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UNIT 1. BUSINESS AND YOU

Key words and phrases

Ownership BJIACHICTh

Goods TOBapU

Services MOCTYTH

Consumer CIOXKMBAY

Efforts 3YCHIIS

Production BUPOOHHUIITBO
Accounting 001K

Essential BaKJIMBHI

Purchase MOKYIIKA, TPUAOAHHS
To supply IIOCTa4YaTH

Processing KiHIIeBa ITepepoOKa
To indicate BKa3aTu

Cost I[1Ha, BapTICTh

Profit JIOX1]1

Debt oopr

To hire HaliMaTH

To fire 3BUILHATH

Employer npaneaaBeib, HaiMay
Employee POOITHUK, CITY’)KOOBEITh

Read the following text

Business has a great influence on your life, probably much greater than you
realize. Finding an appropriate definition for the word business is as easy as
acquiring a date with your favourite rock star. Each business can be defined, or
described, by its type of ownership, the goods produced or services offered, the
types of jobs provided, or by the different functions that it performs in your
community.

Most businesses produce either goods (products) or services. A person can be
both a producer and a consumer of the same product. As a consumer you use many
goods and services produced by a variety of businesses. Some of these goods and
services are essential to your daily living while others, in the luxury category, are
ones that we want more than we need. All of us have different needs and wants,
and the efforts of businesses to meet these needs and wants result in an abundance
of choice for people.

We rely on one another for the goods and services that we as individuals can-
not produce. This fact has created a society where consumers, producers, and
businesses — both large and small — are interdependent elements. Remove any
element in this chain and there would be no more business as we know it today.

There are many types of businesses but the functions common to most
manufacturing businesses are production, marketing, accounting, communication
and personnel.
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Production is one of the essential functions of business. It has many parts, and
one of them is purchasing. The purchasing department is responsible for buying the
raw materials and supplies necessary to produce the final product as well as to
operate the plant.

Processing is another part of production, and is the actual changing of raw
materials into finished products. Often more than one business is involved in this.
Some businesses make only parts while another business assembles the parts into
the finished product. The processing method used depends on the final product.
For example: bread and cakes need a baking process; most plastic products need a
melting process.

Another function of production is grading of goods — providing an indication
of quality for consumers.

Marketing, another of the essential functions of business, involves many
procedures, including packaging, storage, advertising, transportation, and research.
Most of the products that consumers buy have gone through this marketing cycle.
Each part of the process adds to the cost of the product or service, and therefore
influences the price that consumers must pay.

Accounting departments control the financial side of the business. The
accountants are concerned with how the business finances its operations, the
profits or losses accumulated by the business, and how the business pays its debts.
Accountants also forecast the future by preparing budgets for a year or more ahead
that take into account events that are expected to affect the company.

Good communications systems are an extremely important aspect of all
businesses. Communication of information, both inside and outside of the
business, has become critical to the operation of modern businesses.

Personnel departments are responsible for the hiring, training, evaluating, and
firing of employees, and for maintaining good employer-employee relations.

Management coordinates all these functions. The manager’s job involves
planning, organizing, directing, and controlling.

Exercise 1. Answer the following questions.

1. Explain why consumers are in the centre of the business world.

2. What’s the difference between goods and services? Give three examples of
each.

3. What’s the difference between a need and a want? Give three examples of
each.

4. Explain how businesses are interdependent.

5. What is the function of marketing in business?

6. Why do many businesses have a research department?

7. What functions must management team discharge?

Exercise 2. Give the Ukrainian for:

Consumer, to rely on, to offer the services, to meet needs and wants, to
supply the finished goods, essential function, business, purchasing of goods,
storage, price, to pay the debt, interdependent.
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Exercise 3. Give the English for:

Bnachicte, 3abe3neuyBaTu SKICTh, BUPOOHMUMM Oi3Hec, 0OpoOka, CKiaj,
pekiama, HailMaTH, CHPOBUHHUM MaTepiaj, BUpOOHWY1 MaTepialiv, IUIATUTH I[iHY,
MaTH CIIPaBy 3 YUMOCh, OTPUMATH JI0X1]I, OpaTH 10 YBarw, 3BUIBHUTH TPalliBHHUKA.
Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

business —

consumers—

goods —

producer —

services —

advertising —

marketing —

profit —

storage—

communications—

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about “Business and you”.

1.Majority/ meet/ the/ Without/ basic/ people/ needs/ employment/ of/ their/
could/ not.

2.A/ both/ the/ person/ product/ consumer/ of/ a/ can/ producer/ same/ and/
be/a.

3.Success/ depends/ The/ its/ business/ employees/ on/ a/ greatly/of.

4.Department/ budget/ business/ a/ The/ for/ accounting/ the/ prepares.

5.Manager/ which/ There/ employee/ are/doing/ when/ job/ must/ a/ times/
is/ criticize/ in/ a/ way/ an/ the.

Exercise 6. Complete the following text with the words and phrases from the
box using them in the appropriate form

The success of a business greatly on its employees. If like
their jobs, receive reasonable wages and , and find their work
surroundings pleasant, they are usually efficient workers. That means that
employees work harder and produce more than they would if they were not happy.
The extra means more sales for the business, which could mean more
profit for the company and therefore more for the employees.

The personnel department is for the overall performance of
employees. One of the tasks of employees in the department is that of
accepting from potential employees before these applicants are
interviewed. The personnel department usually decides who will be selected for the

. Then the successful applicants must be trained for particular jobs, and
the training are also the responsibility of the personnel department.
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There are many other duties in this department. Records of all employees are
kept here to help select employees for promotions or transfers. The personnel
manager is responsible for settling employee problems with the of the
business. Negotiating wage contracts between the employees and the employers,
which can be a very difficult and lengthy task, can also involve the personnel
manager. In general, the personnel department is responsible for obtaining
qualified employees, them for specific tasks, and for maintaining good
relations between and employees.

Program, employee, personnel, to depend, employer, to be responsible,
position, income, owner, production, application, salary, to train.

Exercise 7. Comment on the following:
“A business exists to create a customer” (Peter Drucker).

Exercise 8. Agree or disagree with the following statements:

1. Entrepreneurs are the people who attempt to make a profit by starting
their own business.

2. There are three functions common to most manufacturing businesses.

3. Services are items of value that have been produced.

4. Employment can be added to the list of basic needs for survival.

5. Businesses were formed to help satisfy the needs and wants of individuals
and families.

6. Businesses are not interdependent.

7. The purchasing department is responsible for distribution the goods and
services from the producers to the consumers.

8. Businesses use research to develop new products, better-quality products,
and lower-priced products.

9. Advertising is a part of communications.

10. The success of any business depends greatly on its employees.

Exercise 9. Say what you have learned about:
1. types of goods; the difference between goods and services;
2. the differences between needs and wants;
3. the role of the personnel department;
4. components (parts) of the production process;
5. the functions of business which are the most common to manufacturing
businesses;
6. the factors of business influence on your life.

Exercise 10. Give a free translation.

[licns mporosomieHHsT JepKaBHOT HE3aJIeKHOCTI B YKpaiHi Oi3Hec
PO3BUBAETHCS HA OCHOBI PI3HUX (POPM BIACHOCTI, IO (POPMYIOTHCS BIAMOBIIHO A0
YUHHOTO 3aKOHOAaBcTBa. [louaB po3BuBaTHCS 1 y cdepi KoMmeplii Ta MOCIHYT,
3HaYHOIO MipOI0 OOMUHYBIIN BUPOOHUITBO. e cnipuunneno:
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a) HEIOCKOHAJIOK 3aKOHOAaBYOK0 6a30¥0;

0) OpakoM €KOHOMIYHHUX 3HaHb Yy CIIpaBl CY4YacCHOTO MEHEIKMEHTY,
HEJOCTATHIM BOJIOJIHHSAM HEOOX1THUMH HaBUYKaMH, IOCBI1OM;

B) HEHAJIG)KHUM YIIPaBIIHHAM, HaMaraHHsM TodaTth Oi3Hec, SKUH HeMmae
maHciB Ha ycmix. OJHaK MOMUIIKOBO BBaXKaTH, IO Pi3HI opraHizamiiiHi gopmu
0i3HECY MOXYTh PO3BHBATHCS caMocCTiiHO. [lepexim 10 perynpoBaHOi PUHKOBOI
C€KOHOMIKH TMOTpedye HE JMIINe BIJAMOBIAHOI MpaBOBOi 0a3u, a W HaJaHHS
BIIMOBITHOT JomoMoru 1M (opmam Oi3HeCy, a TakOXX YMIJIOi OpraHizarii,
KepiBHUIITBA (YIIPABIIHHA) il KOHTPOJTIO.

Exercise 11. Write an essay on one of the following topics.

1. Why is it not possible to satisfy all the needs and wants of everyone?
Would your needs and wants change if you moved to a sunny, warm island in the
Caribbean?

2. Assume that someone has given you $5000 to spend in any way that you
choose. List at least five different ways you would use this money and explain
why.

3. Most of the fresh fruits that Ukrainians eat in winter are grown in
Southern countries. Research the production and marketing functions necessary for
Ukrainians to have fresh fruits in winter and present your findings in a report.

UNIT 2. APPLYING FOR A JOB
Key words and phrases

Job pobora

Post rmocaza

Job search MIOIITYK pOOOTH

Job advertisements OTOJIOUICHHS TIPO MPUIOM Ha POOOTY
Experience IOCBIif

Education OCBITa

Interview criBoecina

Resume (curriculum vitae) pe3roMe

Responsibilities 000B’s3KH

Accomplishments JOCSTHEHHS

Employer poOoTO1aBEIIh

Employee NpalliBHUK, CITY’KOOBEIIb
Employment IpaleBIaITyBaHHS

Employment contract, labour | koHTpaKT 3 MpaliBHUKOM, TPYA0Ba yrojaa
agreement

Salary 3apo0iTHA TIATHS

Read the following text
In most parts of the world it is common to submit a typed CV (curriculum
vitae — British English) or resume (American English). This contains all the
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unchanging information about you: your education, background experience. This
usually accompanies a letter of application. Interviews may take many forms in
business today: from the traditional one-to-one interview to panel interview where
several candidates are interviewed by a panel of interviewers, to “deep-end”
interviews where applicants have to demonstrate how they can cope in actual
business situations. Moreover, the atmosphere of an interview may vary from the
informal to the formal and from the kindly to sadistic. Fashions seem to change
quite rapidly in interview techniques and the only rules that applicants should be
aware of may be “Expect the unexpected” and “Be yourself”!

In different countries, different trades and different grades, the salary that
goes with a job may be only part of the package: perks* like a company car or
cheap housing loans, bonuses paid in a “thirteen month”, company pension
schemes, generous holidays or flexible working hours may all contribute to the

attractiveness of a job.
*perk - also perquisite, i.e. money, goods, or advantages that one gets regularly and
legally from one’s work in addition to one’s pay

The following may serve as the body of a model application letter:

“Dear Mr. Brown,

I noted with interest your advertisement in today’s All About Accounting.

You will see from the enclosed curriculum vitae that | have five years
experience as a Personal Assistant, three of which have been in the field of
marketing and public relations. My responsibilities have included all types of
secretarial work, arranging and attending presentations, working with clients and
solving problems that arise.

Although | have an excellent relationship with my present employers | feel
that my prospects with them are limited and that there would be more scope for my
talents with a larger, more dynamic company.

If you consider that my qualifications and experience are suitable, | should
be available for interviews any time.

Yours sincerely,

29

.............................

The following may serve as the body of a model resume:
CURRICULUM VITAE

Name Helena Antoniuk

Date of birth 25 February 1977

Present address 4, Kyivska vul., kv.114
Ternopil

Telephone number (035) 228 1245

Marital status Single

Education and qualifications
1994-1999  Ternopil Academy of National
Economy,
Institute of Economy & Management



Diploma with honours
1984-1994 Ternopil Secondary School Ne 3
School Leaving Certificate
Work experience
2001-till present  Junior Economist, Sales Director’s
Office, “Leader 1td”
Responsibilities searching potential clients and carrying
out negotiations; forming the client base of
the Sales Office; drawing out reports for the
work which has been done.

1999-2001 Secretary to Sales Director, “Leader 1td”
Responsibilities  secretarial work including typing,
shorthand; correspondence; filing;
answering customers’ calls; mail; general
office duties.
Other information
While studying | have attended various evening
courses of German (intermediate level) & French (elementary
level). I’'m computer literate and I can make minutes from
shorthand notes
Interests languages, mountain skiing, computer programs, bowling
References
Prof.Verko, head of the Economy Department, TANE
Miss Harchinsky, Sales Director, “Leader 1td”

Exercise 1. Answer the following questions.
1. What is a resume?
2. What is an application letter?
3. What is an interview? What forms can it have?
4. What perks would you like to have from your job?
5. What responsibilities does a Personal Assistant have as it is described in the
text?

Exercise 2. Give the Ukrainian for:

CV, resume, to submit, education, background experience, a letter of
application, interview, salary, housing loans, bonuses, attractiveness of a job,
secretarial work, arranging and attending presentations, working with clients,
solving problems, qualifications and experience.

Exercise 3. Give the English for:
3BepTaTUCS 32 pOOOTO0; HAJAaBaTH PE3OME, JOKYMEHTH, IO JIOJAl0ThCS;
poOoTo/aBenh, MEPCHEKTHBA; peKjIama, 3aco0M MacoBoOi iH(opMaIlii; JOCBIA



poOoTH; BUpilIeHHS MPo0ieM; 000B’SI3KH; OUIKYBAaTH HEOUIKYBAHOTO; OyTH CaMHUM
co0010; cxema HapaxyBaHHS MEHCIT; MO3uKa; IPUBAOIUBICTh POOOTH.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

work —

job —

resume —

employer —

employee —

responsibilities —

experience —

salary —

skills —

job advertisement —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about using job advertisements effectively.

1. Remember / want ads / you / that / only / are / use / of / the methods / may
/ one.

2. Reading / the want ads / will / useful / information / all / you / learn /
general.

3. Avoid / make / offers / ads / unrealistic / that / ads.

4. Analyze / which / to / interest / you / ads / are / of.

5. Determine / for / job / your / qualifications / that.

6. Act / effectively / cheerful / quickly / stay / and.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Conditions of employment in Ukraine (a) by the Labour Code. The
main requirements under Ukraine’s employment legislation are as follows:

 Ukrainian labour legislation requires employers to follow statutory require-
ments as to the working time, overtime and time-off from work. In Ukraine,
working time (b) to 40 hours a week. An employer may introduce a six-
day working week, in which case the working day may not exceed seven hours.
Shorter working time is ensured for some categories of employees;

« the amount of | shall meet the minimum threshold established by
the legislation in force (as of 1 January 2009 it is UAH 605). Wages and all other
payments due to employees shall be in UAH only;

» employees may at any time (d) the employment relationship. The
notice period is at least two (e) . In contrast, employers may terminate the
employment relationship only in cases that are expressly envisaged by the
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Ukrainian Labour Code and provided that all applicable formalities are met. The
statutory termination notice is two months;

* an employee’s minimum annual holiday entitlement is 24 (f)
days, However, it may be longer depending on the number of years worked,
working conditions and the employee’s (g) ;

* normal (h) age is 55 years for women and 60 years for men

All enterprises must ensure employment of (i) persons according to
quotas specified in the law. The quota for any enterprise equals to 4% of the total
number of employees or one (j) where the enterprise employs from 15 to
25 (k) . Failure to employ handicapped within the quota can attract a (l)

amounting to the enterprise’s annual average salary per each working

place for handicapped not (m) by a handicapped person.

Individual, to govern, to occupy, monthly wage, retirement, to limit,
handicap, workplace, fine, calendar, week, position

Exercise 7. Comment on the following.
“Genius without education is like silver in the mine” (Franklin).

Exercise 8. Agree or disagree with the following statements.
“Golden rules” for writing CV

1. Adapt your resume to the information you have gathered about the
employer and the job you want.

2. Use action verbs, they will bring your resume to life (analyzed —
aHaizyBaB administered, managed — BiB ciipaBwu, kepyBaB; completed — 3aBpepius,;
created — crBoproBas; evaluated — Bu3HauaB (KUJIbKICTh, BapTICTh), ITiIPaXOBYBAaB;
implemented — BnpoBamkyBaB; improved — ymockoHamoBa; investigated —
JOCTiKyBaB, BUBYaB, Organized — opranizyBas; participated — OpaB y4acts;
performed — Bukonas; planned — mranyBag; proposed — 3anpononysas; provided —
3abe3neunB; researched — nocmimkysas; solved — Bupimme (npobiaemy, 3amady);
streamlined — moaepHizyBas; supervised — 3aBigyBas; supported — miaTpumMyBaB).

3. Avoid pronoun “I’. Describe your skills and capabilities by using as
many specific words as possible.

4. Highlights your accomplishments and achievements.

5. Keep it simple and clear: 2 pages at most.

6. Be truthful. Don’t exaggerate or misrepresent yourself. Remember that
the employers check the information.

7. Don’t mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases
but avoid abbreviations.

9. Look s are important, the resume should be typed with plenty of white
space and wide margins. Place headings at the left side of the page, and the details
relating to them on the right side.

10. Make sure or date

11. Don’t sign or date the resume.

12. Always send an original of your resume. Don’t send a photocopy.
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13. Keep copies of resumes on file for future reference. Once you have a job,
update your resume on a regular basis.

Exercise 9. Say what you have learned about
1. Resume and its all possible definitions.
2. Application letter and its way of writing.
3. Conditions of employment in Ukraine.

Exercise 10. Give a free translation of the following text.

1. HixTo HiYOrO BaM HE BHHEH, B TOMY YHCIi 1 poOOTy, 3a ii oTpuMaHHS
noTpiOHO OOPOTHUCS.

2. Pi3HUIIA MK TIaCTMBIIEM Ta HEBIAXOI BU3HAYAETHCS THM, SIK BOHU BEIYTh
CBOI CIIPaBH, a HE 30BHIIIHIMHU (paKTOpaMH, Ha 3pa30K KPU3H HAa PUHKY TIpalli.

3.YUum Ounplie 4Yacy BHU BHUTpPATUTE HA BU3HAYEHHS TOTO, YUM BHU
BUpI3HAETECS 3 19 1HIIMX JrOAEH, SIKI MOTTIM O BUKOHATH aHAJIOTIYHY POOOTY, TUM
BUII[l Ballll [IaHCH.

4. B >xogHOMYy pa3i He MNpUMaiTe pillIeHb BUXOAAYM 3 TOrO IO € B
HAsIBHOCTI. 31 BCI€EI0 HACTUPJMUBICTIO MparHiTh came J0 Tiel poOOTH, SIKYy BHU
HaWOLIIbIIIe X0UeTe OTPUMATH.

5. Sxio BU BU3HAUMIM 1)1 ce0e, Ky poOOTY BH IIIYKA€TE, MOSICHITH 11€ CBOIM
OoTOUyIOUMM. YnM OuTbLIE OUel Ta ByX BaM JI0NIOMAarae, TUM Kpartie.

6. Opranizamii nparayTh HaliMaTu niepeMoxIliB. [lonaiiTe cebe sk MogapyHOK
nom ais ixapoi Gpipmu. He gait Bam bor BuriisigaT sxantorijHuM xxedpakom!

7. 3anumuBIIKChL 06€3 poOOTH, 3aliMaiiTecss MONIYKOM HOBOro wicus 24
roJMHu Ha A00y. Xopolry poOOTy OTpUMYE TUIbKH TOM, XTO 3/JaTHUN HAIIOJIETIMBO
11 IIyKaTH.

8. Hanmamrylitecs Ha Te, MO0 BU MOXKETe OTpUMATH Tucs4dl BiamoB. lle
HOPMAaJIbHO. 3 TIPaBUJIBHUM HAaCTPOEM Yeproma BiJIMOBa He OyJe BUOWBATH Bac 3
KOJI11 1 HACTyMHa crpo6a 000B’SI3KOBO Oy/1e YCIIIIHOO 1715 Bac!

Exercise 11. Write an essay on one of the following topics.
1. The information you’d advice to exclude from the resume.
2. Give a short description of a person you like in your professional life.
3. Describe a person whom you regard as successful and define the qualities
needed to achieve success.

UNIT 3. LEADERSHIP AND MOTIVATION

Key words and phrases

Motivation MOTHBAIlis
Leadership JIepPCTBO

To satisfy 3aJI0BOJIBHSTH

Need norpeda

To supervise HArJIsI1aTH, KepyBaTH
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Desire OaKaHHs

To require BHUMaraTH

Promotion T1JIBUIIICHHS 110 CITY>KO01
Award Haropoja

Human potential JFOJICHKUN TIOTEHITia
Needs ladder «CXOJIMHKI» TIOTPEO
Career Kap’epa

Retirement BUXiJ] HA TICHCIIO
Honours Haropoju
Achievements, accomplishments JOCSITHEHHS

Read the following text

Leadership is the process of influencing people to direct their efforts toward
the achievement of particular goal(s). What makes a leader effective? Some people
believe the answer rests in leadership characteristics such as drive, originality, and
the tolerance of stress. The greatest problem with this trait theory approach,
however, is that it does not take the situation into account. A leadership style that is
effective in one situation may not be effective in another.

In an effort to address the situational nature of leadership, many people have
turned to personal characteristics. Some of the most commonly cited personal
characteristics of leaders include superior intelligence, emotional maturity,
motivation drive, problem-solving skills, managerial skills, and leadership skills.
The degree and importance of each is situationally determined. For example, some
situations require the leader to rely heavily on human skills, but others demand
conceptual skills.

In order to lead personnel effectively, it is also necessary to form some
opinions about them. Some managers are adherents of the Theory X philosophy,
which holds that people are basically lazy and that in order to get them to work, it is
often necessary to use coercion and threats of punishment. Other managers support
Theory Y, which holds that people are interested in both lower-level and upper-
level need satisfaction have untapped potential, and, if given the right rewards,
exercise self-direction and self-control in attaining organizational objectives.

Leadership styles also vary. Some situations require authoritarian leadership
behavior, but others call for a paternalistic leader; some are best handled with a
participative leadership style, and others require a laissez-faire manager. Each of the
four styles can be described in terms of two dimensions: concern for work and
concern for people. Every leader exercises some degree of each, and since they are
independent dimensions, the individual can be high in one without having to be
low in the other. The person can be high in both or, for that matter, low in both.

Today, we are in a contingency phase of leadership study. The best known
contingency model is that of Fred Fiedler, who has found that task-centered leaders
do best in very favorable or very unfavorable situations and relationship-oriented
leaders are most effective in situations that are moderately favorable or moderately
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unfavorable. He recommends matching the leader to the situation rather than trying
to change the individual’s personality to fit the job.

The managerial grid approach is well liked by practicing managers. It is
useful in helping participants to understand the basic styles of leadership and to close
the gap between current and desired leadership styles.

Exercise 1. Answer the following questions
1. What is a leadership?
2. What makes a leader effective?
3. What are the differences between the Theory X and Theory Y philosophies?
4. What is the model of Fred Fiedler?
5. What is more important: concern for work or concern for people?

Exercise 2. Give the Ukrainian versions for:

leadership, influencing people, to direct particular goal(s), to lead personnel
effectively, superior intelligence, emotional maturity, motivation drive, problem-
solving skills, managerial skills, leadership skills

Exercise 3. Give the English versions for:

MOTHBAIIIS, JIJIEPCTBO,3aJ0BOJIBHATH, po0OTa, TMOTpeda, HarjsaaTu,
KepyBaTH, Oa)kKaHHsS, BUMaratu IIJBUINCHHS MO CIyX01, Haropojaa, JOJACHKUM
MOTEHII1aJI, Kap epa.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need)
motivation —
leadership —
needs —
demands —
promotion —
award —
human potential —
career —
retirement —
achievements —

Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about motivation and leadership.

1. Leadership / toward / a process / organizational / influencing / of / others
/ the achievement / of / is / goals.

2. Motivation / giving / a process / a strong reason / is / people / or / purpose
/ for action / of / in / a certain way.
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3. Managers / certain / that / have / differentiate / traits / them / non-managers /
from.

4. Different / can / ranging / / styles of leadership /which style / be used
effectively, / is most effective / depends on/ the people /and / the situation, / from
autocratic to laissez faire; /

5. A truly / has the ability / to use / most appropriate / to the situation / a
managerial style / and / successful manager /the employee involved.

Exercise .6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Leadership at all levels in an organization. It is likely, however, that
the leadership qualities by a supervisor or manager the same as
those required by the chief executive of a company. It is therefore difficult to
define leadership satisfactorily.

A typical definition is that the leader direction and influences
others to achieve common goals. This is true in the case of supervisors and
managers, but it is a good definition of the leader of organization. A chief
executive must indeed direction but he must do much more than that. He

to create a sense of excitement in the organization, and convince staff that
he where the business

Leadership i1s the lifting of a man’s vision to higher sights, the raising of a
man’s performance to a higher standard, the building of a man’s personality
beyond its normal limitations.

| to be, to require, not to be, to provide, to give, to have, to know, to be going |

Exercise 7. Comment on the following.
Most powerful is he who has himself in his own power (Seneca)

Exercise 8. Agree or disagree with the following statements.

1. Employees work only to achieve the general goals of an organization.

2. Employee motivation is the reason an employee works a certain way on the
job.

3. Motivation is a personal internal “force” that causes people to work to
achieve organizational goals and by doing it to satisfy their personal needs.

4. The task of the manager is to create the possibilities for the employees to
satisfy their needs to the full extent as a reward for their work and skills.

5. The motivating factors (recognition, achievement, responsibility,
opportunity for advancement, and the job itself) relate to internal satisfaction
and influence employees to improve their performance.

6. The immaterial factors (salary, company policies, working conditions) are
separated from the job itself, they must be present to prevent job
dissatisfaction.

7. Praise in public, criticize in private.
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8. Good leaders tend to be flexible, able to identify with the goals and rules of
followers, good communicators, sensitive to the needs of others.

9. Some situations require authoritarian leadership behavior, but others call for a
paternalistic leader.

10.A leadership style that is effective in one situation may not be effective in
another.

Exercise 9. Say what you have learned about:
1. motivation as a personal internal “force” that causes people to work;
2. leadership as a factor of influence on employees;
3. motivation and leadership, their dependence.

Exercise 10. Give a free translation of the following text.

TpynoBa wmotuBalisi — YCBIJOMJIGHE 1 IIUIECIPSIMOBAHE CIIOHYKAHHS
mpalliBHUKA JI0 Tpalli Yepe3 MOCTINHMUIA BIUIUB Ha MOro moTpedu, IHTepecH 1 L.
[le NOHATTS € CKIa0BOIO YIPABIIHHS.

OcHOBHMMHK  BHJAaMU MOTHBAIlll € MaTepiagbHa, MoOpajbHa Ta
aaMiHICTpaTHBHA. MatepiaibHy MOTHBAII0 aHAII3YIOTh YEPE3 CHCTEMY OILIaTH
po00oYO0i CHIIM, BUIJIATYy IPEMi, OTPUMAHHS YaCTKU JOXOAY Bl IiANPHEMHHIIBKOT
JisIpHOCTI. MopanbHa MOTHBaLlS Yy PO3BHMHEHMX KpaiHax, Hampukian y CIIA,
peanizyeTbcsi B CHCTEMI OIIIHIOBaHHS 3aciyr, 3TIIHO 3 SIKOK [IJIi KOKHOTO
YUHHUKA, 10 OIIHIOETHCS, CKJIQJAIOTh IIKaJdy OIIHKMA TpAIiBHUKIB y Oaax.
AnMiHICTpaTHBHAa  MOTHBAIllSl  CIUpPAETbCs HA  JUCHUINIIHY — IIpalll, Ha
BIJIMOBIJABHICTD MpaIliBHUKA 32 BUKOHAHHS CBOiX 00OB’SI3KiB.

Exercise 11. Write an essay suggesting your ideas on the following points.

1. What are the most leader-oriented phase of life? Why?

2. What is, from your point of view, the general relation between age and job
motivation?

3. Which of the following would motivate you to work harder (higher salary,
good team, job security, long holidays, interesting & creative work,
promotion opportunities, strong boss ...). Choose your top five and rank
them in order of priority.

UNIT 4. INTERCULTURAL COMMUNICATION

Key words and phrases

Do’s and don’ts npaBuja MOBEIIHKU

Spell out pPO3MU(pPOBYBATH, MOSICHIOBATH TOYHO
Superior HAYaJIbHUK, CTAPIINH 32 MOCaJ0I0
Bow KJIQHATUCS

Patience TEPIIHHS, TEPIUIAYICTh

Gift OJIAPYHOK

Acceptable NPUNRHSATHIA
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Embarrassment 30€HTE)XXEHHS, PO3TyOJICHICTh, 3aMIIIIaHHS
Tip I'pOIIIOBA BUHATOPOJia

Bill paxyHOK (3a IOCIyTH, TOBap, TOIIO)
Custom 3BUYAil

Cause offence to smb. 00pa3uTH (CKPUBIUTH) KOT'OCh

Be offended Oyt 00paskeHNM

Read the following text

Before doing business abroad it is important to understand the social and
business culture of a country in which you are going to operate. The following are
just a few of do’s and don’ts for business people visiting a foreign country:

. In the USA, it is polite to look people in the eye, to offer your hand,
and to smile;

. In France people shake hands much more than Americans or most
Europeans; if you fail to shake hands, you may be considered rude;

. In Japan and Korea bowing, rather than shaking hands, is usual
behaviour,;

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

. Never discuss business over dinner in France;

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

. Don’t expect written contracts in most Moslem countries;

= Don’t expect the contract with South Korean businessmen to spell out

all the details. Written contracts are typically documents that change as conditions
do;

. In Japan it’s very important to get everyone’s opinion. Patience is a
prime factor in their culture. They also avoid saying “no” directly;

" Offer gifts in Japan. The Japanese enjoy giving and receiving
beautifully presented gifts;

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

. In China expensive presents are not acceptable and cause great
embarrassment. Give a collective gift from your company to theirs;
. In British restaurants a tip in included in the bill. In some

Mediterranean countries, such as Greece and Spain, the customer is expected to
pay a little extra for satisfactory service;

. Don’t criticize royalty in Great Britain;

. In Arab countries, don’t admire an object openly. The owner may feel
obligated to give it to you.

