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HNEPEAMOBA
HaBuaneHuii nociOHMK 3 aHTIIHCHKOI MOBU TIpodeciitHoro
CIIPSIMyBaHHSI “English for International Business
Communication” npu3Ha4YeHWid Ui ayJJUTOPHOI Ta CaMOCTIHHOT
pOOOTH CTYAEHTIB CTApIIUX KypCiB CreliaabHOCTI «MiKHApOaHA
EKOHOMIKa», a TakKoX Ui BCIX THUX, XTO BUBYA€E EKOHOMIKY Ta
0i3Hec 1 Oa)kae MOTIMONTH 3HAHHS 3 aHTIIICHKOT MOBH 32 (DaXOM.

Meroro nociOHMKa € HaBYaHHSI MaitOyTHIX (axiBI[iB OCHOBaM
npoheCiitHOro CIIKYBaHHS aHTJIIMCHKOI0 MOBOIO, 30arayeHHs ixX
JIEKCHYHOTO 3aracy, O3HAaHOMIIEHHS 3 TepMIHOJIOri€l0 Ha 0asi
ABTEHTUYHUX OpPUTIHANBHUX iH(QOpMAIIiHO HACHYEHHX TEKCTIB
Ta TPEACTaBICHHS TEMaTHYHO-MOBJEHHEBHX 3pasKiB  JUIs
PO3BHUTKY MPAKTUYHUX JIHIBICTUYHUX YMiHb i HABHYOK.

CtpykTypa Ta 3MICT HaBYaJIbHOTO IOCIOHHMKA BIMOBIAAIOTH
MPHHIUIAM KPEUTHO-MOJYJIBHOI CHCTEMH HaBYaHHS Y BUIINX
HaBYaJNbHUX 3aKiajax. [lociOHMK CKJIaNaeThCsl 3  CEMH
TEeMaTUYHUX PO3JUIIB, KOXKEH 3 SKUX MICTUTh HaBYaJbHI TEKCTH 3
(haxy, TIEpEeaTEKCTOBI TEPMIHOJIOTIYHI  aHTJIO-YKpaiHCHKI
CIIOBHHMKH Ta KOMIUIEKC KOMYHIKaTHBHUX JIEKCHKO-TPAMaTHIHUX
BrpaB. Taka mpodeciiiHo opicHTOBaHa OpraHi3allis HaBYaJIEHOTO
Marepialy [a€ MOXIIMBICTH  PO3MOAUTY Ta BHKOPHUCTAHHS
TeMaTHYHUX OJOKIB 3a MOAYISAMH 3TiTHO 3 HaBYAJIHHUMHU
pobourMu Tporpamamu, IO JOIMOMOXKE CTYIEHTaM 3acBOITH Ta
3aKpINUTH HaBYAJGHUHA MaTepiall BiIIOBIAHO JO TEM PO3MILTIB,
MIArOTYBATUCS 1O HAMKCAHHS MOAYIBHUX KOHTPOJIBHUX POOIT,
CKJIaJIaHHS 3aIKIB Ta iCIUTY 3 aHTIHCHKOI MOBH.

Cucrema BHpaB pi3HOTO THITY, PO3MOAUICHHX 3a NMPUHIAIIOM
3pOCTaHHSl CKIAIHOCTi, BHMAara€ BiJl CTYACHTIB B)KWBaHHS
aKTUBHOI JeKcWku 3 (axy, cmpsMoBaHa Ha e(eKTHBHE
3aKpIlJIeHHS HABYAJIFHOrO MaTepiamy. TemaTtmka poO3IiTiB
Oe3nocepelHbO  TMOB’S3aHa 3 OCHOBHMMH  HANpsIMaMH
cremianizaiii CTyJIeHTiB.

[locioHnK Moke OYyTH BHKOPUCTaHWHA SK MIAPYYHUK Y
HaBYaJIBHOMY IIPOIECi 1 SK JOBIAHUK JUIS CTYACHTIB 1 (haxiBIliB y
cdepi ekoHOMIKH Ta Oi3HECY.



UNIT 1. CONTRACT.

Exercise 1. Learn the vocabulary to text 1.
hereinafter - Bromabmomy
be referred to as —nazuBaTHCs
conclude the contract — yknanatu KOHTpakT
plenipotentiary representative — moBHOBayKHHMIA TIPEICTABHUK
involve - mictutu
provision —mosjoxeHHs (KOHTPAKTY)
supplement — 1.1omaTok 2. 101aBaTH, JOMOBHIOBATH
undertake (taxes and duties) — Opatu Ha cebe 3000B’sI3aHHS
(cmaTuTH IOJATKH Ta 300pH)
insure — crpaxyBaru
refund/indemnify — BigmkogoByBaTu
losses —30uTKH
EXPENSES —BuTpaTn
delay — 3arpumyBati
Arbitrage Court — ap6itpaxxauii ¢y
force majeure — popc-maxop,HenependayueHi 06CTaBUHH
fulfill obligations — BukonyBaTH 3000B's13aHHS
on behalf of — Bix imeni
terms — 1. ctpok, mepioz, yac; TpuBaiicTs 2. pl ymoBu
charges — BuTpatH, OnoaTKyBaHHS
penalty — mrpad
delivery — mocrauauus
iNVOKe — BUKITUKATH 110 CYIy
break down — 1. momikomkeHHst 2. TOMIKOKYBATH(Cs)
order — 1. 3aMOBJIEHHS 2. 3aMOBJISITH
mutual agreement — crinieHa yroga
advance payment — rmornepe/Hs oruiaTa
sign — miamucyBaTH
stipulate — 06ymoBIIFOBaTH, POOHTH 3aCTEPEKEHHS
shipment —sinBaHTaKeHHS
confirm — miaTBepKyBaTH
claim/complaint — nmperensisi; pexkaamartist
refund — BiankogOBYBaTH
indivisible — senoninpaM
letter of credit (L/C) — akpeautus
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in duplicate — y nBox nmpumipHHKax
juridical validity —ropunuuna cuna
exchange - oomin

enforce - 3abe3neuyBaTi JOTPUMaHHS
transaction - yroma

legal titles — ropuaruna Ha3Ba

indelible paint - nesmuBHa dapbda

mode of payment - croci6 ormatu

draft — mpoekt, 4opHOBUK

breach - mopyienns

fail to meet - me Binnosinatu

clause — myHKT, MOI0KEHHS

contingencies — nermependaveHi 00CTaBUHH
settlement of disputes - BperyntoBaHHs Cynepedok
be obliged — 6ytu 30608’ s13aHIM
irrevocable — neckacoBHUMM, HEBIIKINYHUN
revoke - BimKIMKaTH

Exercise 2. Read and translate text 1.

Text 1. STRUCTURE OF THE CONTRACT
A contract is an exchange of promises enforced by law. A

lot of businesses and personal transactions including marriage,
wills and purchases involve contracts.

A conventional contract includes the following clauses:

e contract number

¢ place and date of signing

o legal titles of the contracting parties

e subject of the contract. The subject of the contract names
the product or service for sale/purchase.

e price and total value of the contract. The price stated in a
contract may be firm, fixed or sliding.

e quality of the goods. The quality is to be in conformity
with the technical specification of the contract.

e insurance of goods. Insurance guarantees the insurant
party obtaining indemnity from the insurer in case of damage or
loss. The insurer is better protected if his goods are insured
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against all risks. The goods may be also covered against general
and particular average.

e dates and terms of delivery

e packing and marking. Marking should be of recognized
type (there are standards for it) and made in indelible paint.

e mode of payment (cheque, draft, letter of credit)

e sanctions and claims

In case of the breach of a contract the sufferer makes a claim
on the party, which fails to meet its contract obligations. The
cause for complaint may be poor quality, breakage, damage, short
weight, leakage, loss, delay, etc.

o force majeure

Force majeure is a force against which you cannot act. This
clause includes natural disasters (earthquakes, flood, fire), such
contingencies as war, embargo, and strikes.

e Settlement of disputes and arbitration

e Legal addresses and signatures of the parties.

Exercise 3. Answer the questions on text 1.

1. What is a contract? 2. What clauses does it include? Give
details. 3. What can the sufferer do in case of the breach of a
contract ? 4. What does insurance guarantee? 5. Where can
disputes be settled?

Exercise 4. Study the sample contract. Translate it and
comment upon its content.

Manchester February 24, 2008

GreenGlass Ltd, hereinafter referred to as: “Seller”, with
residence in Manchester, U.K., represented by Managing Director
Mr.Goldsmith, and Food plant “Ukrhlib”, hereinafter referred to
as: “Buyer” with residence in Kyiv, Ukraine, represented by
General Director Mr.Vodas.

Both parties recognizing plenipotentiary representatives of
the firms agreed in concluding and signing the contract which
involves the following provisions:
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1. Subject of the contract

The Seller shall sell and the Buyer shall purchase the new
technological line for food processing industry, Model ZX245.
2. Terms of delivery and payment

The Seller is obliged to deliver the new processing line,
Model ZX 245 within 30 working days after the signing of the
contract if the payment was realised by the Buyer in the form of
irrevocable, confirmed, indivisible letter of credit, to the account
of the Seller not later than in 10 banking days after the contract
was signed to the amount stipulated in the Supplement to the
Contract.
3. Transportation

The line shall be shipped and delivered on FOB conditions to
the port indicated by the Buyer. The Seller shall be in charge * to
pay all the expenses connected with transportation up to the
frontier, and then the Buyer shall undertake all the taxes and
duties existing on the territory of Ukraine.
4. Insurance

The line is insured by the Seller to the amount of 1000 USD.
In case of any damage during the transportation the losses shall be
refunded to the Buyer. The Seller shall provide the Buyer with 1
year guarantee for the line and all the necessary technical
documentation. In the case of breakdown the specialist of the
Seller shall be ready to assist to the Buyer free of charge within 2
years after the date of purchase.
5. Penalty

In case the Seller couldn’t deliver the line in the mentioned
above terms without any particular reason, the Seller should
indemnify the Buyer all possible losses including 0,5% penalty
for every day of the shipment delay, and the Contract should be
considered annulled.  In the case the Buyer failed to pay the
contract within the term stipulated by the Contract, the Buyer
should indemnify the Seller all the possible losses including 0,5%
penalty for every day delay of payment.
6. Arbitration
All disputable questions, if any, should be presented to the
Arbitrage Court of Great Britain or Ukraine by the agreement of
the Seller and the Buyer.



7. Force majeure

In the case of war, earthquake, flood or changes in the
legislation or any other reasons which arise in the countries and
couldn't be overcome by the parties because they are force
majeure and last more than 30 days the parties have the right to
inform each other about these conditions and not to fulfill their
obligations under the Contract.

The Contract was done in duplicate. Both copies have equal
juridical validity.
Juridical addresses of the parties:
-Seller -Buyer

Account Account
Signatures On behalf of the Seller On behalf of the Buyer

Exercise 5. Read and translate text 2. Write key questions

on the text and ask your groupmates to answer them.
Text 2. WHAT’S IN A CONTRACT?

Contracts are critical for just about any business deal. There
are in fact three types of contracts - a verbal contract, an implied
contract, and a written contract. For the most part and to a limited
extent, verbal contracts are just as valid as written contracts.
Some states may however impose limitations on the verbal
contract if the value of it exceeds a certain dollar value or the
term of the contract is over a certain period of time. In other
words, holding someone to an agreement to provide a service ten
years down the road or a multi-million dollar verbal agreement
would probably be very tough in most states.

The problems with verbal contracts are that they are often
very hard to prove, especially if they are very complicated or have
no independent witnesses. The parties themselves may not even
recall the exact details to which they agreed. Therefore, if neither
side can show a written contract judges are often forced to apply
“fairness” or other governing state laws. The problem with
“fairness” is that at least one person won’t consider it “fair”. In
general, try to avoid verbal contracts. Anyone who wants you to



agree to something, but won’t put it into writing, just isn’t worth
the time. And they are very likely to scam you.

It is often assumed that a contract is only valid if it is in
writing. While the written form is more usual, a contract may also
arise from a verbal agreement or be implied from the conduct of
the parties. Certain types of contract, such as consumer credit
agreement, must be in writing.In order for a contract to be a
legally binding agreement, it must contain an offer and an
acceptance as well as established consideration, i.e. something of
value.

Breach of contract may result if one of the parties fails to
deliver on the agreement. In this case, the wronged party may be
able to seek damages in a court of law.

Exercise 6. Translate into Ukrainian the following part of
the contract related to obtaining the license for exporting and
importing equipment and answer the questions

The Seller will take care of, and bear all the expenses
connected with, obtaining the necessary license for exporting the
goods under the present Contract from the Port of Origin to
Ukraine.

Not later than a month from the effective date of the
Contract, the Seller is to advise the Buyer if the export license has
been granted or is not required. If the Seller is unable to obtain
the export license and the Buyer is unable to obtain the import
license within the time stipulated above, or the export/import
license is revoked by the appropriate authorities of the
Seller’s/Buyer’s country before the deliveries are completed, the
Seller/Buyer will have the right to cancel the Contract wholly or
partially.

a) Who is supposed to obtain the export/import license?

b) What right will the parties exercise if the appropriate
authorities revoke the import/export license?

Exercise 7. Learn the vocabulary to text 3.
on discretion - Ha po3cyn
be entitled - matu nmpaBo
gratuities (tips) — gaiioBi
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probation - BunpoOyBanbHUI TEpMiH
pro-rata - mponopiiifHo

fraud - maxpaiictBo

forfeit — BrpauaTu, anymoBaTH
leave - Bimmycrka

rota - po3kiaJ 4epryBaHb
amend - BHOCHTH 3MiHH
duress - mpumyc

usury - TIMXBapCTBO

bill of exchange - Bexcens

bill of lading — konocameHT

Exercise 8. Study the contract below and make a summary
of the key points.
Text 3. EMPLOYMENT CONTRACT
In reference to our recent ‘Letter of Employment Offer’ we are
pleased to offer you an employment contract under the following
terms and conditions:
1. APPOINTMENT

1.1. Title : Casino Dealer
1.2. Classification : Operational Staff
1.3. Division : Casino

1.4. Department : Table Games
1.5. Start Date : 15/07/2010

1.6 Working Hours . Twelve (12) hrs per shift. 180-240
working hours per month average
48 hours per week. (Amount of working
hours per month may differ depending
on customers’ flows).1.6. Working
2. CONTRACT PERIOD
2.1. Duration : One (1) year from the day of commencement
and subsequent renewal shall be by mutual
consent.
3. REMUNERATION
3.1. Method of  All payments are made in US dollars and Kenya
Payment . shillings on approximately the 7" of each month
for work during the preceding month partly into
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the employee local bank account and partly in

cash.

3.2. Salary . USD (net)

3.3. Overseas Allowance : Nil

3.4. Overtime . Nil.

3.5. Bonus : On absolute discretion of the
company and depending on the Employee’s job
performance.

If the company decides to pay a bonus, only those still in the
Company's employment at the time of
payment are entitled to said bonus.

3.6. Bonus Upon . Nil.

Completion of
Contract

3.7. Gratuities (Tips) : Shall be paid to all the Employees
according to  “tips points” scale and
amount of hours worked.

Tips are paid out once per month and
Company do not withhold any part of

them.
4. GENERAL CONDITIONS
4.1. Probation : The Employee shall serve a probationary

period of two (2) months. This
probation period may be extended to
another two months on the discretion of
the company.

4.2. Termination : Twenty four (24) hour notice. Payment
shall be made up to and including the
time of termination. All relevant
expenses which were paid by the
Company to organize employment shall
be deducted from final payment.

4.3.Compensation for : Nil.

Termination of
Service
4.4, Transfer : The company reserves the right to
transfer the Employee to different
positions in the company.
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4.5. Resignation : One (1) month notice is required.
The company reserves the right to
pay one (1) month pay in place of

notice.
4.6. Redundancy . Nil
4.7. Gratuities (Tips) : Tips shall be paid for the previous

month only. Upon Termination Tips
shall not be paid if Termination is
considered a serious violation of the
rules and regulations of the
company.

4.8. Gratuities (Tips) : Tips shall be paid up to and including
the final Upon Resignation day of
employment at a pro-rata rate based
on the previously paid monthly
average.

4.9. Theft, Embezzlement . All rights to any remuneration

or Fraud owed shall be forfeited.

5. BENEFITS IN KIND

5.1. Annual Leave . Four (4) weeks paid leave upon
completion of one (1) year service if
the company renews the contract. All
months shall be paid upon return.
Upon confirmation of return a new
contract shall be signed and
acknowledged. AIll annual leave
shall be taken when due, but earlier
than before completion of 5 months
of employment.

5.2. Paid Holidays Public : The company shall not pay extra
salary for work performed on a
public holiday.

5.3. Normal Sick Leave : Maximum ten (10) paid shifts upon
presentation of a medical certificate
from a company preferred medical
practitioner.

5.4. Serious IlIness/ - Up to a maximum of thirty (30) paid
days Hospitalization Leave for all
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5.5. Medical Leave

5.6. Maternity Leave
5.7. Uniform

5.8. Meals

5.9. Lodging

5.10. Transportation

5.11. Visas

cases of sickness/injury occurred on
site or to and from work from
company supplied accommodation.

. For self only up to the Company
insurance cover amount per annum.
The Casino Manager must first
approve all medical leave requiring
hospitalization or reimbursement.
Yellow Fever vaccination will be
organized and paid by the company
in first 2 weeks of employment.

. Nil

: Provided by Company.
Employee is personally responsible
for working uniform and therefore
financially responsible if lost/broken
due to negligence.

: The company will provide meals
whilst on shift.

: Lodging shall be provided by the
Company in accordance with the
level of seniority in the company. In
the event that the Company is unable
to provide accommodation the
Company shall pay the Employee an
accommodation allowance.

: When lodging is provided and
transportation is  required the
company shall provide transportation
from the place of lodging to the
work place and vice versa, when
possible.

: 90 Days: Shall be paid by the
Employee and refunded by the
Company at the end of the first
month. All further visas and required
permits shall be paid by the
Company
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5.12. Air tickets : Company will pay for initial air
ticket to designated place of work.
At the completion of contract period
air ticket to Employee’s home place

will be paid.
6. LEAVE ENTITLEMENT
6.1. Days Off . Days off shall be scheduled as per

monthly rota which shall be posted
for Employee information not later
than 3 days before incoming month.
Management holds the right to
amend rota at any time according to
operational needs. Application for
days off shall be approved by the
Casino Manager and shall not be
accumulated in any manner.
6.2. Additional Days Off : May be applied for and shall be
approved by the Manager.
6.3. Passage To and . Nil.
From Home
This contract is subject to signing of the following documents:
1.Company Policies and Procedures 2. Rules of Conduct.
3. Health Certificate
By signing below the Employee acknowledges, understands and
agrees to the clauses within this contract:
“Zitron Ltd” Representative Employee Name:
Employee Signature:
Passport No:
Date:

Exercise 9. Translate the sentences and write out new
essential terminology.
1. By signing a contract the parties state that they understand their
rights and responsibilities. 2. All contracts are agreements but not
all agreements are necessarily contracts. 3. Parties signing a
contract must be legal age, sober and sane.4. Agreement is made
up of an offer and an acceptance of the offer. Without acceptance
there is no contract. 5. The forms of acceptance include oral
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(verbal agreement), written (including precise description and
costs) and by performance (shown acceptance by exchanging cash,
by using bank card etc.). 6. Something of value exchanged by the
parties (consideration) must be also established. 7. A valid contract
is one that can be enforced by law if a dispute arises. 8.As well as
minors the mentally impaired or incompetent have rights and
responsibilities too. 9. Legal capacity is a legal capability or
competence of a person to enter a contract. 10. Mental impairment
or incompetence or involvement of minors can invalidate a
contract. 11. Contracts define the rights and responsibilities of the
parties involved. 12. After the offer is accepted, consideration
decided and legal capacity defined, the parties must enter the
contract with genuine consent. 13. Genuine consent means that all
parties involved in a contract enter into it voluntarily, without
duress, undue influence, mistakes or misrepresentations. 14.
Signing a contract under duress makes the contract void (invalid).
15. Misrepresentation is a false statement made about the subject
of a contract which is important enough to have caused one party
to enter a contract. 16. False statements can be made
unknowingly but if they are made consciously you are dealing
with fraudulent misrepresentation and unfair practices. 17. A
contract for anything which is forbidden by a statute or is against
public policy is not a valid contract. 18. If the purpose of a
contract is against public policy or is a crime then the contract is
illegal and won't stand up in a court of law. 19. Charging an
illegal rate of interest is illegal, it is defined as usury and the court
will not regard such a contract as valid. 20. Every one of the five
requirements of a contract must be met if courts of law are
expected to enforce it.

Exercise 10. Answer the following questions.
1. What are five basic requirements for a valid contract? 2. What is
basic agreement made up of? 3. What are the forms of acceptance?
4. What forms of consideration are valid (i.e. legally binding)? 5.
What may consideration include - money, products or services? 6.
Why must legal capacity or capability of those involved in the
contract be examined? 7. Are mentally impaired or incompetent as
well as minors responsible if they become involved in a contract
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for whatever necessitating the contracted to buy as long as the price
charged was fair and reasonable? 8. What does the term 'legal
capacity' mean? 9. What is 'duress'? Is genuine consent present if
one person persuades another to enter a contract when he would
rather not? 10. When does undue influence occur? 11. If one party
has lied, is genuine consent a factor of contract and can it be
declared valid in a court of law? 12. What else besides duress and
undue influence can make a contract invalid? 13. What is the final
requirement of a legal contract?

Exercise 11. Complete the sentences with the suggested
words or word combinations: parties, signing contract,
something of value, valid, incorporate an agreement.

1.A valid contract, one which can be upheld in a court of
law, must ... which includes a precise offer and an acceptance of
that offer. 2. A contract must involve consideration, ... exchanged
between the parties. 3. These ... must have legal capacity, legal
ability to be party to a contract. 4. And those ... must do so with
genuine consent. 5. And finally for a contract to be regarded as ...
it must have a legal purpose.

Exercise 12. Memorize the Incoterms.

In international trade, prices are often quoted in “incoterms”
(international commercial terms), internationally accepted
expressions for foreign trade contracts, established by the
International Chamber of Commerce.

EXW (ex-works) — ¢panko-3aBos (Ha3Ba MicCIIst)

FCA (free carrier) — ¢panko-iepeBi3HUK (Ha3Ba MOPTY
BiIBaHTaXKCHHS)
FOB (free on board) — ¢panko-6opr (Ha3Ba moOpTY
BiIBAaHTaXKCHHS)

CFR (cost and freight) — Bapricts i ¢paxT (Ha3Ba mopry
MIpU3HAYEHHS )

CIF (cost, insurance, freight) — Bapricth, cTpaxyBaHHs i (paxT
(Ha3Ba MopTy MpU3HAYEHHS)

CPT (carriage paid to) — ¢paxT/mepeBe3eHHs CIUIadeHi 10 (Ha3Ba
MiCIIsI IPU3HAYCHH)
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CIP (carriage and insurance paid) — ¢paxrt/mepeBe3eHHs Ta
CTpaxyBaHHsI CIUTaYeHi JI0 (Ha3Ba MICIIs TPU3HAYCHHS)
DAF (delivered as frontier) — moctaBka 10 KopaoHy (Ha3Ba MicCIls

MTOCTAaBKH)

DES (delivered ex ship) — moctaBka 3 cyaHa (Ha3zBa MOpPTY

MPU3HAYCHHS)

DEQ (delivered ex quay) — mocTtaBka 3 mpHcTaHi (Ha3Ba MOPTY

MIpU3HAYEHHS)

DDP (delivered duty paid) — mocraBka 3i criator0 mMuta (Ha3Ba

MicCIIst IPU3HAYCHHS)

DDU (delivered duty unpaid) — mocraBka 6e3 cruiati MuTta (Ha3Ba

MicCIIst IPU3HAYCHHS)

Exercise 13. Match the first half of the sentence on the left

with the second half on the right.

1. EXW (Ex-works) means
that the seller makes the goods
available to the buyer at the
seller’s own premises,

2. Group F Incoterms,
including FCA (Free carrier),
mean that main carriage is not paid
by the seller;

3. For example “FAS
Rotterdam” means “free alongside
ship, Rotterdam”; this price
includes

4, “FOB Liverpool” means
“free on board, Liverpool”; in
other words the seller’s price

5. Group C Incoterms are
shipment contracts to a named
destination port, with carriage paid
by the seller; Group D

6. CFR is a price covering
“cost and freight”, but not

18

a) also includes the cost of
loading the goods onto the
ship.

b) CIP is “carriage and
insurance paid”, where the

seller is responsible for
cargo insurance.
c) DDU, “delivered duty

unpaid”, is the same except
that the buyer is responsible
for importation charges.

d) i.e. the buyer bears all the
costs and risks involved in
transporting the goods.

e) is the same, except that
the seller also arranges
marine insurance.

f) means “delivered ex quay
(duty paid)”: the seller



insurance, to a named port of
destination; CIF

1. CPT means “carriage paid
to” a destination, which could be
inland, with the risk of loss or
damage transferred to the buyer,
whereas

8. DAF (plus named place)
means “delivered as frontier”: the
seller delivers

9. DES means “delivered ex
ship”; i.e. the seller makes the
goods available to the buyer on
board the ship, whereas DEQ

10. DDP is an exclusive price
for goods “delivered duty paid” to
the buyer’s premises; i.e. the seller
pays all customs taxes and
charges;

makes the goods available to
the buyer on the quay or
wharf, and pays the import
duties.

g) to the named point and
place on the frontier, before
customs clearance.

h) terms are arrival terms,
where the seller also bears
all the risks needed to bring
the goods to the country of
destination.

i) transport as far as the port;
the buyer pays for loading
onto the ship, shipping, and
insurance.

j) who delivers the goods to
a carrier named by the
buyer.

Exercise 14. Read and entitle the following information

One way of financing international trade is by a letter of
credit. The foreign buyer transfers money from its bank to a
corresponding bank in the exporter’s country. The bank then
informs the exporter that a letter of credit for a sum of money is
available when it presents a bill of lading (a document prepared
by the ship owner or his agent which acknowledges that the goods
have been received on board the ship), a commercial invoice, and

an insurance certificate.

