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IHEPEAMOBA

OnHi€ero 3 HaBaXJIMBILMIMX 3aCaJi CYYaCHOI CHUCTEMH OCBITH € 3a0e3NeyeHHs
KOMIIETEHTHICHOTO MIAXO0y 10 HaBYaHHS, 110 3yMOBIIOE (OPMYBAHHS Yy MalOyTHIX
YUUTEIIB AHTJIIMCHKOT MOBM 3JAaTHOCTI NPAalIOBaTH B MDKHAPOAHOMY KOHTEKCTI,
CHUIKYBaTUCS 3 €KCHepTaMH 3 Pi3HUX NpodeciiHMX Tpyn B OCBITHIM Ta IHIIKX
rajiy3sx, 3aCTOCOBYBAaTH IPHU MPOAYKYBAHHI TEKCTIB B YCHIA Ta MUCHMOBIH Qopmax
PI3HOCTHIJIBOBI Ta PI3HOKAHPOBI OAMHMII 3 ypaxyBaHHSIM KOMYHIKQTHBHOI CHUTYyaIlii
Ta KOMYHIKaTHBHOTO 3aBJaHHS BIAMOBIIHO JO ETHYHUX 1 MOPAIbHHUX HOPM
MOBEiIHKW, IPUAHATHX B IHIIOMOBHOMY CEPEIOBHIIII.

[IporioHoBaHe BUAAHHA CHOpsAMOBaHEe Ha (OPMYBAHHS CHUCTEMHHX 3HAaHb
MalOYTHBOTO YUYHUTEJN aHTIIACHKOI MOBHU Yy cpepax MDKKYJIBTYPHOI KOMYHIKAIlli Ta
CYCNUJIBHUX 3B’fA3KaX, a TakoX Yy cdepl JIHrBICTUYHOI ocBiTH. OCHOBHa MeTa
HAaBUYaJbHOTO TMOCIOHMKAa — 3a0e3meunTH (axoBy TMIATOTOBKY 3700yBadiB 3
TUCIUIUTIHU «Jl1710Ba KOMYHIKaIlil aHTJIIHCHKOI0 MOBOIOY», PO3IIMPUTH, MOTIUOUTH
Ta BUKJIACTU OCHOBH J1JIOBOT KOMYHIKaIlii aHTJIIHCHKOIO MOBOIO.

[TociGHUK MICTUThH OpUTIHAJIBHI MaTepiaii 3 Ta3eT, )KypHAIIB, JEKI[ii 3 MUTaHb
ninoBoi komyHikari. IlogaroTecsi mepeBipeHi MPAKTUKOK TOPAaM IMOJ0 TOTrOo, SK
NPaBWIBHO HAIMCATH PE3IOME Ta 3asdBYy Ha MpaleBIAIITYBaHHS, MIATOTYBATHUCS 10
criiBOeciiv, CKIACTH JIJIOBUM JIUCT, 3aMPOIIEHHS, 3aMOBJICHHS.

[TociOHuK ckimamaerbess 3 5 po3auniB. KoXHUN pO3aiT PO3KPHBAE OKPEMHIA
aCIleKT JUIOBOI aHIIiiChKoi MOBHU. IIpOmoHyrOThCS 3aBAaHHS 1 JEKCHYHI BIPaBH,
TIyMa4eHHS OKpeMUX TepMiHiB (0m3bko 1520 CIIiB Ta CIOBOCHONYYEHB), TTepEKIIa
YKpaiHChKUX TEKCTIB Ta PEUYCHBb AHTJIWCHKOIO MOBOIO, a TaKOX 3pa3Ku UTOBUX
JIOKYMEHTIB, J11aJIOTH, POJIBOBI IrpH, MPU3HAYEHI JJIs1 BUBYCHHSI HEOOXITHOTO 00CTY
JIEKCUYHOTO MaTtepialy, pO3BUTKY MOBHMX HaBHYOK Ta MPAKTUYHOTO 3aCTOCYBaHHS

HaOyTHUX 3HAHb 3 IUIOBOT KOMYHIKaIlil aHTTI1H#CHKO1 MOBH.



INPAKTUYHI 3AHATTSA
IMPAKTUYHE 3AHATTS 1.

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

PLAN:
1. The Concept of Communication Culture and its Structure.
2. A Visit Card.
3. Cultural Differences in Body Language.
4. A Book of Etiquette.
5. A Formal Party.

JITEPATYPA

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

2. BepxoBuera O. M. MeToanuHO-HABUYAJIbLHUM TOCIOHUK 3 Kypcy IUTOBOT
aQHTJIMCBKOI MOBHM JJIA CTYACHTIB (PaKyJIbTETy EKOHOMIKHM Ta MEHEIKMEHTY. -
Binnwnig, 2001. — 256 c.

3. ITadbar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: dijonoris, MOBO3HABCTBO 1
JiTEepaTypo3HABCTBO. Marepiaiu MOpivHOI MIXKHAPOJAHOI HAyKOBO-TMPAKTUYHOT
InTepuer-koubepentini «Global Science and Education in the Modern Realities
‘2020» (30-31 cepmus 2020 p., Coonydeni Illratu AMepuku) € IHIIIOM
y4acHHUKa KoH(pepeHIii CoopHux MaTepHaaoB KOH(MEPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

4. CkpeobkoBa-ITabar M. A. JlinoBa anrmifickka MoBa: HaBuanbpHMIT TOCIOHUK —
JIpBiB: «HoBuii CsiT- 2000», 2012, — 392 c.

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

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

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

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

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

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

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.

5


https://www.sworld.com.ua/konferus03/sbor-us3.pdf

2020. Vol. 5(6). URL.: https://doi.org/10.24018/ejbmr.2020.5.6.631

12. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of
emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.
Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:
https://doi.org/10.1016/}.jwb.2018.11.003.

13. Takino M. Power in International Business Communication and Linguistic
Competence: Analyzing the Experiences of Nonnative Business People Who Use
English as a Business Lingua Franca (BELF). International Journal of Business
Communication. 2020. Vol. 57(4). pp. 517-544. URL:
doi:10.1177/2329488417714222

1. Read the following text

The concept of culture has polysemantic nature. Today, there are hundreds, of
definitions of the term “culture”. It is usually understood as the level of spiritual
(soul-spiritual) development of people or society. Achievements in language,
religion, morality, philosophy, science, art, system of education and upbringing; in
fact, the totality of these types of human activity is called culture.

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

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

Note that in its etymological meaning, the term “culture” originates in
antiquity. It can be found in the treatises of philosophers and teachers of Ancient
Greece and Rome. First, in understanding of the culture of the soul, mind, and body,
which is achieved through purposeful exercises and education. In general, in the
ancient consciousness, understanding of culture is identified with paideia, that is,
education. Thus, according to Plato, paideia is a guide to changing the very essence
of a person.

2. Read the visit card and answer the following questions
CONTINENTAL EQUIPMENT

John G.Smith
Financial Director



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

9 North Road, Brighton, BN1, 5JF, England
Phone: (0273) 543359 Fax: (0273) 559364

Whose card is this?

What is he?

What company is he from?
What city is he from?

What is his telephone number?

What is the address of his company?

2.1. Make up own visit card

3. Read the following texts
Cultural Differences in Body Language

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

Portuguese.

4. Find the American equivalent

subway cab apartment corporation
downtown highway attorney baggage
soccer railroad round-trip ticket salesman
ticket-office one-way ticket fall gas
schedule trash bag fancet vacations
movie truck stove drapes
cookies candy flashlights

Return ticket, film, shop assistant, company, dustbin bag, autumn, tap, petrol,
holidays, lorry, torch, cooker, curtains, city centre, underground, biscuits, time-table,
luggage, taxi, football, sweets, railway, motorway, lawyer, flat, single ticket, booking

office.

5. Make own ABC:

| A | Ambitious

| N | Negotiative




B Broad-minded O | Obstinate

C Clever P | Polite

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

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

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

K | Keen X | eXperienced
L Loyal Y | Youthful

M | Motivated Z | Zealous

6. Read the text “A Book of Etiquette”

In the early 1900s, Emily Post wrote a book of etiquette. The book consisted of
the “shoulds” and “should nots” of living in “high society”. For example, young
women were told to always wear white gloves when they went to a dance. This was
so that they would never touch a man’s hand. Men were told to always walk on the
street side of the sidewalk when they walked with a woman. This was so that the
woman would not get dirty from the carriages driving by on the street. The rules of
etiquette has certainly changed since the early 1900s.

7. Fill in the blanks with the correct word

a) dress code b) make eye contact c) facial expressions

d) corporate hospitality | €) small talk f) personal space

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

3. Smiling and frowning are two examples of .

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

8. Translate into English

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

royal family to be out of petrol a bill

to place money on |to be run by construction business

deposit

small talk to chat online a representative

to miss negotiations remember us Mr. P, a member of staff
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(personnel)
to run a business petrol (gas) conversation
to record to make an appointment | to come to an agreement
with smb

1. S nponycTUB neperoBopu, TOMY, 110 B MEHE 3aKIHYMIIOCH MaJbHE.

2. Bin npaitoe mijx KepiBHUIITBOM CBOTO JsIAbKA.

3. Hamni qupekTopu He TIAILITN 3TOAH.

4. 1leit MeHeIKEp HE BMIE YKIIAJIaTH YTOJIH.

5. TyT 3a majibHe CJiJ1 IJIATUTH TOTIBKOIO.

6. Ha 11 roguny panky B MeHe NMpU3HAUY€HA 3yCTPIY 3 OJJHUM 13 MPECTABHUKIB
1€l KoMIagii.

7. BiH He € 4IeHOM HaIIoro NepCcoHaly.

8. MeHi JilicHO 1Oo00a€ThCs CIUIKYBATUCS OHJIANH.

9. BoHa nmoBMHHA BHECTHU I'POIIi HA JIETIO3UT.

10. Hamr npyr kepye Oy1iBeJIbHUM O13HECOM.

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

12. Sxumo Bu nmobauute nana [leTpoBchbkoro, To nepeaaiTe Bil HAC BITAHHS.

13. Momy He criomobanach iXHs po3MOBa.

14. [latite, Oynp J1acka, paxyHOK.

9. Read the text.

Formal Party

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

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

According to the purpose of the party and its solemnity receptions are:

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

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

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

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

As a rule, different presentations, conferences and symposiums are finished by
a stand-up party. Meals — mostly cold collations. Covers, dishes and drinks are put on
the high tables and the guests help themselves. Waiters (one for each table) only add
dishes and change plates.



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

How to Survive a Boring Meeting

Imagine the Chairman or Chairwoman with no clothes.

Start a lottery for the time the meeting will finish.

Write a love poem.

Write a shopping list for the next six months.

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

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

Fantasize about what absent members are doing.

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

Draw caricatures of the members you hate.

Note one of the favourite phrases of the Chairman / Chairwoman or any other
verbose speaker and count how many times he / she uses it.

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

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

a) shaking hands, touching, etc.

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

¢) hair, make up, suit, tie, etc.

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

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

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

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

1. Your expression ...

2. The noises you make ...

3. Body contact ...

4. Body language ...

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

7. Your tone of voice ...
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IMPAKTUYHE 3AHATTS 2.

TEMA 2. RULES OF ETIQUETTE IN COMMUNICATION

IIVIAH
1. Table Manners in Great Britain.
2. Rules of Behavour at Formal Parties.
3. Present Tenses.
4. Telephone etiquette.

JIITEPATYPA

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

2. BepxoBueBa O. M. MeToanyHo-HaBUaJIbHUI TMOCIOHUK 3 KypCy HUIOBOT
aHTJIACBKOT MOBHU JUISl CTYACHTIB (PaKylIbTeTy EKOHOMIKM Ta MEHEIHKMEHTY. -
Binnaums, 2001. — 256 c.

3. Tlabar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: diyonoris, MOBO3HABCTBO 1
JiTEepaTypo3HaBCTBO. Marepiaiu MOpidyHOI MIXKHAPOJAHOI HAyKOBO-TMPAKTUYHOT
InTepuer-koudepentiai «Global Science and Education in the Modern Realities
2020» (30-31 cepmus 2020 p., Cnonydeni Illratu AMepuku) € IHIIIOM
y4acHHUKa KoH(pepeHIii CoopHux MaTepHUaaoB KOH(MEPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

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

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

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

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

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

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

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

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
2020. Vol. 5(6). URL: https://doi.org/10.24018/ejbmr.2020.5.6.631

12. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of
emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.
Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:
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13. Takino M. Power in International Business Communication and Linguistic
Competence: Analyzing the Experiences of Nonnative Business People Who Use
English as a Business Lingua Franca (BELF). International Journal of Business
Communication. 2020. Vol. 57(4). pp. 517-544. URL:
doi:10.1177/2329488417714222

1. Read the text about

Table Manners in Great Britain

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

It is considered impolite to smoke between courses unless your hosts say
otherwise. It is polite to ask permission before you smoke in people’s home.

In Britain smoking is now forbidden in many public places, for example, on
the underground, on stations, in shops, in theatres and in cinemas.

Rules of Behavour at Formal Parties

o it is better to come up to a table once more to take the appetizer than to
stay at a table for a long time;

o remember that the main purpose of such party is not treatment but
communication. That’s why, one should not eat and drink much but mainly have
talks, share impressions and establish contacts. Don’t forget to take sufficient amount
of your own visit cards.

If the party is of high level in the invitation card one should indicate the form
of clothes: a dinner-jacket or a tail-coat (a frock) for a man, an evening dress (a frock)
or as variant — a cocktail dress — for a woman. Englishmen sometimes write:
“Undress” — you may come to the formal party in daily clothes.

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

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

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

You should take off gloves right away on your coming. For day-time parties
silk or kid-gloves are more suitable and for evening parties you can put on lacy or
other gloves. Pay attention to this rule: the shorter are the sleeves of a dress so longer
must be gloves.

2. Translate into English

cold collations to indicate a formal party

a sleeve a dinner-jacket | would like to

12



a tail-coat to gesture to insult

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

a representative daily clothes kid-gloves

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

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

2. Y 3anpouieHHi BkazaHa ¢popma osary — BeUipHe BOpaHHS.

3. Moi apy3i He n100s4Th 0(iliifHI 3ycTpiyi.

4. OngrHITH BEUIPHIO CYKHIO 0€3 pYKaBiB, MEPEKUBHI 200 MIKIPSIHI pYKaBUUKH

1 MaJIeHbKUH (heTPOBUI KaIETIOUIOK.

OJIAT.

5. UuM g MOXKy TOITIOMOITH Bam?

6. 51 xoTiB OM MOTOBOPUTH 3 BaLLIUM MPEACTABHUKOM.

7. BcraBaiiTe KO)KHOTO pa3y, KOJIM B KIMHATY 3aXOJUTh KiHKA.

8. Ha meit ¢ypiier ciij oIarHyTH CMOKIHT abo ¢pak, a HE MOBCAKICHHHUI

9. Komm Heﬁ MCHCIZKEP CXBI/IJIBOBaHI/Iﬁ, BIH CHJIBHO JKCCTUKYITIOE 1 MOXe

00pa3uTH JIIOAUHY.

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

1. Communications are used

2. You must communicate with your teachers

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

course,

4. People communicate with each other in many ways,

5. Communications are only effective if the receiver

6. Many businesses and functions within businesses have their own jargon
7. Physical barriers include

8. Internal communications are communications

9. External communications are communications

a - in order to get through your course successfully
b - to pass on information, give instructions, check and receive feedback on

activities, and to discuss matters of interest or concern.

c - if you are going to pass!
d - actually receives and understands the message the sender intends.
e - by talking face to face or over the telephone, or by sending e-mails and

letters.

f - noise in a factory where a meeting or conversation is taking place,

interference on a telephone line.

g - which uses words that have other meanings in everyday language.
h - with people outside the organisation.
I - between people in the same organisation.
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Present Tenses
Grammar Reference

. Identify the tenses in bold, and then match them to their use.
. The Earth revolves round the Sun.

. The train leaves at 5:30.

. John is looking for a new house.

. She can't play. She has broken her leg.

. He is always biting his nails.

. | have been trying to call you for an hour.

. He is flying to Madrid tomorrow.

. It's getting colder and colder.

coO~NOoO U WNEFE B

a - action which started in the past and continues up to the present with
emphasis on duration;

b - law of nature ¢ expressing irritation;

d - action happening around the time of speaking;

e — result / consequence of a past activity in the present;

f - fixed arrangement in the future;

g — timetable;

h - gradual development.

5. Put the verbs in brackets into the correct present tense, then identify

their use.

1. She (move) house next week.

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

3. (you / wait) a long time?

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

5. Water (freeze) at 0°C.
. Her flight (arrive) tonight at 7 pm.
(you / sign) the contract for the house next week?
. The Earth (become) warmer and warmer.
. Thebus _ (come) every ten minutes.
10. Jack and Mag Maggie  (still / search) for the perfect house.
11. Bob can't move house now because he (sign) a two-year contract.

© 0~ o

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

1. A (Jane / still / think) of renting the house?
B: Yes, why?
A: Well, some people (think) that it is haunted.
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2. A: Mark (taste) the curry to see if we need to add any more spices.

B: I don't think we do. It (taste) delicious as it is.
3. A: Why (you / smell) the milk? I only bought it this morning!
B: Well, it (smell) off to me!

7. Circle the correct tense

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

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

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

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

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

hasn't found anything.
| a) has been reading | b) is reading | ¢) have read | d) read |

8. Read and try to answer the following questions.

A questionnaire “Etiquette”

About clothing

Do men have to wear jackets and ties in restaurants?

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

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

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

About hospitability

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

Is it impolite to smoke between courses?

About tipping

How much should you tip a taxi driver?

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

9. Read the text and give your comments on the following rules etiquette
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Telephone Etiquette

The techniques of telephoning are very much the same in countries. Only
remember your good telephone manners.

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

Make sure that your conversation with a busy person is as brief as possible.

When calling a friend who does not recognize your voice — don’t play “Guess
who”. Announce yourself promptly.

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

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

Always identify yourself when making a call, especially if you are calling on
business, e.g. “This is Mr.Volkov of the Ukrainian Trade Mission. Could I speak to
Mr. Goth...”.

If you have a visitor, do not carry on a long chat while your visitor tries hard to
avoid listening to your conversation. The best thing to do is to say you are busy at the
moment and ... May I call you back in a little while?”” But don’t forget to do so.

10. Read the following text and say if these statements are true or false
In France you are expected to shake hands with everyone you meet.

People in Britain shake hands just as much as people in Germany.

In France people prefer talking about business during meals.

It is not polite to insist on paying for a meal if you are in Italy.

Visitors to Germany never get taken out for meals.

A humorous remark always goes down well all over the world.

11. Choose appropriate word pairs to complete the sentences below

a) working breakfast ¢) lunch break | e) eye contact

b) corporate hospitality | d) public holiday

1. Make with customers so that they know you are listening.
2. | usually go shopping during my .
3. Tomorrow is a so the office will be closed.
4. Let’s discuss this over a tomorrow morning.

5. We spent over $ 65 000 last year on
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IMMPAKTUYHE 3AHATTA 3.

TEMA 3. ETIQUETTE IN BUSINESS

IIJIAH
1. Rules of Etiquette in Business in Different Countries
2. Etiquette in Business.
3. Handshakes.
4. How to be More Polite.
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6. Eckersley C., Kaufmann W. English and American Business Letters. -
Longmans, Green and Co. Ltd., 1993. — 176 p.
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York: McCraw-Hill. — 2001. 456 p.
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skills Approach. - Prentice Hall Regents, 1980. — 300 p.

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

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
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1. Comment the rules of etiquette in business in different countries

1.1. Etiquette in Business

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

* Never give a gift of liquor in Arab countries.

* In Arab countries never turn down food or drink; it’s an insult to refuse
hospitality. But don’t be too quick to accept either, a ritual refusal (“I don’t want to
put you to any trouble”.) is expected before you finally accept.

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

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

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

1.2. Handshakes

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

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

In Ukraine, the length of the strokes depends on the feeling you want to
express: a short casual stroke is good for business and the longer the handshake, the
warmer the welcome.

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

In England, never stick pens or pencils or other subjects in your front suit
pocket. Doing so is considered gauche (socially awkward, tactless).

Stress the longevity of your company when dealing with Germans, Dutch, and
Swiss. If possible, print the founding date on your business card.

2. How culturally aware are you at the table? Try the quiz below

1. In Greece / Finland people frequently stop for lunch at 11.30 in the morning.
2. In Switzerland / Brazil it’s common to be up to two hours late for a party.

3. In Portugal / the USA a business lunch can last up to three and half hours.

4. In Japan / Russia the soup is often eaten at the end of the meal.
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5. In France / Britain cheese is normally served after the dessert.

6. In France / Belgium it is an insult not to leave a tip.

7. In Arab / Asian countries you must wait for your host to serve you the main
meat dish.

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

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

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

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

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

13. In Asian / Arab countries food is usually eaten with just three fingers of the
right hand.

14. In Poland / Japan you should keep filling other guests’ glasses until they
turn them over.

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

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

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

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

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

3. How to be More Polite

Don’t say Say

| want a hamburger. | would like a hamburger.

Send me the report. Could you send me the report?

Leave me alone. Could you give me a minute?

Tell me when you are available. Let me know when you are
available,

You are wrong. | think you might be mistaken.

That’s a bad idea. I am not so sure that’s a good idea.

Your work isn’t good. I'm not quite satisfied with this
work.

You don’t like the colours in this | I'm not fond of the colours in this

design. design.

4. Correct impolite phrases of one of the interlocutor

Mr.Simpson | Hello, may | speak to Mr. Ward please?

Mr.Ward Wait.

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

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

Mr.Ward What?

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

Mr.Ward What do you want?

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

Mr.Ward No.

Mr.Simpson | Oh, that’s a pity. How about this Friday or next Tuesday?

Mr.Ward Tuesday or Friday is fine. I don’t care which.

5. Speaking practice: Answer the gquestions concerning your economy:
Have you ever borrowed money from anyone?
Who from? How much?

Have you ever lent money to anyone?

Who to? How much?

Are you in a debt at the moment?

Does anyone owe you any money?

Do you save money?

Are you saving anything at the moment? What?
Do you keep your money:

a) in a bank?

b) in a safe?

C) in a money-box?

d) under the bed?

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

Do you keep a record of your expenses?

Where do you keep your money?

a) inapurse;

b) in a wallet;

¢) in a handbag;

d) in a pocket.

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

b) back trouser-pocket

c) side trouser-pocket

d) top jacket-pocket

Have you ever had your pocket picked?

Have you bought anything this week? What?
What did it cost?

Was it worth it?

Was it new or second-hand?
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What it a bargain? Did you get a receipt?

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

‘ Forgive me; I'm sorry, Sorry; Excuse me ‘

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

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

Travel Agent: | Can | help you, sir?

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

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

7. Speaking practice

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

o Don't keep your wallet and purse out of sight.

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

o Don't leave a handbag, briefcase, bag or coat unattended, especially
In pubs, cinemas, department stores or fast-food shops, on public transport, at
railway stations and airports, or in crowds.

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

o Don't put your bag on the floor near the door of a public toilet.

o Don't wear expensive jewelers or watches that can be easily snatched.

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

o Don't carry a wallet in the back pocket of your trousers.

o Don't enter parks and commons after dark and travel in groups of three
or more if possible at night.
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TEMA 4. TELEPHONE CONVERSATION.
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1. Test your Telephone Techniques

1. Do you answer your phone within one to three rings? Yes | No

2. Does your answer include a greeting, such as "Hello"? | Yes | No

3. Does it include your full name, rather than only your | Yes | No
first name (which is too informal) or just your last name
(which can sound too abrupt)?

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

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

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

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

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

Is.
2. Prepositional Phrases
IN ON AT BY
in fairness to no|on account of =|at a price oyoxce|by birth 1) 3a
BIOHOUIEHHIO 00 because of  3a | dopoco HAPOONCEHHAM — 2)
DAXYHOK, 8 nPUPOOI*CceHUll
pe3yremami  moz2o,
wo, y 3643K) 3
mum, o, 3apaou
in favour to wa|on an island ~a |at a loss
Kopucmbp, y 3axXucm | oCmposi po3eybnenut, He
6nesHetuUll, wo
ckazamu, oymamu,
pobumu

3. Translate into English
1. BoHu 3a4uMHUIIUCS PAHO Y 3BSI3KY 3 TUM, 1110 BUIAB CHIT.
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2. Ilnara 3a uei OyAMHOK AYyKe 0pora.

3. Paxynok OyB 2-0 Ha KOPUCTH 1HIIOT KOMAH/IH.

4. BoHHM WM HA OCTPOB1 3 POKH.

5. Moro 6aThK0 — PUPOKEHMIT BUHTEIb.

6. Mu Oynu po3ry0JieHi, TOMY 110 HE BCTUTJIM Ha JITaK.

/. Ham crapuii KiT ny>ke aKTUBHUU O BIAHOIIEHHIO 10 COOAKH.

4. Mark one odd out word

1. | Ashoe B socks C boot D jacket
2. | Abirds B ants C bats D buses
3. | Agreen B red C sun D brown
4. | A foot B inch C mile D dish

5. | Atrees B plants C rocks D flowers

5. Read and translate about Business Etiquette

Your Office Manners

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

When introducing people to each other just remember that:

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

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

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

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

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

Please note: it is never correct to call anyone in business like “pal”, “bud”,
“baby”, “Honey” or “darling”. Pet names are considered cheap.
Don’t say: Do say:

How are you? How do you do? (formal) Hello. (informal)

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

6. Read about basic rules of social etigiette

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

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

Don't use a lot of foreign words and phrases.
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Don't say, “Huh?” or “What?” when you mean “What did you say?” or “Sorry
— I didn’t hear what you said”.

AN INVITATION CARD

Sample of an Invitation Card
I. Informal Style

1.1. An Invitation Card

Dear Tetiana,

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

Yours sincerely,

Sofiia

1.2. An Aknowledgement of an Invitation Card

Dear Sofiia,

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

Yours sincerely,

Tetiana

1.3. A Refusal of an Invitation Card

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

much regret it.
Yours sincerely,

Tetiana

1.4. An Invitation Card

to: Serhii
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from: Michaella

Michaella’s 25" Birthday

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

form of clothes: Holiday clothes

I1. Formal Style

2.1. An Invitation Card

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

on the occasion of the birthday of their daughter
ELITHABET

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

form of clothes: Without clothes

2.2. An Invitation Card

President of the TST System Ltd
invites to the formal party
(buffet-table)

Mr Petrovskyi

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

form of clothes: Black tie

7. Make up your Invitation Card (in formal or informal style) with

Aknowledgement or Refusal

8. Do the quiz “Around the World Trip”

1. China You are invited to a person’s | @) Blowing you nose.
house. Which of the following | b) Refusing an offer of
may cause offence? food.

c) Not taking your
shoes  off  before
entering the house.

2. Saudi | You want to hire a car to tour | @) Yes, but you must

Arabia the country. Is this allowed? take a test first.

b) Yes, but only if you
are not a woman.
¢) No, tourists have to
travel by camel.

3. Finland You are planning to relax in a | a) Nothing.

Finnish sauna. What should | b) A towelling robe.
you wear? C) A bath hat.

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

if you’re a Muslim.

5. Sweden You go out for a meal. How | a) Any amount: there
many glasses of a wine can you | are no drink-driving
drink before driving back | laws.
home? b) Two.

c) None.
6. Spain You want to taste the local | a) Restaurants close at

cuisine. How late can you eat
out?

9 p.m., so you have to
finish your meal by
this time.

b) Spanish restaurants
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stay open all night.

c) You can eat very
late, because Spaniards
often eat after 11 p.m.

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

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

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

gifts.
c) Chewing gum is
given to animals.

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

yourself.

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

cold party

to chat cash
stand-up an agreement
to strike gloves

a tail- deposit

a invitation talk

to make an negotiations
a dinner- petrol

a small by

to pay collations
to come to deals
formal negotiations
kid- party

to be out of coat
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place money on appointment with smb
small online

to miss jacket

to run a business little felt hat

to be run card

10. Read and translate the text

Bad Behaviour Abroad (by Norman Ramshaw)

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

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

When the European Community began to increase in size, several guidebooks
appeared giving advice on international etiquette. At first many people thought this
was a joke, especially the British, who seemed to assume that the widespread
understanding of their language meant a corresponding understanding of English
customs. Very soon they had to change their ideas, as they realized that they had a lot
to learn about how to behave with their foreign business friends.

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

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

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

The Japanese have perhaps the strictest rules of social and business behaviour.
Seniority is very important, and a younger man should never be sent to complete a
business deal with an older Japanese man. The Japanese business card almost needs a
rulebook of its own. You must exchange business cards immediately on meeting
because it is so essential to establish everyone's status and position.

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

The Americans sometimes find it difficult to accept the more formal Japanese
manners. They prefer to be casual and more informal, as illustrated by the universal

29



“Have a nice day!” American waiters have a one-word imperative “Enjoy!” The
British, of course, are cool and reserved. The great topic of conversation between
strangers in Britain is the weather - unemotional and impersonal. In America, the
main topic between strangers is the search to find a geographical link. “Oh, really?
You live in Ohio? I had an uncle who once worked there.”

Here are some final tips for travellers.

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

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

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

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

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

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

- You shouldn’t try to have a conversation until it is eaten.
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INMPAKTUYHE 3AHATTS 5-7.

TEMA 5. JOB HUNTING

IIJIAH
1. Where and How to Hire an Employee?
2. Job Interview.
3. Writing Application Forms.
4. Cover Letter.
5. Resume.
6. Letter of Reference.
7. Thank-You Letter.
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1. Read the texts

1.1. Where & How to Hire an Employee?

An employer has several options to consider when he wants to hire a new
employee. First of all, he may look within his own company. But if he can’t find
anybody suitable for the position he will have to look outside the company. If there is
a personnel office in the company, he can ask them to help him to find a qualified
applicant. The employer can also use other valuable sources, for example,
employment agencies and consulting firms. He can also advertise in a newspaper or
in a magazine and request candidates to send in resumes.

The employer has two sets of qualifications to consider if he wants to choose
from among the applicants. He must consider both professional qualifications and
personal characteristics. A candidate’s education, experience and skills are included
in his professional qualifications. These can be listed on a resume. Personal
characteristics must be evaluated through interviews.

1.2. Job Interview

When you go for a job interview, make sure you arrive on time. An employer
will form a poor first impression if you show up late. If you realise you may be
delayed, call ahead and explain the problem.

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

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

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

During the interview be honest and modest about yourself.

At the close of the interview, express your thanks and be sure that the
interviewer knows how to contact you if he or she wants to hire you.
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2. Translate into English

experience delay to hire

interview an appointment skills and abilities
to call ahead to find out an applicant

an employee resume proper clothes

a partner modest an employer

a personnel office account to employ

. [Ton3BOHITE 3a37aJ€eriib CBOEMY POOOTOIABITIO.

. Bu 3naiigete Bcro iHopmalio y BIAAUT KaApiB HAIIOI KOMITaHI.
. Ler kanauaaT — ay>xe CKpOMHa JIFOJA1HA.

. B ibomy pe3rome BkazaHO Miif IOCBi/ Ta BMIHHS 1 HABUUKH.

. [losicHiTh, Oyab MacKa, IPUUMUHY 3aTPUMKH.

. Ha criiBGeciny orHITh BIMIOBIIHUM OJIAT.
. IxH1 mapTHepH He NPUNIILIIN AIIOBY 3yCTpiY.
Bonu MaroTh BeNMKi paXyHKH y €BpONEHChKIX OaHKax.

1
2
3
4
5
6. HaM noTpiGHO HAMHATH HOBOT'O MpalliBHUKA.
7
8
9.
1

0. s xommaHnis Hajae rapHy poooTy.

3. Complete the dialogue “An Interview”

firm know long
promising contacts countries
experimental start questions
quality seat team
excellent people main
equipment month application form
morning work much
pressure lunch salary

Applicant: | Good morning, sir.

Employer: | Good 1) , sir. Come in, please. Are you, Mr Petrenko? Please,
take a2) . Please, fill in the 3) . Tell me, please, how 4)

were you in your last job for Alpha Company?

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

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

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

for it.

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

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

Applicant: | Yes, | see.

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

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

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

Applicant: | | am accustomed to work under 15)

Employer: | Are you a leader by nature?

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

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

Applicant: | I think $500.

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

?

Applicant: | What about travel: length, where?

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

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

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

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

Employer: | Goodbye.

4. Translate into English

be accustomed to to speak to a secretary

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

responsibility opening position | to apply for

(vacancy)

a vice-president of |a vice-president of | to hire

production marketing

red-tape a controller a manager

1. Hama c¢ipma mae BakaHCii MeHemKepa, Bile-Tpe3wjaeHTa 31 30yTy Ta

CEKpEeTapKH.

2. AaMiHicTpaTOp MOXKE MPUHMATH Ha POOOTY Ta 3BUIHHSITH.

3. 51 xoTiB OM MOTOBOPUTH 3 Bille-TIPE3UICHTOM 13 BUPOOHHIITBA.
4. Tit He mogobaeThes MPaIIOBATH I11]T TUCKOM.
5. 51 He 3BUK 10 KaHIEISIPCHKOT pOOOTH.

6. Bu posymiere,
BIAMOBIAAIBHICTE?

o0 Tocaja TOJOBHOIO Oyxrairepa

7. 3BEpHITHCS B ar€HTCTBO 3 MpalleBIAIITYBaHHS.
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5. Use the following words to complete the description

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

The company usually advertises the j v in a newspaper. The j__ a
usually gives the j__ t  and describes the j_ r__ . It sometimes gives the s
and gives the descriptionofthew___ ¢ andc___ p__ aswell.

The applicant thensendsinac 1 andar__ ,whichgivesp d_ and
lists q__ and e . The company then makes a s 1 of the most suitable
candidates and invites them for an i__. The company then chooses the best ¢ and
makesana___ .

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

A B
answer an applicant
attend a cheque

cash lectures

join a conference
programme the phone

sign a team

run price

fill tax

offer money
owe a business
export a discount
welcome a new manager
arrange a visitor
send a meeting
interview a telex
type a problem
appoint in an application form
pay a letter
solve goods

7. Translate into English

to earn money for fees | salary to hold the position
competitive a head of department a Board of directors
an executive bonus a managing director
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to be competent to recruit upgrading

a vice-president controller promising (syn.
prospective)

to fill in reference wages

obligation (syn. duty) | staff an employer

1. Bin — ny)Xe KOMIIETEHTHHUI KEPIBHUK 1 3aBXKJM KOMIUIEKTYE KaJIpH HaIIol
KOMITiHI1.

2. Ile nyxe KOHKYpPEHTHOCIIPOMOXHa (ipMa, y HUX BUCOKa 3apo0iTHA 11aTa Ta
npemii.

3. Miit 6aTbKo 3aiiMae mocaay KepiBHHUKA BIJILTY.

4. Mepi mpairoBana o(]iiaHTKO B pecTopaHi, 00 3apoOUTH TPOIIl Ha
HaBYaHHS B KOJIEXKI.

5. Ix pajga mupexTopiB CKIamaeThcs 3 KepiBHUKA, BUKOHABUOIO IHPEKTOPA,
Bille-TIPe3U/ICHTa Ta TOJIOBHOTO OyXrairepa.

6. Biiuiite cBoe M5 Ta mpi3Buile, OyIb Jacka.

7. Y Bac sike miABUIIEHHS KBaiikarii 1 iK1 peKoMeH 1a1lii BU Ma€eTe?

8. Mos noapyra — nepcrneKTUBHUI pOOITHHK, B HET 6arato o00B’ 3KiB.

9. 3apmiaTa poOGITHUKIB MEHBIIIA HIK 3apIijiaTa CIIyKOOBIIIB.

8. Complete the following sentences using suitable words. Be attentive:
there are three extra words
competitive, directors, subordinate, colleagues, workforce, promising,
employees,
managing director, boss, personnel, competitive

1. The group of people working at the company are called :

2. Their Is over 5000
3. At least 45% of my have been with the company over 11 years.
4. A Is a person of high rank in an organization, usually next in

Importance to the Chairman.

5. I'am run by Peter Black. He is my :

6. Tom works under Sheila Fayol. He is her

7. Bogdan is an important person in our company. He is a member of the Board
of

9. Speaking Practice.

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

- Jlobpoeo oua. Ax Bac 36amu?

- /le Bu paniwe npayrosanu?

- AKy nocaoy 3avmanu?
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- Yu maeme pexomenoayii 3 nonepeoHvbo2o micys poobomu?
- AKumu iHO3eMHUMU MOBAMU 80100iEme?

- 3anosnimo, 6y0b nacka, ankemy?

- [lobauumocy ... (uucno)

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

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

Co.

- Nice to meet you. Hope for fruitful cooperation.

9.3. What activity is necessary for each position?

Names & Job Title

Activities

1) Mr Black — he is a Clerk.

prepare invoices

2) Miss Quest and Mr Sikorskyi — they
are Computer Operators.

design websites

3) MrsLyons and Mrs Gibbs — they
are typists.

install equipment

4) Ms Frost - she is a Receptionist.

clean offices

5) Mr Sommer — he is an Accountant.

write computer programs

6) Miss Bee and Miss Shriver — they
are Secretaries.

write computer programs

7) Mr Luckins — he is a Manager.

operate the computer

type letters

conclude agreements

answers inquires

welcome visitors

use calculators

write telexes

answer telephone calls

10. Speaking practice: What five functions do you think are the main in
any manager’s, director’s, entrepreneur’s, teacher’s, interpreter’s work:

1. Planning.

2. Organizing.

3. Staffing.

4. Directing.

5. Controlling.

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

37



General education Motivation to work Foreign Languages

Flexibility Resistance to stress Ability to make
decisions

Communication skill Punctuality Fantasy

11. Your executive is a very tough man. What should his staff do to please
him?

For ideas:

to be creative meopyo  GiOHOCUmMUcCs 00
cnpasu

to be well-organized | 6ymu 0obpe opeanizosarum

to keep fit mpumamu cebe y popmi

to be punctual OYmMu NYHKMYa1bHUM

to be enthusiastic oymu enmy3ziacmom

to obey the rules RIOKOPSIMUCSL NPABULAM

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

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

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

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

a) an Application Form

Personal

Name | Volodymyr Tkachenko

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

Str., apt. 28 No. (home)

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

Year of | 13.08.1965 Place of | Kharkiv
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birth | birth |

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

Marital married | singl | of dependents |a son and a daughter
status e

Education

Name of | Year graduated Course taken or Degree
School

Kyiv 1987 M. Sc. in Economics
University

Languages

Ukrainian excellent | good fair

English excellent | good fair

German excellent | good fair

Experience (give present or last position first)

Company

Address

Kyiv State University, of

Economics

the Department

12, Kyivska Str.

Types of business

Employed
and year)

(month

Delivering lectures on Economics and Finance

from September, 1,
2003 — to present

Position(s) held

Supervisor’s name

Senior Teacher,
Economics

Deputy Head of Dpt of

Academician
Petrenko Oleksandr

Why did you leave

I have moved to Kharkiv

Company Address
Kyiv State University, the Department of |12, Kyivska Str.
Management

Types of business

Employed
and year)

(month

Delivering lectures on Management of Small and
Medium Business

from September, 10,
1995 — to September,
1, 2003

Position(s) held

Supervisor’s name

Teacher, Lecturer

Academician
Petrenko Oleksandr

Why did you leave

Upgrading

Company Address

Kyiv Company 36, Mlynivska Str.
Types of business Employed (month
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and year)
Concluding Agreements, Design of New | from June, 15, 1989
Products — to September, 8,
1995
Position(s) held Supervisor’s name
Manager Nikonenko Ivan
Why did you leave
Upgrading
Company Address
Lviv Sales Company 7, Naberezhna Str.
Types of business Employed (month
and year)
Sales Representative from September, 1,
1985 — to September,
1, 1989
Position(s) held Supervisor’s name
Teacher Fedorchenko Lidiia
Why did you leave
| have moved to Kyiv
Personal references
Name | Petrenko Address 56, Soborna Str., | Phone | (046)
Oleksandr Apt. 45 No. 445-22-
36;
097-44-
57-789

b) a letter of interest (or Covering L etter)

Dear sir or madam,

| graduated from Kyiv State University in 1987. Now | am finishing my post-
graduate studies to defend my candidate thesis this winter. My major is called
“Increase of Economics in Ukraine”, which includes the study of Ukrainian
Economics.
I am interested in working in the Department of Economics of your Academy
as a head of Department for the educational year 2005-2006. In high school | gained
experiences teaching Economics, Banking and Management of Enterprises to
students. In your Department | could give lectures or conduct a class in Economic
subjects.

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

| look forward to hearing from you.
Sincerely yours,
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Tkachenko Volodymyr

C) aresume

1.

Volodymyr Tkachenko
6, Soborna Str., apt. 28
Kharkiv, 45976
Tel: (0415) 67-18-11 (home)
Mobile phone: 068-05-47-521;
063-23-94-797;
050-68-78-121

Objective

A position as a Head of Department of Economics of Ukrainian
National Academy (Kharkiv)

Summary

20 years of experience in all routine work in economics and
banking. Perfect knowledge of Ukrainian, Russian, English,
German languages and knowledge of computer

Education

Kyiv State University, Faculty of Economics, Department of
Economics (1987). Kyiv State University, Post-graduate
studentship (2005).

