb GUMPAMIL,
inadequate HeOOCmamHuiu, He 8i0N06i0ae 6UMO2aM,

inadequate packing

YNAKoBKa, Wo He 8I0n08ioae 8UMO02am,

inclined
be inclined

CXUNbHULL, NPUXUTLHULL,
Mamu Hamip, CXUAAMUCS 00 4020Cb

income [‘inkam]
income statement
incomes policy
income tax

gross income

net income
statement of income

1) npubymox; 2) naoxooxcenus, 3) 3apo6imox;
38iM NPo 00xo0u,

noaimuxa npudymxie,

nooamox Ha NPuOymox,

8a108Ull 00Xi0;

yucmui npubymox,

368im NPo NPUOYMKU;

incorporate [in’ko:parit]

1) o6’conysamu; 2) 3apeccmpysamu 5K

IOPUOUUHY 0COOY,
indemnify BIOWKOOY8AMU, KOMNEHCYBAMU,
indemnification BIOWKOOYBAHHSL,
insemnify bond 2apanmiHuil 1ucm;
inflation iHGayis,

inflation rate
suppressed inflation

memn inghaayii;
npuxosana iHgaayis,

inflow/outflow

npUmMoK (2pouieti)/8iomik,

influence
have influence on smb
be influenced by smb

B8NIUSE,
BNAUBAMU HA KO2OCH ),
Oymu nio 4bUMoChb BNIUBOM,

information
sensitive information

1) ingpopmayis; 2) gioomicmo, 3) 3nammsi,
maemui gidomocmi, maemua inghopmayis;

inherited

Hacnioysamu,

input 8K1A0, BUMpamu, iHeecmuyii;

input costs sapmicms gumpam,

input price eapmicms pecypcis, 8apmicmb OCHOBHUX 3ac00i6
8UPOOHUYMBA,

insist 1) nanonseamu; 2) sumazamu, domacamucsi;

insolvent HEeNIamoCcnpoOMONCHUIL,

insolvent industries

HeNnJIamoCnpOMONCHI 2AY31 NPOMUCTOB0CMI,
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installation
installation services

VCMAHOBAEHHS, POSMIUEHHS, MOHMAIC,
nociay2u no ycmaHosyi,

insure

insurable

insurance against all risks
Insurance against fire
insurance)

Insurance against usual marine
risks

insurance risk

insurer

insurance policy

cargo insurance

insurance indemnity

(fire

1) ecmpaxysamu (sio - against; y, ¢ - with); 2)
ybepeemu,

AKUU NIONA2AE CMPAX)BAHHIO

cmpaxysants 810 6y0b-AK020 PUIUKY,
CMPAXy8aHHs HA BUNAOOK NOACEIHC;
CMpAxyB8ants 8i0 36UHAUHO20 MOPCLKO20 PUSUKY;
CMpaxoeuil pusux;

CmMpaxosuil azemm,

Ccmpaxosuii noic,

CMPAXyBaAHHS BAHMAICY,

CMpaxo8 8IOWK00Y8AHHSL,

interest
interest rate (interest at the rate
of 5%

1) iumepec, 3ayixkasnenicmov; 2) uacmka,
giocomox; npoyenmu, 3) gikcosanuii npoyernm;
NpPOYEeHmMHAa CMasKa,

intermediate

1) nocepeonux; 2) npomiscua 1auka,

intermediary (middleman) noCcepeoHuUK;

intervention 8MPYUaHH,;

invalid HeOIUCHUL,

inventory MamepianibHO-8UpOOHUYT 3aNdAcCuU, IHGeHMAp,
investment iHeecmuyii;

portfolio investment nopmeenvri ineecmuyii;

invoice paxynox-chakmypa;

involve 1) micmumu 6 cobi; 2) cnpuuuniosamu,

involve a chain of
complications

GUKIUKamu,
nom:AcHymu 3d c06010 JAHUIOIHICOK ycmaOHeHb

irrespective

1) bes6ionocnuil, He 3anedxcHuil;, 2) He3aNeHCHO

810 ... |

irrevocable confirmed Letter of
Credit

0e36103usHULL NIOMBEPONCEHUL AKKPEOUMUB,

issue

1) sunyck, 2) suoaua; 3) emicis;

item
high quality expensive item
itemize

1) nynukm; cmamms, 2) numanns, 3) Homep, 4)
OKpemuti npeomem, no3uyis;

BUCOKOAKICHULU 00PO2ULL NPOOYKM;
nepepaxogysamu no NyHKmax,

J

joint 3’ €OHaHUll, CNIIbHULL
J

joint action CRinbHa 0isl;

joint owner CNIBBIACHUK,

joint stock aKyioHepHUll Kanima;
joint-stock aKyioHepHUilL,
joint-tenanc cnisopenoa,

J )4
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joint venture

00 ’€OHane nionpuemMcmao,

K

keep
keep in stock
keep smb informed of smth

1) 36epicamu; 2) mpumamu;
30epicamu Ha CK1AOL,
mpumamu 8 Kypci cnpas ko2o-ned6yov,;

knowledge

SHAHHA,

with knowledge 3 giooma,

without knowledge be3 gidoma,

L

label 1) emuxemka, 2) apauk; 3) noznauxa,
labelling scheme npoexm po3poodKu 8i0N0BIOHOT emuKemKu,
labour 1) poboma; 2) pobimnuxu,

labour turnover mekyuicmos pobouol cuiu,

lealflet npocnekm;

lease 1) openoa, navim, 2) 30asamu 8 opeHoy;
ledger 1) epocbyx; 2) byxearnmepcoka Knuea;
general ledger 3a2anbHa OyxXearmepcoKa KHu2d;

lend oasamu 6 bope;

lending NO3u4aHHs (HATIP. 0i1080MY NIONPUEMCMEBY),
lending terms YMOBU 8UOaqU Kpeoumy,

let 1) 0ozeonsmu, 2) 30aéamu 6 openoy,

let smb down niooOUmMuU, CMasumu y He3pyuHe CmaHosuwe;
let smth out on hire (to hire out | oasamu woce nanpoxam,

smth)