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

Exercise 1. Answer the following questions.
1) What should a businessman know before starting business abroad?
2) In which country is it not recommended to discuss business over dinner?
3) In what countries will you never make written contracts?
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4) Where do they change written contracts as conditions do?
5) What is considered polite in the USA?

6) What behaviour is usual in Japan and Korea?

7) In which country do they avoid saying “no” directly?

Exercise 2. Give the Ukrainian for:

fail, consider, behave, avoid, embarrass, criticize, expect, offend, admire,
custom offence, acceptable, cause offence, be offended, written contracts,
satisfactory service, superior, business, to shake hands.

Exercise 3. Give the English for:

oOroBOpIOBaTH JUIOBI TMUTaHHS, IepelaBaTd JOKYMEHTHU, THUCbMOBUUN
KOHTPAKT, TMIOSCHIOBaTH BCl J€Tajl, 3BHYaiiHAa TMOBEAIHKA, TEPIUISUICTb,
MPOTMOHYBATH TOJIAPYHOK, JTIOPOT1 MOJAPYHKH, 30€HTEKECHHS, YallOBl, paXyHOK (3a
MOCIIyTH), OOpa3uTH KOroch, OYyTH OOpakeHHM, 3BHYai KpaiHHW, MpaBHUIIa
MOBEIHKH.
Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

business culture —
foreign country —
gift —

patience —
custom —

owner —

tip —

expect —

contract —

service —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about “Business across Cultures”.

1. Clock / bad /a/is/symbol / of / a/ luck. (China)

2. Directly /”no” / avoid / they / saying. (Japan)

3. never / business / must / you / discuss / dinner / over. (France)

4. Responsibility / managers / to / expected / are / full / take. (Saudi Arabia)

5. Make / people / clear / a / distinction / personal / between / business / and /
relationships. (Germany)

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.
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Be prepared to important cultural and language . It would be
better to a good interpreter who can also explain traditions and customs
of getting business in this or that country.

In Japan it has to be small and packaged, but not too sweet. In
the US, it to be eye-catching and unique. In Scandinavia, it
in four languages.

When it comes to selling food, of foreign markets can be
daunting. The pitfalls can be painful, and the rewards slow . But many

who have spent time and money learning about different cultures,
tastes and marketing styles regard the investment as worthwhile.

Many American retailers are unsure how with short shelf lives.
The New Covent Garden Soup Company, which sells soup with a 16-day shelf life,
devised a solution. It began flying its to the US on a trial

basis a year ago. Its own team in San Francisco distributes the soup to “gourmet”
, Clearing away any stock that has reached the end of its shelf life.

Marketing to Scandinavia, presents significant . The exporter
must that Scandinavia comprises four separate countries, each proud of
its identity.

They draw a to illustrate the small but significant differences in
Nordic business cultures. Think of the Danes as a , good at
improvising; the Swedes as a , professional and correct; the
Norwegians as , self-assured and protective; and the Finns as a

, a law unto themselves, more inward-looking and less “European”
than their neighbours. A product’s ingredients must thus be listed in all
. The order is important too.

linguistic challenges, symphony orchestra, to handle products, musical analogy,
should be labelled, exporters, novel, beautiful, tango ensemble, the demands,
products, four languages, difficulties, needs, jazz band, soloists, to materialise,
hire, supermarkets, understand.

Exercise 7. Comment on the following:
“Patience pays dividends”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. In any profession, you have to learn to take the rough with the smooth.

2. Politicians take pot shots at each other during election campaigns.

3. | talked myself blue in the face trying to persuade her to save money for
retirement.

4. She really sank her teeth into the problem and solved it.

5. We have a difficult problem and | must put on my thinking cap and find a
solution.

6. We have to know customs and traditions those countries we want to do
business with.

7. Don’t give a collective gift from your company to China one.
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8. You may criticize royalty in Great Britain.
9. Never discuss business over dinner in France.
10. Business beaviour is so important for all businesspeople.

Exercise 9. Say what you have learned about:

1. what businessmen should know before starting business abroad,;

2. business rules for polite behaviour in a foreign country;

3. information about some countries you will never make written contracts;

4. information about countries where it is (or not) recommended to discuss
business over diner;

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

Exercisel0. Give a free translation of the following text.

Beryn Vikpainu no €Bpomneiicbkoro cmiBroBapuctBa (European Council) e
OPUPOAHIM Ta ICTOPUYHO OOYMOBJICHUM, ajke YKpaiHa 3aBkau Oyja 4aCTUHOIO
€Bponu sik reorpadiyHo, TaK 1 MOTITUYHO. J[aBaiiTe 3ragaeMo xoua 6 KOHCTUTYIIIIO
[1. Opinuka, sika BBOXKAE€THCS OJHIEIO 3 TMEPIITNX €BPONEHCHKUX KOHCTUTYIIIH, Ta TON
daxkr, mo sk yactuaa CPCP Ykpaina Oyna onHiero 13 3acHoBHHKIB OOH.

CrtBopenns €EC 1 nomupeHHs oro Ha cXij CIIpUsi€ 3BUIbHEHHIO B1J] TATapsI
“X0JIO/IHO1 BIMHK Ta YITKOTrO MOJLTY Ha “cxif 1 3axig’. Y yepBH1 1996 Ha Tpertiii
cecii Panu €Bpornn Ykpaini Oyj0 1aHO TpU POKH JJIsl IPUBEIAEHHS YKPAiHCHKOTO
3aKOHOJABCTBA Y BIJMOBIAHICTh 0 €BPONEHChKUX cTaHAapTiB. OKpiM 1IbOro OyJio
HiIKpeciieHo, mo €Bporelickke eKOHOMIYHE criiBTroBapucTo (European Economic
Community) Oyme HamgaBaTH MaKCUMAIbHO MOXJIHMBY MiATPUMKY. KokHMI
TPOMaASHUH YKpaiHW TOBHMHEH pO3YMITH, IO TPUEAHAHHA YKpaiHH [0
€BPOIEHUCHKOT IIUBLTI3a1l11 3HAYHUM YHHOM JTIOTIOMOYKE HaM MPOCYBATUCS TMOBUIBHO,
aJie BIIEBHEHO IIIJITXOM JIEMOKPATHU3aIlil HAIIIOTO CYyCIIbCTBA.

Exercise 11. Write an essay on one of the following topics.
1. Social etiquette which is important for business travelers to Ukraine.
2. Different business cultures around the world.
3. Your advice to visitors to Moslem countries.

UNIT 5. BUSINESS CORRESPONDENCE

Key words and phrases

Business letter JlinoBuii nuct
Envelope Konsept

Lay-out IInaun (ucra)
Margin IToste (cTOpiHKK)
Connectives 3B’s3y10Ui CJI0Ba
Colon JIBoKparka
Reference ITocunanns, noBiaKa
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Conclusion BucHOBOK

To inquire 3’sicoByBaTH

Body text TekcT nucra

Heading 3aroyioBOK JIMCTa
Advertisement PekiiaMHe oroJyiomeHHs
Subsequent HactynHwmii

Remark 3ayBaKeHHSI

Complementary close KomMmieMeHTapHe 3aKiHYCHHS

Read the texts

The business letter is the basic means of communication between two
companies. It is estimated that close to 100 million business letters are written each
workday. It is a document typically sent externally to those outside a company but
is also sent internally to those within a company.

Most business letters have a formal tone. You should write a business letter
whenever you need a permanent record that you sent the information enclosed.
Because you generally send business letters to other professionals, always include
a formal salutation and closing.

Purpose of a Business Letter

You will write business letters to inform readers of specific information.
However, you might also write a business letter to persuade others to take action or
to propose your ideas. Business letters even function as advertisements at times.
Consider the letters long-distance phone companies send to those not signed up for
their services or the cover letter to your resume. Both of these serve to promote or
advertise

Business letters can be challenging to write, because you have to consider
how to keep your readers’ attention. This is particularly the case if your readers
receive large amounts of mail and have little time to read.

Writing business letters is like any other document: First you must analyze
your audience and determine your purpose. Then you gather information, create an
outline, write a draft, and revise it. The key to writing business letters is to get to
the point as quickly as possible and to present your information/ clearly.

Determining your Audience Type

Writers determine their audience types by considering:

Who they are (age, sex, education, economic status, political/social/religious
beliefs);

What level of information they have about the subject (novice, general
reader, specialist or expert);

The context in which they will be reading a piece of writing (in a newspaper,
textbook, popular magazine, specialized journal, on the Internet, and so forth).

You'll need to analyze your audience in order to write effectively.
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Structure and Presentation

Business letters in different countries are identical. As a rule a business
letter written on the firm form, consists of such elements: sender's address; date;
references; inside address (or receiver's address); salutation; subject;
introductory paragraph; body of the letter; complimentary close; signature;
connectives.

Let's examine some features of a simple business letter.

Sender's address. In correspondence that does not have a printed
letterhead, the sender's address is written on the top right-hand side of the page. In
the UK, in contrast to the practice in some countries, it is not usual to write the
sender's name before the sender's address.

Date. The date is written below the sender's address, sometimes separated
from it by a space. The month in the date should not be written in figures as they
can be confusing; for example, 11.1.93 means 11th January 1993 in the UK but 1st
November 1993 in the USA. In the USA the date may indicate the month first, then
the date and then the year, so 15 April 2002 will look as 04.15. 2002 or
04/15/2002. Nor should you abbreviate the month, e.g. Nov. for November, as it
simply looks untidy.

Inside (or receiver's) address. This is written below the sender's address
and on the opposite side of the page. If you know the surname of the person you
are writing to, you write this on the first line of the address, preceded by a courtesy
title and either the person's initial(s) or his/her first given name, e.g. Mr J.E. Smith
or Mr John Smith, not Mr Smith.

Courtesy titles used in addresses are as follows: Mr is the usual courtesy title
for a man. Mrs is used for a married woman. Miss is used for an unmarried
woman. Ms is used for both married and unmarried women and it is a useful form
of address when you are not sure whether the woman you are writing to is married
or not.

Receiver. Writing and translation of addresses used to make some difficulty
since Slavic and English layouts are not the same. Now one should mind that they
have become almost the same for both home and international correspondence in
Ukraine

Compare the following:

IBanoBy A. A. Ms Paul Smith

I'onoBi kommawnii ,,CanTana-Tpeiminr” (The) Sales Manager of
45, Byn. JlaHWIEBCHKOTO Union Trading LTD

61007, Xapkis-7 7 Carswood Street
VYkpaina Redhill

Surrey TQ1 6 BD
Great Britain

In English the number of the building precedes the name of the street
without comma. In translation it is not recommended to render Ukrainian or
Russian Bynuis, ionia, yauna, miomaas by English street, square, etc. and vice
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versa to avoid confusion in mail delivery. So, Bynmuus JlanineBcekoro in English
will be Vulytsia Danylevskogo, not Danylevsky or Danylevskogo Street as well as
Carswood Street will be Kapceya Ctpit, not Bynuus Kapcsy.

Salutations. A letter written to a man should be addressed to, for example,
Mr. D. Smith or to D. Smith Esq. (Esquire). A letter to a woman, should be
addressed to, for example, Mrs. C. Jones or Miss C. Jones. Dear Sir opens a letter
written to a man whose name you do not know. Dear Sirs is used to address a
company. When you do not know the name of the person for whom your letter is
intended, the salutation takes the form of Dear followed by a courtesy title and the
person’s surname. Initials or first names are not generally used in salutations: Dear
Mr Smith, not Dear Mr J. Smith or Dear Mr John Smith. 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. 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.

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 1% 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.

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

| 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 complementary close. If you begin your letter
with Dear Sir(s) or Dear Madam you may end it with the words "Yours faithfully".
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If you address a person by name the words "Yours sincerely" are preferable. There
IS @ modern tendency however to use "Yours sincerely” even to people you have
never met.

The signature: sign your name clearly, in full, as it should appear on the
envelope of the letter addressed to you. Always type your name after your
handwritten signature and your position in the firm after your typed signature.

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.

Exercise 1. Answer the following questions.
1. How often do you write business letters?
2. What are the main parts of any business letter?
3. How should the letter be signed?
4. What is the accepted form of salutation?
5. What are language requirements for letter writing?
6. Why is it important to make clear the purpose of writing a letter?
7.What is the difference between the formal and informal letter?

Exercise 2. Give the Ukrainian versions for:

to receive the letter, the body of the business letter, to cause trouble,
salutation, to take steps, advertisement, to be unable, purpose, to take into account,
the body text.

Exercise 3. Give the English versions for:

MaTd Hamip, TOCWJIAHHS, YITKO C(HOPMYJIIOBATH, BUCHOBOK, MPHUIHSATH
BUOAUEHHS, MINUC, BXXUTH 3aX0/11B, KOHBEPT, KOMIUJIEMEHTApHE 3aKIHUCHHS, IITUPO
Bam.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
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business letter —
address —
salutation —
connectives —
signature —
conclusion —
heading —
sender —
envelope —
title —

Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about the rules of writing the business letters.

1. Advertisement/ job/ people/ and/ I/ sitting/ home/ you/ want/ write/ you/
letters/ read/ 1t’s/ at/ a/ ring/ should/ use/ no.

2. Information/ me/ require/ hesitate/ please/ If/ to/ any/ not/ additional/
contact/ do/ you.

3. Accept/ Manager/ 1/ offer/ Sales/ pleased/ the/ am/ your/ of/ post/ to/ of/.

4. In/ personal/ lay-out/ differs/ The/ respects/ the/ letter/ of/ some/ letter/ that/
the/ from/ business/ of/.

5. Some/ round/ consists/ off/ Conclusion/ the/ usually/ polite/ letter/ remark/
of/ to.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

A LETTER OF INVITATION

United States Department of Commerce
International Finance Conference
Washington, D.C.,
20658, USA,
June 2nd,2008,
Prof. Petrov,
Finance Manager,
Zepter Inc., Kyiv branch,
63, Volodymirska Str,
Kyiv
Ukraine

Dear Professor Petrov:

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

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

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

| am glad you that your abstract by our Committee, N 256
for poster :
We attach with the Reservation and Registration Form. The for
its submission: March 15, 2008. If you have any questions or need additional
please contact us without hesitation.

Jim Smith
Chairman

To inform, host, Yours sincerely, the letter of invitation, on behalf, information, to
invite, conference, deadline, scientific, free, place, to be accepted, presentation

Exercise 7. Comment on the following
“If a man doesn’t make new acquaintances as he advances through life, he
will soon find himself left alone”

Exercise 8. Agree or disagree with the following statements.

1. In business letter print your signature and your name with the big letters.

2. There are no contractions in a formal letter.

3. It is becoming more frequent to address women as Ms in business letters,
whether you know they are married or not.

4. The complimentary close is the most important part of the business letter.

5. The connectives are used for better comprehension of the contents.

6. The Letter Heading usually consists of two or three words, not more.

7. There is no any difference in writing the formal and informal letter.

8. If you do not know the name of the person for whom your letter is intended
you may write as Mr. X or Mrs. X.

9. There are five parts which are necessary in any business letter.

10. It is not so important to observe the rules in writing business letters.

Exercise 9. Say what you have learned about:

1.the purpose of business letters as one of its component;
2. the rules of writing business letters;
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3. the phrases which are used at the beginning of business letters, in the
middle and at the end;
4. the usual abbreviations used in business letters.

Exercise 10. Give a free translation of the following text.

1) IllanoBHi g06pOAii!

ToprisensHe ipeacTaBHUNTBO YKpainu B CIIIA moBimommiio Hac, 1o Bu €
€IMHUMU IMIIOpTEpaMu OABOBHSHOI TKAHUHH Y 3aXiTHOMY perioHi Ykpainu. Hama
KOMIaHIsl 3aliMa€eThCsl TPOTATOM 0araTb0X pPOKIB MPOJAKEM TaKOi MPOTYKINi
dbipMaM 3 MOMMTTS MOCTUTBHOI OUTM3HM Ha cxigHomy Yy30epexxki CIIA. Mu
3alliKaBJI€HI B 3aKyMiBIl TakuX TOBapiB Oe3MocepelHbO Ha MICIX iX
BUPOOHUIITBA. Mu XoTuin O BCTaHOBUTH 3 Bamu Ii70B1I CTOCYHKH, Ta, 32 YMOB
Bamoro 6axxanssi, Hal 1upeKkTop mictep A. bpancTtoyH OyB OM TrOTOBUM BUiXaTH
no Kuesa, mo6 Bectu 3 BaMu nepeMOBHHHU 11010 KYIIIBII PI3HOTO aCOPTUMEHTY
OaBOBHSIHUX TKaHUH.

2) lllanoBHi no6poii!

[upo Basuni 3a Bam jaucTt 3 moBigomiieHHsSM Tnpo Barry 3ariikaBieHICTh
HaIMMU ToBapamu. Mu Oyzaemo paxi 3yctpituca 3 mictepom A.bpaHCTOyHOM B
OyIb-IKWH 3py4YHUH 1T HbOro 4ac. Mum OyaeMo TakoX BJISYHI, SK0 Bu
3a37aJIerip MOBIIOMUTE PO JeHb NpUuOyTTa MicTepa A. bpanctoyn no Kuesa miis
TOTrO, 1100 MU 3yCTPUJIM HOTO B aepornopTy. Y BiNOBIAHOCTI A0 Bamoro npoxaHHs
MU Haaicnaiu BaMm chOrogHi OKpeMHM MaKeTOM B3IpIll 3 HAIIOTO0 OCTAHHLOTO
KaTaJIOTy TOTOBO1 MPOAYKIIIi.

Task 11. Write an essay on one of the following topics:

1.You work at a big chemical plant as a Product Manager.Inform the well-
known company-producer of chemical equipment that you would like to receive
their quotation and the latest catalogue. Use the words and word combinations pro-
vided below.

Company: Blake & Co, Conduit Street, 40, London, Great Britain.

We are the leading manufacturers for this article

We should be much obliged if ....................

to consider our requUest .........cccvvvererieniene.

t0 CONLACT .....ccveceee e

IN this CoONteXt ......cocvvvevievee e

Yours sincerely

We heard that your company is a reliable partner

2.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....................

We wish to inform you. We highly appreciate...
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full contract value

to make a decision

unfortunately ...

competitive prices

terms of delivery

to reduce the prices

Yours sincerely

3. 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. Try to write your own letter of inquiry to
the best hotel in the city and the letter of inquiry to book seats on a plane.

Exercise 12. Read the text to find out the types of English business letter.

Here are some basic business letters which you will find useful for typical
English business correspondence: Official letters, Informal letter, Letters of
Thanks, Letters of Congratulation, Letters of Condolence, Letters of Introduction,
Making a Sale , Placing an Order, Making a Claim, Adjusting a Claim, Making an
Enquiry. Writing a Cover Letter when Applying for a Job.

There are some examples of these letters.

Letters of Thanks

If you have received the hospitality of a friend, for a weekend or longer,
courtesy

requires you write a note of thanks within two or three days after your
return home. The fact that you soon and enthusiastically thanked your hostess
before leaving does not count. You must express your appreciation in writing.
This is a so-called «duty» note which is expected of you (which you must write).
It has become known as a «bread-and-butter» letter because it thanks hostess for
the hospitality she has provided.

Here is an example:

Dear Mr Deksen,

Thank you very much for assisting Michael Hobbs while he was in Oslo.

| know he was already written to you expressing his gratitude, but | would like to
add my own appreciation. The introductions you made for him and the contacts
and information he gained will be extremely usefull in our Scandinavian export
programme.

If | can offer you any similar service in the future, please contact me.

Yours sincerely.
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Letters of Congratulation

Letters of congratulation should be cheerful messages. They may be brief and
formal, or they may be chatty and informal — depending on the circumstances. It
may be congratulation on winning an honour or distinction, etc.

Dear Mr. Walley,

My warm congratulations to you on your election as President of the State Medical
Association. It is a fine tribute from your colleagues, and a reward you richly
deserve for your many years of splendid service to the profession and to the people
of the state.

My very best wishes to you.
Sincerely yours,
Peter Rasin

Letters of Condolence

A letter of condolence should be written promptly as soon as you hear the
news and before shock of it has worn off. Put down simply and truthfully what you
think and feel at that moment. Remember that the three most essential qualities of a
good condolence letter are tact, sincerity and brevity.

Dear Mr Stanton,

| was shocked to hear about the death of your partner, Mr John Brendon, and offer
my condolences. He was a fine person and a well-liked man who will be sadly
missed by all who knew him.

Please pass my sincerest sympathies on to his family, and assure them that all his
associates will have only the fondest memories of him.

Yours sincerely.

Letters of Introduction

Note that a letter of introduction is offered, not requested. Make it a point
never to write a letter of introduction unless you know both persons intimately and
well.

Write the letter briefly and to the point. The letter should give the name of
the person being introduced, the reason or purpose for the introduction, and any
other information that is relevant or important. A letter of introduction may either
be handed to the person for whom it is written, to be presented personally, or it
may be sent through the mail. If it is to be delivered personally, the envelope
should be left unsealed. However a second and private letter may be written and
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sent by mail, giving more information about the person who is on the way with a
letter of introduction.
For example: to be presented in person.

Dear Mr Deksen,

The bearer of this letter is Mr Michael Hobbs, our overseas sales manager, who is
visiting Oslo on our behalf to investigate our export possibilities to Norway.

Thank you for your letter of 10 April in which you offered to help him. I will
appreciate any assistance you can give, or suggestions you make.

Yours sincerely.

Official letter

Dear Mr Bright,

A mutual friend, Mr. George Splint, has advised me to get in
touch with you.

| am working on a thesis on English history of the seventeenth
century. As you are an expert on this period | would be most
grateful if we could meet.

| should be very glad if you would have dinner with me at the
Kensington Garden Hotel at 7 p.m. on Wednesday, June 27th.

Yours faithfully,
Peter Resin.

UNIT 6. AT THE COMPANY OFFICE. ORGANIZATIONAL STRUCTURE

Key words and phrases

Customer 3aMOBHUK, KJIIEHT, MTOKYIICIh
Board of directors NpaBJIiHHS, PaJa TUPEKTOPIB
To be in charge of KepyBaTH

Chairman of the board roJI0Ba MPaBJIiHHS

Managing director TCHEePAIBHUN JUPEKTOP

Head of a company KEPIBHUK KOMITAHi1

Finance department (biHaHCOBUI BT

Sales department BIJUIUT 30yTYy

Marketing department BIJUIUT MAPKETHHTY
Production department BUPOOHUYHMIA BIJIUT
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Research and development BIJIILT HAYKOBUX JOCIKEHD Ta PO3POOOK
department

Personnel department BIJIILT KaJIpiB

Day-to-day HOBCSIKICHHHIA

To make a decision npuiMaTH PilllCHHS

Personnel NepCOoHAI, MITaT

Report to 3BITYBATH, MIANOPSIKOBYBATHUCS

Senior executive / manager } KEpIBHUK BHII[OTO PaHIy
top executive / manager

Company, firm, group, Gbipma; mpo JrOACH, 110 3aiMalOThCs

organization, corporation, KYIIBJICIO-TIPOIa)KEM, MOIIMPEHHSAM TOBapiB

association Ta HaJJAHHSM TIOCITYT

Turnover 1) o6opot (turnover of capital — oGopor
KamiTainy);

2) TexyuicTb, TumHHICTH (labour turnover —
TEKYYICTh POOOYOi CHIIN)

Subsidiary company JOYipHE TiATPUEMCTBO, 1€ XOJTUHTOBA
KOMITaH1s BOJIOJIIE€ OUIBII, HIK ITOJIOBUHOKO
HOMIHAJIBLHOI BapTOCTI ii aKIIIOHEPHOTO
KarmiTalry 1 KOHTPOJIIOE CKIIa paau
JTIUPEKTOPIB

Read the following text

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

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

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

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

People at the head of an organization are often called senior executives or
senior managers, top executives or top managers.
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In large organizations, administration of people is done by the personnel
department, although this expression is now sometimes rejected. Companies talk
instead about their human resources or HR.

Chairman of the Board

\ 4

Board of Directors

\ 4

Managing Director or President

/\

Vice-president Administration Vice-president Sales and Marketing
Director Director Manager Manager
Personnel Purchasing Domestic Sales International Sales
Department Department - —
o ) ) o
v y 25 || 88 25| | @
Personnel Purchasing 3 § 83 85 3 @
Assistant Clerk =r ||l 2 =2x| | 28
c = c £ c .2 c S
S 2 S 2 S S u
2 3 2 9 2 9 @
32 3 w 3 a 3
< < < <

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

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

Exercise 1. Answer the following questions.
1. What does the structure within which business can operate depend on?
2. What factors influence this structure?
3. Who uses the company run by?
4. What is the Board of Directors responsible for?
5. Who is the head of the company? What is he / she responsible for?
6. What is the Director responsible for?
7. Who elects the Board of Directors?
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Exercise 2. Give the Ukrainian for:

location, employee, decision, organization, operation, management, activity,
director, executive, development, chairman of the board, managing director,
research and development department, human resources, department, staff, job
rotation, job security.

Exercise 3. Give the English for:

CTPYKTypa oprasizamii, CIyXO0OBeIlb, EKOHOMIYHUN CEKTOp, KIII€HT,
YIPaBIiHCHKUNA KOHTPOJIb, KEPYBATH KOMIIAHIEIO, paja JIUPEKTOpiB, TOJIOBa
MpaBJIiHHS, KEPIBHUK KOMMaHIii, BT 30yTy, BUPOOHWYMNA BiII, BT KaapiB,
CTpaTeriyHe IUTAHYBAaHHS, MPUUMATH PIIICHHS, MEPCOHA, IiMOPSIKOBYBATHCS
MEHEKEPY.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

vary —

customer —

be in charge of —

head —

make a decision —

department —

personnel —

director —

employee —

Board of Directors —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about “At the Company Office.
Organizational Structure”

1. she / the head / is / this / of / company.

2. training / are / for / company / courses / provided / all / personnel.

3. various / in department / each / personnel / report / Manager / to / the.

4. the / who / person / greets / a visitor / the receptionist / tells / to get / him /
now / her / or / to / right / the / office / is.

5. the / accountants / a / company’s / the / who / employees / are / check /
financial / affairs.
Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

“ ” means people, plus the skills and experience they bring to an

organization. Job titles such as “ ” or “Personal Assistant” define what
people do.

An employer is a person or company that provides job. Boss is an informal
word meaning “someone in authority”, for example an employer or of
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a company, or simply someone in a superior position.

The person who runs a specific part of an organization is called a
An Is usually a manager at quite a high level. People at the head of an
organization, as it was already mentioned, are , top executives or

. Someone who is in charge of making sure a job is well done e.g. on

the factory roor or in retailing, is sometimes called a

People working for a company are referred to as its workforce employees,
staff or and are its

Payroll is of all the people employed by a company, and the
amount of money paid to each of them.

personnel, manager, executive, Accounts Manager, senior executives, on ... the
payroll (B mrTarHOMy po3muci), owner, supervisor, top managers, Human
Resources, the list

Exercise 7. Comment on the following:
“Minds are like parachutes. They only function when open”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. Each management job must be a rewarding job in itself rather than just a
keep in the promotion ladder (ciyx0oBa qpabuna).

2. There must be a rational and just promotion system.

3. A man should never be appointed if he is more interested in the question:
“What is right?”

4. Directors should never appoint a man who considers intelligence more
important than integrity (mopsiiHicTs).

5. The sales manager is responsible for making appointments.

6. The managing director is responsible for the overall running of the firm.

7. The personnel officer is responsible for hiring staff and for staff welfare.

8. The typist types letters and other documents for the company.

9. A good commercial director shouldn’t know his firm from the inside,
and all levels, plus he doesn’t know the outside environment (tax policies, the
sphere of economics, etc).

10. The receptionist answers the phone and greets visitors.

Exercise 9. Say what you have learned about:
1. peculiarities of organizational structure;
2. factors which influence on the structure of organizations;
3. the main departments of the companies;
4. the responsibilities of the Board of Directors;
5. the main duties of the managers, directors and employees.

Exercise 10. Give a free translation of the following text.
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Opranizaiiiiina CTpyKTypa MiMPUEMCTBA — B3a€MO3B’SI3KH, K1 ICHYIOTh MIXK
MIPO3a1JIaMU TAMPUEMCTBA 1 HOTO MpalliBHUKaMH; crocid 1 popma 00’e1HaHHS
JqOAeH NN JOCATHEHHS CHUIBHUX BHUPOOHWYMX 1 COIlaIbHUX — Iijieid. Bowna
bikcyeTbes y TpadiuHUX CXeMax, ITAaTHUX PO3KJIAJaxX MEPCOHATY, MOJOKEHHSIX
PO MiAPO3AUIN TIANPUEMCTBA, TOCATOBUX IHCTPYKIIISAX OKPEMHUX MPAlliBHUKIB.

dopmalbHO ~ OprasizaliiiHa CTpyKTypa MiJOPUEMCTBA MOXe OyTH
MIPEICTABIICHA, TPOLTIOCTPOBAHA CXEMOIO B3a€EMOII 1 KOOpAWHAI TEXHIYHHX 1
JIOJICHKUX eNleMeHTiB. 11 cxema BimoOpakae CKJaj BiJJiNiB, CEKTOPIB Ta iHIIMX
(GYHKI[IOHATPHUX ~CIY)KO, TpOTEe BOHA HE BpPAXOBYE JIOACHKUN YHHHHK
(moBeninky). CaMe JIOJChbKA MOBEIHKA BU3HAYA€ €(DEKTUBHICTD (DYHKIIIOHYBaHHS
OpraHi3aliiHoOl CTPYKTYpH MIANPUEMCTBA OUIBIIO MIpPOI0, HIK (QopMabHUI
posmoain  GyHKIiA MK migpo3gigamMud. Ha  gieBicth  Ta  ePEeKTHBHICTH
OpraHi3aiiifHoi CTPYKTYpH MiAIPUEMCTBA BIUTMBAIOTD:

— B3a€EMO3B’S3KH MIXK JIFOJBMU Ta X poOOTOI0, MOCaTOBUMHU 000B’ I3KaMU;
— MOJIITUKA KePIBHUIITBA 1 METO/M 1X BIUIMBY Ha MOBEIIHKY MEPCOHAIY;
— MOBHOBaYKEHHA Ta (DYHKIIIT MPAIiBHUKIB MIJIPUEMCTBA Ha PI3HUX PIBHIX

YIPABIIHHS.