Experience

Kyiv State University, the Department of Economics. Delivering
lectures on Economics (Fall 2003 — present). Kyiv State
University, the Department of Management. Lecturer on
Management of Small and Medium Business (Fall 1995-2003).
Kyiv Company, Manager (Fall 1989-1995). Lviv Sales Company,
Sales Representative (Fall 1985-1989).

Publications

| am the author of 24 articles published in different editions of
collections of articles. The topic of these publications is connected
with Economics in Ukraine and abroad. This is the subject of my
candidate thesis which | am going to defend this winter.

Personal

Arrived in Ukraine May, 1980. Ukrainian subject. Married, two
children

References

Available upon request

2.

John Y.Millen
38, Park Avenue, Ap. 50
New York, N.Y. 11298
Tel: (312) 493-83-32

Objective

A position as a Bookkeeper

Summary

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

Education

London School of Economics, Great Britain, Bachelor (Ec.)
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(2008).

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

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

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

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

References Available upon request

d) a Thank-You Letter

Mrs. Tetiana Golovichenko
Director of Personnel
Ukrainian National Academy (Kharkiv)
186, Ozerna Str.

Kharkiv, 45000

Dear Mrs. Golovichenko,

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

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

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

| am looking forward to hearing from you soon.

Sincerely yours,

Volodymyr Tkachenko

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

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

14. Choose the proper English equivalent for

KepiBHHK BigjiTy 3aKymoK Production Manager
KepiBHUK BiIiTy KaapiB Executive
MapKeTHHTOBHI TUPEKTOP Chairman
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KepiBHHK, aIMiHICTpaTOp Financial Director

5. Ynpapnstounii, kepiBHUK mpoaaxy | Overseas Sales Manager
Ha BHYTPIlITHBOMY PHHKY
6. KepiBuuk 13 3B’S3KiB 13 | Advertising Manager
IPOMAJICKICTIO

KepiBauk BUpoOHHUIITBA Chief Accountant,

Controller
Jlupexrop The Board
I'omoBa Purchasing Manager

10. ®iHaHCOBUH AUPEKTOP Personnel Manager

11. 3aBigyroumii (kepiBHUK) exkcnioptaumu | Marketing Director
oneparisMu

12. KepiBHHK BiIJITy peKIaMu Managing Director

13. TomoBHMIt OyxranTep Home Sales Manager

14. Pana nqupekTopiB dhipmMu Public Relations Manager

15. Write a letter of recommendation for one of your students using the
vocabulary provided below

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

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

Do you want to earn big $$$?
$1.000 EVERY WEEK!

For life! Work at home,
Simple, safe, guaranteed!
Write P.O. Box 1234, Dept. 524,
Palm Lakes, 22334
Abbreviated want ad
AUTOMOTIVE PARTS COUNTER
SALESPERSON
AUTO PARTS CTR SALES

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

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

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

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

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

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

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

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

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

Dear Mrs Woodson:

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

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

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

Yours truly,

2.
Dear Sir,
| have known Mr Brown for 5 years as a student at our University.
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Mr Brown is an excellent student in French. He has scientifically
oriented mind, a desire to work and master foreign language, and experience in
working as a translator / interpreter.

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

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

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

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

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

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

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

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

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

Yours truly,

21. Read the given Letter-Inquiry for recommendation with enclosed the
Application Form

Dear Mr. Tompthon,

As Mr. Reeply who has named you as a reference may be given the job at the

West Institute of Medical Technology; we would like you to fill in the following form.
The position Mr. Reeply claims for suggests a lot of responsibility. This means you

should make a through analysis when giving answers to the question.

1. Professional knowledge:
profound

good

satisfactory
unsatisfactory

no information

2. Practical skills:
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splendid

good
satisfactory
unsatisfactory
no information

3. Scientific intuition:
brilliant

good
satisfactory
unsatisfactory
no information

4. Thinking abilities:

excellent; thinks in clear categories

good

satisfactory; sometimes make not quite sound judgement

makes dubious conclusions

no information

5. Initiative:

very initiative

rather initiative

initiative

not always initiative

no information

6. Sociability:

very sociable

rather sociable

not always sociable

no information

7. Qualities of a leader:

born leader

enterprising; often takes leadership

prefers to be led rather than to lead

no information

8. Stress reaction:

usually react appropriately; preserves self-control

not always react appropriately

easy loses self-control and acts inappropriately

no information
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9. Appearance:

always tidy
usually tidy
sometimes untidy
always untidy

no information

10. Character:

aggressive

unrestrained, emotional

a good mixer, a little restrained, sometimes shy
reserved, avoids personal contacts

no information

11. Type of psychology:

enthusiastic

usually well-balanced

apathetic

faultfinder, critically disposed

no information

12. Reaction to criticism:
excellent

good

satisfactory
unsatisfactory

no information

13. Punctuality:

hardly ever absent or late

sometimes absent or late on plausible excuse

often absent or late

no information

14. Potential possibilities to succeed in the field of medical technology:
brilliant

good
satisfactory
unsatisfactory

| recommend Mr Reeply:
with certainly
with reservation
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| 1do not recommend

We will appreciate any additional information.
Sincerely,

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

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

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

Chris George
164 Deansgate
Manchester M 60 2 KE
England

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

work under position

to fill directors
managing to

to earn money department
head of position
Board of tape

to hold the director
red- pressure
opening for fees

be accustomed in
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IMPAKTUYHE 3AHATTA 8.

TEMA 6. TYPES OF NEGOTIATIONS AND MEDIATION

IIJIAH
1. Negotiation and mediation as a type of communication.
2. Preparation for Negotiations.
3. Negotiation strategy and tactics.
4. Basic elements of negotiations.
5. Tactical techniques used during negotiations.
6. The Basic Methods of the Partner Perception during Negotiations.

1. Read the following text and do the postreading task:

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

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

The structural elements of negotiations are the following:

At the pre-communicative stage:

* collection of information;

* problem analysis;

« definition of the purpose4 and objectives;

2. At the communicative stage:

* representation of the parties;

* statement of problems and purposes;

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

3. At the post-communicative stage:

» analysis of negotiations.

Preparation for Negotiations

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

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

Organization issues of negotiation preparation are:

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

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

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

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

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

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

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

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

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

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

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

Negotiation Strategy and Tactics

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

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

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

3) principled (Harvard).

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

1) perception of other participants in the negotiations;

2) purpose of negotiations;

3) the course in relation to the participants;

4) degree of trust to them;

5) stability of the initial position;

6) technical methods;

7) final decision.

There are possible options of strategic approaches to negotiations.

heavy-handed The purpose is victory | Distrust of participants

approach at any cost

kid-glove approach The purpose is | Confidence in
agreement, participants

preservation of good
relations, despite the

losses
Principled (Harvard) | The purpose is a | Conducting
approach rational solution to the | negotiations regardless

problem, which is | of the degree of trust
based on fair criteria

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

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

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

American specialists in the negotiation process described the principled
negotiation method. They oppose the principled negotiation method they invented to
the standard negotiation strategy - position tender - which often leaves the
“negotiators” feeling dissatisfied and exhausted. After all, people are faced with a
dilemma: to be ‘kid-glove” and make concessions, or to be ‘“heavy-handed”, to
declare war and win, spoiling relations with the opposite side.
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The peculiarity of the method of principled negotiations is the requirement to
solve problems based on the essence of the case, and not on the positions of the
negotiating partners. The partners try to find mutual benefit wherever possible. And
where interests do not coincide, to achieve a result justified by fair norms.

As a result of applying the principled approach:

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

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

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

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

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

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

* construct working relationships;

* maintain working relationships;

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

* do not conduct positional bidding;

* deal with people, not problems.

The second rule: Focus on interests, not positions.

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

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

* explain your interests;

* determine the interests of the other party;

* discuss a common topic;

* be specific but flexible;

* be persistent in protecting your interests;

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

* separate judgment from decision;

« expand the range of approaches;

* seek mutual benefit;

* help your partner make a decision.

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

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

» fair criteria in the essence of the issue;

« fair procedures for regulating conflicting interests.

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

Appropriate tactical techniques may be used during negotiations.

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

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

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

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

b) create a business atmosphere;

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

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

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

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

The technique “ultimatum of demands” is used when one party declares its
intention to withdraw from negotiations if their position is not agreed upon.

The technique “making demands at the last minute” - the essence of this
technique is that at the end of the negotiations, when the contract remains to be
signed, one of the partners makes new demands. If the other party is interested in the
contract, it will accept these requirements, although the signing of the contract may
“fail” for this reason. While one party agrees with the new demands, the other puts
forward more and more new ones.

The Basic Methods of the Partner Perception during Negotiations

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

* to put yourself in the partner’s place;

* to compare your points of view;

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

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

* to discuss each other’s perceptions;

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

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

» to control emotions.

Postreading task

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

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

4. What are the Basic elements of negotiations?

5. Name the Basic Methods of the Partner Perception during Negotiations.
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IMPAKTUYHE 3AHATTA 9.

TEMA 7. THEORY AND PRACTICE OF DIPLOMATIC
NEGOTIATIONS
IIJIAH
1. Tactics of diplomatic negotiations.
2. Technology of the negotiation process.
3. “Dirty technologies” of negotiations.
4. Techniques of diplomatic presentations.

JIITEPATYPA

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

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

3. TTabar M. A. Formation of Speech Etiquette on the Business English
Lessons / M. A.Ilabar //  Cexwd: diyonoris, MOBO3HABCTBO 1
JiTEepaTypO3HaBCTBO. Martepianu MmopidHOI MDKHApPOJAHOI HAYKOBO-TPAKTHYHOI
InTepuer-koudepentiai «Global Science and Education in the Modern Realities
2020» (30-31 cepmus 2020 p., Cnonydeni Illratu AMepuku) € IHIIIOM
y4acHHUKa KoH(pepeHIrii CoopHux MaTepHUaaoB KOH(MEPEHITUH:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

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

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

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

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

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

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

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

11. Kalogiannidis S. Impact of Effective Business Communication on
Employee Performance. European Journal of Business and Management Research.
2020. Vol. 5(6). URL: https://doi.org/10.24018/ejbmr.2020.5.6.631

12. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of
emotions in intercultural business communication: Language standardization in the
context of international knowledge transfer. Journal of World Business. 2020.

56


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

Volume 55. Issue 6. 100973. ISSN 1090-9516. URL:
https://doi.org/10.1016/}.jwb.2018.11.003.

13. Takino M. Power in International Business Communication and Linguistic
Competence: Analyzing the Experiences of Nonnative Business People Who Use
English as a Business Lingua Franca (BELF). International Journal of Business
Communication. 2020. Vol. 57(4). pp. 517-544. URL:
doi:10.1177/2329488417714222

1. Read the following text and do the postreading task:

Tactics of Diplomatic Negotiations

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

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

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

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

Technology of the Negotiation Process

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

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

Usage of Certain Verbal Constructions

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

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

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

Ability to Listen and Perceive Information

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

1) substantive;

2) emotional,

3) motivational,

4) stimulating.
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The following main points can be identified in the negotiation process:

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

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

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

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

Methods of Conducting Negotiations (Coordinating Positions)

1) the “Socratic” method;

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

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

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

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

- using compromises;

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

The following mistakes are most typical during negotiations:

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

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

- lack of preliminary preparation for negotiations and internal mood;

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

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

- dominance of emotions in negotiations.

“Dirty technologies” of negotiations

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

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

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

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

b) personal attacks against specific
members of the delegation;

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

the

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

3) Position pressure. Its manifestations:

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

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

d) psychological terror - the most

aggressive and risky method, the
ultimate form of negotiations;

e) “psychological swing”;

e) delaying time;

g) “position stability” simulated

indifference to the result of negotiations.

Techniques of Diplomatic Presentations

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

1) the form of the material presentation:

a) informing (information message);

b) persuasion (motivvations).

2) the scale of audience coverage:

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

b) small audience (5-10 people).

Advice from Johann Sultzer (XVIII century) regarding the protocol rules of
“sitting”:

- while sitting, you need to keep your knees together, feet, if possible, one next
to the other;
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- you can put one leg forward a little or slightly cross your legs at the bottom;

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

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

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

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

Postreading task

1. Chacterize the Tactics of diplomatic negotiations.

2. Analyze the Technology of the negotiation process.

3. Name the “Dirty technologies” of negotiations.

4. What do you know about the Techniques of diplomatic presentations?
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HNPAKTUYHE 3AHATTA 10-11.

TEMA 8. BUSINESS CORRESPONDENCE

IIJIAH
. Writing letters.
. “Golden Rules” for Writing Business Letters.
. Seven Steps in Planning a Business Letter.
. Position of the word “YOU”.
. Style of a Letter Colloquial Language and Idioms.
. Types of letters.
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1. Read the following text and do the postreading task:

Writing Letters

Almost everyone occurs to write letters. Whether you write to a pen pal in
other country, a friend on vacation, a relative or a business man, you should put into
practice the suggestions in this lecture. If you take time to make your letters clear,
correct, and interesting, you should not only enjoy writing them but also receive
interesting answers to them.

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

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

2. Make the letter clear. Remember that your letter is read; you neither will
nor are there to explain what you mean. Plan what you are going to say and how you
are going to say it.

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

4. Use the correct grammar, punctuation, and spelling. A letter filled with
grammatical errors will not only lead the reader to assume that you are inadequate
person, mistakes in usage, and misspelled words will not make a good impression.

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

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

Businesses letter writing is a very special type of communication. That is why,
you must carefully think over the style of such letters. By its outward appearance
style, tone one can define you as a personality.

“Golden Rules” for Writing Business Letters

1. Give your letter a heading if it helps the reader to see at a glance what you
are writing about.

2. Decide what you are going to say before you start to write.

3. Use short sentences.

4. Put each separate idea in a separate paragraph.
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5. Use short words that everyone can understand.

6. Think about your reader. Your reader...

... must be able to see exactly what you mean: your letters should be clear;

... must be given all necessary information: your letters should be complete;

... IS a busy person with no time to waste: your letters should be concise;

... must be addressed to in a polite tone: your letters should be courteous;

. may get a bad impression if there are mistakes in grammar: your letters

should be correct.

Seven Steps in Planning a Business Letter

1. Write down your aim: Why are you writing this letter?

2. Assemble all the relevant information and documents.

3. Arrange the points in order of importance. Make rough notes.

4. Write an outline and check it through, considering these questions: Have
you left any important points out? Can the order of presentation be made clear?
Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.

6. Revise your first draft by considering these questions: Information: Does
it cover all the essential points? Is it correct, relevant and complete? English: - Are
the grammar, spelling and punctuation correct? Style: Does it look attractive? Does
it sound natural and sincere? Is it the kind of letter you would like to receive
yourself? Is it clear, concise and courteous? Will it give the right impression?

7. Write, type or dictate your final version.

In the USA where competition is developed business letter writing a science. In
their correspondence Americans try to use many different means of expressions:
jokes, anecdotes, humour, sarcasm, caricatures, drawings, diagrams are for attracting
reader’s attention. But Englishmen are restrained and preventive due to their national
character and old formal traditions. That’s why British letters are determined more
professional.

Imagine the situation: the Company needs to send the final letter-reminder as
demand to pay off debts. Compare two samples of such letters:

British letter: American letter:
Dear Sirs, Gentlemen:
As our previous letters of the 3™ Will you please send us the

July, 12" August and 14" September, | name of a good lawyer in your
requesting payment of the outstanding | district? We may want to sue you.
account of $ 1000 have been ignored by Sincerely,

you, we must now inform you that unless
your cheque for the amount reaches us
by the end of the month, we shall
reluctantly be compelled to put the
matter in the hands of our solicitors.

Yours faithfully,
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Position of the word “YOU?” - Any letter has a purpose to convince a reader
to do something: to buy your products, to transfer money on your account, to give
information or to establish business contacts. If you managed to convince your
correspondent, it means that you have written a good letter.

That is why, the main task of any business letter writing is the method which
will help to convince your interlocutor. It seems to us that people are interested in our
problems, believe in our prospects and sympathize with our failures. Your letter must
be sincere, for example:

This will cut down your expenses and increase your profits.

This will save you time and work and worry.

By other words, total impression from your letter must be: small “we”, “I”,
“us” and big “YOU”. You should imagine yourself in the place of your reader and
write the letter of the kind you would like to receive. Compare these variants of the
first sentence of the letter:

1) Dear Mr. A,

We are sorry you misinterpreted our catalogues ... (lllkooa, ane e6u
HEeNpasuIbHO 3pO3YMIIU ONUC Y HAUWLOMY KAMAN03i ...)

2) Dear Mr. A,

We are Sorry the description in our catalogue was not entirely clear ...
(ILIxooa, onuc y nautomy kamano3i nOOaHUll HeOOCMAMHbBO SICHO ...)

In the first variant you hint at your client is a bit stupid and can’t be able to
understand the description in your catalogue. In the second — you suppose that you
were fault and the description in your catalogue was not entirely clear. That is why
the second sentence has a right position of the word “YOU”.

An American expert in process of studying “what makes correspondence be

pleasant for reading” noted that the words “you”, “your”, “yourself”, “yours” must be
in the business letter in 2 or 3 times frequently more than the words “I”” and “we”.

About Copies - If you wrote a letter to your correspondent and send the
analogous letters to some people one should write at the end of the letter
abbreviation: “c.c. — carbon copies”.

But if you don’t want that the addressee of your letter knows about copies one
should indicate: “b.c.c. — blind carbon copies”.

How to Make Your Letter More Attractive - There are some methods to stress
important information, to simplify reading of your letter and to make attractive. You
can:

1) number paragraphs;

2) underline some words and sentences;

3) write certain words by capital letters or underline them;

4) use dash, stars, Roman numerals for enumeration of any items.

Style of a Letter - Remember peculiarities of business correspondence style:
- begin each new topic from a new paragraph;
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- never use metaphors, comparison, allegories, if you are not sure that your
correspondent can rightly understand them.

- all information in your letter must be simple, clear and short;

- don’t write too many compliments.

For example:

Instead Write
advise, inform say, tell, let us know
at early date soon, today, next week
at the present day now, at present
to deem (3act. oymamu) to believe, to consider
due to the fact that because
for the purpose of for
in accordance with according to
in advance of, prior to before
the writer, the undersigned I, we
in compliance with your request as you requested

A sentence should consist of 8 — 16 words. It will be easy to read. All
paragraph must contain one concrete thought.

It is better to use an Active Voice in business correspondence that a Passive
one. The verb in the Active Voice bears more personal character than the sentences
with Passive constructions. For example:

Your letter has been received by us ... - Passive Voice

We have received your letter ... - Active Voice

The letters addressed to the young employee of a company must differ from the
letters addressed to Managers and Directors. People who hold positions of Executives
consider themselves as very important persons and demand due respect.

To ordinary employee you can write:

Did you know the customers you already have ... .

To Head of Department or Company you must write:

As you know, the customers you already have ... .

Phrase “Did you know ...”can be considered by Head of Department as
insulting of his dignity, but phrase “As you know ...” is flattered his vanity even in
case he doesn’t know something.

Colloquial Language and Idioms - Some people try to make their letter more
personal cluttering up the language by idioms, phraseologisms, colloquial phrases,
and short forms of words. Such letters can be not understood by the readers,
especially in the case when English is not their native language. Use neutral words in
your letters:

Instead Write
you have probably guessed you probably know
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you will get your money back the will be repaid

you go into property to invest in property
a couple of hundred quid two hundred pounds
prices are at rock bottom prices are very low

prices have gone through the roof | prices have increased rapidly

About Abbreviations - Abbreviations are often used in business
correspondence. They are quickly written and easily read. But one should use
abbreviations only in the case when you and your correspondent know how they are
decoded.

Some abbreviations are international, for example: CIF (cost, insurance and
freight), CAF (cost and freight).

But if you are not sure that the abbreviation will be rightly understood by the
reader it is better to write it with its decoding in the brackets.

The tone plays a great role in the letter. A letter must be maximum personal for
achieving success. A reader must understand that this letter is written by a man but
not a business-machine which can stamp cliche. Try to write in the tone and style in
which you usually speak to your colleagues. If you want your colleague’s help in the
report making, for example, you will say to him:

“Serhii, I need to make up this report as quickly as possible. Can you help
me?” and let’s consider another variant:

“The aim of my visit is an application for your help in the finishing report.”

Specimen Letters (Types of letters)
According to the purpose of the letter there may be quite a number of different
Kinds.

1. Bread-and-Butter Letters

- Whenever you have spent a day or two as a guest in someone’s house, you
must write a letter of thanks to your hostess within a day after the visit.

- It's good manners to write thank you for any presents expressions of good
will.

2. Letters of Reference

- If you are asked to give a former employee a reference, you may write a letter
without salutation and complimentary close. Such letters should contain main facts
about the person you write about and should sound enthusiastic. Don't leave out any
important qualities and remember that omission implies demerit in each trait of
character not mentioned.

3. Letter of Recommendation

- Letters of recommendation serve to draw the employer's attention to the
candidate’s suitability for the vacancy.
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4. Letter of Invitation
- Invitations to important entertainment are nearly always specially engraved,
so that nothing is written except the name of the person invited.

5. Letters of Formal Acceptance or Regret

- Formal acceptance or regrets are always written.

- Answers to informal invitations are telephoned more often than not.

- In accepting an invitation the day and hour must be repeated. But in declining
an invitation it is not necessary to repeat the hour.

6. Personal Business Letters

Business letters are written not only by the business employees. They are also
written by others to conduct personal business.

Normally, if you know the person that you are writing to and have met him/her
socially; you will want to make your letter less formal and friendlier.

Business letters can be divided in letters of Inquire or Request, letters-Offer,
letters-Order, letters Acknowledgement or Confirmation, letters Refusal of Orders,
letters of Complaint or Claim letters, and Promissory Notes.

The Inquiry - The first step of any deal concluding is the Letter-Inquiry
writing and exactly the letter-inquiry forms further relations between business
partners. Your Inquiry must be short, clear and concrete. The company sends the
Inquiry when it wants:

- to receive detailed information about the goods;

- to find out about availability of goods;

- to make more exact the delivery dates;

- to receive information about the terms and discounts, the method of
transportation and insurance;

- to receive information about the prices of goods;

- to receive catalogues and samples of goods;

In the process of Inquiry writing one should give full details of your problem or
question and it will let for your business partner to reduce the time for making-up of
answer.

In case, if you apply to the company at the first time your inquiry would consist
of the following items:

1) Pointing out at the source of information of this company and its goods.

2) Essence of problem.

3) Concise information about your company.

4) Expression of hope of cooperation.

The Offer - Answering on Inquiry and Letter-Offer define your further
relations with your future partner.
Remember some rules:

67



Rule 1 — you must always send a Covering Letter with catalogues, pricelists,
and advertising leaflets.

Rule 2 — answering on Inquiry must be written at the same date when you have
received the inquiry.

Rule 3 — try to make your Offer favourable for clients.

The Supplier usually answers by the Offer on the Inquiry. Answering he thanks
for interest and usually encloses price-lists, catalogues or conditions of the Typical
Contract.

Structure of the Offer:

1) Intention of writing.

2) Answers on the potential Offerer questions.

3) Additional proposals.

4) Expression of hope of cooperation.

You should give closer definition goods description, possible photo materials,
pictures and samples. During the price determination you must take into
consideration discounts. Other questions such as packing and transportation costs
terms of delivery and terms of payment are solved separately.

The Supplier sends to the Offer when he wants to attract the client’s attention
or to find a new Offerer on special products or their range. The firm offer foresees
special conditions e.g. deadline of an Offer receiving and discount system depending
on quantity of goods and other terms.

The Order. Acknowledgement (Confirmation) and Refusal of Orders - All
types of business correspondence have a purpose — to place an order. In comparison
with all above-mentioned correspondence to make up a letter-order is easier than
making up of other letters, because the most of orders are placed on special forms.
You need only fill in such form writing in to necessary columns the name of the
product, quantity, price, terms and method of delivery. All forms are numbered for
comfort of further correspondence. For example,

Order # 436

Please supply:

50 copies “The Great General” at a price of £15 less 5%.

Delivery: prompt, carrier.

WILLIAM HUGH LTD.

A.S. Wills

Usually numbered form of order is sent with the covering letter. In this letter
you need refer to the previous correspondence, say about enclosed letter-order and
express hope for cooperation.

In case to place an Order on buying of any goods one should fill in the special
order forms where quantity of goods, their description, price, terms of payment, date
of delivery, discounts etc. are pointed out. If you need to make certain points quite
clear the Cover Letter with an enclosed order form is writing.

If the Seller or Supplier is able to fulfil an order he sends to the Buyer the
Acknowledgement or Confirmation in a form of an order copy or a duplicate signed
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by the Seller. Cover letter expresses gratitude for an order and informs the Buyer
about any changes as price changing, terms of delivery changing etc.

All letters-orders demand your attention. Sometimes some products are not at
the stock now and you must propose an alternative product to a client. The price
policy can change and you need to inform about it your customer who has placed an
order.

On the whole all problem arisen after receiving orders you need to settle with
your client.

If the Seller or Supplier can’t be able to fulfil an Order he refuses the order or
proposes the adequate change of the product which isn’t availability.

Refusal Letters - When you receive a letter to which you must give a negative
reply, you may need to write a refusal letter. The refusal letter is difficult to write
because it contains bad news; however, you can tactfully and courteously convey the
bad news.

The ideal refusal letter says no in such a way that you not only avoid
antagonizing your reader but keep his or her goodwill. You must convince your
reader of the justness of your refusal. Try to establish a pleasant and positive tone.

Promissory Note - A promissory note is a written promise to repay borrowed
money, with or without interest.
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INPAKTUYHE 3AHATTA 12.

TEMA 9. PRESENTATION OF A COMMERCIAL LETTER

IIJIAH
. The Body of a Business Letter.
. The Letter Heading & the Layout.
. Presentation of a Commercial Letter.
. The Heading.
. The Salutation.
. The Subscription.
. The Signature.
. The Letter Heading & the Layout.
. The Body of a Business Letter.
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Presentation of a Commercial Letter

Many businesses rely on overseas markets and suppliers, employ workers and
managers from different countries, and maintain plants and offices abroad. Such
companies need to communicate effectively with readers from diverse cultural and
linguistic backgrounds.

The commercial correspondence in English has changed over time. It has lost
its bombastic and formal style, but nevertheless the business letter differs in some
respects from the personal letter. Unlike friendly letters, business letters are always
written according to standard practice. The body of a business letter may be formal or
informal in tone, but conventions should always be followed in the form and in the
placement of the parts. Since the rules governing business letters are elaborated and
rather precise, you should study them with special care:

1. Use appropriate stationery in standard size. It is advisable to use the
good quality paper, unrolled, with the printed letterhead.

2. Make your letter attractive. A business letter should be typed, not
handwritten. Think of the margins. The left margin should be about as wide as the
right margin, the top margin - about as deep as the bottom margin. All business
correspondence should present an even, well-balanced appearance neither crowded at
the top of the page nor sitting lopsidedly on one side of it. If your letter is a very long
one, plan on using two sheets instead of crowding it all on one. Most business letters
are single-spaced, with double spaces between the paragraphs.

3. Standard forms or styles for business letters differ in certain respects
from the style of the personal letter. There are three of the styles. Look at the models
shown below:

The Heading - The sender’s address as well as the address of the person or
organisation to which the letter is written is given on the left-hand side of the page,
against the margin, slightly lower than the date (which is on the opposite side).

Almost all business firms use stationery imprinted with a letternead containing
the firm name and address. On such stationery we only need add the date to
completer the heading and write the inside address four spaces below the date. The
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inside address consists of the addressee’s name (this may be the name of a firm, an
individual or both), and full address:

Date may be indicated in different ways:

- In England they use ordinal numerals: 5" March 1998 or 5 March 1998;

- Inthe USA the date is written as: March 5, 1998;

- Be careful in using figures only: 5.3.98 (Britain) 3.5.98 (American).

The Salutation - Type the salutation two spaces below the last line of the
inside address. The salutation of a business letter is always followed by a coma of a
colon. It is not of great importance what you put after Dear Sir either a coma or a
colon. A colon is often used in American letters while a come is used in British
letters.

A letter written to a man should be addressed to, for example: Mr Smith. A
letter to a woman should be addressed to, for example: Mrs C.Gones. Whether
married or unmarried, a woman is always addressed as Dear Madam and never Dear
Miss. If you don’t know the name of the person for who your letter is intended you
may address it as The Managing Director, The Secretary, The Branch Manager, The
Export Manager and so on. Is the person you are writing to is known to you, you
should begin with, for example: Dear Mr Throp or Dear Mrs Warren. This approach
IS more human:

The Body of a Business Letter - The body of a business letter usually includes:

a) Reference

b) Information

c) Purpose

d) Conclusion

a) Reference. You should begin your letter with a reference to a letter you have
received, an advertisement you have seen, or an event, which has prompt the writing
of you letter:

We have received your letter of ...

b) Information. It is sometimes necessary to add some detailed information
related to the reference, is a subsequent paragraph.

c) Purpose. This is the most important part of the letter, where you are
expected to state clearly what you want and answer carefully and clearly all the
questions you have been asked. Used short phrases when possible, avoid familiarities.

d) Conclusion. This usually consists of some polite remark to round the letter
off:

We are looking forward to hearing from you.

The Subscription - If you begin your letter with Dear Sir or Dear Madam you
may end it with the words “Yours faithfully”. If you address a person by name, the
words “Yours sincerely” are preferable. There a modern tendency, however, to use
“Yours sincerely” even to people you have never met.

Type the closing two spaces below the last line of the body of the letter,
beginning to the right of the middle of the page:
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Yours truly or

(Very) Truly yours

Sign your name clearly, in full as it should appear on the envelope of the letter
addressed to you. The typed signature is not preceded by a title unless a woman
chooses to identify herself as Miss. Your written signature is placed in the space
between the closing and the typed signature:

Sincerely yours,

(Miss) Jennifer Highland

The Signature - It often happens that the person who has dictated the letter is
unable to sign it as soon as it has been typed. Since it is often essential to send a letter
as soon as possible, the typist or some other employee connected with the letter
question will sign it instead: in such cases he or she will write the word ,,for” or the
initials “p.p.” (per pro) immediately before the typed name of the employee
responsible for the letter. The name of the person signing the letter is typed below the
space left for the signature, and is followed on the next line by his position in the
company or by the name of the department he represents.

If an enclosure accompanies the letter, this fact is indicated both in the text
itself and by the word Enclosure (often reduced to Enc., or Encl.) typed against the
left-hand margin some distance below the signature. There are other ways of referring
to enclosures — the use of adhesive labels, for instance, or the typing of lines in the
left-hand margin beside the reference in the text to the document or documents
enclosed — typing the word Enclosure at the bottom of the letter is by far the most
common.

The words “Dear Sirs” are usual salutation in British business letters addressed
to a company rather than to an individual within the company.

In the U.S.A. the most common salutation is “Gentlemen”.

The Letter Heading & the Layout - The heading, the reference, the date, the
inside address, the salutation, the complementary close, the signature.

Letter-writing is an essential part of business language. In spite of telephone,
telex and telegraphic communication the writing of letter continues.

The letter is often evidence of an arrangement or a contract, and must be
written with care. This need is clear when you realize that in speaking the reaction to
the spoken word can be seen or heard immediately, but reaction to a letter is not
known until the answer is received.

When you have written a letter, read it carefully; see that you have put in
everything you intended, and have expressed it well; read it again, trying to put
yourself in the place of the receiver, to find out what impression your letter will
make.

This gold rule becomes more important when you write a letter in a foreign
language. Unless you know that particular language very well you are certain to
translate some phrases from your own language literally. It is in any case impossible
to translate all business phrases literally as each language has own characteristic
idiom.
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A question frequently asked is: “How long should a good letter be?” The
answer is: “As long as is necessary to say what has to be said”.

The aim of the letter is to secure the interest of the reader, and his co-operation,
the letter should begin with sentences that will introduce the matter without undue
delay, and polite forms to help the introduction must not be too long. The letter
should continue with the subject itself and all their necessary information or
arguments connected with it, but the wording must carry the reader along smoothly;
jerky, over-short or disjointed sentences spoil the impression. The letter should have
a suitable ending — one that is not long but makes the reader feel that his point of
view is being considered. This is especially necessary when sellers are writing to
buyers.

A good vocabulary is necessary, both in your own and foreign languages;
repetitions should be avoided as much as possible, except where the exact meaning
does not allow any change of word.

The subject matter of a letter is often indicated in a subject line which appears
below the salutation:

Dear Sirs,

Your order Ne 6544 of 15 March 2004

The term “Re-" is seldom used these days to introduce the subject: like other
Latin words which have been employed in British correspondence for decades, it is
now considered old-fashioned and artificial. Subject lines are not always required,
and the date of a letter referred to in the first line of the answer is often sufficient to
indicate what the subject is.

Presentation of a Commercial Letter

Many businesses rely on overseas markets and suppliers, employ workers and
managers from different countries, and maintain plants and offices abroad. Such
companies need to communicate effectively with readers from diverse cultural and
linguistic backgrounds.

The commercial correspondence in English has changed over time. It has lost
its bombastic and formal style, but nevertheless the business letter differs in some
respects from the personal letter. Unlike friendly letters, business letters are always
written according to standard practice. The body of a business letter may be formal or
informal in tone, but conventions should always be followed in the form and in the
placement of the parts. Since the rules governing business letters are elaborated and
rather precise, you should study them with special care:

4, Use appropriate stationery in standard size. It is advisable to use the
good quality paper, unrolled, with the printed letterhead.

5. Make your letter attractive. A business letter should be typed, not
handwritten. Think of the margins. The left margin should be about as wide as the
right margin, the top margin - about as deep as the bottom margin. All business
correspondence should present an even, well-balanced appearance neither crowded at
the top of the page nor sitting lopsidedly on one side of it. If your letter is a very long
one, plan on using two sheets instead of crowding it all on one. Most business letters
are single-spaced, with double spaces between the paragraphs.
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6. Standard forms or styles for business letters differ in certain respects
from the style of the personal letter. There are three of the styles. Look at the models
shown below:

The Body of a Business Letter - The body of a business letter usually
includes:

e) Reference

f) Information

g) Purpose

h) Conclusion

a) Reference. You should begin your letter with a reference to a letter you have
received, an advertisement you have seen, or an event, which has prompt the writing
of you letter:

We have received your letter of ...

b) Information. It is sometimes necessary to add some detailed information
related to the reference, is a subsequent paragraph.

c) Purpose. This is the most important part of the letter, where you are
expected to state clearly what you want and answer carefully and clearly all the
questions you have been asked. Used short phrases when possible, avoid familiarities.

d) Conclusion. This usually consists of some polite remark to round the letter
off:

We are looking forward to hearing from you.

The Subscription - If you begin your letter with Dear Sir or Dear Madam you
may end it with the words “Yours faithfully”. If you address a person by name, the
words “Yours sincerely” are preferable. There a modern tendency, however, to use
“Yours sincerely” even to people you have never met.

Type the closing two spaces below the last line of the body of the letter,
beginning to the right of the middle of the page:

Yours truly or

(Very) Truly yours

Sign your name clearly, in full as it should appear on the envelope of the letter
addressed to you. The typed signature is not preceded by a title unless a woman
chooses to identify herself as Miss. Your written signature is placed in the space
between the closing and the typed signature:

Sincerely yours,

(Miss) Jennifer Highland

The Signature - It often happens that the person who has dictated the letter is
unable to sign it as soon as it has been typed. Since it is often essential to send a letter
as soon as possible, the typist or some other employee connected with the letter
question will sign it instead: in such cases he or she will write the word ,,for” or the
initials “p.p.” (per pro) immediately before the typed name of the employee
responsible for the letter. The name of the person signing the letter is typed below the
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space left for the signature, and is followed on the next line by his position in the
company or by the name of the department he represents.

If an enclosure accompanies the letter, this fact is indicated both in the text
itself and by the word Enclosure (often reduced to Enc., or Encl.) typed against the
left-hand margin some distance below the signature. There are other ways of referring
to enclosures — the use of adhesive labels, for instance, or the typing of lines in the
left-hand margin beside the reference in the text to the document or documents
enclosed — typing the word Enclosure at the bottom of the letter is by far the most
common.

The words “Dear Sirs” are usual salutation in British business letters addressed
to a company rather than to an individual within the company.

In the U.S.A. the most common salutation is “Gentlemen”.

The Letter Heading & the Layout

- The heading, the reference, the date, the inside address, the salutation, the
complementary close, the signature.

Letter-writing is an essential part of business language. In spite of telephone,
telex and telegraphic communication the writing of letter continues.

The letter is often evidence of an arrangement or a contract, and must be
written with care. This need is clear when you realize that in speaking the reaction to
the spoken word can be seen or heard immediately, but reaction to a letter is not
known until the answer is received.

When you have written a letter, read it carefully; see that you have put in
everything you intended, and have expressed it well; read it again, trying to put
yourself in the place of the receiver, to find out what impression your letter will
make.

This gold rule becomes more important when you write a letter in a foreign
language. Unless you know that particular language very well you are certain to
translate some phrases from your own language literally. It is in any case impossible
to translate all business phrases literally as each language has own characteristic
idiom.

A question frequently asked is: “How long should a good letter be?” The
answer is: “As long as is necessary to say what has to be said”.

The aim of the letter is to secure the interest of the reader, and his co-operation,
the letter should begin with sentences that will introduce the matter without undue
delay, and polite forms to help the introduction must not be too long. The letter
should continue with the subject itself and all their necessary information or
arguments connected with it, but the wording must carry the reader along smoothly;
jerky, over-short or disjointed sentences spoil the impression. The letter should have
a suitable ending — one that is not long but makes the reader feel that his point of
view is being considered. This is especially necessary when sellers are writing to
buyers.

A good vocabulary is necessary, both in your own and foreign languages;
repetitions should be avoided as much as possible, except where the exact meaning
does not allow any change of word.
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The subject matter of a letter is often indicated in a subject line which appears
below the salutation:

Dear Sirs,

Your order Ne 6544 of 15 March 2004

The term “Re-" is seldom used these days to introduce the subject: like other
Latin words which have been employed in British correspondence for decades, it is
now considered old-fashioned and artificial. Subject lines are not always required,
and the date of a letter referred to in the first line of the answer is often sufficient to
indicate what the subject is.

The Body of a Business Letter - The body of a business letter usually
includes:

1) Reference

J) Information

K) Purpose

I) Conclusion

a) Reference. You should begin your letter with a reference to a letter you have
received, an advertisement you have seen, or an event, which has prompt the writing
of you letter:

We have received your letter of ...

b) Information. It is sometimes necessary to add some detailed information
related to the reference, is a subsequent paragraph.

c) Purpose. This is the most important part of the letter, where you are
expected to state clearly what you want and answer carefully and clearly all the
questions you have been asked. Used short phrases when possible, avoid familiarities.

d) Conclusion. This usually consists of some polite remark to round the letter
off:

We are looking forward to hearing from you.
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HNPAKTHYHE 3AHATTA 13-15.

TEMA 10. ON A BUSINESS TRIP

IIVIAH
1. Going abroad.
2. Customs formalities.
3. Travelling by plane.
4. Travelling by train.
5. Hotel. Accommaodation.
6. At the café and restaurants.
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1. Read the following texts

Going Abroad

In order to go to a foreign country you will need a visa. An application form
can be obtained at the embassy. Instructions for filling it in are given with each form.
You will need a form for each person.

Once you have completed the form, you bring or send it to the country
embassy together with your passport, a passport-sized photograph and an official
invitation to visit the country. It may take up from one to four weeks to get the visa.

Before boarding the plane, you are requested to present a valid passport
together with a customs declaration ensuring that you are not violating any of your
country's law. That's why it is important to know the existing regulations concerning
the export of goods and currency. Upon arrival in a foreign country, you will have
your passport inspected by the immigration service. Occasionally you may have your
luggage checked by a custom officer. This is done to prevent importation of goods
which for various reasons are undesirable to the country’s authorities.

Bringing things illegally from one country to another is called smuggling. The
smuggling or unlawful importation of the goods which are restricted as well as failure
to declare such items is a violation of law and results in fines mrpad; mens or other
penalties.

The importation of some items is limited for different reasons. For example, to
prevent the entry of dangerous agricultural pests, plants, soil, plant products, meats,
alive animals or animal products are not allowed.

The transportation of currency or financial documents is permitted but it is also
regulated and you must report about them regardless the form of monetary
instruments (cash, checks or bonds).

You also must declare the total value of all gifts and commercial items and if
their value exceeds the determined sum, you will pay duty.

Hotels in Great Britain are divided into some classes.

1. Luxe Hotels are the most expensive. They are for Arabian sheikhs and
millionaires.

2. Less expensive hotels are the hotels of class Charming Town House, which
combine good service with comparatively moderate price.

3. The 3 class is inexpensive hotels situated mostly around of the large
railway stations.

4. The 4" class includes Boarding Houses, Bed & Breakfast (B&B) and inns.
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5. The fifth class — are the cheapest hotels: Youth Hotels, Youth Holiday
Centres, and Country Guest Houses.

To price for accommodation adds VAT (Value Added Tax), it makes up 17.5%
of the price. Cost of breakfast often includes into cost of accommodation.

