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Task 2.

UNIT 1.
THE WORLD OF JOBS

Task 1. Learn the following words and phrases:

work

job

apply for (a job)
employer
employee
unemployed
do/work overtime
experience
permanent
temporary

resign

retire

be fired/ be sacked/
be dismissed

be promoted
salary

wage(s)

career prospects
part-time job
full-time job

staff

executive

hire

night shift
interview

be satisfied with
probationary period

1. executive
2. to resign
3. to retire
4, staff

5. trade union

(o2

. application form
7. employer

poboTta

npodecis, podora
MOJJaBaTH 3asBY Ha (IIpalleBIAIITYBAaHHI)
poboTonaBenp
TIpaIliBHUK
6e3pobiTHMI
HpanioBaTH HaTypOYHO
JIOCBiJT; cTaXk poOOTH
MOCTIHHMIA
TUMYaCOBHHI

HITH Y BiICTaBKy

HITH Ha TIEHCIIo

OyTH 3BUIbHCHUM

OTPHMATH ITiJBUIIEHHS (Ha mocasi)
3apIUIaTHSA (32 MiCSIIb)

3apIuiaTHA (TIOTOMHHA)
MEePCIEKTHBA Kap’ €PHOTO 3pOCTAHHS
poboTa HenoBHUI poOoUMil 1eHb
poboTa Ha HOBHUI poOOYHii JEHB
IITAT MPAIiBHUAKIB

KepiBHHUK, aJMiHICTPATOP
HafMaTH, MpaleBIalTOByBaTH
HiYHA 3MiHA

criBoOecima

OyTH 33JI0BOJICHUM
BUIPOOYBaIbHUI TEPMiH

Match the words to their definitions:

a) to leave your job because you want to go

b) a form person fills in when he/she wants to get job
or a place in a university

¢) a group of people who represent workers and protect
their rights

d) payment for work or services made to workmen on a
daily, hourly or weekly basis

e) a person who is hired to work for a company in
return for payment

f) all people who work in a company

g) a fixed monthly payment for professional or office



work

8. employee h) a person who is responsible for running a company
9. salary i) to leave your job because of your age e.g. 65
10. wage(s) j) a person or a company that hires people and pays

money for their work

Task 3. a) Look at the picture story and match sentences with each picture:

He was happy because he had a good salary and could use company car
He applied for a job with a food company

He was fired and was unemployed again

After six months he got promoted to the position of manager

Jake was unemployed and was looking for a job

He had to do hard and work overtime

But then he had an argument with his boss

He had an interview and got the job

IOTMmMOO®>

(from English Iﬁe)
b) Reproduce the story looking at the pictures.



Task 4. Read and translate the text:

Are you happy with your work-life balance?

Although majority of people say that they work “for the money”, salary isn’t
actually the only thing that they think about. Recently, research has shown that people
consider many different factors to be of importance when they make their career
choice. A worldwide survey of students showed that after graduation they would be
looking for jobs that allowed them to balance their personal lives with their work lives,
so it’s not always a full-time job. They are ambitious and optimistic about their
prospects, and look at their working future in a different way to their parents.

For example, Yoshi, a shop assistant from Japan, says: | am happy with my life
because I've chosen a lifestyle that gives me quite a lot of free time as | have a part-
time job. But my father, on the other hand, works more than 70 hours a week for a car
company. Sometimes he has to work night shifts, which I think is madness. Lots of
Japanese people do overtime. There's an expression in Japanese, karoshi, which means
dying because you work too hard. A lot of people in Japan get ill or die because they
work too. | think my generation is different. We don't want our lives to be ruled by
work. | work a few hours a day and that gives me enough money to live. | spend the
rest of my time seeing my friends and playing baseball.

It’s not just the younger generation who think like this either. There has been an
increase in the number of middle-aged employees who are moving away from highly-
paid executive positions into less stressful jobs.

Dan, a project manager for a software company in the USA, says: I'm not satisfied
with my work-life balance at all. I work overtime — at least 50 or 60 hours a week so |
don't have any time for myself or to see my children. I communicate with my wife by
leaving messages on the fridge. We almost don’t see each other because we work
different hours and | never have time to see my friends or keep fit. Also, | eat very
badly because | have only 10 minutes for lunch. It’s not enough for me to have a
proper meal. I earn a lot of money but | don't have enough time for my private life. Is it

worth it?
(Adapted from English File)

Task 5. Answer the following questions:
1. What is the difference between young and old generation in Japan?
2. Is Dan satisfied with his work-life balance? Why?
3. Which of the two situations is more typical for your country?
4. Are you sure/unsure about your career path?



5. Are you optimistic about your prospects? Why?
6. Would you prefer a part-time or a full-time job?
7. Do you want to be self-employed or work as an employee?

Task 6. Complete the text with the given words:

conditions hours part time temporary
experience job qualifications work
Nowadays in many countries there is not enough for everybody and
many people are looking for a . If they are lucky enough to find one
it is often (only a few hours a day) not full time, or it is a
job (only for a few months) not a permanent one. Many jobs
involve working long and often the working (e.g. salary,

holidays) are not good. To get a good job, it’s important to have (e.g. a
university degree) and some .

Task 7. A few friends discuss working conditions. Choose the right options for
these short dialogues:

Hours

Rodger:  We have flexihours / flexitime here. | often work late on Monday, so |
can leave early another day.

Brenda: That’s great. I have to work shifts / steps. | have to work a lot
overtime / afterhours, too.

Clothes

Robert:  Is there a dress code / clothes code there?

Roger:  Yes, | have to wear a suite / suit and tie.

Family

Roger: There is a childcare / child-mind facility on the company premises.

Colleen: Great! That helps you get your life-work / work-life balance right.

Holidays

Julia: When will you go on / in holiday?

Roger: I can’t take any days free / off for six months because of the
probationary / provisional period.

Food

Roger: The company canteen / casino is great.

Doug: Oh, I’m so busy that I often skip / jump lunch.

Task 8. Translate the following sentences into English:
1. TlpaniBHHKH, sIKi IPAITIOIOTH B HIYHY 3MiHY, OTPUMYIOTh BHIILY 3apILUIATHIO.
2. Tlpem’ep MiHiCTp TOJaB y BiACTaBKY, TOMY IO HOTO Ypsi HE 3Mil BHPIIIATH
€KOHOMIi4H1 1po0seMu KpaiHu.
3. Konu Maiik OyB CTyAeHTOM BiH IIpalfoBaB HENOBHUI poOOYMH JAeHb, 1100
OITATUTH HABYAHHS B KOJEIXKI.



4. bBararo ykpaiH1iB ize Ha poOOTY 3aKOpJOH. 3a3Buyail 1je TUM4YacoBa poOoTa,
OJIHaK BOHA JIa€ TapHU 3ap00iTOK.

5. Bin uwacro 3ami3HIOBaBcsS Ha po0OOTY 1 He BHKOHYBaB CBOi 0OOB’SI3KH
HaJIe)KHUM YUHOM, TOMY HOTO 3BUILHHJIH.

6. [Ilicnsa Toro, sk BiH 3ampONOHYBaB HOBI CrOCOOM 30iJbLICHHS NPHOYTKIB
KOMIIaHii, BiH OTPUMaB IiABUIIEHHAS Ha ITOCATI.

7. BoHa He 3a70BOJICHAa CBOEIO HOBOIO POOOTOI0, OCKUIBKHY il 9aCTO JOBOIUTHCS
NpaLoBaTH HaTyPOYHO.

8. B eBpomneiiceknx KpaiHaX HMPOQCIIIKH BigirparoTh BaXKJIHMBY POJb y 3aXUCTI
TIpaB MpAIliBHUKIB.

Task 9. Look at the pictures and mach them to professions:
e chef e lawyer e real estate e DJ ® broker o dentist
agent

Task 10. Which of the above mentioned jobs:

are done indoors / outdoors? need the most training?
require qualification? is the hardest?
have career prospects? have flexible hours?

are well-paid / poorly-paid?

Task 11. Some friends are talking about their jobs. Decide whether the
adjectives they use are positive or negative:



Boring, challenging, demanding, enjoyable, hazardous, repetitive, creative, secure,
rewarding, routine, satisfying stimulating, tiring, stressful.

Task 12. Who would you contact in the situation given below? Match the
situations in the left column with the name of the job in the right column:

1) a filling has come out of one of your teeth a) a driving instructor
2) you need to have your hair cut b) a lawyer

3) you need a legal advice c) a dentist

4) your house is on fire d) a psychologist

5) you want to learn to drive e) a fireman

6) in the shop you want advice on what sort of f) a barber / hairdresser
coffee to buy

7) all the lights in your house have gone out g) a shop assistant
8) you have decided to sell your house h) an accountant
9) you don’t get on with your parents i) an electrician

10) you father needs somebody to help his firm j) an estate agent
with money problem

Task 13. Discuss the following questions and read the text:
1. Do you have any work experience? What were you doing? Did you like it?
2. Have you ever thought of working abroad?
3. Why do people sometimes go to work abroad?
4. How the following skills are important when looking for employment

abroad:

e language

e driving

e managerial
e social

Working abroad

According to the latest statistics, young men and women from the UK are
leaving their country in large numbers because they want to work abroad. As many
as one million of them have left Britain in the last 10 years. In the past, most of them
headed for English-speaking countries like Australia and America. Now, things have
changed and more of them are working in the European Union. Thanks to new work
regulations it is much easier now to work in any country within the EU. But is the
idea of mobile European workers fact or fiction and what is it like to work in another
country?

In order to find answers to these questions, the Guardian newspaper recently
interviewed British workers in European countries. Their survey showed that if you
have a marketable skill and can speak the language of the country you will have no
problem finding work. Let’s take the following examples:



Peter Tate, 44, moved to France in 1991. He had studied lighting design in
England and had worked for eleven years in theatres around the country. But he
wanted a different lifestyle and certainly didn't expect to get a job in his field
immediately. He did a number of different jobs until he was finally hired by
Disneyland Paris in 1992. First he worked there as a lighting technician, then he
eventually got a job in design. After all his experience, he says that you have to be
realistic about finding exactly the kind of job you want abroad.

He admits that his poor level of French was a big problem. He did a three-
month language course before he moved to France permanently, but this still was not
enough. He says that if you want to get a good job in another country, you have to be
able to speak the language well.

Jonathan Palmer, 40, is a graphic designer. He moved to Germany four years
ago and set up his own company. He says that Germany is a good place to work in
advertising because the Germans think the British are very creative He didn't speak
German when he first arrived in the country, but being a languages graduate, he
learnt it quickly. He said that he couldn't compete with other companies without a
good knowledge of German. Another problem he had there was getting used to new
traffic rules as in Britain you have to drive on your left while in other countries of

Europe you have to do it on the right.
(from Upstream)

Task 14. Decide if the following statements are true (T) or false (F) according to
the text:
1. Until recently British preferred to work in English speaking countries.
2. Now British choose Europe for work because all its citizens speak English
fluently.
Before moving to France Peter Tate worked in Disneyland.
The main problem for Peter Tate was his poor level of French.
Jonathan Palmer knew German well.
British think Germans are very creative.
Britain and Germany have different traffic rules.

Nogkow

Task 15. Discuss the following work-related aspects:

1. Speak on work-related problems in your country (level of unemployment,
salary, working conditions, rights of employees, work-life balance etc).

2. Do students work in summer in your country? What kind of a summer job
would you consider applying for?

3. What professions are prestigious nowadays? Which will be prestigious in
the future? Comment on your opinion.

4. Why do people go to work abroad? Who benefits from this?
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UNIT 2.
APPLYING FOR A JOB

Task 1. Learn the following words and phrases:

CV (curriculum vitae) pestome

covering letter CYIPOBITHHUH JICT
reference(s) peKoMeHarii

respect TIOBAXKaTH

degree (HayKoBHI1) CTYIIHB
establish relations BCTAHOBHTH CTOCYHKH
quality SIKICTB

strengths CHJIbHI CTOPOHH
weaknesses crabKi CTOpOHU
resolution BUPILICHHS

accomplish 3aBepIIyBaTH

decisive pitny4nii

impatient HECTIOKIifHUM, APaTiBINBHUIT
common goal CIiJIbHA METa
achievement JOCSTHEHHS

recruitment Habip mepcoHany, Kaapis

Task 2. Match the words to their definitions:
1) achievement a) dislike having to wait

2) weakness b) a person who likes being with other people

3) reference(s) ¢) an aim or objective shared with other people

4) sociable d) something good that you have managed to do

5) decisive e) deficiency in person’s character

6) common goal  f) good at making decisions quickly

7) impatient g) testimonial of person’s character

8) degree h) something that has been done by hard work and brought

positive effect(s)
9) achievement i) positive aspects of person’s character
10) strengths j) academic qualification given by University after graduating

Task 3. Read information about Kate and complete her CV:

Kate Watson is a young person who wants to actively
and efficiently spend his free time. He has prepared a CV for
a possible job.

Write the headings from the table in the correct spaces in
the CV:

Profile Additional information
Education Name
References Work experience

Personal details Interests




CURRICULUM VITAE

Name

Address

Mobile

E-mail

Kate Watson

31 Rendlesham Way

Watford

Herts

WD3 5GT

07764 733689

kate_ w87 @hotmail.com

A highly-motivated, well-travelled graduate, with practical experience
of working with children of all ages.

Watford Grammar School

8 GCSEs

3 A-levels

Bristol University

BA (Hons) Psychology and Education

June 2000

Life guard and supervisor at KLC Leisure Centre

July 2001

Athletics coach at training centre

June 2003

Teaching assistant at secondary school

Dance, athletics, volleyball, travel, cinema

One of my main interests is dance, which | have done since | was
three, passing many exams, and performing in annual dance festivals.
I have organized sports events and training sessions for dance,
athletics, and trampoline. | have traveled widely throughout the world,
in Europe, the Far East, and the USA

Prof Jane Curtis

Dept of Education Bristol University

Task 3. Answer the questions:

ocoupwdE

Where did Kate go to school?

What exams did she take at school?
What did she study at university?

What is Kate’s degree at the university
Who is Prof Jane Curtis?

Does she have a lot of work experience?


mailto:kate_w87@hotmail.com

Task 4. Read the job advertisement. Is Kate well qualified for it?

ACTIVITY HOLIDAY ORGANIZER IN THE CANARY ISLANDS
Are you ...

lik kpdo YOU - e aged between 18-30?
°  Kexds e  energetic?
o like sport

e good at organizing people?
Then come and join us as a leader for an Easter holiday of fun, looking after
groups of kids at sports camp!

Send your CV to Mark Sullivan at 106 Piccadilly. Bristol BS8 7TQ

Task 5. a) Read Kate’s covering letter. What do you think of its style?

31 Rendlesham Way
Watford
Herts
WD3 5GT
01923984663

Mark Sullivan

106 Piccadilly Bristol BS8 7TQ

17 March 2004

Dear Mark

recently. Here's my CV.

university, | know quite a bit about the behaviour of kids.

friends. I've been all over the place, and enjoy meeting new people.

I can't wait to hear from you.

Best wishes Kate Watson

I am applying for the post of camp leader, which | saw advertised somewhere

I reckon | have just about everything needed for this job. | have worked loads
with kids, doing all kinds of stuff. They generally do what I tell them, and we
manage to have a great time together. Having studied psychology and education at

I am really into sport, and have lots of experience of organizing training
events. | am a very practical person, easy-going, and it's no problem for me to make

b) The letter is written in an informal style. Make it sound more formal by

replacing some parts with the following words and phrases:
o extensively with children e very interested in
e respect my leadership abilities o have a certain understanding of
e | find it easy o Please find enclosed



¢ look forward to hearing e Yours sincerely

e considerable ¢ in the March edition of the magazine
e many of the relevant Holiday Jobs for Graduates

e qualifications o feel

¢ have travelled widely e organizing a variety of activities

e Mr Sullivan e establish a good working relationship

(from Headway)

Task 6. Look at the following recommendations for writing CV. Which of them do
you agree or disagree with? Why?
1. Include a lot of detail —a good CV must be as long as possible.
2. List your education and work experience in reverse order — start with the most
recent job.
Always attach your photo to the CV.
References are not important.
Mention your interests, hobbies even if they are not relevant for the job.
Don’t send a covering letter — no one reads it.

o0k w

Task 7. Prepare your CV and a covering letter for a job that you would really like to
do and are well qualified for.

Task 8. a) Read the text below and choose the best option from: A, B, C, or D:

Job interview: before, during, after

Interviews can be nerve-wracking and preparation is very important. You will be
better equipped to answer questions and you will walk in to the interview feeling more
confident. Here are some tips for preparing for an interview.

If you have 1) the interview stage, your CV and letter of application must
have been 2) ! The company now wants to know more about you. But there is
still more work to do if you want to get that job! Make sure you have 3) the
company as thoroughly as possible — use the Internet, company reports, recruitment
literature etc. 4) yourself of why you applied to this company. Make a list of
the skills, experience, and interests you can 5) the organization.

Prepare a one-minute answer to “Tell us about yourself”. It would be also good for
you to prepare several PAR stories: a Problem you faced at work, how you Approached
it, and its positive Resolution. Finally, try to 6) the questions you will be
expected to answer - imagine you are the interviewer!

At the beginning of the interview, it is recommended to ask the following questions:
“What would you expect me to accomplish during my first month of work?” Tell the
interviewer about your 7) that might be relevant to the job but do not criticize
yourself. For example you may say, “I’m not a team player. Give me something to do on
my own and you will be 8) with my results”.



After the interview write a thank-you letter, in which you remind the 9) of
things he or she liked. End by saying something like, “I’m enthusiastic about the position
and look forward to working with you.”

If you don’t get the job, don’t call to ask why. 10) , call to say, “I’d love to
work for your company and want to let you know that if a similar position comes up, I’d
welcome the opportunity to interview for it.”

1 A) gained B) reached C) arrived D) acheived
2. A) effective B) important C) impressive D) significant
3. A) researched B) discovered C) inquired D) examined
4. A) remember B) imagine C) remind D) summarize
5. A) show B) present C) offer D) tell

6. A) ask B) suggest C) give D) predict

7. A) mistakes B) weaknesses C) interests D) likes

8. A) satisfied B) boring C) great D) nervous

9. A) staff B) interviewer C) employer D) employee
10.  A)instead B) despite C) because D) only

b) Reproduce the text.

Task 9. Translate and match the common interview question on the left with the
suitable response from the list on the right:

Question Response

1. Yomy Bu 0Opanu came HaIy A. People say I’m sociable, organized, and
KOMIIaHi0? decisive.

2. SIki BaIll CHIIBHI i ci1a0Ki B. My aim is to have a position in the
CTOPOHH, Management Team.

3. Sk Bamii Apy3i MOXKYTh Bac C. I have excellent time management, but |
oxapakTepu3yBaTh? can be impatient for results.

4. Slxe Barle HaiiBaromiie D. Because | think I will find the work
JIOCSITHEHHS? environment both challenging and

rewarding.

5. Hackinbku n0o6pe Bu mpauroere  E. | always support my colleagues and believe
B KOMaH[i? we should work towards a common goal.
6. Kum/[le Bu Gauure cebe uepe3 5 F. Leading the University football team to the

pOKiB? national Championships.

Task 10. Use your CV and covering letter and role play a job interview with your
group mate.

Task 11. Read the text about modern trends in applying for a job:

You and your CV
Information is everything in the modern world: the Internet has changed a lot of
things for job-seekers as well as for employers. New trends show that more and more
companies are advertising for positions online. Also now they require online job



applications, instead of traditional paper CVs. This information normally goes into the
company’s database. Employers then search their databases for keywords that fit the
skills and experience needed for the job. This method is attractive to employers because it
reduces the time spent reading applications from candidates.