letter 1) nimepa; 2) nucm, 3) 0oxymenm,

covering letter
registered letter

CYNPOBOOANCYIOUULL IUCTI,
3apeccmpos8anuti Iucm,

letter of credit aKpeoumus,

levy [‘levi] cms2ysamu noOamKu, onoo0amKo8y8amu,
liabilities 1) eionogioanvhicms;, 2) HeoOXiOwicmv;, 3)
liabilities (obligations, | 30606 ’a3anns; 4) 6opeu; 5) nacusu,

commitment) under the contract | 0606 si3xu cmopin 3a konmpaxmom;

liable 1) gionogioanvruii; 2) 30608 ’a3anuii;

be liable Hecmu 10pUOUYHY 8I0N0BIOAIbHICID

be liable for Oymu 8ionosioaibHuM 3a,

be liable to duty / duty free nionseae ono0amKy8anHio/He nionseac ... |
licence/license (US) JYeH3is,;

licencor niyen3iap (81ACHUK NiYeH3ii);

licensee Jiyenziam (nokyneyw niyensii);

limit 1) meoica; nimim; 2) obmesicysamu,

limit price JiMImHa yina;

line 1) ninia;, 2) ocobnusicme, puca, 3) pio
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line chain of command

OisnbHOCMI, 3aHamms, cneyianvHicms, gax;
JUHIUHA CMPYKmMYypa niOnopsioKy8aHHsL;

line of credit Kpeoumnuil 1imim;

line position JUHIUHAG nocaoa;

list 1) cnucox; 2) peecmp;
list price YIHA 34 NPEtiCKYPAHMOM,

load (cargo)
load into/onto

1) eanmaoic; 2) eanmasicumu;
BAHMANICUMU HA ... |

loading 3A6AHMANCCHHS,

loan no3uKa,

mortgage loans NO3UKA NIO HEPYXOMICMb,

location Micye po3mauty8amHsl,

loss 1) wxooa; 2) 3oumox; 3) empama,

offset losses KOMNEHCY8amu 30umii,

loyal GIpHULL, 8100AHULL

M

mail 1) nowma; 2) nocuramu nowmoro,

junk mail PEKNaMHI mamepianu, uo po3noCrOOHNCYIOMbCs

mail-order house

uepes nowimy;

by return (of) mail nOCUNMOpe;
360POMHOIO0 NOUMOIO;
maintain niompumysamu;
maintenance 1) niompumxa,; 2) 0oenad; 3) excniyamayis;
make 1) pobumu; 2) cxnaoamu; 3) 30iticnioeamu; 4)

make a career (in smth)

make a claim

make a loan (to smb)

make a profit on the sale

make an appointment (with

smb)

make calculations
(amendments)

make decisions

make more
precise/exact/accurate (to
specify, to define more

exactly/precisely/accurately)

s3apobnsmu, 5) yknadamu, 6) eusnauamu; 7)
npuznasamu (Ha nocaoy);

pobumu kap epy (y womycw);

npeo s61AmuU NPemeH3ito;

oasamu nosuxy (Komycn);

ompumamu npubymox y npoyeci npooaxicy;
npusHayumu 0inogy 3ycmpiy (3 Kumocn);

PpoodOUmMU nepepaxyHKu (HonpasKu),

NPUUMAamu pilueHHsl,

YMOUHIO8AMU,

management
management buy-in

management buy-out

1) «kepyeanns, ynpaeninms, meneodcmenm,; 2)
aominicmpayis, oupexyis,

KYNi6ns MeHeoxdcepamuy KOHMPOIbHO20 NaAKemy
aKyit IHWoi KOMNAHIL,

KYNi6nsa MeHeodxHcepamuy KOHMPOIbHO20 NAKemy
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managerial approach

aKyitl c80€I KOMNAHIL;
KepisHull nioxio;

manual 1) niopyunuk, 2) cmamym, 3) pyuHuii;

manufacture supooIAMU;

manufacturer BUPOOHUK, NOCMAYATbHUK,

manufacturing BUPOOHUYMBO,

margin 1) pisnuys, 3anuwiox, 2) eapanmitinuti 6Hecok, 4)
000amKo8a cyma;

market 1) punox; 2) npooasamu,

fair market CRPUSMAUBE PUHKOBT YMOSU,

market hurdles

PUHKOBI bap ‘epu,

saturated market HACUYEHUL PUHOK,

target market UIbOBULL PUHOK;

measure sUMIpIOBAMU,

meet 1) 6auumucsa; 2) 36upamucs;, 3) 3a00801bHAMU

meet (satisfy) a claim
meet the deadline
meet the requirements
meet the request

(yocw), eionosioamu (womycw),; 4) onrauwysamu,
3A0080IbHAMU NPEMEH3TTo;

BKIACMUCSL 8 CMPOK;

3a008ibHAMU NOMPedU,; 8I0N0BI0AMU BUMO2AM,
3A0080IbHAMU NPOXAHHA,

merchandise
merchandising counseling
merchant wholesaler

mosapu,
KOHCYIbIayis w000 acopmumenmy moeapis;
ONMoBULL NOKYNneybs,

minor He3HAYHUIL,
be of minor importance mamu Opy2opsiOHe 3HAYEHHS,
misdirection 8IONPABKA MOBAPY 34 HEGIPHOIO A0PeCcoio,

monetary [‘manitori]
monetary policy
monetary gift

International Monetary Fund

1) monemnuii; 2) epowoguil; 3) eantomuuii,
Qinancoso-kpeoumna noaimuKa,

2poulosa nodicepmea,
Miscnapoonuu Baniomnuii @ono (MBD),

(IMF)

money epouli;

stash money 8KIAOAMU 2POULE;

mount 1) scmanosnioeamu,; 2) monmyeamu,
movement 1) pyx, nepecysanns, 2) pozsumox 0ii; 3) 3miHa,
chain movement PYX 00 00 €OHAHHS,

multibuys KYNiGJisl KIIbKOX 0OHOMUNHUX peyell;

mutual 83AEMHULL,

mutually 83AEMHO;

be mutually agreed

3d 63AEMHOIO 32000)‘0,'

N
need 1) nompebysamu, 2) 3acnyeosysamu;
need a lawyer nompeoysamu 10pucma,
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be in (urgent) need of smth

(mepmino60) nompebysamu Wocyw,

negotiate

negotiable

carry (conduct) negotiations
negotiate purchases or sales
negotiation group

sole negotiator

1) oomosnsmucs, eecmu nepezosopu (npo for );
2) nepeboprosamu;

me, wo  Modyce  Oymu
nepexynieHum,

gecmu nepe2o8opu,

gecmu nepe2ogopu 3 Npueody Kynieni abo
npooasicy;

