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HEPE/IMOBA

VYkpaiHa sik HOBa HE3aJIeKHA JIepKaBa 3/11MCHIOE BXKIIMBI 3aX0AH, 1100 YBIUTH B
CBITOBY CHUIbHOTY. EKOHOMIYHI Ta TOJITUYHI peQopMU CIOPUYUHWIN  SIK
IHTEpHAIIOHAJI3AI[II0 YHIBEPCUTETIB, TaK 1 3POCTaHHS MOOLIBHOCTI BHKJIAJIadviB 1
3100yBauiB. CyCHuIbCTBO MOTPeOye Bce OUIbIIE CHEIIATICTIB, K1 MOXKYTh IIPaIOBaTH
Ha MDKHapOAHOMY PiBHI.

Hapuanbuuii mocioHuk «Business English» BimoOpakae octanHi 3MiHM B
JJIOBOMY Ta €KOHOMIYHOMY CEpEOBHIII CBITY, OXOILUTIOIOUM HAWBaXKIIUBIII Taly3l
yIpaBJiHHSA, BUPOOHUIITBA, TOPTiBIi, MAPKETUHTY, (DIHAHCIB Ta MAaKPOEKOHOMIKH, 11€
JornomMarae 3700yBayaM 3pO3yMiTH Ta MOTOBOPUTH MPO KIIOYOBI MOHATTS B Oi3HECI Ta
€KOHOMIITI.

Mera 1 3aBaaHHs HaB4aibHOro nociOHuka «Business Englishy momsraiors y
NpakTUYHOMY  OBOJIOMIHHI  3100yBayamMHM CHCTEMOIO aHIIIHCHKOI MOBH  Ta
HOpPMATHBHOIO 0a3010 11 PyHKIIIOHYBaHHSI B KOMYHIKaTUBHO-MOBJIICHHEBUX CHUTYaIlisIX
y cdepi ixHp0T MaliOyTHROT MPOdECIHHOT TISITBHOCTI, 3a0e3MeYeHH] HAssBHOCTI y XHIH
CBIJIOMOCTI TEPMIHOJIOT1YHUX EKBIBaJEHTIB JUIsi pOOOTH 3 aHIJIOMOBHOKO (PaxoBOIO
JITepaTypor0 Ta JOKYMEHTAIli€l0, SIKICHIA MiAroTOBI (axiBUs J0 I1HIIOMOBHOTO
CIUIKyBaHHs B mpodeciiiHiil cdepl Ha OCHOBI CBITOBOTO JOCBIIY Ta PEKOMEH/ Al
Paagu €sponu.

[i# MeTi miAMOPAIKOBAHO CTPYKTYPY KOKHOTO MOJYJISI: TPOYUTATH Ta BUBUUTHU
HOBI cJioBa Ta (pa3u; BUKOHATH BIPABU HA 3aMIHY MPOMYIIEHUX CIIB y PEUCHHSX;
MOSICHUTH aHIJIIMCHK] €KBIBAJICHTH TEPMIHIB; MEPEKIACTH PEUEHHS, CTBOPUTH J11aJIOT
Ha OCHOBI 3aKpIIUICHOI B MOTEpPEAHIX BIpPaBaX TEMAaTUYHOI CUTYyallil, MaKCUMaJIbHO
HaOJIMKEHOT 10 peabHOl.

HapuanpHuii 1MOCIOHMK CKJIaIae€Tbcsi 3 JIBOX PO3IUIIB:  OpPHUTIHAJIBHUX
€KOHOMIYHHMX TEKCTiB 1 FpaMaTHYHOTO MaTepiay.

[lepmuit po3niyi HaBYAJNBHOTO TOCIOHMKA TOOYIOBaHUN 3a TEMaTHYHUM
OPUHITUMIIOM 1 MICTUTh 40 TeM, SKi BKJIIOYAIOTh OPUTIHAIBHI TEKCTH 13 3apyOIKHUX
€KOHOMIYHMX JHKEepell Ta CIIOBHUKOBUH MaTepian. [[o TeKCTiB IPOMOHYIOThCS BIIPaBH
Ha TomoNaHHsA (HOHETHMYHHMX TPYIHOIIIB, JIGKCHYHI BIpaBM Ta 3aBIaHHSA Ha
BIJIMTPAIIOBaHHS MOBJICHHEBUX HABUYOK 1 BMiHb BUKOPUCTaHHS JIEKCUYHOTO MaTepialy,
[0 BUBYAETHCS B CUTYAIIISIX PEATILHOTO CIIIIKYBaHHS.

Hpyruii po3ain mociOHMKa CKIaAa€Thes 3 TPAMAaTUYHHUX BIIPAB, 10 OXOILTIOIOTH
OCHOBHI TpaMaTH4HI SIBUIIA aHTIIHCHKOT MOBH JIJIsI PO3YMIHHSI OPUT1HAIBHUX TEKCTIB,
JTOBUX JINCTIB, KOHTPAKTIB 1 IUTOBUX JUCKYCIH.

HaByanpbHIM TOCIOHMKOM MOXXYTh KOPHUCTYBaTHCS SIK 3700yBadi €KOHOMIYHUX
CHeIiaJIbHOCTEeH BUINOI OCBITH, TaK 1 BCi, XTO Mpalioe y chepi eKOHOMIKH, Oi3HEcY,
MEHEPKMEHTY 30BHIITHBOEKOHOMIYHO1 AiSITBHOCTI MATPUEMCTB.



MODULE 1

UNIT 1. WHAT IS THE ECONOMY?

Study the following words and expressions.

economy HApOJIHE FOCIOJIAPCTBO (€KOHOMIKA)
factors of production YUHHUKA BUPOOHUIITBA

scarce 0OMEKEHICTh, AeDIIUT

opportunity costs ONTUMAaJIbH1 BUTPATH

abundant JIOCTaTHbO

economic EeKOHOMIKa

production possibilities BUPOOHNY1 MOXKITUBOCTI

law of increasing opportunity costs 3aKOH 3POCTaHHS ONTHUMAJILHUX BUTpAT
economic growth €KOHOMIYHE 3POCTAHHSI

market mechanism PUHKOBHUI MEXaH13M

The economy is the
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goods and services. Every
economy 1is characterized
by its own unique values,
culture, education as well
as legal and political
systems. In order to
produce anything, we need
resources, or factors of
production. Factors of
production are the inputs
— land, labor, and capital (buildings and machinery) we use to produce final goods
and services (output).

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

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

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

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




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

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

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

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

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

Related Terms and Definitions

« Economic agents: An entity, such as an individual, household, organization, or
government, that makes decisions that influence the economic system.

« Open economy: A term that refers to an economic system that engages in
trading goods and services with other countries through importing and exporting
goods.

« Closed economy: A term that refers to an economic system where there is no
international trade.

« Global economy: A term that refers to the world’s economy as a whole.

« New economy: A term that describes the emergence of high-growth industries.
The use of technology in such economies spurs economic growth and activity,
such as the internet.

« Microeconomics: An area of economics that is focused on the implications of
individuals, households, and businesses when they make decisions in regards to
the use and allocation of resources.

« Macroeconomics: An area of economics that is focused on how an overall
economy functions on a large scale, such as national income and unemployment
levels.

Economic Measures

The following are examples of economic measures that determine if an economy is
doing well or not:

o Gross Domestic Product (GDP): Refers to the total monetary value of all goods
and services produced in a country in a specific period of time. GDP is one of


https://corporatefinanceinstitute.com/resources/economics/gross-domestic-product-gdp/

the most significant economic indicators because it provides an idea about the
economic health of a country.

o Consumer Price Index (CPI): Measures the change in the average prices of
goods and services bought by consumers in a specific country. Changes are
measured for goods and services that are divided into distinct baskets, such as
food, clothing, education, transportation, and more.

« Unemployment rate: Measures how many people in a country are unemployed,
but are actively seeking work, available to work, and are of working age.

ANSWER THE FOLLOWING QUESTIONS:

1. What are the main components that define an economy?

2. Why are resources considered scarce, and how does this scarcity affect production?
3. What does the law of increasing opportunity costs state, and how does it influence
production decisions?

4. How has economic growth contributed to the increase in production possibilities
over time?

5. What role does the market mechanism play in resource allocation, and how does the
price signal function in this process?

6. What is the difference between microeconomics and macroeconomics?

7. What economic measures determine whether the economy works well or not?

Exercise 1. Give the English equivalents:

BIZIMOBJISITUCS BiJl MOXKJIMBOCTI, 3TiTHO 3 3aKOHOM 3pPOCTAaHHS ONTHMAJIBHUX BUTPAT,
BaXKJIMBA OCOOJIMBICTh PUHKOBOT'O MEXaHI3MY, KITbKICTh HAsBHUX PECYpPCiB OOMEKEHa,
OyTH 3MYIIIEHUM 3pOOUTH BHOIp, BUIMYCKATH KIHIIEBUW TOBAp, PO3MOALIATH PECYpPCH,
3a0BOJIBHATH OaKaHHS.

Exercise 2. Complete an appropriate word-combination:

available recourses output
inputs production
final goods market prices

1. Factors of production are the ...land, labor and capital we use to produce final goods
and services (...).

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

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

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

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

Exercise 3. Translate the following sentences:

1. V puHKOBIN €KOHOMIIIl I[IHK € TOJIOBHUM YHMHHUKOM, SIKUI PEryitoe 30UIbIICHHS
a00 CKOpOUYEHHS 00CATiB BUPOOHUIITBA.
2. OOMEXeHICTh PecypCiB 3MYIITyE HAC MPUHMATH PIlICHHS.



3. ExoHOMIKa 3aliMa€eThCsl MUTAHHSAMHU PO3MOAUTY A€(PIIUTHUX PECYPCIB Ta MOIUIYKOM
cnoco0iB iX Haile()eKTUBHIIIOTO BUKOPUCTAHHS.

4. Yepe3 HEOCTATHICTh PECYpPCIB MU HE MOXEMO BHUPOOJSATH BCE, M0 OaXaemo, y
HEOOXITHUX oOcsrax.

5. ExoHOMIYHA HayKa BUBYAE MPOLIECH CTBOPEHHS Ta CIIOXKUBAHHS TOBAPIB 1 OCIYT.

6. Jlo dakropiB BUpOOHMIITBA HAJIEKATH 3eMJIs, TPYAOBI PECYpCH Ta OCHOBHI 3aco0u
(oGnamHaHHS 1 CIOPYAM), SIK1 3ACTOCOBYIOTHCS JIJ1s1 BATOTOBJIEHHS TOBAPIB 1 TOCIIYT.

7. Mu 3mymieHi oOMexyBaTH BUPOOHMIITBO OJHOTO TOBapy, 100 3a0e3meyuTH
BUITYCK 1HIIOTO.

8. ko BUpOOHUKU MOMITATH MIJBUIIECHHS MOMUTY Ta I[IH Ha MEBHUN TOBap, BOHU
NOYHYTh 30UIBIIYBATH MOTO BUITYCK.

Exercise 4. Read and translate the following dialog:

A.: People often talk about the weather, politics, and the economy. But it seems like
the economy is always at the center of attention, or isn’t it?
B.: Absolutely. People frequently worry about issues like:

« What drives economic growth;
why inflation happens and how it affects us;
how governments manage public spending;
what causes unemployment;

« and how international trade impacts local businesses.
A.: | often wonder, do we actually have the tools to solve some of these economic
challenges?
B.: That’s a great question. Interestingly, surveys show that while many people identify
the economy as a critical issue, others are more concerned about topics like healthcare
or education. But still, unemployment and inflation consistently remain top concerns.
A.: It seems, for a lot of people, their main focus is just on paying bills or affording
basic necessities.
B.: True, but there’s also a growing awareness that their daily struggles — like job
security or rising prices — are linked to broader economic trends, like national debt or
trade imbalances.
A.: So you’re saying more people now understand how interconnected everything is in
the economy?
B.: Exactly. That’s why discussions around GDP growth, unemployment rates,
inflation, and trade deficits are becoming more common, even if these terms still feel
abstract to many.
A.: 1 think one reason people don’t fully understand the economy is because it feels so
overwhelming. The numbers are massive, and most of us are just trying to get through
the month financially.
B.: That’s true. When you’re focused on meeting immediate needs, like paying rent or
handling tuition, it’s tough to see the bigger picture. And yet, that bigger picture often
shapes our everyday lives.
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UNIT 2. ECONOMIC STABILITY

Study the following words and expressions.

reducing unemployment CKOPOYCHHS 0€3p00ITTs
balance payments IaThKHUN OajaHc
price stability I[IHOBA CTaOUIBHICTD
to have serious drawbacks MaTH Cepr03H1 HEJJOIKH
debts oopru
fiscal policy ¢dbiHaHCOBa MOJITUKA
monetary policy TPOIIOBA MOJIITHKA
tax receipts T'POIIOBI HAJIXOMKCHHS BiJl
OTIOIaTKYBaHHS
budget deficit nediuuT GromKeTy
money supply T'POIIOBI HAJIXOJKCHHS
Economic stability
refers to a situation where all
[ | /‘/ \q the  essential  economic
w | - '\\ \ § resources of a country are

available to its citizens, and no

\ // economic swings interrupt
s their daily lives. It helps

¥V ‘ ’ A achieve macroeconomic
’ | ‘ objectives  like  reducing
‘ ' unemployment, balance

payments, price stability, and
sustainable economic growth.
Economic stability is
the condition in which a country is able to function smoothly and grow at a steady pace
in spite of the influence of various outside disruptions and problems happening all
around it.

Moreover, the government can identify the indicators of a stable economy and
control them.. The stabilization measures, such as fiscal or monetary policies, help
keep the economy on track. So, the government may adopt an easy or tight monetary
policy according to financial needs.

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

When taxes are reduced, individuals and business firms will have more money
available to spend for the things they want. As business and consumer spending begins
to increase, the economy will enter the expansion phase. If taxes are increased
consumers and businesses would have less to spend. This would create a contracting
in the total demand for goods that should reduce infatuation.
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Fiscal Policy has its Critics: many economists feel that when properly applied,
fiscal policies can provide effective tools with which to fight recession and inflation.
Others, however, believe fiscal policy solutions have several serious drawbacks.

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

If the government chooses to borrow from the public to offset a tax reduction,
the money it borrows cannot be spent by the lenders. The government can also finance
its debts by printing money.

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

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

There is a direct relationship between the amount of money in circulation and
the level of business activity. When the money supply is increased, consumer spending
and business spending tend to increase with it. It follows that in times of contraction
and recession, an increase in the money supply will help to bring about economic
recovery.

When the opposite situation prevails and the booming economy is pushing up
prices in an inflationary spiral, a reduction in the money supply will serve to reduce
demand and lower prices.

Here are some suitable examples to understand better the
concept of macro economic stability:

Example #1

Country X is a developing economy that has always shown a sign of a stable economy.
However, some disturbances due to technological innovations have impacted the
economy of this country. Furthermore, the mechanization of manufacturing industries
reduced the requirements for laborers.

Many people lost their jobs, and some even fell into poverty. In addition, it reduced the
demand for non-essential goods, decreasing business income and downsizing the
workforce. Thus, the technological wave destabilized the economy. The government
introduced many stabilization policies, like the easy money policy, but the economy
took a long time to recover and gravely affected many sectors.

Example #2

Economic stability in the Philippines is a case worth mentioning. The Philippines was
one of the fastest-growing economies pre-COVID-19. However, due to the pandemic-
induced lockdowns, the country’s GDP decreased by 9.6% in 2020. Under President
Ferdinand Marcos Jr., the newly elected government introduced a series of measures
to revive the economy. As a result, the country marked an 8.3% growth in the first
quarter of 2022.
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ANSWER THE FOLLOWING QUESTIONS:

1. What does economic stability refer to, and how does it benefit a country's citizens?
2. What measures can the government adopt to maintain economic stability, and what
policies are commonly used?

3. How does fiscal policy function, and who is responsible for its implementation?

4. What happens to consumer and business spending when taxes are reduced or
increased?

5. What are some criticisms of fiscal policy, and what drawbacks are associated with
it?

6. How can the government finance its debts, and what are the potential consequences
of these methods?

7. What is the relationship between monetary policy and the supply of money, and how
does it influence economic recovery or inflation control?

Exercise 1. Give the English equivalents:

CTabLTi3yBaTH  ©€KOHOMIKY, 3MEHIIIYBaTH  TOJATKH, MIJABUIYBaTH  IOJATKH,
KOHTPOJIIOBAaTH TOJATKU Ta BUTPATH, 3aCTOCOBYBAaTHUCS B TOTPIOHUN MOMEHT,
3MIHIOBATH PiBEHb I'POIIOBUX HAJIXOKEHB 3a PaxXyHOK IOJIATKiB, CIaJl BUPOOHMUIITBA,
BUITYCKATH T'POIIIi, IOMUT HAa TOBAPpH, Ae(IIIUT OIOMKETY.

Exercise 2. Write an appropriate word-combination:

reduced drawbacks inflation timed money
fiscal policies | circulation government budget deficit
spending

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

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

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

4. Fiscal policy solutions have several serious ... .

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

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

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

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

Exercise 3. Translate into English:

1. Komu ypsiz 3MeHIITy€e MOAaTKy, BiH MOYKE CTBOPHUTH A€ IlIUT OrOKETY. 2. Ypsia MOxe
MOKpUBATU ACDILUT OIOKETY, pOOJISIYM MMO3UKU a00 BUMYyCcKaTH HOBI rpoiii. 3. Komnu
MOJIaTKU 3MEHIIIYBAaTUMYThCS, (PipMU Ta MPUBATHI OCOOM MATUMYTh Y PO3MOPSIKEHH1
Oulbllle Tpollel, mo0 BUTpavyaTh iX Ha pedi, Kl BOHU XOuyTh npunpdatu. 4. Jleski
€KOHOMICTH CTBEP/IXKYIOTh, 1110 (DiIHAHCOBA MOJITUKA MA€ KUIbKa CEpHO3HUX HEONIKIB.
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5. EKOHOMICTH IIYKalOTh NUIAXM cTadumi3auii ekoHoMiku. 6. JlepinuT OromxeTy
o3Hayvae, o NpulOyTKU OYyTh MEHIIIMMHU 32 BUTPATH, 1 3a00PTOBAHICTh ypSY 3pOCTE.
7. dns Toro mo0 pocsartu MeTH ctaluli3allii eKOHOMIKH, YPsii 3BEPTAEThCS A0 JIBOX
cTpareriii: (ickanabHOI Ta rPOIIOBOI MOMITHKHU. &. [TpuKpo, 110 30UIbIIEHHS TPOIIOBOi
MacCH € MOLITOBXOM IS 1HQIISIIIA.

Exercise 4. Read and translate the following dialog:

A.: Could you explain the current period we’re experiencing? I’ve heard that terms like
prosperity and depression are often associated with business cycles.

B.: That’s right! The business cycle refers to the recurring pattern of growth and decline
in economic activity.

A.: What measures does the government take to regulate these fluctuations in the
economy?

B.: To manage economic ups and downs and meet its objectives, the government
employs fiscal and monetary policies.

A.: Do you know anything about fiscal policies?

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

A.: Then monetary policies must be quite different.

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

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

B.: In times of recession fiscal policies would call for some combination of tax
reductions and increases in government spending.

A.: And what about monetary policies?

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

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

A.: Oh! I came to know very much about some things I’ve never heard. Thanks a lot.
B.: You’re welcome.

Exercise 5. Create communicative situations:

1. As the economy transitions from a phase of low activity ("stagnation") to a phase of
"recovery," how are factors like consumer spending, production output, and business
confidence likely to evolve? Consider the role of increased demand in shaping these
economic elements.
2. During the "peak" phase of the economic cycle, what trends are observed in
investment, productivity, and inflation rates? Explain how these trends impact the
overall health of the economy and why they might lead to the next phase of the cycle.
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UNIT 3. INFLATION

Study the following words and expressions.

inflation

1HISAIIS

deflation

nedusiris

relative price

BIJJHOCHA I[1HA

nominal price

HOMIHAJILHUI JOXO/I

real income

peaJIbHUI 10X1]

money illusion

T'POIIOBA LT031s

Consumer Price Index IHAEKC CIIOKUBYUX I[1H

inflation rate TeMI 1HQASIT

price stability CTaOLIBHICTD I11H

demand-pull inflation 1HQIISAIIS COPUYMHEHA TIOTUTOM
cost-push inflation 1HQIISAIIS CIPUYMHEHA BapTICTIO
built-in inflation BOyHOBaHa 1HQIISIIIS

Many people link
inflation to rising prices of
certain goods and services.
However, an economy is not
necessarily experiencing
inflation when prices are
rising. We must carefully
distinguish  between  the
phenomenon of inflation and
an increase in the prices of
certain goods. Inflation is an
increase in the average price
level, not a change in specific prices.We first determine the average price of all output
— the average price level — then look for changes in that average. A rise in the average
price is referred to as inflation.

The average price level may fall as well as rise. A decline in average prices — a
deflation — occurs when price decreases on some goods and services outweigh price
increases on all others. Relative price is the price of one good in comparison with the
price of other goods.

Because inflation and deflation are measured in terms of average price levels, it
is possible for individual prices to rise or fall continuously without changing the
average price level. Nominal income is the amount of money you receive in a particular
time period; it is measured in current dollars. Real income, by contrast, is the
purchasing power of that money, as measured by the quantity of goods and services
your dollars will buy. If the number of dollars you receive every year is always the
same, your nominal income doesn't change — but your real income will rise or fall with
price changes.
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There are two basic points about inflation to be learned:

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

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

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

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

Inflation Rate is the annual rate of increase in the average price level.

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

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

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

Built-in inflation is related to adaptive expectations or the idea that people
expect current inflation rates to continue in the future. As the price of goods and
services rises, people may expect a continuous rise in the future at a similar rate.

As such, workers may demand more costs or wages to maintain their standard of
living. Their increased wages result in a higher cost of goods and services, and this
wage-price spiral continues as one factor induces the other and vice-versa.

ANSWER THE FOLLOWING QUESTIONS:

1. What is the key difference between inflation and an increase in specific prices?
How is the average price level determined, and why is it important for measuring
inflation?

What is deflation, and how does it occur in the economy?

What does the term "relative price" mean in the context of inflation?

Why can individual prices rise or fall without affecting the average price level?
What is the distinction between nominal income and real income?

no
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7. How does a change in price levels affect real income if nominal income remains
constant?

8. What are the two basic points about inflation highlighted in the text?

9. Who bears a greater burden of inflation, and why?

10.What is "money illusion," and how does it affect people’s perception of income or
wealth?

11.What is the Consumer Price Index (CPI), and how is it used to measure inflation?

12.How is the inflation rate defined, and what is the benchmark for price stability?

13.What is demand-pull inflation, and what causes it?

14.How does cost-push inflation differ from demand-pull inflation, and what is an
example given in the text?

15.What is built-in inflation, and how does the wage-price spiral contribute to it?

Exercise 1. Give the English equivalents:

OTPUMATH BEJIMKUH TPUOYTOK, MIBUILICHHS I[1H, CEPEIHIN pIBEHb I[iH, CTaOLIbHI 11HH,
nepedyBaT a MPUTHIYEHOMY HACTPOi, BIIPI3HATU SABUIIE 1HOIAIT Bi MiABUIIIEHHS
I[IH Ha OKpeMi TOBapH, MaTU CEHC, KyIyBaTH pedl Ha MPOJax, BUPOOHUIITBO 1€ Ha
cnaj, TeMn 1HQIsLii.

Exercise 2. Write an appropriate word-combination:

a deflation real income nominal income

average level of prices prices increase income

relative price

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

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

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

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

5. ... is the amount of money you receive in a particular time period; it is measured in
current dollars.

6. ..., by contrast, is the purchasing power of that money as measured by the quantity
of goods and services your dollars will buy.

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

Exercise 3. Translate the following sentences:

1. BmpomoBX OCTaHHBOTO MICSI IHQUIAIIS Ha CIOXHBYI TOBapW 3pocia Ha
5 BIZICOTKIB.
2. [ndunsis HalyacTiilie Ma€e MicIe B KpaiHax 13 HecTabIbHOI0 €KOHOMIKOIO.
3. BigHocHa 1iHa — 1I€ 1[iHa OJJHOTO TOBAapy B MOPIBHSIHHI 3 I[IHOIO 1HILIKUX TOBapiB.
4. SBuiie iHuAUIT Tpeba BIIPIZHATH Bl MIABUIIECHHS L[IH HA OKPEM1 TOBapH.
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5. HomiHanbHU#M AOX1J — 1€ KUIBKICTh TPOIIEH, K1 BU OTPUMAETE 3a MEBHUM MEPIOJ.
6. Temn iHQIALIT — 1€ MOPIYHUMN cepeaHIi TeMI MiABUILIEHHS PiBHS L1H.

7. He Bcl 1IHM NiABUILYIOTHCSI OJTHAKOBO MiJ Yac 1HQIALIL: AEsIKI 3pOCTalOTh TyXKe
IIBUJIKO, 1HIII — TOMIPHO, a JAEsiKi 30BCIM HE 3MIHIOIOThCS.

8. Bin nocnimkye npobdaemu iHGIALIT y 11l KpaiHi BXKe MPOTATrOM JBOX POKIB.

Exercise 4. Read and translate the following dialog:

A: Haven't seen you for ages, Alex! What’s keeping you so busy these days?

B: ’'m getting ready for my upcoming exam in economics. By the way, I remember
you’re good at explaining concepts related to inflation. Could you help me

understand how inflation differs from price increases for individual goods?

A: Of course! The main thing to keep in mind is that inflation refers to an increase in
the average price level across the economy, not just a change in the price of specific
goods.

B: Got it! And what about deflation? Can you explain that too?

A: Sure. Deflation happens when the price decreases for some goods and services
outweigh the price increases for others, causing the overall average price level to drop.
B: Thanks, Emma. I also need help with another concept. What’s the difference
between nominal income and real income?

A: Nominal income is simply the amount of money you earn in a given period, while
real income refers to what that money can actually buy — its purchasing power, taking
into account changes in price levels.

B: Wow, you really know your stuff when it comes to economics!

A: Thanks for the kind words, but there’s more to consider. When studying inflation,
it’s important to understand two key points: not all prices increase at the same rate
during inflation, and not everyone is affected equally by it.

B: What do you mean by that?

A: Well, some prices may rise very quickly, others only slightly, and some not at all.
People who rely heavily on goods and services that are rising faster in price tend to feel
the impact of inflation more, while others might be less affected or even unaffected.
B: I see. And is there a standard way to measure inflation?

A: Yes, the most common method is the Consumer Price Index, or CPI. It measures
changes in the average price of consumer goods and services over time.

B: Thank you so much for clarifying all this, Emma. Your explanation has been really
helpful! I feel more confident about my exam now.

A: I’m glad I could help! Good luck with your exam — I’m sure you’ll do great.

B: Thanks! How about we celebrate your great teaching skills by grabbing a coffee and
a snack?

A: Sounds like a plan! Let’s go.

UNIT 4. NATIONAL-INCOME ACCOUNTING

Study the following words and expressions.
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national-income accounting

00JI1K HAI[IOHAJLHOTO JTIOXOY

gross national product (GNP)

BaJI0BMi HalloHapHUM npoaykT (BHIT)

GNP per capita

BAJIOBUI HALIIOHAJIBHUM MPOIYKT Yy
PO3paxXyHKY Ha AYLIly HACCIICHHS

intermediate goods

IPOMDKHUN OPOAYKT

nominal GNP HOMIHAJILHUI BaJIOBUI HAI{IOHAJIbHUKN
MPOJYKT
real GNP peanbHui BaJOBUI HAIlOHAJIbHUN

IPOAYKT

production possibilities

MO>KJIMBOCTI BUPOOHUIITBA

depreciation

aMopTHU3aIlis

net national product (NNP)

YUCTHM HAIIIOHAJIbHUN MPOJYKT

gross investment

BaJIOBI KalliTAJIOBKJIAIEHHS

net investment

YHUCT1 IHBECTHUIT

exports

EKCIIOPTOBAH1 TOBAPU

imports

IMIIOPTOBaH1 TOBApH

National income
accounting is a bookkeeping
system that a government
uses to measure the level of
the country's economic
activity in a given time
period. The measurement of
aggregate economic activity
by national-income
accounting serves two basic
functions. First, it enables us
to identify economic
problems.  The  second
- function of national-income

accounting is to provide an objective basis for evaluating policy.
National-income accounts help us not only to measure the economy but also to

understand how it functions.

Gross national product (GNP) is the total market value of all final goods and

services produced in a given time period.

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

average GHP per person.

Even when we focus on domestic market activity we encounter problems in

calculating GNP. A very basic problem arises from the fact the production of output
typically involves a series of distinct stages. Consider the production of bread, for
example. For bread to reach the supermarket, the farmer must grow some wheat, the
miller must convert it to flour, and the baker must make bread with it.
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We must focus on the value of final goods and services and exclude intermediate
goods from our calculation.

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

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

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

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

Production possibilities are the alternative combinations of final goods and

services that could be produced in a given time period with all available resources and
technology.
Depreciation is the consumption of capital in the production process; the wearing out
of plant and equipment. This calculation leaves us with yet another measure of output;
net national product (NNP). This is the amount of output we could consume without
reducing our stock of capital.

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

Exports are goods and services sold to foreign buyers.

Imports are goods and services purchased from foreign countries.

ANSWER THE FOLLOWING QUESTIONS:

What is national income accounting, and what is its primary purpose?

What are the two basic functions of national-income accounting?

How does national-income accounting help us understand the economy?

What is Gross National Product (GNP), and what does it measure?

How is GNP per capita calculated, and what does it indicate?

Why must intermediate goods be excluded when calculating GNP?

What is the difference between nominal GNP and real GNP?

What role does inflation play in distinguishing between nominal GNP and real

GNP?

9. What is the relationship between GNP and NNP, and how is depreciation factored
into this relationship?

10.What is the difference between gross investment and net investment, and under

what condition will our stock of capital grow?

NN E
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Exercise 1. Give the English equivalents:

BaJIOBUII HalllOHAJILHUN MPONYKT, OpaTH 10 yBaru 3MiHM B PIBHI LIH, NEPEKPYyUyBaTU
PO3YMIHHS, MOXJIMBOCTI BUPOOHUIITBA, OOJIIK HAI[IOHAJTHLHOTO J0XOAY, BUMIPIOBATH B
I1HAX, JOJaHa BapTICTh, YUCTUWA HAIIOHAJIBHUM MPOAYKT, BUPOOHUITBO TOTOBUX
TOBApIB Ta MOCIYT, y PO3paxyHKy Ha JyIIy HAcCeJeHHs, BAJOBHUHM Hal[lOHAJIbHUM

MPOAYKT.

Exercise 2. Write an appropriate word-combination:

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

1. ... is the measurement of aggregate economic activity, particularly national income
and its components.

2. ... 1s the total population: average GNP.

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

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

5. ... 1s the value of final output produced in a given period, measured in the prices of
that period.

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

7. ... 1s the consumption of capital in the production process.

8. ... are goods and services purchased from foreign countries.

Exercise 3. Translate the following sentences:

1. Ilopa3y, komu BajoOBl KamiTaJOBKJIAQJCHHS NEPEBUITYIOTh aMOPTH3allif0, YHCTI
IHBECTHILII] € TO3UTHBHUMU.

2. Jlomana BapTicTh — 1€ 30UIBIICHHS PUHKOBOI BAPTOCTI MPOAYKIIii, IKE BiAOyBa€ThCS
Ha KOXKHIH cTajii BApOOHUYOTO MPOIIECY.

3. BupoOHUY1 MOXKIIMBOCTI 3aJI€KaTh BiJl KUTBKOCT1 3€MJI1, Mpalli, KamiTajly Ta HalluX
3HaHb, SK BUKOPUCTATH HOBY TEXHOJIOTIIO.

4. KinbKiCTh IMIOPTHUX TOBAPiB Ha YKPATHCHKOMY PUHKY BITPOJOBK KUTHKOX OCTaHHIX
POKIB 3poca.

5. st Toro mo6 miaTpuMaTH Hair BUPOOHWY1 MOKITUBOCTI, MU MMIOBUHHI TIOBEPHYTH
Kartitall, SKHi MU BUTPAYaEMO.

6. OOIK HAIIOHAIEHOTO JIOXOY JIONIOMAarae HaM He TUTbKW OI[IHUTH €KOHOMIKY, a U
3pO3yMiTH, SIK BOHA (PYHKITIOHYE.

7. SIx 3MiHH 1iH BIUTMBaTUMYTh I[LOTO POKY Ha BAJOBHH HAIIOHAILHUN MTPOIYKT?

8. Jlyist Toro 1mo0 OOYUCIUTH peabHUI BaJOBUN HAI[IOHAJBHUM MPOAYKT, HEOOX1THO
OIL[IHUTH TOBapH Ta MOCIYTU 3a MOCTIMHUMU I[IHAMH.
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Exercise 4. Read and translate the following dialogue:

A: As someone planning to work in finance, you should really understand the basics
of Gross National Product.

C: That’s exactly why I’m studying it. I hope to have a successful career in financial
analysis.

A: Great! So, what do you already know about GNP?

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

A: That’s a good start, but it’s important to distinguish between nominal GNP and real
GNP.

C: What’s the difference?

A: Nominal GNP is the value of final output measured in the prices of the current
period, while real GNP adjusts for price changes by using constant prices.

C: I see. Prices can be misleading when measuring output.

A: Exactly. Imagine if all prices doubled within a year. For example, let’s say the price
of bread rose from $2 to $4, the price of cars went from $20,000 to $40,000, and the
price of houses jumped from $300,000 to $600,000.

C: How would that affect GNP?

A: The measured GNP would double in value, even though the actual quantity of goods
and services produced remained the same. So, while GNP might rise from, say, $2
trillion to $4 trillion, it wouldn’t represent real economic growth.

C: That makes sense. GNP changes due to price level increases can give us a false
impression of economic progress.

A: Exactly! A higher GNP due to price increases doesn’t mean people’s standard of
living has improved. It’s just a reflection of inflation, not more goods and services
being produced.

C: Thanks for explaining that! It’s really helpful for understanding how to interpret
economic data.

A: You’re welcome! Glad I could help. Catch you later.

Exercise 5. Are the following statements true or false? Correct the false ones:

1. National income accounting helps identify economic issues.

2. GNP per capita measures the total value of goods produced in a country.

3. Intermediate goods are included in the calculation of GNP.

4. Real GNP is calculated using current prices.

5. Depreciation refers to the reduction in the value of capital over time.

6. Exports are goods and services bought from foreign countries.

7. Net national product is the total output that can be consumed without decreasing
capital.
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UNIT 5. NEGOTIATION: STAGES AND STRATEGIES

Study the following words and expressions.

reach/end win-win situation JOCSITTH BUTPAIIHOI CUTYallil 1711 000X
CTOpIH

proprietors IpIOPUTET

rapport B3a€EMUHU

parameters XapaKTEepUCTUKA

common ground CIUIbHA TOYKA 30pY

overall 3arajibHuM

Negotiation is a strategic
discussion intended to resolve
an issue that both parties find
acceptable. Negotiations
involve give and take, where
one or both parties will usually
need to make some
concessions. Negotiation
occurs between buyers and
sellers, employers and
prospective employees, two or
more governments, and other
parties.