Exercise 11. Write an essay on one of the following topics.
1. Your own propositions to take more effective use of your time.
2. You are ready to work as the Chairman of the Board. (Yes / No. Explain

your own choice).

3. Give some recommendations to be an efficient and reliable secretary or

personal assistant.

UNIT 7. TYPES AND FORMS OF BUSINESS ORGANIZATIONS

Key words and phrases

Enterprise

1 IITPUEMCTBO

Company

CIIJIKa, KOMIIaHisl, TOBAPUCTBO

Bubble company

(bIKTIBHA KOMIIAHIS

Holding company

KOMIIaHisl, KOTpa BOJIOAIE KOHTPOJIbHUM
MAKeTOM aKI[ii

Joint stock company

aKiioHepHa KoMIaHis (OpHuT.)

Limited liability company

aKIiOHEpHE TOBApHUCTBO 3  OOMEKEHOIO
B1IITOBIAJIBHICTIO

Trading company

TOPTOBEJIbHA KOMITaHIs

Unlimited company

aKI[IOHEPHE TOBApHUCTBO 3 HEOOMEKEHOIO
B1IITOBITAJIBHICTIO

A single (sole) proprietor

OJIHOOCIOHMI BJIACHUK

A partnership

TOBAPUCTBO

A corporation

Koprioparis

Entrepreneur

MPUBATHUM MIIPUEMEIH

35




Ownership BJIACHICTh

Shareholder (stockholder) aKIioHep

Read the following text

A business organization is frequently referred to as a business entity. A
business entity is any business organization that exists as an economic unit.
Business entities can be grouped according to the type of business activity they
perform.

1. Service companies perform services for a fee. This group includes
companies such as accounting firms, law firms, repair shops, and many others.

2. Merchandising companies purchase goods that are ready for sale and
sell them to customers. They include such companies as auto dealerships, clothing
stores, and supermarkets.

3. Manufacturing companies buy materials, convert them into products,
and then sell the products to the companies or to the final customer. Examples are
steel miles, auto manufactures, and so on.

The business entity concept applies to all forms of businesses — single
proprietorship, a partnership, and a corporation.

A single (sole) proprietorship is a business owned by an individual and
often managed by that same individual. Single proprietors include physicians,
lawyers, electricians, and other people who are “in business for themselves”. In a
single proprietorship, the owner is responsible for all debts of the business.
Operating as a proprietorship is the easiest way to get started in a business activity.
Other than the possibility of needing a local license, there are not any prerequisites
to beginning operations.

A partnership is a business owned by two or more persons associated as
partners. Partnerships are created by an agreement. Included in the agreement are
such terms as the initial investment of each partner, the duties of each partner, the
means of dividing profits or losses between the partners each year, and the
settlement to be made upon the death or withdrawal of a partner. Accountants,
attorneys, and other professionals frequently operate their firms as partnerships.

A corporation is a big business owned by a few persons or by thousands of
persons. The owners of the corporation are called shareholders or stockholders.
They buy shares of stock. If the corporation fails, the assets of the owners are
protected from the creditors of the corporation. The stockholders do not directly
manage the corporation; they elect a board of directors to represent their interests.
The board of directors select the president and vice president, who manage the
corporation for the stockholders.

In 1970s Britain there were state-owned or government-owned companies in
many different industries such as a car manufacturing and air travel. Some
industries had been nationalized and were entirely state-owned, such as coal,
electricity and telephone services. In the 1980s, the government believed that
nationalized companies were bureaucratic and inefficient, and many of them were
privatized and sold to investor.
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Exercise 1. Answer the following questions.

1. What types of business organization do you know?

2. What are advantages and disadvantages of a partnership?

3. Who are “silent” partners in a partnership?

4. Why does a corporation require many owners?

5. Explain why barber shops are usually organized as sole proprietorships
rather than as corporations.

6. List five main items that must be included in a corporation charter.

7. Explain how the limited liability condition of a corporation protects the
shareholders.

8. What are advantages and disadvantages of limited company?

Exercise 2. Give the Ukrainian for:

a business organization, business activity, business entity, accounting firms,
law firms, dealerships, clothing stores, supermarkets, steel miles, auto
manufactures, single proprietorship, a partnership, a corporation, initial investment,
shareholders or stockholders, board of directors, state-owned or government-
owned companies, to be privatized.

Exercise 3. Give the English for:

JIJI0Ba AKTHBHICTh, OyXraiarepcbka ¢ipma, MIAIPUEMCTBO, AaKIIOHEPHE
TOBApUCTBO, TOBAPUCTBO 3 OOMEKEHOI BIAMOBINAILHICTIO, BJIACHUK, MapTHED,
aKIloHep, paja TUPEKTOPIB KOMIMAaHIi, JepaBHA KOMIAaHIsA, TPUBAaTHA KOMIIAHis,
IPUBATU30BAHA KOMIAHIS.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

a business enterprise —

single proprietorship —

a partnership —

a corporation —

shareholders or stockholders —

board of directors —

state-owned or government-owned companies —

entrepreneur —

service companies —

merchandising companies —

manufacturing companies —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about business enterprises.

1. A business, / is / that / company, / or firm / services / an organization /
goods / or / sells.
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2. A business / an enterprise / may be referred / to / also / as /to emphasize /
adventurous, / its / qualities, / risk-taking / may be referred to / free enterprise / and
private / as / enterprise / is / and business / in general.

3. Large companies / as / especially / corporations, / in the US, / companies /
in many countries / are / large /multinationals / are referred to / operating.

4. An entrepreneur / a company / builds up / from / usually / nothing: / is /
who / someone / a start-up company.

5. The people / board of directors / its / responsible / for / a company /
legally / are / board /or.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Entrepreneur is a person who and a business. This is
a French word that has been accepted into the English language. Its popularity
probably has something to do with its grand sound which befits anyone who has
the to create and run business.

Sometimes the entrepreneur is regarded as a business person who
takes . This is not so. An entrepreneur is a business person who
minimizes risks, he or she does this by advance : , and
meticulous of all factors that could affect and possibly endanger her or
his enterprise. When the entrepreneur forgets to do advance and
preparation, then he or she is a at best, and a failure statistic at worst.

Speaking about entrepreneurship, Professor K. Vesper of the University of
Washington says that “Business continue to be launched by people who didn’t
make it the first time round. A driving force in entrepreneurship ... is
addictiveness. Once people have a in a business of their own, they like
it. They don’t want to go back to working for someone else.”

Organize, Initiative, planning, manager, investigation, research, risks,
consideration, gambler, taste of freedom

Exercise 7. Comment on the following.
“The employer generally gets the employees he deserves”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. Business is the production, buying, and selling of goods and services.

2. A business, company, or firm is an organization that sells goods or
services.

3. A business is also may be referred to as an enterprise to emphasize its
adventurous, risk-taking qualities, and business in general may be referred to as
free enterprise and private enterprise.

4. Large companies are referred to as corporations, especially in the US.

5. Large companies operating in many countries are multinationals.
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6. An entrepreneur is usually someone who builds up a company from
nothing: a start-up company.

7. The people legally responsible for a company are its board or board of
directors.

8. When a private company is bought by the state and brought into the public
sector, it is nationalized.

9. When the state returns a company to the private sector in a sell-off, it is
privatized.

10.A holding or holding company is one that holds stakes in one or more
subsidiaries

Exercise 9. Say what you have learned about:
1. Types of business organization and their peculiarities.
2. Types of business activity.
3. Pros and cons of different business organizations.
4. Being an entrepreneur in Ukraine.
5. Nationalized and privatized companies.

Exercise 10. Give a free translation of the following text.

biznec — mianpueMHUIIbKA, KOMEpPIIHHA YK Oy/b-sIKa 1HINA JISIIBHICTD, 110
HE CYIEpPEYMTh 3aKOHY 1 cnpsMoBaHa Ha oTpuMmaHHs npuOyTky. ¥ CIIIA 613nHec
PO3BUBAETHCS HA OCHOBI 1HIUBIAYaIbHOI, TAPTHEPCHKOI Ta KOPIOPATUBHOI (opM
BJIACHOCTI.

Ha imguBimyanbHIM BIACHOCTI 3aCHOBAaHUM Ol13HEC, B SIKOMY BJIIACHHUKOM 1
HIIIPUEMIIEM € OJHa 0c00a, 0 OTPUMYE BCl JOXOJIU 1 HECE BIAMOBIIAIBHICTH 32
BeneHHA crpaBu. Y CIHIA Takux BiacHuUKIB moHan 15 muH. (75% Bing 3araiabHO1
KUIBKOCT1 TIANPUEMCTB), aj€ BOHU OTPUMYIOTh Jmme 10 9% TpomoBux
HaJIXo/DKeHb. Jlimsg Mamoro Oi3HeCcy XapakKTepHI HE3IC)KHHH MEHEIKMEHT,
BJIACHUM KammiTaj, JIOKAJIbHUN palioH omeparliii, HeBeJMKl po3Mipu. Binx Bigirpae
3Ha4YHY POJIb y 3a0€3MEeUCHH] 3aifHATOCTI, MIEBHOI MIpOI0 3a0e3rneuye HACUYCHHS
PUHKY CHOKMBYMMH TOBapaMH Ta TOCIYTraMH, CIPHUSIE PO3BUTKY KOHKYPEHIIi, €
3acO000M JIOCSATHEHHSI OCOOUCTOr0 YCIIXYy.

Ha ocHoB1 mapTHepcbKoi (rpynoBoi) opM BIIACHOCTI PO3BUBAETHCS O13HEC
JT00pOBUIBHO OGIIIITHO 3apeecTpOBaHUX acolialliil 1Box 1 Outbie ocid. [lapTHepu
CTBOPIOIOTH KOMITaHi1, TOBAPUCTBA Ta 1HIII OpraHizailii i CTal0Th CIIBBIACHUKAMU
cnipHOi  BmacHocTi.  [lapTHepcTBO  craHoBUTH  Maibke 8%  oOcary
HTPUEMHHITBKOT JisSUThHOCTI 14 % Beix mignpueMHUIbKUX goxoiB y CIIIA.

Ha xopmnopatuBHiii ¢(opmi BIACHOCTI 3aCHOBAaHMI BEJIWKHI Oi3HEC.
Kopnopariii  cranosnare swmme 17% Bin mianpuemcts y CIHIA, mporte obcsr
npuOYTKIB IIUX opraHizaiii csarae 75-80% rpoIoBuX HAIXOKEHb.

XKonna 3 Tprox Gopm opranizailiii 6i3HECYy HE € yHIBEpPCAJIbHOI, KOXKHA 3
HUX Ma€ CBOI MepeBaru 1 HeJ0JIKH.

ITpaBo BimacHOCTI Ha yacTKy y craryrHoMy doni (basic capital) ropuanyanoi
ocobu (legal person) perymtoeTbest KopropaTHBHUM MPaBOM. BOHO po3risiaeTbes
SK CYKYIHICTh HOPM, I1I0 PETYJIIOIOTh AISTIbHICTh TOCIIOAAPCHKUX TOBAPUCTB.
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Exercise 11. Write an essay on one of the following topics.

1. Make the list of advantages and disadvantages of having private company in

Ukraine.

2. Business is a combination of war and sport.
3. The main principles of being a successful entrepreneur.

UNIT 8. LEGAL ENVIRONMENT OF BUSINESS

Key words and phrases

Labor Code KOJICKC 3aKOHIB IIPO MPaIfto
Employment paliMaHHs Ha poOOTY

To govern KEPYBATH, PETYJIFOBATH
Agreement yrojaa

To undertake 30008 sI3yBaTH

To enforce MPOBOJIUTH B KUTTS (3aKOH)

Requirement

BHUMOTa, oTpeda

Overtime work

IIOHaAAHOPMOBA po60Ta

To exceed

ICPCBUIITYBATHU

To envisage

pO3rIsaaTh

Annual holiday

HIOpIYHA BIANYCTKA

Retirement age

MEHCIMHUHA BIK

Permitted leaves

JI03BOJICHA BIMYCTKA

To obey order

KOPHUTHUC HaKa3y

To dismiss

3BUJIBHUTH

Threshold TIOpir, Mexa

Read the text

Conditions of employment in Ukraine are governed by the Labor Code. The
Labor Code, which covers nearly all aspects of employee relations in Ukraine,
governs employment agreements and contracts; working hours and time off;
compensation and social benefits; discipline; employment of women and minors;
liabilities of employees and employers. The state provides additional employment
guarantees to women with children under the age of 6, single mothers with
children who are disabled or under the age of 14, senior citizens of preretirement
age and persons released from prison.

The Labor Code provides that an employment contract is a special form of
employment agreement that may be used only where permitted by law. An
individual labor agreement is defined as an agreement between an employee and
employer under which the employee undertakes to do specified work, and the
employer agrees to pay a certain salary and provide working conditions.
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The legislation also provides for a special form of labor agreement, known
as a "contract”, which can be concluded between an employer and employee. A
contract of employment must have all the necessary elements of a legal contract to
make it enforceable. The rights and duties of both the employer and the employee
remain as they would under a written contract. If employment is intended to last
longer than one year, the contract must be in writing. A contract only applies under
certain legally defined circumstances.

The main requirements under Ukraine's employment legislation are as
follows:

1.Ukrainian labor legislation requires employers to follow statutory
requirements as to the working time, overtime and time-off work. In
Ukraine, working time is limited to 40 hours a week. An employer may
introduce a six-day working week, and the working day may not
exceed seven hours. Shorter working time is ensured for some categories of
employees.

2.The amount of monthly wage shall meet the minimum threshold
established by the legislation in force. Wages and all other payments due to
employees shall be in UAH only. The minimum wage does not include any
additional compensation payable to an employee. Overtime and holiday work must
be compensated at a double rate.

3.The employer must provide a safe place to work, with skilled help.

4.The employer should allow an employee to take a second gob, if it does
not interfere with the first.

5. Employees may at any time terminate the employment relationship.
The notice period is at least two weeks. In contrast, employers may
terminate the employment relationship only in cases that are expressly
envisaged by the Ukrainian Labor Code and provided that all applicable
formalities are met. The statutory termination notice is two month.

6. An employee's minimum annual holiday entitlement is 24 calendar
days. However, it may be longer depending on the number of years worked,
working conditions, employee's position.

7. Normal retirement age is 55 years for women and 60 years for men.

The worker or the employee also has several basic duties as defined by the
Labor Law.
To be punctual and to take only permitted leaves of absence;
To obey orders that are legal and reasonable;
To be loyal, honest, and competent;
Not to be habitually drunk or grossly immoral on the job or
elsewhere.

If an employee violates any of the above duties, the employer has a right to
dismiss that person without notice.

Under the Constitution and the Labor Code, all Ukrainian citizens have
equal employment and labor rights regardless of race, color, political, religious or
other beliefs, gender, national or social background, financial status, or language.
The Labor code and other laws also provide protection and special employment
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and labor rights for working women, minors, students, senior citizens and disabled
individuals.

Exercise 1. Give the answers for the following questions.

What is the individual labor agreement?

What are the meanings of the terms “employer” and “employee”?

What is written in the contract of employment?

What are the responsibilities of employers according to Ukrainian labor

legislation?

How many hours a week is working time limited to in Ukraine?

In what way do employees get their wage?

Can the employee take two jobs at the same time?

What is the retirement age in Ukraine?

. What are the responsibilities of the employees?

O Under what circumstances have the employers a right to dismiss their
employees?

W
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Exercise 2. Give the Ukrainian versions for:

Labor Law, specified work, to remain, statutory requirements, time-off
work, threshold, safe place to work, employment relationship, annual holiday, to
dismiss the employee, equal rights, senior citizens, disabled individuals.

Exercise 3. Give the English versions for:

YMOBHU POOOTH, KOJIEKC 3aKOHIB MPO MPAL0, MIATUTUA 3apOO0iTHY IJIATHIO,
npaBa 1 000B’SI3KM, KOHTPAKT y MUCHMOBII (opMi, 3TiJTHO YMOB, poOounii yac, 6-
JIGHHUM pOOOUYMNA THXKIEHb, OCHOBHI OOOB’SI3KM, OyTH YECHUM, 3BUIBHUTH 3
poboTH.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):

employment —

employer —

employee —

contract —

salary —

wage —

job —

agreement —

leave —

work —

Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about labor code.
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1. Defined/ labor/ relationships/ Most/ master/ as/ and/ are/ servant/
agreements/.

2. Should/ transactions/ help/ Most/ the/ a/ business/ without/
undertaken/ not/ of/ be/ lawyer/.

3. Agreement/ parties/ two/ A/ is/ between/ or/ contract/ more/ binding/.

4. Employee’s/ calendar/ holiday/ An/ days/ annual/ is/ entitlement/
minimum/ 24/,

5. Safe/ employer/ provide/ An/ a/ work/ must/ to/ place/.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Crimes committed by , professionals, and politicians in the
course of their occupation are known as “white-collar” crimes, after the typical

of their perpetrators. Criminologists tend to restrict the term to those
intended by the perpetrators principally to further the aims of their
rather than to make money for themselves personally.

Examples include conspiring with other corporations of goods
or services in order to make artificially high profits or to drive a particular
competitor ; bribing officials or of tests on
pharmaceutical products to obtain ; and constructing buildings or
roads with cheap, . The cost of in the United States
has been estimated at $ 200,000,000,000 a year. Such crimes have a huge impact
upon the of workers, consumers, and the environment, but they are
seldom detected.

Compared with crimes committed by juveniles or the poor, corporate crimes
are very rarely prosecuted in the , and executives seldom go to

, though companies may pay large . The public and academics, to
describe fraud and embezzlement, use the term “white-collar crime” in another
sense. Rather than being crime “by the firm, for the firm” this constitutes crime for
profit by the against the organization, the public, or the government. Tax
fraud, for example, costs at least 5 percent of the in most developed
countries. Because of the concealed nature of many frauds and the fact that few are
reported even when discovered, the cost is impossible to estimate precisely. The

of white-collar crime in most industrial societies is thought to be
much greater than the combined cost of larceny, burglary, auto theft, forgery, and
robbery.

organizations; clothes; economic cost; defective materials ; illegal actions; out
of the market; corporate crime; business people; to fix prices; fines;
manufacturing licenses; criminal courts; safety; individual; falsifying reports;
jail; gross national product

Task 7. Comment on the following
He that is of opinion money will do everything may well be suspected of
doing everything for money. (Franklin)
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Task 8. Agree or disagree with the following statements.
1. The first Commercial court was founded in the territory of Ukraine in Kyiv.
2. The Arbitration Court is authorized to try cases on complaints of the
entrepreneurs.

3. Most consumers make thousands of contracts in their lifetime.

4. The working time in Ukraine is limited to 60 hours a week.

5. The retirement age for men in Ukraine is 55 years old.

6. An employee can be dismissed for being unprovokedly rude, negligent, or
destructive.

7. An employer can have a holiday any time he wishes.

8. A contract of employment, like any other contract, must have all the
necessary elements of a legal contract to make it enforceable.

Exercise 9. Say what you have learned about:
1. the responsibilities of the employers according to the Labor Code;
2. the responsibilities of the employees according to the Labor Code;
3. a contract of employment;
4. the circumstances when the employer has a right to dismiss the employee;
5. benefits that employees have.

Exercise 10. Give a free translation.

MuixkHapomHa (¢iHaHCOBa KOpIOpallisi TpOBeNa JOCTIIKEHHS MpoosieM
MIMPUEMHMIILKOT JTisIbHOCTI B YKpaini. BucHoBok ¢axiBiiB - 6mm3bko 1 500
JIO3BOJIIB JUIS 3aII0YaTKYBaHHS BJIACHOI cripaBH, moHaj 150 3aKOHIB perysIrorunx
iX Bujady, MBTUCAYl HOPMATUBHUX aKTIB Ta YPSAJOBUX MOCTAHOB - 1€ 3a0araTto
JUISL PO3BUTKY MaJIOTO Ta cepelHboro OizHecy. Tum OinbIn BpaxoBYKOUH, IO B
VYkpaiHi e Topik Oyno yxBaneHo 3akoH "[Ipo nepxkaBHy peecTpauiio IOpUANIHUX
oci0 Ta @izuyHKUX o0ci0 — miAnpueMuiB", AKUH MaB OHM MOJETMIUTH JOJIIO
T1IIPUEMIIIB.

VY xpainax 3axigHoi €Bponu Ta CHIA B pamkax NIATPUMKUA Majoro Ta
CepeHbOro Oi3HECY, MPAKTUKYIOThCSA JEpKaBHI KOHTPAKTH ISl TIPHBATHOTO
nianpueMHunTBa. Y HiMmeuunHi il 1€l Karteropii 3ampoBajiKeHl MOJIaTKOBI
niaery, B Itanii — mimeru Ha KpenutyBaHHa. B SmoHii mepkaBa KOMIIEHCYe MBI
TPETUHU BUTPAT CyO0’ €KTIB MaJOTO Ta CEPEIHHOTO Oi3HECY Ha MEPEemiArOoTOBKY
kanpiB. Y Kanani ta @panrii mpairtoe noran 200 1eHTpiB po3BUTKY Ta TOBAPUCTBA
B3a€EMO-TIOPYUUTENBCTBA, 10 HAJA€ MIAMPUEMISAM TiIbroBi 3aiimu. B Ykpaini
Majuit 0i3HEC MPO BCE 1€ MOXKE TUTLKU MPISTH. 3aMICTh IILOTO HAaIlll 3aKOHOABITI
,IUIOASTE” HOPMATHBHI aKTH, SKI BEAyTh HENPUMHPEHHY OOpOTHOY 3
MIMPAEMHHAIITBOM Ta IiAMPHUEMITSIMHU.

I[le mnoB’dA3aHO HE JMIIE 1 3aCTOCYBaHHAM  OUIBII  YKOPCTKOTO
aJIMIHKOHTPOJIIO, ajie i 3 3HAYHUM POCTOM BHUTPAT MaJIOTO Ta CEPEAHBOTO Oi3HECY.
MoBa npo BBeIEHHSI HOBOTO IJIATEXKY — CTPAXOBOTO MEHCIHHOTO BHECKY IS
MIANPUEMIIST Ta HaWMaHMX CHIBPOOITHUKIB. JlOpO’KYaHHS TOCHIYT, IO Hajae
MiCIIeBa BllaJia Ta 1HII JAep>KyCcTaHOBH. [Ipumipom, mokexHi 301IbIIMIN BapTICTh
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nocayr Big 10 go 100 pasis, 3anexxHo Bix perioHy. Uepe3 posnopsypkeHHs KMY
«IIpo BHECeHHs 3MiH J0 TUTaHy 3aXO0JiB 3 ONTHMI3AIlli rOCIOAAPCHKOI JISUTBHOCTI
opraHiB BUKOHaB4Oi Biaaw» Bix 15 xoBTHs 2003 p. Ne 619-p, miHa okpemux
MOCJIYr CaHITapHO-EMiIeMIONIOTTYHOl CcIykOm 30uIbmiacs y 24 pasu. Xoua
00’ €KTUBHUX MPUYMH JIJIS1 TAKOTO IM1JIBUILEHHS HEMAE.

Exercise 11. Write an essay suggesting your ideas on the following points.
1. Law in the world of business.

2. If you were an owner of the restaurant what rights and duties would your
employees have?

3. The help of a lawyer in business transactions.

UNIT 9. INSURANCE

Key words and phrases

insurance CTpaxyBaHHSI

insurer CTpaxyBau

insured CTpaxyBaJIbHUK

life insurance CTpaxyBaHHS JKUTTS

insurance company CTPaxoBa KOMITAHis

health insurance CTpaxyBaHHSI 3]I0POB’sI

accidental losses BTPATH Yepe3 HENIACHI BUTIAJIKH

term insurance CTpaxyBaHHsI HA TICBHUW TIEPIOJT YKUTTS
unemployment insurance CTpaxyBaHHS 0€3pO0ITTS

consumer KJIIEHT, 3aMOBHUK

Read the following text

Insurance is protection against loss. The biggest losses to a person or a
family are loss of life and loss of income resulting from the death of a person with
dependants. Many people purchase life insurance to provide an income for their
dependants when they die.

Everyone hopes to live a long, healthy life. Modern science and medicine
have found cures for many diseases and have lengthened life expectancy. But
suppose that something unexpected happened to you, such as a serious illness or an
accident. You might not have enough income to pay your bills if you are unable to
work for many months. When one income stops in a two-income family, the
remaining income might not be sufficient to support the family. Your savings
might have to be used to meet your expenses. Your comfortable lifestyle would be
greatly altered. Life and health insurance provide a means to protect family
financial security and a means to protect families against accidental losses.
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Life insurance is an important source of personal and family security for
most Canadians. According to the Canadian Life and Health Insurance Association
Inc., almost 14 million Canadians are covered by some form of life insurance.
Today, the average amount of life insurance owned per Canadian household
exceeds S68 000. That is more than triple the amount owned in 1970.

Everybody’s needs are different, and these needs are constantly changing.
That is why there is such a wide range of insurance plans available today.
Insurance companies continue to create new products and new rates to appeal to
different groups of consumers.

Many of these consumers are women. Some are single parents and working
mothers, while others are childless career women. They also are recognizing the
need for income protection in case of an accident or death. Other plans are offered
for non-smokers, who are now the majority of the Canadian population. Lower
insurance rates are being offered by many insurance companies to these people.

All of the various choices available to consumers make the purchase of life
insurance seem like a complex decision to many people. Yet, the basic principles
of life insurance are really quite simple to understand.

In making your financial plans, you have two choices to make in dealing
with death. You can gamble that you will live and keep earning and saving long
enough to make adequate provision for a solid, financial future, or you can share
the financial risk by pooling some of your money with a group of other people.
The purchase of life insurance involves a large number of people, each paying a
premium on a regular basis to an insurance company that provides individual
protection against loss of life and, therefore, income for dependants. Such personal
protection would be very expensive for any one person the risk were not shared.
Premiums are collected and invested from ‘this large group of insured people, and
the insurance for those who die is paid from this fund of money.

Life insurance is divided into two main classes — individual and group.
Individual insurance is an agreement between one person and a life insurance
company. Group insurance is insurance provided to a group of people under a
contract between the insurance company land, for example, an employer. Many
families purchase both forms of insurance in establishing their program for
financial security.

Life insurance is available in many different forms, with a wide variety of
options. Yet there are really only two basic types available — term and whole life.
Other plans are patterned on one of these basic types.

Exercise 1. Answer the following questions

1. Why do people purchase life insurance?

2. Why is it so important for an insurance company to know a person’s
age?
What is the difference between individual and group life insurance?
What are the two main types of life insurance?
What basic factors should a person consider buying life insurance?
Is life insurance an important source of personal and family security

©o ok w
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for most people of the world? Why?
7. What do you know about the problems of insurance in our country?

Exercise 2. Give the Ukrainian versions for:

insurance, life insurance, health insurance, serious illness, accident, savings,
financial security, insurance plans, groups of consumers, insurance companies,
personal property.

Exercise 3. Give the English versions for:

CTpaxyBaHHS, TEPMIH CTpaxyBaHHs, CTpaxyBaHHS >KUTTS 1 370pOB’f,
CTpaxoBl KOMIIaHli, CTpaxyBad, 3aXUCT MPOTU PU3HKY, CTpaxyBaHHsS MaiiHa,
NOCTIMHI  10XOAW ¥ 3a0IAJKEHHS, I1HAWBIAyallbHE CTPAaxXyBaHHS IKUTTA,
KOJICKTUBHC CTpaxXyBaHHS JKHUTTS.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
forms of life insurance —
personal security —
insurer —
insured —
unemployment —
insurance —
home insurance —
term insurance —
group insurance —
medical insurance —
individual insurance —

Exercise 5. Explain the meaning of these statements.

1) Group insurance is issued to a group of people under one common
policy.

2) The amount of insurance purchased is often based on the amount of
salary.

3) Group insurance is often purchased by an employer, who may share the
cost of the insurance with the employees.

4) One benefit of group insurance is that a medical examination is seldom
required before you can be insured.

5) Group insurance is temporary, and ends when you leave the company or

group.

Exercise 6. Complete the following text with the words and phrases from the box
below using them in the appropriate form.
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Most of us have to pay money some of the financial consequences
of taking risks, so insurance companies can us a guarantee against risk
for a fee that large enough their claims and operating costs and
still permit a profit. No one can whose house next, yours
or your neighbour’s. Thus, all insurance policy buyers small
contributions toward a fund that can (to be used) (to compensate) the person whose
house (to go up) in flames.

Insurance companies can provide this service and to make
profits as long as the premium greater than the amount they might have
to pay, multiplied by the probability of payment. Vast amounts of money

to insurance companies as premiums for life, auto, and health insurance,
or as contributions to pension funds, many of which are administered by insurance
companies. These funds available for loans to business firms or (to
invest) directly by the insurance companies.

Insurance relies heavily upon the “law of large numbers”. In large
homogeneous populations it possible to estimate the normal frequency
of common events such as deaths and accidents. Losses can with
reasonable accuracy, and this accuracy increases as the size of the group expands.

From the standpoint of the insurer, an insurable risk must meet the
following requirements.

The objects insured must numerous enough and homogeneous
enough to allow a reasonably close calculation of the probable frequency and
severity of losses.