There are two variants of breakfast:

1) frugal continental breakfast (tea or coffee and a bun with butter or jam);

2) good or substantive English breakfast (starter (amep. appetiser) — maize
(amep. corn) or oatmeal flakes with milk, juice, etc. plus the main course — fried eggs
with fat and ham, tomatoes, white bread etc.). A tip as a rule includes in to a bill in
hotels and some restaurants (column — Service Charge). If a tip doesn’t include into a
bill, one should “give a tip”” 10-15% from sum of account.

Hospitality is of greatest importance for a hotel. Hospitality is not an
abstraction - it is a clean room, a comfortable bed, a hot shower, a good meal, a
courteous doorman and - last but not least - a good profit!

Some Original, Strange and Amusing Hotels of the World

1) The Hotel Lady’s First - Switzerland. One inconvenience — it is forbidden
enter here for men (except for “l12-year-old escort”). A hotel is intended
exceptionally for ladies. There are also not representatives of stronger sex among
managers, cooks, drivers. Petticoat government! Guessing the clients’ desires the
hotel creators equipped the rooms by the large bathrooms and huge wardrobes where
one can easily place into clothes, bags, hats, and shoes.

2) The Crazy Bear Hotel - Britain county Oksfordshir. Walls of this hotel are
covered by plush, and we feel ourselves as we are in the Toy Teddy cottage. Each
room has the bath instead of the bedside-table. Champagne is poured from a beer
barrel in a restaurant. This hotel has both Chimney Sweep’s (black and the blackest)
room and Belosnezhka’s “mint room” with a solarium.

3) The Alton Towers Hotel — England. The apartments of this hotel are
designed, as a burrow of Peter Rabbit, bar of chocolate, Arabic large tent, theatre
dressing-room and audio recording studio (for the karaoke admirers). The night in an
eccentric township costs $550.

4) The Dog Bark Park Inn - American staff Idaho. This hotel is created by the
self-taught artist Sallivan. With the help of a saw he built the hound-shaped building.
There is a sleeping room in its “stomach”, a mansard and library are in dog’s “head”.
The Denis Sallivan’s workshop with his hand-made wood articles, animals’ figures IS
situated near the hotel.

5) The Hotel Everland — Germany. Swiss architects Sabina Lang and Deniel
Bauman opened on the modern art roof of the Leipzig gallery the hotel with the unique
room. Diogen philosophizedin in a barrel free of charge from morning till night, and
present Sabina and Deniel guests should pay for night $288. Curiously, that there is
concierge and a bar in a mini-hotel.

6) The “Jules’ Undersea Lodge” - Florida. The hotel is situated on a depth 6,5
meter at the shore. You can enter in this hotel only with the help of aqualung. The hotel
has own diving school. All rooms are equipped by the modern technique. The room
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windows look like as illuminators and one can observe the various kinds of fish
outside. The night here costs from $390 and higher.

7) The Hotel in the shape of a nest - American state Maine. American publisher
Peter Lewis built a hotel on the twenty hundred-year old cedar. He leases a house-nest
after $300 for night. Spiral staircase has 84 stages fixed with the steel staples; the
observatory with a suspension bridge and romantic eagle’s nest with a view on
Cordillers.

8) Every November the interesting hotel is opened in the Swedish willage
Yukkasiarvi. Guests’ rooms, hall, theater - all is built from 30 thousand tons of snow
and 10 thousand tons of ice. If you are a lover of pungent feelings you can spend the
night in the icy palace of the Snow Queen.

2. Complete the sentences with the following answers

How long are they staying? Are there any seats available?
When can the tickets come? When do they plan to leave?
What are the options? Are there any British Airways
flights about the time?

Susan | Grand Tour Agency. Susan Sharp speaking.

Hans | Hello, Susan. This is Hans Bradley. | need to send two of our
sales managers to Rome next week. ?

Susan | OK. ?

Hans | Monday October 14",

Susan | And if you want to book a return flight | must ask you: ?

Hans | Four days. They would like to come back on the night of the 17™.
2

Susan | Let me have a look. There is a flight at 8.50 p.m. with British
Airlines.

Hans ?

Susan | Fortunately, there are. I’ve just called it up on the screen. Shall I
reserve you two right now?

Hans | Yes, please. And make it Business Class, OK? ?

Susan | In three or four days. I’ll send them to you as soon as they arrive.

3. Translate into English

a gift concourse an embassy

an open-date ticket to vacate the room to get the bill
ready for smb

to be duty free to apply for a visa to declare

to check in to pay customs fee an entrance
(entry) visa

to get a receipt baggage to be liable to duty
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to see somebody off to put a visa on a|to be accustomed

passport to

to get
customs

through the | to travel light

1. L1 mogapyHKH HE MIJUISTaI0Th ONMOAATKYBaHHIO.

2. Bu noBuHH1 OyJH 3alIPOCUTH Bi3y B MOCOJBCTBI 5 MICSI[IB TOMY.
3. Bam notpibHO 3aekinapyBaTi CBO1 peyl.

4. Bam noTpiOHO 3apeecTpyBaTHCs B TOJOBHOMY BECTHOIOJI1 a€POTIOPTY.
5. Mu noBUHHI 3aIUIATUTH MUTHI1 300pY Ta MPOUTH MUTHUHN JAOTJISII.
6. Ha >xanp, B MeHe Hemae B’13HOT BI3H.

/. BiH He mM00UTH MPOBOHKATH KOTOCH.

8. Konu BM mocTaBuTe Bi3y y macnopT?

9. 4 3BuK MaHzapyBaTH 0€3 peuei.

10. Mu maete Ou1eT 3 BIAKPUTOIO J1aTOO?

11. Bu noBuHHI 3BUILHUTHA HOMED 710 10 paHKy.

12. BoHu miaAroTyBajivd paxyHOK JUIsl Hac.

13. YUu MoKy 51 OTpUMATH KBITaHI[IIO?

14. Li peyi mijyIsraroTh OMOJATKyBaHHIO.

4. Read and translate the text

Very often it's in hotel that you have to enter into some detailed conversation in
a foreign language. But it is not only the spoken language that had to be considered;
there's usually plenty of written information that has to be interpreted. English is the
most preferred foreign language used in notices, signs or warnings in hotels.

Sometimes you can witness many humorous notices in European hotels. A
hotel notice in Finland, displayed in four languages, kindly requested in English that
waiters be collected from here. They had in fact meant trays not waiters.

Let’s read amusing and humorous notices:

Please to bath inside the tub
Japanese hotel

We take your bags and send them
in all directions
Airline, Copenhagen

Teeth extracted by the latest
methodists

Visitors are expected to complain
at the office between the hours of

Dentist's advertisement, Hong Kong

9 and 10 a.m. daily
Greek hotel

The flattening underwear with
pleasure is the job of the
chambermaid
Yugoslavian hotel

Take one of our horse-driven city
tours — we guarantee no
miscarriages.

Czech hotel

Ladies are requested not to have
children in the bar
Norwegian hotel

Ladies, leave your clothes and
spend the afternoon having a
good time
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Italian hotel laundry

No trespassing without permission Specialist in women and other
Private school diseases
Doctor's surgery, Rome
The Manager has personally passed all Coles and heats: if you want
the water served here condition of warm air in your
Hotel, Acapulco room, please control yourself

Hotel air-conditioner
instructions, Japan:

Please do not feed the animals. If you Customers who find our
have any suitable food, give it to the | waitresses rude ought to see the
guard on duty manager

Z00, Hungary Restaurant, Nairobi
When passenger of foot heave in Take notice: when this sign is
sight, tootle the horn. Trumpet him under water, this road is
melodiously at first, but if he obstacles impassable
your passage then tootle him with River highway
vigour
Car rental brochure, Tokyo
Are you an adult that cannot read? If Open seven days a week, and
so, we can help weekends too
Poster Restaurant
Do not activate with wet hands Persons are prohibited from picking
Automatic hand dryer in public flowers from any but their own
lavatory graves
Cemetery
Our wines leave you nothing to hope | i is forbidden to enter a woman
to even a foreigner if dressed as a
Restaurant menu, Switzerland man
Temple, Bangkok
For your convenience, we This hotel is renowned for its
recommend courteous, efficient self- peace and solitude. In fact,
service crowds from all over the world
Supermarket, Hong Kong flock here to enjoy its solitude

Hotel brochure, Italy

You are invited to take advantage of | It is strictly forbidden on our Black

the chambermaid Forest Camping Site that people of
Hotel bedroom, Japan different sex, for instance, men and
You are welcome to visit the women, live together in one tent
cemetery where famous Russian and | unless they are married with each
Soviet composers, artists and writers other for this purpose
are buried daily except Thursday Black Forest, Germany

Hotel, Moscow (opposite Russian
Orthodox Monastery)
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5. Translate the following sentences into English. Use the phrases from the

table
in the carriage y saconi | in the compartment y | on the train ¢ noizoi
Kyne
to travel first-class | to announce the | an announcement
nooopoaicyeamu 8 eaeoui | departure (arrival) | oconowenns
nepuioco Kiacy ocojlowysamu
8IONpABIEHH S
(npubymms)
to book (reserve) a ticket | a booking office [to catch the train

in advance samosiamu
Oinem 3a30a1e2i0b

OinemHa Kaca

6CMuZHymu Ha nonisie

to change trains po6umu | to get on (get off) the | an electric train
nepecaoxy train cidamu | etekmpuuxa
(6uxooumu) 3 noizoa
a sleepping carriage | a berth (lower / upper |a waiting room 3zax
CHaNbHULL 8A20H berth) cnanvne wmicye, | ouikysanms
noauYs (v  eaeoni)
(HudICHS / BEPXHSL
noauys)
a refreshment room|to be due to arrive|a long-distance train
oyhem nosuneH npudoymu (fast, through, express)
nomse 0anekozo
NPAMYSaHHs  (WUBUOKU,
npAmMuil, Kyp '€pcoKuil)
to travel light|to run on time |the Dbedding nrocminoni
no0opoICYy8amu bes | (schedule) wumu 32iono | peui
8ai3 DO3KNA0Y
to have a snack|a dining-car aeon- | an inquiry office
nepexycumu pecmopan 008i0K08e O1po

1. Bu moxeTe nepekycutu y OydeTi Ha Jpyromy moBEpCi y 3alli O4iKyBaHHS.
2. Mu ca1eMo y TIOTST JaJeKoTo MPsIMyBaHHS, y HaC BEPXHS 1 HUOKHS TOJULS Y

6 Kyme.

3. Mu He nouyJid OroJIOUIEHHS PO NPUOYTTS IXHHOTO MOI31Y.
4. Bin npuine eIeKTpHUIKOIO.
5. Mu BCTUTIIM HA TIOI3]1 1 I1EMO 3T1IHO PO3KIIady.

6. Bona xotina 0 3aMOBUTH OLTEeT 3a37anerip mo0 MOIOPOKYBATH Yy BaroHi

MEPIIOTO KJacy.

7. CkaxiTb, Oy/b JIACKa, YU € B IIbOMY T013/11 BArOH-pecTopaH?
8. Momy mmogo0aeTbcs moI0poKyBaTH 0€3 peuei.
9. ¥V Hac cnanpHUI BaroH, a KOJH 1 Jie MU OyZeMO POOUTH Iepecaky?
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10. Ocp Baii MOCTUIBHI peul, Hall Moi3j] MoBMHEH npulOytu B JIOHIOH O 6
TOJIMHI PAHKY.

11. INacaxxupu MOXKYTb KyNUTH OLIETH Y OIETHIN Kacl.

12. Bin 3apa3 B noi3fi.

13. Miii 6arax y Barosi.

6. You would like to book the ticket on the flight to Munich. Translate
your conversation into English

to buy / book a ticket a flight an economy-class ticket

to include airline taxes / fees a flight number

departure arrival tips included

an open-date ticket a booking office

cost a single ticket (one-way | a return ticket
ticket)

Travel | Good afternoon. Can I help you?

agent

You [TpusiTaiitech. Cniutaiite, uu € 6u1eTn 10 MoHXeHa.

Travel | Yes, we have. What tickets do you need and when?

agent

You Cnuraiite, Y1 MOXXHA NPUAOATH OJUH OLIET E€KOHOMIYHOIO

KJacy 10 MroHXeHa, Ha BIBTOPOK, 12 »OBTHSI.

Travel | Let me see ... I am sorry, sir. There are no seats left for
agent | Munich on Tuesday.

You Cnuraiite, yu JUIIMUIACS OLICTH HAa TOW camMui peic, Ha
cepeny.

Travel |Just a minute, sir ... Yes. There are some seats left for

agent | Wednesday.

You Ckaxith, mo cepefaa Bac BramToBye. CnurtaiTe, CKUIBKU
KOITye OiNeT 1 4M BKJIIOYEHI Yy BapTicTh Oimera 300pu B
aeporopry.

Travel | It’s 198 pounds, sir, including airport taxes. ... Here you are.

agent

You JlizHaiiTecs HOMep peiica, CHUTATe, KOJHM BIANpaBICHHS 3

Jlounony 1 kKo nipui3g y MIOHXEH.

Travel | The number of your flight is 572PG. It departs from London at
agent | 2.20 pm and arrives to Munich at 6.30 pm.

You CnuraiiTe, Y1 MOXXHA KyMUTH 3BOPOTHUI KBUTOK 3 BIAKPUTOIO
JATOX0.

Travel | Yes, you can.

agent

You [TomsikyiiTe.
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7. Translate the following sentences into English. Use the phrases from the

table
to stamp one’s passport | to be on vacation | to fill in the form
to be on a business trip prohibited goods a receipt
a transit visa to inspect to plan to stay
a customs officer a customs form a purpose of visit
unlawful transportation | to pay duty the Customs
a duty-free shop regulations smuggling
1. Naiite MeHi, Oyab J1acka, IHIIWNA OJaHK JeKIaparfii.
2. ITokaxiTh, OyJb J1acKa, sSIK 3alIOBHIOBATH IT10 opMy.
3. [locTaBTe MeH1, Oyab J1acka, IITaMI B MaCHOPT.
4. SIxa mMeTa BaIoi NOI3IKU?
5. Miii 6par y BIAMYCTII.
6. Ixui MeHeIKepH y BilpsKEHH.
7. CKUIbKY Yacy BH 30MpaeTecs 3aJIMIIUTUCS Y HAIllli KpaiHi?
8. S 36uparock mpoOyTH B 111K KpaiHi ABa THXKHI.
9. Ocb MOs TpaH3UTHA Bi3a.

10. Ile xpamHMIIS TOBAPIB, AKI HE MJIATAIOTH OMOIATKYBaHHIO.

11. Yu notpiOHO MEHI MIATUTh MOJATOK 3a KaMepy, Ky g TyT Npuaoan?

12. MoxHa IOPOCUTH YeK?

13. MuTHI IHCIEKTOPH MPaALIOIOTh Y MHUTHOMY YIMPAaBIIHHSA 1 3J1HCHIOIOTH
HaIJISIA Y IbOMY aeporopTi?

14. 51 ne 3Har0 npaBuUI (MOJOXKEHB) M€l KpaiHH.

15. He3akonHe niepeBe3eHHs 3a00pOHEHUX TOBAPiB HA3MBAETHCS KOHTpabaHa.

8. Translate the following sentences into English. Use the phrases from the

table

to pay customs fees trafficking | customs free

fine wmpadgh; customs a smuggler

to get through the customs | check-in penalty

to be busy with to restrict term of staying
guestioning to declare liable to duty

dutiable a gift articles for personal use

1. Konu Bu OyzeTe peectpyBaTucs, He 3a0yAbTe CIUIATUTH MUTHI 300pH.

2. Bu Bxke npouIum MUTHUAN TOTIIST?

3. Ile — 6e3MuTHI TOBapH.

4. 5] auTaB, 110 BiH — HEOE3NMEYHNM KOHTPAOAHIHUCT.

5. Bu noBuHHI CIIaTUTH WTPAd 1 TEHIO.

6. [licng nonuty y Bac Oyzie oOMeKeHH TepMiH iepeOyBaHHs B HaIlllil KpaiHi.
7. 11 pedl miaasararoTb 0OKJIaJaHHIM MUTOM.
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8. Tu 3Haem, 1m0 BIH 3aiMA€ThCA HE3aKOHHUM MEPEBE3CHHSIM HEI03BOJICHUX
TOBapiB?

9. BoHu He crutaTUiu MUTO.

10. Meni Hema 110 AeKIapyBaTH.

11. Ile mogapyHOK AJist MOTO JIpyra.

12. 11s Bigeokamepa 1t MOTO OCOOMCTOT0 KOPUCTYBaHHS.

9. Read the Samples of Customs Declarations

Keep for the duration of your stay in Ukraine or abroad. In case you lose
this Declaration, you may be deprives of the right to transfer all the
items mentioned in this Declaration across the border of Ukraine.
Persons giving false information in the Customs Declaration or to the
Customs officers shall render themselves liable according to law of
Ukraine.

CUSTOMS DECLARATION

Full name (first name, middle name,last name)

Citizenship
Arriving from
Country of destination
Purpose of visit (business, tourism, private, etc.)

My luggage (including hand luggage) submitted for Customs inspection
consists of pieces.

In my luggage and with me | have:
1. Weapons of all descriptions and ammunition

2. Narcotics or narcotics paraphernalia

3. Poisonous, radioactive and explosive substances

4. Antiques and objects of art (painting, drawing, icons, sculptures, etc.)

5. Ukrainian currency, Ukrainian State Loan Bonds, Ukrainian State
Lottery Tickets
6. Foreign currency (bank notes, exchequer bills, coins), payment
vouchers, (cheques, bills, letters of credit, etc.) securities (shares, bonds,
etc.) in foreign currency, precious metals (gold, silver, platinum, metals
of platinum group) in any form of condition, crude and processed natural
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precious stones (diamonds, rubies, emeralds, sapphires, and pearls),
jewelry and other articles made of precious metals and stones or
fragments thereof, as well as estate papers:

Description ||Amount/quality|| Infigures/in ||For official use
words

Pounds
sterling

US Dollars
Euros
Hryvnias

| am aware that in addition to the object listed in the Customs
Declaration I must submit for inspection: printed matter, manuscripts,
films, audio and video tapes or cassettes, magnetic media (i.e., computer
disks, etc.), postage stamps, fine arts items, means of self-defense,
foodstuff, high-frequency equipment, weapons other than firearms, as
well as mineralogical and paleontological samples.

| also declare that my luggage sent separately consists of
pieces.

Date 2005 Owner of luggage

(signed)

10. You have an appointment in Glasgow. But you are in London now.
Translate your questions to the inquire office clerk into English

a compartment an inquire office
an owl-train to be due
in time a reserved seats

You | Cnumaume, koau ioe HacmynHuii noizo y I nazeo.

Clerk | At 8.45, Sir.

You | Cnumatime, yu ye Hiunull noizo?

Clerk | Yes, the train has sleeping accommodation.

You | Cnumaume uu € 8 ybomy noi3oi Kyne ma niayKapm.

Clerk | Yes, it has.

You | Ckaorcimob, wo eu xominu 6 83amu micys Ons mux, Xmo He Kypume.

Clerk | I can give you the first-class non-smoking compartment.

You | [looakyime. Cnumatime xkoau 6in npubyeac y I nazeo.
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Clerk

It is due to arrive in Glasgow at 6.30

a.m.

You

Craorcims, wo 8u cnodisacmecs, ujo

noi30 nputioe 4dacHo.

Clerk

Yes, Sir, it usually runs in time.

You | Cnumatime, 3 axoi naiameopmu 8in 8i0 "idcoxcae.
Clerk | It departs from the platform 5.
You | lloosikyiime 3a inghopmayiro. Cradcimo «/]o nobauenHsy.

11. Speaking practice. Translate into English

to exchange

to affix signature

to change for

rate

of exchange kypc samomu

a traveller’s cheque

to get cash by check

profita

ble rate of exchange

JloOpwuii 1eHb, YU MOXKY SI OTPUMATH T'OTIBKY 32 JIOPOXKHIM YEKOM ?
Tax, 3Buuaiino. Bamr macnopt, Oyp nacka.

byns nacka.
Hsikyto, Bce rapaszz. Ckinbku rpoieit Bu xouere orpumatu?
250 ¢ynTiB, 1 me 50 po3MiHATH Ha JoNapH. Skuil Kypc 0OMiHy?

0,605 - myxe BurigHui. BizpmiTh, Oynp nacka, Bami ¢yHtH, a Takox 30

noJiapiB Ta 25 1ieHTiB. [lepepaxyiite, Oynb acka.
Jlsikyto, Bce rapas. Jle MoxkHa TOCTaBUTH CBii mianuc?

12. All these words are connected with holidays. Choose the correct
explanation

1. To register is:

a) to pay your bill in a hotel;

c) to leave your luggage in a hotel;

b) to record your name in a hotel;

d) to have a meal in a hotel;

2. A view is:

a) something you taste;

) something you see;

b) something you wear;

d) something you hear,

3. A receipt is:

a) kind of visa;

C) an insurance document;

b) a record of payment;

d) a single ticket;

4. A hotel guest is:

a) a person who works in a hotel;

C) a person who is staying at the
hotel,

b) a person who is waiting to get a
room,

d) a person who recommends

hotels;
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5. A caravan is:

a) used to sit on;

c) used to live in;

b) used to lie on;

d) used to sail with;

6. A message is:

a) a snack; C) a piece of news;
b) a friend; d) a parcel;

7. A flight is:
a) a trip by air; C) a trip by train;
b) a trip by sea; d) a trip by cai;

8. Abroad is:

a) outside your own country;

c) when you are on holiday;

b) in your country;

d) in Europe;

9. A youth hotel is:

a) a kind of reduction for young
people;

¢) a kind of exhibition;

b) a kind of hotel;

d) a kind of children’s room;

10. A fare is:

a) an amusement park;

c) an extra charge on a bill;

b) a place to put your luggage;

d) a price of a journey;

11. Welcome is:
a) a greeting;
b) food;

c) a class of hotel;
d) warming;

12. A frontier is:
a) a foreign currency;
b) a foreign country;

C) between two countries;
d) an immigration form;

13. Translate the following sentences into English. Use the phrases from
the table

I can't find fragile things i I didn't receive

taxi stand baggage is broken a porter

some things are missing | to get luggage / baggage | to be careful

a baggage claim check | to use when | checked in

a baggage cart

1. le MmoxHa OTpUMAaTH CBii Oarax?
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2. Och Mos OarakHa KBITaHIIis.

3. 51 He MOXKy 3HATH CBIi Oarax.

4. MeH1 He BUIa/Id Oara)xHy KBITaHI[IIO 1] Yac PeeCTpallii.
5. Miii Garak MOIIKOIKEHUH, 1 AESIKUX peuel He BUCTAYaE.
6. Jle MOXHA 3HANTH BaHTAKHHUKA?

7. e miii Oarax.

8. bynb nacka, BIIHECITH 111 pedl 10 CTOSIHKU TaKci.

9. B MmoeMy 0Oaraxi € KpuXKi peyl.

10. Bynbre obepexHi, Oyap acka.

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

to pay free
customs ticket

to fill vacation

to vacate business trip
to be duty light

to pay customs in the form
duty- use

an open-date the customs
to get through off

to be on officer
check- fee

to be on a a visa

to apply for the room

to put a visa duty

to travel in

articles for personal | passport

to see somebody free shop

to be liable to duty

to stamp one’s on a passport

15. Translate the following sentences into English. Use the phrases from
the table

a single room a standard room a suite room
a twin room a junior suite room B&B (bed and
breakfast)

an ocean view room

How much does it cost
per night?

vacant (room)

to book zamosumu

to see the room

an inn

a superior room

HB (half board)

FB (full board)

all inclusive

to reserve a single room
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for six days starting on
April sixth
to reserve a double room | meals included a room with a bed for a
child
a room facing the park |a room overlooking the |a room with a view of
river the lake
I would like room service to reserve

1. Miif gpyr XOTiB OM 3aMOBUTH O80OMICHUL HOMEP 3 OOHUM OBOCHAbHUM
JDICKOM 3 BUJIOM Ha MapK Ha 7 JIHIB 3 2 TPYIHS.

2. Mu xoTumi OM 3aMOBUTHM HOMEpP 3 JIDKKOM JJisi JBOPIYHOT AUTHHHU Y
CUILCHKOMY TOTEJII.

3. JloOpuii nenn! S XxOTiB OM 3aMOBUTH OJHOMICHHMI HOMep Ha 3 AHI 3 24
CEpITHSIL.

4. Ham noTpi6HUIT HOMED Ha JBOX.

5. BiH x0TiB 61 3aMOBUTH HOMEP JIFOKC Ha 2 JH1 3 12 )KOBTHS.

6. Uu € y Bac 00CITyroByBaHHsI HOMepiB?

7. Mu xoTini Ou HOMEp 3 BUJIOM Ha OKEaH.

8. Uu € y Bac BUIbHI HOMEpH?

9. IlpencraBHuKHM HaIoi KOMMaHIi XOTiIIM OW 3aMOBUTH HOMEpP 3 BHIOM Ha
o3epo Ha 10 quiB 3 1 TpaBHs.

10. MeHi noTpiOHUIA TOTENb Hanienaucion Ha TPU THHKHI.

11. Munysoro jita MU BIAMOYMBAIM y TOTEN JC€ XAPUYBAHHA NO NPOSPAMI
“gce 6KIOUEHO.

12. Mu xotinm 6 3aMOBHUTH HOMep “Hanigniokc” y eomei, ayull HA0ae MilvKu
cHioanok Ha 5 ouie. CKinvku ye 6yoe kowmysamu 3a 000)?

13. Ham noTpiOHUI cTaHIapTHUN HOMEpP Y TOTENl 3 TPUPA30BUM XapUyBaHHSIM.

14. Yu MOXy S OTJSSHYTH HOMEp MiJBHIIEHOTO KoMdopty? Uu BKIHOYEHO
Xap4yyBaHH:?

16. You need a room in the hotel. Translate your questions into English
Clerk | Good morning, Sir. Can | help you?
You | Ckaocimb, wo 6am HOMPIOHO OOHOMICHULL HOMep 3 OyWeM,
myanemom, KOHMUHeHMAaIbHUM CHIOAGHKOM HA 0OUH MUNCOEHD.
Clerk | I am sorry, sir. | am afraid we have no rooms with a shower available
at the moment.
You | Cnumatime, 4u MOMCHA 3HAMU HOMEDP 3 BAHHOIO.
Clerk | Let me see ... . Yes, there are some rooms.
You | Cnumaume cKinbKu KOUIMYE maxKuil Homep.
Clerk | 20 pounds a night.
You | Cnumatime, uu Hemac Oinvil Oeuledux, Homepis.
Clerk | I’'m afraid not. It’s the cheapest.
You | Cnumaume, uu Hemac nobauzy OibuL 0eue8o2o 20melio.
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Clerk | You may try the Northern Star Hotel. It’s near the station on Davies
street.
You | lloosikyiime..

17. Read the Samples of Hotel Reservation Forms
1.

RESERVATION FORM
March 29, 2004 — April 2, 2004

International Practical and Scientific Conference

Arrival Date | Time

Departure Date

Name(s)

Firm or Organization

Street

City

State

Please check accommodations desired:
Single $
Twin $
Suite $

(rates do not include 8% hotel tax)

2.

RESERVATION FORM
Larochelle Inn

4977 Big Indian
Havana, Cuba 70062

June 23, 2021

Dear Larochelle Inn,

Please be informed that | will be travelling to Cuba on July 5%, 2021 and | will
be requiring a room at your hotel for the duration of 3 (three) days.

I would like to reserve an ocean view suite that has two beds included. | checked
on your website, and the price is supposed to be $231 per night.

Please call me at 343-543-56-45 rto verify my reservation.

Thank you,
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| Julie J. Thayer

3.

RESERVATION FORM
to:
Accommodation Manager
Grand Prince Hotel
1629 Ocean Line
Redding CA 96001
California

October 15, 2022

Dear Sir,

I would like to make a reservation of a double bed suite room in your hotel
Grand Prince, for the dates November 28-30, 2022.

This reservation is to be under my name. | shall be arriving with my family,
comprising my husband, Mr James Mattew and my child below 10 years old. |
would also like to reserve an extra bed for my child. We shall be arriving on
November 28 at 2 pm. We hope that the room will be available for us then.
Settlement of payment shall be made in full upon our arrival.

Please respond with a confirmation on my reservation.

Thank you,
Yours sincerely,

Amanda James

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

room facing six days starting on April
sixth

| would bed

room with a broken

reserve a single room for check

room speak to 3

double like to

all bathroom

baggage is the park

private breakfast

baggage claim service

| would like to bed for a child

taxi inclusive
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| bed and

| stand

19. Speaking practice

You have to fly from London to Athens and then to Istanbul where you
have some appointments. What questions will you ask in the airport inquire

office? (Look at the airport time-table)

Depart | Flight | Arrive | Price (P)
London (Heathrow) — Athens
07.50 BR 250 14.25 315.25
08.10 Lz 171 15.05 330.50
Damascus — Bangkok
19.55 | SU 213 | 22.15  85.10
Istanbul —Beirut
15.50 LO 191 18.05 73.75
16.30 TU 233 18.45 91.96
Athens — Damascus
14.55 SV 131 17.40 88.70
16.15 PM 102 19.15 88.10
Istanbul — Ankara
14.20 LY 220 15.45 78.00
17.25 QM 110 18.35 82.75
Athens — Istanbul

14.15 GF 810 15.30 40.16
15.15 BG 331 16.35 48.91

1. Can you get to Istanbul from Heathrow airport?

2. What flight can you use?

3. What time will you be in Istanbul at?

4.

How much does it cost for you?

Plan other trips: Damascus - Bangkok; Athens - Ankara; Athens - Bangkok
How much does every trip cost?

20. You are working at a big company as a Personal Assistant to a
Managing Director. In a month two representatives of your company will arrive
in Vermont, the USA and plan to be there for a week. Using examples given
below try to write:

a) your own letter of inquiry to the best hotel in the city

15 Maple Street,
Montpelier,
Vermont,

USA
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6™ May, 2005
The Manager,
Park Hotel,
26, Lesstren Street,
Brighton,
England

Dear Sir:
The name of your hotel has been given to me by the Hotel association, and |
shall be very much obliged if you let me know whether you have the following
accommodation available for three weeks, from 15™ July: one double room, if
possible with private bathroom and one single room. Thank you in advance for
your reply.

Yours faithfully,

W. D. Throp

b) book seats on a plane

Win Mouk Co.,
302 Barr Street,
Rangoon,
Burma,

7" July, 2005

Scandinavian Airline System

12, Chelsey Street,
London, W.1.,
England

Dear Sirs:

Our Technical Director, Mr. Thung, will be arriving in London next
week and will then go on to Sweden and Finland. We shall therefore be
obliged if you book a seat for him on a plane leaving Britain for
Stockholm on or about the 21*,

We thank you in advance for your kind attention to this matter.

Yours faithfully,

Win Kyi
(Secretary)
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21. Translate the following sentences. Pay attention to the phrases in the

table

accommodation luxurious (deluxe) I have a reservation for
a single room for two
nights.

price for the holiday a vacant room to pay by a credit card

front desk / reception desk | to check in flight

a receptionist a bell man a concierge

How many nights are you | a registration form to pull out reservation

going to stay?

to book a room / to reserve | to make a reservation | to pay in cash; to pay

aroom for cash; to pay by cash
a motel reception check in procedure
a doorman hospitality service bureau

1. Jle 3HaX0QUTHCS BIIALT peecTpallii Ta 00CIyroByBaHHS roCTei?

2. s pipma BuTpayae 6arato rpoieil Ha KOPIOPaTUBHY TOCTUHHICTB.

3. lle moranmii rorenb, B HUX HEMae€ IIBeHIlapa, TMOPThE, KOHChEpPXKA Ta
KOPHJIOPHHX.

4. Nobpwuii nenn! Mene 3Batu JImutpo AHapiituyk. 51 3aMOBIISB OJHOMICHUMN
HOMeED. Sl XOTiB O 3apeecTpyBaTHUCH.

5. 1o6pwuit nens! Mene 3Batu Okcana JIMutpudeHko. S Xouy 3aMOBUTH HOMED
JIIOKC Ha TPH JHI.

6. Ha ckinbku THIB BU 30MPAETECh 3AIUIIUTHCS Y HAIIOMY TOTEN1?

7. Bu MOXeTe po3paxyBaTUCA KPEAUTHOK KapTKOIO.

8. Bynb nacka, 3amoBHITE GOpMY peecTpariii.

9. Mu xoTi1M OM CKacyBaTH HaIlle 3aMOBJICHHS.

10. B MunyJIOMY CEpIiHI MH BIAIIOYMBAIN y PO3KIIITHOMY TOTEJI.

11. lo6pwmit nenn! V Bac € BUtbHI HOMepu? MeH1 OTpiOHO OJTHOMICHHI HOMED
Ha 3 JHI.

12. Yu € moOnu3y iHIINMI TOTENb ISl aBTOTYPHUCTIB?

13. KopomniBchbka poauHa mnpu3HauUMia mnpuidoMm (TocTed, OoQIiiHUX
npeactaBHuKiB) Ha 16.00.

14. Bu Bke mpOUIIUTH MPOIEAYPY PEECTpallii y cepBicCHOMY 010po?

15. 4 xoTiB OM po3paxyBaTHCs TOTIBKOIO.

16. TlepeniT i mpoXKMBAaHHS BKJIIOYCH] Yy BAPTICTh BIIMTOYMHKY.

22. Translate the sentences into English. Use the phrases and expressions
from the table

The key does not work. There is no hot water. | The room is too ... (hot,
cold, noisy).

extend one’s stay for a few | a bill to check out nomep

days
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There is no ... (toilet paper, | The (heating, shower, | I have really enjoyed
soap, shampoo). television) does not | my stay

work.
there's a mistake inthe bill fan  extra  blanket | sheets

000amKos8a

to use the minibar to leave one day earlier

1.
namnepy 1
2.

0O DN W

9.

10
11
12
13

14.

15
16
17
18

23
Th

MuHyI0r0 pOKy MU WM B MOTaHOMY TOTENi, TaM HE OYyJ0 TyaJeTHOIO
MUJIA.
VY kiMHaTI1 3aHaATO X0JI0JIHO. B He Moriii 6 MeHi 1aTu 10AaTKOBY KOBIPY?

. Ha xxanb, 1 He MOy BIIKPUTH JABEP1 KIHOUEM.

. B MeHe B HOMepi HeMae rapsiaoi BOJIH.

. Buopa s 3aryOuB kJiitoui BiJl HOMeEpA.

. Bu He mornu 6 MeHi1 1atu pymiHukK, Oyab gacka?

. Y KIMHaT1 3aHaJITO CIIEKOTHO 1 HE MPaIlO€ KOHIUIIOHED.
. Mu He KOpUCTYyBaluCsi MiHI0apOM.

B Moemy HOMEpi 3aHAATO IITYMHO.

. B MeHe Hemae mammyHIo 1 He TPaIfioe Y.

. B Mmoemy HOMep1 OpyaHa O6iTM3Ha, MOMiHSTE 11, OyAb Jlacka.
. Y Hac B KIMHAT1 He TIpaIllO€ TEJIeBi30p.

. Mu xoTuii O BUiXaTH Ha JIEHb paHillIe.

Bonu x0uyTh NpOAOBKUTH CBOE TIepeOyBaHHS Ha 5 JTHIB.

. 51 XoTiB OM 3BUTBHUTH HOMED.

. latite, Oynapb J1acka, paxyHOK.

. 51 nymaro, 110 y 1IbOMY paxyHKy MOMMJIKA.

. Meni giiicHo cioo6anocs nepedyBaHHs y BallloMy TOTEI.

. Puzzle Out

ere are five people staying at a hotel: Mr Petty, Mr Grove, Mrs Williams, Ms

Stevens and Mr Harvey. Use the clues to complete the chart with the information below
(each person's job, character, hobby and another item of information). Pay attention:
some data are unnecessary.

Room number 101 102 103 104 105

Name

Job

Character

nterest/hobby

Other
information

Job: Character: Interest/hobby Other
information
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carpenter sociable painting IS a widower
solicitor conceited bird-watching Is Australian
estate agent bossy amateur dramatics Is deaf
surgeon mean tennis IS a twin
traffic warden optimistic modelling is bald

plumber generous gardening is bilingual

Clues:

1. Ms Stevens usually looks on the bright side of life.

2. The man in room 101 loves going to parties and meeting people.

3. The woman who works at a hospital is from down under.

4, Mr Grove doesn't like telling strangers what his job is - especially not

motorists.

5. Mr Harvey sold two houses last week.

6. The person in room 103 can’t hear.

7. The person in the room next to him often deals with divorces and wills,

8. The person who wears a uniform to work has green fingers.

9. The woman who speaks German as well as she speaks English hates

spending money.

10.  The has a dress rehearsal tonight.

11.  The person who loves ordering people about has an end room.

12.  Mr Harvey has been an ornithologist for nearly twenty years.

13.  The estate agent's wife passed away last year.

14.  Mrs Williams has an excellent serve.

15.  The person with a tanned scalp has a very high opinion of himself.

16.  The person in the room next to the plumber often visits art galleries.

17.  Mr Petty is in the room between Ms Stevens and Mrs Williams.

18.  The traffic warden's brother was born half an hour before him.,

19.  The optimist is staying in room 102.

20.  The solicitor hopes to play at Wimbledon one day.

21.  The person in room 104 never tips.

22.  Mr Harvey is in room 105.

23.  The man who is in the room between two women likes to give gifts.

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

to use the does not work
| have lost my credit card
pay in a few days
There is no room

The television minibar

to check cash

pay by a man
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to extend one’s stay for | room key
vacant room
reception shampoo
bell out

to reserve a desk

25. Translate the sentences into English. Use the phrases and expressions
from the table

medium well-done raw
fresh-water fish a specialty of the | shish kebab; shashlik
house
May | take your order? noncarbonated water | wine list
fried potatoes allergy a regional dish
type of meat I have a reservation. I'd like to place an
order
scrambled eggs milk shake non-alcoholic, alcohol-
free
rare continental breakfast | a bottle of white wine
T-bone steak a whole bottle
fried eggs ham sandwich baked potatoes
mashed potatoes niope Do you serve | soda water
vegetarian food?

1. Moi zpy3i 3aMOBUJIN CTOJIUK Y ITbOMY Kade.

2. Meni He mogo0aeThes 1ieit Oidmrekc. M’sico — cupe.

3. Miii 6aTbko JIOOMTH HANIBCHUpPE M'ACO, a MU OM XOTLIM M'SICO CepeaHBOi
TOTOBHOCTI.

4., Munynoi cyborn mu B3awnu BianmouumBatd 1 Cepriii mpuroryBaB mao0pe
MPOCMAXKEHUH MIAILIHK.

5. Mu XOTinu Ou 3aMOBUTH SIEUHIO, KAPTOIUISHE IMIOPE, 3al€UYeHY KapTOILIIO,
[Ty TJISIIKY MIHEPAJIbHOI HEra30BaHO1 BOJM Ta CIIPOOYBAaTHU MICIIEBY CTPaBY.

6. Y mene anepris Ha piykKOBY puOy Ta IIyKOp.

7. 4 xotiB Ou moo6igaTu. SIke M'ssco Bu MeHI peKOMEHIyeTe?

8. Mu xotinu 6u 3poouTH 3aMoBJIeHHS. Bu mojaeTe Bererapiancbke MEHIO?

9. Most monpyra Hazmae mepeBary JETKOMY CHIJIaHKY, a S XOTiB OW 3aMOBUTH
CMa)XeHY KapTOIUII0, OyTepOpOo/1 3 MIMHKOIO, MOJIOYHUM KOKTEIb Ta 3€JICHUM Yail.

10. fka ¢ipmoBa cTpaBa y IbOMY pecTopaHi?

11. MoxHa IONpPOCUTH MEHIO 1 KapTy BUH, Oy Jacka.

12. o 6yxeTe 3aMOBISTH?

13. CkibKu KOUITYE I[1a TUISIIIIKA YEPBOHOTO CYyXOro BUHA?
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26. Check your knowledge of the etiquette, in order not to be confused.
Read the following rules and fill in the gaps. Use the word combinations in the
box below.

1) ... with a fork and a knife. 10) ... on the table while eating.

2) ... with a special knife. 11) ... beneath the table.

3) ... on knees while eating. 12) ... from the cup.

4) ... by hands. 13) ... slowly and carefully.

5) ... in tall wine glasses. 14) ... before hot meals.

6) ... after eating a chicken. 15) ... across the table.

7) ... on the table before meals. 16) ... after everything is eaten.

8) ... after a hot meal, salads and | 17) ... at first and then poured.

drinks.

9) ... to a red wine. 18) ... by hands.

Cheese is served ...; hands are washed ...; fruits are taken ...; bread is never

passed ...; food is chewed ...; dishes are not passed ...; meat is eaten ...; napkin is

laid ...; fish is cut ...; wine is probed ...; elbows are not put ...; conversations are held
...; champagne is served ...; dessert is given ...; a fork and a knife are put ...; tea is
not squelched ...; legs are not crossed ...; salad is eaten ....

Example: Elbows are not put on the table while eating.

27. Translate the sentences into English. Use the terms below

a long-stay visa | a student visa an Embassy

to apply for visa processing to claim a visa

an entrance visa | a transit visa a right to residency

to grant to take a photo

to apply for a|avalid passport a consulate

visa

health insurance | a passport-sized | a Ministry of Foreign Affairs
photo

1. 3BepHIThCS Y KOHCYJIBCTBO BaIlOi KpaiHu.