A successful negotiation
is when two persons (or teams)
reach agreement on something
which they are both happy

with. There shouldn’t be a winner and a loser. The negotiations should end in a win-
win situation. To be a good negotiator takes a lot of skills and preparation. You need
to: be well prepared; have a strategy — a plan of what you are going to do and say; have
a clear idea of your objectives; be sure what your proprietors are — what is the most
important to you; listen carefully to other people — what they say, and how they say; be

willing to compromise on your objectives; be patient.

Stages of Negotiation

« Preparation: Before negotiations begin, individuals should know what they
hope to gain, what concessions they will make, and the desired goal. Preparation
can include researching the other party to determine their point of view. When
negotiating the price of a new car, buyers often come prepared with pricing data

or competing deals.

Job seekers bring

information to support their

accomplishments when negotiating a salary for a new position.
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Exchanging Information: Both sides present their initial positions of what they
want and are willing to give in return. Individuals should clearly articulate their
wishes and listen to the other side to find a middle ground or points that are
negotiable.

Bargaining: After both sides have been detailed, this is when individuals will
bargain. An important key to this step is to hear the other party out and refrain
from being dismissive or argumentative. Successful negotiations require give
and take on both sides, and an adversarial relationship is likely less effective
than a collegial one.

Closing the Deal: Once both parties are satisfied, negotiations will end. The
next step may be a verbal agreement or a written contract that clearly outlines
each party's position and can be enforced if one party doesn't hold up their end
of the bargain.

Negotiation Strategies
Justify the Position. Individuals should come to negotiations ready to back up
their position, including research and a commitment to reaching a deal.
Consider the Other Side. Remember that the other side has things it wants out
of the deal, too. Individuals should determine what they can offer to help them
reach their goals without giving away more than they want to or can afford.
Keep Emotions in Check. It's easy to get caught up in the moment and be
swayed by personal feelings, especially anger and frustration. However,
emotions cause negotiators to lose sight of the goal.
Know When to Walk Away. Know what to accept as a minimum and when to
walk away. If both sides are hopelessly dug in, pausing negotiations gives
everyone involved a chance to regroup and possibly return to the table with a
fresh perspective.

ANSWER THE FOLLOWING QUESTIONS:
What is negotiation, and what is its primary purpose?
What does a successful negotiation look like, and what is meant by a "win-win
situation"?
What skills and preparation are necessary to be a good negotiator?
Why is it important to have a clear idea of your objectives during negotiations?
What are the key stages of negotiation, and what does each stage involve?
Why is preparation important before negotiations begin, and what might it
include?
What is the role of exchanging information during negotiations?
How does listening to the other party contribute to successful bargaining?
What strategies can negotiators use to justify their position and support their
goals?

10.Why is it important to know when to walk away from a negotiation, and how

can this benefit both parties?
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Exercise 1. Give the English for:
Oyt 10Ope MIArOTOBJIEHUM, B3aEMUHH, CTPATEris, Maru YITKY LIb, OyTH TOTOBUM,
CIUIbHA TOYKA 30pY, JOCATTH B3a€EMHOI 3rOAM JJI1 000X CTOPIH, OYTH TEPIISUUM.

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

meaning:
A
rapport
end win-win situation
overall
common ground
strategy
parameters

B
general
plan
relationship
factor
to reach mutual interest
common point of view

Exercise 3. Describe the negotiating according to this scheme below:

Planning to be well-prepared
Objectives to take a long term view

to have a range of objectives

to want to achieve a win-win outcome
Rapport to establish a good rapport
Parameters to identify areas of conflict/ common ground
Listening to listen well
Attitude to be constructive not destructive

to show respect, tact and sensitivity

to try to avoid conflict
Approach to stay cool-headed

to stick to a minimum number of arguments
Flexibility to consider alternatives

to make creative suggestions

to be willing to compromise
Language to use language effectively;

to be fluent, articulate and persuasive.
Overall competent, effective, skilful successful
Other comments

e decide what you wa

Project work

Preparing a presentation

nt to say to your audience;

e choose the right equipment to help make your talk interesting;
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' o find out who you are talking to;

e practice your presentation in advance;

e make sure your presentation has a clear
FOLLOW structure;

THE RULES:j§ e find out about the room you are talking in.

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

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

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

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

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

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

Giving a presentation

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

welcome the audience;

introduce the first point;

tell the audience the subject of the presentation.

Exercise 2. Read this short introduction to a presentation. Check the answers to
Ex. 1.

«Good morning, everyone. It’s great to see such a good turnout today.
Today, I’ll be presenting our marketing plan for the next three years. There are three
key points I'd like to cover, which you can see listed on the first slide.
First, I’ll introduce our new product range targeted at the teenage market. Next, 1’1l
discuss each product in detail along with our marketing strategies for them. Finally, 1’11
briefly touch on our competitors. Let’s begin with the first topic: our new product
range...»
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Exercise 3. Use the useful vocabulary:

e Thank you for listening.
Let’s move on to ...

Are there any questions?
This slide shows...

So, in conclusion...

As you can see ...

My next point is ...

If you look at the next slide...

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

aObrwbhE

o

7.
8.

Invite the audience to ask any questions they may have.

Conclude your talk, bid farewell, and exit.

Summarize your main points by writing them on the board or flip chart.

Express gratitude to the audience for attending.

If applicable, let the audience know where you'll be afterward for individual
discussions.

Provide a brief recap of your key points and highlight how your objectives were
met.

Distribute handouts summarizing the main ideas of your presentation.,

Encourage the audience to raise any questions related to your presentation.

Exercise 5. Prepare a short introduction for your presentation refer to Ex. 2 and
follow these steps:

e plan what you are going to say;
e practice your presentation with friend;
e ask your friend to give you feedback.

UNIT 6. BUSINESS & MARKETING ACROSS CULTURES

Study the following words and expressions.

do’s and don’ts paBWJIA TIOBEIHKH

spell out po3mpOBYBaTH, MOSICHIOBATH TOYHO
superior HAYaJIbHUK, CTAPIIHIA

bow KJIQHSTUCH

patience TEPIUIAYICTh

gift MOJIAPYHOK

acceptable NPUHHATHUM

embarrassment 30€HTEKEHHSI, pO3TryOJICHICTh

tip 4yalloB1, HEBEJIMKA I'POIIOBA BUHATOPOAA
bill paxyHOK, (3a IOCJIYTH, TOBap, TOIIO)
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custom 3BUYAM

cause offence to smb. 00pa3utu (CKpUBIUTH) KOTOCh

to be offended OyTH 00pa’keHUM

In order to successfully
enter global markets,
businesses need to be aware of
the importance of cross-
cultural marketing. Cross-
cultural marketing is defined
as “a form of marketing that is
adapted to the customs,
traditions, and beliefs of a
specific group of people.” In
order to reach consumers in
| other cultures, businesses
need to be respectful of

cultural differences and produce marketing strategies that are tailored to each specific
culture.

Before going business abroad it is important to understand the social and

business culture of a country in which you are going to visit. The following are just a
few of do’s and don’ts for business people visiting a foreign country:

in the USA, it is polite to look people in the eye, to offer your hand, and to smile;
in France people shake hands much more than Americans or most Europeans; if you
fail to shake hands, you may be considered rude;

in Japan and Korea bowing, rather than shaking hands, is usual behavior;

in Turkey, your coat should be buttoned when you are with superiors;

never discuss business over dinner in France;

don’t pass documents with the left hand in Saudi Arabia;

don’t expect written contracts in the most Moslem countries;

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

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

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

In China, expensive presents are not acceptable and cause great embarrassment.
Give a collective gift from your company to theirs.

In British restaurant’s tips are included in the bill. In some Mediterranean countries,
such as Greece and Spain, the customer is expected to pay a little extra for
satisfactory service;

don’t criticize royalty in Great Britain;
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Arabian countries don’t admire an object openly. The owner may feel obligated to
give it to you;

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

ANSWER THE FOLLOWING QUESTIONS:

What is cross-cultural marketing, and why is it important for businesses entering
global markets?

How can businesses tailor their marketing strategies to different cultures?

Why is it important to understand the social and business culture of a country before
doing business there?

What are some cultural norms to follow when meeting people in the USA and
France?

What is the usual greeting behavior in Japan and Korea, and how does it differ from
Western countries?

Why should businesspeople avoid discussing business over dinner in France?
What are some specific cultural norms to follow when interacting with
businesspeople in Saudi Arabia?

How are contracts typically handled in South Korea and most Muslim countries?
What should one consider when offering gifts in Japan or China, and how do their
gifting customs differ?

10.What are some behaviors to avoid in Arab and British cultures to ensure no offence

is caused?

Exercise 1. Give the English for:
nepeaaBaTH  JIOKYMEHT;, IHChbMOBHUM KOHTPAKT; OOTOBOPIOBATH JUIOBI TMHUTaHHS,
MOSICHIOBATH BC1 JIeTalli; 3BUYaiiHa MOBEIIHKA; TEPIUISYICTh; IPOIIOHYBATH OJIAPYHOK;
30CHTEKEHHSI; YaliOB1; PaXyHOK 3a IMOCIYTrH; 00pa3uTH KOTOCh; MpaBHJIa TIOBEIIHKH;
3BUYall KpaiHu; OyTH 0OpakeHHM.

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

meaning:

A B
custom gratuity
gift costly
operate evade
spell out impolite
rude conduct
behavior explain in detail
avoid act
expensive habit
tip additional
extra present
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UNIT 7. ORGANIZATIONAL STRUCTURE VS
ORGANIZATIONAL CHART

Study the following words and expressions.

authority MTOBHOBAYKEHHS
accountability BIJIMOB1IAJIbHICTh

Board of Directors IpaBIIiHHS, paja AUPEKTOPIB
to be in charge of KepyBaTu

Chairman of the Board roJI0Ba MpaBIiHHS

the Manager Director reHepaJIbHUN JUPEKTOP
Finance Department (b1HAHCOBUHN JUPEKTOP

Sales Department BIJUT 30yTY

Marketing Department BIJIJIJI MAPKETUHTY
Production Department BUPOOHUYMH BIJTLIT
Research and Development (R&D) BIJIJTIJT HAYKOBUX JIOCIIJKEHb Ta PO3POOOK
Personnel department BIJIJILT KaJIpiB

make decision npUiiMaTy pillieHHs

top executive KEPIBHUK BUIIOTO PaHTy
senior manager KEPiBHHUK BUIIOTO PAHTY
upscale 1BUIICHHS KBaTidikarii
outdate 3acTapiinii

An organization structure
- ' ! refers  to  the  reporting
ﬁ D/D\l/im (@8 relationships between employees
' within an  organization. It
establishes authority,
responsibility, and accountability.
Giving an organization structure
makes it easier for everyone to
figure out who will report to
whom, whose instruction they can
take, who they can delegate to,
_4 etc.

(14
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The structure of
organizations  varies  greatly
according to the nature of the business. There are several factors which influence this
structure:
e the number of employees and location;
the economic sector;
the type of market in which they operate;
the type of customer;
the degree of management control required;
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e the complexity of the business activities.

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

Most companies have Finance, Sales, Marketing, Production, Research and
Development (R&D) and Personal Departments. These are the most common
departments, but some companies have others as well.

Most departments have a Manager, who is in charge of its day-to-day running, and
who reports to the Director; the Director is responsible for strategic planning and for
making decisions. Various personnel in each department report to the Manager.

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

Why are Organizational Structures so important?
Organizations must be structured so that each company member understands
authority lines and individual jobs and obligations. Whether a giant department store
or a small store, every business must be structured to best suit its needs and make it a
success. Following are some of the advantages that make organizational structures
unique:

1. Significance of Formal Structure

The organizational structure increases operational efficiency by offering clarity
to personnel at all levels of the organization. Employees may find it challenging to
determine who they formally report to in certain scenarios without a formal
organizational structure. It may become unclear precisely who has the final
responsibility for what.

2. Employee Guidance

The organizational structure guides all employees by laying out the official
reporting relationships that govern the company’s workflow. A formal outline of a
company’s design makes it easier to add new positions in the company, providing a
flexible and ready means for growth.

3. Quicker decision-making

The efficient flow of information within a company can make decision-making
quicker. Having a well-defined organizational structure improves inter-departmental
communication, which enhances your company’s overall productivity.

4. Employee Motivation
A well-defined structure may also serve as a road map for internal promotions,
allowing businesses to develop excellent growth tracks for entry-level employees.
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For example, an entry-level marketing assistant may rise to the roles of a
marketing expert, social media marketer, digital marketing supervisor, marketing
manager, and, finally, director of marketing. Seeing your organization’s structure in
this way can be an excellent motivator for employees who want to know that they can
develop their careers inside their company.

ANSWER THE FOLLOWING QUESTIONS:

1. What is an organizational structure, and what key functions does it serve in an
organization?

2. How does the structure of an organization vary depending on the nature of the
business?

3. What are the factors that influence an organization’s structure?

4. Who is responsible for the overall control of a company, and what role does the
Chairman of the Board play?

5. What are the typical departments found in most companies, and what are their
functions?

6. What is the difference between the roles of a Manager and a Director within an
organization?

7. Why is having a formal organizational structure important for operational
efficiency?

8. How does an organizational structure facilitate employee guidance and company
growth?

9. Inwhat way does a well-defined organizational structure improve decision-making
and communication within a company?

10.How can a clearly outlined organizational structure motivate employees and support
career development?

Differences Between an Organizational Structure and
Organizational Chart

On the surface, organizational charts and organizational structures may seem very
similar. However, they have significant differences. Following are some of the key
differences between them:

« An organizational structure is a plan that defines the roles, links, and flow of
information within an organization. On the other hand, an organizational chart
visualizes this structure.

« Companies design their organizational structures around the various functional
departments within a company—for example, Finance, Marketing, Sales, etc. In
contrast, an organizational chart is designed around individuals within the
company and their titles.

« The organizational structure defines the goal, accountability, and key
performance indicators (KPIs) for each functional group and job within a
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company. In contrast, an organizational chart displays each person’s job title and
may contain the information required by HR, such as job description, contact
information, etc.

o Once defined, an organization’s structure does not change unless the company
takes a new initiative to upscale or change its strategy. However, Organizational
charts become outdated very quickly. People join and leave companies quite
frequently, which makes an org chart outdated almost as soon as it is created.

Exercise 1. Give the English for:

CTpareriuHe MiaHyBaHHS, KIIEHT, CTPYKTypa Oprasizaili, ciy>k00Belb, EKOHOMIYHUHN
CEKTOp, YNPaBIIHCHKUN KOHTPOJIb, KEPYBATH KOMIIAHIEIO, pajia AUPEKTOPIB, roOjI0Ba
NpaBIiHHS, KEPIBHUK KOMIMaHIi, BiAAUT 30yTy, BUpOOHMYMHN BIIAUL, BIAAUT KaJpiB,
CTpaTeriuHe IUTAHYBaHHS, NpPUMMATH pIIEHHS, TepCcoHad, MHiANOPSIKOBYBATUCS
MEHE/KEpY, BCTAHOBIIIOBATH MTOBHOBAKEHHS.

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

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

Exercise 3. Match the words and phrases with the correct definition from the list

below:
senior location employee
president Board of directors personnel
managing director director customer

1. the place where something is located;

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

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

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

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

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

7. a person in charge of a department;

8. the people employed by an organization; the staff;
9. people at the head of an organization.

Exercise 4. Write an appropriate word or phrase in the following sentences:

reports personnel personnel made day-to-day
department
the head in charge of the Board of | customers an employee
directors

1. she is ... of this company;

2. our company treats it ... well with fast service and good products;
3. ... 1s discussing the annual pay rise;

4. she is ... of the new project;

5. she is ... of the finance committee;

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

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

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

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

10. new staff should report to the .

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

Board of Directors

Director Personnel

Department

Director Purchasing Department
Manager Domestic

Sales

Manager

Europe

Manager International Sales
Personnel Assistant

Chairman of the Board
Purchasing Clerk

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

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

decisions. He is the
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2. All of the sales personnel in Europe report to him. The Manager of International
Sales supervises him. He is the
3. Her supervisor is responsible for all purchases made by the company. She completes
the forms for him to sign. She is the
4. She helps all new employees with their forms for health insurance, paychecks and
so on. She is

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

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

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

a) clerks; b) accounts; c¢) financers;

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

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

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

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

4. The workers who process data, under the control of managers and supervisors, are
the computers :
a) hackers; b) operates; c) receptionists.

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

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

6. The clerical workers who wuse typewriters or word processors and who
produce letters and other documents, are

a) secretaries; b) editors; c) teachers.
7. The employees who check a company’s financial affairs are the
a) statisticians; b) accountants;  ¢) customers.

8. The person appointed by the board of directors to be responsible for the management
team that runs a business an a day-to- day basis is the
a) operator; b) managing director; c) seller.

UNIT 8. EMPLOYMENT

Study the following words and expressions.

employment 3alHATICTH, pOOOTA 32 HAKMOM

be self-employed IpaIfroBaTH Ha cebe

work freelance MpaioBaTh He 32 HatMOM, OyTH BIJIbHUM
XYIOKHUKOM

flexible THYYKHN

employer poboTOIaBEIh

fixed-term contract CTPOKOBHM KOHTPAKT
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part-time worker pOOITHUK, KU 3alHATHI HENOBHUN poOOYMH J€Hb
administration BIJIJILT KaJIpiB

staff appraisal Ha01p KaJpiB

welfare COLIIAJIbHE 3a0€31EUEHHS
pension TIEHCIS

ensure 3a0e3neuyBary, rapaHTyBaTH
available HasIBHUM, TOCTYITHUN

meet the needs 3aJI0BOJIBHATH MOTPEOU

job rotation job 3MiHa poOiIT

job security rapasrisi poooTu
recruitment MpaneBIallITyBaHHSA
jobseeker JIIOJIMHA, 10 ITyKae poOoTy
post mocanaa

application form aHKeTa, 3asBa

fill in 3alIOBHIOBATH

resume pe3omMe

covering letter CYNPOBIAHUM JIUCT
curriculum vitae (CV) aBToOiorpadis

o People do a wide range of
jobs to earn a living. Work
significantly impacts our

p N l lives as individuals and as
) v W% members of society. Many
: % 0k ] ‘ ' » .

people choose to be self-
employed (to have their own
business) or to work freelance
for several employers.

As the labor market
becomes more flexible, many
employers respond by increasing the number of fixed-term contracts and part-time
workers.

In large organizations, administration of people is done by human resources or
HR. The Human Resources department of a company is responsible for planning,
recruitment of new people, staff training and development, staff appraisal, welfare,
pensions administration and industrial relations. It works to ensure that the right people
are available to meet the company’s needs.

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

Personnel departments are usually involved in finding new staff and recruiting

EM
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them.

Recruitment is the process of employing new people. When a company needs to
recruit or employ new staff, it may advertise the vacancy in the newspaper, or may
contact an employment agency, a private company that matches jobseekers with jobs.
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If you are a jobseeker and you are interested in a particular post, and decide to
apply for the job. The first step is to get an application form and a job description from
the company. The next step is to fill in the form and give the resume (AmE) curriculum
vitae (CV), which is a summary of your work history, education and skills. You should
also send a covering letter supporting your CV. By doing this you have become an
applicant. The company’s Human Recources department will select the most suitable
applicants and invite them to attend an interview.

ANSWER THE FOLLOWING QUESTIONS:

1. What are the two main ways people can work to earn a living?

How have employers adapted to a more flexible labor market?

What are the primary responsibilities of a Human Resources (HR) department in a

company?

What is job rotation, and why might a company implement it?

What is the role of personnel departments in the recruitment process?

What steps does a jobseeker need to take when applying for a job?

What documents are typically required from a jobseeker when applying for a

position?

8. How does a company’s HR department handle the selection process for new
employees?

w N

No ok

Exercise 1. Give the English:

yIpaBIIHHSA, IEPCOHAN, BIIAUT KaapiB, 3alHATICTH, poOOTa 3 HAWMOM, IIPAIIOBATH
CaMOCTIHO, MpaloBaTH HE 3a HAaltMOM, OyTH BUTBHUM XYIOKHUKOM, JIJOB1 JIFOIIH,
THYYKUH, HaiiMad, poOOToAaBellb, CTPOKOBHUM KOHTPAKT, POOITHHK, KWW 3aWHATHMA
HEMOBHUM poOoumii JeHb, HaOIp KaapiB, coIliandbHe 3a0€3MEeUeHHs, JOIoMOTa
COITIaIbHOTO  3a0e3MeuUeHHs, IIeHCisI, TapaHTyBaTH, IOCTYITHUH, 3a0BOJIBHATH
notpeOu, KOMaH/1a, 3MiHa POOIT, TapaHTis poOOTH, MparleBIAIITYBaHHS, JIIOIUHA, 110
IIykae po0oty, mocaja, aBrodiorpadis, 3asBa, aHKETa, BIIILT KaJpiB.

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

A B
available to be charge of
rich personnel department
famous terminal contract
human resource department candidate
be responsible for complete
staff position
fixed-term contract renowned
post wealthy
fill in obtainable
applicant personnel
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Exercise 3. Match the word with the correct definition below:

self-employed, pension, human resources, unemployed, fixed-term, employer, staff
appraisal, employment, vacancy, employees, recruitment, team, covering letter,
applicant, golden hello.

. a person or company that provides job;

. the people who work in an organization;

. having paid job;

. without a job;

. a large sum of money or some other financial enticement;

. an assessment of the quality of the employee’s work;

. an agreement to employ someone for a limited period only;

. two or more people working together;

. a person who asks for a job, usually by answering an advertisement and attending
an interview;

10. the process of interviewing and choosing people to do a job;

11. personnel, employees;

12. a regular payment made to a person who has retired from a job;

13. someone who works for her/himself and is not employed by a company;
14. a letter sent with a document or goods explaining the contents;

15. a post to be filled by a new employee.
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UNIT 9. EMPLOYMENT INTERVIEWING: SEIZING THE
OPPORTUNITY AND THE JOB.

Study the following words and expressions.

demeanor MOBEIIHKA

interviewee oco0a, siKa J1a€ IHTePB 10
interviewer 1HTEPB OEP

reference pEKOMEHIaIlist

accept the job IPUIMAaTH POTIO3HIIII0 TPO POOOTY
turn down the job offer BIIXHJISITH TTPOTO3UIIIIO TTPO poOOTY
appoint NPU3HAYNTH, 3aTBEPIKYBATH

sign N1IKUCYBaTH

employment contract TPYAOBHM KOHTPAKT

working conditions YMOBH Tpaiti

salary 3apo0iTHA MJaTa

1n advance 3a3gajeriab

research BUBYATH, TOCTIIHKyBaTH

implement BUKOHYBATH, 3/11ICHIOBATH
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relocate nepeMilaTucs, NepeceIsITUCS
training course KypC HaBYaHHS

strengths CWJIbH1 CTOPOHHU

weakness HEI0MIK

For many people,
job interviews are the most
stressful part of any employment
search. But they don’t have to be.
Employment interviews are an
opportunity to show you’re an
enthusiastic worker who would
do a job well. You can make the
most of that opportunity by being
prepared, presenting a
professional demeanor, and
describing your qualifications
well.

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

When the person has been officially appointed, an employment contract is
signed, agreeing the working conditions and salary.

If you are in interviewee you should do the following in advance:
research the organization;
read the job description carefully;
think about the questions you may be asked, and plan your responses;
be ready to talk about your career, both past and future;
be prepared to explain why you think you are suitable for the job.
elow are some questions that are frequently asked in job interviews:
What do you want to join this company?
What do you think you can bring to this job?
What changes would you implement if you got the job?
How would you feel about relocating to another city (working in a very small
team? training courses)?
Could you tell me responsibilities in your last job (about your experience of
dealing, difficult clients, about your long term goals)?
v" What would you say about your strengths/weaknesses?
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v What do you see yourself doing in 5 years?
v How do you see yourself developing personally?

Types of Interviews
Structured Interviews

In the structured interview enclosure, we see the meticulous parrot. Why a parrot?
Because structured interviews are a parrot-like repetition of a pre-set list of questions.
They are asked in the same order to all candidates. The responses are then weighed and
scored against predetermined standards. For a zookeeper, this would be like having a
specific diet plan for each creature in the zoo and assessing who digests it the best.

Unstructured Interviews

As we move on to the unstructured interview enclosure, we notice that these interviews
change colour, that is, they adapt based on the candidate’s responses. Unlike their
structured counterparts, they are more conversational, less formal, and require Bob to
channel his inner Sherlock Holmes to listen actively and probe skillfully.

Panel Interviews

Finally, we arrived at the panel interview exhibit! Here, multiple interviewers
contribute their unique perspectives to the evaluation process, allowing for a more
comprehensive assessment of your suitability, much like a group of meerkats who use
their different viewpoints to assess their environment.

ANSWER THE FOLLOWING QUESTIONS:

1. What are the main steps in the interview process after the initial interview?

2. What should an interviewee do to prepare for a job interview?

3. What are some common questions asked during job interviews?

4. How do structured interviews differ from unstructured interviews?

5. What are the advantages of a panel interview compared to a one-on-one interview?
6. Why are job interviews often considered the most stressful part of the employment
search process?

7. How can an interviewee make the most of the job interview opportunity?

Exercise 1. Give the English for:

MiAMUCATH TPYAOBUU KOHTPAKT, odimiiiHa 3ycTpid, ocoba, sfka mae IiHTEPB'Io,
MPEICTaBHUKY KOMIIaHii, peKOMEeHAaIli1, MepCIeKTUBHUM KaHIU/AT, BiiOpaTy Kpammx
KaH/IMJIaTiB, 3alPONOHYBATH MOCAy, MPUNUHSITH/BIAXUIUTH TPOIMO3UIIIO PO POOOTY,
y3roguTh 3apoO0ITHY IUIATy Ta YMOBM Iipalll, Kap’epa, poOOTomaBelb, IJOCBIJ
CIUIKYBaHHS 3 CKJIAJIHUM KIIIEHTOM, JOBIOCTPOKOBI I[11.
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Exercise 2. Match words from list A with words B that have similar meaning:

A B
salary duty
turn down put into action
appoint move to a new place
conditions term
formal attentively
carefully payment
response terms
relocate designate
implement reject
responsibility official

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

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

1) a written report on a job applicant’s character or ability to do the job;

2) a regular fixed payment for work or services;

3) a person who carries out an interview;

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

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

6) a person who is interviewed, for a job;

7) a person offering to take up a post or job.

Exercise 4. Put the necessary word into the sentence:

strengths reference interviewer
the contract of employment salary interview
turn down appointed (2) accepted

1. The ... will last for about 40 minutes.

2. Have you ... the job offer?

3. Why did you ... the job offer in that prosperous firm?

4. In her early twenties, she was ... head of Public Relations.
5. The ... asked him some awkward questions.

6. The starting ... is $ 20 000 per year.

7. The Personal Manager went through ... with each new employee to make sure that
it was fully understood before signing.

8. My former boss said that [ could use him as a ... .

9. She was ... to the post sales director.

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

41



UNIT 10. EMPLOYEE MOTIVATION IN THE

WORKPLACE

Study the following words and expressions.
backbone OCHOBa
to be committed OyTH BiIJIaHUM
with a purpose 3 METOIO
remuneration BUHAropoja, KOMIeHcalis
fringe benefits JIOJIaTKOBI MUIBIA
travel allowance KOMIICHCAIIisl 32 BIAPSJIPKEHHS
medical insurance MeJMYHA CTPaXOBKa
share options OMIIIOH Ha akii (MUIbra, siKy 1HOA1 OTPUMYIOTh

npaiiBHUKKA KomMnaHii. Bona Hajae iM npaBo KynyBaru
aKIii KoMMaHii 31 3HUKKOIO TI0 BIHOIICHHIO 10 PUHKOBO1

I[1HN)

fee TOHOpap/ 0JJHOpa30Ba oruIaTra

golden hello 30J10T€ MPUBITAHHS, BEJIMKA CyMa TpoIlei 4 iHma ¢popma
320XOYCHHS

golden goodbye BeJIMKa KOMITCHCAIlIHA cyMa M0caIoBii oco0i, 1o iae y

BIJICTaBKY, 00 3BUIbHSIETHCS

Motivation is more than a “carrot on a stick”

As a leader or manager,
you know that motivated
employees are the backbone
of any successful team. When
your team members are
motivated, they are more
engaged, productive, and
committed to their work.
Therefore, employee
motivation is not just a feel-
good factor but directly impacts your business’s bottom line. But what exactly is
employee motivation? Why is it important? And how can you effectively motivate your
team in the workplace as a leader?

Employee motivation is the driving force that inspires employees to perform
their best and go the extra mile in their job.

Employee motivation is the driving force that inspires employees to perform
their best and go the extra mile in their job.

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

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

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

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

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

But what exactly constitutes employee motivation? It’s not just about the
paycheck, although fair compensation is essential. Employee motivation goes beyond
financial rewards and includes factors like recognition, opportunities for growth, a
positive work environment, meaningful work, and a sense of purpose. When employees
are motivated, they are more likely to be productive, creative, and committed to their
work. They are willing to put in the extra effort to achieve their goals and exceed
expectations.

ANSWER THE FOLLOWING QUESTIONS:

1. What is employee motivation and why is it important for a business?

2. What are some of the most important factors that can motivate employees, according
to the text?

3. How does salary and remuneration contribute to employee motivation?

4. What are some examples of fringe benefits that can be part of an employee's
compensation package?

5. What is a "golden goodbye" or "golden handshake" and how does it relate to
employee motivation?

6. Beyond financial rewards, what other factors can contribute to employee
motivation?

7. How can motivated employees benefit a business?

Exercise 1. Give the English for:

MOTHBOBAaHI CIIiBPOOITHUKH, 3a0X0UEHHS, TOHOPAp, MPEMis, OMII0HU, KOMIICHCAIIIS 3a
BiJIpSIJDKEHHS, BAHATOPO/1A, JOJIaTKOBI MIBIH, 3 METOI0, KpIM, KOMIICHCAITIs 0c001, sKa
3BUIBHSETHCS, BUCOKA 3ap00iTHA IJ1aTa, CIy>KOOBUI aBTOMOO1Tb.

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

meaning:

A B
salary payment
motivate obtain
receive stimulate
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compensation stock
share remuneration

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

fee, remuneration, consultant, share option, golden goodbye, fringe benefits,
commission, salary;
1) a compensation package for an executive leaving a company;
2) an amount paid for a professional service or advice;
3) a payment made by someone for providing a service or goods. The amount is usually
a percentage of the total value of the deal,;
4) money or goods received in addition to a salary;
5) payment for services given;
6) a rights offered to employers, to buy shares in the company where they work at a
cheap price;
7) extra services which employee can use;
8) a person who provides advice for pay.

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Motivated employees are essential for a successful team.

2. Employee motivation only includes financial rewards.

3. Recognition and opportunities for growth are important for employee motivation.
4. Fringe benefits are additional perks that employees receive beyond their salary.
5. The author believes that salary is the only factor that motivates employees.

6. A positive work environment contributes to employee motivation.

7. Employees who are motivated tend to be less productive and creative.

MODULE 2

UNIT 11. CHALLENGES AT WORK

Study the following words and expressions.

expose PO3KPUTH

source JOKEpeIio, TpUYrHA

communication factor KOMYHIKaTUBHUM (PakTop

structural factor KOHCTPYKTUBHUM (PaKTOP

personal factor ocobucTuil hakTop

insufficient sharing of information HEJOCTAaTHE NOIMMUPEHHs 1H(hOopMaIii
turnover rate IHTEHCUBHICTh KPYTOBOPOTY
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reward systems

CUCTCMHU HAIropoJ

self-esteem CaMOOIIHKA
confronting IPOTHUCTOSTHHS
bargaining NEPEroBOpY, JAOMOBJIEHICTh PO SKYCh

yromy

enforcement of team rules

AOTPpUMAaHH IMPaBHUJI KOMAaHIN

de-emphasis

pPOOUTH aKLIEHT HA YOMYCh

harassment JOMaraHHsl

burnout BUTOpaHHs

focused on KOHIIEHTPYBAaTHCh

leads to IPUBECTH JO YOTOCh
involvement y4acTb, BTSITHEHHS

transition nepexijJ 10 Yoroch, pO3BUTOK

Problems at  the
workplace may  mean
different things to different
people. When individuals
come together in work teams

\/ )

')7 N their differences in terms of
power, values and attitudes,
and social factors all
contribute to the creation of

’I m‘ conflict. It is often difficult to
the of

expose sources

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

Handling Negative Conflict

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

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

3. Enforcement of Team Rules: Avoid using this method if possible, it can bring about
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hard feelings toward the leader and the team. This technique is only used when it is
obvious that a member does not want to be a team player and refuses to work with the
rest.
4. De-emphasis: This is a form of bargaining where the emphasis is on the areas of
agreement. When parties realize that there are areas where they are in agreement, they
can often begin to move in a new direction.
There are a number of universal problems that individuals or teams tend to face
in any office environment. These include:
— Personality conflicts between colleagues
— Bullying or harassment in the workplace
— Poor communication between managers and their teams
— Unfair delegation of tasks
— Impossible workloads
— Micro-management
— Urgent project deadlines leading to burnout and stress
— Underskilled staff or lack of training
— Unproductive members of the team
— Bad working conditions

How to overcome challenges at work

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What are the three main categories of factors that contribute to conflict in the
workplace?

2. What are some examples of communication barriers that can lead to workplace

conflicts?

How do structural disagreements contribute to conflicts within an organization?

What personal factors might influence workplace conflicts?

What is the direct approach to handling negative conflict, and why is it considered

effective?

6. When is the bargaining technique most useful in resolving conflicts, and what role

does a third party play?

Why should the enforcement of team rules be avoided whenever possible?

What is the purpose of the de-emphasis technique in conflict resolution?

What are some universal problems commonly faced in office environments that can

lead to workplace challenges?

ok w
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10.How does constructive conflict management benefit a team during periods of
transition or change?

Exercise 1. Give the Ukrainian equivalents for the following words and word-
combinations.

KOMYHIKaTUBHHUI (paKTOp, JKEPEIo, KOHCTPYKTUBHUM (haKTOp, pO3KPUTH, HEJOCTATHS
nomupeHHss  iHpopmauii, ocoObucTuii (akrop, IHTEHCUBHICTb KPYTOBOPOTY,
MIPOTUCTOSHHSI, 30CEPEIKYBATUCH, IOTPUMAHHS MPAaBUJI KOMAH]IU, B3aEMOJIS, .

