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INTRODUCTION

Hauanpbna aucuuiiina «lHo3emHa MoBa 3a MpoQeciiHUM CIpPSIMYBaHHSIM))
BUBYAETHCA Yy MEpPUIOMY Ta JIPYroMy ceMecTpax 1 0a3yeTbCcsi Ha 3HAHHSAX TaKHX
TUCITUTUTIH, SIK « YKpalHChKa MOBay, «|HO3eMHa (aHTTIChKa) MOBaY, IO BUBYAIHCS Y
cepeaHin MIKOJI.

MeToro BUBYEHHSI HaBYAJIbHOI TUCHUIUIIHU «[HO3eMHa MOBa 3a mpodeciiitHuM
COpSMYBaHHSIM» € OBOJIOJIHHS TaKUM pIBHEM 3HaHb, SKUi Ou 3abe3meuyBaB
HeOoOX1HY (axiBIIO 3 MyOJIYHOTO YHpPaBIIHHA KOMYHIKATHBHY CHPOMOXKHICTh Yy
cepax npodeciiHOro Ta CUTYaTUBHOTO CIIIJIKYBaHHS B YCHIM Ta MUCEMHIN (opMax.

TakuMm YMHOM, MeTa BUJAHHS — PO3BUTOK IHIIOMOBHHX KOMYHIKQTHBHUX
KOMIIETEHIIIH, SIK1 peani3yloThCsa y PO3yMiHHI, aHalli31 OPUTIHAIILHUX TEKCTIB, BMIHHI
BECTH [IIJIOBE JINCTYBAaHHA Ta C(POPMOBAHOCTI COLIATbHO-KOMYHIKATUBHUX IO3HIIIH
(axiBiis B raiay3i myOJigyHOTO YIIPaBIiHHA Ta aAMIHICTPYBaHHS.

MeTtonuuHi BKa3iBKA MICTATh NPOQECiiHO-OPIEHTOBAHI  JIOBIJIHUKOBUI
Marepiana 3 JUIOBOTO JIMCTYBAaHHS, TEKCTH Ui YWUTAHHS, 3aBJaHHS Ha TEPEBIPKY
MPOYUTAHOTO, JICKCUYHI BIPaBH, aHIJIO-YKPAiHCHKUN TEPMIHOJIOTIYHUNA BOKAOYISPIM.
Cucrema MmojaHuUX BMpPaB J0 TEKCTIB 0a3yeThCsi HA KOMIIETEHTHICHOMY MiAXOl MpHU
HaBYaHHI 1HO3EMHUX MOB. 3allpONOHOBAHA CHCTEMa BIIPAB CIPHSIE YCIIITHOMY
BHBYCHHIO, CHCTEMATH3aIli1 Ta 3aKPIIJICHHs MPOQECIfHO OPIEHTOBAHOTO MaTepiay.

[Tigi6panuii TEKCTOBUN MaTepiall € OpraHIYHUM KOMIIOHEHTOM MpodeciitHoi
MITOTOBKHU CTYACHTIB. DaxoBi TEKCTHU Ta CUCTEMa BIIPaB JIOMOMOXKYTh MallOyTHIM
CrietiajiicTaM  OBOJIOJITH TEPMIHOJIOTIYHOIK  JIEKCUKOIO, MIATOTYIOTH 1X  J0

CHIJIKYBaHHS 1HO3EMHOIO MOBOIO Y TPO(ECIHHOMY CEepEeAOBHILIL.

OYIKYBAHI PE3YJIbTATH HABYAHHA

CuMBOJI pe3ysIbTaTiB HABYaHHS 32 Pe3yjabTaTH HABYAHHS 3 JUCHUILTIHU
CHEIIAILHOCTAMHY BIAOBIIHO 10

OCBITHBO-TIPOGECIHHOT TPOrpaMHU

PH 3. YMiTH ycHO 1 TMCEMOBO PH 3.1 Ymit1 ycHO 1 MMCHbMOBO

CHUIKYBAaTHUCA 1HO3EMHOIO MOBOIO. CHUIKYBAaTHUCS 1HO3EMHOIO MOBOIO B
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cdepi myOIIYHOTO YIIPaBIIHHS Ta
aJIMiHICTPYBaHHS

PH 7. YmiTu opranizoByBaTu Ta OpaTu
y4acTh y
BOJIOHTEPCHKHUX/KYJIbTYPHOOCBITHIX/CIIO
PTUBHUX MPOEKTAX, CIIPIMOBAHUX HA
(dbopMyBaHHS 37J0POBOTO CITOCOOY KHUTTSI
/ aKTUBHOT TPOMA/ISTHCHKOI TTO3HITIT.

PH 7.1 Ymitu opranizoByBaTH Ta OpaTi
y4acTh Y KyJIbTYPHOOCBITHIX MPOEKTAX,
CIpsIMOBaHUX Ha (pOpMyBaHHS aKTHBHOL
IPOMAaJITHCHKOI MO3UIIii, 32CTOCOBYIOUH
BI/IMOBIIHI 3acO0U BepOaIbHOI
KOMYHIKaIIii Ta afekBaTHi (opmu
BEJICHHS JUCKYCIHM Ta MATpUMaHHS
PO3MOBH.

PH 11. Ymitu 31iiiCHIOBAaTH TOIITYK Ta
y3araJibHeHHs 1H(popmarlii, poouTu
BHCHOBKH 1 (hOpPMYJTIOBATH
pEeKoMeHaaIlli B MeXaxX CBO€L
KOMIETEHITII.

PH 11.1 YmiTu 3a1ficHIOBaTH TIOMIYK Ta
y3arajibHeHHs iH(opmartii, poouTu
BHUCHOBKH 1 (hOpMYITIOBATH
peKOMeHAaIlli 1IHO3EMHOIO0 MOBOIO B
cdhepi myOIIYHOTO YHPABIIHHSA Ta
aJIMIHICTpYBaHHS.

PH 12. YMiti Hasmarogutu
KOMYHIKAI[II0 MK TPOMaJiiTHaMU Ta
OpraHaMH Jep>KaBHOI BJIAJH 1
MICIIEBOT'O CAMOBPSAyBaHHS.

PH 12.1 Ymiti Haymarogutu
KOMYHIKaIIIF0 MK 3 1HO3€MHUMU
rpoMajiTHaMU Ta X OpraHaMu
JIep>KaBHOI BJIaJIA 1 MICIIE€BOTO
CaMOBPSTyBaHHS, €PEKTUBHO
BUKOPHCTOBYIOUH IIUPOKUIA JI1aria30H
CJIOBHMKOBOTO 3ariacy i rpaMaTu4Hi
CTPYKTYpPH, HEOOX1THUX JJIs1 BUKIAAy
BJIACHUX JIYMOK Ta aHaJI3y pe3yJbTaTiB
y npodeciifHiil TisTTbHOCTI.




PART 1. THE BASIC COMPONENTS OF WRITING

1.1.

FORMS OF ADDRESS

Inside Address Styling

Salutation Styling

College and University Faculty and Official

chancellor (of a university)
Dr. Amelia R. Smith

Chancellor

Dear Dr. Smith

dean (of a college or university)
Dean Amelia R. Smith

or

Dr. Amelia R. Smith

Dean

Dear Dr. Smith

Dear Dean Smith

instructor
Mr. John R. Smith

Instructor

Dear Mr. Smith

president

Dr. Amelia R. Smith
President

or

President Amelia R. Smith

Dear Dr. Smith

Dear President Smith

Diplomats

ambassador, foreign

His Excellency John R. Smith
Ambassador of-

or

Her Excellency Amelia R. Smith

Excellency

Dear Mr. Ambassador

Excellency

Dear Madame Ambassador




president of a republic

Her Excellency Amelia R. Smith
President of-

or

His Excellency John R. Smith

President of

Excellency

Dear Madame President

Excellency
Dear Mr. President

prime minister
His Excellency John R. Smith
or

Her Excellency Amelia R. Smith

Excellency

Dear Mr. Prime Minister

Excellency

Dear Madame Prime Minister

Government Officials—Federal

cabinet officer

Secretary of

or

The Secretary of _

or

The Honorable Amelia R. Smith

Secretary of

Sir

Dear Mr. Secretary

Sir
Dear Mr. Secretary
Madam

Dear Madam Secretary

director (as of an independent federal
agency)

The Honorable John R. Smith
Director

_ Agency

Dear Mr. Smith

district attorney
The Honorable Amelia R. Smith
District Attorney

Dear Mr. Smith

federal judge

Sir




The Honorable John R. Smith
Judge of the United States District
Court of the_District

of

My dear Judge Smith
Dear Judge Smith

senator, United States Senate
The Honorable Amelia R. Smith
United States Senate

Madam

Dear Senator Smith

supreme court, associate justice

Mr. Justice Smith

The Supreme Court of the United States
or

Ms. Justice Smith

The Supreme Court of the United States

Sir

Mr. Justice

My dear Mr. Justice
Dear Mr. Justice Smith
Madam

Madam Justice

My dear Madam Justice

supreme court, chief justice

The Chief Justice of the United States
The Supreme Court of the United States
or

The Chief Justice

The Supreme Court

Sir

My dear Mr. Chief Justice
Dear Mr. Chief Justice

or

Madam

My dear Madam Chief Justice
Dear Madam Chief Justice

Government O

fficials—Local

city attorney (includes city council,
corporation counsel)

The Honorable Amelia R. Smith Dear
Ms. Smith

Dear Ms. Smith

county clerk
The Honorable John R. Smith Dear Mr.
Smith

Dear Ms. Smith




Clerk of_County

judge

The Honorable Amelia R. Smith Dear
Judge Smith

Judge of the_Court of-

Dear Judge Smith

mayor
The Honorable John R. Smith Sir
Mayor of Dear Mayor Smith

Sir
Dear Mayor Smith

Any rank not listed
Full title+full
name+comma-+abbreviation of branch of

service

Dear+rank+surname

Miscellaneous Professional Titles

attorney

Ms. Amelia R. Smith, Attorney-at-Law
or

Amelia R. Smith, Esg.

Dear Ms. Smith

Dear Ms. Smith

certified public accountant
Amelia R. Smith, C.P.A.

Dear Ms. Smith

dentist

John R. Smith, D.D.S.
or

Dr. John R. Smith

Dear Dr. Smith

Dear Dr. Smith

engineer
John R. Smith, P.E.

