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Передмова
Навчальний матеріал навчальної дисципліни, передбачений робочим навчальним планом для засвоєння студентом в процесі самостійної роботи, виносять на підсумковий контроль поряд з навчальним матеріалом, який студенти опрацьовували при проведенні навчальних занять. Самостійна робота студентів з дисципліни «Ділова іноземна мова», на яку на 2 курсі виділяється 37 годин на денній формі навчання і 68 годин на заочній, організовується через систему домашніх завдань, виконання яких має оцінювати викладач, і ця оцінка має входити до семестрової оцінки студента. 
Видами завдань для самостійної роботи студентів з дисципліни «Ділова іноземна мова»  є: 

опрацювання певного матеріалу за навчальною літературою; 

виконання письмових  завдань, запропонованих для самостійної роботи.
Форма контролю за самостійною роботою передбачає усне опитування на практичному занятті, перевірка письмових робіт, опитування на іспиті (якщо питання чи теми для самостійної роботи не входили до розглянутих на практичному занятті).
 Завдання для самостійної роботи
I  CORPORATE CULTURE
1. Read the text and find the words and phrases meaning:
a) everyday talks





d) inside 

b) events






e) to make somebody decide sth

c) observe





f) listen secretly to a private conversation

Employers spy on workers

Big Brother is watching- And it's increasingly likely to be your boss.

She might be recording the casual conversations between you and your co-worker, or tracking e-mails on your company computer, or watching the goings-on in the staff lounge.

Sounds like an invasion of your privacy? Think again. Most employee monitoring in the workplace is perfectly legal and it happens more than most people realise.

Two-thirds of US businesses eavesdrop on their employees in some fashion - on the phone, via videotape and through e-mail and Internet files - according to a survey by the American Management Association International.
In fact, employers can trace everything from deleted e-mails and voice mails to the exact computer keys a worker strikes. Special software can follow employees' paths across the Internet and high tech employee badges even let bosses track their workers’ movements within an office building. Wireless video cameras are small enough to fit in pagers.

Businesses have lots of good reasons to monitor workers: to deter workplace crime, to protect business secrets and to make sure employees aren't calling Timbuktu! Those worried about the Internet sites that employees are surfing can buy software that watches employees' screens.

2. Read the following extract from a meeting. A CEO is breaking some bad news to the board. Write in the board members’ queries and comments using the notes in brackets to help you. The first one has been done for you.

A.   OK, everyone. It's bad news, I’m afraid. As you may have heard, the latest European sales figures are looking extremely disappointing.

B   (say/fall short/projections again?) Are you saying they’ve fallen short of projections again? (a)

A   I'm afraid so. In fact, we may be 30% down. Now, this will be the third quarter in a row we've missed our targets and, frankly, unless things pick up considerably next quarter, we may have to rethink our whole pricing strategy.

C   (suggest/introduce/price cuts?) ___________________ (b)

A. If we still can, Anna. Certainly if we'd done that a year ago, it might liavc stimulated demand. But do it now and we may end up running at a loss. As you know, we're barely breaking even on some of our product lines as it is.

D    (surely/not say/time/phase them out!) _______________(c)

A   No, no, of course not. At least, not yet. But what I am saying is that we need to keep production costs down somehow if wc want to remain competitive.

B.    (this mean/should/invest more/new technology?)________(d)

A. If only it was that simple, Erik. But right now we're not really in a position to invest in anything, even if we wanted to. No, I'm afraid the situation calls for more drastic action* It's clearly time for a major restructuring.

D.   (tell us/could be layoffs?) ___________________________(e)

A. I don't see how we can avoid it, James - unless, of course, we can get some of our people to accept reduced hours.

C.   (mean some kind/job-share scheme?)____________________(f)

A.   Yes, either that or introduce a four-day week - providing the unions don't oppose it. Of course, it*s not just a question of costs. It's also a question of product. The fact is, better products are coming onto the market all the time.

D.   (so/say/should/spend more/R&D)_______________________(g)

A. As I've said, capital investment is no longer an option for us. Four any more money into R&D and well simply slide further into debt. And then there are all the problems weve been having with our overseas distributors.

B. (this mean/think/centralise distribution?)________________________(h)

A.   Well, that's one option, yes. But even if we decided to do that, and it's a big if, it would take time to implement - time we simply don't have. As you know, our share price has fallen to an all-time low of just 85 cents. And I wouldn't be surprised if, by our next meeting, it's fallen even further. The fact is, we're selling old product at inflated prices in a volatile market through inefficient distributors.

D. (hope/not suggest/situation/hopeless) ________________________(i) 

A. Well, let's put it this way: we've cancelled the Christmas party!

3. In 2 underline at least six collocations 
e.g. fall short of projections, miss targets, run at a loss, break even, slide into debt.

4. Look back at the meeting in 2 and answer the following:

a)     How many examples of conditional sentences and expressions are there?

b)   Apart from if which three words are used to link the conditional to the main clause?

c)    Only one of the conditional sentences refers to the past. Which one?

d)    Why is the past tense used in the following examples from the meeting?

•
Even if we decided to do that, 

•
it's a big if it would take time to implement.

e) If only it was that simple.       means:

•
I wish it was that simple, 

•
I doubt it's that simple, 

f) We're not really in a position to invest in anything, even if we wanted to.   means:

•
We don't want to invest in anything. 