Komimem 3 nepe2oeopis,

€0UHAa 0coba, siKa ede nepecosopu,

nepenpooanuMm,

net yyucmuil, Hemmo,
net assets sapmicmuv MatiHa 3 8UPAXYBAHHAM 30008 3aHb;
net income yyucmuti  npuOymox  (aMep. npubymox, AKutl
net liability ONOOAMKOBYEMbCS);

yucme 30008 ’S13aHHA,
net loss yucma empama;
net pay oniama 6e3 8Upaxysamy;
net worth sapmicmuv MatiHa 3 8UPAXy8aHHAM 30008 3aHb;
note 1) nomamku; 2) 3anucka; 3) HaK1aOHA, BeKceb,

promissory note
Release Note for Shipment

banknom; 4) (bopeosa) poznucka,
npoCmMull 8eKceib,
NOBIOOMIEHHS NPO 20MOBHICIb 00 8I0NPABIeHHS,

null

HeOllUCHULL,

null and void motl, Wo mMmpamue Cuy,

0)

obligation 30008 ’A3aHHHA,

without obligation 0e3 3000643a1b,

oblige 30008 ’s3y6amu;

be obliged (to) Oymu 80sUHUM,

observe 1) nomivamu; 6auumu, 2) npumpumysamucs,
observation 3A)8ANCEHHS,

obstacle nepenouda, nepeuKooa;

obstruct 3aeaoumu;

obtain ooepoicysamu, 3000y8amu;

obviously OYeBUOHO;

official oiyitinuil;

omission NPONYyCcK,

omit 1) nponyckamu; 2) eunyckamu, 3) onyckamu,
omit to do (doing) He 3pobumu;

operation 1) poboma, 2) dia, 3) excniyamayis,

put into operation

8eoouUmuU 8 0ito;

opportunity
lose an opportunity

1) wanc (moocnusicms); 2) 3pyuna nazooa;
BMPAMUMU WUAHC (MONCIUBICD);
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seize one’s opportunity
(chance); take an opportunity
have the opportunity of doing
smth

CKopucmamucs MOAHCIUBICMIO

Mamu MOMCIUBICMb 3p06umu Wo-H.,

oppose OCKapICumu,

option 8U0bip, npaso eubopy,

at (in) our (your) option Ha (8awi) posenao;

order 1) naxazyeamu, 2) siocunamu, 3) zamoensmu; 4)

online ordering
against (on) Order No.
cash with order

by order

for order’s sake

3amoe6neHHs; 5) nakaz, 6) opoep, 7) nopsook;
3AMOGNIeHHs.  MO8apie  uepe3s  KOMN HOMepH)y
mepexcy;

3amosnents 3a No;

20MiBKOI0 NPU OMPUMAHHI 3AMOBIEHHA,

3a HAKA30M,

3apaou nopsioKy;

organization
organization structure
organizational chart

opeauizayis,
OpeaHizayiuna Cmpykmypa,
opeaHizayiiuna cxema,

origin NOXOOCEHHSL,

outer 308HIWHI;

outgrowth NPOOYKM, pe3yibmanm,

outlet PUHOK 30ymy, mMopeieebHA MOYKA, MOpP2ieesbHe
NIONPUEMCNEO,

output 1) npooykuyis, 2) 06 ’em eupobHuymea, 3) 6unyck;

outside 1) 3a mexcamu, 2) 306HiwH CMOPOHA,

outside the seller’s control He3anedNCHULL 8i0 Npooasysi;

overall NOBHUIL,

overlook smth

1) e nomimumu, eunycmumu wocv i3 6uody, 2)
OUBUMUCSL HA WOCH 38epxy, 3) Haensidamu,

overseas 3aMOPCOKULL,

overseas transport MOpCbKe Nepeee3ents,

oversight 1) nedoensno, nomunxa, 2) naenao;
through an oversight yepes Hed02/50;

overtime Hao0ypouHUll yac;

own 1) enacnuu; 2) én1acuux,

P

pack nakysamu,

packing VNAKoeKa,

cost of packing 8apmicmuv YNaKoeKu,

Packing List (Sheet)

ynakoeounbzﬂ Jaucm,

parcel 1) nakem, nauxka; nocunxa, 2) napmis (mosapy);
by parcel post ROWMOBUM BIONPABTICHHAM,
part 1) uwacmuna, 2) yuacmo, 3) 3uauenus, 4) epyna,
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partial owner
part-payment
spare and wear parts

@paxyis;
CNIBBIACHUK,
yacmkoea onaama,

party 3anacHi ma 3HOuLyoyu 0emaii,
IOPUOUYHA CMOPOHA

particular 1) noopobuys; 2) oemanw, 3) ocobausuii; 4)
cneyianvHull,

pay 1) nramumu, 2) 36epmamu ysacy;

pay a debt (to smb) cnaamumu 60pe (KoMycs),

pay at sight cnaamumu 3a npeo s6ieHHIM,

pay cash naAmMumuy 20miKoio;

pay check NIAAMINCHUTL Yek,

pay dividends cnaauyeamu OusioeHou,

pay in kind Cnaamumu Hamyporo;

pay for smth nAAMUMU 3 Wo-H.;

pay on demand CHAQMUMU 3a NEPULOIO BUMO20I0,

pay out cniavyeamu;

pay to order CHAQMUMU 3d HAKA30M;

payable nionsa2ae onaami,

payee 00eparCy8ay NIamedncis;

payment oniama,

guarantee of payment 2apanmis naamexcy,

payment by results oniama no pe3yibmaman,

payment in advance, | nonepeowns oniama,

prepayment oniama eumpam;,

payment of expenses naamesici, wjo 30IUCHIOIOMbCS 6 PO3PAXYHKOBUX

point-of-sale payments NYHKMAXx,

progress payment noemanna oniama;

system of payment (mode of | cnoci6 onnamu,

payment, manner of payment)

penalty 1) nokapanns; 2) wmpacgh,; nems,

have a right to claim a penalty | mamu npaso éumazamu nemnio;

per capita (per head) Ha 1H0OUHY (Ha Oyuly HACeNeHHs),

per capita consumption CHOJMCUBAHHSA HA OYULY HACETIeHHS,

per unit 30 OOUHUYIO;