For multinational companies like Procter & Gamble, online job applications are the
norm. When applying for a position in P&G people are also asked to do a questionnaire.
This helps the company make an informed decision on whether your skills meet the
requirements of the position you have applied for. The candidate who successfully
completes the online application and questionnaire may then have to do problem-solving
tests. Only after completing these steps the job-hunter is invited for a telephone or face to
face interview.

Some companies are using video CVs. It is a one-minute video presentation of
candidates looking for a position. In several minutes video CV makes easy for recruiters
to validate the candidate’s language skills, their motivation to work in a specific field,
and also to get a good sample of their personality and professionalism.

But what are the rules for applying online? As Rick Bacon (CEO of iProfile) says
people should put their achievements on their CVs and not just job titles. These could be
things like “developed a new product or its design”, “helped the company increase
profits”, “reduced costs”, “developed a new piece of software” and so on. This can also
include voluntary work and other non-work related achievements, such as running in a
marathon. Employers do look for more than the ability to write a software code or
upgrading a factory’s machinery. They want well-rounded people. Other achievements
could be things like successful PowerPoint presentations or interview techniques, or
learning negotiating skills. Lots of those things people get through training at work or
outside work from training companies. And these are often the things that employers are
looking for. Employers have in mind a very specific type of person who will fit their
culture and also fit the needs of the job they're looking to fill.

One should also keep in mind that there’s a lot of information them online in blogs,
social networks or personal web-pages. That is why employees often google the Internet
looking for names of possible workers. That is why one has to be careful when putting
information about himself or herself online.

(Adapted from Business Spotlight)

Task 12. Answer the following questions:
1. Companies use online applications because they saves natural resources.
2. Small companies use online applications as well as big ones.
3. Online applications are stored in company’s databases.
4. Online applicants are often asked to do some work-related tasks.
5. Video CV is a short recorded video of an applicant telling about himself or
herself.
Non work related achievements are not interesting for employers.
7. Companies check the information about future employers in social networks

o



UNIT 3.
BUSINESS STRUCTURE, STAFF OF THE ENTERPRISE

Task 1. What is the structure of a modem business? What positions are necessary at
a developing enterprise? Every successful businessman knows it. What do you know

about it?

Task 2. Learn the following words and phrases:

joint venture

run a company

be in charge of

supervise

maintain relations

compete

competitor

competitive

negotiate

Chief Executive

Board of Directors

Chairman of the Board of Directors
Vice-President

Supervisor increkTop,

Sales Representative

Chief Accountant

Business Information Analyst
Public Relations Specialist
Network Administrator
Finance Department

Sales Department

Marketing Department
Research and Development Department

Personnel Department
Tax Department
Logistics Department

CHUTBHE i IPHEMCTBO

KepyBaTH KOMIIaHI€I0

OyTH BiIOBiJaIEHUM 32

criocTepirati, OyTH rojoBoI0, KepyBaTu
MiATPUMYBATH CTOCYHKH

KOHKYPYBaTH

KOHKYPCHT

KOHKYPEHTOCIIPOMOKHHI

BECTH MIEPETOBOPH

KepiBHHUK

pazia IUpeKTopiB, IPaBITiHHS

TOJIOBa pagy AUPEKTOPIB
Bille-TIPE3UICHT

KEPiBHUK

NpPe/ICTABHUK 3 peajizawii

TOJIOBHHI OyXTanTep

aHaiTUK Oi3Hec-iH(opMarrii
CHeLiaJIicT 10 3B'I3Kax 3 IPOMaJICHKICTIO
aJIMIHICTPATOP KOMITTOTEPHOI Mepexi
(hiHaHCOBUI BimIin

BiJUILJT TOPTiBIII 1 peaizarii

BiJJIiTT MAPKETHHTY
BiIIin  (piHAHCOBOTO
PO3BUTKY

BiJLILT KasIpiB
IMOJATKOBHI BT
TPaHCHOPTHUHN BiAIiN

IMMPOTHO3YBaHHA Ta

Task 3. Translate the words and phrases into Ukrainian:

Chief Accountant, Personal Assistant,

Representative, Board of Directors, Vice-President, Public Relations Specialist ,
run a company,
Business Information Analyst,

Research and Development Department,

Department, Vice-Chairman,
Merchandiser,
Supervisor, negotiate,

be in charge of, Finance Department, Sales
Tax

Logistics Department, competitor
Network Administrator, joint venture,
Board of Directors,

competitive, maintain relations, supervise.

Task 4.Translate the words and phrases into English:



KepiBHUK, mpeicTaBHHMK 3 peanmizallii, paja AWPEKTOPIB, areHT 3 HEepPyXOMOCTI,
3aCTYITHUK TOJIOBH, TOJIOBA PajM JTUPEKTOPIB, aHANITUK OizHec-iH(Qopmarii, criemiamicTt
MO 3B'I3KaX 3 TPOMAJICHKICTIO, IHCIEKTOpP, KOHKYPEHT, OYTH BiIIOBITaIbHUM 3a IIIOCH,
KOHKYPEHTOCIIPOMOJKHHH, TOJOBHHUI OyXxrantep, cremiamicT 3 IIOHATKIB, BIIUIUT
(hiHAaHCOBOTO TIPOTHO3YBAaHHS Ta PO3BHUTKY, OCOOMCTHI MOMIYHHK, MOJATKOBUH BiIIilm,
BIIIIT KazpiB, BIIAiM TOPriBii 1 peamizamii, Bile-TPE3UICHT, BECTH IIEPETOBOPH,
MiATPUMYBATH CTOCYHKH, KEpyBaTH KOMIIAHI€I0, agMiHICTPaToOp KOMII'IOTEPHOI Mepexi,
CHIJIbHE MiJIPHEMCTBO.

Task 5. Compound the sentences with the words and word combinations:
Report to, be in charge of, execute, forecast, regarding, satisfy (needs, requirements),
compete, negotiate, conduct negotiations, ensure, insurance.

Task 6. Read the notes and make a scheme of business structure.

Business Structure

Each company, firm, joint venture, stock-holding company, concern, bank, fund has
its own complicated business structure and the staff which is necessary for the work. But
still there are some general principles how to organize the work at the enterprise.

The Managing Director or the Chief Executive or President is the head of the
company. The company is usually run by a Board of Directors — each Director is in
charge of a department. The Chairman of the Boards is in overall control and may not be
the head of any one department.

Vice-President or Vice-Chairman is at the head of the company if the President or the
Chairman is absent or ill.

Most companies have Finance, Sales, Marketing, Production, Research and
Development, Personnel, Tax, Logistics Departments. These are the most common
departments, but some companies have others as well.

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

General Manager — Supervises and leads the company's employees. Maintains
relations with customers, executes sales contracts and provides problem analysis and
resolutions.

Sales Manager — Manages the sales staff of a company, supervises sales activity
including a staff of sales representatives, plans and achieves target sales revenues and
maintains a positive relationship between the company and its clients.

Finance and Administration Manager - Must have strong accounting experience
including maintenance of Internal Controls, costing, budgeting, forecasting and the
development of Management Information Systems.

Marketing Manager — Manages marketing department. Plans, directs and executes
all marketing and related activities. Initiates and/or implements advertising strategy and
promotional programs.

Training Manager — Organizes and supervises trainers, develops and implements
training courses for distributors, directors, staff, etc. Learns the existing training practice



in other countries with the aim to extract, develop and implement the best ideas in
Ukraine.

Forecast, Supply and Transport Supervisor — Makes monthly forecasts of all
products. Provides logistics, works with suppliers concerning shipments of product to
Ukraine. Arranges shipments to Service Centers in Ukraine.

Treasury, Budget Specialist — Realizes treasury and cash flow management.
Prepares, reviews and monitors reports on all capital expenditure projects. Provides
budget cycle and management reporting. Ensures the company's costing system.

Sales Representative — Realizes coordination of commercial activities. Conducts
negotiations with customers. Is responsible on and controls the selling activities in the
frame of the regional strategy. Frequently travels to customers.

Task 7. Answer the following questions:
1. Who is the head of the company?
2. Who is the company run by?
3. Who is at the head of the company if the President or the Chairman is absent or
il?
What are the departments of the most companies?
What is the director responsible for?
What are the duties of a manager?
Who conducts negotiations with customers?
Who plans, directs and executes all marketing and related activities?
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Task 8. Translate the sentences into Ukrainian:

1) Our company is a big enterprise with complicated structure.

2) The Managing Director runs this firm successfully.

3) The Board of Directors at the bank consists of 17 persons.

4) Mr. Wlliams, the Chairman of the Board of Directors, is in overall control of our bank.

5) Have you met Mrs. Fox, the Vice-President of the joint venture?

6) There are 8 departments at our stock-holding company. The biggest is Sales
Department.

7) He has a great experience in developing food products that's why he's the head of the
Research and Development Department, and also one of the creators of our branded
products.

8) Who leads your company and supervises everyday activities?

9) She is the Manager of Logistics Department, don't you know?

10) Will your company participate in the next fair and maintain relations with your old
partners?

Task 9. What would you say if you took part in this dialogue? Dramatize it:

A.: 1 don't know personally the Managing Director of your company, but I've heard that
he is a perfect specialist with big experience. Can you tell me what his responsibilities
include now?

B.: I'm pleased to help you understand ..........c..cccccecvrernenee.



A.: | can understand why you have so many departments: Finance, Sales, Marketing,
Production, Research and Development, Personnel. But who leads their work in the
company?

B.: It's very Simple........ooceiiccce s e

A.: You are a Sales Manager at this firm. | see that every day you work since morning till
night, you travel frequently to the customers. What duties do you have at the firm? Who
is your chief?

B.: | agree with you, it's a hard work but very interesting...

A.: Why do you have such a big Finance Department at your company? | counted 12
people there. | know who is the Chief Accountant and what are his responsibilities. But |
see you have also the Cash Accountant, the Treasurer, the Statutory Accountant, etc.
What do all the people do there?

B.: You are quite right but don't forget that.............ccco......

Task 10. Act as an interpreter at a big enterprise. The Managing Director has a
meeting with a new partner and wants him to get acquainted with the structure of
the enterprise, and staff responsibilities:

A: JloOpuit nens. Panwmit 3yctpidi 3 Bamu. S mupekrop mporo miampuemcrsa. Mu dynn
Oarato cxXBaNBPHUX BIATYKIB mpo Bamy ¢ipMy sk mnocTadanbHUKAa HAaWHOBITHIIINX
KOMIT'TOTEPHUX TEXHOJIOTIH.

A: CroomiBaeMoCch, IO TICHAsA 3HAWOMCTBA 3 HAIIUM IIIOPUEMCTBOM Ta HOro
npaiiBHuKamMu y Bac ckiazerscst BipHe ysBJIEHHsI Hpo CTWiIb Hamoi podoru. Lle Oyne
MiATOTOBKOO 70 IiAMUCAHHS MaiiOyTHIX KOHTPAKTIB Ta YCHIIIHOTO CIiBPOOITHHUIITBA.

B: Good morning. Nice to meet you, I'm a Sales Manager at "Apple Computers, Inc." It's
a well-known English computer company with clients all over the world and good
reputation as a reliable partner. Thank you for warm reception and the possibility to get
general information about your enterprise and staff. It will be very useful for me.

A: Ha wnamomy mianpuemctsi mpaigoe 500 po6GitHukiB. Kepye ioro nisuibHIiCTIO
MPaBJIiHHA, IO CKJIAJAEThCS 3 OMUHAMIATHA 0cCi0 Ha dYomi 3 rosoBoro. Ha Hamomy
MiAMPUEMCTBI iCHY€E JeCsSTh BiAMUIIB, cepea HUX: BUPOOHHUWHN BiIJIUI, BIAMIN peamizalii,
(inancoBUil Bimaid, BiAAUT (iHAHCOBOTO MPOTHO3YBAaHHS Ta PO3BUTKY, BIJIIIN KaapiB,
TPAHCTIOPTHUN BiJUILT, BIAIT MAPKETUHTY, FOPUANIHUHN BiJJIiI.

B: I see that you have a sufficient staff to work successfully at the computer market. As
we are dealing with computer technologies to achieve best results it's necessary to orga-
nize the work of Finance, Sales, Research and Development Departments at the high
level. Could you dwell on some details of the work of these Departments at your
enterprise?

A: Ham dinancoBuii Bimin 3aiiMaeTbcs BCiMa MUTaHHAMHU (iHAHCOBOTO 3a0e3TMeueHHs
pobotm mignmpueMcTBa. Jlo HWOTO CKiIamy BXOASTH: TOJIOBHHEM Oyxrairep, Kacwup,
crieriaiicT 3 (JiHAHCOBOTO MPOTHO3YBAHHS Ta PO3BUTKY POOOTH i AMPUEMCTBA.



B: As | know you have excellent specialists in this sphere. They are experienced and
skillful persons in the questions of finance and tax legislation.

Task 11. The successful business is not only the structure of the company, but first of
all, relations inside the company, company's spirit, excellent team work. How to
achieve it? What to do first? What are the keys to successful problem solving?

What are the keys to successful problem solving?
1. Use employees' suggestions. You may well believe you have a better one but keep your
goal in mind. You want to encourage risk taking as well as solving problems. The path
employees choose to reach the goal may be different from the one you would select
however, if their method solves the problem, let them try in their way. Work together to
forsee the possible results if the plan is put into action. Share some standards for what you
consider a good plan.
2. Insist that employees contribute their suggestions. If your employees respond with
shuffling feet, averted eyes and a mumbled "I don't know", let them know that you really
want their help. Make them believe this is the case by not answering your own question,
even if the silence gets uncomfortable.
3. Agree on the plan. Ask your employees what they will do that will be different next
time. When employees make choices, they select the option they see as the best at the
time. Your job as coach is to help them see other alternatives.
4. Follow up the results. After employees have had time to put a solution in place, follow
up to see how it's going. You want to follow up to make sure things are going the way
you want them to go. If they are not, you need further problem solving. By noticing that
the problem has been resolved though employees' efforts, you help them keep that change
in place. Notice and say something to the effect of. "I see you are working on changing —
| appreciate the effort. Keep up the good work."
Change doesn't happen in quantum leaps. It stalls small and grows as employees get used
to operating differently. Help them make the complete change by recognizing their efforts
along the way.

Task 12.Translate the sentences into Ukrainian:

1) What's your attitude towards the employees' suggestions concerning this problem?
2) She has been keeping it in her mind all the time.

3) The manager has encouraged us today.

4) His shuffling feet and averted eyes showed that something was wrong.

5) Did you make a choice yesterday?

6) He followed up the results achieved by us.

7) Why did he change his behaviour towards you?

8) The manager appreciated the employees' efforts.

9) The productivity was increased due to the efforts of our manufacturing team.
10) It's a temporary merger to realize the new project.

Task 13. Translate the following sentences into English:



1. KoHrentisi CHTyaTHBHOTO KEpPiBHUIITBA BHKOPUCTOBYETHCS y 0aratbox KpaiHax
Ta OpraHi3aIisx.

2. s Toro, mo6 AOoCATHYTH HaHKpamIux pe3ynbTaTiB AaHa Iporpama 3abesmedye
KEpiBHHUKIB MPAKTHIHIMH TTOPATaMH.

3. IIponyKTHUBHICTE 3pOcia 3aBASKH CHUTBHAM 3YCHIUISIM MPAIliBHUKIB CIIIJIEHOTO
i ATIPHEMCTBA.

4. Hama ¢ipma Bigoma B ycix KpaiHax CBITYy 3aBASKHM BHUCOKIiH SIKOCTiI TOBapiB Ta
Xopoumriif pemyTrarii.

5. Jlana xommaHist ciBpoOiTHHYAE Maibke 3 yciMa ipMaMu Haloi ooJacTi.

6. Bin OyB He3a70BOJICHUI CTaBICHHSIM KEpiBHHKA.

7. Y noroyHoMy poli Halow ¢GpipMoro OyJI0 3MEHIICHO BiJIBAHT)KEHHS TOBapiB.

8. I'Hy4KicTh, B3a€MHHH, BIINOBIAANBHICT — Ll (akTOpH, SKi BIUIMBAIOTH Ha
pOOOTY y KOJIEKTHUBI.

9. 51 HOMITHB He3aI0BOJICHHS IIOKYIILS HAIMM 00CIIyTOBYBaHHSM.

10. TwumuacoBe 3MUTTS KOMOAHIA JONOMOXKE HaM 3iHCHUTH HOBHU IPOCKT.
11.  SIxi yMOBHM € HEOOXITHUMH IS CTBOPEHHS YCIIIITHOT poOOTH TepcoHamy?

Task 14. Discuss the following topics in groups:

1) How would you organize the work of the enterprise if you were the Managing
Director?

2) What departments are necessary at every enterprise?

3) What responsibilities and duties are essential for the staff of each department?

4) Give an example of the successful business. Try to analyse its structure and staff.

5) What does "a successful business” mean to you?

6) What role does the Manager play in everyday life of a company

7) What strategies in managing employees would you choose if you were the Managing
Director of a company.

8) Is it important to have followers or to work in a well-organized team to solve different

tasks? Why do you think so? Give your arguments.
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UNIT 4.

TELEPHONE CONVERSATION

Task 1. Learn the following words and word combinations:

answering machine
give sh. aring

ring back later

dial

line is free

line is engaged/ busy
hold on/hang on
hang up

put sh. through
telephone directory
local call

long distance call
dialing code
prevent

involve

participant
conference call
fluent

mirror sth.

nod one's head
overdo sth.
second-language speaker
quick stretch

chair

add

confirm

conclusion

aBTOBIJNOBIIaY
3arenehoHyBaTH
MIEPEI3BOHUTH Mi3HIIIIE
Habupatu (HOMep)
JIiHIS HE3aWHITa
JIiHIA 3alHITa
MOYCKATH

TIOBICHTH CITyXaBKY
3’eIHATU

Tese()OHHA KHHUTa
JI3BIHOK Y MEXax MicTa
MDKMICBKUH I3BIHOK
Tene()OHHUH KO
3a1100iraTy, 3aBaKaTu
3amyJaru

YYaCHHUK
TeJICKOH(EePEHITIs
BUILHMIMA
BimoOpaxatu

KHBATH T'OJIOBOIO
nepeoiIbITyBaTH
HEHOCIH MOBU
KOpOTKa mepepna
rOJIOBYIOUUI
JI0JIaBaTH
MiATBEPIUTH
BHCHOBOK

Task 2. Fill in the words from the active vocabulary:

1. Yesterday I tried to phone my friend Jo but the .
. Whatisthe ... ... for the police, fire brigade or ambulance’)

.was ..

2
3. Whatisthe ... ... for Kyiv?

4. How often do you have to pay your ... ... ?
5

. Canyou... ...

22

, please? Mr. Smith won't be long. He knows you are waiting.



6. I am afraid you will have to ... ... this afternoon. Mrs. Dubois won't be in the
office until after three o'clock.

7. Ican’t call back later, as I am going out. Can1 ... ... for Mr. Giles?

8. You can make an appointment now, and then call nearer the time to ... .

Task 3. Match the definitions to each of word from the right-hand column:

1) dial a) a machine that answers your telephone and
records messages that people leave for you;

2) chair b) able to speak a foreign language very well;

3) add c) to do, say, use etc. more of something that you
should;

4) telephone directory d) the person who is in charge of a meeting,
committee, or company;

5) mirror e) to press the buttons on a telephone in order to call
Someone;

6) involve f) a book containing the names, telephone numbers,
and addresses of people and businesses in a particular
area;

7) answering machine g) to match or express the qualities, features, or
feelings of someone or something;

8) overdo h) to encourage or allow someone to take part in
something;

9) fluent i) to say something more that is related to what has

been said already.
Task 4. Read and translate the text:

Five steps to effective calls

There are five main things you can do to make sure that: your telephone calls in
English are effective:

1.Have an agenda: Think about the key points of the call right from the start.
Discuss what you want to get out of the call and add anything the other person thinks
should be discussed. Let’s imagine you are going to discuss some matters about the
delivery. “John, | think there are three things we need to discuss about the deliveries —
quantities, frequency and delivery points. Do you have anything you would like to add?”