Dear Mr. Smith

physician
Amelia R. Smith, M.D.

or

Dear Dr. Smith




Dr. Amelia R. Smith

Dear Dr. Smith

veterinarian

John R. Smith, D.V.M.
or

Dr. John R. Smith

Dear Dr. Smith

Dear Dr. Smith

Multiple Addressees

two or more men with same surname
Mr. Arthur W. Jones

Mr. John H. Jones

or

Messrs. A. W. and J. H. Jones

or

The Messrs. Jones

Gentlemen
or

Dear Messrs. Jones

two or more men with different surnames
Mr. Angus D. Langley

Mr. Lionel P. Overton

or

Messrs. A. D. Langley and L. P. Overton
or

Messrs. Langley and Overton

Gentlemen or Dear Mr. Langley and
Mr. Overton
or

Dear Messrs. Langley and Overton

two or more married women with same
surname

Mrs. Arthur W. Jones

Mrs. John H. Jones

or

Mesdames A. W. and J. H.Jones

or

The Mesdames Jones

Mesdames
or

Dear Mesdames Jones

two or more unmarried women with same

Ladies
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surname

Miss Alice H. Danvers

Miss Margaret T. Danvers

or

Misses Alice and Margaret Danvers
or

The Misses Danvers

or

Dear Misses Danvers

two or more women with same surname
but whose marital status is unknown or
irrelevant

Ms. Alice H. Danvers

Ms. Margaret T. Danvers

Dear Ms. Alice and Margaret Danvers

two or more married women with
different surnames

Mrs. Allen Y. Dow

Mrs. Lawrence R. Frank

or

Mesdames Dow and Frank

Dear Mrs. Dow and Mrs. Frank
Or
Mesdames or Dear Mesdames Dow

and Frank

two or more unmarried women with
different surnames

Miss Elizabeth Dudley

Miss Ann Raymond

or

Misses E. Dudley and A. Raymond

Ladies or Dear Miss Dudley and Miss
Raymond
or

Dear Misses Dudley and Raymond

two or more women with different
surnames but whose marital status
is unknown or irrelevant

Ms. Barbara Lee

Ms. Helen Key

Dear Ms. Lee and Ms. Key
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1.2. ESSENTIAL STEPS TO EFFECTIVE WRITING

To craft an effective message, a writer must take four preliminary steps:
e Why: Determine the purpose of your message.
e Who: Identify your audience and the proper tone for that audience.
e Which: Decide which form of writing is best in this situation.

e How: Consider how to prepare your message in the most effective way.

Each of these steps is described in turn below.

Step 1: Determine the Purpose of Your Message

Purposes can be put into two broad categories: writing to inform and writing to
persuade. There is an easy way to determine your purpose. You simply ask yourself,
“Why am I writing this message?” For example, are you writing to tell an individual
or a group what transpired at a staff meeting? Are you writing to your immediate
supervisor about an idea you have to streamline an office procedure?

The first message is intended to inform; the second is an effort to persuade
someone else to consider your point of view. The construction of your message will
vary depending on what your purpose is:

e If your goal is to inform: Put the most important information at the
beginning of the message.

e |f your goal is to persuade: First present the problem and then propose your
solution. Explain why you think the problem is a problem, why your solution will
solve the problem, and how you would proceed to carry out the solution to the

problem.

Example: Message to Inform

Dear Karen:

12



I will not be able to attend the meeting today because of a prior commitment. | will

be in touch with you tomorrow to find out what was discussed.

Sincerely,

Lou

Example: Message to Persuade

Dear Janet:

In reviewing the latest figures from the accounting department, | noticed that we
again are very close to going over our monthly budget for office supplies. As in the
past four months, most of the expenditures went toward the repair and maintenance

of our photocopier.

In conducting research into how to solve this problem, | located a photocopier at
HMS Office Supply Store that is being offered at a discount because this particular

model is being phased out.

The purchase price is $1,200. Even though the initial outlay for purchasing this new
photocopier would cause us to go over budget, | think that in the long run this
acquisition would be cost-effective. We would save not only in terms of eliminating
the costly repairs the old machine requires (an average of $125 a month for the past
four months alone) but also in terms of staff time now spent dealing with problems

with the old machine.

Could we meet tomorrow to discuss this option?

Sincerely,

Carlos

13



Step 2: Identify Your Audience and the Proper Tone

Once you have determined the purpose of your writing, you need to think about
whom you are writing to and craft your message to that audience. If you do not
address the right people, your message will lose much of its impact. In a very helpful
chart in Plain Language in Government Writing, Judith Gillespie Myers groups
public sector audiences into four main types: managers, experts or advisors,
operators, and general readers. We agree in general with her groups but would
categorize the four types as follows:

» Decision makers

» Staff members

* Experts

* General public

Examples of decision makers are elected executives, appointed chief
executives, and department managers. Overall, decision makers supervise others and
decide how public organizations will act.

Staff members include people on the front lines of an organization and those
who provide services to support them. Frontline staff members include teachers,
postal workers, and firefighters; examples of support staff members are personnel
clerks, finance clerks, and administrative assistants.

Experts can be internal or external to the organization. Examples include civil
engineers, scientists, attorneys, and planners.

The general public can be defined as those people outside a public organization
who have a need for the services provided by the organization or who have an interest
in the organization’s goals and values. The scope of the public being addressed can
range from very broad (for example, all citizens of a city) to moderate (for example,
residents in a park and recreation district) to narrow (residents of a neighborhood or
even a single individual).

Once you have identified your audience, you can set the tone of your message
on the basis of your audience’s general characteristics. The table below lists each

group’s general characteristics and the appropriate tone for each audience.
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Type of Audience General Characteristics Tone

Decision makers Broad perspective; relate the organizationtoa  [Short, to the point,
larger environment; most interested in formal language
information necessary to make decisions

Staff members Narrower perspective related to specific work  |Light, not as formal

responsibilities and personal situation; can only
be expected to know their own jobs; looking for
information related to their job and personal

situation

Experts \Very narrow perspective; concerned about their |[Formal but more detailed
area of expertise; looking for information than for decision makers
specifically related to their area of expertise

General public Varied perspectives; lack in-depth knowledge of |Conversational and

subjects and terms; looking for information that |explanatory
affects their personal lives

In the following examples, we can see how one topic — an organization moving
to a new office — is approached differently depending on the audience that is being

addressed.

Example: Memo to a Decision Maker

To: Peter
From: Robin
Date: August 6, 2020

Subject: Relocation Date

All preliminary work on the relocation of the staff to the new offices has been
completed, and we have set a date of August 14 for the final move. You can now

notify staff members.
If you have any questions, please let me know.

As you can see, this memo is short and provides only a broad overview of the subject.

Example: Memo to Staff

To: All Department Heads
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From: Peter Piperman, Village Manager
Date: August 6, 2014

Subject: Relocation Date

It's official — our new building is ready! We will start our move on August 14. Please

plan to meet in the conference room at 9:00 a.m. on August 13 to review our plans.

Thanks for your continuing efforts as we make this move.

Even though this memo is also short, you can see a major difference in tone
from the preceding example. This less formal tone fits well with the concept of a

team approach to managing staff.

Example: Memo to Expert

To: Joe Lombardi, Crew Chief

From:Robin Mann, Project Manager

Date: August 7, 2014

Subject: Certification Request Form for the New Building

As soon as you can, please send me a copy of the certification request form from the
ADA that shows the requirements to be in compliance with the specs in Title IlI. |
will then make the certification request and supporting materials available for public

inspection.

Thank you.

Here we see a memo with much more technical information, including some

terminology that the expert will already be familiar with.

Example: Letter to General Public
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Village of Smithtown
578 Lee Road
Smithtown, Illinois 60006

August 6, 2014

Mr. and Mrs. Jack Waters
424 Eastern Way
Smithtown, Illinois 60006

Dear Mr. and Mrs. Waters:

We are pleased to announce that the building that will house the new administrative
offices for the Village of Smithtown has been completed. Our new address will be
364 Village Lane.

Telephone numbers will not change. We will start moving on August 14 and plan to

be open for business beginning at 9:00 a.m. on August 18.

We will keep our office on Lee Road open during the transition, so if you need to
contact any village official during the time of the move, please feel free to get in

touch with us there.

Thank you again for your tremendous support during this time of change. We look

forward to serving you in our new offices!

Sincerely,
Judith Griffin Mayor

This letter to the public contains all the information that citizens will need to
continue communications with their local officials. The tone is more formal than the

memo to the staff but is not overly stuffy and avoids jargon.
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Note: Always remember that no matter which audience you address and which
tone you adopt, any written communication can find its way into the public arena.
Indeed, every communication written by a public official or staff member is
ultimately a public document under the various freedom of information acts
(sometimes referred to as open records acts or sunshine acts), and thus the audience
may be the media and every member of the community at large. It is therefore vitally
Important to take care in what and how you write and how you present your

organization.

Step 3: Decide Which Form Is Best

We discuss forms of writing in more detail later in this book. Here we simply
note that a great deal of public sector writing involves four basic forms: memos,
letters, electronic messages, and reports.

Each of these forms has its own characteristics and purposes, as shown below.

Memos Brief messages, usually between people in the same organization

Letters Longer, more in-depth, and more formal correspondence, usually
from someone in the organization to individual(s) outside the
organization

Electronic messages Usually communicated in e-mail format; somewhat less formal than
memos; used to communicate both with people in the same
organization and with persons outside

Reports Presentation of facts given in a logical sequence; written for the
public or for internal audiences and/or technical specialists

You saw examples of memos and a letter earlier in this chapter (see examples
under Step 2). You might notice now that they indeed have distinct characteristics.
The memos have “To,” “From,” “Date,” and “Subject” lines; they are brief; and they
are sent to colleagues in the organization. The letter, on the other hand, is much more
formal. It is presented on letterhead and addressed to someone outside the
organization. The tone, as might be expected, is also more formal than the tone in the
memaos.

No matter what the form of your message is, however, a communication is

effective only if it is first well prepared.
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Step 4: Consider How to Prepare Your Message

Finally, before you begin the actual writing process, you need to think about
how to prepare your message so you can present the most effective communication
possible. This preparation involves answering two questions:

e What content should I include in my message?

e How should this content be presented?

The best way to prepare your message so that it has all the content you need to
include and presents that content in an effective manner is to follow these two steps:

(1) brainstorm (write down ideas as they come to you) and (2) organize.

Brainstorm

You can guide yourself through the brainstorming process in various ways, but
the one we recommend for public sector writers is to adopt what journalists call the
“S Ws and 1 H.” That is, to get started, write down the answers to the following
questions:

Who is involved in this situation?

What is going to happen/has happened?