2. MiHicTepcTBO 3aKOPAOHHUX CIIPAB HE HAJA€ MPABO HA MPOKUBAHHS.
3. Bam noTpiOGHO 3ampOCUTH CTYIEHTCHKY Bi3y B TIOCOIBCTBI.

4.V Bac € YMHHUHN nacnopT?

5. B HbOrO HEMA€E TOBFOCTPOKOBOT Bi3H.

6. MeHi moTpiOHO 3po06uTH (HOTO HA MACTIOPT.

7. Ha xaip, y BAaC HeMa€e MEIMYHO1T CTPAXOBKHU.

8. Ckunbku vacy 3aitmae ohopMIICHHS Bi3n?

9. YoMy B TeOe HEMaE B'i3HOI BI3H?

10. Cnouatky BaM ciijJi OAaTH 3asiBKY Ha 0()OPMJICHHS TPAH3UTHO1 Bi3H.
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28. Match the words from the left column of the table with the necessary
one from the right. Translate them

an entrance avisa
wine bottle

to claim steak
continental residency
health visa

a whole dish
arightto water fish
specialty of the for a visa
T-bone breakfast
a bottle of white insurance
to apply list

| would like to try a regional wine

a long-stay passport
a valid house

a fresh- visa

29. Translate into English the following dialogue

a suite a lobby of the |rush hours a reserved seats
hotel car

to fill in departure gate on | I have a suite | abusiness trip
the flight reserved at your

hotel

luggage (baggage) | a customs | Our hotel is full a single ticket

declaration (amep.  one-way
ticket)
When is our train | Where do we | a valise, dispatch | a chambermaid, a
due? change? box maid

1. Bu B)Xe 3aMOBHIIIM MUTHY JICKJIapaIlito?

2. SIk noBro Bu 30upaereck mpodyTH y BemukoOpuranii? — Tiabku 1Ba MiCAIIi.
3. Ilepenporyto, 11e BUXia HA TIOCAIKY Ha peiic 2257

4. Slxa meTa Barmero BizuTy 110 Haoi kpaiau? - Lle niroBa noi3aka.

5. e Bamr 6arax? - Tak, mi aB1 BaJIi3u MOI.

6. Y Hamomy roresi HeMa€e BUIbBHUX HOMEPIB.

7. Konm mpubyBae Bam moi3a i e y Bac nepecaaka?

8. [lepemnpoiiyto, ajie Ha MO€ 1M’ sl 3aMOBJIEHO HOMEP JIIOKC y BalllOMY T'OTEII.
9. Bci moKoiBKM HAIIIOTO TOTEIIO 3aBK/IH Iy Th Ha pOOOTY y TOJIMHH TTIK.

10. BoHu 3ycTpiHyTh HAC y BECTHOYITi TOTEITIO.

11. Ti 6aTeKu NPUiTyTh MIALKAPTHIM BarOHOM.

12. Bin xoTiB 61 mpu0aTi KBUTOK B OJJHY CTOpPOHY 10 JIoH0HA.
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30. Say the following in English

Tourist: lobpuii oenv. A xomie 6u 3ynunumucev y Bawomy
eomeni ma 3aMO8UMU HOMEP HA 00HO20 3 BAHHON |
mesieqhOHOM.

Receptionist: | Bu samosnsanu y Hac Homep?

Tourist: Tax, s mnadicnase eam menecpamy 3 Manuecmepa 3

npoxaHuam 3apezepsygamu Meui Homep Ha 12-17
sepectsi. Ocb MUCm-niOMBEepOINCEeHHSI.

Receptionist: | Tax, yce eapa3zo. 3anosnims, 6yOovb Jnacka, OIAHK.
Ckinoku yacy Bu nianyeme npooymu y nawomy comeini?

Tourist: Moe 6i0ps0dicenHs pO3PAX0BAHO HA MUNCOEHD.
Receptionist: | Baw nacnopm, 6yos nacka.
Tourist: A maro we oone numaunns 0o Bac, miti dinosuii napmuep

npoCU8 MeHe 3aMO8UMU UOMY HOMED ) 8AUOM)Y 20meii
Ha 1-5 o1coemHus.

Receptionist: | Ha owcans, 3 28 sepecnss no 10 scoemus y Hac Hemae
BLILHUX HOMEDIS.

Tourist: Akwo eu kadxceme, wo 6aul 2comeib NePenoSHeHUll, 4u
He Mo2nu O U NOpeKoMeHOY8amu iHuuULL 2omeb?
Receptionist: | 3suuaiino, eu mooxceme 38epuymucs y “‘Inmypucm”,
CnooiBarCo, Mam € BibHI HoMepd.

Tourist: Hixyw. [Ionpocims, 6y0b nacka, HOCUTbHUKA GiOHecmU
Mill 6azasxc 00 MOEI KIMHAmU.

Receptionist: | 3suuaiino, cep.

31. Complete the dialogue with the phrases in the box (awkwardness
([ 6kwordnis] rnespyunicmo) for a dirty room in a hotel):
| unmade can | do morning checked in guest |

Guest: | This is Mr. Graham in 324. I've just

Clerk: | Yes, Mr. Graham. What for you?

Guest: | Well, my room obviously hasn’t been cleaned since the last __.
The carpet is dirty, the bed is ___, and the bathroom hasn’t been
touched.

Clerk: | I'm terribly sorry. Housekeeping should have seen to everything
this . I'll content them straight away and I'll send someone
up to see you.

32. Complete the following dialogues:
come proposal you
bathroom hotel good
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speak agreement at
expensive me next
Commercial Director air TST Systems

station bus week
32.1,
Viktor This is Viktor Petrenko from __ speaking. May | talk to
Petrenko: Mr Cartwright?
John Yes, Cartwright speaking... Do you want to to
Cartwright: | me?

Viktor Yes, Mr Cartwright. I'm the new of TST Systems. 1
Petrenko: have pleasure in informing you that we carefully studied
your materials and decided to accept your

John Thank |, Mr Petrenko.

Cartwright:

Viktor | am going to come to Brighton and discuss with you the

Petrenko: main principles of our in detail.

John When are you goingto _ ?

Cartwright:

Viktor On Wednesday, next .

Petrenko:

John That’s fine. Are you going to travel by  ?

Cartwright:

Viktor Of course. The Ukraine International Airlines Flight from

Petrenko: Kyiv arrives in Gatwick Airport about 10 AM, as
far as | know.

John OK. There is the 12.20 train from London to Brighton. If

Cartwright: |youtake atrainora _ to get the railway station, you’ll
be in time to catch this train. I’ll meet you at the in
Brighton.

Viktor Thank you, Mr Cartwright. What in Brighton may

Petrenko: | stay at?

John I’d recommend the Northern Star Hotel. It’s very nice and

Cartwright: | itisn’t very . Shall we reserve a room for you?

Viktor Yes. If it’s not too much trouble. I'd like to book a single

Petrenko: room with private for three nights.

John Ok. Remember ___ to Mr Melnychuk.

Cartwright:

Viktor Certainly.

Petrenko:

John Goodbye, Mr Petrenko. Have a trip.

Cartwright:

Viktor Goodbye, Mr Cartwright. See you the _ week.

Petrenko:
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32.2. Reserving a Room at the Hotel

English breakfast spell nights
send reserve right
very much name you
room me help
Receptionist of a | Hello. Northern Star Hotel. Can | you?

hotel:

Clerk of Continental

Yes, I'd like to a single room with

EquipmentCompany | bathroom for three |, from Wednesday, the
(CEC): 12" of April, to Friday, the 14" of April.
Receptionist of a|Let me see. Yes, sir. A single __ for three
hotel: nights with , 1S that right?

Clerk of CEC: Yes, that’s

Receptionist of a | What is your , please?

hotel:

Clerk of CEC: It’s not for , it’s for Mr Petrenko.
Receptionist of a|Couldyou __it, please?

hotel:

Clerk of CEC: Yes, of course. P-e-t-r-e-n-k-o.

Receptionist of a|Thank .

hotel:

Clerk of CEC: Shall | a deposit?

Receptionist of a | No. It isn’t necessary, sir.

hotel:

Clerk of CEC: Thank you

33. Speaking Practice

VsBiTh, MmO 10 Bac TenedoHye NUTOBUN MmapTHEp 13 AHTIIL, KW 30upaeThes
MPUIXaTH Y BIAPSKEHHS :
CIIUTAMTE SIKOTO YKCIia BiH 30MPa€ThCS MPUIXaTH,
KOJIM IIPUOYBa€E HOro peic 1 moodimsiTe 3yCTpiTH HOT0 Y aepoTopTy;
CIUTaiiTe, 4d 3aMOBUTH WOMY HOMEp B TOTENl 1 MmoOaxaiTe MPUEMHOT
JOpOTH;
- 3arenedoHyiTe B TOTENb 1 3aMOBTE JBOKIMHATHUI HOMEp Ha 4 100M 3
BiBTOpKa, 18 mucTtomana qo m’ atauii 21 nmucromana.

34. Find the mistake in the following sentences and correct them:
1. My name Viktor.

2. | want that he called me.

3. Could you tell to him to call me?
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4. | get him for you.

5. He is Ukrainian city Kharkiv.
6. I’m sorry. The line busy.

7. Can | help to you?

8. He not here at the moment.

9. Nice meet you.

10. Can | take a massage”?

11. I’m sorry. He have a meeting.
12. Hello. I’'m Volodymyr Minko speaking.
13. He System Administrator.

14. Where you from?

35. Mr Petrenko is at Kyiv airport now. He has to fly to London and then
to go by train to Brighton where he will bwe met by a Junior Manager of
Continental Equipment Company. Complete the dialogue “At a Passport and
Customs Desk”:

baggage weigh-in | How much excess
table baggage
bars of chocolate suitcase take care
forbidden limitations

entrance visa customs-form duty free
personal to stay to declare

Customs | Your passport, please. How long are you planning

officer: (3anuwumucs) in the country?

Petrenko: | Three weeks. Could | plolong my (6'i30na 6iza) in
case of necessity?

Customs | Sure. The receiving party will _ (nomyp6yemscs) of it.

officer: Now, put your bags on the (cmin ona zeasxcysanmns
bacanca) and give me, please, your  (mMummnuil
opmynap)

Petrenko: does it weight?

Customs | 23 kilos. I'm sorry, but you’'ll have to pay an (3aiiea

officer: saza) charge.

Petrenko: | OK. How much is it?

Customs | That’s 86... Thank you. Have you anything
officer: (Oexnapysamu)?

Petrenko: | What?

Customs | Alcohol, cigarettes, fresh fruits, plants?

officer:

Petrenko: | No. Only for (ocobucmoeo) needs.
Customs | Open your (sanizy), please. Any gifts?
officer:
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Petrenko: | One bottle of vodka, one can of coffee, three (nrumku
wokonady), two boxes of sweets and Ukrainian souvenirs.

Customs | All right. Itis  (ue nionseac obkradannio mumom). AS

officer: you probably know, itis  (3aboponeno) to bring more
than two bottles of alcohol and two blocks of cigarettes to
England. And no  (obmeacenn) as to currency. Here is
your form.

Petrenko: | Thank you.

Customs | Not at all. The next, please.

officer:

36. Insert the sentences with the following words from the box

decided

travelled flying

put

came took

travel

injuired found

. Last summer |

O~NOUTA WN R

37. Do the test

abroad.
to go to Europe.

. It was difficult to decide what to

.I a bus to my hotel.

. The bus in just at dinner time.
I my hotel room ready for me.
I through all the Mediterranean countries that summer without being

my be faster, but | prefer going by train.
. | always wanted to

in my suitcases.

1. I’m going a trip to New York.

| a) on b) by | ¢) with |
2. | prefer to go sea.

| a) in b) by | ¢) with |
3. I like travelling a boat.

| a) on b) with | ¢) for |
4. My brother isn’t going me.

| a) on b) by | ¢) with |
5. he likes to go air.

|a) in b) by | ¢) for |
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6. He prefers travelling a plane.

| a) by | b) for | c)on |

7. My sister plans to take a trip car.

| a) by | b) for c) on |

8. She enjoys riding an automobile.

| a) by | b)in [ ¢) for |

9. My friends plan to travel the train.

| a) for | b)in [ c) by |
10. After we arrive, we will go around the city bus.
| a) by | b) for [ c)on |

11. We enjoy going sight-seeing rides.

| a) for b) to | ¢) by |

12. We like short rides a bus.

| a) by | b) on | ¢) for |

13. We are planning to go many lesurely walks.

| a) for | b) by | ¢)in |

14. We can see more of the city if we often go foot.
| a) by | b) on | ¢) for |

38. Insert the sentences with the following words from the box

besides for out up
to by from otherwise
on at when with
before every to before

. I would like to ask an appointment.

. | can come day Tuesday.

. Please, fill this application form.

. Have you written an employment agency?

. Were you interviewed Mr Cooper?

. Did you change your appointment Monday Tuesday?
. Did you put your signature this application form?

. Did you glance the application form you signed it?
. Please make an appointment you come.

0. Please lock ___ the office when you leave.

P OO0 ~NO Ol WwNE
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11. Please call you come; we might not be home.
12. | was forced to cancel my appointment Mrs Thomson.

39. Mr Petrivskyi has arrived in Brighton. He is talking to the personnel of

the hotel, of the restaurant. Complete the dialogues:

breakfast

What is the time things What is your
name
going to have vyour |single room that’s right

Just a moment

What can | do | key

1. At the Hotel

Receptionist: | Good evening, Ssir. (Yum s mooicy
oonomoemu) for you?

Petrivskyi: Good evening. | have a (romep) reserved at your
hotel.

Receptionist:

(Ax Bac 36amu), please?

Petrivskyi:

| am Petrivskyi.

Receptionist:

(Oony xeununy). I'll check. ... Yeah. A
(oonomicnuni nomep) With private bath and English
breakfast for three nights. Is that right, sir?

Petrivskyi:

Yes, (6ipno).

Receptionist:

Just sign the register. Thank you. Here’s your
(xmou). Room three-o-seven. It’s on the third floor.

The lift is over there. I'll have your (peui) sent
up.
Petrivskyi: | Thank you. (O kompiu ecoouni) for breakfast?

Receptionist:

Any time between 7 and 9.30. Where are you
(36upacmecv cnioamu), Sir? In your room or in the
restaurant?

Petrivskyi: I’d rather have it in my room.

Receptionist: | What time, sir?

Petrivskyi: At 8 o’clock.

Receptionist: | OK. Anything else, sir?

Petrivskyi: I’d like to eat here this evening. When is the

restaurant closing?

Receptionist:

At 9.30, so you have got two hours to have your
dinner, sir.

Petrivskyi: Fine. Thank you.
2. At the Restaurant
wine list main course Near the window.
I’m not sure. mashed Would you like
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potatoes something

a bill speciality an onion soup

your order Are you alone? | if | were you
Waiter: Good evening, sir. (Bu 0oun?)
Petrivskyi: | Good evening. Yes, I’m alone.
Waiter: Would you like to sit over there, sir? (bins 6ixna.)
Petrivskyi: | Yes, thank you. May | (noousumucst) the menu?
Waiter: Of course. Here it is.
Waiter: Have you decided yet, sir? May | take (6awe

3amoenenms)?

Petrivskyi: | As a starter I’d have (yubynesuti cyn).
Waiter: OK. How about the (ocnoena cmpasa), Sir?
Petrivskyi: (A ne snesnenuii.) Perhaps, you can help me?
Waiter: Oh, (akwo s bu 6ys na Bawomy micyi), sir, I'd have

a steak in wine sauce. | myself like it very much. Moreover,
it’s the (pipmosa cmpasa) of the day.
Petrivskyi: | All right, I’ll have a steak.

Waiter: What would you like with the steak, sir?
Petrivskyi: | A salad and (kapmonnane niope), please.
Waiter: (Hu ne basxcaeme wocw) 10 drink?

Petrivskyi: | Yes, some mineral water, please. And could | see the
(kapmy 6un)?

Waiter: Of course. Here it is, sir.

Petrivskyi: | Mmm... I’ll have some French red wine.
Waiter: Yes, sir ... Would you like somethig else?
Petrivskyi: | No. Give me, please, (paxynox).
Waiter: 35 pounds and 48 pences, Sir.

40. Imagine, you are a waiter in the Kyiv restaurant. Your clients are
English businessmen. Do the following:

- IPUBITAWTECh 3 HUMH Ta 3aNPOMOHYHTE M Miciie Oiisi akBapiyMa;

- 3aIPOIIOHYUTE IM MEHIO;

- 3alATAalTe, U0 BOHM XOUYTh HA MEpIIE, HA APYre, MOPEKOMEHAYUTE SKYCh
(bipMOBY YKpaiHCBKY CTpaBy;

- 3aMUTalTe, Y4 HE XOUYTh BOHHU YOTO-HEOY/Ib BUITUTH.

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

to fill ticket
customs on the flight
Our hotel is hours
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one-way car
business declaration
rush hotel

lobby of the in
departure gate trip
reserved seats full
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POJIBOBI IT'PU TA CUTYATUBHI 3ABJJAHHA

1. Act as a Director of the company. You have a meeting with the
representative of a foreign company

a) introduce yourself and your staff: Let me introduce myself. I am ... ; Let me
introduce my staff to you. This is ... . He/she is ... ; I'd like to meet ... . He/she is
... s May I introduce ... to you. He/sheis ... .

0) ask him what city is he from; what company he represents and what position
he holds;

B) propose him something to drink, cigarettes; ask him if he would mind your
smoking;

r) make an appointment to him for the next day.

2. Correct impolite phrases of one of the interlocutor

Mr.Simpson

Hello, may | speak to Mr. Ward please?

Mr.Ward

Walit.

Mr.Simpson

Could you put me through to Mr. Ward?

Mr. Ward

Speaking. Charles Ward.

Mr.Simpson

Good morning. This is Gary Simpson.

Mr.Ward

What?

Mr.Simpson

This is Gary Simpson of Grant & Clark speaking.

Mr.Ward

What do you want?

Mr.Simpson

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

Mr.Ward

No.

Mr.Simpson

Oh, that’s a pity. How about this Friday or next Tuesday?

Mr.Ward

Tuesday or Friday is fine. I don’t care which.

3. Make up the situation

You received by inheritance from your rich American uncle a big amount of
money ($20 min). What will you do with this sum of money?

Base: to spent all money, to put into the bank, to invest, to travel around the
world, to establish a business, to make a trip, to set up a company, to get profits, to
run a business, to buy shares (stocks)

4. This is the telephone conversation between business partners. Answer
the questions
1. Have you received our shipment of tires?
2. When did it arrive?
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Are all the things of your order included?
Did you get the invoice too?
Have you paid the invoice for the last shipment yet?
But why haven’t I got the record of the payment?
Does the amount of the invoice correspond to what you ordered?
Is it necessary for us to give you a credit note to cover the difference?
Will you be paying the new invoice immediately?
10 Can you send the check before the end of the month? Otherwise our accounts
department is considering changing the conditions of payment.

©COoNoO Ok~

5. You have a telephone conversation with your British business partner.
Give your answers

He | Good afternoon, Mr. Ostapchuk. We’ve written to you several times
detailing our complaint, but have not received your reply yet.

You | [TormpociTe y HOTO BHOAYEHHS, CKaXIiTh, 110 BM YBOXKHO BUBUYHIM HOTO
CKapry, ajic He BCTUIJIM HAIMCAaTHU BIAMOBIAb. Tak sk Oyiau ayke 3alHSTI
OCTaHHIM 4aCOM.

He | We are in a very awkward position now. We have not received the
shipment which was supposed to arrive two weeks ago.

You | CkaxiTh, 10 BH IIKOAYETE, aje 3aTpUMKa CTajacs HE 3a Balloko
npoBuHOI0. Ha3BiTh NpuynHY 3aTPUMKH, siIKa Ha Bally TyMKY, € IOCTaTHBO
BaXJIMBOIO.

He | When will the shipment be ready for dispatch?

You | CkaxiTh, 1110 TOBap Oyae BIAIIPABICHO HE IMI3HIIIE I’ ITHUILL.
M

He | If we don’t receive the shipment by the end of next week, we’ll cancel
the order.

You | llle pa3 mompocite BUOadeHHs, 3aME€BHITh HOT0, IO HA Ie pa3 3aTpUMKHU
HE CTAHEThCSI.

6. Make up the dialogues

1. Ask a lawyer how to form a corporation.

2. Discuss with your friend about advantages and disadvantages of a corporate
form of proprietorship.

3. Advertise a corporate form of proprietorship.

7. Your executive is a very tough man. What should his staff do to please
him?

For ideas:
‘ to be creative ‘ MB0PYO BIOHOCUMUCSL 00 CRPABU ‘
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to be well-organized | 6ymu 0obpe opeanizosanum
to keep fit mpumamu cebe y popmi

to be punctual OYmMu NYHKMYanbHUM

to be enthusiastic Oymu enmy3ziacmom

to obey the rules NIOKOPSIMUCSL NPAGULAM

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

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

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

9. Speaking practice: What five functions do you think are the main in any
manager’s, director’s, entrepreneur’s, teacher’s, interpreter’s work:

1. Planning.

2. Organizing.

3. Staffing.

4. Directing.

5. Controlling.

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

General education Motivation to work Foreign Languages

Flexibility Resistance to stress Ability to make
decisions

Communication skill Punctuality Fantasy

10. Speaking practice. Translate into English

e Yu MOXY 51 OTPUMATH TOTIBKY 32 JOPOKHIM YEKOM?

e Tak, 3BuuaitHo. Bam nacnopt, Oyasb jacka.

e byJb jacka.

e Jlaxyto, Bce rapasna. Ckuibku rpouieit Bu xouere orpumatu?

e 250 ¢ynris, 1 m1e 50 po3MiHITH Ha AoJiapu. SKuii Kypc 0OMiHy?
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e 0,605 - nmyxe BurinHuil. BizpmiTh, Oyap nacka, Bamn ¢yHTH, a Takox 30
noiapiB Ta 25 neHTiB. [lepepaxyiite, Oynb nacka.
e Jlsakyto, Bce rapasz. e MokHa MOCTaBUTH CBIM Mignuc?

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

Don't keep your wallet and purse out of sight.

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

Don't leave a handbag, briefcase, bag or coat unattended, especially in pubs,
cinemas, department stores or fast-food shops, on public transport, at railway
stations and airports, or in crowds.

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

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

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

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

Don't carry a wallet in the back pocket of your trousers.

Don't enter parks and commons after dark and travel in groups of three or more if
possible at night

12. Discuss this question in groups and give your opinion what are the good
points and bad points about television? For example:

Good points Bad points
1. It keeps you informed about the rest | 1. It stops people talking and visiting
of the world. theatres.
2. It educates and brings up. 2. Television is “a chewing-gum” for
our eyes.

Good points Bad points

SRR I
glh|w(N| e

13. Match each sentence to the disaster it describes
1.Several people were walking along when suddenly tons of earth came
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crashing down the hillside and blocked the road in front of them.

2.0ver 50,000 people in Ethiopia have died of starvation in the past month.
Questions are being asked concerning the delay in supplies of rice and grain which
were recently sent to them.

3.The winds have already strengthened considerably and the sea is now very
rough indeed. As a result, ferries across the harbour have stopped sailing and all large
ships have been put out to sea.

4.The river overflowed in several places and huge areas of farming land are
now several feet under water. Boats are being used to rescue people in nearby
villages.

5.Suddenly the ground shook beneath our feet and the high building opposite
the college began to sway. Windows and doors rattled, and several bookcases in the
college library came crashing down.

6.Tankers full of water were sent, but it was too late to save many of the
animals and crops there. The whole area was like a vast desert.

7.Smoke poured out of the crater but no one expected an eruption. A week
later, however, red hot lava began to flow down the side of the mountain.

8.1t swept onwards, covering everything in its path. The travellers had to get
off their camels and lie down until it had eventually passed.

9.Flames swept through the block of offices, burning everything inside. Two
hours later only the empty shell of the building remained.

10.1t must have been at least twenty feet high as it swept towards the shore. In
a few seconds it destroyed all the houses in its way, drowning everyone inside.

a. | fire f. drought

b. | typhoon g. | sandstorm
c. earthquake h. landslide
d. | tidal wave I. flood

e. volcano j. famine

14. Act the meeting at which experts of the advertising department
present their plan for the campaign to the General Manager. The purpose of the
meeting is to come to a decision about the kind of advertising to be done. Ad
experts should come with suggestions of ads and slogans. Roles:

Market Researcher - Your job in the meeting is to present the results of the
.Sstudy into the market for your brand. You can invent data.

Ad. Agent - You are in charge of media planning for the firm and should give
an account of the possible alternatives for the choice of media for the campaign.
Present the advantages and disadvantages of magazines, newspapers, television, and
radio. You should choose one medium and recommend it firmly.

Accountant - You will be responsible for the co-ordination of the campaign.
You think that the brand has enormous possibilities if it is well advertised. But you
should be ready with a less expensive proposal as well.
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15. Test on Publicity

If your products or services are excellent but no one knows about them, you
will fail. That means that you should learn how to inform your future customers and
how to do it effectively and not expensive.

If you do not take into account the role of advertising, you will get lost in the
number of products, which appear every year on the market.

This test will let you understand if you are able to avoid mistakes in this area
and to determine the best advertising methods.

“As a rule” - 6 points

“Sometimes” - 3 points

“Rare” - 0 point

Answer as honestly as possible Asarule -| Sometimes | Rare —
6 points - 0
3 points | points

| like selling

| am convincing

3. |When I am watching TV advertising | like
to conceive the tricks to make them work

more

4. |To create slogans for ad is an easy matter
for me

5. |l talk of my success and achievements with
pleasure

6. |l like to make careful analysis of marketing
strategies during advertising campaign

7. |l often think how little shops could improve
their tactic in promotion goods they are
selling

8. |A short and direct advertising message is
more affective than a long and complicated
one

9. |When 1 buy a product | always want to
know its merits

10. |l pay attention and analyse the tricks which
ad makers do to promote their product

11. |People are more sensitive to what they see
than to what they hear

12. |When | enter a shop | try to understand the
reason for which the products are exposed in
this or that way

117



13. |l make analysis of the attractive power of
inscriptions and advertising boards

14. |The placement of a shop is very important

15. |Itis very important to present an advertising
message at regular messages so that people
can remember it

Now add your results:

71- 90 - You perfectly know what is selling. You understand how to promote
products or services and you are able to make a bee-line to success in the complicated
advertising industry.

41- 70 - You have good instincts in promoting and you must be able to find a
segment on the market for your goods. Gradually you will win your place in the
business world.

26 - 40 - You don't take into account many things, which are very important in
relations with customers. You should be more attentive to the wants and wishes of
buyers and learn a lot from your successful colleagues.

Under 26 - You seem to be lost in advertising industry. You are bombed with
millions of ad messages. It is not easy for you get through. Perhaps you should try in
another field.
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CAMOCTIUHA POBOTA

CamocrTiiina po6ora 1.

1. Express your attitude to the following (Form of control — written
answers)

1. Once you have said something, you cannot take it back.

2. Making a phone call is an easy way to solve a problem if you have no
time to write a letter.

3. Keeping written records is helpful for future reference.

4. If you make a mistake when you are writing a letter, you can correct it
before sending it off.

5. If you want to show another person your feelings, never write a letter.

6. If you speak to someone face to face, it is much easier to be honest.

7. If someone owes you money, it is no use phoning him up.

2. Write about the rules of etiquette in different countries (Form of control
— report)

3. Read about the kinds of meetings (Form of control — written exercise)

« chat (informal discussion) with colleagues at the coffee machine.

 brainstorming among colleagues: where as many ideas as possible are
produced quickly, to be evaluated later.

» project meeting / team meeting of employees involved in a particular
activity.

« department/departmental meeting.

» meeting with suppliers, for example to negotiate prices for an order.

» meeting with a customer, for example to discuss a contract.

* board meeting: an official, formal meeting of a company's directors.

« Annual general meeting/AGM (BrE); annual meeting (AmE): where
shareholders discuss the company's annual report.

« EGM: extraordinary general meeting: a shareholders' meeting to discuss an
Important issue such as a proposed merger.

Try to determine the type of a meeting in the following sentences below.
Put your variant in the table

# Sentences Answers
1 | As you know, Megabook wants to buy this
company. As chief financial officer, what do you
think of their offer, Robert?
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2 | | recommend to shareholders that you accept
Megabook's offer for our company.

3 | Amazingly, we're ahead of schedule on this
project.

4 | That's a deal then. Looking forward to working
with you. I'm sure you won't be disappointed.

5 | Have you heard? Mary is being fired: apparently
her sales figures aren't good enough.

6 | So, you think you can provide 10,000 a month at
a unit cost of £4.90?

7 | Things in the sales department are getting out of
control. We should all start making a real effort.
8 | I know this sounds crazy, but how about giving
away 100,000 free samples?

9 |l am pleased to announce another good year for
shareholders of this company.

4. Answer the questions (Form of control — report)

1.Which nationalities in Europe usually use a lot of gestures when they speak?

2.Which nationalities in Europe usually use very few gestures when they
speak?

3.What is a “personal space™?

4.Why does a north European move away form the person he is talking to?

5.Which nationalities move closer to the person they are talking to? Why?

6. Which nationalities stand a “wrist zone™?

. Answer the questions (Form of control — written answers)

What working position is the best for you?

Are you accustomed to working under pressure?

What do you think about red-tape job?

What qualities does one need to be an executive of the company?
What does it mean to be a competent manager?

GORrWONEO

6. Answer the questions (Form of control — report)

1. What does the organization structure mean?

2. What does the organization structure provide?

3. What historically the oldest type of organization structure?
4. What is the difference between line and staff departments?

\l

. Answer the questions (Form of control — written answers)
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1. What is the main objective of the personnel function?

2. What factors about each candidate must be carefully considered?

3. The employment interview, testing the applicant and references, which one
of these three is more effective? What would you prefer if you were a personnel
manager?

4. What are the forms of employees’ upgrading?

8. Act as interviewer. You are an interviewer at a famous computer company.
The company seeks a candidate for the position of an accountant; a coordinator; an
interpreter; an analyst; a lawyer; an attorney; an engineer; an agent; a receptionist.
Look through the requirements of the company (Form of control — written
composition).

Prepare the guestions you should ask every candidate:

Accountant - Will be responsible for the monitoring of all necessary
accounting procedures, acting as a liaison to the tax authorities. Will also act as a
support person for the Chief Accountant in all day-to-day activities.

The suitable candidate must possess: a degree in Finance or Economics; - a
minimum of 2 year experience working with Western companies; excellent
knowledge of Ukrainian financial legislation; fluent English is required, the salary is
negotiable.

Warehouse Coordinator - Will assist Logistics Director in warehousing
chain, control inventories, set up warehouse team of clerks, plan distribution
resources. The candidate should have higher education, 1 year experience, general
knowledge of Logistics - ability to control warehouse situation - excellent managerial
skills - be a computer user (Excel, Word) with strong presentation skills, fluency in
English, ability to travel.

Interpreter/translator - The candidate will translate orally/in writing from
English/Spanish into Ukrainian/Russian and vice versa, realize simultaneous
translations during negotiations (computer market), fulfill everyday office work. The
possible candidate should possess University degree, excellent English/Spanish,
computer skills (Word, Excel).

Capital Markets Analyst - Will collect information on securities, equities, etc.
from different information sources, develop market ideas and find appropriate ways
of implementing them in the Ukrainian market. Will participate in business trips,
client meetings, project negotiations; adapt Western ideas for sales in the Ukrainian
market. The appropriate individual should possess: absolutely fluent English -
excellent presentational, organizational, and analytical skills - a banking, finance, or
consulting background - western education (MBA (Master of Business
Administration) is a plus) - willingness to travel (both locally and abroad) - a team-
player's spirit and strong experience (Big Six or western investment banking).

Lawyer - Will realize association work and representation of company in
professional circles. Business and commercial law including interest in regulatory
requirements (control advertising and labeling, unfair competition, environmental
issues). Industrial property (trademarks, patents, design patents, copyrights. Contacts
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with other European and US lawyers. A specialist in Corporate Law, Taxes. Profile:
Law degree, proficiency in legislative areas - 5+year similar experience in a
multinational consumer products company - fluent English.

Attorney - Will consult the firm's clients on various aspects of Ukrainian
operations, including commercial transactions, securities and share acquisitions,
strategic planning, tax law, real estate transactions, and labour law. Successful
candidate will be the responsible attorney for our office under the supervision of
foreign managing partners. Ability to work independently is essential. Excellent
communication skills required, fluent English.

Mechanical Engineer - Main responsibilities: service and repair of equipment
for printed plates manufacturing - processing of technical documentation - ordering
of spare parts. Personal profile: higher technical education in Mechanics - 3 year
relevant working experience - knowledge of equipment with program control for
automatic assembling of printed plates - basic English.

Regional Sales Agent - Main responsibilities: sales operations within a
particular region - ensuring achievement of regional objectives - investigate
customers’ needs and competitive activity - plan and activate regional sales plan.
Profile: Degree in Economics, fluent English, possibility to travel up to 60%.

Receptionist - Whose responsibilities will be as follows: answering phone
calls, guests' accommodation, greeting clients, makes all the office work (typing,
sending/receiving faxes, etc.) The right candidate should have: fluent English, PC
literacy (Word, Excel), typing skills, higher education, and pleasant, helpful, friendly
personality.
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CamocrTiiina pooora 2.

1. Make up a Business Letter (Form of control — Business Letter)

2. Make up own Declaration form (Form of control — Declaration form)

3. Do you know customs rule of Ukraine? (Form of control — written
answers)

1. Is it allowed to take weapons to Ukraine?

2. What about automobiles? Video recorders, TV sets? Computers? Precious
metals? Narcotics? Antiques?

4. Write own Letter of Inquiry to the hotel in the city and the Letter Order for
booking seats on a plane (train) (Form of control — writing of letters)

5. Substitute the reasons you want to get a visa to Great Britain (the USA,
Spain, Italy etc.) at the Embassy (Form of control — written substantiation of
reasons)
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6. Make up the Letter Inquiry, Letter Offer, Letter Order and Covering
Letter, Acknowledgement (Confirmation) and Refusal of Orders (Form of
control — writing of lettters)

7. Answer the questions (Form of control — written answers)
1 What are the main parts of a business letter?

2. What are the common rules in writing a letter?

3. What does the body of a business letter usually include?
4 How is the letter to be ended?

5 Where do you put your signature?
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IHANBIAYAJIbHA POBOTA

InauBinyanbHa podora 1.

3apnannsa. OnpamoBaBmiu  Martepian Ttemu “KyneTypa mpodeciiiHoro
cnuikyBaHHs” crop. 33-41, HaByanbHuil mnociOHUK [[imoBa i1HO3eMHa MoBa /
CkpeOkoBa-ITabar M.A. Ta BiINOBIOHY JITE€paTypy, MPOAaHANI3yBaTH OCOOJIMBOCTI
aMEpUKAHCHKOI aHTIINHChKOT MOBHM (IIPaBOMUC, BUMOBA, TpaMaTHKa, JIEKCHKA),
oXapaKTepu3yBaTH KyJbTypy TMpodeciifHOro CHUIKyBaHHS Ta Kjiacuikairito
OpraizaliiiHuX CTPYKTYD.
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InauBinyajbHa podora 2.

3aBaannsa. OnpamroBaBiu matepian temu “Ilomyk po6otu” crop. 42-50,
HaBuajdbHUM mociOHuk J[imoBa iHo3emMHa wmoBa / CkpeOkoBa-ITabar M.A. Ta
BIMIOBIAHY JIITEPATypy, OXapaKTepU3yBaTH JIHEHH1 Ta MITa0HI MOCaau, MOSICHUTH 1€
1 SKMM YHHOM MOXXHA BJIAIITYBAaTUCS Ha pPoOOOTY, MOTHBYBAaTH HEOOXIIHICTH
criBOeciiM TiJ 4Yac BIAIITYBaHHS Ha poOOTy, po3KazaTh SK IMHUCATH pPE3lOME Ta
CYNPOBOJIKYIOUUH JIUCT, OMUCATH (PYHKIII KEpIBHUKA.
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MOIYJbHUI KOHTPOJIb

MoayJ/ibHa KOHTpPOJIbHA podoTa 1

1. Personal space for Americans is apart from one another, whenever
possible. {two feet}; {one foot}; {two steps}
2. In Britain Is now forbidden in many public places, for example,

on the underground, on stations, in shops, in theatres and in cinemas. {smoking};
{drinking}; {drinking of beer}

3. Banquet can continue for , 15 held at the table and accompanied by
“cultural program” and dishes changing. {nearly 5-7 hours}; {4-7 hours}; {nearly 2-3
hours}

4. The employer has to consider if he wants to choose from among the
applicants. {a reference}; {two sets of qualifications }; {an application form}

5. Joint stock Company, is the commonest type of firm in the United Kingdom.
{akumionepna kommnawnis}; {kommaHis 3  OOMEXKEHOI  BiJMOBIJAIBHICTIO};

{nmaptHepcTBO}

6. CIF is an abbreviation of {Cost and Freight}; {Cost and Insurance};
{Cost, Insurance and Freight}

7. Something came up so they Monday’s meeting till Friday.
{cancelled}; {fixed}; {postponed}

8. Robert is off sick so Michael will have to the staff meeting. {chair};
{chief}; {charge}

9. It wasn’t really a meeting, just an informal over coffee. {speech};
{report}; {~ chat}

10. In order if an American client arrives you . {= shake her hand};

{kiss her on the cheek}; {say “Good evening!” and bow}

11. If someone frowns whilst you're explaining something, this means they
_____{=are concentrating}; {are angry}; {have a headache}

12. If you’re doing business with a German, you have to shake hands
{when you meet}; {when you leave}; {~ when you meet and when you leave}

13. In the Middle East you have to give presents to business contacts {in
private}; {every time you meet}; {in public}

14. If you’re giving a present to your Latin American customer, you mustn’t

give {food and drink}; {cutlery}; { a clock}

15. If an Indian says “Come any time”, he or she expects youto  {ignore
the invitation}; {arrange a visit immediately}; {visit him/her the next day}

16. You can’t do business in Muslim countries {on Wednesdays}; {on
Sundays}; {on Fridays}

17. If an American nods his/her head, it probably means {he
understands}; {he is interested}; {he says “Yes”}

18. If a Japanese person gives you his business card, you have to __ {take it

with both hands and study it carefully}; {put it straight into your wallet or pocket};
{write notes about them on it}
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19. If you’re in a pub in England, you have to buy a drink {for everyone
in the group you're with}; {for yourself}; {for everyone in the pub}

20. In people frequently stop for lunch at 11.30 in the morning.
{Greece}; {Finland}; {Francet}

21. In the soup is often eaten at the end of the meal. {Japan}; {Latin
America}; {ltaly}

22. In cheese is normally served after the dessert. {France};
{Ireland},; {Britain}

23. In restaurants you may be asked if you want a bag for the food
you can't eat. {Russian}; {Italy}; {American}

24. In countries you must wait for your host to serve you the main
meat dish. {Asian}; {Indian}; {~ Arab}

25. In you should keep both hands on the dinner table where they
can be seen. {= Mexico}; {Belgium}; {Australia}

26. At dinner table it is extremely impolite to say how hungry you are.
{Turkish}; {Indian}; {Chinese}

27. The sometimes need to be offered more food three times before
they will accept. {Japanese}; {Indian}; {British}

28. In countries food is usually eaten with just three fingers of the right
hand. {Turkish}; {Indian}; {Arab}

29. Polite discussion between strangers or acquaintances is called . {small
talk}; {corporate hospitality}; {facial expressions}

30. Rules limiting what people can or cannot wear are called a . {small
talk}; {dress code}; {facial expressions}

31. An important business meeting is not the place for . It can go horribly

wrong. {humour}; {entertainment}; {gestures}

32. Bogdan is an important person in our company. He is a member of the
Board of . {Directors}; {Executives}; {colleagues}

33. The group of people working at the company are called
{colleagues}; {staff}; {employees}

34. the planned times and events for a day, week, etc. is called
{planner}; {calendar}; {schedule}

35. We call the planned topics or tasks for a meeting as
{appointment}; {agenda}; {planner}

36. TS shares dropped 10 % this afternoon. {on}; {with}; {to}

37. The advantage __ direct marketing is that it enables us to cut out the
middleman. {of}; {from}; {on}

38. The government has spent less __ defense last year. {on}; {at}; {for};

39. The telephone lines can be so busy that people have to wait __ an hour to
get through. {in on} {up to}; {out for};

40. What effect could these new EC directives have _ the company?
{over}; {about}; {on}
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MoayJ/ibHa KOHTPOJIbHA podoTa 2
1. A phone you can take with you and use anywhere. A mobile phone with
access to the Internet {mobile phone}; {phone} {WAP phone}
2. Phone in a public place operated with money, a credit or a credit card.