Another possibility is to pay by a bill of exchange, as in the
following example of the export of shipment of goods from

Britain to Argentina.
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Exercise 15. Arrange the following paragraphs in the
correct order.

a. Meanwhile, the British manufacturer can sell the bill of
exchange (at a discount) to an accepting house in London, so that
it does not have to wait for payment.

b. On receiving an order from Argentina, a British
manufacturer produces the goods. After arranging insurance, the
manufacturer will send the goods to the port, with an invoice and a
bill of lading, to be loaded onto a ship. When the goods have been
shipped on board, the ship’s master signs and returns the bill of
lading to the producer.

c. On the agreed date, the importer honours the bill of
exchange.

d. The exporter will draw up a bill of exchange requiring the
buyer to pay a certain sum of money on an agreed date, and
present the bill to a London correspondent bank of the buyer’s
bank.

e. The London bank accepts a bill of exchange for the same
amount. It will then send the bill of lading and the bill of exchange
to Argentina.

f. When the documents arrive in Argentina, they will be
given to the importing company when it accepts the original bill of
exchange.

g. When the ship reaches its destination, the importer
presents the documents to the master of the ship, and collects the
goods. (If the goods do not arrive, the buyer will have to make an
insurance claim).

Exercise 16. Scan the short descriptions provided below
and define the type of basic contract terms they refer to.

a) the terms of delivery in accordance with which the Seller
pays for transportation and insurance of goods until they arrive at
the ship and the Buyer pays for loading the goods;

b) the terms of delivery in accordance with which the Seller
pays for transportation and insurance of goods to the point of
loading and their shipment on board a ship;
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c) the terms of delivery in accordance with which the Seller
pays for loading and transporting goods but the Buyer pays the
insurance costs once the goods have been loaded;

d) the terms of delivery in accordance with which the Seller
pays for transportation to the port of destination, costs of loading
and arranges marine insurance of the goods for the time of
transportation.

Exercise 16. What word combination do you think should be left
out of the following list?

bill of lading, certificate of origin, waybill, packing sheet,
shipping specification, delay in delivery, certificate of quality,
insurance policy

UNIT II. BUSINESS COMMUNICATION

Exercise 1. Learn the vocabulary to text 1.
Go off the agenda — BimxumsTrcs Bix TEMH OPAIKY TEHHOTO
Paraphrase — nepemnosinaTu; mepedpa3oByBaTH
Reflect — obmipkoByBaTH
Cut off — mepebuBatu

Exercise 2. Read, translate and give the gist of text 1.
Text 1. CONTROLLING A CALL

You are really busy at work and you need to make an
urgent telephone call. The only problem is that you know the
other person is very talkative. Usually, you spend half an hour
listening to his stories. So, how can you control the call and not
waste time? Here is a simple, step-by-step method for doing just
that.

Have a clear agenda Start the call by establishing your
agenda. Having this clear agenda makes it easier to keep to the
topic. You can politely interrupt and say something like: “Yes, I
see what you mean. Shall we have a look at thecond change I
mentioned at this point?”

Establish agreed time limits Tell the caller how much
time you have and get them to agree to keep the call as short as
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possible. This allows you to stop the conversation at the time you
have agreed without seeming impolite.

Paraphrase Interrupt and say: “Can I just make sure I
understand what you’ve been saying?” Now, summarize any
important points the other person has mentioned. Ignore
statements that have nothing to do with the agreed agenda.

Reflect Allow your conversation partner to agree or
disagree with your summary: “Is that right? Did I understand you
correctly?” If they think your summary is wrong, paraphrase
again, including their corrections.

Close Now close the conversation. You can thank them or
tell them how happy you are with the result. Remind them of any
actions you have agreed on and then end the call. It’s important
that the other person does not think that you are cutting them off
before they have finished. Sometimes, you need to give someone
those extra few minutes to establish or keep a good relationship.
With these techniques, you can balance the caller’s need to talk
and your need to use your time effectively.

Exercise 3. For your consideration are some rules of
telephoning. Give your comments on them.

o Do not forget to thank the operator for the help she
offered you.
o When talking on the phone, speak quietly and distinctly.

Do not shout or whisper; take your cigarette or chewing gum out
of your mouth.

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

o Always identify yourself when making a call, especially
if you are calling on business.

o When you get a wrong number don’t ask: “What number
is this?” It is good manners to ask: “Is this two-seven-five, three-
one, six-eight?” If not - apologize.

o If a wrong-number call comes through don’t lose your
temper. Simply say: “Sorry, wrong number” — and hang up. Don’t
bang the receiver.
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o If you have a visitor, do not carry on a long talk while
your visitor tries hard to avoid listening to your conversation. The
best thing is to say that you are busy at the moment and will call
him back in a little while. But don’t forget to do so.

o Finally, remember: if you make for call, you should terminate it
yourself.

Exercise 4. In text 1 find the nouns that are qualified by the
following words. Make up sentences of your own with the word
combinations: urgent, step-by-step, important, agreed, extra.

Exercise 5. Correct mistakes in the sentences below.

1.Tell the caller how much time do you have and get them
to agree to keep the call as short as possible. 2.This allows you to
stop the conversation at the time you have agreed without
seeming impolite. 3. You can thank them or tell them how happy
you are about the result. 4. It’s important that the other person
does not think that you are cutting them off before they will
finish. 5.Ignore statements that has nothing to do with the agreed
agenda.

Exercise 6. Learn the vocabulary to text 2.
Suggestion — mporo3uiis
Suit — BramToByBaTH
Cause — CIIPUYHHATH,; BUKIIMKATHU
Inconvenience - He3pyuHicTh
Come Up — BUHHUKATH, TPAILUIATHUCA; CTaTUCA
Reschedule — mepenocutu
Reject — BigxumsaTu
Diary — IIOJAEHHUK; KHIDKKa-KaJIeHaap

Exercise 7. Read and translate text 2 where you will find
some suggestions on how to make appointments.
Text 2. MAKING APPOINTMENTS
An appointment is an arrangement to meet someone on a business
matter.
Short and informal If you need to talk to someone quickly on an
urgent matter, make it clear that this won’t take long:
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= Have you got a moment, Frank?
= Can | talk to you for a second?
If someone wants to “have a word with” another person, this
often means that they want to talk about something unpleasant —
for example, to criticize something their subordinate has done. A
person speaking to someone on a lower hierarchical level might
say:
= Can | have a word, Frank?
= [’d like a quick word with you, if you don’t mind.
Asking for a meeting To schedule a more formal meeting, we
often start by asking about the other person’s availability:
= Areyou free (on Thursday)?
= Would you be free for a couple of hours tomorrow?
Suggestions for a time and place to meet are often made in the
form of questions:
= Would the 18" suit you?
= Shall we say Wednesday morning in your office?
More formally, you could say:
= Would next Thursday be convenient for you?
= Would you be available on the 14"?
Changing appointment If you need to change an appointment,
you can start with the phrase, “I’m afraid...”. This signals that
you are sorry to cause inconvenience:
* [’m afraid something’s come up. I’ can’t make Thursday,
after all.
= I’m afraid I won’t be able to attend the presentation.
If possible, make an alternative suggestion right away to show
that you are still interested:
= | was wondering if we could meet a bit later.
= Would it be possible to reschedule our meeting?
Responding How you respond to a request for an appointment
depends on whether you accept or reject it. Saying yes is easiest:
= Two o’clock sounds great. See you then!
= Sure, Friday’s fine. Shall we say 10.30?
Saying no requires a more indirect approach, in which case you
can use softeners such as “I’m afraid...” or “Actually...”:
* [’m afraid ’m tied up all day.
= Actually, the following week would be better for me.
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If you cannot give a definite answer yet, you can say:
= I’ll just need to check my diary first.
= I’ll pencil in Monday and let you know definitely by this
afternoon.

Exercise 8. Make up short dialogues of your own to
demonstrate the phrases that can be used when making
appointments.

Exercise 9. Translate into English.

1.5kmo Bam Tpeba TEpMiHOBO BUPIIIMTH BAKJIMBE MUTAHHS,
BU Ma€Te JaTH 3pPO3YMITH CBOEMY CIIBOCCIIHHMKY, IO Yy Bac
obmanb yacy. 2. IIporno3urii moa0 yacy Ta Micls MpOBEJSHHS
3ycTpiui yacTo poOisiTh B muTanbHid Gopwmi. 3. Bac BiamToBye,
SKIIO MU TEPEHeCeMO Hally 3YyCTpid Ha BIBTOPOK HACTYITHOT'O
TkHsA? 4. Bama peakiiiss Ha TPOMO3MIII0 OOTOBOPUTH CIIPaBH
3aJICKUTh BiJ TOTO, HACKUIBKH II€ BHTIOHO Ui Bac. 5. Jlatm
HETaTUBHY BIATOBIIF BayKUe, HIK IOTOAUTHCH HA 3yCTPi.

Exercise 10. Learn the vocabulary to text 3.
Mental rehearsal — ysiBHa pemeruiis
Alert — sxBaBuit
Exude confidence — BunpoMiHioBaTH BIIEBHEHICTD
From the perspective of — 3 Touku 30py
At ease — BUTBHO
Resonant — n3Binkuit
Soak up — nornuHatu, BOUpaTH
Encounter — crukaTtucs
Create rapport — cTBoproBaTr B3a€EMOPO3YMIHHS
Unfold — po3kpuBatucst
Crank up — BHYaBUTH MaKCHMyM
Reminder — HaraayBanHs
Go blank — BigkmrouaTucs
Outgoing — ToBapuUChKHiA, KOMyHIKaOEIbHHIA
Self-conscious — copom’si3nuBHiA
Trigger — maBaTu MOIITOBX, CIPUYHHATH
Astound — muByBaTH, ypakaTH
On the spur of the moment - excipomTom
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Exercise 11. Read, translate and comment on text 3.
TEXT 3. BE AT YOUR VERY BEST IN JOB INTERVIEWS
by Peter Murphy

In this article I will be covering a peak performance
strategy that professional communicators use all over the world.
It is called mental rehearsal. | will walk you through the process
by applying it to an interview situation. You can be at your best
when you need to be in a job interview.

Define in detail how you want to perform in the
interview. Describe to yourself in words the way you want to be.
How would you look and sound to a neutral observer? e.g. | see
myself in an interview room sitting by a desk. | look relaxed, and
I am smiling, alert and energetic. | am paying close attention to
the other people in the room. My posture is upright and I am
making conversation easily and effortlessly. | exude confidence.
Mentally rehearse the interview from the perspective of an
observer. In your imagination visualize yourself at the interview
comfortable and at ease meeting people, feeling relaxed and
confident. Pretend that you are observing yourself from the other
side of the room. The trick here is to imagine events unfolding in
vivid 3D with rich colors. For many people, making the image
large and close also helps to make it feel more realistic. Have fun
playing with the image until it seems as real as watching
television or a movie screen.

Take care also to introduce sounds - maybe the scratching
of a pen on paper, the squeak of a moving chair or the sound of
your own voice exuding authority and confidence. You can
make sounds come to life by turning up the volume as you
imagine that you are listening to full, resonant sounds in the room
so that it is as if you are really there. Introduce feeling as well -
sense the atmosphere in the room, the temperature and mood, and
soak up the aura of success that you exude in the imagined
picture.

Then introduce different scenarios for different types of
people you may encounter. Imagine talking to someone who is
putting you under pressure! See yourself politely dealing with
everything thrown at you. What will you do if you are left sitting
there facing a wall of silence? See yourself acting decisively and
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without fear to move onto the next opportunity to create rapport.
Picture yourself at ease whoever you talk to, it is especially
important to consider worst-case scenarios and to visualize
yourself handling each challenge with unstoppable confidence.

Mentally rehearse the interview from your own
perspective. When you are pleased with the imagined
performance you are producing, step inside the image of yourself
and run through the scenarios again as if YOU are now doing it.
See, feel and hear it as if it is really happening. This time, you are
looking out into the world from your own eyes, so your arms are
directly in front of you with people facing you, as you feel your
clothes on your body. Allow it all to unfold in great detail - make
it as real as possible by letting your imagination free to create a
rich and colorful panoramic view of a successful day. Finally,
pay special attention again to feelings, really spend time
imagining yourself feeling exactly the way you want to feel, and
then crank it up and double the intensity until it could not
possibly get any better. Then, imagine it even better again!

Set up a peak performance signal. Ask yourself - what
signal will you use as a reminder to use your ability to perform in
this way? | use the feeling of sitting on my own and getting tense
as my mind goes blank. The signal can be something you see,
feel or hear inside or outside yourself and it must happen at or
close to the point of wanting to speak to someone. Other
examples include seeing yourself surrounded by a group of
strangers, hearing someone ask you your opinion, or the feeling
that you want to be more outgoing even as you feel yourself
getting more self-conscious right now - why not use self-
consciousness to trigger better communication skills!

Imagine the signal happening and visualize yourself
performing at your best in the interview.

Some final points. Like anything in life it takes time to
get really good at mental rehearsal. Using this visualization
technique for twenty minutes a day will train your brain to
perform new behaviors. The results will astound you. Eventually
you will be able to use this approach in day-to-day situations on
the spur of the moment by focusing on using the power of your
imagination.
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Exercise 12. Give the opposites to the following words:
relaxed, energetic, resonant, success, politely, create, imagined,
inside, exactly, include, outgoing, mental.

Exercise 13. Substitute words/word combinations in italics
in text 3 with appropriate synonyms.

Exercise 14. Rearrange the words to make meaningful
sentences.
1.Strategy, be applied, called, a performance, can, to, mental
rehearsal, situation, an interview. 2. Create rapport, and, to, act,
onto, move, the next, decisively, opportunity, without fear. 3.
Talk to, be, each challenge, confidence, whoever, at ease, and,
handling, yourself, unstoppable, visualize, with, you. 4. Colorful,
to create, imagination, day, your, free, a successful, view of, let, a
rich, and, panoramic. 5. At, takes, like, to get, in life, it, time,
really good, mental rehearsal, anything.

Exercise 15. Correct mistakes in the sentences below.
1.What will you do if you will be left sitting there facing a
wall of silence? 2. Have fun playing with the image until it will
seem as real as watching television or a movie screen. 3. The
signal can be something you see, feel or hear inside or outside of
yourself and it must happen at or close to the point of wanting to
speak to someone. 4. Other examples include seeing yourself
surrounded by a group of strangers, hearing someone asking you
your opinion. 5. Using this visualization technique for twenty

minutes a day will train your brain performing new behaviors.

Exercise 16. Learn the vocabulary to text 4.
Knowledgeable — o6iznanmii
Meet expectations — BiamoBigaTi O4iKyBaHHSIM
Handle challenges — BupimyBaTu nmpobaemu
Rewarding — HaropokeHHs
Accomplishment — nocsraenns
Supervisor — kepiBHUK
Quit/leave a job — kunyTH podoTy
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Resign — BigMoBIATHCS Bi TOCATH

Fire — 3BinpaaTH

Pet peeve — nmoapa3uuk

Hire — naiimatu Ha po0oTy

Applicable attributes — BiamoBiami pucu xapaktepy

Exercise 17. Read and translate text 4.
Text 4. JOB INTERVIEW QUESTIONS

Job interviews are always stressful - even for job seekers
who have gone on countless interviews. The best way to reduce
the stress is to be prepared. Take the time to review the common
interview questions you will most likely be asked.

Then take the time to research the company and to
prepare for an interview. This way, you will be ready with
knowledgeable answers for the job interview questions that
specifically relate to the company you are interviewing with.

Interview Questions: Work History
o Name of company, position title and description, dates of
employment.
o What were your expectations for the job and to what extent
were they met?
o What were your starting and final levels of compensation?
o What were your responsibilities?
o What major challenges and problems did you face? How did
you handle them? What have you learned from your mistakes?
o What did you like or dislike about your previous job?
o Which was most / least rewarding?
e What was the biggest accomplishment / failure in this
position?
e Questions about your supervisors and co-workers. What was
it like working for your supervisor?
o What do you expect from a supervisor?
o What problems have you encountered at work? Have you ever
had difficulty working with a manager?
o Who was your best boss and who was the worst?
e Describe your ideal boss.
e Why are you leaving your job?
e Why did you resign?
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e Why did you quit your job?
e What have you been doing since your last job?
Why were you fired?
Job Interview Questions About You
What is your greatest weakness?
What is your greatest strength?
How will your greatest strength help you perform?
How would you describe yourself?
Describe a typical work week.
Describe your work style.
Do you work well with other people?
Do you take work home with you?
How many hours do you normally work?
How do you handle stress and pressure?
What motivates you?
Are you a self-motivator?
What are your salary expectations?
What do you find are the most difficult decisions to make?
Tell me about yourself.
What has been the greatest disappointment in your life?
What are your pet peeves?
What do people most often criticize about you?
If you could relive the last 10 years of your life, what would
you do differently?
o |f the people who know you were asked why you should be
hired, what would they say?
e Do you prefer to work independently or on a team?
Give some examples of teamwork.
What type of work environment do you prefer?
How do you evaluate success?
If you know your boss is 100% wrong about something how
would you handle it?
o Describe a difficult work situation / project and how you
overcame it.
o Describe a time when your workload was heavy and how you
handled it.
Job Interview Questions About the New Job and the
Company
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What interests you about this job?

Why do you want this job?

What applicable attributes / experience do you have? -

Are you overqualified for this job?

What can you do for this company?

Why should we hire you?

Why are you the best person for the job?

What do you know about this company?

Why do you want to work here?

What challenges are you looking for in a position?

What can you contribute to this company?

Are you willing to travel?

What is good customer service?

How long do you expect to remain employed with this
company?

o Is there anything | haven't told you about the job or company
that you would like to know?

Interview Questions: The Future

e What are you looking for in your next job? What is important
to you?

o Where do you see yourself 5 years from now?

o What are your goals for the next five years / ten years? How
do you plan to achieve those goals?

o What are your salary requirements - both short-term and long-
term?

e Questions about your career goals.

o What will you do if you don't get this position?

Exercise 18. Think of the best answers possible to all the
questions listed above.

Exercise 19. Give the opposites to the following words and
word combinations: reduce stress; knowledgeable; employment;
strength; motivate; independent work; hire; criticize; long-term.

Exercise 20. Learn the vocabulary to text 5.
Off-limits — 3aboponenuit
Ancestry — pomoBizg
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Credit rating — kpequTHHIA peUTHHT

Criminal record — cymiumocri

Disability — inBamigHicTh

Military discharge - 3BinbHeHHs B 3amac

Intent — mamip

Be a good fit/match — migxomuTH, BIaToByBaTH
Indicative — skuii Bkasye

Accidentally — BumagkoBo

Substance — cyts

Tough — sxopcTkuit

Misjudge — ckiactu XUOHY TyMKY

Report (to) — 3BiTyBaTHCS; TIOBIIOMIIATH
Relocation — nepecenenus

Overtime — nmonagHOpMOBa poOOTa
Advancement — npocyBaHHS1, Kap’€pHHiT picT
List of references — pexomenmartii

Prior commitment — 3aBuacHe 3000B’s13aHHs

Ace a job interview - ycrmimmmo mpoiitu criBbeciay
Extend a job offer — sanporronyBatu poboTy

Exercise 21. Read, translate and entitle text 5.
Text5

There are some interview questions, typically known as
illegal interview questions, that employers should not ask during
a job interview. There are many topics which should be off-limits
during a job interview. Questions about age, ancestry, citizenship,
credit rating, criminal record, disabilities, family status, gender,
military discharge, or religion should not be asked directly by an
interviewer.

While the intent of these questions may be to determine if
you are a good fit for the job, it is important to know that only
information relevant to your ability to do the job can and should
be asked. If you are asked an illegal interview question, or the
questions begin to follow an illegal trend, you always have the
option to end the interview, or refuse to answer the question(s). It
may be uncomfortable to do, but you need to be comfortable
working at the company, and if the questions you are being asked
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during the interview are indicative of the company's policies, you
may be better off finding out now.

Sometimes an interviewer will ask inappropriate
guestions accidentally, and in that case, you may choose to
answer them politely, avoiding the substance of the question, but
addressing the intent.

Tough Interview Questions

These are some of the more difficult interview questions
that you may be asked on a job interview. Review the questions
and consider an appropriate response, based on your background
and skills. There aren't necessarily any right or wrong answers,
but carefully consider the job you are applying for, your abilities,
and the company culture before you respond.

Questions About Co-Workers and Supervisors
. Tell me about a time when you had to deal with a co-
worker who wasn't doing his/her fair share of the work. What
did you do and what was the outcome?

. Give me an example of a time when you took the time to
share a co-worker's or supervisor's achievements with others?
. Tell me about a time that you didn't work well with a

supervisor. What was the outcome and how would you have
changed the outcome?

. Have you worked with someone you didn't like? If so,
how did you handle it?

. Tell me about a time that you helped someone.

. Tell me about a time that you misjudged a person.

As the interview comes to a close, one of the final questions you
may be asked is "What can | answer for you?" Have an interview
question or two of your own ready to ask. You aren't simply
trying to get this job - you are also interviewing the employer to
assess whether this company and the position are a good fit for
you. It's your turn!

Here are questions to ask the interviewer so you can ensure the
company is a good match for your qualifications and interests:

. How would you describe the responsibilities of the
position?

o How would you describe a typical week/day in this
position?
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. Is this a new position? If not, what did the previous
employee go on to do?

. What is the company's management style?

. Who does this position report to? If | am offered the
position, can | meet him/her?

. How many people work in this office/department?

How much travel is expected?

Is relocation a possibility?

What is the typical work week? Is overtime expected?
What are the prospects for growth and advancement?
How does one advance in the company?

What do you like about working here?

What don't you like about working here and what would
you change?

. Would you like a list of references?

. If I am extended a job offer, how soon would you like me

to start?

. What can | tell you about my qualifications?

. When can | expect to hear from you?

. Are there any other gquestions | can answer for you?
Interview Questions NOT to Ask

. What does this company do? (Do your research ahead of

time!)

. If | get the job when can | take time off for vacation?

(Wait until you get the offer to mention prior commitments)

. Can I change my schedule if | get the job? (If you need to

figure out the logistics of getting to work don't mention it now...)

. Did I get the job? (Don't be impatient. They'll let you

know.

These top interview tips will help you cover everything you need
to know to successfully ace a job interview. From checking out
the company to sending an interview thank you note, these job
interview tips cover all the basics needed for interviewing
success.

Exercise 22. Substitute the phrases in italics in text 5 with
appropriate synonyms.
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Exercise 23. Find at least 33 words in text 5 that can

function both as nouns and verbs.

Exercise 24. Complete the sentences with ideas of your

own.

1.

In the course of a job interview, if you are asked a question

which is off-limits ...2. One of the options to end an
interview or refuse to answer the question is to ... 3.Before
answering the job interview questions one should carefully
consider ... 4. The company culture can’t be overemphasized
since ... 5.The question you would like to ask your would-be
employer concerns ... 6.The question you will most probably
have difficulty answering is ...

Exercise 25. Learn the vocabulary to text 6.

Crisp — uitkuit

succinct — crucnuii

evocative — 1110 BUKITHKA€E MOYyTTS
superior (to) — kparmii (3a)
inferior (to) — ripmuii (3a)

skim — npornsoatu

insofar — ocrinbku

bottom line — cyts

alienate — BigBepTaTH; BimmamaT
overly casual — magmipHo Hecepiio3HMiA
proofread — mpaBuTH KOPEKTYpYy
stationery — momrroBuii marmip

dull — ayaamit

ambiguous — aBo3HauHMi

gloss over — nmpukpamatiu
unflattering — HeBTimHui
sparingly — momipkoBaHO; ITOMIpHO
choppy — nopuBuactuii

blunt — rpyOyBarwmii

Exercise 26. Read, translate and give the gist of text 6.
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Text 6. BUSINESS WRITING: PRINCIPLES TO KEEP IN
MIND

Writing for a business audience is usually quite different
than writing in the humanities, social sciences, or other academic
disciplines. Business writing strives to be crisp and succinct
rather than evocative or creative; it stresses specificity and
accuracy. This distinction does not make business writing
superior or inferior to other styles. Rather, it reflects the unique
purpose and considerations involved when writing in a business
context.

When you write a business document, you must assume
that your audience has limited time in which to read it and is
likely to skim. Your readers have an interest in what you say
insofar as it affects their working world. They want to know the
“bottom line”: the point you are making about a situation or
problem and how they should respond.

Business writing varies from the conversational style
often found in email messages to the more formal, legalistic style
found in contracts. A style between these two extremes is.
appropriate for the majority of memos, emails, and lettersWriting
that is too formal can alienate readers, and an attempt to be overly
casual may come across as insincere or unprofessional. In
business writing, as in all writing, you must know your audience.

In most cases, the business letter will be the first
impression that you make on someone. Though business writing
has become less formal over time, you should still take great care
that your letter’s content is clear and that you have proofread it
carefully.

Personal pronouns (like I, we, and you) are important in
letters and memos. In such documents, it is perfectly appropriate
to refer to yourself as | and to the reader as you. Be careful,
however, when you use the pronoun we in a business letter that is
written on company stationery, since it commits your company to
what you have written. When stating your opinion, use I; when
presenting company policy, use we.

The best writers strive to achieve a style that is so clear
that their messages cannot be misunderstood. One way to achieve
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a clear style is to minimize your use of the passive voice.
Although the passive voice is sometimes necessary, often it not
only makes your writing dull but also can be ambiguous or overly
impersonal.

Of course, there are exceptions to every rule. What if you
are the head of the Global Finance Team? You may want to get
your message across without calling excessive attention to the
fact that the error was your team’s fault. The passive voice allows
you to gloss over an unflattering point—but you should use it
sparingly.

Business writing should be clear and concise. Take care,
however, that your document does not turn out as an endless
series of short, choppy sentences. Keep in mind also that
“concise” does not have to mean “blunt”—you still need to think
about your tone and the audience for whom you are writing.

Exercise 27. Answer the guestions on text 6.