Where is it going to happen/did it happen?

When is it happening/did it happen?

Why is it happening/did it happen?

How is it happening/did it happen?

We would also add the following question — a critical one when working in the
public sector: What does this mean to the person reading the communication?

Now let us take a topic and brainstorm. Say you need to write a letter to the
general public regarding a new leaf collection program the village is adopting. (Note
that at this point, we have completed Steps 1-3: we know the purpose of the
correspondence [to inform], the audience [the general public], and the form [a letter].)
We brainstorm by writing down the following:

e Who: The village, all the citizens of the village
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What: A new leaf collection program

Where: Throughout the village
When: November 3, 2014

Why: Improve efficiency

How: New bags, new collection dates
e What does this mean to me: Citizens need to take new actions to get leaves

picked up

We need to emphasize one other point here — even though the purpose of your
letter is to inform the village citizens of something, you also need to take into
consideration an important facet of human nature: some people do not like change,
and even more people do not like change when it causes them to do something
different from what they are used to doing. This point is highlighted in the
brainstorming process when we answer the “What does this mean to me” question
and see the words “new” and “actions.” Thus, even though our purpose is to inform
(and therefore the most important information is placed at the beginning of the
message), we also need to focus attention on the “why,” that is, why this new
program is better for everyone (it improves efficiency). Your letter, then, will contain
the answers to all the questions listed above but also will include additional
information about “why” and “what does this mean to me.”

Now that you have brainstormed and know what information needs to go into
your letter, you can move to the next step in the preparation process: organizing your

thoughts into an effective message.

Organize

One of the best ways to organize your thoughts is to get out a new piece of
paper, pick up that pen or pencil again, and write out your main ideas in outline form.
Each outline should have the following components:

¢ Introduction

20



e Body

e Conclusion

The main purpose of an outline is to help you get your thoughts in proper order
so that the reader of your message can easily follow what you are trying to say. The
outline is a tremendous help because it causes you to think in terms of order.

In the introduction, you explain why you are writing your message. In the
body, you present the point or points you are writing about. In the conclusion, you

sum up the main points and suggest further action (if applicable).

Example: Outline of a Letter to Residents to Explain the New Leaf Collection
Program
1. Explain why letter is being written [Introduction]
2. Describe former system [Body]
A.Specific method adopted
B.Why it no longer works well
3. Describe new system
A.Specific method adopted
B.Why it is an improvement on old system

4. Express appreciation for cooperation [Conclusion]

The example below shows the letter we wrote as a result of the brainstorming

and organizing process.

Example: Letter to Residents to Explain the New Leaf Collection Program
Village of Hanville
348 South Pine Street
Hanville, 1llinois 60004

Office of the Mayor
October 6, 2014
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Dear Resident:

Greetings. | am pleased to announce that our new leaf collection program is set to

begin on Monday, November 3, 2014.

As you all know, our former system of raking leaves into the street had begun to
create problems. When that program was implemented in 1980, we had only 250
citizens, and the system worked efficiently. With the village population now reaching
1,100, however, resulting in an increase in new homes, new trees, and thus new
leaves, we have seen that having so many leaves raked into the street has caused

flooding and traffic problems, leading to safety concerns.

After careful study by the Public Works Department, we have endorsed the new plan
whereby all residents will place their leaves in specially designated bags (see attached
picture). These bags are available for purchase at all local hardware stores and
grocery supermarkets. The bags should be placed with your garbage and recyclables
for collection on your regularly scheduled garbage collection day. This new system
will allow us to reduce the flooding and traffic hazards we have been experiencing

because of the old program.

Thank you to everyone involved in this effort to keep our village rated the cleanest

village in the south suburban area!

Sincerely,

Mayor Arbor

Key Points
Before you begin writing, you need to identify the following:
« The purpose of your message

 Your audience and what tone your message should take
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« Which form you should use

« What content you should include in your message

EXERCISES FOR CHAPTER
Exercise 1.1
Read the following passage and then answer the questions that follow it.
Get involved in making the environment healthy! Plant a tree in your yard or help
others plant trees. Trees help in the following ways:

e Trees in your yard can increase your home's value by up to 15 percent.

e Trees conserve energy in the winter by slowing down those cold winds.

e Trees conserve energy in the summer by shading your home from the sun,
thus reducing your air-conditioning bills.

e Trees help the air - they produce the oxygen we breathe, and they filter the

particulates in the air.

Call now to get started. Our telephone number is (652) 555-0961.

Questions
a. What is the general purpose of this message?
b. Who is the audience?

c. Is the message effective? Why or why not?

Exercise 1.2

Read the following passage and then answer the questions that follow it.

The Municipality anticipates that the contract for the preparation of the EA will be
approved and implemented by July 2015. For Barn Road Project #02-433, pending
state DOT approval, the Municipality and the Skyler Engineering Firm, LLC, will
execute the necessary steps to contract (10 percent local match) for an Environmental
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Assessment (EA) in accordance with the work scope approved by the state DOT on
June 5, 2020. It is estimated that the EA will be completed in 18 months.

Questions
a. What is the general purpose of this message?
b. Who is the audience?

c. Is the message organized well? Why or why not?
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PART 2. READING

2.1. CIVIL SERVICE

The term civil service can refer to either a branch of governmental service in
which individuals are employed (hired) on the basis of professional merit as proven
by competitive examinations; or the body of employees in any government agency
apart from the military, which is a separate extension of any national government.

A civil servant or public servant is a person in the public sector employed for a
government department or agency. The extent of civil servants of a state as part of the
“civil service” varies from country to country. In the United Kingdom, for instance,
only Crown (national government) employees are referred to as civil servants
whereas county or city employees are not.

Many consider the study of civil service to be a part of the field of public
administration. Workers in “non-departmental public bodies” (sometimes called
“QUANGOs”) may also be classed as civil servants for the purpose of statistics and
possibly for their terms and conditions. Collectively a state’s civil servants form its
civil service or public service.

An international civil servant or international staff member is a civilian
employee that is employed by an intergovernmental organization. These international
civil servants do not

resort under any national legislation (from which they have immunity of
jurisdiction) but are governed by an internal staff regulations. All disputes related to
international civil service are brought before special tribunals created by these
international organizations such as, for instance, the Administrative Tribunal of the
ILO.

Specific referral can be made to the International Civil Service Commission
(ICSC) of the United Nations, an independent expert body established by the United
Nations General Assembly. Its mandate is to regulate and coordinate the conditions
of service of staff in the United Nations common system, while promoting and

maintaining high standards in the international civil service.
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Certain characteristics are common to all civil services. Senior civil servants
are regarded as the professional advisers to those who formulate state policy. Civil
servants in every country are expected to advise, warn, and assist those responsible
for state policy and, when this has been decided, to provide the organization for
implementing it. The responsibility for policy decisions lies with the political
members of the executive (those members who have been elected or appointed to
give political direction to government).

Governmental authorities at all levels are significantly affected by a range of
global developments, such as the recent financial crisis, urbanisation, demographic
challenges and heightened security concerns. Such global development trends shape
the strategic plans adopted by governments to foster sustainable economic growth,
and ensure the prosperity and well-being of citizens and businesses. Everywhere
today, all of us — both within our firm and among our clients — find ourselves in an
entirely unfamiliar environment of uncertainty, instability and sweeping change. The
new reality is becoming a fact of life and our common future.

Competition between countries, and individual regions and cities is
intensifying. The inflow of investment in infrastructure development reveals the
global potential and competitive advantages of new economic agglomerations that are
appearing on the map of the world. At the same time, cooperation between the public,
private and non-profit sectors is taking on a global scale and becoming more active.
In this context, government leaders face a number of critical challenges, including
managing stakeholder relations and supporting an open dialogue based on trust.

Civil servants must understand and effectively respond to the complex

challenges they face, improve their operational efficiency.

1. Read the text. Say if the following sentences are true or false. Correct
the false statements.
1. The term civil service can refer to either a branch of governmental

service; or the body of employees in any government agency.
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2. A civil servant or public servant is a person in the public sector

employed for a government department or agency.

3. Workers in “non-departmental public bodies” may also be classed as

civil servants for the purpose of statistics and possibly for their terms and

conditions.

4. A state’s civil servants form its civil service or public service.

5. An international civil servant or international staff member is a

civilian employee that is employed by a nongovernmental organization.

6. All disputes related to international civil service are brought before

special tribunals created by these international organizations such as, for

instance, the Administrative Tribunal of the ILO.

7. Governmental authorities at all levels are significantly affected by a

range of global developments, such as the recent financial crisis,

urbanisation, demographic challenges and heightened security concerns.

8. Civil servants must understand and effectively respond to the complex

challenges they face, improve their operational efficiency.

2. Match the words with their definitions.

1. public sector

a. the part of an economy that is controlled by the state

2. public administration

b. a special agency of the United Nations, established
under the Treaty of Versailles in 1919, with the aim of

promoting lasting peace through social justice

3. intergovernmental

c. the implementation of government policy and also an
academic discipline that studies this implementation
and prepares civil servants for working in the public

service

4. quango

d. an organization which most countries belong to. Its
role is to encourage international peace, co-operation,

and friendship

27




5. administrative tribunal

e. a body established by or under Act of Parliament to
decide claims and disputes arising in connection with
the administration of legislative schemes, normally of a

welfare or regulatory nature

6. 1LO

f. relating to or conducted between two or more

governments

7. stakeholder

g. a semi-public administrative body outside the civil
service but receiving financial support from the
government, which makes senior appointments to it a

member of the civil service

8. the United Nations

h. a person with an interest or concern in something,

especially a business

3. Make up word combinations in accordance with the text and translate them.
1. professional a. public bodies

2. competitive b. examinations

3. non-departmental c. of jurisdiction

4. intergovernmental d. organization

5. immunity e. challenges

6. maintaining f. high standards

7. financial g. crisis

8. demographic h. economic growth

9. foster I. change

10. sweeping J. relations

11. inflow k. of investment

12. non-profit l. merit

13. global m. scale

14. stakeholder n. operational efficiency
15. improve 0. sectors
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4. Complete the gaps with the correct word.

1. A civil servant or public servant is a person in the sector employed for a
government or

2. In the United Kingdom, for instance, only (national government)
employees are referred to as civil servants whereas or

employees are not.
3. Many consider the study of civil to be a part of the field of
administration.

4. An international civil servant or international staff member is a civilian employee

that is employed by an organization.
5. These international civil servants do not under any national legislation
(from which they have of jurisdiction).

6. All disputes related to international civil service are brought before special

7. Nations common system, while and high standards in the

international civil service.