per hour NO2OOUHHO;

per cent (percent) 8i0COMOK (npoyenm),;

peril 1) nebesneka, 2) puzux,

pile up HaKonuwygeamu, 30i16uyeamu,

pilferage PO3KPAOAHHS,

place 1) wmicye;, 2) nonooicenns;, 3) nocaoa; 4)

place an order with smb

po3miwyeamu, 5) pooumu 3amMo8NeHH s,
DPO3MIUY8AMU 3AMOBIEHHS Y KO2O-H.,

plane

aimak;
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jet plane

PeakmuHul 1imax,

pledge
pledge goods with a bank

3axknacmu;
HOKIACMU moeap nio 3axkaao y 6aHK,

policy

policy of insurance (insurance

1) nonimuxa, 2) nonuic;
CMpaxosutl nouic;

policy)

pool 00 conanns;

portable noOpmMamueHul;

possession 1) 6on00innsa; 2) enacuicmo, 3) matino,
precious 00pPO2OYIHHULL, KOUMOBHUL,

predict nepedbavamu,

premises NPUMILYEHHS,

premium CmMpaxoei 6HeCcKU,

prepare 1) eomysamu; 2) nioecomosaamu,
preparation of payrolls nioeomoexa sioomocmei (36imis)
pressure 1) muck; 2) enaue; 3) ckpymui obcmasumu,

work under pressure
pressure of work

npayosamu nio mucKom,
3A8aHMANCEHICMb MEPMIHOB0I0 POOOMOIO,;

prevent 1) 3anobicamu 2) 3ynunsamu;
price yina,

asking price nepuia yina,

attractive price npueadusa yina,

cut price YIHA 13 3HAYHOIO 3HUICKOIO,

equilibrium price
off-even pricing

acceptable price
best price
competitive prices
cost price

cut price
equilibrium price
final price

price competition
price de-emphasis

price emphasis
price leader

price sensitive item

pricing

pursue unsound price policies
pursue unsound price policies
reasonable price

PIBHOYIHHA YIHA,

yina, Axa He odocseae 00 Kpyenoi yugpu, ane
CIMUMYTIOE OANCAHHA Y NOKYNYS KYNUMU Y10 iy,
PO3YMHA YIHA,

HAUHUIICYA YIHA;

KOHKYPEHMHOCNPOMOICHI YIHU,

cobisapmicms;

YIHA 13 3HAYHOIO 3HUNCKOIO,

PIBHOYIHHA YIHA,

KiHYesa YiHa,

KOHKYDEHYIA Y YIHOYMEOPEHHL,

Ccnpoba npooasxcy moseapy He 3d paxyHOK HU3bKOL
YiHU, a 3a paxyHoK IHWUX ¢haxmopis;

npoOoasic mosapy 3a paxyHoK HU3bKOI YiHU,
BUPOOHUK (BCMAHOBIIOE HAUHUMNCYY YIHY HA NEBH)
NPOOYKYIt0);

moeap, piBeHb Npooadx;Cy sIK020 3ANEeHCUMb GI0
YiHU,;

KAIbKYAAYIA YIH,

6ecmu Hepo3yMHY YIHOYMEOPIOI0Y) NOAIMUKY,
Yina, wo NPONOHYEMbCA,
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unreasonable price

PO3YMHA YIHA,
HepoO3YMHA YIHA,

prime-rate HauMeHWUull npoyeum 3 NO3UKU (6CMAHOBIEeHUL 8
NeBHUll Yac y NeHOMY Micyi),

principal 1) eonosa, Hauanvuux, 2) oOupexkmop, 3)
OCHOBHUU,; 4) npogionull, 5) OCHOBHA CyMa,

procedure npoyeoypa,

proceeds pl. 1) cyma; 2) eupyuxa,

process 1) oopoonsamu; 2) nepepobnsmu;

producer BUPOOHUK;

large scale producer

KPYNHUU BUPOOHUK,

product [‘prodakt]

product planning

production and consumption
production costs

production input

mass production

means of production

mode of production

1) npooykyis, npodykm, eupib, 2) pezyaibmam,
HAcni0oK,

PO3podKa HOBOI NPOOYKYIT,

BUPOOHUYMBO MA CNONCUBAHHSL,

8UPOOHUYT UMpamu, codieapmicms;

8UPOOHUYI pecypcu (3ampamu HA 8UPOOHUYMEO),;
macoge upoOHUYME0,

3acobu supobHUYmMea,

cnocib eupoonuymaa,

profit npudymox;

profitability npudymrogicmo,

anticipated profit 3an1aHO8aAHUI NPUOYMOK,

prohibit 3a00ponsmiu,

proof 00Ka3,

final proof of quality niOMeep0AHCeH sl AKOCMI,

property 811ACHICNb,

prospect 1) nepcnexmuea; 2) npocnexm,; 3) nyoaikayisa;
prosperity PO3K8Im,

provide 1) nocmauamu; 2) naoasamu; 3) 3abesneuysamu;

provide channels
provide data
provided (that)

3abe3neuysamu cucmemoro 30ymy;
3abesneuysamu gidomocmi,
npu yMOBI, W0, y momy 8unaoxy, (AKuo);

provision 1) ymosa; 2) nonosicenus,

provosional nonepeoxii,

proximo HACMYNHO20 MICAYSL,

on the 2" proximo 2 yucna HacmynHo2o Micays,

public 1) cycninoruil; epomadcevkuli; 2) HapoOHulL,
public procurement 0eporcasHa 3aKyniens;

publicity nponazanoa;

in public 8IOKpumMo, nyoaiuHo;

publicity pexnama,

punitive [‘pju:nitiv] KapanbHUuil,

punitive measure

KapanbHuil 3axio,
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purchase

purchase order (p.o.)
purchasing power
purchaser

1) «xyniensa; 2) noxynka, 3) eapmicmb, 4)
nepesaza; 5) mouxa onopu, 6) kynysamu;
3AMOGNIeHHS HA KYNIBIIO;

KYRI8EIbHA CRPOMOICHICMb,

NOKYneywb,

put

put a visa on a passport

put an amount of money

put data

put policies into effect quickly
put into port

put forward a claim

put forward a quotation

1) oooasamu, 2) npusooumu,; 3) oyinroeamu, 4)
nponouHysamu, 5) npuzHaiamu,

nocmasumu i3y y nacnopm,

8KIACMU 2POUL,

3akaadamu 0aui (8idomocmi);