If you introduce and create an agenda for the call, it has two positive effects. First, it
puts you in control. Second, it limits the call to those areas where you feel linguistically
prepared.

2. Have a time limit: We are all busy. So tell the other person how much time you
think the call should take:
“Hi, John. I’m just calling about the arrangements for your visit. Do you have the time
now? It should take about 15 minutes.”

But this may not be appropriate if you are phoning someone at a much higher level
— the chairman of your company, for example. In that case, ask the other person how
much time he or she has.



3. Ask questions: By asking the right questions, you can focus the other person’s
thoughts and start coming to conclusions: “What if we deliver to three warehouses rather
than four?” “Wouldn’t that be just as effective?”

You can now use the answers to this type of question to move towards an agreement and
conclusion.

4. Mini-summaries: Summarize the call at regular intervals. This is good telephone
practice in any language, but it is very important when you are working in a second
language:

“So what we’ve said so far is...”

“I just need to make sure 1’ve understood everything you’ve said...”

After summarizing, get the agreement of the other person that your summary was correct:
“Have | missed anything?”

You might have missed something important that the other person can then add to your
summary.

5. E-mail follow-up: At the end of your conversation tell your partner that you will
send him or her e-mail to confirm “what we have just discussed.” This way, you can
check that you have both understood your conversation.

By using these simple tools, you can make effective and time-saving calls. This is
what you usually want in your busy working life — and the person at the other end of the
line will also appreciate it.

(From Business Spotlight)

Task 5. Answer the questions to the text:

What positive effects has an agenda for the call?

Why should you set a time limit? Is a time limit always appropriate?

What can help you to focus the other person's thoughts?

When is summarizing the calls especially important? How can it help?

How can you check that your conversation has been understood by both of you?

agrwdE

Task 6. Translate the following sentences into English:
1. Cexperap momnpocuiia MEHe MOYeKaTH, JOKH AMPEKTOp Oyne TOTOBHM NPHUHHSITH
JI3BIHOK.
2. 51 BTpaTHB caMOBNAIaHHS 1 MIOKJIAB CIIyXaBKY.
3. Ll miBumHA 3HOBY 3aTeie(OHyBasa, ajie s CKa3ap II0Ch IPyOe 1 MOKIIAB CIIyXaBKY
rocepes pO3MOBH 3 HEIO.
. CKIIBKH KOIITYE 3pOOUTH MI>KMICBKHUI J3BIHOK?
. Sxuii Tenedonnmii kox Jlonmona?
. He Bimraiite cimyxaBky, 51 Bac 3’eHato 3 MictrepoM ['paHTOM 3a MUTB.
. Slkmo Tu He 3anepeuyen, st IEPeA3BOHIO TOOI Mi3HiIIe. 3apa3 s Mako 3yCTpPITHCS 3
poanYamMHu.

~N o oA~

Task 7. Read the additional text:

Making the best of conference calls



Taking part in an international telephone conference is hard work. Here are some tips to
help you:

1. Call from a quiet location.

This is very important when there are several second-language speakers from different
parts of the world involved. Background noise can prevent us understanding each other.

2. Speak slowly.

Speak at the speed you want to be spoken to. This is important when you have native-
speaker participants. They will often mirror the speed of the other participants. Give them
a good example to follow, so that you are not continually asking them to slow down. But
if participants do speak too quickly, don't wait — get them to slow down, and ask them to
repeat or explain:

m Could you say that again more slowly, please?

m I'm afraid | didn't understand that. Could you explain it in another way?

If necessary, get the chair to remind the native speakers that there are also second-
language speakers in the meeting. Be insistent. Don't let the more fluent speakers
dominate the conference call.

3. Speak clearly.

Everyone has an accent. Your accent can be difficult to understand if the other
participants are not used to it. Accents sound more extreme over the phone, so speak
clearly. Get some feedback on how you sound on the phone. If you have a strong accent,
slow down and try to articulate your words carefully.

4. Speak with energy.

Put some energy and enthusiasm into your voice. The others cannot see your face, so you
have to show your enthusiasm by the way you speak. Energetic voices energize the other
participants. Energetic voices are easier to listen to. Energetic voices strengthen the key
messages, so that misunderstandings are less frequent. Describe your body language. Tell
the others what you are doing:

m I'm nodding my head in agreement with Frank.

m I'm smiling at what Marianne said there.

You shouldn't overdo it, of course. But it is sometimes helpful to describe your body
language to reinforce a message.

5. Tell others when you are leaving/returning.

Make sure the other participants know if you have to leave the call or when you are
entering or returning to the conference. You need to tell them this, because they can't see
you leave or return:

m | just need to get some papers. I'll be back in a couple of minutes.

m Hi, this is Andreas. I'm back.

6. Ask for breaks.

In long telephone conferences, you should ask for "bio breaks™ or for "quick stretches™.
We are not just ears! The rest of our bodies need attention, too. Short breaks help the
concentration and give you time to reflect on how the call is going:

m Could we take a five-minute break here?

m How about a short break so we can stretch our legs?

If you follow these rules, your participation in telephone conferences is sure to be a
success, and other participants will be glad you took part.



(From Business Spotlight)

Task 8. Here are the answers to some questions. Work out the questions:
1. Speak at the speed you want to be spoken to.
2. If you have a strong accent, slow down and try to articulate your words carefully.
3. Native-speaker participants often mirror the speed of the other participants.
4. The others cannot see your face, so you should tell the others what you are doing.
5. You need to tell the other participants when you are entering or returning to the
conference because they can't see you leave or return.
6. Short breaks help the concentration and give you time to reflect on how the call is

going.

Task 9. How do you contact your friends, your parents, your groupmates? Choose
from the list and discuss in pairs:

- send an email;

- write a letter;

- send a text message;

- make a phone call;

- meet face to face;

- send a postcard,;

- write a memo;

- leave a message (on the answering machine);

- jotdown a note.

Task 10. Complete the telephone conversation with sentences A — E:
A. Hold the line, please.
B. May I help you?
C. I’'m putting you through.
D. Can | take a message?
E. Who is calling, please?

A: Hello, Susan Pelly speaking. 1) ............ccoeviiiiiiiiinin.. ?
B: Yes, can | speak to Mrs. Mitchell please?

A: Sorry sir, but Mrs. Mitchell is not here at the moment. 2) ..... ?
B: No thank you. Can | speak to Mr. Smith please?

A: Mr. Smith, right. 3) ... ?
B: This is Mr. Franklin from the Jackson & Perkins Law firm.

A: All right Mr. Franklin. 4) ..., ?
B: Is it going to be long?

A NOS) o, right now.
B: Ok. Thank you very much.

Task 11. Complete the telephone conversation with sentences A — I. There are four
sentences you don’t need to use:

A. Is there a problem?

B. The line is busy.



C. How may | help you?

D.One moment, please.

E. You’re welcome.

F. Who is calling, please?

G. I’ll you through.

H. Hold on a minute.

I. Twon’t be able to come tomorrow.

A: Good afternoon, Yan's Pizzas. 1)..................ce...e. ?

B: Hello, I have an interview with Mr. Black at 4:30pm tomorrow for a part-time summer
job.

AT ?

B: It's Ken Bowman.

A: Ahyes, Mr. Bowman.3).............coooiiiiii, ?

B: Well, unfortunately | won't be able to come tomorrow. Could | possibly have another
appointment for 12:30 on Thursday instead?

Ard) . I'll just check. Yes, that'll be fine.
B: Thank you very much.
ArS) I'llinform Mr. Black of the change. Thank you for calling.

Task 12. Work in pairs. Imagine you have an appointment with your business
partner that you need to change. Using the ideas below, act out a dialogue:

You: live out of town and are cut off due to a sudden snow storm;

are unable to keep an appointment tomorrow at 11am;

need another appointment a few days later when the weather will hopefully be better.

Task 13. Make a summary of the text in English:

Etuker Tesie)0HHOT pO3MOBH

VY Ham yac 3Ha4HY YaCTHHY JIIOBHX MPOOJIEM BHPIIIYIOTH IO TeICS(OHY.

VY cTpykTypi TenedoHHOT pO3MOBH MOXKHA BHOKPEMUTH KiJIbKa €TaIliB:
*  B3aEMHE NPE/CTABJICHHS;
*  BBEJCHHS CIIBPO3MOBHHKA Y KypC CIIPaBH;
*  00roBOpEHHS MUTAHHS,
*  MiABEISHHS IiCYMKiB pO3MOBH, 3aKIIOYHI CIIOBA.

KoxHuit 3 X eTamiB BUKOHYE€ EBHI (DyHKIII 1 He MOKe OyTH BUITYIIEHHUH.

®opmynu BiTaHHA, AK 1 GOPMYIH MPOIIAHHS, 3aJIeKaTh Bijl CTaTyCy CIiBPO3MOBHHKIB i
XapakTepy iXHix crocyHKiB. [logati po3MoBy HEOOXiHO 3 IPUBITAHHS 1 IIPEICTABICHHS.
[epmmit mnpencraBiseTsest  TOW, KoMy TeneoHyloTh. [lo  30BHIIIHEOMY, He
NEpCOHAJIBHOMY TelleOHYy TOH, XTO 3HIMae CIyXaBKy, 3a3BM4Yall HAa3MBa€ HE CBOE
npi3Buile, a Ha3By opraizamii abo mnigposxainy opranizauii. [lo BHYTpilIHBOMY X
TejaeOHy HA3WBAETHCS TMIAPO3IT 1 TIPI3BHUIIE TOTO, XTO MiTHAB CIIYXaBKy. Bimmosinatodu
0 TIePCOHATIBHOMY TelleOHY, Ha3UBAIOTh CBOE Tpi3BuIe. HelTpansHi Bignmosimi "Tak",
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"amro", "ciryxato" He MPUIMYCTHUMI B A1IOBOMY CHIJIKYBaHHI.
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3BHUaiiHO, Mepexi JO APYroro eramy po3MOBH iHIIIIOE 0co0a, sika 3aTele(oHyBaa.
Po3moBnsaTi mo TeneoHy HEOOXiTHO BBIWIMBO, YiTKO, po30ipiuBo, eHepridiHo. [lpu
MOTaHii YYTHOCTI, BENMKOMY o0O0cs3i iH(popMaIii MOXINBI PEIUIKH KOPUTYIOUOTO
xapakrepy: "Bu He Mormm Om moBTopHTH...", "Bu 3po3ymimm mMoe moBimomieHHs?",
"Bubaure, st He po3uyB...". s Toro mob crpsMyBaTH PO3MOBY B MOTPiOHE pycio abo
MIEPEXONHTH iHIMIaTUBY, JOMYCKAIOTHCS PETyMIOBaNbHI perntiku: "Bubaute, s 6 XoTima
YTOYHHUTH...".

Etnketni  ¢opmynu,  ski  3aBepliyloTh  Telne(pOHHY  PO3MOBY,  ITIOBHHHI
BUKOPHCTOBYBATHCSl aJ€KBaTHO 1O CHUTyaulii. 3a3BHYai, Iie mojska 3a iH(popMmalliio,
nporo3uuii, gonomory: "Jlyxe BasuHuid Bam 3a pmomomory", "Ilskyo Bam 3a
inpopmariro”, "Jskyro 3a npomosunii". J{as Toro, mo6 OYTH MOBHICTIO BIICBHCHHM Yy
JOCATHYTHX pe3yjbTaTtax Oeciiu, MoTpiOHO B KiHII PO3MOBH OOOB'I3KOBO MiJBECTU
MiICYMKH, L€ pa3 MOBTOPUTH BHCHOBKH. SIKIO B pOo3MOBI Ha3MBanuch uuppu H AaTH,
CIiJ e pa3 IX YTOYHUTH i 3adikcyBaTH, o0 He 0yI0 HETOPO3yMiHb.

Sxmo nix gac TenehoHHOT pO3MOBH A3BOHUTH 1HIIHNI TeneoH, He0OXiTHO BHOAYNTHCH
nepes| MepIIuM CITIBPO3MOBHHUKOM, 3HSTH CIyXaBKy, MOBIJOMHUTH MPO CBOIO 3aHHATICTS i
3'siCyBaTH B IHIIOTO CIIIBPO3MOBHHKA, UM BiH OyJe OYiKyBaTH 3aBEpIICHHS PO3MOBHU, YU
BU cami 3arenedoHyere iomy uepe3 meskuii wac. He MoOkHa mNpUMYyIIyBaTH
CHiBpO3MOBHHKA OYiKyBaTH Oinbine, Hixk 30-60 cexyHa, TOKHM B BiONOBidaeTe Ha IHIINH
J3BIHOK 200 jicTaeTe Hoche. SIKIIO 3B'SI30K NEPEPUBAETHCS, TO 3HOBY HaOUpae HOMEp TOH,
XTO Tene(oHyBaB.

B eruxeri TenedoHHOI PO3MOBH 3a00pPOHEHO Yy BHIIAJIKy I[OMWIJIKA 3 HabOpoM
teneoHHOro Homepy 3amutyBaru: "Skuit ne Homep?", a6o "Kyau s mortpanus?".
HeoOxigHo cnmtatu: "lle HOMep Takuii-10...?". He MOKHa, B3SBIIM CIIyXaBKy, Ka3aTu:
"XBuuHKY!", TPUMYIIYIOYH OYIKyBaTH TOTO, XTO 3arenedoHyBaB. SKm0 aOOHEHT
BIZICYTHI}, HE MOXKHA PO3IUTYBATH, JI€ BiH 3HAXOAUTHCS.

3 TOsABOI MOOITBHOTO TeneOHYy 3'IBUIIMCS 1 HOBI MpaBHia TEIC(QOHHOTO CTHUKETY.
OCHOBHE TIPaBMJIO — PO3MOBA 10 MOOUIBHOMY Telle)OHY HE NMOBHHHA 3aBa)KaTH I1HIINM,
Ta i oco0a, sika TenedoHye, HE TIOBMHHA POOUTH CBOIO PO3MOBY JIOCTYITHOIO LTMPOKOMY
Koy oci6. OnTumanbHUE BapiaHT: HOy4M Ha Hapagy, y TeaTp, KOHIEPTHY 3aiy,
pecTopaH, BigkmounTH MOOIMBHUE TenmedoH. UwHOBHMKaM 1 Oi3HeCMeHaMm He
PEKOMEHIYETHCSI OOTOBOPIOBATH MO MOOITHPHOMY TeledOoHYy TeMy, sSKa MOXKE CKJIagaTH
JIepxkaBHy a00 KOMepLilHY TaeMHUIO. Y OyAb-IKOMY BHIIQJIKy, OOpaTH TNPaBHIbHY
(opMy TOBEIIHKH JOTIOMOXE JOTPUMAHHS MPHUHIUIY AOIUIBHOCTI, 3aCHOBAaHOMY Ha
MoBa3i 10 OTOYYIOUYHUX.
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UNIT 5.
BUSINESS MEETING

Task 1. Learn the following words and word combinations:

agenda TIOPSIOK JCHHMUM

apology BUOAYEHHS

assume (that) BUXOJHUTH (3 TOTO, III0)
consultancy KOHCAJITHHTOBa KOMIIaHist
controversial CITipHUIA, HEOTHOZHATHHIHA
clear OYEBUIHUN

facilitator BeJy4Hid Hapaau

follow sth. up BUKOHYBATH MOJAbIII il
heading 3aroJIoBOK

item MYHKT NOPSIAKY AEHHOTO
participant YYaCHHUK

previous nomnepeHii

purchase KyIyBaT{

time limit 0OMEXKeHHS y 4aci

state BHU3HA4YaTH, CTBEPIKYBAaTH
put pressure on THCHYTH

in advance 3a31aJIeriab

memo MEMOpPAaHAYM, IUPEKTUBA
AOB (any other business) pisue

brainstorming MO3KOBa aTaka

minutes MPOTOKOJT

board room 341 3aciflaHb paau AUPEKTOPIB
overview OTJIA

voting rOJIOCYBaHHS

chairperson rojoBsa

decision-making NPUIHATTS PillICHHS

Task 2. Fill in the words from the active vocabulary:

NN E

This issue was discussed at the ... meeting.

He ... that the project would be completed on time.

Let’s move to the last item on the ... .

Details of the meeting were circulated well ... .

He didnot ... ... on her to take the job.

Mention your sources at the end, under the ... ‘Bibliography’.
She ... shares in the company.

The prescribed ... must be strictly complied with.

Task 3. Match the definitions to each of word from the right-hand column:

29

1)

to state a) a statement that tells someone that you are
sorry for doing sth. wrong or causing a
problem;



2) pressure b) a company with expert knowledge about a
particular subject that provides
professional help and advice to other

companies;

3) apology c) to express sth. in speech or writing,
especially in a definite or formal way;)

4) agenda d) the largest or smallest amount;

5) participant e) obvious and impossible to doubt;

6) limit f) someone who takes part in sth.;

7) consultancy g) attempts to persuade, threaten or force
someone to do sth.;

8) clear h) a list of things that people will discuss at a
meeting.

Task 4. Give the words which correspond to the definitions:

Notes explaining what was discussed in a meeting.

The person who leads the discussion in a meeting.

A process which sometimes takes a long time in meetings.

A note which is distributed in a company to remind staff of something.

A method of decision-making used in some meetings.

The process of collecting ideas at the start of a meeting.

A room where important meetings are held in a company.

An abbreviation for the topics which are discussed at the end of a meeting.
A brief introduction which is given at the beginning of a meeting.

N~ WNE

Task 5. Read and translate the text:

Organizing an effective agenda

The agenda is a key tool for successful meetings. It is especially important when the
participants come from different cultural and linguistic backgrounds, because it helps
prevent misunderstandings. A good agenda, sent out before the meeting, allows
participants to prepare themselves properly. And during the meeting, it is the main tool to
help the facilitator keep control of the meeting process.

Here are six tips on what to think about when you are preparing the agenda for your
international meeting.

List the names of those expected to attend. Include apologies for absences if already
known in advance. It is important for everyone to know who will be there. People can
then contact each other before the meeting.

Have a heading called "Action points™ to follow up decisions made in any
previous meeting. It is important in regular meetings to make sure that all actions agreed
upon are carried out. It also puts some pressure on participants to actually do what they
said they would do.

Make it crystal clear what each heading on the agenda means. Sometimes we
assume that the participants know the background to everything, but this may not be the
case. When you write "New software", is it clear that you want to discuss buying new



software for sales support, for example? Or might some participants think you are looking
at other software recently bought by your team? Perhaps the heading should read:
"Proposal to purchase new software for sales support”. This is longer, but now people
know what to prepare for.

After the heading, it is good practice to state who is responsible for introducing
it, and to say what type of item it is (information, a decision, brainstorming, a report,
etc.). For example: "3. Proposal to purchase new software for sales support. Responsible:
Klaus Jensen (Decision)".

Set a time limit for the discussion to help focus people's minds: “3. Proposal to
purchase new software for sales support. Responsible: Klaus Jensen (Decision / 30
minutes)”.

Think carefully about the order of the items on the agenda. Often you will need to
get a decision on one item before you can discuss another. Then it would be silly to put
them in the wrong order. But there are other considerations besides these practical, logical
ones. You could order the items like this:

e Let people warm up their language skills in international meetings by starting with
the easy but urgent items. This creates an atmosphere of agreement.

Then go on to the more difficult, urgent items.

Now have a couple of easy items again to bring back the atmosphere of agreement.
Next, deal with the really difficult, controversial items.