8. Cooperation between the : and sectors

is taking on a global scale and becoming more active.

5. Answer the questions. Think of more questions of your own.
1. What does the term civil service refer to?

2. Who is a civil servant?

3. What does an international civil servant do?

4. What challenges do the civil servants face?

6. Give a summary of the text

2.2. PUBLIC ADMINISTRATION
Public Administration can be broadly described as the development,

implementation and study of government policy. Today public administration is often
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regarded as including also some responsibility for determining the policies and
programs of governments. Specifically, it is the planning, organizing, directing,
coordinating, and controlling of government operations.

Public administration is a feature of all nations, whatever their system of
government. Within nations public administration is practiced at the central,
intermediate, and local levels. Though public administration has historically referred
to government management, it increasingly encompasses non-governmental
organizations that are not acting out of self-interest.

From the 16th century, the national state was the reigning model of the
administrative organization in Western Europe. These states needed an organization
for the implementation of law and order and for setting up a defensive structure. The
need for expert civil servants, with knowledge about taxes, statistics, administration
and the military organization, grew.

Lorenz von Stein, since 1855 professor in Vienna, is considered to be the
founder of the science of public administration. According to him, the science of
public administration was an interaction between theory and practice and combined
several disciplines, such as sociology, political sciences, administrative law and
public finance.

In the United States Woodrow Wilson was the first to consider the science of
public administration. In an 1887 article entitled “The Study of Administration”
Wilson wrote “it is the object of administrative study to discover, first, what
government can properly and successfully do, and secondly, how it can do these
proper things with the utmost possible efficiency and at least possible cost either of
money or of energy”.

In most of the world the establishment of highly trained administrative,
executive classes has made public administration a distinct profession. The body of
public administrators is usually called the civil service. Traditionally the civil service
Is contrasted with other bodies serving full time, such as the military, the judiciary,

and the police.
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In most countries a distinction is also made between the home civil service and
those persons engaged abroad on diplomatic duties. A civil servant, therefore, is one
of a body of persons who are directly employed in the administration of the internal
affairs of the state and whose role and status are not political, ministerial, military, or

constabulary.

1. Read the text. Say if the following sentences are true or false. Correct the false
statements.

1. Public Administration can be broadly described as the development,
Implementation and study of government policy.

2. Today public administration is the planning, organizing, directing,
coordinating, and controlling of government operations.

3. Within nations public administration is practiced at the central and
local levels.

4. Woodrow Wilson is considered to be the founder of the science of
public administration.

5. In the United States Lorenz von Stein was the first to consider the
science of public administration.

6. In an 1787 article entitled “The Study of Administration” it was
written “it is the object of administrative study to discover, first, what
government can properly and successfully do, and secondly, how it can
do these proper things with the utmost possible efficiency and at least
possible cost either of money or of energy”.

7. In most of the world the establishment of highly trained
administrative, executive classes has made public administration a
distinct profession.

8. The body of public administrators is usually called the civil service.
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2. Match the words with their definitions.

1. development a. the process of developing or being developed

2. implementation b. the process of making plans for something

3. planning c. the process of putting a decision or plan into effect;
execution

4. organize d. bring the different elements of (a complex activity
or organization) into a

5. coordinate harmonious or efficient relationship

6. control e. the process or activity of running a business,
organization, etc.

7. administration f. the power to influence or direct people’s behaviour
or the course of events

3. Make up word combinations in accordance with the text and translate them

1. government a. Administration

2. Public b. policy

3. implementation c. level

4. reigning d. model

5. local e. organization

6. non-governmental f. of law

7. internal g. duties

8. civil h. servant

9. distinct . affairs

10. diplomatic J. profession

4. Complete the gaps with the correct word

1. Public Administration can be broadly described as the ,

and

of government policy.
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2. Public administration is the , : :

, and of government operations.

3. Within nations public administration is practiced at the :

,and levels.

4. From the century, the was the reigning model of the
administrative organization in Western Europe.

5. , since 1855 professor in Vienna, is considered to be the

founder of the science of public administration.

6. In the United States was the first to consider the

science of public administration.
7. In 1887 Wilson wrote an article entitled >,
8.

The body of public administrators is usually called the

9. Traditionally the civil service is contrasted with other bodies serving full time,

such as the , the , and the

10. A civil servant, therefore, is one of a body of persons whose role and status are

not ) ) , Or

5. Answer the questions. Think of more questions of your own.

1. What is Public Administration?

2. Is public administration a feature of all nations?

3. On what levels is public administration practiced?

4. What was the reigning model of the administrative organization in Western Europe
in the 16th century?

5. What did states need for the implementation of law and order and for setting up a
defensive structure?

6. Who is considered to be the founder of the science of public administration?

7. Who was the first to consider the science of public administration?

8. Is public administration a distinct profession?
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9. How is the body of public administrators called?

6. Give a summary of the text.

2.3. WHAT IS GOVERNMENT

A government is a group of people that have the power to rule in a territory,
according to the law. This territory may be a country, a state or province within a
country, or a region. Governments make laws, rules, and regulations, collect taxes
and print money. Governments have systems of justice that contain the acts or
activities that are against the law and describe the punishments for breaking the law.
Governments have a police force to make sure people follow the laws. Governments
have diplomats who communicate with the governments of other countries.
Diplomats try to solve problems or disagreements between two countries, which can
help countries to avoid a war, make commercial agreements, and exchange cultural or
social experiences and knowledge. Governments have a military force such as an
army that protects the country if other countries attack or which can be used to attack
and invade other countries. The leader of a government and his or her advisors are

called the administration.

1. Decide True or False. Correct false sentences.

1. A government is a group of people that rule in a country.
2. Governments can’t make laws.

3. Governments have systems of justice that collect taxes.
4. If somebody breaks the law, he or she gets a punishment.
5. A police force prints money.

6. Governments have diplomats who communicate with the
administration of other countries.

7. Governments have a military force such as diplomats.
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. A military force protects the country if other countries attack it

. Answer the questions. Think of more questions of your own.
. What is a government?

. What are government’s responsibilities?

. What does a police force do?

. Who communicates with the governments of other countries?

. What do diplomats try to do?

o O A WD PN

. What does a military force do?

3. Match the words with the translation. Make up sentences of your own using

the words.

1.to contain a. BUPIIIYBaTH

2. to break the law b. yHUKaTH

3. to collect c. 0OMiHIOBaTH

4. to make sure d. 3axumaru

5. to solve ¢. IOTPUMYBATHCh 3aKOHY
6. to exchange f. mopymryBaTu 3aKoH

7. to follow the law g. OTHCYBaTH

8. to protect h. mepekonarucs

2.4, GOVERNMENTAL FUNCTIONS
In all modern states, governmental functions have greatly expanded with the
emergence of government as an active force in guiding social and economic
development.
One of the main governmental functions is self-preservation. The country must
seek to command the attachment of a community of citizens as well as to preserve
itself from external violence. Civil war signifies that the government has lost one of

the basic attributes of political authority: its monopoly of force and its control over
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the use of violence. In a fundamental sense, political authority may be preserved from
the threat of civil war only when there exists in the political community an agreement
on the basic principles of the regime. Such a consensus is the result, among other
things, of a shared ‘ideology’ that gives fellow citizens a sense of communal
belonging and recognizes interlocking values, interests, and beliefs. Ideology is
sometimes associated with ancient customs, sometimes with religion, sometimes with
the sort of common need that has led to the formation of many nation-states, and
sometimes with the fear of a common enemy. The ideological commitment that
people call patriotism is typically the product of several of these forces. In this sense,
civic education should be counted among the essential functions of the state.

Governments must preserve themselves against external as well as domestic
threats. For this purpose they maintain armed forces and carry on intelligence
activities. They also try to prevent the entry of aliens who may be spies or terrorists,
imprison or expel the agents of foreign powers, and embargo the export of materials
that may aid a potential enemy.

Supervision and resolution of conflicts is another key function of the
government. Representative institutions are themselves a device for the resolution of
conflict. Elections in constitutional democracies provide opportunities for mass
participation in a process public decision; parliamentary institutions provide for
public hearings on major issues of policy; and political parties integrate a variety of
interests and effect compromises on policy that win acceptance from many different
groups.

Another function of the government is regulation of the economy: regulation of
the production, distribution, and export of goods, allotting funds or subsidies for the
support of agriculture, support of domestic manufacturers, the use of taxes and tariffs,
the issuance of money, lending and insurance.

To some extent, all modern governments assume responsibility for protecting
the political and social rights of their citizens. All modern governments participate
directly in provision of goods and services. In addition to that, public functions

include public education, fire protection, conservation of natural resources, flood
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control, postal services, the provision of health care, the operation of public transport

facilities, airport and port maintenance, and water-supply systems.

1. Answer the questions. Think of more questions of your own.

1. What does the governmental function of self-preservation imply?

2. According to the article, under what condition can political authority be preserved
from the threat of civil war?

3. What does a shared «ideology» provide fellow citizens with?

4. What is patriotism typically the product of?

5. What do governments do to preserve themselves against external as well as
domestic threats?

6. Why can representative institutions be called a device for the resolution of
conflict?

7. What constitutes the governmental function of regulation of the economy?

8. What other functions do modern governments perform?

2. Match the words with their definitions.

1. aid a. the act of making available coins, currency, or stamps

by a government, or the items themselves:

2. commitment b. an agreement in which you pay a company money and

they pay your costs if you have an accident, injury, etc.

3. expand c. the work needed to keep something in good condition
4. goods d. to help or support someone or something
5. Insurance e. the activity of lending money to people and

organizations which they pay back with interest

6. Issuance f. toincrease in size, number, or importance, or to make

something increase in this way

7. lending g. apromise or firm decision to do something, or the fact

of promising something
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8. maintenance h. things for sale, or the things that you own

9. tax I. an amount paid to the government based on a person's
income, a company’s profits, the value of goods and

services etc, or this money considered together

3. Complete the gaps with the correct word

facilities rights authority domestic

regulations agreement distribution

1. Prices of goods are governed by the cost of the raw materials, as well as by the

cost of production and

2. The new charter establishes the and duties of citizens

3. The community center has some of the newest equipment and best

in town,

4. Focusing on exporting can help fight off and foreign
competition.

5. Negotiations will continue for an ambitious on trade and other
matters.

6. The government has the to regulate phone service provided
over the internet.

7. They are introducing new policies and for e-commerce.

2.5. LOCAL GOVERNMENT IN UKRAINE
The local government in Ukraine consists of two systems based on
administrative divisions of Ukraine. There are 24 oblasts, the Autonomous Republic
of Crimea, and two city councils with special status (regions), with each region

further divided into amalgamated hromadas and raions (districts).
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In Ukraine, relations regarding the organization and activity of entities of local
government are regulated by the Constitution of Ukraine, laws "About local self-
governance in Ukraine" and "About local state administrations™.