WBUOKO 00CA2U XOPOWUX Pe3YIbMamos;
6X00UMU 8 NOpM;

npeo’seumu npemeH3iro;

npeo ’sa6umu npono3uUYiro,

Q

guota Keoma, Hopma,

quote BUZHAYEHHSA YIHU,

quote (a price) npusnauyamu (Yiny, ymosu);

guotation 1) komuposxa, 2) yina; 3) kypc, 4) nponozuyis;
R

ransom BUKYN,

rate 1) posmip; 2) nopma, 3) cmaexa; 4) kypc,
basis rate bazucna cmaska,

rate of exchange 8aNOMHUL KYPC;

rating 1) nomyxcuicmo, 2) npo0yKmusHicms,
ratio 1) koeghiyiecum; 2) payion,

ratio analysis
Return on Investment Ratio

ananiz koehiyienmie,
Koeghiyienm nogepuerHst ingecmuyiil,

receipt

1) ompumanns; 2) posnucka;, 3) keumanyis, 4)
OmMpUMy8amu;

recession peyecis, cnao,

reciprocal 63AEMHULL,

reciprocal trading 83AEMOBULIOHA MOP2iBIA,
record OOKYMEHM, 3aNuUc, NPOMOKOJL,
recruit KOMNJIeKMY8amu,
recruitment HaOip wmamy,

red-tape KaHyeaapcobka poboma;
reduce BHUIICYBAMU,

reduction SHUIICEHHSL,

reduction in the price

SHUDNCEHHA ZﬂHZ/l,

refer (smth to smb)

1) nepeoasamu (wocv na pozensio Koeocw); 2)
nocunamucs (Ha Ko2ocob (WOcCy);
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referrals, reference NOCUNIAHHSL
with reference to NOCUNAIOYUCDH HA;
refuse 1) giomosnamucs,  2) gioKuoamu, 3)
refuse to specialize their | 3anepeuysamu,
productive efforts giomosnstomsbcss  6i0  cneyianizayii 6  eany3i
8UPOOHUYMBA,
refund nogepmamu,; 8i0UK0008Y8amMU (2POULOBI CYMU);
register 1)  peecmpysamu;  2)  nokazyeamu,  3)
register a company 3anam’amosysamiu;
3apeecmpysamu KOMNAHIo;
regulations npasuna,
reimburse BIOWIKOO08Y6AMU, ONIAYYBAMU, NOBEPMAMU,
reimbursement BIOUWKOOYBAHHSL,
reject 1) éioxunsamu; 2) opaxysamu, 3) siokudamu;
reject (to decline) a claim (an | sioxunsamu npemensito (nponosuyir);
offer, a proposal)
rejection 8IOMO8A,;
reject the goods BIOMOBUMUCH BIO MOBAPY,
relation 36 30K,
relationship 83AEMOBIOHOCUHU,
in relation to 8IOHOCHO;
trading relations mMopeosi 36 3K,
rely (on smb, smth) NOKAA0amucs (Ha Wocv, K020Chb),
remedy BUNPABTISIMU,
remedy the defects sunpasumu oegexmi,
remember 1) nam’samamu; 2) 32adyeamu,
Remember me Mr. P. Ilepedaiime 6i0 mene eimanua Micmepy I1.,
remind Haz2aoyeamu;
remind smb of smth Ha2adysamu KOMYCb NPoO UoCh,
reminder HA2a0yBaAHHS,
remit nepekazysamu (2pouti);
remittance nepexas (epowieti);
render 1) npamumu, 2) nooasamu, 3) naoasamu, 4)
render a service giomeopiosami,
HA0asamu nOCayey,
rent peHma,  opeHOHa — niama, — Npubymox 3
HEepPYXoMocmi,
repay nosepmamu 6ope;
replace 1) 3aminrosamu; 2) 3eadysamu,

replacement
replacement parts

3amiHa,
YQCMUHU OJIsL 3AMIHU,

replication KONitosanms (00c8ioy),
reply 8i0noesiow, 2) sionosioamu (na - t0);
in reply to Y 8i0n08iob Ha,
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report
turn in the report
report of survey

36im;
30aeamu 36im;
aKm nepesipku,

request
In accordance with your request
(as requested (by you))

1) npoxannus,; 2) npocumu,
32i0H0 Bawozo npoxanns,

require

required

requirement

meet the requirements

1) sumazamu,; 2) nompebysamu;
HeoOXiOHUlL,

1) sumoea; 2) nompeba;

30A0080JIbHUMU (810N08I0AMU) BUMO2AM,

reserve
I have a room reserved ...
reserve the right

1) 36epicamu; 2) 3amoenamu, pesepsysamu, 3)
npusHauamu;

Ha moe im’s 3amosneno nomep (y comeni) ...;

1) 36epicamu 3a coboro npaso, 2) npusnavamu,

response

In response to

responsible

responsibility

be responsible for all business
debts

accept responsibility

610N06I0b,

y 8i0n06i0b Ha |

810N0GI0AIbHUIL;

810N0BIOANILHICMD |

Oymu 8ionosioaibHUM 3a 8Ci 8UPOOHUYL bopeu,
bpamu Ha cebe 8i0N0BIOANLHICIb,

restrict oomexncysamu;

restriction (restraint) 0bMmedicenHs,

driving restrictions 00OMedNCeH s ABMOMODITILHO2O PYXY,
retailer Kpamap;

single line retailer

mopeoseysb (Mo, wo npooae AKuli-He6y0b 00UH
mosap);

revenue [‘rivinju:] npubymox;

risk PU3UK;

foreign-exchange risk BANIOMHUL PUBUK,

incur risk 3a3HAMU PUSUKY,

justify a risk 8UNPABOAMU PUSUK,

royalty JIYEH3IUHUU NIAMIdIC, POSAMI;

body 1) mino; 2) ocunosna wacmuna, 3) opuouuHa
ocoba, Kopnopayis, opeanizayis,

ruling body KepIiBHULL Op2aH,

run 1) 6iemu, 2) dismu; 3) 6ymu wunnum, 4) opamu
yuacms, 5) 3a60peysamu, 6) doramu nepeuKooy,

run a risk PpU3UKy8amu,

run fast umu weuoxo (npo noizou, aemoodycu);