End with one or two easy items on which you know there will be agreement, so
you can finish on a positive note.

Remember, the agenda is not simply a list of items to be discussed at the meeting. It is
a cross-cultural tool to help you make sure that your international meetings work even
more effectively.

(from Business Spotlight)

Task 6. Answer the questions to the text:
1) When is agenda especially important? Why?
2) Who keeps control of the meeting process?
3) Why is it important for the participants to know who will be at the meeting?
4) Do the participants always know the background to each heading?
5) What should be stated after the heading?
6) What is a time limit set for?
7) What should be the order of the items on the agenda?

Task 7. Translate the following sentences into English:

1. Tlix yac Hapaau OIWH yYaCHUK MOXKE BUKOHYBATH JIEKiIbKa (DYHKITIH.

2. TpuBanicTh HapaIu 3aJICKUATH BiJI IIUICH Ta TOPSIIKY ICHHOTO.

3. Y Begyyoro Hapaau OKpiM BIAcHOi poji € Ime W JOAaTKOBI (YHKIIi:
CIIOCTEpIraTH, 3aXHIIaTh CBOI TOYKY 30pY, OyJIyBaTH KOHCEHCYC, 3MiHCHIOBATH
MIATPUMKY Ta PO3PSIKATH CUTYAITIIO.

4. ToTylo4uch 10 MPOBENEHHS Hapaau 000B’SI3KOBO CIIIJI MiATOTYBATH 3a3JaJIeTib
MOPSIAOK ICHHUM.



5. Hapany 6e3 nopsiaky I€HHOIO MOXKHA TOPIBHATH 3 HOIIYKOBOIO EKCIIEAUIIIEI0
0e3 xapTH.

6. Skmo Bu xodeTe 30UIBIIUTH JIMIT Yacy IUIs MPUHHATTS PIlICHHS, BH TTOBUHHI
OTPUMATH 3rOxy IPYIIH.

7. Tlopsmox meHHUI — Ie He JIHIIE CIIUCOK ITyHKTIB, SKi MAalOTh 0OTOBOPIOBATHCS Ha
Hapasi.

Task 8. Complete the short text below, using the following words:
voting, chairperson, brainstorming, board room, decision-making, overview, memo,
agenda, minutes, AOB

The (1) is an essential part of any meeting. Usually @ (2)..........c.ccvnee. is sent
around prior to the meeting, informing them of the date, time and location of the meeting.
Important meetings may be held in the (3)......ccccvevvieiviiennnne. During the meeting the (4)

........................ leads the discussion, which often kicks off with an (5)
................................ of the situation to be discussed or a short (6)......c.ccccceevevvrvrrennnne.
session, to collect ideas from the team. The most difficult aspect of any meeting is the (7)
.................................. process, which can sometimes take a long time. Sometimes key
decisions are made by taking a (8) .......ccccevnnen. During the meeting, notes, called the
[CC) R are taken of the key points in order to keep a record of the issues which
were discussed. Finally, some general topics are discussed and this part of a meeting is
referred to as (10)......c.cccvevvvuenne. .

Task 9. Read tips (1 — 8) and match them to the headings:

Encourage everyone present to speak

Publish an orderly agenda at least a week before the meeting

Announce meetings well in advance of the date

Promote meeting information via different media

Attach pertinent documents, handouts, or support information to the agenda
Keep files for copies of the agendas and minutes

Start and end at odd hours

Arrange for someone to take minutes

TOTMMO O/

Research suggests that up to half of all business meetings result in minimal productivity
and are considered by participants to be of little value. Here are a few tips that can help.

1.

Two weeks' notice may give participants enough time to work the meeting into a busy
schedule.

2.

For example, send an interoffice memorandum to each participant, followed by email
reminders a few days before the date. Larger organizations occasionally have an
administrative assistant telephone each member with a reminder.

3.

Instead of beginning the meeting at 1:30 p.m., for example, publish the time as 1:35 p.m.,
which is bound to get people's attention and make them more aware of the clock.




4.

List items to be covered in priority order, along with extra or discretionary items if time
permits. You also may want to list desirable objectives for the meeting so comers
understand in advance what you hope to accomplish and how they should prepare to
participate.

5.

This provides comers an opportunity for reviewing key facts in anticipation of discussion
during the meeting.

6.

In some cases the chair will do this. At other times members may delegate the task.
Distribute minutes well in advance of the next meeting for revision.

7.

Shy people can share opinions by mailing list if they prefer, but all should have a voice in
the proceedings.

8.

These can be passed along to new or replacement members in the future.

Task 10. Match the pictures to meeting rooms:
1) theater style meeting room;
2) boardroom style meeting room;
3) banqueting room;
4) classroom style meeting room.
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Task 11. The following is the opening of a meeting between the managers of different
departments in a large company. Many of them have not met each other before, so
the atmosphere is polite but informal. Complete the following using the following
phrases:

Would you lixe to start;

I'd like to hear what you all think;
let's begin;

the purpose of this meeting;

start by welcoming you all;

As you'll see from the agenda;

I would like to finish by.

Right, it everyone is here ...... I'd like to ...... to this first meeting of the Bay
Project Management Group.

As you all know, ...... is to discuss the initial feasibility report which was
completed last week. At the end of the meeting we should have a clear idea of how to
proceed, but ....... before we make any decisions. ..... , there are four items for us to
discuss. In terms of timing, I know you are all busy with other projects, too, so ......... by
3.30. OK, the first item on the agenda is an overview of the project plan.

“Alain, ...... ”

Task 12. Imagine you are managers in a new hotel and you have to decide how to
promote it before a holiday season. Plan and role-play your business meeting.



UNIT 6.
PRESENTATIONS

Task 1. Learn the following words and phrases:

venue Micrie (IpoBeaeHHS KOH(PEPeHIIii, Tpe3eHTarlii)
objective LiJb, METa

feedback BiATYK

AV (audiovisual) aids aymioBizyansHi 3aco0H

flip chart Guin-uapT (MeKmiffHMIA TIaKaT)
whiteboard JIOLIKa

appropriate BiJIMIOBITHH, HAJIC)KHUIA
audience ayauTOoPist

informative iHpOpMaTUBHUIA

structure CTPYKTypa

fail MPOBAIUTH

get one’s point across PO3M. TOHECTH CBOIO TYMKY
speech MPOMOBa

keep sb’s attention TPUMAaTH yBary

recite JIeKIIaMyBaTH

handout(s) pO31aBaNbHUiA MaTepian
signpost phrase “BKa3iBHI” CIIOBa

summarize y3arajibHIOBaTH

conclude 3aKiHYyBaTH

convince MepPEKOHYBATH

Task 2. Fill the gaps in the sentences with words and phrases from active

vocabulary:
1.1 felt really nervous, because there were over a hundred people in the ... .
2. At the start of your presentation, explain your ... , so people know why you are

talking to them.

3. Using ... will make your presentation more interesting and animated.

4. At our English classes we use not only books, the teacher also brings a lot of his
own ... .

5. While making his presentation the manager drew some charts and figures on the ...
with a marker.

6. Knowing your audience will help you choose material that is ... for their interests.

7. They ... their business project, because they didn’t pay attention to changes on the
market.

8.1f you want to know if your presentation was interesting, ask the audience for
their ... .

Task 3. Match the words to their definitions:

1) flip chart a) reaction of people on the quality of a presentation;

2) whiteboard b) a person who delivers a presentation;

3) presenter c) a device that shows an enlarged image onto a wall above and



behind the person who uses it;

4) audience d) a white surface that is used for writing on it during classes,
presentations etc.;

5) feedback ) paper materials that contain important points of a presentation
or lesson materials and are given to the audience or students;

6) AV aids f) a place where organized meetings e.g. conferences and presen-
tations are held;

7) projector g) a big pad that has many sheets of paper and is attached to a
stand. It is used to present reports, data, etc.;

8) venue h) devices that help visualize verbal information;

9) handout(s) i) a group of listeners or spectators at a public event;

Task 4. Before reading the text discuss the following questions:
1. Do you have experience of speaking in front of a large group of people? How
did you feel?
2. What is a presentation? Why do people make presentations? List some reasons.

Presentations

A presentation is a formal talk to one or more people that “presents” ideas or
information in a clear, structured way. People are sometimes afraid of speaking in public,
but if you follow a few simple rules, giving a presentation is actually very easy.

First of all it's important to know your audience: who are these people, how many,
and what they already know. The venue is not less important. If possible, visit it before
your presentation to find out where the audience will sit and where you will stand.

While preparing your presentation, make sure your objectives are clear. A well-
organized presentation is easier to understand. Give it a beginning, middle and an end.
Make notes of the most important points and number them. This structure will help your
audience to follow what you are saying. It is important to speak to your audience and not
to read. Otherwise they will fall asleep. If you are a beginner in giving presentations and
want to see how well you have prepared, practice giving your talk out loud and check
how much time it takes. Ask a friend to listen and give you feedback.

Nowadays a good presentation is almost impossible without different kinds of AV
(audiovisual) aids. You can use a simple flip chart and whiteboard for spontaneous
writing or show prepared slides on an overhead projector. Computer software, like
Microsoft PowerPoint can make your presentation look professional. Choose AV aids that
are appropriate for your audience. And make sure you know how they work!

Unfortunately many people think that once they’ve organized all the information they
need for a presentation, their work is over. In reality preparing is only half the work. The
real work is holding people’s interest long enough to deliver your message to them. You
can write the greatest speech in history but if you can’t keep your audience’s attention,
you are likely to fail.

You can greatly improve your presentations with your body language. Are you
standing in the same spot for the entire presentation? Is your voice flat and uninteresting?
Or maybe you aren’t using any hand gestures to get your point across. All of these things
can make a presentation a little boring.



One of the keys to keeping your audience interested is making eye contact with your
entire audience, not just one or two people. This draws the audience into your
presentation and allows you to make an interpersonal connection with them. Remember to
move around! You don't have to do zigzags movements from one area of the room to
another periodically. You might also try moving forward so you’re closer to your
audience instead of hiding out behind your podium.

Don't speak in a monotone voice as if you're reciting your speech word for word.
You have to be enthusiastic and animated. The best speakers make you feel as if they're
having a normal conversation — not reciting a memorized speech. So before you hold a
speech, relax and think of do’s and don’ts concerning your presentation.

Task 5. Make a list of DO’S and DON’TS for making a good presentation. Add your
own ideas. Comment on them:
DQO’s DON’Ts

Task 6. Match words to make word combinations. Make up your own sentences

using them:
A B
1. eye a. gestures
2. important b. peridically
3. hand c. attention
4. well-organized d. contact
5. fall e. point(s)
6. move f.  presentation
7. keep g. asleep

Task 7. Look at Appendix A“Preparing for a Presentation” and do the suggested
exercise.

Task 8. Read and translate the following text:

What is signhpost language

A good way to make your presentations effective, interesting and easy to follow is to
use signpost language. “Signpost language” is the words and phrases that people use to
tell the listener what has just happened, and what is going to happen next.

In other words, it guides the listener through the presentation. A good presenter
usually uses a lot of signpost language. So it is a good idea to learn a few of the common
phrases, even if you spend more time listening to presentations than giving them!
Signpost language is usually informal and easy to understand.

Section of presentation | Signpost language
Introducing the topic The subject/topic of my talkis ...
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I'm going to talk about ...

My topic today is...

My talk is concerned with ...
Overview (outline of Basically/ Briefly, | have three things to say.
presentation) I'd like to begin/start by ...

First of all, I'll...

Finally/ Lastly ...
Analysing a point and Let's consider this in more detail...

giving recommendations | Translated into real terms...
Why is this important?

The significance of this is...
Giving examples A good example of this is...
As an illustration,...

To illustrate this point...

Summarising and Tosumup ...

concluding If I can just sum up the main points...
Finally, let me remind you of some of the issues we've
covered...
In conclusion ...

Unfortunately, I seem to have run out of time, so I'll
conclude very briefly by saying that .....

I'd like now to recap...

Invitation to discuss / ask | I’'m happy to answer your questions.

questions Does anyone have any questions or comments?

Please feel free to ask questions.

Any questions?

Task 9. Sell your business idea:

You want to give a presentation to potential investors who might put up the venture
capital for your new business. You need to convince them that your business will be a
good investment.

Use the information below, but feel free to add or remove any information youdd
like. Address the following points:

e Thoroughly describe your business. What will you sell? Who is your target group?

Where will your premises be? How many employees will you hire? etc.

e Explain why you will be successful. Is there a market niche for your product?
How will you reach your targe! group? Why is your business the best idea since
sliced bread? What experience do you have in this field?

e Outline your future start-up costs (equipment, materials, employees’ salaries,
advertising, etc.) Give a total.

o Qutline your anticipated earnings. Give your potential lenders a detailed repayment
plan.
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Give your presentation a clear structure and attractive visuals. Make sure to use
active, dynamic language and rhetorical style. You are selling your idea, so be
persuasive!!!



UNIT 7.

DRESS CODE

Task 1. Learn the following words and phrases:
casual clothes MMOBCAKIEHHUMN ONIAT
attitude CTaBIICHHS
sloppy HeoXalHuit
smart clothes obiriiuui (minoBuit) omsr
casual Friday He(hopMaTbHa 1’ ITHHTIS
ripped jeans pBaHi JKMHCH
reflect BigoOpaxatu
credible HaIiWHUAN
company executive KepiBHUK KOMMaHi{
confident BIICBHEHMIA
promotion MiBUIIEHHS Ha [Mocaai
make sense MAaTH CeHC, OYTH pallioOHaTbHUM
hard hats Kacka
safety reasons MIipKyBaHHS O€3MEeKN
(name) tag OCHIKIK
offend obpaxaTu

Task 2. Fill the gaps in the sentences with words and phrases from active
vocabulary:
1. Very often clothes people wear ... their social status, style of life as well as their
feelings.
2....is a day in a company when employees are allowed to wear non formal clothes.
3.For ... workers of construction companies have to wear ... and protective clothing.
4. Wearing ... for an interview will help you make positive impression.
5.He didn’t mean to ... you when he told that today you have crazy hairstyle.
6.Sometimes | think modern teenagers have no taste about clothes. | just cannot
understand why they spend loads of money on things like ... and don’t buy normal
trousers.
7. 1f you want to be noticed by your company managers and get ... you should work as
hard as possible.
8.In our bank it is compulsory to wear company shirt with ... where your name and
position are written.

Task 3. Read two opinions about advantages and disadvantages of dress code and
discuss the following questions:
1. What is a dress code?
2. Do companies in your country have a dress code?
3. Do companies in your country have any rules about the clothes their workers have to
wear?
4. Do you think a dress code is a must at work place?



AMANDA BEYLES: The workplace is not the place for wild clothes.

Studies have shown that when people wear casual clothes at
work, their attitude becomes more casual, their work becomes
sloppy, and their behavior becomes unprofessional. The
workplace is not the place for wild clothes, tattoos, or piercing.
It's the place to work hard and look professional. Companies
< made a big mistake when they introduced casual Fridays. They

g gave employees the idea that it was OK to wear casual clothes to
) work. Many people don't understand what "business casual"
means. They wear ripped jeans and tight shirts on casual Fridays
and other days, too.

As Amanda Beyles says now many companies want their
employees to reflect who they are and what they stand for. They
want them to look smart and professional. That's why they're introducing dress codes.
She believes every company should have a dress code. A good dress code tells people
what they should and should not wear. It says no to flip-flops, and open-toe shoes, no to
bare legs and wild haircuts. It doesn't allow nose or tongue piercing and tattoos must be
covered up. It tells employees have no facial hair and no strong perfume. When you're at
work, you are more credible when you wear a suit than when you wear casual clothes.

Her message is to dress for the job that you want, not the job that you have. Dressing
for success can help you to become successful. Company executives feel most
comfortable around people who look and act like they do. Besides, when you're wearing a
nice suit, you are more confident, and you are more likely to attract the job or promotion
that you want.

!

{
)

JIM DAVIS: Employers should respect the way their staff look.

People are most productive when they're happy and when
they feel good about themselves. Trying to change them can
make them feel unhappy and, therefore, become less productive.
I think most companies use dress codes to control their
employees. Of course there are some places where a dress code
makes sense. For example, workers in a construction company
should wear hard hats for safety reasons. However, it doesn't
make sense for a firm to ask all its male employees to have short
hair and wear a tie. At the same time companies allow women to
wear long hair, but not men. Also, wearing a tie does not make a
man more productive. It has no function. It's just a piece of cloth

tied around your neck.

Wearing a suit does not make someone more professional. Those who believe this
have the wrong idea of professionalism. It should be defined by someone's character and
the work they do, not the clothes they wear.

People have the right to express themselves anywhere and at any time. At the same
time, employers have the right to ask someone to look a certain way at work. The
problem is that some people can't change the way they look very easily, especially those
who express themselves through tattoos, piercing, and crazy hairstyles. Very often

41



employers who ask staff to remove these expressions of their individuality are also asking
them to stop expressing themselves outside of work.
Every company I've ever worked for has had some kind of dress code. I've never had
a problem with wearing a company shirt or a name tag. But | have a big problem with
employers asking me to cut my hair or take out my earrings for no reason except that it
might offend someone. If someone can give me a good explanation of how earrings
offend people, I'll take them out. Until then, they're staying in.
(from Business Spotlight)

Task 4. Who says this: Amanda (A), Eric (E), both (B) or none of them (N):

Wearing smart clothes helps you get promotion.

Tattoos and earrings may offend other people.

Trying to change people’s appearance might cause emotional problems.

People have right to wear what they like.

Companies did well when they introduced casual Fridays.

Most companies want their employers have some kind of dress code.

Smart clothes help you make a positive impression at job interview.

Employers have no right to tell their workers what to wear.

Dress code is compulsory in some spheres.

0. When people wear clothes and styles they like they show better results at work
place.

Hoeo~NoookrwpdE

Task 5. Do you agree or disagree with the following statements. Comment on your
opinion:

When people wear casual clothes at work, their work becomes sloppy.
Companies made a big mistake when they introduced casual Fridays.

Dress for the job that you want, not the job that you have.

People have the right to express themselves anywhere and at any time.

Most companies use dress codes to control their employees.

Wearing a suit does not make someone more professional.

eogakwnE

Task 6. Match words to make word combinations. Make up your own sentences
using them:
A B
1. name reasons
2. safety tag
3. make executive
4. job credible
5. look sense
6. company promotion

SO0 o0 oW

Task 7. Look at Appendix B “Business Clothing” and do the suggested exercise.

Task 8. Translate the following sentences into English:



1. Ha mnepexkoHaHHS €KCHEpPTiB, 3alpOBA/UKEHHS «HE(HOPMaJbHUX I’ SITHHLLY
IIKOJNTh PEeIyTamii KOMIIaHild, OCKUIbKH TPAIiBHUKA TIOYHMHAIOTH IIOIHS
HOCHTH NOBCSKICHHUN OZAT.

2. Bam moxe mogoGatucs OyIb-sIKHiA OJST, ajle Hallla KOMIIaHig — IIe He MICIe It
CaMOBHPAXCHHS.

3. Jnsg 3pydHOCTI CHINKYBaHHS 3 TPOJABIIIMH, JACAKI Mara3wHH 3alpOBaIWIA
OCeHIHKUKHY 3 IXHIMU IMEHaMH SIK 000B’SI3KiB €IEMEHT Ipec-KOy.

4. 5] BBaxaro, 110 JI0 Ipec-KOAy HEoOXiIHO MPUBYATH 1Ie ITiJ] yac HaByaHHs y BH3,
K 1Ie, HAPUKIaa, poOJIsiTh B IOPUANYHUX YHIBEPCUTETAX.