•
 Wanting to invest would make no difference.

5. The following sentences refer to either success or failure. Mark them T or F

a) It was a very fruitful meeting. 

b) The whole thing came to nothing. 

c) The investment paid off in the end. 

d) If it all went smoothly.

e) It was a total flop.

f ) The deal went through.

g) The deal fell through. 

h) The whole idea was a non-starter.

i) We pulled it off.

j) It was a major publicity coup.

k) We've blown our chances.

l) We tried in vain to reach agreement. 

6. Supply the appropriate tense forms of the verbs in brackets:

1. She(cry) in her bedroom all evening.

2. It (begin) to rain when we (watch) TV.

3. Jane (have dinne)r when her friend (call).

4. We (see) movie last month.

5. My friend John (go) to France last year when I (stay) in the Crimea.

6. When the teacher (enter) the room, the pupils (talk).

II  CUSTOMER SUPPORT
1. Read the text below and find the words and phrases meaning.
a) people who don't just talk about it, but do it 

d) things that make progress difficult
b) giving a lot of time and energy to something 
e) someone who supports and fights for an
c) keep on trying to do something
idea








f) the only thing in common


Ideas
Ideas are like turtles - many are born, but few live to maturity. Because they closely resemble entrepreneurs, we call the people who turn ideas into realities inside an organisation 'entrepreneurs'.

Entrepreneurs are the hands-on managers who make a new idea happen.
 Texas Instruments, well known for entrepreneurial successes, studied fifty of their successful and unsuccessful new product efforts. In each of their successes there were one or more dedicated intrapreneurs who persisted despite great obstacles.

Similarly, the common denominator of their failures was that every one of them lacked a champion, an entrepreneur. Innovations just don't happen unless someone takes on the entrepreneurial role.

2. Rewrite the e-mail to make it more polite but equally assertive. Use the prompts below to help you.
Unfortunately / unable / reach / phone
a) Can / tell / managing / make / progress / Samsung report? // having / problems / please let / know / soon/ possible // understand / been preoccupied / other matters / may not / even / made a start yet / although / hope / not / case

did ask / some time ago / this report / as you know / do need / urgently / Thursday's meeting / people / head office

not / first time / let me down / consequently / shall have / discuss / matter / when / probationary period ends

really must know today how / longer / going / take

b)  again writing / regard / order / ref no 099X // records show / order / $15,000 / shirts / placed three months / but so far / received anything // Nor / sent / e-mail explaining / reason / delay // afraid / quite  unacceptable// You advertise / world's leading promotional products company // therefore / find / inability / take care / simple order like this both surprising / disappointing // notice / however / were more efficient / debiting / account / sum / $15,000

should like / delivery / 48 hours / together / apology // Otherwise / no alternative / hand / matter over / legal department // hope / made myself clear
3.  Complete the following expressions using the nouns and verbs provided. 

 mistake  bet
idea  point  circumstances  thing  move  forget  think  make  take   put  resist  do
a) Don't even______ about jumping from a moving vehicle.
b)  ____ the temptation to run from a mountain lion.
c) _____
any ideas of playing dead out of your mind.
d)  Your best______ is to shout and flap your coat at the animal.
e)  Do not in any______
try to stand up on the ice.
f)  _____care to land on your back to avoid breaking it.
g)  There's not much ________trying to force the door open.
h) _________about trapping air inside a sinking car.
i)  By far the most sensible_______to do is to open the car window.
j)  Just grabbing on to the nearest person with a parachute is not a smart__________.

k)  It's a common __________ to think the shark's nose is the best area to target.
l)  You'd
much better to strike at the eyes or gills.
m)  ______sure that the nose of the plane is six inches below the horizon.
n)  It's a good to brake as soon as you've gained control of the steering.
4.   Complete the following remarks using the pairs of words provided. 

agreement + priority        minds + options        anything + consideration     option + backing        input + action        time + heads        cons + decision     data + instinct

a) Look, _______ is short. So let's put our________ together and see what we can come up with.  
b)    OK, we’ve weighed up the various pros and__________.  Now* its time to reach a _________and stick to it.
c)  I don't want us rushing into__________ This whole issue requires long and careful.
d) I take it we're all in _______that our first ________ is to safeguard the well-being of our personnel.
e)  Well, then, I don't see we have any________ but to give this proposal our full___________.
f)  I’d like your________ on this before committing us to any definite course of __________.
g)  I'm in two_________ about it. At this stage I think we should keep our_________open.
h)  Well, in the absence of more reliable________, 1 think I'm going to have to go with my gut_______on this one.
5.     What is the first thing a manager can do in a crisis? Match the following. Which do you think are good advice?
a
deny 
 

someone

b
stay     


time

c
delegate 

calm

d
buy
       

 decisive

e
blame
       

everything

f
be


responsibility

g
admit 


honest

h
take 


data

i
make 


charge

j
act 


quickly

k
collect


 nothing

1
be


 promises

6.  Twenty-five articles {a, an and the) are missing from the text. Write them in. 

McDonald's crying over spilled coffee

In 1994 Stella Liebeck, New Mexico grandmother, ordered coffee at McDonald's drive-through restaurant. Minutes later, sitting in her car in car park, she accidentally spilled coffee - heated, in response to customer preference, to scalding ISO*!7 - and suffered severe burns requiring surgery. Crisis was about to unfold. When McDonald's refused to take responsibility for paying woman's medical bills, she went to attorney and sued company. At trial jury found McDonald's liable and awarded $200,000 in compensatory damages (less 540,000 for negligence on Licbcck's part) and massive 82.7 million in punitive damages because of what they saw as McDonald's unacceptably dismissive attitude.