1. What differs business writing from academic writing? 2. What
should be taken into consideration when writing a business
document? 3. How do you understand the “bottom line”? 4.
What’s wrong with being too formal or overly casual as far as
business writing is concerned? 5. What adjectives would you use
to describe business writing style?

Exercise 28. Fill in the blanks with appropriate
prepositions: to, from, on, with.

1. Specificity and accuracy of business writing do not make it
superior or inferior ... other styles.

2. Business writing varies ... the conversational style often
found in email messages ... the more formal, legalistic style
found in contracts.

3. In most cases, the business letter will be the first impression

that you make ... someone.

Of course, there are exceptions ... every rule.

The first version is a weaker statement, emphasizing facts not

directly relevant ... its point.

o ks
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6. But you don’t need to be an expert ... style to know that the
first phrasing is diplomatic and respectful as compared ... the
second version, which is unnecessarily harsh and likely to
provoke a negative reaction.

Exercise 29. Make up sentences of your own with the
following word combinations: in a business context; have limited
time; make an impression; proofread carefully; perfectly
appropriate; express your opinion; call excessive attention; in a
direct manner; provoke a negative reaction.

Exercise 30. Learn the vocabulary to text 7.
Memo (memorandum) — mam’siTHa 3aIucKa; JUCT-Hara yBaHHs
Confine — oomexyBaTH
Time-consuming — TpyaoMicTKuii
Keep in the know — TpumaTi B Kypci
Accommodate — po3minryBaTtu
Expediting — mpuckopenns
File — migmmBaTu (HoKyMeHTH)

Exercise 31. Read and translate text 7.
Text 7. BUSINESS WRITING: MEMOS
A memo, short for the word memorandum, comes from the Latin
word memorandus, which means, “to be remembered." It is a
compact written message designed to help someone remember
something. For example, a list of groceries to be picked up on
your way home from work is a memo, a simple list of things to be
remembered later. Once acted upon, a memo is often thrown
away. Not so with business memos. Unlike letters, the external
communications of a company, business memos are an internal
form of communication and it is standard practice to save them.
Their objective is to deliver information or instructions and
writing them is no-nonsense. Their scope should be limited to a
single topic so that the reader will "get the message" quickly and,
if necessary, take an action. Confined to a single topic, each
interoffice, interdepartmental and companywide memo becomes
part of the institutional memory of an organization. They record
daily activities and eliminate the need for time-consuming
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meetings. As historical documents they are often referred to when
writing reports or resolving disputes regarding past activities. In
short, they speed up the daily business of doing business; they
keep people who need to be kept in the know, in the know. When
a business organization designs an official letterhead it often also
designs an official memo sheet, complete with a company logo
featured at the top of the page. Besides having a professional look
and feel, preprinted memo sheets often provide specialized
information fields that accommodate specific procedures for
expediting in-house communications.

Here are some suggestions for writing memos in English:

o Length: the average memo varies from one paragraph to a
page long.
o One topic to a memo: discuss only one main topic in a

memao. The reason: memos are sometimes filed under the topic. If
you have several topics, it may be hard to find them in the files.

o State the purpose at the beginning: mention the reason, or
purpose, of the memo at the beginning — right in the first
paragraph. Save the details or background for later or another
form of communication. The only exception: if the purpose of the
memo is negative, or if the reader is going to disagree, it is better
to introduce the main point gradually.

. Make it clear for the reader: whether it is a memo, a letter,
or a report, it is important to make the information clear for the
reader.

Exercise 32. Write a memorandum for each of the
following situations.
1. You are a manager. You work for a construction company.
Your company is going to build a new shopping center beside
a creek. You want your employee to study the possible effect
this may have on the creek’s ecology. You anticipate that the
citizens of the town will be concerned about the creek, and
you want to study the situation in order to avoid problems.
2. The mail department in your company has been slow in
performing its duties recently. Both outgoing and incoming
mail have not been moving as rapidly as they should, and

39



some mistakes in sorting have occurred. You want your
subordinate to observe the mailroom operations and solve
problems.

Exercise 33. Identify seven mistakes in the memo that
follows.
Date: 9 March 2014
To: all members of stuff
From: John Palmer, Managing Director
Subject: Telephone calls
It has come to my attention that the company has been losing
thousands of pounds each month on telephone calls. | have
carefully examined last month telephone bill and I’'m quiet
alarmed by what | have found. The figures show that so far as
destination is concerned, 10% are to our Milan subsidiary, 15%
are local calls and 75% are long distant national calls outside our
dealer network. This means that 75% of calls are personal calls.
The telephone should be used in business purposes only. Unless
each staff member makes an effort to use the telephone
responsibly we will have to adapt new measures to limit personal
calls. I’m counting on your co-operation.

Exercise 34. Rearrange the labels to make the correct
structure of a memo.

" The “body” of the memo, usually divided into humbered
paragraphs which develop the information.

. A short heading, which tells you what the memo is about.

. Date on which the memo is sent.

= The conclusion of the memo, which often recommends a
course of action.

= Name of the person sending the memo.

. Unlike letters, the memo doesn’t contain forms of address

(such as Dear Ms X) or the sender’s signature. The sender usually
types his name or initials at the end of the memo.

= Name of the person to whom the memo is sent.

" A Dbrief introduction to the memo giving the most
important information.
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Exercise 35. Paraphrase these sentences using the words in
brackets.
1. Think about your purpose and what requirements are
mentioned or implied in the description of the task. (keep in
mind; given)
2. Many people believe that application letters and cover letters
are essentially the same. (think; basically; identical)
3. If your prospective employer is located in another city and you
plan to visit the area, mention the dates for your trip. (would-be;
resident; specify)
4. To save your reader’s time and to call attention to your
strengths as a candidate, state your objective directly at the
beginning of the letter. (not to waste; draw attention; virtues;
identify)
5. In subsequent paragraphs, expand on the qualifications you
mentioned in your opening. (that follow; give more information)
6. The overall style of letter will depend on the relationship
between the parties concerned. (general; involved)

Exercise 36. Choose the right alternative.

1. This list can serve as / like an outline to govern your writing
and help you stay focused, so try to make it thorough.

2. Your finished piece of writing should indicate how you meet /
do you meet the requirements you’ve listed in the description
or prompt.

3. If you have been referred to a company by one of it’s / its
employees, a career counselor, a professor, or someone else,
mention that before stating your job objective.

4. Add all details, highlighting experience listed in / on your
resume that is especially pertinent to the job you are seeking.

5. A commercial business letter is a letter written in formal
language, usually used when writing from one business
organization to the other / another.

Exercise 37. Speak on:
1. The efficient ways to control a call.
2. Time-tested techniques to succeed in a job interview.
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3. The trickiest job interview questions.
4. The structure of a memo.

UNIT IV. NEGOTIATIONS

Exercise 1. Learn the vocabulary to text 1.
opposite number — apyra cTopoHa meperoBopin
make concessions — iTu Ha MOCTYIKN
“fall- back” position — BigcTymHa mo3uiis
articulate — uitTkmii, sscHui
tenacity - cramicthb; yrnepTicth

Exercise 2. Read, translate and give the gist of text 1.
Text 1. THE ART OF NEGOTIATING

There has been a great deal of research into the art of
negotiations, and, in particular, into what makes a ‘good’
negotiator.One point most researchers seem to agree on is that
good negotiators try to create a harmonious atmosphere at the
start of a negotiation. They make an effort to establish a good
rapport with their opposite number, so that there will be a
willingness — on both sides — to make concessions, if this should
prove necessary.

Good negotiators generally wish to reach an agreement
which meets the interests of both sides. They therefore tend to
take a long-term view, ensuring that the agreement will improve,
or at least not harm, their relationship with the other party. On the
other hand, a poor negotiator tends to look for immediate gains,
forgetting that the real benefits of a deal may come much later.

Skillful negotiators are flexible. They do not “lock
themselves” into a position so that they will lose face if they have
to compromise. They have a range of objectives, thus allowing
themselves to make concessions. Poor negotiators have limited
objectives, and may not even work out a “fall-back” position.

Successful negotiators do not want a negotiation to break
down. If problems arise, they suggest ways of resolving them.
The best negotiators are persuasive, articulate people, who select
a few key arguments and repeat them. This suggests that tenacity
is an important quality.
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Finally, it is essential to be a good listener and to check
frequently that everything has been understood by both parties.

Exercise 3. Derive: a) nouns from these verbs: negotiate,
agree, suggest, resolve, argue, tend, create, establish;
b) adjectives from these nouns: art, harmony, harm, skill, face,
problem, quality, essence.

Exercise 4. Make up sentences of your own using the
following word combinations:

in particular; establish a good rapport; make concessions;
prove necessary; meet the interests; take a long-term view; look
for immediate gains; lose face; resolve problems; have limited
objectives.

Exercise 5. How appropriate is the following advice? Rank
each suggestion on a scale from 1 to 10 (1=essential,
10=unhelpful) to indicate your opinion.

How to be a good negotiator

try to get on well with your opposite number
use emphatic language

show respect for your opposite number
make suggestions to resolve disagreement
have clear objectives

be determined to win

say ‘I don’t understand’, if that is the case
listen carefully

always compromise

discuss areas of conflict

Exercise 6. Answer the following questions.

1. What is a ‘negotiation’? 2. How would you judge the success
of a negotiation? 3. What makes a good negotiator? 4. Have you
ever been involved in formal or informal business negotiations?
Describe your experiences.
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Exercise 7. Comment on the following.
1. Negotiators are born not made.2. It is important for both parties
to achieve something in a negotiation. 3. Language affects
negotiating strategy more than cultural considerations. 4.
Personality influences negotiating strategy. 5. Negotiating is a bit
like dancing and boxing.

Exercise 8. Learn the vocabulary to text 2.
be at a disadvantage — 6yTu B HEBUTITHOMY TIOIOKEHHI
pave the way — mpokJaaTu muisx
common ground — crijibHI iHTEpecH
resist the temptation — BcTosiTu mepen Crokycor
range of alternatives — psit anbTepHaTHB
avoid deadlock — yaukatu 6e3BUXigHOT CHTYAITiT
outstanding matter — HeBupileHe MTUTAHHS
jeopardize — mocraBuTH TIi ] 3arpo3y

Exercise 9. Read, translate and give the gist of text 2.
Text 2. SOME HINTS ON NEGOTIATING

Preparation

e Planning Make sure you prepare properly. The less you
prepare, the more you will be at a disadvantage and less likely
you will be to achieve a satisfactory outcome.

e Research Try to find out as much as you can about your
opposite number and his or her business. Use the resources of
a business library and/or talk to your business contacts.

e Obijectives Try to take a long-term view and decide on a
range of objectives so that you can be more flexible and offer
more alternatives during the negotiation itself. Remember
you are looking for a win-win situation of benefit to both
parties, thus paving the way for further deals in the future.

e Limits Decide what your sticking point(s) must be and why.
Knowing your negotiating limits and their reasons will help
you negotiate more confidently and comfortably.

e Strategy Plan your negotiating strategy carefully, taking into
consideration the personality and position of your opposite
number, as well as your own strengths and weaknesses.
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Techniques

Rapport Try to establish a good rapport with your opposite
number from the moment you first meet, whether or not you
already know each other. Some general ‘social talk’ is a good
ice-breaker and bridge-builder in this respect.

Parameters Confirm the subject/purpose of your negotiation
early and try to establish areas of common ground and areas
of likely conflict before you move on the bargaining/trading
stage.

Listen! Listening attentively at every stage of your
negotiation will help to avoid misunderstanding and create a
spirit of cooperation.

Attitude Be constructive not destructive — treat your opposite
number with respect, sensitivity and tact, and try to avoid an
atmosphere of conflict. This will create a feeling of harmony
and goodwill, which should encourage a willingness to
compromise and ultimately lead to a productive negotiation.
Approach Keep your objectives in mind — and try to keep a
clear head. This will help you to concentrate on your key
points. Try to resist the temptation to introduce new
arguments all the time. Use the minimum number of reasons
to persuade your opposite number, coming back to them as
often as necessary.

Flexibility Be prepared to consider a range of alternatives and
try to make creative suggestions for resolving any problems.
Be prepared to make concessions and to compromise, if
necessary, to avoid deadlock — but don’t be pushed beyond
your sticking point.

Review Summarize and review your progress at regular
intervals during the negotiation. This will give both parties a
chance to check understanding — and, if necessary,
clarify/rectify any misunderstandings.

Agreement When you have reached agreement, close and
deal firmly and clearly. Confirm exactly what you have
agreed — and any aspects/matters that need further action.
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e Confirmation Write a follow-up letter to confirm in writing
the points agreed during your negotiation and clarify any
outstanding matters.

Language

o Simplicity Keep your language simple and clear. Take your
time and use short words and sentences that you are
comfortable with — there is no point complicating a difficult
task with difficult language.

e Clarity Don’t be afraid to ask questions if there is anything
you don’t understand. It is vital to avoid any
misunderstanding that might jeopardize the success of your
negotiation.

Exercise 10. Write out of the text 25 words that can
function both as nouns and verbs.

Exercise 11. Give the opposites to the following:

a) nouns: disadvantage, benefit, weakness, progress,
agreement, simplicity, success;

b) adjectives:  satisfactory, long-term,  common,
constructive, likely, clear;

c) verbs: create, avoid, encourage, complicate, jeopardize,
understand.

Exercise 12. In text 2 substitute words/word combinations
in italics with appropriate synonyms.

Exercise 13. Match words and their definitions.

1. opposite a) something that you do or say to make
number people less nervous when they first meet
2. objective b) a letter written to make sure that

negotiation was effective or to continue a
plan of action that was started earlier
3. win-win c) toreplace or balance something good
situation that has been lost or is lacking, by
providing or doing something equally
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good

4. ice-breaker d) an aim that you are trying to achieve,
especially in business or politics

5. bargain e)  someone who has the same job in
another similar organization

6. compromise f)  asituation in which cooperation leads
to all participants benefiting

7. follow-up g)  todiscuss the conditions of a sale,

letter agreement etc.

Exercise 14. Use these word combinations in the sentences
of your own: take a long-term view; establish a good rapport;
avoid misunderstanding; introduce new arguments; offer a range
of alternatives; check understanding; further action; complicate a
difficult task; avoid misunderstanding.

Exercise 15. Discuss in small groups the following issues.
The importance of thorough planning your negotiating tactics.
2. lce-breakers and bridge-builders that can give a smoother
start to a negotiation process.

The importance of having strong communication skills.
4. The language of negotiation.

Lo

w

Exercise 16. Learn the vocabulary to text 3.
tip - mopaza
be at stake — OyTu mocTaBIeHHM Ha KapTy
intimidate — 3anskyBatu
channel — nanpaBmsiTi; 1aBaty (4YOMYCh) HAIPSIM
obnoxious — HenpueMHmit
demean - npuHWKYBATH
overall goal — romosna mera
applicable — npunaTHuit; 3aCTOCOBHUIA

Exercise 17. Read and translate text 3.
Text 3. MORE NEGOTIATING TIPS
You don't have to go to a negotiation seminar to sharpen
up your ability to negotiate, although that's not a bad idea if you

47



negotiate on a daily basis. Here are some basic negotiation
principles, skills, hints and tips to help you learn.

We all negotiate in our personal and professional lives.
We negotiate when we go to a garage sale, or when we want to do
something different at work, or when we are dealing with
members of the public. Sometimes it’s easy to negotiate, but
other times, when we have a great deal at stake or we are upset,
the task can be intimidating or difficult.

We are going to talk about some tips to effective
negotiating that can help you work more effectively with your
customers, co-workers, and boss. They are also applicable to
other interpersonal situations.

Overview of the Negotiation Process Negotiating is the
process by which two or more parties with different needs and
goals work to find a mutually acceptable solution to an issue.
Because negotiating is an inter-personal process, each negotiating
situation is different, and influenced by each party's skills,
attitudes and style. We often look at negotiating as unpleasant,
because it implies conflict, but negotiating need not be
characterized by bad feelings, or angry behaviour. Understanding
more about the negotiation process allows us to manage our
negotiations with confidence, increases the chance that the
outcomes will be positive for both parties.

Viewing Negotiation as Confrontational Negotiation
need not be confrontational. In fact effective negotiation is
characterized by the parties working together to find a solution,
rather than each party trying to WIN the contest of wills. Keep in
mind that the attitude that you take in negotiation (eg. hostile,
cooperative) will set the tone for the interaction. If you are
confrontational, you will have a fight on your hands.

Trying to Win at All Costs If you "win" there must be a
loser, and that can create more difficulty down the road. The best
perspective in negotiation is to try to find a solution where both
parties "win". Try not to view negotiation as a contest that must
be won.

Becoming Emotional It's normal to become emotional
during negotiation that is important. However, as we get more

48



emotional, we are less able to channel our negotiating behaviour
in constructive ways. It is important to maintain control.

Not Trying to Understand the Other Person Since we
are trying to find a solution acceptable to both parties, we need to
understand the other person's needs, and wants with respect to the
issue. If we don't know what the person needs or wants, we will
be unable to negotiate properly. Often, when we take the time to
find out about the other person, we discover that there is no
significant disagreement.

Focusing on Personalities, not Issues Particularly with
people we don't like much, we have a tendency to get off track by
focusing on how difficult or obnoxious the person seems. Once
this happens, effective negotiation is impossible. It is important
to stick to the issues, and put aside our degree of like or dislike
for the individual.

Blaming the Other Person In any conflict or
negotiation, each party contributes, for better or worse. If you
blame the other person for the difficulty you will create an angry
situation. If you take responsibility for the problem, you will
create a spirit of cooperation.

State Your Needs The other person needs to know what
you need. It is important to state not only what you need but why
you need it. Often disagreement may exist regarding the method
for solving an issue, but not about the overall goal.

Prepare Options Beforehand Before entering into a
negotiating session, prepare some options that you can suggest if
our preferred solution is not acceptable. Anticipate why the other
person may resist your suggestion, and be prepared to counter
with an alternative.

Don't Argue Negotiating is about finding
solutions...Arguing is about trying to prove the other person
wrong when no progress gets made. Don't waste time arguing. If
you disagree with something state your disagreement in a gentle
but assertive way. Don't demean the other person or get into a
power struggle.

Consider Timing There are good times to negotiate and bad
times. Bad times include those situations where there is:
e ahigh degree of anger on either side;
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e preoccupation with something else;

e ahigh level of stress;

e tiredness on one side or the other.

Try to avoid these times. If they arise during negotiations a time-
out/rest period is in order, or perhaps rescheduling to a better
time.

Conclusion Negotiating is a complex process but one worth
mastering. If you keep in mind that you are responsible for the
success or failure of negotiation, and if you follow the tips above,
you will find the process easier.

Exercise 17. Find in the text 30 words that can
function both as nouns and verbs.

Exercise 18. Make up derivation chains with the following
words: differ, apply, agree, solve, prefer, worth, accept.

] Model: negotiate — negotiator — negotiation — negotiable

Exercise 19. Combine the words listed below into
meaningful three- word combinations.

| Model: Avoid bad times

prepare acceptable stake
waste negotiation Tips

keep at options
work with attitude
take more arguing
mutually in solution
have time process
manage the alternatives
counter Some Mind
follow The effectively

Exercise 20. Find in text 3 a synonymous sentence for
each of the following ones.
1. Negotiating is the process by which opposite numbers
cooperate in order to find a solution to a problem they can
both benefit from.
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They can also be used in other situations involving relations
between people.

You should always remember that the attitude you take in
negotiation will establish the general feeling of a negotiating
process.

Sometimes in the course of negotiating process we tend to
begin to deal with a new subject rather than the main one
which was being discussed.

For a negotiation not to be a flop, it’s crucial that you keep
discussing issues without showing your attitude to your
opposite number.

Exercise 21. Rearrange the words in brackets to explain

the meaning of the following terms:

1.

w

Negotiation (between, are trying, of, representatives, official
discussions, who, reach an agreement, business, politics, to,
or, especially, opposing groups, in)

Interaction (on, have an effect, by which, work together, a
process, or, two, each other, more things, and)

Option ( make, can, in, you, choice, particular, a, situation, a)
Customer ( etc, from, who, a, buys, services, someone, or,
shop, goods, company)

Conflict (groups, between, of, argument, people, or, state,
countries, a, disagreement, etc)

Exercise 22. Answer the guestions on text 3.
Why should becoming emotional be avoided? 2.What does
“winning at all costs” imply? 3. Why can focusing on
personalities, not issues ruin negotiations? 4. What barriers to
successful negotiation can you add to those listed in the text?

Exercise 23. Learn the vocabulary to text 4.

misstep — mommika

haggle — TroprysaTucs

would-be — norenmiiHM

gain the upper hand — 3100yt nepemory

slip out — Bucnmu3nyTH

throw out a range — Ha3uBaTu aiana3oH (I{iH, TEPMiHIB TOIIIO)
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hire — HaitHsTTS pOOITHMKA; HAaiiMaTH POOITHHKA
tantamount — piBHOCHIIEHUI

shrewd — maiictepuuit

zero-in on sb/sth —3ocepemkyBatu Bcio yBary (Ha KOMYCh,
4OMYCh)

concede ground — moctynatucst

fatigue — BToma

bidding — Topru

settlement price — po3paxyHkoBa IiiHa

advisory board — koHcynbTaTHBHA pana

humble - ckpomuuii

CONCESSIioN - mocTymnka

Exercise 24. Read, translate and give the gist of text 5.
Text 5. THINGS YOU SHOULD NEVER SAY WHILE
NEGOTIATING

Every entrepreneur spends some time haggling, whether it
is with customers, suppliers, investors, or would-be employees.
Most business owners seem to naturally perform well in
negotiations. You probably have some magic phrases to say,
perhaps—that can help you gain the upper hand. But, often, the
moment you get into trouble in a negotiation is when something
careless just slips out. If you are new to negotiation, or feel it is
an area where you can improve, check out these tips on precisely
what not to say.

1. The word *"between.” It often feels reasonable—and
therefore like progress—to throw out a range. With a customer,
that may mean saying "l can do this for between $10,000 and
$15,000." With a potential hire, you could be tempted to say,
"You can start between April 1 and April 15." But that word
between tends to be tantamount to a concession, and any shrewd
negotiator with whom you deal will swiftly zero-in on the cheaper
price or the later deadline. In other words, you will find that by
saying the word between you will automatically have conceded
ground without extracting anything in return.

2. "l think we're close.” We've all experienced deal
fatigue: The moment when you want so badly to complete a deal
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that you signal to the other side that you are ready to settle on the
details and move forward. The problem is that you have just
indicated that you value simply reaching an agreement over
getting what you actually want. And a skilled negotiator on the
other side may well use this moment as an opportunity to stall,
and thus to negotiate further concessions. Unless you actually
face extreme time pressure, you shouldn't be the party to point out
that the clock is loudly ticking in the background. Create a
situation in which your counterpart is as eager to finalize the
negotiation (or, better yet: more eager!) than you are.

3. "Why don't you throw out a number?'* There are
differing schools of thought on this, and many people believe you
should never be the first person in a negotiation to quote a price.
Let the other side start the bidding, the thinking goes, and they
will be forced to show their hands, which will provide you with
an advantage. But some research has indicated that the result of a
negotiation is often closer to what the first mover proposed than
to the number the other party had in mind; the first number
uttered in a negotiation (so long as it is not ridiculous) has the
effect of "anchoring the conversation."t And one's role in the
negotiation can matter, too. The final outcome of a negotiation is
affected by whether the buyer or the seller makes the first offer.
Specifically, when a seller makes the first offer, the final
settlement price tends to be higher than when the buyer makes it."
2. "I'm the final decision maker." At the beginning of
many negotiations, someone will typically ask, "Who are the key
stakeholders on your side, and is everyone needed to make the
decision in the room?" For most entrepreneurs, the answer, of
course, is yes. You almost always want to establish at the
beginning of a negotiation that there is some higher authority with
whom you must speak prior to saying yes. In a business owner's
case, that could be a key investor, a partner, or the members of
your advisory board. The point is, while you will almost certainly
be making the decision yourself, you do not want the opposing
negotiators to know that you are the final decision maker, just in
case you get cornered? as the conversation develops. Particularly
in a high-stakes deal, you will almost certainly benefit from
taking an extra 24 hours to think through the terms. For once, be
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(falsely) humble: pretend like you aren't the person who makes all
of the decisions.

Exercise 25. Choose the alternative that would best

substitute for the word or phrase in bald print.

1.

Often, the moment you get into trouble in a negotiation is
when something careless slips out (gets worse, is uttered, is
unintentionally said).
Any shrewd negotiator with whom you deal will swiftly
zero-in on the cheaper price or the later deadline ( mean,
skillful, effective).
The problem is that you have just indicated that you value
simply reaching an agreement over getting what you actually
want (appreciate, estimate, care about).
Many people believe you should never be the first person in a
negotiation to quote a price ( bid, negotiate a price, pay the
price).
One of the joys of being an entrepreneur is that you get to call
the shots (delegate responsibilities, take on responsibility,
make decisions).

Exercise 26. Combine the words listed below into

meaningful three-word combinations.

in time price

start decision words

final a deal
negotiate settlement mind
complete in bidding
face other maker

final further pressure
have the concessions

Exercise 27. Make up sentences of your own with these word

combinations

> would be hire, gain the upper hand, get into trouble in a

negotiation, later deadline, without extracting anything in return,
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experience fatigue, settle on the details, negotiate concessions,
face extreme time pressure, start the bidding, prior to, high-stakes
deal, think through the terms.

Exercise 28. Answer the questions on text 4.

1. Can you think of some phrases to say to help you gain the
upper hand when negotiating? 2. What would you do if
something careless did slip out in the course of a negotiation?
3. Is there any alternative to the word “between” in case you
have to throw out a range? 4. How can you make your
counterpart be eager to finalize a negotiation? 5. How can you
explain the fact that the first number uttered in a negotiation
has the effect of "anchoring the conversation"? 6.