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

meaning:

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

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Conflict in the workplace can arise from communication issues, structural
disagreements, and personal differences.

2. The author believes that avoiding conflict is the best way to handle it.

3. Bargaining is a useful technique when both parties have different solutions but want
to reach an agreement.

4. The enforcement of team rules is always the preferred method for resolving conflicts.
5. Poor communication between managers and teams is a common problem in office
environments.

6. Personal factors in conflict include an individual's self-esteem and personal goals.
7. The text suggests that conflict is always negative and should be avoided at all costs.

UNIT 12. ESSENTIAL QUALITIES OF EFFECTIVE
LEADERSHIP

Study the following words and expressions.

traits pucu
hand out JIaBaTU HE 3aMHUCITIOIOYUCH
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rigidity TBEPHAICTh

perception CHPUNHSATTS, OCMUCIICHHS

sit back pO3CIa0UTUCh, DAl IUKYBATH

amuse PO3BaXKaTHCh, TAPHO MPOBOANUTHU Yac
coherence MTOCITIAOBHICTD, JIOT1YHICTH

keep up JOTPUMYBATUCh HAJIC)KHUM YHHOM

We need good leaders
to help guide us and make the

essential decisions, big and
Ieaders small, that keep things

things @ energy .
moving forward.

eﬁeCtlve take Warren P
I ‘ers P ok Our society is usually
gleader

earnmg

great

group s . quick to identify a bad leader,
key One_make i but how can you identify a
ve 3 £ think way
S L L Someo'\e MY good one? What would most
people say are the qualities of
a good leader?
Based upon our decades of research and experience working with leaders at thousands
of organizations around the world, we’ve found that the best leaders consistently
possess certain fundamental qualities and skills. Here are essential leadership traits:
1. In large organizations, leaders should spend no more than four hours a day in their
offices. The rest of the time, they should be out with their people, talking to lower-level
employees and getting their feedback on problem areas. They should be making short
speeches and handing out awards.
2. The best leaders are those whose minds are never closed and who are eager to deal
with new issues. Leaders should not change their minds too frequently after a major
decision has been made, but if they never reconsider, they are beginning to show a
degree of rigidity and inflexibility that creates problems for the organization.
3. Executives must take a disciplined approach to their schedules, their post, their
telephone calls, their travel schedules and their meetings. Staying busy and working
long hours are not necessarily a measurement of leadership effectiveness.
4. Leaders may run efficient organizations, but they do not really serve the long-term
interests of the institution unless they plan, set goals and provide strategic perception.
5. The leader must be willing to pass on skills, to share insights and experiences, and
to work very closely with people to help them mature and be creative.
6. Leaders should let people know that life is not so important that you can't sit
back occasionally and be amused by what is happening. Laughter can be a great relieF
of tension.
7. Reliability is something that leaders must have in order to provide stability and
strength to organizations. Leaders must be willing to be flexible but consistency and
coherence are important elements of large organizations.
8. Leaders must not only understand the major elements of their businesses but must
also keep up with any changes.
9. Leaders should be able to look at themselves objectively and analyze where they

Ieadln
lekrvqt

wmmnq development done g
any person

48



have made mistakes and where they have disappointed people.

ANSWER THE FOLLOWING QUESTIONS:

1. Why is it important for leaders in large organizations to spend time outside their

offices?

What traits define the best leaders when it comes to their openness to new issues?

Why is discipline in scheduling and time management crucial for effective

leadership?

What role does long-term planning and goal-setting play in successful leadership?

How can leaders help their team members grow and develop creatively?

Why is humor and laughter considered an important quality for a leader?

What balance should leaders maintain between flexibility and consistency in large

organizations?

8. Why is it important for leaders to stay informed about changes in their business
environment?

9. How can leaders benefit from analyzing their own mistakes and disappointments?

10.What qualities make a leader reliable and able to provide stability in an
organization?

W™

No ok

Exercise 1. Give the Ukrainian equivalents for the following words and word-
combinations.

MOCTiIOBHICTh, YIPABJIATH, TBEPHICTb, CIOPUUHATTS, BIAMOYUBATH, J1aBaTU HE
32 TyMYIOYHUCh, XOTITH, PO3BAXKaTUCh, TOTPUMYBATHCH, TTOJICTIITYBaTH.

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

meaning:

A B
rigidity relax
hand out want
sit back consistency
coherence give without hesitation
run stick to
perception entertainment
keep up hardness
to be eager realization
amuse rule

Exercise 3. Do you agree or disagree with the statements below?

1) a leader must provide vision;
2) a leader must manage time and use it effectively;
3) a leader must have technical competence;
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4) a leader should be a good teacher and communicator;
5) a leader must be visible and approachable;

6) a leader should be introspective;

7) a leader should be dependable;

8) a leader should be open-minded;

9) a leader should have a sense of humour.

UNIT 13. CORPORATE BUSINESS TRAVEL

Study the following words and expressions.

crucial BaYKJIUBUI

sustaining HiATPUMKA

extend BUXOIUTH

stated intent 3asiBJICHUI HaMip
executive KEpIBHUK

eligible expenses OPUIHITHI/MOXJIUB1 BUTPATH
to be reimbursed BIJIIIIKOJOBAaHUMI
financial tracking (dhiHaHCOBE BIJICTEIKEHHSI
record-keeping 00JT1K

preferred agents NPUBLICHOBaH] areHTH
vendor IOCTAa9aJIbHUK

4

Corporate  business
travel involves the movement
of individuals representing
their organizations for work-
related reasons. Whether it’s
attending client meetings,
industry  conferences, or
sealing business deals, this
practice covers a range of
activities  essential ~ for
professional growth.

In the interconnected global business environment, where face-to-face
connections matter, corporate business travel plays a central role in sustaining and
expanding enterprises across borders. Businesses face challenges in optimizing this
crucial element of their operations. Strategic considerations must be taken into account
to use this element of business to its greatest potential.

Importance of Corporate Business Travel

There are many business-related reasons to travel. It can encourage team
building, promote learning, offer different perspectives, provide connection to a wider
network, open up new markets, and drive sales. And whether or not the trip is for a

50


https://context.reverso.net/переклад/українська-англійська/%D0%BF%D1%96%D0%B4%D1%82%D1%80%D0%B8%D0%BC%D0%BA%D0%B0
https://context.reverso.net/переклад/українська-англійська/%D0%B7%D0%B0%D1%8F%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B9+%D0%BD%D0%B0%D0%BC%D1%96%D1%80

specific purpose (such as a conference or a retreat), the benefits for employees and
companies alike can extend beyond the stated intent of the trip, building confidence,
cultural competency, relationships, and company reputation.
Types of Corporate Business Travel
Corporate travel can take many forms, including the chance for employees and
executives to attend events, such as meetings, conferences, industry networking
sessions, and fairs. Or a trip may take advantage of educational opportunities such as
training sessions, seminars, and workshops. Retreats and guided trips can make for
valuable team-building time in new contexts that unlock different perspectives and
strengthen working relationships.
In creating a corporate travel policy, companies might consider the following for
both domestic and international travel, as applicable:
« Purpose(s) of travel
« Which employees are eligible to travel
« Booking and expense approval processes
« Risks and liabilities of travel and how to manage them
« Expectations for employee behavior, including acceptable and secure uses of
technology, personal vs. leisure time, communication, and entertainment while
traveling
« Eligible expenses for employees while traveling, including per diem rates if
applicable
« Determine if employees will be reimbursed for their expenses or given a
corporate credit card to use
« Financial tracking, record-keeping, and reimbursement processes
« Acceptable booking practices and costs, including preferred agents or vendors
« Travel insurance

ANSWER THE FOLLOWING QUESTIONS:

=

What are the primary purposes of corporate business travel?

2. How does corporate business travel contribute to professional growth in a global
business environment?

3. What strategic considerations are important for optimizing corporate business

travel?

What are some benefits of corporate travel beyond its specific stated purposes?

What types of events and activities are commonly associated with corporate

business travel?

6. How can retreats and guided trips enhance team building and working

relationships?

A

Exercise 1. Give the Ukrainian equivalents for the following words and word-

combinations.

MaTH MPaBo MNOJOPOXKYBATH, pU3UKH 1 3000B'13aHHS, CIIBPOOITHUKY, BIIIIKOTYBAaHHS,

KEepIBHUK, MIATPUMKA, 00JIIK, TOCTaYaIbHUK, KOPIIOPATUBHI A1IOB1 MOI3KH, TPUYMHU

MOB'sI3aHUX 3 POOOTOI0, O13HEC-YTOIH, 3MIITHIOBATH pO0OOUl BITHOCHHH, JOOOB1 CTABKH.
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Exercise 2. Put the words and phrases in the right order to make complete

sentences.

1. are, many, to, reasons, travel, business-related, there.
2. agents, or, practices, and, costs, including, acceptable, preferred, vendors, booking.
3. challenges, in, element, their, this, optimizing, businesses, crucial, of, operations,

face.

4. approval, and, processes, expense, booking.

UNIT 14. PUBLIC AND PRIVATE MANAGEMENT

Study the following words and expressions.

profit npuOyTOK
straightforward 3pO3yMUIHI

fairness YKHCTOTA; CIIPABEIIMUBICTh
equity CIpaBe/INBICTh
pertain to BITHOCUTBCS 10
stakeholders 3aIliKaBJIeH1 CTOPOHU
shareholders aKIIOHEPH

board members YJICHU TPABIIHHS
seek parHyTu

welfare 100po0yT

prosperity IPOIBITAHHS

scope cdepa 3acTOCyBaHHS

Everyone knows one
difference between public
and private management, and
that is profit. They also differ
in their nature and in the way
they are governed. To some,
however, the terms “public
and private governance” may
seem somewhat technical. In
fact, they are not terms used
in everyday conversation,
and you may occasionally
hear them used. For them, we will begin by defining public and private government.
Of course, their definitions are simple and straightforward, so the difference between
them is obvious. The term “administration” refers to the organization and management
of a particular thing. Thus, public administration, simply put, refers to the management
and organization of public affairs, while private administration refers to the
management of private affairs.
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What is public administration?

Public administration involves managing government institutions and agencies
at the local, state, or national level. Its primary focus is on serving the public interest
and delivering public services. Public administrators are responsible for implementing
government policies, ensuring transparency, and being accountable to the citizens they
serve. Public administration aims to promote fairness, equity, and the common good.

What is private administration?

Private administration, on the other hand, pertains to the management of
organizations in the private sector, which includes businesses, corporations, and profit
making organizations. The primary objective of private administration is to maximize
profits and achieve the goals set by the organization's stakeholders, such as
shareholders, owners, or board members. Efficiency, competition, and innovation are
key drivers in private administration.

What is the difference between public and private management?
Thus, the difference between public and private management is obvious.

« Public management is political, while private management is not political, but
rather more personal.

« The focus of public management is the implementation of public policy, while
private management is concerned with the implementation of company policy,
the main focus of which is profit.

« Public policies and programs are oriented toward the public. Thus, public
administration seeks to promote the general welfare and good of the public and
to meet their needs.

« Private administration focuses on making profits, expanding company growth
and development, and ensuring business prosperity.

« Public administration activities and operations are governed by a legal
framework designed to prevent the abuse of power, unequal and unfair treatment
of the public. In addition, public administration officials are accountable to the
public for their actions.

« Private management, by contrast, has no concept of accountability to the public,
and its scope is more limited.

ANSWER THE FOLLOWING QUESTIONS:

1. What is the main difference between public and private management in terms of

their primary focus?

What does public administration primarily aim to promote?

Who are private administrators accountable to in their organizations?

4. How is public management influenced by politics compared to private
management?

w N
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What is the primary goal of private administration?

What legal framework governs public administration, and what is its purpose?
What are the key drivers of private administration mentioned in the text?

How does public administration ensure transparency and accountability to citizens?
What distinguishes the scope of private management from that of public
management?

10.1n what ways does public administration serve the general welfare and meet public
needs?

©oo~No G

Exercise 1. Give the Ukrainian equivalents for the following words and word-
combinations.

JOCSITHEHHSI  IUIeH, JiepKaBHE  yMOpaBIiHHA, HaJaHHS JEPKABHUX  IOCIYT,
3a0e3MeueHHs IPO30POCTi, MPUBATHE YIPABIIHHS, IPUBATHI CIIPaBU, KOHKYPEHIIIS Ta
1HHOBAIIll, TOJIITMKA KOMIIAHIl, 3aJI0BOJIBLHATH TOTPpeOU, MPOIBITAHHS OIi3HECY,
MiA3BITHICTh TPOMAJICHKOCT1, TPUMAHHS MPUOYTKY.

Exercise 2. Put the words and phrases in the right order to make complete
sentences.

1. and/ public/ are/ Public/ oriented/ policies/ toward/ programs/ the.

2. Efficiency,/ are/ administration /and/ key/ in/ drivers/ innovation/ competition,/
private.

3. managing/ administration/ national/ Public/ state/ government/ involves/
institutions/ and/ at/ the/ local,/ or/ agencies/ level.

4. management,/ has /by,/ no/ Private/ concept/ public/ contrast/ the/ accountability/
of/ to.

5. administration/ for/ officials/ Public/ to/ accountable/ the/ actions/ public/ are/ their.
6. Public/ aims/ the/ administration/ to,/ and/ equity,/ promote/ good/ fairness/
common.

Exercise 3. Match the words with the correct definitions from the list below:
Profit, fairness, equity, shareholder, welfare, prosperity, policy

1. money that is earned in trade or business after paying the costs of producing and
selling goods and services;

2. help given, especially by the state or an organization, to people who need it,
especially because they do not have enough money;

3. an owner of shares in a company;

4. a set of ideas, or a plan of what to do in particular situations, that has been agreed
officially by a group of people, a business organization, a government, or a political
party;

5. the quality of treating people equally or in a way that is right or reasonable;

6. the value of a company, divided into many equal parts owned by the shareholders,
or one of the equal parts into which the value of a company is divided;

7. the state of being successful and having a lot of money.
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UNIT 15. MARKETING IN BUSINESS

Study the following words and expressions.

achieve

J0CATaTH, YCHiI]_IHO BHKOHYBATH

objective

METa, 3aBJIaHHS

marketing strategy

CTparerisi MApKETUHTY

take into consideration

OpaTH 10 yBaru

marketing mix

dbopMyna MapKETHUHTY, KOMILIEKC

MapKETUHTY
promotion CIPUSIHHS Y IPOJIAXKy (TOBApY)
support HiATPUMKA, TOIOMOTa
reliability HAJIHHICTh
charge NpU3HAYaTH, BUMAraTH IiaTy
distribution PO3MO/11, PO3MOBCIOIKEHHS,
PO3MIIIICHHS
package NaKyBaTu
Marketing refers to the
activities a company

undertakes to promote the
buying or selling of its
products or services.
Marketing includes
advertising and  allows
businesses to sell products
and services to consumers,
other businesses, and
/ organizations.

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

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

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

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

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

Promotion means presenting the product to the customer. Promotion involves
considering the packing and presentation of the product, its image, the product name,
advertising.
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ANSWER THE FOLLOWING QUESTIONS:

1. What is the primary goal of marketing for a company?

What does the term "marketing strategy" refer to?

What are the four key components of the marketing mix, also known as the four
P's?

How is "product™ defined in the context of the marketing mix?

What factors are considered under "price"” in marketing?

What does "place" refer to in the marketing mix, and why is it important?

What aspects are included under "promotion" when presenting a product to
customers?

8. How does the marketing mix help a company achieve its marketing objectives?
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Exercise 1. Give the English for:

oOcAr nponaxy, KyniBeJIbHUN MOMUT, AOCITaTH METH, CTPATErisi MapKETHHTY, OpaTu 10
yBaru pizHi Qakropu, (opMmylia MapKEeTUHTY, MIATPUMKA, CHOPUSHHS Yy MPOAAXKY
(ToBapy), maKyBaHHS TOBapy, peKjama, IKICTb Ta HaJIIMHICTb.

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

similar meaning:

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

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

value, charge, appropriate, price, demand, marketing, distribution, objective,
promotion

. the desire of consumers to obtain goods and services;

. an aim or target;

. advertising or other activity intended to increase;

. the movement of goods to places where they can be sold;

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

company’s products.

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

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

8. correct, suitable;

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

exchanged.

DM AW N —
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Exercise 4. Write

an appropriate word or phrase in the gaps of the following

sentences:
audit strategy marketing environment | distribution
value appropriate marketing price
charges demand objective promotion

1. The organization has decided to follow the recommendations of the most recent

marketing... .

. She works in ... .

[c BN B o) NRY) I SNRUS I \9)

. Our main ... is to reduce prices.
. Television advertising is an expensive but effective method of ... .
. The company’s main activities are manufacturing, marketing and ... .

. We can’t afford buying the computer at that ... .
. The bank ... 1% for charging traveller’s cheques.
. This company is very successful, so she has made the ... choice in joining it.

9. The ... of this home has doubled since we bought it.
10. The company has increased sales because of a favourable ... .

11. ... for reliable cars has increased.

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

UNIT 16. MARKETING ORIENTATION

Study the following words and expressions.

consumer CTIOXKHBAY

apt product BIJIMOBITHUHN TTPOJYKT

distribution CIPHSIHHS y IPOJAXKY (3aBISIKU PEKJIaMi)
transporting TPaHCTIOPTYBAHHS

storing yYTPUMaHHS

user KOPUCTYBaY

product planning po3poOKa HOBUX MPOJTYKTIB

storage 30epiranas

pricing KaJIBKYJISIIIS IiH

traffic TOPT1BJIS

marketing research

BHUBYCHHS PUHKA 30yTy

trend

TEHICHITIS, HAIIPaBICHHS

predict

CIIPOTHO3YBATH

influence on

BINIMHYTH
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Marketing Orientation is a

technique which focuses on

Market meeting the customer requirements,
Orientation their desires and wants and then
designing an apt product. Many
popular brands like Coca-Cola and
Abusinessapproachthat  Amja70n have used this orientation

E::g:';ﬁ;'g:;tg'gfg Hig approach to expand their market

['mér-ket  6r-é-en-'ta-shen]

consumers and creating share and retain a lot of their
products that satisfy them. customers .f(.)r a lo.ng. te.rm.
- . Sometimes it is called distribution.

2 Investopedia . .
On the one hand, marketing is made

up of such activities as transporting, storing and selling goods and, on the other hand,
a series of decisions you make during the process of moving goods from the producer
to the user. Marketing operations include product planning, buying, storage, pricing,
promotion, selling, credit, traffic and market research.

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

ANSWER THE FOLLOWING QUESTIONS:

1. What is the main focus of marketing orientation?

2. Which popular brands are mentioned as examples of using the marketing orientation
approach?

3. What activities are included in marketing operations?

4. Why is the ability to recognize future trends important for producers?

5. How does market research help producers in the marketing process?

Exercise 1. Give the English for:

BUpPOOHUK, 30epiraHHsi, 30epiraHHs, CHOXXMBa4, YyTPUMaHHS, pPO3pOOKa HOBHX
MPOAYKTIB,  BIUIMHYTH, BUBYCHHS pHUHKA 30yTY, KaJIbKYyJAIlisf, IiH, TOPTiBI,
CIIPOTHO3YBAaTH.

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

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

Exercise 3. Choose from the list the approprivate word and fill in the blanks:

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

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

2. Advertising must ... the consumer and make him buy the goods produced.
3. Often marketing is called

4. One of the aims of market research is to indicate new ... among the people
5. The goods of this company are not sold very well, they must think about .

6. Sometimes it is difficult to ... through advertising.

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

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

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

Exercise 4. Translate into English:

1. locmiKeHHST pUHKA JI0TTOMarae CliporHo3yBaTH 3arajibHi HalPaBJICHHS ITOTUTY.

2. MapkeTuHT BKIIIOYa€ B ce0e TPAaHCTIOPTYBAaHHS, 30epiraHHs, peKiiaMmy, KaJIbKYIAIio
ITiH, TTPOJIaX.

3. MapkeTuHr BKJItOUae B cede Jii, 1110 moB’s13aHi 31 30yTOM TOBapiB Bijl BUPOOHHKA J0
CIIO’KMBaYa.

4. Pexiama mMa€ BEJIMKHM BIUIUB Ha CIIOXKHUBAYa.

5. Mu He MOKEMO BCTAaHOBUTH HU3BKY I[IHY Ha 1€l ToBap.

6. Mu moBUHHI PO3pOOUTH HOBHH TTaH 30yTy HOBUX TOBApiB.

7. 30yT 1IbOTO TOBAPY JAYKE pearye Ha 3MiHY IIiH.

UNIT 17. THE POWER OF ADVERTISING

Study the following words and expressions.

advertising pEeKJIaMHa CIIpaBa; peKjiama

target customer IIIJIbOBUH CITOKHBAY

account 3arajibHa Ha3Ba KOHTPAKTY MK KITIEHTOM, SIKUH
TUTATUTH 32 3MIMCHEHHS PO eCiiftHOT MOCTyTH

advertising campaign peKIIaMHa KOMITaHIsI

allocate po3mimiaru (Kamitan)

budget OrokeT, (hiHAHCOBUI KOIITOPHUC

advertisement (advert, ad) peKJiama OroJIOIIeHHS

brochure Opomrypa

advertising media 3aco0M MacoBO1 peKIamMu
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flyer JUCTIBKA

display MOKa3, IEMOHCTpAIlisi, BUCTABKa
display (advertising) UTIOCTpaTUBHA (peKyiama)

poster JIMCTIBKA HEBEJIMKA TOHCHbKA
boarding (BrE)/billboard adiia, rmiakar, JoIIKa Jyisl HaKJICIOBaHHS adiin
vehicle TPaHCHOPT

point of sale MICHE 3IHCHEHHS MPOJAXKY
trade fair TOPrOBUM SpMapoOK
word-of-mouth yCHA peKjiaMa

corporate advertising pexsiama hipmu

brand image IMIJK TOPrOBO1 MAapKH

public relations expert (PR) eKCIEePT 3 MUTAHb OpraHizaii
publicity nyOJIiYHICTb, peKIama

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

Advertising is often
designed and managed by
advertising agencies. Large
companies usually use advertising agencies to promote their products and the
company’s image to the target customers.

The account is the contract between the client company and the agency to
develop an advertising campign. The client allocates a budget, an amount of money
and the target. The agency and the client usually discuss the brief, which is a statement
of the client’s objectives, as well as the information the company wishes to reach to
the consumers.

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

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

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

Product
Advertising
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ANSWER THE FOLLOWING QUESTIONS:

1. What is the primary aim of advertising?
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Who typically designs and manages advertising campaigns for large companies?
What is the "account” in the context of advertising agencies?

What does the "brief" include during discussions between a client and an advertising
agency?

What are the main types of advertising media mentioned in the text?

What is the purpose of an advertising campaign?

What is corporate advertising primarily focused on?

How do public relations (PR) experts contribute to a company's image?

9. What are examples of printed advertising materials listed in the text?

10.What is the role of a target budget in developing an advertising campaign?
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Exercise 1. Give the English for:

iHOpMYBaTH CHOXHUBauya, peKJIaMa, peKjJaMHa areHuis, LUIbOBUI CIOXHUBAY,
pPO3pPOOUTH peKJIaMHY KaMIaHil0, TOJOBHI METOAW CHPUSHHS y MPOJAXy TOBapy,
MOBIIOMJISITU CIIOXKKMBA4a, PO3MOYaTH PoOOTY; 3acO0M PO3MOBCIOMKEHHS pEKIaMH,
TOPrOBUI SIPMapoK, yCHa pekjiama, UTIOCTpaTHBHA pekiama, 30UIbIIYBaTH MPOJAXK,
pekiama (ipMu, €KCIepT 3 MUTaHb OpraHi3allii IpOMaJChKoi JyMKH.

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

similar meaning:

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

Exercise 3. Fill in the blanks with appropriate words or phrases in the following
sentences and translate the sentences:

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

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

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

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

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

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

6. The agency lost a $10 million account when it mistakenly ran ... for a new product
before it had formally been introduced.
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7. My friend works for one of the biggest .... in Ukraine.

8. The client’s ... stated that the advertising should target the students.
9. ... 1s a large board for displaying posters alongside roads.

10. Advertising is often designed by ... .

11. Mercedes cars have a quality ... .

Exercise 4. Match the words and phrase with the correct definitions from the list
below:
brief, trade fair, advertising agency, account, point of sale, advertising,
advertisement, catalogue, advertising media, brand image

[E—

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

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

. the various forms of communication through which advertising reaches its

audience;

4. abook containing details of items for sale;

the place where a customer buys something;

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

7. the contract between the client company and the advertising agency to

develop an advertising campaign,;

a statement of the client’s objectives;

9. anotice or massage in a newspaper, or on a poster in a public place, or
announcement on television or on the radio offering or asking for a product
Or Service;

10. the feelings and opinions that a buyer has about a particular named product.
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Exercise 5. Sum up what you remember about:

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

Exercise 6. Are the following statements true or false? Correct the false ones:

1. Advertising aims to reduce sales by keeping products unknown to consumers.

2. Large companies often hire advertising agencies to help promote their products.

3. The client and the agency discuss the budget and objectives before starting an
advertising campaign.

4. An advertising campaign consists of a single advertisement run in one type of media.
5. Corporate advertising focuses on increasing sales of specific products.

6. Public relations experts work to create positive publicity for companies.

7. The most common types of advertising media include television, newspapers, and
the Internet.
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UNIT 18. PRICING BASICS

Study the following words and expressions.

credit terms KpPEAUTHI YMOBHU

cover costs IOKpHUBATH BUTPATH

pursue unsound price policies BECTU HEPO3YMHY I[IHOBY MOJIITUKY
supply and demand MOMUT 1 TPOTIO3UILIS

price competition KOHKYpEHIIisl B IIHOYTBOPEHHI

set prices BCTAHOBIIIOBATH I[1HU

Pricing is the set of
techniques used to establish
the prices for different
products and services
included in the catalogues of
companies. All products and
all services have prices. The
price depends on different
things such as credit terms,
delivery, guarantees, quality
and other forms of service,
which price can produce the
biggest profit during a long
period of time. it’s hardly possible to determine such a price. The price may be too high
to produce a large volume or too low to cover costs. No other area of marketing
operations has been a subject to bad practice. Many businesses pursue unsound price
policies for long periods of time and are not aware about it.

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What is pricing, and why is it important for companies?
2. What factors influence the price of a product or service?
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3. Why is it difficult to determine a price that produces the highest profit over a long
period of time?

What are some examples of bad pricing practices mentioned in the text?

How are prices for agricultural products like meat and cotton typically determined?
Who usually decides the prices for industrial products such as iron and steel?

In what instances are prices set by the government, and for which services?

How does increased demand for a product affect its price and investment?

ONOoOR

Exercise 1. Choose from the list the approprivate word and fill in the blanks:

supply and demand, volume of sales, compete, price policies, credit terms, set
prices
1. It is very difficult ... without a sound price policy.
2. Of course we are interested in producing the ...with the lowest unit costs.
3. The ... of this store are very beneficial for a customer.
4. Their business will fail if they pursue unsound ... .
5. The government usually ... for public utility services.
6. In pure competition the forces of ... operate.

Exercise 2. Read the dialogue:
Introducing a new line...

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

Steve: It’s my first venture into business ownership, and I’m both excited and nervous.
Mark: Don’t worry. Your store has a lot of potential, especially with its prime location.
What’s on your mind about the new line of products?

Steve: Well, | need some advice on pricing strategies. How should | go about setting
the right prices?

Mark: Sure, there are two general pricing policies you can consider: price emphasis
and price de-emphasis.

Steve: Could you explain the difference between them?

Mark: Of course. Price emphasis focuses on offering lower prices to attract customers.
It’s great for encouraging sales volume but often comes with fewer additional services.
Steve: So, if I go with really low prices, I’d have to cut back on extras like delivery,
installation, or repair services?

Mark: Exactly. But remember, many customers are mainly interested in low prices
and don’t care much about extra services.

Steve: That makes sense. But | imagine there are customers who value those extras as
well.

Mark: Right. You’ll need to decide which audience you want to target. For example,
a popular price emphasis strategy is loss-leader pricing. You offer one product — say, a
coffee maker — at a price just above cost. Customers come to your store for that deal
and might end up buying other products as well.

Steve: That’s an interesting approach. What about other pricing tricks?
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Mark: Another option is odd-even pricing. For instance, instead of pricing an item at
$50, you might set it at $49.99. It’s a small difference, but psychologically, customers
perceive it as a better deal.

Steve: That’s clever. What else can I do to attract more customers?

Mark: Since your brand is new, you’ll likely compete with established names. Start
with introductory low prices to grab attention, and make sure you advertise effectively.
Newspaper ads, social media posts, and eye-catching window displays can help.
Steve: That sounds like a solid plan. What happens when my product gains traction?
Mark: Once customers are familiar with your brand and like your products, you can
gradually increase prices. People often stick with a brand they trust.

Steve: Got it. And what about price de-emphasis?

Mark: Price de-emphasis works best for high-end, luxury items. It means you don’t
highlight the price at all. The focus is on the product’s quality and exclusivity instead.
Steve: Like in our premium watch section or limited-edition collections?

Mark: Exactly. For products like that, customers expect quality and are less concerned
about price.

Steve: Your insights are incredibly helpful. I owe you one — don’t forget you’re always
welcome to enjoy a special discount at my store!

Mark: I’ll hold you to that. Best of luck with the new line, Steve!

Exercise 3. Study the following words and expressions.

location MICIIE3HAXOIKEHHS

charge the price BCTAHOBIIFOBATH I1HU

price emphasis IPOJIaXK TOBAPIB 32 HU3BKOIO I[IHOIO

extra services JTOJTATKOBI MTOCTYTH

loss-leader TOBAp, SIKUI MPOIAETHCS 32 HU3BKOIO I[IHOIO
JUISl TPUBAOJICHHS KITIEHTIB

off-even pricing I[iHa, SIKa He JOXOAUTH 0 KPYyrioi 1udpu
JUTS. TIPUBAOJICHHS TTOKYIIIIS

favorable psychological effect OJIaronMpUEMHHNIN TICUXOJIOTTYHUN €(eKT

start with especially low prices IIOYaTH 3 0COOJIMBO HU3BKUX I[iH

new brand HOBUH OpeH/T

high quality expensive item BHCOKOSIKICHUHM JOPOTUI TOBAp

price de-emphasis BHCOKa I[IHA, KA 3aJ€KUThH BiJ
BHCOKOSIKICHOTO TOBapy (OpeH I, sIKiCTh
00CITyroBYBaHHS 1 iH.)

Exercise 4. Give the English for:

BHUCOKOSIKICHUN JOPOTHI TOBap, MOJATKOBI TOCIYTH, MICIE3HAXOIKECHHS, MPOIaXK
TOBapiB 3a HU3bKOIO I[IHOIO, I[iHA, SIKa HE JIOXOAWUTh 10 Kpymioi uudpu s
MpUBA0JICHHSI TOKYIILS, BCTAHOBIIOBAaTH I[IHU, KPEIUTHI YMOBHU, BECTH PO3YMHY
MOJIITUKY, TOMUT Ta TMPOMO3UIliA, IOYaTH 3 HHU3bKUX II1H, KOHKYpPEHIlis B
IIHOYTBOPEHHI.
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Exercise 5. Answer the following questions:

1. What is your idea of the market price?

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

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

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

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

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

Exercise 6. Translate into English:

1. CynepMapkeT Haja€e TMOKYMIIO OaraTo JOAATKOBUX MOCIYT: JIOCTaBKY TOBapiB,
KPEIUT, BCTAHOBJICHHS 1 T. 1.

2. IIpoayKT Ma€e HU3bKY IIIHY.

3. s ¢ipma Bene HEpO3yMHY IIHOBY IOTITHKY.

4. Tlepmn HIXK BUITyCKaTH TOBap, HEOOX1THO BUBYUTH TOIMHUT 1 MPOTO3HUILIIO.

5. Jlep:kaBa BCTAHOBJIIOE I[IHU HA LU P MPOIYKTIB.

6. Mara3uH Mae 4yioBe MicCIie PO3MIIICHHS.

7. Le¥ Mara3uH HaJa€ MOKYIIISM BHUT1IHI KPEIUTHI YMOBH.

8. HoBa mMapka 0e3 cyMHIBY MpUBaOUTH KITI€HTIB.

9. IlounHaiiTe 3 HU3HKOI I1HH.

10. Ilpomaxx 3a paxyHOK HHU3BKOI IIHM [li€ TPHU TMPOJAAXKY TOBapiB  HAPOIAHOIO
CIIO’KMBaHHS.

UNIT 19. MARKETING SUCCESS

Study the following words and expressions.

competitors KOHKYPEHTH

target market IIJTHOBUI PUHOK

product awareness 0013HAHICTh MPOAYKTY

market research JOCITIJKEHHS (OTIsi]) pUHKY
market share PUHOK B IIIJIOMY (J1OJISI pUHKY)
strategy cTparteris

promotion POJIAXK

launch BUITYCTUTH HOBHI TOBap

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

e \Who are my customers - age, sex, income?

e What is the size of the market?
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o Is it possible for the

.7 : ~ »  market to get bigger?
Marketlng 3 What about product

awareness  people  know

> Suc C e S S about my company's
e products?
) 4 > You find out this
' information through market
research using interviews to
find out about people's attitudes and questionnaires to find out about their shopping
habits. When you know who your customers are and how big your market is, the
next step is to set your objectives.
e Do you want to increase sales?
e To increase market share?
e Or to make your product different from the competition?

Next, think about your strategy for meeting your objectives. If your objective is to
increase market share, you could:

¢ find new customers by making your product more attractive;

e take customers from your competitors;

e persuade your customers to use more of your product.

How will you make your strategy work? What message do you want to send? There
are many types of promotion and it's important to choose the right one, e.g.:
advertising on TV, in newspapers, etc.;
direct marketing by post;
telesales - selling to customers on the phone;
point-of-sale material in shops - free samples or special offers.

Now you are ready to launch your product in the market. Good luck!

ANSWER THE FOLLOWING QUESTIONS:

What is the primary goal of marketing as described in the text?

What are some key questions to consider about your target market?

How can market research help businesses understand their customers?

What are some common objectives businesses might set after identifying their market?
What strategies can a company use to increase its market share?

What are some promotional methods mentioned in the text to support a marketing
strategy?

Why is it important to choose the right type of promotion for your product?