One might have expected bad publicity to ruin McDonald's, but instead newspapers leapt to company's defence, declaring what nonsense court's verdict was. 'America has victim complex,' announced San Francisco Chronicle, Punitive damages were later reduced by judge to 5480,000 and, while awaiting appeal, parties made out-of-court settlement for undisclosed sum. But by then 'three million dollar coffee-spill' had already passed into corporate legend.
III. PRODUCTS AND PACKAGING
1. Read the article and find the words and phrases which mean:
a)    always thinking about 
b)    improve 

,


c)    factories where people work hard in terrible conditions 
d)    easily harmed or damaged 
LOGOMANIA
From the age of six, Naomi Klein was obsessed with brand names and what she could buy. She used to stitch little fake alligators to her T-shirts so they would look like Lacoste, and her biggest fights with her parents were over Barbie and the price of designer jeans.

But. aged 30, Klein wrote a book No Logo, which has been called the Das Kopital of the growing anti-corporation movement". The former teenager fixated on brand names has become a campaigner against our overbranded world.

In No Logo, Klein says logos are the closest thing we have to an international language. Most of the world's six billion people could identify the McDonald's sign or the Coca-Cola symbol - we are united by what we are being sold. Furthermore, advertising today is not merely about selling products; rt is about selling a brand, a dream, a message. So Nike's aim is not to sell trainers but to enhance peoples lives through sport and fitness. IBM doesn't sell computers, it sells 'solutions'.

And while the corporations are busy doing what they think is important - branding a way of life - someone, somewhere, has to make the stuff. In some of the sweatshops Klein visited they have rules

against talking and smiling. There is forced overtime, but no job security - it's 'no work no pay" when the orders don't come in.

Anti-corporate activism is on the rise precisely because branding has worked so well, believes Klein. Multinationals such as Nike, Microsoft and Starbucks have sought to become the chief communicators of all that is good in our culture: art sport community, connection, equality. But the more successful this project is. the more vulnerable the companies become.
2. Five of the following are facts and three are hoaxes. Which are which? Mark them F or H.

a) Swiss watchmaker Swatch has suggested replacing hours and minutes with their own global branded time system called 'Swatch beats'.
b)  McDonald's is negotiating with the city of New York to replace the Statue of Liberty with a similar-sized statue of Ronald McDonald for 18 weeks. 
c)  Taking the idea from the Batman comics, Pepsi-Cola is proposing to project its logo onto the surface of the moon, 
d)  Toy manufacturers Mattel celebrated   Barbie Pink Month* by painting an entire street in the UK bright pink - houses, cars, trees, even dogs,
e)    Nike lias been given the go-ahead by the Greek government to place a neon sign of its famous 'swoosh' logo on top of the Acropolis in Alliens.
3. Complete the following idiomatic expressions. The first two letters are given. Use the definitions in brackets to help you.

a) I'm working fl____out. (I'm working as quickly and as hard as possible.)

b) It completely sl_____my mind. (I completely forgot to do it.)

c) We're sn_____under at the moment. (We've got too much work to deal with.)

4. Complete the expressions  using the words below.
up   up   up   down   down   out   about   over   of   to

a)
You dry ________ completely.

b)
Your equipment breaks ______.

c)
You run __   ___ time.

d)
You run ______schedule.

e)
You pace ___ and ____.

f)
You wave your arms _____.

g)
Your heart speeds ___.

h)
Your legs turn ____ jelly.

5. All the expressions below can be used to comment on a visual in a presentation. Complete them using the verbs in the box.

notice        give        point         see        show         learn……mention        have        put        draw

Introduction  __________a look at this. As you can ________, …
Highlights   One thing you'll immediately_______
is that ...

                      I’d particularly like to
your attention to

                      I’d also like to__________
out ...

                     And perhaps 1 should
...

Context        Just to _______you some of the background to this ….

To this into some kind of perspective ..-

Conclusions Clearly then, what these figures_______is ….

                      The lesson we can _______ from this is … 

6. Fill the gaps in the following sentences by using either what or which:
1. I’m sure that _______ tou say is true.

2. I did ______ I could __________ wasn’t much.

3. Tell me _________ you want me to do.

4. He wasn’t surprised at __________ he because I told him saw _____ to expect.

5. I didn’t buy anything because I didn’t find _______ I wanted.

6. He didn’t know the language _______ made it difficult for him to get  a job.

7. Use the correct  tense forms to complete the dialogues:

Ann sees Paul putting his coat on “Where you (go), Paul?”.

Paul: “I (go) to buy some cigarettes. You (want) an evening paper?”

Ann: “No, thanks. You are always buying cigarettes. How many cigarette you (smoke) a day?