{phone} { payphone}; {pager}

3. The __ is the most expensive link in a chain between a producer and a
consumer. {customer} {retailer}; {discount}

4. Usually a wholesaler has a large of items. {chain} {assortment};
{line}

5. The department store gives a 30 % __ on all Chinese shoes. {discount};
{guarantee}; {cost}

6. A wholesaler does not deal with the , he deals with a retailer. {cost};

{manufacturer} {consumer}

7. There are different _ of distribution helping to bring goods to the market.
{chains}; {lines} {channels}

8. We cant __ you good quality of service. {insurance} {guarantee};
{certificate}

9. Franchise is a good way a person to {get rich}; {get business experience};
{meet competition}

10. delegate authority - {posmoxminartu moBHOBakeHHs}; {Opatm Ha cebe
BIZTIOBIATBHICTB }; {pO3moaLIATH 000B’ I3KH }

11. controller - {ronoBuuii ¢inancuct}; {KouTposnep}; {Oyxrairep}

12. red-tape - {memorpiOHa poOota}; {HelikaBa poOoTa}; {KaHIEIIPCHKA

pobora}
13. specification — {cmerudikarrist}; {BHeCEHHHS AOMOBHECHb }; {~ YTOYHCHHS }
14. upgrading - {migBUINEHHS 3apIuiaTHi}; {miABHIIECHHS KBamidikarii};

{TiaBUIICHHS TTOCAIH }

15. Paga nupekropis ¢ipmu - {the Board}; {Chief Managers}; {Executives}

16. Ympapnsrounii, KepiBHUK MPOJaXy Ha BHYTpilIHbOMY puHKY - {lnterior
Manager}; {Domestic Trade Manager}; {Home Sales Manager}

17. Please, fill in the ankera. {Application form}; {form}; {sheet of paper}

18. We need the strong creative team to do the company
kKoHKypeHTHocripomoxkauit on the world market. {countable}; {promising};
{competitive}

19. He is going to discuss with you some details of our future yroma.
{agreement}; {settlement}; {negotiations}

20. |1 know your company has Bakancis of a Sales Manager. {a position}; {a
post}; {an opening position}

21. The Director Bupimye nutaHHs Haiimy Ta 3BiutbHeHHs. {deals with staff};
{decides the questions of hiring and firing}; {decides on hiring and firing}

22. I’d like to put an amount of money into Hepyxomicts. {belongings}; {real
estate}; {assets}

23. | am afraid to have noBHa ropunuuna BimoBinaneHicTh. {limited liability};
{unlimited liability}; {law liability}
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24. The limited partner has no peanpni moBHoBaxkeHus. {authority}; {law
power}; {management}

25. A good oyxraarep can do books better than you. {blue-collar worker};
{officer}; {bookkeeper}

26. Taemuuii maptHep takes part in management of the company but he isn’t
known to the public. {The silent partner}; {The general partner}; {The secret
partner}

27. My pobounii gocsiz is tied in with the management. {activity}; {working
activity}; {background}

28. | and my partner y xopomux crocynkax. {are friends}; {get along well};
{have communicative}

29. She is good in oyxranrepchka cmpaBa. {book-keeping}; {accounting};
{controlling}

30. A corporation can punyckatu Ta npoaasaru akiii. {print and sell stocks};
{issue and sell stock}; {buy and sell stock}

31. We must consider aea Buam xapakrepuctuk. {two sets of qualifications};
{two sets of characteristics}; {two types resumes}

32. A corporation can mopyinyBatu kapHy crpasy. {law}; {deal}; {sue}

33. Stockholders hold mopiuni 36opu and choose paxy ampekropis. {yearly
meetings ... executives}; {an annual meeting ... the company’s officers}; {yearly
meetings ... management}

34. The structure of our enterprise is ckmamumii. {difficult}; {complex};
{complicated}

35. There are three heads of departments in cdepa mMoro GesmocepeaHHOrO
oigmopsakyBanusa. {my sphere of activity}; {my disposal}; {my span of control}

36. Shareholders have Bupimansae cioBo in management of the company. {a
final word}; {a final voice}; {a final authority}

37. Our ob6opor kamitana is more than £ 300 min. {cash turnover}; {turnover
of capital}; {money turnover}

38. Besides we have two mouipni dipmu in Holland and Germany with their
headquarters. {daughter management}; {daughter companies}; {sister companies}

39. Shares and bonds can be nepenponani Ta nepekyruieni. {resell and rebuy},
{sell and buy many times}; { negotiable}

40. I"d like to buy 10% o6urirarii. {10% bonds}; {10% interest bonds}; {10%
shares}

MoayabHa KOHTpPOJbHA podoTa 3
1. We intend to pay all debts to the beginning of the dinancosuii year.
{fisical}; {fisacal}; {fiscal}
2. I’d like to make a career in OaHkiBchka cripaBa. {bank business}; {banking};
{bank dealing}
3. HaiiMeHmwmii nporieHT 3 mo3uku IS given to the preferred customers. {The
prime-rate}; {The least percent}; {The least rate}
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4. They prepare 3Bit npo npubytku and Gamancosuit 3BiT at the end of the
fiscal year. {the income statement ... balance sheet}; {the profit report ... balance
report}; {the report about income ... balancing sheet}

5. Our bank intends to give kopoTtkocTpokoBa mo3uka to this company. {a short
loan}; {a simple loan}; {a short-term loan}

6. VYpsan xomepiiiini Oanku. Government 3acHoBye commercial banks.
{establishes}; {creates}; {charters}

7. All banks set mporienTr Ha mo3uky. {percents on loan}; {interest for a loan};
{loan interest}

8. Byxranrepcekuii 3BiT represents a data for creditors and investors. {Book-
keeping report}; {Book-keeping sheet}; {Accounting}

9. Real estate is the paacmicte 0f the company. {things}; {building};
{property}

10. We check akxtus i macus and define BapricTe MaliHa 3 BHpaxyBaHHSIM
3000B’s3aub. {assets and liabilities ... net worth}; {active and passive ... cost of
property}; {active and passive ... property worth}

11. They must research momwut Ta npomnosuiis before they start to produce the
new item. {inquiry and need}; {supply and demand}; {requires and wants}

12. The supermarket offers pomatkoBi mocayru: home delivery, credit,
installation. {extra-services}; {additional services}; {super-services}

13. This company pursues Hepo3yMHa IiHOyTBOproroua mojituka. {fool pricing
policy}; {unsound price policy}; {irregular price policy}

14. Banks can isSUe akpeIuTHBH Ta PEeKOMEHIAIl#HI kpeauTHi jguctu. {the
letters of credit and credit reference letters}; {the credit letters and the reference
letters}; {the cheques and credit references}

15. We determine the efficiency of production with help of anamis
koedimienTis. {analysis of indicators}; {ratio analysis}; {analysis of attenuation}

16. Marketing includes transporting, storage, advertising, kanpkyJsitis min and
selling. {pricing}; {calculation of price}; {pricing calculation}

17. Some companies don’t manufacture and sell computers they 31ai0Th iX y
npokart. {rent them}; {lease them}; {leasing}

18. You are in Saudi Arabia and want to hire a car to tour the country. Is this
allowed? {Yes, but only if you are not a woman}; {Yes, but you must take a test first};
{No, tourists have to travel by camel}

19. You would like to visit a mosque in Morocco. Will you be allowed to go
inside? {at first, you must remove your shoes}; {you may enter only if you're a
Muslim}; {yes}

20. PerenpHe gocmimpkenns puHky needs for guarantying of success. {Attentive
market research}; {Careful market research}; {accurate market investigation}

21. You suggest a piece of chewing gum to your tour guide in Singapore, but
he looks shocked. Why? {Chewing gum is forbidden by law}; {Tour guides are
forbidden to accept gifts}; {Chewing gum is given to animals}

22. The right to grant a franchise is reserved to the {vendor};
{franchisee}; {parent company}
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23. llporpamue 3abesnedenns IS expensive. {Programm Providing};
{Software}; {Programming}

24. Usually a wholesaler has a large of items. {chain} {assortment};
{line}

25. The department store gives a 30 % __ on all Chinese shoes. {discount};
{guarantee}; {cost}

26. A wholesaler does not deal with the , he deals with a retailer. {cost};
{manufacturer} {consumer}

27. There are different _ of distribution helping to bring goods to the
market. {chains}; {lines} {channels}

28. We can't __ you good quality of service. {insurance} {guarantee};
{certificate}

29. Franchise is a good way a person to {get rich}; {get business experience};
{meet competition}

30. delegate authority - {posmominstu mnoBHOBaxkeHHs}; {Oparu Ha cebe
BIAMOBITATBHICTB }; {p0310AUIATH 000B’ SI3KH }

31. controller - {ronosuwuit pinancuct}; {kourpomnep}; {Oyxranrep}

32. red-tape - {memotpiOHa pobOoTa}; {HeiikaBa pobOoTa}; {KaHIEIIPChKa
pobora}

33. specification — {cnenudikariisi}; {BHCCCHHHS JONOBHEHb }; {~ YyTOUYHCHHS }

34. At dinner table it is extremely impolite to say how hungry you are.
{Turkish}; {Indian}; {Chinese}

35. The sometimes need to be offered more food three times before
they will accept. {Japanese}; {Indian}; {British}

36. In countries food is usually eaten with just three fingers of the right
hand. {Turkish}; {Indian}; {Arab}

37. Polite discussion between strangers or acquaintances is called . {small
talk}; {corporate hospitality}; {facial expressions}

38. Rules limiting what people can or cannot wear are called a . {small
talk}; {dress code}; {facial expressions}

39. An important business meeting is not the place for . It can go horribly

wrong. {humour}; {entertainment}; {gestures}
40. Bogdan is an important person in our company. He is a member of the
Board of . {Directors}; {Executives}; {colleagues}

Moay/ibHa KOHTpPOJIbHA podoTa 4
1. From our own experience we can testify that native speakers as a rule excuse
, grammatical or lexical errors of a communicator - foreigner.
| a) mistake | b) pronunciation | ¢) misunderstanding |

2. The communicative etiquette is accompanied by the , Which are not
the same for the representatives of different cultures.
a) nonverbal means of|b)somemeans |c) verbal means of
communication communication
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3. Passing from business dinner to a directly discussing of a certain project or
agreement business partners take off their and turn up their shirts sleeves.
| a) jackets | b) hats | ¢) shoes |

4. The Nordic nations use gestures :
| a) very often | b) very little | ¢) seldom |

5. The employer can also use other valuable sources, for example,
agencies, consulting firms, placement offices and professional societies.
| a) professional | b) employment | ¢) searching |

6. An application form of a visa can be obtained at the
| a) embassy | b) office | ¢) department |

7. Before boarding the plane, you are requested to present a valid passport

together with a ensuring that you are not violating any of your country's
law.
| a) custom declaration | b) valid passport | ¢) special document |

8. Bringing things illegally from one country to another is called

| a) stealing | b) plundering | ¢) smuggling |
9. To price for accommodation at the hotels adds VAT, it makes up 17.5% of
the price. Cost of often includes into cost of accommodation.
| a) breakfast | b) dinner | ¢) lunch |

10. The main task of any business letter writing is the method which will
to convince your interlocutor.
| a) convey | b) help | ¢) must |

11. g KepiBHUIITBOM
| @) under control | b) with superior | ¢) to be run by |

12. mpuittu 10 3roau

a) come to an|b)toagree C) to go to consensus
agreement

13. micrie mpu3HAYCHHS
| a) place to attend | b) arriving city | ¢) destination |

14. mpol T MUTHUI JOTIISIN
a) to go through customs | b) to get the customs c) get through the
customs
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15. kepyBatu Gi13HECOM
| a) to run business | b) to control business

| ¢) to run a business

16. Ileit MeHeKEp HE BMi€ YKIaJAaTH YTOIU.
a) to conclude an| b)tosign a contracts
agreement

c) to do deals

17. Bam noTpiOHO 3apeecTpyBaTUCs B TOJIOBHOMY BECTHOIOJ1 a€pOMOPTY.
| a) to check in | b) to register | ¢) to sign |

18. Ha 11 roauHy paHKy B MEHE MNpuU3HAYEHA 3YyCTpi4 3 OJHUM 13
PEJICTAaBHUKIB I11€1 KOMITaHii.
a) have a Dbusiness|b) have an appointment
meeting to with

c) have got a small talk
with

19. In Pakistan, remember the Moslems pray 5 times a day, so don’t be surprised
when, in the midst of , your partners excuse themselves and conduct
prayers.

a) negotiations

b) business meeting

C) appointment

20. Stress the
and Swiss.

of your company when dealing with Germans, Dutch,

a) responsibility b) reliability c) longevity

21. Body language ...
a) sighs, vyawns, | b) shaking hands, |c) smiling, blinking,
knocking loudly or | touching, etc browning, looking

softly at the door,
clicking a ballpoint

someone straight in the
eye, looking down, etc.

pen, etc.

22. We have got to
Spain.
[2) go

the meeting in London because our boss will be in

| b) attend | ¢) visit |

23. Something came up so they
| @) postponed | b) cancelled

Monday’s meeting till Friday.
| ¢) fixed |

24. I1f someone looks you straight in the eye, this means that they are
| @) not honest | b) trying to frighten you; | d) being friendly

25. You are talking to a visitor from Britain. Which of these questions do you
ask him or her?
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a) How old are you? | b) Are you married? ¢) What part of Britain do you come
from?

26. Polite discussion between strangers or acquaintances is called
| a) working breakfast | b) corporate hospitality | c¢) small talk

27. We spent over $ 65 000 last year on
| a) working breakfast | b) corporate hospitality c) public holiday |

28. fruits are taken
| a) with special fork | b) by hands | ¢) after meat |

29. BaM noTpiOHO 3aJeKJIapyBaTH CBOi peyi.
| a) declare | b) comitted | ¢) pay |

30. roj0BHUI (PIHAHCUCT

| a) main accountant | b) major bookeeper | c) controller |
31. mrar
| a) personnel | b) workers | ¢) colleagues |

32. migBUICHHS KBaTi(hiKaIii
| a) upgrading | b) rise of experience | ¢) background |

33. Mu nmoBHWHHI 3aIUIATUTH MUTHI 300pU Ta MPONUTH MUTHHUI AOTJIS].
| @) customs costs | b) customs charge | ¢) customs fee |

34. Ilani T. BMie po3noauISITH 000B’ I3KH.
a) delegate authority b) distribute responsibilities | ) divide
authority

35. YV cdepi moro 06e3nocepeHbOr0 MIANOPSJIKYBAHHS TPH KepiBHUKA
BiIILTIB.
| a) field of control | b) sphere of authority | ¢) span of control |

36. S He 3HAOMMIA 3 OPraHi3aIliIMHOK CTPYKTYPOK HAIIOTO MiTIPUEMCTBA.
| a) organisational chart | b) organisation structure | c) complex structure |

37. A Is a person of high rank in an organization, usually next in
importance to the Chairman.
| a) director | b) managing director | ¢) colleague |

38. doesn’t mind changing his/her habits
| @) nervous | b) obstinate | ¢) ambitious |
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39. You will need to communicate with the examiner at the end of the course,

a) if you are going to

b) by talking face to

c) in order to get

pass face through your course
successfully
40. doesn’t get angry or irritated quickly
| a) not nervous b) patient | ¢) happy |

MoayJ/ibHa KOHTPOJIbHA podoTa 5

1. BIH X04C CTBOPUTHU Ta 3dPCECTPYBATU HOBY KOMHaHiI'O.
| a) organise ... register | b) create ... list | c) setup ... register |

2. Y 1iif akiioHepHi KOMIaH1i THMYACOBUH IITAT.
| a) permanent staff | b) temporary staff | c) part-time personnel |

3. Hamra ¢ipma mae nodipHi komnadii B ITamnii Ta AHIii 13 IITabKBapTUPAMH.

a)  subsidiaries b) additional firms ... |c) daughter
offices offices companies
headquarters

4, Ile HempuOyTKOBA KOMIAaHIA, i1 aKIlii HE KOTUPYIOThCS Ha OipKi.
a) listed company b) unlisted company C) joint-stock
company

5. SIkuii 060poT KamiTany Bamroi kommanii?
| a) profits and losses | b) movement of capital | c) turnover of capital |

6. Ileit dbinaHcoBHit pik OyB CKIAJHUM I HAIoi Gipmu.
| a) fiscal year | b) credit year | ¢) current year |

7. BiH Mae BIIacHUM raJJaHTepPEHHUN Mara3uH.
| a) grocery | b) small shop | ¢) fancy goods department |

8. BiH 040/110€ MPOMHUCIIOBHH BIJUILI HAIIIOTO IIITPHUEMCTBA.
| a) enterprise office | b) commercial department | ¢) factory department |

9. Ha »xainp, B MeHe HeMacE B 13HOI BI3H.
| a) entrance visa | b) exit visa | ¢) current visa |

10. People communicate with each other in many ways,
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a) to pass on|b) actually receives |c) by talking face to face
information, give | and understands the | or over the telephone,
instructions and to | messages or by sending e-mails
discuss matters  of and letters

interest

11. can change people's opinions

| a) persuasive | b) independent | ¢) attentive to detail

12. External communications are communications

a) noise in a factory | b) between people in | ¢) with people outside
where a meeting or |the same | the organisation
conversation is taking | organisation

place

13. 51 ve BinnOBiAAIO 32 BUPOOHUY1 OOPTH.
| a) responsible | b) correspond to | ¢) fulfil |

14. open and friendly
| a) sensitive | b) outgoing | ¢) adaptable |

15. Bu Bxxe 3alI0BHUIN MUTHY JIEKJIapaIiro?

| a) fill | b) occupy (o) fillin |
16. SIxa mera Barnero Bi3uty 10 Hamioi kpainu? - Lle BiapsupKeHHS.
| a) business trip | b) small trip | ¢) business mission |

17. regularly checks the quality of his/her work
| a) adaptable | b) independent | ¢) attentive to detail |

18. Bu maete 4y0B1 peKOMEH/IAIT].
| a) references | b) annotations | ¢) resumes |

19. 41 3naro, mo Bama ¢ipma Mae BakaHCiI0 MEHEIKepa 3a 30yTy.
| a) a position | b) a free position | ¢) an opening position |

20. Uneni mpaBiiHHA HECYTh IOPUINYHY BIAMOBIIATBHICTS.
| a) juridical responsibility | b) unlimited liability | c) limited liability |

21. Miit 6e3nocepeHiil KepiBHUK — JTy’Ke MyHKTyaJIbHa JIFOINHA.
| a) immediate superior | b) direct manager | ¢) ingenuous superior |

22. Xopommii OyXrajrep MOKe BECTH CIPaBy Kpare HiXK BH.
| a) financial superior | b) financist | ¢) bookkeeper
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23. 51 3BUIbHIO MOTO 0€3M0CEPEHBOT0 MIUIETJIOr0 TOMY, IO BiH Jieaap.

a) immediate

subordinate

b) direct employee

c) immediate worker

24. 11a dipma nponoHye OUIbII BUCOKY ILIATHIO.

| a) fee

| b) wages

| ¢) salaries |

25. A Multicultural Person - ...

a) is someone who can
hardly adapt to living in a
culture different from
their own

b) is someone who can
easily adapt to living in a
culture different from
their own

c) iIs a member of a
community

26. People in the USA tend to guard their

and often feel that those who

do not respect it are being offensive, invasive or too intimate.
| a) personal space | b) personal paper | ¢) personal place |

27. The employer has sets of qualifications to consider if he wants to
choose from among the applicants.
| a) three | b) four | ¢) two |
28. ... native speakers as a rule excuse , grammatical or lexical errors

of a communicator-foreigner
| @) pronunciation | b) behaviour

| ¢) multiculturalism |

29. People in the USA shake hands more often than
| a) Muslims | b) Ukrainians | ¢) Europeans |

30. The communicative etiquette is accompanied by the of
communication, which are not the same for the representatives of different cultures.

| a) nonverbal means | b) contacting means | ¢) verbal means |

31. The employer must consider a candidate’s education, and skills.
| a) personal features | b) experience | ¢) abilities |

32. There are
| a) five

key qualities you need in order to be a multiculturalist.
| b) three | ¢) four |

33. If you would like to be a multiculturalist you ...
| a) should be cultural | b) must be attentive | ¢) must be adaptable |

34. If you would like to be a multiculturalist you ...
| a) should be open-minded | b) must be attentive | ) must be successful |
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35. If you would like to be a multiculturalist you ...
a) should be open-| b)mustbe attentive ¢) must be successful
minded

36. If you would like to be a multiculturalist you ...
a) need to be interested in | b) need to be correct c) must be successful
other cultures

37. Americans rarely to say goodbye, except on business occasions.
| a) shake hands | b) see in to eyes c) contact |

38. ... native speakers rather painfully respond to violation of the communicative and
behaviour

| a) book of etiquette | b) rules of etiquette | ¢) etiquette |

39. The employer must evaluate both personal characteristics or personality
traits through
| a) chats | b) meetings | ¢) interviews |

40. A contract often covers areas such as the methods to be followed if a
partner (6iomosumucs 6io yuacmi) or dies or new ones enter the business.
| a) withdraws | b) refuse | ¢) come back |

Mony/ibHA KOHTPOJIbHA podoTa 6
1. The Country Guest Houses are hotels in Great Britain.
| a) cheapest | b) cheaper | c) more expensive |

2. The text of an advertising letter must be original and base on main rules:
| a) three b) four | ¢) five |

3. In the Scandinavian countries, in Britain, Holland, Belgium, and Germany,
people stand from each other - the “fingertips zone”.
| a) further away | b) close to | ¢) very close to |

4. One of steps to firm business contacts establishments is exchange by
advertising materials with the purpose to give more full imagination about that

services which can (mpannamucs, eiobysamucs) the base of the future
partnership.
| @) occur | b) take | ¢) make |

5. In Pakistan, remember the Moslems pray 5 times a day, so don’t be surprised
when, in the midst of (nepecosopu), your partners excuse themselves and
conduct prayers.
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| a) business parties | b) negotiations | ¢) appointments |

6. At formal meals, the (cmonosi npubopu) is placed in the order in
which it will be used.
| a) dish sets | b) cutlery | ¢) knives |

7. The group of people working at the company are called
| a) workforce | b) staff | ¢) subordinate |

8. Bogdan is an important person in our company. He is a member of the Board

of .
| a) subordinate | b) colleagues | ¢) directors |
9. In you should keep both hands on the dinner table where they can be
seen.
| a) Bolivia | b) Africa | ¢) Mexico |
10. The sometimes need to be offered more food three times before they
will accept.
| @) Spaniards | b) Japanese | ) Arabs |
11. Tom works under Sheila Fayol. He is her
| a) subordinate | b) superior c) director |
12. VYupasnsrounii (vkraeé yeody) 3 aKIiOHEPHOIO KOMIIAHIEH 3
00MEXEHOIO BIAIMOBIIAJILHICTIO.
| a) stroke a deal | b) made an appointment | c) stoke negotiations |
13. opuouuna nazea
| a) legal name | b) legal title | ¢) legal requisites |

14. Once you have completed the application form obtained at the embassy,
you bring or send it to the country embassy together with your passport, a passport-

sized photograph and an to visit the country.
| a) legal name b) official invitation | ¢) currency |
15. Before boarding the plane, you are requested to present a passport

together with a customs declaration ensuring that you are not violating any of your
country's law.
| a) valid | b) real | ¢) legal |

16. It is important to know the existing regulations concerning the export of
and currency.
| a) money | b) shares | ¢) goods |
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17. The procedure in the most hotels takes a few minutes.
| a) check-about | b) check-in | ¢) check-over |

18. In the countries of East Europe such as Hungary, Poland, and Romania,
people stand a , that is a little more distant that the “elbow zone”.
| @) “fingertips zone”’ | b) “hand zone” | ) “wrist zone” |

19. Hospitality for a hotel is not an abstraction - it is a clean room, a
comfortable bed, a hot shower, a good meal, a courteous doorman and - last but not
least - a good !

| a) profit | b) advantage | ¢) peculiarityrofit |

20. Service of the hotels is supposed to begin at the door. So another person
who is important during the reception procedure is the doorman. He is stationed at the

entrance to the hotel and the guests in and out of taxis and cars, calls for cabs,
etc.
| a) assists | b) desings | ) proposes |

21. The transportation of currency or financial documents is permitted but it is
also regulated and you must report about them regardless the form of monetary
instruments (cash, checks or bonds). You also must declare the total value of all gifts
and commercial items and if their value exceeds the determined sum, you will pay

| a) finance | b) duty | ¢) cash |

22. For example, peculiarity of the Americans’ communicative behaviour is
that the main place among typical samples of English communicative etiquette is

expression of , Which automatically are learned and used by the Americans and
English from their childhood.
| a) invitation | b) gratitude | ¢) thank you |

23. Bringing things illegally from one country to another is called smuggling.
The smuggling or unlawful importation of the goods which are restricted as well as

failure to such items is a violation of law and results in fines or other
penalties.
| a) declare | b) register | ¢) report |
24. The guest is given a registration form to : the name and address, the
passport number.
| a) fill in | b) fill over | ¢) fill out |
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25. At formal meals, the cutlery is placed in the order in which it will be used,
starting from the outside and working in. The dessert spoon and fork are usually laid

at the of your place setting, not at the side.
| a) top | b) right [ ) left |
26. It is considered impolite between courses unless your hosts say
otherwise.
| a) to dance | b) to leave | ¢) to smoke |

27. Concierges can for theatres or flights, arrange sightseeing tours, mail
letters and, in general, provide all kinds of useful information.
| a) take part | b) make reservations | ¢) do all impossible |

28. The handshake, with the right arm extended forward horizontally, allows

personal space to be maintained; other forms of (touching the elbow, kissing
the hand) are considered too intimate.
| @) communication | b) eyes to eyes | ¢) physical contact |

29. There are resort hotels used for entertainment or recreation. There are also
a lot of motels. They provide near the guests' rooms.
a) accommodation with | b) settling C) catering and rest
parking space

30. Oxford University research psychologist, Dr Peter Collett, examined some
of the differences in the "body language” among Europeans; he says that if we
compare the way different European nations use gestures, they fall into
groups.

| a) five major | b) three major | c) several major |

31. Generally, p c) two feet eople in the USA stand apart from one
another, whenever possible; this is true when people are conversing, waiting in line
(especially in banks), or on public transportation.

| a) three feet | b) four feet | ¢) two feet |

32. A hotel bill can be paid in several ways: cash, credit cards are universally
accepted. The guests may also pay with

| a) traveller’s documents | b) traveller’s checks | ¢) travel’s checks |
33. The distance that separates one person from another — - also varies
between people of different nationalities.
| @) “personal place” | b) “special space” | ¢) “personal space” |
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34. According to the purpose of the party and its solemnity receptions are: day-
time parties — a glass of champagne, a glass of wine, breakfast; evening parties —
dinner, fourchette,
a) cold collations

b) banquet c) supper, cocktail, banquet-tea

or coffee

35. People stand close enough to in such countries as France, Spain,
Greece, and ltaly.
a) touch each other easily | b) speak

hardly

each other | ¢) pull each other

36. Upon arrival in a foreign country, you will have your passport inspected by
the immigration service and have your checked by a custom officer.

| @) money | b) clothes | ¢) luggage |
37. 51 He 3BUK 10 (kanyenspcoka poboma).
| a) white-collar b) red-tape | ¢) blue-collar |

38. Rules of behavour at formal parties: it is better to come up to a table once
more to take the appetizer than to stay at a table for a long time; remember that the
main purpose of such party is not :
a) communication but | b) treatment
treatment communication

but | ¢) communication

39. Some want ads say that certain qualifications are required, while
other qualifications are preferred or hoped for.
| a) ads | b) announcement

| ¢) billboard |

40. A tip as a rule includes in to a bill in hotels and some restaurants (column —
Service Charge); if a tip doesn’t include into a bill, one should “give a tip”

a) 5-9% from sum of
account

b) 25% from sum of
account

c) 10-15% from sum of
account
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JTOJATKH

Jlooamox 1.

Example 1. — awkwardness for a dirty room in a hotel:

Guest: | This is Mr. Graham in 324. I've just checked in.

Clerk: | Yes, Mr. Graham. What can | do for you?

Guest: | Well, my room obviously hasn’t been cleaned since the last guest. The
carpet is dirty, the bed is unmade, and the bathroom hasn’t been touched.

Clerk: | I’'m terribly sorry. Housekeeping should have seen to everything this
morning. I’ll content them straight away and I’ll send someone up to see
you.

Jlooamox 2.

Example 2. — 1) interfering in to conversation; 2) sorrow, grief,

sympathy.

Clerk:

Excuse me (1), can | help you? Something wrong?

Woman:

Yes, I've got a terrible

toothache.

Clerk:

I’m sorry (2), to hear that. Have you taken a painkiller at all?

Woman:

No, | have not got any.

Jlooamox 3.
Example 3. — y suauenni: ,, nepenpowyio, nosmopims we pas”’
Travel Agent: | Can | help you, sir?
Customer: 1'd like to book a flight to Rome, please.
Travel Agent: | And how do you want to pay? Check or credit card?
Customer: Credit card, please.
Travel Agent: | Can you give me the number?
Customer: 29678205777
Travel Agent: | Sorry?
Customer: 29678205777
Jlooamox 4.
Structure | Communicative | Examples of communicative formulae
of intentions
dialogue
Start Establishment  of | - Good morning, sir!
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communicative
contacts

- Good afternoon, madam! Welcome to
our hotel!

- Good evening, Mr. Smith! It’s so nice
to see you!

Request to satisfy

- May | have your name, please?

initial client’s |- Do you have a confirmed
demand reservation?

- Would you fill out this form, please?

- Can | help you?

- How can | help you?

- What can | do for you?
Creation of | - Please allow me to get to the door
favourable with you?
conditions of | - I would be happy to take care of that

communication

for you, Mr Smith!

- 1 would be glad to order a taxi for
you!

- Could I check it for you?

- Could you tell me when you are
coming?

Inquire of
additional detailed
information about

certain fact, subject
and etc.

- Mr. Smith, I see. Could you spell your
name, please?

- A single room for three nights, is that
right?

- You are leaving tonight, aren’t you?

- You didn’t reserve the table, did you?
- What particular excursion you mean?

Inquire of
information about
client’s idea

- Would you mind waiting one moment
while I get the key?

- Could you hold on, please while I
check the reservation for you?

- Does the room suit you?

about
concerning

Speaking
idea
received
information: an
agreement/a
disagreement,
sorrow (grief) etc.

- | understand why that would be

upsetting!
- | understand how you feel!
- | am sorry you have been

inconvenienced!

- | feel sorry, that it happens to you!

- | do feel sorry that you have missed
the train!

- | do apologize!

- Please, accept my sincere apology!

Finish

Gratitude, speaking
about idea
concerning given to

- Good buy! Thank you for staying with
us!
- Good buy! Please, come back again,
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the client service. you will always be welcome!

- Have you enjoyed your staying with
us?

- Looking forward to welcome you on
your next visit to the hotel!

- We hope you'll be our regular guest!

Jlooamox 5.

Sample of Resume

JOHN SMITH
123 Any Street
Any City, Any State 12345
e-mail: j[smith@anywhere.com

Objective

To obtain a position as a Distribution Manager that utilizes my 7 years
of distribution and logistics management experience, my experience
founding and managing a small business, and my bachelor’s degree in
business administration.

Professional
Summary

Experience with successfully managing all aspects of a large
distribution centre including implementing automated distribution
systems; selecting, managing and training staff; developing and
managing the departmental budget; establishing and monitoring
productivity goals; and leading cross-functional teams on key
projects. Have designed the layout, organization, processes, and
procedures for a distribution facility. Proven leadership skills gained
from managing a large distribution centre as well as founding and
managing a multi-million dollar business.

Experience

General Manager, Distribution
ABC Companies, Any City Any State, 1989-1999,

Developed operating budget for Distribution Centre based on
detailed forecasts and managed Distribution Centre to operate
effectively within the operating budget.

Reduced Distribution Centre expenses by more than $1.5 million, a
30% reduction, over a 2-year period white maintaining productivity
levels, service quality, and inventory accuracy.

Designed an employee productivity improvement incentive program
that resulted in a 28% increase in productivity.

Developed a seasonal staffing program that eliminated the need
for temporary labour resulting in a $500,000 savings.

Led cross-functional team integrating the distribution system with
a new database merchandising system.

Redesigned receiving and picking operations to incorporate an
automated system completing the project on time and under budget.

Responsible for residential construction projects for over 150 new
single-family homes.
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Managed the complete project including bidding, design,
scheduling, purchasing, subcontracting, and customer service.

Scheduled subcontractor activities and oversaw multiple
subcontractors to ensure construction projects were completed on
time and within budget.

Education Any University/Any City, Any State Bachelor of Arts, Business
Administration

Skills DMS, MS Office, Spreadsheet Software, ORACLE

Professional | World Class Logistics, CLM Annual Conference Supply Chain
Development | Management, CLM Annual Conference

Professional | Member, Council of Logistics Management
Affiliations

Jlooamox 6

Dear Sir,

Post of Assistant

I should be glad if you would consider how far my qualifications (set out on
the attached resume) meet your requirements.

It has been my ambition, ever since | was at school, to become a member of
a publishing firm, and, if successful in obtaining this post, 1 would do my best to
give loyal and enthusiastic service.

I could come for an interview at any time and | enclose a card, addressed to
myself in the hope that you will use it to tell me when | may come.

Yours faithfully,

Jlooamox 1.

Dear Dr. Sheldon:

Please consider me for the position of mathematics instructor in your high
school. I am not only well-grounded in mathematics and the liberal arts, but have
the skills to motivate students to learn.

The best teachers | have had were all knowledgeable of their subject matter
and capable of imparting their knowledge to students. They also loved teaching
profession. | am of the same mold. | challenge students to go beyond self-imposed
barriers to learning, and provide them with the encouragement and knowledge to
do so.

My teaching practicum showed me that mathematics is a dreaded subject for
many students. With my joy for teaching and ability to illuminate math concepts, |
will impart my enthusiasm and knowledge to your students. Mathematics class will
not be dreaded; it will be eagerly anticipated.

Thank you for your consideration.

Sincerely,
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Jlooamox 8.

Dear Sir,

It seemed as I read your advertisement in this morning's “Herald”, that it
must have been written for me and me alone! For my training, experience and
qualifications fit your requirements exactly.

You want a stenographer who has some experience in the publishing
business: all my experience — 9 years of it - has been with publishing firms.

You want a speedy, competent stenographer: | take 160 to 175 symbols a
minute, and | type 90 words neatly, without mistakes.

You want an intelligent, well-educated young woman, interested in books: I
am 30 years old, a graduate of Smith College, and so deeply interested in books
that | have never accepted a job that wasn’t in some way connected with them. [
am considered by those who know me to be alert, intelligent and well-informed.

I am sure the firms for which | have worked will tell you the personal side of
me. | refer you to:

- Mr. Ellis Bark, Brandt & Co., New York, publishers of medical books;

- Mr. James Board, City Publishing Company, New York.

I’ll be very pleased if you call me.

My telephone number is 343-7575.

Sincerely,

Jlooamox 9.
Sample of Letter of Recommendation

Dear Mrs. Woodson:

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

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

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

Yours truly,

Jlooamok 10.

Dear Sir,

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

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

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

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

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

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

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

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

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

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

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

Yours truly,

Jlooamox 11.
Sample of Customs Declaration
U.S. Customs and
Border Protection
CUSTOMS DECLARATION Form Approved
19 CFR 122.27, 148.12, 1498; 31 CFR 5316 JMB No. 1651-0009

Each arriving traveler or responsible family member must provide the following information
(only ONE written declaration per family is required). the term “family” is defined as
“members of a family residing in the same household who are related by blood, marriage,
domestic relationship, or adoption”.

1 | Family Name Middle
First (Given)
2 | Birth date Month Day Year

3 | Number of Family members travelling with you

4 | a) U.S. Street Address (hotel name / destination)
b) City
c) State

5 | Passport issued by (country)
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6 | Passport number

7 | Country of Residence

8 | Countries visited on this trip prior to U.S. arrival

9 | Airline / Flight No. or Vessel Name

10 | The primary purpose of this trip is business: Yes No
11 | I am (We are) bringing
(a) fruits, vegetables, plants, seeds, food, insects: Yes No
(b) meats, animals, animal / wildlife products: Yes No
(c) disease agents, cell cultures, snails: Yes No
(d) soil or have been on a farm / ranch / pasture: Yes No

12 | I have (We have) been in close proximity of livestock:
(such as touching or handling)
Yes No

13 | I am (We are) carrying currency or monetary instruments over
$10,000 U.S. or foreign equivalent: Yes No
(see definition of monetary instruments on reverse)

14 | 1 have (We have) commercial merchandise: (articles for sale,
samples used for soliciting orders, or goods that are not considered | Yes No
personal effects)

15 | RESIDENTS - the total value of all goods, including commercial
merchandise | / we have purchased or acquired abroad, (including for someone

else, but not items mailed to the U.S.) and am/ are bringing to the U.S. is: $
VISITORS - the total value of all articles that will remain in the U.S,,
including commercial merchandise is: $

Read the instructions on the back of this form. Space is provided to list all the items you must
declare.

I have read the important information on the reverse side of this form and have nade a
truthful declaration.

signature Date (month / day / year)

CBP Form 6059 B (04/14)

U.S. Customs and Border Protection Welcomes You to the United States

U.S. Customs and Border Protection is responsible for protecting the United States against the
illegal importation of prohibited items. CBP officers have the authority to question you and to
examine you and your personal property. If you are one of the travelers selected for an
examination, you will be treated is a courteous, professional, and dignified manner. CBP
Supervisors and Passenger Service Representatives are available to answer your questions.
Comment cards are available to compliment or provide feedback.

Important Information

U.S. Residents — Declare all articles that you have acquired abroad and are
bringing into the United States.

Visitors (Non-Residents) — | Declare the value of all articles that will remain in the United

States.

Declare all articles on this declaration form and show the value in U.S. dollars.
For gifts, please indicate the retail value.

Duty - CBP officers will determine duty. U.S. residents are normally
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entitled to a duty-free exemption of $800 on items
accompanying them. Visitors (non-residents) are normally
entitled to an exemption of $100. Duty will be assessed at the
current rate on the first $1,000 above the exemption.

Agricultural and Wildlife | To prevent the entry of dangerous agricultural pests and
Products - prohibited wildlife, the following are restricted: Fruits,
vegetables, plants, plant products, soil, meat, meat products,
birds, snails and other live animals or animal products. Failure
to declare such items to a Customs and Border Protection
Officer / Customs and Border Protection Agriculture Specialist
/ Fish and Wildlife Inspector can result in penalties and the
items may be subject to seizure.

Controlled substances, obscene articles, and toxic substances are generally prohibited
entry.

The transportation of currency or monetary instruments, regardless of the amount, is legal.
However, if you bring in to or take out of the United States more than $10,000 (U.S. or
foreign equivalemt, or in combination of both), you are required by law to file a report on
FinCEN 105 (formerly Customs Form 4790) with U.S. Customs and Border Protection.
Monetary instruments include coin, currency, travelers checks and bearer instruments such as
personal or cashiers checks and bonds. If you have someone elsecarry the currency or
monetary instruments for you, you must also file a report on FInCEN 105. Failure to file the
required report or failure to report the total amount that you are carrying may lead to the
seizure of all the currency or monetary instruments, and may subject you to civil penalties and
/ or criminal prosecution. SIGN ON THE OPPOSITE SIDE OF THIS FORM AFTER YOU
HAVE READ THE IMPORTANT INFORMATION ABOVE AND MADE A TRUTHFUL
DECLARATION.

Description of Articles Value CBP
(list may continue on another CBP Form 6059B) Use Only

Jlooamox 12.

Sample of Hotel Reservation Form

RESERVATION FORM
March 29, 2004 — April 2, 2004

International Practical and Scientific Conference

Arrival Date | Time

Departure Date

Name(s)

Firm or Organization

Street

City

State

Please check accommodations desired:
Single $
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Twin $
Suite $

(rates do not include 8% hotel tax)

Jlooamox 13.
9, Henry Barbuss str.
Kyiv, Ukraine 03015
Slavonic University
215 September 2005
Whiteleaf Ltd.
9225 Apple Drive
Midwest City, OK
73130 the USA
Jlooamox 14.

Kuiecokuit incmumym ,,CnoseancoKuil ynigepcumem”
Kyiv institute “Slavonic university”

Vipaina, 03150 Kuis, eyn. Aupi 9, H. Barbuss str, Kyiv, 03150, Ukraine
bapoioca, 9

Tel.: (044) 268-63-83 Fax: (044) 269- E-mail: ksu@ukrpack.net

29-50

23 April 1999
Bengt Dalvist

Box 823

S-201 18 Halmstad
Sweden

Jlooamox 15.

Ms. Dorothy Adams
Department of Mathematics
Baptist University
Oklahoma city, OK 53202

Dear Ms Adams
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We have received your letter of ...

We thank you for your letter of ...

We are pleased to inform you that ...

It was a great pleasure to receive your letter of ...
We learned from your letter that ...

Jlooamox 16.