Exercise 1. Give the English for:

KOHKYPEHTH, IIIbOBUM PHUHOK, 3alyCK HOBUX MPOAYKTIB, JTOCHIAXKCHHS PHUHKY,
CTpareris, J0Jsl pUHKY, OOI3HAHICTh MPOAYKTY, MEPEMaHIOBATH KIIIEHTIB, 30 UIBIIUTH
POJAXK.
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Exercise 2. Math the words in the text with definitions:

strategy, market research, competitors, target market, product awareness,
promotion, market share, launch
1) to introduce a new product to the market;
2) the part of the total market that buys your products;
3) knowledge of your company's products;
4) other companies that sell similar products;
5) finding out about the market;
6) ways of telling people about your products;

7) the kind of people you are interested in selling to;
8) a plan you use in order to achieve something.

Exercise 3. Work in groups.

Think of a product you would like to produce and sell. It could be any kind of product,

using marketing elements:
Promotion.

Exercise 4. Do some research.

Product name; Target market; Objective; Strategy;

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

UNIT 20. UNDERSTANDING THE BASICS OF
WHOLESALING

Study the following words and expressions.

gain

HaOyBaTu

wholesaling

ONTOBA TOPTiBIS

provide channels

3a0e3nedyBarTu CUCTeMy 30yTy

indirect channels

HelpsiMa cuctemMa 30yTy

wholesaling middleman

ONTOBUH NOKyNelb (IMOCEPETHUK)

retailer po3apiOoHwMit

TOPTOBEIb

complicated channels

CKJIaJiHA CHUCTEMA 30yTy

chain movement

cucreMa 00’ € JHaHHS

wholesale unit

OMTOBE MIJIPUEMCTBO

to earn salary

3apO0JISITH 3apIuiaTy

merchant wholesaler

OINTOBUH MOKYIEIb

to require the goods as ownership

npuadaTu TOBApHU y BIACHICTh

agent middle

MOCEPEAHUK MK BUPOOHHMKOM 1 MOKYIIIEM

negotiate purchase or sales

BECTH MEPETOBOPH 3 MUTAHHS KYIiBI1 a00
IPOJAKY
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receive the commission OTPUMYBATH MPOIEHT BiJ MPOJAKY

grocery OakaJis

handle yIPABISATH

assortment ACOPTHUMCHT

total sales 3araJbHUMN NposIax

middleman nocepez[HI/IK

“HN"\‘ * { #’ % s / . Wholesaling is a

business model that has
/ gained popularity in recent
years for its ability to save
both businesses and
consumers money.
Wholesaling is a part of the
marketing system. It provides
channels of  distribution
which help to bring goods to
the = market.  Generally,
indirect channels are used to
market manufactured
consumer goods. It could be from the manufacturer to the wholesaler, from the retailer
to the consumer or through more complicated channels. A direct channel moves goods
from the manufacturer or producer to the consumer.
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Wholesaling is often a field of small business, but there is a growing chain
movement in the western countries. About a quarter of wholesaling units account for
one-third of total sales.

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What role does wholesaling play in the marketing system?

2. What are the differences between direct and indirect channels of distribution?

3. How does the growing chain movement affect wholesaling in Western countries?
4. Who are merchant wholesalers, and what is their main characteristic?
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5. How do agent middlemen differ from merchant wholesalers in their business
model?

6. What is the benefit of wholesalers to retailers and manufacturers in terms of
distribution?

7. Why is wholesaling considered a way to simplify the process of stocking a large
variety of items?

Exercise 1. Give the English for:

HempsiMa cucrteMa 30yTy, ONTOBUM IMOCEPEAHMK, PO3APIOHHI TOproBelb, CUCTEMA
00’ eHaHHS, ONTOBA TOPriBis, 3a0e3neuyBaTH CUCTEMY 30yTy, ONTOBE MIJIPUEMCTBO,
npun0aT TOBap y BIACHICTh, MOCEPEIHHUK, OTPUMYBATU MPOLEHT BiJ MPOIAXKY,
YIPABISATH, 3aralIbHUN TPOAAK.

Exercise 2. Put the necessary word in the sentence:

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

1. Agent middlemen don’t earn salaries, they ... .

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

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

4. A supermarket may ... thousands of commissions items.

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

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

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

8. ... simplify the problems of manufactures.

Exercise 3. Translate the following questions:

Mu 3myIIeHi BUTpayaTy 3Ha9H1 KOIITH Ha JOCTaBKY.

[Tocepennuk 3a3BUyail MPOBOJAUTH IEPETOBOPH IIOA0 KYITiBJI1 a00 MPOJAXKY.
Hemnpsima cucteMa po3MoBCIOKEHHS € OLIBII 3pyYHOIO.

OnTOBUKY 3aKyNOBYIOTH MPOAYKITIIO.

[Tocepenuuk oTpuMy€e KOMICiIO BiJ peaiizallii ToBapy.

VY 11poMy MarasuHi npecTaBICHUHN MUPOKUNA ACOPTUMEHT MPOTYKIIi.
OnToBa TOPTIBIIS € BAXKIIMBOIO CKJIAIOBOI0 PUHKOBOT €KOHOMIKH.

NogakowdE

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Wholesaling has become less popular in recent years.

2. Wholesalers help simplify the distribution process for retailers.

3. Merchant wholesalers do not take ownership of the goods they sell.

4. The average supermarket carries a large variety of items.

5. Agent middlemen earn a fixed salary for their work.

6. Wholesalers reduce the number of different suppliers a retailer must deal with.
7. A direct channel involves multiple steps before reaching the consumer.
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MODULE 3

UNIT 21. BASICS OF RETAILING

Study the following words and expressions.

There are different types of retail stores:

department stores,

retailing po3/piOHA TOPTIiBIIs
ultimate consumer KIHIIEBUH CIIOKUBAY
link 3B'I30K, €JICMEHT
mail-order house TOPT1BJIS MOIITOIO
stall KIOCK
discount house MarasuH 3 HU3bKUMH LIIHAMU
cooperative KOONIEPATUB
single line retailer 031p10HUI TOPTOBELh, SIKUH MIPOJAE OIUH
2
TOBAp
perform functions BUKOHYBaTu (PyHKIII{
extending credit JIOBTOCTPOKOBUM KPEIUT
outlet TOpProBa TOYKa
discount 3HIKKA
. Q g 2 Retailin is  sellin
art = overallg roof & o
25 Bkiosk Py 555 5o include M_‘ﬁstreet_ﬂ no nE 28855 goods and services to the
059 2¢c 03 Tl CS0 " 2AN3232° 958§ :
5 8Reta|lers§ 8"5 2 gé %8 gg %éc -g m 82 © 5 m§ E% ultimate consumer.
@ S5 PESEES8D 253 Ay Obe=EE2 =°8 o
82: 535 S 253528 553 8 S5e=2°§ gg> Thus, the retailer is the
o - E® ® - ] g a [ é = . : 5
BE Brumverss 2 g§ 2 precipitation = © " Oi(g most expensive link in the
2O » PR P NP 50 2iem chain of distribution. Being
m (: ._3 8 DgE . .
g_': . A 2. 3 middlemen, they make their
), = .
- o232 3 h“s'”esses e NQa: el;aebﬁsahrlr!gtls' profit by charging the customer
= > -
§ ddﬁ“é& Soften pp g‘ 25 to 100 per cent more than
) _o_ mall£ 5 ¥V 2 . . .
. foodg gho?rﬂ%ffrg,‘g;;, g S P o2 Pact e § oy the price j[hey paid for the item.
S e g g 8 The retailers operate through
° % s
o 8

stores, mail-order houses, stall.
discount houses,

cooperatives, single line retailers.

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

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

What is retailing, and who is the ultimate consumer in this process?

How do retailers make their profit as middlemen in the chain of distribution?
What are some types of retail stores mentioned in the text?

What trend is observed among single-line stores in recent times?

What are some of the functions that retailers perform to support their business?

o wbhE

Exercise 1. Give the English:

NOTEHUIMHUIA CIMOXKKMBAY, TOPTIBIS TOIITOI, KIOCK, TOpProBa TOYKa, 3HUXKKA,
pO3/ApIOHUN TOpProBellb, Mara3uH 31 3HWXKKaMHu, pO3/ApiOHA TOPriBis, EJIEMEHT,
PO3pIOHUHN TOPTOBELlb, IKHI MPOJA€e OJUH TOBAP, BAKOHYBAaTH (YHKII1i, KOONIEPATUB.

Exercise 2. Put the necessary word in the sentence:

mail-delivery, discount, stall, guarantees, retailer, extending credit, link
The firm ... good quality of the product.
.. 1s the most expensive link in the chain between a producer and a consumer.
.. 1s one function a retailer may perform.
2. You can buy newspapers, cigarettes, cookies froma ... .
5. She doesn’t like to go shopping, she prefers to do it by ... .
6. The department store is having a sale and there is a 20 per cent ... on all light
dressers.
7. Wholesaler is important ... between a producer and a customer.

1.
3.
4.

Exercise 3. Translate the sentences into English:

1. Po3npiOHa TOpriBis — 1€ MpoaKk TOBAPY KIHIIEBOMY CITOKHBAUY.

2. B kpaiHax 3axomy ICHYIOTh pI3HI THUIIH TOPrOBUX YCTaHOB: YHIBEpPMarw,
CyIepMapKeTH, Mara3uHu 31 3HIKKaMU, 1 T.I.

3. Ha neit ToBap MmoxHa nipugoarn  10% 3HIKKH.

4. Po3npiOHa TOPriBis MOXKE HAJaBaTH MOKYIIIO IOBIOCTPOKOBHI KPEIHUT.

5. Lz dbipma mae 6arato TOProBUX TOYOK IO BCil KpaiHi.

6. Po3apiOHuii TOproBelb BUKOHYE 0araro BaxJIMBUX (DYHKITIH.

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Retailers are the least expensive part of the distribution chain.

2. Most retail stores focus on selling a specific type of product.

3. Retailers do not provide any services related to the products they sell.

4. The retailer can help customers by offering credit options.

5. There is a growing trend for single line stores to offer a wider range of products.
6. Retailers only sell goods through physical stores.

7. Retailers play a role in promoting the products they sell.
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UNIT 22. PRODUCTS AND SERVICES

Study the following words and expressions.

product

IPOAYKT

fast-moving consumer goods

XOJIOB1 CIIOXKMBY1 TOBApHU

consumer products

CIO’KMBY1 TOBapH, TOBAPH IIUPOKOTO BKUTKY

industrial products

IPOMUCIIOB1 TOBapU

convenience goods

TOBApPHU NOBCAKJACHHOI'O BXKUTKY

specialty goods

TOBapy OCOOJIMBOTO MOMUTY

merchandise

TOBApH, IPOJAaBaTH

succeed

JIOCSITaTH yCIIXIB

market (a product)

3HAXOJUTH PUHOK 30yTy

introduce/launch (a product)

BBOJIWTH TOBAPD HA PUHOK

product life cycle

JKUTTEBUM LIMKJI TOBAPY

withdraw BUJTy4YaTH, aHYJIOBaTH
money spinner TOBAp, IO A€ BEIUKI TPUOYTKU
cash cow BHUCOKONIPUOYTKOBUM TOBap ab0 Oi3HeC

loss leader TOBAp, KU MPOJAETHCS 32 3HUKECHUMHU

[iHaMu, 100 TPUBAOIIOBATH MOKYIIIIS

The exchanging of
products makes the business
world.

A product is something
that is produced or
manufactured and sold, often
' in large numbers.

Products are sometimes
referred to as goods for
example in the expression fast-
moving consumer goods, or
FMCG.

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

Goods are also referred to as merchandise.

Services are activities such as banking or tourism that contribute to the economy
but which may not directly involve manufacturing. Services may be referred to
informally as products.

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

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

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

ANSWER THE FOLLOWING QUESTIONS:

What is a product, and how is it often sold?

How are products classified according to their purpose or use?

What are industrial goods, and how are they utilized?

How do services differ from goods, and how are they informally referred to?
What is a "loss leader," and how is it used to attract customers?

abrwbE

Exercise 1. Give the English for:

TOBapH MOTMEPETHHOTO0 BUOOPY, TOBAPU OCOOJIMBOTO TOMUTY, XOA0B1 CIIOKUBY1 TOBAPH,
CHOKMBYI ~ TOBapH  IIUPOKOTO  BXKHUTKY, IPOMHUCIOBI  TOBapW, TOBapHU
MOBCSIKJICHHOTO TOMUTY, 3HAXOAUTH PUHOK 30yTY IS TOBAPY, >KUTTEBUM ILIUKI TOBAPY,
BUJIyYaTH TOBap 3 PHUHKY, JOCITaTH yCHiXiB B Oi3HECi, BUCOKOMPUOYTKOBUN TOBAp,
BBOJUTH TOBAap Ha PUHOK.

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

meaning:
A B

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

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

manufacture, service, money spinner, withdraw, merchandise, product life cycle,
profitable, loss leader;

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

. maturity, and decline;

. something that earns a lot of money;

. a product sold at a loss to encourage trade;

. bringing in more money than in spent;

. to take something back;

AN DN AL
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7. the job that an organization does;
8. to make goods to sell from raw material;
9. goods for sale.

Exercise 4. Put the necessary word in the sentences:

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

merchandise, fast-moving money spinner

. The book could be areal ... .

. Shops use ... to attract customers.
. This deal should be lightly ... .

. Fashion goods have shortt ... .

. These goods were ... in France.

O 00 1IN DN B WK —

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

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

Exercise 5. Are the following statements true or false? Correct the false ones:

1. Products are always sold in small quantities.

2. Industrial goods are used to create other products for resale.

3. Services are activities that do not contribute to the economy.

4. A product that is no longer produced is taken off the market.

5. A cash cow is a product that generates a lot of losses.

6. New products are introduced to the market to help businesses succeed.
7. Fast-moving consumer goods are also known as merchandise.

UNIT 23. CUSTOMER VS CONSUMER VS CLIENT.

Study the following words and expressions.

customer MOKYTICIlh TOBAPY UM MOCITYTH
consumer CIIOYKMBa4

resale nepenpoiax

safeguard rapaHTyBaTH, OXOPOHSTH
consumer protection 3aXHCT CIIOYKHMBaJa
emerge 3’ SIBJISITUCS, BAHUKATH
pass a law NPUUHATH 3aKOH
consumerism KOHCIOMEPH3M

protect 3aXHUIaTH

investigate JOCHIIKYBaTu

consumer taste CMaK CIOXHBa4a

safety oesneka
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‘ market research | BUBYEHHS PUHKY, JOCIIJKCHHS] PUHKY ‘

8
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o Of course, we are

CUSTOMER familiar with the business

o world when we hear the

AVAS ‘ terms Customer, Consumer,

and Client. But not

CON SUMER infrequently many people

mistakenly interpret

VS Customer, Consumer, and

CLIE NT also Client. Some of them

think these three things are

the same, but these three things are very obviously different. What are the differences?
Here are the differences.

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

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

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What is the main distinction between a customer and a consumer?

2. How are consumers different from customers regarding the purpose of their
purchases?

3. What is consumerism, and when did this movement emerge?

4. What are the four basic rights of consumers in their dealings with businesses?

5. Who are considered clients, and what types of services do they pay for?

Exercise 1. Give the English for:

3aXWIIaTd  IHTEPECH  CIOXKMBa4a, 3aXUCT TpaB  CIOXKHBAYa,  IOKYIEIb,
CIOXKMBAYl, IJIATUTH 32 MOCIYTH, CIOKUBAHHS, IEPETPOIAK, TPUITMATH 3aKOH, CMaKH
CIIOXKHMBAYa, JOCIIKEHHS] PUHKY , KJIIEHT, OyXrajirep, pekjiaMHa arcHIlis.

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

A B

choose end user
consumer producer
protect study
activity purchase
manufacturer buyer
investigate action
customer safeguard
buy select

Exercise 3. Match the words with the IR definitions from the list below:

protection, consumer, market research, safety, consumerism, resale,

client, customer

. the study of what products;

. a person who buys and uses goods and services;

. a customer of someone who provides a professional service;

. an organized movement for consumer protection;

. a sale of something again;

. the condition of being free or protected from harm;

. a person or business who buys something from another person or business;

. action taken against harm or loss, a defense.
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Exercise 4. Put an appropriate word into the sentences:

investigated, taste, market research, the resale, accountant, safeguards, has
passed, the consumption, customer, clients, consumer, consumers.

1. A good hairdresser never lacks ... .

2. Prices of ... goods have risen by an average of 3% in the last 3 month.

3. ... have the right to return faulty goods and demand a refund from the supplier.
4. Please serve the next ... before answering the phone.

5. ... of alcohol in that country is high.

6. The government ... new legislation concerning health and safety in factories.
7. The Consumer’s Association ... the rights of the consumer.

8 .We made money on ... of our house.

9. My ... prepares my tax returns every year.

10. ... helped us design our products to sell better.

11. She has good ... in clothes.

12. We ... various towns before we decided where to buy a house.

Exercise 5. Are the following statements true or false? Correct the false ones:

1. Customers are only individuals who buy goods from shops.
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2. Consumers purchase goods for personal use and not for resale.

3. The government has not taken any action to protect consumers.

4. Consumerism is a movement aimed at protecting consumer rights.

5. Clients are people who buy products from stores.

6. There are four main rights that consumers have.

7. Market research is used by manufacturers to understand consumer preferences.

UNIT 24. TO START ABUSINESS FROM SCRATCH

Study the following words and expressions.

From scratch 3 HyJIs

take the plunge 3aHYPUTHUCS

make analytical market review poOUTH aHATITUYHHUM OIVISIT] PUHKY
draw up ckJacTu (013Hec-TIaH, KOHTPAKT)
fixed costs (ikcoBaH1 BUTPATU

variable costs 3MIHHI BUTPATU

profit npuOyTOK

revenue JIOX1]1

suffer from losses TEPIITH 30UTKH

Starting  your own
business can be an exciting
and  rewarding  venture.
' However, it can also be

‘ challenging, and it is
T important to carefully plan and
. prepare before taking the
plunge. Here are some steps
| you can take to start your own
business:
1. Get organized. Decide what
your skills are. Find out if
there is a market for buyers in
your area. Make analytical marker review of your product or services.
2. Decide what capital you need to start your business. Think about how you can use
your own money or you can ask the bank for a loan . If you get a loan, be sure you can
afford to pay properly.
3. Draw up your business-plan.
4. Calculate your costs. First, work out your fixed costs, for example, the rent on your
office or the interest on a loan. Then add your variable costs, for example, equipment
or tax (if you pay it).
5. Work out how much to charge for your service. Find out what other people are
charging and use this to set your own prices.
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6. Think over promotion of your product or services. What sort of advertisement will
suit most of all.

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What are some important initial steps to take when starting your own business?
How can you determine the capital needed to start a business, and what are the
potential sources of funding?

Why is creating a business plan essential for starting a business?

What are fixed and variable costs, and why is it important to calculate them?

How should you decide on pricing for your product or service?

What factors contribute to making a profit in a business, and how can revenue and
costs be balanced?
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Exercise 1. Give the English for:

MPOCUTH MMO3UKY B OaHKY, 00yMyBaTH, POOUTH aHANITUIHHUNA OIS PUHKY, CKIACTH,
Ti3HATHCS, TPOIIEHTHA CTaBKa, PO3POOUTH, TOKPUBATA BHUTPATH, TEPITH 30WMTKH,
3MIHHI BUTpaTH, (PiKCOBaH1 BUTPATH, TPUOYTOK.

Exercise 2. Match an appropriate word-combinations:

interest, capital, make loss, fixed costs, profit, loan, revenue;
. money you pay for things and services to run your business;
. the money you receive from selling a product or service;
. what you make if your revenue is more than your costs;
. what you make if your revenue is less than your costs;
. an amount of money that someone, e.g. the bank lends you;
. an amount of money you need to start a business;
. an amount you pay for borrowing money, e.g. from the bank.
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Exercise 3. Read the elements of business plan and make up your own:

Business Plan Checklist
1. Details of the business:
Name of business
Types of business (limited company, partnership etc.)
2. Product/service
Description
3. Market
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Describe the toy market.

Who are your customers?

Is your market growing, static, or declining?

Who are the main competitors?

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

What sort of marketing or advertisement do you intend to do?
5. Premises/ Machinery/ vehicles

Where do you intend to locate the business

What sort and size of premises will you need?

What machinery/vehicle do you require?
6. Objectives

What objectives do you have for the business?

Exercise 4. Work in pairs. Be prepared a report about an interview with the owner of
a local business. Plan carefully in advance your interview. Ask the business owner
questions such as:

1. What service does he/she sell?
2. What risks do you take in operating your own business?
3. What method do you use to compete with similar businesses for customers?
4. What training and experience should a person have before attempting to
start his or her own business?
5. How much capital did he/she put in business to start it?
6. What are his/her fixed and variable costs?
7. What price does he/she charge?
8. How many hours' work does cover his/her costs?
9. How much profit does he/she make?
UNIT 25. BUSINESS FINANCE: DEFINITION AND
IMPORTANCE
Study the following words and expressions.
internal funds BHYTpIIIHI OOprHU
external funds 30BHIIIHI 0OpTHU
to meet one’s expenses MOKPHWBATH YHiCh BUTPATH
depreciation 3HELIHEHHS, 3HIKEHHS I[1H
to wear out 3HOIITYBATHUCS
to cover the cost of smth. MOKPHUTH BAPTICTh YOTO-HEOYb
short-term loans KOPOTKOCTPOKOBA MO3HMKA
long-term loans JIOBFTOCTPOKOBA MO3UKA
the principal 3aIl03M4YeHa Cyma
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common stock CHUIbHI aKIii

preferred stock NpHUBLUICHOBAaH1 aKIlii

to have voting rights MaTH MPaBO TOJIOCY

security exchange ¢donmoBa Oipka

default HEBUILJIATa, HEBUKOHAHHS JIOTOBOPY

mutual funds CHuIbH1 GOHAU

prospectus MPOCTIEKT eMicCii

balance sheet 0aJlaHCOBUM 3BIT

income statement 3BIT PO NPUOYTOK

assets aAKTUB

liabilities nacuB OayiaHcy, 6opru, 3a00proBaHiCTh

net worth BapTICTh MailHa 3a BUHATKOM
3000B’s13aHb

Business finance is the

field of study with the help of

U DG E which one can understand the
formulation of financial

planning, organizing, and

FINANCE : * S A\/I N G controlling activities and
\\I ' their application in business.

\// CP\SH ) . Most money used by

businesses comes from the

FUND d OUNTING sale. of it§ products and

N 2 i services. Since these funds
EXPENS E 3~ come from within the firm
they are described as internal
funds. The rest must come
from outside, or external
funds.

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

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

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

All corporations issue common stock; some, however, also issue preferred stock.
Unlike common stockholders, preferred stockholders usually do not have voting rights.
A security exchange is a market where brokers meet to buy and sell stock and bonds
for their customers.
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The largest of the securities exchanges are the New York Stock Exchange and
the American Stock Exchange.

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

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

ANSWER THE FOLLOWING QUESTIONS:

1. What is the primary focus of business finance as a field of study?

2. What are internal and external funds, and how do businesses typically use internal

funds?

What is depreciation, and why is it considered an expense for businesses?

How are business loans classified, and what distinguishes short-term loans from

long-term loans?

What are the typical uses of short-term and long-term loans in a business context?

What is the difference between common stock and preferred stock?

7. What is a securities exchange, and which are the two largest securities exchanges
mentioned?

8. What key financial information is provided in a company's balance sheet and
income statement?

B w

i

Exercise 1. Give the English equivalents:

0anaHCOBUH 3BIT, TOKPUTHU BapTICTh 4OTr0-HEOYIb, acuB (O6amaHCy), TOBrOCTPOKOBA
Mo3WKa, HEBUILIATA, 3amo3uyeHa cyma, (poHmoBa Oipka, MPUBUICHOBaH1 aKIlii, aKTUB
(6anmancy), BHyTpilIHI 0OpTH, MaTH MPABO TOJIOCY.

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

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

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

2. ... is the difference between assets and liabilities.

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

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

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

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

.
.
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7. ... i1s a market where brokers meet to buy and sell stocks and bonds for their
customers.

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

Exercise 3. Translate into English:

1. KopoTKOCTpOKOBi MO3MKH BHKOPUCTOBYIOTHCS sl (DiHAHCYBAaHHS MOBCSKICHHHUX
BapTOCTEN JIJIs1 CTBOPEHHS (ipMu (CHpaBH), TAKUX SK IJIATDKHI BIIOMOCTI, CUPOBHHA,
TOBapH.

2. Ockinbku @Qipma mpogae ToBapu abO TOCIYTM, BOHA OJEPXKYE TIpoull Ta
BUKOPHUCTOBYE iX 3 METOIO TIOKPUTTS CBOiX BUTpAT.

3. Dbi3HecoBlI MO3MKM 3a3BUYail  KIACHU(PIKYIOTbCA SK  JOBIOCTPOKOBI  Ta
KOPOTKOCTPOKOBI.

4. Haii0inpma KUIBKICTh TPOILEH, 10 BUKOPUCTOBYETHCS O13HECOM, HAIXOIUTH 3
POy MPOAYKIIIi Ta Pi3HUX MOCIIYT.

5. JIOBroCTpOKOBI MO3UKH ICHYIOTH JJIsi KYMiBJIl OOMajHaHHS, OyAWHKIB Ta IHIIHUX
I[IHHUX TIPEAMETIB.

6. ®onmoBa Oip’ka — 1€ PUHOK, JIe 3yCTPIUAIOThCS TMOCEPEIHUKH JJis KyIiBIl
NPOAAXY aKiii Ta 00Jiraiiii CBoiM KJIi€HTaM.

7. Uu icHy€e TIEBHUM pU3UK HEBUILIATH 32 OOMITramisiMi HAMCHIIBHIIITUX KOpIioparii?

8. Ha BigMiHy BiJ BJIACHUKIB CHUIBHUX aKIlii, BIACHUKW MPUBLUICHOBAHUX aKI[iid HE
MaloTh IIpaBa roJyocy.

9. CnipH1 (pOHIM — 11€ KOpTOpaIllii, o KyIyITh akIlii Ta BUKOPUCTOBYIOTH BUPYUYEHI
CYMH JIJIs IHBECTYyBaHHs 200 rpu Ha (OHIOBUX OiprKax.

10. 3BiT po mpuOyTOK MimOUBA€E MiACYMKH PIYHOTO MPUOYTKY, BapTOCTI (ipMU Ta
PI3HUII MK IPUOYTKOM 1 30UTKOM.

Exercise 5. Read and translate the following dialogue:

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

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

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

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

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

S.: Can we say in other words: there could be no such thing as overproduction, or long-
term unemployment?
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T.: Temporary overproduction and unemployment, yes. Long term, never. When was
Say's Law put to rest?

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

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

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

UNIT 26. USES OF INTERNET IN BUSINESS

Study the following words and expressions.

indispensable HE3aMIHHUHT

enquiry 3aMuT

corporate website KOpPIOpaTHBHA BEO-CTOPIHKA
publicity peKJIaMyBaHHS; MPOTaryBaHHs
e-commerce/online trading CJICKTPOHHA TOPT1BJIs
time-saving money method METO]I, IO 3a0IIaHKYE

The internet is an
indispensable tool for doing
business. It allows you to
connect with customers and
partners all over the world and
makes it easy to communicate
and collaborate with them.
Companies can use their
presence on the Web to access
- the growing number of

YR I Al websites of interest. There are
different ways in which business can benefit from its functions:

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

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

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

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

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

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

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

ANSWER THE FOLLOWING QUESTIONS:

How does the internet serve as an indispensable tool for businesses?

In what ways can businesses use email to enhance their operations?

What are the primary functions of a corporate website?

What are the advantages of e-commerce or online trading for companies?

How can businesses use the internet for marketing purposes?

What types of data can companies collect using the internet?

How does video conferencing benefit businesses in terms of communication?
Why do companies place their recruitment needs and annual reports on their
websites?

ONoGOR~WDNE

Exercise 1. Give the English for:

ninuTUCs iH(opMallie€ro, pOOUTH 3aIHT, CITUIKYBATHCS 3 MpalliBHUKAMH, KOPIIOpaTHBHA
BeO-CTOpIHKA, CJICKTPOHHA TOPTiBIIS, IepeBara, 30MpaTH JaHi, BAJTIOTHUH Kypc,
KOMIT FOTEpHA MEpeKa, BiICOKOH(EPEHIIis, METOI, 110 3a0IaKy€e Yac, PIYHUHN 3BIT,
HaJ[aBaTH MOCIYTH, aKI[IOHEPH.

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

meaning:

A B
gather online trading
benefit broadcast
respond collect
access answer
transmit gain
e-commerce enter

Exercise 3. Choose from the list the approprivate word and fill in the blanks:

online(2), PC, marketing, online trading, corporate website, publicity(2),
e-commerce, multi-media
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1. Recently there has been considerable expansion of ... business which provide
integrated media services through networks such as the Internet.

2. ... has become a major online service; it reduces company costs.

3. The product has sold well considering it was not given much advance ... .

5. Our ... is used for delivering stock and bond information.

6. The firm tried to avoid adverse ... about its faulty products.

7. ... on the Web can be achieved by setting up a website and making it attractive to
visitors.

8. A database of employees is maintained on your ... .

9. He is owner of a new ... service, specializing in providing a variety of foodstuff
which can be ordered on the Internet.

9. Cybercash could provide an important stimulus to ... sales.

Exercise 4. Are the following statements true or false? Correct the false ones:

1. The internet is a useful tool for businesses to connect with customers globally.

2. Companies can only communicate with their employees through phone calls.

3. E-commerce allows customers to access websites at any time of the day.

4. Marketing on the internet requires a simple and unattractive website.

5. Businesses can use the internet to gather information about other companies and
their products.

6. Video conferencing is a slow method of communication for companies.

7. Large companies share their annual reports on their websites for their shareholders.

UNIT 27. BUSINESS WRITING

Study the following words and expressions.

inquiry 3aIUT

reply to BIIIOBIIAaTH

Letter of Credit (L/C) aKpEIUTHUB

invoice pPaxyHOK

Bill of Lading (B/L) Hakj1aJHa, KOHOCAMEHT
Bill of Exchange (draft) NepeKa3HUN BEKCEIb
Letter of insurance CTpaxoBKa
explanatory letter MOSICHIOBAJIbHUM JIUCT
letter of packing MaKyBaJIbHUM JTUCT
letter of shipment BIJINPABHUM JIUCT
letter of delivery JIUCT PO TIOCTaBKY
letter of complaint peKJiamariisi, ckapra
indented line YEpPBOHA CTPOKA

form OJIaHK

salutation BEPHEHHS
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subscription nianuc (3akaodHa (opma BBIWIMBOCTI)

letter-head 3aroJIoBOK OJaHKa

recipient OTpUMYyBay

reference NOCWJIaHHS, YKa31BKa

sender BIJIITPaBHUK

to affix signature CTaBUTH MIJIITUC

with best regards 3 HalKpaluMu no0aKaHHIMHU

position p. p. (per pro) nocaja

by warrant 10 JIOBIPEHOCTI

subject npeAMET OOTOBOPEHHS

enclosure BKJIQJICHU I

to enclose BKJIJIaTH

Business letters

include all kinds of
commercial letters,
inquiries, replies to

inquiries, Letters of Credit
(L/C), invoices, Bills of
Lading (B/L), Bills of
Exchange or drafts, letters
of insurance, explanatory
letters, orders, letters of
packing, letters of shipment,
letters of delivery, offers,
letters of complaint, replies

to those of mentioned above, etc.

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

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

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

A letter is composed of the following elements: heading, date, address, salutation
text, subscription.

A letter can be typed on the organization's form. Any form has its letter-head
printed typographically. The letter-head bears the name of the organization or firm,
sending this letter, its address, address for telegrams, telephone, telex, fax. If you do
not use the form, write your address (as a sender) on the upper right side of the letter.
Do not indicate your name here, it will follow your signature. Ukrainian names of
foreign trade organizations are not translated into foreign languages. They are written
with Latin letters using English transcription. Your telephone number may be written
below.
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The date 1s written on the right side above (under your address if the letter is written
on a form or under a typographical letter-head of the form).

In Great Britain the date may be indicated as follows: 7th April, 1998 or 23
March, 1998.

In the USA it is usually written like this: April 7, 1998.

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

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

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

e Your Ref: BAT/SN — (in the second one after the reply has been received);

e MRE are the initials of the author of the letter (M. R. Erickson);

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

The salutation is written on the left (not in the centre).
The salutation «Dear Sir» is appropriate, when you write to a real person if you do not
know him. If you know this person, you should write «Dear Mr Jonesy, for example.
If the letter is addressed to a firm, the salutation should be «Dear Sirs». In modern
business correspondence it is needless to use any other forms of politeness.
As was mentioned above, the text of the letter should be as short, simple and clear as
possible.

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

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

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

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

ANSWER THE FOLLOWING QUESTIONS:

What types of business letters are included in commercial correspondence?

What are the essential qualities of a well-written business letter?

3. What is the difference between private business letters and organizational business
letters in terms of format?

What elements compose a business letter?

Where should the sender's address be placed if the letter is not written on an
organization's form?

N =
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6. How is the date typically formatted in business letters in Great Britain versus the
USA?

7. What is the purpose of including a reference in a business letter, and how is it
structured?

8. What are the appropriate salutations for addressing individuals and firms in business
correspondence?

9. What is the difference between the subscriptions “Yours faithfully” and “Yours
sincerely,” and when are they used?

10.What is the abbreviation "p.p." near a signature indicated in a business letter?

Exercise 1. Give the English for:

OJlaHK, 3aroJ0BOK, PaxyHOK, 3BEPHEHHs, OTPUMYBay, MOCUJIAHHS, 3aIllUT, CTPAXOBKa,
aKpeIMTUB, JIUCT MPO JOCTaBKY, CKapra, HakjaJgHa, CTaBUTHU MIJINUC, Mocaja, 1o
JOBIPEHOCTI, TPeIMET OOTOBOPEHHS, BKJIAICHUI, BKJIAJIaTH.

Exercise 2. Translate the sentences used in business letters:

1. We refer to your advertisement in «Daily Newsy.

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

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

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

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

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

7. We look forward to receiving your answer.

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

9. We wish to maintain cooperation with you.

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

11. We thank you for your letter of 20th May 2008 but regret to inform you that at the
present time we cannot make you an offer for goods required by you.

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Business letters can include various types of commercial correspondence.

2. A private business letter is always typed and does not require indented lines.

3. The elements of a letter include the heading, date, address, salutation, text, and
subscription.

4. In American English, it is common to use "Yours faithfully" at the end of a letter.
5. The salutation "Dear Sir" is used when the writer does not know the recipient
personally.