5. BixnoBigHUWil onsAr NO3BOJISIE CHPAaBUTH TO3UTHBHE BPa)KCHHS Ha poOOTOJABIIB
iz yac criiBOeciau.

6. B Slnonii BBaXkaeThCsi 03HAKOIO IIOTAHOTO TOHY LIOAHS XOAUTH Ha pOOOTY B
TOMY CaMOMY OJIs13i.

7. HociHHS OTHAKOBOTO OISTy Ma€ TCHXOJOTIUYHUHN e(eKT, OCKUIBKH IO3BOJISIE
CTBOPEHHIO KOMaHHOTO AyXy 1 MiABHICHHIO TPOXYKTUBHOCTI Ipalli.

Task 9. Make the summary of the following text in English:

Dress-code - e kox ofsry, sKHil 3MIHIOEThCS B 3aJI@KHOCTI Bijl TOTO, /€ JIIOJIMHA
nepebyBae: B odici, Kirydi ado Ha Bewipri. [Ipu ipoMy, SKIIO Balll KOJ OJATY BiATIOBiae
Till 4M 1HIII# cuTyalil, Bac BiJIlIOBITHUM YHHOM CIPHUIMAIOTB.

Hagimo norpiden ogicuuii cruas? OdicHuil cTrinp ToMy W odicHHH, 10 Mae
HAJIAIIITOBYBATH JIFOJUHY Ha pOOOTY, JOTPUMAHHS JIIOBOrO €THKETY 1 MPaBUI KOMIIaHil.
Jnst HpOTO XapakTepHi 3i10paHicTh 1 ctpuMaHicTh. [Ipy 1bOMY NpaliBHUK, OJSTHEHHH B
odicHOMy cTui, BimuyBae cebe mijecnpsiMoBaHuMM i eHepridHuM. [Ipu mpomy 3auicka
BiZlirpae He OcTaHHIO poib. OCOONMBO I CTOCYETHCSA JKIHOK. Tak, 3 pO3IMyHICHHM
BOJIOCCSIM JIFOIMHA BigdyBae cebe po3cnalieHoro, a 3 310paHUMH — OpraHi30BaHUM i
Jo0pe KOHTPOJIOE cBOT eMoIlil. [HmmMu ciioBamu, B oici MOTPiOHO OfsiraTHCS Tak, mo0
Balll OJST TOBOPHB MPO Te, IO BU MPHUINLIIN Ha POOOTY 3aiiMaTHCS CIIpPaBOlO, a HE
YUMOCH 1HIIIHAM.

Mo mpeacraBasie odicHmii cTWiab? 3arajgoMm, UIS IUIOBOTO CBITYy MPHUHATO
CTpOTHH, KOHCEPBAaTUBHUH CTHIb. [ 0JI0BHE B HBOMY - OOpE 3MUTHH KOCTIOM 3 TKAHWHU
CroKidHUX TOHIB. IlepeBara BimmaeTbcsl CTPUMAaHWUM KOJIPHUM TOETHAHHS, KIACUYHE
B3yTTa. OMHAK, BApTO BiA3HAYMTH, IO 3 HEAABHIX 4YaciB B O0(iCHOMY CTHII 3'SIBHIIUCH
Jiesiki mocnabnenns. Hanpukman, Temep A0MycTUMO HE TUTBKH CTPOTHH JUTOBUU CTHII,
arte # bisness-casual.

bi3Hec-nei MOBHICTIO BiIMOBJIATHCS BijJ YChOTO IHOYHOKO He BapTo. Tak, 3rigHO 3
pe3yipTaTaMu JOCIIIKEHb, MPOBEICHUX Ha 3aXOfi, OUIBII YCHINIHAMHU BHUSBISIOTHCS
JKIHKY, OJIITHEHI B CHigHWYHI KOCTIOM. JKiHOK y OpIOYHI KOCTIOMaX YOJIOBIKH YOMYCh
BBa)XXarOTh NoBepxHeBuMU. LIIBHIIe 3a Bee, Iie MOB'SI3aHO 3 THUM, IO HECBIIOMO IITaHH
CHPUIMAIOTHCS, K MPETEH3is XKIHKK HA YOJIOBIYY pOjb. Y MiJCYMKY, 3 OJSTHCHHMH B
IITaHW KIHKAMH YOJIOBIKH IMOYMHAIOTH TPATH 33 YOJIOBIYMMU IPABUIIAMU: BIIAIIITOBYBATH
MePEeBipKy KOPIOHIB, OIIHIOBATH SIK (PaxiBIIs.

XT0 BHM3Hayae aApec-koA? BuMmorm 10 omary Ta axcecyapiB, K IpaBHIIO,
MIPOITMCAHO B KOPIIOPATHBHHUX KOJAEKCcaX KOMIMaHii. SIkmio y Bamiit ¢ipmi Hemae Takoro
JIOKYMEHTa, BapTO JUBHUTHUCS Ha KOJIET i BIACTE)XyBaTH HIOAHCH KOPIIOPATUBHOTO CTHIIIO

43



(sixmo BiH €). Y Oyabp-IKOMY BHIIAJIKY, SIKIIO BaM Tpeba 1mokasaru cede sk npodecionana,
Kpalle JOTPUMYBATHCS JIIOBOTO CTHIIIO.

UM BHIIA Bala mocajaa, THM OUTbIa BipOTigHICTE TOTO, IO BaM Tpeba Oyme
BIINOBIIATH MiIOBOMY CTHIIIO, MIiATBEPIUKYIOUH CBill mpodecioHamizM, Ccepho3HICTh
HaMipiB 1O BiJHOIIEHHIO IO CBOIX OOOB'A3KIB i KommaHii, B mizomMy. Tomy, SKIIO BH
Oyxyere BenmuKi Kap'epHi IUIaHHW, IMOYHMHATE NpHBUATH cebe 10 ITOBOTO CTHIIIO
MPaKTUIHO BiZpasy.

Task 10. Play the following situations with your partner:

1. You are a dress code specialist, who has been asked to introduce a dress code for a) a
real estate company, b) university, c) chain of pizza restaurants etc.

2. Your employer doesn’t like the way you dress for work. Prove that the style of
clothes you wear doesn’t affect you productivity and other people’s feelings.

3. Discuss advantages and disadvantages of introducing dress code in your University.
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UNIT 8.
BUSINESS TRIP ABROAD

Task 1. Learn the following words and phrases:

air terminal aepoBOK3all
checking-time gac peecrtparii
concourse 3aJ O9iKyBaHHS
long-distance flight JaNbHIN peiic

forced landing BHUMYIIIEHA TIOCaIKa
boarding pass MOCaKOBHI TATIOH

be airsick CTPa)KIaTH TOBIT PSHOIO
customs house MUTHHIL

customs officer MHTHHK

country of residence KpaiHa POXUBaHHS
fill in 3aMOBHIOBATH
passport check-point MACIIOPTHUI KOHTPOJIb
customs duty MUTHHUIT 30ip

customs regulations MUTHI paBuia

go through formalities poiTH HOopMaTbHOCTI

smuggle sth in (into the

country, out of the country)  mpoBe3Ts 1m0ch KOHTpabaHI0t0
grant a visa HAJIaTH Bi3y

pay duty MHTO

these are my personal effects e moi ocoGucTi peui

Task 2. Translate the words and phrases into Ukrainian:

Customs house, boarding pass , country of residence, air terminal, forced landing ,
customs officer, be airsick, customs regulations, concourse, grant a visa, long-distance
flight, checking-time, customs duty, fill in, smuggle sth in (into the country, out of the
country), foreign passport, check-point, go through formalities, pay duty.

Task 3. Translate the words and phrases into English:
Bumymena mocazaka, cTpakiaTH HOBiI pSHOIO, MHUTHI TpaBWia, DalbHIA peiic, dac
peectpaitii, MOCAJAKOBUH  TaJIOH, MUTHHII, 3allOBHIOBATH, MPOBE3TH IIOCh
KOHTpaOaHIOI0,  MACIOPTHHHA KOHTPOJb,  MHTHHK, KpaiHa TPOXWBAaHHA,  3aja
OUiKyBaHHSA, MUTHHH 30ip, HAJATH Bi3y, MPOUTH (POPMATBHOCTI, MHTO.

Task 4. Match the sentences with their translation:

I'd like to make a reservation on the 51 6 XOTIiB 3aMOBUTH KBUTOK HA...
How much is overweight? e 3naxoautbes Buxin 327

Here's your boarding pass [MpummnuniTe macku Ge3neku.
Where would you like to sit? SIxe micue Bu nomro0istere?
Where is Gate 32? Jlitak npuOyBac o 8 rouHiI Bedopa.

Do you want first class or economy? Ocb Ball MoCaaKoOBHiA TaJIOH



The plane arrives at 8 p.m. Komn  wmeni morpibHo  mpubytn  Ha

peecrpartio?
The plane takes off at 7 a.m. Bam KBUTOK MEpIIOTO YH TYPKIAcy?
Fasten seatbelts CxiNBKH IOTPIOHO TUIATHTH 32 3aiiBy Bary?
When am | supposed to check in? Jlitak Bijutitae o 7 TOMMHI paHKYy.

Task 5. Read and translate the text:

Business trip abroad

The day before your journey, study again the data in your ticket: airport of
departure, the airline you are going to fly by (your carrier), flight number, departure
check-in time (the time by which passengers should be at the airline check-in desk to be
accepted for the flight), the departure time for the aircraft.

If you fail to arrive at the check-in in due time, you will not be accepted for
transportation on the flight for which you have reserved a seat.

The outgoing passengers may leave the country only if they have an exit visa and
a foreign passport. At every international airport there is a customs control. A passenger
may carry duty free articles if they are for personal use. Restricted articles may be
imported, but in this case they liable the customs duty.

When you arrive abroad the first thing you will think about is where to stay. Almost
always people stay at hotels or guest-houses. It is necessary to book a room in advance by
letter, telephone or telegram. Otherwise you may arrive at the hotel and be told that there
are no rooms available. On arrival at the hotel go to the reception desk and confirm your
reservation. The clerk will then give you a registration form to fill in and sign (the form is
usually filled in block letters). At large hotels you may ask for any service by telephone.
You tell the operator if you wish to be called at a certain time, you call room service when
you want a meal or drinks sent up to your room, valet or maid service if you need
something (a suit or dress) cleaned or pressed. Let the hotel management know well in
advance the day and the time of your departure.

Task 6. Answer the following questions:

1. What problem will you face if you fail to arrive at the check in due time?

2. What condition can the out-going passengers leave the country on?

3. What do you call the card they give you with the seat number on it?

4. What do you call the part of the airport you walk through when you arrive or
depart?

5. What do you call the people who look after you on the plane?

6. What do you call the place where you collect your luggage after you land?

7. What cards do you show when passing through customs?

8. What is the most interesting and the most boring part of flying (from check in to
the time you leave the airport at your destination)?

Task 7. Where do you go first when you travel by plane? Put these places in the
correct order. Write 1-6 on the left:
passport control



baggage reclaim
1  the check-in desk
the plane

the arrival hall

the departure lounge a_

Task 8. Read the conversations. Where are they? Write the letter next to the correct
place on the right in Task 7:
a) A Ah! .. BA 476 to Madrid. That's our flight.
B Was it gate 4 or 14?
A | couldn't hear. | think it was 4.
B Ssssh! There it is again. It is gate 4.
A OK. Come on!

b) A Can | see your passport, please?
B Yes, of course. Here you are. A Thank you very much. That's fine.

¢) A Can | have your ticket, please?
B Yes, of course. Here you are.
A Do you have just one suitcase?
B Yes. This bag is hand luggage.
A That's fine. Smoking or non-smoking?
B Non-smoking, please. Oh ... and can | have a seat next to the window?
A Yes, that's OK. Here's your boarding pass. Have a nice flight!

d) A Can | have your tray please, madam?
B Yes. Here you are.
A Thank you. And can you fasten your seat belt? We land in ten minutes.
B Yes, of course.
e) A Excuse me. | think that's my suitcase.
B I'm sorry. My suitcase is red, too.
A s this yours?
B Yes, itis. Thank you very much.

f) A Hello. Are you Marie-Therese Scherer from Switzerland?
B Yes, | am. Are you Mr and Mrs Barnes?
A Yes, we are. Welcome to England, Marie-Therese. Was your flight good?
B Yes, it was, but I don't like flying.
C Never mind. You're here safely now. Come on, the car’s outside.

Task 9. Read the conversations again carefully. Who are the people?

Task 10. Look at Appendix C “At the Airport” and do the suggested exercise.



Task 11. You are working at a big company as a Personal Assistant to 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 example given below try to book
seats on a plane:

Win Mouk Co.,
302 Ban- Street
Rangoon,
Burma.

7th July, 2012

Scandinavian Airline System

12, Chelsey Street,
London, W.1.,
England.

Dear Sirs:

Our Technical Director, Mr Thuong, 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 21st. We thank you in advance for your kind attention to this
matter.

Yours faithfully,
Win Kyi
(Secretary)

Task 12. Read and translate the text:

A World Guide to Good Manners

Travelling to all countries 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'll be on time. If
they're American, they'll probably be 15 minutes early. If they're British, they'll 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.

* 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 a
time to relax and get to know one another, and they rarely drink at lunch time.



» 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 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 behavior.
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
rulebook of its own. You must exchange business cards immediately on meeting
because it is essential to establish everyone's status and position. When it is handed to a
person in 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 into 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.

Task 13. Are the sentences true or false:
1. Germans are the least punctual.
2. When the European Community began to increase in size, several dictionaries

appeared giving advice on international etiquette.

3. The British are happy to have a business lunch and discuss business matters with a
drink during the meal.
Germans like to talk business after dinner.
Taking off your jacket and rolling up your sleeves is a sign of getting down to work
in Germany.
6. The Japanese have perhaps the strictest rules of social and business behavior.
7. In Japan you must exchange business cards immediately on meeting because it is
essential to establish everyone's duties.
Bowing the head is a mark of respect in the USA.
A younger man should never be sent to complete a business deal with an older
Japanese man.
10. The Japanese usually shake hands while greeting someone.

ok

8.
9.

Task 14. Read the article again and answer the questions. Discuss the questions
in pairs:

1 Which nationalities are the most and least punctual?

2 Why did the British think that everyone understand their customs?



UNIT 9.
AT THE HOTEL

Task 1. Learn the following words and phrases:

receptionist

the reception desk / counter
accommodation

reserve

book in advance

arrive

depart / check out

suite

single / double room

fill in a registration form
confirmation

guest

hotel clerks / attendants
chambermaid

porter (U. K), doorman

tip (extra pay)

expensive / cheap

take things to the left
luggage room

express service / urgent service

peectparop
Oropo peecrpariii

MIPUMIIICHHS, HOMEP

OpoHrOBaTH

3aMOBIISITH 3a31aJIETIAb
MIPUDKIKATH

BUIXaTH 3 TOTEIIO

HOMep “MoKC”

HOMEp Ha OJIHOTO/IBOX
3alOBHUTHU PEECTpaLiiHy KapTKy
MiATBEPKCHHS

MPOXKUBAIOYHH B rOTEII
TIEPCOHA TOTEIT0

MOKOiBKa

mIBeHnap, HOCHIBHUK

4aiioBi, JaBaTH 4alioBi

noporuit/ neteBuit

BIJTHECTH pedi 0 KaMEPH CXOBY
TepMiHOBE 00CIyrOByBaHHS

Task 2. Translate the words and phrases into Ukrainian:

Arrive, guest, chambermaid, expensive / cheap, fill in a registration form, reserve,
express service / urgent service, depart / check out, the reception desk / counter,
confirmation, accommaodation, single / double room, book in advance, porter (U. K),
doorman, suite, hotel clerks / attendants, tip (extra pay), receptionist.

Task 3. Translate the words and phrases into English:
[IpuikmKaTH, 3aMOBIISITH, 3a3/1AJIETib, PEECTPATOP, BUIXATH 3 TOTEIIIO, MiATBEPIKEHHS,
HOMEp ,JTIOKC", HOMEp, IIBEHIap, YaioBi, 3aIOBHUTH PEECTPALifHY KapTKy, HepCOHAT
TOTeNI0, HOCWIILHUK, OIOpO peecTpariii, Joporuil / aemeBuid, HOMEpP Ha OJHOTO/JIBOX,
MOKOIBKa, MPO’KMBAIOYMI B TOTENi, JaBaTH YaioBi, BIOHECTH pedi DO KaMepH CXOBY,
OpoHIOBaTH, TEPMiHOBE OOCITYyTOBYBaHHS.

Task 4. Match the sentences with their translation:

1. Have you got any vacant rooms?

2. T would like a single room.

3. Will you, please, fill in these forms.

4. Kindly sign the hotel register

5. You must vacate the room in due time

50

a) Byap nacka, mocraBTe mianuc B
XKypHaJI MPHIKIDKUX.

b) Bu mnoBuHHI 3BiTBHWUTH KIMHATYy B
MpU3HAYCHUIT Yac.

¢) Koumu notpi6HO 3BibHUTH HOMEP?

d) S Big'ixkmkaio

e) Byup nacka, 3aI0BHITH I1i aHKETH



6. When must | check out? f) V¥ Bac e BunbHI Micts?
7.1am leaving at.. .0'clock g) Xorie 0M 3aMOBUTH OJHOMICHHI
HOMeED.

Task 5. Read and translate the text:

At the hotel

Hotel is an establishment that provides overnight lodging for the public. Its basic
service is providing a room to sleep in. But the most hotels also have at least one
restaurant. Many hotels offer room and services for meetings, and some have shops and
offer entertainment.

Hotels range in size from large buildings with more than 3.000 rooms to small inns
that have as few as 8 to 10 rooms. Small hotels don’t offer the range of services provided
by the large establishments. However, rooms and meals at most small inns generally cost
less that these at large hotels.

Hotels in North America employ about one staff members for every two rooms. The
hotel staff works around the clock to make the guests comfortable. The housekeeping
staff cleans each room daily. Bellhops carry luggage and packages to the guests‘ rooms.
The engineering department keeps the hotel’s electricity, plumbing, heat and air
conditioning in good working order. The hotel security department works to prevent fire,
theft, and other disturbances. Some hotel restaurants provide room service, by which
guests can have food and beverages brought to their rooms. In certain hotels, guests also
can have clothing laundered by the hotel’s valet service.

Hotels in Britain are graded with stars from one-star to five-star, which are the best
and most expensive. You can also stay in a Bed & Breakfast (B&B) (also called Guest
Houses) where you pay for a bedroom, possibly an ensuite (= room with private
bathroom) and breakfast.

Types of hotel accommaodation are as follows:

« asingle room: for one person with a single bed;

 adouble room: for two people with one double bed;

« atwin room: for two people with two single beds;

+ full board: includes breakfast, lunch and dinner;

« half board: includes breakfast and dinner;

+ B&B: just the room and breakfast.

Task 6.Answer the following questions:

1. What kind of establishment is a hotel?

2. What is its basic service?

3. What additional services does a hotel provide its customers with?

4. What are the duties of the hotel staff?

5. What 3 main types of hotels are there in North America?

6. What hotels do businessmen book rooms at? What makes them choose this kind of
hotel?

What hotels do holiday-makers go to as a rule?

8. What types of hotel and hotel accommodation do you know?

~



9. Why is it necessary to reserve a room in a hotel in advance?
Task 7. Look at the Appendix D “At the Hotel” and do the suggested exercises.
Task 8. 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 your
own letter of inquiry to the best hotel in the city:

15 Maple Street,
Montpeher,
Vermont,

USA.

6" May, 2012.
The Manager,
Park Hotel,
26, Irvin Str,
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 3 weeks, from 15th 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

Task 9. Read this conversation in a hotel and put the lines in the correct order:
- Certainly. A single room or double?

- Just this one bag

- Yes, sure. Do you want my address too?

- Here is your key. Your room number is 311. | hope you enjoy your stay.

- Single, please.