Paul: “I (not smoke) very many – perhaps 15. Jack (smoke) far more than I do. He (spend) $15a week  on cigarettes”.

Mary (see)Peter standing at the the bus stop. Mary: “Hello, Peter. What bus you (wait) for?” Peter: “Hello, Mary. I (wait) fo r the bus 9 or 14”.

Mary: You usually (go) to work by car, don’t you?” Peter: Yes, but I the car (belong) to my mother and she sometimes (want) it. She (use) it today to take Tom to the dentist”.

IV. Careers

1.  Read the text and find the words and phrases meaning:
a) to meet 





d) to walk

b) to make sth. small




e) to refuse





c) A little piece





f) examining of health 

Should genetic tests decide job prospects?

What if you were faced, at a job interview, with a test that would tell whether you could expect to develop Alzheimer's or Parkinson's disease? What if you were turned down because of that tiny bit of your ON A?

This scary scenario is coming closer to reality with the development of a technology that will allow employers to carry out genetic tests and get the results in the time it takes to stroll to the canteen and have a cup of coffee.

Would it be ethical? Would it be legal? Would it be acceptable to recruiters, let alone society at large? The moral debate lags behind the scientific advances. A technology that will identify DNA electronically has been developed by Or John Clarkson and his colleagues at the company Molecular Sensing. They plan to miniaturise it and build a hand-held device that will produce results in less than 30 minutes.

  Simon Barrow, chairman of The Recruitment Society, opposes such generic screening for illnesses, but would welcome tests for behaviour. And Professor Robin Plomin of the Maudsley Hospital's Institute of Psychology - confirms that genetic associations have been reported for reading disability, hyperactivity, personality and drug abuse.
2. Complete the expressions using the prepositions provided.

 up  up  up  down  down   about   over  of    to 

a) You dry _____ completely.

b)  Your equipment breaks_______.

c)   You run________
time.

d)   You run  ________
schedule.

e)   You pace _____ and _______.

f)  Your wave your arms _________


g) Your heart speeds
,

h) Your legs turn
jelly

3. Match the phrasal verbs in these sentences.
a
Wisecracks - that's what they tend to go

b
The one thing you can't do

c
The audience may switch

d
They'll want you to go

e
Anecdotes and amusing stories seem to go

f
What matters is how you come

g
Be too techno and they'll think you're showing

h
You have to keep

i
off altogether.

a
across as a person.

3
up a certain level of formality.

4
for.

5
without is a sense of humour.

6
off.

?
down well.

8
through all the main points again.

4. Match the phrasal verbs in 3 to the meanings below.

a)    present yourself                                                                e) like _

b)    lose interest





f) repeat

c)    be appreciated 





g) maintain

d)    try to impress





h) manage without
5.The following idiomatic expressions were  in 1, Complete them by filling in the missing letters. Use the words in brackets to help you.

a    You should have all the technical information at your fi
. (easily

available)

b    Give your presentation the personal to
. (aim it directly at your

audience's needs)

c     Youll get loads of interruptions, but just go with the fl
(let things

happen)

d    Don't get too carried aw
(be overenthusiastic)

e     Have a few gimmicks up your si
. (plan some clever surprises to

attract attention)

f    It really Is essential that you do your ho
, (prepare very carefully)

6.Use the correct present tense forms to complete the dialogues:

1. Mary and Jane (wait) outside a telephone box Inside the telephone box a boy (dial) a number. 
Mary: ” You (know) that boy?” 

Jane: “Yes, he is a friend of my brother’s. He (phone) his girl every day from this box.”

2. Mary: “Where he (come) from?”
Jane: “He (come) from Japan. He is a very clever boy; he (speak) four languages”. 
Mary: “I (wonder) what language he (speak) now”.

     Jane: “Well, his girlfriend (come) from Japan too, so I (suppose) he (speak) Japanese”.

3. Lucy: “Tom (get) up very early but he (wash) and (shave) and (get) his breakfast so

quietly that I (not hear) anything. But I (hear) him driving away from the house because his car (make) a lot of noise.”
4. Sally: “My brother (get) up early too. But he (make) such a lot of noise that he (wake) everybody up. He (sing) in the bathroom and (drop) things in the kitchenand (play) the radio very loudly.”

7.Supply the appropriate tense forms of the verbs in brackets:

1. I (type) all your letters. The job is done.

2. I (type) this report since yesterday and I’m only half way through.

3. Your mother is still in the kitchen. She (cook) all morning.

4. I (cook) a lovely meal which I’ll serve in a few minutes.

5. We (build) this garage ourselves and have4 just begun touse it.

6. We (build) this garage ourselves and hope to finish it within the next 2 months.

V. Making deals
1. Read an extract from Great Myths of Business by the journalist and self-made millionaire William Davis. find words or expressions meaning:
 a) make someone believe something which is untrue 
b) embarrassing pieces of information 
c) hidden from the public 
d ) to present something inaccurately 

e)  a wrong belief or opinion 

Information -A mixed blessing

Many people seem to find it difficult to accept that the information they get may be unreliable, It does not come out of nowhere: someone, somewhere, has had to put it together. That someone may have got the wrong end of the stick, or made use of hearsay, or deliberately set out to mislead.
Public relations people, for example, often put out press releases, which are little more than sales promotion. They can easily create a false impression, Information is slanted, twisted, misrepresented, Achievements may be exaggerated and awkward facts may be suppressed. In politics, 'spin doctors* are experts in dissembling. In business too. there are many  specialists  who  have  a  vested  interest  in

is ensuring that everything a company docs is presented in a favourable way.