The insured object must not subject to simultaneous destruction. For
example, if all the buildings insured by one insurer being in an area subject to
flood and a flood occurs, the loss to the insurance underwriter may be catastrophic.

The possible loss must be accidental in nature, and beyond the control of the
insured. If the insured could the loss, the element of randomness and
predictability would be destroyed.

There must be some way to determine whether a loss has occurred, and how
great a one. This is why insurance contracts very definitely what
events must take place, what constitutes loss, and how it is to be measured.

to avoid, to be (4), to sell, to predict, to make (2), to specify, to burn down, to
cover, to expect, to pay, to be predicted, to cause

Exercise 7. Comment on the following:
“Business is like riding a bicycle — either you keep moving or you fall
down” (Anonymous).

Exercise 8. Agree or disagree with the following statements.
1. The purchase of life insurance is an important source of personal and family
security for most Canadians.
2. Life insurance is simply a means of sharing a financial risk among a large
number of people.
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3. All life insurance can be purchased on an individual or a group basis, and
two basic types are available — term and whole life.

4. Term insurance provides temporary coverage and pays benefits only if you
die within a certain period of time.

5. Whole life coverage pays benefits when you die or when you surrender the
insurance for its cash value.

6. Whatever the type of policy you buy, there are a number of extra-cost
options that you can build into your bask coverage.

7. As in the case of life insurance, people buy health and income insurance to
help pay for hospital and medical care.

8. Private plans are available to cover additional costs not covered by
provincial plans.

9. Unemployment insurance is an income insurance plan provided by the
federal government to protect workers against loss of income.

10. Medical insurance covers the cost of the doctor’s services.

Exercise 9. Say what you have learned about:
1. insurance as a protection against loss;
2. the basic of life insurance;
3. the importance of health insurance;
4. classes of life insurance;
5. main types of insurance.

Exercise 10. Give a free translation of the following text.

B Vkpaini nepiojloMm CTBOPEHHS CTPAXOBOT'0 PUHKY BBaXKalOTh MOYaTOK 90-x
pokiB. CaMe TOJi BUHUKJIU MEPIIl MPUBATHI CTPaxOBl KOMMaHii, K1 MOKJIaIN Kpan
TOTaJIbHIM MoHoOmMOMiT [epxcrpaxy. ¥ tpaBai 1993 poky OyB Bumanuii [lexper
Kabinery MinictpiB VYkpainu "IIpo cTpaxyBanHA", SKH TOKJIaB TMOYaTOK
CTBOPEHHIO IIMBLTI30BAaHOI CHCTEMH CTpaxyBaHHS B JepkaBi. BiamoBimHo 10
Hexpery Oyiio BBEACHO JILIEH3YBAHHS CTPAXOBOi AISUIBHOCTI, CUCTEMY 3BITHOCTI
CTPAaXxOBUKIB 1 METOAM JEpP>KAaBHOTO pPEryjIOBaHHS CTPaXxOBOIO pPUHKY. bymo
cTBOopeHO JlepkaBHUIM KOMITET y ClpaBax Harjsiy 3a CTPaxOBOIO JISUIBHICTIO 3
HAJaHHAM HOMY BIJNOBIIHUX (PYHKIIIH 1 TOBHOBAXKEHb.

3akoH Ykpainu "IIpo cTpaxyBaHHs" 3axuilla€ BITYM3HSHOTO CTPaXOBHKA,
OOMEXYIOUM YacTKy 1HO3EMHHX IOPUIUYHMX OCI0O Ta TpPOMAJIiH Yy CTaTyTHOMY
GboH1 CTpaxOBUX CIMUIBHUX KOMMaHii 10 49% Ta migHIMalouu MIaHKY CTaTyTHOTO
bounny nns cnusibHoro mianpuemctsa 10 500 tucsu EKHO.

@DakTUYHO HA PUHKY YKpaiHU JiI0Th JIBA BUJU CTPAXOBUX KOMITAHIM:

a) KEeNTHUBHI — CTBOPEHI MIHICTEPCTBAMHU, BIJOMCTBaMH, MOTY>KHUMH
(1HAHCOBO-IPOMUCIIOBUMHU ~ COIO3aMH  JJIi  OOCIyrOBYBaHHsSI PHU3HMKIB CBOiX
IITPHEMCTB,;

0) CTBOpEeH1 Ha MPUBATHOMY KariTal, 0 (PYHKIIOHYIOTh Ha KOHKYPEHTHIH
OCHOBI.

3a macmTabamMu cBO€i poOOTH, OOCATOM BIAMOBITAIBHOCTI HeAEp KaBHI
CTpaxOBl KOMIIaHIi Ba)KKO MOPIBHIHI 3 OpraHi3alisiMid KOJIUIIHBOTO JlepxcTpaxy,
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eKOHOMIYHa 0a3a SKuX QopmyBasach BOPOAOBXK 70 pOKiB, 3aBASKH HOMY iX
IpeCTaBHULTBA OyJIO CTBOPEHO MIPAKTUYHO B YCIX HACEIEHUX MMyHKTaxX YKpaiHU.

Exercise 11. Write an essay suggesting your ideas on the following points.
1. Life insurance is an important source of personal security. Prove it.
2. Different types of insurance in our country.
3. Insurance companies must maintain a good public image. Prove it.

UNIT 10. NEGOTIATIONS

Key words and phrases

Negotiations IEPEeMOBHUHHU

To negotiate a contract YKJIaCTH KOHTPAKT
Negotiator YYaCHUK IIEPEMOBUH
Chief negotiator KEpIiBHHUK Jieierartii

To settle BUPIITYBAaTH, TOMOBIISITHCS
To carry on (to conduct, to hold) BECTH TICPEMOBUHHU
negotiations

Business meeting JiI0Ba 3yCTpiy

Read the text

Negotiation is an interaction of influences. Such interaction, for example,
include the process of resolving disputes, agreeing upon courses of action,
bargaining for individual or collective advantage, or crafting outcomes to satisfy
various interests. Negotiations is thus a form of alternative dispute resolution.

Negotiation involves two basic elements: the process and the substance. The
process refers to how the parties negotiate: the context of the negotiations, the
parties to the negotiations, the relationships among these parties, the
communication between these parties, the tactics used by the parties, and the
sequence and stages in which all of these play out. The Substance, however, refers
to what the parties negotiate over: the agenda, the issues, the options, and the
agreement(s) reached at the end.

A negotiation process can be divided into six steps in three phases:

Phase 1: Before the Negotiation

Step 1: Preparing and Planning: In this step, first you should determine what
you must have and what you are willing to give (bargaining chips). Gather facts
about the other party, learn about the other party’s negotiating style and anticipate
other side’s position and prioritize issues.

Phase 2: During the Negotiation
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Step 2: Setting the Tone: You should never speak first because the other
party might offer you more than you would have asked for.

Step 3: Exploring Underlying Needs: It is also important to listen for facts
and reasons behind other party’s position attentively and explore underlying needs
of the other party. If conflict exists, try to develop creative alternatives. If you are
in a difficult situation, don’t say anything. Take time out. Remember, you will not
give anything away if you don’t say anything.

Step 4: Selecting, Refining, and Crafting an Agreement: It is a step in which
both parties present the starting proposal. They should listen for new ideas, think
creatively to handle conflict and gain power and create cooperative environment.

Step 5: Reviewing and Recapping the Agreement: This is the step in which
both parties formalize agreement in a written contract or letter of intent.

Phase 3: After Negotiation

Step 6: Reviewing the Negotiation: Reviewing the negotiation helps one to
learn the lessons on how to achieve a better outcome. Therefore, one should take
the time to review each element and ask oneself, “what was going well?” and
“what could be improved next time”.

Briefly, negotiation is a process in which two or more parties try to reach a
satisfactory solution to a shared problem. To be more specific, it is a process where
the actors define their own obligations, costs, and benefits to achieve a common
result. Negotiation is a process of exchange (information, threats, favours, etc.)
that goes on until compromises beneficial for all parties involved start to become
apparent.

Exercise 1. Answer the following questions.
1. What does the term “negotiations” mean?
2. Name two basic elements of negotiations.
3. What is the objective of any negotiations?
4. What steps does a negotiation process include?
5. What step in a negotiation process is the most important one?

Exercise 2. Give the Ukrainian versions for:

resolving disputes, bargaining for advantage, agenda, issues, options,
agreement, negotiating style, needs, starting proposal, better outcome, process of
exchange the information, satisfactory solution.

Exercise 3. Give the English versions for:

NEPEMOBUHH, B3a€EMOJISl, CYNEPEUYKHU, TOCSITHYTH IOMOBIIEHOCTEH, CTHIIb
NEPEMOBHUH, MPOMO3HLIIi, 3a71aro)KyBaTi KOH(IIIKT, MTUCbMOBUNA KOHTPAKT, JIUCT
PO HaMipH, TOCATHYTH pe3ybTaTy, 0OMiH 1H(GOPMAIII€I0, CTATH SBHUM.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
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negotiations —
disputes —
agreements —
solution —

proposal —
bargaining —

party (in negotiations) —
business meeting —
contract —
objective —
benefits —

Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about Ukrainians business dealings.

1. When / of / Americans / Ukrainians, / making business decisions, / tend /
contracts and prices / to focus on / personal relationships. / comparing, / on the
other hand, / compare / the depth /

2. Most Ukrainians / are / with / friends. / prefer / people / to do business /
who / close /

3. For Americans, / is / the centre / sessions. / the contract / usually / piece of
/ negotiating /

For the Ukrainian, / often / the relationship / is / and / are / merely thought of / as
polite ceremonies, / and starting points / contracts and protocols / for further
negotiation. / the focal point, /

4. Because Ukrainians / have trouble / (or do not want to) / often / consider /
to be friends, / saying no, / their business partners / and will promise things / they
cannot / deliver. / Ukrainians business leaders /

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Meeting is an part of your work in business. They are held for
three main - 1) to carry out training, 2) to transmit information, 3) to solve
a problem.

Read the following and try to follow them in your life.

Before you call the meeting:
— decide if the meeting is the method of achieving the objective;
— put the objective in writing;
— collect all the information necessity;
— select items for discussion;
— anticipate difficulties, members and prepare documents and courses of
notion to overcome the difficulties expected;
— prepare the agendas with no more than 5 objectives.
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During the meeting:
— state the purpose of the meeting;
— outline the objectives it is hoped to achieve;
— do not impose your views on the group;
— direct toward the objectives;
— develop participation by contrasting different viewpoints;
— watch the clock and note of members who appear to be loosing interest;
— where opinion is divided a vote is to be taken.

After the meeting:
— the secretary of the meeting prepares “minutes”;
— minutes must be an account of the substance of the meeting. No
opinions, no discussions, no irrelevant talk. They should be ;
— minutes should follow the agenda of the meeting.

Reasons, recommendations, specific, best, accurate, essential, discussion,
awkward, reaction, brief

Exercise 7. Comment on the following.
“Necessity never made a good bargain”. (B. Franklin)
Exercise 8. Agree or disagree with the following statements.

Tips for better meeting:

1. Hold meetings early in the day and don’t allow phone calls to interrupt
the proceedings.

2. Pay particular attention to meeting; chairs should not be plastic-covered
but fabric-covered and firm.

3. If you know you are going to have a difficult person at the meeting, sit
that person on your fight or left. If this person is allowed to sit opposite you, the
meeting will often be split into two.

4. Get everyone to contribute to the discussion but don’t put people on the
spot by asking: “What do you think, Jane?”.

5. Place your watch on the table in front of you so that people can see you
are going to run to time; start on time; finish when you say you will.

6. Avoid letting people know what you think before they have made their
views known.

Exercise 9. Say what you have learned about:
1. anegotiation as an interaction of influences;
2. three phases of negotiations;
3. anegotiation as a process of six steps;
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4. rules of successful meetings;
5. Ukrainians business dealings.

Exercise 10 . Read and act the dialogue out.

Mr. White: Good afternoon, gentlemen. Mr. Black, glad to see you again.

Mr. Black: Good afternoon, Mr. White. Good afternoon, gentlemen.

Mr. White: Well, Mr. Black, let’s get down to our business.

Mr. Black: O.K. You are sure to get acquainted with our draft of the contract for
buying your equipment. We’d like to know whether you agree with all the clauses
of the contract. As soon as we make the final version of the contract we can sign it
and come to practical implementation.

Mr. White: | fully agree with you, Mr. Black. My experts and | have thoroughly
studied the clauses of the contract. Mr. Green, our sales manager, will speak about
our proposals as to come alterations.

Mr. Green: Thank you. Gentlemen, having analyzed the proposed draft contract
and taking into account our methods of work, I’d like to stress the following. First,
the price per unit of equipment also includes the price of all parts providing the
efficient functioning of the equipment, as it is pointed out in the appendix to the
contract. So the unit price will be $ 5,879 instead of $5,240, which changes the
total contract price respectively.

Mr. Black: (Looking through the catalogue and appendix): well, I think we are not
going to have any problems with this.

Mr. Grey (Buyer’s representative): I think the same, but I have a counter offer. As
you are so strict on the quality of your equipment, couldn’t you prolong the
guarantee period from 24 to 36 months?

Mr. Green: dear Mr. Grey, the matter is that the 24 months period is your
confirmed term. However, having analyzed all the data, we decided that we could
meet your requirement.

Mr. Grey: Thank you.

Mr. White: Are there any other points in the contract you’d like to clear up?

Mr. Black: No, I think we have settled all the points quite clearly.

Mr. Green: If we come across any problems later, we shall solve them there and
then.

Mr. Black: Fine. Then our contract may be prepared for signing. We’ll ask our
experts and lawyers to do it. I don’t think it will take them long to come up with it.

Mr. White: All right, let it be so.

Exercise 11. Write an essay suggesting your ideas on the following points.

1. Successful negotiations and their principles.
2. 'Your experience in carrying the negotiations or business meeting.
3. Main drawbacks of the meetings you’ve been present at.
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UNIT 11. CONTRACT

Key words and phrases

To conclude a contract YKJIaJIaTH KOHTPAKT
Buyer (purchaser, consumer) MOKYTICIIb, CIIOXKUBAY
Seller po/IaBelh

Goods TOBApH

Delivery OCTaYaHHs

Payment oruiata

Insurance CTpaxyBaHHS

Packing and Marking NaKyBaHHS 1 MApKyBaHHs
Arbitration apOiTpax

Disputes 0OrOBOPEHHS
Consent 3roja

Legal address IOpUINYHA aJipeca

Read the following text
CONTRACT Ne 012.008
Chicago 2006, July 24

The company Kline Corporation, Chicago, USA, represented by Mrs. J.P.
Kline, General Manager, hereinafter referred to as the “Seller”

and
the company Smith Ltd. Marketing, Reno, USA, represented by Mr. L.C. Parker,
Commerce Director, hereinafter referred to as the “Buyer”,
have concluded the present Contract to the effect that:

1. Subject of Contract

The Seller sells and the Buyer buys the goods indicated in the Specification
(Enclosure Nel), which is an integral part of this Contract. The goods should be
delivered in accordance with Terms of Delivery.

2. Prices and Total Sum of Contract

The price for the goods are in the US dollars as indicated in the Specification
amountto  $5 000 (five thousand) for each set.

The total sum is 130 497 (one hundred thirty thousand four hundred ninety
seven).

The prices as per this Contract have been fixed firmly and are not subject to
alteration

3. Terms of Delivery

3.1. Delivery of the goods shall be made CIF San-Francisco, International Airport.
The goods are delivered according to the terms printed in the Specification (see
Enclosure Nel) but not later then 20 days from the date signing of the Contract.

3.2. The representatives of the Buyer make the inspection of the delivered goods
before accepting them in respect of quality and quantity.

55




3.3. Partial deliveries are authorized.

4. Terms of Payment
The buyer is obliged to make payment in US dollars. 100 per cent value of
Contract is to be paid in advance to the Seller’s bank in 10 days from the date of
the Contract’s signing (as indicated in Enclosure Nel).
5. Insurance
The Seller shall insure goods to be delivered on CIF terms against usual transport
risks in accordance with the Insurance Agreement.

6. Guarantees

The Seller guarantees the quality of the delivered goods for 36 months from the
date of putting the equipment into operation.

If during the guarantee period the equipment proves to be defective, the Seller
at his cost eliminates defects within the shortest possible time or replaces the
defective equipment.

7. Packing and Marking
Each set of the goods shall be packed and marked according to the Buyer’s inquiry.
Marking Information is the following:

Name of the consignee;
Name of the consignor;
Contract Ne (Code);
Air way Bill No;

Gross Weight;

Net Weight;

Box No.

NogakowbdPE

8. Arbitration

All disputes and disagreements, which may arise due to this Contract or in
connection with it, shall be settled through friendly negotiations between the
parties. Disputes and disagreements that cannot be settled by parties through
negotiations are subject to settlement excluding the court in the federal Arbitration
of California State in accordance with the law in force.

The awards shall be final and binding upon both parties.

9. Other conditions

All amendments and alterations to this Contract are valid only in written form
and should be signed by both parties.

Upon signing this Contract, all preceding talks and correspondence on it lose
their force.

Neither party is entitled to transfer rights and obligations to any third party
without a written consent of the other contracting party.

The present Contract has been drawn up in 2 (two) copies; both copies having
equal rights.
9.5. Enclosure Nel Specifications on 2 (two) pages.

10. Legal addresses of the Parties
The Buyer: The Seller:
Company: Smith Ltd. Company: Kline  Corporation,
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Marketing, 2811, Pine Line

1867, Albert Road, Chicago, NY, 57348, USA
Reno, CA, 31137, USA Phone Ne

Phone Ne Fax Ne

Fax Ne Account Ne

Account Ne

Exercise 1. Answer the following questions.
1. Who is referred to as the “Seller” in this contract? What firm does he
represent?
. Who is the “Buyer”? What post does he hold?
. What is the subject of the contract?
. What is the price for each set of equipment? Can it be changed?
. When should the goods be delivered?
. When should the goods be insured and who is to do it?
. What should be done if the equipment proves to be defective?
. Who is to eliminate the defects?
. How should all disagreements be settled?

O©Ooo~NoolTh, Wi

Exercise 2. Give the Ukrainian for:

to conclude, delivery, price, signing of the Contract, dispute, award,
amendment, insurance, packing and marking, consignee, consignor, to transfer
rights and obligations, equal rights, enclosure, account.

Exercise 3. Give the English for:

MPOJIaBellb; MOKYIElb; MOCUIATUCA HA; KUIBKICTh 1 SIKICTh; 3arajbHa CyMa;
JIOCTaBKa TOBApiB; IMiJIMKACYBAaTH KOHTPAKT; YKIAJAaTH KOHTPAKT; TPEICTaBHHUK
bipMu; TIATUTH Hamepel; JO0JIaTOK; CTpaXxyBaHHs TOBapy; 3BUYAWHUN PHU3UK;
npoJaBellb ycyBae AedeKTH; 3aMIHATH; HAWKOPOTIIMA TEPMiH; TMaKyBaHHS 1
MapKyBaHHS; pO301’KHOCTI; IIIJITXOM IEPEroBOpPiB; MUCHMOBA 3r0/1a.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

contract —

legal agreements —

to sign a contract —

buyer —

seller —

goods —

delivery —

insurance —

arbitration —

dispute —
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Exercise 5. Make these sentences complete (Don 't use the contract given above).
1. The price were ...
2. The goods should be delivered not later ...
3. Before accepting the goods the representatives of the Buyer ...
4. The goods should be insured against ...
5. Disputes that cannot be settled by parties ...

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

There are many exciting and challenging sectors in the world of business,
such as marketing, accounting, and computers, but possibly none is quite so
intriguing as the part that involves business law. Much of business law
with business transactions and the contracts that accompany them.

A contract is a binding agreement between two or more parties. The word
“parties” to the people or organizations involved in the contract. Most
consumers thousands of contracts in their lifetime. You will probably
be involved in at least one today. For example, did you ride on the bus or subway
to school this morning? Or did you purchase something in the cafeteria today? If
you did, then you In a contract.

You may have noticed from the examples that not all contracts are written
on paper. Actually, there are three different types of legal agreements: implied
contracts, which develop from certain actions that a person takes, such as getting
on a bus; oral contracts, which are spoken agreements; and written contracts,
which contain the details of the transaction and the signatures of the parties.

For a contract to be valid or enforceable in court, certain conditions must

present. There must be mutual agreement between the parties. There
must be consideration involved in the transaction (each side gives up something of
monetary value). All parties must be mentally competent and be able to understand
the implications of the contract, and none must be a minor. The contract must not
involve anything illegal. Certain contracts such as real estate deals and agreements
lasting longer than one year must be in writing.

When one party to fulfill any part of the contract, a breach of
contract has occurred. When this , the other party is freed from all or
part of the obligations under the contract.

People considering the purchase of a house or property should
legal advice from a lawyer. A lawyer’s research may prevent the buyer from being
involved in hidden costs, such as unpaid taxes, mortgages, or unpaid repair bills.

Most consumer transactions in retail stores are covered by the Sale of Goods
Act. Those set of laws requires that three conditions exist before such transactions
can to court. There must be written evidence of the sale; part of the
transaction must have already occurred; and value of the item must be above a
certain amount, depending on the province.

Most major department stores, however, offer to handle product returns of
any amount as long as the customer can produce the bill of sale and any
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manufacturer’s warranty that might have come with the product. This customer

policy because the store management wants good public relations
rather than because the law the stores to accept the returns.
Most labour agreements as master and servant relationships,

in which the employer, the master, defines and directs the work that the employee,
the servant, is expected to do. Civil court cases, over the years, have established
basic guidelines that outline the duties of both parties. Government statutes and
collective agreements often further define the relationship, depending on the group
involved.

to be concerned, to be defined, to refer, to make, to exist, to enforce, to seek, to be
brought, to be involved, to be, to fail, to happen

Exercise 7. List each of the following transactions and, beside each, state whether
it represents an implied, oral, or written contract.

* Taking a bus

Purchasing clothing on credit. Alterations are required.

Buying a house.

Bidding at an auction.

Buying a magazine at a variety store.

Purchasing life insurance.

Getting a bank loan.

Purchasing a bicycle from a neighbour.

* % % % ok ok ok

Exercise 8. Agree or disagree with the following statements.
1. Contract is legally binding agreement between two or more parties.
2. It is essential that the parties to a contract have legal capacity (power) and
freedom of contract.
3. Legal contract is one that is for a purpose which is an offence against the
law, or against the national interest.
Oral contracts are spoken agreements.
Written contracts contain the details of the transaction and the signatures of
the parties.
6. Insurance — practice of sharing among many persons risks to life or
property, but contract mustn’t be insured as a rule.
7. Disputes are strong disagreements which are tried in court.
8. It’s not necessary for all parties to be mentally competent and be able to
understand the implications of the contract.
9. A buyer is a person who purchases something.
10.A seller is a vendor.

o b

Exercise 9. Say what you have learned about:
1. Implied contracts, oral and written contracts.
2. The composition of a written contract.
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3. Ways of solving problems concerning different disagreements in contracts.

Exercise 10. Give a free translation of the following text.

KoHTpakT — ropuandyHo 00OB’S3KOBa yroja MK JBoMma abo KiJbKOoMa
oco0aMH, B SKiM BH3HAYAIOTHCS IMEBHI €KOHOMIYHI Jii (MocTavaHHS 1 MpUAOaHHS
TOBapiB, BUKOHAHHS pOOIT Ta iH.) 300Ky YYaCHHKIB 1 BIAMOBITAIBHICTH 3a iX
BUKOHAHHS. KOHTpakTOM BBaXKA€ThCS TaKOXK 0cCOOIMBa Qopma TpPYyJI0BOIO
JIOTOBOPY, 3a SIKMM HalMalOTh MpPAaIiBHUKIB JIep:KaBHI, OPEHIHI, KOOMEpaTHUBHI
MIMPUEMCTBA Ta B 1HII OpTaHi3ailii # yCTaHOBH.

OCHOBHUMHU €JIEMEHTaMH KOHTPAKTy € HOro mpeaMer, Oa3uCHI yMOBU
MoCTayaHHs TOBapiB ab0 BUKOHAHHS POOIT YW HaJAHHS MOCIYT, KUIBKICTh Ta
SKICTh TOBapiB TOIIO, YIAKOBKA Ta MApKyBaHHS TOBApIiB, I[IHU 1 YMOBU KOHTPAKTY,
YMOBH OILIaTH, CTPAXyBaHHS.

[cHYIOTH Taki BUJIM KOHTPAKTIB:

1)  rapaHTifiHi (HaZaeThCS TapaHTis Ha HaJaHHS IOCIYr YIPOJIOBK

nepiogy Moro Jii);

2)  3B’s3aHi (yroma mpoaaxky TOBapiB 3a00pOHSE YKJIaJaTH aHAJOTIvHI

YTOJH 3 IHIIMMHU NAPTHEPAMH);
3)  Ha TepMiH (ITOCTa4aHHS TOBAPIB y MEBHIN KUIBKOCTI B 0OYMOBJICHHIA
TE€pMiH y MaliOyTHROMY TOIIIO).

Exercise 11. Write an essay on one of the following topics.

1. Compare the process of solving problems with a contract through friendly
negotiations and in the Arbitration Court. What would you prefer to do to settle the
disputes and disagreements between the parties of a contract?

2. Pros and cons of written and oral contracts.

3. The main principles of successful agreements while signing the contract.

UNIT 12. MONEY

Key words and phrases

Money

rpoull, MIATHKHUN 3ac10

Coin

MOHCTAa

Paper bills, bank-notes

OAHKHOTH

Money market

TPOIIOBUI, BAJTIOTHUN PUHOK

Money order

I'POIIOBUH ITIEPEKA3

Cash (ready) money

TOTIBKOBI PO

Pocket money

KHUILIEHbKOBI TPOIIII

Checking account money

Ipollli HAa PaXyHKY

Active money

001roBi rpormri

Bogus money

(anpuInBi rpoi

Currency

BaJIloTa

Exchange rate

Kypc 0OMiHy
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Payment TJIaTIK.

Medium 3acio

Legal tender oiriitHuIA MIaTKHUN 3aci0

Read the following text

In songs and popular language “money” stands for many things. It’s a
symbol of success, it’s a source of crime, and it makes the world go round.

Money is anything that generally accepted by people in exchange for the
things they sell or the work they do. Gold and silver were once the most common
forms of money. But today money consists mainly of paper bills, coins made of
various metals, and checking account deposits.

Each country has its own basic unit of money. The money in use in a
country is called its currency.

Money has three main uses. First, and the most important, it is a medium of
exchange — that is, something people will accept for their goods or services.
Without a medium of exchange, people would have to trade their goods or services
directly for other goods or services. Such trading called barter can take much time.
A modern industrialized country could not function without a medium of
exchange. To be an efficient medium of exchange, money should be divisible (for
small transactions), have a high value-to-weight ratio (to make it easy to carry
about), be readily acceptable, and not easily counterfeited.

A second use of money is that it serves as a measure of value. People state
the price of goods and services in terms of money. In principle, any commodity
can serve as a unit of account. It used to be pieces of metal, fruits or vegetables for
barter, animals’ bones etc. In modern times, paper money is taken a measure of
value. For example, in the United States people use dollars to specify price, just as
they use hours to express time and miles of kilometers to measure distance.

Normally, the same item serves as the measure of value and the medium of
exchange: the dollar in the USA; the yen in Japan; the euro in Europe. In abnormal
times, however, however, societies divorce the two functions of money, often
unofficially. For example, although the hryvnia is the measure of value in Ukraine,
some Ukrainians use foreign currencies, such as the dollar and the euro, as the
unofficial medium of exchange. Many Ukrainians, without access to foreign
currencies, resort to barter. Invariably, the reason for the divorce of the medium of
exchange from the measure of value is a deterioration of the currency as a store of
value, which takes us to the third function of money.

Money also functions as means of credit and a store of value, for which
purposes its value must remain stable. People can save money and then use it to
make purchases in the future. Other stores of wealth include gold, jewels,
paintings, real estate, and stocks and bonds. Any object or substance that serves as
a medium of exchange, a unit of account, and a store of value is money.

Exercise 1. Answer the following questions.
1. What is money?
2. What are the main characteristics of money?
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3. What functions must money perform?

4. Why is money used as a medium of exchange?

5. Why does money serve as a measure of value?

6. Why can money be characterized as a store of value?

Exercise 2. Give the Ukrainian for:

paper bills, coins, account deposits, currency, medium of exchange, goods or
services, barter , measure of value, store of value, means of credit, gold, jewels,
paintings, real estate, stocks and bonds.

Exercise 3. Give the English for:

CMMBOJI yCIiXy, rpolm, oOOMIH peued, 30JI0TO, Cpi0JI0, MOHETH,
3aCTOCYBaHHs, 3aci0 miarexy, 3acid oOMiHY, MPOAYKIis, MOCIAYTH, OapTep, LIHU
HAa TOBapu Ta TOCIYTd, IOBENIPHI NPHUKPAcH, HEPYXOMICTh, oOJjiraiii, 3aciod
320114/ )KEHHSI.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

money —

paper bills —

currency —

medium of exchange —

barter —

measure of value —

store of value —

wealth —

value —

bribery —

fraud —

money laundering —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about money.

1. Money / used / to purchase / goods / is / by / anything / a society / services
/ resources / or.

2. A bank / that / with / and / other / financial / is / an institution / deals /
services / money / provides.

3. The money / is / that / is /pay / e.g. / paid for / to a school or a lawyer,/
called / you / the money / for services, / a journey / a fare / usually / a fee or fees.

4. Sometimes / lend /a bank loan / the bank / money, / that is / may / you

5. For / to have value, / certain / must be easy / and / must be trusted / it /
must perform / to use / it/ money / functions / it .