Jlooamox 17.
Your early reply will be appreciated.
We are looking forward to hearing from you.
Please, inform us in the shortest possible time.
We expect to hear from you in the near future.
Jlooamox 18.
Name & Address Salutation Complimentary close
Southern Airways Ltd. Dear Sir Yours faithfully
250 Oxford Street (Yours truly)
London WI 7TM
The Marketing Manager Dear Sirs Yours faithfully
Software Ltd. (Yours truly)
Richmond
Surrey SFY 3DF
Ms J.Faulkner Dear Ms Yours sincerely
British Films Ltd. Faulkner
3 Wardour Street
London WI 5JN

About envelopes

Jlooamox 19

Information about peculiarities of correspondence always indicates in the right

top corner:

Air mail/AIR MAIL

By hand

EXxpress

Please forward

Registered

To be called for
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Urgent

Private

Private and Confidential
Confidential

Strictly Confidential

Jlooamox 20.
Sample of Business Letter
Anpec | ELSEVIER SCIENCE
a Log-In Department
Bianpa | Sara Burgerhartstraat 25
Buuka | 1055 KV Amsterdam
The Netherlands
Tel. (+31) 30-885-3900
Fax: (+ 31) 62-293-5754
e-mail: elsevier.science@edu.qq
Anpec | Dr. AA.Fedin
a Kharkiv Ins.of Phsycics & Phone: (572) 53-62-03
orpum | Tech. Fax: (572) 53-38-58
yBaua | National Science Centre e-mail:
Akademichna Str. 1 fedin@kipt.kharkiv.ua
61108 Kharkiv
Ukraine
Hara | Amsterdam, 30 November, 2005
Tema | Subject: Phrase stability in alloys under irradiation
To be published in: Journal of Nuclear Materials
[Tocun Our ref.: NUMA
aHHS 40488
3Bepra Dear Dr. Fedin,
HHA
Texcr We have just received your above-mentioned article for
mucta | publication. On behalf of Elsevier Science | would like to take
this opportunity to thank you for choosing our journal as your
publishing medium.

From the details supplied by the journal editor, we have
logged your address and, if available, your e-mail, phone and
fax number. Please check that the details are correct and
complete so we can contact you quickly if necessary.

Enclosed you will find a copyright transfer and offprint
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dopm
yIa
BBIWJIHA
BOCT1

biok
1IN

cy

P.S.

order form.

If any questions or problems arise, please do not hesitate
to contact us by telephone, fax or e-mail.
Yours sincerely,

Elsevier science

A.D.Briffin
Administrator
P.S. Information on the status of your paper can be obtained at

www.elsevier.nl/oasis. You need to fill your surname and our

reference number as given above, right-hand-side

SCHOOL OF ENGINEERING & APPLIED SCIENCE

DEPARTMENT OF MATERIAL SCIENCE AND ENGINEERING

Anpeca | University if Virginia
Biampa | Thornton Hall
BHuka | Charlottesville, VA 22903-2442
Tel. 804-982-5641
Fax: 804-982-5660
Anpeca | Dr. A.S.Krasnov
orpumy | Kharkiv Ins.of Phsycics & Phone: (572) 44-12-84
Baya Tech. Fax: (572) 56-11-56
National Science Centre e-mail:
Akademichna Str. 1 krasnov@kipt.kharkiv.ua
61108 Kharkiv
Ukraine
JlaTta September 20, 2005
3BepTa Dear Dr. Krasnov,
HHA
Texcr | made several attempts to contact you, via telephone
mucra | and e-mail, about your copyright form for each of the

attached manuscripts. The deadline is approaching and we
do not have sufficient time to collect your forms. | have gone
ahead and signed your form so that your manuscripts may
be included in the PTM94 Proceedings. Otherwise, we we
would have had to withdraw papers.
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Please sign and return the attached copyright forms as
soon as possible so that we have may a copy on file with
your original signature.

Thank you for your prompt attention.

dopwmy | Sincerely yours,
JJa
BBIWIH
BOCTI
bnok
migmuc | Nelly Wanty (Mrs)
y p.p. William C.Johnson

Professor

Jlooamox 22.

Anpec | “MORE” PUBLISHING HOUSE
a Pushkin Str. 133
Bianpa | 61057 Kharkiv
suuka | Ukraine

Tel. 8 (0572) 499-606, 8 (0572) 499-513

Fax: 8 (0572) 499-513

e-mail: more@online.kharkiv.ua
Anpec | Modern Language Division
a Directorate General 4
orpum | Council of Europe
yBaua | S 67075 Strasbourg

France

Tel/fax: (33 388) 412-706-81

e-mail: decs-lang@soe.int
JHlata | 16 November, 2005
3Bepra Dear Colleagues,
HHA
Texcr In reply to the request of your Ukrainian coordinator Kovalenko
mucta | O.Ya. we inform you that we have quoted the prices for publishing of the

following items:

Name Quantity | Price (UA | Price (US $)
Hrn)

1. Information | 5 000 1350 250

Pack

2. Leaflet 5000 1750 320

3. Folder 5000 13 250 2 400
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bank account.

us by telephone, fax or e-mail.

dopm | Sincerely yours,
yIa
BBIWIN
BOCTI

bnox
nignu | “More” Publishing House
cy Alexander V. Artyiomov
Director

We guarantee you that we will send the printed production to your
Ukrainian coordinator within a month after the money transfer to our

We are sure that you know the current situation on the publishing
market, so you should agree that our prices are reasonable.

We look forward to further cooperation.

If any questions or problems arise, please do not hesitate to contact

Jlooamox 23.

UNIVERSITY OF BERLIN

Faculty of Mathematics and Physical Sciences
Department of Physics

Solid State Physics Laboratory

Prof. dr. H.W. den Hoffmann
Nijenborg 4

9747 AG Berlin

Phone: +35-50-36-34-789

Telefax: + 35-50-36-34-825

e-mail: h.w.denhoffmann@phyc.rug.de
Dr. N.A. Stupkov

Institute of Nuclear Physics

Kyiv 01702

Ukraine

Date: 10 January, 2005

Subject: invitation

Dear Dr. Stupkov,

| would like to invite you to come to our Institute as a guest-researcher for a
period of two months, starting at March 1%t 2005. We will cover your travel
expenses and expenses for duration of your stay in Germany, including your
medical insurance. As we have discussed | am inviting you to come to Berlin on
order to collaborate with us on a research project “Investigation of radiation
Damage in Rock Materials” subsidized/financed by the NATO Science Program.

Our
HdH/1001200/1

reference:
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| look forward to your visit.
Yours sincerely,

Prof. Dr. H. W. den Hoffmann

Jlooamox 24.

Sample of Inquiry

Pet Product Ltd.
180 London Road
Exeter EX4 4 JY
England
25" February, 2004

Dear sirs,

We read your advertising in the “Pet Magazine” of 25" December. We are
interested in buying your equipment for producing pet food. Would you kindly send
us more about this equipment:

e price (please quote CIF Odessa price);

e dates of delivery;

e terms of payment;

e Quarantees;

e if the price include the cost of equipment installation and our staff training.

Our company specializes in distributing pet products in Ukraine. We have
more than 50 dealers and representatives in different regions and would like to
start producing pet food in Ukraine. If your equipment meets our requirements,
and we receive a favourable offer, we will be able to place a large order for your
equipment.

Your early reply would be appreciated.

Yours faithfully,

(signature)
V.Smurov
Export-Import Manager

Jlooamox 25.

Samples of Inquiries. All letters are given in the short form:

Dear Sirs,

Portable Notebooks

Following my conversation with the representative in your London
showroom, | should be glad if you would send me your new catalogue of portable
notebooks. If you can guarantee prompt delivery and can quote really competitive

160



prices we may be able to place an order. First class references will be supplied
with the order.
Yours faithfully,

Jlooamox 26.

Dear Sirs,

We have an inquiry for wristwatches in stainless steel case with luminous
dial and unbreakable glass. Please, send us an offer quoting your best terms and
discount for cash payment. We should be grateful for an early reply.

Yours faithfully,

Jlooamox 27.

Dear Sirs,

| have heard from your representative, Mr. Wolf that you are producing for
export jackets in pure leather. There is a constant demand in Austria for high-class
goods of this type. Sales are not high, but a good price can be obtained for
fashionable design.

Will you please send us your catalogue and a pricelist with terms of
payment? If it is possible, please send us also several samples of leather used in
your jackets.

We look forward to your reply.

Yours faithfully,

Jlooamox 28.

Dear Sirs,

We want to show your book “The Great General” in a special window
display and should be glad if you would send us 6 showcards, 2 or 3 framed
photographs and a large dummy as a centrepiece. If you have any other suitable
material that you can supply we shall be most grateful.

We hope that the display will considerably assist the sale of the book. Up to
to-day we have sold over 300 copies.

Yours faithfully,
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Jlooamox 29.

Sample of Offer

Mr Fred North
Purchasing Manager
Broadway Autos

11" November, 2004

Dear Mr North,

Thank you for your inquiry. We are of course very familiar with your range
of vehicles and are pleased to inform you that we have a new line in batteries that
fit you specification exactly.

The most suitable of our products for your requirements is the Artemis 66A
Plus. This product combines economy, high power output and quick charging time
and is available now from stock.

| enclose a detailed quotation with prices, specifications and delivery terms.
As you will see from this, our prices are very competitive. | have arranged for our
agent Mr Martin to five of these batteries to you next week, so that can carry out
the laboratory tests. Our own laboratory reports, enclosed with this letter, show
that our new Artemis 66A Plus performs as well as any of our competitor’s product
and, in some respects, outperforms them.

If you would like the further information, please telephone or telex me: my
extension number is 776. Or you may prefer to contact Mr John Martin: his
telephone number is 01 77 99 02.

| look forward to hearing from you.

Yours faithfully,
(signature)
Fred Stock

Jlooamox 30.

Dear Sir,

In reply to your request for our Catalogue # 135 we enclose a copy herewith,
and we hope you may find it useful. You will find an order form inside to assist you
in choosing the items you may require.

Yours faithfully,

Read the British sample of the letter-offer
Jlooamox 31.

Dear Mr. Shoe,

Your inquiry about our “Midget” Portable notebook has been referred to me
and | remember very well the talk |1 had with you when you visited our London
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showroom. It may interest you to know that we have had several hundred inquiries
as a result of our exhibit.

It gives me great pleasure to send you our catalogue, which contains all
technical details about the model you inspected. You will find that the prices vary
slightly according to the finish you prefer; the most popular color seems to be the
elephant-gray. We are convinced that at these prices our notebooks are the best
value in the market.

Owing to the very large orders we have taken at the exhibition we regret that
we cannot promise delivery under four weeks and even then only if your order is
received in the very near future. | hope we may hear from you within the next few
days.

Yours sincerely,

Jlooamox 32.
Dear Sirs,
We thank you for your inquiry of October 12" for your interest in our
products.

A copy of our illustrated export catalogue will be sent to you today, together
with a range of samples of the various skins used in the manufacturing of our
jackets. We think that the beauty and elegance of our designs coupled with the
superb quality should appeal to the discriminating buyer.

Our representative, Mr. Wolf, will be in your city next week and he will be
pleased to call on you and to tell you about our firm and products. He is also
authorised to discuss the terms of an order with you or to negotiate a contract.

It will be a pleasure to serve you.

Yours faithfully,

Jlooamox 33.

Dear Sirs,

Thank you for your letter.

We shall be only too pleased to supply you with display material of our book
“The Great General”. We have instructed our advertising department to despatch
immediately 12 show-cards, 6 posters, 3 photographs and 1 life-size portrait of
General MacAndrew; we have asked them to add 12 wrappers which, we think, you
will find very effective. We are very sorry that we cannot send you a large dummy
but we have not made one of this title.

We should appreciate it very much if you could send us a photograph of your
window and hope that your display will be very successful.

Yours faithfully,
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Jlooamox 34

Sample of the letter-offer written by Americans as an Answering on Inquiry

WILLIAM WOODWARD & COMPANY

Washington D.C.

Dear Mrs. Walsh,

It really was good of you to write such a charming letter to us asking for our
catalog.

In a few days your mail man will bring you one of the most artistic
photographs of the Capitol you've ever seen. Although it is the cover of our
Christmas Catalog, it is so striking that we couldn't bring ourselves to mar it with
any title or captions. Lots of people will want to frame that picture.

And striking is the word for the gallery of splendid Christmas gift items
inside the catalog ... gift items and smart new shoes, hose, socks and handbags
you’ll want for yourself.

Enjoy the catalog. It is designed for your pleasure. Enjoy the ease of making
your selection in any of Woodward’s eight stores. Enjoy the extra convenience of
saying, “Charge it please”.

Cordially yours,

William Woodward,
President

Jlooamox 35.

Sample of Covering Letter

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
215t March, 2004
Dear Sirs,
Our Order for Silk Shirts
In response to your letter of 17" March, we thank you for sending us your
catalogues of men’s silk shirts. We are sure there will be a great demand for them
in Ukraine.
We are enclosing our order No.144, and would ask you to return its
duplicate to us, duly sighed, as an acknowledgement.
Yours faithfully,
(signature)
Vladymyr Smurov
Export-Import Manager
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Jlooamox 36.

Sample of Order

ORDER No.144
(please refer to this number
on all correspondence)
Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
215 March, 2004
Please
Supply 400 men’s silk shirts in the colours and sizes (collar) specified below:

Size Colour Quantity
14 white 70
14 blue 30
15 white 70
15 blue 30
16 white 70
16 blue 30
17 white 70
17 blue 30
Price: $ 10.53 each (total - $ 4212)
Delivery: air freight, CIF Kyiv
Payment: by letter of credit

Packing: standard

p.p. Chief Buyer
(signature)
Vysteria Ltd.
Please send us the copy of this order, duly signed, as an acknowledgement.

Jlooamok 37.

Order # 436

Please supply:

50 copies “The Great General” at a price of £15 less 5%.
Delivery: prompt, carrier.

WILLIAM HUGH LTD.
A.S. Wills
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Jlooamox 38.

Order # 162

Please send us by rail:

6 “Midget” Notebooks - $180 — in Elephant-gray as offered.
References:

Central Bank Ltd. Burfield

J. Campbell & Son, Liverpool

Usual Terms

Jlooamox 39.

SHAUM & ROBIN LTD.
16" Oct., 1997

Order # 6235

Please supply the under mentioned goods:
12 coats “Fora’.............. 316 cl4

24 coats “Riva’.............. 318 cl?

12 coats “Azra’.............. 319 c60

36 coats “Nika’............. 317 ¢30

Delivery: Feb/Mar 1998
Invoice: in triplicate
The above order # must be quoted on the invoices and correspondence

Jlooamox 40.

Sample of Covering Letter

enclose our order. We would stress that this is a trial order and if we are satisfied
with your shipment you can expect regular repeat orders.

our shipping instructions are carefully observed.

London and Trusso & Co, Geneva.

Gentlemen:
We thank you for letter of November 4%,
We have studied your catalogue and have chosen 3 models for which we

To avoid difficulties with the customs authorities here, please make sure that
For our credit status we refer you to the Transatlantic Bank, Old Bond St.,
Yours truly,

Encl.

Philadelphia

12 Nov., 1997
Order # EC/1644
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To be quoted on all documents.

Please ship by next boat via Southampton and Lisbon:
75 Model TD/24 - £40.80 - less 5%

50 Model NC/6 - £60.20 - less 5%

108 Model LR/14 - £30.30 — less 5%

f.0.b British Port

Invoice in quadruplicate

Jlooamox 41.

Sample of Acknowledgement of Order (Jooamox 24)

Vysteria Ltd.
P.O.Box 82
Kyiv 33000
Ukraine
28™ March, 2004
Ref. Order #144 of 215 March, 2004

Dear Sirs,

Thank you for your letter of 21t March, 2004. We are pleased to
acknowledge your order for 400 men’s silk shirts and enclose the copy of it, duly
signed, as requested.

Delivery will be made immediately on opening a letter of credit with our
bank for the amount of $ 4212.

We hope our shirts will be in great demand in Ukraine and you will be able
to place large orders with us in the future.

Yours faithfully,
(signature)
Alfred Smith
Sales Manager

Jlooamox 42.

Sample of Acknowledgement to a new client

Dear Sirs,

We want to tell you how pleased we were with your order because it
represents our first dealing with you. We have always felt that our high quality
merchandise should have a ready sale in a fashionable shop like yours.

It is our hope that this first transaction will be the beginning of long and
happy relations; you can be sure that we will do our best to satisfy you.

Yours faithfully,
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Jlooamox 43.

Sample of Acknowledgement to a permanent client

Dear Mr. Perterson,

We were pleased to get such a good order from you after a lapse of time,
which had been much too long for our liking.

The goods will be dispatched next week and we hope that to-day's order will
be followed by many more.

We have always appreciated our friendly relations with your firm and shall
do our best to maintain them.

Yours truly,

Jlooamox 44,

American samples of Acknowledgement

How do you do, Mr. Ronson,

“Thank you for your “First Time” order. Now that we’ve got started we are
sure you will find that our aim Is to PLEASE YOU ... ALWAYS! You will always
get the kind of service and treatment that folks like. We sure would like to have you
become a REGULAR CUSTOMER ... and call upon us often.

We are always on the job to please you! We don’t merely “deliver the
goods” and forget you ... but want to take care of your every office need ... for
continued satisfaction always YOUR BUSINESS IS INVITED.

Jlooamox 45.

Dear Mr. Storms:

When a friend helps us on with a coat, we smile and say “Thank you”. If we
drop something and someone picks it up for us, we practically burst with gratitude.

Strange? Not at all. But it is strange that when we get into business, we take
so many things for granted that we forget to say “Thank you”. Take old customers
like you, for instance.

You did something pretty important for us - important because we think so
much of your business that it gives us a great deal of pleasure to see it grow.

| just wanted to write to you personally, telling you haw much we appreciate
your order, and saying “Thank you” for your confidence in us.

Very truly yours,

Jlooamox 46.

Sample of Acknowledgement as alternative of ordered product

Dear Sirs, ‘
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Thank you for your order of 20t February. Unfortunately 7390/6 is out of
stock at present and will not be available again before the end of April. We can,
however, offer the slightly better, very similar model 7395/4 at a price of $19
instead, which is in stock and is perhaps even more suitable. Please let us know
whether we may send it with model 1260/3, which we have reserved, for you.

Look forward to your reply.

Yours faithfully,

Jlooamox 47.

Dear Sirs,

We acknowledge with thanks your order Ne6235.

We regret, however, that we cannot book the order at the prices we quoted 6
weeks ago. As you know, wages and materials have risen substantially in the
meantime and we were reluctantly compelled to adjust our prices in order to cover
at least part of this increase.

The lowest prices we can quote today are as follows:

“Fora” - $17 ¢ 12

“Riva” - $18 ¢ 19

“Azra” - $21 c 14

“Nika” - $18 ¢ 13

We do not want to influence you, but we think it only fair to mention that we
shall have to increase these prices substantially again when our old stock of
material is used up.

Please inform us whether we may book your order at these prices; we
should then be able to give you delivery in Feb./March as required.

Yours faithfully,

Jlooamox 48.

Dear Sirs,

Your letter of 16" September arrived today and we thank you for your order
for 5000 sets “Chip”.

Before we send you our official confirmation we must tell you that we cannot
agree to your request for a special discount of 3%; as we said in our letter of 13"
September we possibly go beyond 2%. Our calculation is so fine and our profit is
so small that it is impossible for us to make any further concession.

If you take into account that we allow you a cash discount of 2, 5% for
payment within 30 days you will, we hope agree to the 2% we have offered. May
we ask you to confirm this, because we can only guarantee prompt delivery if we
can start on the order at once?

We want to assure you again that we shall give your order our most careful
attention.
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Yours faithfully, ‘

Jlooamox 49.

Sample of Refusal Letter

Dear Mr. Walker,

We appreciate your interest in establishing an open account at our
company. We know that your firm has earned an excellent reputation in the
business community.

As you know, interest rates have been rising sharply this past year, while
sales have declined. With current negative economic climate we think that an open
account would not be appropriate at this time.

We will be happy to have you renew your request around the first of next
year, when the economic climate is expected to improve. In the meantime, we will
be happy to continue our present cash relationship, with a 2% discount for
payment made in ten days.

Sincerely,

Jlooamox 50.

Sample of Promissory Note

On March, 1 2000 I, Tim Cox, borrowed 100 USD from you, Olga
Golovneva, which | promise to pay back on or before 20 March 2000.
Signatures

Tim Cox Olga Golovneva Chris Allen
(borrower) (lender) (witness)

Jlooamox 51.

Sample of Letter of Complaint on the Letter-Order

Men’s Clothes Dealers Ltd.
138 South Road

Sheffield S20 4HL

England

18™ April, 2004

Ref.: Our Order #144 of 215t March, 2004

Dear Sirs,

Thank you for your delivery of men’s silk shirts we discovered some
manufacturing defects:

- there are oil stains on 12 shirts;

- the colour of buttons of 5 shirts does not match the colour of these shirts;
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- one shirt is in a different style.
We are returning defecting shirts by separate mail, carriage forward, and
would ask you to replace them by shirts in the colours and sizes specified below:

Size Colour Quantity
15 white 9
17 white 1
14 blue 6
16 blue 3

We would appreciate a prompt reply
Yours faithfully,

(signature)
Vladymyr Smurov
Export-Import Manager

Jlooamox 52.

Sample of Answer on the Letter of Complaint

Vysteria Ltd.

P.O.Box 82

Kyiv 33000

Ukraine

215 April, 2004

Ref.: Our Order #144 of 215t March, 2004

Dear Sirs,

Your letter of 18™ April, 2004, was duly noted. The shirts you returned us are
indeed defective. We have to admit that these defects were overlooked by our
controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air; carriage
paid, and would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact us in the shortest
possible time.

Yours faithfully,

(signature)
Jack Brown
Claims Department

Jlooamox 53.

Dear Sirs, ‘
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Your invoice and two parcels, supposed fo contain 50 copies of “The Great
General” arrived today. On opening the parcels we found that one contained 25
copies of “Little Women” and the other 40 copies of “Cooking without Fat”.

We have, as you know, given “The Great General” a special display in our
front window and need the copies urgently as we have only a few left.

This is the first time in all our dealings with you that any mistake has
occurred and we hope you will do your utmost to remedy it. Will you please
therefore on receipt of this letter dispatch the correct copies Express and make
sure that they reach us to-morrow afternoon.

Yours faithfully,

Jlooamox 54

Dear Sirs,

Our order Ne 6235

Your consignment arrived today and has been found correct with the
exception of “Azra” of which 12 were ordered while the case contained only 6.

Please examine the matter and send the missing 6 coats by Air Freight as we
can accept them only if they arrive before the end of the month.

Yours faithfully,

Jlooamox 55.

Settlement

Dear Sirs,

We were really distressed when we received your letter and learned that
your parcels had been mixed up with two others. We have made the most searching
inquiries but the only explanation we could find was that the labels had been
confused. How this error failed to be found out by our checking system is beyond
our understanding.

We hasten to offer our sincere apologies for this mistake which is all the
more unfortunate as we were so pleased that you had given “The Great General”
such splendid publicity.

It goes without saying that 50 copies were on their way to Kings Cross
within 15 minutes of receipt of your letter, and we hope that they will reach you in
time.

To compensate you to a certain extent for the trouble we have caused you we
are sending you a specially bound copy, signed by the author, which may remind
you of this incident which has, we trust, been happily concluded.

Yours faithfully,
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Jlooamox 56.

Dear Sirs,

Your order Ne 6235

Your letter of 13" March has crossed ours of 12" March in which we
informed you that the mistake in our consignment had been noticed and that the 6
coats had been dispatched by Air Freight free of charge.

We apologize once more for this most regrettable mistake and have taken
measures to prevent a recurrence of similar errors in future.

Yours faithfully,

Jlooamox 57.

Dear Sirs,

. the lamp was sold me by a highly inefficient salesman in your lamp
department, who is known, for obscure reasons, as Salesman Number One. If it is
impossible to send me the base of my lamp, perhaps you could ship me Salesman
Number One. That ought to help the lamp department a lot, and he would make a
better lamp-base than a salesman.

Yours faithfully,

Jlooamox 58.

Sample of Answering

Dear Mr. Black:

Having examined Salesman Number One from all angles we feel rather
reluctantly that he wouldn’t make a good lamp-base.

We are sending you another lamp-base. If the original one arrives, we’d
appreciate having it returned to us. We might have to use it, at a pinch, as a
salesman.

Yours faithfully,

Candy

Jlooamox 59

Sample of Reminder

Carsons Inc.
Bay Avenue
San Francisco
July 23, 2004
Dear Mr. Carsons:
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Accordingly to our records payment of our invoice No. 35823, sent to you in
April, has not yet been made.

As specified on all our estimates and invoices our terms of business are 30
days net. Your invoice has now been outstanding for 90 days. In the case of
unsettled debt of this duration it is our company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please send
us a check by return? In case you have lost or mislaid the original I am enclosing
a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,
(signature)
Pierre Lacoste
Credit Controller

Jlooamox 60

Dear Sirs,

May we remind you that our January statement amounting to $400 is
overdue?

We should be grateful to receive your cheque at your early convenience.

Yours faithfully,

Jlooamox 61.

Dear Sirs,

We refer to our letter of 15" April in which we drew your attention to the
overdue balance of our January statement of $400.

We must assume that this account has escaped your attention and we should
be glad if you would look into the matter without delay.

Yours faithfully,

Jlooamox 62.

Dear Sirs,

We have rendered our statement for your January account three times and
have asked you for settlement of the overdue amount of $400 in our letters of 15®
and 29" April. We are surprised that we have not even had a reply to our letters.

No item of the account is in dispute we must now insist on an immediate
settlement.

Please note that we shall have to hand this matter to our solicitors if your
cheque is not received by the 20" May.

We need not tell you how much we should regret such a step after the long
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and friendly connection with your firm and we hope that you will help us to avoid
it by giving this matter your immediate attention.
Yours faithfully,

Jlooamoxk 63.

Gentlemen,

You know how hard it is to ask for money and say just enough to get it
without offending.

Your check may be on its way. If not we know you will send it immediately.
In either case, thank you.

Yours very truly,

Jlooamox 64.

THE NATIONAL RESEARCH BUREAU
CHICAGO 10

Dear Mr. Willis,

Here is a list of the seven most expressive words in the English language,
according to Dr. Wilfred Funk, lexicographer and dictionary publisher:

1. The most reverent is “‘mother”.

2. The most beautiful is “love”.

3. The most tragic is “death”.

4. The warmest word is “‘friendship”.

5. The coldest is “no”.

6. The most bitter is “alone”.

And the 7" and saddest word is “forgotten” - that is where we come in, for
apparently you have sadly “forgotten” all about us, as you have apparently
forgotten to pay your overdue account. You probably put the statement on one side
intending to pay it promptly, and then have forgotten all about it.

Won't you please let us have your check by return mail?

Most sincerely yours,

R. Ward

Credit Manager
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I'JIOCAPIN

A

absorb NOSIUHAMU,

accept nputimamu;

accept a claim APUUMAmMU NpemeH3ito;
access docmyn

accomplish BUKOHYBAMU,
accordance 8I0N0GIOHICMb,

in accordance with 32I0HO 3;

accordingly 8IONOBIOHO;

according to 32i0H0 00;

according to your request
according to the circumstances

1) 3eiono eawoco npoxaumus, 2)
3ANIEAHCHO BIO;

3QeIAHCHO 810 0OCMABUH,

account

checking account
accountancy (accounting)
accountant

accounts

accounts receivable (payable)
chief accountant

current account

customer accounting

1) ¢inancosuii 36im; 2) paxymok; 3)
3anuc ¢inancosoi onepayii,
YeKOo8Ull paxyHox,
oyxeanmepcoKull
OyxeanmepcoKutl 36im;

1) excnepm 3 awuanizy 6auKis

00K,

i

Qinancosoi 36IMHOCMI; 2)
Keanigpixoganuii  oyxearmep,  3)
pesizop;

1) paxyuku, 2) 3simuicmo, 3) 0i106i
KHU2U;

keep an account 1) DAXYHKU Ooebimopis, 2)
on account NPOCHO308AHI HAOXOONCEHHSL,
open account 201108HULL Oyxeanmep,
savings account NOMOYHUI PAXYHOK;
take into account PO3PAXYHOK 3 KNIEHMOM,
total accounts gecmu paxyHok,
30 PaAXyHOK;
BIOKpUMULL PAXYHOK,
PAXYHOK i3 BCMAHOBIEHUM
NPOYEHMOoM;
bpamu 00 ysazu, 8paxosysamu;
CYMY8aAmu paxyHKu,
accustom npusyamu,
be accustomed to 36UKHYMU 00
acknowledge niomeepoicysami,

we acknowledge (the) receipt of
your letter

1) mu niomeepodcyemo ompumaHHsl
sauiozo ucma, 2) np3uasamu,
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acquire
acquire a majority stake

1)  nabysamu,
oocseamu,
ooepacamu  KOHMPOJIbHUU
aKyit KOMNAauii,

3000yeamu,;  2)

nakem

adjustment Pe2YNI0BAHHS, Y3200MHCEH S,
administrator YIPABIAYUll, AOMIHICMpPamop;
adopt 1) nputimamu, 2) 3aceorseamu,

adopt methods BNPOBADINCYBAMU MEMOOU;

advance 1) nmpocysanus enepeo; 2) ycnix,

advance in price

noninuwienHs, npoepec, 3) nosuxa, 4)
niOBUWEHHs, 3POCMAaHHA  (Yin), )
npocysanus — (no  cwyoucoi);  6)

in advance BUNEPEONCEHHS,
1) niosuwenns 6 yiui; 2) asauc,
1) 3apanus, nonepeonvo, 2) niamumu
asamcom; 3) 0asamu no3uUKy,
advantage nepesaea, 8u200a;

absolute advantage
comparative advantage

abconromua nepesaea,
8i0HOCHA nepesaaa,

advertise
advertisement, advertising
chainwide advertising

pexnamysamu,
pekiama,

peKiama, wo po3noscroONCYEMbCsl No
ecitl cimyi (Mazazumis);

advice

1) nopaoa; 2) nogioomnenns,

piece of advice nopaoa;

advice of sale 1) nogidomnenns npo npoodadxc;, 2)

advise nopaoa;

advisory 1) nogioomnsamu; 2) paoumu,
KOHCYIbIAMUBHULL,

agency 1) aecenmcmeo; 2) nocepednuymaeo,

agenda HOPAOOK OeHHULL,

be on the agenda Oymu Ha nopsaoky OeHHoMy (300pis,
Hapaou),

agent azenm,

average agent asapiunul Komicap,

shipping (forwarding) agent eKcneoumop,

agree n02002CY8AMUCH,

agree (up) upon 00OMOBUMUCH NPO;

agreed 00MO8IeHUll, }3200H4CEHUl,

agreement 1) oOomoenenicms, 2) 0o2o8ip, 3)

conclude an agreement
gentlemen’s agreement
verbal agreement

yeooa;

yraaoamu Y200y,
0OICEHMIbMEHCHKA Y200a,
YCHa y200a,
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alliance C0103
allocate 1) posmiwyamu, posnoodinamu; 2)
allocation acuenysamu,

allocation of costs

1) posmiwenns, 2) po3nooin,
PO3NOOLNL NPAMUX BUMPATI,

allowance
make an allowance

3HUJICKA,
Haoasamu SHUJNICKY,

alter [oltor]

1) 3mintosamu; 2) nepepobaiosamu;
3) minamu,

amendment BUNPABIICHHSL,

amortization 1) amopmuzayis, 2) cnucaumsi,
amortize cnucysamu,

amount cyma,

to the amount of Ha cymy;

amount due HanedcHa cyma;

amount in cash

up to he amount
amount of balance
amount of loss

cyma 20mieKoro,

8 MexHCax Cymu;
3AIUUWOK HA PAXYHKY,
cyma 30umkie,

annual WOPIYHULL, PIYHULL

annual report WopiuHUIL 36iM;

anticipate ouikysamu, nepedbavamu,

anxious 1) 3anenoxoenuii; 2) mpugoscnuti, 3)
be anxious (to be eager, to be | wo npacne (0o uococs);

keen) yexamu 3 HemepninHsM,

anxious for success

XBUNIOBAMUCS, NPACHY MU,
MO, Xmo npazHe Ycnixy,

applicants npemeHOeHm;
apply 1) 36epmamucs; 2) cmocysamucsi; 3)
apply for a corporate charter BUKOPUCMOBYBAMU,

apply for a patent
apply for a visa

nooagamu 3as6y HA KOpNopamueHuu
nameum,

nooamu 3as8y Ha NameHm,
3anpocumu 613y,

appoint

appointment

have (have got) an appointment
with smb

NpUHaAYamu;
1) oinosa 3ycmpiu; 2) npuznavenns,
mamu 0ino8y 3ycmpiu 3 KUMOCY;,

appreciate 1) po3ymimu YIHHICMb, 2)
appreciate smb’s kindness oyloHisamu,
OYiHI0BaAMU YUIOCL 00OPOMY,
arbitration apbimpaoic, mpemenucbKuil cyo
(m.Cmoxeonvm),
assess oyiHO8amu
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assets (assets and liabilities)

personal assets
reserve assets

1) sxicme, yinnuil 6necok, 2) KOdCHA
oKxpema cmammsi (onucy,
iHgenmapro),; 3) 10p. mauno, 4) po3M.
marino, 5) din. assets and liabilities
akmus(u) i nacue(u),; asyap,
NPUBAMHA GNIACHICMb;

pe3epeHi akmusu,

assure 3aNesHI8amu;

attempt cnpoba, 3amax;

attract npugabaroeamu, 4apyeamu,

attract customers 3aay4amu noKynyie,

authority 1) enaoa; 2) nosnosadicenns, 3)

have a final authority

asmopumem, 4) doxa3s, niocmaea;
Mamu 8upiuiaIbHe Cl08O;

average
general average
particular average

1) cepeoune uucno, cepeOns genuuuna;
2) asapis;

3a2anvHa asapis,

yacmKo8a asapis;

axle 8aJ, 8icb

B

backbone 0CHO8A

background Ppobouull 00c8io

balance 1) pienosaca;, 2) 6anancysamu,

balance of payment deficit
balance of payment surplus
balance of payments
balance of trade

balance sheet

balance sheet account

be in balance

keep the balance

VPIBHOBaANCY8AMU

Odeiyum niamisicHo2o baiancy;
HAOTUUWOK NAAMINCHO20 OANAHCY,
NAAMIANCHUL OANAHC,

mop2osuil 6anauc;

oanancosul 368im,

cmammsi Oyxeaimepcbko2o Oanancy;
Oymu 306a1aHCO8aHUM,

30epieamu pisHo8al);

ban 3a400poHa;

ban on import 3a00poHa Ha iMnopm,
lift a ban 3HAMU 3000POHY;
bank OaHK,

bank services OAHKIBCLKI nOCy2U;
banking OaHKiBCbKA cnpasa,

bargain [‘ba:gin]
bargain and sale
bargaine away

00MO8JIeHICMb;
00208Ip KYnigi - npooaxcy;
npooamu 3a 6e3yiwb,

bear
bear in mind
bear expenses

1) wnocumu; 2) Hapooxcyeamu, 3)
sumpumyeamu, 4) mepnimu,
nam’samamu,
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bearier of a bill

onjamumu eumpamu,
6JIACHUK BEKCeA,

beneficial

KOPUCHULL, UCIOHULL,

benefit
to our mutual benefit
unemployment benefits

1) 6uecooa, kopucms, 2) npubymox; 3)
neucis; 4) epoutosa donomoza;

i3 83AEMHOI0 81200010,

donomoza no 6e3pobimmio,;

bill
bill of lading
bill of sale

dirty (clean) Bill of Lading

original Bill of Lading
overdue bills
rail (road) or air waybill

through Bill of Lading

1) paxynok (v pecmopani, maeazumi);
2) s3akoHonpoexm, Oinb;, 3) amep.
banknoma, 4) eéexcenv, mpamma,
KOHOCAMEHM (mpancnopmua
HaKIaoHa Ha 8aHmadc nio uac
MOPCbKUX Nepese3eHb, KeUMAaHyis, ujo
peecmpye 8i08AHMANCEHUL MOBAD HA
Kopabeny;

Kynua,

., Opyonuti” (,, uucmuii ) KoHocamenm
(koHocamenm, sAKUU Mmicmumo (He
Micmums) HNPURUCKU HNPO  me, U0
8aHmMasic OMPUMAHO y
NOWKOONCEHOMY 8ULTIAOL),

OpU2IHAL KOHOCAMEHMY;

npocmpoueti 6eKcens,

MPAHCNOPMHA  HAKIAOHA — (BUKOHYE
poNb  KOHOcameHmy  ni0  yac
3QII3HUYHUX,  ABMOMOOLIbHUX  ma
asianepege3eHy);

HACKPI3HUUL (MPOXIOHULL) KOHOCAMEHM
(o3nauae, wo  GIONPABHUK  mMa
OMpUMY8ay B8aAHMAN}CY 3BLIbHEHI 6i0
mypoom npo nepeGaHmadMiCeHHs Y

nopmy);,

board

on board vessel (ship, steamer)

board of directors
be on the board

1) 6opm; 2) oowka; 3) paoa; opean
VRAPABNIHHA, NPAGNIHHS,

nocaoka Ha 1imakx,

paoa oupexmopis;

Oymu YieHoOM NPAGLIHHSL,

bond bopeoge 30008 ’a3aHHA, oOnieayis;
short bond KOPOMKOCMPOK08a obaicayis;
bonded 3abesneuenutl ooaieayismu,
bonus Haobaska, npemis;

night shift bonus
no claim bonus
overtime bonus
guality bonus

npemis 3a pooomy 8 HiuHy 3MIHY,
npemis 3a bezasapiiiny pooomy;
npemis 3a NOHAOHOPMO8Y pobomy;
npemis 3a AKiCHy pobomy;
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boom
consumer boom
economic boom

NPOYBIMAHHSL, WEUOKUL NIOUOM;
DI3KUL 3pICm CNONCUBAHHS,
eKOHOMIYHUL NIOUOM,

stock market boom pizke nioguwennss Kypcy axkyiil Ha
¢onoosit Oiporci;

boon 3pyuHiCmb,;

borrow 1) nosuuamu, 2) 6pamu 6 bope;

borrowing no3uKa Kowmie (Hanp. 6i0 OaHKy),

borrow at interest nozuuamu nio npoyeHm,

borrow on mortgage no3uyamu nio 3aKiaoHy;

borrow short ompumamu KOPOMKOCMPOKOBULL
3aum;

branch Ginian, eanysv, 8i00iNeHHA;

brand copm;

brand 1) ramynox, copm, sikicms, 2) mapka

new brand (mosapy);
HO8a mapka (moeapy),;

break 1)  nomamu,  pyunysamu; 2)

break (infringe) a contract

nopyutyeamu,
nopyutyeamu KOHmpaxkm,

bring 1) mpunocumu; 2) nocmawamu, 3)

bring an action of damages | cnpuuuniosamu;

against smb npeo’seiamu  KOMycb  N0308  3d
30UmMKU,

break namamu, po3ousamu;

breakage noaamka,

broken posoumuti;

broker 1)  6pokep;, 2) maxnep, 3)

brokerage nocepeoHux;
OpOKepCbKa KOMICIsL,

budget O10021Ccem,; Koumopuc,

approbe the budget 3ameepoumu 6100xcem;

build up the budget PO3pobUmMU KOUWMOPUC,

budget of expenditure KOUMOPUC 8UMPAM;

bulk macay

in bulk 1) be3 ynaxosxu nacunom, 2) Oe3
po3sacosku;

business cnpasa, 0ino;

business relations 011061 BIOHOCUHU,

on business Y cnpasi;

busy 3QUHAMULL

be busy with (to go into

business)

3aUMaAmMuUcs 6i3H€COM,'

buy

Kynysamu,
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buying power

KYRI8ENIbHA CRPOMOICHICMb,

buy-out BUKYN,

bylaws IOPUOUYHI NONOINCEHHS] 0715
NIONPUEMCING,

by-effect nobiuHul eghexm;

by-work 00noMidcHi pobomu;

C

cable 1) menecpama; 2) menezpapysamu,

by cable no menezpagy;,

cancel 1) siominamu; 2) ckacogysamu,

cancel a contract po3zipsamu (ckacysamu) KOHMpPaKm,

capital Kanimar,

arrregate capital
available capital
borrowed capital
capital account

capital assets
capital surpluses
capital of a company
circulating capital
current capital
endow with capital
dead (idle) capital
debt capital

fixed capital
human capital

in exchange for
capital

invest capital

keep capital intact
recovered capital
shared capital

investment

CRITbHUL Kanimai,

JIKBIOHUL Kanimain;

3QUHAMUU Kanima’,

1) paxynox ocnoenoco kanimany, 2)
PAXYHOK OCHOBHUX (poHOi8; 3) banaHc

pyxy  kanimanig, 4) eKoHOMIUHI
CaHKYil,

1) ocmnosni ¢honou; 2) ocHosHull
Kkanimaiu, 3) OCHOBHI 3aco0u;
000amKosull (npubasoymbwiii)
xanimarn,

AKYIOHepHUL Kanimaui KOMNAHIi,
obopomHull Kanimai,

obopomHi ponou,

3abe3neuyeamu Kanimaiom;
Mepmeull kanimai,

3any4eHull Kanimar;

OCHOBHULL KanimaJ, OCHOBHI 3aco0u,
JIOOCLKUU Kanimaii,

8 OOMIH Ha 6KIAOEeHUL Kanima,
gKuaoamu Kanimai,

spare capital 30epieamu GeUYUHY — KAnimasy
transfer capital HEe3MIHHO0;
turnover of capital Kanimal, wo OKynuecs;
withdraw capital aKyioHepHUll Kanima,
BLIbHUU Kanimal,
nepesooumu Kanima,
obepm kanimarny,
suIyYamu Kanimai,
cards 1) kapmrka, 2) keumok;
automated teller machine cards | nzacmukosi Kapmku 015l
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oankomamie;

cargo
deck cargo
carriage

carriage paid (to)
carry

carrier

carrier and insurance paid to

B8AHMAIC;

nanyoHUll 6AHMANC;