S

sale mopeiens;

inhibit the sale

3aeascamu mopeieJi;
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sale
consignment sales
sales trainee

1) 36ym, 2) mopeieéns,

npooasxc moeapié 3a OOPYUEHHAM 34 KOMICIUHY
8UHA2OPODY,

Mop2o6ull cmasicep,

satellite 1) cynymnux; 2) npuxunivHux,

satellite communication CYNYMHUKOBUIL 36 130K,

save EKOHOMUMU,

schedule 1) pospobnsmu naan; 2) po3xiao,

security 1) 6esnexa;, 2) oxopona;, 3) 3abe3neuenus,

securitization of credit cards

eapanmis, 4) ynesnenicms, 5) nopyka,

debts 2apanmyBanus 6opaeie no KPeOUMHUX Kapmrax,
self-sufficient camozabeznevenull,

sell 1) npooasamu, 2) pexnamysamu,

sell abroad npooasamiui 3a KOpOOH;

service 1) mpays, poboma,; 2) nocnyea;, 3) cepsic; 4)

extra services
service and maintenance

excniayamayis;
000amKo8i nociyeu,
eKcnyamayisi ma o06Cy208)Y8aHHsL,

set

set objectives
set oneself a task
set prices (to charge prices)

1) cmaseumu, posmiwyeamu; 2) nooasamu
(npuxnaod); 3) nabap, komniekm, 4) ycmanoexa,
cmasumu memy;

nocmasumu 3a80aHH;

BCMAHOBII0BAMU YIHU;

settle

settle a debt (with smb)
settlement

settle the matter

1) nocensmucsa;, 2) obipynmosysamu; 3)
supiwyeamu,

suniamumu 6ope (Komycsw);

1) nocenenns; 2) o0rpynmyeantsi, ypecyito8aHus,
61A0HAMU NUMAHHA;

share

share capital

Noun /) wacmxa, 2) axyis, naii;

Verb 1) oinumu,; 2) 6pamu yuacmo, 3) nooinismu
(OyMKY);

aKyloHepHul Kanimai,

shifting

1) nepenoc; 2) nepecmanosxa,

ship
shipment (consignment)

shipping

shipping documents
shipping specification
shipowner

shipping agent

1) 3aeanmaoicysamu na kopabens, 2) nepesozumu
(6ionpasiamu)  eanmaszic  OVOb-SAKUM  BUOOM
MPAHCHOPMY,

1) sanmaosic (napmisn mosapy); 2) 3a6anmadicexHs,
giosanmascenns (HE BXKUBAETHCA O3HAYCHUU
ApPTHUKIIB);

MPAHCNOPMY BAHHSL,

OOKYMeHmMayis 8108AHMANCEHHS,

cneyu@ikayis 8i08aAHMANCEHHSL,

BIACHUK CYOHA,

eKcneoumop,
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shop
shopping centre
shopping guide

1)  xkpamnuys; 2) yex; 3) 4)
CKYNOBYBAMUCSL;
Mop2ieenbHuil YeHmp;

00BIOHUK MA2A3UHIE,

npoghecis;

shortage
shortage (of smth)

1) oegiyum,; 2) mecmaua, opax (wococw), 3)
HeOOoiK,
Hedocmaua (1020Cb),

short-delivery (short-shipment)

HBOOVLOCWZCZGKG, HenoeHa nocmaeseka,

sight

Noun 1) 3ip, 2) noensao, 3) euenad; 4) none 3o0py;,
Verb 1) nobauumu, 2) cnocmepicamu;

at sight Ha npeo 6HUKA;
simplify cnpowysamiu;
single 1) o0un, eounuii; 2) cyyinoruil, yinuil,

single copies of a catalogue
(brochure etc)

no 00HOMY eK3eMnjsapy Kamanozy (opowypu ma

iH.);

spare
spare parts (spares)

3anacHull;
3aNACHI YACMUHU,

specification 1) cneyugixayia, 2) mexuiuni ymosu; 3)
YMOUHEHHSL,

specimen 3pa30K;

specimen letters 3DA3KU TUCMIB;

staff (personnel) wmam,

staffing niooip ma po3mauty8ants Kaopis,

temporary or permanent staff ROCMILIHULL A60 MUMYACOBUL WMam,

stample nepesgipsmu,

standard 1) cmanoapm; 2) nopma, 3) epowosa cucmema,

standard of living AHCUMMEBUIL PIBEHD,

Government standard 0epoIcasHuUil cmanoapm,

standard form of a contract MUNOBUL KOHMPACH,

standby 1) naoitnuii; 2) 3anacuuii;

standby reserve pe3epsHull 3anac;

start 1) nouunamu, 2) cmapmyseamu;

start own business
start with especially low prices

po3nodamu C6010 cnpasy,
NOYUHAMU 3 0COONUBO HU3LKUX I/ﬂH,

starting 1) nyckosuii; 2) nouamkoguti,

starting equipment NYCKOBUL NPUCMPITL,

state 1) ycmanoenenuti, 2) npuznavenuil, 3) 3a4619mu;
as stated 4) koncmamyeamu,

statement SIK 8BKA3AHO;

statement of account 1) 36im; 2) 3aaea;, 3) eidomicms, 4)
profit and loss statement cneyughixayis,

BUNUCKA 13 PAXYHKY,
361iM NPo npuOymKu ma 30UmKu,

statute [‘stetju:t]

1) cmamym, 2) 3axonooasuuii akm,
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status 1) cmamyc, 2) cman,

financial status Qinancosuti cma,

steady CMItKUL, NOCMIUHUIL;

stock 1) 3anac; 2) cknao, 3) ¢ponou, 4) axyii;

stock certificate aKyis;

stockbroker Oiporcosull maxiep;

stock-in-trade 1) moeapnuii 3anac; 2) 3amuuiok HenpoOAHUX
in stock moeapie;

issue and sell stock
joint stock company

1) y nassnocmi, 6 acopmumenmi, 2) Ha CK1aoi,
sunyckamu ma npooasamu aKyii;
AKYIOHEepHA KOMNAHIA,

store

storage
store of value

1) 3anac; 3anacu; 2) ynisepmae; 3) kpamuuys,; 4)
cknao, 6) cmamok; 7) ckradysamu, 30epicamu Ha
CKaoi;