6. The reference in a letter is usually written at the bottom of the page.

7. The heading of a letter can indicate the subject or main content of the letter.
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3pa3ok aucTa-3anury

Sample Inquiry Letter
Your name
City, Street, Zip Code
Phone:
Email:
Recipient name:
Title

Name of the organization
City, Street, Zip Code

18 July 2013

Dear Recipient Name:

I am interested in finance and I would like to enroll in a Post Graduate
MBA program. Could you send me information about regulations for
admission to ABC Institute’s coveted one-year Post Graduate Diploma
course? I have heard that this is one of the most sought after MBA
programs in finance and marketing.

I have aBachelor’s Degree in Commerce from XYZ University. In
addition, I have completed two internships focusing on marketing. My
resume, which is enclosed, contains additional information about my

work experience and educational qualifications.

If you have any questions regarding my request, you may contact me at
(666) 666-6666.

Thank you for your time and consideration. I look forward to hearing
from you.

Sincerely
Signature
Your name

Enclosure: Resume
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3pa3ok gucra-pexaamauii
Sample of Letter of Complain

South Bank

Real Street Fidel # 3
Barcelona

July 5, 2012

Mr. Menlo Ortega
Director of Investment Funds
Dear Sir:

By the following letter of complaint, | would like to express my
un-satisfaction with the treatment received at the branch,

by the operator Francisco Garza who kindly attended at first,

until the conversation took worse paths and ending with an assault
on my wife.

We have not made any complaint to the police and we prefer
that this regrettable incident is settled in a friendly manner. But
| convey my deep un-satisfaction with what happened and

| propose a meeting with you and Mr. Francisco to fix everything
in a civilized manner.

No other tasks, yours truly
Rodrigo Diaz

(Signature)
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UNIT 28. CONTRACT

Study the following words and expressions.

transaction yroja

to draw up/to make the Contract TOTYBAaTH KOHTPAKT
intentions HaMIpu

obligations 000B’sI3K1
according to 3T1JTHO YOTOCh
licenses JTEeH31s

herein after referred to as

Jajl IMEHY€EThCS SIK

hereby agreed as follows

JAOMOBMJIMCE ITPO HACTYITHE

manganese

MapraHcub

CIF terms FOB terms

nocraBka Ha ymoBax CIF

the quantity is understood

KUIBKICTh BU3HAYAETHCS

receipt/invoice

KBHUTAHIIIS, PAXYHOK

notification by cable

MOBIJTOMJICHHS TEJIETPaMOIO0

the Buyer is to open by cable

HOKyHeIIB ITOBUHCH Bi}IKpI/ITI/I

confirmed 1 TBEPIKCHU I

Visible Letter of Credit with the purpose | iCHyrounii akpeAuTHB 3 METOIO
to be valid for 90 days mivicauii 90 nHIB

with the right of extension 3 TIPABOM MPOIOBKEHHSI
Certificate of Weight CBIIOTCTBO Baru

Set of Bills of Lading

KOMIUIEKT KOHOCAMEHTa (TpaHCIIOPTHA
HaKJ1aHa)

in the event of devaluation

y BUIIAJIKy 3HEIIHCHHS

A Contract forms the
basis of a transaction between
the Buyer and the Sellers. A
Contract is an agreement made
by two or more persons that is
enforceable by law. As a rule,
the Contract consists of the main
. elements such as the subject of
the Contact, the terms of
. payment, the terms of the
~ delivery, guarantees, packing
and marking, arbitration,
" Insurance, and other conditions.

In foreign trade transactions a contract is drawn up to give legal expression to the
intentions of the partners and to guarantee that the obligations contained in the contract
will be fulfilled. According to the purpose and contents, contracts can cover: goods,
services, licenses, patents, technology and know-how. Here is an example:

92



Contract Ne 5/1
London 14th January, 2024

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

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

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

Invoice in 3 copies;
Seller’s Certificate of Weight;
Set of Bills of Lading;

In the event of devaluation of the US dollar under the present Contract both parties
have the right to renegotiate the price of the goods.

Subject of the Contract

peIMeT KOHTPAKTY

an integral part of the Contract

HEBI1JI €MHA YaCTHUHA

total value of the contract

3arajibHa CyMa KOHTPAKTy

spare and wear parts

3amacHi Ta 3HOIIYBaHi JeTam

freight dbpaxt

specification cnernudikarisi, TeXHIYHI YMOBH
destination MICIIE TPU3HAYCHHS

shipping documents BiJIBaHTa)KyBaJbHa iHGOpMAITis
waybill TPAHCIIOPTHA HAKJIaJ{HA
consignor, shipper BaHTAKOBIJIMPABHUK

consignee BaHTAX0OJIEP)KyBad

shipping specification

BiJIBAaHTA)XyBaJbHa cHeIM(iKaIlis

shipment, consignment

BaHTAX, MAPTIsl TOBApY

shipment

BIIBAHTQ)XCHHS, IEPEBE3CHHS,

marking

MAapKyBaHHS

to consider null and void

BBa)XaTu TaKuM, 11O HC Ma€ CHUJIN
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ANSWER THE FOLLOWING QUESTIONS:

What is the purpose of a contract in a transaction between a buyer and a seller?
How is a contract defined in legal terms?

What are the main elements typically included in a contract?

Why is a contract important in foreign trade transactions?

What are the key purposes of drawing up a contract in foreign trade?

What guarantees does a contract provide to the parties involved?

What types of contracts can be based on their purpose and content?

What are some examples of items or rights that contracts can cover?

. What role do terms of payment play in a contract?

10 How do contracts ensure the fulfillment of obligations by the parties?

CoNok~LWNE

Exercise 1. Give the English:

npojaBellb Ta IMOKYIelb, yrojaa, BUKOHYBaTH OOOB’SI3KH, 3TiTHO 4YOTOCh, i
IMEHYETBCS, JOMOBWJIMCh TIPO HACTyIIHE, BKJIIOYAIOUM YIAKOBKY, KBHUTaHIIS,
MiATBEPIKCHUHN, TIMCHUM, oruiata BIOYBAa€ThCs, Y BUITQJIKy 3HEI[IHEHHS, 3arajibHa
CyMy KOHTPaKTy, MpPEIMET KOHTPAaKTy, HEBiJ’€MHA YacTHHA KOHTPAKTY, MICIIC
npU3HaYeHHs, (PpaxT, 3amacHi Ta 3HONTYBaJIbHI JIETAJII.

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

meaning:
A B

receipt under smth

to fulfill the obligations invoice

the payment is understood agreement

shipment to carry out

to consider null and void the payment is made

according to be over

contract delivery

UNIT 29. TYPES OF BANKS
Study the following words and expressions.

loans KPEJIUTH
banking OaHKIBChKa CIpaBa
the Federal Reserve System (the FED) denepapHa pe3epBHA CUCTEMA
commercial bank KOMEpPIIHHUN OaHK
accept deposits OJIEPIKATH TTO3UKY
manage customer’s accounts BECTH PaxXyHKHU KJII€HTIB (y OaHKY)
merchant bank TOProBeJIbHUN OaHK
investment bank IHBECTULIIMHUI OaHK
saving bank omagHuN OaHK
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| saving account OILIAJTHUN PAXYHOK |

Banks are the heart of
any financial system.

Bank Banking is the business
an a bank is engaged in.
[bank] There exist different

A financial institution licensed ~ types of banks but their names

to receive deposits and make may vary from one country to
loans. Banks may also provide  another.

financial services such as
Central banks such as
wealth management, currency

exchange, and safe deposit the National Bank (Ukraine),
boxes. the Bank of England (UK) or

the Federal Reserve System
(US) look after the government’s finance and monetary policy, act as bankers for the
state and for commercial banks, and are responsible for issuing banknotes.

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

Merchant banks don’t deal with the public. They provide services for
companies. They specialize in raising capital for industry, arranging flotations,
takeovers and mergers, and investment portfolios.

Investment banks are firms that control the issue of new securities (shares and
bonds). Saving banks are financial institutions that specialize in providing services
such as savings accounts as opposed to general banking services.

ANSWER THE FOLLOWING QUESTIONS:

1. What is the primary role of banks in a financial system?

2. What is banking, and what does it involve?

3. What types of banks exist, and how do their names vary across countries?

4. What are the key responsibilities of central banks like the National Bank of Ukraine
or the Federal Reserve System?

5. What services do commercial banks provide to the public?

6. What is the primary goal of commercial banks?

7. How do merchant banks differ from commercial banks in their operations?

8. What services do merchant banks provide for companies?

9. What role do investment banks play in the financial system?

10.How do savings banks differ from other types of banks, and what services do they
specialize in?

Exercise 1. Give the English for:

Hamionanbuuii 0ank YKpaiHu; yCTaHOBa, sika Mae€ CIpaBy 3 TpOIIMMA; HaJaBaTH
(d1HaHCOBI MOCTYTrW; OAHKIBCbKA CIpaBa; MIKIYBaTHCS MPO MOHETAPHY IMOIITUKY;
BIIMIOBIZIAaTH 32 €MICII0 TpOIel; KOMEPIIHHUI OaHK; MpUMaTH JIeNO3UTH; HalaBaTH
MO3UKY; 3apO0JIsiTH MPUOYTOK; TOProBeJIbHUI OaHK; MpUI0aHHS KOHTPOJIBHOIO MaKeTa
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aKIIii; 3MuTTA (MANPUEMCTB); IHBECTULIIMHUIN OaHK; OlaHUNA OaHK.

Exercise 2. Translate into English:

. Haubank Ykpainu mikiayeTbes npo JepkaBHi (DiHAHCH Ta MOHETAPHY MOJIITHKY.

. bankiBcbka cpaBa — 1€ O613Hec, IKUM 3aiiMaeTbcs OaHK.

. baHk — 11e ycTaHoBa, sika Ma€e cripaBy 3 IpoIlIUMa Ta HaJa€e pi3Hi (HIHAHCOBI MOCTYTH.
. HeHnTpanbpHi 6aHKM BIAMOBIAAIOTH 32 €MICIIO IPOIIEi.

. ['onoBHa meTa KoMepIiiiHOro 0aHKY — Ofiep>KaHHs TpPHOYTKY.

. ToproBenbHMI1 OaHK Ha/la€ MOCIYT'M KOMIIaHisIM. BiH He mpalitoe 3 HaceIeHHs.

. IuBecTuniiitamii 0aHK — 1e (ipma, sika KOHTPOJIIOE BUMYCK HOBUX LIIHHUX MaMNepiB.

. OmagHuit 6aHK cneniati3yeTbes B HalaHHI TAKUX MOCHYT, SIK OIAJIHI PaXyHKH.

9. KomepiiiHi 0aHKH — 1€ TOJIOBHA JIaHKA B KPEUTHIN CUCTEMI JAepPiKaBU.

10. denepanbHa pe3epBHaA cUcTeMa, sika BKItodae 12 deaepaibHux OaHKIB Ta iX Quiii,
KOHTPOJIIOE€ aMEPUKAHCHKY JIep:KaBHY OaHKIBCbKY CUCTEMY.

01N N kW

Exercise 3. Are the following statements true or false? Correct the false ones:

1. Central banks are responsible for managing the finances of private individuals.
2. Commercial banks aim to make a profit by providing services to the public.

3. Merchant banks primarily serve individual customers.

4. Investment banks help companies issue new shares and bonds.

5. Saving banks offer a variety of general banking services.

6. The National Bank of Ukraine is an example of a central bank.

7. All banks provide the same types of services regardless of their category.

UNIT 30. BANKING SERVICES

Study the following words and expressions.

provision MOCTavYaHHs

transmission service MOCJIyTa nepeBoay (KOIITiB)
repay BUIIJIAYyBaTH, BiJJTaBaTH
fixed rate interest ¢dikcoBaHa TPOIIEHTHA CTaBKa
a mortgage 1moTeKa

an overdraft TIEPEBUILICHHS KPEAUTA
provide a wide range 3a0€3NeUnTH MMUPOKUIA CIIEKTP MOCTYT
authorized YIOBHOBaKEHUI

hard currency TBEp/Ia BaIIIOTA

entitle HaJla€ MpaBo

maintain 30epiratu

settlement account/bills OIIaTa PaxXyHKY/BEKCEIIIB
current account BAJIFOTHUN PaxXyHOK

loan account KPEAUTHHUI PaxyHOK
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deposit account JENO3UTHUIN PaxXyHOK
budget account OIOJKETHUI paxyHOK
holder’s charter IIPAaBO BJACHUKA

It is an open secret that

B"“KI“G SEHVIGE banks are the most important

. link in the world of money.

P \ P This is because, first of all,
77| e ] ‘ 1 G banks nowadays perform the
( . - R j main part of the work of
Y B transferring money from a

*3\5‘—// :i 7

— ] — | [ \ )|
‘ 2 } ‘ j J customer to a seller, by
/Q////A ~ N /) operating the system of

4

payments in the economy.
) < Almost everyone in the world

\ J \ Y
—y ” “ o
\\\::,¢<7// N

\

uses or has used banking
services. Families

keep their savings there, and banks pay them interest rates on their deposits and give
them loans to buy expensive goods.

Companies conduct payments through them. Commercial organizations, which
work at the market and in production, take loans for their needs and conduct all
payments with buyers and sellers through them. Landowners and owners of real estate
take loans from the banks to buy an estate or to make use of it and pay back loaned
money.

Banking services

The various services provided by banks are summarized below.
The provision of safe deposit facilities for money and valuables.
The lending of money: this is the most profitable activity of the banks and the one
which provides most of their income. The provision of efficient money transmission
services (e.g. cheques, credit cards). A credit card enables the holder to buy goods and
repay the credit card issuer at a later date. A loan is an amount of money borrowed from
the bank which must be repaid at a fixed rate of interest.

A mortgage is a loan to buy property

An overdraft is a loan made by a bank to a customer with a purpose of taking out
more money than is actually in a bank account. A foreign exchange service is the
facility to change money from one currency to another.

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

Opening a bank account

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

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

Several types of bank accounts are authorized under the NBU instruction. There
are several accounting categories for individuals and commercial entities and one for
those that are not fully resident in Ukraine. Resident entities are entitled to maintain
«settlement,» «current,» «loan,» «deposit,» and «budget» accounts. The settlement
account is used to make payments that are allowed in the account holder's charter. It
can also be used to transfer funds to and from foreign entities. Companies usually open
at least two settlement accounts, one in a hard currency, and another in domestic
currency. Current accounts are essentially the same as settlement accounts but are
intended for use by non-commercial entities. Loan accounts are for administering
borrowed or loaned funds. The deposit account is used as a savings account. The budget
account is for receiving funds from Ukrainian government authorities.

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

hryvnia accounts are lower.
ANSWER THE FOLLOWING QUESTIONS:

Why are banks considered the most important link in the world of money?
What role do banks play in the system of payments in the economy?

What services do banks provide for families, companies, and landowners?
What is the most profitable activity for banks, and why?

What is the difference between a credit card, a loan, and a mortgage?

What is an overdraft, and how does it work?

What is a foreign exchange service offered by banks?

How is the process of opening a bank account in Ukraine regulated?

What are the different types of bank accounts available under the National Bank
of Ukraine’s instruction?

10.What is the difference between a settlement account, a current account, and a
deposit account?

CoNoaRrLODE

Exercise 1. Give the English for:

1HO3€MHa BaJIOTa, TBEp/a BaiOTa, (DIKCOBaHA MPOIEHTHA CTaBKa, 3a0e3MeduTd
ITUPOKUIA CHEKTP TMOCIYT, MOCTauyaHHSA, TMO3MKa, IMOTeKa, MEPEBUIIEHHS KPEIUTY,
KpEAUTHHI paxyHOK, 30epiratu, orjara paxyHKiB, MpaBo BJIacHUKa, 30epiraT.

Exercise 2. Are the following statements true or false? Correct the false ones:

1. Banks are the only institutions that provide financial services in the economy.

2. Families use banks to save money and earn interest on their deposits.

3. A mortgage is a type of loan specifically for purchasing property.

4. The process of opening a bank account in Ukraine is not regulated by any authority.
5. Companies typically have at least two settlement accounts in different currencies.
6. The fees for opening a hard currency account are generally lower than those for
opening a hryvnia account.

7. Banks offer a variety of services beyond just lending money.
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MODULE 4

UNIT 31. INVESTMENT

Study the following words and expressions.
appreciation OIlIHKa
asset aKTHUB
payoff BUILIATA
portfolio noptdenb IHHUX Nanepis
Unit Trust (BrE) naiioBuil GoHa/Tpact
Mutual Fund (AmE) B3a€MHUN QOH]

fixed rate of interest

(bikcoBaHa MPOLIEHTHA CTaBKa

derive/derivative instrument

NOX1AHUHN THCTPYMEHT

options

OTIITIOH, YTO/la 3 MPEMIEI0

swaps 3000B’ I3aHHS
Intangible HeMaTepialibHi

An investment is an
asset or item acquired to
generate income or gain
appreciation. Appreciation is
the increase in the value of an
asset over time. It requires the
outlay of a resource today,
like time, effort, and money
for a greater payoff in the
future, generating a profit.
When an investor holds the
collection  of  financial
securities we say that he
holds portfolio.

Unit Trust (BrE) or Mutual Fund (AmE) is a company that spreads its investor’s capital
over a variety of securities. Investment in a unit trust/ mutual fund reduces the risk for
small investors.

Apart from stocks and shares there are many types of investment opportunities
available. When a company or government wishes to raise finance it can issue bonds.
There are securities offered at a fixed rate of interest.

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

Options are contracts enabling the holder to buy a security at a fixed price for a
limited period. Swaps allow the exchange of one asset for another to suit both parties.
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Most investments fit into one of four basic classes:
e Ownership
e Lending
e (Cash
¢ Intangible

When you invest in stocks, you’re buying a piece of ownership in a company,
whereas bonds directly involve lending money. Money market securities offer a way
to keep your cash accessible and safe, and they even let you earn a little bit of income.

Putting money into higher education is a way to invest in what you can achieve
in the future. However, most people don’t really see spending on education and similar
things as investments; they just view them as expenses.

ANSWER THE FOLLOWING QUESTIONS:

1. What is the definition of an investment, and what does appreciation mean in this
context?

What is a portfolio, and how does it relate to financial securities?

How does investing in a Unit Trust (BrE) or Mutual Fund (AmE) reduce risk for
small investors?

What are bonds, and how do they help companies or governments raise finance?
What are derivatives, and what are some examples of derivative instruments?
What are the four basic classes of investments, and how do they differ?

Why is spending on higher education considered an investment, even though many
people see it as an expense?

w ™

No oA

Exercise 1. Give for the English:

KYIIBJIA TOBapiB BUPOOHUUYOTO MPU3HAYEHHS, 3apOOJISATH TPOIIl, METa IHBECTyBaHH,
B3aEMHUN (OHJ, 3MEHIIyBaTH PHU3HMK, 1HBECTOp, 3aimydard (iHAHCH, BHUITYCKATH
oOuxiramii, MPOMOHYBaTH IliHHI mManepu 3a (HIKCOBAHOI IMPOICHTHOIO CTaBKOIO,
BJIAIITOBYBATH OOMJIBI CTOPOHHU.

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

meaning:

A B
objective obtainable
mutual fund possibility
reduce shareholder
deal target
buy purchase
investor decrease
opportunity transaction
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Exercise 3. Choose from the list the approprivate word and fill in the blanks:

investors, investment (2), derivatives, futures, deal, bond, unit trust, portfolio
(2), shares, mutual funds
1. More exotic financial products include ... such as: options, futures and swaps.
2. In an attempt to raise finance, the company issued ... to public investors,
3. You should diversify your investment ... because you have all your money in one
stock.
4. Investing in a ... reduces risk for small investors.
5. The ... fell through, no agreement was reached.
6. Our ... ranges from shares in food companies to share in the fashion world.
7. A ... contract is an order that you place in advance to buy or sell an asset or
commodity.
8. ... are easier to manage because a group of people do the trading for you and your
money is spread among a variety of different investments.
9. These oil shares were a good ... .
10. People who own stocks and bonds are referred to as ... .
11. A treasury ... may be sold to any individual or corporation.
12. Government bonds are considered to be safe ... .

UNIT 32. FINANCIAL GROWTH

Study the following words and expressions.

raise finance 3ay4daTd iHAHCH

run costs KEpYBaTH, YIIPABJISTH BUTPATAMHU

financial reserves (biHAHCOBI pe3epBH

extra capital JIOIATKOBUI KaIriTall

expand 30UIBIITYBaTH

premises NPUMIIICHHS; OyTMHOK 3 TIPHICTIIUMHU
OyIIBIISIMH 1 TUISTHKOO

working capital 000pOTHUH KarmiTaj, 000poTHI PoHIU

preserve 30epiratu, iATPUMYBaTH

cash flow MOTIK TOTIBKU

time-lag BIJICTaBaHHS B Yacl, CII3HCHHS

retained profit HEPO3IMOIUICHII TPHOYTOK

borrowing no3uKa (KOIITIB); KPEAUT

tax OJIaTOK

distribute PO3MOIIATH, PO3IaBATH

lender KPEJIUTOP, ITO3UKO/IABEIh

leasing JI3UHT, JOBrOCTPOKOBA OPEHJIA

hire purchase KYIIBJIS Y PO3CTPOUKY

debt factoring O0oproBuii GaKTOPUHT
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share issue /share flotation PO3MIIIEHHS, BATYCK HOBUX LIIHHUX MamnepiB
syn: share offering Ha BUIbHUN PUHOK

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

There are four main ways of obtaining capital:

e retained profit;

e borrowings;
e share issues;

e governments grants and loans.

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

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

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

The government has a variety of schemes which give grants or cheap loans to
the firms for certain purposes.

ANSWER THE FOLLOWING QUESTIONS:

1. Why do firms need capital, and what are some common uses for it in business
operations?

2. What is retained profit, and how is it used by businesses?

3. What role does borrowing play in obtaining capital, and what percentage of a firm's
capital does it typically account for?

4. What are some examples of lenders to businesses, and how do they provide capital?

5. What is a share issue, and when do companies use this method to raise finance?

6. How do government grants and loans support businesses, and for what purposes are
they typically provided?

102



Exercise 1. Give the English for:

JIONATKOBUM KamiTal, 3aldy4ard (piHaHCH, YIpaBIATH BUTparaMH, MaTd (HIHAHCOBI
pe3epBU, KyIyBaTd HOBI NPHUMIIIEHHS, TMOTIK TOTIBKM, BHUPOOHHUIITBO TOBapiB Ta
MOCIYT, 3100yBaTH KamiTaj, HEpPO3MOAUIEHHH NpuOYyTOK, aKI[IOHEpH, KPEAUTOD,
¢donmoBa Oiprka, MO3MKA KOLITIB, BUITYCK aKIlii, 1ep>kaBHI CyOCH/Ili, MOAATOK.

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

meaning:

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

Exercise 3. Match the words and phrases with the correct definitions from the list

below:

premises, grant, share flotation, retained profit, working capital, lender, reserve,
hire purchase, loan, borrowings, cash flow, reserve finance

1. the amount of money moving into and out of a business at a particular point in time;
2. the capital from a business that is set aside from profit or from shares sold at higher
that their original price;

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

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

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

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

7. aperson or an organization that lends money and charges interest on the repayments;
8. a way of buying goods where the buyer takes the goods and pays for them in regular
instalments over a fixed period of time;

9. offering company shares for sale to the public or a stock exchange for the first time;
10. the amount of short-term capital that a business has available to meet the day-to-
day cash requirements of its operations;

11. money given for a specific purpose;

12. buildings and the land they occupy.

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

Retained Profit
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for, through, in, within, to, 0f(6), after
retained profit is the amount ... profit tax that directors ... a business decides not to
distribute ... their shareholders, but to keep ... the business. It is held as an increase ..
the capital and reserves ... the purchase ... assets. Retained profits from the most
important source ... finance ... business expansion.

Exercise 5. Write an appropriate word or phrase in the following sentences:

distributed, share issues, premises, hire purchase, a grant, retained profit, cash
flow, a loan (2), cash

. A guard asked the stranger to leave the ... .

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

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

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

. I applied at the bank for ... at 7% interest

. The Ford Foundation gave the economist ... for research.

. He bought a computer on ... .

. I’d like to pay in ..., please.

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

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

— O 00 1N DNk~ WLWIN

UNIT 33. STOCK EXCHANGE

Study the following words and expressions.

stock exchange dbon0Ba OipKa

share market dbon0Ba Oipka (PUHOK aAKITIH)
bourse dbon0Ba Oiprka (Mapu3bKa)
mutual organization CIUJIBHE MAMPUEMCTBO
facilities NOCIYTU

redemption BUJIyYEHHS 3 00ITy

financial instrument (biHAHCOBI JOKYMEHTHU

capital events dbopmu (hiHaHCYBaHHSA

traded on aKITIOHEePHI MOl Ti, IO MPOAAIOTHCS
stock brokers O1pKOBHI MaKJep

trades TOPTH

trade stock TOPTiBJIsI IIHHUMU TIATIepaMH
dividends JIMBIJICH], YaCTKa

shares issued BUITYCK aKI[ii

units trusts TpacTu (KOHIIEPH)

bonds obmiraii

record keeping 00JTIK
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electronic networks

€JIEKTPOHH1 MEPEKI

cost of transaction

BapTICTh TOProBoi onepaii (yromam)

initial offering

MI0YaTKOBA MPOIO3HILIs

by definition

3a BUSHAYCHHIM

primary market

OCHOBHUU PUHOK

subsequent

MMOCJITOBHUNA

secondary market

BTOPUHHHU PUHOK

stock market

PUHOK I[IHHUX MAarepis

is driven KEPYEThCS

compulsion pUMYC
over-the-counter 1103a01p>KOB1 BITHOCUHU
increasingly B OUIBIIOCTI

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

There is usually no compulsion to issue stock through the stock exchange itself,
nor must stock be subsequently traded on the exchange. Such trading is said to be off
exchange or over-the-counter. This is the usual way that bonds are traded. Increasingly,
stock exchanges are part of a global market for securities.

ANSWER THE FOLLOWING QUESTIONS:

1. What is a stock exchange, and what functions does it provide for brokers and
traders?
2. What types of securities are commonly traded on a stock exchange?
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3. What does it mean for a security to be "listed" on a stock exchange, and why is this
important?

4. What is the difference between the primary market and the secondary market in
stock trading?

5. How has modern technology impacted the physical location of stock exchanges and
trading?

6. What is the term for trading securities outside a stock exchange, and what type of
securities is this method commonly used for?

7. What factors drive supply and demand in stock markets, influencing the price of
stocks?

8. What is the difference between trading on a stock exchange and over-the-counter
(off-exchange) trading?

Exercise 1. Give the English for:

MOCJIIIOBHUM, BapTICTh TOProBOi omeparlii, poHaoBa OipiKa, CHUIbHE MIIIPHUEMCTBO,
BUITYCK aKIIii, TOPTiBJIs LIHHUMH NariepaMu, MOCIyTy, OIp>KOBUI MaKiiep, BUITYUYEHHS
3 00J1iKY, [MOYaTKOBA MPOIO3HUIlLisl, 00K, EIEKTPOHHI Mepexi, o0Jiraiii, mo3abip:xoBi
BITHOCUHU, OCHOBHHI PUHOK, KEPYETHCS, 32 BU3HAUCHHSM.

Exercise 2. Are the following statements true or false? Correct the false ones:

1. A stock exchange allows anyone to trade securities without restrictions.

2. The primary market is where stocks and bonds are first offered to investors.

3. Trading on a stock exchange is open to all individuals, not just members.

4. Securities must be listed on a stock exchange to be traded there.

5. The text states that stock exchanges are becoming less connected to physical
locations.

6. Bonds are typically traded through stock exchanges only.

7. Supply and demand in stock markets can be influenced by various factors.

Exercise 3. Translate the following sentences:

1. Iimai namepu mnpomaroThcsi Ha (GOHAOBIM Oip)ki, BKIIOYAIOYM aKIlii, fAKi
BHUITYCKAIOThCS KOMIIAHI€I0, TpacTaMH, a TaKoK oOJjiramii Ta IHINI 1HBECTHIlIHHI
nanepu.2. ongoBa OipKa TaKOXXK HAJA€ TaKi MOCIYTH, SIK BHITYCK Ta BHJIYYCHHS 3
o0iry miHHMX manepiB, ¢opmu (iHAHCYBaHHS, PO3MOBCIOMKYE i1HGOPMAIIO TIPO
aKITIOHEPHI TO/I11, BKIIFOYAI0UX MPHOYTOK OIIaTH Ta AuBigeHau. 3. DoHmoBa Oipka -
IIe CHiIbHA OpraHi3aiis, sKa HaJa€ MOCIYTH TOPTIBJI IIHHUX ManepiB  Oip>KOBUM
MakJiepoM Ta TOProBipsiM. 4. TopriBisi MIHHUMY MarepaMyu MOXKe BiIOyBaTHUCS TUTHKA
yiieHamMu (GoHAO0BOI Oipxki. 5. [lomuT Ta mpomo3ulliss Ha PUHKY IIHHUX IMarepiB
MOTHBYETHCSI PI3HUMU (HaKTOpamMu, TAKMMU K BIUTHB I[IHU Ha IiHHI manepu. 6. SKmio
aKilli He MPOJAIOThCS 1 HE BHUITYCKAIOThbCS Ha (DOHIOBIM Oip>Ki, TO TaKy TOPTiBIIO
Ha3UBAIOTh 1103a01PKOBUMHU BITHOCUHAMH.
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UNIT 34. ASSETS, COSTS, AND CURRENT LIABILITIES

Study the following words and expressions.

Costs

BUTpATHU, BUTATKHU

Output

HpOI[yKHiH, BHUITYCK, BUT'OTOBJICHHS

fixed costs

o0csr BUpoOHHUIITBA

variable costs

OCHOBHI BUTpaTH

direct costs

npsimMi 3aTpatu

indirect costs

3MIHH1 BUTPATH, TOCEPENIHI BUTPATH

overhead cost/overheads

HaKJ’IaI[Hi BUTpPATH

expenses/expenditure

BUTpPATHU, BUOATKU

assets and liabilities

dKTHUBHU Ta ITIaCHUBU

fixed assets

HEJNIKBIAH1 aKTUBH, OCHOBHHH KaITiTaJl

current assets

OTO4YH1 0OOPOTHI aKTUBHU

receivables paxyHKu 1e01TopiB, 1e61TopH
deposit JIETIO3UT, BKJIaJ B OaHK
generate CTBOPIOBATHU

long-term liabilities

JIOBIOCTPOKOB1 3000B’s13aHHS (TTAaCHUBH )

current liabilities KOPOTKOCTPOKOB1 3000B’s13aHHsI  (ITACHUBM)
be due to OyTH 3000B’s13aHUM, MIJJIATATH CIUIATI

The money that a
business spends in order to
produce goods or services is
its costs. Different businesses
have different cost structures
and define and calculate their
¢ |p R o costs in different ways. One

\ > “ B way of classifying the costs
n | ﬂ of business is to relate them
to the output of the firm.

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

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

Indirect costs may include things like social security charges on the top of the
wages.

Overhead costs or overheads are used to mean different things, but usually cover
all the regular non-production costs of running a business, such as salaries and
telephone bills; they may include the cost of marketing.

Costs are also referred to as expenses or expenditure.

Things of value owned by a firm are its assets. Fixed assets are long-term assets
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which are for use in the business and not re-sale (land, buildings, furniture, etc.).

Current assets are used in the course of business. They include cash, receivables,
bank deposits and investments in other companies.

The assets help generate the income of the company.

Liabilities are what a business owes to those outside the business.

Liabilities are classified as either long-term liabilities which are due for
repayment after more than one year, or current liabilities which are short-term debts
and debts to suppliers the company expects to pay within one year.

ANSWER THE FOLLOWING QUESTIONS:

What are the costs a business incurs to produce goods or services called?
How are fixed costs different from variable costs?

What are some examples of fixed costs mentioned in the text?

Which costs are directly related to the production of goods, and what are examples
of these costs?

What do indirect costs typically include in addition to wages?

How are overhead costs defined, and what do they usually include?

What are the differences between fixed assets and current assets?

How do assets contribute to a company's operations and income?

. What are liabilities, and how are they classified?

10 What is the difference between long-term liabilities and current liabilities?

W
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Exercise 1. Give the English for:

3MIHHI BUTpaTH; NpsIMi BUTPATH; CHPOBHHA; HEMPSAMI BUTPATH; HAKJIAJIHI BUTPATH,
BUPOOJISITH TOBApHU Ta TOCTYT'H; BUTPATH; CTPYKTypa BUTPAT; MiAPAXOBYBaTH BUTPATH;
OCHOBHI BHUTpaTH; OOCAT BUPOOHMIITBA; 3apoOiTHA IuIaTa; aKTUBH Ta IIaCHBH,
HETIKBIAHI aKTUBH; IEPENpoJax<; IMOTOYHI OOOPOTHI AaKTHMBH; TOTIBKA; pPaXyHKH
Ne0ITOPiB; JOBrOCTPOKOBI (KOPOTKOCTPOKOBI) 3000B’ s13aHHS; OOPT; JOX11 KOMITaHii.

Exercise 2. Match sentences with the correct definition from the list below:

. the money that a business spends in order to produce goods or services;
. the quantity of good produced;

. the money spent to run a business, such as rents, salaries, heat, etc.

. items of value to a person, business, or institution;

. money owed by company; a debt;

. money that is owed to a business;

. a sum of money paid into a bank;

. an amount of money spent;

9. debts that are payable on demand or within one year;

10. money owed that does not have to be repaid until some future date;
11. the cost of materials, labour, etc, involved in marketing a product;
a) liabilities

O ~J N DN K~ LW —
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b) costs

c) assets

d) overheads

e) direct costs

f) current liabilities

g) expenditure

k) long-term liabilities
1) deposit

m) receivables

n) output

Exercise 3. Translate the sentences into Ukrainian. Write the appropriate word or
phrase in the following sentences:

assets, generate, due, liabilities, expenditure, fixed costs, current liabilities,

debts, output, costs, expenses

1. He is ... to pay his debts.

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

3. It took him years to pay off all his ... .

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

5. ... include rent.

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

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

8. We had to increase prices this year just to cover our ... .

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

10. The company was forced to sell off'its ... .

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

UNIT 35. BUDGETING
Study the following words and expressions.
budgeting CKJIaJIaHHsI OIOIKETY
motivate CIIOHYKaTH
operating plan BUPOOHWYMH TIIaH
anticipate OYiKyBaTH, epeadadaru
primary OCHOBHUM, HAMBAKJIMBIIIUN
performance BHUKOHAHHS
framework paMKH, MeXKa, CTPYKTypa
fiscal year OrOIKETHH piK, (iHAHCOBHH PiK
master budget TOJIOBHUM OIOIHKET
control device CTaHJapTHUH IUJIaH AISJILHOCTI O013HECY, KOHTPOIbHUN
3acio
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| entire business | winmii GizHec |

The preparation of a
budget is an important
= aspect of a company’s
success. The preparation of it
helps management  to
establish  short-term and
| long-term goals and
standards for the company,
motivates employees to
achieve company goals and
. provides for a systematic
review of performance. The
success of the budgeting
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process depends on the cooperation of all employees.