2. Why isn’t it a good idea to say that you are the one who calls
the shots?

Exercise 29. Translate text 5 in writing.
Text 5. NEGOTIATING SUCCESSFULLY

The negotiation itself is a careful exploration of your
position and the other person's position, with the goal of finding a
mutually acceptable compromise that gives you both as much of
what you want as possible. People's positions are rarely as
fundamentally opposed as they may initially appear — the other
person may have very different goals from the ones you expect!

In an ideal situation, you will find that the other person
wants what you are prepared to trade, and that you are prepared to
give what the other person wants. If this is not the case and one
person must give way, then it is fair for this person to try to
negotiate some form of compensation for doing so — the scale of
this compensation will often depend on many factors. Ultimately,
both sides should feel comfortable with the final solution if the
agreement is to be considered win-win.

Only consider win-lose negotiation if you don't need to
have an ongoing relationship with the other party as, having lost,
they are unlikely to want to work with you again. Equally, you
should expect that if they need to fulfill some part of a deal in
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which you have "won," they may be uncooperative and legalistic
about the way they do this.

Exercise 30. Interpret the following words consulting an
English-English dictionary: compromise, authority, experience,
dispute, teamwork, routine, alternative, opportunity, precedent,
consequence, goal, solution.

Exercise 31. Paraphrase the italicized parts of the
following sentences.
1. The aim of win-win negotiation is to find a solution that is
acceptable to both parties.
2. In some cases it may be appropriate to “play hardball”,
seeking to win a negotiation while the other person loses out.
3. While a manipulative person may not get caught out if
negotiation is infrequent, this is not the case when people
work together routinely.

4. What do you want to get out of the negotiation?

5. For a negotiation to be “win-win”, both parties should feel
positive about the negotiation once it's over.

6. People's positions are rarely as fundamentally opposed as they
may initially appear.

7. Only consider win-lose negotiation if you don't need to have

an ongoing relationship with the other party.

Exercise 32. Fill in the blanks with appropriate prepositions:

for, with, of, on, from, over, or, through .

1. Do you struggle to get what you want ... people whose help
you need, but ... whom you have little direct authority?
2.There are different styles ... negotiation, depending ...
circumstances. 3.Many people go ... this when they buy ...
sell a house. 4. Depending ... the scale ... the disagreement,
some preparation may be appropriate ... conducting a
successful negotiation. 5.Ultimately, both sides should feel
comfortable ... the final solution if the agreement is to be
considered win-win. 6.Do you feel that someone is
continually taking advantage ... you?
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Exercise 33. Comment on the following issues.

Styles of negotiation.

Finding a mutually acceptable compromise.

The importance of thorough preparation for a negotiation.

Honesty and openness are almost always the best policies as

far as negotiation is concerned.

5. Win-lose negotiation is acceptable if you don't need to have
an ongoing relationship with the other party.

PR

Exercise 34. Learn the vocabulary to text 6.
competitive advantage — koHKypeHTHa TiepeBara
person-oriented — ocoOMCTiICHO-OpiEHTOBAHUI
be frustrated — 6ytu posuapoBanumM
sales pitch — toprosa npesenTarris
steep hierarchy — Bucoka iepapxi
be out of reach — 6yTu mo3a gocsoKHICTIO
adhere to — rorpumyBatu
gauge — OIiHIOBaTH
return on investment — mpuOyTOK Ha IHBECTHIIIT

Exercise 35. Read, translate and entitle text 6.
Text 6

In many cultures, it is essential to know the person you
are negotiating with before you can do the deal. Once the trust is
there, things can move surprisingly quickly. Awareness of
cultural differences gives you a competitive advantage when you
deal with your international customers. Cultures that are normally
more person than task oriented will spend a considerable time
building up a relationship before they talk about business.
Europeans doing business in Arab countries are often frustrated at
the time it takes to get down to business. They wonder why they
are being entertained and asked about their private lives. In some
cultures, like Germany, they will expect a sales presentation to
focus on detailed information about the product or service. In
others, like the US or Britain, customers may very well want to
see the “big picture” before getting down to business.

In future-oriented cultures, like the US, the most
convincing arguments in the sales pitch will be the ones that
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concentrate on future benefits. Customers from past-oriented
cultures, such as India and China, will expect to hear about the
history and past achievements of your company.

In cultures with steep hierarchies, like France or China, it
may be essential that not only the technical experts but also senior
managers are present — this is seen as a sign of respect for the
importance of the customer.

For Turkish business people, bargaining is a serious part
of getting to know business partners. It is important to find out
what the bargaining style of your client is. How far is your asking
price from your desired price?

Another key question is: what does the contract mean? Is
it more of an expression of an intent to work together, which can
change when circumstances alter, as is sometimes found in
China? Or is it a detailed agreement that has to be strictly adhered
to, as is common in Germany?

How do you deal with complaints? In Japan the only
thing they deliver, or are trying to deliver, to their customers, is
satisfaction. No excuse at all is accepted when something goes
wrong.” Advances in technology and the drive to cut costs have
made the consolidation of customer services in call centres highly
attractive for international companies. Clients are accessible
through a single point of contract, and operating costs can be cut
dramatically when call centres are in low-cost countries.

The perception of excellent customer service varies from
culture to culture. In Japan, callers have few problems waiting for
several rings before a phone is answered. In contrast, American
customers expect a quick response, but are then prepared to be
put on hold. There are also different attitudes to the expression of
emotions in conflict situations. In some cultures — Russia, for
example — people are likely to become emotional and to argue
strongly in stressful situations. This can be seen by others — the
British, for example — as aggression.

To succeed globally, you need an understanding of how
customers in other cultures think and behave. Although it may be
hard to gauge, there is a clear return on investment in spending
time cultivating relationships and getting to know key clients. Just
put yourself in their shoes. Simple, isn’t it?
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Exercise 36. Derive:

a). nouns from these verbs: know, move, expect, differ, behave,
assess, mean, alter, argue, deliver, vary.

b). adjectives from these nouns: culture, benefit, part, style,
history, hierarchy, respect, price, logic, contract, manager,
satisfaction, technology, cost, problem, emotion.

c). adverbs from these adjectives: considerable, basic, steep,
precise, common, certain, general, clear.

Exercise 37. Paraphrase the italicized parts of the following
sentences.

1. Cultures that are normally more person-than task oriented
will spend a considerable time building up a relationship
before they talk about business.

2. In cultures, like the US or Britain, customers may very well
want to see the “big picture” before getting down to
business.

3. Negotiating is an important part of handling customers, and
styles differ widely across the world.

4. Tourists in Istanbul often view bargaining in the bazaars as a
strange sport.

5. Advances in technology and the drive to cut costs have made
the consolidation of customer services in call centres highly
attractive for international companies.

Exercise 38. Speak on the issues:

1. Some techniques used by effective negotiators.

2. The importance of making concessions when negotiating.

3. Some missteps to be avoided in the course of negotiation.

4. The benefits both parties of the negotiation can have from
finding a fair compromise.

5. The importance of having alternatives if the agreement is not
reached.

6. The importance of being aware of different negotiating styles.
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UNIT VI. MEETINGS

Exercise 1. Learn the vocabulary to text 1.

collaborate — cmiBmpartoBaTH

consensus-based — y3romkenuii, OaHOCTARHIH

hold — npoBouTu (360pH)

meet/ reach one’s objective — mocsartu i

clarify — 3’sicoByBatu, mposiCHITH

convey information — nepenaBatu iHdopmariiro

conference call — Texedorna po3moBa 3a y4acTio OB HiJK ABOX
a0OHEHTIB

Exercise 2. Read, translate and entitle text 1.
Text 1.

Meetings are necessary to coordinate individual efforts,
collaborate on joint projects, garner support for ideas, sell ideas,
solve problems collectively, and make consensus-based decisions.
Essentially, meetings are a gathering of two or more persons to
collectively accomplish what one person cannot. However, not all
meetings are really necessary.

Many meetings don't need to be held, and often those
that are held are attended by more people than necessary. Often
there are more efficient ways to meet your objectives without
holding a meeting. Some of these alternatives include: phone
calls, conference calls, memos/letters, postal mail, e-mails,
teleconferencing, and so on. First, one needs to decide if a
meeting is necessary. Before scheduling or attending your next
meeting, clearly define the objectives for yourself or the group if
you are the person responsible for the meeting. To help you think
through your objectives, ask yourself the following four
guestions: 1. Why am | scheduling or attending this meeting? 2.
What do | want to accomplish or gain? 3. What information will
be exchanged or decisions made? 4. Who will be attending that |
need to meet or gain their support?

Once you have clarified your objectives, you still need to
determine if a meeting is the best way to reach them. To make
sure a meeting will be the best use of time and energy for all
concerned, determine if it will be used for at least one of the
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following reasons: to convey information to a group; to solicit
information from a group; to answer the questions; to participate
in group decision making; to brainstorm ideas; to solve problems;
to network; to sell an idea, product, or service; to show or provide
support for others. If you have determined a meeting is the best
avenue! to carry out your team's objective, then you should begin
to organize for an effective meeting.

Exercise 3. Give Ukrainian equivalents
To coordinate individual efforts, to collaborate on joint
projects, to garner support for ideas, to solve problems
collectively, to schedule or attend the meeting, to accomplish, to
gain, to exchange information, to make decisions, to determine, to
convey information to a group, to brainstorm ideas, to participate
in group decision making.

Exercise 4. Give English equivalents.

IIpoBomuTy 300pH; BiABiMYBaTH 300pH; AOCATATH IILJICH;
ciryx00Ba 3amrcka; oco0a, BIIMOBIAaIbHA 3a 3yCTPid; MPOTyMaTH
LT, 3°sACcyBaTH i, JUIS BCIX 3alliKaBJCHUX; BHUMAarartu/
BHUIIUTYBaTH 1H(OpMaIIit0; BCTAHOBIIIOBATH po00Yl 3B’ SI3KHU/
CIIIBITPAIIIOBATH.

Exercise 5. Write out of the text 1 words that can function
both as nouns and verbs.

Exercise 6. Answer the questions.
1. What is a meeting? 2. Why are meetings necessary? 3.
Are meetings always necessary? What are their alternatives?
4. What should you ask yourself before scheduling or attending
your next meeting? 5. What should you determine to make sure a
meeting will be the best use of time and energy for all concerned?

Exercise 7. Match the word combinations of the left (1-6) with
right (a-f) columns.
1) cancel a meeting a) hold a meeting at a later time or
date than originally planned
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2) chair a meeting b) have a meeting

3) postpone a meeting C) organize a meeting

4) attend a meeting d) lead a meeting

5)hold a meeting e) decide not to hold a meeting and to
tell people this

6) arrange a meeting f) go to a meeting

Now use the verbs-object word combinations (1-6) to complete the
following sentences.
1. Peter can't get here by five, couldn't we just our
meeting and have it early next week instead? 2. Could you
a team meeting for next Wednesday at 4 p.m.? Ask
Neil Cross if he can attend and book one of the large meeting
rooms. 3. We've decided to the meeting. Instead,
could you just email me your comments? 4. | have to
a lot of meetings and spend a lot of time talking
about work. Unfortunately, | often don't have enough time to
actually get on with my work.5. It's important that the team
knows about these changes. Let's a meeting and
give everyone the details. 6. I'm going to our meeting
this morning so I'll be making sure that we stick to the agenda and
that we finish on time.

Exercise 8. Put the verb in brackets into proper tense form.

1. It’s already 28 °C. It (go) to be very hot day. 2. I (not/
hear) from her for months. 3. We (produce) cars at the Oxford
factory for nearly 80 years. 4. My boss (go) on a course in
September last year. 5. | (not/pay) the cheque because the bank
(already/shut) by the time I got there. 6. While | (travel) in South
America, | (get) the idea for my new business venture. 7. | (take)
the car to the garage this morning because it (make) a strange
noise.

Exercise 9. Learn the vocabulary to text 2.
follow-up — wactynuwuii; ueprosuitbrainstorming session —
«MO3KOBHH MTypM», <« MO3KOBa AaTakKa», prrIOBI/Iﬁ nouryk
TBOpPYHX e
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checklist — koHTpOIBHUIT CHIHCOK; TIEPeITiK

facility — 3pyunicTb; 3ac00M 00CITyrOByBaHHSI; yCTaTKyBaHHS
agenda — mopsiok AeHHu# (300pis)

review meeting — orusioBi 300pu

task-oriented — minecpsMOBaHUi; OPIEHTOBAHWN HAa BUKOHAHHS
3aB/IaHb

assigned duties — mopydueni 000B's13KH

Exercise 10. Read, translate and give the gist of text 2.
Text 2. MEETING EFFECTIVNESS

Good meetings are the result of good planning. The time you
spend before will result in major benefits later by efficiently using
the meeting time, accomplishing objectives, and avoiding the
need for follow-up meetings. When deciding to hold a meeting,
you should also decide who should attend and what the purpose
of the meeting is. To help in planning meetings, below is a
checklist of major elements essential for meeting effectiveness.

Purpose. Define the purpose or objective of the meeting.

Participant. Who needs to attend this meeting to accomplish
the purpose?

Structure. To best accomplish the purpose some technigques
may include: guest speakers, videos, brainstorming sessions,
panel sessions, discussion groups, demonstrations, etc. Whatever
technique is selected, it should have the greatest impact on the
participants to attain the meeting objective.

Location and Time. Select a meeting place that best
matches the participants’ needs, the objective, and the meeting
structure. When planning where to meet, give consideration to
size, comfort, accessibility, adequate parking, room acoustics,
equipment needs, etc.

Choosing a meeting time depends on the availability of
participants and meeting facilities. The anticipated length of the
meeting should also be a factor in deciding when to schedule the
meeting.

Agenda. A meeting agenda should be prepared and
distributed to participants at least three days prior to the meeting
day. An agenda is crucial to meeting success in three ways: 1) it
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clarifies the objectives so people understand the meeting purpose
and tasks; 2) distributing the agenda prior to the meeting helps
participants plan and prepare to make an effective contribution;
and 3) during the meeting, the agenda provides direction and
focus for the discussion. There are a variety of agenda styles but
essentially they should contain at least the following elements:
title, time and date, location, discussion items, and names of
persons responsible for covering each item.

Responsibilities. There should be a mutual understanding of
not only the meeting purpose, but also individual assignments and
how they fit into the total program. In task-oriented or policy
deciding meetings, it is best to prepare a written summary of
assigned duties so individuals know what their responsibility is
for the meeting.

Confirmation. If it is a first meeting or if the meeting is on a
new day or time, individually contact all participants a week to
three days before the meeting day. Contact can be as simple as
sending everyone a friendly reminder through office e-mail,
phone calls, or a post card reminder through the mail. For
regularly scheduled meetings, choose a location and meeting time
and try not to change it

Exercise 11. Give Ukrainian equivalents.

To result in benefits, to hold a meeting, purpose of the
meeting, essential for meeting effectiveness, to reach consensus,
to accomplish the purpose, to have the greatest impact on the
participants, to attain the meeting objectives, accessibility,
anticipated, to schedule the meeting, to distribute to participants,
crucial, to clarify the objectives, to make an effective
contribution, to prepare a written summary.

Exercise 12. Give English equivalents.

BunanakoBicTe, JocsraTtu LileH, 3ampomeHnii JomoBigady,
4yeproBi 300pH, KOHTPOJNBHUH CIHCOK/ TeperiK, A0OpOBUTEHUH
Jigep, 3anpoIIeH T0MOBi1ay, «MO3KOBHH IMITYpM», BiAMIOBiIaTH
norpedaM y4yacHHMKIB, IPUIUISTH yBary, 3aco0u 0OCIyroByBaHHS,
LIOHaWMeHIIe, PO3/1aBaTH/ MOIIMPIOBATH HMOPAIOK ASHHUI mepen
300paMu, B3a€EMOPO3YMIHHS, HaraJgyBaHHs, iHAUBiAyaJbHE
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3aBJIaHHS, BIHMCYBAaTUCS B 3arajibHy MporpaMmy, 3000B'sS3aHHS,
TsTap, OyTH BiANOBIIANTBEHUM 34.

Exercise 13. Answer the questions on text 2.

1. What is necessary to hold good meetings? 2. What are
major elements essential for meeting effectiveness? Describe each
item.

Exercise 14. Work with a partner. Match the different types

of meetings (1-6) with the definitions (a-f).

1) Progress; 2) brainstorming; 3) shareholder; 4) kick-off; 5)
board; 6) team.

a. People who work in the same department have this type of
meeting regularly.

b. This is a meeting of a company's most senior managers.

c. If you need new ideas, you have this type of meeting.

d. This is a meeting for a company's investors,

e. At this type of meeting, you talk about what has been
accomplished on a project.

f. This type of meeting is held at the beginning of a project.

Exercise 15. Put the verbs in brackets into Past Smple or
Present Perfect to complete the sentences.

1. Our market share (decrease) in size in the last quarter of
2015. 2. The number of profit warnings issued by major
companies (go up) in the current quarter. 3. The time we spend
on customer acquisition (go down) this year. 4. The size of
BMW Group's workforce (increase) two years ago. 5. Apple’s
capital investment spending (level off) since last year. 6.
Complaints (decline) dramatically since 2014. 7. The rate of
unemployment (reach a high) in 2016.

Exercise 16. Write a summary of text 2.
Exercise 17. Learn the vocabulary.

shared information — indopmarist 3aranbHOr0O BUKOPUCTAHHS,
KOJIEKTHUBHA iH(opMarlis
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circulate — po3noBCrOKYBATH, TOMIHPIOBATH
in advance — 3a3naneriap

provided — 3a ymoBH

bulk — ocHoBHa yacTHHA

minutes — mpoTokos 360piB

inhibit — crpumyBaTH, nepenkomKaTH
chairperson —rosoBa 300piB

Exercise 18. Read, translate and give the gist of text 3.
Text 3. RUNNING A MEETING

Meetings are central to most organizations; people need to
know what their colleagues are doing and then take decisions
based on shared information and opinions. How well you present
yourself and your ideas, and how well you work with other
people, is crucial to your career. It’s better to wait until a situation
or problem requires a meeting. If in doubt, don’t waste time
having one.

If you’re sure a meeting is the solution, circulate a memo
several days in advance specifying the time and place, objectives,
issues to be discussed, other participants and preparation
expected. Meetings should be held in the morning, if possible,
and should last no more than an hour. Six is the optimum number
of participants for a good working meeting. Larger meetings can
be productive as brainstorming sessions for ideas, provided
participants can speak freely without feeling they will be judged.

A successful meeting always leads to action. Decisions
should take up the bulk of the meeting minutes, including the
name of the person delegated to each task, and a deadline for its
completion.

Encouragement helps create a relaxed and productive
atmosphere. Do not single out any individual for personal
criticism. Save critical comments for a private occasion. Phrase
your criticism and proposals positively. If you’re talking for more
than 50 per cent of the time, you’re dominating the meeting.
However informal the meeting, it always pays to prepare a few
key points in note form to put across or discuss.
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Don’t memorize notes or read them out. This inhibits your
natural gestures: the eye contact and body language that is
essential to effective communication. If you cannot answer a
question, don’t be afraid to say, “I don’t know but I’ll find out
and get back to you by ...” (give a definite date). Seek to offer
solutions rather than to complain.

Exercise 19. Give Ukrainian equivalents.

Take decisions based on shared information, crucial to your
career, memo, in doubt, circulate a memo several days in
advance, issues to be discussed, encouragement, single out smb.
for personal criticism, prepare a few key points in note form,
concentrate on, eye contact and body language.

Exercise 20. Give English equivalents.

Komneru; mapHyBaTH 4ac, BHU3HAYUTH/KOHKPETH3YBaTH 4ac,
Miclle Ta IIJIi; Hapaga 3 METOI NPOBEICHHSI «MO3KOBOTO
MITYpMY»; 32 YMOBH; KIHIIEBUI TepMiH BUKOHAHHS, CTBOPIOBATH
HEBUMYILIEHY Ta TpPOAYKTUBHY arMocdepy; JoHeCTH (ZI0
ciyxadiB) a00 00rOBOPUTH; CTPUMYBATH/TIPUTHIYYBATH IPUPOIHI
JKECTH; OCHOBHA YaCTHHA MTPOTOKOY 300piBXK BiIMOBITATHHIM 32
BHUKOHAHHS 3aBJIaHHSL.

Exercise 21. Fill in the blanks with appropriate words from
the list bellow: agenda, casting vote, consensus, minutes,
circulate, apologies, chairperson, items, arising, conduct.

1. In all formal meetings and most informal meetings, there
LI R whose job it iS to ............... the business of
the meeting and to ensure that the meeting’s objectives are
achieved. 2. It is helpful in both formal and informal meetings to
have an ........... , listing the points that are to be discussed. It is
usual to .......... this in advance so that participants can prepare
adequately for the meeting. 3. If there are too many ..............
on the agenda, it is inevitable that the meeting will be over-long
and so less effective. 4. After formal meetings, the secretary

writes up the ............ , an official record of the discussion that
has taken place. 5. If you cannot attend a meeting, it is customary
to send your ............ to the chairperson. After naming
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absentees, the chairperson may ask if there are any matters

out of the minutes of the last meeting. 6. When

decisions must be taken, the chairperson hopes there will be a

on what should be done. Otherwise, a vote must be

taken and sometimes the votes for and against are equal. If this
happens, the only way to break the deadlock is for the chairperson

to give his or her ............. .

Exercise 22. Which of these two emails confirming meetings
is formal and which is informal?

To: ian@dte.com

From: mark.Ders@dbd.txt
Subject: Meeting to discuss
contract changes
Attachments: May 23 Points
_to _Discuss.doc

TO: armitage@fisher.uk
From: caroline@rainbow.com
Subject: Meeting

Hi lan,

It was nice to speak to you
today. Thanks for agreeing to
meet with me. Just to confirm
the place and time of our
meeting: Monday 23 May at
2 p.m. My PA will let you
know which meeting room
we'll be using later in the
week.

I'm attaching a list of points
to discuss. Give me a call if
you have any questions
before the meeting.

Looking forward to seeing
you on Monday.

Regards.

Mark

Dear Mr Amitage,

It was a pleasure to speak to you
today. I'd like to take this
opportunity to thank you for
agreeing to meet with me next
week.

| would also like to confirm the
date and time of our meeting:
7.30 p.m. on Monday, 8
September in Rainbow
Executive Search's offices at 11
Great Russell Street, London
WC1.

Should you have any questions
in advance of our meeting,
please do not hesitate to get in
touch with me.

I very much look forward to
meeting you next Monday.
Yours sincerely Caroline Jones.
T: +044 (0)30 5934 5928
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email: caroline@rainbow.com

Exercise 23. Put the verbs in brackets into the correct form
1. We will go out later if it (stop) raining. 2. Would you stop working
if you (be) a millionaire? 3. If we leave now, we (not be late). 4. If |
(be) you, I wouldn’t buy that car. 5. If we had known the film was on
TV yesterday, we (record) it on our video. 6. Had we known her
address, we (write) you a letter. 7. If they (know) him, they would
have called us. 8. | could understand the French teacher if she (speak)

more slowly.

Exercise 24. Arrange the words in the right order to make
typical sentences for making arrangements.
1) let's soon meeting a sometime have.
2) like to you when meet would ?
3) at Thursday how 11.30 about morning?
4) would for next be Tuesday you how ?

5) fine would yes, that be

6) to forward you I look then meeting

Exercise 25. Work with partner agree a suitable time to meet.
Make use of the Useful Phrases bellow.

Asking for a meeting

Could we schedule a time to
meet next week?

I"d like to schedule a meeting
as soon as possible.

Can we meet and go over this
together?

Perhaps we could meet and go
over the details in person?
Suggesting a meeting time
How about Monday at nine?
How about sometime after
lunch?

Gould we meet next week?

Saying that you aren't able to
attend

Sorry, | can't make it then.
I'm afraid 1 have
appointment then.

I'm a bit tied up then. Haw about
another time?

Saying that you can attend

Sounds good.

Yes, that works for me.

Yes, that would be fine.
Confirming the day and time
See you on Monday at seven.
So, I look forward to seeing you

another
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Can | suggest 7.30 on Thursday
evening?
Would half past five suit you?

on Tuesday at four.

Exercise 26. Match the descriptions(a-d) with the items on
the formal meeting agenda (1-4).

a. This is when issues which are not on the agenda can be
discussed. It stands for any other business.

b. These are the main points for discussion at the meeting.

c. This is the point in the meeting when the chairperson
reports who is not able to attend.

d. This is when any issues relating to the last meeting are

discussed.
Agenda
1. Apologies.

2. Minutes of the last meeting.

3. Matters arising from the minutes:
a) review of investment plan;
b) redesign of corporate image.

4. AOB.

Exercise 27. Memorize the

Useful Phrases.

Giving: your opinion

Asking for clarification

I think.../ | don’t think...
Tomy mind ...

I’m not sure I understand what
you're saying.

In my opinion ...

Are you saying that ,,.?

From my point of view, ...
We should ...

If I understand you correctly, you
think that...

I'm convinced that we
should .,.

What exactly are you saying?

| tend to think that it's ...
As for me,.../ As to
me,..

What exactly do you mean?
Do you mean that ,..?

It seems to me that...
I would say that...

Can you explain in more details?

It goes without saying
that...

Could you explain in more
details?
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| have no doubt that ...

Dealing with interruptions

Interrupting
Sorry, but ...

Hold on, please.

Could I come in here?

Hold on. Can I finish the point?

Sorry to interrupt, but I
feel that,..

Just a second, please. | promise
we'll come right back to you.

Can 1 just say something
about that?

Just a moment, please. We'd come
back to you in a moment.

I'd like to make a point
here if | could.

I’d like to finish if I may.

Exercise 28. Match the two parts to make interrogative

sentences.

1. Are you saying that we

a) a point here?

2. Can we come back

b) about that point?

3. Could I just c) promise we'll come right
back to you.
4. Could I make d) interrupt you there?

5. Do you think that

e) should cancel our stand at
the trade fair?

6. Hold on a moment,

f) to make a point here?

7. If I understand correctly,

g) to your point in a minute?

8. Just a moment, please. |

h) we should increase our
marketing budget?

9. What do you think

i) please. We'll come back to
you soon.