My own profession is not without blame Journalists frequently print stories which turn out to be inaccurate and TV programmes give a distorted

20 picture of what is happening in various parts of the world. It is dangerous to read newspapers casually, That's how the germ of a myth is planted. The nest thing you know, it has grown into a fact, A glance at a headline, a swift scan of the introduction, a note of the picture caption, and you are on your way to a firmly held misconception.

2. Look back at the text in 1 and Match the following words and expressions to what they mean:
a    a mixed blessing



d    have a vested interest in something

b   a spin doctor



e    hearsay

c    get the wrong end of the stick

f    a myth

· something believed by many but in fact untrue

· completely misunderstand something ICJ

· something that has disadvantages as well as advantages 

· something you've heard people say which may or may not be true 

· someone whose job is to make people or organisations look as good as

possible 

· want things to happen in a particular way because it will benefit you 
3. Delete any unnecessary words to make phrases more conversational.

a    A:
Is everything OK with your meal, sir?
      B:
It's delicious. It couldn't be better
b    A:
Do you need anything else, sir?

      B:
1 don't think so, thanks.
c   A:
I like your laptop. It's a Sony, Isn't it?

      B:
Yeah, I haven't quite got used to it yet.
d    A:
Are you ready to start?

      B:
Yeah, I'm just coming.
e     A:
Do you mind if I switch the reading light on?

       B:
It doesn't bother me. I think I'll get another coffee. Do you want one?
f     A:
I saw you earlier in the fitness centre. Have you Ixren here long?

      B:
No, I just got here yesterday. Are you here on business too?
g     A:
Have you got a light?
       B:
Sorry, I don't smoke.

4. Match the following to make ten things you might say while listening to someone telling astory. 

a
You're 

god!


f          I'm not


terrifying!

b
I don't    
earth for?

g
I see


read about this.
c
Oh, my
happened?

h
Sounds


be serious!

d
So, what
 joking!

i
Oh, yes, I

what you mean

e
What on
believe it!

J
You can't

surprised.
5. Find  the the best parts of  the sentences  to complete the following   phrases:
	a
	OK. so we're just  

	b
	Let's go 

	c
	Max, could you first of all just 

	d
	Well. Pete, it's difficult to say at the       

	e
	I'll see what 1

	f
	I'm already

	g
	Monica, is there any                                   

	h
	Pete, you know how I

	i
	Just for the time                                                

	
	What                                                      

	j
	 What                                               

	k
	I've already                                                

	l
	OK. get back to them and see if we

	m
	And get somebody in after-sales to                   _

	n
	OK. I'll see to it

	
	


6. Put the verbs in brackets into the correct tenses:

1. If he (work) hard today can he have a holiday tomorrow?

2. If  I tell you a secret , you (promise) not to tell it to anybody else?

3. Tell him to ring me up if you (see) him.

4. Ice (turn) into water if you heat it.

5. If he (like) the house will he buy it?

6. If he (be) late we’ll go without him.

7. Put the verbs in brackets into the correct tenses:

1. If I (know) his address, I’d give it to you.

2. I could tell you what it means if I (know) Greek.

3. If we had more rain our crops (grow) faster.

4. If I were sent to prison you (visit) me.

5. If he knew it was dangerous he (not come).

6. If you (paint) the walls white the room would be much brighter.
VI. COMPANY AND COMMUNITY
1. Read the text and find the words and phrases meaning:

· point of view





applicable
· 
applicability





obliquely
· proper






endue
Creative way to better management

From Chopin to Schubert and jazz to jive, music, along with theatre, film, drawing and painting, is now widely used in UK business schools to help executives improve their management skills.


It may all be great fun, but does it work? Opinion is divided. Strongly against is David Norburn, director of Imperial College Management School, London. He says that after a few drinks he could probably make a case for any human activity having managerial relevance. Weber's clarinet concerto and emotion; jazz and chaos theory; sex and timing;

His argument is that when executives and MBAs invest time in business school programmes is   they want rigorous and relevant training. But staff at many of the UK's leading business schools, such as Patricia Hodgins at the London Business School, disagree. 'The key to creativity is being relaxed and being able to think laterally.

Using arts, music and theatre helps us to find that Gay Haskins, head of executive training at LBS, defends the techniques- 'We are highly geared towards capitalist values,' she says. 'Everyone in business needs to understand that there are other ways of seeing the world.'

2. Write the sentences of your own using the words from the task in 1.

3. Rewrite the sentences in the passive:

1. We can solve the problem.

2. Somebody might have stolen your car if you had left the key in it.

3. They had to postpone the meeting because of illness.

4. They shouldn’t have played the football match in such bad weather.

5.  They are repairing my piano at this moment.

6. They are watching my house.

4. Put the following statements into reported speech:

1. “I’m living with my parents at present,” she said, “but hope to have a flat of my own soon”.