62



Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Money one of man’s greatest inventions and the fact that all but the
least developed of human societies use money indicates that it is an essential tool
of civilization. The first coins may during the 600’s B.C. in Lydia, a
country in what is now western Turkey. The coins were bean-shaped lumps of
electrum, a natural mixture of gold and silver. The coins a stamped design
to show that the King of Lydia guaranteed them to be of uniform value. The
designs people the trouble of weighing each coin to determine its value.
Traders these coins instead of cattle, cloth, gold dust, or other goods
as a medium of exchange. Other countries the advantages of the Lydian
coins and to make their own coins.Many historians believe that coins
___also independently in ancient Chine and in India. At first, the
Chinese knives, spades, and other metal tools as medium of exchange. As
early as 1100 B.C., they began to use miniature bronze tools instead of real ones.
In time, the little tools Into coins.

To be, to be made, to have, to save, to see, to begin, to be invented, to use,
to develop.

Exercise 7. Comment on the following.
Money spent on the brain, is never spent in vain (proverb).

Exercise 8. Agree or disagree with the following statements.

1. A barter system is a system of exchange in which goods or services are
traded directly for other goods and services.

2. Primitive societies use the barter system to exchange goods and services.

3. Whale’s teeth were once used as a medium of exchange.

4. Money is a common denominator that is used to compare products for
purchase.

5. Spending money on a new car is an example of how money services are a
store of value.

6. When money retains its value over time, it has stability.

7. Exchanging goods for goods is called a measure of value.

8. Governments spend taxpayers’ money.

9. Wealth is a large amount of money, goods or property.

10. The most commonly used objects of payment are metal coins and paper
bills.

Exercise 9. Say what you have learned about
Money as a medium of exchange.
Money as a measure of value.

Money as a store of value.

Barter as a system of exchange.
Money as a symbol of success.

OO E
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Exercise 10. Give a free translation of the following text.

I'pomri — ocobnuBuit TOBap, SKUM € 3arajJlbHUM €KBIBAJICHTOM IIPU OOMIHI
TOBapiB, iIXHHOIO (OPMOIO BapTOCTi. ['polli BHHHMKAIOTH 13 CYyCHUIBHUM MOJIJIOM
mpami ¥ HEOOXIAHICTIO PEryaspHOro OOMiIHY MIX TOBApOBHUPOOHHUKAMH, SK1
BUPOOJISIIOTh MPOAYKTH s oOMiHy. IlocTymoBo 3 ychoro po3mMaiTTs TOBapiB
BUOKPEMITIOETHCA OCOONMMBUI TOBap, 10 HaOyBae pHUC 3arajJlbHOTO €KBIBaJCHTA.
Bei iHmn ToBapu — BHpaXkarOTh Y HBOMY CBOIO BapTICTh, LIO0 Ja€ 3MOTY
MOPIBHIOBATH iX MK CO0OIO.

I'porri BUpakaroTh BUTpATH CYCHIJILHO HEOOX1IHOI Mpailli, BTIJICHOT B TOBapI,
1 3aBJIIKH 1IbOMY 3a0€3MeUy€eThCsl iX OOMIHIOBAHICTh Ha BC1 1HIIN TOBapHu. Y JaBHIX
IPEKIB 3araJilbHUM €KBIBAJIGHTOM Oyjia Xyn00a, y CKaHIWHABCHKUX HApOIIB —
xyTpo 1 wkipu, y KuiBcekiii Pyci — xyrpa Ouok. ¥ IX-XI cr. 25 mkipok 0110k
nopiBHIOBaIM OoAHIN rpuBHI, a y XII ct. 1 rpuBHa Oyna ekBiBasieHToM 50
ONMHULIAM XyTpa Oinok. Has3Ba ykpaiHChbKOI BadIOTH, TPUBHI, MOXOIUThH BIJ
MpPUKpacH 13 30J0Ta yu cpibaa neBHoi Baru (10 200r). 3 Toro yacy rpuBHs craja
O3HAYaTH 1 MaciITad 1iH B YKpaiHi.

Exercise 11. Write an essay on one of the following topics.
1. My understanding of three functions of money.

2. Financial barriers as a confronting factor of communication among people.
3. If T possessed a large sum of money, I would ...

UNIT 13. ADVERTISING

Key words and phrases

Advertising peKJIaMHa CIipaBa; peKiiaMa; peKIaMyBaHHs

Target customer IIJTbOBUH CIIOKMBAY

Account B MPaKTHI peKIaMHUX areHin
3araJbHOBM3HAHA Ha3Ba KOHTPAKTYy MIiXK
KJII€HTOM, SIKAMM IUIATUTh 3a 3O1MCHEHHS
npodeciitHol MOCTyTH, Ta areHIi€0

Advertising campaign pEeKJIaMHa KOMITaHis

Allocate pO3MIIIaTH (xarmmitan); ACUTHYBATH,
OPUALUIATH

Brief crpaBa; KOPOTKUI BUKJIA]

Message TTOBIJIOMJICHHS, ITOCTIAaHHS

Advertisement (advert, ad) peKIIaMa; OTOJIONICHHS

Advertising media 3ac00M PO3MOBCIOKEHHS PEKJIAMHU

Broadcasting TPAHCIISLIS

Leaflet JIMCTIBKA, HEBEJIMKA TOHEHbKa Opolypa

Display 10Ka3, IEMOHCTpAIlisl; BUCTAaBKa

Display (advertising) UTIOCTpaTHBHA (peKiiama)

Poster adima; niakar; OroJIOMeHHs
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Hoarding (BrE) / billboard (AmE) IIMT, JOIIKA JJIsS HAKJICIOBAHHS OrOJIOIICHb,
adin, rmiakaTiB TOIIO

Point of sale MICIIE 3IHCHEHHS MTPOAXKY

Trade fair TOPrOBUI APMapOK

Word-of-mouth (advertising) yCcHa (peKiama)

Corporate advertising pexiama GipMu

Brand image IM1JK TOPTOBOi MapKH

Public relations (PR) expert SKCIIEPT 3 MUTaHb OpPraHi3allii IPoOMaChKO1
TYMKH

Publicity na0JIiCUTI; peKJIaMHa MyOIIYHICTh

Read the following text

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

Advertising is often designed and managed by advertising agencies.

Large companies usually use advertising agencies to promote their products
and the company’s image to the target customers.

The account is the contract between the client company and the agency to
develop an advertising campaign. The client allocates a budget, an amount of
money, to the task. The agency and the client then discuss the brief, which is a
statement of the client’s objectives, as well as the message the company wishes to
communicate to the consumers.

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

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

Corporate advertising is not concerned with increasing sales of a particular
product or service. Its aim is to present to the public the brand image.

Don’t forget about promotion. Promotion covers the variety of techniques
used to communicate with customers and potential customers — and this is where
advertising comes in. Along with personal selling, public relations, and sales
promotion, advertising is one of the four main categories of promotion. Public
relations (PR) experts organize activities which generate positive publicity for
companies. Personal selling is face-to-face sales contact in which a salesperson
tries to persuade someone to buy a product; it plays a big role in major purchases
such as automobiles and airplanes. Public relations are the relationship between a
business and the media, including press conferences to announce political
candidacies, media announcements to support fundraising events, and press
releases to bolster a company’s image. Sales promotion is increasingly important
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for many organizations today; coupons and rebates are just two sales promotion
techniques that advertisers use to reach customers. And, of course, advertising is
the non personal communication of information about products to customers.

Exercise 1. Answer the following questions.

What is advertising? What is its aim?

Who is advertising managed by?

What do large companies use advertising agencies for?

What do we call a statement of the clients’ objectives?

What does an advertising campaign consist of?

What do the most common types of advertising media include?
What is the aim of corporate advertising?

What do public relations experts do?

O~NOOOhwDE

Exercise 2. Give the Ukrainian versions for:

advertisement, information, persuasion, management, promotion, development,
allocation, discussion, statement, communication, agreement, corporate
advertising, public relations, brand, image, trade fairs, public relations, advertising
agencies, flyer, statement, communicate, media.

Exercise 3. Give the English versions for:

rOJIOBHI METO/M CIIPUSIHHA Y IPOJAXy TOBapy, IHPOpMyBaTH CIOKKUBAya,
pekJiaMa, peKjiaMHa areHuisl, HUTbOBUM CIIOKUBAY, PO3POOUTH PEKIAMHY
KaMIIaHii0, TOBIIOMJISITH CIIOXKHKBaya, po3MnovyaTu poOoTy, 3aco00u
PO3MOBCIOJIKEHHS PEKJIaMu, TOPTOBHI SIpMapoK, YCHA peKJiaMa, LTFOCTpaTUBHA
pekiiama, pexkinama QpipMu, eKCepT 3 MUTaHb OpraHizallii rpoOMaJICbKoi TyMKH,
30UTBIITYBAaTH MPOJIAK.
Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
main —

amount —

vehicle —

start —

allocate —

contract —

inform —

advertise —

word-of-mouth —

advertising campaign —

Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about “Advertising”.
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1. all / the growth / in / advertising / of / countries / is / for / essential /
prosperity.

2. 1s / of / advertising / promotion / of / one / methods / the main.

3. the biggest / in / agency / my / of / Ukraine / for / friend / one / works /
advertising.

4. but / of / an expensive / is / promotion / television / method / effective /
advertising.

5. have / started / already / we / the campaign / advertising.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

Within the broad category of are four distinct classifications.

targets people who buy or use the materials and services needed to
conduct business or to manufacture other products. targets intermediaries
such as wholesalers and retailers who buy goods for resale to customers.

Most trade advertising is placed who want to distribute their
goods or services. Is directed toward licensed professional practitioners
such as lawyers, accountants, doctors, dentists and engineers. This category of
advertising may be used professionals to buy a particular product
useful in their work.

They can also that product to their clients.

Another category of business advertising targets the
is used to sell products such as tractors or insecticides (mecturumn).

recommend, trade advertising, professional advertising, agricultural advertising,
business advertising, to persuade, by producers, industrial advertising, agricultural
industry

Exercise 7. Comment on the following:
“Doing business without advertising is like winking at a girl in the dark. You
know what you are doing, but nobody else does.” (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. Advertising is the process of client’s wants and goods promotion.

2. Advertising is developed or delivered in a vacuum.

3. Marketers have to analyze advertising environment.

4. Advertising is one element — key-element — in the process of marketing.

5. Business advertising sometimes appears in consumer- or oriented media
such as television or newspapers.

6. Advertising can be used to promote some products or services.

7. Advertising agency is an organization that creates advertising material for
its clients.

8. The most common type of advertising media includes broadcasting, press,
printed material etc.
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9. Public relations experts don’t organize activities which generate publicity
for companies.
10. It is possible to do business without advertising.

Exercise 9. Say what you have learned about:
1. the main methods of promotion;
2. product advertising;
3. advertising agencies and advertising campaigns;
4. corporate advertising;
5. different types of business advertising.

Exercise 10. Give a free translation of the following text.

Peknama — BIOKpUTE MOBIIOMJIEHHS, apECOBAHE MOTEHIIMHUM MOKYIILISIM,
CIOKMBa4YaM TOBapiB 1 MOCIYT, MPO IXHIO SIKICTb, MEPEBarv, a TaKOX 3acCiIyTH
bipMu, KoMmmaHii 4Yd KOHKpETHOI JoauHU. Peknama icHye y Qopmi okpemmux
BUJIaHb (TIPOCTIEKTH, KaTaJOTH, JUCTIBKHU, IJIAKaTH), NEPIOJIUYHUX BUAAHb (CTATTI
B raserax, >KypHajaxX, OrOJIOIIEHHS, BKJAJKH), KiHO-, Teje-, pajio Marepiais,
MNPSIMUX MOIITOBUX MOBIOMJIEHD Ta 1H.

PexnamMa € OJHI€I0 3 BaXKIMBUX CKIAJOBMX MapKeTHHTy. 1i JIi€BicTb
3aJIEKUTh BIJ  IUIECIPSIMOBAHOCTI, BIYYHOCTI, BpaxyBaHHS OCOOJMBOCTEN
npeaMeTa pekjiaMu Ta i CloKUBaviB (PEKJIaMHOT ayIUTOPIi).

HaiinieBimoro BBakaeThbcst po3poOKa peKJIaMHOI KaMIaHii, TOOTO KOMIUIEKCY
PETENBbHO CIUIAHOBAHUX 3aXO/IB, SIK1 3/IIMCHIOIOTHCS BIIPOJIOBXK MEBHOTO MEPIoy B
OKPEMHX PErioHax 100 MEeBHUX BUJIIB TOBAPIB 1 MOCIYT.

Exercise 11. Write an essay suggesting your ideas on the following points.
1)  The best and the worst adverts in Ukraine at the moment.

2)  What do you think: advertising agencies should or shouldn’t do?
3) Our world would (wouldn’t) be better without advertising.

UNIT 14. TAXATION

Key words and phrases

Tax (direct, indirect) nojaTok (0e3mnocepeiHii, HenpsIMuil )

Taxation OTOJIATKYBAHHSI

Expenditure BHJIATKY, BUTPATH

Income tax MO/IATOK HA MPUOYTOK

Earnings 3ap00ITOK, HAIXOKEHHS, JOXIi]I,
npuOyTOK

Legal entity IopuInYHa ocoba

Fiscal revenue OFOKETHI HAAXOIKEHHS

Tax rate CTaBKa MOJIATKy

Sales tax MOJaTOK 3 000POTY

Excise duty aKIM3HAN T0JITATOK
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To levy a tax (on), to assess a tax 00KJ1a/1aTH MTOJATKOM

Value added tax II0JIATOK Ha JI0JIaHy BapTICTh

To exempt from a tax 3BIJILHUTH BiJ] OTIOJIATKyBaHHS

To collect taxes CTSTYBATH TOJATKH

Taxable income JOX1]I, IO MiJJIATAa€E OMOIATKYBAaHHIO
Tax deductions BiJJpaxyBaHHS IMO/IATKIB

Single tax €JIMHUN TTI0IATOK

Read the following text

In poetry, spring is a time when a young person’s fancy turns to thoughts of
love. But in economics, spring is much less romantic period. It is the season when
millions of people in many countries begin to sort their previous year’s income and
expense records — the first step in determining their personal income tax.

In calculating this tax, you are allowed to take specific types of deductions
and exemptions. Some deductions that may be made (within limits) from your
income are donations to your alma mater and to various non-profit organizations.

The amount of income tax you must pay at a given income level depends on
several things. These include whether you are single or married and what the
particular tax rates happen to be at the time. The rates are usually revised by the
government every few years.

Taxation is used to finance government expenditure. It represents a transfer
individuals, groups and organizations to the government.

Tax is money compulsory levied by the state or local authorities on individuals,
property, or businesses. In modern economies taxes are the most important source of
government revenues. Taxes can be levied and classified in many ways. In many
countries there are three principal types of taxes:

Taxes on income (personal income taxes and corporate income taxes);

Taxes on wealth (property taxes; death and gift taxes);

Taxes on activities (sales and excise taxes; social security taxes).

Because the power to tax is so weighty a matter, economists have developed
several broad standards for judging the merits of a tax:

1 .Equity. Tax burdens should be distributed justly.

2.Efficiency, Stability, and Growth. A tax should contribute toward improving

resource allocation, economic stabilization, and growth in the total output of

goods and services.

3.Enforceability. A tax should be adequate for its purpose and acceptable to
the public, or else it will be impossible to enforce.

Taxes are considered to have three functions:

(a) fiscal or budgetary, to cover government expenditure, to provide the
public authorities with the revenue required for meeting the cost of defence, social
services, interest payment on the national debt, municipal services, etc.;

(b) economic, to give effect to economic policy, to promote stable economic
growth, to influence the rate of economic growth of the nation;

(c) social, to increase the economic welfare of the community, to lessen
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inequalities in the distribution of income and wealth.

Businesses and individuals are subject to many forms of taxes. The various
forms of business are not taxed equally. The tax situation is simplest for
proprietorships and partnerships; corporations or companies are treated differently.

Exercise 1. Answer the following questions.
1. What is taxation used for?
2. How can taxes be classified?
3. What is tax?
4. What are the main function of taxation?
5. What are the principal types of taxes?

Exercise 2. Give the Ukrainian for:

tax, taxation, taxes on income, taxes on wealth, taxes on activities,
government revenues, fiscal or budgetary functions, economic welfare, to promote
economic growth, proprietorships, partnerships, corporations.

Exercise 3. Give the English for:
OMOJATKyBaHHsI, MOJATKW, OMOJATKOBYBAHMM J10X1Jl, MOJATKOBa (YHKIIiA,
100po0yT, cTabUIbHUIM €KOHOMIYHUN PICT, PO3PaxXOBYBaTH OOCSIT MOAATKy, 0e3

0OM€K€Hb, BUTPATH.
Compose your own sentences to show that you understand the meaning of the

words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

taxation —

income tax —

legal entity —

fiscal revenue —

tax rate —

sales tax —

excise duty —

to assess a tax —

to exempt from a tax —

to collect taxes —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about taxation.
1. Taxation / income / from / groups / organizations / the government /
represents / a transfer / individuals, / of / and / to.
2. Income / at source / tax / collected / usually / is.
3. Profitable / are / alike / unprofitable / and / firms / taxed.
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4. Basically / can / taxes / indirect / any / be divided / tax system / into / direct /
and.
5. The/ (VAT) /tax /is/ value-added / best / kind / sales / of / known / tax.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Ukraine’s tax system is undergoing , which are expected to be
completed when a new tax code is introduced. A major reform of the tax system
was undertaken in 1997. The reform aimed at increasing government revenues by
reducing the number of special tax exemptions and simplifying and streamlining
compliance procedures. At the time of writing, the and compulsory
payments in Ukraine were as follows:

* corporate profits tax (a uniform tax at the rate of 30 % applies to
taxable profits earned by entities and permanent establishments of
foreign companies);

* personal income tax (is levied at a number of marginal rates up to a
maximum of 40 %. Employers are required to deduct personal income tax and state
pension and social security charges from employees’ and pay them
to the state authorities);

* value added tax ( AT, is charged as percentage of the selling price of an

article and commodity, is added to the as output tax at each stage of
production and distribution);
* payroll tax (is based on gross salary and to the Pension Fund, the

Social Security Fund, the Employment Insurance Fund);

* excise tax (is applied to certain goods imported into, or produced in,
Ukraine. The list of includes alcoholic, beverages, beer, tobacco, cars,
petrol, diesel fuel and jewellery);

* land tax (is paid monthly by the owners or users of land only);

* tax on owners of motor vehicles (is paid by legal entities and

individuals that own registered in Ukraine);
* import duties (is charged for the purpose of raising money, or protecting
industry against foreign )

Other taxes and charges include stamp duty, royalties on oil and gas
extraction, charges for the exploitation of natural resources and environmental
pollution, and charges for patents. In addition, there are 16 different local
taxes that may be levied at the discretion of the local authorities.

principal taxes, excisable goods, competition, wages and salaries, reforms, is paid,
resident, invoice, motor vehicles, retail trade

Exercise 7. Comment on the following.
He who pays the taxes sleeps better.

Exercise 8. Read and try to reproduce the following dialogue.
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A: Have you been notified that your company will be found for not having
paid the tax?

B: Yes, we have. But we’re going to fine an appeal.

A: But what are the grounds? Your company has heavy tax liabilities. We
regard it is an attempt to dodge the tax. Even if you find somebody who helps you
in the Fiscal Administration, we’ll not cut down the tax. Nobody should be
exempted from taxation.

B:  We cannot agree with it. We’re being overtaxed. We’ve consulted a
specialist on taxation and he says it’s a violation of the tax legislation. We’re
acting in accordance with the regulations.

A:  We are sure every taxpayer should get acquainted with the tax
legislation in force. But believe us your taxation is not expropriatory!

B: We have a right to check it. See you in court.

A: No problem. This is your choice.

Exercise 9. Say what you have learned about:
1. Principal types of taxation.
2. Basic functions of taxation.
3. Standards for judging the merits of a tax.
4. Compulsory taxes and payments in Ukraine.
5. Tax form.

Exercise 10. Give a free translation of the following text.

[logatkoBa pnekinapariss (tax form) - JOKyMEHT, Ha OCHOBI $KOTO
OOYHUCITIOETHCSA OCOOMCTUI MOAOXIAHUIN nogaTok. BoHa MicTuTh 1H(OpMalio npo
JIOXOAM, OTPUMaH1 IUIATHUKAMU TMOJATKIB 3 YCIX JKEpesn 3a NEBHUN Mepiof, sK
npaBwiio, 3a pik. Y CIIIA, manpukiaa, mojgaTKoBa JAeKJapallis MICTUTh Taki
OCHOBHI BIJJOMOCTI: 1) ajpeca miaTHUKA MOAATKIB; 2) HOMEp IJIaTHUKA MOJATKIB y
CUCTEMI JIep>KaBHOTO COINIAIBHOTO CTpaxyBaHHS;, 3) BHUA 3aHATh, Npodecis;
4) ciMeiHu# CcTaH; 5) KUIbKICTh YTPUMAHIIB; 6) BiK; 7) CyMa CYKYITHOTO JOXOY,
OTPUMAHOTO 3 YCIX JKEpel: 3apo0iTHA TiaTa CIIyKOOBIIIB, OTPUMaHI BiJCOTKH,
MIIIPUEMHUIIBKANA JTOX1J, JOXOJM BiJ KamiTaly Ta WOro MPUPOCTY, TMEHCII,
BUTLIATH 3 (DOHJIB COILIAIBHOTO CTpaxyBaHHA (depe3 0e3poOiTTs, XBOpOOy TOIIIO);
8) MoaTKOBI MIJIBI'M: HEOMOAATKOBAHUHN MIHIMYM, CTaHJapTHA 3HUKKA, MUIBTU JIJIs
MIANPUEMINB; 9) onongaTkoByBaHuU aoxia; 10) mianmuc miaaTHUKaA nojatkis; 11)
narta 3arnoBHeHHs. [lepen mianmucoM 1 1aToro 3a3Ha4yar0Th JOCTOBIPHICTh 1 TOBHOTY
iHopMmalii. Y mogaTkoBiil Aekiapallii € momnepeIKeHHs IS TIaTHUKA MOAaTKIB,
0 B pa3l HE JOCTOBIPHOCTI i1H(opmamii BiH MAJIATaE€ TNEPECHilyBaHHIO B
CYJIOBOMY TOPSIIKY.

VYpsaa Ykpainu npojekiiapyBaB HEOOX1THICTh BIPOBAKEHHS MOJATKOBUX
neknapariii me y 1994, onnak mei BakiauBHiA 3aci0 (bopMyBaHHﬂ CITpaBE U BOI
MOJJATKOBOI CHUCTEMH BTUTIOETHCS B JKUTTS MOBUIBHO, 1 Ha moyaTtky 1995
MIONIUPIOBABCA 37OUTBIIOT0 HAa KEPIBHUKIB MIANPUEMCTB, YCTAHOB, CTPYKTYpPH
Biaau. Y 2000 mogaTkoBi Jekapaiiii 3aroBHUIN MPUOIN3HO 2 MIIH. 0Ci0
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Exercise 11. Write an essay on one of the following topics.
1. My understanding of functions of taxation.
2. Taxes as a confronting factor between society and people.
3. If I possessed a large sum of money, I would (wouldn’t) pay taxes,
because ...

UNIT 15. TRADE

Key words and phrases

Trade TOPT1BIISA, TATY3b TOPTIBIIl, TOPTOBEJIbHI
KoJia, amep. OOMIH

Home trade BHYTPIIIHS TOPT1BJIS

Foreign trade 30BHIIIHS TOPTIBIIS

Ilicit trade KOHTpaOaH/THA TOPTIBIIS

Business trade KOMepIliiiHa JisUTbHICTh

Buying MOKYIIKA, ITPOIIEC KYIIBJI (TOBApY)

Selling PO

Sale PO3MIPOTAK

Wholesaling TYPTOBHI TTPOJIaXK

Retailing PO3ApIOHMI TPOJAXK

To sell NpOJ/IaBaTh

To buy KyITyBaTH

Purchaser (buyer, consumer) MOKYTICIb, CIIOKUBAY

Seller IIPOJIaBeIlb

Benefit nepesara, mpuOyTOK

Balance of trade TOPTOBHIA OaslaHC

Read the following text

Trade is the willing exchange of goods, services, or both. Trade is also
called commerce. A mechanism that allows trade is called a market. The original
form of trade was barter, the direct exchange of goods and services. Modern
traders instead generally negotiate through a medium of exchange, such as money.
As a result, buying can be separated from selling, or earning. The invention of
money (and later credit, paper money and non-physical money) greatly simplified
and promoted trade. Trade between two traders is called bilateral trade, while trade
between more than two traders is called miltilateral trade.

Trade exists for many reasons. Due to specialization and division of labor,
most people concentrate on a small aspect of production, trading for other
products. Trade exists between regions because different regions have a
comparative advantage in the production of some tradable commaodity, or because
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http://en.wikipedia.org/wiki/Good_(accounting)
http://en.wikipedia.org/wiki/Service_(economics)
http://en.wikipedia.org/wiki/Commerce
http://en.wikipedia.org/wiki/Market
http://en.wikipedia.org/wiki/Barter_(economics)
http://en.wikipedia.org/wiki/Money
http://en.wikipedia.org/wiki/Earning
http://en.wikipedia.org/wiki/Comparative_advantage

different regions’ size allows for the benefits of mass production. As such, trade at
market prices between locations benefits both locations.
Pattern of organizing and administering trade include:

e State control — trade centrally controlled by government planning.

— Laws regulating Trade and establishing a framework such as trade

law, tariffs, support for intellectual property, opposition to dumping.

e Guild control - trade controlled by private business associations holding
either de facto or government-granted power to exclude new entrants.

— In contemporary times, the language has evolved to business and
professional organizations, often controlled by academia. For example in many
states, a person may not practice the professions of engineering, law, law
enforcement, medicine, and teaching unless they have a college degree and, in
some cases, a license.

e Free enterprise - trade without significant central controls; market
participants engage in trade based on their own individual assessments of
risk and reward, and may enter or exit a given market relatively unimpeded.

e Infrastructure in support of trade, such as banking, stock market, etc.

e Technology in support of trade such as electronic commerce, vending
machines.

According to the United Nations Statistics Division, "wholesale" is the
resale (sale without transformation) of new and used goods to retailers, to
industrial, commercial, institutional or professional users, or to other wholesalers,
or involves acting as an agent or broker in buying merchandise for, or selling
merchandise to, such persons or companies. Wholesalers frequently physically
assemble, sort and grade goods in large lots, break bulk, repack and redistribute in
smaller lots. While wholesalers of most products usually operate from independent
premises, wholesale marketing for foodstuffs can take place at specific wholesale
markets where all traders are congregated. Retailing consists of the sale of goods
or merchandise from a fixed location, such as a department store or kiosk, or by
post, in small or individual lots for direct consumption by the purchaser.™
Retailing may include subordinated services, such as delivery. Purchasers may be
individuals or businesses. In commerce, a retailer buys goods or products in large
quantities from manufacturers or importers, either directly or through a wholesaler,
and then sells smaller quantities to the end-user. Retail establishments are often
called shops or stores. Retailers are at the end of the supply chain. Manufacturing
marketers see the process of retailing as a necessary part of their overall
distribution strategy.

Exercise 1. Answer the following questions.
1. What does the term “trade” mean?
2. What types of trade do you know?
3. What are the advantages and disadvantages of buying and selling?
4. What does the term “bilateral trade” mean?
5. Why does wholesaling differ from retailing?
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6. What five main items must be included in a pattern of organizing and
administering trade?
7. What way are the state and guild controls exercised?

Exercise 2. Give the Ukrainian versions for:

trade, market, goods and services, buying, selling, production of tradable
commodity, market prices, state control, guild control, free enterprise,
infrastructure, technology.

Exercise 3. Give the English versions for:

TOPTiBJsl, TypTOBa TOPTiBIS, pO3ApiOHA TOPTIBIA, MOKYIMKa, MPOJAK,
PUHKOBI I[IHU, TOBAPHU Ta MOCIIYTH, BUIbHE MIANPUEMHULTBO, KIHIEBUN CIOKMBAY,
cTpaTerist po3noAuTy (PO3MOBCIOIHKEHHS).

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
trade —
trading —
wholesale —
retail —
international trade —
home trade —
market prices —
buying —
selling —
shops —

Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about shopping.

1. Shopping / refers to / buying/ products / the act / generally /of.

2. Shops / or in a shopping center / may be / shopping streets / houses, / or
mall / on residential streets, / with few or no.

3. Sometimes / as a recreational activity / to obtain necessities / shopping / is
done / such as / food and clothing; / it is done / sometimes.

4. Recreational shopping / (just looking, not buying) / and browsing, / and
does not always result / window shopping / in a purchase /often involves.

5. The invention / promoted / money / simplified / greatly / of / and / trade.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Ukraine’s trade is still heavily oriented towards the CIS (Commonwealth of
Independent States) and especially to Russia. Its trading partners are CIS
countries, the EU nations, Central Europe, China, and the United States. Most

of oil and gas are from Russia and Turkmenistan, while imports of
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technologies are mainly from Western countries. , which are minimal for a
developed country, consist mainly of raw materials and agricultural goods.

In 2000, exports totaled $14.6 billion and imports totaled $15 billion.
Ukraine’s main are in Russia (24 percent), the European Union (30
percent), and the United States (5 percent). Its main are Russia (42
percent), the European Union (29 percent), and the USA (3 percent).

Ukraine remains interested in bilateral trade and with Russia
and the CIS, but is careful to pass up any larger political or security relationship.
As an Associate Member of the CIS, Ukraine has rejected all to transform
the CIS into a organization. As a result, Ukraine has refrained from
joining the Russia-Belarus Union, the CIS Customs Union, and the Payments
Union. However, mindful of the for bilateral relations with the CIS
countries, in March 1998, Ukraine and Russia concluded an Interstate Economic
Treaty.

Imports, importers, preference, economic cooperation, major, exports, export
markets, attempts, supra-national

Exercise 7. Comment on the following.
“Finance is, as it were, the stomach of the country, from which all the other
organs take their tone”. (W. Gladstone)

Exercise 8. Agree or disagree with the following statements.