Deputies in Ukrainian local councils work on a voluntary basis.

There are two systems of local government:

e a system of local self government as public government (like public sector)
of territorial community (amalgamated hromada) and formed by them municipal
governing bodies (municipal authority)(local councils);

e a system of local bodies of state executive power that is represented by local
state administrations.

The local state administrations are bodies (agents) of state executive power at
local level that are subordinated to bodies of executive power of higher level, and
also accountable to and under the control of the relevant representative bodies (local
councils) in the field of the powers delegated to them. Their functions have state
nature (reflect the state interest), predetermined by tasks and problems of state
significance and they are the embodiment of the policy of deconcentration. At
functional level the local state executive government does not have independent
rights and powers distinct and separate from the rights and powers of bodies of the
central state government.

As for territorial communities, they are natural corporations of local residents
who carry out self-government directly or through local self-governing authorities
and exist on principles of self-organization and are not subordinated hierarchically to
other government entities.

The village, township, or city mayor is the chief executive of the local
community at the village (or association of several villages), town or city level,
elected by universal, equal and direct suffrage by secret ballot every four years in the
manner prescribed by law. The village or township mayor leads the executive
committee of the respective village, township or city council, and presides at its

meetings.
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The deputies elected in local elections work on a voluntary basis. Meaning that
they work for free for 5 years in a row.

The financial basis of local government consists of movable and immovable
property, revenues, other funds, land, natural resources and common property, and is
managed by district and regional councils. Territorial communities of villages, towns
and cities may unite (on a contractual basis) objects of communal property and
budget funds for implementation of joint projects, or to jointly finance (or maintain)
communal enterprises, organizations and institutions. The state participates in the
revenue of local budgets, financially supporting local self-government. Costs to local

government arising from decisions of public authorities are compensated by the state.

1. Answer the questions. Think of more questions of your own.
1. What systems does local government consist of?
2. What are the local state administrations subordinated to?
3. What community is not subordinated hierarchically to other government
entities?
4. How is village or township mayor elected?
5. What does the financial basis of local government consists of?
6. Why do territorial communities of villages, towns and cities may unite objects

of communal property and budget funds?

2. Make up word combinations in accordance with the text and translate them.

1. territorial a. property
2. executive b. projects

3. movable C. community
4. public d. entities

5. joint e. power

6. government f. authorities
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3. Match the words with their definitions.

1. entity

a.

an organization or a business that has its own

separate legal and financial existence

2. community

the people living in one particular area or people
who are considered as a unit because of their

common interests, social group, or nationality

3. municipal c. relating to or belonging to the government of a
town or city

4. power d. the ability to control or influence people,
organizations, events, etc.

5. delegate e. to give a particular job, duty, etc. to someone else
so that they do it for you

6. suffrage f. the right to vote in an election, especially to vote
for representatives in a government

7. preside g. to be in charge of a formal meeting or ceremony

8. division h. one of the main separate parts that a company, or

group of companies, is divided into

4. Complete the gaps with the correct word.

revenue

residents

elected costs

regulates

unite

ballot carrying out

1. Governments are calling on national business communities to

the current crisis

He was

N o gk~ W N

Escalating

The agency

executive vice president and chief financial officer.

the financial services industry.

The government is

of Westville complained about the town's bus system.

a review of state pension provision.

They need to restructure the tax system to collect more

have adversely affected profits.
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8. The election of the government is carried out by secret

2.6. AGOVERNMENT BUDGET

A government budget is an annual financial statement presenting the
government's revenues and spending for a financial year that is often passed by the
legislature, approved by the chief executive or president. Only certain types of
revenue may be imposed and collected to form a budget. Property tax is frequently
the basis for municipal and county revenues, while income tax is the basis for state
revenues.

The two basic elements of any budget are the revenues and expenses. In the
case of the government, revenues are derived primarily from taxes. Government
expenses include spending on current goods and services, which economists call
government consumption; government investment expenditures such as infrastructure
investment or research expenditure.

Government budgets have economic, political and technical basis. Unlike a
pure economic budget, they are not entirely designed to allocate scarce resources for
the best economic use. They also have a political basis to obtain benefits and avoid
burdens. The technical element is the forecast of the likely levels of revenues and
expenses.

A budget can be of three types:

Balanced Budget: When government receipts are equal to the government
expenditure, it is called a balanced budget.

Deficit Budget: When government expenditure exceeds government receipts,
the budget is said to be deficit. A deficit budget can be of three types, Revenue, Fiscal
and Primary deficit.

Surplus Budget: When government receipts are more than expenditure.

Government budget is an important instrument of economic policy and an

index of government'’s functioning.
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1. Match the phrases with their translation. Make up sentences of your own

using the words.

1. revenues and expenses oOMeXXeH1 pecypcH

2. index JCpIKaBHE CIOKUBAHHS
3. income tax TIOKa3HHUK

4. scarce resources 1HBECTHIIIiHI BUTPATH

5. government consumption MOJaTOK Ha MPUOYTOK

6. investment expenditures podIIUTHUH OFOIKET
7. surplus budget JOXOJIU 1 BUTPATH

8. government receipts OOKETH] HAAXOHKEHHS

o B~ W N P DN

3
1

. Answer the questions.

. What is a government budget?

. What are the two basic elements of any budget?

. What do government expenses include?

. What are three basis of a government budget?

. What are three budget types?

. Complete the sentences.

. A government budget is an

financial statement presenting the

government's revenues and spending for a financial year.

2. A government budget is often passed by the

3. Certain types of

or president.

, approved by the

are imposed and collected to form a budget.

4. The basis for municipal and county revenues is tax.

5. tax is the basis for state revenues.

6. The and are the two basic elements of any budget.
7. Government expenses include spending on current and

8. Government budgets have economic, political and technical
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9. When government receipts are to the government ,1tis

a balanced budget.

10. When government expenditure exceeds government , the budget is

4. Choose the correct alternative. Then translate the article.
Budget types

Union Budget: The union budget is the budget prepared by the central
government for the 1) country/surplus as a whole.

State Budget: In countries like India, there is a federal system of 2) govern-
ment/income thus every state prepares its own 3) deficit/budget.

Plan Budget: It is a 4) document/expense showing the budgetary provisions for
important projects, programmes and schemes included in the central plan of the
country. It also shows the central 5) scarce/assistance to states and union territories.

Performance Budget: The central ministries and 6) departments/sales dealing
with development activities prepare performance budgets, which are circulated to 7)
proper-ty/members of parliament. These performance budgets present the main
projects, programmes and activities of the government in the light of specific
objectives and previous years' budgets and 8) achievements/derived.

Supplementary Budget: This budget 9) index/forecasts the budget of the
coming year with regards to revenue and expenditure.

Zero-Based Budget: This type of budget is defined as the budgetary process
which requires each ministry or department to justify its entire budget in detail. It is a
system of budget in which all government expenditures must be 10) justified/receipt

for each new period.

2.7. TAXES?
Taxes are involuntary fees levied on individuals or corporations and enforced

by a government entity — whether local, regional or national — in order to finance
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government activities. In economics, taxes fall on whomever pays the burden of the
tax, whether this is the entity being taxed, such as a business, or the end consumers of
the business's goods.

To help fund public works and services — and to build and maintain the
infrastructures used in a country — the government usually taxes its individual and
corporate residents. The tax collected is used for the betterment of the economy and
all living in it. In the U.S. and many other countries in the world, taxes are applied to
some form of money received by a taxpayer. The money could be income earned
from salary, capital gains from investment appreciation, dividends received as
additional income, payment made for goods and services, etc.

A percentage of the taxpayer’s earnings or money is taken and remitted to the
government. Payment of taxes at rates levied by the state is compulsory, and tax
evasion — the deliberate failure to pay one's full tax liabilities — is punishable by law.
Most governments use an agency or department to collect taxes; in the United States,
this function is performed by the Internal Revenue Service (IRS).

There are several very common types of taxes:

Income Tax — a percentage of individual earnings filed to the federal
government

Corporate Tax — a percentage of corporate profits taken as tax by the
government to fund federal programs.

Sales Tax — taxes levied on certain goods and services

Property Tax — based on the value of land and property assets

Tariff — taxes on imported goods imposed in the aim of strengthening internal
businesses

Estate tax — rate applied to the fair market value of property in a person's estate
at the time of death

Tax systems vary widely among nations, and it is important for individuals and
corporations to carefully study a new locale's tax laws before earning income or

doing business there.
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Paying taxes should be done in a way that is comfortable to the tax-payer.
Collecting taxes should be as cheap as possible to the government. The government
uses the money collected from taxes to pay for things. For example, people who work
for the government must be paid, so some taxes are used to pay these people. Taxes
are also used to pay for education, health care, and to maintain things like roads,

bridges, sewers, and buildings.

1. Answer the questions. Think of more questions of your own.
1. What are taxes?

Why are taxes collected?

What are the consequences of tax evasion?

What are the common types of taxes?

What body does usually collect taxes?

o 0k~ w D

What things are taxes used by government?

2. Match the sentence halves.

1. The tax money goes a. from taxes to pay for things.

2. Paying taxes should be done inaway | b. education, health care, and to maintain
things like roads.

3. The government uses the money ¢. how much money a person earns

collected

4. Taxes are also used to pay for d. to pay people who work for the
government.

5. Property taxes based on e. money that people pay to the
government.

6. Income taxes are based on f. are based on how much a person buys

7. Tax is g. that is comfortable to the taxpayer.

8. Value added taxes h. how much a person owns.
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3. Make up word combinations in accordance with the text and translate them.

1. corporate a. assets

2. capital b. evasion

3. additional C. gains

4. tax d. income

5. end e. liabilities

6. property f. market value
7. fair g. residents

8. tax h. consumers

4. Match the words with their definitions.

1. levy . someone who pays taxes:

2. value . money earned by a person, company, government, etc.
over particular period of time:

3. taxpayer . the amount of money that something is worth

4. fee . part of the profit of a company that is paid to
shareholders:

5. percentage . to officially ask for an amount of money, such as a tax,
for a government or organization

6. income . an amount of something, often expressed as a number
out of 100

7. dividend g. a person who buys goods or services for their own use

8. consumer h. an amount of money paid for a particular piece of work
or for a particular right or service:

2.8. PUBLIC FINANCE

Public finance, according to the traditional definition of the subject is that
branch of economics which deals with the income and expenditure of a government.
According to Adam Smith, public finance is «The investment into the nature and

principles of state expenditure and state revenue is called public finance».
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The scope of the science of public finance nowadays has widened. Modern
governments have to perform multifarious functions to promote the welfare of its
citizens. In addition to maintaining law and order within the country and provision of
security from external aggression, it has to perform many economic and commercial
functions.