2. “I’ve just bought a car,” said John, “but it’s not insured yet, so I can’t take you for a drive“.

3. “I usually take my dog out for a walk when I come home from work,” – she said.

4. “I have a message for your brother,”- I said. - “He isn’t at home,” – said Jane, “He left two days ago.” 

5. “I bought this bag in Milan”, - I said. “You shouldn’t have bought that color,” - said Peter, “It doesn’t go with your coat.”

6. “I must hurry. My father is always angry if any of us are late for meals, ” – she said.

5. Put the following sentences into reported speech:

1. “Please, don’t do anything dangerous,” – said his wife.

2. “Remember to book a table”, - said Ann.

3. “Read the question twice,” – sh e said, “and don’t write in the margin.”

4. “Don’t lend Harry any money,”  - I said to Ann, - “He never pays his debts.”

5. “Hold the ladder,”- he said,- “it’s rather unsteady.”

6. “Could I speak to Albert, please?” – I said. - “He’s still asleep,” – said his mother. “Then wake him,” – “I have news for him”.
6.  Supply the appropriate tense forms of the verbs in brackets:

1. John never (sail) to America before.

2. My friends (leave). They (go) away half an hour ago.

3. Jack (write) the report last night. 

4. My father (read) the newspaper already.

5. Mr. Smith (call) her employer yesterday.

6. Our group (not start) reading for the exam yet.

VII. MERGERS AND ACQUISITIONS
1. Read the article and use the following words and phrases to make a resume about the threats a company may face; work out the meaning of the words in italics. 
seventh-biggest corporation        steady growth        phenomenal share price 
huge debts        creative accounting        cash flow situation        tax losses 
shareholders        collapse

the fall of Enron
Enron was once the star of the new economy. As well as its traditional businesses, such as gas lines and power plants, it was also involved in Internet bandwidth operations and several obscure c-commerce ventures, At its peak the company was worth S70 billion and was the USA's seventh-biggest corporation.

Of course, the Internet boom didn't last. On April 14th 2001 more than one trillion dollars in market capitalisation was wiped out in six and a half hours of panic selling on Wall 10 Street. But, miraculously, Enron survived. In fact, it seemed stronger than ever.

But what the stock market investors didn't know was that the company had been cooking the books inventing partner companies that didn't really exist to hide huge debts and even huger losses. In 2000 Enron reported a net income of S979 million, even though it actually only earned S42 million. And by employing some of the most brilliant creative accounting ever, Enron managed to make S2 billion in tax savings, even 25   claiming some tax losses twice. In so doing, its cash flow situation was transformed from a S154 million outflow to a S3 billion inflow.
In what has been called the greatest corporate failure of modern times, on December 2nd 2001 Enron was officially declared bankrupt. The court ruling also spelt disaster for the main accounting consultancy Enron had employed, the equally famous Arthur Andersen, which was fined a staggering 40   S500 million.

Both Enron and Arthur Andersen are still in business.
2.  Find the words and phrases meaning:

vague




revive
enterprise



astonishing
cost




mortgage
magically



reserves
3. Put the following expressions on the scale below according to how likely they are:
a
You've a good chance.

b
You don't stand a chance,

c
There's a 50-50 chance.

d
Your chances are slim.

e
You're in with a chance.

f
The chances are remote.

g
You've blown your chances.

h
Here's a fair chance. 

i
Here's an outside chance.
j
you haven't got a cat in hell's chance.

Possible _______↔__________ less likelv_______↔__________more likely
4. All the adjectives below can be used to talk about the future. Place  them correctly on  the timeline below.

               distant        near        foreseeable        immediate        not-too-distant
sooner__________________________________________________________________________later
5. Match the remarks on the left to the way they were later reported.

a     I’ll help you.     




1. He promised to be there.

b    You'll regret it. 




2. He suddenly had an idea.

c.     I'll be there.




3. He offered to help me.
6 . All the sentences below refer to the future, Complete them using 7/(or will), as necessary. Use (/) if neither 7/ (or will) is necessary.
a) If  I ____see her. I____tell her.

b) I ___say goodbye before I
____go.

c) We____start the meeting as soon as they __ get here.
d) I expect they____ want a coffee when they______arrive.

e)   The people who____ get here early____
get the best  seats.
.

7.  In each pair of sentences below tick the one you are more likely to hear.
a     We'll land at Heathrow in about fifteen minutes. 
      We'll be landing at Heathrow in about fifteen minutes.
b     Will you go past the chemist's this morning? 
      Will you be going past the chemist's this morning?

c     Give me five minutes and I'll call you back.
       Give me five minutes and I'll be calling you back.

d     By the way. 1 won't attend the meeting.

       By the way. 1 won't be attending the meeting

8. Twenty-five articles (a, an and the) are missing from the text. Write them in. 

In automotive industry trend for many years has been towards smaller, more economical vehicle. So in autumn of 1997, Daimler-Benz introduced new economy model, Mercedes 'A Class'It was car designed to compete with ever-popular Volkswagen Golf. But just before November launch, disaster struck.

Swedish auto magazine had conducted what they called "elk test' on new car. Test is standard in Sweden to make sure cars can steer to avoid large deer crossing road. But at just 60kph 'A Class' overturned, injuring both test drivers. Storm immediately blew up in press and on TV, as buyers waiting to lake delivery cancelled their orders. For Mercedes it was not only financial but image crisis too.