Which of these sentences can be used ...

a) to interrupt someone ?

b) to ask for other people's opinions?
c) to stop someone from interrupting?
d) to clarify someone's point?

Exercise 29. Fill in the blanks with words in italics below:
argument, finish, understand, chance, moment, just, finished.

1. Sorry, but | haven't

what | was saying. 2. Sorry

to interrupt but I'm afraid | don't really follow your . 3.
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Could | finish? 4. If | could just , please...
5. Can | say something here? I'm afraid that | don't .
6. Justa .You'll geta to speak soon.

Exercise 30. Translate the following sentences into English
using Complex Object or Complex Subject.
1. 4 xoriB 6u, 00 BU MOSCHUIN MEHI MpaBujo me pa3. 2. Bin,
HWMOBIpHO, mpuine y m’sTHumioo. 3. S Hikonu HE 4yB, SIK BiH
rOBOpUTH aHTIiHCchKOW0. 4. Bimomo, mo BiH B Kuesi. 5. Iloroaa,
HMOBIpHO, 3MiHUThCs. 6. BiH, HameBHe, OTpUMAae MpH3 3a CBIH
BUHAaXija. 7. Buutenb 103BOJIMB HAM KOPHCTYBATUCS CIIOBHUKAMH.
8. Bin 3mycuB MeHe mianucaTta yroay. 9. Kaxyts, mo aeneraris
npubymna y mstamiro. 10. Ile nwuranss, ¥moBipHO, Oyze
00rOBOPIOBATHCH Ha 3yCTPIvi.

Exercise 31 . Translate text 4 in writing.

Text 4. FIVE GOLDEN RULES FOR A CHAIRMAN

If an issue can't be resolved in this meeting, cut the discussion
off and continue it in a later meeting. But if you and your
colleagues have to reach a decision today, be honest and tell them
that they'll have to sit there until the job is done.

Don't call meetings outside office hours. Never schedule
meetings for evenings or weekends.

Meetings are for business, not socializing. A certain amount of
small talk at the beginning and end of a meeting definitely helps
to create a friendly atmosphere and build team spirit. But time is
money. Make sure that participants get down to business after a
few minutes of pleasantries. Also make sure that business is
concluded before someone changes the subject to football again.
Give people enough time to prepare for a meeting. It's surprising
how many chairpeople call meetings at short notice! and then
complain that the participants haven't prepared properly. With
advance notice, participants will come to your meeting having
thought about your agenda, read through the background papers,
prepared presentations, and come up with solutions to problems.

Meetings should be democratic in approach and spirit. The
only point in bringing people together for a meeting is to let them
discuss an issue. If you want to announce decisions that have
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been made, don't do it in a meeting but find another way of
communicating it. Your meetings should have a creative and open
atmosphere so that your people can make interesting
contributions to the discussion.

Exercise 32. Answer the questions on text 4.
1. Do you agree with the advice given here? 2. In which order
of importance would you put the five golden rules? 3. What other
pieces of advice can you give to a chairman?

Exercise 33. Complete the questionnaire by ticking either a
or b.
1. You want to make a point in a meeting. Do you:
a) wait until someone else invites you to speak?
b) make your point immediately?
2. Someone is speaking in a meeting and you want to say something.
Do you:
a) wait until they have finished speaking?
b) interrupt them with your own point?
3. Someone wants to make a point while you are speaking. Would
you:
a) prefer that they wait until you have finished speaking?
b) prefer that they interrupt you to make their point?
4. Someone is talking nonsense. Do you:
a) stop them?
b) let them go on?
5. There's a long silence In a meeting. Do you:
a) say something (anything) to end the silence?
b) relax and wait for someone else to speak up?
6. Someone is not being clear. Do you:
a) interpret and ask them to explain?
b) let them finish and hope that you will understand them by
the end?
7. Nobody wants to listen to you. Do you:
a) stay calm and continue talking?
b) get angry and stop talking?
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Exercise 34. Read the list of statements about the
chairperson's role and decide whether you agree or disagree.
Then discuss your answers with other students.

1. Finish the meeting on time, even if a decision hasn't been
reached. 2. Encourage everyone to contribute to the discussion,
even if some participants don't want to. 3. Let the most confident
people dominate the meeting because they probably have the best
ideas. 4. Follow the agenda and not allow the discussion to go in
different directions. 5. Stop participants from interrupting each
other. 6. Allow an antagonistic atmosphere to develop because it
makes participants think more clearly and creatively.

Exercise 35 . Use the “ —ing” form or the infinitive of the
verbs in brackets.
1. It is a waste of time (hold a meeting). 2. She has agreed (teach)
some students. 3. I don’t mind (ask) questions. 4. At the moment |
can’t afford (buy) a new car. 5. I dislike (travel) to work in the
rush hour. 6. She can’t stand (deal) with difficult customers. 7. He
really enjoys (travel) abroad. 8. We were very unhappy with the
service they had provided, so we refused (pay) them. 9. | am
really looking forward to (travel) abroad. 10. At the moment I’'m
considering (take part) in the new project.

Exercise 36. Learn the vocabulary to text 4.

pitfall HeOe3neKa; TPYIHOII; MacTKa
envisage nepeadadnuTh

sales pitch HpEe3eHTAIlIs

bungle ITOMUIIKA

blunder rpy0a HOMHJIKA, IIPOMax
shortcomings HEIOMIK, Baaa

articulate bopmyroBaTH

mini-checklist CIIMCOK; TIEPEITiK MUTaHb

cater to needs 3aJIOBOJIBHSITH MTOTPEOH
condescending 00IaKIINBE CTABICHHS
attendee Y4YacHHUK (3ycTpii, KoH}epeHii)
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Exercise 37 . Read, translate and give the gist of text 5.

Text 5. PITFALLS OF INTERNATIONAL MEETINGS

The number of international meetings has grown
dramatically over the past few years. Unique with all these
meetings, which range in size from a few to more than a
thousand, is that many of the participants leave their culture to
meet in another.

The purposes of these meetings are varied, ranging from
exchanging information to rewarding performance and creating
opportunities for professional development. Often the meetings
are staged to introduce new products and make a sales pitch to top
customers.A number of international meetings have serious
administrative and planning problems, all of which undermine the
chances of success. A classic bungle is late arrival of participants’
material or wrong format of the audio visual equipment required
by a presenter.

International meetings can be costly to stage, especially if
they are poorly organized and fail to achieve the desired results.
To have any chance of success, the foremost issue to consider is
the purpose of the meeting.

At international meetings with participants from many
different cultures, unique issues are bound to arise. For example,
the timing of meals and the selection of the menu, the listing of
names and titles, the use and language of business cards, the
necessity of interpreters or translators and getting materials
through customs are all factors that must be taken into account by
the organizers.

It’s especially important to allow participants who travel
long distances sufficient time to rest, physically and mentally,
before the meeting begins.A mini-checklist for any international
meeting should begin with efforts to identify the nationalities of
potential participants and make provisions that cater to their
specific cultural needs.

National stereotypes, condescending attitude and above all
jokes, which are easily misunderstood, should be avoided.
Honoured attendees should be welcomed and, when appropriate,
deference (= respect) should be shown to participants because of
their high-ranking positions.
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Speakers making presentations in English at an international
meeting in a country where it is not the national language, should
tailor their presentations so that they will be understood by the
entire audience. There are important considerations for persons
responsible for the introduction of speakers. For example,
personal information or the sharing of facts about one’s family
life, which is common in North America, is not appropriate in
Europe or Asia.

Exercise 38. Give Ukrainian equivalents.

Unique, to introduce new products, top customer, business
environment, administrative and planning problems, undermine
the chances of success, audio and visual equipment, to stage the
meetings, to be poorly organized, to fail to achieve the desired
results, to consider the foremost issue, timing of meals, to get
materials through customs, to ignore, to cater to the specific
cultural needs, honoured attendees.

Exercise 39. Give English equivalents.

MixuapoaHa 3yCTpid, BapitoBaTH B po3Mmipi,
0OMIHIOBaTHCS iH(popMarriero, BHHArOpOKyBaTH 3a
MIPOAYKTHUBHICTh, CTBOPIOBATH MOMJIHMBOCTI s TpodeciifHoro
pOCTy, IPOBOAMTH TIPE3EHTAIIiI0, TIEPeTiK, BISUTHA KapTKa, YCHUN
nepeKIianay, MMChbMOBHI TepeKiazay, BiIlIOYUBATH PO3YMOBO Ta
(hi3MYHO, HAITIOHAJIBHI CTEPEOTHITH, IOOTaKIIMBE CTaBJICHHS,
BHCOKa TI0Caja.

Exercise 40. Answer the guestions on text 5.

1. What is unique with all international meetings? 2. What
are the purposes of international meetings? 3. What mistakes do
organizers of the international meetings make? 4. What problems
may arise at international meetings with participants from many
different cultures? 5. What are the warnings for organizers of
international meetings? 6. What shouldby speakers making
presentations in English at international meetings take into
account?
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Exercise 41. Find synonyms among the following.

Foresee, allow, attend, selection, blunder, success,
appropriate, identify, purpose, bungle, capability,
mistake, possibility, choice, goal, growth, error, articulate, permit,
determine, target, relevant, opportunity, anticipate, luck,
formulate, objective, envisage, increase, visit.

Exercise 42. Match two parts to make small talk questions.

1. Which hotel a) did you fly into?

2. How long b) are you staying at?

3. Which airport ¢) my colleague, Sandra Devison?

4. Did you d) the first time you’ve come here for a
meeting?

5. Is this e) a colleague of Jim Robertson’s?

6. Are you f) come here by plane?

7. Do you know g) have you worked for your company?

Now match these answers to the questions.

1. Not really. He works in marketing and I’m in customer
service. 2. No, we came by car. 3. Almost fourteen years. 4.
London Stansted. 5. No, I don’t think we’ve met. 6. No, it isn’t. |
was here in June for the kick-off meeting. 7. The Carton
International, off Shaftesbury Avenue.

Exercise 43. Read Text 6 and offer your versions of small
talk.
Text 6

Small talk is used to break the ice and create a relaxed
atmosphere before the real business begins. However, making
small talk can be difficult, particularly when you meet people for
the first time.

One problem is that small talk can be about many different
topics and you probably won't be sure of all the vocabulary. One
solution is to prepare topics that you would like to talk about. If
you’re going to have a meeting with people from another country,
research topics relating to that country.

Making small talk is not just about talking - it's also about
listening, and the more actively the better. There are a number of
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commonly-used phrases which show other people that you're
interested in what they're saying: | see. Oh, really? Interesting.
That's absolutely fascinating!

Exercise 44. Match the verbs on the left with phrasal verbs
on the right that have the same meaning.

1) discuss a) go back over
2) review b) think about
3) finalize c) look at

4) examine d) talk about
5) consider e) finish off

Exercise 45. Read and text 7, and answer the questions.
Text 7. DIGITAL MEETINGS

An increasing number of companies are turning to video
conferencing to bring people together for meetings. Experts
predict that in the next 10 years, video conferences will replace as
much as 20% of business travel. So why has there been such
growth in digital meetings?

The key driver behind our use of video conferencing is
cost. The technology means that we can save on airfares and hotel
bills. People can meet more frequently at less cost. But the
technology is not free, which can he a particular problem for
small and medium-sized companies. Although video conferencing
systems are getting cheaper and more reliable, many companies
can’t afford to buy the expensive equipment. There is also the
problem of users who find the video link-up environment difficult
al first. Companies that adopt video conferencing have to invest
in training for the staff who will meet each other digitally.

Having a video conference may not be as easy as going to
a real meeting, especially at first. But more of our meetings are
going to be held via video link-up in the future.

Answer the questions.
1. What are the advantages and disadvantages of video
conferencing? 2. Can you think of other problems users can have
with video conferencing? How could these problems be
overcome?
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Exercise 46. Make the following sentences indirect.

1) “Please don’t smoke in front of the customers,” he said to me.
2) “I’'m calling on behalf of SGE Electronics,” the man said. 3)
Maria said to me: “They gave me a pay rise.” 4) Last week Jack
said: “I’'m seeing Angela tomorrow.” 5) He said to me: “I’'m
afraid I can’t come to the meeting” 6) He asked me: “Are you still
interested in the site?” 7) Jack asked me: “How long have you
been in the engineering?” 8) “When will you arrive?” they asked
me. 9) I asked him: “What did you tell her about our company?”
10) He asked me: “Do you work in marketing?”

Exercise 47. Memorize Useful Phrases of diplomatic
language.
Useful Phrases

Asking for opinions
Do you agree/ think so?

What do you think about
that?

Would you like to give us
your views/ ideas on this?

Would you like to
comment on that?

Do you think we should...?

How do you feel about...?

What do you think about...?
Agreeing
I think you're right.

That's right.
That’s true.
I agree with you.

I think so too.
I have no objection.
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Disagreeing
No, | think you're wrong
there.
I'm afraid | can't agree
with you there.
I completely disagree.
| agree but on the other
hand...
| don't agree with what
you say.
| don't think that's true.
| don't think so.
| don't share his/her/your
view.
Yes, but...
May be, but...
| see/know what you mean
but...

Nonsense!
| take a different view.
Making positive

suggestions
How about if we...?
Couldn't we just ...?



You may be right. Why don't we...?

That is right. What about if you...?
Agreeing strongly Let’s...
Absolutely/exactly. | suggest that we/they...
I think that's a fantastic

idea.

I agree completely.

Yes, that's definitely true.
Yes of course! | have come
to the same conclusion.

Exercise 48 . Work with a partner. Read out the opinions and

use the phrases you have learned to say whether you agree
(strongly or tentatively), disagree, or are not sure.
1. The biggest problem for businesses is that there are too many
rules and regulations. 2. Companies spend far too much time in
meetings and not enough time doing real work. 3. It's more
important to have a few customers who spend a lot of money than
a lot of customers who spend very little money. 4. Unemployed
people should have to do work for the money they receive.

Exercise 49. Work with group mates. Practise asking for,
giving opinions, and ask for their opinions on the following
topics:

1. Whether smoking should be allowed at the university. 2.
Whether accepting and giving gifts to teachers should be allowed.
3. Whether full-time students are able to handle job and studies.

Exercise 50. Rewrite these sentences to make the criticism
less strong and direct.
1. The quality of your company's customer service is
unsatisfactory. 2. Your management style is terrible. 3. The
service we have received from Kyivstar is mediocre. 4. The
results of your market research are disappointing. 5 .Your
approach to problem solving is inadequate. 6. His presentation
was below standard.
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Exercise 51. Look at the problems and choose which

solution you prefer. Suggest your own solution.
I. Our current mobile phone provider is too expensive.
Possible solutions:

a)  save money in other areas;

b)  try to re-negotiate the contract;

c)  getout of the contract and find another provider.
2.0ur sales managers are rude to customers.
Possible solutions:

a) provide more training in customer care;

b) replace the existing team with staff who have a more

positive attitude;
C) provide customer care via the Internet.

Exercise 52 . Learn the vocabulary to text 8.
appearance — 30BHINIHICTh;30BHIIIHIA BUTJISIT
estimate — oriHKa
cue — curHai
gender — crartb
offensive — obpaszuBuii
dos and don'ts — mpaBua MOBEMIHKH
shallowness — Hecepiio3HicTh
pitch — Bucora ToHy

Exercise 53. Read, translate and give the gist of text 8.

Text 8. CULTURAL DIFFERENCES IN BUSINESS

Your appearance, gestures and body language are saying
something to the people around you. In fact, although estimates
vary, as much as 70 to 90 percent of messages we send are
communicated without using words.

An awareness of non-verbal communication and the
cultural differences in the way that it functions can help people
who work internationally to avoid misunderstandings. This can be
particularly important in the" case of face-to-face meetings or
service situations.  Your communication will depend on a
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complex mixture of situation and relationship. You will
communicate differently with strangers, customers, suppliers,
colleagues, friends, family, husband or wife.

The study of body movement and gestures is extremely
important because gestures that have a positive meaning in one
culture can be negative or even highly offensive in another.
Examples of this are the "V sign", the "OK gesture", the "fig" and
the "thumbs up" which may be interpreted absolutely different.
The way the body is positioned and body distance also send out
different signals.

The way people greet each other differs in different
cultures. Confusion can result if you are not aware of the different
cultural norms. Don't just slavishly follow a list of dos and don'ts,
but watch what other people are doing and try to adapt to what is
going on around you. Different cultures vary as to how the same
touch is used. In some cultures (typically Islamic and Hindu), it is
considered insulting to touch someone.

Facial expressions, even if identical, can have different
meanings. The smile is universal, but for the American it is
essential in the service situation, while for the Ukrainians it may
be a sign of shallowness.Eye contact also differs from culture to
culture. Here it is not only a question of whether you make eye
contact, but even of how intense the eye contact is and how long
it is kept up.

There are differences in the tone, pitch and intonation of
speech. These patterns vary widely across languages; care has to
be taken not to interpret the patterns found in one language based
on the criteria of another language.

In some cultures (such as Finland, Sweden and some parts
of Asia), periods of silence are highly valued in conversation. In
others, long periods of silence may indicate lack of interest in
what one has to say.

The way you dress, your hairstyle and the jewellery you
wear or don't wear send out signals to your communication
partners. Though there are no strict rules to follow, it is important
to be aware of what might be appropriate in a particular situation
in a particular culture.
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Exercise 54. Give Ukrainian equivalents.

Estimates, awareness of non-verbal communication and
cultural differences, to work internationally, mixture of situation
and relationship, slavishly, to follow a list of dos and don'ts, sign
of shallowness, hairstyle, insulting, to be aware of smth.,
appropriate, be highly valued, appearance, lack of interest.

Exercise 55. Give English equivalents.

PisHuIs B HalliOHAJILHUX KYJBTYpax, HepenaBatu 0e3 CIiB,
YHUKaTU HEMOPO3YMIHHS, OCOOKMCTa 3ycTpid, 0Opa3nuBHi, IO-
pi3HOMY IHTEpHpeTyBaTH, BHUpa3 OOJIHYYs, 30pOBUH KOHTAKT,
KpHUTEpiid, 30BHIIIHINA BUTIISI, )KECTH Ta MOBA Tija.

Exercise 56. Answer the gquestions on text 8.

1. Why is body language an important part of communication? 2.
Does body language impact the success in business? 3. What
does our communication depend on? 4. Why is the study of body
movement and gestures extremely important? 5. What do you
know about body distance in different cultures? 6. How do facial
expressions and eye contact differ from culture to culture? 7. Are
the way you dress, your hairstyle and the jewellery you wear
important in business environment?

Exercise 57. Change the Active Voice into the Passive Voice.

1. A local firm is redecorating our offices. 2. They grow a lot
of the world’s tea in India. 3. Nobody has paid the bill yet. 4. I’ll
ask my assistant to send you a letter. 5. Workers build a lot of
supermarkets in Ukraine. 6. They emailed us to say that they had
delayed shipment. 7. Steve Jobs founded Apple in 1976. 8. He
runs the Marketing Department. 9. They are making some
changes. 10. Engineers have found a small design fault.

Exercise 58. Memorize the Useful Phrases to end a meeting.
Useful Phrases

Ending a meeting Thanking someone for a
meeting

Let's finish here. Thank you all for coming in

I think that's everything. today.
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I think that brings us to an Thank you very much for your

end. time.

Confirming decisions and  Thank you for your hard work.
actions I think we've come up with a lot
So, to sum up what we've of good ideas.
decided ... Saying goodbye

| look forward to seeing you
(all) again soon.

| hope you have a safe journey.
Have a safe trip home.

Exercise 59. Compose a dialogue on “Business Meeting”.
1. National cultural differences influence the way we
communicate.
2. In different cultures gestures and body movement are
interpreted different.
3. Facial expressions, eye contact, tone, pitch and intonation
differ from culture to culture.

UNIT V. PRESENTATIONS

Exercise 1. Learn the vocabulary to text 1.
persuade - mepekoHyBaTH
chief executive — BukoHaBuUmMit TUPEKTOP; TEHEPAILHUIN TUPEKTOP
be about to do smth. — 36upartucst 3poOUTH MIOCH
undertake — mounHaTH, OpaTHCs
head of research and development — kepiBHHK HayKOBO-
JOCITITHOTO BiAILTY
senior officer - craprumii criiBpOOITHUK, KEPIBHUK BHIIO] JIAHKH
communicate information — nepenaBartu inpopmarrito
financial adviser — pajauk 3 GpiHaHCOBUX MUTAHb
product launch - Buryck HOBOT TPOIYKILiT HA PUHOK
workshop - cummosiym, TpeHiHr
tip — HaTsK, MOpasa
venue - miciie 300piB, MicIie IPOBEICHHS
facilities - 3aco0u, anaparypa
hint — natsk, mopana
basics - ocHoBu

84



visual aids — naouni 3acobu

interact - Bzaemoxiaru

be aware of smth. — 3naTtH, ycBiTOMITIOBATH MIOCH
feedback — 3BoporTHiif 3B's130K

first-timer - HoBayok

Exercise 2. Read, translate and give the gist of text 1.
Text 1. PRESENTATIONS

Presentation is the practice of showing and explaining the
content of a topic to an audience in a clear, structured way.

We give presentations to provide information, explain
something, present choices, sell a product or service, or persuade
others to follow a course of action. There are some examples of
different presentations: 1) press conference: two chief executives
tell journalists why their companies have merged; 2) briefing: a
senior officer gives information to other officers about a police
operation they are about to undertake;demonstration: the head of
research and development tells non-technical colleagues about a
new machine; 4) product launch: a car company announces a new
model; 5) lecture: a university professor communicates
information about economics to 200 students;6) talk: a member
of a stamp-collecting club tells other members about 20th century
British stamps.; 7) seminar: a financial adviser gives advice about
investments to eight people; 8) workshop: a yoga expert tells
people how to improve their breathing techniques and gets them
to practice.

Here are some tips for a stand-up presentation (one person
talking to an audience). 1. Find out about the audience how many
people there will be, who they are, why they will be there, and
how much they know about the subject. 2. Find out about the
venue and the facilities: the room, the seating plan, the
equipment, etc. 3. Plan the content and structure, but don't write
the complete text of the presentation. 4. Write notes on sheets of
paper, not on cards. 5.Try to memorize the first five sentences of
your talk. 6. Prepare visual aids: pictures, diagrams, etc.
7.Rehearse your presentation (practise it so that it becomes very
familiar) with friends or colleagues.
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Unfortunately, presentations can be dull. There are some of
the tips, hints and techniques that may help to communicate your
message effectively and successfully.1. Prepare the basics. If
you have a clear idea of your audience and what you want to tell
them, you are already on the way to success. Remember that good
use of visual aids can make a huge impact. A picture really can
speak a thousand words. 2. Work on your words. You need to
spend time refining your key messages to make sure they are
clear. 3. Prepare your mind. Positive thinking makes a positive
difference. It's normal to be nervous; you don't need to be afraid
of fear. 4. Interact with your audience. Remember you're giving
a presentation, not a speech. An effective dialogue with the
audience will ensure that you are giving them what they want. 5.
Be aware of body language. Research has shown that body
language is an important factor in a successful presentation. 6.
Learn from feedback. Whether you are an experienced presenter
or a first-timer, there is always more to learn.

If you follow these secrets, you will know everything you need
to deliver a brilliant presentation. You can make a positive impact
on your audience. Your audience will remember your message
and, just as important, they will remember you.

Exercise 3. Give Ukrainian equivalents

To give presentations, to persuade others, to follow a course of
action, to merge, to undertake, to communicate information, stand-up
presentation, financial adviser, venue, facilities, to deliver a brilliant
presentation, experienced presenter, first-timer.

Exercise 4. Give English equivalents

37MBaTM KOMIIAHI, TOJOBa BiAAUTy HOCTDKEHb Ta PO3POOOK,
pereTupyBaTH TIPE3EHTAIII0, YCBIIOMITFOBATH, 3BOPOTHIN 3B'S30K, MaTH
TIO3UTUBHUH BILIKB.

Exercise 5. Answer the questions on text 1.

1. What is a presentation? 2. What is the purpose of presentations? 3.
What are examples of different presentations? 4. What are the most
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important tips for a stand-up presentation? 5. What are the tips, hints and
techniques that may help to communicate your message effectively and
successfully?

Exercise 6. Put 5 types of questions to the sentences bellow.
1) We give presentations to provide information and explain
something. 2) There are some examples of different presentations.
3) Sometimes presentations can be dull.

Exercise 7. Translate the sentences into English.

1) Mu npoBomuMoO mpe3eHTalii, mo0 Hazatu iH(opMallito,
MOSICHUTH 1I0Ch, 3alPOINIOHYBATH ajbTepHATUBY/ BUOIp, MPOAATH
MPOAYKT a00 MOCIYry YW IEPEKOHATH IHIIMX CITyBaTH MEBHUM
KypcoM. 2) SIKII0 y Bac € 4iTKe YSIBJICHHS MO0 BaIlIol ayauTopii i
TOr0, 10 BH X0YETE CKA3aTH Iif, TO BH BXKE Ha ILIAXY JO0 YCIiXy. 3)
IcHyrOTh TEBHI MiAKa3KW Ta METOAHM, SKI MOXYTh JIOMOMOITH
repeaaTH MOBiMOMJICHHs eeKTHBHO Ta ycrinHo. 4) Hesaxnugo,
9l JIOCBIAUYEHWU BH JomoBimad abo HOBAYOK, MIATPUMYHTE
3BOPOTHIN 3B'SI30K 3 ayAuTOpicio, He 3a0yBaiiTe Ipo MOBY Tijia Ta
HaouHi 3acobu. 5) Ilo3uTWBHE MHCICHHS Ma€ TIO3UTHBHE
3HaveHHs. 6) Jli3HaiiTech Mpo ayauTOpit0, CKUTBKH Oye JIOZeH,
CIUTaHYWTE€ 3MICT Ta CTPYKTypy Ballloi IIpe3eHTamii Ta BiA
peneTupyuTe ii.

Exercise 8. Match the less formal phrases (1-8) with the
more formal phrases (a-h).