Today, an increase in the expenditure of the public authorities has taken place
because of the increased activities of the government. The sources of revenue have
also increased. Taxes are levied not only for raising the revenue but are used as an
important instrument of economic policy.

Components of Public Finance. The main components of public finance
include activities related to collecting revenue, making expenditures to support
society, and implementing a financing strategy (such as issuing government debt).
The main components include:

Tax collection. Tax collection is the main revenue source for governments.
Examples of taxes collected by governments include sales tax, income tax (a type of
progressive tax), estate tax, and property tax. Other types of revenue in this category
include duties and tariffs on imports and revenue from any type of public services
that are not free.

Budget. The budget is a plan of what the government intends to have as
expenditures in a fiscal year. In the U.S., for example, the president submits to
Congress a budget request, the House and Senate create bills for specific aspects of
the budget, and then the President signs them into law.

Expenditures. Expenditures are everything that a government actually spends
money on, such as social programs, education, and infrastructure. Much of the
government’s spending is a form of income or wealth redistribution, which is aimed
at benefiting society as a whole. The actual expenditures may be greater than or less
than the budget.

Deficit/Surplus. If the government spends more than it collects in revenue there
Is a deficit in that year. If the government has less expenditures than it collects in

taxes, there is a surplus.
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National Debt. If the government has a deficit (spending is greater than

revenue), it will fund the difference by borrowing money and issuing national debt.

The Treasury is responsible for issuing debt, and when there is a deficit, the Office of

Debt Management (ODM) will make the decision to sell government securities to

investors.

1. Answer the questions. Think of more questions of your own.

1. What is public finance?

. What functions does Public finance have to perform within the country?

. What are the main components of public finance?

. What is government’s spending?

. What happens if the government spends more than it collects in revenue?

2
3
4. What is the main revenue source for governments?
5
6
7

. What does the government implement if there is a deficit?

2. Make up word combinations in accordance with the text and translate them.

1. external a. expenditure
2. government b. collection

3. promote C. aggression
4. public d. redistribution
5. state e. debt

6. tax f. the welfare
7

. wealth

g. authorities

3. Match the words with their definitions.

1. citizen a. the government department that is responsible for
financial matters such as spending and tax

2. duty b. an amount that is more than is needed:

3. fiscal year c. someone who lives in a particular town, country, or
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state

4. infrastructure

a period of 12 months for which a government records

its income and spending:

5. surplus

the general state of health or degree of success of a

person, business, country, etc

6. The Treasury

a tax paid to the government, especially on things that

you bring into a country

7. welfare

the basic systems and services that are needed in order
to support an economy, for example, transport and
communication systems and electricity and water

supplies:

4. Complete the sentences with the correct form of the given words

implement

tariffs

taxes debts

borrow

revenue

expenditure

1. The government's annual

on arms has been reduced.

2. The US has imposed new on chocolate from Brazil.

3. Countries who had

hard.

heavily to pay for oil imports were hit

. Companies become insolvent because they cannot pay their

. The government has promised that they'll reduce

. The corporation has a new compensation plan for its sales

force.

. They need to restructure the tax system to collect more

2.9. CORRUPTION. SCALES OF CORRUPTION
Corruption is a form of dishonest or unethical conduct by a person entrusted

with a position of authority, often to acquire personal benefit. Corruption may include
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many activities including bribery and embezzlement, though it may also involve
practices that are legal in many countries. Government, or «political», corruption
occurs when an officeholder or other governmental employee acts in an official
capacity for personal gain.

Stephen D. Morris, a professor of politics, writes that corruption is the
illegitimate use of public power to benefit a private interest.

Economist lan Senior defines corruption as an action to (a) secretly provide (b)
a good or a service to a third party (c) so that he or she can influence certain actions
which (d) benefit the corrupt, a third party, or both (e) in which the corrupt agent has
authority. Daniel Kaufmann, from the World Bank, extends the concept to include
«legal corruption» in which power is abused within the confines of the law — as those
with power often have the ability to make laws for their protection. The effect of
corruption in infrastructure is to increase costs and construction time, lower the
quality and decrease the benefit.

Corruption can occur on different scales. There is corruption that occurs as
small favors between a small number of people (petty corruption), corruption that
affects the government on a large scale (grand corruption), and corruption that is so
prevalent that it is part of the everyday structure of society, including corruption as
one of the symptoms of organized crime (systemic corruption).

Petty corruption occurs at a smaller scale and takes place at the implementation
end of public services when public officials meet the public, for example, in many
small places such as registration offices, police stations and many other private and
government sectors.

Grand corruption is defined as corruption occurring at the highest levels of
government in a way that requires significant subversion of the political, legal and
economic systems. Such corruption is commonly found in countries with
authoritarian or dictatorial governments but also in those without adequate policing of
corruption.

The government system in many countries is divided into the legislative,

executive and judiciary branches in an attempt to provide independent services that
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are less subject to grand corruption due to their independence from one another. It is
affecting half of the world.

Systemic corruption is corruption which is primarily due to the weaknesses of
an organization or process. It can be contrasted with individual officials or agents
who act corruptly within the system.

Factors which encourage systemic corruption include conflicting incentives,
discretionary powers; monopolistic powers; lack of transparency; low pay; and a
culture of impunity. Specific acts of corruption include bribery, extortion, and
embezzlement in a system where corruption becomes the rule rather than the

exception.

1. Answer the questions. Think of more questions of your own.

1. When does government or «political» corruption occur?

2. How does lan Senior define corruption?

3. What does «legal corruption» mean?

4. What scales of corruption are mentioned in the text?

5. Why is the government system in many countries divided into three

branches?

2. Make up word combinations in accordance with the text and translate them.

1. corrupt a. offices

2. legal b. benefit

3. make C. corruption
4. personal d. corruption
5. petty e. laws

6. public f. agent

7. registration g. power
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3. Match the words with their definitions.

1.

bribery

a.

freedom from punishment for something that has

been done that is wrong or illegal:

embezzlement

a person who holds a position of authority and

responsibility in a government or other organization

Impunity

a situation in which business and financial activities
are done in an open way without secrets, so that

people can trust that they are fair and honest

officeholder

. the crime of secretly taking money that is in your

care or that belongs to an organization or business

you work for

subversion

the crime of giving someone, especially someone in
a position of authority, money, a gift, etc. so that they

will do something illegal or dishonest for you

transparency

the act of trying to destroy or damage an established

system or government

4. Complete the sentences with the correct form of the given words.

extortion corruption illegitimate Impunity
authority transparency government

1. Many of these insurance claims are

2. He was found guilty of obtaining the money by

3. The is spending millions of dollars in its attempt to

combat drug abuse.

She thought that her money and power gave her the right to ignore the law with

Concerns have been raised about a lack of regarding the

company's healthcare and pension liabilities.
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6. The investigation revealed political chicanery and at the

highest levels.

7. The company had the owner's to contract on his behalf.
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VOCABULARY
abide (by) — cimigyBati (HOpMaM), TOTPUMYBATHCh, CITYXaTHCh
ability — MoxxuBiCTh
abolish — BigminsaTH
absorb — norimHaTH
abstain — yrpumyBaTuch
accompany — CympoBOIUTH
accord — 3rona, Moro/KeHICTh
accountable — BinmoBimansHUI
achieve — nocsratu, 10OMBaTUCS
achievement — nocsaraeHss
acknowledge — Bu3HaBaTH, MiATBEPIKYBATH
adapt — npucrtocoByBaTH, a1aNTyBaTH
adhere (to) — noTpUMyBaTHCH,CITiTyBaTH (HOpPMaMm)
adjourn — npunuasTH (300pN)
adjudicate — posrisaaTu cripaBy, BUPIIIYBaTH CYNIEPEUKY
adjust — koperyBaTu
adopt — npuitMaty, yXBaarOBaTH, 3aCBOIOBATH
advisory — nopaaunii, KOHCYJbTATUBHUN
affairs — cnpasu
aftermath — macminok
agenda — mopsa0K JeHHUH, Mporpama, IjiaH
aid — nomomora
allege — TBepauTH, 3a9BIATH
allow — no3Bomsaru
ambiguous — HeoTHO3HAYHUI,CYMHIBHUI
amend — BHOCHTH TOTPABKH (7103aKOHY), MOJIIIITYBATH
annual — piunuii, mopivHuit
application — 3asiBka, 3acTOCYBaHHS

apply — 3actocoByBaTH
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apply for — 3Beprarucs (3a70Bi1IKOI0, JO3BOJIOM), TIOJITaBATU3ASIBY
appoint — mpu3Havatu (Ha mocaay)

apprenticeship — npodeciitne HaBuaHHs 0€3 BiIPUBY BiJ BUPOOHHUIITBA
approval — cxBaiieHHs

arrange — opraHizoByBaTu

arrangement — 3roa, JIOMOBJICHICTb

asset — pecypc, (-S) — aKTHBH, MaliHO

assistance — gqonomora, CipusiHHS

attain — nocsararu

authorise — no3BonsaTH

authority — Biazaa, opran

awareness — o013HaHICTb

bargain — Bectu neperosopu

determine — Bu3HayaTy, BCTAHOBIIOBATH

enshrine — 36epiraTy (TTOTJISIH)

link — 3’ennyBatn, 3Bs3yBatu; to be linked to — Oyru moB’s13aHuM 3
biannually — nBa pasu Ha pik

bilateral — nBocToponHiii

bilateral negotiations — qoGiuHineperoBopu

bill — 3akoHOTIPOCKT

binding — 30608’ s13a1bHMI

blame — 3BunyBauyBatu

board of directors — paga mupekropis

body of law — cykymnHicTh IpaBOBHX HOPM

breach — mopyirysatu (3akoH);nmpoOuBaTh

break-up — posnan

brief — pe3romyBaTi, KOPOTKO MOBIAOMIIATH

broaden — po3muproBatu

chair — ronoByBaru, ouontoBaTH

chairmanship — rojoByBanus
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chairperson/chair — ronosa