1) 36epicanns; 2) cknao, cxosuwe;

1) 3aci6 30epesicenns; 2) 3acib ,,30epedicenHs
sapmocmi’’ (K QYHKIISI TPOIIEil)

sublet nepeoasamu 8 Ham,
submit 1) 0osooumu; 2) meepoumu, 3) npedcmasiimu
submission (Ha poenso),
nepeoaia Ha po3ensio,
subsequent HACMYNHUIL,
subsidiary NOMIYHUK,
free standing subsidiary He3anedcHe OOYIPHE NIONPUEMCINGO,
substitute 1) 3amina, 3aminnux; 2) 3aminamu,
sue nepecnioygamu cy0o8um HOPsAOKOM,
be sued nionadamu nio po3ensiod KapHoi cnpasu;
suffer 1) cmpasicoamu; 2) oozeonamu, 3) mepnimu, 4)

suffer losses (to suffer defeat)

bOymu noxapanum,
Hecmu 30umKu;

sufficiency 1) cmamok; 2) 30amuicms; YMIiHHS,

subscribe self-sufficiency | dompumyeamucs MOYKU 30py
viewpoint camoszabesneyenocmi;

sufficient oocmammiil;

sum 1) dooasamu, 2) niocymosysamu,
sum it up (summing it up) V3a2anbHI08AMU;

niosecmu niOCymMKu,

supervise KOHMPOII08amu, 3aeioyeamu,
supervise daily management 300UCHI08AMU NOCMIlIHE KepIGHUYM B0,
supplement 000amoK,; 0ONOBHEHHs

supply 1) nocmauannus; 2) nonum,

supplies pl. 3anac; npunacu, nnama;

supply and demand RONUM ma NPono3UYis,

support nIOMpUMKQ,
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on-going support

HOCMIUHA NIOMPUMKA,

surplus HAONUULOK,
survive 0271510amu, 00CAI0HCYBAMU,
swap [swop] 0OMIH,

swap (smth for smth)

MIHAMU (WOCb HA WOCD);

T

take

take risks (to run a risk)
take title to the goods
take/assume responsibility

1)  oeonoodieamu; 2)  opemdysamu,  3)
nompebysamu, 3) cnoxcusamu, 4) izoumu; 5)
enausamu,; 6) 3a3Hamu,

pusuKysamu,

KYIJISIMU MOo8ap 5K GIACHICMDb;

nputimamu (Ha cebe) 6iON0BIOAILHICMb,

tangible mamepianvruil;

tangible assets MamepianvHi akmusu,

tangible item MamepianvHull npeomem,

tariff mapug, mumo,

task 1) cnpasa; 2) 06086 ’a30x; 3) mumo;

task in hand 1) poznouama poboma; 2) naubaudxicue 3a60anHs;
tax noO0aAmox;

tax benefits

tax cuts package
tax rate

tax relief

tax revenue

nibeU 3 ON0OAMKY 8AHHSL,

nakem 3aKOHi8 CMOCOBHO 3MEHUIEHHS NOOAMKI6;
HOpMA NOOAMKI8,

NOM 'AKUEHHS NOOAMKi6;

npubYmMoK 3a paxyHox no0amrKo8Ux HA0X00HCeHb,
NOOAMKOBI HAOXOONCCHHA,

taxable nionseac onoOamKy8anHIO,
tenant Haumay, opeHoamop,

tender 1) nponoszuyis,; mendep;
term 1) mepmin; 2) ymosa,

in terms of 3 MOYKU 30DV, Y BIOHOWEHHI,

In terms of money

long term view

long-term investment
long-term/short-term loan
on the terms

terms of sale

terms of payment

VY 2POULOBOMY BUPAIICEHHI,

00820CMPOKOBUIL,;

00820CMPOKOBULL 8KIIAO,

00820CMpOK08a (KOPOMKOCMPOKO8A) NO3UKA,
HA YMOBax,

VYMOBU NPOOANCY,

YMOBU NIAMENHCY;

terminal 1) mepminan; 2) meoca; 3) sucnosox; 4) xineyn;
terminus, termini KiHYesa 3ynuHKa,
test 1) sunpobysanns, 2) nepesipka, 3) mecm,

test report
test certificate
running test

1) 36im npo eunpobyeamHs;, 2) nNpomoKo
8UNPOOYBAHHS;
C8I00YM8E0 NPo BUNPOOYEAHHSL,
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service test

nomoumne unpo0y8anHs,
excniyamayivne unpoOysanmsi;

threaten 3azpooicysamu;

time 1) uac; 2) nacooa; 3) mums; 4) pas; 5) mepmin;

time of delivery mepMiH NOCMABKU;

in due time CBOEUACHO,

title 1) mazea; 2) 36amns; 3) npaso; npago Ha
enacuicmo, 4) mumyn;

ticket Oinem; K8UMOK;

open-date ticket
return ticket

Oinem 3 IOKpUMow 0amor,
360POMHUL KBUMOK;

tie 36 ’sA3y8amii;

be tied in with the company | mamu sionowenns 0o kinyegozo npooykmy;,
product

toll nOOamoK, oniama 3a nOCiyeu,

total 1) 3acanvna xinvkicms; 2) niocymox,

trade mopeiens,

free trade area
predatory trading
trade deficit

trade duty

trade surplus
trade-in allowance

30HA BLILHOI MOP2i6i;

2paobincHUYbKa mopeieis,

mopeosenbHull deghiyum;

mop2osull NOOAmox;