Formal Less formal
1. Good afternoon, ladies and [a) Inmy talk I'll tell you
gentlemen. about...
2. Today | would like to... b) Hi, everyone.
3. Let me just start by |c) OK. Shall we get started?
introducing myself. My name
is...
4. 1t’s a pleasure to welcome |d) Today I'm going to talk
you today. about...
5. In my presentation | would |e) | know you are all very
like to report on... busy.
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6. The topic
presentation is...

of today's

here.

f) It's good to see you all

NOWw.

7. 1 suggest that we begin

g) Asyouknow, I'm...

8. I'm aware that you all have
very tight schedules

1S...

h) What | want to do today

Exercise 9. Practise the opening of a presentation. Use
phrases from the box and follow the WISE flowchart. Remember
to use words like we, us, and our to highlight common interest.

Welcome | — | Introduce | — | Say what Explain why
audience yourself the audience will
topic is be interested

Welcoming the audience

Good morning/afternoon, ladies and gentlemen. Hello/ Hi,
everyone. First of all, let me thank you all for coming here today.
I'm happy/ delighted that so many of you could make it today.

Introducing yourself

Let me introduce myself. I'm Dave Elwood from... As you
probably know, I'm the new HR (human resources) manager. I'm
Head of Logistics here at Air Spares. I’'m here in my function as
the Head of Controlling. I’'m the Project Manager in charge of...
I’m a Purchasing Manager and I am responsible for...

Saying what your topic is about

As you can see on the screen, our topic today is... Today's
topic is... What I'd like to present to you today is ... The subject
of my presentation is... I’ll be talking about...

Explaining why your topic is relevant for your audience

My talk is particularly relevant to those of you/us who...
Today's topic is of particular interest to those of you/us who...
My/The topic is very important for you because... By the end of
this talk you will be familiar with...

Exercise 10. Learn the vocabulary to text 2.
introduction—Bcrym
conclusion— BECHOBOK
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handout— po3natkoBuit MaTepiat
brand development— po3BuTok OpeHTy
quality assurance — rapaHTist IKOCTI; TPOBEICHHST KOHTPOITFO SIKOCTI

Exercise 11. Read, translate and give the gist of text 2.
Text 2. PRESENTATION FORMULA

Most formal - and many informal - presentations have three main parts
and follow this simple formula:

l. Introduction. 1) Welcome the audience. 2) Introduce yourself
(name/ position/ function). 3) State you topic. 4) Explain why your topic is
important for the audience. 5) Outline the structure of your talk. 6) “What
comes when?” say when you’ll be dealing with each point. 7) Let the
audience know how you’re organizing the presentation (handouts,
questions, etc.)

2. Main part. 1) Briefly state your topic again. 2) Explain your
objectives. 3) Signal the beginning of each part. 4) Talk about your topic. 5)
Signal the end of each part. 6) Highlight the main points. 7) Outline the
main ideas in bullet-point form. 8) Tell listeners you’ve reached the end of
the main part.

3. Conclusion. 1) Signal the end of your talk. 2) Summarize the key
points. 3) Highlight one important point. 4) Explain the significance. 5)
Invite questions.

The purpose of the introduction is not only to tell the audience who you
are, what the talk is about, and why it is relevant to them; you also should
tell the audience (briefly) how the talk is structured.

The final part of the introduction deals with the organization of the talk:
how long it will last, whether there will be handouts, and how questions
will be handled.

The first few minutes of a presentation are the most important. If you
are able to get the audience's attention quickly, they will be interested in
what you have to say. Here are a few technigues you can use to start your
talk. 1. Ask a rhetorical question. (e.g. Is market research important for
brand development? 2. Start with an interesting fact. (e.g. According to an
article | read recently, central banks are now buying euros instead of dollars.
3. Tell a story or anecdote. 4. Give a problem to think about. Imagine you
had to reorganize the sales department. What would be your first step?
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Exercise 12. Read and translate useful phrases to talk about the
presentation structure:

Stating your purpose. The purpose/objective/aim of this presentation is
to... Our goal is to determine howrthe best way to... What | want to show
you is... My objective is to... Today I'd like to give you an overview of...
Today I'll be showing you /reporting on... I'd like to update you on /inform
you about... During the next few hours well be...

Structuring. I've divided my presentation into three (main) parts. In my
presentation I'll focus on three major issues.

Sequencing. Point one deals with.., point two.., and point three. .. First,
I'll be looking at..., second ..., and third ... I'll begin/start off by... Then I'l
move on to... Then /Next/ After that. .. I'll end with. ..

Timing. My presentation will take about 30 minutes, It will take about
20 minutes to cover these issues. This wouldn’t take more than. ..

Handouts. Does everybody have a handout/brochure/copy of the
report? Please take one and pass them on. Don't worry about taking notes.
I've put all the important statistics on a handout for you. [I'll be handing out
copies of the slides at the end of my talk. I can email the Power Point
presentation to anybody who wants it.

Questions. There will be time for questions after my presentation. We
will have about 10 minutes for questions in the question and answer period.
If you have any questions, feel free to interrupt me at any lime. Feel free to
ask guestions at any time during my talk.

Talking about difficult issues. | think we first need to identify the
problem. Of course we'll have to clarify a few points before we start. We
will have to deal with the problem of ......... How shall we cope with

don't solve this problem now, we'll get into serious trouble soon. We will
have to take care of this problem now.

Referring to other points. I'd like to mention some critical points in
connection with/concerning ........ There are a few problems regarding
the ....... With respect/regard to ....... , Wwe need more details.
According to the survey, our customers are unhappy with this product.

Adding ideas. In addition to this, I'd like to say that .......
Moreover/Furthermore, there are other interesting facts we should take a
look at. As well as that, we can offer ........ Apart from being too
expensive, this model is also too big. To increase sales we need a new
strategy plus more people.
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Signalling the end of the presentation. Well, this brings me to the end
of my presentation. Thank you all for listening. OK I think that's everything
I wanted to say. As a final point, I'd like to... I'm now nearing the end of
my talk.

Summarizing the main points. Before | stop let me go through my
main points again. To sum up (then), we. .. I'd like to run through my main
points again... Just to summarize the main points of my talk... To
conclude/In conclusion, I’d like to. ..

Inviting questions. Now I'll be happy to answer any questions you
may have. We just have time for a few questions. Are there any questions?

Clarifying questions. I'm afraid | didn't (quite) catch that. I'm sorry,
could you repeat your guestion, please? So if | understood you correctly,
you would like to know whether... So, in other words you would like to
know whether... If | could just rephrase your question, you'd like to
know. .. Does that answer your question?

Avoiding giving an answer. If you don't mind, could we discuss that
on another occasion? I'm afraid that’s not really what we're discussing
today. Well, actually I'd prefer not to discuss that today.

Admitting you don’t know. Sorry, | dont know. I'm afraid I'm not in a
position to answer that question. At the moment I'm afraid | don't know the
answer to your question, but I'll try to find out for you. Sorry, that's not my
field. But I'm sure Peter Bott from Sales could answer your question.

Exercise 13. Give Ukrainian equivalents.

To deal with, audience, introduction, key point, conclusion, to handle
the questions, handouts, to get the audience's attention quickly, techniques,
to buy euros instead of dollars, to determine, to give an overview,
purpose/objective/aim, to update on /to inform about, to focus on major
issues, to hand out copies, question and answer period, to cope with unfair
business practices, to tackle the distribution problems, with respect/regard
to.

Exercise 14. Answer the questions on text 2.

1. What parts are most formal and many informal presentations
divided into? 2. What is the purpose of the introduction? 3. What does the
final part of the introduction deal with? 4. Why are the first few minutes of
a presentation the most important? 5. What techniques can you use to start
your talk?
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Exercise 15. Complete the sentences with appropriate prepositions:
about, at, for, into, of, on, to, with.
1. Thank you coming all this way. 2. I've divided my
presentation three parts, 3. First of all, I'll give you an overview
our financial situation. 4. First, well be leaking the
company's sales in the last two quarters. 5. In the first part of my
presentation I'll focus the current project status. 6. Point one deals
____ new regulations for Internet use, 7. Secondly, Il talk our
investment in office technology. 8. After that Il move on the next
point.

Exercise 16. Consider various ways to tell the audience what you are
going to say. Compose your own sentences with each example.

There are several ways you can tell.
1) would like+ infinitive.
Today 1'd like to tell you about our new plans. This morning 1'd like to
bring you up to date on our department.
2) going to + infinitive
I'm going to talk to you today about new developments in the R & D
Department. This afternoon 1'm going to be reporting on the new division.
3) will + Infinitive
I'll begin by explaining the function. I'll start off by reviewing our progress.
After that, I'll move on to my next point.
4) will be + verb -ing
I'll be talking about our guidelines for Internet use. During the next hour
we'll be looking at the advantages of this system.

Exercise 17. Find synonyms (a) and antonyms (b) among the words
bellow.

a) Provide, make ready, understand, recommend, sell, announce,
inform, become familiar, memorize, realize, use, vend, let know, advise,
prepare, improve, supply, declare, become better, utilize, remember,
become acquainted.

b) Sell, hesitating, effective, natural, beginner, brilliant, chaotic,
memorize, arrival, buy, accept, departure, ineffective, expert, structured,
senior, awful, forget, refuse, artificial.
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Exercise 18 Learn the vocabulary to text 3.
ultimate aim - kiHreBa /OCHOBHA LIUTh
jot down - kopoTko 3ammcaTi
think through - o6mymaru
underlying issue - ocroBHa npobiieMa /UTaHHs
reflect on - po3mymyBaTtH, po3MipKOBYBaTH

Exercise 19. Read, translate and give the gist of text 3.

Text 3. PREPARE THE BASICS
The success of your presentation will depend on preparation. It covers
creative thinking, organizing your thoughts and undertaking research. You
need to work through the ultimate aims of what you are planning to
achieve. Think about who is in your audience and the best way to
communicate with them.

First of all, take a step back from thinking about the content
of your presentation and think about your own personality instead.
Remember that your audience will be listening to and looking at a
presenter as much as a presentation.

You don't want simply to deliver a series of data and facts.
The most interesting, memorable and effective presentations have
the personality of their presenter stamped all over them. You want
to put across your values and opinions, and your audience wants to
hear them. Here are some tips to help you from the start to develop
a really positive, creative view of yourself as an interesting
presenter.1. Read something worthy. Look through your favourite
website. Read a quality newspaper. 2. Think. Don’t just read.
Think through the big underlying issues. Schedule in time to relax
your brain from concentrated action. Carry a pen and notebook
with you, or digital equivalents. Jot down your thoughts and ideas.
They may be useful. 3. Really listen to people. What they're
saying... and not saying. Reflect on what you're learning. Talk with
friends and colleagues. Discuss issues and ideas; express your
latest thinking and develop ideas you feel passionate about. 4.
Examine your values and principles. What motivates you? Life is
full of decisions. What spurs you on? 5. Care for others. Don't
become so absorbed with yourself that you neglect people around
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you, in your community and in the wider world. 6. What areas of
life that are currently weak do you want to develop? Sketch them
out and then begin to work on the next steps to fulfil them. 7.
Don’t take yourself too seriously. Watch TV, relax - and laugh at
yourself. 8. Cultivate your spiritual/emotional side. We're not just
thinking machines. 9. Work on the physical side of your life. Take
control of your life. Cultivate a positive attitude about yourself as a
great presenter.

Exercise 20. Give Ukrainian equivalents.

To undertake research, to communicate with audience, to deliver a
series of data and facts, content of the presentation, passionate, to
express your latest thinking, to become so absorbed with yourself,
to neglect people around you, weak areas of life, to cultivate your
spiritual/emotional side, great presenter.

Exercise 21. Give English equivalents.

3ajeKatyt Bim TIPE3CHTAINl, KPCATUBHE MUCIICHHS, KIHIICBA ITUTh,
pOOHTH KPOK Ha3az, OCOOMCTICTh, He3aOyTHsI Ta epeKTHBHA MPE3CHTALTIS,
TTO3UTHBHUI 1 KPEATHBHHUH, TICPEITISIHYTH BeOCATH, O0OMyMaTHl OCHOBHI
npoOlieMd  /TIMTaHHs, JWBHUM, pO3MyMyBaTw/  PO3MIPKOBYBATH,
POSIYISTHYTH BJACHI IIIHHOCTI Ta TIPWHIIWAIK, MOTHBYBAaTH, ITHOPYBATH,
CrpUiMaT CEPHO3HO.

Exercise 22. Complete the sentences using the information of
text 3.
1. It (preparation) covers ..., organizing your thoughts and undertaking
research. 2. You need to work through the ... of what you are planning to
achieve. 3. You don't want simply to... . 4. The most interesting,
memorable and effective presentations have ... stamped all over
them. 5. You want to ... into this presentation, and ... in the process.
6. Here are some tips to help you from the start to develop a really

as an interesting presenter. 7. Don't become so ... that you
neglect people around you, in your community and in the wider
world. 8. Discuss issues and ideas; express your ... and develop
ideas you feel passionate about. 8. Cultivate your ... side. 9.
Cultivate a positive attitude about yourself as ... .
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Exercise 23. Answer the questions on text 3.

1. What will the success of your presentation depend on? 2. What is
the audience concentrated on? 3. What tips may help you to develop a
really positive, creative view of yourself as an interesting
presenter?

Exercise 24. Complete the sentences with appropriate prepositions:
across, to, through, into, about, at, of, with, at.

1. Remember that your audience will be listening ... and
looking ... a presenter as much as a presentation. 2. You want to
put your soul ... this presentation, and enjoy yourself in the process.
3. You want to put ... your values and opinions, and your audience
wants to hear them. 4. Look ... your favourite website. 5. Talk ...
friends and colleagues. 6. Develop ideas you feel passionate ... 7.
Watch TV, relax - and laugh ... yourself. 8. Take control ... your
life.

Exercise 25. Complete sentences 1-8 with the correct form of the
verb and a sentence ending from a-h.
Model: Today I'd like to give you an overview of present
market position.
a) you on the proposed training project
b) you up to date on SEKO’s investment plans
c) you how the database works
d) you an overview of our present market position
e) at business opportunities in Asia _
f) on our financial targets for the division
g) by telling you about what Jane’s group is working on
h) about EU tax reform

1. I'll be (show) . 2. During the next two hours we'll be
(talk) . 3. I'd like to (bring) . 4. This afternoon
I'm going to (report) . 5. Today I'd like to
(update) .6. This morning we'll be (look) .1

Today I’ll (begin) .

Exercise 26. Read, translate and entitle text 4.
Text 4.
Remember that your audience will benefit most from a very
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clear and logical structure. Don't overload the audience and try to
use simple language. Some experts say introduction is the most
important part of your presentation. In the first few minutes you
can get your audience's attention, build rapport, and create a
positive impression. Clearly say what the topic and objective (or
purpose) of your talk is. Repeat the topic and objective at some
later time. Always repeat new details. This helps your audience to
remember them and ensures optimal flow of information. At the
end of each section summarize the main facts to make sure
everybody is following. American audiences expect direct
interaction. So treat them as individuals; show them that you care
about their individual needs. The presenter is often considered as
important as his or her topic, and the presenter's role is to make
sure the presentation - even one on a dry topic - is interesting and
entertaining. To achieve this goal use your personality and try to be
more enthusiastic.

Exercise 27. Give Ukrainian equivalents.

To benefit, clear and logical structure, to overload the audience,
to get your audience's attention, to build rapport, to create a
positive impression, to ensure optimal flow of information, to
summarize the main facts, to expect direct interaction, to treat
someone as individuals, to care about someone’s individual needs.

Exercise 28. Put five key guestions on text 4.

Exercise 29. Fill inthe blanks with appropriate words from text 4.

1. Remember that your audience will .... most from a very clear
and ... structure. 2. In the first few minutes you can get your
audience's ... , build ..., and create a positive ... . 3. Clearly say
what the topic and ... (or purpose) of your talk is. 4. This helps
your audience to remember them and ... optimal ... of information.
5. The presenter is often ... as important as his or her topic. 6. To
achieve this goal American ... often use their ... more and tend to
be more ... than people from many other parts of the world.

Exercise 30. Complete the phrases using the following verbs:
arrange, book, reach, cancel, take, fill in, write up, hold, make,

96



postpone, attend. There may be more than one possible answer.

1)... an agreement/ a conclusion. 2) ... a form/ a
questionnaire. 3) ... report/ the minutes. 4) ... a room/ a venue. 5)
... the minutes/ notes. 6) ... a meeting/ a conference/ an event. 7)
... an appointment/ a booking. 8) ... a suggestion/ a proposal/ an
offer.

Exercise 31. Match from these two lines the antonyms.
1. To hold a meeting, to pass round handouts, to reach an
agreement, to book the room, a successful event, to attend a
conference.
2. To disagree, to cancel the venue, to cancel a meeting, a failure,
to collect in (completed) forms, to miss an event.

Exercise 32. Match the two parts to make sentences used to
refer to media.

1. On the next page a) from this picture, the design
2. My next slide shows is absolutely new.
3. As you can see b) customers have complained
4. Let me just show you  about the service.
some c) how much the market has
5. Toillustrate this changed.
6. Let's now have a closer d)I'll show you our latest
look poster.
7. Here we can see how ¢€)at the figures on the next
many page.
8. | have a slide f) which shows the market

development in 2005.
) interesting details.

h) you will see a photo of the
new model.

Exercise 33. Pronounce numbers slowly and clearly, and
point at them while speaking.

Saying numbers
6m six million 245m? two hundred and
fourty-five  square
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meters

1.7bn one point seven | 92% ninety-two per cent
billion

Remember that we use a comma in English to show thousands
and a point to show the decimal place.

Exercise 34. How do you say these numbers in English?
Write the numbers out in full: 241; 7,439; 3.6bn; €43m; 7.4;
$17.62; 2/3; 157 m2; 1,250,000; 3/4.

Exercise 35. Learn the vocabulary to text 5.

visuals (pl.) - marepian must UmrocTpaltiif, HAOYHUI MaTepia,
BizeoMarepiaj

pin board - momka, [0 AKOI TPUKOIIOIOTH JINCTKH 3
iH(pOpMAIi€r0; KOPKOBA JIONIKA

flip chart - Bimkmaumii mpesenTarifinnii mnakat/ OIOKHOT (
BenmuKkoro ¢opmary), Gimgaapt

data projector - BimeompoexTop

bar chart - ricrorpama (rpadiune HagaHHS JAHUX y BUTJISIL
CTOBITYHKIB)

flowchart - 6ok-cxema

pie chart - cexropHa miarpama

table - Ta0auns

organizational chart/or diagram - opramizamiiinza cxema/
miarpama (cxema B3aeMOIIi CIIIBPOOITHHKIB, BIIUILTIB)

technical drawing - Texuiune KpecaeHHs

(line) graph - miarpama y BurIsii laMaHoT1 JTiHii

font size - po3mip mpudt

Exercise 36. Read, translate and give the gist of text 5.
Text 5. VISUALS
The first rule of preparing effective visuals is that they should
be clear and easy for the audience to follow. However, sometimes
it is necessary to explain a more complicated visual and it is
always necessary to point out the most important information.
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We use different media and tools in presentations. They are
microphone, markers, whiteboard, flip chart, data projector,
screen, OHP (overhead projector), pointer, pin board.

The following visuals are used in presentations: bar chart,
flowchart, pie chart, table, map, organizational chart/or diagram,
technical drawing, (line) graph.

When presenting text on overheads or PowerPoint slides, it is
a good idea to use The Rule of Six which means:

» a maximum of six lines per slide

 a maximum of six words per line

If you stick to this rule, you won't risk overloading your bullet
charts with too much information.

To be effective a good visual must focus on the following
tips: 1) prepare each visual carefully and separately; 2) check
whether the visual really shows what you are saying; 3) make
sure your audience can read the visual (font size and colours); 4)
find effective headlines; 5) keep design and content simple; 6) use
bullet charts for text; 7) reduce text to a minimum; 8) always
prepare audience for visuals; 9) present information clearly and
logically; 10) remember The Rule of Six.

Explaining a visual and highlighting information you may
use the following phrases: Let's now look at the next slide which
shows... . As you can see from this graph... .

First, let me quickly explain the graph. You can see that
different colours have been used to indicate... . The key in the
bottom left-hand corner shows you... . I'd like to start by drawing
your attention to... . What I'd like to point out here is ... . I think
you'll be surprised to see ... . I'd like you to focus your attention
on ... . Let's look more closely at ... .

Exercise 37. Give English equivalents.

[ligroryBatn edekTHBHI HaO4YHI Marepian, CKIAJHHIA,
3BEpTaTH yBary Ha BaXKIWBY iHdopMaIlliro, 3acodu mepenadi
iH(popMaIlii Ta IHCTPyMEHTH,

Exercise 38. Answer the questions on text 5.
1. What kinds of tools and visuals are normally used in
presentations? 2. What tips can you think of for using visuals
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effectively? 3. Which of the visuals would you use to describe yor
company's market share/ the steps to be followed from order
placement to delivery of a product/ your company's new
organizational structure? 4. What phrases may you use explaining
a visual and highlighting information?

Exercise 39 . Match two parts to make sentences used to
refer to media.
1. On the next a) from this picture, the design is

page absolutely new.

2. My next b) customers have complained
slide shows about the service.

3. As you can c) how much the market has
see changed.

4. Let me just d) I'll show you our latest poster.
show you some

5. To illustrate e) at the figures on the next page.
this

6. Let's now f) which shows the market
have a closer look development in 2005.

7. Here we can g) interesting details.
see how many

8. Ihave aslide h) you will see a photo of the new

XTK model.

Exercise 40. Complete this extract from a presentation with
the following phrases: let's talk about, draw your attention,
have a look, it's quite remarkable, on the other hand, the
figures also show that, you'll see, can we explain.

I'd now like to to the regions where poverty has
been reduced. If you look at the bar chart on the left, that the
proportion of global population living on less than $1 a day has
dropped. in South Asia the proportion of extremely poor
people has been reduced from 41 to 31%. how much
progress has been made by China. , poverty has
increased in many parts of Africa, Latin America, and Eastern
Europe. How this uneven development?
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To answer this question, we’ll at the latest study
from the World Bank. First, the figures that indicate
global progress.

Exercise 41. Match the two parts to make sentences used to
talk about visuals.

1. Let's now have a look a) shows our revenues
since 2004.
2. The black line gives b) the next pie chart.
us
3. Each line on the C) at how the new division
graph indicates will be structured,
4. In the upper right- d) attention to the figures
hand corner in the left-hand column.
5. The graph on the e) you can see the
following slide specifications for the new
model.
6. Now I'd like you to f) the sales figures for the
take Proctor and Gamble.

7. The names of the new g) table or the right.
models are listed

8. You can see the test h) alook at the next slide.
results in the

9. This aspect of the i) the production output of
problem is illustrated in a different product.

10. I'd like to draw your j) across the top.

Exercise 42. The verbs bellow are used to describe
movement or trends. Put them in the correct category: upward,
downward or other form of movement.

Climb, decline, decrease, double, drop, expand, fall, fluctuate

go down, go up, grow, hit a low, increase, pick up, plunge, reach
a high, recover, remain stable, rise, stabilize, stay the same.
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Exercise 43. Read, translate and give the gist of text 6.
Text 6. DEALING WITH NERVOUSNESS

Once you accept that (almost) everybody who gives o
presentation - whether formal or informal, long or short, to
strangers or colleagues - is nervous, then you just need to find
ways to deal with nervousness and even learn how to use it to your
advantage. 1. Prepare well. “Failing to prepare is preparing to
fail.” Preparation is the key to a successful presentation. Make
sure you practise your talk until you feel at home with it - then you
can concentrate on other things. 2. Learn to relax. Doing stretching
or breathing exercises before your talk can help you to reduce
nervousness. 3. Check out the room. Make yourself familiar with
the place where you will be speaking, make sure everything you
need for your talk is there. Practise using any equipment (e.g.
microphone, video projector, etc.) you plan to work with. 4. Know
your audience. If possible, greet your audience as they arrive and
chat with them. It will be easier to speak to people who are not
complete strangers. 5. Concentrate on the message. Try to focus on
the message and your audience - not on your own fears. 6.
Visualize success. Imagine yourself speaking to your audience in a
loud and clear voice and the audience applauding loudly at the end
of your talk. You can also use your nervousness to give you extra
energy that you need to give a good performance.

Exercise 44. Give English equivalents.
3HepBOBaHMI, HE3HAOMeIb, KOJIera, BUKOPHCTOBYBATH Ha BIIACHY
KOPHCTB, KITFOY JI0 YCIINIHOI Mpe3eHTAaIlil, 03HAaOMUTHCS.

Exercise 45. Give Ukrainian equivalents.
Stretching or breathing exercises, reduce nervousness, chat with,
complete strangers, concentrate on, applaud loudly at the end of the
talk, extra energy, give a good performance.

Exercise 46. Answer the guestions on text 6.
1. What other tips can you think of for dealing with nervousness?
2. How do you deal with nervousness before or during a
presentation? 3. How do you prepare your presentations?
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Exercise 47. Do this quiz about body language when giving a
presentation. Sometimes more than one answer is possible.
1. How should you stand?
a. Arms, crossed on chest.
Straight but relaxed.
c. Knees unlocked.
2. What should you do with your hands?
a. Put hands on hips.
Put one hand in a pocket.
c. Keep hands by your side.
3. How can you emphasize something?
Point finger at the audience.
Move or lean forward to show that something is important.
c. Use a pointer to draw attention to important facts.
4. What should you do when you feel nervous?
Hold a pen or cards in your hands.
Walk back and forth.
c. Look at the flip chart or screen (not at the audience).
5. How should you keep eye contact with the audience?
a. Make eye contact with each individual often.
b. Choose some individuals and look at them as often as
possible.
c. Spread attention around the audience.
6. How fast should you speak?
a. About 20% more slowly than normal.
Just as fast as in a normal conversation.
c. Faster than in a normal conversation.
7. How should you express enthusiasm?
By raising voice level.
By waiving arms.
c. By making hand or arm gestures for important point.

o o o

oo

o

oo

Exercise 48. Make 'signpost’ sentences matching the elements
from each column. Look at the example in italics.