Budget of a business is the financial operating plan for an organization for a fixed
period. The budget shows income is anticipated and how the resources will be used
during the budget period. It is a forecast used by a business to plan and control.

The primary objective of the budget is to establish a financial framework for the
operations of the business. The accounting period for the budget is usually either the
calendar year or the fiscal year. The fiscal year is any chosen twelve-month period
that does not correspond to the calendar year.

The total of separate budgets from different departments within a company that
shows in detail how the entire business operates is called master budget.

As the business year progresses, management can use the budget as a control
device that permits monitoring of the company’s operations.

ANSWER THE FOLLOWING QUESTIONS:

Why is the preparation of a budget important for a company's success?

What goals does a budget help management establish for the company?

How does the budgeting process motivate employees?

What is the primary objective of a budget in a business?

What is the difference between a calendar year and a fiscal year in budgeting?
What is a master budget, and what does it show?

How can management use the budget during the business year to monitor
operations?

NoabkowdE

Exercise 1. Give the English for:

HaWBaXJIMBIIIA 3aja4a, YCITiX KOMIaHii, BCTAHOBIIOBATH JIOBFOCTPOKOBI IIiJI1, TIPOIIEC
CKJIQJIaHHS OO/KETYy, OIOKETHHM pPIK, TOJOBHUM OIOMKET, BCTAHOBJICHHH CTpPOK,
MpUOYTOK, MPOTHO3, BUKOPUCTOBYBATH OIOMKET SIK KOHTPOJIbHUM 3aC10, KOHTPOIIOBATH
poOOTy KOMIIaHii, OI0MKETHUM Nepioj], BUPOOHUYMH IJIaH.
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Exercise 2. Match words from list A with words from list B that have a similar

meaning:

A B
operate function
goal develop
progress expect
achieve definite
systematic reach
fixed regular
anticipate allow
permit objective

Exercise 3. Study the following words:

consumer budget, ad budget, annual budget, approved budget, current budget, deficit-
free budget, household budget, low budget, master budget, operating budget, overall
budget, surplus budget.

Exercise 4. Write the appropriate word or phrase in the following sentences:

total, monitors, accounting, financial year, motivates, budget (2), fiscal year,
budgeting, budgets.
1. In the UK, the government’s ... runs from 6 April to the following 5 April.
2. ... involves setting financial goals and standards for an enterprise.
3. Our company’s ... is the calendar year, January 1 December 31.
4. The new channel will be launched with a $3 million promotional ....
5. A desire to go to business school ... her to study mathematics hard.
6. She was given a ... of $25, 000 to launch the magazine.
7. The financial director is responsible for the firm’s ... .
8. Our financial manager will calculate the total profit at the end of the ...period.
9. The boss ... the quality of her employees’ work.
10. The ... of this month’s sales is up 20%.

Exercise 5. Are the following statements true or false? Correct the false ones:

1. The budget helps management set both short-term and long-term objectives for the
company.
2. A budget is only useful for tracking past performance, not for planning future
actions.
3. The cooperation of all employees is essential for the success of the budgeting
process.
4. The master budget includes details from various departments within a company.
5. The fiscal year must always align with the calendar year.
6. A budget serves as a tool for monitoring the company's operations throughout the
year.
7. The primary goal of a budget is to create a financial plan for the organization.
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UNIT 36. AUDITING

Study the following words and expressions.

auditing nepeBipKa 3BITHOCTI
accounting function 00J11KOBa (PYHKIIIsS

review nepeBipKa

evaluation OIIHIOBAHHS, OIlIHKA, aHaJIl3

outside (external) audit

30BHIIIHIN ayIUT

internal audit

BHYTPIIIHIA ayauT

accounting department

Oyxranrepis

fiscal affairs

(b1HAHCOBI CIIpaBU

books

OyXraiaTepcbki KHUTH

the standard operating procedures

CTaHJIapTH1 METOIU POOOTH

accounting records

OyXrajaTepchbKi paxXyHKH, JTOKYMEHTAIIls

accurate TOYHUH, TPABUIbHUN

adequate 1110 BIJNOBIZa€ BUMOraM, BIIITOBIIHUH
accessible JIOCTYTTHUHN

CPA (certified public account) JTUTUIOMOBAHUM OyXrairep

paperwork JIOKYMEHTYBaHHS

inventory (stock-taking) THBEHTapH3aIlisl

calculation KaJIbKYJISAIIs, PO3PaXyHOK

balance keeping

OaJjlaHCcOBa 3BITHICTH

data carrier

HOCIH 1H(popMarii

legal force

IOpyuandHa CHUJia

mean of smth.

3acio

a mean of checking values
according to the auditing

3aci0 mepeBIpKH MIHHOCTEH 1 3ICTABICHHS 3

JAHUMH OyXTaJTEePChKOTO 00JIIKY

control of the enterprise property

KOHTPOJIb BJIACHOCTI IMIIPHEMCTBA

moncy measurc

T'POIITOBUN BUMIP

real price

co01BapTiCTh

system of the indexes

CUCTEMA OKA3HHUKIB

Auditing is an accounting
function that involves the
review and evaluation of
financial records of a company. It
is done by auditors. These
reviews are called audits.

Outside/external ~ audits
are a normal and regular part of
business practice. In addition,
many corporations maintain a
continuous internal audit by their
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own accounting departments. They review operating procedures and financial records
and report to management on the current procedures and financial records and report
to management on the current state of the company’s fiscal affairs. The internal
auditors make suggestions to management for improvements in the standard operating
procedures and check the accounting records.

Independent auditing is done by accounts who are not employees of the
organization whose books they examined. The independent accountant is almost
always a CPA. Independent accountants review the business’s operating activities; they
examine financial statements and the accounting records.

Auditing consists of paperwork, inventory, (stock-taking), accounting records,
evaluation, calculation, accounts, balance keeping.

Paperwork involves company’s activity information on the different data carriers
which enable it legal force.

Inventory is a means of checking values according to the auditing.

Accounting records mean the control of the enterprise property.

Evaluation means evaluation of enterprise assets into money measures.

Calculation is the means of calculating real price. Real price is the determined
price of the produced product.

Balance keeping is the keeping information of the enterprise assets and its
formation.

Accounting records is the system of the indexes which show financial activity
of enterprise.

ANSWER THE FOLLOWING QUESTIONS:

What is auditing, and who performs it?

What is the purpose of external audits in business practice?

How do internal auditors contribute to a company's operations?

What is independent auditing, and who typically performs it?

What activities do independent accountants review during an audit?

What elements are involved in the process of auditing?

What role does paperwork play in the auditing process?

How is inventory related to auditing, and what does it involve?

. What does evaluation mean in the context of auditing, and how is it applied?
10 What is balance keeping, and why is it important in auditing?

©CoNOORWNE

Exercise 1. Give the English for:

30BHINIHIA ayauT, BHYTPIMIHIA aynut, Oyxranrepis, (iHAHCOBI CIpaBU KOMIIAHII,
nepeBipka Ta aHaii3 (HiHAHCOBHUX JOKYMEHTIB, ayJuTOp, MEPEBIPATH OyXraaTepChbKy
JOKYMEHTAIIi10, CTAaHAapTHI METOAN pOOOTH, TOUHA 1H(POPMAITIs.

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

meaning:
A B
outside audit uncontrolled
review process
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evaluation sufficient

check achievable
accounting records examine
accurate examination
inventory analysis
adequate correct
accessible bills
procedure stock-taking
independent external audit

Exercise 3. Match the words and phrase with the correct definition from the list
below:
financial statement, evaluation, audit, internal audit, auditor, external audit,
standard operating procedures, books

1. areview and evaluation of a company’s financial records by employees of the same
company;

2. an audit carried out by a person not employed by the company to check that the
accounts are accurate and honest;

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

4. a detailed inspection of the accounts of an organization by a professionally trained
person;

5. an organization’s established methods of carrying out its operating and recording
functions;

6. an analysis, study;

7. the books, files or computer records where a company’s accounts are kept;

8. a report showing profit and loss for a business or institution.

Exercise 4. Choose from the list the approprivate word and fill in the blanks:

accurate, an evaluation, fiscal affairs, financial records, outside audits, an
internal audit, the books, independent accountants, the accounting, audit, the
auditor

1. An accountant did a year-end ... of our financial records.
2. ... were called in to inspect the accounts.
3. ...firm audited the company every year.
4. ... are not employees of the organization whose books they examine.
5. The tax inspector wants to examine ... .
6. Many companies employ their own accountants to maintain ... .
7. ... are a normal and regular part of business practice.
8. Auditors review ... and report to the management on the current state of the
company’s.
9. ... in the form of an Auditor’s Report.
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10. An account did ... of the company’s financial state.
11. The numbers in the report are ... .

Exercise 5. Are the following statements true or false? Correct the false ones:

1. Auditing is performed only by external auditors.

2. Internal audits are conducted by a company's own accounting department.

3. Independent auditors are usually employees of the organization they audit.
4. The process of auditing includes evaluating financial records.

5. Inventory checks are not part of the auditing process.

6. The purpose of auditing is to improve the company's operating procedures.
7. Accounting records help in controlling the assets of a business.

UNIT 37. GLOBAL INTERNATIONAL TRADE

Study the following words and expressions.

overseas market

3aKOPJOHHI PUHKH

export

EKCIIOPT

foreign currency

1HO3E€MHA BaJIIOTA

international trade

MDKHApOJIHA TOPT1BIIS

consume CIO>KHBATU
unobtainable HEJOCSKHUN, HETOCTYTHUN
domestic BITUM3HSHUM, BHYTPIIIHIN
living standard KUTTEBUM PIBEHD

domestic BHYTPIIITHINA, MiCIICBUIA
tariff Tapud

quota KBOTa

exchange control

BAJIFOTHE PETYJIIOBaHHS

protect procedures

3axXUIaTH 3aX0IHU

free trade

BUTbHA TOPTIBIIA

national producer

HaIllOHAJIbHUI BUPOOHHK

barrier

Oap’ep

free trade

BUTbHA TOPTIBIIA

exchange rate

0OMIH BaJIOTH

International trade is when companies from one country sell their products or
services in other countries. For example, the UK producers cars, machinery, oil and
chemicals, which it exports to overseas markets. Other British exports include services
like banking and travel. These earn foreign currency for the UK. Imports to the UK
include cars, food, and electrical goods.

International trade enables countries to obtain some goods and services more cheaply
than they could produce them for themselves or to consume goods and services which
would otherwise be unobtainable from domestic supply sources.

Through International trade countries can improve their living standards.
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International  trade  keeps
domestic price down by
creating competition at home
and provides large markets
abroad.

Governments can
control international trade.
The most common measures
are tariffs, quotas, exchange
controls. They raise the price
of imported goods to protect
procedures.

The international trade
that takes place without

barriers such as tariffs, quotes and exchange controls is called free trade. Free trade
area is a form of trade integration between a number of countries, in which members
eliminate all trade barriers among themselves on goods and services, but each
continues to operate its own barriers against trade with the rest of the world.

Changes in the exchange rate can make a company more or less competitive.
The exchange rate is the amount of one currency needed to buy another currency. For
example, in 2002, one British pound bought about 200 Japanese yen, so the exchange
rate was 1:200. If the exchange rate falls, exports become cheaper, so companies
become more competitive. If the exchange rate rises, exports become more expensive,

so companies become less competitive.

ANSWER THE FOLLOWING QUESTIONS:

1. What is international trade, and what types of products and services does the UK

export?
Why do countries engage in international trade?

no

3. How does international trade contribute to improving living standards and

domestic competition?

4. What measures can governments use to control international trade, and what is

their purpose?

5. What is free trade, and how does it differ from controlled trade?
6. How do changes in exchange rates affect the competitiveness of a country's

exports?

Exercise 1. Give the English for:

BaJIIOTHE PETYIIOBaHHS, WIABUIIYBATH IIIHM Ha IMIOPTHI TOBAapH, MDKHApPOIHA
TOPTiBIIS, MOKPAIyBaTH >KUTTEBUU DPIBEHb, KOHTPOJIOBATH MIKHAPOJIHY TOPTIBIIO,
3aX0/Y, 3aXUIIAaTH HAI[IOHAIBLHOTO BUPOOHMKA, BUIbHA TOPTIBIIS, YCYBaTH BCl TOPTOB1

Oap’epu.
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Exercise 2. Are the following statements true or false? Correct the false ones:

1. International trade allows countries to produce all goods and services they need
without relying on others.

2. The UK exports various products, including cars and banking services.

3. Tariffs and quotas are used by governments to lower the prices of imported goods.
4. Free trade means that countries do not impose any trade barriers on each other.

5. A decrease in the exchange rate makes a country's exports more expensive.

6. International trade can help improve the living standards of countries.

7. The exchange rate is the value of one currency compared to another currency.

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

domestic, free trade, exchange control, tariff, barrier, quota, living standard
1. trade between countries with few government restrictions;
2. an amount that must be paid when particular goods are imported into a country, or
sometimes when they are exported;
3. a limit on the amount of a particular good that may be imported into country
during a given a period of time;
4. a set of restrictions imposed by a government on buying and selling foreign
currencies;
5. the level of material comfort and wealth that a person or a community has;
6. inside a particular country;
7. a system of import controls set up by a government to protect the country from
foreign competition.

Exercise 4. Choose from the list the approprivate word and fill in the blanks:

national producer, free, barriers, exchange controls, quota, tariff, living
standard, international
1. The United Kingdom removed all ... long time ago.
2. I hope this new job will give me a better .... .
3. ... . barriers can make trade difficult.
4. The government fixed a ... on the number of foreign cars allowed to be sold in the
USA.
5. The company depends on ... trade.
6. The General Agreement on Tariffs and Trade (GATT) is an international
organization whose goal is to eliminate tariffs and other ... to international trade.
7. .... trade among nations results in increased competition and lower prices.
8. This company is the largest ... of steel.

UNIT 38. WORLD TRADE ORGANIZATION

Study the following words and expressions.

‘ the World Trade Organization (WTO) | CBiTOBa opranizaiis TOprisii
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administer trade agreements

KCPYBaHHs TOProBCJIbHHUMHA YIroaMu

trade negotiating

TOPrOB1 IEPErOBOPH

settle trade disputes

PEryJoBaT TOProBi KOHQIIKTH

legal ground rules

OCHOBHI IPaBOB1 HOPMU

bind 3000B’s13yBaTu

trade rights TOProBi [paBa

oversea 3aKOPJXOHHUI

keep trade policy JOTPUMYBATHCS TOPrOBOT MOJITHUKU
dealings cripaBu (omneparrii)

International Monetary Fund MixHapOAHUI BaTIOTHUN QOH]
the World Bank CaiToBUM OaHK

The World Trade
Organization (WTO) is the
only international
organization dealing with the

\ Al global rules of trade between
g ; ‘ nations. Its main function is
g 1} It |.ﬁ|‘ in | W to ensure that trade flows as

]

Pl ir) &\ smoothly, predictably, and
freely as possible.
It does this by:
o administrating  trade
agreements;
o acting as a forum for
trade negotiations;

ot b =+ |

ﬂ i ‘World Trade Organization
\

o settling trade disputes;

e reviewing national trade policies;

e assisting developing countries in trade policy issues through technical assistance
and training programmers;

e cooperating with other international organizations.

At the heart of the system are the WTO’s agreements, negotiated and signed by
a large majority of the world’s trading nations. Those agreements are the legal ground
rules for international commerce. Essentially, they are contracts, guaranteeing member
countries important trade rights. They also bind governments to keep their trade
policies within agreed limits to everybody’s benefit. Their main purpose is to help
producers of goods and services, exporters and importers conduct their business.

The WTO is one of three major organizations that oversee international
economic relations among governments. The other two are the International Monetary
Fund, which improves payment arrangements and other financial dealings between
countries, and the World Bank, which provides loans to poorer nations. The WTO
headquarters are in Geneva, Switzerland.

118



ANSWER THE FOLLOWING QUESTIONS:

1. What is the primary function of the World Trade Organization (WTQO)?

2. What are the main activities the WTO undertakes to ensure smooth and predictable
trade?

3. What is the purpose of the agreements negotiated and signed by WTO member
countries?

4. How do WTO agreements benefit producers, exporters, and importers?

5. In what ways does the WTO assist developing countries?

6. Which other two major organizations work alongside the WTO in overseeing
international economic relations?

7. Where is the headquarters of the WTO located?

8. How do WTO agreements ensure that governments adhere to trade policies?

Exercise 1. Give the English for:

dbopyM AJi1 TOProBUX NEPETOBOPIB, YPETyIbOBYBaTH TOPTOBI KOH(IIIKTH, KepyBaTH
TOPrOBEJILHUMHU YroJaMU, OCHOBHI IMpPaBOBI HOPMH, rapaHTyBaTH TOProBl Ipana,
TOpProBa TOJIITHMKA, TEXHIYHA JOMOMOra, HaBYaJibHI MPOTpamu, CIIBIPAIIOBATH 3
MDKHapOJAHUMH OpraHi3alisiMH, JOTPUMYBATHUCS TOProBOI MOJITUKHU, MIKHAPOIHI
€KOHOMIYH1 BITHOCHHHM, CBITOBUI OaHK, HaJaBaTH MO3UKY, TOJIOBHE yIPABIIHHS.

Exercise 2. Are the following statements true or false? Correct the false ones:

1. The World Trade Organization is responsible for managing trade agreements
between countries.

2. The WTO helps developing countries by providing financial loans.

3. The main goal of the WTO is to ensure smooth and predictable trade.

4. The WTO is one of four major organizations overseeing international economic
relations.

5. The agreements made by the WTO are legally binding for member countries.

6. The WTO headquarters are located in Paris, France.

7. The WTO acts as a platform for resolving trade disputes among nations.

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

the contract, dealings, trade agreement, commerce, ground rules, negotiating,
the World Bank, the World Trade Organization

1. business done between people or organizations;

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

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

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

5. a set of rules;

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

7. an international organization that promotes trade in goods and services between
nations;

8. an agreement, usually written and signed by those making it.

Exercise 4. Choose from the list the approprivate word or phrase and fill in the
blanks:
administered, oversee, settle, commerce, the World Bank, dealings (2), barriers,
trade disputes, the negotiating, trading, agreement

1. Trade union leaders and employers are meeting to ... the pay dispute.

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

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

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

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

6. The two have had ... with each other over many years.

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

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

9. I've had ... with him before and he is not to be trusted.

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

11. The WTO , the IMF and the World Bank ... international economic relations
among governments.

12. She ... the committee meeting to make sure that everything worked smoothly.

Exercise 5. Translate into English:

CeiToBa opranizaiis TOpriBii, 3acHoBaHa B 1995 pomi, € oxaHiew 3
HAaMOJIOAIINX TJI00AJIBHUX oOpranizaiiii. BoHa BHCTymae €auHOIO MIDKHApPOIHOIO
CTPYKTYpOIO, SKa 3alMa€ThCs PETYIIOBAHHSAM OCHOBHUX TIPaBUJ TOPTIBII MIXK
kpainamu. Opranizaiisi aAMIHICTPY€ TOPTOBEIbHI YTOIU Ta CIYTye MIaTHOPMOIO IS
MPOBEJICHHS TOPrOBEJIIbHUX TIEPEroBOPiB, a TaKOX B3a€EMOJI€ 3  IHIIUMU
MDKHApOIHUMH OPTaHI3aIlisIMHU.

OpauMm 13 KIIOY0BHUX 3aBAaHb CBITOBOI OpraHi3ailii TOPriBii € BPETYIIOBAHHS
TOProBEeNbLHUX CyIEpedyoK. i yroam CTaHOBIATh 0a30Bi MHpaBOBi HOPMH A
MDKXHAPOHOT TOPTiBIIi, 3a0€3Meuyr04r KpaiHaM-4IeHaM BaKJIMB1 TOPTOBi IIpaBa.

KpiMm Toro, opramizaiis peryjaioe TOPTiBIIO TMOCIyraMH Ta MHATaHHS
iHTeNnekTyanbHoi  BiacHocTi. llltaG-kBaptupa CBiTOBO1 oOpranizaiii TOPriBii
posraimoBaHa B JXKenesi, [lIBeiiapis.
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UNIT 39. OWNERSHIP

Study the following words and expressions.

sole trade/sole proprietorship 0JTHOOCIOHA BJIACHICTh

unlimited liability companies KOMIaH1s 3 HEOOMEKEHOI B1JINMOBIIAJIHHICTIO

private limited companies (BrE) 3aKpuUTa aKI[lOHEpHA KOMMaH1s

public limited companies BIJIKpUTa KOMITaH1sl 3 0OMEKEHOI0
BIJIMOB1TAJIHLHICTIO

dissolve OPUNUHUTH ISUIbHICTh MANPUEMCTBA

legal restriction IOPUANYHI 0OMEKEHHS

losses 30UTKU

incur MaTH, 3a3HaBaTH

entirely 1JIKOM

file the permission 3BEPHYTHUCS 32 I03BOJIOM

if charter approved SIKIIIO CTaTyT yXBaJICHUMN

the number shares of stock KUIBKICTh I[IHHUX TaIepiB

certificates of ownership CBIIOLITBO BJIACHOCTI

capacity 00csr, 00’ eM

- A business is an
organization of material,
human, financial, and
information resources that are
joined together for a specific
purpose. There are several
main kinds of business: sole
trader/sole  proprietorship,
unlimited liability companies,
limited liability companies
which are subdivided into
private limited
companies/limited  liability
companies and public limited companies, corporations.

Sole trader/ sole proprietorship is the most common form of business
organization, it’s owned and run by one person.

The main advantage of a sole proprietorship is that it is the easiest form to start
and run. In the event that the owner wants to dissolve the business, a sole proprietorship
is as easily dissolved as it is formed.

Sole proprietorship owns all the profits of their enterprises and is free to make
whatever changes they please. They have minimal legal restriction and do not have to
pay the special taxes placed on the different state establishment.

The major disadvantage of a sole proprietorship is the unlimited liability. Since
the business and the owner are legally the same, the sole proprietor is liable for all

JWNERSHIP
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financial losses or debts that the business may incur.

The owners of Unlimited liability companies are personally and entirely liable
for the debts of the company. This means they may lose their personal assets (e.g.. their
house or car) if the company is in financial difficulties.

Limited liability company/ Partnership is a business that is jointly owned by two
or more people who have combined their talents and resources for the purpose of
earning profit. Partners share their profits and losses and they are responsible for the
management of the business and usually agree with each other before making major
decisions.

Business Corporation is an institution established for the purpose of making
profit. It’s operated by individuals. People who would like to form a corporation must
file for permission from the state government. If a charter approved, the documents
give permission to create a corporations. The charter states should involve legal name,
legal address, purpose of business. The number of shares of stock, or ownership parts
of the firm are specified in the charter. These shares are certificates of ownership and
are sold to investors called shareholders or stockholders. If the corporation is profitable
it will eventually issue a dividend or a check, representing a part of the corporate
profits to shareholders. There are a lot of advantages to corporations: it can attract a
large amount of capital and can invest it in plants, equipment and research.
Corporations have great capacity for growth and expansion. But there are some
disadvantages. It’s difficult and expensive to organize a corporation. There is also an
extra tax on corporate profits.

ANSWER THE FOLLOWING QUESTIONS:

What is a business, and what resources does it combine to achieve its purpose?

What are the main types of businesses mentioned in the text?

3. Why is sole proprietorship considered the most common form of business

organization?

What are the key advantages of a sole proprietorship?

What is the major disadvantage of a sole proprietorship?

How are owners of unlimited liability companies personally affected by financial

difficulties of the business?

What distinguishes a limited liability company from other forms of business?

8. What is required to establish a corporation, and what information must the charter
include?

9. How do corporations raise capital, and what benefits do shareholders receive if the
corporation is profitable?

10.What are the advantages and disadvantages of a corporation?

N =
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Exercise 1. Give the English for:

OyTH BIJANOBINAJIbHUM 3a OOpPrM KOMIIAHIi, BTpayaTd BJIACHE MalHO, KOMIAaHisi 3
OOMEKEHOIO BIIMNOBIJANBHICTIO, KOMIIAHIS 3 HEOOMEKEHOIO BIIITOBIIATBHICTIO,
BJIACHUK, ()IHAHCOBI TPYAHOILII, OJHOOCIOHA BIIACHICTh, KOpHOpAIllis, TOBapHUCTBO,
3aKpUTa aKillOHEpHAa KOMIIaHisl, aKI[IOHEp, MPOMOHYBATH aKliii, MPoJaBaTy akiiii Ha
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(doH0BI O1pKI.

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

meaning:
A B
share sole proprietorship
purpose aim
sole trader propose
offer unite
organize stock
personal arrange
join individual

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

sole proprietorship, unlimited company, shares (2), partnership, asset, debt,
private limited company, limited liability company, stock exchange, shareholder,
wealth
1. a company whose shares can be bought and sold on the stock exchange;
2. a business owned by one person;
3. a company in which the owners are entirely liable for the debts of the company;
4. a company in which the owners are liable only for the amount of money they
invested in the business;
5. a company that may not offer its shares for sale to the public;
6. a firm run by two or more partners;
7. money owed by one person or an organization to another;
8. an item of value belonging to a person or a company;
9. one of many portions into which a company’s capital is divided;
10. a market where stock and shares are bought and sold under fixed rules;
11. a person who owns shares in a company and, is, therefore, a member of the
company;
12. owing a large amount of money, goods or property.

Exercise 4. Put an appropriate word in the sentences:

stock exchange, wealth, purpose, shareholders, sole trader, partners, shares,
assets, debts, partnership, sole proprietorship

1. He works as a computer operator in New York ... ... .

2. Formed by two or more persons, the ... is considered a business entity. Each
partner is responsible for the ... .

3. All personal ... of each partner are at risk if the business falls.

4. ... receive dividends in proportion to the capital they invest.

5.Beinga ... ... she works long hours in her hairdressing business.

6. The partnership collapsed as a result of the criminal activities of one of the ... .
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7. He has ... in Great Britain.

8. He is a man of great ... .

9. The ... of going to school is to learn .

10. The person operating a ... ... owns the business by his own way.

Exercise 5. What is the difference between:

sole proprietorship — partnership;
partnership — corporation.

Exercise 6. Are the following statements true or false? Correct the false ones:

1. A sole proprietorship is owned by multiple people.

2. The owner of a sole proprietorship can easily dissolve the business.

3. Unlimited liability companies protect the personal assets of their owners.

4. A limited liability company is owned by two or more individuals.

5. Corporations are easy and inexpensive to set up.

6. Shareholders receive dividends if the corporation makes a profit.

7. Sole proprietorships have many legal restrictions compared to other business types.

UNIT 40. COMPANY LIMITED BY SHARES

Study the following words and expressions.

invest BKJIAJaTH KarriTai

put in BKJIAJaTH KariTai

fixed capital (fixed assets) YCTaBHHH KaIliTa

majority shareholder BJIACHUK OCHOBHOTO TaKeTa aKIlii

shares aKI[is

benefit ratio pO3MOALT MPUOYTKIB

profit and loss npuOyTOK Ta BUTPATH

private limited company pUBaTHA KOMITaHis 3
00MEKEHOIO BiIMTOBIAATHHICTIO

stock exchange dbonmoBa Oipka

do well JIOCSITaTH yCITiXiB

pay debts BUIIJIAYyBaTH OOpTH

liability BIIOBIIAJIBHICTE

sole proprietorship IIPUBATHE MIIIPHUEMCTBO 3aCHOBaHE
OJIHI€I0 0C00010

partnership NapTHEPCTBO

go bankrupt 30aHKPYTYyBaTU
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Four men, Mr. Somov,

Private Limited Public Limited
Company (LTD) Company (PLC) Mr. Menshov, Mr. Antonenko,

. and Mr. Kozak have started a
an only sell Can sell shares o

private shares to the general public limited company. They arc
shareholders. Mr. Somov
invested 20,000 hryvnyas. Mr.

Advantages: Advantages: .
¢ 9 Menshov put in 10,000
¢ Limited liability « Limited liability hryVIlyaS, Mr. Kozak,s
« Separate legal entity * Separate legal entity . .
1o owners 10 owners contribution  was 55,000
Disadvant + Can sell shares publicly hryvnyaS, the Capital of
Isadvantages: .
g Dicadvant Antonenko  being 15,000
« Must discl | Isadvantages: .
e ? hryvnyas. The fixed -capital
inancial information « Must disclose annual
fixed assets) is 100,000
¢ Must hold an AGM financial information ( 4
« Can't sell shares publicly » Must hold an AGM hryvnyas.

Mr. Kozak is the
majority shareholder (he owns the most shares). Mr. Kozak has a controlling interest
(he owns more than 50% of the shares). The company’s capital (the money for buying
goods and equipment) is 100, 000 hryvnyas. The profit is divided between
shareholders. The profit is divided by the invested shares, it’s called the benefit ratio.
The shareholders may control profit and loss, but another appointed person is
responsible for it.

When a limited company has started trading, you do not invest in shares by
giving more capital to the company. You buy them from one of the Shareholders. If it
is a private limited company, a shareholder can only sell shares if all the other
shareholders agree. If it is a public limited company, shares can be bought and sold
freely, usually at the Stock Exchange. If the company is doing well and paying high
dividends, then you might pay more than the face value of the shares. If it is doing
badly, you might pay less than the face value of the shares. The price you pay at the
Stock Exchange or to a shareholder for your shares is their market value. If the
company fails, it will stop trading and go into liquidation. This means that all the
company’s property and equipment (its assets) must be sold and the money from the
sale will be used to pay its debts to its creditors. The shareholders may lose the money
they paid for the shares. If the company still does not have enough money to pay all its
debts, the shareholders do not have to pay any more money. In other words, the
shareholders’ liability for debts is limited to the value of their shares. On the other
hand, if you are an owner of a business which is not limited, for example a sole
proprietorship (owned by one person) or a partnership (owned by between 2 and 20
people) and your business fails, you will go bankrupt. In this case you might have to
sell your own private possessions (your house, car, furniture, etc) to pay all your
creditors. Other words, sole proprietors and partners have unlimited liability for their
firm’s debts.

ANSWER THE FOLLOWING QUESTIONS:

1. Who are the shareholders of the limited company, and how much did each invest?
2. What does it mean that Mr. Kozak is the majority shareholder?
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How is the company’s profit divided among the shareholders?

What is the difference between a private limited company and a public limited

company in terms of selling shares?

What is the market value of shares, and how is it determined?

What happens to the company’s assets if it goes into liquidation?

What does “limited liability” mean for shareholders of a limited company?

How does the liability of shareholders in a limited company differ from that of

owners in a sole proprietorship or partnership?

9. Why might a shareholder pay more or less than the face value of shares when buying
them?

10.What are the consequences for a sole proprietor or partner if their business goes

bankrupt?

B w
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Exercise 1. Give for the English:

NapTHEPCTBO, BKJIAJIATH KaIliTall, YCTAaBHWUU KamiTal, aKiii, mpuBaTHA KOMIaHis 3
00OMEXEHOI0 BIIMOBIIANBHICTIO, (hOHAOBA Oip*a, Po3nmoALl MpUOYTKIB, JIKBITYyBaTH,
BUILIAYyBaTH OOpPTH, BIMOBIAATBHICTS.

Exercise 2. Pick the Right Answer:
1. What is the main purpose of a limited company?
a) To generate profits for the owners

b) To provide goods and services to the public

¢) To limit the liability of the shareholders

d) To raise capital through the sale of shares
2. How do shareholders typically earn a return on their investment in a limited
company?

a) Through dividends paid on their shares

b) By selling their shares at a higher price

c) By receiving a share of the company's profits

d) Both Aand B

3. What is the key difference between a limited company and a sole proprietorship or
partnership?
a) Limited companies have more shareholders

b) Limited companies have higher capital requirements
¢) Limited companies have limited liability for shareholders
d) Limited companies have stricter legal regulations

4. If a limited company goes into liquidation, what happens to the shareholders'
investments?
a) Shareholders receive their full investment back

b) Shareholders receive a portion of the company's assets
c) Shareholders are responsible for the company's debts
d) Shareholders lose the value of their shares
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5. How does the price of a company's shares on the stock exchange reflect its financial
performance?
a) Shares are always priced at their face value

b) Shares are priced higher when the company is doing well
c) Shares are priced lower when the company is doing poorly
d) BothBand C

6. Who has the controlling interest in the limited company described in the passage?
a) Mr. Somov

b) Mr. Menshov

c) Mr. Antonenko

d) Mr. Kozak
7. What is the primary responsibility of the appointed person(s) in the limited
company?

a) To make major business decisions

b) To manage the company's day-to-day operations

c) To oversee the company's financial reporting

d) To monitor the shareholders' profit and loss

Exercise 3. Translate the following sentences:

1. Kamitan kommanii ckinamgaerbes 3 100,000 akiriif, Ko’kHa 3 SKUX Ma€ HOMIHAJIbHY

BapTicTh 23.

Jlns modatky 6i3Hecy MOTPiIOHO OTPUMATH MO3UKY B OaHKY.

BiH € OCHOBHUM aKI[IOHEPOM.

4, KommaHis 3 00MeXEHOIO0 BiIIOBIIAJIBHICTIO OTpUMaJIa TaKy Ha3BY uyepe3 0OMEXXeHY
BIJIMOBIIAJIBHICTD TIEpPe] KpeIUTOpaMu y pa3i ii JikBifgarii abo 6aHKpyTCTBa.

5. Axiii xoMIaHii TOpPryroThcs Ha OipXKi, ajieé SKI0 BOHA 3a3HA€ Kpaxy, TOPTIBIIA
PUIIUHSAETHCS, 1 KOMITaHis JIKBIAYEThCS.

6. YcmimHa KommaHisg, sKa BUIDIAYyE€ BHUCOKI JIHUBIACHIW, Ma€ aKilii 3 BHUCOKOIO
PUHKOBOIO BapTICTIO.

7. Y pasi mikBinamii a0o OGaHKpYTCTBa KOMITaHisi 3 0OMEKEHOIO BIAMOBIIAIBHICTIO
IIPOJIa€ BCi CBOT aKTUBH, 100 TIOTaCUTH 3a00PTrOBaHICTh MIEPE] KPEAUTOPAMH.