challenge — Buxnukaru (Ha mayens),3anepedyBaTu, OpaTH IiJ] CYMHIB
chamber — nanara

circulate — mupxyIroBaTH

circumstance — o6CTaBUHHU, YMOBH

civil society — rpoMansiHChKE CYCIIILCTBO
civilian — nuBiLTBHAIM

claim — Bumaratu, npeTeHyBaTH

clause — moyio’keHHs, CTaTTs, MyHKT

cloud — mpuxoByBaTH

collapse — pyitnyBanHs

commercial — komepiiiHu’

commitment — gopydeHHs1, 3000B’s13aHHS
common market — criJbHUI PHHOK
Commonwealth of Independent States — CriBapy>kHiCTh HE3aJIC)KHHUX JIEPIKAB
competence — OPUCAMKIIISI, TOBHOBAKCHHS
competitive — KOHKYpeHTHUI

complement — nonoBHIOBaTH
complementary — nonxarkoBwuii

COMPrise — MiCTUTH B CO01,0XOILTIOBATH
concentrate — 3ocepemKyBaTucs
coNsensus — 3rojJia, KOHCEHCYHC

consider — po3risiiaTi,00,lyMyBaTH
constant — mocTiitHU#, cTanui

constitute — ckiagatu, yTBOprOBaTH
conventional — 3Bu4aitHMiA,cTaH AP THHIA
convergence — 30 KESHHS, 3TUTTS
CONVINCe — nmepeKoHyBaTH

cooperation — criBmoparis

COpe — cupaBIsATUCA
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corruption — kopymiis

counterfeit — migpoOiATH (TOKYMEHTH)

counterpart — korrisi, IBIHHHUK;KOJIeTa

COUP — 3aKOJIOT

court of appeal — anensuitinuii cyn

custom duty — MUTHHUI pEKUM,MHUTO

customs union — MATHUIA €003

deal — n. yrona (0i3Hec); v. 3aiiMaTHCs YMMCh, TOBOJIUTUCH (With)
declare — nporosnomnryBatu, poOUTH 3asBY
decontamination — ge3akTuBaris

deed — cmpaBa, [1ist, BAMHOK

delay — n. 3aTpuMKa, 3BOJTIKaHHS;V. BIIKJIaaTH, 3aITi3HIOBATHCS
deliberate — cruanoBanuiA,CBITOMUIA

deliberation — po3cyn

deployment — po3mirieHHs

derive — moxouTH (3 4OroCh),0/ICPKYBaTH, JICTaBaTH
design — po3pobisaTu

destruction — pyitHyBaHHs

determine — Bu3Ha4yaTH, BUPIIITYBATH

direct (toward) — cnpssmoByBaTH

disappear — 3HuKaTH

discharge — 3BinbHEHHS, 1eMOOiTI3alis

dismay — ctypOoBaHicTh

dispute — cymepeuka

disruptive — pyiiHiBHUit

dissent — He MOroKyBaTUCH

dissolution — po3mna, po3myck

distribute — po3noscromkyBaTH, pO3MOMIISATH
diverge — po3X0oauTHCS, BIIXUIATUCS

diverse — pizHOMaHITHHIA, ypI3HOMaHITHCHUH, TUBEPCU(DIKOBAHUI
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division — po3moin, BiIiI, BiIIIICHHS

domestic — nomarnHiii, HalllOHATBHAIA, BHYTPILITHIH

draft — ckiiagatyu miaH, (3aKOHO) MPOEKT; IPUTOTYBATH YEPHETKY
draw up — ckiamaty (JIOKyMEHT), YKIaaaTH (3aKOHO ))IIPOCKT
drift — mepexin, 3MiHa

due to — 3yMoBIICHHUH, BHACITIIOK

earn — 3apoosaTu

economic policy — ekoHOMIYHA MMOTITHKA

efficient — nieBuii, edexTUBHMIA

effort — sycwuis, HanpyKeHHS

eligible — o, 110 MiAXOANUTE; 10 MOKE OYTH OOpaHUM
embassy — mocoJbCTBO

emerge — BUHUKATH, 3’ SIBJIATUCS

employability — 3aatHicTh OTpuMaTH POOOTY, 3AaTHICTH MPAIICBIAIITYBATHUCS
employment — 3aiHATICTB

enable — naBatu 3Mory, pPOOUTH MOMJIUBUM

encompass — oTouyBaTH, OXOIUTIOBaTH, MICTUTH B CO01
encourage — 3a0XouyBaTH

endorse — cxBaJltOBaTH, MiATPUMYBATH, MMiATBEPIKYBATH
enduring —10BroTpuBaiui, CTIHKHI

engage — 3auMarucs

enhance — 30i1bIyBaTH, MTOCHITIOBATH

enter into force — Bcrymaru B nito

entire — winuid, CymniabHUN

entirety — uijicHicTh

entrepreneurship — mignpUEMHUAIITBO

equip — ocHallyBaTH, Ha/laBaTH

eradicate — 3HuIIYBaTH

eSCOrt — OXOpOHATH, ECKOPTYBAaTH

establish — 3acHoByBaTH, BCTAaHOBJIIOBATH
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executive — BUKOHaBYHIA

expand — mommwmproBatu (cs1), pO3MUPITH (C51)
expenditure — BugaTok

expire — 3akiHuyBatucs (IIPOCTPOK Jii)

extend — BUTAryBaTH, po3TATyBaTH

extension — mpoIoBKEeHHS

external relations — 3oBHIIIHI BiAHOCHHU
external trade — 30BHIIIHS TOPTiBIsA

facilitate — moneruryBatu, cipusiTi

fall-off — coax, maginms

falter — BaraTucs, aisiTi Hepinnyye

fiscal — dickanpaMit, pinaHCOBUI

foreign policy — 30BHiIIHS TOJTITHKA

former — xonuHin

foster — cTuMyTIOBaTH, 3a0X0UyBaTH, CIIPUSATH
found — 3acHoByBaTH, ykiagaTi GyHIaMeHT
fulfilment — BukoHnauHs

function — ¢pyHkionyBatn

fundamental freedoms — pyngamenransHi cBOOOIM
gain — 3100yBaTtu, oiep>KyBaTH

goods — ToBapu

gradual — moctymnoBuit

grant — magaBartu

grow — poCTtH, BUpPOILIYyBaTH

guarantee — rapaHTisi; V. rapaHTyBaTH
guidance document — iHCTpyKIlisl, KEPIBHHUIITBO, KEPYIOUHH TOKYMEHT
guidelines — incTpyKIIil

hallmark — BinminHa puca, o3Haka

handle — BupimryBatu

handover — nepegaya noBHOBa)KEHb
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home affairs — BayTpimmni cnpasu
human rights — npasa nroanaN
human traffi cking — Toprisist moaeMu
identify — Bu3navaru, inenTudikyBaru
Impact — BriuB
Implement — BukoHyBaTH
Implementation — BrineHHs, peami3ariis
IMpOose — HaB’sI3yBaTH, HaKJIagaTH (CaHKIIIT)
include — BxirouaTn
Inconvenience — He3py4YHICTh
incumbent — girouwnii, To#, 10 00iiMae ocaxy
INncur — HaOyBaTH, 3a3HABaTH, ITiIMATaTH
industry — iHxycTpisi, IPOMHUCIIOBICTD
inherent — Bpomkenuii, BlacTUBHIA
Initiation — imiriaris, BeICHHS y JIit0
interest rate — mporeHTHA CTaBKa
intergovernmental — mixypsinoBuii
internal — BHyTpimHii
internal relations — BHyTpilIHI BiTHOCHHN
international agreement — mixkHapoiHa yroja, J0roBip
Intimidate — 3anskyBatu
introduce — BBOUTH, 3aMpOBaKyBaTH
Inventory — peectp, iHBEHTap
investment stocks — inBecThIiiHI aKmii
involve — BkirouaTy, MicTUTH B c001
irrespective of — nesanexHuii Bij
irreversible — HeoOopOTHHUH, HEMOBOPOTHHIA
issue — BuaBaTu
jeopardize — cTaBUTH i1 3arpo3y
join — npuennyBatu (cs),3’€qHYBaTH (Cs)
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justice — npaBocyms

land border — nazemHuii Kop10H

launch — po3nounHaTH, BBOJUTH B IO

lay down — 3aknagaTu

leader — migep

legal — npaBoBuit

legal base — ropunuaHa ocHOBa,IIpaBoBa Oa3a
legislative — 3akoHOTBOpUYHii, 3aKOHO JABUMIA
legislature — 3akoHo1aBuUMii OpraH, 3aKOHO1aBYa BJIaJia
let alone — He ToBOpsTUM TIPO

liaising — miaTpuMyBaHHS 3B’ 3Ky

liaison — 3B’s13KM, KOHTAKT

liberty — cBoGOoma

living standards — »xutTeBi cTaHaapTH

loan — no3uka

maintain — migTpuMyBaTH, BiJICTOIOBATH
maintenance — niaTpuMKa

Major — OCHOBHHIA

manage — ympaBJIsATH; CIIPABJIATUCS
mandate — manar, Hakas

marital status — cimeitanii cran

market economy — puHKOBa €KOHOMIKa
market forces — puHKOBI cHIIH

mediate — BuCTymaTu MocepeaIHUKOM
membership — unencTBo

merchant — toproseiib, TOProBuii

merger — 3JIMTTs

minutes — npotokoJ (360piB)

modify — Bugo3miHoBaTH

multilateral — 6ararocroponHiii
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negotiation(s) — meperosopu

neighbourhood — orodeHHs, CyciICTBO

net — ynctuii, PakTUUHUM, KIHIICBUN
Nongovernmental organization (NGO) — HeypsimoBa oprasi3arist
Nominee — HOMiHaHT

notes — 6aHKHOTH, HOTATKH

null and void — veniticHmit

objective — mera, nparaeHHs1, adj. 00EKTUBHUIA
obligation — 3000B’s13aHHs

obstacle — nepernona

obtain — orpumyBatu

offer — n. mpomno3witis; V. MpoNoHyBaTH

outcome — pe3yJibTar

outline — okpeciroBatu

outward stocks — 30BHIIIHI iHBECTHITIT
overproduction — HaABUPOOHHUIITBO

override — BigMiHUTH (PIIICHHS, 3aKOH)