- Good evening. Can I help you?

- Ashower. How much is the room?

- Yes, please. Can | have a room for the night?



No, thanks. Just breakfast. Can | pay by credit card?

No. Just a signature. Do you have any luggage?

Yes, of course. We take Visa and Access. Could you sign the register, please?
Would you like a room with a shower or a bath?

72 pounds for the room and breakfast. Would you like an evening meal?
Thanks.



UNIT 10.

BUSINESS COMMUNICATION
Task 1. Learn the following words and phrases:

envelope KOHBEPT

address ampecyBaTH

intend Mat HaMmip
otherwise B iHIIIOMY pasi
prompt CIIOHYKaTH

inquire 3'ICOByBaTH

be unable OyTH HE B 3M03i
subsequent HACTYITHHH

polite BBIWIHBHIA

accept apologies MPUAHATH BUOAYEHHS
cause trouble 3aB/IaBaTH KIOMOTY
apologize BHOayaTHCs

take steps BXXHMBATH 3aX01B
occur (about the mistake) TpamsTucs (Ipo MOMHIIKY)
Yours faithfully [upo Bam

Yours sincerely [upo Bam

owing to 3aBIISKU
unfortunately Ha JKalb

be delighted OyTH y 3axBarti
regret LIKOJlyBaTH

take into account OpatH 10 yBaru

Task 2. Translate the words and phrases into Ukrainian:

Yours sincerely, accept apologies, occur (about the mistake), cause trouble, prompt,
unfortunately, envelope, intend, Yours faithfully, subsequent, otherwise, take steps,
polite, regret, be unable be delighted, apologize, address, take into account, owing to.

Task 3. Translate the words and phrases into English:

IMupo Bami, HacTymHuMi, Ha ’Xanb, KOHBEPT, CIIOHYKATH, BXHBATH 3aX0liB, OyTH Y
3axBaTi, OpaTH 10 yBarw, BHOAayaTwcs, 3aBAABaTH KJIOMNOTY, 3'ICOBYBATH, TPAIIIATHCS
(po MOMMIIKY), MIKOTyBaTH, OyTH HE B 3MO3i, B iHIIOMY pa3i, IPUHAHATH BHOAYEHHS,
BBIWINBHUH, aApeCyBaTH, MaTH HaMip, 3aBISKH.

Task 4. Learn the following tips for the business letter writing:

The lay-out of the business letter differs in some respects from that of the personal
letter.

Not only the sender's address is given (as in personal letter) but also the hame and
address of the person or organization to which the letter is being sent. This is written on
the left-hand side of the page against the margin slightly lower than the date (which is on
the opposite side). It should be the same as the name and address on the envelope.



A letter written to a man should be addressed to, for example, Mr. D.Smith or to
D.Smith (Esquire). A letter to a woman, should be addressed to, for example,
Mrs.C.Jones or Miss C.Jones. If you do not know the name of the person for whom your
letter is intended you may address it directly to the company, e.g.:

The Branded Boot Co.Ltd., 5 Rubberheel Road, Wellingborough, Northants, England.

Co. and Ltd. are the usual abbreviations for Company and Limited. However it's
better to address your letter to some individual — The Managing Director, The Personnel
Manager, The Secretary, The Branch Manager, The Export Manager — followed by the
name of the company.

If the person you are writing to is known to you, you should begin with, for example,
Dear Mr.Thompson, Dear Mrs.Warren, etc. Otherwise you should begin Dear Sir(s),
Dear Madam, or Gentlemen: (Am.).Note that Gentlemen is followed by a colon.

The body of the business letter usually includes: a) Reference, b) Information, c)
Purpose, d) Conclusion.

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

e.g.: Thank you for your letter of May 3 rd. In your letter of January 13th you inquire
about....

It was a great pleasure to receive your letter of July 1st that..... I recently called your
agent in this country to ask about .... but he was unable to help me.

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

Purpose is the most important part of the letter, where you are expected to state
clearly and concisely what you want and answer carefully and clearly all the questions
that you have been asked.

Conclusion usually consists of some polite remark to round the letter off.

e.g.: I look (I am looking) forward to hearing from you soon.

I sincerely hope you will be able to help me in this matter.

I should greatly appreciate an early reply.

Please accept our sincere apologies for the trouble this mistake has caused you.

We apologize sincerely for the trouble caused to you, and will take all possible steps
to ensure that such a mistake does not occur.

Then usually follows the complimentary close. If you begin your letter with Dear
Sir(s) 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 is a modern tendency
however to use "Yours sincerely" even to people you have never met.

The signature: sign you name clearly, in full, as it should appear on the envelope of
the letter addressed to you.

The connectives play an outstanding role in writing a business letter. They are used
for better comprehension of the contents.

e.g.: Owing to, Unfortunately, However, We should be delighted, We do hope. It is
possible that. We should be pleased, For this reason, We regret about, Taking into
account that, Hopefully.

Summarizing all the above said it should be stressed that any business letter can be
written using the following general scheme:



1. Heading (writer's address, date of the letter)

2. Inside address (name and address of the person or company
receiving the letter)

3. Greeting (Dear Sir:)

4. Body of the letter (reference, information, purpose, conclusion)

5. Closing or complimentary close (saying good-bye)

6. Signature.

Task.5. You have found different parts of many letters; choose what phrases you
should use: a) at the beginning of a business letter b) in the middle c) at the end.
Complete the phrases where it is necessary:

We have pleasure in informing you

Yours sincerely

In reply to your letter dated

We look forward to a visit of the President

We wish to inform you

Further to our telephone conversation

Yours faithfully

We thank you for your letter dated 23rd March, 2012.

We have to inform you

I'm looking forward to meeting you soon

We enclose with the letter the design documents

Best regards

We highly appreciate the work you have done for us

It allows us to make a decision

Please, contact us as soon as possible

You are kindly requested to study this material and inform us about the decision at

your earliest convenience.

I look forward to hearing from you.

We are ready to assist you in this endeavor.

We have attached the payment documents to the letter.

We should like to stipulate the fact that

Task 6. Join the ideas using the connectives:

e.g. We should be delighted to take a group of your students/ Our company
regulations limit maximum numbers of groups to twenty.

We should be delighted to take a group of your students, however (please, take into
account that) our company regulations limit maximum number of groups to twenty.

* We should like visiting groups to report to our office on the date of the visit/ Do
please contact at the above address at 8 am.

* We have received your message concerning the date of the visit/ Arrange your visit
for early 1999.



* Our company makes a small visiting charge/This includes the price of lunch.
* Our company reserves the right to send off the premises any members of the group
who misbehave/ It should not happen.

Task 7. You work at the Organizing Committee of International Finance
Conference which will take place in Kyiv, September 25-30, 2009. Write the letters
of invitation to the participant of the conference using the model given below:

A LETTER OF INVITATION

United States Department of Commerce
International Finance Conference
Washington, D C.,

20658, USA.

June 2nd, 2012

Prof. Petrov,

Finance Manager,
Zepter Inc, Kyiv branch,
63, Volodymirska Str,
Kyiv

Ukraine

Dear Professor Petrov.

On behalf of the American Finance Society it is an honour for us to welcome you
and to be your host in Washington during the International Finance Conference, May
20-27.

It is a pleasure for us not only to invite you to a conference of the highest scientific
standard but also to present Washington and, if you wish, other exciting places in the
USA.

The scientific planning of the conference has resulted in a most exciting program
with more than 40 major and assembly symposia not including the numerous free
communication sessions.

I am glad to inform you that your abstract was accepted by our Committee, N 2256
for poster presentation.

We attach with the letter of invitation Reservation and Registration Form. The
deadline for its submission: March 15, 2012. If you have any questions or need
additional information please contact us without hesitation.

Yours sincerely,

Jim Smith

Chairman

Task 8. Translate the following letter of invitation into English:

S7



Ne 317 Bin 06 TpaBus 2014 poxy

XMEJIbHUIIBKUI THCTUTYT PETIOHAJIBHOTO
YIHPABJIIHHS TA ITIPABA

VYkpaina, 29000 M. XMensHUIBKHH, By TearpansHa.S.
Temn. (038-2) 76-42-70 Daxkc (0382)

INAHOBHI KOJIEI'A!

[Mupo 3ampomryemo Bac B3aTH y4acTb y BceykpaincoKiil HAyKO80-npaxmuyHii
KoHpepenyii " AKTyaJbHi MPo06JeMHU ep:KaBHOI PerioHaJIbHOI MOJITHKH B YMOBax
npoBeieHHs agMiHicTpaTuBHOI pedopmu B Ykpaini', ska BinOynerbcs 16 TpaBHS
2012 poky y XMEJbHUIBKOMY IHCTUTYTI pPETiOHAJbHOTO YHPABIiHHSI Ta IpaBa.
CniBopranizaTopamu NpoBeAeHHs KOH(epeHii BUCTYNIIN:

Aominicmpayin Ilpesuoenma Yrpainu, Bepxosna Paoa Yxpainu, Kabinem Minicmpis
Yxpainu, I'onoene ynpasninna depacasroi cayocou Yxpainu, Incmumym 3axonooasecmea
Bepxoenoi Paou Vkpainu, Vxpaiucvka Axademia OepiicasHozo YApAeniHHA Npu
Ipesudenmosi Ykpainu, XmenvrHuysvka obaacna depaicagua aominicmpayis, XmeibHuybKa
obnacHa pada Ta XmenvHuysvKa MicbKa paoa.

OCHOBHI TeMaTHYHi HANPSIMKH KOH(epeH1ii:

1. PepopmyBaHHS iepkaBHOTO YIIPaBIIiHHS.

2. HoBa perioHajbHa MOJITHKA Ta OpraHi3allis MiCLIEBOTO CaMOBPSyBaHHSI.

3. CTpyKTypHi 3MiHM B €KOHOMIIll Ta MPOOJIEMHU COLiaJIbHO-EKOHOMIYHOTO PO3BUTKY
perioHy.

4. ®iHaHCOBO-00KETHE 3a0e3IECUCHHS PO3BUTKY PETiOHY.

5.TlpaBoBi 3acamm JAep>kKaBHOTO YIPAaBIiHHA Ta 3a0e3MeueHHS aMiHICTPaTHBHOI
pedopmu B VkpaiHi.

Po6oua MoBa koH(DepeHIlil: ykpaincoka, pocilicoka, anzniiiceka/

VY pa3i BAHUKHEHHSI MOTOYHUX MUTaHb, OPTKOMITET JOTIOMOJXKE 1X BUPILINTH, KO Bu
3arenedonyete 3a HomepoM: (0382) 76-57-95, dakc (0382) 76-57-67 abo 3BepHETECH 32

EJNIEKTPOHHOIO azpecoro: hirup@ukr.net

Task 9. Translate the following sentences into English:

1. 51 6yB Ou BaM my)Ke BISIYHUM, SIKIIO O BH MOIH(GOPMYBAIH IPO T€ YH MOMKIUBO
BiJIBIJIaTH IIF0 KOH(EPEHIIiT0.
2. Mu 6 myxe XOTiUIM B3aTH ydyacTh y Bamiii xoHdepenmii. S 3nato, mo yac

nonepenHbpol peecTpalii BKe 3aKiHYMBCS, OJHAK, S CIIOMIBAIOCh Ha MOJXJIMBICTD i
BiIBigaHHA.

3. SIK110 11e MOXKIIMBO, TO HaAILIUIITh HAM HEOOXIAHY iH(OPMAIlilO Ta aHKETH.

4. 51 Bam nyxe nsKyro 3a Jit00’si3HE 3alpolleHHs Ta i3 3aJ0BOJEHHIM MpHHMalo
oro.

5. Jl71s1 MeHe € BEIMKOIO YECTIO OTPUMATH Ballle 3alPOIICHHS.

6. A paguit otpuMary Barmie mo0'si3He 3ampoiIeHHsT Ta 3 BEJIWKUM HETEPIiHHIM

YeKaro HaroJy B3ATH y4acTh Y KOH(PEPEHIIii.
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7. Tema koH(epeHLI] € 1iKaBoo, a TOMY 51 IPUHMAar0 3aNpOLICHHS B3STH Yy Hil
y4acTb.

8. Sxmo Bam moTpiOeH pykomHc MOTo BUCTYILY, TO 51 HAIIIIIO HOTO eNeKTPOHHOIO
HOILTOIO.

9. Ha >xanp, BigBinaHHS JaHOT KOH(EPEHII] 1151 MEHE € HEMOKIIHBHM.

10. Yepes moraHuwii CTaH MOTO 3IOpOB’S s 3MYIICHWH Bigxwiutu Bare
3aIPOIICHHS.

11.  TIpoGaure, omHaK, 51 HE 3MOXKY B35TH y4yacTh Y KOH(pepeHuii. BumydiTs, akmio 1e
MOXIIHBO, MO€E TIPi3BHIIE i3 IIPOrpaMu.

Task 10. You work at a big bank as a Computer Specialist. Let the company-
supplier of the computers know that their terms of payment and delivery suit you,
but you cannot place an order with them as their prices are too high. Use the
following words and word combinations.

Company: Apple Computers, Inc., 32 5th Avenue, New York, USA.

Further to our diSCUSSION ........ccoiiirenieneieeeeee e

We wish t0 inform YouU.........cccceiiiieiiiiiec e,

We highly appreciate ........cccoco v,

full contract Value ..o

Make & AECISION ......cviviiiiieecce e

UNFOTTUNALEIY ...

COMPELITIVE PIICES....cviieiirieiririe e

terms Of delIVENY ..o

reduce the PriCeS .....ccovieiiiiiee e

Yours sincerely

Task 11. You work at a food company as a Sales Manager. Inform your partners
that the prices went up and you developed the new items which would be presented
at the International Autumn Fair, November 2-10, 2012. Use the words and word
combinations given below.

Company: Thomas & Co. 25 Ashley Str., Cornwall, U.K.

We have to inform you ...

TEVISE EXPOIt PIICES. ..cvviveriereieieeresie et seere e

MAKE NECESSANY.....everiereriaterieteiesiese sttt seene

increased cost of the production ............c.cccoeiveinnennen,

ASATESUI....ceieecee s

enclose a copy of our price-list.........cccooiieiiniiinennns

draw sb's attention to the new items...........ccccoeeveieene.

exhibit at the fair ...

We thank you for your support in the past...........c.cccceceee

hope to be of service to Sh........cocovviiiiiiiiiiis

Yours faithfully

Task 12. Translate the following letter into English:



IIlanoBHI NaHi Ta NaHoBe

JiticauMm  moBigomisieMmo Bam mpo Te, MO0 MH 3aKiHIyEMO BHKOHAHHS
KOHTPAKTHUX 3000B’s3aHb BIINOBIZHO JO HAmIOTO KOHTPAKTy Ha OyIiBHUIITBO
rizpoenekrpoctannii y Bamriii kpaini i mpoBoguMo poOOTH MIOAO MIATOTOBKH IO
BiIIIpaBIeHHS OO YKpaiHH YacTHHH OydiBeIbHOTO OOJamHAHHA Ta HEBHKOPHCTAHHUX
MaTepiaiis, siki Oyso BBe3eHO 70 Barmioi kpaiHi Ha yMOBaxX THMYacOBOTO BBO3Y.

Sx Bam Bimomo, 3a OCTaHHIH d9ac iCHye NpakTHKa MPOAaxy OyIdiBEIbHOTO
o0Jyia/iHaHHS Ta HEBUKOPHUCTAHMX MarepialliB y KpaiHi 3aMOBHHKaA 110 3aKiHYEHHI poOiT,
10 BUKOHYIOTBCS Ha YMOBaXx ,,IiJ| KJI04”. MU TakoX MaeMo HaMip MpOJaTH 4YacTHHY
obJyiasiHaHHs Ta MaTepiaiis y Bamiid kpaini. Ockiibkn By BusiBuiM OakaHHS Ha
mpaBo MepHioro BOOpPY IIOAO KYMIBII HAmIOro OOJIafHAaHHS, HajaeMo Bam mepenik
o0JiaiHaHHs Ta MaTepiajiB, siKi MU XOTiM O npoaaTu y Bamiit kpaiHi.

Bce obmamHanHsS y pobodoMmy craHi Ta Oyae MPOAAaBaTUCh i3 KOMILICKTaM
3anmyactiH. OOnamHaHHS OyzAe peajtizoBaHe 3a JOCTYIHHUMH IiHAMH 3 YpaxXyBaHHIM
amMopTH3aLii 00iaTHaHHS.

LliHn He BKJIFOYAIOTH IMIIOPTHE MHTO. BOHO MOBHHHE OyTH CIUIaueHE NOKYIIEM
o0agHaHHS 3TiTHO 3 MUTHUMHU TIPaBIJIAMH, III0 iCHYIOTh y Barmiii kpaiHi.

Ornsn oOmagHaHHS Ta MaTepialiB MOXKHA 3MIHCHUTH Y OYIOb-SIKHHA 3pYIHAN IS
Bac yac.

3 moBaroo

Task 13. Discuss the following topics in groups:
1) What layout should a business letter have?
2) What parts are necessary in any business letter?
3) How often do you write business letters?
4) Do you use connectives in the text of a business letter?
5) Do you often send or receive fax messages?
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UNIT 11.
CONFERENCE

Task 1. Learn the following words and phrases:

under the auspices of TIPH CTIPUSHHI; 32 T ATPUMKH

invite 3aMpOoIITyBaTH

invitation 3anporrenns ( to - Ha)

take part in Opatu y4acTs y

take place TIPOXOJTUTH, BiIOyBaTHChH

represent different fields  mpezncrasisTu pisHOMaHITHI ramysi

session 3acifiaHHs

honour YIOCTOIOBATH

noted BigomMui

congress venue MICIIC ITPOBEICHHS KOHIPECY

convenient facilities 3py4Hi 3ac00u 00CTyroByBaHHS (3py4HOCTI)
organizing committee opraHizauiiHuil KOMIiTeT

chair rojioBa

deputy chairs 3aCTYIHUKH TOJIOBH

scientific committee HAYKOBUH KOMITET

executive BUKOHABYH

Secretary — General reHepalibHUN cCeKpeTap

call for papers BUMOTH IIOJI0 MOJJAHHS HAYKOBUX CTATTEH
submission NpeCTaBICHHS TIOaHHsI, Mepeaada Ha pO3IJIsl CTaTTe)
provide MoJIaBaTH

abstract pe3toMe, KOPOTKHIA OTJIsI

deadline KpaitHiit TepMiH

acceptance notice HOBiTOMIICHHSI TIPO TPUHAOM/TIPHIHSTTS CTATTi

Task 2. Translate the words and word-combinations from Ukrainian into
English:

IIpU CHIPHSIHHI (32 MATPUMKH), 3alpoLIyBaTH, OpaTH y4acTh Y YOMYCh; 3alPOLICHHS
Ha; BiNOyBaTHWCh, BCECBITHRO BHM3HAYHI BUEHI; NPEICTABIATH PI3HOMAHITHI Tary3i
TICUXOJIOTI1; 3acilaHHs;  B3a€MHHUH; YIOCTOIOBATH;  BIJOMHH; Miclle MPOBEIACHHS
KOHTPECY; 3py4Hi 3aco0u 00CITyroBYBaHHS, pago mnpuiiMath; mupo Barmr;
OpraHizalliiHMHA KOMITET; TOJI0OBa OpPTraHi3amiiHOTO KOMITETYy; HAYKOBHH KOMITET;
BUKOHABYMI KOMITET, TE€HEpaNbHUIl CEeKpeTap; 3acCTYNHHK TI€HEpaIbHOTO CEKpeTaps;
BUMOTH MIOAO MMOJAHHS HAYKOBUX CTATTeH; pe3foMe (KOPOTKHUIl Orisin); KpaifHii TepMiH;
MOBIJIOMJICHHS ITPO NMPUHHATTS CTATTi; NOAABAaTH HA PO3TIIALL.