Mop2o6enbHUll HaOIUUOK,

cyma epoudeti, cnaadend 3a cmapy pid i 6KIoYenda
YV PAxXyHOK KYni@Jli HO80I;

trade gap oeiyum mopeogenbHo2o 6aNancy,

trademark mopeosa (pabpuuna) mapka,

trade price 2ypmosa Yina,

trade-union npogcninka,

trade-off AIbMEPHAMUBA,

traffic 1) pyx (mpancnopmy); 2) mopeiersi (wacmo

HEe3aKOHHa), 3) nepese3enHs; 4) mopeosenvHi
yeoou;

transaction

baukiecbka onepayis, yeooa,

transfer Noun 1) nepenecenns; 2) nepekas;

transfer Verb 1) nepemiwamu, 2) nepexazysamu (2powuti);
unilateral transfers 0OHOCMOPOHHI NepeKasu,

transit 1) npoxoodorcenns, 2) nepeseszenmusi; 3) 3mina, 4)

during (in) transit

nepemiujents, 5) mpaHum;
nio uac nepese3eHms;

transmission

nepecuika,

treatment

to put to a treatment

1) cmaenenns;, noeooddcenns, 2) NiKYSAHHS,
0o2na0; 3) mpakmysearnHs, 4) oopodka (1o2ocw);
niooasamu 0opooyi;

trend

MmeHOeHYisl, 3a2aNbHULL HANPSMOK,
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trial 1) ¢yo; 2) cnpoba;

trial balance npooHuil banauc,

triplicate mpemiil eK3eMnJisip,

in triplicate 8 MPbOX Ke3EMNIAPAX,

turn 1) obepmaunns; 2) smina wanpsamy, 3) uepea; 4)
nocnyea;, 5) nepecopmamu, 6) o6ymu 6 obicy; 7)

in turn ompumyeamu npudymox;

do not turn over

no uep3i,
He kaumysamu (HaJAIUC Ha SIIUKaX);

U

ultima 1) nar. kineyws crosa, 2) ocmamounuil,

ultimate 1) ocmanniu;, 2) kpauuiu; 3) ochosnuil, 4)
Kpumuyruil; 5) maxcumaivHuil; 6) o0CmamoyHull,

ultimatum 1) 3axmoune cnoso, 2) ynemumamym,

undercover 1) maemnuii,; 2) cekpemnuii; 3) npuxo8anuil,

undergo 1) 3aznasamu; 2) 3nocumu,

undersign nionucysamu(cs),

undersigned HIJHCYENIONUCAHULL,

understand 1) pozymimu, 2) npunyckamu; 3) Oiznasamucsi;

understanding 1) posyminus; 2) yeooa, 3) pozymuuii;

undertake 1) nouunamu, 2) pywamucs, eapammysamu, 3)

undertaking

30008 ’3y8amMucsi,
30008 A3AHHA;

underuse BUKOPUCIMOBYBAMU HE HA NOBHY NOMYICHICINb,
underwrite 2apanmyseamu po3miujenus (YiHHux nanepis);
unforeseen HenepeobayysaHuil,

unforeseen circumstances
unforeseen complications
(difficulties)

Henepeobayysani 06cmasuHu,
HenepeobayysaHi CKIaoHowi;

unload (discharge)

po3eanmasicysanu,

upgrading

nioguweH s Keanigikayiiy

utility

marginal utility

1) kopucHicms, 2) xopuchua piu;, 3) KOMYHAIbHI
cnopyou (nociyau),

MedHco8a KOPUCHICMBb (000amKO8a KOPUCHICMb,
SAKY OMPUMYIOMb 80 CNONCUBAHHIL 000AMKOBOT
00UHUYI Mosapis abo nociye);

utilities KOMYHANbHI NIONPUEMCMBA,

utilize BUKOPUCTNOBYB8AMU, YINULIZY8AMU,
utilization BUKOPUCTAHHS,

Vv

valid 1) sacomui; 2) yunnuti,; 3) oitiosutl,
be valid Oymu OiticHUM;
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validity

mepmiH Oii;

value

face value

value added tax (VAT)
value of goods
insurance value
valued at

1) sapmicmo, 2) yinnicms, 3) oyinrosamu,
HOMIHAIbHA 6APMICMb,

nooamok Ha 0ooany eapmicmo (I1/[B);
gapmicms moeapis,;

3acmpaxoeana 6apmicms 6aHMAdiCy;
gapmicmio,

vary

vary from ... to

1)  3minweamucs; 2)  giopiswamucsa,  3)
pisHOManimumu,; 4) Kkoausamucsi,

3MIHIOBAMUCS, KOTUBAMUCS 8 MENCAX 610 ... 00,'

vary in BIOpI3HAMUCS (3A SKOKCH O3HAKOK)),

vary with BIOPIZHAMUCSA 8 3ANeHCHOCMI 8I0, 3aneHcamu 8i0;
velocity WBUOKICTND,

velocity of money weuoKicmo 00icy epoutell,

venture PUBUKOBAHUL 30XI0, ABAHMIOPA;

vessel (merchant (motor) vessel
MV)

mopeose (MOmopHe) CyOHO;

vice-president (vice-president of

siye-npe3udenm (8iye-npezudeHm iz 30ymy, siye-

marketing, vice-president of | npesudenm 3 supobHuymea),

production)

visa 8i3a;

entrance (entry) visa 8 'i3Ha 6i3a;

exit visa euizna 6isa,

grant a visa Haoamu 8i3y;

vote 1) eonocysanus; 2) eubopue npago,; 3) 6omym;

by a majority vote

Olnbwicmio 20110Ci8;

W

ware 1) supobu, 2) npooykmu supobnuymea;
warehousing CKIA0YBAHHS MOBAPIE,

warehouseman GILACHUK CKIAOY;

wasteful MAPHOMPAMHULL,

way 1) wnax, 2) memoo, 3) cman, cmanosuwe;
in the required way (properly, | neshum uunom,

proper) HAaK1aoHa,

way bill

welfare 000pobym,

well-grounded (justified) 00TPYHMOBAHUIL,

wholesaling 2ypmosa mopeieis,

wholesaling unit KOHMOopa npooasxicy 2ypmom;

withdraw 1) esioknuxamu, 2) eiomosumucsi, 63mu clo6d

withdraw a claim
withdraw credit
withdraw money from a bank

HA3ao0;
BIOKIUKamMU (3HAMU) NPEMeH3II0;
3aKpumu Kpeoum,
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withdrawal

834Mu 2pouii 3 paxyHKy,
CKACYBAHHSl, AHYIIOBAHMNS,

within

y meosncax,

worth, worthiness

1)  yinnicme, 3nauenmns; 2)  6ANCAUBICMb,
2ioHicmo,; 3) yina; eapmicmo, 4) 6acamcmeo;,
MAuHo;

write

writing
In writing

1) nucamu; 2) naocunamu aucma, 3) es8o0umu
iHpopmayiro; 4) cmpaxysamu (dcummsi);

1) 3anucka; 2) nouepx, 3) nucauus, 4)
O0OKYMeHm;

Y RUCbMOBOMY BU2TISOL,
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