1) exinaoic; 2) nacaxcupcokuii 6a2oH,
nepegesenHs Oniaieto (00);

1) sezmu, 2) necmu, 3) npunocumu;
MPAHCNOPMHE A2eHMCME0;
nepese3enms i CMPAaxyeamHs
ONa4eHo 00,

case
packing case
in case of

in the case of
case in dispute

1) suyux,; 2) eunaook; 3) cnpasa; 4)
cyodoea cnpasa;

AWUK 01 NAKYBAHHS,

y 8UNAOKY;

CMOCOBHO (4020-HeDYOb),

ChipHe NUMAaHHSL,

cash

cash and carry
cash flow

cash in advance
cash on delivery
cash on hand
cash payments
cash price

cash receipts

20misKa,

onjama 20miBKoi0,

NnomiK 2omieKu,

2pouosULl A8amuc;

onaama nio yac 00CmMasKu;

20MIBKA HA PYKAX,

2OMIBKOBI NIAMENCI,

yiHa 3a moeap, CniavyeHa 20miBKoio,
HUMCUA HIJIC BCMAHOBICHA,

2OMIBKOBI HAOXOONCCHHS,

petty cash Opibna cyma;

casual BUNAOKOBUIL;

catch 1) 3noeumu; 2) Hazooewamu; 3)
catch on npusepmamu (yeazy);

cmamu MOOHUM

cater (for)

nocmauyamu,

cause
be caused by smth

1) npuuuna; 2) niocmasa
Oymu  BUKIUKAHUM  (CNpUYUHEHUM)
YUMOCD

challenge CKIAOHE 3a60AHHS,

chamber narama;

chamber of commerce mopeieenvHa naiama;

charge (for) 1) napaxysanns; 2) nrama, 30ip (3a);

free of charge Oe3KOUMOBHO;

charges sumpamu;

bank charges OAHKIBCLKI 6umpami,

interest charges npoyexnmu, AKL nompioHo
BUNIAMUMU,

charter

1) cmeoprosamu; 2) 3acnosysamu, 3)
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charter-party

yapmep;

yapmep-napmis, ¢paxmosuii

chartering KOHMpPAaxkm (KOHmMpaxm Ha 30ilCHeHH s
MOPCHKUX Nepese3eHd;,
Gdpaxmysanms,
check 1) nepesipsmu, 2) cmpumyseamu, 3)
check in nepewkooxcamu, 4) uex;
3apeecmpysamucsi;
choose 1) esubupamu; 2) obupamu; 3)
choose the company’s officers | eupiwiyeamu,
ooupamu AOMIHICMPAMUBHUX

BUKOHABYIB KOMNAHIL,

circumstances
in the circumstances

fource majeure circumstances
in (under) the circumstances

1) obcmasuna, éunaook,; 2) ymosu; 3)
mamepiaibHe CMaHosuule;

npu 0aHux 0OCMasuHax,
gopcmadicopni obcmasunu;

30 MAKUX 0OCMAasUH,

claim
claim a penalty
claim smth

(money,

compensation, etc.) from smb
groundless (unjustified) claim

make a claim
claim for damages

1) eumoea; 2) npemensis; 3)
pexiamayis,
suUMazamu nemio;
sumazamu Woch

KOMneHcayiio) 8i0 Koeocw;,

(epouui,

HeoOIPYHMOBAHA NPEeMEeH3 s,
3aA6UMU NPEMEH3IIo,
10308 (npemen3is) npo 30umKu,

clarify
clarify disputes
clarify your meaning

1) 3’sacosysamu;, 2) noscurosamu,
3a1a2002CY8aMU CYNEPEUKU;
NOSICHIMb C8010 OYMKY;

clause
under clause 2

1) nynkm; 2) ymosa (konmpaxmy);
3a cmameio 2;

close
close down a company
closing of the gaps

1) sakpusamu, 2) 3axinuysamu;
3aKpumu KOMNAHio;,
30UNCEHHSL KOPOOHIB,

clear

clear of debt

1) yucmuii; 2) scuuti; 3) npozopuii; 4)
sposyminut, 5)  ouuwamu;  6)
BUKOHAMU MUMHI (DOPpMATLHOCI,

clearance bes bopey;
1) npoeedenus po3paxyHxie uepes

clearing po3paxynkosy naiamy, 2) oniama
bopey,; 3) ype2yno8anHs npemensiil;
Oe320mi6KoBi  pPO3PAXYHKU MidC
oankamu;

collateral 1) o0ooamkose 3abesneuenns, 2)
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3acmaea,

collect 1) 36upamu; 2) ronexyionysamu, 3)
collect the goods niocymosysamu,
collection 3abpamu mosap;
epowiosuti 30ip, iHKacayis,
come 1) npuxooumu; 2) siobysamucs, 3)

come to an agreement

cmasamu, 4) sunadoamu;
nputimu 00 3200U,

commercial [ko‘m3:Jol]
commercial invoice

mop206utl, KOMePYIUHUL,
KOMepYTUHUU PAXYHOK,

commission
be on commission

1)  Oopyuenns;,  2)  KomiciuHa
8UHA2OPOOA, KOMICIUHI

ompuUMy8amu KOMICIliHI 3 npooaxicy;,

commitment 300608 'a3aHHS;
common 1) 3aeanvhuti; 2) npocmui,; 3)
common market noOwUpeHutl;

3a2a1bHULL PUHOK,
community 1) epomaoa; 2) cnieopycuicms;
community goodwill 000PO3UUIUBICMb CYCNINLCMBA,
company KOMNAHIA,

daughter company (subsidiary)
global company
listed company

O00UIPHSL KOMNAHIA,
MINCHAPOOHA KOMNAHIS,
KOMNAHIA, aKyil sAKOI KOMupyromscs

parent company Ha 6ipoici;
unlisted company MAMepPUHCbKA KOMNAHIS,
unquoted companies KOMNAHIs, axyii Kol He
KOMupyromucsi Ha 0ipoic,
KOMNAamii, akyil AKUX He
3apeecmposani Ha OIPIHCi,
compensate smb KOMNeHCyeamu,
compensate smb for losses | kounencyeamu  xkomyco  36umxu
(expenses) (sumpamuy);
compensate smb for smth KOMNEHCY8amu KOMYCb WoCy;,
compensation for smth (to make | komnencayia 3a wocy;
compensation for smth)
full (partial) compensation NOBHA (4ACMKOB8A) KOMNEHCAYis;
complain (of smth) acanimuca (Ha wocv), eupasxcamu

complaint (claim)
without complaint

He3a00801eHHs. (HUMOCh);
cKapea, npemen3ii, HeB00BONEHHS,

0e3yMOBHO;
complex CKIAOHUIL,
complicated channels VCKIAOHEHT KAHAU,
compliance 1) 3200a;, 2) 6i0nosionicmo;

in compliance with

00 8I0N0BIOHO;
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comply with BUKOHYBAMU,

comply with smb’s wishes umu Ha 3ycmpiy YUMOCH
NoOANCAHHAM

concession NOCMYNKa;

concourse (amep.) 3an, econosuull BecmubIONbL
B0K3ATY;

consider 1) poszensoamu,; 2) 6pamu 0o yeaeu,

consider null and void 3) oymamu,

eeascamu HeaiﬁCHuM,'

consignment
consignee
consignment note
consignor (shipper)

1) napmis (moeapis); 2) eanmaoic;
Mo, Xmo OmpuMy€e 8AHMANC,

1D naxknaona; 2) koncuenayis;
Mo, XMo BINPAsIAE BAHMANC,

consult
consult partners

KOHCYJIbmyeamucsi,
KOHCYJbmyeamucs 3 napmuepamu

consumption

CNOJNCUBAHHA

contract

infringement of terms
conditions of the contract
integral part of the contract
make (conclude) a contract
sign a contract (agreement)
subject of the contract

and

KOHMpAaKkm;
NOPYULEHHA YMO8 KOHMPAaKmy ;

Hegli0 eMHA YacmuHa KOHMpaKkmy,
VKIa0amu KOHMpAaxKm;
nionucysamu KOHmMpaKkm;
npeomem KOHMpaKkmy,

contribute

contribute services, skills
contribution (to smth)
contribution to a fund

1) pobumu enecox; 2) cnpusmu; 3)
arcepmeysamiul;

pobumu 6HecoK, Cnpusmu GMIHHIM
ma HABUYKaMm,

eKnao (6 wocw);

8K1A0 Y POHO,

control

control profits
controller

1) ympaensmu, 2) xepyeamu, 3)
peaynosamu, 4) xkommpoaroeamu, J)
nepesipsamu,

KOHMPO08amu npudOymxu,

span of control 20N08HUU  inaHcucm, Koumpo.ep,
pesizop;
chepa be3nocepeonb020
niONOpPsIOKYB8AHHS,

convertible KOHBepmMOBaHUll

convince nepeKoHy8amu

cope (with smth) YROpamucyw (3 YUMOocCh)

corporation Kopnopayisi,

multinational corporation

MIJICHAPOOHA KOPNOpayis,

correspond (with, to)

1) eionosioamu; 2) osnauamu; 3)
npeocmaensmu coboio; 4) pisnamucs,
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corrupt KOPYMNOBAHULL, NPOOANCHULL,
corruption NPOOAdCHICIb, KOPYNYIs,
Ccosts 1) yina; 2) eapmicmo, cobieapmicms;

cover costs
cross-border road freight costs
cost of production

3) eumpamu, 4) kowmysamu,
NOKpUSAmu 8UMpamu;

NOOOPOJNCHE MUMO 3 BAHMANCIB, WO
nepemuHaoms KOpOOHU,

at any cost sumpamu upoOHUYMEa;
at heavy cost 3a 6Y0b-5KY YIiHY;
below cost yepes GUIUKL 6UMpamu;
prune away costs HUdicue cobisapmocmi;
cost of sale SHUIICYBAMU GUMPAMU, eKOHOMUMNU,
acquisition cost cobisapmicms peanizoeanoi
actual cost nPoOyKyii;

nouamKko8a 8apmicmy,

Gaxkmuuni gumpamu,
commodity moeap, npooyKm, npeomem
commodity association CHONCUBAHHS,

MIJICHApPOOHa acoyiayis 3 Npooax;cy
moeapis,

compete 1) xoukypysamu, 2) 3macamucs,

competent 1) komnemenmuuti; 2) cnpoOMONCHUL,

be competent OYmMu KOMNEemeHmMHUM,;

copyright a8MmMopcovKe npaeso;

copyright piracy NOpYUIEHHSI ABMOPCbKO20 NPAsd,

counter 1) BIKHO peecmpayir, 2)
NPOMUNIEHCHU, 360POMHIL,

counter trade

3yCmMpIYHUL,
3)CMPIYHA MOP2L6JIs,

course
In due course
in the course of the year

1) xypc eamomu, 2) kypc cyoua; 3)
Xi0;

8 HAJIEAHCHUL CMPOK,

8NPOO0BIHC POKY,;

cover

under separate cover
cover all losses
cover requirements

1) cnaama, HOKPUMMSL; 2)
3abe3nevenns;, 3) cmpaxyeauHs, 4)
KOHGepm, 5) cmpaxysamu,

6 OKpemMom) KOHeepmi,
8i0WK0008Y8aMU BCT 30UMKU,
3A0080TbHUMU BUMOU,

credit

credit reference letter
credit terms

letter of credit

on credit

1) naoitinicms, 2) oosipa; 3) kpeoum,
bope;

DPEKOMEHOAYIHUL KPeOUMHUL IUCH;
1) ymoeu axpeoumusy, 2) ymosu
NO3UKU,
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KpeOumHuii 1Ucm, aKkpeoumus,
8 Kpeoum,

currency
blocked currency

In native currency
currency pegged to dollar
convertible (hard) currency

epowii, eanoma,

on0K08ANHA 8ANIIOMA,

8 HAYIOHALHUX 2POULOBUX OOUHUYSX,
sanioma, ,,Apus’szaHa’” 00 Kypcy
oonapa,

BIIbHOKOHBEPM 08AHA (meepoa)
sanoma;

custom

customs check
customs clearance
customs fee (dues)
customs red tape
customs union
the Customs
custom house

1) «knienmypa, noxynyi; 2) mumo,
MumHuil 30ip;, 3) mMumHe YnpasiiHHsi,
4) z6uuaii;

MUMHUL KOHMPOTb;

DO3SMUMHEHHS;

MumHti 360pu;

MUmMHA OIOPOKpamis,

MUMHUL COM03 (Cninka);

MUmMHa cyaucoa,

exchange customs MUMHUYSL,
customer Oiporcesi npasuna,
preferred customer noKyneyb,
customary npusinetiosanull NOKyneybs,
in a customary manner 36UYAUHUTL,
5K 308HCOU;
D
damage 1) wkooa, 36umku; 2) wkooumu;

by way of damage to
assess the damage
agreed and liquidated damages

ncysamu;
yepes GIOWK0OOY8aHsL 30UMKI8,
oyinIo6amu 30umKu;

be damaged y32000i/ceHi ma 3a30ane2iob OYiHeH]
damages 30UmKuU;
OYymMu NOUKOONCEHUM,
30UmMKU, KOMIEHCayis 3a WOoCh,
data oaui, gioomocmi;
process data 00pobasmu OaHi;
input data 6XIOHI OaHi;

output data
price level data

BUXIOHI OaHi,
O0aHi npo piseHs Yiu;

date
date of issue
maturity date

1) oama; 2) uucno; 3) obuucnosamu;
4) niopaxoeysamu;

oama 8unycky,

MepMiH NO2AULeHHS,

day

1) oeuw, 0oba; 2) pobouuii denv; 3)
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days of grace

nepioo, 6iopi3oK uacy;

in a few days Nibeosi OHi;
day-to-day yepes OeKibKa OHIG,
NOBCAKOEHHUILL,
dead 1) mepmeuii; 2) mou, wo empamus
CULy, OCHOBHY AKICMb, QYHKYIIO;
deadline OCMAHHIL MePMIH,
deadlock 3acmitl; mynux,
deaswieght 2py30ni0eEMHICMb CYOHA, 0edselim,
deal 1) mamu cnpasy,; 2) sionocumucs; 3)

deal (square deal)

kopucmyeamucsi, 4) mopeyeamu; 5)
yeooa, 6) Kinbkicms, 7) uacmuua,

deal in yeooda (cnpageonusa yeooa),

dealings npooasamu (UWocs, 0euio),

deal with KOMMEPYIUHI yeoou; mopeosi

deal with a claim onepauyii;

dealer 3aUMamucsi;

authorized dealer posensdamu ckapey;
oinep,
oiyivinuti dinep,

debt bope;

repayment of debt noeauients bopey;

active debt Henawenuil bope,

run into debts Hapobumu 60peie,

decide npuUMamu pilueHHs;

decide on vacation, hours, | supiwysamu numanns, nos’szami 3

salary, hiring and firing 8IONYCMKOI0, MPUBALICMIO POOOYO20
ons, niammero, HAUMOM ma
36LIbHEHHAM,

declare 3a0eknapysamu,

declare personal bankruptcy ozonlocumu 81acHe OAHKPYMcmaeo;

declared value 3a56/1eHA YIHHICMDb,

declaration 1) 3as6a; 2) oexnapayis;

customs declaration MUMHA OeKAapayis,

tax declaration nOOAMK0O8a 0eKiapayis,

decline 1) naodinusa; 3uudcka; cnaod;, 2)

business decline
decline 3 points

NO2IDUWEHHST JICUMMEBO20 PIi6HA, 3)
gioxunsimu, 4) 3meHuy8amucs,;

cnao 0inoBoi akmueHOCmi,

SHUBUMU HA 3 NYHKMU,

default

default of payment
be in default

1) nesuxonanms 30006 ’s13anb (y2oou);
2) npuceoeuHs uyxcux epouwtet, 3)
Hecniama,

1) necnnama; 2) 6 pasi necniamu;

189




claim default

NPOCMPOYUMU NAAMENCE;
npeo ‘saeumu npemensiio
HEeGUKOHAHHS 00MOBIeHOCMI;

3a

defer
deferred payment

1) sioknaoamu, eiocmpouysamu, 2)
3ampumysamu;
BIOKIA0CHUU NIAMINC,

delay
delay (behind time, in bad time)
in delivery (in shipment)

1) 3ampumka; 2) 6ioknaoanus,
3ampumka y nocmasyi,

delegate
delegate authority

1) nepedasamu nosnosadxcenus; 2)
dopyuamu,
po3nodinamu 0008 a3Ku;

deliver

delivered at frontier

delivered duty paid

delivery charge

delivery of substandard (wrong)

1) oocmasnamu, 2) nepedoasamu,
NOCMABIeHO HA KOPOOH,

NOCMABIEHO, MUMO CNIAYEHO;

niama 3a NOCMAaYaHHs;;

nOCmMasKka Heo0OPOKICHO20 MOBaApy

goods (He mo2o mosapy, KUl 3aM06JIsIU);,
demand 1) nonum; 2) eumoza;

on demand HA BUMO2Y;

be in demand KOPUCIY8AMUCS NONUMOM,

payable on demand wo nionseae cnaami no

promoted demand

npeo s6/1eHHI0;
NponazaHOUCmMCoKull NONUN,

department
factory department
fancy goods department

1) oenapmamenm, 2) 6i00in;
NPOMUCTOBUI 8IOOLN;
2ananmepeunuti Ma2asuH,

department store YVHigepmae,

accounts department Oyxeanmepis,

departure 1) sionpasnenns; 2) 6iOxXunenHsL,

deposit 1) 3aoamoxk; 2) exnao y OaHK,
oenosum;

deposit 1) oenosum, 2) paxyHok,

issue a deposit 8IOKpUBAMU PAXYHOK;

place money on deposit
safety deposit box

GHOCUMU 2POULT HA Oeno3Unt,
celigh Ona Oenozumis (Hadaemovcs y

sight deposit OanKy npueamuum ocooam);
1) paxynox oo 3anumamnns;, 2)
NOMOYHUL PAXYHOK,

depreciation 3HeYIHeHH S,

destination Micye npU3Ha4eHHsl,

devalue npo8ooumu 0e8a1b8ayiro,

difference 1) pisnuys,; 2) eioxunenns,

difference in quotation

pi3HUYs 8 Kypcax,
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meet the difference CcnaamMumu pizHUYIo;
different iHwutl, Opyeutl;
direct 1)  mpsmuu;, 2) eiosepmuii; 3)

direct investment
directions for use

be3nocepeoHitl,
npsami (besnocepeoni) ingecmuyii;
npasula KOPUCmy8aHHA,

disadvantage

least comparative disadvantage
sell disadvantage

1) meoonix, 2) wxooa, 36umox; 3)
HeBU2iOHa cumyayis, 4)
HeCnpusimiuei ymosu,

HauMeHWi 6IOHOCHI 30umKu;
npooasamu 3i 30UmMKaMu;

disburse 1)  eumpauamu;, 2) niamumu,
disbursement (disbursements) cnaayysamu,
sumpamiu,
disclose PO3KpUSamu, NoKa3yeami,
discount (allowance, rebate, | snuocka;
reduction) KYNOH HA 3HUJICKY,

discount coupon
discount house

MA2a3uH 3 8BIOHOCHO HU3LKUMU YIHAMU
Ha NPoOYKYiio,

disposal

be at smb’s disposal

1) nepedasamnns,  epyuenus, 2)
posmawiyeanus, 3) ynpaeninus, 4)
VCYHEHHs,

OYymu y 4bOMYCob PO3NOPAONCEHHI,

dissolve [di’zolv]

1) nixkeioyeamu; 2) pozgopmosysamu,
3) npununamu OisnbHICMb

distribute
distribute profits and losses

po3nooinamu;
PO3n00iIAMU NPUbYmKu ma 30Uumxu,

divisible
division of labour

NnooLleHUll;
nooin npayi,

do

do books (to keep books)

do one’s task

do smb’s best (to try smb’s best)
don’t agree unless he insists

1)  pooumu;,  2)
BUKOHY8AMU;

secmu Oyxeanmepcokuii 00K,
BUKOHYBAMU 3A80AHHSL,

HaMa2amucs woCuiu uwoco 3p0oumu;
He no2o0Jcyimecs, AKujo 8iH He Oyde
Hanoisgeamu,

oismu, 3)

draft 1) uex,; 2) eumpama,; 3) nepexasnuil
sexcenw, 4) mpamma,
draw up cKaaoamu;

draw up (make up) a contract
draw up a balance

CKIad0amu KOHMpaKm,
cknaoamu banamc;

druggist

1) anmexap, 2) npooaseyw

durable [‘djuarabl]
durable goods (durables)

1) mpusanui, oOoseouacnuil, 2)
MPUBALO20 KOPUCTNYBAHHSL,
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moeapu mpueailoco KOpucniy6aHH:A,

due
be due to smth
customs dues

1) wuanexcnuu; 2) pl. dues szb6opu,
nooamku, Mumo;

Oymu 6UKTUKAHUM;

MUumHi 360pu;

duty nOOAMOK, MUMOo,

duty free Oe3K0UMOBHO;

E

earn 3apobnsamu;

earnings Oe3KOUMoBHO;

economic 1) exonomiunui; 2) penmabenvHull,

“tiger economies”
economic integration
economic reprisal

3) npaxmuyunuii;

eKOHOMIKA 1ligoenno-Cxionux
A3ziamcokux kpain (kpaiun ,,muepis’);
EeKOHOMIYHA IHmez2payis;

EKOHOMIYHI CaHKYIL,

effect

effect shipment

effect payment

favourable psychological effect
efficiency

1)  pobumu,  eukonysamu,  2)
30iticHiogamu,; 3) Hacniook, 4) 0is,
enus; ) egpexm, 8pasiceHHs1;
301UCHIOBAMU 306AHMANCEHHS,
300CHIO8AMU ONAAMY);

CRPUSMAUBULL NCUXOJIO2TYHULL eqheKm,
echexmuenicms,

eligible RIOX0HCUL, NPULTHAMHUL, OANCAHULL;

be eligible for a loan niOX00Ums O NO3UKU,

eliminate yeysamu, 3HUNCYBAMU,

elsewhere Oe-HebyO0b 6 iHuoMy Micyi;

embargo embapeo;

emphasises [‘emfosaiz] nioKkpecosamu, Haoasamu
0COOIUBO20 3HAYUECHHS,

encourage niompumyeamu,

encrypt [in’kript] wughpysamu,

end-users KIHYe8l CnoJcusaul,

engaging 3aUMamucs;

engine 08ULYH,

ensure 3abe3neuysamu, 2apaHmysamis,

entail CNPUYUHAMU, BUKTUKAU,

entail expences CNPUYUHAMU BUMPAMU,

entity IOpuoUYHa ocoba,

equity 1) akyionepruil kaniman,; 2) 38uuaiina

equity capital
equity funding

akyiga,  akyia  6e3  ¢hikcosaHoo
0igioenoy;

Kaniman y euensoi akyitl,

192




aKyioHepHuii ~ cnocib6  3aCHYBAHHS
2poutoso2o  Gondy 3a 00NOMO20I0
NO3UKU 2poulel;

establish
establish a company
established demand

1) 3acnogysamu; 2) ycmanosnrosamu,
3acHy8amu (8i0Kpumu) KOMHAHIIO,
cqhopmosanuil nonum;

European Community
European Council

€eponeticbke cnismosapucmeo;
E€sponeiicoka Pada,

exchange

exchange rate
exchange-rate fluctuations
foreign exchange

1) o6min, 2) sanroma;
O0OMIHHULL KYpC,

KOJIUBAHHSL OOMIHHO20 KYPCY,
iHO3eMHa 8anoma,

execute
execute (perform, implement) a
contract

1) suxonysamu, 2) ogpopmasmu,
BUKOHY8AMU KOHMPAKM,
KepiGHUK

executive KepieHuxu (KomMnawii, opeanizayii);
top executives

expand PO3UUPAUCH,

expertise 0COoOIUBI 3HAHHS, KOMNEMEHMHICMb,
export eKCnopm, BUBE3EeHHSL,

export management company
export trading company
export/transit/import tariff

KOMNAHIs, W0 Kepye eKCHOPIOM,
eKCHOPMHA KOMNAHISA;

ekcnopmuuti  /  mpaH3umHui  /
iMnopmuuti mapug;

extend
extending credit
extension of credit

NPOCMAAMUCH, n0008I*CY8aAMU;
PO3UUPIO8AMU;
00620CMPOKOBULL KpeOum,

NPOO0BIHCEHHA Kpeoumy;

F

facilities 1) 3acobu (obcnyeosysanmus); 2)
MONCTUBOCMI,;

fail 1) He mamu  ycnixy; 2)

failure 30anKpymyeamu; 3) 3a3Hamu
nopasKu;
1) neeoaua, 2) 6ankpymcmeo;

fall 1) nadamu; 2) szaswamu kpaxy, 3)

fall (get, run) into debt

sunaoamu, 4) nompaniamu;
Hapobumu 60peis;

fall out DPO36ANUMUC;

fault 1) meoonix, Oeghexm; 2) npomax,
HOMUTIKA,

feathers nip ’s;

fee 1 ) sunazopooa, 2) conopap; 3) 36ip;
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fees and royalties
initial fee
commission fee
customs fee

0oxio  8i0  mpooadxcy  JNiyeH3il,
nameHmis, MmexHiuHo20 00C8idy,
nepuiull 6HECOK;

KOMICIUHA 8UHA20POOA;

MumHuil 30ip;

feed 1) 2ooyeamu, owcueumu, 2) 6800umu
feed the information in the | dani;

computer 3akaa0amu 0ami y Komn romep,
fidelity 1) sipnicms, 6i00anicmv, N0SIbHICIb,

fidelity bonds

2) mounicmy,
eapanmis 0OHi€l ocoou THWLI,

file

1) 36epicamu, 2) niowusamu,

finance [‘fainans]

finance [fai’naens]
financial [fai’nans]
financial accounting
financial performance
financial standing
financial statement
financial year (fiscal year)
financially sound
customers

firm’s financial condition
overall financial structure

bank

Noun. /) ¢inancosi sionocunu, 2)
Qinancu, epowi; 3) Qinancysanus,

Verb. 1) Qinancysamu; 2)
npooasamu 8 Kpeoum;
Adjective. 1) inancosuii; 2) wo

nIamums 6HeCKU;
Qinancosa 36imuicms,
Qinancosa disinbHicmo,
Ginancosuii cman

Qinancosui 368im, ¢inancosa
00KyMeHmauyis;

Qinancosuii (36immuii) pix,

KAIEHMU  OaHKY, wo  maromop

cmabinbhe Qinancose cmanosuuye;
Qinancosuii cman hipmu,
3aeanvha Ginarncosa cmpykmypa;

fine neus,; wmpag,

fire 3GLIbHAMU,

float [flout] 8I0CMPOUKA No2auerHs 60p2y;

thirty (30)-day float 30-0enna siocmpouxka noeauieHHs
oopey;,

follow
follow a legal procedure
follow smb’s advice

1) imu crnioom; 2) cynposooacysamu,
32I0HO 1OPpUOUYHOI npoyedypu,
(amep.) crioysamu nopaoi K020Co,

as follow HACYNHULL,
foreman mavicmep,
foresee nepedobauysamu;

form (set up) a company

cmeoprosamu KOMNAHIIo,

foster

cnpuAamu, zaoxodyeaniu,

franchise

franchisee

1) ¢panwusza, ocobrusuii kKonmpaxm,
2) npaso, abo npueinei 6 npooajxicy
moeapie abo nocaye ni0 HA36010
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iHwoi Qipmu;

franchiser mopeigenvHe  NIONPUEMCMBO,  SKe
mopaye  Ha  Nilbe0BUX — YMOBAX

franchising (nionpuemcmeo, wWo Ma€e NiNb2OGI
YMO8U Y MOp2iaii);
KOMNAHis, WO MAE€ NaAmeHm Ha
OIANbHICMb, KOMNAHIS, WO OpPEeHOYE
iHWi nionpuemcmaa,
00epocanns  0coOIuUsUxX npas  abo
cneyianvHux npusineis;

freight ¢paxm (cyoua i m. in.);

fuel (petrol, gas) nanvHe;

fulfil 1) suxonysamu; 2) 30iticnioeamu,

fulfilment BUKOHAHHS 0008 'S3Ki6;

furnish nocmavamu,

furnish smb with smth

nocmadamu WocCcob KOMyCb,

G

gain 1) euepasamu; 2) ompumysamu
Kopucms (npubymox, suepaui);

gains 1) npubymku;, 2) 3apobimok; 3)
30i1bULEHHS, picm,

get 1) ooeporcysamu, 2) 3apoonamu; 3)
odocsieamu, 4) Oomacamucs; 5)

get a raise susHauamu, 6) OJicmasamucs, 7)

get along well 3a3Hasamu;

get through the customs

ompumamu ni08UUeHHs,
Oymu y xopouiux 8i0HOCUHAX,
NPOXOOUMU MUMHUL Q02TIS0,

give dasamu;

give directions (to smb) oasamu iHCmpyKyii (Komycs);,

go up nioHimamu (Yiny)

good moeap;

inferior good moeap HU3bKOI AKOCMI,

goods 1) moesap, moeapu; 2) peui, mauno,

complement good

final goods
loss-leader item

normal good

sanmaoic, baz2aic;

moeap-00n06HeHHS (goods —
TpaAUIIMHUA IMEHHHK Yy 3Ha4YeHHI
mosap, mosapu BKUBAETHCSA TIIBKH Y
MHOXHUHI. Alle B  0COOJIMBHX
CKOHOMIYHHMX TEKCTaX II€ CJIOBO
BUKOPHCTOBYEThCS Yy OJHHHI, 5K
3BUYANHUN 3/114yBaHUN IMEHHHUK. );
20moei 8UpooOU, 20Mo8a NPOOYKYIs,
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inferior good

moeap, SAKUt Npooaemvcsi 3a 0yice
HU3bKOI0  YiHOl0, AKA Npusadioe
NOKYNYyls,

mosap CManoapmuoi AKoCmi;

Moeap HU3bKOI AKOCMI,

goodwill

0i08a penymauis,; npecmudic Qipmu;

grant

grant a discount

1) oomayis; cybcuoisn; 2) naoasamu
(3HuUdICKY,  Kpeoum), 3) oOasamu
odomayito ( cyocuoin),

grant-in-aid HA0A8amu 3HUNCKY;
odomayis, cyocuois, Qinancosa
oonomoea;
grocery Oaxkanivina KpamHuysi,
gross 1) sanosuii; 2) opymmo;
gross domestic product (GDP) | ganosuit  nayionanehuii  npooykm
gross national product (GNP) (BHII);
gross pay 8a108UlL BHYMPIUIHIT npooyKm
gross margine (BBII);
by the gross oniama 3 BUPAXy8aHHAMU,
8aAN0BULL NPUOYMOK,
2Ypmom;
guide Kepyeamu, CNpsMOBY8amiL,
H
hand 1) pyka; 2) 6ix; cmopona;, 3)
hand in nepeoasamiui;,
hand over spyuamu;
nepeoasamit;
handle 1) xepysamu; 2) amep. mopeysamu,
handle (make, undertake) a | npooasamu;

transaction

BUKOHY8amMu (YKnaoamiu) y200y;

hand-over/transfer

nepesooumu (nepecuiamul,

hardware Memanesi upoou,

head 1) kepisnux; 2) HauanbHuxK;

head buyer KepIiBHUK 8i00iy NOCMAYAHHA,

head of department KepisHUK 8I00iNY,

headquarter wmab-keapmupa,

hedging CMpPaxy8aHms 8i0 30umKie
(xe0oicy8amHs);

heavy 1) saoickuii; 2) eenuxuii;

heavy expences
heavy order

8EJIUKI GUMPAMU,
BeIUKEe 3AMOBICHHS,

hire

Haumamu,

hold

1) mpumamu; 2) e6onodimu, 3)
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hold an annual meeting
hold the position

emiwgysamu, 4) nposooumu;
npoBOOUMU WOPIYHI 300pU;

holder 3aumamu nocaoy;

holder of a bill 1) enacnux; 2) npeod sigHux,

hold on (hold the line) Mo, XmMo MA€ 8EKCEb,

hold up mpumamu (meneg)oumny) mpyoxy,

holding 3ampumysamui;
1) (openoosamne Hepyxome) maiino, 2)
BHECKU,

hospitality 2OCMUHHICD,

housing JHcumiose 0yOi8HUYMB0,

I

immediately (promptly, | mepminoso,

urgently, right now)

impose (on, upon) ONnOOAMKO8Y8AMUCS;

Impose a tax HA8 'a3y8amu(Komycy);
obraoamu noOaAmKoOM,
incentive 1) cmumyn; 2) momue;

incentive wage
tax incentives

npoepecusna cucmema 3apooimuol
naamu,
nOOAMKO8I Ninveu;

incidence cgpepa 0ii;
incidence of the costs HA K020 UNAOAIOMb SUMPAMU,
inadequate HedoCmamHitl, He gionosioae
inadequate packing BUMO2AM,
VRAKOBKA, wo He gionosioae
BUMO2AM,

inclined
be inclined

CXUNbHUL, NPUXUTLHULL,
Mamu Hamip, CXUIAMUCS 00 Y020Chb

income [“inkam]
Income statement
incomes policy
Income tax

gross income

net income
statement of income

1) npubymox; 2) naoxoooicenns, 3)
3apooimox;

381iM NPoO 00X00U,

noaimuxka npuoymKie;

nOOAmMoK HA NPUOYMOK;

8a1068Ull 00Xi0;

yucmutl npudbymox;

36im npo nNpUOYMKU,

incorporate [in’ko:parit]

1) 06’eonysamu; 2) zapeccmpysamu
SK 1OPUOUYHY 0COOY);

indemnify BIOWKOOY8AMU,; KOMNEHCYBAMIU,
indemnification BIOUKOOVBAHHSL,

insemnify bond 2apaumitiHutl Iucm,

inflation iHnayis,
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inflation rate
suppressed inflation

memn iHghaayii;
NPUX08aHA IHPAAYIA,

inflow/outflow

NPUMOK (epouteit)/8iomik,

influence
have influence on smb
be influenced by smb

6NIUE;
BNUBAMU HA KO2OCH),
Oymu nio 4bUMOCb GNIUBOM,

information
sensitive information

1) ingpopmayia;, 2) eidomicmo, 3)
3HAHMA,

MAaemHi gidomocmiy, Maemua
iHhopmayis,

inherited Hacaioyeamu;

input 8KIA0, 8UMpamu, iHeecCmuyii,

Input costs eapmicms eumpam,

input price eapmicms  pecypcig,  eapmichb
OCHOBHUX 30C00168 8UPOOHUYMEA,

insist 1)  wuanonseamu; 2) eumazamu,
oomazamucsi;

insolvent HenaIamoCcnpoOMONCHULL,

insolvent industries HeniamoCnpOMONCHI eanysi
NPOMUCTOBOCI,

installation YCMAHOBIEHHS, PO3MIUeHH s,

installation services MOHMAC;

nociy2u no yCmaHosyi,

insure

insurable

insurance against all risks
insurance against fire
insurance)

insurance against usual marine
risks

insurance risk

insurer

Insurance policy

cargo insurance

Insurance indemnity

(fire

1) ecmpaxysamu (sio - against; y, ¢ -
with), 2) y6epeemu,

AKUU Ni0JIsl2a€ CMPAxy8aHHio;
Ccmpaxysanms 8i0 6y0b-AK020 PUUKY,
CMPAaxy8aHHs HA 8UNAOOK NOAHCENCT,
CMpPaxy8aHHs 8i0 36UYALIHO20
MOPCbKO20 PUBUKY,

CMpaxosuti pusux,

CMpaxosuti azeHm,

Cmpaxosuu noJic,

CMPAxyB8aHHs 8AHMANCY,

Cmpaxos8 8I0UKOOYBAHHS,

interest

interest rate (interest at the rate
of 5%

1) immepec, 3ayixasenenicms, 2)
yacmka, 8i0comok, npoyeumu, 3)
Qixcosanuii npoyenm,

NPOYEHMHA CMAsKa,

intermediate

1) nocepednux; 2) npomidcua 1auka;

intermediary (middleman)

nocepeoHux,

intervention 8MPYUAHHS,;
invalid HeOTUCHULL,
inventory MamepianbHO-8UpoOHUYI 3anacu,
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IHBeHmap,

investment iHeecmuuyii;

portfolio investment nopmeenvui ineecmuyii;

invoice PaxyHok-gaxmypa,

involve 1) micmumu 8 co0i; 2)
involve a chain of | cnpuuunrosamu, suxiukamu,

complications

nomsecHymu 3a Co000 JAHYIOHCOK
YVCKIIAOHEeHb

iIrrespective

1) 6e36ionocnuil, ne szanesxicnuil; 2)
He3aNeHCHO 610 ... |

irrevocable confirmed Letter of | 6e3siozusnuil niomeepoxcenuil
Credit AKKPeOumus,

issue 1) sunyck; 2) suoaua, 3) emicis;

item 1) nynkm, cmamms; 2) numanus, 3)

high quality expensive item
itemize

Homep, 4) okpemuii  npeomem,
no3uylis;
BUCOKOAKICHUL 00PO2ULL NPOOYKM;

nepepaxoeyeamu no NyHKmax,

J

joint 3’ €OHanUull, CRiIbHULL
joint action cninvHa 0is;

joint owner CNIBBNACHUK,

joint stock axkyionepHuil Kanimai,
joint-stock aKyioHepHuil,
joint-tenancy cnigopenoa;

joint venture

00 ’€OHane nionpuemMcmao,

K

keep
keep in stock

1) 36epicamu; 2) mpumamu;
30epicamu Ha cK1aoi;

keep smb informed of smth mpumamu 8 Kypci Ccnpas Koeo-
HeDYOb,

knowledge 3HAHHA,

with knowledge 3 giooma,

without knowledge be3 giooma;

L

label 1) emuxemxa, 2) apaux; 3) no3Hauxa;

labelling scheme npoekm  po3pooKu 8ION0BIOHOI
eMUKemxu;

labour 1) poboma; 2) pobimnuxu;

labour turnover mekyuicmos pobo4oi cui,

lealflet NnpoOCneKn,
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lease 1) openoa, muaum;, 2) 30asamu 8
openoy;

ledger 1) epocoyx; 2) byxearnmepcoka Knuea;

general ledger 3aeanbHa OYXeanmepcoKa KHu2a;

lend oasamu 6 bope;

lending NO3UYAHHS (Harp. oinosomy

lending terms nionpuemcmay);

YMO8U 8UOAYU Kpeoumy;

let 1) oozsonamu, 2) 30asamu 6 openoy;,
let smb down niogooumu, cmasumu y He3pyuyHe
let smth out on hire (to hire out | cmanosuwe;

smth) oasamu Wocsb HANPoKam,

letter 1) nimepa; 2) nucm; 3) 0oxymenm,

covering letter
registered letter

CYNPOBOOANCYIOUULL IUCTH,
3apeecmposanuli 1ucm,

letter of credit aAKpeoumus,

levy [‘levi] cmszysamu nOOaMKU;
0ONOOaAmMKO8Y8aAMU,

liabilities 1) BIONOBIOANIbLHICMb; 2)

liabilities (obligations, | neobxionicms, 3) 30008 ’sa3auns; 4)

commitment) under the contract

bopeu; 5) nacusu,
0008 ’s13KU CMOPIH 3a KOHMPAKMOM,

liable 1) ionosioanvruil, 2) 30008 ‘s13aHull;

be liable HeCcmu 1OpUOUYHY 8I0N0BIOAILHICMY,

be liable for Oymu 8i0nosi0aAIbHUM 3d,

be liable to duty / duty free nionseae ONOOAMKY8AHHIO/HE
nionseac ... |

licence/license (US) NYeH3is;

licencor NiYyeH3iap (81aCHUK HiyeH3sii),

licensee Jiyenziam (nokyneyw aiyensii);

limit 1) meorca; nimim; 2) oomedsxncysamu;
limit price JMIMHA Yina;

line 1) ninis; 2) ocobausicms, puca, 3) pio

OlsIbHOCMI; 3aHAmMmA,
line chain of command cneyianvHicms, Qax;
line of credit JUHIUHA CMpyKmypa
line position niONopsiOKY8aHHs,

KpeOummuutl 1imim,

JIHIUHA nocaoa;
list 1) cnucox; 2) peecmp;
list price YIHA 34 NPEUCKYPAHMOM,

load (cargo)
load into/onto
loading

1) sanmadsic; 2) eanmasicumu,
BaAHMANCUMU HA ... |
3a8aHMAdICEHHS;
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loan nosuxa;

mortgage loans NO3UKA NIO HEPYXOMICMb,

location Micye po3mauty8amHsi,

loss 1) wxooa; 2) 30umox; 3) empama,
offset losses KOMNEHCy8amu 30umii,

loyal 8ipHUll, 8I00aHULL,

M

mail 1) nowma; 2) nocuramu nowmoro,
junk mail DEKNaMHI mamepianu, wo

mail-order house
by return (of) mail

PO3N0BCI0O0AHCYIOMBCSL Yepe3 Nouwmy;
nOCUIMOpe;
360POMHOI0 NOWMOK),;

maintain nRIOMpuUMy8amu;

maintenance 1) niompumxa, 2) o0oensno;, 3)
excnayamayis,;

make 1)  pobumu; 2) ckraoamu; 3)
30itichioeamu; 4) 3apooramu, 5)

make a career (in smth) ykradamu;  6)  eusnauamu;, 1)

make a claim npusHasamu (Ha nocaoy),

make a loan (to smb) pobumu kap epy (v uomycw);

make a profit on the sale npeo 'saeisamu npemensiio;

make an appointment (with | doasamu nosuxy (komyco);

smb) ompumamu  npuOYmox y npoyeci

make calculations | npooaorcy;