Task 3. Translate the following lexical units from English into Ukrainian:

submission; a call for; deputy; the chair of the organizing committee; invite sb to do
sth; under the auspices of sb/sth; session; psychology; deadline; interaction; abstract;
expected attendance; welcome; sincerely yours; convenient facilities; congress venue;
deputy chairs; scientific committee; Secretary General; Deputy Secretary General;
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executive committee; a call for papers; state paper; affiliation; acceptance notice;
invitation; to take place; internationally renowned scientists; to take part in; interactive;
the 28" International Congress of Psychology; it gives me great pleasure to invite you; a
large number of thematic oral sessions

Task 4. Match a line in A with a line in B:

Ne | A B
1 | under the auspices | b) well-known especially because of some special
of sh/sth quality or ability

2 | invite sb to do sth c) rooms, equipment or services that are provided for
a particular purpose

3 | session d) to be very glad that someone has come

4 | interaction e) in a sincere way

5 | attendance f) a group of people appointed to deal with a
particular matter

6 | honour g) someone who is directly below a manager in rank,
and
who is officially in charge when the manager is not
there

7 | noted h) (act of) presenting sth for consideration, a
decision, etc.

8 | venue i) to ask sb formally to go somewhere or do sth

9 | facilities j) the number of people present

10 | sincerely k) a short written statement of the most important
ideas in a article, etc.

11 | committee 1) mutual influence by two or more persons via
communication process

12 | welcome m) request or demand for sth

13 | deputy n) point in time by which sth must be done

14 | acall for 0) helped and supported by sb/sth

15 | submission p) position of the person in charge of a meeting, a
committee, etc.

16 | abstract q) a place where something such as a congress, or a
meeting is arranged

17 | deadline r) 1)to show publicly that someone is respected and
admired,;

2) to show great respect for sh/sth.

18 | psychology s) a meeting or series of meetings for discussing or

deciding sth.
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Task 5. Translate the words and word-combinations in a proper tempo:

internationally renowned scientists; micie npoBeneHHss KOHIpecy IMCHXOJOriB; honour;
nepenbadyBaHa KiJbKiCTh TPHCYTHIX; interactive; sacimammst; present different fields;
BinOyBatHch; take part in sth; sampomrenns B3sTH yuacTh y KOHrpeci mcuxosnoris B Kurai;
under the auspices of; momaBatm Ha posrisim; acceptance notice; deadline; BimomocTi
o0 Micist poboTH Ta 3akimManoi mocamw; abstract; BuMoru om0 HayKOBHX CTaTel;
Deputy Secretary-General; BuxonaBumii komiter; the chair; scientific committee;
3aCTyMHHK ToJI0BH; Sincerely yours; pago mpuitmary; convenient facilities.

Task 6.Translate the text from English into Ukrainian:
First Announcement and Call for Papers

28™ International Congress of Psychology (ICP2012)
Beijing, August 8-13, 2012

Under the auspices of:

International Union of Psychological Science
Sponsored by:

Chinese Psychological Society

Professional Congress Agency:

China International Conference Center for Science and Technology
CONTACT

28th International Congress of Psyshology (ICP2012)
10ADatun Rd Beijing 100101 China

Tel/Fax 86-10-64855830

E-mail icp2012@psych.ac.en

Http://www.ICP2012. org

INVITATION FROM THE PRESIDENT

Dear Colleagues and Friends

It gives me great pleasure to invite you to participate in the 28th International Congress
of Psychology (ICP2012), which will take place in Beijing August 8-13, 2012. The
Congress has invited more than 60 internationally renowned scientists as Keynote
Speakers and State of the Art Lecturers representing different fields of psychology and
related disciplines. The expected attendance is around 4,500.

Your participation is highly welcomed, either in presenting a paper or by taking part in
a poster session or to be present at the Congress. We would be honored by your
participation.

China is a fast developing country with both ancient cultural heritages and modern
achievements. Beijing is especially noted for its many historical sites such as the Great
Wall and Imperial Palace. The Congress venue is the Beijing International Convention
Center, surrounded by many good hotels with convenient facilities. We warmly welcome
colleagues from all over the world to Beijing for this important event.

Sincerely,

Qicheng Jing



CALL FOR PAPERS

1. For submission of papers please provide the following information a) Title of
presentation (state paper or poster submission) mark Topic Category List number to
which your paper belongs b) Author name(s) (first name last name) c) Affiliation(s) d)
Address ) An abstract no more than 100 words.

2. The language should be in English.

3. The deadline is Dec 31 2011. The Acceptance Notice will be sent to you by E mail or
post 6 weeks after receiving your submission.

4. We cannot guarantee your abstract will be included in the Abstract Book if it arrives
later than the deadline date. The Abstract Book includes papers in which at least one of
the authors will register for the Congress.

TOURS INFORMATION
Local and Post-Congress Tours will be organized for participants and offering the
unique opportunity to enjoy the oriental scenery, culture and ancient civilization in China.
The Local Tours include the Great Wall, Summer Palace, Imperial Palace, and the
Temple of Heaven.

Reﬁ)ly Form
28" International Congress of Psychology
Augusts-13,2012 Beijing, China
Please type or write in block letters and return the form to our Website (downloadable),
or by E-mail, or Fax, before August 1, 2012
Title: Prof. Dr Mr. Mrs. Ms.
Family/Last Name:
First Name:
Institution:
Mailing Address:
City: Zip:
State: Country:
Tel/Fax:
E-mail:
| am interested in:
Attending the Congress Presenting a paper entitled:
Topic Category List No.
Please return this form before August 1,2012

Task 7. Do the two-way translation:

1. Yu orpumanu Bu 3ampomrenns mozao | 1. Yes, | have just received it.
yuacti y 28-My MixHapoIHOMY KOHrpeci

1ICHX0JIoTiB?
2. Komn i ne Bimbymerscs us 3mauma | 2. The 28" International Congress of
noxis? Psychology (ICP 2012) will take place

in August, 8-13, 2012, in Beijing, China.




3. Ilpu crpusiHHI siKOi opranizaii Oyne
npoBeneHo 28- MiKHapoIHHMH KOHIpec
MICHXO0JIOTiB?

3. I’d like to mention that it will be held
under the auspices of the International
Union of Psychological Science.

4. XTO BHCTYTIA€ B SIKOCTi CIIOHCOPA IILOTO
Konrpecy?

4. This congress will be sponsored by
the Chinese Psychological Society.

5. CKiTBKU BCECBITHBO BU3HAYHUX BUYCHHUX
3aMpoIIeHO Ui Y9acTi B BCECBITHBOMY
KOHT'peci ICUXOJIOTiB?

5. The Congress gas invited more than
60 internationally renowned scientists.

6. Sxi ramy3i mcuxoJorii BOHH OYyIyTh
TPEICTaBIATH?

6. These noted scientists will represent
different fields of psychology and
related disciplines.

7. Ilomo MicLs [IPOBEJICHHS
MDKHApOJIHOTO  KOHTpecy  IICHXOJIOTIB,
MEHE IiKaBUTh, MO-TeplIe, e caMe BiH

7. According to the letter of invitation
the Congress venue is the Beijing
International Convention Center,

BimOyBaTuMeThCs, a mo-Apyre, ud € B | surrounded by many good hotels with
3ampomieHHi  BigomocTi  mpo  3acobm | convenient facilities.

00cIyroByBaHHs (3py4HOCTi)?

8 A um € 'y gucri-3ampomrensi | 8. Oh, yes. Local and Post-Congress

iHpopMallis MoM0 KyJbTYPHOI MPOTpaMH,
mo Oyne mpoBemeHa y pamkax 28-ro
Mixuapoaroro Konrpecy ncuxosnoris?

Tours will be organized for the
participants and offering the unique
opportunity to enjoy the oriental
scenery, culture and ancient civilization
in China.

9. HanpukiHmi nosicHi MeHi, Oyab-iacka,
SKi BHMOTHM BHUCYBAIOTHCS [0 MOJaHHS
cTaTTel Ha KOHTpec?

9. For submission of papers, please
provide the following information:

a) title of presentation; mark Topic
Category List number to which your
paper belongs;

b) author’s name (s) (first name, last
name);

c) affiliation/s;

d) address: mailing address, E-mail, Fax;
e) An abstract no more than 100 words.

10. Po6oua MoBa KOHrpecy— aHrJiiicbka?

10. Yes. The language should be in
English.

11. A xomu KpalHI TepMiH IOJaHHS
crareit?

11. The deadline is December 31. 2011.

Task 8. Translate the following Reply Form into English:
3asBka (3pa3ok)

HA y4acTh Y MizKHAPOIHIH
HAYKOBO-NIPAKTU4Hil KoHepeHIil
“CyuacHi indopmamiiini TexHosorii Ta iHHOBaliliHi MeTOAUKM HABYAHHA Y

niarorosui ¢axiBuiB: MeToa010r1i51, TEOPisl, 10CBix, MpodaeMu”
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(Mm.Binnnus, 13-15 TpaBus 2012p ):
[pizBume
Im's
[To-6aTpKoBi
Micue poboTu
HaykoBwuii cTymiap Buene 3BaHHs
Opranizamis (ycTaHOBa)
ITocana

Anpeca [uist TUCTyBaHHS

Tenedon/dakc nom. ciryxO.
E-mail
[Tnanyro (OTpiOHE MiAKPECTUTH)
BuctynuTu 3 10TMOBII10:
Ha IJICHapHOMY 3acifaHHi (1o 20XB)
Ha cekitii (1o 10XB)
BucrymuTu 3 inpopmarieto (1o 5xB)
B3siTi yuacTs SIK ciyxad
Tema momosini a00 MOBIAOMIIEHHS .
BracHi MeToguyHi  pO3pOOKM sl  HAyKOBO-METOIUYHOI  BHUCTAaBKH,

Ha3Ba

[Motpeba B xwutii (Tak, Hi)
[Migmuc
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UNIT 12.
ADVERTISING

Task 1. Learn the following words and phrases:

advertisement / advert / ad pekiama

advertising agency pEKIIaMHE areHTCTBO

advertise peKIaMyBaTH

brief KOpPOTKHUI

commercial pekiama (Ha pajio)

classified advertisement TeMaTHYHA PEKJIaMa/OTOJIOIICHHSI

sandwich-board man MOBIHHMI PEKIAMHUIA IIUT, KM Ha COOi HOCHTDH
JIOANHA

announcement OTOJIOLICHHSI, TOBIIOMJICHHS

headline 3aroJIOBOK

cartoon KOMIKC

publish myOTiKyBaTH

income pUOYTOK

advantage nepesara

consumer CIIOKHMBa4

benefit nepesara

Task 2. Identify these different advertising media.
ant the most expensive, in your opinion?

designers

Don't forget:
Sale starts
Monday.

& illustrators

Which of them is the cheapest




Task 3. Which of described above ways of advertising do you think is most

suitable for these situations?

1. a travel company selling last-minute trips;

2 a car company launching a new model;

3 a bank telling customers about a new kind of bank account;
4. a local politician who wants people to vote for him/her.

Task 4 Match the words to their definitions:

1. announcement
2. cartoon
3. slogan

4, commercial
5. headline

6. flyer

7. advantage

8.advertising
agency
9. consumer

a) an ad on television or radio

b) the good side of something

c) a short film that is made up of many drawings or
pictures

d) an important and official statement

e) an ad that is shown over the top of a web page

f) a short phrase that is easy to remember

g) title of a newspaper report that is printed in large
letters

h) a person who acquires goods and services for his or
her own personal needs

i) an organization that creates advertising material,
contracts for publication space

Task 5. Match a part of each section to make a full sentence:

1. Billboards are owned

2. Anad could try

3. Product placements are
ads

4. Some ads use slogans

5. Newspapers sell
advertising space

6. Advertisers often
broadcast

7. Some mailing lists

8. Television can reach

9. Many stores have their
own department

10. It is very important to
find out

d. send information

choose
which type of
media
in all sections

a. that can be used a. of their papers.
b. alot of people b.shop windows.
c. commercials c. that rent them to

advertisers.
d.a candidate for president.

e. incharge of e. can advertise the product
creating best.
f. that appear f. only to a certain group of
people.
g. by companies g.many times a day.
h. to make voters h.very quickly.

i. ina TV show or series.

j. over and over again.

Task 6. Read and translate the text:

How companies advertise




Advertising informs consumers about the existence and benefits of products and
services and tries to make them buy them. The best form of advertising is probably word-
of-mouth advertising, which happens when people tell their friends about the benefits of
products or services that they have bought. But, of course, no providers of goods and
services rely on this alone, but use paid advertising instead.

Many of them use the services of large advertising agencies which have more
knowledge about all aspects of advertising and advertising media than a single company.

But how advertisers win our hearts and minds and get our money? They may do their
jobs in many different ways, even using some “tricks”:

You can get it for free!

“Get a free camera when you subscribe to our magazine for two years.” There’s
something about the word “free” that immediately attracts us — something for nothing — |
want it! The idea makes us feel clever. But that camera (which will probably break as
soon as you get it out of the box) wasn’t a gift at all. In spite of the advert saying it was
free, its price was really included in the magazine subscription.

Buy now! You won 't find it tomorrow!

“There are only a few DVDs left. And after they’ve been sold there won’t be any
more available.” What happens when we read or hear these words? Even though we don’t
really need the products, may be don’t even like them we immediately want to be among
the lucky few who have them. Do you really think the manufacturers of that “limited
edition” DVD couldn’t produce a few more, if they thought they could sell them?

The TV never lies or does it?

Adverts frequently use “real” people to demonstrate the amazing effects of their
products on our health or fitness. But of course the person in the advert or TV commercial
is just a model or an athlete.

Trust me | am a doctor (or a celebrity).

If a celebrity is using the product, it must be fantastic. If a doctor recommends it, it
must work. The bigger the authority, the more powerful the advertising message is. But
be careful. Although the actress is holding the product in the photo, do you really think
she uses it at home? Do the authorities mentioned really exist?

(Adapted from English File)

Task 7. Answer the following questions:

1. What is the best kind of advertising according to the text? Do you agree with it?

2. Why do most companies use advertising agencies?

3. What marketing techniques can be used by advertising agencies? Which of them
might influence you to buy the product?

4. Are there any products that you have bought recently because of the adverts?

5. Have you bought something recently which wasn’t as good as the advertisement
made you think?

6. Think of adverts which use the following to sell a product:
a celebrity
an authority (e.g. a doctor)
a good song



something free
humor

a good slogan

a story

animals or nature

Task 8. Read the advert below. Would you try Pumavite? Why (not)? Tick the

“tricks” that the Pumavite advert uses:

™ Recommended
by doctors

‘I slept my way
to fitness’
No exercise -

but now Simon has muscles

to die for!

Simon Sloth had never been a great one for exercise. With three children and a
busy job there was very little time for the gym.

But then Simon discovered PUMAVITE tablets, an exclusive product
marketed by Cure Everything Pharmaceuticals. A three-month course of the
tablets has transformed him!

“You take it at night’ explains Simon, ‘and its special secret ingredient gets to
work immediately.” PUMAVITE contains plant extracts from the Andes and
complex vitamins. Together these produce exactly the same effect as a two-hour
workout at the gym or swimming pool.

'Pumavite is absolutely fantastic and a miracle cure for people like me. It is
guaranteed to work and is the best investment | have ever made/ says Simon. 'l
slept my way to fitness!"

Only £500
for a three-month supply Limited stocks -
offer closes on March 31st!

Task 9. Do you agree or disagree with the following statements. Comment on your
opinion:

1. Advertising is essential for business, especially for launching new consumer

products.
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2. Advertising often persuades people to buy things they don't need.

3. Advertising often persuades people to buy things they don't want.

4. Advertising lowers the publics taste.

5. One of the advantages of the advertising industry is that it creates new jobs.
6. Advertising raises prices.

7. Advertising does not present a true picture of products.

8. Advertising has a bad influence on children.

Task 10. Fill in the blanks with words from the box:

Appear, athlete, attention, broadcast, cartoon , catchy, consumer, creative,
customers, decide, develop, famous, habits, headlines, product, remember,
repetition, services, special, status

Advertising tells people about products and and tries to make them buy a
_____.Adsdo their jobs in many different ways. ___are words in big letters that try to get
the __ of the readers.

Some ads use slogans or __ phrases that are easy to . Advertising agencies
often get a famous person, like an actor or ____, to talk about a product. characters
are often connected to a certain product and become ___ with it.

One of the most important techniques of advertising is Ads are many
times a week for weeks or months. When people see them they might want the product.

Advertising is often done by __ firms. First they try to get information about the
buying _ oftheir - who buys a certain product and why. The age, sex and social

ofa are also important.

The people in the department ideas and themes. They prepare images,
photos and textand __ where the ad should

Task 11. Make the summary of the following text in English:

Pexsiama Ha TesieDaveHHi

Konu Bu nmpuxoauTe B peKJIaMHy arcHIlifo, IMIBHIIIE 332 BCE, HE MAETE YSBIICHHS PO
Te, [0 Take peKjaMa Ha Tene0adeHHi, SK BHOpaTH NMPaBIIbHI MPOrpaMu, peKyiaMHi 0JI0KH
1 K ii mpaBUJIBHO W TPaMOTHO poO3paxyBaTH. Bu mpocTo mpuHOCHTE (axiBIIM areHIi
Bam Openp, mo BHMarae pexiIaMHOi MIATPUMKH Ha TeneOadeHHi. PekimaMHa areHIis
JIOTIOMO>KE BHJIUIMTH ¥ MPOpaxyBaTH IUILOBY ayIUTOPII0 PEKIAMOBAHOTO TOBapy abo
MOCTYTH, MpPaBHIbHO CIUIAHYE pEKIaMHY KaMIIaHilo, [0 BKIIOYAE peKjIaMy Ha
TenebaueHHi, HA pajio, y mpeci  T.1.

3 SIKMM pEeKJIAaMHHM OFOJKETOM BapTo HTH Ha TenebadeHHs? Le 3amexuts Big mije i
3aBIaHHSA PEKJIIAMHOI KaMIlaHii ¥ 3BUYaiHO X Bix OropkeTy. Hampukian, pekmamyBaTH
JKyBaJIbHY TYMKY 3 Oro/pkeroM B 100 THC. y.0. MapHO, TOMY IO II€ MPOIYKT IIHMPOKOTO
BXXKMBaHHSA W "milMaTH" IIBOBY ayauTOPil0 3a TaKy CyMy IPOCTO HEMOXJIHBO. Bu
MIPOCTO HE OCATHETE Ti€l KIIBKOCTI KOHTAKTIB, AKX HEOOXiaHO, 100 BOHA MPOaBaiacs.



SIKIIO 1€ eKCKIIO3MBHUM NPOAYKT, HANpHUKiIaa aHTeHu-tapinku “Hre-ITmoc”, y sknx
250-300 THCSY KOPHCTYBAYiB, TO L€ PEAIBHO.

OTtxe, Bu Bupimmimm Bce-Taku PO3MICTUTH PEKJIaMy CBOTO TOBapy Ha TeneOadeHHi.
I3 goro mowarn? CBiToBa IpaKkTWKa TOKa3ye, II0 Ha PO3BHHEHUX PHHKAX KIIEHTH
KOPUCTYIOTBCS TTOCIYTaMH PEKIIAMHHX areHMid. Y MpUHINII, JIOTiKa 3pO3yMiNa: areHmii
TUTBKH THM 1 3aiMaroThCs, IO BHBYAIOTH PHHOK 3MI, po3poOisioTs MemiacTparerii,
CTBOPIOIOTH (histocodiro OpeHmy.