1. Trade is believed to have taken place throughout much of recorded human
history.
2. Trade is the process of exchange of goods, services, or both.
3. Trading was the main facility of prehistoric people, who bartered goods and
services from each other before the innovation of the modern day currency.

4. The balance of trade (or net exports, sometimes symbolized as NX) is the

difference between the monetary value of exports and imports in an

economy over a certain period of time. It is the relationship between a

nation’s imports and exports.

A buyer is a person who purchases something.

A seller is a vendor.

7. A retailer buys goods or products in large quantities from manufacturers or
importers, either directly or through a wholesaler.

8. Wholesale is the resale of new and used goods to retailers, to industrial,
commercial, institutional or professional users, or to other wholesalers.

9. Goods sold to other countries, such as food, cars, machines, books,
medicines, discs and many others are invisible exports.

10.Services, such as insurance, freight, tourism, medical operations and others
sold to other countries are visible exports.

o o

Exercise 9. Say what you have learned about:
1. pattern of organizing and administering trade.
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wholesaling and retailing as a process of trade.
foreign trade of Ukraine.

shops and shopping.

visible and invisible exports.

bk wh

Exercise 10. Give a free translation of the following text.

TopriBnss — ¢opMa 0OMIHY MpoAyKTaMH Mpari W IOCIyraMu, IIo
XapaKTepU3y€eThCs BITHOCHHAMU MIX 11 yUaCHUKaMU — MPOJIABLSMHU ¥ MOKYIIISAMU
— Ha OCHOBI1 BapTiCHOro 0OMiHY. TOPriBiIsg € CaMOCTIMHOIO Taly3310, 10 3/IIMCHIOE
MOCEPEIHULIbKY AISUTbHICTD 13 KYMIBII-IPOAAXXYy TOBapiB uepe3 Yroay MK
IpOAaBIEM 1 MOKYMIIEM B YCHIM 4Yu MHCbMOBIM (hopmi, B SIKiii 0OYMOBIIOIOTH
oOcAru 3aKkymiBesib TOBapiB, IX SKICTh, HAJaHHS MEPEANPOAAKHUX YU MICIHS
IPOAAKHUX MOCIYT, MOPAIOK pO3paxyHKIB 3a KYIUICHUM TOBap 1 HOCIYTH.

Toprisisi BBaXKAEThCS MOCEPETHUKOM MK BHUPOOHHUIITBOM 1 CIIOKUBAHHSM,
KU J1Ta€ 3MOTy OCHOBHY Macy CTBOPEHHMX TOBapiB 1 MOCIYr JOBECTU JO
crokuBadiB. OTpUMYIOUM BiJ] TOPTiBJ KOIITH 3a MPOJIaHl TOBAPH, IIPOMHUCIIOBI 1
CUTBCHKOTOCTIOAAPChKl MIANPUEMCTBA MAlOTh 3MOTY BIiJHOBUTH, PO3IIMPUTH 1
BJIOCKOHAJIMUTH BUPOOHUIITBO.

3a pUHKOBUX BIAHOCHH KOHKYPEHIIISI KaIliTady CIPHUs€ CTBOPEHHIO TOPrOBUX
¢GipM y 30BHILIHINA TOPriBil, BIATAK — y TYPTOBIM Ta po3apiOHiil. BinOyBaerbcs
3JIUTTSI TOPrOBOTO KariTanxy 3 OaHKIBCBKAM 1 IPOMUCIIOBUM, IO 3yMOBIIIO€ MOSIBY
(b1HaHCOBUX KOPMOpAIIIH.

Exercise 11. Write an essay suggesting your ideas on the following points.
1. A speculator is a man who observes the future, and acts before it occurs.

2. Competition is the life of a trade, and the death of the trader.
3. Pros and cons of Internet trading.

UNIT 16. ECONOMIC SOCIETY

Key words and phrases

Eonomics €KOHOMIKa SIK HayKa, HaBYAJIbHHUI MpeaMeT

Eonomy rocrnoAapcTBO, EKOHOMIKA JIEp>KaBU

Eonomic society

€KOHOMIYHE CYCIUILCTBO

Mrket economy

PUHKOBA EKOHOMIKa

Cmmand economy

KOMaH/{HA €EKOHOMIKa

Mixed economy

3MillIaHA EKOHOMIKa

Back economy

«TIHBOBA» EKOHOMIKA

Ague CIEpeyYaTrcCh, CyNepeunTu
Crry out BUKOHYBATH, 3/11IICHIOBATH
Dstribution PO3IOIiT

Dvision MIOJTUT, PO3TOILIT

Eist ICHYBaTu

Process of trial and error

METOJ / UISIX CIpOo0 Ta MOMHUJIOK

77




Share JIOJISA, aKIis

To share on PO3MOIISATH

Read the following text

To an economist, economic society presents itself as a mechanism for
survival —a means whereby people are able to carry out the tasks of production and
distribution.

In fact, in spite of the appearance of great varieties of economic systems it is
possible to group these different economic structures into four broad categories.
These basic types of economic organisation are usually described as Traditional
economies, Market economies, Command economies and Mixed economies, and
also Black economics.

Traditional economies

The oldest and until fairly recent times by far the most common way of
solving economic problem was that of tradition. In traditional societies, people use
methods of production and distribution that were devised in the distant past and
which have become the accepted ways of doing things by a long process of trial
and error.

In these societies we find that the division of land among the families in the
village or tribe, the methods and times of planting and harvesting, the selection of
crops, and the way in which the produce is distributed among the different groups
are all based upon tradition. Year by year, little is changed; indeed a change in
working procedures may well be regarded as an affront to memory of one’s
ancestors or as an offence against the gods.

The basic economic problems do not arise as problems to be discussed and
argued about. They have all been decided long ago. One follows the path that one
was born to follow; a son follows in the footsteps of his father and uses the same
skills and tools. A caste system provides a good example of the rigidity of a
traditional society. The production problems (i. e. What? and How?) are solved by
using land as it has always been used and the worker carrying out the traditional
skills according to his or her fixed place in social structure. The distribution
problem (i. e. For Whom?) is solved in a similar manner. There will be time-
honoured methods of sharing out the produce of the harvest and hunt. The elders,
the heads of families, the women and the children will receive shares according to
ancient custom.

Traditional solutions to the economic problems of production and
distribution are encountered in primitive agricultural and pastoral communities.
But, even in advanced countries, tradition still plays some part in determining how
the economy works.

The definitions of different kinds of economy

Economy is the system by which a country’s wealth is produced and used:

¢ command economy — an economic system in which production levels are
controlled by a central authority;

¢ market economy — a system of producing wealth based on the free operation
of business and trade without government control,;
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¢ mixed economy — the operation of a country’s money supply, industry, and
trade by a mixture of the governmental principles and the principles of
private entrepreneurs;

¢ black economy — business activity that is carried on unofficially, especially
in order to avoid taxation

Exercise 1. Answer the following questions.

1. What does economic society present itself for an economist?

2. What broad categories can different economic systems be grouped into?

3. What methods of production and distribution do people in traditional
societies use?

4. What example does a caste system provide?

5. How are the production problems (What? And How?) solved in traditional
societies?

6. What part does tradition play in advanced countries? Give examples.

7. Which type of economy is the most suitable for Ukrainian national
economy now?

Exercise 2. Give the Ukrainian for:

receive, fixed, different, broad, common, fairly, selection, error, choice,
constant, mistake, rather, basic, produce, wide, get, general, make, various,
different, rigidity, broad, old, distant, long, receive, advanced, true, ancient,
narrow, same, near, backward, false, lose, modern, young, short, flexibility.

Exercise 3. Give the English for:

MEXaHI3M BIKUBaHHS, 3aBJaHHS BUPOOHUUTBA Ta PO3MOALTY, HAWOLIBII
MOIIMPEHUN TUISIX / CMOCIO BUPIIIEHHS EKOHOMIYHUX MpPOOJeM, y HaleKOMY
MUHYJIOMY, OCHOBHI €KOHOMIYHI TpoOJjemMu, y TOM ke cmocid, 3riHo 3
CTapoJaBHIM 3BHYA€EM, B TIEPENOBUX KpaiHax, OJHAKOBA OIUIaTa Tpalll *KiHOK,
KOMaH/JHa €KOHOMiKa, pMHKOBA €KOHOMIKA, €KOHOMIYHA CHCTEMa, CKOHOMIYHUM
picCT.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.
economic -
economics -
economist -
national economy -
economic system -
economically -
economic advantage -
national welfare -
production problems -
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economic organizations -

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about economic society.

1. societies / were / the past / use / of / that / in / people / in / methods /
devised / traditional / production / distant.

2. the same / and / he / tools / uses / skills.

3. traditional / provides / a example / a system / good / of / a society /
caste / of / the rigidity.

4, the problem / in / distribution / a manner / is / similar / solved.

5. basic / are / to / some / societies / problems / common / all / economic.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

A specialized field of economics called investigates how
industries are organized, how they work, and how their organization affects how
they work. who study industrial organization concentrate on three main
areas:

o , Which describes the way in which individual businesses
together form an industry. It includes such factors as the , their sizes,
and how difficult it is for new firms to enter the industry.

An important characteristic of industrial structure is called — that
is, the proportion of an industry’s total output supplied by a few firms.

o refers to how businesses act in relation to one another and
in response to economic conditions. It includes such factors as what prices
companies charge, what advertising and other sales promotion they do, and how
much each business spends in order :

o refers to the results of industry behaviour and structure. It
refers to how well in producing high-quality products, setting low
prices, and providing employment. The performance of all industries together
determines the performance of a

to develop new products, structure, performance, concentration, industrial
organization, number of firms in an industry, nation’s economy, economists,
behaviour, an industry meets the needs of a society.

Exercise 7. Comment on the following:
“The best entrepreneurs are risk avoiders. They identify the risk, and then
they take actions to minimize the effects of it.” (Paul Hawken)

Exercise 8. Agree or disagree with the following statements.
1. Investors watch the rate of economic growth closely.
2. That car burns so much gasoline that it is not economical.
3. Economics is at the center of most governmental concerns.
4. Inthe long run it is an economy to buy good quality goods.
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5. Despite the efforts of the government, the black economy continues to
grow.

6. The government should stop making candle-end economies which only
annoy the public.

7. Traditional solutions to the economic problems are important in our
country now.

8. We live in the conditions of Market economy

9. We have economic crisis now.

10. Black economy is an economic system in which production levels are
controlled by a central authority.

Exercise 9. Say what you have learned about:
1. peculiarities of economic society;
2. basic types of economic systems;
3. traditional solutions of economic problems;
4. what is Economics?
5. The principles of economic development.

Exercise 10. Give a free translation of the following text

ExoHnomiuHuii po3BUTOK — Tmiporiec (YHKIIIOHYBaHHS  Ta €BOJIOLII
€KOHOMIYHOI CHCTEMH B JOBFOTEPMIHOBOMY I€piOAl, IO BiAOyBaeTbCa MiA
BIUTMBOM  EKOHOMIYHUX  CyIllepedyHocTed, moTped Ta  iHTepeciB. Bin
XapaKTepU3y€eThC 3MIHOIO PUHKOBOI 1 BUPOOHUYOI KOH IOHKTYpPU 3a TPHUBAIUI
nepiojl 4acy, BIIPOJOBXK SIKOTO 3HA4YHY pOJIb BIAITPAIOTh 1HBECTHIIINHI,
1HHOBAIII}HI, TEXHIYHI ¥ TEXHOJIOT1YHI YMHHUKH PO3BUTKY E€KOHOMIKH, a TaKOXK
(baKkTOpu €eKOHOMIYHOI BIIACHOCTI Ta TOCHOIapPCHKOT0 MEXaHI3MY.

VY mporeci €eKOHOMIYHOTO PO3BUTKY €KOHOMIYHA CHUCTEMa CYCIUIbCTBA
MEePEXOIUTh BIJl OAHIET CTAIi UM eTamy JI0 1HIIOI (HANpHUKIAa, Bl HUXKYOI cTamil
KamiTajii3My A0 BUIOi), ad0 BiJ OAHOTO CTaHy (HAMpPUKIA, IO 1HIYCTPIaJIbHOTO
YU arpapHoOro) J10 iHIoro (1HIyCTpiabHOTO).

OCHOBHMMHU YMHHUKaMU €KOHOMIYHOTO PO3BUTKY € TEXHIYHI, TEXHOJIOT14HI,
€KOJIOT14HI, €KOHOMIYHI, TPYJOBI, COIllaJibHi, MOJITHYHI, AYXOBHIi, reorpadidxi,
nemMorpadiuHi, collaabHO-€KOHOMIYHI, MPaBOBi, 1H(OpMaIliliHi, IHTEJIEKTyaIbH1 Ta
in. IX Ha3MBaIOTH Ie IHrpedicHTaMHM CYCHUIBLHOI CHUCTEMH, SIKi HOCHIIOITH YU
0CIa0III0I0Th EKOHOMIYHUN PO3BUTOK CYCHUIBCTBA.

Exercise 11. Write an essay on one of the following topics.

1. ldeal National Economy for Ukraine.
2. Strong and weak points of each kind of economy.

3. Searching of the ways out from the economic crisis in Ukraine.
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UNIT 17. FOREIGN INVESTMENT

Key words and phrases

To transfer capital IIEPEBOIUTH KaImiTas

Stock aKIIis

Bond oOuirartiss, 60prosa po3InMcKa

Return MPUOYTOK, BIJIIKOTYBaHHS
Commitment 3000B’ sI3aHHS

Purchase KYIIBJIS

Management YIpaBJIiHHS, KEPIBHUIITBO

Investor 1HBECTOP

Equity KamiTaJl KOMIIaHi1, aKIIOHEPHHUI KamiTal
Personnel TIEPCOHAI

Interest rate IPOLICHTHA CTaBKa

Substitute 3aMiHHUK

Output IPOJTYKIIIS

Restriction 0OMEeXEHHS

Access JOCTYTI

Management skills YMIHHS K€PYBaTH, aIMIHICTPATUBHI HABUKH
Environment HABKOJIUIITHE CEPEIOBUIIIC

Read the text

Foreign investment may be divided into two components: portfolio
investment, which is the purchase of stocks and bonds solely for the purpose of
obtaining a return on the funds invested, and direct investment, by which the
investors participate in the management of the firm in addition to receiving a return
on their money.

Foreign Direct Investment (FDI) is a complex form of international business.
It involves ownership and control of a company in a foreign country by an
organization based in another country.

Controrary to portfolio investments, foreign direct investments mean a long-
term commitment where capital funds will be tied up for a long time.

Although a direct investment usually is acquired by transferring capital from
one country to another, capital is not usually the only contribution made by the
investor or the only means of gaining equity. The investment firm may supply
technology, personnel and markets in exchange for an interest in a firm located
abroad.

Companies engage in direct investment abroad for the same reasons they
pursue international trade:

1. To expand markets by selling abroad
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2.To acquire foreign resources (e.g. raw materials, production efficiency, and
knowledge).

Financial considerations are also the most important and sometimes decisive
factors. What is the expected return on an investment? What are interest rates?
What are the sources of working capital?

When governments are involved in direct investment, an additional motive
may be to attain some political advantage.

Although a direct investment may be a substitute for trade it also may
stimulate trade through sales of components, equipment etc.

Since most direct investments are intended for selling the output in the
country, where the investments are located, governmental restrictions that prevent
the effective importation of goods are probably the most compelling force causing
firms to establish their direct investments.

Direct investment sometimes has chain effects: when one company makes
an investment, some of its suppliers follow with investments of their own,
followed by investments by their suppliers, and so on.

One explanation for direct investment is that investors perceive a monopoly
advantage over similar companies in the countries to which they go. The advantage
Is due to the ownership of some resource that is unavailable at the same price or
terms to the local firm. The resource may be in the form of access to markets,
patents, management skills, or the like. Because of the greater cost usually incurred
by transferring resources abroad and the perceived greater risk of operating in a
different environment, the firm will not move unless it expects a higher return than
at home.

In many countries there is resistance to foreign direct investment. Some
strategic industries (such as food, computers, nuclear reactors, and energy) will
find it increasingly difficult to expand abroad. But direct investment is likely to
continue its adventurous course in many areas. The economic integration of the
US, Europe, and Japan will stimulate its development.

Exercise 1. Answer the following questions

What components is foreign investment divided into?

What is portfolio investment?

What is direct investment?

Is capital the only contribution made by the investor?

Why do companies engage in direct investment abroad?

How can a direct investment stimulate trade?

What do investors perceive through direct investment?

Why won’t the firm start operating abroad unless it expects a higher return

than at home?

9. What is the difference between portfolio investment and direct
investment?

ONO WD

Exercise 2. Give the Ukrainian versions for:
foreign investment; ownership and control of a company; long-term
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commitment; gaining equity; in exchange for an interest; pursue international
trade; the expected return; to attain political advantage; to stimulate trade;
governmental restrictions; to make an investment; to perceive a monopoly
advantage; unavailable; access to markets; cost

Exercise 3. Give the English versions for:

KYIIBJIS TOBapiB BUPOOHUYOrO TMpU3HAYEHHS, 3apOOJISITH TpoIlli, MeTa
1HBECTYBaHHS, CIUIbHUN (POH[, 3MEHIIYBaTH PU3UK, IHBECTOD, 3aTydaTu (iHAHCH,
BUITyCKaTH oOuiraiiii, mpornoHyBaTH I[iHHI mamnepu 3a (iKCOBAHOIO BiJCOTKOBOIO
CTaBKOIO, TapaHTOBAaHUI LIHHUN Tamip, KymyBaTd I[IHHI mamnepu 3a (iKCOBAHOIO
I[IHOIO, BJIAIITOBYBaTH OOMJIBI CTOPOHH, IHBECTHIII1, IHO3EMHI 1HBECTHIII1, KyMiBJI,
npsMl 1HO3€MH1 1HBecTulli, (OHAM KamiTaly, (IHAHCOBI Yrojau, €KOHOMIYHA
1HTerpauis, pOHIM 1HBECTYBaHHS.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need)
direct investment —
portfolio investment —

equity —
capital —
management —
purchase —
return —
interest rate —
investor —
personnel —
environment —

Exercise 5. Explain the meaning of these statements.

1. Foreign investment may be divided into two components: portfolio
investment and direct investment.

2. Capital is not usually the only means of gaining equity by the investors.

3. When governments are involved in direct investment, an additional motive
may be to attain some political advantage.

4. Direct investment sometimes has chain effects.

5. In many countries there is resistance to foreign direct investment.

6. There is a difference between portfolio investment and direct investment.

Exercise 6. Complete the following text with the words and phrases from the box
below using them in the appropriate form.
When we speak about we mean the purchase by a business of
new capital or of capital goods such as new machinery. In the most general sense,
IS to earn money with money. When an holds the collection
of financial securities we say that he holds portfolio.
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Unit Trust (BrE) or Mutual Fund (AmE) is a that spreads its
investors’ capital over a variety of securities. Investment in a unit trust / mutual

fund reduces the for the small investor.

Apart from stocks and shares there are many , opportunities
available. When a company or government wishes to it can issue
bonds. These are offered at a fixed rate of interest. issued

by the government are called gilt-edged securities or gilts in the UK, and treasury
bonds in the US.

Derivatives or derivative instruments are financial such as
futures, options and swaps. Futures are contracts that give the right to buy and sell
currencies and commodities at an agreed time in at a price agreed at the
time of the deal.

securities, company, products, types of investment, bonds, the future,
investments, investor, risk, the objective of investing, raise finance

Exercise 7. Comment on the following:
Who moves picks up, who stands still dries up.

Exercise 8. Ask questions to fit these answers.
1. Foreign direct investment involves ownership and control of a company in a
foreign country.
2. Controrary to portfolio investments, foreign direct investments mean a
long-term commitments where capital funds will be tied up for a long time.
3. The investing firm may supply technology, personnel, and markets in
exchange for an interest in a firm located abroad.
4. Most direct investments are intended for selling the output in the country
where the investments are located.
Direct investment sometimes has chain effects.
6. One explanation for direct investment is that investors perceive a monopoly
advantage over similar companies in the countries to which they go.
7. The advantage the investor perceives may be in the form of access to
markets, patents, management skills.
8. Governmental restrictions are probably the most compelling force causing
firms to establish their direct investments.
9. The economic integration of the US, Europe, and Japan will stimulate
foreign direct investment.
10. Foreign Direct Investment (FDI) is a complex form of international
business.

o

Exercise 9. Say what you have learned about:
1. foreign direct investment;
2. portfolio investment;
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3. direct investment;
4. advantages and disadvantages of foreign direct investment;
5. the problems of foreign investors.

Exercise 10. Give a free translation of the text.

ExoHomivHa npupoa 1HBECTHUIIIM 00YMOBJIEHA 3aKOHOMIPHOCTSIMH MPOIIECY
PO3LIMPEHOr0 BIATBOPEHHS 1 MOJIATa€ y BUKOPUCTAHHI YAaCTUHU JOJIATKOBOIO
CYCIIUJIBHOTO TPOAYKTY JUIsi 30UIBIIEHHS KUIBKOCTI 1 SKOCTI BCIX €JIEMCHTIB
CUCTEMU TIPOYKTUBHUX CUJI CYCIIILCTBA.

BigmoBimHo 1m0 3akony Ykpaiam "IIpo iHBeCTHIHY isUTBHICTB" Bif
18.09.1991p., mim 1HBECTHISIMH pPO3YMIIOThCS yCi BHAM MaHHOBHX 1
IHTENEKTYalIbHUX I[IHHOCTEH, 10 BKJIAAAIOThCS B OO €KTH MIJNPUEMHHUIILKOI Ta
IHIIUX BUIIB JISUIBHOCTI, B PeE3yJbTaTli YOrO CTBOPIOETHCS MPUOYTOK, abo
JIOCSITAETHCS COIIATbHUMN €(EeKT.

Jlxepeno iHBecTHINN - (POHI HaKoMMYEeHHsS, a00 YacTHMHA HAI[lOHAJIHLHOTO
JIOXOMY, 110 30€pIraeThCcsl Ta CHPSIMOBYETHCS Ha 301JIBIIEHHS 1 PO3BUTOK 3aC001B
BUPOOHUIITBA, 1 (OH BIAIIKOAYBAHHS, 110 BUKOPHUCTOBYETHCS JJIA BiAHOBJICHHS
3HOIIEHUX 3aCO001B BUPOOHUIITBA Y BUTJISAJII aMOPTH3AIIMHUX BIJIPaxXyBaHb.

[HBecTuIlli B MIMPOKOMY pO3YMIHHI MOKHA BU3HAUUTH K BUTPATH PECYPCIB,
110 3/1MCHIOIOTHCS 3 METOIO OJIEp>KaHHS B MalOYTHbOMY KOPHCTI 200 puOyTKy. Y
TaKoMy pO3pi3i PIIICHHS MPO BKJIAJAHHS 1HBECTHULIM BiAPI3HAIOTHCS Bij PIIICHBD,
CIPSIMOBAaHUX Ha CIIOKUBAHHS, I SKUX XapaKTEPHHUM € T€, III0 BUTPATH PECYPCIB
CIPSIMOBaH1 Ha OJIEP>KAHHS TUIBKU HETaiiHOI KOPUCHOCTI.

[HBecTuIiiiHiI pono3ullli (MPOEeKTH) € creuu(piYHUMHU BUJIAMU 1HBECTHIIIH,
10 3IMCHIOIOTBCA OKpeMHMH ocobamMu 1 (ipMaMH B MPUBATHOMY CEKTOpI, a
TaKOX ypsAJaMHU PI3HUX KpaiH 1 OpraHizalisiMu Aep>KaBHOIO CEKTOpa.

Exercise 11. Write an essay suggesting your ideas on the following points.
1. the major motivations for direct investment;
2. explain why direct investments and portfolio investments are viewed
differently by investors and governments;
3. the main principles of investment policy in Ukraine.

UNIT 18. MANAGEMENT. INTERNATIONAL MANAGEMENT

Key words and phrases

To foster CIIPUSITH, 320X0UyBATH
Challenge CKJIaJHE 3aBIaHHs

TO assess OIIIHIOBATHU

Regulations npaBuIa

To guide KepyBaTH, CIIPSIMOBYBATH

To prevent 3ano0iratu, 3aBayKaTu
Ethnocentric management CTHOIICHTPUYHUN MEHEHDKMEHT

86




Polycentric management HOJIIEHTPUYHUI MEHEKMEHT

Geocentric management TF€OLCHTPUYHUN MEHEIKMEHT

Suitable BiIMOBiIHUI

To select BiOMpaTu

A managerial approach KEePIBHUH I IX1]]

Management MEHEPKMEHT, YIIPaBIIHHSA

Inferior (country) KpaiHa, [1[0 Ma€ MCHIIIC 3HAYCHHSI

The environment’s current state MOTOYHI JaHl yYMOB, B SKHUX KOMIIaHIs Mae
IPaIIOBATH

The business attitudes of its | BigHOIICHHS ypsiay 10 Oi3HECY B CBOI# KpaiHi

govern ment

Read the following text

The economic independence of nations fosters the growth of multinational
firms that conduct business on a global scale where markets are more important
than political boundaries.

Managers operating in an international environment deal with a variety of
unique challenges growing out of such factors as politics, economics, and cultures.

Each foreign country is different from all other countries where a firm might
do business. So, when a company is first getting established in a foreign country it
is the environment’s current state that gets more attention. It has to learn local
laws, customs, languages. It must learn to deal with foreign patterns of economic
growth, investment, and inflation. The company must also concern itself with
various aspects of international trade, such as the value of a country’s currency
relative to other currencies (the foreign — exchange rate) and its balance of
payments, as well as the extent of controls on imports and exports, on foreign
investors.

Firms that wish to expand into a foreign country must also assess its political
stability; the business attitudes of its government, ruling party and opposition. Both
a country’s internal and foreign policies can influence the business environment.

A multinational company must adjust to a multinational legal environment,
which includes laws and regulations dealing with taxes, tariffs, quotas, copyright
laws.

A company’s main resource is its people. Their attitudes guide its
internationalization, or prevent it. There are three primary attitudes among the
managers of international companies: ethnocentric, polycentric, and geocentric.

Ethnocentric managers see foreign countries and their people as inferior to
those of the home country. These managers believe that the practices of the home
country can be exported along with its goods and services.

A polycentric manager sees all countries as different and as hard to
understand. Believing that a company’s foreign offices are likely to understand
their needs, such managers leave them alone.
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Geocentric managers recognize similarities as well as differences among
countries. Such managers attempt to draw on the most effective techniques and
practices, wherever they originate.

Firms with foreign interests are likely to have managers with each of these
perspectives. But it is considered that polycentric attitudes are the most suitable
kind for managers of multinational companies, but they are also the hardest to
learn and accept.

Operating in the international environment also affects the ways in which the
basic management functions of planning, organizing, leading, and controlling are
carried out.

There is currently much debate over selecting a managerial approach for a
multinational enterprize. Probably no single method of managing works for all
cultures; however, many arguments have asserted that the success of Japanese
firms indicates the existence of a successful approach to managing that is effective
between cultures.

Exercise 1. Answer the following questions.

1.What do managers operating in an international environment deal with?

2.What does a company operating in an international environment have to
learn?

3.What must firms that wish to expand into a foreign country assess?

4.What does a multinational legal environment include?

5.What characterizes ethnocentric managers?

6.What is typical for a polycentric manager?

7.What do geocentric managers recognize?

8.What are the basic management functions?

9.1s there any single method of management for all cultures?

10. Which approach to management is considered to be effective between
cultures?

Exercise 2. Give the Ukrainian for:

political boundaries, unique challenges; to do business; attention; local laws;
inflation; balance of payments; political stability; to adjust to; resource; to prevent;
primary attitudes; inferior; the practices of the home country; hard to understand;
needs; similarities; effective techniques; perspectives; suitable; to affect; debate; a
successful approach.

Exercise 3. Give the English for:

MDKHApOHUN MEHEKMEHT, KEepIBHUU T IX1T, €THOLICHTPUYU I
MCHEDKMEHT, TOJIICHTPUYHUA MEHEIHKMEHT, TCOLCHTPUYHHN MCEHEIKMEHT,
CKOHOMIYHHMI pICT, oOpraHisaiisi, TUIaHyBaHHS, TMOJITUYHA Ta EKOHOMIYHA
CTaOlIbHICTh, MID)KHAPOHA TOPTIBJIs, 3BUYAi, MOBA.

Compose your own sentences to show that you understand the meaning of the
words above.
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Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

boundary —

debate —

suitable —

inferior —

pattern —

attitude —

legal —

to guide —

to assess —

to prevent —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about ‘“Management. International
Management”.

1. primary / companies / the managers / there are / among of / three /
international / attitudes.

2. learn / operating / in / must / international / about / managers / an
environment / effectively.

3. trade / the need / most / world / nations / to expand / recognize

4. and lends / to less / countries / the World Bank / the more / from /
countries / borrows / at rates / developed / prosperous / favourable.

5.internal / is / a group / have / regional / no / a Common market / that /
tariffs / of / countries.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

One of the most important assignments of a is to coordinate all
of the business functions. A management has several different :
including planning, organizing, directing, and controlling.

Planning allows to set short- and long-term goals for themselves
as well as for the business. A short-term goal for managers could be to attend
conferences that aid their . A long-term business goal could be to devise
a plan to reduce by five percent the cost of over the next three years.

Organizing is a management function that deals

Directing is another management function that is mainly concerned with the

. New and long-term employees benefit from on-the-job training that
will prepare them for future promotions.

The last management function is that . This involves setting
standards for the goods produced or the services offered to consumers. Managers

this control to ensure the quality of goods or services.

Managing people is not — there are times when a manager must
criticize the way in which an employee is doing a job.

| training and professional development of employees, must maintain, producing |
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goods, functions, personal professional growth, of controlling, with defining
responsibilities, management team, managers, an easy job.

Exercise 7. Comment on the following:
“When you hire people that are smarter than you are, you prove that you are
smarter than they are”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. The economic independence of nations fosters the growth of
multinational firms.

2. When a company is first getting established in a foreign country it is the
environment’s current state that gets more attention.