Daimler responded quickly, adding wider tyres, electronic stability mechanism and stronger anti-roll bars - all at no extra cost to customer Highly successful advertising campaign and public support from Niki Lauda, ex-formula one racing champion, helped to restore consumer confidence in “A Class” but at cost of hundreds of millions of dollars.
VIII. International  trade 

1. Read the text and find the words and phrases meaning:
· Completely



support
· Background



plentiful

· Leading



peculiarity
Golf and business. A PERFECT COUPLE

What better way to get to know somebody* commune with nature, work a deal and improve your swing - all at the same time.US president Calvin Coolidge once remarked that “The business of America is business”. He didn't quite get it right. As any CEO will tell you, the business of America is golf.
Golf and business have been inextricably linked for more than a century, and most executives seem to be as comfortable conducting business against the serene backdrop of a rolling emerald fairway as they are within the controlled confines of the office. Not everyone can play tennis, but everyone thinks they can play golf In an age of health and enlightenment, golf has replaced the three-martini lunch as the preferred vehicle for sealing deals.

The ability to play golf, understand its etiquette, and respect its traditions can boost a career.

John D. Rockefeller played every day of his life until his mid-90s. Today*the titans of high tech are no less enthusiastic. Sun Microsystems CHO Scott McNcaly is a scratch golfer and Bill Gates is devoted to the game. Then there's Tiger Woods, readily identified with some of the biggest brands in business - American lixprcss, Nike and Buick.

So why is golf the preferred sport of business? In a word, relationships-No other sport lends itself to developing lasting professional bonds like golf does. How else can one get outside for four hours in such a relaxed, quiet and beautiful setting?' asks Jim Henry, a business development executive with Deloiitc Consulting. There is ample time to build or renew relationships.
That is a key differentiator between golf and other sports. Four to five hours on the golf course, and you get to know the character traits of your golfing partners - honesty, humility, ability to handle success and failure, approach to risk, desire to have fun, etc-,1 says Miller Bonner, a public relations veteran.'That translates into a successful business relationship.

Marketing director Derek Van Bronkhorst has his own test of character on the links. 'Do they cheat?* he asks, if they cheat in golf, would you want to do business with them?*

2. Listed below are some of the terms commonly used in marketing departments but the second word in each collocation has been switched with another. Can you switch them bade? The first two have been done for you
market outlet ----------- retail challenger 
mass sensitivity 
price market 
leading advantage

competitive brand
subliminal relations 
 price marketing

 niche analysts

 public advertising c

onsumer market

 permission war

3.  Put the following verbs and verb phrases in order from the best news to the worst
nearly doubled


almost halved

quadrupled



plateau'd

increased tenfold


more than tripled

                         __________

Sales have                        ___________

                       ___________

4. Pair up the adjectives with ones which have a similar meaning and put them in order from the biggest to the smallest
slight
huge
significant
modest 
massive       moderate       considerable
reasonable
5. Reconstruct the following sentences from a negotiation by putting the words in bold in the correct order.

a    OK, so, do take agreement we're in on I it volume?

b    Wouldn't it he a idea before talk to good we prices go any further?

C     But in happy principle taking about you're forty cases, right

d     look, price back getting to a for moment

e     Can you give us some what idea of of kind figure were you thinking of?

f     There seems slight a been have to misunderstanding.

g     With prices respect simply are your not competitive

h     I'm afraid that absolute really bottom our is line.

f     Lets set the price side moment the issue to one for, shall we?

j      I'll throw free service 12 parts and months' as in well

k     Now. I can't fairer that say than, now can 1?

I      What wed really like to movement see is more on bit a price

m   A 6% discount quite is had not what in we mind.

n     We were closer hoping something for bit a to 10%

o    1 don't think stretch far could I as as that.

p    Surely sort we something out can here

q    Would meet willing be you to us halfway?

r     We might position be a increase to in our order

s    We'd need to bit on flexibility see a more icrms of payment

t     I suppose manoeuvre room there be may some for there

6. Match the sentence starters on the left to the nouns on the right to make complete statements,

a
It was a very posh  \ bestseller.

b
It was the trip of a    \
restaurant,

c
It was a very close
\news!

d
That's terrific \ acquaintance

e
It's your typical HoIlywcx \ hotel

f
The economy's in a  \ blockbuster.

9
She's really just an\ match
h
I've just read his latest  \ lifetime!

i
It's a top-class  \ sell-out.

J
1 hear their latest tour was a  \ mess.
7. In the fixed expressions below, delete the word you wouldn't expect to hear
a
So, what do you reckon/guess?

b
Td go around/along with that.

c
1 wouldn't go quite as far/much as that,

d
Where do you stand/sit on this?

e
Well, that goes without saying/speaking.

f
I don't mind either/each wa\\

g
I'm afraid it\s not so/as simple as that,

h
Any responses/reactions?

i
The way I view/see it is this,

j
I wouldn't/couldn't say that.

k
Yes and no/No and yes.

I
I can't/couldn't say, to IK- honest.

m
Td like us to share/spare our views on this.

n
Oh, come on/off it!

o
Well, 1 haven't given/taken it much thought*

p
I'm for/with you there.

q
To my meaning/mind, it's like this,

r
To a point/an extent you're right.