8. OmHOOCIOHI MiAMPUEMINI HECYTh TMOBHY BIAMOBIJANTBHICTE 3a OOpPru CBOIX
MIITPUEMCTB.

w N

Exercise 4. Are the following statements true or false? Correct the false ones:

1. Mr. Petrov is the only shareholder who invested more than 50,000 hryvnyas.

2. Shareholders can sell their shares freely in a private limited company.

3. The company's assets must be sold if it goes into liquidation.

4. Shareholders are responsible for the company's profit and loss.

5. A sole proprietorship has limited liability for its debts.

6. The profit is shared among shareholders based on their investment.

7. If a partnership fails, the owners may have to sell personal belongings to pay debts.
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GRAMMAR REVISION

Unit 1. Present simple and present continuous

Present % ¥ Present
Simple L 9. Continuous "™ fﬁ

‘\\VV

Express general truths Describe actions happening now

E.g. It rarely rains in the desert. E.g. She is reading a newspaper upstairs.

Indicate present habits Express annoying habits (+ always)

E.g. The birds return to the island every
morning.

Express timetable events Describe future arrangements (informal

E.g. The plane to London takes off at
6:30 a.m.

E.g. You're always forgetting to pay the bhills.

E.g. She's getting married on 3 November.

Express temporary states

E.g. | like the new James Bond film E.g. She's working at the museum until the
-g. : end of this month.

Indicate permanent states

Exercise 1. Choose the correct variant:

1. Great Britain becomes/ is becoming more popular as a location for international
business.

2. Look! The meeting starts/is starting. We’d better go in.

3. I work/am working for Midmark, a firm that makes/is making medical equipment.
4. 1 go/am going to the supermarket. Do you want anything?

5. The train is arriving/arrives at 7 a.m.

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

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

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

9. I work /am working overtime this week.

10. Tom is very reliable person, everybody is trusting/trusts him.
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11. He usually is coming/ comes to his office on time.

12. The sun is setting/sets in the West.

13. All the guides here speak/are speaking at least foreign languages, because a lot of
foreign tourists come/are coming every year.

14. He earns/ is earning over $20, 000 a year.

15. People often spend/are spending a lot of their money on cigarettes.

Exercise 2. Complete the sentence using the correct form Present Simple or Present
Continuous of the verbs in brackets.

1. He (make) paper product.

1. Multinationals (compete) for a market share.

2. What you (think) about?

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

4. I never (work) at the weekend.

5. The speaker (wait for) a telephone call.

6. The manager (check) the production levels every day.

7. They (sign) the contract in the conference room. Don’t trouble them.

8. He (smoke) 30 cigarettes a day but at the moment he (try) very hard to cut down.
9. The express train always (arrive) on time.

10. The delegation (come) now.

11. She (run) her own business.

12. 1 feel that we (make) too much noise.

13. The firm (specialize) in green tourism.

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

Exercise 3. Translate into English:

He 3aBakaii MeHi, 51 3aiHATHI MTEPEKIIaIOM CTATTi 3 EKOHOMIKH.

TpaHcHamioHaaBH1 KOpHopalii 3M1HCHIOIOTH TISTbHICTh Y 0aratb0X KpaiHax CBITY.

Miii 6pat 3aiiMaeThCs MANMPUEMHUILITBOM Y cdepi Maoro OizHecy.

Exonomiuna cutyailis B Kpaidi BIUTMBAE HA TIEPCIIEKTHBU PO3BUTKY O13HECY.

Uumano €BpOMEUChKUX KOMIAHIA aKTHBHO CIHIBIOPAMIOIOTh 13 SAMOHCHKUMU

MapTHEPAMHU.

L{s koMITaHist BUITyCKa€ CydacHi TEIEBI30pU HAWBHUIIIOTO PiBHS.

3apa3 ypsij mpaiftoe HaJl 3HWKEHHSM I[1H Ha POTYKTH Xap4uyBaHHS.

Miit apyr 3aiiMa€eThCsl BUBUCHHSIM €KOHOMIYHHUX JAUCITUILTIH.

. Hapasi Most koMnaHist rykae HOBHX Oi3Hec-IIapTHEPIB.

10 Horo piunuii noxia cranoButh $50,000.

11.Mene He IiKaBUTh Ballla MPOTO3UIlISA — S 3aliMArOCS PO3IMIUPEHHSM BIACHOTO
O13HeCy.

12.BnacHUKH TOPTOBENBHHUX MiAMPUEMCTB HAMArarOThCS OCSATTH JOMOBIECHOCTEH 3

IILOTO TIPUBOTY.

b wnE
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Unit 2. Present Perfect Tense

The present perfect tense describes actions or events with a connection to the present, formed with "have/has" +

past participle, emphasizing past actions' relevance to the present. Now
: : [LI11] 1. ) ﬁ | N
Timeline |1 have finished my work. 5 X L Future.
I have finished
- — Si F Just
Subject have/has Past Participle (_since ) o) st )
[ Already J[ Never ][ Ever J

Structure Sub + have/has + Past Participle

* | have completed the assignment.
Examples * She/he/it has visited Italy.

* They have watched that movie. Ui cib ol i

present relevance

nnnnn

Examples

I have finished my work.

Structure Sub + have/has not + Past Participle

* | have not traveled to Japan. To express experiences

Examples * She/he/it has not learned French.

+
@

She has traveled to Europe.

* They have not met the new neighbor. f
To convey actions that have

Structure Have/Has + Sub + Past Participle iusthappened

They have just arrived.

¢ Have you ever been to Paris?
Examples ¢ Has she finished her project yet?
* Have they seen the latest episode?

To discuss actions at an
unspecified past time

2

He has seen that movie.

Exercise 1. Choose the correct variant:

. She was/has been away on business since last Monday.

. I never was/have been to Italy, but I have gone/went to England last May.

1
2
3. I sent/ have sent them email this week.

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

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

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

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

9. Mary called/have called her employer yesterday.

10. He published/ has published a new book twice already.

Exercise 2. Complete the sentence using the correct form of the Past Simple or

Present Perfect of the verbs in brackets.

1. The company (change) a lot lately.

1. How long you (be) in your current job?

2. He (organize) his sole proprietorship this year.
3. This morning I (take) a little walk.

4. We (be) to our main office since 7.30.

5. I (knew) the owner of his company all my life.
6. People (begin) to watch TV about 50 years ago.
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7. 1 am looking for Tom. You (see) him? — I (see) him last week, but not today.

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

Exercise 3. Translate into English:

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

. [ligmpuemMcTBO BKe 301IBLINIIO CBIM piuHUMA PUOYTOK HA 15%.
. [HBecTopu Helo1aBHO BKJIAJIM 3HAYHI KOILLITH Y HOBUU cTapTarl.
. Kommanis ykiana kijibka BUT1IHUX KOHTPAKTIB LIbOI'O POKY.

. HenTpanbauii 0aHK y»e NMIJBUIIMB 00JIKOBY CTAaBKY JIBi4l 3a OCTAHHIN KBapTal.
®dipMa 110iHO 3aBepiinia ayauT (HiHaHCOBOI 3BITHOCTI.
. ExonomiyHa cutyaiis B KpaiHi 3Ha4HO MOKpaIUiIacs 3a OCTAHHE IECATUIITTS.
. bararo mianpuemMcTB yXe BIpOBaIMUIN HOBI TEXHOJIOT1i aBTOMATH3AII11.
. Mu po3riisiHyJiM BC1 MOKJIMBI BaplaHTH 1HBECTYBaHHS.

CnoxuBUi I[1HU Ha MAJbHE HEIloaBHO 3pociu Ha 10%.

0.BupoOHMKM 1aBHO BIPOBAAWIN CTPATET1l CTAJIOr0 PO3BUTKY.

Unit 3. Present Perfect Continuous

0 S + have/has + been + V-ing

Q S + have/has + not + been + V-ing

0 Have/has + S + been + V-ing

Express long actions that started
in the past and continue until now

Express recent actions that have Her eyes are red because she's been
clear evidence or results now crying all evening.
Typically used for shorter, more Have they been learning English this

temporary situations week?

I've been living in Ireland for almost 4 years.
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Exercise 1. Choose the correct variant:

1. What new product have you advertised/ have you been advertising since I last visited
you.

2. She has worked/has been working overtime since May.

3. My firm has sold/has been selling shares since September.

4. Have you read/have you been reading our company development programme all
day?

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

6. I have worked/have been working so hard that I haven’t seen my family for weeks.

7. They have exhibited/have been exhibiting this new model since May.

8. My friend has looked/has been looking around for a new flat, be hasn’t found it yet.
9. How long have you worked/have you been working as a consultant?

10. He has developed/has been developing a new product for a month.

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

1. The parent company (finance) its subsidiary for 2 months.

2. The company (not make) any money for 2 months.

3. I wait for two hours, but nobody (arrive) yet.

4. I (listen) to you for the past half an hour, but I’m afraid I don’t understand your idea.
5. I (shop) all morning, but I (not buy) anything. I (not see) anything I’ve liked.
6. I (read) a lot of special literature lately.
7. He (not have) a holiday for years.
8. My friend (be) President of the holding company for 3 months now.
9. This shop never (make) a profit.
10. I'm exhausted I (work) all day on my business plan, and (not finish) it yet.

Exercise 3. Translate into English:

1. TlignpueMcTBO BKE KUTbKA MICAIIIB BIIPOBAIKYE HOBY MAPKETUHTOBY CTPATETIIO.

2. ExoHomicTu 0OTOBOPIOIOTH BIUIMB 1HQIIAIIT HA PUHOK HEPYXOMOCTI 3 MOYATKY
POKY.

3. Kommanist ocTaHHIM 4acoM aKTHBHO 3allyda€ iHO3EMHUX 1HBECTOPIB.

4. BupoOHUKH BXE KUTbKa POKIB IITYKAIOTh aJbTEPHATHBHI JKEpeia EHEePTii.

5. llenTpanpHuii 0aHK 3 IMOYATKy KpH3W 3AIMCHIOE 3axoaud I crabimizarii
€KOHOMIKH.

6. AHaJITUKH MOCTIDKYIOTh TEHACHINI ()IHAHCOBOTO PHUHKY MPOTATOM OCTaHHIX

IIECTU MICAIIIB.

Kopmnopaitis mocTiiiHO po3MIUPIOE CBOIO MPUCYTHICTh HA MIKHAPOIHUX PHUHKAX.

8. Manuii 6i3HeC CTUKAETHCS 3 EKOHOMIYHUMU TPYTHOIIIAMH MTPOTSATOM OCTaHHIX IBOX
POKIB.

9. ImBecTOpM YBaXKHO CIIOCTEPIrar0Th 3a 3MiHaMH Ha (HOHIAOBOMY PHHKY 3 MOYATKY
POKY.

~
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10.3n100yBaui ocBiTH Bce Oinplle BHBYAIOTH (DiHAHCOBY TPAMOTHICTH Yy 3B S3KYy 3
r100aJTbHUMH €KOHOMIYHUMHU 3MIHAMU.

Unit 4. Past Simple and Past Continuous

PAST SIMPLE

* last, ago, In, yesterday, the
day before yesterday, when
* auxillary did

* actions or events in the past
Last weekend, | went to Granada.

»actions or events, which happened one after another
| visited a cathedral, ate in fancy restaurants, and toured
the Alahambra.

PAST CONTINUOUS
(was/were) + gerund

*while, at 3 o'clock

* activities that were already happening at a moment in
the past
We were doing a maths exam in class when my mobile
rang.

*when we are not interested in when the activity
started and we don't know if it finished or not
The sun was shining and | was feeling happy.

COMBINATION

When PS, PC
PC when PS

While/As PC, PS
PS while/as PC

*We can combine the Past Simple (PS) & Past
Continuous (PC) to show that an action happened in the
middle of an activity.

I was waltching television

-—

the telephone rang

Exercise 1. Choose the correct form:

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

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

3. Last year they were dividing/divided their business into two.

4. At 7 o’clock this morning she studied/was studying.

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

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

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

8. I talked/was talking to my boss when you rang.

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

10. While Maria was writing the report, Henry looked/ was looking for more

information.

Exercise 2. Complete the sentences using the correct form (Past Simple or Past
Continuous) of the verbs in brackets:

1. While he (watch) television he hear a loud cry for help.
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9.

2. 1 (phone) my parents when the door bell (ring).
3. When I clean the house, I (find) some old letters.
4. The doorbell (ring) while I (have) a bath.

5.
6
7
8

They (build) a new bank when I (be) there last year.

. My friend (own) this company but the state (buy) it and (bring) into public sector.
. Tom (write) a letter to his family when his pencil (break).
. We (not hear) the phone because we (sing).

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

10. While my brother (study) for his exam, I (translate) a newspaper article into
Ukraine.

Exercise 3. Translate into English:

okowdE

Kommnanig ykiiana BaxJIMBUN KOHTPAKT MUHYJIOTO POKY.

[Tix yac meperoBopiB BOHU 0OTOBOPIOBAIM YMOBH CITIBIPAIIi.

baHk 3HM3UB BiJICOTKOBI CTAaBKHM Ha MOYATKY POKY.

[Toxu eKOHOMICTH aHaNI3yBaJlu PUHOK, KYpC BaJIOTH PI3KO 3MIHUBCA.

MuHyoro Micsiist MANPUEMCTBO BTPATHIIO 3HAYHY YaCTUHY NPUOYTKY.

[loxu xommaHis po3poOisijia HOBY CTpaTerito, KOHKYPEHTH 3alyCTHJIM HOBHI
POIYKT.

®doHI0BUI pUHOK 3a3HaB cepito3Hux BTpaT y 2008 porri.

Komm ypsig yxBanuB HOBUM 3aKOH, MIAMPUEMII TPOTECTYBAIH.

. MUHYJIOTO THXHS aHATITUKUA OMYyOJIIKYBald 3BIT MPO CTaH €KOHOMIKH.

0 [Tig yac pinaHcoBOi kKpHU3M OGaraTo KOMMaHi# CKOPOUYBaIU BUTPATH.

Unit 5. Past Perfect Tense

Past perfect tense tells about an event that had happened in the
past and was finished before another action took place. This
particular tense is used to describe an action that took place and
was interrupted by another action.

To make an affirmative, we use the following formula,
Subject + had + past participle + object

To make a negative sentence, we use the following formula,
Subject + had not + past participle + object

In order to ask questions, we use the following formula,
Had + subject + past participle + object
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To describe an action finished Richard had gone out when his wife
before another past action arrived in the office.
Describe an action that happened Christine had never been to an opera
before a specific time in the past before last night.
To describe cause and effect I got stuck in traffic because there had
(combine with Past Simple) been an accident.
To emphasize the result of an I had been to London twice by the time |
activity in the past got a job in New York.

Exercise 1. Complete these sentences using the correct form Past Simple or Past
Perfect of the verbs in brackets:

1. The regulations (change) before we took over this company.

2. Several years ago these two companies formed a joint venture but they (remain)
separate legal entities.

3. They just (start) their business when we worked out a programme of restructuring.
4. As soon as this company (be privatized) their expenditures increased.

5. After they (invest) in business, our shares went up.

6. They (decide) to work together and (form) a joint venture.

7. As soon as our business (expand) we began to buy shares in other companies.

8. When they (make a bid) for a computer company they were ready to buy it at that
price.

9. He already (work) in business before he joined our company.

10. We (win) a controlling share of the company before they.

Exercise 2. Choose the correct variant:

1. The general manager reported that our company had/had had a successful year.

2. Before these two companies merged, their profit was/had been very low.

3. She entered the University after she graduated/had graduated from the business
school.

4. We arrived late at the stadium and the football match had started/started.

5. When we came back to the hall, the guests left/had left.

6. Her face was familiar, I met/had met her at the university before.

7. The plane left/had left when we arrived at the airport.

8. He established/had established his business in 2024.

9. I was late for the company meeting because I missed/ had missed the 6 o’clock bus.
10. Most of the delegates arrived/had arrived by the time I got there.
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Exercise 3. Translate into English:

1. KommaHig Bke mianucana KOHTPAKT, KOJIU OTpUMalla BUTIIHY MPOMO3ULIIO.

2. IlinmpueMcTBO 3aKpUIiIO KUIbKa (QUIIH A0 TOTO, SIK MoYajacsd €eKOHOMIYHA KpH3a.

3. bank migBUIIUB BIICOTKOBI CTaBKHU, MEPII HIK ypsJ 3alpoBaJvB HOB1 (piHAHCOBI

pedopmu.

[HBecTOpH Ipoamy akilii 40 TOro, SIK iXHs BapTICTh MoYasia pi3Ko 3pOCTaTH.

dipma Bxke po3poOuiia HOBY MApKETHMHIOBY CTpAaTErilo, KOJU KOHKYPEHTH

BUITYCTHJIM AHAJIOTTYHUNA MPOJIYKT.

J1o KIHIIS pOKY KOMITaHis Bxke 3011blnia cBiid mpruOyTok Ha 20%.

7. J1o MOMEHTY OTOJIOIIEHHS MPO OAHKPYTCTBO MIANPUEMCTBO HAKOMUYWIIO 3HAYHI
oopru.

8. ExoHoOMICTH BXe MpoaHaii3yBajiu TeHJICHILIII pUHKY, KOJIU BUMIIOB OPIIHHUAN 3BIT
ypsny.

9. Kopmoparist 3aBepiiniia MNpolec pecTpyKTypu3allii Iie 10 TOoro, siK MOYaBCs
¢dinaHcoBHi cria.

10.1o BBeneHHS HOBUX IMOJATKOBUX MUILI O6AaraTo MiAMPUEMCTB YKE 3MIHUIU CBOIO
(iHAaHCOBY CTpaTerito.

o s

o

Unit 6. Past Perfect Continuous

It is used to express ongoing nature of an action that occurred continuously before another event in past. It is
formed by combining "had been" with the present participle (verb-ing) of the main verb.

= T N ?W
-lme ine — 5 - >< >
- Past s/ M~ . Future
He had been studying for hours before the exam started. Tive Words
She had been studying ( For ) since J[ Lately )
Subject had (been) V-ing [ Recently ][ All week J[ This month ]
Structure Sub+ had+ been + V-ing USage Exampies
o * They had been working on the project
Examples for months. . . e
s . Actions That Were Ongoing Before| She had been waiting for the bus
° We'd been studying French for years. Another Action in the Past all morning when it finally arrived.
Structure Sub+ had+ Not + been + V-ing B ) o :
. Duration Leading Up to a Pointin | We had been studying French for
* They had not been attending the the Past years before we visited France.
Examples meetings regularly.
* He had not been exercising regularly. : i R =
mphasis on the Duration of an The team had been practicing for
Structure had + subject + been + verb-ing +? Action the competition tirelessly.
* Had she been learning to play the H ldn't sleap b hehed
Examples piano for years? Expressing Cause and Effect e:::n dnrini;:pco:?:::: d:y s
¢ Had they been traveling all day? ;

Exercise 1. Choose the correct tense:

1. It had been raining/rained for half and an hour when I left home.

2. Jane explained that she had been taking/took that medicine for a long time.
3. I had been revising/had revised the texts for two hours, when he rang me up

yesterday.

4. My friend smoked/had been smoking for twenty years when he finally gave it up.
5. She had been reading/read the book for two hours when I came.
6. We had been walking/walked for hours before we saw the lake.
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7. 1 was told that your friend had been waiting/was waiting for half an hour before you
rang me up.

8. My uncle had been living/ had lived ten years before he moved to California.

9. When I came they had been discussing/were discussing this question for over an
hour.

10. I said that I had been staying/was staying all the day.

Exercise 2. Translate into English:

1. KomnaHisg BXe KUIbKa POKIB PO3po0Jsiiga HOBUM MPOIYKT, KOJIU KOHKYPEHTH
BUITYCTWJIM AHAJIOTTYHUNA TOBAp.

2. baHk miABUIIMB BIJCOTKOBI CTaBKM, OCKUIbKM 1HQIALIS 3pocTajia MpOoTIroM
OCTAHHIX IIIECTH MICSI[IB.

3. ®ipma JI0Bro mpairoBaja HaJl MAPKETUHIOBOK KOMIIAHIEI0, TIEPI HIXK BUITyCTHIIA
HOBY peKJiamy.

4. ]Jlo MOMEHTY OroJIOHIEHHSI PO OaHKPYTCTBO MIJIPUEMCTBO KiJIbKa POKIB 3a3HAJIO
(hiHaHCOBUX TPY/IHOIIIIB.

5. IuBecTopu BKJIaAaOTh KOIITH B KOMITaHII0 IPOTSATOM TPUBAJIOr0 Yacy, MepIl HiX 1i
aKIii pi3Ko BIAJIH.

6. [ligmpueMCTBO pO3IMIMPHUIO BHUPOOHUITBO KUIbKa MICAILIB, KOJM BUHHUKIA
€KOHOMIYHa KpH3a.

7. J1o MOMEHTY 3JIMTTS IBOX KOPIOpaIliii BOHU BXKE TPUBAJIUN Yac BEJIH MEPETOBOPH.

Unit 7. Future Continuous and Future Perfect

FUTURE CONTINUOUS

test-anglish g com

[ acrcro. ] iomcancng S T1vitce danch

Yesterday NOW This time
at this time tomorrow

This time tomorrow, this time next week/etc.
At 9 tomorrow, at 10 next Tuesday/etc.

In two weeks, in 5 years, etc.

y In two weeks' time, in 5 years' time, etc.
When ...

Actions in progress at certain time in the future

@) (This ime next week ), | will be traveliing to Paris.

(3)Tomorrow at 10, you''ll be deing your exam.

willbe + -ing

e
]

[ (3 When you get off the frain, I'll be waiting at the platform.

Future plans and arangements (=present continuous or be going o)

@ we'llbe coming next weekend. (=We're coming next weekend)

A - @®!'wil be leaving fomorrow at 8 a.m.
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FUTURE PERFECT

test-englishg com

By tomorrow, by next week, by 2050, etc.

past (By) this time tomorrow, (by) this time next week, etc.
participle By the time + subject + verb (you arrive)
In two weeks (' time), in five years (' time), etc.
When..., Before...

Actions finished before some time in the future

-
| had finished | have finished | will have finished W
my work my work my work
Yesterday NOW! By this fime
at this time tomomow

Duration of a situation until some fime in the future

| 'will have been married for 20 years
N

| have been married for 10 years

| had been maried for 8 years
| IH

10 years ago 2 years NOWI In 10 years'
| got married ago time

e

|
Exercise 1. Choose the correct variant:

1. We won’t have finished/won’t be finishing this work by the end of the month.

2. I won’t have time to solve this problem tomorrow because 1’1l be working/ I’1l have
worked all morning.

3. Don’t come to the office at eight because we won’t have arrived/ we won’t be
arriving by them. 4. This time next week I’ll be taking/ I’ll have taken my entrance
exams.

5. By the time I retire I’1l be working/ I’ll have worked here for thirty years.

6. Will you be using/ will you have used your computer this evening?

7. We’ll have held/we’ll be holding our annual meeting soon, so we can make a
decision then

8. The interviewers will be finishing/ will have finished the selection of the best
candidates for this job by 6 o’clock.

9. By that time we get to the stadium, the game will be/ will have started.

10. . T expect the meeting will be starting/will have started by the time we get to the
conference hall.

Exercise 2. Translate the sentences:

1. [Iboro 4acy HACTYNMHOTO POKY KOMIIAHIsI aKTHBHO PO3MIMPIOBATUME CBOIO

MPUCYTHICTh HA MDKHAPOJIHUX PUHKAX.
2. IligmpueMCTBO IHBECTYBAaTHME B HOBI TEXHOJIOTIi MPOTATOM HACTYIMHHX KUTBKOX

POKIB.
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3. Ypsng oOroBoproBaTMME HOBI €KOHOMIUHI peopMu mif 4ac MalOyTHBOI cecii
napJaMeHTy.

4. ®oHJOBUII PUHOK ycCe€ M€ KOJUBATUMETHCS 4Yepe3 HECTaOUIbHY EKOHOMIYHY
CUTYaIIIIO.

5. AHaNITUKM MpoaHami3yloTh ()IHAHCOBI MOKA3HUKM KOMIAHIA IPOTATOM YChOTO
KBapTaly.

6. o KiHII pOKY MIANPUEMCTBO BK€ 30UIBIINTE CBOT NpHOyTKH Ha 20%.

7. o 2030 poky Oarato KOMIIaHI TOBHICTIO NEPEHAYTh Ha EKOJOTIYHE
BUPOOHHUIITBO.

8. o 3aBepuieHHs (piHAHCOBOTO POKY OaHK 3HU3UTH B1ICOTKOBI CTABKH.

9. o HacTymHOro MIcsLs ypsJ yXBAIUTh HOBI MOAATKOBI MUIBCH JUIsl MAJIoro Oi3HeCY.

10.1o MOMEHTY NIANUCAHHS KOHTPAKTY OOMABI CTOPOHU BXKE Y3TOSATh yC1 KIIIOYOBI
JeTanal yrojim.

Unit 8. The sequence of Tenses

Direct speech Indirect speech

I. Present Tenses
pre— Past Simple

Present Simple

Present Progressive ==  Past Progressive

Present Perfect > Past Perfect

Present Perfect Progressive s  Past Perfect Progressive

II. Past Tenses
— Past Perfect

Past Simple

Past Progressive s Past Perfect Progressive

Past Perfect > Past Perfect
I Future Simple
>  Future-in-the-Past

Future Simple

Future Perfect m—  Future-in-the-Past Perfect

The sequence of tenses is a dependence of the tense of the verb in a subordinate clause
on that of the verb in the principal clause:
the actions take place at the same time:
e. g. I see that you know her well;

the action in the subordinate clause precedes that in the principal clause:

e.g. She knows that she has met us;
the action in the subordinate clause follows the action in the principal clause:

e. g. | hoped you would stay at home;

e. g. | knew that you were staying here;

e.g. I knew that he had stayed.
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Exercise 1. Translate sentences using the sequence of tenses:

O 00 1N DN B~ W —

. He explained that he (take) driving lessons.

. He said that he (be) interested in marketing.

. He told us that he (work) for a large company.

. Hr said the information (be) rather interesting.

. The customer said that he (want) talk to me.

. I knew that they (discuss) my new proposal then.

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

. She said she (be) busy.

. We knew that Ann (have) English class every Wednesday.

10. He was surprised that I (know) his telephone number.

Exercise 2. Make the sentences according to the sequences of tenses:

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

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

. Didn’t you know that he (establish) a business of his own?

. He said he (not hear) anything about her complaint.

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

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

I knew that he (go) to London already.

. He told her that he (meet) her the year before.
. I knew that he (to be) ill the day before.

She thought he (graduate) from the University.

0. He asked me why I (not invite) him to that scientific conference.

Exercise 3. Make the sentences according to the sequences of tenses:

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

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

. She said that she (finish) her report by 7 o’clock.
. Mr. Black said the manager (come back) to New York the following day.
. The secretary told me that the meeting (take place) the following month.

We decided that you (to be) able to help us.

. He told us that his daughter (to be) a marketer.

. I asked him when the negotiating (begin).

. He said that the price (not include) the cost of packing.
. She decided that she (ring) up there tomorrow.

0. I hoped that he (apologize).

Exercise 4. Translate into English:

1.
2.

3.

ExoHoMicT cka3aB, 110 piBeHb iHQIIAIIT IBOTO POKY 3pic Ha 5%.

AHAJIITUKY TOBIIOMMIJIM, IO KOMIIAHIS BXKE€ MIANHcanda Yroay 3 HOBHUMH
1HBECTOPaMH.

DIHAHCOBUM TUPEKTOP 3a3HAYMB, IO MIAMPHEMCTBO TMPALIOE HAJ PO3IMIUPEHHIM
PHUHKY.
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4. BiH mosicHUB, 110 OaHK 3HU3UTH BIACOTKOBI1 CTaBKH, SKIIO CUTyallil Ha PUHKY
MOKPAIIUTHCS.

5. 3BIT MOKa3as, 110 32 OCTAHHE JECATHIITTS €KOHOMIKA KpaiHU MOCTYIIOBO 3POCTAE.

6. AHaJITUKH CTBEPKYBAJIM, IO KOMIAHIS PO3po0Jisjia HOBY CTPATEril0 MPOTATOM
KUTBKOX POKIB.

7. Tlinmpuemenp 3ayBa>KuB, 1110 HOT0 O13HEC TOCATHE CTA0LILHOTO MPUOYTKY 0 KIHIIS
POKYy.

8. HocmigHuku QiU BUCHOBKY, 1110 PUHOK HEPYXOMOCTI PO3BMBABCS IIBU/IIIE, HIK
MPOrHO3YBAJIOCH.

9. Ekcneptu nependaunnu, mo g0 2030 poky umdpoBi BaNOTH BilirpaBaTUMYTh
KJIFOUOBY POJIib y (PiHAHCOBIM cUCTEMI.

10.KepiBHUK KOMIIaHii CKa3aB, 110 BOHU BXE€ KUIbKa POKIB CIIBOPAIIOBAIA 3
MDKHAPOJHUMU MAapTHEPAMH.

Unit 9. Passive Voice
describes a verb whose subject does not perform the

action of the verb, but receivesit

subject verb in the passive voice the “actor”

The bridge | was destroyed | by engineers.

The subject did not do the action of the verb.
(The action of the verb was done to the subject.)

subject verb in the passive voice

The cows willbe ilked

The subject will not do the action of the verb.
(The action of the verb will be done to the subject.)

Exercise 1. Complete the sentence using the correct passive form of the verb in
brackets:
2. This information (spread) by advertising agencies.
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. The Consumer’s rights (support) by the government.

. This new product much (talk) about.

. Those papers (not look though) yet.

. These products always (buy) for resale.

. The range of services (extend) the next year.

. The customers of our bank (offer) discounts in some month.
. Services (pay) with the help of a plastic card.

10. A lot of new companies (open) every year.

11. He (not invite) to the last Board of Director.

O 0O bW

Exercise 2. Translate into English:

1. HoBwuii 3aKOH TIPO OMOAATKYBAaHHS OyB YXBaJICHUH YPsIZIOM MUHYJIOTO MICSIISL.

2. 'Y 2023 pori Oyno 3anpoBaJp>KeHO HOBI €EKOHOMIYH1 peopmu.

3. BaxsuBi neperoBopu Mi>k KOMIaHIIMH OyJIM MPOBEJEHI MUHYJIOTO THXKHSI.

4. dinaHcoBa 3BITHICTh Oyje MepeBipeHa ayAUTOPCHKOIO KOMIIaHIEI HACTYIHOTO

MICSIIS.

3HauH1 IHBECTHIIIT OyJIM BKJIAJEH1 y PO3BUTOK alIbTEPHATUBHOT EHEPTETHKH.

[Iporno3 moxao 3poctanus BBII Oyno mepersissiHyTo 4epe3 3MiHY €KOHOMIYHOT

cuTyartii.

Ha 3yctpiui Oynu 0OGroBopeHi OCHOBHI TP00OJIEeMH MIKHAPOIHOT TOPTiBIIL.

HoBuii 6aHk OyJie BIAKPUTO y CTOIHUII HACTYITHOTO POKY.

OcranHiil ¢iHaHCOBUH 3BIT KOoMMaHIi OyB OmyOJiKOBAaHUM Yy TPOBITHUX OI3HEC-

BUJIAHHSX.

10.3aprutaty mpaimiBHUKIB  OyJiM  MIABUINEHI TIICHsS  YCHIITHOTO 3aBEpIICHHS
¢biHaHCOBOTO KBapTaly.

o O

© oo~

Passive Voice (Perfect)

Grammar Structure

Present: has + been + 3f.v/ed e.g. the letter has been written

Past:  had+ been + 3fv./ed e.g. the letter had been written

Future: will + have + been + 3f.v./ed e.g. the letter will have been written

Exercise 1. Open the brackets, using the Passive Voice:

2. This product (produce) in large numbers before we received this complaint about a
bad quality.

3. Your order (send) before you return.

4. Several contracts (sign) next week

5. When I came, the problem (not settle) yet.

6. The letter still (translate).

7. The list of applicants (make) before I came.

8. Nothing (hear) of her since she left Kyiv.

9. This new product much (talk) about.

10. A new cosmetic line (launch) onto the market by the end of the year.
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11. Those papers (not look through) yet.
Exercise 2. Choose the correct answers:

1. She was never made/has never been made such an exciting proposal.

2. My computer is repaired/ is being repaired now.

3. We are just sent/ have been sent new information.

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

5. He is interviewed/ is being interviewed now.

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

8. He explained that a new job was offered/had been offered to him in February.
9. He knew why he was chosen/ had been chosen.

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

Exercise 3. Translate into English:

1. Howii 3akoH npo piHAHCOBUI KOHTPOJIb yKe OYJI0 YXBaJICHO MapIaMEHTOM.

2. bararo crapramiB O0yio TiATPUMAHO JepKaBHUMH I'PAHTaMU I[LOTO POKY.

3. OcraHHii KBapTaJIbHUI 3BIT KOMIIaH11 OyJIO MEPErIIHYTO aHAIITUKaAMHU.

4. dinancyBaHHsS Manoro Oi3Hecy Oyn0 30UTBIIEHO 3aBASKA MDKHAPOJHUM

THBECTHITISIM.

OHOBJIEHY TTOJIATKOBY TMOJITHKY BXXe OyJIO BIPOBAHKEHO B 0araTbox KpaiHax.

6. Jlo moyaTky €KOHOMIYHOI KpHW3U OUIBIIICTh BEJIUKUX IMIJNPUEMCTB yXKe OYyIIo
PECTPYKTYPH30BAHO.

7. Jlo MOMEHTY IiJNMCaHHs KOHTPAKTYy BCl YMOBH YTOJU OyJIA Y3TOIKEHI.

8. Ha Toii yac, konu 6aHK 30aHKPYTYBaB, HOTO aKTHBH BXKE OYJIM 3aMOPOKEHI.

9. Jlo xiHIg poky Bci (hiHAHCOBI 3BITH KOMIIaH11 OyJIM MiATOTOBJICH] Ay IUTOPaMHU.

10.lo 3ampoBapkeHHS HOBHX TapudiB 0araro MDKHApOIHUX Yol Yyxke OyIio
YKJIaJICHO.

o1

Unit 10. Modal Verbs

1. Ability: can, could, to be able to is an equivalent of the verb can but can used in
all tenses especially in future tense:
e.g. I will be able to arrive tomorrow.
2. Permission: may, be allowed to is permission of some
actions or situation:
e.g. I think I am not allowed to put off the payment.

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

1.1 go thought, because it was forbidden territory.

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

4. The staff smoke.

5. He reserve a room in hotel two days ago.
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6. Why you check prices right way?

7. 1 think we clear up all the items at the Board of Directors.
8. Will join us for dinner?

9. We buy goods at these prices.

10. We to finish the project in time.

Exercise 2. Translate into English:

1. SIxuio BU 3MOKeTE BPSTYBATH 110 KOMIIaHI0, BU OTPUMAETE MOJSAKY B[
MPE3UIEHTA.

2. Uu moxy 4 cka3aTu iiomy Bcio npaBay? Sl BHeBHEHUH, 1110 BIH HIYOTO HE 3HAE MPO
(iHAaHCOBUI CTaH KOMIIaHI].

3. [IpaniBHUKaM HaIIO1 KOMIIaH11 HE JJO3BOJISETHCS MAJIUTH B odicax.