3. The company must concern itself with various aspects of international
trade.

4. A multinational company must adjust to a multinational legal
environment.

5. The international manager must know the language, culture, laws, and
customs of the host countries in which he or she operates.

6. Geocentric managers attempt to draw on the most effective techniques
and practices, wherever they originate.

7. Operating in the international environment also affects the ways in
which the basic management functions are carried out.

8. There is currently much debate over selecting a managerial approach for
a multinational enterprise.

9. Management should never appoint a man who considers integrity more
important than intelligence.

10. All international organizations depend on a number of factors, such as
the size, scale of operations, line of business or manufacture, etc.

Exercise 9. Say what you have learned about:

1. how to run business with international companies;

2. management principles and functions which foreign business environment
demands;

3. the peculiarities of ethnocentric, polycentric and geocentric management;

4. the management basic functions which are important in international
business environment too;

5. a managerial approach for a multinational enterprise.

Exercise 10. Give a free translation of the following text.

MeHemKMEHT — 1€ HayKa MpO YIPaBIiHHA CYYaCHUM IMiIIIPUEMCTBOM,
YCTaHOBOK), OCHOBHHM 3MICTOM SIKOi € KOMIUIEKC HAyKOBUX MPHUHIUIIIB, METOIIB
CTHUMYJIOBAHHS Ta OpraHi3aliiHUX Ba)KeJIiB BIUIMBY Ha JIii JI0/EH, BUKOPUCTAHHS
PI3HOMaHITHHX PECYPCiB 3 METOIO JOCATHEHHS TAaKTHYHUX 1 CTPATETIYHMX ITiJIeH
oprasizariu.
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[TonsaTTss “meHemxMeHT’ SK Hayka 1 mpaktuka (opmyBanocs B CIIA.
OpHak mNWTaHHS CYTHOCTI  YyNpaBliHHA, WOrO MPUHIMUIIB 1  METOJIB
JOCHKyBaJiocss 1ie B aHTW4HOCTI. JlaBHborpeupkuit ¢imocod Ilraron
CTBEP/)KYBaB, IO AISUIBHICTh 3 YIPaBIIHHS € BaKIMBUM 3aC000M 3a0e3MedeHHs
KUTTS CYCHUIbCTBA, & YIPABIIHHS CYCHUILCTBOM — OCOOJIMBUYM BHJI MHUCTEIITBA,
K€ Ma€ 3/IIMCHIOBATH MOJIITUK Ha OCHOBI MPAaBUJILHOTO PO3YMIHHS 1 3aCTOCYBaHHS
3aKOHIB.

3HAYCHHS CUCTEMH YIPABITIHHSI €KOHOMIKOI MOCHIIIOETHCS 13 3POCTaHHSIM
MacIITabiB CyCHUIBHOTO BHUPOOHUIITBA, B YyCiX Tphox (opmax (3araipHiH,
YaCTKOBIN Ta OAUHUYHIN).

OcCHOBHI BHAM YHPaBIiHHSA — OpraHi3aliifHUNA, KaapoBUN, BUPOOHHUMWH,
1HBECTHUIIMHMM, IHHOBaLIMHUH, ()IHAHCOBUH.

VYrpaBiiHHS SK HUIECTPSIMOBAHUM 1 aKTUBHUM MPOIEC CKIIAIA€ThCS 3 TaKUX
BITHOCHO CaMOCTIMHUX, JIOTTYHO MOCJI1JOBHUX €JIEMEHTIB:

1) 30upaHHs, cHcTeMaTH3allis Ta mepenava inhopmarlii;

2) BUpOOJICHHS 1 IPUHHATTS PillICHHS;

3) nepeTBOpPEeHHS pillicHHs Ha pi3HI GopMu KomaHj (ycHa, MAChMOBA, HakKa3) Ta
3a0€e3MeUeHHsI IX BUKOHAHHS;

4) aHanmiz e(EKTUBHOCTI MPUHHATOTO PIIICHHS W MOXIIMBE HACTyIHE HOro
KOpETyBaHHS.

Exercise 11. Write an essay on one of the following topics.

1. The problems of managers who organize seeking to enter the international
arena.

2. Different attitudes of managerial challengers of operating in the
international environment.

3. Top-level managers get paid mostly for thinking, not for doing.

UNIT 19. WHAT IS A MANAGER

Key words and phrases

Manager MEHeJKep, KEPIBHUK

Sales manager MEHEJ[Kep 3 MUTAaHb TOPTIBIII
To head OYOJTFOBATH

Board pajia, mpaBJIiHHS

Board of directors pajia IUPEeKTOPiB

To appoint pU3HaYaTH

To be in charge of smth.

3aBiJlyBaTH, BIJMOBIATH 3a IIOCh

To run the company

KEepyBaTH KOMIIAHIEIO

To assist

JOoImoMaraTu

Deputy

3aCTYITHUK

Deputy director

3aCTYIIHUK TUPEKTOpA

Deputy minister

3aCTYNHHK MIHICTpa
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To be subject to smth.

NOTPAIUISITA  MiA Ji10, IMiJ BIUIMB YOrO-
HeOy b

Restriction

00OMEXEHHS

To be responsible to smb. for smth.

OyTH BIJMOBIIAJIBHUM TIepe]] KUM-HeOyb
3a 110-HeOy b

Sale / sales POIaX / MPOJIaxi
Marketing manager MEHEKEp 3 MUTaHb MAPKETUHTY
Personnel HepCoHal

Business card (card, visiting card)

BI3UTHA KapTO4Ka

Managing director

JTUPEKTOP-PO3NOPSTHUK

Finance

¢binaHcu

Financier

(1HaHCHCT

Read the following text

As a rule a private company has only one director.

A public company must have at least two directors. Usually there is no upper
limit on the number of directors a public company may have. The company’s note-
paper must list either all or none of the names of its directors.

A limited liability company or a corporation is headed by the board of
directors elected by shareholders. The directors appoint one of their number to the
position of managing director to be in charge of the day-to-day running of the
company. In large organizations the managing director is often assisted by a
general manager. Some companies also have assistant general managers. Many
directors have deputies who are named deputy directors.

Directors need not be shareholders. They are responsible for the
management of a company’s affairs. They are not subject to any residence or
nationality restrictions.

Big companies have many managers heading departments. They are all
responsible to the managing director. Among various departmental managers
(directors) the following can be mentioned:

m sales manager

m personnel manager

m chief manager

m district manager

m sales and marketing manager

m industrial engineering manager

m etc.

Here is an organization chart for a typical manufacturing company:

92




Managing Director

7

Marketing Production Sales Personnel Finance Company
Director Director Director Director Director Secretary
Sales Manager Sales Manager

(Northern Region) (Southern Region)

A 4

Area A Area B Area C
Manager Manager Manager

\ 4

Sales Representative

Exercise 1. Answer the following questions.
1. How many directors can a private company have? And what about a
public company?
2. Who heads a limited liability company?
3. How is a managing director appointed? What are his duties?
4. Who is a general manager?
5. What is the status of a director?
6. What managers do many companies have?
7. Whose business cards were quoted? What information did they give?

Exercise 2. Give the Ukrainian for:

shareholders, private company, board of directors, manager, visiting card,
management, deputy director, managing director, public company, district
manager, executive manager, marketing manager, chief manager.

Exercise 3. Give the English for:

MEHEJKEp, MPEACTABHUK, MEHEKEp 3 Npojaxy (31 30yTry), (iHaHcOBuUI
MpPEeAICTaBHUK, MEHEKEP JUIsl pOOOTH 3 IEPCOHAJIOM, pajia TUPEKTOPIB, 3aCTYITHUK
JUPEKTOPa, IEPCOHAI, OOMEXKEHHS, TOKYNelb (KIIEHT), AUPEKTOp (KEPIBHHUK).
Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

company’s note-paper —

limited liability company —
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residence restrictions —
nationality restrictions —
sales manager —

personnel manager —
deputy director —

assistant general manager —
general director —

business card —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about “Directors and Managers .

1) different / and “president” / “director” / terms / for / including / are used /
“manager” / a number of / “administrator”.

2) the term / when / the system / for making / refers to / within / used / and
carrying out / “management” / those people / decisions / collectively / who
are responsible.

3) manager / a person / supervises / an individual / directly / people / who / is /
in an organization.

4) decisions / a manager / almost / involves / everything / does.

5) and risk / there is / some / in decision-making / uncertainty / always.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.
There are two . company secretaries and private secretaries of
executives.
Every company, both in Great Britain and the United States, is required,
under the law, to have a :
In the case of private companies the directors are free to appoint any
for this position.
But in the case of public companies the company secretary must be a
, @ member of a recognized institute or association. He or she may be

one of the . But if the company has only one director, the director
cannot also be the secretary.

The company secretary is the of the company. He or she
normally for the company, to comply with company law.

As to private secretaries of executives they are practically . A

secretary answers telephone calls, receives messages and makes telephone calls on
the instruction of her boss.

A secretary also In organization of meetings and conferences,
entertainments of visiting customers, suppliers and other associates of the firm.

directors of the company, company secretary, is ...... responsible, properly
qualified person, types of secretaries, personal assistants of executives, suitable
person, chief administrative officer, helps
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Exercise 7. Give a free translation of the following text.

Jlis epEeKTUBHOTO YMpaBIiHHS JIOJbMH CYYaCHUN MEHEKEP TOBHHEH
BOJIOJIITH 3HAHHSAMHM TeOpii MEHEIHKMEHTY 1 MaTh 3I10HOCTI 10 IIbOTO BHIY
TPYAOBOi TIsUTBHOCTI.

Y npakTuyHIA JOISUTBHOCTI MEHeIKepa 3H1I0HOCTI 70 KepiBHOI pPoOOTH
MPOSIBIIAIOTHECS B YMIHHI HaBYaTH 1 PO3BUBATH MiUIETIIUX, 3aTHOCTI PO30UpaTUCs
B JTI0/151X 1 popmyBaTH e(heKTHBHI poOOYl TPy Ta CIIPSIMOBYBATH iX MiSTBHICTD.

VY mporieci cBO€l MOBCAKACHHOT JISUTBHOCTI MEHEKEp MpUMae BEIHUE3HY
KUTBKICTh PI3HOMAHITHUX pillleHb. SIKICTb IUX pIlICHb y BEIUKIA MIpi 3aJ€KUTh
Bil OCOOWMCTOCTI MEHemKepa. MeHemKep TMOBHHEH MaTH TaKOX 3J10HOCTI
YOPABJISATH IHIIAMH: YITKO CTAaBUTH 3aBIaHHSA, KOHTPOJIOBATH IMIJJICTINX Ta
JOTIOMAaraTy iM, T00MBaTHUCS MPAKTHYHUX PE3yJIbTaTIB.

Exercise 8. Have a look at the chart and agree or disagree with some qualities
making a good manager.

Being decisive: Being efficient:
able make quick doing things
decisions quickly, not leaving

tasks unfinished

Being friendly
and sociable Being logical, ratio-

nal and analytical

Being able to
communicate with Being able to
people a MANAGER »  motivate, inspire
and lead people
Being

authoritative: able

_ Being competent:
to give orders

knowing his job

perfectly as well as

Being persuasive: the work of his
able to convince subordinates
people to do
things ,

Having good ideas

Exercise 9. Comment on the following:
“Selective morality is not morality!” (Thomas Sowell)

Exercisel0. Say what you have learned about:
a) different words which mean “manager”;
b) the role of a personnel manager in a company;
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c) the main responsibilities of general managers;
d) characteristic features common to all managers;
e) the job of a manager.

Exercise 11. Write an essay on one of the following topics.
1) How to be a perfect manager.
2) Planning, organizing, staffing, directing, controlling ... Write about these
main functions of manager’s work.
3) In decision-making there is always some uncertainty and risk. Your personal
attitude to these words.

UNIT 20. ACCOUNTING

Key words and phrases

Accurate information

TOYHA, PETEJIbHA IHPOpMaLis

Up-to-date

Cy4acHUM, HOBITHIHN

Financial record

(dbiHaHCOBUIA 3BIT

Accounting department

BLJIJILT OyXranTepii

To keep the record

BECTH 3BIT

Payroll IJIaTIXKHA BiJIOMICTh
Salary 3apo0iTHA TUTATHS
Income tax npuOYTKOBUM MOJIATOK
Expenses BUTPATH

To run the business BeCcTH Oi3HeC

Leftover 3aJTUIIOK

Profit OX11

Balance sheet

OaJIaHCOBUH 3BIT

Income statement

3BIT PO NPUOYTKH 1 30UTKH

To measure BU3HAYUTH

Assets aKTHUBH

Liabilities [TACUBU

Owner’s equity BJIACHUY KarmiTal
Banc loans 0aHKIBCHKA ITO3UKA

Read the following text

How often have you heard the statement that money does not grow on
trees? That statement applies as much to businesses as it does to individuals and
families. Businesses face financial decisions every day. To make the right
decisions, they must have accurate and up-to-date information. Therefore,
businesses usually hire qualified people to handle their financial records. Larger
businesses set up their own finance or accounting departments.

Accounting is the process of systematically collecting, analyzing, and
reporting financial information. The basic product that an accounting firm sells is
information needed for the clients.
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The accounting department is responsible for keeping accurate and up-to-
date financial records. These records include details about the purchase of land,
factories, and equipment, as well as a record of money spent to buy materials and
supplies for production. In many cases, these items are purchased on credit, which
requires the keeping of records of future payments that must be made. Payroll or
salary records are very important, not only for the employees but also to provide a
report of the amount of income tax that is payable to the government. The
accounting department keeps accurate records on expenses such as heat, water,
supplies used, advertising, and wages paid to employees. Management uses these
records to make decisions on production and operation methods that will keep
costs and expenses down and production up.

The accounting department also prepares a budget for the business. A
budget is an estimate of the sales, costs, expenses, and profits for the next one, two,
and sometimes five years. This financial plan allows the business to make plans for
future production.

Another important figure recorded by the accounting department is the
amount of sales, because sales are the only way a business generates income. The
business starts with this sales figure, pays all of its costs of production and
expenses of running the business, and hopes it has some money left over. The
leftover part is called “profit”. The main goal of a business is to earn a profit. This
requires the making of good decisions, which in turn requires good financial
records. Many of the facts required to make these decisions are contained in the
balance sheet and the income statement.

The balance sheet shows the financial worth of a business at a particular
time. The income statement shows the profit over a period of time. The changes
shown in successive balance sheets measure the growth or losses of the business.

Owners use financial statements to calculate the value of their businesses
and to assist them in making investment decisions. Investors need to know the
financial value of business if they are interested in investing in or buying the
business. The government needs financial information to ensure that the proper
taxes are paid, or to determine the payment of grants.

As a rule, the balance sheet consists of three major sections: assets,
liabilities, and owner’s equity. It should be said that these three sections are
arranged
differently from country to country. In the USA and many European
countries, the assets appear on the left-hand side of the page and the
liabilities on the right. In Britain these sections are arranged vertically.

Assets are items of value such as cash, accounts receivable, equipment,
building, and land. Liabilities are the debts owed by the business such as accounts
payable, bank loans, employee pensions. The owner’s equity can be defined as the
resources invested by the business. To put it differently, "owner’s
equity=assets+liabilities". It should be noted that the owner’s equity section of the
balance sheet will be different depending on whether the business is a
sole proprietorship, a partnership, or a corporation. The owner’s equity
section of a corporation is called stockholders’ equity and has two parts:
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contributed or paid-in capital and earned capital or retained earnings.

Exercise 1. Answer the following questions.

What records are kept by the accounting department?
What is budget, and why is one prepared?

For what is the accounting department responsible?

What is the profit?

What is the purpose of the balance sheet?

How many sections are there in the balance sheet?

What does the income statement tell the owner?

Explain the difference between assets and liabilities?
What is usually understood by the term “owner’s equity”?

CcoNOOR~ODE

Exercise 2. Give the Ukrainian for:

¢db1HaHCOBI pilICHHS, HOBITHS 1H(GOpMAaIlisi, HAaliMaTH MpaliBHUKIB, BECTH,
MOCTa4YaHHs, IJIaTIKHA BIJJOMICTh, MOTPeOyBaTHU, OTPUMATH JJOX1, 3BIT MPO
npUOYTKH 1 30MTKH, CIPUSITH, TACUBH, BIIACHUI KaIliTal.

Exercise 3. Give the English for:

right decision, to hire qualified people, records, income tax, leftover, to
estimate, balance sheet, losses, assets, owner, to define, sole proprietorship,
stockholder, items of value, bank loans.
Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

profit —

accounting department —

balance sheet —

assets —

liabilities —

owner’s equity —

financial record —

company —

shareholder —

corporation —

credit —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about accounting in the business world.

1. Statement/ business/ terms/ All/ financial/ show/ in/ the/ a/financial/.

2. Latter/ decision-making/ an/ accountant/ and/ to/ The/ helps/ acts/ the/
adviser/ in/ as/ management/ the/.VValuable/ country/ Accountants/ economic/
towards/ make/ growth/ promoting/ contribution/ a/ of/ a/.
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3. Easier/ performance/ better/ its/ The/ future/ established/ predict/ a/ is/ to/
is/ firm/ the/ it/.

5. Usually/ business/ The/ today/ analysis/ stands/ shows/ current/ where/ of/
the/ position/.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

The balance sheet to be invented in Britain in the 16th century.
According to the historians of the name of the inventor was Simon
Steven of Bruges. He was a clerk in one of the firms. Once, when taking the totals
of the and liabilities out of the books he crossed them over and happened

them down with the assets on the side and the liabilities on

the left. Nobody quite knows why he did it. Probably, he of it as if he

were posting the Cash Book. What made matters worse was the British ;

not knowing its book-keeping, it passed an which made this type of balance

the law of Great Britain. In contrast to many other countries where assets

were listed on the left-hand side and the on the right-hand side, in Great

Britain the balance sheet was produced with sides reversed: assets on the right,
liabilities on the left. Later on this was changed into vertical one.

Act, accounting, arrangement, to believe, right-hand, liabilities, to think, assets,
sheet, to write, Parliament.

Task 7. Comment on the following
The world is a chain, one link is another.

Task 8. Agree or disagree with the following statements.

1. In different countries of the world the main sections of the balance sheet
are arranged in the same way.

2. Liabilities are items of value such as cash, accounts receivable,
equipment, buildings and land.

3. Accountants record business transactions in books of accounts. They
summarize, analyze and verify economic information to present only meaningful
data to the management.

4. The income statement shows the financial position of the business at a
particular time.

5. Assets are the debts owed by the business.

6. Business managers or owners need balance sheets and income statements
to calculate the value of the businesses that they are operating.

7. Managers prepare a budget for the business and then pass it to the
accounting department.

8. The accounting department must receive information from all
departments in the business so that it can pay bills on time and prepare the
financial statements.

9. The first step in setting up a financial plan is to estimate all the debts.
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10. A book-keeper is known to record the repeated and uncomplicated
transactions of business.

Exercise 9. Say what you have learned about:
1. The responsibilities of the accounting department;
2. The purpose of the balance sheet and income statement;
3. The structure of the balance sheet and how the main sections are arranged
in different countries.
4. The history of the balance sheet invention;
5. The definition of the word “profit” and its significance for the business.

Exercise 10. Give a free translation:

PedopmyBaHHs OyXraiTepchbKoro o0diKy B YKpaiHi modanocs 3 yXBaJeHHs
BepxoBHoto Panoro Ykpainu 3akony "lIpo Oyxranrepcekuii o0k Ta (hiHAHCOBY
3BITHICTh B YKkpaini" B 1999 p. 3 Ttoro wacy pospobneno ta mnpuiinaro 31
HaIllOHATBHUI CTaHAAPT OYXTaITEPCHKOTO OOIIKY.

Crpareriuni HampsIMKH PO3BUTKY OyXrajaTepchbKOTO OO0NIKYy B YKpaiHi
nependavyaroTb-  yJIOCKOHAJEHHS  JIEPKABHOTO  peryitoBaHHi y  coepi
OyXranTepchbKoro OOJIKY 1 ayJauTy, aJanTallild HOPMAaTHUBHO-TIPABOBOI 0aszu [0
3akoHOJaBcTBa  €Bponeiicbkkoro  Coro3y 1 MDKHApOJHHUX  CTaHJApTIB
OyXxranTepchbkoro o0JiKy Ta (PIHaHCOBOI 3BITHOCTI Ta IH.

VY pamkax peanizamii OAHOrO 31 CTPATETIYHUX HANPSIMKIB PO3BUTKY
OyxraiaTepchbkoro o0diKy B YKpaiHi — a came, ajanTallli 3aKOHOJIJaBCTBA 3 MUTaHb
OyxranTepchbkoro o0OJIIKy J10 3akoHojaBcTBa €Bpomeiicbkoro Corwo3y -
MiHicTepcTBO (PiHAHCIB Y TOTOYHOMY POILIl 3A1MCHUIIO PsifL 3aXOM1B.

3arasioM, pobota 1070 pehopMyBaHHS OyXraaTepChKOro 00JIIKYy B paMKax
afganTanii 3aKOHOJABCTBA YKpaiHHW 10 3aKOHOJaBcTBa €Bpomeiicbkkoro Coro3y
MIJBUIUTE PiBEHb MPOGECIHHOTO CHIBTOBAPUCTBA OyXraiaTepiB, MPUCKOPUTH
mpoliec 1HTerpallli eKOHOMIKM HAIIO1 IEp>KaBU B CBITOBY CIILJILHOTY Ta CHPHUITHME
(GhopMyBaHHIO CIIPUSATIMBOTO 1HBECTUIIIMHOTO KJIIMATy.

st 3a0e3medeHHs] BENEHHA OyXTalTepChbKOTo OOMIKY MiAIMPHUEMCTBO
caMoCTiitHO obupae dhopmu oro opranizaiiii (po3aut 8 m 4 3akoHy):

— BBEJICHHA JI0 WITAaTy Mocaau OyxrainTepa abo CTBOPEHHs OyXrajaTepchbKoi
CIIy’kOH Ha 4OJIi 3 TOJIOBHUM OyXrajaTepoM;

— KOPHUCTYBaHHSl MOCIyramMH CIeliajgicta 3 OyXrajlTepcbKoro o0OJIKY,
3apEECTPOBAHOTO SIK MIAIMPHUEMEIb, SIKAWA 3MIMCHIOE TANPUEMHUIIBKY MisUTBHICTH
0€3 CTBOPEHHSI FOPUIUYHOT 0COOU;

— BEICGHHS Ha JIOTOBIPHUX  3acajlax  OyXrajaTepCchbKOro  OOJIKY
[EHTPAII30BaHOI0 OyXTanTepieto abo ayaAuTOpChKOI0 (PipMOIo;

— CaMOCTIliHE BeJeHHS OyXrajlTepCchbKoro OOJIKY Ta CKJIAJaHHS 3BITHOCTI
0e3mocepeIHbO BIIACHUKOM ab0 KepiBHUKOM MifnpueMmctBa g ¢popma opraunizarii
OyXranaTepchbKoro 00JIIKy HE MOKE 3aCTOCOBYBATHUCh Ha MIANPHUEMCTBAX, 3BITHICTh
SKUX MIOBUHHA OMPWIIIOHIOBATUC.
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BiamoBimanmeHiCTh 3a  OpraHizamito Ta  KOHTPOJb 32  BEICHHSAM
OyXraaTepchbKoro OOJIIKY IOKJIQJCHO Ha TOJOBHOTO OyxrajaTrepa IiJNpUEMCTBA
BianoBimaneHIiCTh 3a  OyXraaTepchKuil  OOJIIK  TOCHMOAAPCHKHX  OIEpallii,
MOB’sA3aHUX 3 JIKBIJAIIIEI0 MIANPUEMCTBA, BKJIOYAIOYM OIIIHKY MaiiHa Ta
3000B’s13aHb MIANPUEMCTBA, CKJIaJaHHS JIKBiAAIIHHOTO OanaHcy Ta (DiHAHCOBOI
3BITHOCTI, TTOKJIaJIA€ThCS Ha JIKBIAAIIHHY KOMICIO.

Exercise 11. Write an essay on one of the following topics:

1. Select a place in the world that you would like to visit for two weeks, and
prepare an expense budget that includes the costs of transportation,
accommodation, meals, entertainment, special clothing or equipment, and
any other special costs. Using your own financial plan, based on your
income and expenses, how long would it take you to earn enough money to
pay for this trip yourself? Explain your answer in a one-page report.

2. Name the common assets and liabilities of a family. Should a family prepare
financial statements? Why? Write a short paragraph.

3. The importance of accounting in the business world.

UNIT 21. THE BUSINESS PLAN

Key words and phrases

To update MOJICPHI3YBaTH

To run KepyBaTH

To succeed JOOUTHUCS YCHIiXY
Financial assistance ¢diHaHCOBaA JTIOTIOMOTA
Worked-out po3po0IIeHui
Summary KOPOTKUN BUKJIIA]
Gist CYTh

Statement 3asBKa

Recruitment Habip

Location MicIie pOo3TallyBaHHS
Consistent MIOCJI JOBHUI
Management YIPABIIHHS

Pricing I[IHOYTBOPEHHS
Design TUTaH, TPOSKT

To be designed to do smth IpHU3HAYEHUN IS TOTO, 1100

Read the following text

The Business Plan is probably the most important document that any
company can have and yet it is also the least well known or used. All large
companies have a Business Plan which is updated each year but very few small
companies have one.

When businesses first begin, they are normally run by one person and that
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person usually understands what he or she is trying to do. Within a very short
space of time, however, the business can grow to a size where one person cannot
keep all the possibilities and options in his or her own head and cannot fully
understand all the possible ways in which the business needs to be controlled.
Without a Business Plan, it is very difficult to succeed in business. These days it is
almost impossible to obtain any form of financial assistance from a bank without a
fully worked-out Business Plan.

Usually a Business Plan starts with an executive summary which gives the
main points and conclusions of the plan so that a reader might be given the «gist»
of the Business Plan very quickly without having to read everything.

Then a description of the company usually comes. It says how the company
began, what it is called and what it is in business to do. Many companies find it
useful to have a written “mission statement” S0 that everyone — inside or outside
the business — knows what it is trying to do. The “mission statement” may sound
very grand but it is intended to be a realistic statement and not simply a «wish».

This section may also contain descriptions of such things as the company’s
recruitment policy with respect to the suppliers of services and components. It is
also wise, here, to mention the location of the company and to explain why it was
located in that particular place and whether it has gained any benefits from it.
Location is very important for most businesses.

Then comes a section of the management. Banks and other lenders will need
to understand the quality and experience of the management of the company. This
section will contain details of the names, ages, experience and qualifications of the
management. It is also usual to say why the managers want to work in the
company and how they see its future.

Many Business Plans also contain a section of products and pricing. This
section describes the products and services which the company offers. This will
normally be very detailed, listing each product or service and saying why the
company is producing or offering it, what market it is designed to reach and how
successful it has been. It will also say how those products have been priced and
how the company intends to increase or decrease the prices over the next few
years.

Exercise 1. Answer the following questions.

1. What sections are there in any Business Plan?

2. How do you understand the term “Business Plan™?

3. What types of companies can have a Business Plan?

4. Which advantages do companies score having a fully worked-out
Business Plan?

5. Does the location play an important role in business prosperity of any
company?

6. What are the main principles placed in a section of products and pricing?

Exercise 2. Give the Ukrainian for:
to update, space of time, to run, to keep the options, to succeed in business,
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financial assistance, conclusion, to be outside the business, recruitment policy, to
produce something.

Exercise 3. Give the English for:

BOKJIMBUH JOKYMEHT, pOo3po0JieHni Oi13HeC-TIJIaH, KOPOTKUM BUKIIAJI, CYTh,
MocTavyajabHUK, 3BIT, pO3MIIICHHS (PipMH, KPEIUTOP, TOBAPU 1 BUBHAUCHHS IIHU,
IIPOIIOHYBATHU TOBAp, HiI[BI/IHIeHHH YU 3HUKCHHA HiH.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4.Write a synonym or a short explanation for each of the following words.
Use the dictionary if you need it.
supplier —
company location —
marketing —
benefits —
financial assistance —
management —
summary —
price —
service —
product —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about Business Plan.

1. Without/ in/ is/ difficult/ it/ Business Plan/ to succeed/ a/ business.

2. Business Plan/ a/ summary/ starts/ Usually/ with/ executive/ an

3. Description/ comes/ of/ Then/ usually/ the/ a/ company.

4. Management/ ages/ details/ The / of/ details/ contains/ names/ the/
experience/ of/ managers/ and/ the/ qualifications/.

5. The/ prices/ section/ change/ of/ have/ how/ in/ priced/ may/ those/ been/
pricing/ future/ products/ and/ say/ product/ and/ the/ how.__

Task 6. Complete the following text with the words and phrases from the box using
them in the appropriate form.
Presenting a Business Plan

Here are a few extracts of a Business Plan presentation to the audience:

« Extract 1
My talk concentrates on the Dale location and the planning we have carried
out so far. It is divided into three main parts as you can see

this short introduction, then a few words on the site at Dale, then an overview of
the environmental costs. After the environmental costs, we’ll look at other costs.
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After that, we’ll break for a discussion.

*Extract 2

Now... the first picture to show you on this, on the environmental costs,
clearly shows that construction accounts for over 60%, while the environmental
costs amount to around 12%, shown by this segment here. That’s a lot less than the
land purchase.

. Extract 3

Moving on.... | thought you would be interested in a comparison
looking at the costs of the environmental expenditure for Dale with
some other possible sites and as you can see by the chart it’s

very good. In fact, it would cost well below the average. Only one is a slight bit...
small bit cheaper.

. Extract 4
This picture, the next one here, shows initial investment, rising in the first
year, beginning to fall during year two, then you see falling

after about a year and a half... then the decline in investment costs will continue.
To carry out, decline, to be interested, part, site, investment, cost, cheaper, to
show, purchase, amount.

Exercise 7. Comment on the following.
“If you wish to know what a man is, place him in authority”.