1. Before I move  come back to next question.
on to my
next point,
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2. This brings the issue point, which is price.

3. This leads let me go this question later.
4. Let's now turn  we were our new sales
to discussing strategies.
5. As | to the next a brief overview of our
mentioned activities.
6. I'd like to before, I'd like to earlier.

give you
7. Let's go back us directly tomy  through the main
to what issues once more.
8. As | said I'll be focusing of customer service.
earlier, on

Exercise 49. Complete the sentences with the following words:
back, covered, discussing, inform, leads, main points, sum up,
wanted.

1. Let me now summarize the ... . 2. We will be ... our sales
targets today. 3. In my talk I'll ... you about new marketing
techniques. 4. Before | move on, let me just ... what I've said so far.
5. | think we have ... everything for today. 6. OK, that's all I ... to
say about time management. 7. This ... directly to my second point.
8. Let's go ... to what | said at the beginning of my presentation.

Exercise 50. Memorize how to emphasize important points.

Using a verb (stress, emphasize, etc.)

I'd like to stress the following point. 1'd like to draw your attention
to the latest figures. I'd like to emphasize that our market position is
excellent.

Using what

What is really important is how much we are prepared to invest.
What we should do is talk about intercultural problems.

Rhetorical questions
So, just how good are the results? So, where do we go from here? Why
do | say that? Because ...
Adverb + adjective construction

It would be completely wrong to change our strategy at this point.
We compared the two offers and found the first one totally
unacceptable. 1 think this fact is extremely important.
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Exercise 51. Match two parts of the sentences to train
emphasizing.

1. What I'd like to do a) important advertising is for
2. I'd like to highlight the us.
3. So, what are the reasons | b) for our success?
4. 1'd like to point out how | C) this model is selling quite
5. It's interesting to note well in the US.
that d) turnover last year was
6. 1should repeat that our excellent.
7. What we can't do is e) is discuss the latest sales
8. So, just how good figures.
f) is the quality of these
programs?
g) main problem areas.
h) increase our budget.

Exercise 52. Compose the sentences starting with the
following phrases:

Let me give you..., My next point..., So that's..., Let's move
on..., As I said earlier..., I'd like to tell..., Let's now turn... .

UNIT VII. MARKETING
Exercise 1. Learn the vocabulary to the text 1.

predate — nmepenyBaTu

subsistence based society - Moesb iCHYBaHHS CyCIiIbCTBA
derive from — noxoautu Bix

endeavor — cripo6a; 3yCHIUIS; T IPHEMCTBO

encompass — OXOIUTIOBATH; OTOYYBAaTH

pivotal — ieHTpaabHUiT; OCHOBHHI

pertain — MaTH BiHOIICHHS JI0 YOrOCh YH KOT'OCh

tenet — norma; mpuHUHAII
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Exercise 2. Read, translate and give the gist of text 1.
Text 1. The History of Marketing

The notion marketing, as a means of transferring goods and
services from suppliers to consumers, predates recorded history.
It was born by the transition from a purely subsistence-based
society, in which families and tribes produced their own
consumables, to more specialized and cooperative societal forms.
The term “marketing” originates from the word “market”, a group
of sellers and buyers that cooperate to exchange goods and
services. In the modern business society, it is known to have
come into use during the first decade of the 20™ century.

Marketing is a very general term that relates to the
commercial functions. It is commonly associated with endeavors
such as branding, selling and advertising, but it also encompasses
activities and processes related to production, product
development, distribution, and many other functions. On a less
tangible level, marketing facilitates the distribution of goods and
services within a society an easier act, particularly in free
markets. Evidence of the pivotal role that marketing plays in free
markets is the vast amount of resources it consumes: about 50%
of all consumer dollars, in fact, pay for activities related with
marketing.

There are micro- and macro-marketing. Micro-marketing
encompasses specific performances fulfilled by an organization as
it tries to transfer its particular supplies to consumers, primarily
through targeted marketing techniques. Macro-marketing, on the
contrary, pertains to the flow of goods and services within and
between societies.

The history of marketing has been divided into three and
sometimes four distinct eras corresponding to the main emphases
and practices of those times. Periods commonly cited include, in
chronological order, the production era, the sales era, the
marketing era, and in some cases, the relationship era. The
production era refers to the period leading up to the 1930s or,
more broadly, the pre-World War Il period, when emphasis was
placed on simply producing a satisfactory product and informing
potential customers about it through catalogs, brochures, and
advertising. In the sales era, corresponding roughly to the decades
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or so after the war, large corporations reportedly recruited
customers more actively by trying to develop persuasive
arguments to encourage customers to choose their products. By
the late 1950s and early 1960s this evolved further into the
marketing era, when companies grew increasingly sensitive and
responsible to consumer preferences and to exactly what
motivated purchasing decisions. Finally, in the 1980s the notion
of relationship marketing began to take hold as a guiding tenet,
where companies moved away from simple transactions and
toward facilitating more complex long popular today.

Exercise 3. Answer the questions on text 1.

1. What is the history of marketing? 2. What does the term
“marketing” derive from? 3. What does marketing refer to? 4.
What endeavors is marketing commonly associated with? 5. What
activities and processes does marketing encompass? 6. How much
does marketing consume in free markets? 7. What does macro-
marketing pertain? 8. What does micro-marketing encompass? 9.
What eras have some scholars divided the history of marketing
into?

Exercise 4. Give definition of the following terms.
Marketing, branding, selling, advertising, distribution, free-
market, macro-marketing, micro-marketing.

Exercise 5. Give Ukrainian equivalents of the following
words and word-combinations.
Means of; predate; subsistence-based society; tribe; derive from;
endeavor; encompass; pivotal; pertain; cite; evolve; tenet;
evidence; particular offering; chronological order; purchasing
decisions; refer to; divide into; advertising.

Exercise 6. Give English equivalents.
Crioci6, 3aci0; mepemyBaTH; MOAENb ICHYBaHHS CYCIIUIbCTBA;
TieM’s; TIOXOJWTH Bim; crpo0a; OXOIUTIOBATH; ILIEHTPAJIbHHM,
OCHOBHHH; MaTH BiJHOIIEHHS (0 YOroch 4YH KOTOCb);
MOCHJIATUCST HA; pO3BHMBATH(cA); JOrMa, INPHHLMI; JIOKa3;
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0co0NIMBa MPOMO3UIIis; XPOHOJOTIYHUN TOPAOOK; KyHiBENbHI
pillICHHS.

Exercise 7. Give the terms to the following definitions.

1. Of crucial importance in relation to the development or
success of something else.

2. Regular gathering of people for the purchase and sale of
provisions, livestock and other commodities.

3. Principle or belief, especially one of the main principles
of a religion or philosophy.

4. A person who is highly educated or has an aptitude for
study.

5. Available body of facts or information indicating whether
a belief or proposition is true or valid.

6. Thing produced or manufactured for entertainment or
sale.

Exercise 8. Translate into English.

1.TepmiH «MapKETHHT» IOXOAWTH BiJl CIOBA «PUHOK» - II€
rpynma npoAaBIiB 1 MOKYIIB, SKi CHIBIOPALOIOTh, 100
OOMIHATHCS TOBapaMH Ta mociyramu. 2. Bimomo, 1o TepMiH
«MapKETUHD» I0YaB BUKOPUCTOBYBATHCS 3 TEPIIUX JECATHIITH
XX cromitTs. 3.MapkeTHHT — Iie JyXKe y3aralbHECHHH TEepMiH,
SIKAA Ma€ BITHONMICHHS 1O KOMEPIIIHHOI JisUTBHOCTI, IO
CTOCY€ThCSl TIEpEeaBaHHA TOBApiB 1 MOCITYr BiJ BUPOOHHKA JI0
cioknBava. 4.MapKeTHHT € HaJ3BUYAaHHO BaXKIMBHUM B YMOBaXxX
PHHKOBOi €KOHOMIKH, OCKUIbKH Maixke 50% Bix KOKHOro gonapa
MOKYIIISA CIUTAYy€ThCS 32 MAapKETHHTOBY MISUTBHICTH. 5.Maxkpo-
MapKEeTHHT CTOCYEThCS TOTOKY TOBapiB 1 TOCIYT B MeEkKax
CYCIIUTACTBA YW MDK TIEBHHUMH CYCIUJIBHUMH OpTaHi3aIlisiMu.
6.Mikpo- MapKeTHHT OXOIUTIOE€ TIeBHI BUAM MiSUIBHOCTI, IO
3MIHCHIOIOTRCS OpPTaHi3alli€lo, sika MPOMOHYE TMOCIYTH Ta TOBAPH
CHOXXMBAYEB1 Yepe3 IIIbOBI MapPKETHHTOBI 3aXOIH.

Exercise 9. Derive nouns from these verbs.

Produce, consume, trade, refer, sell, develop, facilitate,
distribute, pay, act, offer, divide, inform, guide, derive, evolve,
decide, advertise.

108



Exercise 10. Give definitions of the following terms:
marketing, macro-marketing, micro-marketing, marketing in free
markets.

Exercise 11. Choose appropriate preposition to the verbs
(in, with, into to, away, to, for, on, from). There may be more
than one variant.

1.Refer ...

2.Involve ...

3.Associate ...

4 Derive ...

5.Pay ...

6.Divide ...

7.Correspond ...

8.Lead ...

9.Inform ...

10.Move ...

Exercisel2. Learn the vocabulary to text 2.
facilitation — cripustHHS; TIONTETTIIEHHS
grade — copryBatu

virtually — daxrnuno; Hacpasmi
heterogeneous — aeoamopigHumit
incentive — 3a0X04YEHHS; CTUMYT
respond to — pearyBartu; BiamoBizatu
adjunct — mormoBHEHHS; TOOATOK
detrimental — wkimmuBuit

acquire — orpuMyBaTH; HaOyBaTH

flaw — memomix

constraint — oGMeXeHHS; TUCK

temper — perysroBaTH; oM’ AKIIyBaTH

Exercise 13. Read, translate and give the gist of text 2.
Text 2. MACRO-MARKETING
Macro-marketing is an economic system that defines
what and how much is to be produced and distributed by
whom, when and to whom. There are three broad marketing
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spheres and eight functions within them that make up the

economic process.

I. Exchange

1. Buying refers to consumers seeking and evaluating goods
and services.

2. Selling involves promoting the offering.

Il. Distribution and Logistics

3. Transporting refers to the movement of goods from one
place to another.

4. Storing involves holding goods until customers need
them.

I11. Support and facilitation

5. Standardization and grading entails sorting products
according to uses, markets and other shared attributes.

6. Financing delivers the cash and credit needed to perform
the first five functions.

7. Risk-taking involves bearing the uncertainties that are
part of the marketing process.

8. Market information refers to the gathering, analyzing
and distributing of the data necessary to execute the other
marketing functions.

All these macro-marketing functions exist in some form in
both command economies and in the free markets. In both
systems, in fact, consumers have different needs, preferences and
patterns of resource allocation. Similarly, producers have
different resources, goals and capabilities. Nevertheless, virtually
every society has some sort of marketing system that serves to
match this heterogeneous supply and demand, the success of any
macro-marketing system is judged by its ability to accomplish the
society’s objectives, whether the chief goal is equality of wealth,
as in command economy or the greatest good for the greatest
number — regardless of equal distribution, as in the case of a free
market system.

In a free-market economy providers of goods and services
respond primarily to consumer input in determining what and
how much to provide and at what price. They are motivated by
competition rather than incentives to meet government quotas.
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Free market economies’ marketing function is characterized
by a greater emphasis on middlemen or parties that specialize in
trade rather than production. They bring buyers and sellers
together and charge a fee or commission for their services.
Likewise, facilitators (advertising agencies, transportation firms,
banks and other financial institutions and market research
companies) provide producers with adjunct services.

To overcome the negative effects resulting from purely free
market economies, most societies without a command economy
adopt a market-oriented economy that reflects a compromise
between the two systems. Market-oriented economies use
government constraints to temper free markets. For example, in
the Unites States, the federal government sets interest rates,
creates import-export rules, regulates advertising medium,
mandates safety and quality controls and even limits wages and
prices in some instances.

Exercise 14. Answer the guestions on text 2.
1.What does macro-marketing refer to? 2. What three marketing
spheres and eight functions make up the economic process? 3.
Why do basic macro -marketing functions exist in both command
economies and in free markets? 4. What are the peculiarities of
macro-marketing functions in the command economies? 5. How
are macro-marketing functions characterized in free markets?

Exercise 15. Give Ukrainian equivalents.

make up; evaluate; storing; facilitation; grading; uncertainty;
virtually; heterogeneous; accomplish; carry out; incentive;
respond to; likewise; adjunct; detrimental; fail; diminish; acquire;
flaw; constraint; temper; interest rate; cash; gather data; execute
marketing functions; command economy; free market economy;
match supply and demand; objective; regardless (of); overcome
negative effect

Exercise 16. Give English equivalents.
COPTYBaHHS;  HEBHM3HAYEHICTh; ()AKTUYHO;  HEOAHOPIAHUI;
3NIACHIOBATH; pearyBaTh; 3a0XOUYEHHS; JTOTIOBHEHHS; IIKIITUBUH;
3a3HaBaTHu HeB)_'[a‘li; SMCHILIYBATH, OTpUMYBATHU; HC,Z[OJ'IiK;
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OOMEXEHHS; TPUMHUPIOBATH;, IMPOIECHTHA CTaBKa; BBOJHUTH
MpaBujia Ha EKCIIOPT Ta IMIIOPT; MJIaHOBa €KOHOMIKa; PHHKOBA
€KOHOMIKa; He3aJIe)KHO BiJI; MOPIBHIOBATH IOMHUT Ta MPOMO3UIIII0;
LJIb; TIEpeOOPOTH HETaTUBHUH BIUIUB.

Exercise 17. Give the terms to the corresponding definitions.

the action, process or method of keeping something for future
use; a thing that motivates or encourages one to do something;
diverse in character or content; very great in amount; a mark, fault
or other imperfection that mars a substance or object; the desire of
purchasers, consumers, clients, employers for a particular
commodity, service or other item; the amount of a good or service
offered for sale; money paid regularly at a particular rate for the
use of money lent or for delaying the repayment of a debt; an
economy in which production, investment, prices and incomes are
determined centrally by a government; an economic system in
which prices are determined by unrestricted competition between
privately owned business.

Exercise 18. Complete the sentences basing on the
information of text 2.
1. Macro-marketing refers to ...
2. Economists and marketing scholars often identify ...
3. All of the basic eight macro-marketing functions exist in some
formin ...
4. Every society has some sort of marketing system that serves to
match ...
5. In a larger economy the process of matching supply and
demand tends to become ...
6. In a free-market economy the marketing function is carried
out...
7. The marketing function of free market economies also tends ...
8. Advertising can be used to promote products ...
9. Some people believe that the marketing function in a free
market economy leads to ...
10. Market-directed economies use government constraints ...
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Exercise 19. Sum up what the text says about:
command economy, free market, advertising, buying, selling,
transporting, storing, standardization, grading, financing, risk-
taking, market information, marketing function.

Exercise 20. Use the verbs in the brackets in the appropriate
tense and voice forms.
Macro-marketing is an economic system that (determine) what
and how much (produce) and (distribute) by whom, when and to
whom. 2. In a free-market economy the marketing function (carry
out) by individual consumers and producers who essentially act as
economic planners by means of numerous day-to-day decisions.
3. Providers of goods and services (motivate) by competition
rather than incentives (meet) government quotas. 4.A new
package for this product (design) now. 5.Printed advertising may
(find) in magazines, newspapers, direct mail and catalogs.

Exercise 21. Learn the vocabulary to text 3.
market share — qactina puHKY
entity - opramizaitis
strive - mparayTu
anticipate - mepexdauaru
charge — mopy4atu 3aBaaHHsI
take into account — 6partu o yBaru
devise — npuayMyBaTH; BUHAXOAUTH
cohesive — 3ryproBaHwuii; MIiTbHAH

Text 3. MICRO-MARKETING
The terminology micro-marketing is the format term for
marketing activities in specific businesses; it is what most people
mean when they use the word “marketing”. The notion micro-
marketing is connected with the activities performed by the
suppliers of goods and services within a macro-marketing system.
Those companies use different marketing techniques to achieve
objectives related to profits, market share, cash flow, and other
economic factors that can enhance the organization’s well- being
and position in the marketplace. The micro-marketing function
within an entity commonly implies marketing management. So,
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marketing managers strive to get their organizations to anticipate
and accurately define the needs and wants of customer groups.
Then they seek to effectively respond with a flow of need
satisfying goods and services. They are commonly charged with
planning, implementing and then measuring the effectiveness of
all marketing activities.

As customers view products and benefits differently, they
don’t buy products (services), they obtain the benefits that they
believe they will get from them, chief goal of a marketing
manager’s job is to stimulate customers “wants” for a product or
service by persuading the consumer that the offering can help
them better satisfy one or more of their needs.

Micro-marketing encompasses a lot of related operations
and responsibilities. Marketing plans must be carefully designed
by marketing managers to ensure that they complement related
production, distribution and financial constraints. It is important
to underline that they must also allow for permanent adaptation to
changing markets and economic conditions. The core function of
a marketing manager is to identify a specific market or group of
consumers to deliver products and promotions that will ultimately
increase the profit potential of that target market.

The profitability of the target market may be maximized
through market segmentation, whereby the group is further
broken down by age, income, or other factors indicative of buying
patterns. Advertisements and promotions could then be tailored
for each segment of the target market. There are ways to satisfy
wants and subsequently the needs of a target market. It is the
responsibility of the marketing manager to take all factors into
account and to devise a cohesive marketing program that will
appeal to the customer.

Exercise 22. Answer the guestions on text 3.
1. What does micro-marketing refer to? 2. What is referred to as
marketing management? 3.What do marketing managers strive to
do? 4. What are marketing managers charged with? 5. What is the
chief goal of a marketing manager>s job? 6. What is the core
function of a marketing manager? 7. What does comprehension of

114



basic aspects of human behavior reveal? 8. What marketing
techniques are used to accomplish organization’s objectives?

Exercise 23. Give Ukrainian equivalents.
Market share; cash flow; enhance well- being; entity; strive;
anticipate; determine; charge; implement; hierarchy of needs;
comprehension; persuade; attain; take into account; devise;
cohesive; meet social and emotional needs; effectively respond
to; encompass; compete in the marketplace; conduct research;
target market.

Exercise 24. Give English equivalents.

YactuHa pUWHKY;  OpraHi3amis; TparHyTd;  rnependavary;
BH3HAYATH; TOPYYaTH 3aBJaHHS; 3aCTOCOBYBATH; iepapXis
nmoTped; PO3yMIHHS, MOKpAIIlyBaTH M00pOOYT, IEPEKOHYBATH;
OJTHODIHMI; e()eKTHBHO pearyBaTd; JIOCTaTOK, OTPHUMYBATH
NPUXWIBHICTE; JOCATaTH; OpaTh [0 yBaru;  BHHAXOIWTH;
BiAMIOBimaTH TMOTpedaM; KOHKYPYBAaTH Ha PHHKY; IPOBOIAMTH
JOCITIDKCHHS; IIUThOBHM PUHOK; TOTIBKOBHM TTOTIK.

Exercise 25. Complete the sentences with the information of
text 3.
1. Micro-marketing is ...2. The micro-marketing function within
an entity is commonly referred to ... 3. Marketing managers
strive to... 4. Marketing managers seek to effectively respond ...
5. Micro-marketing encompasses ... 6. Marketing managers must
carefully design ... 7. There are infinitive ways to satisfy ... 8. It
is the responsibility of the marketing manager to take ...

Exercise 26. Make up your own sentences with the following
word-combinations.
Target market, meet objectives, anticipate needs, match supply
and demands, take into account, compete in the market, conduct
market research, satisfy needs, respond to the market situation,
enhance well-being, encourage customers, appeal to customers’
interests and hobbies.

Exercise 27. Discuss with your partner the following issues.
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1. Target market.

2. Market share.

3. Macro-marketing.

4. Micro-marketing.

5. The role of marketing manager.

Exercise 28. Put 5 questions of different types to each
sentence.
The organizations use various marketing techniques to
accomplish objectives related to profits, market share, cash flow,
and other economic factors. 2.Micro-marketing encompasses a lot
of related activities and responsibilities. 3.Producers can alter the
warranty or durability of the good or provide different levels of
follow-up service. 4.Marketing managers must also allow for
constant adaptation to changing markets and economic
conditions. 5.Producers have recently altered the warranty and
durability of the goods

Exercise 29. Learn the vocabulary to text 4.
boost — 1. 36inbienHs; 2.3611bIIyBaTH
in terms of — 3 Touku 30py
rationalize — po3yMHO MOSICHIOBATH; ONPABIOBYBATH
cumbersome — rpoMi3aKHii; OOTSHKITMBHIA
disperse —po3moBCIOKYBATH; PO3MOMLIATH
thrive (throve, thriven) — pospocratucs; mporsitatu, multiple —
0arato 4MceIbHUM; CKIag0BUMI

Exercise 30. Read, translate and entitle text 4.

Text 4
The increasing usage of the Internet can offer another area of

strength for airlines marketing strategy. Modern information
technology allows airlines to sell seats on any flight, so it helps
passengers to get from point to point more easily while boosting
revenues for air companies. When a company establishes a site on
the Internet, it automatically becomes global, at least in terms of
its potential to get to global customers with information. Online
services and trading have several advantages for customers. The
main advantage is that it is available around the clock. However,

116



many constraints must still be overcome before Internet
merchandise purchase transactions can become borderless.

Today, to ensure customer satisfaction a wide range of Web
services are adopted by airlines to contact with the customers. We
have to admit that it is not a unique and a new form of services
but still it is one of the most beneficial areas for getting new
customers and providing new services for target groups. The
online airlines sites thrive because they offer their users the
following: a forum for exchange of common interests; a sense of
place with codes of behavior; a meeting place for specialists; the
development of stimulating dialogues leading to relationships
based on trust; encouragement for active participation by more
than exclusive few. For the airline companies, the expensive and
cumbersome propositions of large-scale customer services are
rationalized by Internet. Customers can book on-line at
reservation Sales Center.

The key to airlines successful relationship is marketing
program. The better information a company can offer to a
particular customer, the more value that firm will potentially be
able to provide to that client. So, Internet is that reliable medium
which can satisfy needs and desires of both customers and airlines
in appropriate way nowadays.

Exercise 31. Answer the guestions on text 4.

1. What are new communication technologies used in selling
seats on any flight? 2. What constraints must be overcome for
Internet purchase transactions to become borderless? 3. What
range of services is adopted by airlines? 4. What are the
advantages and disadvantages of online services? 5. What can on-
line airline sites offer? 6. What is the key to airlines successful
relationship marketing program?

Exercise 32. Give definitions of the following terms.
Modern information technology, transaction, beneficial area,
target customer, investment, available around the clock,
campaign, on-line service, dispersed in time, target customer.
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Exercise 33. Give synonyms to the words and word-
combinations.
To sell, to allow, to boost, to book, opportunity, revenue, cost, to
thrive, medium, global, to offer, to contact to assess, immensely
popular, to share interests.

Exercise 34. Give Ukrainian equivalents.

Boost revenues for air companies; fall dramatically; advent of
new communication technologies; the heaviest Internet usage;
overcome constraints; borderless; ensure customer satisfaction;
rationalize the expensive and cumbersome proposition of large-
scale customer service; prefer a “hand-on” approach; available
around the clock; online trading; geographically dispersed;
encouragement for active participation; book on-line at
reservation Sales Center; to be liable to breakdown; serve ad
messages simultaneously to multiple Web sites; produce
consolidated reports; to assess quickly the ongoing effectiveness
of the campaign; reliable medium; satisfy needs and desires.

Exercise 35. Sum up what the text says about:
modern information technologies, internet usage, online services.

Exercise 36. Translate into English.

1.Bapricte MDKHapOmHHX  TeNe(OHHMX  M3BIHKIB  3HAYHO
3MEHIIMJIACh 3a OCTaHHI JeKUIbKa JECSATHIIITh, OCKIUJIBKH
3IBIJIMCS HOB1 TEXHOIOTII 3B*I3KY, TaKi SIK: €leKTPOHHA TOIITa,
(akc, ckaiin Ta iHmI. 2. Komm kommaHis BiAKpuWBae caiT B
IaTepHeTi, BOHA aBTOMAaTHYHO CTa€ MIKHAPOTHOIO, MIPUHAWMHI 3
TOYKH 30py MOXKIWBOCTI JOHecTH iH(opMmamito mpo cebe
KIEHTaM 3a KOpIOHOM. 3.IHTepHET MOCIyrH MaroTh JAEKUIbKa
mepeBar i ojiHa 3 HUX — IIe Te, 10 00CTyroByBaHHs Mo [HTepHeTY
MOXJIMBO  3MiCHIOBaTH  [iojo0oBo.  4.IHTepHeT  caiiTh
aBiaKOMIMaHIi MPOIBITAIOTH TOMY, II0 BOHU MPOMOHYIOTh CBOIM
KOpUCTYBauaM MIUPOKUIN CIEKTp Mociyr. 5.IHTepHeT € HaiiHIM
3aco0oM, SKUH MOXKE 3aJOBOJILHUTH TOTpPeOM 1 Oa)kaHHS SK
KJI€HTIB, TaK 1 aBIaKOMITaHIM HAJICKHUM YHUHOM.
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Exercise 37. Write out all —ing forms from text 4. Define their
functions and translate them into Ukrainian.

Exercise 38. Use the verbs in brackets in appropriate tense
and voice form.
1.Modern information technologies (design) to facilitate the life
of both customers and companies as well. 2.When a company
(establish) a site on the Internet, it automatically (become) global.
3.Lately Internet merchandise purchase transactions (become)
borderless. 4.Nowadays a wide range of Web services (adopt) by
airlines to contact with the customers and to ensure customers»
satisfaction. 5.At present Web services (attract) new customers
and (provide) new services for target customers. 6.Last year
Internet (rationalize) 15 billion expensive and cumbersome
propositions of large-scale air customer services. 7.0nline
finance (become) immensely popular around the world. 8.A lot of
options (offer) by online airlines sites to their participants.
9.Recently many tickets (book) on-line at reservation Sales
Center.