4. Bu MOXeTe 3aJIMIINTHU 110 1HOpMaIlio y ceKpeTapsl.

5. SIK110 BiH IIOCH BUPIIIUB, HIXTO HE MOKE BIUIMHYTH Ha HHOTO.

6. SIKI10 BOHU HE 3MOXKYTh pO3paxyBaTHUCs 3 0OpraMu MpOTATOM MicsIs, iX
OroJIOCSTH OAHKPYTOM.

7. Konu s TaM npairoBaB, TUTbKH T'OJJOBHUN MEHEKep MIT MiANUCYBaTH Taki
JTOKYMEHTHU. T1IbKY Cyl MOXe MPU3HAYUTH JIIKBIIATOPIB HEIIIATOCIIPOMOXKHOT
KOMIIaHij.

8. 51 6 3 3a10BOJICHHSIM NPUIHSAB Ballle 3alIPOLLIEHHS, ajle 1 HE MOXKY BIAMIHUTH CBOIO
3yCTpid.

9. IM He 103BONMIIN BiZICTPOYNTH TLIATEKI.

1. Obligation and Necessity: must, have to, should, ought to, need;
a) Must is used for strong obligations:
- rules or laws: e.g. Investors must pay taxes,
- advice or recommendations:
e.g. You must take your medicine regularly if you want to get better,
- obligations that the speaker imposes on him or herself:
e. g. I must get up early tomorrow;,
b) Have to is used when the obligation comes from someone else or an external
authority:
e. g. You have to wear a uniform — that is the company rule;
c) Need, need to is used to talk about necessities, rather than obligations: e.g. I
need to get my hair cut;
d) Should, ought to are used to express milder obligations, they are often used
when giving advices:
e. g. You should always keep receipts when you buy clothes.

Exercise 3. Complete the sentences using the correct form of must, have to, need,
should, ought to:

1. The customer need not pass their point.

2. They follow his advice.
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3. You must have medical insurance when you go abroad.

4. You have to buy a license if you want to set up your own business.
5. You not worry about the article. - I’ll translate it later.

6. They to transfer money yesterday.

7. A CPA pass a series of examinations, after which he receives a
certificate.

8. You have the financial statement ready by the end of the month.
9. He invite her to the meeting.

10. You to fill in this application form.

11. You not take a car to get to the office. I’ll gladly give you a lift.
12. He to send a letter of apology.

13. This is serious, he not joke about it.

14. My boss was ill and | to attend that press conference.

15. The drivers must wear seat belts.

Exercise 4. Translate into English:

1. Konu s 3MiHUB poOOTY, g 3MyIIIEHUH OyB MepeixaTu Ha 1HILY KBapTUPY.

2. Bu noBHHHI BUBYUTH MONUT CIIOKHBAYIB rnepi, HIK PO3IMOYNHATH BI/IpO6HI/IIITBO

i€l TPOTYKIIIi.

3. 4l BBaxkaro, 1110 BiH MOBMHEH MITH y BICTABKY ITICJISI I[LOTO 3aCiTaHHS.
. [Touekaii TPOIIKH, sI TOBHHEH MPOIUBHUTHCS I1i IOKYMCHTH.
. ToG1 He ¢y BTpy4YaTUCs B 10 OPYIHY CIIpaBY.

. Momy He ci1i1 HeXTyBaTH TBOTMH KOPUCHUMU MTOPAJIaMHU.
. llina Ha 1ie#t HOBHUI TOBap JyKe BUCOKa. B1 MOBUHHI 3HU3UTH Ti.
. Bu moBUHHI mpuXxouTH Ha poOOTY BUACHO.
10. KepiBHUIITBO BCTAHOBIIIOE TIPAaBUJIA, & BU MOBUHHI BUKOHYBATH iX.

4

5

6. Momy noBenocs BiAMOBICTH Ha Oararo 3anutaHb Ha 3aciganHi Paau JlupexTopis.
e

8

9

11. To61 moTpiOHO TOTIOMOTTH iHi, BOHA 1€ HIKOJIU HE CKiaaana (piHaHCOBI 3BITH.

1. Modal Verbs with the Perfect Infinitive: Certainty, Possibility, Probability:
- We use must to indicate positive certainty:
e. g. She must be very happy. He has finished her experiments.
Bomna, nanesno, oysce waciusa. Boua 3axinuuna ceoi excnepumenmu,
- We use may, might when we speculating that something is possible:
e.g. She might pass her exam this time. (It’s possible that she will pass her
exam). Mooicnugo, wo 6ona 30acmu C8ill eK3aMeH;
- We use can’t (couldn’t) when we have some doubt as for the actions or
situations:
e. 8. He couldn’t have done it. He mooice Oymu, w06 6in ye 3poous.
Couldn’t he have done it? Hesoice 6in ye 3pooug?

Exercise 5. Complete the following sentences with an appropriate modal verbs:
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1. He get this job. He has got all the necessary qualifications.
2. He has been working all day. He be very tired.

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

4. 1t be true.

5. You see interesting samples at the exhibition.

6. It be late as the offices are closed.

7. This contract to be profitable.

8. It’s impossible. It be the correct answer.

9. She be at home. I saw her in the office 10 minutes ago.

10. 1 have some new information for you tonight.

11. It’s not good time to visit Italy. The weather = be awful at this time of the
year.

12. There be another rise in the price of sugar soon.

13. She be ill. She looks so pale.

Exercise 6. Translate into English:

1. BoHH, MOXKITUBO, HE CKOPOTHIIM CBO1 BUTpaTtu. OCh YOMY BOHHM 3apas €
OOpKHUKAMHU.

2. He moxe OyTu, 111006 BOHM J10C1 HE BUPIIIUIM I[LOTO TTUTAHHSI.

3. 3apa3 BOHHM, MOXKJIMBO, BXK€E 3aKIHUMIM CBIM JTOCTI.

4. To61 noTpi6HO Oyro 3aTenedoHyBaTH HOMY BUOpa, TH 3HAB, 110 BIH XBOPHH.
5. 1o 11p0r0 Yacy BiH, MOXKJIMBO, CIIJIaTHB BXKE BC1 OOpTH.

6. BiH, MOXXJIMBO, HE YCBIIOMUB O/Ipa3y BCl€i BaXKJIMBOCTI MOBIJOMJICHHS.

7. llloch, MOXKJIMBO, 3aTPUMAJIO KOTO.

8. He Moxe OyTH, 11100 BiH J1aB 3ro[ly BUKOHATH TaKy KUIbKICTh pOOOTH 3a TaKUi
KOPOTKHH CTPOK.

9. B nei, MalGyThb, He OYyI10 JKOTHOTO IIAHCY MOTIEPEIUTH MEHE 3a37aJIeT1/Ib.

10. 3BuuaiiHo, TH TOBUHHA Oysia MOTIEPEIUTH iX paHime. YoMy TH 11bOT0O HE 3poduia’?

Unit 11. Conditional Sentences

We use conditional sentences involving link words and phrases such as when, before,

after, as soon as, in case, till, until, if, unless.

: FIR;ST Ifit raiﬁs, | ~ we will cancel the tri;;.
conditional ~ If you study, you will pass the exam.
PRESENT SIMPLE + WILL/WON'T + VERB

USES : A possible situation in the future
Predicting a likely result in the future (if the condition happens)

>

Exercise 1. Put the verbs in brackets into the correct tense:

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

.'/
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2. As soon as she (learn) English he’ll get her a job.

3. When he (get) his salary we’ll buy a new TV set.

4.1 (lend) you my car whenever you want it.

5. As soon as she (get) there I’ll write you a letter.

6. He’ll pay you when he (get) his cheque.

7. ’ll be ready as soon as you (be).

8. You shouldn’t count on a salary increase before you actually (get) it.
9. The company won’t make any decision till he (arrive) here.

10. My boss will be upset when he (see).

Exercise 2. Finish the sentences using the first conditional:

1 If you phone me tonight, ... ..

2. If you smoke, ... .

3. If you need a lot of money, ...
4. If you fail your test in math, ... .
5. If she loses her weight, ... .
6. If he washes my car, ... .
7. If T go to the party, ... .
8. If it rains, .

9. If you buy a new flat, .

10. If we get this loan, .

Exercise 3. Translate into English:

1. Skmio 3pocTte MOnuT, MU 30UTBIITMMO BUPOOHUIITBO.

2. SIKIIo manpueMcTBa 3MEHINIATh BUTPATH, 1X MPUOYTOK 3pPOCTE.

3. Slkmio iHBeCTHIIIi 3pOCTYTh, EKOHOMIKA Oyle pO3BUBATHCS IIBH/IIIIE.

4. SIKmo ypsia 3HU3UTH TTOAATKH, CIIOKUBUMM TOMUT 30 LTBIITUTHCS.

5. IIponyKTUBHICTh MiABUIIUATHCS, SKIIIO MU BIIPOBAJIMMO HOB1 TEXHOJIOTII.

6. SIKII0 Kypc BaIOTH 3MIHUTBCS, €KCIIOPT MOXKE 3MCHIIUTHCS.

7. SIko koMmaHii moKpamars 00CIyroByBaHHS, KIIIEHTH MTOBEPHYTHCS.

8. SIKI10 pHHOK PO3IIMPUTHCS, HOBI MOXKIIMBOCTI 3'SIBJISTHCS.

9. Bu orpumaeTe MeHIIIe POJaXxiB, SAKIIO KOHKYPEHTAaM BIaCThCS 3HU3UTH II1HU.
10. Sxmo mu 3a6€31meuuMo SKICTh TPOAYKTY, KIIIEHTH 3aJIUIIATHCS 3aJ0BOJICHIMHU.

/7 ™
[ SECOND If | won the Iott-ery, | would travel a !ot. \
conditional  If they sold their house, they would be rich.
PAST SIMPLE + WOULD + VERB
USES : Hypothetical or unlikely situations
\J Unreal or improbable situation now or in the future ¥

Exerczse 4. Put the verbs in brackets into the correct form:
1. If I (win) a lot of money, I would feel very happy.
2. If you (provide) a better service, you would get more customers.
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3. If you (change) your mind, I would never forgive you.
4. If you (study) harder, you would get better marks.

5. If nothing better (turn up), he would apply for this job.
6.
7
8
9.
1

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

. If it (not be) so late, I would phone him.
. If we reached an agreement, we (sign) the contract.

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

0. I wouldn’t want to live in this city even if I (have) all money in the world.

Exercise 5. Finish the sentences using the second conditional:

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

. If I knew him better, ... .
. If he listened to my advice, ... .
. If he invested in government bond, ... .

1.
2
3
4
5. If I were you, ... .
6.
7
8
0.
1

If the customer complained, ... .

. If my friend got promotion, e
. If T could help you, .

If she were present, .

0. If I passed my Enghsh exam,

Exercise 6. Answer these questions with a conditional sentences:

0. ..

N I R AUl

What would you do if ...
.. you were the president of a big company?
.. you were a famous film star?
.. you were promoted?
.. you were invited to play a part in a film?
.. you were trying to lose weight?
.. you were to change your job?
... you saw someone cheating in an exam?
... you wanted to buy someone a really good present?
... you found a job abroad?
. you were fired?

Exercise 7. Translate the sentences using second conditional:

o s

. SIxOm xommaHisg 3HU3WIIA I[IHU, BOHA O 3aydniia OUTbIe KITI€HTIB.
. SIxOm ypsia 3ampoBaiviB MOJATKOBI IMUIBTH, MaIHil O13HEC pO3BUBABCS O MIBHUJIIIIE.
. kO mInmpueMCTBO 1HBECTYBaJI0O B HOBI TEXHOJIOTIi, HOTO TpOayKIlis Oyma O

KOHKYPEHTOCTIPOMOXHIITIO.

SAxOu Kypc BaJIIOT 3aJIMIIABCS CTA0LILHUM, IMIOPTHI TOBapH Oyiu O JIeIIeBIINMHU.
AxOu kommaHisg Mana Oulbllie (piHAHCYBaHHS, BOHA O BUMIILIa HA MDKHAPOJHHUI
PHHOK.
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6. SIxOm OaHKM HalaBaly KPEAUTH I HUXKYI BIACOTKH, OUIbIIE JIOJAEH KymyBau O

KUTIIO.

SIkOu npaliBHUKHA OTPUMYBAJIM BUILY 3apIUIaTy, PIBEHb CIIOKMBAHHS 3pIC OU.

8. SAxOu mianpueMCTBO HE CKOPOTUIIO IIEPCOHAT, BOHO O HE BTPATUJIIO KBaJIi(PIKOBAaHUX
CIELIaJICTIB.

9. SIk6m kpaiHa excriopTyBaja OuIbllIe TOBapiB, ii eKOHOMIKA Oysa 6 cTaOUIBbHOIO.

10.51x6u xomnaHisi e(eKTUBHILIE BUKOPUCTOBYBaja pecypcH, ii mpuOyTku Oynu O
BULIUMU.

~

(% THIRD If you had studied, you would have passed the exam.
conditional If | hadn’t been sick, | would have gone to your party.
PAST PERFECT +  WOULD HAVE + PAST PARTICIPLE

USES : The person is imagining a different past
\_ Imaginary situation that did not happen /

Exercise 8. Finish the sentences using third conditional:

1. If he had asked permission, ... .

2. If the new investment plan had been completed, ... .
3. If I had only known about this earlier, ....

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

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

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

7. If I had been better at English,

8. If you had established a company on your own, ... .
9. If he had been more friendly, ...

10. If we had won the money, ... .

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

. If he had invested in the stock market, he (live) from the income.
. If T (not make) profit on my shares, I would have never bought this house.
. If I had bought that lottery ticket, I (win) one million.
. If the company hadn’t raised its fund, it (go) bankrupt.
. If I had known this great new, I (tell) you.
. If T had sold my car a couple of years before, I (get) more money.
. If I had sold my shares then, I (make) a lot of money.
. If he had worked alone, he (finish) this work.
. If had known this information, he (work) us last week.
10. If you hadn’t taken so many risks, you (lose) so much.

O 00 1O kW

Exercise 10. Translate into English:

1. SxOu koMmaHis iHBECTyBaJia B HOBI TEXHOJIOT'11 paHilie, BoHa O 3apa3 BUIEpeIKalia
KOHKYPEHTIB.
2. SIxOm ypsij 3HW3UB MOJIATKH MUHYJIOTO POKY, EKOHOMIKa 3pocia O MIBU/IIIIE.
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©

SIx6u OaHK HaJaB BUTLAHINIL KPEIUTH, OUIbIIE MIAMPUEMIIIB BIAKpUIU O BIaCHUUN
O1i3Hec.

SAxOu miANpueMCTBO HE MIABUILIUIIO I[IHHA, BOHO O HE BTPATUJIO KJIIE€HTIB.

SIxOu 1HBECTOpH BKJIAJIM TPOIIl B aKuii [[I€i KOMMAaHii, BOHU O OTpUMas BEJIUKUI
NpUOYTOK.

SAxOu kpaiHa HE BBeJla HOBI MHUTHI OOMEXEHHS, MDKHApOJHA TOPTIBJISI HE
nocrpaxnaina 0.

SO aHANMITUKU IPAaBUIIBHO CIIPOTHO3YBAJIU KPU3Y, KOMIaHIs MiArotysanacs 0 10
Hel 3a37aJ1€eT1b.

SIx6u KoMMaHisg CKOPOTHUJIA BUTPATH, BOHA O YHUKHYJIa OaHKPYTCTBA.

SIk6u mpaliBHUKK CTpalKyBally paHille, KEPIBHUITBO MOTJIO O MEPerisiHyTH iXH1
YMOBH Mpalli.

10.4x0u mianpuemMcTBO AuBepcHUdiKyBajIo BUPOOHUIITBO, BOHO O HE 3a3HAJIO TaKUX

BEIUKUX (PIHAHCOBUX BTpAT.

Unit 12. The verb «I wish» expressing wishes and regrets
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C We use WISH to express that we regret something or we would ?'Eig'::: )
like something to be different than the way it is.

WISH + Past o We want a situation in Lwich L ate imore

Simple the presen.t (or future) to vegetables. (but | don’t)
be different.

We want to be doing a
(3 different activity in the
present (or the future).

WISH + Past

5 | wish it weren’t raining
Continuous

now. (It is raining now.)

We want to be able to

WISH + Past : i | wish | hadn’t done
change a situation in
Perfect & g < it. (1 did it.)

the past.

e We want something to happen. e | wish the lesson would
* We want someone to start end.

WISH +Would & doing something
] LL L\ | * We want someone to stop
| 6?}’ doing something which annoys
us

¢ | wish you’d listen to me!
¢ | wish you wouldn’t
borrow my clothes!

WISH + To We can also use “wish” to | wish to make a
Infinitive express “want” in a formal complaint and would
situation like to see the manager.

Exercise 1. Complete the sentences using the correct form of the verbs in brackets:

O~ ON DN K~ W —

9.

. I wish nothing (happen).

. I wish she (take) the chance.

. I wish he (establish) his private company.

. I wish I (take) that job in the marketing department.
. I wish he (not interfere) with my possessions.

. She wishes she (be) more careful.

. They wish they never (get) married.

. I wish I (not accept) his invitation.

She wishes she (not leave) her last job.

10. He wishes he (go) on holiday with his friends.
11. I wish I (have) enough money to buy this house.
12. T wish you (not think) so.

13. I wish you (not smoke) indoors.
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14. I wish I (reserve) a hotel beforehand.

Exercise 2. Translate into English:

51 xoTiB 61, 1100 ypsiaA 3HU3UB MOJATKHU ISl MAJIOTO Oi3HECy.

S mkoayto, 1110 HE IHBECTYBAB Y LIeH cTapTan MUHYJIOTO POKY.

Xotuiocs 0, 1100 piBeHb IHQPIISLIT OYB HIKUUM.

S xoTiB Ou, 11100 KOMITIaHisl HE CKOpOYYBayia EPCOHAIL.

[Ixona, 1o miATPUEMCTBO HE BIPOBAAUIIO HOB1 TEXHOJIOTII paHiIlIe.

51 6 x0TiB, 1106 OaHKK HaJlaBaJIM KPEAUTH M1 HUXKY1 BIICOTKH.

[Ixona, 110 miATPUEMCTBO BTPATUIIO IHBECTOPIB Uuepe3 (IHAHCOBY KPHU3Y.
Xotuiocs 0, 1100 YKpaiHCbKUIM €KCIIOPT 3pOCTaB LIBU/ILIE.

. S mKoy¥0, 1110 HE BiKPUB BIACHUI OI3HEC paHiIIle.

10 Xotinocs 0, o0 Ha pUHKY O0yJ10 OUIbIlIe CTAaOUIBHOCTI.

CoNoarwdE

Unit 13. Complex Object

The Complex Object has the following forms:
Active voice

Simple
Continuous
Perfect
Perfect Continuous
to 1 fv. We use Complex Object:
to be v+ing after verbs denoting perceptions of senses;
to have +3f.v./ed after verbs denoting wish, intention, emotions;
to have+ been+ v+ing | after verbs denoting mental activity;
Passive voice after verbs denting order, request, permission, advice,
to be 3f-v./ed compulsion;
to have +been+3f.v./ed

verbs followed by an object + Infinitive without «toy:
advice, allow, ask, expect, forbid, force, get, hate, intend, invite, permit, order, prefer,
recommend, remind, tell, want, persuade, like, warn, wish, would like;
e.g. My boss always ask me to work as hard as I could;
verbs followed by an object + Infinitive without «toy:
let, make, feel, see, hear, watch, notice, and sometimes know and help, had better;
e. g. Let me explain the rule.

Exercise 1. Translate the sentences into Ukrainian and state the form and function
of the Infinitive.

1. He hopes to be chosen for this position.
152



. She was the first to be given a rise.

. I only want to be understood.

. Our plan was to finish this work by the end of the month.

. I was lucky to have been chosen for this job.

. This is a very good hotel to stay in.

. There is a lot of work to be done today.

. This is a prestigious company to work in.

9. It’s nice to be working right now.

10. To do it accurately was the main problem.

11. Our boss doesn’t like to be interrupted while he is working.
12. I’m sorry for not having kept my promise.

13. It was kind of your boss to have offered it to you.

14. All the necessary changes may be made any moment.

15. I hope to find a job in accounting.

16. Do you know him well enough to ask him for some money?

0N L W

Exercise 2. Put «to» where necessary before the infinitive in brackets:

. I saw him (leave) the office.

. Nobody noticed him (come) in.

. The boss made the secretary (repeat) the message.

. They won’t let you (leave) the Customs area till your luggage has been examined.
. Will you help me (fill in) this application form?

. Please let us (know) about his decision as soon as possible.
. I don’t want anybody (use) the results of my experiments.

. He made me (sign) this paper.

9. We made him (do) it all over again.

10. I recommended him (learn) the laws of our country.

11. I don’t want anybody (know) about our plans.

12. I believe this (be) the only way out.

13. She knew him (be) a good marketer.

14. I’d like him (accept) this invitation.

01N DN =~ LW -

Exercise 3. Translate into English:

Mu odikyeMo, 1110 KOMIIaHig 30 UTBIIUTH CBOi MPUOYTKH HACTYITHOTO POKY.
[HBecTOpH X04UyTh, OO MIATPUEMCTBO BIPOBAIUIO HOBI TEXHOJIOTI].
AHaATITIKHA BBAXKAIOTh, IO KYyPC BATIOT TOYHE 3POCTATH.

JlupekTop NonpoCUB €eKOHOMIYHUM BIAALUT MIATOTYBATU JE€TaTbHUM 3BIT.

baHK 103BOSIMB KITIEHTaM BIATEPMiHYBATH BHUILIATY KPEAUTY.

Mu Gauniy, K 1iHA Ha HaTY Pi3KO BIIAJTH MUHYJIOTO THXKHS.

@daxiBli MPOTHO3YIOTh, 1110 PUHOK HEPYXOMOCTI MPOJAOBKHUTH 3pOCTATH.

VYpsin odikye, 110 TIATPUEMIIL CTBOPATH OUIbIIIE POOOUUX MICIIb.

. KoHCynbTaHTH nopaauiyu KOMIaHii CKOPOTUTH BUTPATH HA PEKIIAMY.

0 Mu uynu, mo 15 Koprnopailisi mijinucalia yrojay 3 Mbb>KHapOJHUMH HapTHEPAMHU.
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Unit 14. Complex Subject

Complex Subject consists of a noun in the common case (3a2anibHuii 8IOMIHOK) OF a

pronoun (3auUMeHHUK).

We use Complex Subject:
- in statement some facts: to know, to think, to state, to report,
- in suspection: to expect, to suppose, to believe, to consider,
- in perception: to see, to hear;
and such verbs as:
to be (not) likely to — cxopiw 3a 6cvoco (Hagpso 4u);
appear — 30a8amucsi;
happen — cmanocy;
turn out — 8UABUNOCDH,
nepexnadacmsbCs Ha YKPAiHCbKy MO8y 5K. 2080psamb, 6auuu, Oymanu, 4yiu,

BUABUNLOCHL T M.O.

Grammar structure:
smb. is heard, seen, expected to do smth.
was ordered, asked, allowed to be done
will be likely to, appear, happen  to have done smth.

e. g. She is thought to have done mistake.
Jymanu, wo 6ona 3poouLa NOMUTKY.

Exercise 4. Translate into Ukrainian:

01N DN =~ LN —

9.

. He appeared to have invested a lot of money in business.
. He 1s considered to be the most successful business in the town.
. The Eurovision will expected to take place in May next year.
. The director is believed to be working on new project.
. The documents were considered to have been lost.
. The girl was not likely to have taken documents by mistake.
. She seemed to have noticed something interesting on the shore.
. She is likely to succeed.
Picasso is known to have lived most part of his life in France.

10. The conference is heard to be ruled by Chairman.

1

1. She was happened to be in such countries.

12. This exhibition is said to be finished soon.

Exercise 5. Open the brackets:

1

. You (not likely) (miss) your train if you are in a hurry.
2.
3.
4.
5.

They (order) (leave) the hall.

She (seem) (recognize) me.

The situation (appear) to be more difficult than we have thought.
A young woman (suppose) (write) this book.
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6. She (expect) (operate) today.

7. Economic (know) (focus on) production of the goods and on the income.
8. The price (say) (change).

9. Just look at his hand! He (sure) (work) in the garage.

10. She (seem) (forget) the little English she knew.

Exercise 6. Translate into English:

ok whE

7.
8.

9.

OuikyeTbesl, 1110 €EKOHOMIKA KpaiHu 3pocTe Ha 5% y HACTyITHOMY POIIi.
BBaxaeTbcs, 1110 111 KOMIaHIA € JiaepoM y cdepi piHaHCOBUX TEXHOIOT 1.
[ToBigomiiseTbes, 110 Kype Aojiapa 3MIHUBCS Yepe3 CBITOBY KpHU3Y.
[lepenbayaeThes, 1110 TOMUT HA €IEKTPOMOOLT 3pOCTe HAUOIMKUYUMU POKAMHU.
KaxyTb, 1110 1151 KOpriopailisi iHBECTyBajia MUJIBMOHU B CTapTaru.

CTBepIKy€eTbCs, 110 HOBUM TMOAATKOBUU 3aKOHOMPOEKT JIONMIOMOXKE MAaJIOMy
O13HecCy.

Binomo, 1110 MixkHapo1H1 OaHKU MIATPUMYIOTh ITU(POBY BaJIOTY.

3naerbes, 1m0 POHIOBHIM PUHOK CTAOUTI3yBaBCS MMICs KPU30BOTO MIEPIOTYy.
OuikyeTbes, 110 PiBeHb 0€3pO0ITTSI 3HU3UTHCS MICJISI EKOHOMIUYHUX PedhOpM.

10.loBeneHo, 1o iHBectuii y chepy I'T narots Bucokuit mpuOyTOK.

Unit 15. Gerund

The gerund has the following forms:
Active

Passive

Indefinite

Ing

being +3. /ed

Perfect

having + 3/ed

Having+ been+ 3/ed
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The gerund form of verbs is used as follows:

After verbs that express likes/dislikes:

can’t stand ...

like, enjoy, hate, don’t feel like, don’t mind,

V

| = 1 like doing crossword puzzles

= | enjoy going to the cinema.

= | hate having to get up early in the morning.

* I don’t mind driving at night. it doesn’t bother me.
* | can’t stand speaking in public. | get nervous.

After certain other verbs such as:

admit, appreciate, avoid, consider, deny,
finish, imagine, involve, keep on, mention,
miss, suggest...

= He admitted stealing the money.

| = Would you consider accepting the job?

= Can you imagine winning so much money!
= She kept on making the same mistake.

= I miss meeting my friends for lunch.

After prepositions:
Before, after, instead of, good at,
interested in, look forward to ...

= Are you interested in working for us?
= After tidying the kitchen she went straight to bed.

= Would you like to walk instead of taking the bus?

* Before leaving the office, please turn off the lights.

* Our parents are looking forward to seeing us soon.

After certain expressions:

It’s no use, it’s no good, there’s no point in ...

* It's no use crying over spilt milk.
* It’s no good shouting at him — he’s deaf!
* There’s no point in cooking food — I’'m not hungry.

Exercise 1. Put the verbs in brackets into the gerund. Translate the sentences into
Ukrainian:

01NN =~ LN~

9.

I suggest (postpone) the meeting.

. I can’t help (think) about the interview.

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

. I’m thinking of (retire) and (go) to Ukraine.

. If he puts his money into that business he risks (lose) everything.
. The secretary admitted (steal) the money.

. He hates (borrow) money.
. The boss is against (make) any complaints.

. I thanked him for (solve) the problem quickly.

10. It’s no good (complain). Nothing can be done.
11. Stop (argue) and start (work).
12. I believe he is capable of (solve) this problem.

13. If a thing is worth (do) at all it is worth (do) well.

14. We avoid (keep) late hours. Our working day begins very early.

Exercise 2. Finish these sentences using a gerund:

1. The customer wants to know who was responsible for ... .
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. He can’t stand ... .

.Heis good at ... .

. Some people just can’t help ... .
.Weareused to ... .

. Iam interested in ... .

. This company is worth ... .

My favorite activity is ... .
Avoid ... .

10. It’s no use of ... .

11. I am thinking of ... .

12. ... was the key to the company’s success.
13. He admitted ... .

14. 1 feel like ... .

Exercise 3. Complete these sentences using the gerund form of one of the verbs
below:

01N DN =~ W

give, get, make, have, lose, help, work, discuss, get, worry, meet, analyze, cry,
buy, reduce

. He apologized for ... this serious mistake.

. We don’t mind ... overtime, if it helps the company.

. This job involves ... our international transactions.

. We are looking forward to ... the new Sales Manager.

. Itisn’t worth ... about it.

. Yourisk ... bad results.

. As we don’t agree about company policy we avoid ... this subject.

. It’s no use ... over spilt milk.
9.

You mustn’t insist on ... him.

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

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

12. Overstaffing should be solved by ... the workforce.
13. He is very pleased with ... the job he wanted.

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

15. He is interested in ... the shares of this company.

Exercise 4. Translate into English:

1.

2.

[HBecTyBaHHS B 1HHOBAIlIMHI TEXHOJIOTII JOTOMara€ KOMITaHISIM 3aJIMIIATHCS
KOHKYPEHTOCTIPOMOKHUMH.

ExoHOMICTH HamossIraroTh Ha 3HWKEHHI MOJATKOBOTO HABAHTAXKECHHS ISl MaJIOTO
Oi3Hecy.

VYuukHeHHs (IHAHCOBUX PH3UKIB € KIIOYOBUM 3aBAAHHAM  OYyIb-SKOTO
MIMPUEMCTBA.

Po3BuTOK MIKHApOIHOI TOPTiBAl Nepefdavyae HaNAroKEHHs MAPTHEPCHKUX
B1JIHOCHH.

157



5. OtpumaHHs KpeauTy B 0aHKYy MoTpelye NeTanbHOro aHaiidy ()iHaHCOBOI'O CTaHy
KOMIIaHIi.

6. [ligmpuemii po3rsial0Th MOXIJIMBICTH PO3LIMPEHHS O13HECY HAa MDLKHApOIHUHN
PUHOK.

/. BxnazneHHs KOIITIB Y HEPYXOMICTh BBaXKAETHCS BUTITHOIO CTPATETIEIO.

8. baHku 3arfikaBieH1 y 30UIbIIEHHI KUTBKOCT1 KJIIEHTIB 4Ye€pe3 BUT1JIHI KPEIUTHI
MPOIO3HUILI].

9. IlinBuiieHHs piBHA 1HQIALIT MOXE NPHU3BECTH [0 3HIKEHHS KYMIBEIbHOT
CIIPOMO>KHOCT1 HACEJICHHS.

10.Bukopuctanns 1udpoBUX TEXHOJOTIN y (iHaHCOBIM cdepl crpoirye oOpoOKy
IUTATEXKIB.

Unit 16 Participle

The Participle has the following forms:

Active Perfect Participle 11
Passive having + 3¢.x1./ed
Present Participle | having + been+ 3¢.x. /ed
diecnogo + ing

being + 3¢.0./ed

Past Participle

3fv./ed

We use Participle:
- Participle I:
- as adjective:
e.g. I saw smiling girl;
- Present Participle I is used in function of Adverbial Modifier (o6cmasunu):
e.g. Walking home she didn’t hurry,
- Present Participle I Passive:
e.g. The music being performed was quite new.
- Past Participle: verb+3f.v./ed = adjective:
discussed — obeosopenuii,
e.g. Written letter is on the table;
- Perfect Participle II:
e.g. Having written the letter he left.
Hanucaswu rucma, 6in suuuios;
- Perfect Participle Passive II:
e.g. The letter having been written, he left.
Ilicns moeo ax aucma Hanucanu, 6iH UUULOS.
Exercise 1. Insert Participle I of the verbs in brackets:

1. The conference (take) place at the University is devoted to the problems of green
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. While (wait) for you I have translated this article.

. (Work) a year in Germany he returned to Ukraine.

. He sat in his arm-chair (smoke) a cigarette.

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

. The Japanese businessman bowed low and (take) my hand kissed it.
. Saying this, he left the room.

. (Be) busy, he postponed his trip to Italy.

. Our new manager is a young man (wear) glasses.

10. He went to work, (leave) the letter on the dressing table.
11. We spent about an hour (take) our papers to the office.
12. Generally (speak), this problem is rather difficult.

Exercise 2. Inset Perfect Participle II of the verbs in brackets:

1
2
3
4
5
6
7
8
9
1

. (Finish) our work we went for a walk.

. (Explain) everything he sat at his place.

. When he (invite) he always takes part in our discussions.
. (Find) nobody in the office, he left the room.

. (Know) that he had enough time so he wasn’t in a hurry.
. (Complete) their tests, the students handed them.

. The work (do) we received a high salary.

. (Understand) his mistake he stopped arguing.

. (Live) in that town all his life, he knew it very well.

0. When (ask) to help them she refused without hesitating.

Exercise 3. Translate into English:

1.

ok w

©ooNO

[linmpueMcTBa, BHUKOPUCTOBYIOYM CyYacHI TEXHOJIOTIi, 30UIBIIYIOTH CBOIO
IPOTYKTHBHICTh.

Kommnanii, mpaimtorodn B yMoBax KOHKYPEHIIii, 3SMYIIIeH] ITyKaTH HOB1 pUHKH 30YTY.
banku, mponoHyoUn BUTIHI YMOBHU KPEAUTYBAaHHS, 3Ty4at0Th OUIbIIE KITIEHTIB.
[HBecTOpH, aHAMI3YIOYM €KOHOMIYHY CUTYAIIiI0, TPUUMAIOTh 3BaKEHI1 PIIIICHHS.
®ipMu, 3MEHIIYIOYM BUTpPaTH HA  BUPOOHUIITBO, MIABUIIYIOTH  CBOIO
KOHKYPEHTOCTIPOMO>KHICTb.

OTtpumaHni iHBECTHIIIT JO3BOIHIN MIAMPUEMCTBY POITUPUTH BUPOOHHUIITBO.
3anpoBaKeH1 eKOHOMIYHI peOpMH MO3UTUBHO BIUTMHYJIM Ha PUHOK IpaIfi.
CkopodeHi BUTPATH JOTIOMOTJIM KOMITaH1i YHUKHYTH OaHKPYTCTBA.

VYkiajieHa yroja MiK JBOMa KOPIIOpAIliIMH BIAKpWIAa HOBI MOMIJIMBOCTI JUIS
CIIBIIpAIIi.

10.ITigBumeHu#t piBeHb 1HGIALIT BIVIMHYB HA KYIBEJIbHY CITIPOMOHICTh HACEIICHHS.

Chnucok BUHKOPUCTAHHUX J/IZKEPEJI
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