Exercise 8. Agree or disagree with the following statements.

1. The Business Plan is a very important document.

2. The Business Plan is normally very short.

3. Only small companies have Business Plans.

4. Once a Plan has been made it is never changed.

5. When a business starts it is always run by one person only.

6. It is difficult to succeed without having a Business Plan.

7. Itis quite normal for a company to obtain finance from a bank
without presenting a Business Plan.

Exercise 9. Say what you have learned about
1. the term ”Business Plan and how it is used in business world;
2. the sections of a Business Plan;
3. the advantages which a company scores from its location;
4. the main parts of Business Plan presentation;
5. the businesses relations with the banks.

Exercise 10 .Give a free translation of the following text.

bizHec-mmaH — JOKyMEHT, B SKOMY JIaHO KOMIUIEKCHE OOIPYHTYBaHHS
cTparterii (mporpamMu) po3BUTKY BCIX cdep MISIIBHOCTI MIANPUEMCTBA Ha OCHOBI il
MOTOYHOTO Ta TMEPCHEKTUBHOTO IiaHyBaHHS. OCHOBHUMH (yHKIisIMH Oi3HEC-
IUTaHY, B SIKUX BCEOIYHO PO3KPUBAETHCS HOTO CYTHICTH € :
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MIMPUEMCTBO, HacamIiepe ] Horo cTabiaIbHICTh Ta €()eKTUBHICTH;

Task 11 .

HAJaHHSA TIOBHOI 1HQOpMaIii

KpeauTopaM 4

1HBECTOpaMm  Mpo

OOIPYHTYBaHHS OCHOBHO1 METH MiITPUEMHUIIBKOI A1SUTBHOCTI,
CTHCIIUH OINUC TMIANMPUEMHHUIIBKOT TISTBHOCTI;
XapaKTepUCTHKa TOBapy ab0 MOCIYTH, iX SIKOCTI;
OOIpyHTYBaHHS MIPOTHO3Y PO3BUTKY BUPOOHUIITBA,

KOMITJIEKCHE JTOCIIIDKEHHS PUHKY;

BU3HAYEHHS )KUTTEAISUIBHOCTI MiAMPUEMCTBA B YMOBAX KOHKYPEHIIIT;
oOTpyHTYBaHHs €(PEKTUBHOCTI MIANPUEMCTBA Ha OCHOBI OIIIHKH BHUTpAT,

I1H, TPUOYTKY TOIIIO;

orfiHKa Tpo¢eCcIMHOro PiBHSA YIPaBIIHCHKOTO MEPCOHATY(IIAMPHUEMII,

MEHEJIPKEPIB TOIIIO).

Write an essay on the following topic.

1. You are going to set up your own business. Present a Business Plan to
potential investors to invest their money in your business.
2. You are an owner of a company. Present in detail a plan of the
Management section of your Business Plan.
3. Name the organization where the Business Plan can be given and give the

circumstances of Business Plan presentation.

UNIT 22. BUSINESS PRESENTATIONS

Key words and phrases

Presentation

pe3eHTalls

Prospect NEPCHEeKTUBA, IIJIaH Ha Mail0yTHE
Venue MicLE 3yCTpiyl

Benefit JIOTIIoOMOora

To persuade TICPEKOHYBATH

Report 3BIT

Requirement BUMOTa, TIOTpeba

To deliver BUTOJIONTYBAaTH (IIPOMOBY)
Staff KOJICKTUB

Speaker POMOBEIb, OPATOP
Message TIOCJIaHHS, TTOB1IOMJICHHS
Representative IPEICTAaBHUK

Sales force TOPTOBHi areHT

Speech IpOMOBa

Training HaBYAHHS
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Read the following text

Businesses commonly use presentations to improve their prospects and profile
with clients or customers. For example, in the hotel industry, presentations are
used for promotion of conference packages to potential corporate guests.
Marketing and sales managers present their hotels as suitable venues for meeting
facilities and overnight stay along with ideal entertainment. They offer special
rates and benefits to persuade companies to hold their conferences at their hotels.
Brand managers propose ideas to management and explain new product lines to the
sales force. Department heads and supervisors brief superiors on recent
developments and subordinates on new company policies. Accountants give
financial reports to their superiors and explain paperwork requirements to everyone
else. You are also delivering a presentation when you teach the office staff how to
use the new phone system.

Most people who work in organizations eventually find that their
effectiveness and success depend on their ability to organize their ideas and present
them effectively. A speaker’s knowledge, enthusiasm, and apparent confidence can
influence people to accept or reject an idea in a way that a written document
cannot.

Realizing that effective speakers carry their message to the public in ways that
print and electronic media cannot match, companies send representatives to
communities to deliver speeches in a wide variety of settings. For example, over
90 percent of the 2,200 talks General Motors employees give each year are
delivered by middle managers.

Organizations realize the need to help their employees learn to give
presentations. Some of the world’s biggest corporations sponsor training.
Toastmasters International, a group dedicated to helping business people present
their ideas effectively, now has 1,700 members around the world. Research
confirms that speakers can become more effective with training.

Whatever your field, whatever your job, speaking to an audience is a fact of
life.

Exercise 1. Answer the following questions.

1.How do you understand the term "business presentation™? Give your own
definition.

2.Give examples of possible occasions when a business presentation may
take place.

3.Can the skill of effective public speaker be dangerous? Give your reasons.

4.What is Toastmasters International? Do you know organizations of the
same kind in your home country?

5.In your opinion, what are the qualities of a good speaker?

Exercise 2. Give the Ukrainian for:
prospects, profile venue, to brief, requirements, to deliver, presentation,
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representative, setting, rates and benefits, brand managers.

Exercise 3. Give the English for:

MOKYTICIlb, KOMEPIIHHUN JUPEKTOP, TOPTOBUI areHt, Ciyk0oBelb (Gipmu,
obiCHUM TMepcoHal, BIAXWIMTH 171€i, IMOBIAOMJICHHS, HaWMaHWUM TMpalliBHUK,
HiATBEp/PKYBaTH, HABYAHHSI.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

customer —

employee —

manager —

businessman —

financial report —

speaker —

presentation —

industry —

representatives —

business —

Exercise 5. Put the following words in the correct order to make complete
sentences and learn some basic ideas about making presentations:

1. to start/ to give /a/ present/some/ yourself/ /information/ A/ good/way/
very/ about/ is /.

2. you /If/ are/ with/ presenting/ your/ physically/ audience/,/ eye/
maintain/ contact/.

3. very/ Be/ clear/ in/ your/ mind/ own/ what/ are/ you/ trying/ to/
accomplish/ with/ presentation/ your/.

4. 1f/ want/ you/ to/ at/ people/ the/ end /of/ your presentation /questions/
ask/,/at /say/ so/ the/ beginning.

5. are/ several/ There/ ways/ to /presentation/,/ different/ any/ your/ of
/which/ structure/ can/be/effective/.

Exercise 6. Complete the following text with the words and phrases from the box
below using them in the appropriate verb-form.

Presenting yourself and influencing people, whether in a or on a one
to one basis, is not just about knowing what to do, but being able to do it. So it is
important not only to learn the skills but also as often as possible so that
when you are faced with presentation of any description you will be able to
replicate the necessary skills unconsciously.

This will then allow you to focus on the of the message and the
content of your presentation.
One way to develop you presenting Is to learn from three different

107



perspectives.

The first is to actually stand in front of people and present. The more often
you do this, the more comfortable and you will become.

The second way is to learn from watching the way others present themselves.
Analyse what works and what doesn’t work, and try to incorporate those bits that
do work into your own presentations. This process is called

Concentrate on what you think is good about what they do.

What do you like about them? What don’t you like?

The third way involves watching yourself on and listening to
feedback from others, so that you can make

Now think of the last presentation you did. How dld it go? How did you feel

during the presentation and what results did you ?
Trine result wasn’t what you wanted or expected, then there’s likely to be
areas that we can develop together. If you felt under , lacking in confidence

or overcome with nerves, these are things we can also work on.
(It is the excerpt from Lawrence Leyton's talk “Effective presentations ™)

Stress, to put them into practice, group, delivery, modelling, to achieve,
confident, video, skills, improvements.

Exercise 7. Comment on the following

“Do not fear when your enemies criticize you. Beware when they applaud”.
(Vo Dong Giang)
Exercise 8. Agree or disagree with the following statements.

1. Employers consistently rank public speaking and related communication
skills as one of the top skills they for in employees.

2. If you are an effective public speaker it is not so important for you to find
out about the audience.

3. Public speaking is a new trend.

4. Outline what you’re going to talk about: describe the different sections of
your talk.

5. Global communication in the context of business invariably relies on
effective oral and written skills.

6. Lecture is not considered as an example of any types of presentation.

7. The more you practice and prepare your presentation the more
comfortable you will be with it.

8. It is not necessary to give a summary of the main points at the end of
presentation.

Exercise 9. Say what you have learned about
1.The term “business presentation”?
2.0n what occasion can you make a speech in public?
3.What are the ways to improve your presenting skills in a proper way?
4.What are the qualities that make a good presentation?
5.Why are people afraid of speaking in public?
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6.Why public speaking is important?

Exercise 10. Give a free translation of the text, presenting a successful person.

Jxopmx Copoc ( (anri. George Soros; 12 cepnust 1930) — cydacHwmit
aMepuKaHChKUH (iHaHCUCT, MeleHaT, guiocod. [IpuXUIbHUK TEOPii BIIKPUTOTO
CyCHJILCTBA 1 MPOTUBHUK «PUHKOBOTO (yHIaMeHTami3My». IIpomoBxyBau imei
Kapna Ilonmepa.

Hapoauscs 12 cepnust 1930 p. y bynanemi, Yropumna. batexko Tusanap
[IIBapiy — anBOKaT, BUAATHUN JisY €BpEMCHbKOi TpoMaau Micrta, (axiBelp i3
€CrepaHTO i MUCPMEHHUK — ecnepanTucT. B 1936 p. poauHa momiHssia CBOE
npi3BuIIe Ha yropcbkuii Bapiant Hlopor.

1947 p. — ponuna emirpye y BennkoOputaniro.

1956 p. — nepeizn y Hero-Hopk, CIIIA.

1956—1963 p. — Opokep 1 ¢diHaHCOBUI aHAMITUK y KommaHli Wetheim &
Co. 3aitmMaeThCsi MIDKHApOJAHUM apOiTpaxeMm. 3aCHYBaB HOBUU METOJ TOPTIBII —
BHYTPIIIIHIN apOiTpaxK.

1963—1966 p. — pobota Han dinocodcebkoro aucepraiieo TspKka Hola
CB1JJOMOCTI.

1967 p. — 3 kamitany ¢ipmu Arnhold & S.Bleichroeder 8 $ 100 Tuc.
CTBOPUB iHBECTHUITIITHUI PoH/T 13 KamiTanoMm B § 4 miH.

1969 p. — kepiBuuk i cmiBBiacauk (ouay Jadn Irm (Duble Eagle), y
HaciaKy — 3HameHuTri Ksantym (Quantum Group).

1979 p. — ctBopuB y CIIA nepwmmii Onaroniinuii goun Binkpure
CYCH1JIbCTBO.

1984 p. — BiakpuB Onarofiitnuii (oHA B YTOPIIUHI.

1988 p. — opranizyBas ponn y CPCP KynbTypHa iHiLIaTHBa B MIATPUMKY
HAyKW, KyJIbTypHu, 1 ocBiTu. OpgHak He3abapoMm (oHJ OyB 3aKpUTHH, OCKUIBKU
IpoIlll BUKOPUCTOBYBAIKCS HE 32 MPU3HAUCHHSM.

1990 p. — 3achyBaB lleHTpanbHO-CBPONEUCHKUN  YHIBEPCUTET Y
bynanenrri, IIpa3i it Bapiasi.

16 Bepecus 1992 p. — 3apoOuB MiIBSApA M0dapiB Ha TaAIHHI (GYHTY
CTEpJIiHTa, Yepe3 0 0JeprKaB Npi3BUChKO «JItoauHa, mo 31amana bank AHTmiiy.

1995 p. — xamitan rpynu gouais KBantym ominroBaBcst 6inbm Hixk B $ 10
MJIpA, a po3Mipu ocobuctux noxojiB Copoca CTaHOBUJIM, MPUOIU3HO, TPETHUHY
I1€1 CyMHU.

1997 p. — mnouyaB ycmimHy i1H(GOPMAIIHHO-TICUXOJIOTIYHY aTaKy MpOTH
HaIllOHAJIBHUX BAJTIOT PSY KpaiH A31aTChbKO-THX00KEaHCHKOTO periony: Manaiisii,
Inponesii, Cinranypy ¥ @uiinmiH, MO 3aKiHYWIacs TJIMOOKOK EKOHOMIYHOIO
Kpu3010 KX KpaiH. [logibna araka Kuraro He Mana ycmixy.

2000 p. — maninnga iHaekcy NASDAQ 3aBmano Copocy 30MTKIB Ha Cymy
maibke $§ 3 mupa. Ilicms mporo Oyna mpoBeieHa peopradizaris Quantum i
IPOTOJIOLICHO MEPEXi 10 CTpaTerii MEHIIOr0 PU3HUKY.

2002 p. — mapu3bKuii CyJl BU3HAB BUHHUM B OJiepKaHHI KOH(IICHIIIHIX
BIIOMOCTEl 3 METOI CTSATHeHHA npuOyTky. Ha nymKky cyny, 3aBOSku UM
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BIZIOMOCTSIM MUTbHOHEp 3apoOuB Ounst § 2 MiIH Ha aKmisix (QpaHIly3bKOro OaHKY
Societe Generale. ITpucymkenuii 1o mrpady B 2,2 MIH €BPO.

2006 p. — 3zaitmae 27 wmicue B crnucky HauOararmmx mrogeid CIIIA. Woro
JI0XO0JIM 3a Bepciero xxypHainy Forbes ominrororecs B § 8,7 mips.

€ nmouecHnM gokTopoM HoBOI koM comiabHUX TOCTIKEHb (Hbm—ﬁopK),
Oxcdopacskoro 1 €1bCHKOT0 YHIBEPCUTETIB.

bnaroniiini ¢ponaun Copoca aitote y Outbln HiK 50 kpainax y CximHoi
€Bponu, kpainax CH/I, Appuui, Jlatuncekit Amepurti, Azii it CIIA.

ABTOp umMciIeHHHX cTatedl 1 kHWr: Aunximigs ¢inanciB (1987 p.),
Binkpusaroun pansHceky cuctemy (1990 p.), IlinTpumyroun aemokpatito (1991
p.).

JBiu1l po3nyyenuii. ¥ Copoca Tpoe€ AiTel B MNEPLIOrO HUTIOOY U TBOE BiJ
npyroro: Pobepr, Annpea, J>xoHataH (Bia mepuioi ApyXuUHM AHanizu Birtyak),
Onexcangp 1 I'peropi (Bix apyroi npyxkunu Criozan Bedbep Copoc).

Exercise 11. Write an essay on one of the following topics.

1.Think about the things that are in your bag today. Choose one of them and
try to sell it to your group members. Limit your talk to 1-2 minutes.

2.You run into your old friend. Your friend introduces you to a VIP you
want to deal with. You have only one minute to attract his interest. Demonstrate
how you would do it.

3.Remember your last speech in English or in your native language in front
of an audience. Write some sentences about your experience.

4.Prepare an information about great orators (public speakers) of the past or
present.

UNIT 23. TYPES OF PRESENTATIONS. THE KEY ELEMENTS OF
SPEECH MAKING

Key words and phrases

Outcome of the speech pe3yIbTaT IPOMOBHU
Intention HaMip
Communication CIUIKYBaHHSI
Purpose MeTa, IUTb

To accomplish JIOCSITHYTH

To persuade IePEKOHYBATH
Preferences nepeBaru

To entertain PO3BaKATH
Audience’s need noTpedu ayiuTopii
Inspirational CTHUMYJTFOIOYH
Listener’s attitude BIJTHOIICHHS CJTyXada
Remark 3ayBa)KCHHSI

Brief CTUCTUI

Statement TBEPPKCHHS
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Read the following text

Public speaking may be described as a process involving five key elements:
(1) the speaker as a person, (2) the speaker’s intention, (3) the audience’s need for
communication, (4) the situation or occasion of the speech, and (5) the structure of
the message.

The speaker

When analyzing yourself as a speaker, be sure to consider several factors.

Those factors are:

1. Your knowledge. It is best to speak on a subject about which you have
considerable knowledge.

2. Your feelings about the topic. When you are excited about the topic, your
delivery improves, your voice becomes more expressive, your movements are
more natural, and your face reflects your enthusiasm.

The speaker’s intention

Defining a purpose is the first step in planning any presentation.

A statement of purpose describes what you want to accomplish.

There are two kinds of purposes to consider: general and specific.

A general purpose is a broad indication of what you are trying to accomplish.
As it has been indicated above, the general purposes in planning a speech are as
follows: to inform, to persuade, to inspire, or to entertain.

A specific purpose tells you what you will accomplish when you have
finished your presentation. A good specific-purpose statement usually answers
three questions:

Whom do | want to influence? What do | want them to do? How, When, and
Where do | want them to do it?

The audience’ need

You should think about another basic element of your presentation: the
audience. Asking yourself a number of questions about your listeners will shape
the way you adapt your material to fit their interests, needs and backgrounds.

What are their positions?

What are their personal preferences? Some audiences appreciate humor,
while others are straitlaced.

What demographic characteristics are significant?

These characteristics are sex, age, cultural background and economic status.

What size is the group? Why is the audience there? What does the audience
know?

What are the listener’s attitudes? You need to consider two sets of attitudes
when planning your presentation. The first is your audience’s attitude toward you
as a speaker and the audience’s attitude to your topic.

Experts say that you can gain the audience’s attention in presentation by:

— telling an anecdote (a story, perhaps a personal one).

— mentioning a really surprising fact or statistic.

— stating a problem.

— asking a question.
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The speech situation

You also need to adapt your remarks to fit the circumstances of your
presentation. Several factors contribute to the occasion.

Facilities. Will you be speaking in a large or small room? Will there be
enough seating for all the listeners?

Time. There are two considerations here. The first is the time of the day when
you are going to speak. A straightforward, factual speech that would work well
with an alert, rested audience at 10 a.m. might need to be more entertaining or
emphatic to hold everyone’s attention in the evening when people are tired. You
also have to consider the length of time you are going to speak for. Most business
presentations are brief.

Context. Events surrounding your presentation also influence what you say or
how
you say it. For example, if others are speaking as part of your program, you need to
take them into account ("1 had originally planned to discuss the technical aspects
of our new express delivery system, but I think Carol has covered them pretty
thoroughly. Let me just bring your attention to two things").

The structure of the message

Three elements of your speech - the ideas or thesis, the language, and the
arrangement of points - have a bearing on its ability to convince the audience.

Thesis statement - sometimes called the central idea or key idea - is a single
sentence that summarizes your message. The thesis is so important that you should
repeat it several times during your presentation.

Notice that a thesis is positive and directly related to the audience’s interests.

Outline of the message

With a well-crafted main idea to guide you, you can begin to outline the
speech or presentation.

No matter what its subject or the goal is, most effective presentations follow a
well-known pattern:

Introduction
1. Attention-getter
2. Thesis
Body
1.
2. No more than five main points
3.
Conclusion
1.Review
2. Closing statement
Question-and-answer period

Exercise 1. Answer the following questions

1. What key elements of any presentation do you know?

2. What individual characteristics should the speaker possess to succeed in
his or her presentation?
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3. How do you understand the term “speaker’s intention”?

4. What is the first step in planning any presentation do you know?

5. Explain how the speech situation may influence your presentation.

6. What can you tell about the time of lasting the business presentation?

7. What role does the audience analysis play in making your presentation
successful? What are the ways to analyze the audience?

8. What circumstances of your presentation may present difficulties in
delivering it?

Exercise 2. Give the Ukrainian for:

outcome of the speech, speaker’s intention, to accomplish, broad indication,
personal preferences, cultural background, circumstances, straightforward speech,
to convince the audience, to summarize the message.

Exercise 3.Give the English for:

IIpOMOBCIIb, OCHOBHA MCTA, TOYHO BH3HA4YCHA IIiJ'II:, HOTpe6I/I ay,Z[I/ITOpﬁ,
CTaBJICHHS ClyXaya, MICIIE€ MPOMOBHU (BHCTYIy), 3MICT NMPOMOBH, OCHOBHA 11esl,
3aKJIFOYHC TBCPAKCHHA.

Compose your own sentences to show that you understand the meaning of the
words above.

Exercise 4. Put the following words in the correct order to make complete
sentences and learn some basic ideas about making presentations:

1. aim/ should/ be/ make/ your/ presentation/ entertaining/ as/ interesting/,
Ivivid/ ,/ enjoyable /as/ can/ Your/ to/ and / you / intelligible/ ,/.

2. role/ During/ speech/, /the/ audience/ plays/ entertaining/ an/ passive/ a /.
Generally/, / do / the / you/ talking/ all /.

3. speakers/ New / should / fear/ live/ in/ antagonistic/ of/ not/ questions/.

4. The/ audience/ nature/ of/ the / your /affects/ your/ for/ achieving/
strategy/ purpose/.

5.0n/ To be/ safe/ the/ side/,/ what/ check/ plan/ you/ to/ say /one/ the/ of/
local/ with/ organizers/.

6. A/ good / identifies / goal/ who/, /what/,/ how/, / and/ of /your / as/
precisely/ purpose / where/ statement/ possible/ as / when/.

Exercise 5. Write a synonym or a short explanation for each of the following
words. Use the dictionary if you need it.

purpose —

informative presentations —

intention —

thesis statement —

Inspirational presentations  —

speaker —

entertainment presentation —
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attention-getter —
persuasive presentations -
message —

Exercise 6. Complete the following text with the words and phrases from the box
below using them in the appropriate form.

Speeches and presentations can be categorized according to their purpose.
The purpose helps determine content and style.

General
Purpose

Type of
presenta-
tion

Characteristics
of the presentation

The goal
of the presentation

To
inform

Informative

e Emphasis falls on informative
content about the

e The speaker analyses the
audience to determine how
much they know already
about the topic.

e The speaker seeks to make the
subject interesting to listeners.

The goal of an
informative
presentation is either
to expand your
listeners”  knowledge
or to help them acquire
a specific skill.

To
persuade

Persuasive

e The speaker takes a definite
point of view concerning the
subject and presents
needed to get that point
across.

e The speaker
arranges the material to
appeal to the particular
opinions of listeners

selects and

Persuasion focuses on
trying to change what
the thinks or
does.

To
inspire

Inspiratio-
nal

e Remarks are centered on a
public event that is or
has recently occurred.

e The speaker organizes
remarks to express accepted
values that are represented by
the event.

When our aim is
inspirational, we build
upon the  existing
knowledge and
attitudes of . We
strive to deepen an
existing  appreciation
for particular ideas,
, Or events.

To enter-
tain

Enter-
taining

e Speakers such options
as telling tales and :

When our purpose is to
, we want to

stressing the funny aspects of
his or her subject.

captivate listeners.

To rely on, person, subject, anecdotes, to take place, listener, to entertain,
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| information, audience.

Exercise 7. Comment on the following:
“A man who wants to do something will find a way; a man who doesn’t will
find an excuse”. (Stephen Dolley)

Exercise 8. Agree or disagree with the following statements.

1. Teaching a group of product managers some new developments in
technology, training a new sales representative, or giving a progress report on
regional sales to a senior sales manager are typical examples of inspirational talks.

2. Individual characteristics, professional skills, psychological and
sociological characteristics of the speaker influence the outcome of the speech.

3. You always have to consider the length of time you are going to speak
for.

4. Traditional presentations have the following structure — Introduction,
Body, Conclusion, and Question-and-Answer period.

5. It is better to hold everyone’s attention making a presentation in the
evening than at 9 or 10 a.m.

6. Don’t let the visual aids dominate the presentation. People have come to
see you, not the equipment.

7. You should wait for latecomers and then start your business presentation.

8. Business presentation can be categorized according to their purpose.

Exercise 9. Say what you have learned about:
1.Speeches and presentations according to their purpose;
2.The individual characteristics of the speaker;
3.General and specific purpose of the presentation;
4. How to gain the audience’s attention in a presentation;
5.The steps required in planning a presentation.

Exercise 10. You are the head of a company’s marketing department. You have
been asked to give an informative 15-minute presentation of your department’s
functions. How would your purpose and approach differ for each of the following
audiences:

a. A group of new employees from all over the company.

b. New employees within the department.

c. A group of managers from other departments.

d. Several of your superiors.

Exercise 11. Give a free translation of the text, presenting a successful British
business.

Mapkc 1 Cnencep (uu M&S, koMmmanis BIZKPUTOrO THIY) — OAMH 3
HaNOUTBII BifOMHUX Mara3uHiB y Benukiit bpurtanii. Bin npuBeprae yBary Benukoi
KUIBKOCTI TYpPHUCTIB, a TaKOX JKUTENB AHIIII BIiJ JOMOTOCIOJAPOK O
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minsitonepis. I'eprioruust Hopky, npem’ep minictp, Jdacrin Todman — 1e amme
JIeK1IbKa 3 BIJIOMUX MOKYIIIIB I[OI'0 Mara3uHy.

Munysoro poky npu0yTok M&S craHoBuB 529 MinbioHIB, TOOTO HIXK 10
MUIBHOHIB B THXXJIEHb.

M&S 6yB 3acHoBanmii 105 pokiB Tomy. Mojoauii MOMBCHKUI IMMITPAHT
Mika enp Mapkc TopryBaB Ha 6a3api, Maloud MaJ€HbKUM KIOCK. Y HbOTO HE OyJI0
Oarato peued juis mponaxy (OaBOBHsSHAa TKaHWHA, BOBHA, Oarato TIYA3WKIB 1
JIeKiJbKa map MIHYpiBOK ajist B3yTTs). Haa mpuiiaBkoM BiH MOBICHB A00pe BiIoMY
ChOT'OJIH1 BUBICKY:

“He nuTaii CKITbKU KOIITYE — JIUIIE TIEHC .

Yepesz 10 pokiB BiH 3ycTpiB Toma CrieHcepa i BOHU pa3oM 3aCHYBalu
npojak ToBapiB mia Ha3Boro Penny Stalls y 6ararbox mictax Ha miBHOYI AHIUIL.
CrporomHi y cBiTI icHye Mepexa y 564 marazuam M&S — B Amepuni, Kanani,
Icnanii, ®paniii, bensrii, Yropmusi.

Yomy M&S mae Takuii Benmukuii ycrix?

Maraszun Oyaye cBiii 6i3HeC Ha OCHOBI TPbOX MPHUHIIUIIB: 100pa SIKICTb,
BEJIMKA KUIbKICTh 1 BHUCOKHUW PIBEHb MOCIYT. 3MIHIOETHCS TaKOXX ACOPTUMEHT
TOBapy. SIKIIO paHilie y MpoAaxi OyJu JIMIIe JHKEMIEpH 1 OpUpKi, TO 3apa3 BOHU
TaKOX MPOIMOHYIOTh MPOJOBOJIbYlI TOBapH, MeOJi, KBITH. Alle HaWBaKIUBIIIUM
KJIIF0OUeM ycrixy y Oi3Heci — kBaiiiKOBaHUM MepcoHall. YMOBH Mpalll — 4YyJI0BI.
KoMrmaHiss mae BiacHMX JIKapiB, JAHTUCTIB, MEpPYyKapiB, AKi HAJAlOTh IMOCIYTH
npaniBHEKaM M&S 1 Bci mTaTHI mpariBHUKA MOXKYTh MTOCHIIaTH Ha CyMy MEHIIE
40 neHcis.

Exercise 12. Prepare a presentation, speech on one of the following topics:

1. Colleague’s Promotion (This speech covers the usual topics that should
be mentioned, acknowledging and thanking the person for his/her contribution,
praising some of his/her personal qualities and wishing him/her well in the new
position; some thanks for all he/she has done for you personally; some thoughts
about what it means to be promoted and good wishes for the future.

2. You are a marketing consulting in a perfumery shop. Learn about your
potential customers and competitors and present the information in class at a
simulation of a business meeting. (To find about your customers and competitors
ask yourself about which different kinds of customers you are trying to sell to;
what products or services they want and why do they want them; where, when
how often and how much they buy the product; the other businesses selling
products and services similar to yours).

3. You are going to start a business. Try to persuade your potential investors
to invest their money in your business. (Prepare a persuasive talk).
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THE TASK FOR THE FINAL CLASS

1. Prepare a presentation on one of the following topics:

Business Presentation Topics

1.Prepare a presentation to management staff on the effective use of
PowerPoint.

2.Prepare a presentation to sales representatives on various strategies for
closing a sale.

3. Promote an advertising campaign to sell a new health food product (or any
product) to a potential client.

4. Prepare a multicultural training seminar for new employees.

5.Prepare a presentation to company managers on effective time
management.

6.Prepare a presentation on using computers to increase one’s job
productivity.

7.Present a department’s quarterly earnings, losses, and expenses to upper
management

8. Prepare a technical presentation to new employees on how to complete a
task that is crucial to their job.

9. Deliver a progress report to management on a group’s development of
their advertising campaign.

Follow these guidelines:

1. Start with a one sentence outline of your speech.

2. Practice delivering the speech, each time crossing out words in your notes
that you no longer need. Try to reduce your notes to a few key words or phrases.

3. Add transitions and presentation signposts.

4. Construct a vivid pictograph symbol for your introduction, for each main
idea in the speech body, and for your conclusion.

5. Practice giving the speech with only your mental notes.

6.Vary the pitch, volume, rate, and quality of your voice, and work
diligently on varying your delivery rate.

7. Speak out with enthusiasm and use a wide variety of vocal styles. Let the
motivation for voice changes come from the context of your speech.

8. Build appropriate pauses into your presentation to give listeners a chance
to mentally digest what you have said and catch up with you.

9. While presenting your speech mind the body language and manners.
Use visual aids.
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