(amendments) npuznawumu  0inogy  3ycmpiu (3

make decisions KUMOCD);

make more | pobumu nepepaxyHku (nonpasku),

precise/exact/accurate (to | nputimamu piwienns;

specify, to define  more | ymounrwsamu,

exactly/precisely/accurately)

management 1) KepyBaHHs, YIPAGIIHHS,
MeHeOxdcmenm, 2)  aominicmpayis,

management buy-in oupexyis;
KYniens MeHeocepamu

management buy-out

managerial approach

KOHMPOAbHO20 nakemy axkyiu IHwoi
KOMNAHIL,

KYNies MeHeoxHcepamu
KOHMPOAbHO20 Nnakemy axyitl C8o€l
KOMNAHIL,

KepigHutl nioxio,

manual 1) niopyunux; 2) cmamym; 3)
PYUHUL;
manufacture suUpoOIAMU;
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manufacturer

8up06H1/lK, nocmavdaibHUK,

manufacturing BUPOOHUYMBO,

margin 1) PIi3HUYs; 3ANUULOK; 2)
eapanmiiHull 6necox; 4) dooamkosa
cyma,

market 1) punox; 2) npooasamu,

fair market CHPUAMAUBE PUHKOBL YMOBU,

market hurdles

PUHKOBI bap ‘epu,;

saturated market HACUYEHUL PUHOK,

target market YIbOBULL PUHOK;

measure sUMIpIOBAMU,

meet 1) 6auumuca;, 2) 3bupamucs; 3)

meet (satisfy) a claim
meet the deadline
meet the requirements
meet the request

3a00801bHAMU  (WOCB), BION0BI0amu
(womycs); 4) onnauysamu,
3A00801bHAMU NPEMEH3II0,
BKIACMUCS 8 CMPOK;

3a008i1bHAMU Nompebu, 8ionosioamu
BUMO2AM,

300080bHAMU NPOXAHHSL,

merchandise
merchandising counseling
merchant wholesaler

moeapu,;

KOHCYIbMayiss. wooo acopmumMeHmy
moeapis;

ONmMoBUL NOKyneyv,

minor He3HAYHUIL,

be of minor importance mMamu Opy2opsiOHe 3HAYEHHS,

misdirection gionpaska moeapy 3a  HeGIPHOIO
aopecoro,

monetary [ ‘manitori] 1) wmonemnuii;, 2) epowosui;, 3)

monetary policy BANIOMHULL,

monetary gift

International Monetary Fund

Qinancoso-kpeoumna noaimuxa,
2pouio8a nodcepmsda,

(IMF) Mixcuapoonuu  Bantomuuu ~ @ono
(MB®);

money epouti;

stash money 8KIAOAMU 2POULL;

mount 1) scmanosnosamu; 2) monmysamu;

movement 1) pyx, nepecysammns;, 2) po3eumox

chain movement

0ii; 3) 3mina;
PYX 00 00 €OHAHHA;

multibuys KYNi6/sl KiIbKOX OOHOMUNHUX peydell,
mutual 83AEMHULL,
mutually 83AEMHO;

be mutually agreed

34 63AE€EMHOI0 320()0)‘0,'
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N

need 1) nompebysamu;, 2) 3acnyeogysamu;
need a lawyer nompebysamu opucma,

be in (urgent) need of smth (mepminogo) nompebysamu wocw,
negotiate 1) oomoenamucs, eéecmu nepe2ogopu
negotiable (npo for); 2) nepeboprosamu,

carry (conduct) negotiations
negotiate purchases or sales
negotiation group

sole negotiator

me, wo Modce Oymu nepenpooaHum,
nepeKynieHum,

gecmu nepe2o8opu,

gecmu nepe2ogopu 3 npueoody Kynieii
abo npooasicy;

Komimem 3 nepe2o6opis,

€0UHa ocoba, siKa ede nepe2osopu,

net yyuCmuil, Hemmo,

net assets gapmicmes MauHa 3 BUPAXYBAHHAM

net income 30008 ’A3aHb;

net liability yucmuil npubymox (amep. npudymox,
AKUL ONOOAMKOBYEMBCAL),

net loss yucme 30008 ’s13aHHA,

net pay yucma empama,

net worth oniama 6e3 8Upaxysamy;
sapmicms MauHa 3 BUPAXYBAHHAM
30008 513010

note 1) nomamku;, 2) 3anucka;, 3)

promissory note
Release Note for Shipment

HaKnaoHa, eekcenvb, OankHom, 4)
(6bopeosa) posnucka,

npOCMUll 8eKCelb;

NOBIOOMIEHHS NPO 20MOGHICMb 00

8I0NpPABIIeHHSL;
null HeOIUCHUTL,;
null and void Mou, Wo 6MPamus CUiy;
@)
obligation 30008 13aHHHS,;
without obligation be3 3000653aHb,
oblige 30008 ’a3y6amiu,
be obliged (to) OYmMu 80SIYHUM,
observe 1) nomiyamu; bauumu; 2)
observation NPUMPUMYBAMUCD,
3AY8ANCEHHS,
obstacle nepenona, nepeuKood;
obstruct 3aea0umu,
obtain ooepaicysamu, 3000y8amu;
obviously OUeBUOHO;
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official oiyitinui;

omission nponycK,

omit 1) nponyckamu, 2) eunyckamu, 3)
omit to do (doing) onyckamu;

He 3pooumu;

operation
put into operation

1) poboma, 2) dia; 3) excniyamayis;
6600umu 8 0ito;

opportunity

lose an opportunity

seize one’s opportunity
(chance); take an opportunity
have the opportunity of doing
smth

1) wanc (moocnusicme); 2) 3pyuna
Hazo0a;

BMPaAMuUmMu WAHC (MOACIUBICMY);
CKOPUCMAMUCS MONCTUBICINIO,

Mamu MONCIUBICMb 3p06umu uoO-H.,

oppose ocKapacumu;

option 8U0OIp, npaso eubopy,

at (in) our (your) option Ha (8awi) posenso;

order 1) muaxasyeamu; 2) eiocunamu, 3)
samoenamu; 4)  zamoenenms,; 5)

online ordering Hakasz, 6) opoep, 7) nopsookK;

against (on) Order No. 3aMO8/IeHHs moeapie yepes

cash with order KOMN 10mepHy mepexcy;

by order 3amoenentss 3a No;

for order’s sake 20MIiBKOI0 npu OMPUMAHHI
3AMOBNIeHHSL;
3a HAKA30M;
3apaou nopsioKy;

organization opeaHizayis;

organization structure opeaHizayiina CmpyKkmypa;

organizational chart opeaHizayiina cxema,

origin NOXO0O0ICEHHS;

outer 306HIWHIU,

outgrowth NPOOYKM, pe3yibmam,

outlet PUHOK 30ymy, mopeieeibHa MOYKA,
mopeiseivbHe NionpueEMcmeo,

output 1) NPOOYKYIsl, 2) 00’em
8UPOOHUYMBA, 3) BUNYCK,

outside 1) 3a medxcamu;, 2) 308HIWHA

outside the seller’s control CMopoHa;
He3aIeHCHULL 8I0 NPOOAsYs,

overall HOBHUUL,

overlook smth

1) ne nomimumu, sunycmumu woco i3
6udy, 2) ousumucs Ha wocob 36epxy;
3) naensoamu,

Overseas

3aMOPCbKULL,
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overseas transport

MOPCbKE NEPEBEZEHHA,

oversight 1) neooensno, nomunxa; 2) naznso;
through an oversight yepe3 Hedo2a0,

overtime HaodypouHUll ac;

own 1) eénacnuii; 2) enacrux;

=

pack nakysamu,

packing VNAKOo8KA,

cost of packing sapmicme YNaKoeKu,

Packing List (Sheet)

yl’laKOGOLlellZ Jaucm,

parcel
by parcel post

1) nakem; nayka; nocunxa, 2) napmis

(mosapy);
ROWMOBUM BIONPABTICHHSM,

part

partial owner
part-payment

spare and wear parts

1) wacmuna, 2) yuacmo, 3) 3HaueHHs,
4) epyna, ¢ppaxyis,

CNIBBIACHUK,

yacmkoga oniama,

party 3anacHi ma 3HOWYO4YU 0emaii,
IOPUOUHHA CIOPOHA

particular 1) noopobuys; 2) Oemanv, 3)
ocobnusuil; 4) cneyianoHuil,

pay 1) nnamumu; 2) 36epmamu ysazy;

pay a debt (to smb) cnaamumu 6ope (KomMycs),

pay at sight cnaamumu 3a npeo siGNeHHIM,

pay cash naamumu 20mieKoio;,

pay check NAAMINCHUTL YeK;

pay dividends cnaayysamu OuioeHou,

pay in kind CAQMUmMuU Hamypoio;

pay for smth NAAMUMU 3 Wo-H.,

pay on demand cnaamumu 3a nepuior 8UMO2010;

pay out cniavyeamu;

pay to order CHaAGmMuUmMuU 3a HAKA30M,

payable nionseae oniami,

payee 00epICcYsay Niamedicis,

payment onaama,

guarantee of payment
payment by results
payment in
prepayment

payment of expenses
point-of-sale payments
progress payment
system of payment (mode of

advance,

2apanmisi nIamedxcy,

onaama no pe3yibmamam,

nonepeoHs. oniama;

oniama sumpam;

naamedci, wo  30IUCHIOIOMbCSA 8
PO3PAXYHKOBUX NYHKMAX,

noemanHa oniama;

cnocib oniamu,
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payment, manner of payment)

penalty
have a right to claim a penalty

1) noxapannusa,; 2) wmpagh, nemns;
Mamu npaso 8uMa2amu newio,

per capita (per head)
per capita consumption

Ha TI0OUHY (Ha OYuLy HACelleHHs);
CHOJCUBAHHS HA OVULY HACENeHHSL,

per unit 30 OOUHUYIO,

per hour NO20OUHHO;

per cent (percent) 8I0COMOK (npoyenm),

peril 1) nebesneka, 2) puzux,

pile up HAKONU4y8amu, 30i16uty8amiu,
pilferage PO3KDPAOAHHS,

place 1) micye; 2) nonooicenns, 3) nocaoa;

place an order with smb

4)  posmiwysamu, 5)  pooumu
3AMOBNIeHHSL;
PO3MIUY8AMU 3AMOBIEHHS Y KO2O-H.,

plane Jmaxk;

jet plane peaxmusHull 1imax;

pledge 3axknacmu;

pledge goods with a bank NOKAACMU MOo8ap nio 3akiao y OAHK,
policy 1) nonimuxa, 2) noxic,

policy of insurance (insurance
policy)

CMpaxoeuti Noaic,

pool 00 ’€OHanms1,

portable nOpMamueHul;

possession 1) e6onodinnsa; 2) enacuicms, 3)
MAUHO;

precious 00pO2OYIHHULL, KOUMOBHULL,

predict nepedbavamu,

premises NPUMILYEHHS,

premium CMpaxoei 6HeCKuU;

prepare 1) comyeamu; 2) niocomosaamu,

preparation of payrolls niocomoska gioomocmetl (36imis)

pressure 1) muck; 2) enaue;, 3) ckpymui

work under pressure
pressure of work

obcmasuHu,
npayrosamu nio MucKom,

3A6AHMAIHCEHICNb MepMIHOB010
pobomoro;

prevent 1) 3anobicamu 2) 3ynunamu,

price Yina,

asking price nepuia yina;

attractive price npusabausa yiua,

cut price YIHA 13 3HAYHOI 3HUINCKOIO,

equilibrium price
off-even pricing

PIBHOYIHHA YIHA,
yina, aka He 0ocseae 00 Kpyaioil
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acceptable price
best price
competitive prices
cost price

cut price
equilibrium price
final price

price competition
price de-emphasis

price emphasis
price leader

price sensitive item

pricing

pursue unsound price policies
pursue unsound price policies
reasonable price
unreasonable price

yugpu, ane CmMuMynoc OaMCamHs y
NOKYnYs KYRUmu yio piy;

PO3YMHA YiHa,

HAUHUMICYA YIHA,
KOHKYDEHMHOCNPOMOMCHI YIHU,
cobisapmicmy;

YIHA 13 3HAYHOI 3HUNCKOIO,
PIBHOYIHHA YIHA,

KiHUuesa yina,

KOHKYDEHYIA Y YIHOYMBOPEHHI,
cnpoba npooadcy moseapy He 3da
PAXYHOK HU3bKOI YIHU, a4 304 PAXYHOK
iHwux ¢paxmopis;

npooax)c moeapy 3a paxyHoK HU3bKOIL
YiHU,

BUPOOHUK  (BCMAHOBIIOE  HAUHUICYY
YIHY Ha Ne8Hy NPOOVKYII);
moeap,  pieeHb  NPOOAXCY
3anexicumso 610 YiHu,
KAIbKYAAYIA YIH,

gecmu  HepoO3YMHY YIHOYMEOPIUY
NOJIMUKY ;

YiHa, Wo NPonoHYEMbCA,

PO3YMHA YIHA,

HepoO3YMHA YiHa,

AKO2O

prime-rate HauUMeHWUull  npoyenm 3  NO3UKU
(6cmaHoBNeHUll 8 nesHuli yac y
NeBHOMY MicYi),

principal 1) conosa, nauanvhuk; 2) oupexmop,
3) ocuosuuti;, 4) nposionui; 5)
OCHOBHA CyMA,

procedure npoyeoypa;,

proceeds pl. 1) cyma; 2) eupyuxa,

process 1) obpobasmu; 2) nepepobasmu,

producer BUPOOHUK;

large scale producer

KPYNHUU 8UPOOHUK,

product [‘prodakt]

product planning

production and consumption
production costs

production input

mass production

means of production

mode of production

1) mpooyxyis, npooykm, 6upio;, 2)
pe3yibmam, HACAIOO0K,

PO3poOKA HOBOI NPOOYKYIT,
BUPOOHUYMBO MA CNONHCUBAHHSL,
8UPOOHUYL uMpamu, codieapmicms;
8UpOOHUYUL pecypcu (3ampamu Ha
8UPOOHUYMBO);

Macoee 6upoOHUYMEBO,
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3acobu supobHUYmMea,
cnocib eupoonuymaa,

profit npudymox,

profitability npudymKosicmn,

anticipated profit 3an1aHo8anUll NPUOYMOK,

prohibit 3a00poHsamuU;

proof ookas;

final proof of quality niomeepOICeH s AKOCMI,

property 8IACHICMb,

prospect 1) nepcnexmuea; 2) npocnexm,; 3)
nyonixayis;

prosperity PO3KSIm,

provide 1) nocmauamu; 2) nadasamu,; 3)

provide channels 3abe3neuysamu,

provide data
provided (that)

3abe3neuysamu cucmemor 30ymy;
3abesneuygamu 8i0omocmi,

provision npu ymosi, wo, y momy 6Unaoxy,
provosional (AKWo);
1) ymosa, 2) nonosicenns,
nonepeotiii,
proximo HACMYNHO20 MICAYSL,
on the 2" proximo 2 yucia HACMynHoO20 Micsiysl,
public 1) cycninouuii; epomadcekuil; 2)
public procurement HapOOHUIL,
publicity 0epIICaABHA 3aKYNI6IA;
in public nponazanoa;
publicity BIOKpUMO, NYONIYHO,
peknama,
punitive [‘pju:nitiv] KapanbHUil;

punitive measure

KapaavHutl 3axio;

purchase

purchase order (p.o.)
purchasing power

1) kyniensa, 2) noxynka, 3) eapmicms;
4) nepesaca;, 5) mouka onopu, 6)
Kynyeamu,

3AMO8IeHHs HA KYNi&io,

purchaser KYRI8EeNIbHA CRPOMOICHICMb,
NOKyneyb,
put 1) o0ooasamu, 2) npueooumu; 3)

put a visa on a passport

put an amount of money

put data

put policies into effect quickly
put into port

put forward a claim

oyinosamu, 4) nponounysamu, J)
npuHaA4amu,;

nocmasumu i3y y nacnopm,

8KIACMU 2POUL;

3aknadamu 0aui (8ioomocmi);
ULBUOKO docsiemu Xopowiux

pe3yibmamos;
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put forward a quotation

8X00UMuU 8 NOpM;
npeo ‘agumu npemeHsito,
npeo 'a8umu npono3uyiio;

Q

guota Keoma, Hopma,

qguote BU3HAYEHHA UYIHU,

guote (a price) npusnauamu (Yiny, ymosu);

guotation 1) xomuposka; 2) yina, 3) kypc, 4)
NpONO3UYis,

R

ransom BUKYN,

rate 1) pozmip; 2) nopma, 3) cmaska, 4)

basis rate Kypc,

rate of exchange bazucra cmaska,

rating BAIOMHULL KYPC )
1) NOMYIHCHICDb, 2)
NPOOYKMUBHICb,

ratio 1) xoegiyienm; 2) payion;

ratio analysis
Return on Investment Ratio

aunaniz xoeghiyienmis;
Koeghiyienm nogepuerHs ingecmuyiu,

receipt

1) ompumanns; 2) posnucka; 3)
keumanyis, 4) ompumysamu,

recession peuyecis, cnao,

reciprocal 63AEMHUIL;

reciprocal trading 83AEMOBULIOHA MOP2IBIISL,
record OOKYMEHm, 3anuc, nPOmoKoJl,
recruit KOMNJLeKMY8aAmu,
recruitment HabIp wmamy,

red-tape Kanyesipcoka poboma,
reduce BHUMICY8AMU,

reduction SHUNCEHHSL,

reduction in the price

SHUJNCEHHA l/ﬂHM,

refer (smth to smb)

referrals, reference
with reference to

1) nepedasamu (wocv na posenso
koeocw), 2) nocunamucs (Ha Ko2ocw
(wocy);

HOCUNAHHSL,

NOCUNAIOYUCH HA,

refuse
refuse to specialize
productive efforts

their

1) siomoenamucsa, 2) siokuoamu, 3)
3anepeuysamit;

BIOMOGIAIOMbCS  6I0 chneyianizayii 6
2anysi supobHuymea,

refund

nogepmamu, 8I0UWK0008Y8aAMU
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(epouiogi cymu),;

register
register a company

1) peecmpysamu, 2) noxasyseamu, 3)
3anam’amosyeamiu,
3apeeccmpysamu KOMNAHio;

regulations npasuna,
reimburse giowKo0o8ysamiu, oniavysamu,
reimbursement nosepmamu;

BIOUKOOYBAHHSL,

reject

reject (to decline) a claim (an

offer, a proposal)
rejection

1) esioxunamu; 2) 6pakysamu; 3)
giokudamu,
BIOXUNISIMU NPEeMEH3it0 (NPono3uyin);

reject the goods giomosa;
8IOMOBUMUCH 8I0 MOBADY;
relation 36 130K,
relationship 63AEMOBIOHOCUHUL,
in relation to BIOHOCHO,

trading relations

Mop208i 36 3KU;

rely (on smb, smth)

noxnaoamucs (Ha Woch, K020Ch);

remedy BUNPABIISIMU,
remedy the defects sunpasumu oegexmi,
remember 1) nam’amamu; 2) 3eadyeamu,

Remember me Mr. P.

llepeoatime  6i0 Mmene  8iMaHHA
Micmepy I1.;

remind
remind smb of smth
reminder

Hazaodyeamu,
Ha2aoysamu KOMyCb npo ujoch;
HA2A0YB8AHHSL,

remit nepekaszysamu (2pouti);
remittance nepexas (epowieti);
render 1) naamumu; 2) nooasamu; 3)

render a service

Haoasamu, 4) siomeoprosamu,
Haoasamu NOCiyey,

rent penma, opeHOHa niama, npudymox 3
HEepPYXoMocmi,

repay nosepmamu bope;

replace 1) 3aminrosamu; 2) 3eadysamu;

replacement
replacement parts

3amiHa,
yacmutu OJis 3aMIHU,

replication KONito8anis (00c8ioy),;

reply 8i0n06iow, 2) sionosioamu (na - t0);
in reply to Y 8i0n06iob Ha,

report 36im,

turn in the report
report of survey

30asamu 36im;
aKm nepesipKu,
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request
In accordance with your request
(as requested (by you))

1) npoxannus,; 2) npocumu,
32i0H0 Bawozo npoxanns,

require
required
requirement

1) sumazamu; 2) nompeoysamu;
HeoOXiOHU,
1) sumoea, 2) nompeba;

meet the requirements 3A0080bHUMU (6ionosioamu)
BUMO2AM,
reserve 1)  36epicamu; 2) 3amosnamu,

| have a room reserved ...
reserve the right

pezepsysamu; 3) npusHayamu,

Ha moe im’s samoeneno nomep (y
eomeii) ...;

1) 36epicamu 3a cobow npago; 2)

NPUHAYamu,
response 8i0N0BI0b,

In response to ¥ 8i0n08iob Ha ;

responsible 810N0GIOANIbHUIL

responsibility 810N0BIOANILHICINY

be responsible for all business | 6ymu  sionogioanenum  3a  eci
debts 8UpobHUYi bopau,

accept responsibility opamu Ha cebe 8iON08i0AIbHICIb,
restrict oomedncysamu;

restriction (restraint) 0bMmedicenHs,

driving restrictions 00MeNCEeH S ABMOMODIILHO2O PYXY,
retailer Kpamap;

single line retailer

mopeoseysb (Motl, wo Npooae sAKuli-
HehYOb 00UH Mmosap);,

revenue [‘rivinju:] npubymox;
risk PU3UK;
foreign-exchange risk BANIOMHUL PUSUK,
incur risk 3a3HAMU PUBUKY,
justify a risk 8UNPABOAMU PUBUK,
royalty JUYEHITUHUL NIIAMIdIC, POSIMI,
body 1) mino; 2) ocnosna uacmumua; 3)
opuouuHa  ocoba;,  Kopnopayis,
ruling body opeawizayis;
KepiHULl Op2aH;
run 1) 6iemu; 2) dismu, 3) 6ymu 4uHHUM,
4) 6pamu yuacmow, 5) 3abopeysamu,
run a risk 6) oonamu nepewkooy,
run fast PU3UKy8amu,
umu weuoxko (npo noizou, asmooycu),
S
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sale
inhibit the sale

mop2iens,
3aeascamu mopeieJi;

sale
consignment sales
sales trainee

1) 36ym, 2) mopeisns;

npooadic moeapis 3a OOpPY4eHHAM
KOMICIUHY 8UHA20POOY;

mop2osull cmasicep;

3a

satellite 1) cynymnux; 2) npuxuivHux,

satellite communication CYNYMHUKOBUIL 368 530K,

save EKOHOMUMU,

schedule 1) pospobnsmu naan; 2) po3xiao,

security 1) obesnexka; 2) oxopona;, 3)
3abe3neuenns, eapanmisi, 4)

securitization of credit cards
debts

ynegHenicmb, 5) nopyka,
eapaumyseanus 60p2ie no Kpeoumuux
Kapmkax,

self-sufficient

caM03a6e3nequuL7;

sell 1) npooasamu; 2) pexniamysamu;
sell abroad npooasamu 3a KOpOoH;
service 1) mpays, poboma; 2) nocayea; 3)

extra services
service and maintenance

cepsic; 4) excniyamayis,
000amKo8i nociyeu,
eKcnyamayisi ma o0Cty208)Y8aHHsL,

set

set objectives
set oneself a task
set prices (to charge prices)

1) cmasumu, posmiwysamu;, 2)
nooasamu  (npukiao); 3) Habap,
Komniekm, 4) ycmanoexa,

cmagumu memy;

noCmasumu 3a60aHHs,
6CMAHOBII08AMU YIHU,

settle

settle a debt (with smb)
settlement

settle the matter

1) nocensmucs, 2) obrpynmosysamu;
3) supiwysamu,

suniamumu 6ope (Komycw);

1) nocenenns; 2) obrpynmyeamus,
Vpe2ynto8anHs;

61A0HAMU NUMAHHSL,

share

share capital

Noun /) uacmxka; 2) axyis, nau,

Verb 1) oinumu; 2) opamu yuacme, 3)
nooinamu (OymKy);

AKYiOHepHUU Kanimai,

shifting

1) nepenoc; 2) nepecmanoska,

ship
shipment (consignment)

shipping

1) 3asanmasicyeamu Ha xopabennv, 2)
nepeso3umu (8iONpasIsAmu) 8aHmMadic
0y 0b-5KUM BUOOM MPAHCNOPIY;

1) eamwmasxc (napmis mosapy); 2)
3a8aHMAaddCents, siosanmanxcerts (HE
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shipping documents
shipping specification
shipowner

shipping agent

BXKUBAETHCS O3HAUCHUN apTHKIIh);
MpPAHCNOPMYBAHHSL,
O0OKYMeHmayis 6i08AHMANCEHHSL,
cneyugixayis 8i08aHMANCEHHSL,
6/IACHUK CYOHA,

excneoumop,
shop 1) kpamnuys; 2) yex, 3) npoghecis, 4)
shopping centre CKYNOBYBAMUCSL,
shopping guide mopeieenbHull yeHmp,
008IOHUK MA2A3UHIB,
shortage 1) oegiyum; 2) wnecmaua, Opax

shortage (of smth)

(wo2ocyv); 3) HedomiK;
Hedocmaua (1020ch);

short-delivery (short-shipment)

Hedonocmaeka, HenoeHa nocmaeka,

sight

Noun 1) 3ip, 2) noensno; 3) euenso, 4)

none 30py;
at sight Verb 1) nobavuumu; 2)
cnocmepiamu,
Ha npeo sI8HUKA,
simplify cnpowgysamu,
single 1) 0oun, eounuii; 2) cyyinoHuil, yinui,

single copies of a catalogue
(brochure etc)

nO OOHOMY eK3eMNAApY Kamanozy
(bpowypu ma in.);

spare
spare parts (spares)

3aNnacHUll;
3aNACHI YACMUHU,

specification

1) cneyudghixayis, 2) mexuiuni ymosu,
3) ymounenns,

specimen 3paA30K;
specimen letters 3PA3KU TUCMIB;
staff (personnel) wmam,

staffing niobip ma po3mauily8aHus Kaopis,
temporary or permanent staff ROCMIUHUL A0 MUMYACOBUL WMAam,
stample nepesipsimu;

standard 1) cmanoapm; 2) nopma; 3) epowiosa

standard of living
Government standard
standard form of a contract

cucmema,
AHCUMMEBULL PIBEHD,
0epoIcasHuti cCmanoapm,
MUNOBULL KOHMPACT,

standby 1) naoiunuii; 2) 3anacuuii;
standby reserve pe3epeHull 3anac,
start 1) nouunamu, 2) cmapmysamu,

start own business
start with especially low prices
starting

PpO3nouamu ce0i0 cnpasy;
NOYUHAMU 3 0COOUBO HUZLKUX YiIH;
1) nycxoeuii, 2) nouamkoeuii,
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starting equipment

NYCKOBUU NPUCMPIT,

state

as stated

statement

statement of account
profit and loss statement

1) ycmamnoenenuti;, 2) npusHaveHui,
3) 3asaenamu; 4) koncmamysamu,

5K 8KA3AHO;

1) 36im; 2) 3asn6a; 3) eioomicms, 4)
cneyugpixayis;

BUNUCKA 13 PAXYHKY,

36imM nNpPo NpUOYmMKU ma 30UmKu;

statute [‘staetju:t]

1) cmamym, 2) 3akoHoO0as4uil akm;

status 1) cmamyc; 2) cman,

financial status Ginancosuil cma,

steady CMITKUU, NOCMIUHUILL;

stock 1) 3anac; 2) cknad; 3) ¢ounou, 4)
stock certificate axkyii;

stockbroker aKyis,;

stock-in-trade Oipoicosuti maxkiep;,

in stock 1) moeapnuii 3anac;, 2) 3amuuiox

issue and sell stock
joint stock company

HEenpooaHux moeapis;

1) y nasasnocmi, 6 acopmumenmi, 2)
Ha cK1aoi;

sunyckamu ma npooasamu aKyii;
AKYIOHepHa KOMNAHIA,

store

storage
store of value

1) 3anac; 3anacu; 2) yuieepmae; 3)
Kpamuuys, 4) cknao, 6) cmamox; 7)
ckaaoysamu, 30epieamu Ha CKAAOI;
1) 36epicanns; 2) cknao, cxosuwye;
1) 3acio 36epedcenns; 2) 3acio

,, 30epedicenHs gapmocmi (K
GbyHKIIIS TpoIei)

sublet nepeoasamu 8 HauM,

submit 1) o0osooumu; 2) meepoumu; 3)

submission npedcmagiamu (Ha poenso),
nepeoava Ha po3eiso,

subsequent HacmynHuil,

subsidiary NOMIYHUK,

free standing subsidiary

He3ajledcHe O0UIPHE NIONPUEMCINGO,

substitute

1) 3amina; 3aminnuxk; 2) 3aminamu;

sue nepecnioysami cy008UM NOPAOKOM;

be sued nionaoamu  ni0  po3ensid  KApHOiL
cnpasu,

suffer 1) cmpaosicoamu, 2) oozeonamu; 3)

suffer losses (to suffer defeat)

mepnimu, 4) 6ymu nokaparum;
Hecmu 30UumKu;

sufficiency

1) cmamok; 2) 30amuicms, YMIHHA,
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subscribe self-sufficiency | dompumysamucs mouKu 30py
viewpoint camoszabeszneyenocmi,

sufficient oocmammitl;

sum 1) o0oodasamu, 2) niocymosysamu;

sum it up (summing it up)

V3a2anbHI08amu,
niogecmu niOCYyMKU;

supervise
supervise daily management

KOHMPOI08amu, 3a8ioysamu;
301UCHIO8AMU nocmivHe
KepigHUYmMeEo,

supplement 000amox,; 0ONOBHEHHS
supply 1) nocmauannus; 2) nonum,
supplies pl. sanac, npunacu; niama;
supply and demand RONUM ma nPono3UYis,
support RIOMPUMKA,

on-going support NOCMIUHA NIOMPUMKA,
surplus HAOIUUOK;

survive 027150amu, 00CAi0HCYBAMU,
swap [swop] 0OMiIH;

swap (smth for smth)

MIHAMU (WOCb HA ULOCD),

T

take

take risks (to run a risk)

1) osonoodieamu; 2) openoysamu, 3)
nompeoysamu,; 3) cnoxcugamu, 4)
i30umu, 5) enausamu, 6) 3a3Hamu,

take title to the goods pusuUKyeamu,

take/assume responsibility KYRJISAMU moeap 5K 61ACHICMb;
nputimamu (Ha cebe)
8I0N0BIOANbHICY,

tangible mMamepianvhuil;

tangible assets Mamepianvhi akmusu,

tangible item mMamepianibHUll npeomem,

tariff mapug, mumo,

task 1) cnpasa; 2) 0606 ’a30k; 3) mumo;

task in hand 1)  posznouama  poboma, 2)
HaubuxzCue 3a460aHH;

tax nooamox;

tax benefits

tax cuts package
tax rate

tax relief

tax revenue

taxable

nitbeU 3 0ONOOAMKYBAHHS,

nakem 3aKOHI8 CMOCOBHO 3MEHULCHHS
nooamkis;

HOpMa nOOamKie,

NOM SIKULEeHH s NOOAMKIG;

npuUOYmMoK 3a pPAaxyHoK NOOAmKOBUX
HAOX00HCEHD, nooamkosi
HAOXO0ONCEHHS,
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nioJsieae Ono0AMKYB8aAHHIO,

tenant Haumay, opeHoamop,

tender 1) nponosuyis; menoep;
term 1) mepmin; 2) ymosa;

in terms of 3 MOYKU 30Dy, Y BIOHOUWEHHI,

in terms of money

long term view

long-term investment
long-term/short-term loan
on the terms

terms of sale

terms of payment

¥ 2POuL08OMY BUPAIICEHHI,
00620CMPOKOBULL;

00620CMpPOKOBULL BKNAO,
00620cmMpoK08a (KOPOMKOCMPOKOBQ)
NO3UKa;

Ha YMOBaAX,

YMO8U NPOOAdACY;

YMOBU NAAMEHCY;

terminal
terminus, termini

1) mepminan; 2) mesxca; 3) 6ucHo80K;
4) kineyw;
KiHYe8a 3yNUHKA,

test 1) eunpobysanns, 2) nepesipka, 3)

test report mecm;

test certificate 1) 36im npo eunpobysanus; 2)

running test NPOMOKO.JL BUNPOOYBAHHS,

service test c8I00YMB0 NPo BUNPOOYBAHHS,
nomouHe 8UNPo0YBaAHHA;
excnyamayitine UnpoOySanHs,

threaten 3aepoosicysamu;

time 1) uac; 2) naeooa; 3) mumv, 4) pas;

time of delivery 5) mepmin;

in due time mepMiH NOCMABKU,
CBOEUACHO,

title 1) nazea; 2) 36anns, 3) npaeo, npago
Ha énacHicmo, 4) mumyn;

ticket oinem, K8UMOK;

open-date ticket
return ticket

Oinem 3 8i0KpUMow 0amoio,
360POMHULL KEUNOK,

tie 36 ’s13y6ami;

be tied in with the company | mamu 6ionowenna 0o kinyesoco
product npooyKmy;

toll nOOamMoK, ONIama 3a NOCAY2U,

total 1) 3aeanvua Kinokicms, 2) niOCyMOK;
trade mopeiens;

free trade area
predatory trading
trade deficit
trade duty

trade surplus

30HA GLILHOI MOP2IGIL,
2paobidicCHUYbKA MOP2IGIsL,
mopezosenbHUll Oeiyum;
Mop208uti NOOamox,
Mop208elbHUll HAOTUULOK,
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trade-in allowance

cyma epoudel, cnaadena 3a cmapy pid
[ BKIIIOYEHA Y paxyHOoK KYNi6Ji HOB8OI,

trade gap oeiyum mopeoeenvHo2o b6anancy,
trademark mopeosa (¢pabpuuna) mapka,

trade price 2ypmosa yina,

trade-union npogcninka,

trade-off AIbMePHAMUBA;

traffic 1) pyx (mpauncnopmy); 2) mopeiens

(wacmo He3axKoHHa); 3) nepesezeHHs;
4) mopeosenvhi yeoou,

transaction

bawnkiecoka onepayis, y200a,

transfer
transfer
unilateral transfers

Noun /) nepenecenns; 2) nepekas,
Verb 1) nepemiwamu, 2)
nepexkasysamu (2pouli);
0OHOCMOPOHHI Nepexasu;

transit

during (in) transit

1) npoxoooicenns; 2) nepesezenns, 3)
3mina, 4) nepemiwgenns, 5) mpaumzum,
nio uac nepese3enHs,

transmission

nepecuika,

treatment

to put to a treatment

1) cmaenenns; noeoodxcenns, 2)
JIUKYBAHHA, 002150, 3) MpaKmy8auHs;,
4) 06pobka (woeocw),
niooasamu 0o6pooyi;

trend MeHOeHYIs, 3a2AbHUlL HANPAMOK,

trial 1) cyo, 2) cnpoba,

trial balance npobduuil bananc,

triplicate mpemiil eK3eMnsp,

in triplicate 8 MPbOX Ke3eMNIAPAX,

turn 1) obepmanns; 2) 3mina Hanpamy, 3)
yepea; 4) nocnyea,; 5) nepecopmamu;

in turn 6) oymu e ob6icy;, 7) ompumyeamu

do not turn over

npuOYmoK;
no uep3i;
He kanmyeamu (HaJAIUC Ha SIUKaX);

U
ultima 1)  nar.  kimeyp  cnosa;  2)
ultimate ocmamoyHul,
1) ocmanniu, 2) «kpauuiu, 3)
ultimatum ocHosHull;,  4)  kpumuunui;,  5)
MakcumaabHuil, 6) ocmamouruil,
1) zaknroune cnoso, 2) yromumamym,
undercover 1) maemnui; 2) cexkpemnuii, 3)

NPUXOBAHUU,
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undergo

1) 3a3nasamu, 2) 3nocumu,

undersign nionucysamu(cs),
undersigned HidCuenionucanuu,
understand 1) posymimu; 2) npunyckamu; 3)

understanding

Oi3Hasamucsi;
1) po3yminns; 2) yeooa; 3) po3ymuuii,

undertake
undertaking

1)  nouunamu; 2)  pyuamucs,
eapanmysamu, 3) 30008 a3ysamucs;
30008 's13aHHS;

underuse BUKOPUCMOBYBAMU ~ HEe HA  NOBHY
NOMYAHCHICM®b,

underwrite eapanmyeamu  po3MiujeHHs  (YiHHUX
nanepis);

unforeseen HenepeobayysaHui,

unforeseen circumstances Henepedbauysani 06CmaguHu;

unforeseen complications | nenepeobauysani ckraonowi;

(difficulties)

unload (discharge)

po3eanmasicysanu,

upgrading

nio8UWeH sl Keanighikayii;

utility

marginal utility

1) xopucnicmo, 2) xopucha piu; 3)
KOMYHAIbHI CROPYOU (nociyeu);

MexHco8a  KOpucHicms  (0ooamxosa
KOPUCHICb, SKY OMPUMYIOMb  8i0
CNOJCUBAHHS  000AMKOBOI  0OUHUYI

utilities moeapie abo nocnye);

utilize KOMYHAbHI NIONPpUEMCMEA,

utilization BUKOPUCMOBYBAMU, YMUNIZYEAMIL,
BUKOPUCTNAHHSL,

Vv

valid 1) sacomuii,; 2) yunnuii,; 3) oitiosuii;

be valid Oymu OiticHuM,

validity mepMmiH Oii,

value 1) eapmicmv; 2) yinnicms, 3)

face value oyinosamiu,

value added tax (VAT)
value of goods
insurance value

HOMIHAIbHA 6APMICMb,
nooamox Ha 000aHy  eapmicme

(IIAB);

valued at sapmicmov mosapis;
3ACMPaxo8ana 8apmicms 8AHMANCY;
eapmicmio,

vary 1) sminosamucs, 2) eiopiznamucs, 3)

vary from ... to

pisHomanimumu, 4) koarusamucsi,;
SMIHIO8AMUCS, KOJUBAMUCA 8 MeNCAX
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vary in 8i0 ... 00;

vary with 8IOpIZHAMUCS (3a SAKOIOCb O3HAKOIO);
BIOPI3HAMUCA 8 3ANEeHCHOCMI  6I0;
3anexcamu 8i0;

velocity WBUOKICMb,

velocity of money wWeUOKicmy 00i2y epowetl,

venture PUBUKOBAHUT 3aX10, ABAHMIOPA,

vessel (merchant (motor) vessel
MV)

mopeose (MomopHe) CyOHO;

vice-president (vice-president of

siye-npe3udenm (8iye-npesudeHm i3

marketing, vice-president of | 30ymy, giye-npe3uderHm 3
production) BUPOOHUUMEA),

visa 8iza;

entrance (entry) visa 68 ’i3na siza;

exit visa suizHa siza;

grant a visa Haodamu 8i3y;

vote 1) eonocysanus; 2) subopue npago; 3)

by a majority vote

80MyM;
OLILUWICIIO 20710CI8;

W
ware 1) 8UpooU; 2) npooyKmu
warehousing BUPOOHUYMBA,
warehouseman CKAA0YBAHHS MOBAPIB;
BIACHUK CKIAOY,
wasteful MApPHOMPAMHULL,
way 1) wnax;, 2) wmemoo, 3) cmaH,
in the required way (properly, | cmanosuwe;
proper) Ne6HUM YUHOM;
way bill HAKIAOHA,
welfare 00bpobym;
well-grounded (justified) 00TPYHMOBAHUIL;
wholesaling 2ypmosa mopeiens;
wholesaling unit KOHMOpa npooasxcy 2ypmom;
withdraw 1) eiokmuxkamu; 2) eiomosumucs,

withdraw a claim

withdraw credit

withdraw money from a bank
withdrawal

83Mu 1084 HA3a0;

BIOKIUKaAmMU (3HAMU) NPEMEH3II0;
3aKpumu Kpeoum,

835MU 2POULL 3 PAXYHKY,
CKACYBAHMHSL, AHYTIOBAHHS,

within V Medncax;
worth, worthiness 1) YiHHICMb, 3HAYEHHS, 2)
sadciugicmo,  2iOHicms, 3) yiHa;

eapmicms,; 4) bacamcmeo, MauHo;
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write 1) nucamu; 2) naocunamu nucma, 3)

8600umMu iHpopmayiro; 4)
writing cmpaxyeamu (HCummsi);
In writing 1) 3anucka; 2) nouepk; 3) nucaums;

4) ooxymenm,
Y RUCbMOBOMY 8USTAOI,
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