B arenuii mMeniaminanepu ckiaayTh AOLIbHUE rpadik Buxony pekiamu B 3MI, mo
BKJIIOYa€ OCHOBHI MOMEHTH: peKJlaMy Ha TenebaueHHi, Ha pamio W T.n. [Ipodeciitni
KpeaTopu po3poOJIITh KOHLEIIII0 PEKIaMHOTO POJMKAa M HamumiyTh HOro cleHapii.
3HOBY X areHTCTBO 3 JOCHTh ICTOTHMMH 3HW)XKaMH KynuTb aisi Bamoi kommawii
edipHHil yac y BiANOBITHOT KOMIIaHii.

Kpim Toro, cami mo co0i i mpsiMi peknamu, i CrioHCOpcTBO, 1 product placement
HeeeKTHBHI, a TUTBKH B Mikci (TOOTO B CIONydYeHHI 3 iHIMUMH (QopMaMu peKIaMHOI
MPUCYTHOCTI, 3 IHIIMMH Mefia i pi3HUMH akiismMu). TeneOadeHHs - e 3aBXKIH IIMaTOY0K
BEJIMKOI KaMIaHii.

Notes:

UTBOBa ayxuTOpiro — target group

OPOAYKT MIKPOKOTo BxkuBanHs — product of wide consumption
3HIKKa — discount

edipuuii yac — air time

axirist — special offer

Task 12. Write an advert about any product. Use pictures, slogans and text to
make it as interesting as possible. Include the following points:
e what is good about the product;
e why people should buy it;
e why it is better than a different product;
e the price.
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UNIT 13.
MONEY

Task 1. Learn the following words and phrases:

afford JIO3BOJIUTHU COO1

barter Gaprep, TOBapoOOMiH
borrow HO3W9ATH

charge NpH3HAYATH LiHY
commodity TOBap

converge 00’eTHYBaTHUCS, 3TUBATUCS
convert sth. KOHBEPTYBaTH, OOMiHIOBATH
cover sth. MOKPHUTH, TIOTACUTH
currency BaJIIOTa

fiat money He3abe3rneueHi naneposi rpoiri
in circulation B 00iry

legal tender 3aKOHHHI 3aci0 MI1aTeKy
lend JlaBat y 6opr

monetary base MoOHeTapHa 6a3a

connect OB’ SI3yBaTH

privacy KOH(DIACHIIHHICTD

promissory note
reserves

6oprose 3000B’s13aHHS
pe3epBH, 3anacu

save (up) 33011 KYBATH

smart card KpEIUTHA KapTKa 3 MIKPOIIPOIIECOPOM
token CHMBOJI, 3HAK

track BiJICIIITKOBYBaTH

trade 0OMiHIOBATH

account paxyHOK

reduce 3MEHIITUTH

waste MapHYBaTH

Task 2. Translate into Ukrainian:

to depend on trust, means of payment, to receive a promissory note, different currencies
converged into one, to have no value, to convert currency, to track payments, digital cash
transactions, loss of privacy, to cover demands, to waste money.

Task 3. Give the English equivalents:

BTPaTUTH KOH(IAEHIIMHICTb, IOBIPSATH CHUCTEMi, MaTu Bipy, NPU3HAYUTH LiHY 3a
HOCIIYTY, OIJIATUTH PaxyHOK, BUTpavyaTH TPOILI JapeMHO, MO3MYHMTH TpOLI y ApYyra,
BAJIIOTa, 1aTH y Oopr, OankHoTa y 10 dyHTIB.

Task 4. Fill in the words from the active vocabulary:

1. The value of a country’s ... is extremely important to all businesses engaged in
international trade.
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Nookow

Task 5.

2)

3)

4)
5)
6)

7)

Task 6.

Currency speculation was greatly ... by the adoption of a common currency, the
euro, by twelve countries in 2002.

Some currencies are ... with the US dollar.

Banks are willing to ... large amounts of money to people starting up businesses.
They ... freedom for security.

When was the 100-franc note put into ...?

We need $300 a month to ... the rent.

Match the definitions to each of word from the right-hand column:

to afford a) to make something smaller or less in size,
amount, importance etc.;
to waste b) to ask someone to pay an amount of money

for something you are selling to them or
doing for them;

account c) the freedom to do things without other
people watching you or knowing what you
are doing;

commodity d) to have enough money to be able to pay for
the thing you want to get;

privacy e) the process by which something such as
money passes from one person to another;

to reduce f) an arrangement in which a bank looks after
your money;

circulation g) something that can be bought and sold:;

to charge h) to use more of something than is necessary,

or use it in a way that does not produce the
best results.

Answer the questions. (Write down answers to all of them in one minute,

then compare your answers with your groupmates’ ones.):

Nook~wbdpE

Is the currency in Canada called dollar?

Is a five-pound note worth less than a fifty-pence piece?

If you lend something to somebody, do they borrow it?

If you waste money, do you use it well?

If you ‘can’t afford’ something, do you have enough money for it?
Does the ‘cost of living” means the same as ‘standard of living’?
If somebody tells you a hotel is reasonable, is it very expensive?

Task 7. Translate the following sentences into English:

1.

2.
3.
4.

Excnoprepu movanu TpoJaBaTH BANIOTY 3i CBOIX PaxyHKIB y 3aKOPIOHHUX
OaHKax.

Ha GankiBChKOMY paxyHKY 3aiumuiocs e 50 monapis.

Cami 1o co0i MOHEeTH Ta OAHKHOTH HE € I[IHHMMH, 1€ — JINIIE 3HAKH.

batpku yacTo mymMarTh, O JITH MapHO BUTPAYAIOTh TPOIIIi.



5. KpemuTHi KapTKu [ar0Th HAM MOXJIHMBICTH 3/iHCHIOBaTH TpaH3akilii 0e3
BUKOPHCTAHHS TOTIBKH.

6. Maiikn 3aBKIM IDIATHTH TOTIBKOIO. BiH mpoCTO TepmiTh He MOXKe KpeIuTHI
KapTKH.

7. Komu Brepimie 3’ IBIITUCS MTANIepOBi rpoi?

Task 8. Read and translate the text:

What is money?

Money is a product of the human imagination, and it is an invention that depends totally
on trust. In classic economic theory, money has three functions: it is a means of payment;
a unit of account for measuring buying power; a record of wealth for future spending. The
coins and banknotes we use have no value in themselves — they are simply tokens. But we
have faith that we can exchange such tokens for the goods and services that we want.

Civilizations use money to make transactions easier. Barter is not practical, as you
cannot always be sure that you've got something that your business partner wants in
exchange for his or her product. Paper money first appeared in China nearly 1,300 years
ago to deal with the problem caused by the weight of coins or tokens needed for large
transactions.

The earliest banking system had been developed a thousand years earlier in Egypt,
where farmers could store grain in a grain bank. In exchange, they received a promissory
note that allowed them to collect the grain at a later date. They could also give this note to
another person in return for goods or services.

In principle, this is how money works today. A government guarantees that its currency

is legal_tender and can be used to buy things. In the past, many currencies were connected
with a defined amount of a physical commodity such as gold. Modern currencies,
however, cannot be converted in this way and are known as fiat money.
The amount of coins and banknotes in circulation, plus reserves held in the central bank
from commercial banks, is known as the monetary base. In the US, a bank must have
reserves equivalent to ten per cent of the money it lends, but in many countries there is no
minimum amount. This system works only as long as people trust it, because no bank
could cover demands on its reserves if everyone wanted their money at the same time.

What will happen in the future? A current trend is the disappearance of different
currencies. This development can be illustrated by the introduction of the euro in 2002,
when 12 currencies converged into one. As other countries join the eurozone, their
currencies disappear, too. At some point, there may be only four or five world currencies
in use.

Another trend sees coins and banknotes becoming unnecessary; we increasingly carry
and transfer our wealth with credit cards, smart cards or mobile phones. These tools allow
us to make transactions without the use of cash, but the disadvantage is that sellers and
governments can track these payments. Unless we make digital cash transactions anony-
mous, we can lose privacy about how we spend our money.

(from Business Spotlight)



Task 9. Answer the questions to the text:

What functions does money have?

Have the coins and banknotes any value?
Why is barter not practical?

When did paper money first appear?

How did the earliest banking system appear?
What is the monetary base?

What are the current trends in use of money?

Nogk~wbdpE

Task 10. You are going to read an article about a woman who lives without money.
Why do you think she does it? How do you think she survives? Read the article to
find out:

My life without money

Heidemarie Schwermer, a 63-year-old German woman, has lived without money
for the last ten years. At the age of 54 she gave up her job as a psychologist and gave
away all her money and her flat and threw away her credit cards. Today, she does not
have anything except a few clothes and a few personal belongings.

It all began as a one-year experiment. In her home city of Dortmund she set up a
“swapping circle” where people change services without using money, for example, a
haircut for a mathematics class. To prove that this could work she decided to stop using
money for a year. But when the year ended she continued and has not used money since
then.

At first she looked after a house for friends who were on holiday. She stayed in
their house in return for watering the plants and looking after their animals. Now she
lives in a student residence where she can sleep, have a shower, or use a computer in
return for cooking for the young people who live there. She also works as a psychologist.
“Before I treated rich people but now I help anyone who asks me.”

Heidemarie says, “I can live thanks to my contacts. A lot of people who know me
understand what I'm doing and want to help me. When | need a bus ticket for example, or
a new tube of toothpaste I think, “Who can I ask? What can I give them in return?” If I
want to go to the cinema, | might offer to look after somebody's children for the
afternoon.”

Heidemarie Schwermer says “It is one of the mistakes of our society that most
people do something they don't like just to earn money and spend it on things they don't
need”. Now she is writing a book about her life without money.

(From New English File Intermediate)

Task 11. Choose the correct item:
1. Where does Heidemarie Schwermer live now?
a) in hostel
b) in her friends’ house
c) in her own home
d) now she is looking for a flat
2. What is Heidemarie Schwermer doing now?



a) she works as a psychologist
b) she is looking after her friends’ house
c) she is writing a book
d) she is going to the cinema
3. How long has Heidemarie Schwermer lived without money
a) 1 year
b) 10 years
c) 53 years
d) less than a year
4. What is “swapping circle”?
a) process of buying services for money
b) process of exchanging services without money
¢) situation when people use their contacts to get some services
d) situation when people help students
5. According to Heidemarie Schwermer mistake of our society is that
a) people use money
b) people use credit cards
¢) people have a lot of useless things
d) people do work they don’t like

Task 12. Answer the questions and test your memory:
1. Can you think of ...?
a) five things you can do with money;
b) two places where you can keep money.
2. Whatdo youcall ...?
a) the money you borrow from the bank;
b) the money you get from a job;
¢) the money you pay the government;
d) all the money you receive in a year.
3. What is the difference between ...?
a) lend/ borrow;
b) win/ earn;
c) spend/ waste;
d) inherit/ invest;
e) wealthy/ broke.
4. Explain ...
a) | can’t afford to buy a new coat.
b) He has given all his money away.
c) | owe you $5. I’ll pay you back later.

Task 13. Work in pairs. Give each other some advice on:
a) how to manage your budget when you are on holiday;
b) how to save up money for buying something very expensive.



Task 14. Translate the text into English:

KopoTtka icTopist rpomeii

Jo mosBu rpomieii OyB O6apTep — npsMuiil 6e3rpomosuii 0OMiH ToBapamu. [locTymoBo
30J10Ti 1 CpiOHI MOHETH BHWTICHWIM Takuii oOMmiH. lle moB's3aHo i3 3pydHicTIO iX
30epiranss, ApoOIeHHS 1 3'€IHAHHSA, BITHOCHOIO BEJIMKOIO BapTiCTIO IIPH HEBENHKiil Basi i
00'eMi, IO ITy’Ke 3pydHO JJIs OOMiHY.

B cepenHi Biku 3'ssBUIHCS Neplni OaHKH, sIKi OyJIM MOCEpeAHUKAMU MK BKJIaHUKaMHU
3 0JHOro OOKY i TMMH, XTO XOTIB MO3WYUTH Tpolli, 3 iHImoro 6oky. bankipu Opamu y
BKJIQIHUKIB pealibHi MOHCTH IiJ TICBHUHN BIJICOTOK i MO3WYANH X MiJ BHIIMHA BiJICOTOK,
OTPUMYIOUH BiJ LbOr0o NpUOYTOK. BKIagHuk oTpuMyBaB cepTH(IKaT PO BHECOK, KU
3acBi4yBaB, L0 pealbHI TPOIIi 3HAXOIATHCS Ha BHECKY 1 HpEN'SBHUK LLOIO Hanepy
OTpPHMAE TEBHY CyMy peaJIbHUX TpoIIeh. 3 dacoM Iii cepTu(iKaTh MoYaadm MaTH TaKy XK
CHITY, 5IK 1 peasibHi TPOIIi.

Jlroxum, siKi mO3WYany rpou y 0aHKY, NHCAadd PO3MHCKY, IO BOHH 3000B'S3yIOTHCS
MOBEPHYTH OOPT pa3oM 3 BiICOTKaMH. Y OOMIH Ha If0 PO3MHCKY BOHH OTPUMYBAIH abo
pearnbHi Tporri, abo ceptudikaru. bararo mromei BBaxkanu 3a Kpalie y3sATH MalepoBHA
cepTudikaT, a He peaibHi Tpolri. PeaidpHi rpomi TiIMBKH JIe)Kadld MEPTBHM BAHTAXEM Y
OaHKipiB.

Tak 3'sBuimcsl THepmi HanepoBi rpolli, M0 BUHUKIM 3 TNPAKTUKH BUKOPUCTAHHS
OankiBcbkux ceptudikatie. Came cioBo "OaHKHOTA" MOXOAWTH BiJl AHTIIIHCHKUX CIIB
"bank note", o o3Hayae "GaHKIBChKa 3amucka.
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Appendix A “Preparing for a Presentation”:

flip chart
stand/tripod
pie chart
table
microphone
speaker/presenter
remote control
laser pointer
. loudspeaker
10.(pull-down)
screen
11.slide
12.graph
13.podium
14.participant
15.refreshments
16.(data) projector
17.extension cord
18.socket
19.handout

CoNooR~LWNE

20.mobile phone, cell
phone

¢uninuapT
TpUHOTa

KpYroBa jaiarpama
TabIHIs
MiKpo(hoH
JIOTIOBi1a4

MyJIbT

Jla3epHa ykaska
I'Y4HOMOBEIIb
MiABICHUHN eKpaH

ciain

niarpama

TpuOyHa

y4JacHHUK 300piB
Hariof i JIerka 3aKycka
IIPOEKTOP

HYp

po3eTka
po3naBanbHUAN
Marepian
MOO1IBbHUI TenehoH

Andrea Alberts is a bit nervous
because she'll be the first a) __ at the
meeting, so she checks that she has
everything she needs. Her presen-
tation is on her laptop, which will be
connected to a b) ___ at the centre of
the room. This allows her to show
her presentation on the ¢) ___ at the
front wall. She'll use a d)__ to
switch from one Power-point )
to the next. By speaking intoaf)
she can be sure everyone will be able
to hear her, and a set of external
g) __ will carry the sound to the
back of the room. In case her
computer should fail, Andrea has set
up a h) ___ in the corner. On it, she
has the main elements of her talk; the
product names are arranged in a
i) and the market share is illus-
trated with a j) . She'll also dis-
tribute the information in her
presentation on a three-page k) .
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suit

lapel
collar
shirt

tie

cuff
belt
trousers
leather
shoes
10.blouse
11.button
12.sleeve
13.jacket
14 skirt
15.hem
16.tights
17.court shoes
18.top
19.neckline
20.slacks
21. lapel
22.collar

©CoNoOA~WNE
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KOCTIOM
JalKaH

KOMip
copouKa
KpaBaTKa
MaH)eT

TosIC

LITaHU
LIKipsiHI Ty i

Oiry3ka
TYI3UK
pykaB
mipKaK
CITiTHUIIS
Kpaii (omexi)
KOJITOTKA
Ty(ITi-90BHUKHI
TOII

BHpI3

OpIoKH
JaIKaH
KOMip

Fill the gaps with suitable words:

Our company has a very strict dress
code. Because we deal with high-
income customers, we must look very
successful. A male must wear a dark-
coloured a) ___, preferably in blue or
grey. The socks should be dark-
coloured, too. The b) __ should be
white, with longc) . Ad) __ is
required; it is recommended that this be
dark red or blue. It can have stripes or a
pattern but no pictures. The tope)
should be closed at the f) _ around
the neck. A female employee must
wear a dark-coloured pairofg) _ ora
dark blue or grey knee-length h)
She should wear a jacket and a white

blouse or a i) that does not have a
low j) . In summer, women needn't
wear k) , but any shoe with an

open toe is not acceptable. No hats,
jeans, T-shirts, shorts, sports clothes or
sports shoes must be worn.




Appendix C “At the Airport”:

arrivals
baggage reclaim
border agency
customs
check-in
suitcase
hand luggage
trolley, cart
. luggage
10.bulky luggage
11.passport control
12.conveyor belt
13.security
checkpoint
14.X-ray machine
15.metal detector
16.ground transport
17.domestic flights
18.connecting flights
19.departures

CoNoA~WNE
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B (=) Departures

puOyTTS

OTPUMAaHHS Oaraxy
MACTIOPTHUH KOHTPOIh
MUTHHUIIS

peectparis

Baji3a

pY4HHI Oarax

Bi30K

Oarax

rpoMi3aKuil Oarax
MACTIOPTHUH KOHTPOIh
KOHBeHeD
KOHTPOJbHHUIA ITYHKT

pEHTTeH
METaJIOJICTEKTOP
HA3eMHHI TPAHCIIOPT
BHYTPIIIHI peiich
CIIONYYyBaJIBHI peiicu
BiJIIIPaBJICHHS

Gates 10-18

Fill the gaps with suitable
words:

To save time at the airport, have
your flight details ready when

you go to the a) . Make sure
your b) _ contains no sharp
objects, such as knives or

scissors. Please be aware that
there are limits on the weight
and size of each ¢) ___. There is
a charge of £90 for overweight
bagsord)  .Onceyoure)
is checked in, you can continue
to f)___ .Have your passport
and boarding pass ready. At the
g) you will, pass through
a(n) h) and be asked to
place coats, shoes and bags on
thei) . Your personal items
will pass through a(n) j) .
Cameras, laptops and electronic
equipment will not be damaged
by it.




Appendix D “In a hotel room”:

pillowcase
dressing gown
pillow

sheet
mattress
duvet (UK),
blanket
queen-sized bed
kettle

10. ironing board
11. hanger

12. iron

13. wardrobe
14. bathroom
15. toiletries

16. hairdryer
17. shower

18. bath

19. desk

20. mirror

21. towel

22. armchair
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HaABOJIOYKA
Xajar

MOJYIIKA
MIPOCTiHB
Marpai

MyX0Ba KOBJIpa
KOBJIpa
2-cIajibHe JII’KKO
YJaHUK
npacyBalibHa JIOIIKA
BillIaJIKa

mpacka
rapzepo6

BaHHA KIMHATa
TyaJeTHi

ten

Jym

BaHHA

CTiNT

JIepKajo
PYIIHUK

Kpicio

:% !

Fill the gaps with suitable words:
Settle into one of our 60
comfortable guest rooms. For a
good night's sleep, we offer single
(twin) beds or a) ___. Each bed has
an extra-firm b)___ , covered in
the finest cotton¢) . Rest your
head on feather-soft d) . All
rooms offer clean, modern e)
with a(n) f) __ or bath, where
you'll find complimentary soap and
other g) . We provide a(n)
h)y __ for drying your hair
quickly. For visits to the hotel
sauna, extra i) are available
on request. Each room has a(n)
j)___, so you won't have to wait
for your morning cup of coffee or
tea. An iron and k)___ are
provided, should your clothing be
creased from travelling.