OVErsee — KOHTPOJTFOBATH, HATJISIATH

overthrow — ckuHyTH, IEPEMOT'TH
parliamentary inquiry — napJaMeHTChbKHI 3aIUT
partnership — maptaepcTBO

permanent representation — mocTiiiHe nMpeaCTaBHUIITBO
persuade — nepekoHyBaTH

plenary session — mieHapHe 3acigaHHs

political entity — moniTu4Ha €1HICTD

position — mocama

[POSSESS — BOJIOAITH

postal code (zip code) — inaekc

postpone — BinkiIanaTy, BiICTPOUyBaTH

posture — nmo3uiist
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precedence — nepexyBaHHs, IPIOPITET, MEPIIICTH
precondition — mepemxymMoBa

Precursor — monepeHuK, MomepeTHULIS

present — mpe3eHTyBaTH, PEACTABIATH

preservation — 30epexxeHHs

preside — rojoByBaru

pressure — Tuck

presumption of innocence — npe3yMiiiis HEBUHYBATOCTI
prevent — 3amoGiratu

primacy — nepBUHHICTb

procurement — nmocrauanus (00 AHAHH), TPUIOAHHS
promote — po3BuUBaTH, BiJICTOIOBATH, IPEICTABIIATH
proponent — npUXWILHUK; TOH, IO IPOIIOHYE IOCH JIsi 00rOBOPEHHS
proposal — mpomno3uitis, IPOEKT (3aKOHY)

prosperity — nponsitanHs, OJaroycrpii

Prosperous — CupusITIMBU, MPOIBITAIOUNN

protect — 3axumaru

protection — 3axucTt, oxopoHa

provide — 3abe3nevyBaTH, Ha/laBaTH

provider — mocrayanbHHK, IPOBaREp

Provision — moJyioyKeHHsI, yMOBa (JI0OTOBOPY); MOCTAYaHHS
public administration — nep>xaBHe ynpaBIiHHS

public health — oxopona 310poB’s

purely — Bukro4HO

qualification — kBamidikarris

quality — sixicTb

raise — poctu, 301IbITyBaTH

range — cdepa, rapuHa

rapidly — mBuako

ratify — 3arBepkyBartu, patudikyBatu
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reach — nocsratu

reassure — 3aneBHSTH, BIIHOBJIIOBATH JIOBIPY
recipient — ogep>kyBad; TO, XTO OTPUMYE IIOChH
reciprocal — 3BopoTHiii, 060miEHUH

reduce — 3MeHIIIyBaTH, CKOPOYYBaTH

reduction — ckopo4YeHHSI, 3SMCHILICHHS
reference — nocunanus, T0BiIKa,PEKOMEH/TAITIS
refuse — BiZIMOBIISITUCH

regulation — mpaBuII0, perjiaMeHT, MOCTAHOBA
reinforcement — migkpiruieHHs, miaMora

reject — BIAXUIATH

remove — 3abupartu, yCyBaTH, 3BUIbHATH (3 1TOCaN), IEPECyBaTH
FenouNnce — BiIMOBJIATHUCS, 3PEKATHCS

replace — 3aminsTH, 3acTynaTu

representative — npejacTaBHUK

requirement — Bumora, norpeda

resignation — BijcraBka

resource — pecypc

response — BiaNOBIIb, peaKIlis

responsibility — 000B’5130K, BiAIOBIAaIbHICTE
restore — BigHOBIIOBaTH (Cs1), BIAPOIKYBATH
retain — 30epiraTu, yrpuMyBaTH

reunite — (Bo3) 3’enHyBaTH

revenue — npuOyToK

rule of law — BepxoBeHCTBO 3aKOHY

ruling — cynoBe pimeHHs

run counter (to) — cynepeuuTn

safeguard — oXOpOHSTH, 3aXHUIATH

seat —mocana

secondary — BTOpUHHUIA
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sectional interests — rpymosi iHTepecu
security — Oe3mneka

security policy — mosituka 6e3mneku

seek — nrykaTH, mparHyTH
self-consciously — camocBigomo

Senior — roJOBHMIMA, CTapIIH

Serve — ciyxutu, o0iiMaTu mocamy

share in — npuiiMaT y4acth, OyTH YaCTKOO, 3pOOUTH BHECOK
shared values — crinbHi iHHOCTI
shortage — Opak, HecTaua

side-effect — moOiunMit ehexr

sign — mianmucyBaTu

significant — BaxIuBHiA, 3HAYHHIA

silent approval — moB4a3He cxBasicHHSI
simple majority vote — mpocTa GULIBIIICTB TOJOCIB
single currency — eauHa BaOTa

slate — BucyBatu y kaHauIaTH

SMooth — 3riapKyBaTH, MOJIETITYBaTH
social policy — corianbHa momiTHKA
specified — Bu3naucHui

spectrum — cniextp

spell — nepion

split — po3’enHyBaTH, TIJIMTH HA YaCTUHU
SpUrring — CTUMYJTIOBaHHS, CIIOHYKaHHS
stability — craGinbHICT

standing committee — mocTiiiHKH KOMITET
stay out — 3anuiaTucs no3a YNMoCh

step up — posmuproBaTu

strengthen — 3minHIOBaTH

stretch — postsarysaru
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submit — momaBaTH Ha PO3TIIS,IPONIOHYBATH
subordinate — mignopsAKOBaHMMA, iTCTIIHNA
subsequent — moganbIKi, HACTYITHAN

success — ycmix

supplement — nomnoBHOBaTH

support — niaTpuMyBaTH

supranational organs — HagHarioHaJ IbHI OpraHu
supremacy — BepXOBEHCTBO

Supreme — BepXOBHUU

surplus — HagHIIIOK

surround — oTouyBaTH, CypPOBODKYBATH
surveillance — marmsan

sustain — miaTpuMyBaTH, MiATBEPIKYBATH (TECOPIIO)
sustainable development — 36anancoBaHuit PO3BUTOK
tackle —3aiimaTucsi, OpaTucs

take effect — Bcrymaru B airo

take on — O6patucs (10 podoTH)

target — n. misip; v.HamimrOBaTH(CS)

taxing — onmogatkyBaHHS

threat — 3arpo3a

transaction — crnpaBa, epekas

transparent — BigKpuTHii, IPO30PHii

treaty — norosip, yroaa

unanimously — ogHoCTalHO

underpinning — migkpirieHHS

underrated — HegooMIHEHU

undertake — mounnaTH(cs),

3000B’s13yBaTUCA

unemployment — 6e3po0itTs

unexpected — HerepenOauyBaHe
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unification — o6’etHaHHs

uniform — ogHakoBui, cranAapTHUN; YHIDOpMA
unify — 00’ eaHyBaTH, €HATH

universal suffrage — 3aranpHi BuOOpH
unprecedented — 6e3npeneacHTHE
vacancy — BakaHcis

validity — giiicHicTb, 3aKOHHICTb

value — uinHicTh

visa policy — Bi3oBa mosiTHKa

vital interests — xuTTeBI iHTEpECH
vocation — mpu3BaHHs

vocational training — mpodeciiina ocBita
vote (upon) — rojocyBatu

vote of censure — BoTyM He0BipH

wage — mpoBOUTH (KaMITaHiro)

widespread — mupoKopO3NOBCIOKCHU I
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IRREGULAR VERBS

When you use a simple past form or a past participle form of a verb, some
verbs are regular verbs and some verbs are irregular verbs. If a verb is regular, the
past simple and past participle end in -ed. But when the past simple and past

participle don't end in -ed, the verb is irregular. The following verbs are irregular

verbs.

Infinitive Simple Past Past Participle
1. toawake awoke awoken
2. tobe was been

3. to beat beat beat

4. to become became become
5. to begin began begun
6. tobend bent bent

7. tobite bit bitten
8. tobleed bled bled

9. toblow blew blown
10. to break broke broken
11. to bring brought brought
12. to build built built
13. to burn burnt/burned burnt/burned
14. to buy bought bought
15. to catch caught caught
16. to choose chose chosen
17. to come came come
18. to cost cost cost
19. to cut cut cut

20. to deal dealt dealt
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21. to dig dug dug
22. todo did done
23. to draw drew drawn
24. to dream dreamt/dreamed dreamt/dreamed
25. to drink drank drunk
26. to drive drove driven
27. to eat ate eaten
28. to fall fell fallen
29. to feed fed fed

30. to feel felt felt
31. to fight fought fought
32. to find found found
33. to fly flew flown
34. to forget forgot forgotten
35. to freeze froze frozen
36. to get got got

37. to give gave given
38. togo went gone
39. to grow grew grown
40. to hang hung hung
41. to hang hanged hanged
42. to have (got) had had
43. to hear heard heard
44. to hide hid hid

45. to hit hit hit

46. to hold held held
47. to hurt hurt hurt
48. to keep kept kept
49. to know knew known
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50. to lay laid laid

51. to lead led led

52. to learn learnt/learned learnt/learned
53. to leave left left

54. to let let let

55. to lie lay lain

56. to light lit lit

57. to lose lost lost

58. to make made made

59. to mean meant meant

60. to meet met met

61. to pay paid paid

62. to prove proved proved/proven
63. to put put put

64. to read read read

65. to ride rode ridden

66. to ring rang rung

67. to rise rose risen

68. to run ran run

69. to say said said

70. to see saw seen

71. to sell sold sold

72. to send sent sent

73. to shake shook shaken

74. to shine shone shone

75. to shoot shot shot

76. to show showed showed/shown
77. to shut shut shut

78. to sing sang sung
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79. to sit sat sat

80. to sleep slept slept
81. to smell smelt/smelled smelt/smelled
82. to speak spoke spoken
83. to spend spent spent
84. to stand stood stood
85. to steal stole stolen
86. to stick stuck stuck
87. to stink stank/stunk stunk
88. to swear swore sworn
89. to swim swam swum
90. to take took taken
91. to teach taught taught
92. to tear tore torn
93. to tell told told
94. to think thought thought
95. to throw threw thrown
96. to understand understood understood
97. to wear wore worn
98. to win won won
99. to write wrote written
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Haesuanvne suoanns

ENGLISH FOR PUBLIC ADMINISTRATION
(012 cmyoenmie oennoi ma 3aounoi popmu nasuanns

cneuianvrnocmi 281 “Ilyoniune ynpaeninna ma aominicmpysanns’™)

MeToau4Hi BKa3iBKH 3 OpraHizauii ayIMTOPHOI Ta CaMOCTIiiiHOI po0oTH

CTYy/JeHTIB

["amy3b 3Hanb 28 — [lyOmiuHe ynpaBiIiHHA Ta aAMIHICTPYBaHHS

CremianpHicte 281 — [1yOmiuHe ynpaBiaiHHS Ta aMIHICTPYBaHHS
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