8. Complete the following expressions using the prepositions  provided. 

back + to        through + to        up + on        in + on        up + to out + with        on + to        out + on

a   Have a quick look _______these figures and get_______ me asap.
b    Let me know if you need any help_______ the Koreans, And copy me any correspondence ____  them.
c    Could you get_____  _____our suppliers and sort something_____ihem? I'll leave the details_____you, but keep me______the loop.

d  BTW, you did a great job____the presentation. It went _____ really  well_____the Belgians. We’ll just have to wail and see what they come______to us_____.
e Can you update me
____where we are_____
the Expo arrangements? I'm a bit______of touch. Can I leave it
_____  ______you to contact the speakers?

f  I'd like to sound vou _______   _____this new packaging idea. Let's meet______ to discuss it sometime next week. 

Методичні поради щодо виконання та орієнтовні завдання для індивідуальної роботи
Комплексне практичне індивідуальне завдання (надалі КПІЗ) є видом позааудиторної індивідуальної роботи студента навчального чи навчально-дослідницького характеру, яке використовується в процесі вивчення програмного матеріалу навчального курсу і є окремим заліковим модулем з дисципліни.

Метою КПІЗ є самостійне вивчення частин(и) програмного матеріалу, систематизація, поглиблення, узагальнення, закріплення та практичне застосування знань студента з курсу та розвиток навичок самостійної роботи. КПІЗ — це завершена теоретико-практична робота в межах навчальної програми курсу, яка виконується на основі знань, умінь і навичок, отриманих у процесі лекційних та практичних занять, охоплює декілька тем або зміст навчального курсу  в цілому.

Специфіка виконання КПІЗ з курсу припускає інтенсивну роботу з  першоджерелами, включаюси мережу Інтернет, максимальну активізацію пізнавальної діяльності студентів, сприяє ефективному виробленню навиків   первинної обробки інформації, роботи з документами, умінь узагальнювати та інтегрувати отриману інформацію. В процесі виконання КПІЗ студент повинен висловлювати власне бачення на проблемні питання КПІЗ, вказувати свою думку на описувані події та формулювати власну оцінку використаної літератури, не допускаючи при цьому повторень і суперечностей. Неприпустимим є зловживання цитатами. Автор повинен використовувати їх для підтвердження власних думок і робити відповідні посилання згідно правил.
Керівник курсу призначає кожному студенту відповідний варіант КПІЗ відповідно до затвердженого кафедрою переліку. КПІЗ виконується у формі робочого зошита, типова форма якого розміщується на кафедральному сайті ТНЕУ. КПІЗ видається студенту у перші два тижні навчання та виконується впродовж семестру у відповідності до встановлених графіків.

КПІЗ повинно мати чітку логічно обумовлену структуру та встановлену кафедрою форму. Обсяг КПІЗ має становити до 10 сторінок формату А4.

КПІЗ виконується кожним студентом індивідуально в письмовій формі відповідно до цих вказівок та пропонованого варіанту.

Виконання індивідуального завдання є обов'язковим для кожного студента, що вивчає курс. Виконання КПІЗ оцінюється за 100-бальною шкалою відповідно до вагового коефіцієнта як окремий заліковий модуль.

Орієнтовна тематика рефератів і наукових доповідей:
1. Шляхи досягнення успіху у  веденні бізнесу.
2. Основні правові засади створення власного бізнесу.

3. Моральні принципи керування власним бізнесом.

4. Роль керівника середньої ланки в  управлінні бізнесом.

5. Реклама як спосіб розширення виробництва і торгівлі.

6. Засоби рекламування товарів і послуг в Україні.

7. Мотивація як фактор підвищення продуктивності праці.
8. Політика держави у галузі малого і середнього підприємництва на сучасному етапі.
9. Формування конструктивних взаємовідносин керівництва компанії з персоналом.
10.  Шляхи уникнення конфліктів у колективі.

11.  Корпоративна культура: поняття, рівні, етикет.

12.  Захист споживачів на ринку праці.
13.  Виробництво товарів та способи їх збуту.

14.  Професія і кар’єра: поняття, стадії розвитку,  перспективи росту.
15. Види і способи укладання угод  і ведення переговорів.

16. Творчість, креативність у компанії, їх вплив на суспільство.

17. Розвиток підприємництва. Розвиток компаній.

18.  Особливості розвитку міжнародної торгівлі, перспективи вдосконалення.

19.  Конкуренція у бізнесі.

20.  Принципи успішної співбесіди.
21.  Резюме і його вплив на імідж претендента на посаду.

22.  Резюме та їх стилі.
23.  Переговори: етапи і їх особливості.

24.  Запоруки успішних перемовин.
25.  Кроскультурні перемовини: вплив національних ознак на інтернаціональні домовленості.

26.  Е-мейл як засіб успішних продажів.

27.  Етика електронного листування.
28.  Мотивування працівників: за і проти різних видів мотивації.

29.  Соціальна відповідальність: компанії на захисті суспільства.

30.   Ризики та перспективи переробної індустрії.
31.  Злиття і поглинання: досвід і плани на майбутнє.
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