Exercise 39. Learn the vocabulary to text 5.
brand — 1. copr, Mapka, sIKicTh; 2. TOpPTiBeNIbHA MapKa
branding — wHagawHs TOBapy  TOPTiBETbHOI  MapKH,
TOPTiBETFHOTO 3HAKY
set apart (from) — BuminsTu cepen
meaningful — sHauymmii
maturity - 3pimicts
appeal — 1. 3Bepratucs 10; 2. OyTH NPUBAOIMBUM

Exercise 40. Read, translate and give the gist of text 5.
Text 5. BRANDING

Many customers often wonder what makes a brand different
from a product. In marketing terminology, products are not
brands. Products are general, while brands are something quite
unique. Brand identity consists of far more than the physical
product itself. All the psychological features are included in this
brand product that we have learnt to associate with them. Brands
are promises and people buy what they believe in.
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Any brand product has USPs (Unique Selling Points), specific
features which set it apart from its competitors. Competent
managers have to know how to position their brand in relation to
the competition, in terms of factors like price and quality of the
product. So managers should relate the brand:s value in a rational
way to the consumers they have targeted. As to worldwide brands
this may stand for changing your message from state to state, or
within one market.

The product life cycle, this word-combination is a familiar
term in marketing. Any product is launched, developed, goes
through a period of growth, enters maturity, declines, and
eventually dies. But it is obvious that a top brand should go on
and on if it is well managed. Brand managers must be able to
find and identify new segments of the market, particularly when
products have become mature. So, if a marketer knows what stage
his branded product is at in this cycle he may make better
decision when to launch a line extension or go for a relaunch with
improvements and “added-value” features to appeal to different
clients.

Exercise 41. Answer the gquestions on text 5.
1. What is the difference between a product and a brand? 2. What
are top brands in aviation technologies? 3.What are USPs? 4.
What do competent managers have to know? 5. What are the
stages of the product life cycle? 6. What must a brand manager be
able to identify?

Exercise 42. Give Ukrainian equivalents.
Wonder, psychological feature, consumers, competitors, look
like, set apart from, competent, in terms of, meaningful, target,
prefer, product life cycle, familiar, launch, maturity, added-value.

Exercise 43. Give definitions of the following terms.
Product, brand, USPs, product life cycle, marketing, a brand
manager.

Exercise 44. Decide whether the following statements are
true or false. Correct the false ones.
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1. Brand is just another word for product.2. Brands can help us
feel good about ourselves. 3. USPs are not as important as people
believe. 4. It is better to be first in the market with a new idea. 5.
People worry too much about competition. 6. Global brands may
need to “think local”. 7. There is little you can do to keep a brand
alive.

Exercise 45. Translate the sentences into Ukrainian.

1 romu 4acTo XO4yTh 3HATH, IO BiApi3HIE OPEHIOBUI TOBap Bij
3puuaitHoro toeapy? 2. IlpoimHi OpeHau GopMyroTh 0coOUCTi
B3a€EMOBIJIHOCHHHU 31 CIIOKMBAauaMH: BOHH MOXXYTh 3MYCHTH Hac
MOYyBaTHCsS  OLIBII ~ BIIEBHCHUMH, OUIBII  BIUIMBOBUMU,
3IOPOBIIIMMHU Ta IIACHUBIIMMU. 3. Bpenau — e OOIISHKH i
JIIOOM KyNyKTh T€, B 10 BOHU BipsaTh. 4. bpeHau MaroTh
YHIKQJIbHY XapaKTepHY PUCY, KA BUIALIIE iX cepell KOHKYPEHTIB 3
npoAaxy. 5. YcmimHi OpeHad MaroTh YMCICHHHUX HaCIiAyBadyis,
aje, 3a3BWYai, Ti XTO HACIHIAYIOTH BIJJOMi TOPTOBI MapKu, HE
JOCSTAIOTh YCIIXY CBOIX MomepemHukiB. 6. O0i3HaHI MEHEKEepH
TTOBMHHI 3HATH, SK PO3MICTHUTH CBOI OpEHIM B KOHKYPECHTHOMY
CEPEIOBUIIl, CTOCOBHO TakuhX (AKTOpiB, SK I[iHA Ta SKICTh
ToBapy. 7. DBynp-sikuii TOBap 3allyCKaeThCs, PO3BUBAETHCH,
MIPOXOIUTH TIEPiOJ 3POCTAHHSA, BXOIUTh B TIEPIOMH 3PLIOCTI,
CHajay i BpemTi 3HUKae 3 PUHKY.

Exercise 46. Look through the sentences 1-6 below. Which of
the words in italics:
a) says that something is a possibility?
b) suggests that something is a good idea?
c) describes an ability?
d) describes a responsibility?
e) tells us that something is essential?
f) says something is not necessary?

1. You donst need to worry about your competitors.

Brands must have USPs.

3. Managers have to know how to position their brand in
relation to the competition.

N
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4. Managers should relate the brands values in a meaningful
way.

5. A brand manager can keep the brand healthy.

6. This may mean changing your message.

Exercise 47. Find sentences with modal verbs in text 5.
Explain the necessity of their usage.

Exercise 48. Write out of text 5 words that can function both
as nouns and verbs. Give their Ukrainian equivalents.

Exercise 49. Learn the vocabulary to text 6.
distinct (from) — Toif, 1m0 BiApI3HAETHCS Bix
stateless — mo36aBiieHnii AePKABHOCTI; TOM, IO HE HAICKUTH 0
’KOIHOI 3 JIepKaB
overlap — 1. yacTkoBe CHIBNAMiHHSI, MEPEKPUTTS; 2.9aCTKOBO
CIIBIIAJATH; 3aXOAUTH OJWH Ha 1HIIHI
pan-European - maHeBpomelchKHil (TOH, IO CTOCYETHCS BCIX
JOIEH, K1 32 HAPOKEHHAM a00 MMOXOKEHHIM € €BPOTICHITSIMHU )
pursue — mocsraTy; IEPeCIiTyBaTH
enable — HamaBaTH MOXJTHBICTD
jet — peaKTUBHUIA; IIIBUIKICHHIH
cater for — 3a710BOJTbHSITH; TOCTAYATH; OOCIYTOBYBATH
rate — mokasHHK; KOePiIieHT
averse — HeCXWJIbHHM 10 (PU3HKY)
explicitly — 1. BigBepTO; HEmpHUXOBaHO; 2. IBHO; TOYHO
challenge — BukiNK; CkIagHe 3aBIAHHS
extrapolate — ekctpamonroBati (pO3MIMPIOBATH 3aCTOCYBAHHS
Y4OT0Ch, CIIUPAIOYHNCh HA CTATUCTHYHI JIaHi)
insight — po3ymiHHS; MPOHUKIIUBICTH
re-invigorate — BAMXHYTH HOBI CHJIH B
emission - BUKUIN
viability - xwurresgataicTs
rationale — 1. ocHOBHa mpHuKHa; 2. PO3yMHE TOSICHEHHS; JIOTTYHE
OOTpyHTYBaHHS
linchpin — ocoba uu piy, BaxkiKMBa Ha MiANPUEMCTBI
conduit - Tpy6onpoBiz
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Exercise 50. Read, translate and give the gist of text 6.
Text 6. AVIATION MARKETING

In general, aviation industry is one of the profitable industries
today which is characterized by rapid technological and
marketing changes. Although, the modern situation demands
cooperation between air companies and airports which should
assist them to market their services effectively to their clients.

Marketing strategies include a wide variety of techniques
aimed at delivering customer satisfaction and safety. So new
product and service development, technological changes mark the
main strategic activities in the market segment. Technology,
being a universal factor that crosses national and cultural borders,
plays the crucial role in aviation and aerospace industry. It should
be noted that technology is truly “stateless™, there are no cultural
boundaries limiting its application. It is well-known fact that once
aviation technology is developed, it soon becomes available
virtually everywhere in the world. In regional markets such as
Europe, the increasing overlap of advertising across national
boundaries and the mobility of consumers have created
opportunities for aviation and airlines marketers to pursue pan-
European product positioning. For example, in the mid1970s the
jet airplane revolutionized communication by making it possible
for people to travel around the world in less than 48 hours. It is
very important that tourism gives opportunities to people from
many countries to see and experience the newest products being
sold abroad. One important characteristic of the effective world-
wide aviation business is face-to-face communication among
employees and between the company and its clients. It is obvious
that without modern jet travel, such communication would be
difficult to accomplish.

New transportation technology significantly reduces the level
of prices. The costs associated with physical distribution both in
terms of money and time have been greatly reduced as well.
Another key innovation that has increased utilization of 20- and
40-foot metal containers which can be transferred from trucks and
railroad cars to ships. All these advances which are introduced at
the aviation market are used for better satisfaction of customers °
needs and desires. That>s why marketing departments in aviation
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and airline industry work closely with R&D (Research and
Development) departments to guaranty that the products which
are developed are those which cater for segments. In recent years,
high failure rates in the introduction of new products have led
departments to be very risk averse, with most “new” products
emerging being merely extensions of existing product lines and
not truly new and innovative offerings.

It is important to remember that the marketers role in aviation
and airline new product development is therefore about providing
a link between the market and the design department, with
customers and R&D technicians both being involved in the
process. This process also requires involving senior management,
as changes in customer demand and purchasing pattern may have
serious implications for future business objectives and directions.

To design a product that customers did not explicitly request
is the main marketing strategy in aerospace and aviation
industries. The main challenge of course is to get out in front of
consumers; to extrapolate and forecast customer needs. There are
basic airline initiatives:

1. re-invigorate basic and applied research in aviation;
2. develop aviation technologies that will significantly lower
noise, emissions and fuel consumption;
3. address the cost, frequency and reliability of entering space,
and increase in economic viability;
4. find revolutionary, not just evolutionary, changes to the air
transportation system to obtain greater capacity, safety, traffic
flow and automation.

So we can easily see the rationale for presenting the marketing
department as the linchpin in the new product development
process.

Exercise 51. Answer the guestions on text 6.
1. What is marketing? 2. How can you characterize aviation
industry? 3. What do marketing strategies include? 4. Why is
technology truly “stateless”? 5. What is essential characteristic of
the effective global aviation business? 6. How does technology
influence prices? 7. Why have airline marketing departments been
very risk averse in recent years? 8. What is the main marketing
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strategy in aviation industry? 9. What do the basic aviation
initiatives include?

Exercise 52. Give Ukrainian equivalents.
Depend on; carry out; obvious; distinct from; aim at; crucial role;
virtually; pursue pan-European product positioning; enable;
modern jet travel, accomplish; cater for; high failure rates; be
very risk averse; challenge; extrapolate; insight; emission;
economic viability.

Exercise 53. Give English equivalents.

CrilagHe 3aBlIaHHs; 3MIMCHIOBATH; TOH, IO BIAPI3HAETHCS;
CTaBUTH 3a METY; IOJIOBHUI; TOM, IO HE HAJIEKHUTh JIO KOJHOI 3
nepkaB;  (aKTHYHO;  YaCTKOBO  CIMBHAJATH;  JOCSTaTH;
[TAaHEBPOTICHCHKUI;  HAaJaBaTH  MOXJIMBICTh,  PCAKTHBHHM;
3aBEPINYBATH; 3aJOBOJNBHATH, IIOCTadaTH, OOCIyrOBYBAaTH;
koe(illieHT, HeBIa4a; HECXWJIBHHH 110 PU3HKY; YITKO, SICHO;
BUKJIMK; CKCTPAIlONIOBATH; PO3YMIHHS, BIWXHYTH HOB1 CHIIH;
BUKHUIHU; XKUTTE3TATHICTb.

Exercise 54. Give definitions to the following terms.
Marketing system, pan-European, marketing department,
R@D department, target customer, marketing strategy, end-user.

Exercise 55. Fill in the blanks appropriate words or word
combinations.

R@D departments; the level of prices; cater for; marketing
changes; transportation logistics; to market; high failure rates;
cooperation; the market segment; pan-European; abroad.

1. Auviation industry is one of the profitable industries today
which is characterized by of rapid technological and ...

2. Marketing can also be thought of as one of the activities that,
along with product design, manufacturing, and ...3. The present
situation requires ... between airlines and airports hich should
help them ... their services effectively to their clients.

4. New product and service development, technological changes
mark the main strategic activities in ...
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5. In regional markets such as Europe, the increasing overlap of
advertising across national boundaries and the mobility of
consumers have created opportunities for aviation and airlines
marketers to pursue ... product positioning.

6. Tourism enables people from many countries to see and
experience the newest products being sold ...

7. New transportation technology significantly reduces ...

8. Marketing departments in aviation and airline industry work
closely with ... to ensure that the products which are developed
are those which ... segments.

Exercise 56. Give terms to the following definitions.

1.The process of working together to the same end. 2.The action
or business of promoting and selling goods or services, including
market research and advertising. 3.The commercial activity of
transporting goods to customers. 4.The state of trade at a
particular time or in a particular context. 5.A new method, idea,
product, etc. 6.A person who works in or advocates a particular
type of market. 7.Relating to all people of European birth or
descent. 8.The activity or profession of producing advertisements
for commercial products.

Exercise 57. Translate the following sentences into English
using Complex Infinitive Subject.

Model: The company is known to have launched a new
project. — Bizomo, 1110 KOMIaHisi 3aMyCTH/IA HOBHII MPOEKT.

1.Bigomo, 1m0 edeKTUBHUI MapKETHHT 3aJIeKUTh BiJ eeKTHBHOL
MapkeTuHroBoi  cuctemu.  2.0dueBMAHO, IO  aBialliifHa
IIPOMUCIIOBICTh € OJHIEI0 3 HaWOUTBII MPUOYTKOBUX CHOTOJHI.
3.IloBimomMis€THCS, IO HOBI TPAHCHOPTHI TEXHOJOTil 3HAYHO
3MEHIIYIOTh piBeHb LiH. 4.3p03yMino0, L0 BifJAil MapKETHHTY B
aBialiifHii cdepi TiCHO CHIBIIpAIlOE 3 BIAIUIOM TOCHIHKEHHS Ta
po3BuTKy. S.HameBHO B MallOyTHROMY CKIaJHI 3aBIaHHS i
CTpaTerii OyAyTh BUTIEpEIKATH OTPeOU 1 OakaHHS KITIEHTIB.
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Exercise 58 . Give your explanation of the expression
”Technology is truly “stateless”. What else can the term
“stateless” refer to? Give your own examples.

Exercise 59. Learn the vocabulary to text 7.
COiN — cTBOpIOBATH (BHCIIB)
saturation - Hacu4yeHHs
differentiate from — BigpisusTHCS Big
blue print - yepuerka
trade fair — TopriBenbHuUit spMapok
word of mouth — ycuo, B ycHiit Gpopmi
apparently — oueBuIHO, HMOBIPHO
ambience — cepenoBuiie, atMmocdepa
evidence — noka3
recipe - perenr

Exercise 60. Read, translate and give the gist of text 7.

Text 7. MARKETING MIX

The term “marketing mix” was created in 1953 by Neil Borden

in his American Marketing Association. But, this was actually a
reformulation of an earlier idea by his associate, James Culliton,
who in 1948 depicted the role of the marketing manager as a
“mixer of ingredients”, who sometimes follows recipes prepared
by others, sometimes prepares his own recipe as he goes along,
sometimes adapts a recipe from immediately available
ingredients, and another time invents new ingredients no one else
has tried.
Product is a tangible good or an intangible service that is mass
produced or manufactured on a large scale with a specific volume
of units. As to the intangible products, they are services like
tourism, air travels, hotels industry, etc..

Any product is liable to a life cycle including growth phase
followed by an eventual period of decline as the product
approaches market saturation. To attain its competitiveness in the
market, product differentiation is required and it is one of the
strategies to differentiate a product from its competitors.
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Price is the amount a customer pays for the product or service.
The business may increase or decrease the price of a product if
the shops have the same products.

Place is a location where a product can be bought. It is often
referred to a distribution channel. Place can include any physical
shops as well as virtual stores on the Internet.

Promotion represents all of the communications that a marketer
may use in the market place. Promotion has four distinct
elements: advertising, public relations, personal selling and sales
promotion. Advertising refers to any communication that is paid
for radio and Internet adverts through print media and billboards.
Public relations are where the communication is not directly paid
for and includes press releases, sponsorship deals, exhibitions,
conferences, seminars or trade fairs and events. Sales staff often
plays an important role in word of mouth and public relations.

So, any organization before introducing its products or
services into the market-place, makes a market survey. The
sequence of all P»s as above is very much important in every stage
of product life cycle: introduction, growth, maturity and decline.

More recently three more P°>s have been added to the
marketing mix namely: People, Process and physical Evidence.
This marketing mix is known as Extended Marketing Mix.
Deciding on the process which makes the operation easier and
faster is a key role of the extended marketing mix. A service blue
print can be designed to make the process easier which shows
how the whole process happens, from the customer:s entering the
restaurant to the customer>s leaving the restaurant and his table
being cleaned. The manager:s work is to ensure that the service
blue print is being followed to the letter.

Physical evidence are the tangible elements that you add to an
otherwise intangible product or differentiate yourself or your
service from others. People is the most important element of the
extended marketing mix. This is because business cannot go
forward without the right people in the right place.

The extended marketing mix can be applied to products as
well as services because process, people and physical evidence
are nowadays very important for businesses to define their
marketing mix.
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Exercise 61. Answer the questions on text 7.

1. What does the term “marketing mix” mean? 2. When was it
coined and by whom? 3. What are two types of a product? 4.
What is a price?5. What does a place represent? 6. What does
promotion represent? 7. What is meant by word of mouth? 8.
What stages does a product life cycle include? 9. What is known
as Extended Marketing Mix? 10. What tangible elements can you
offer as an example of physical evidence? 11. What are the
elements of a process in the Extended Marketing Mix? 12. What
is the role of people in the Extended marketing Mix?

Exercise 62. Give Ukrainian equivalents.
coin; differentiate; maturity; apparently; word of mouth; tangible
and intangible products; evidence; extended marketing mix; blue
print; promotion; saturation; ambiance; be subject to; refer to;
apply to; define; average; hire people; market survey; be engaged
in; trade fair.

Exercise 63. Give English equivalents.

BuBueHHs puHKY; cepeloBHINE, B yCHIM (opmi; YEpHETKA;
BIIPI3HATHCA BiA;, MiIUIATATH TpaBUiaM; OYTH 3allydeHHM JI0;
MaTepiadbHI Ta HeEMaTepiadbHI TPOMYKTH; CTOCYBaTHUCS;
TOPTIBENTFHUN SIPMApoOK; CTBOPIOBATH; IPOCYBAaHHS TOBapy;
JoKa3; HalMaTh JIIOJCH,; HACHYCHHS; 3pUIICTh;, PEIENT;
(hopmyTIOBaHHS; CKJIaJIoBa YacTHHA; HasBHUIA;
KOHKYPEHTHO3/aTHHM.

Exercise 64. Give definitions to the following terms.
Marketing Mix, Extended Marketing Mix, market survey,
product life cycle, tangible products, intangible products, product,
price, placement, promotion, physical evidence, people,
advertising, marketer.

Exercise 65. Give terms to the following definitions.
1.An investigation of the opinions or experience of a group of
people at the market, based on a series of questions. 2.A thing that
is perceptible by touch. 3.Publicization of a product, organization,
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or venture so as to increase sales or public awareness. 4.Amount
of money expected, required, or given in payment for something.
5.The state or process that occurs when no more of something can
be absorbed, combined with or added. 6.The character and
atmosphere of a place. 7.Describing or drawing attention to a
product, service or event in a public medium in order to promote
sales or attendance. 8.An organization or country that is engaged
in commercial or economic competition with others. 9.A series of
actions or steps taken in order to achieve a particular end. 10.The
action or business of promoting and selling products or services,
including market research and advertising. 11.The available body
of facts or information indicating whether a belief or proposition
is true or valid.

Exercise 66. Translate the following sentences into English.
1.EnemMeHTaMu CKJIaJJOBUX YaCTHH MapKeTHHTY € TOBap, IliHa,
pO3MIllleHHsT TOBapy abo MOCIYrd Ha PUHKY Ta iX IPOCYBaHHS.
2.0cTaHHIM 9acoM JJ0 OCHOBHHX CKJIaJJOBHX YaCTHH MapKETHHTY
Oynu [oMaHi Ie Taki eJIEMEHTH SIK mpolec, Gi3MuHui noKa3 Ta
moau. 3.Topap — 1e MaTepiajibHa MPOIYKINS UM HeMaTepialbHi
TIOCITYTH, SIKIi BHUPOOJISIOTHCSI MacoBO B CHEIIAIBHOMY 00Cs31
omuHUIL ToBapy. 4.1liHa — 1€ cyMma, sIKy CIUTadye MOKYTIelb 3a
TOBap. SIKIIO BHUITyCKaeThcs OaraTo OJWHUIL TOBapy, TO LiHA Ha
el ToBap MoOXe 3MEHIIyBaTucs. 5.Miciie po3TamryBaHHs TOBapy
— TIe TepuTopii, Ae MaHWA TOBAp MOXKe OYyTH KYIJICHHM.
6.IlpocyBanHs TOBapy Ha pPHHKY Ma€ 4 OKpPEMHX eJIEMEHTa:
peKIaMyBaHHS, TPOMAJICHKI 3BI3KH, OCOOHCTHH MPOJaX 1
MIPOCYBAHHS MPOMAXy. /.Y CHE TMOBIMOMIICHHS TPO MPOMYKIIIIO —
e Oynb-ske HeodilliiiHe MOBIAOMIIEHHS PO TOBap YH TMOCIYTY
3BUYAaHUMH JIIO/IbMH, 33/I0BOJICHUMH KJII€HTaMH YH JIIOJBMHU,
SKAX CIIEMialbHO 3aJy4alOTh O CTBOPEHHS BiANOBIIHUX
CHUTyaTUBHHX MOMeHTIB. 8.Bby/b-sika opraHizarlisi mepem THM, SK
BBECTH TOBap HA pPHHOK, IPOBOMUTH  HOrO JIOCIIKEHHS.
9.KoxeH ToBap NMPOXOAWTH CBIi XKUTTEBUH LMKI: BBEACHHS Ha
PHWHOK, 3pocTaHHs, 3pimicTh Ta cman. 10.I1porec — e opranizaiis
Oi3HECYy TakMM YHMHOM, OO0 SKOMOra Kpaime 3aJOBOJbHHUTU
ouikyBaHHs Kii€HTiB. 11.Di3uyHmMii noka3 - e MaTepiajbHi
eneMeHTH Oi3Hecy, AKi Bipi3HAIOTH HOro Bij iHIINX.
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Exercise 67. Fill in the blanks with appropriate words or
word combinations.
Intangible product, customers> expectations, marketing mix, life
cycle, physical evidence, market saturation, virtual stores on the
Internet, the 4 P>s , word of mouth, market survey, the right
place.
1.The term ... was coined in 1953. 2.Elements of the marketing
mix are often referred to as ... a phrase used since 1960. 3.Every
product is subjected to a ... including growth phase followed by
an eventual period of decline as the product approaches ...
4.Distribution channel can include any physical store as well as
... 5.Sales staff often plays an important role in ... and public
relations. 6.Any organization before introducing its products or
services into the market, conducts a ... 7.How can you do things
perfectly and make a process which matches ...

Exercise 68. Change the sentences into the Passive Voice.

1. A prominent marketer, E. Jerome McCarthy proposed a 4 Ps»
classification in 1960 which has seen wide use. 2.The business
may increase or decrease the price of a product if the stores have
the same products. 3. Any organization before introducing its
products or services into the market, conducts a market survey.
4.1f you are serving alcohol, you can keep a bar, add good
lighting and ambiance, play some good music so on and so forth.
5.The demand for some goods and services define the price for
them.

Exercise 69. Choose the correct preposition in brackets.
1.The product has been (on, at) the market (since, from) last year.
2.You have sold your car (at, for) a good price. 3.We expect to
have a return (on, for) our investments (after, in) a year. 4.1 can
wait (to, till) next Tuesday. 5.We draw lines (by, with) a ruler.
6.The product has been absent (on, at) the supermarkets (since,
for) a month. 7.They spoke (for, about) the results of market
survey. 8.You can send the parcel (with, by) post.
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Exercise 70. Sum up what the text says about: marketing mix,
extended marketing mix, product, price, placement, promotion,
advertising, process, physical evidence, people, product life cycle.

Exercise 71. Speak on:
1.The history of marketing. 2.Macro-marketing. 3.Micro-
marketing. 4.Modern information technologies in aviation
industry. 5.Branding. 6.Marketing in aviation. 7.Marketing mix.

UNIT Il. EMPLOYMENT AND UNEMPLOYMENT

Exercise 1. Learn the active vocabulary to the text 1.

Severe — cyBOpuil; BaXKKHM; )KOPCTOKUI

employment — 3aiiusiticts (po0090i CHITH)

unemployment — 6e3pobitTs

underemployment — HemoBHa 3aifHATICTH, poboOTa, sIKa He
BiamoBimae kBamidikariii (mpamiBHIKa)

depression — 3anemna; 3acriit; memnpecis

recession — cmaji (€eKOHOMIUHHIA)

output — obcsT BUpOOHUIITBA; peari3oBaHa IPOTYKITis

adverse — IIKiITHBHUiT; HECIPUSTIAUBHI

give Up — BiIMOBIIATHCS Bifl, 3aJIMIIATH

unemployment rate — piBers 6e3po0iTTS

booming — mBHaKO 3pocTaroumii

double digit — mBO3HAYHE UmCITO

seek — mrykaTu; HaMaraTucs; ParHyTu

scramble — GopoTwcs 3a 3axorIeHHst (OBOJIOIHHS)

mediocre — mocepeHiii, cepeHiit; 3BUYaiHui; Oe3MapHUi

reference — pexkomenaartist

graduate — Toi1, 110 3aKiHYNB HABYAIBHMI 3aKJIa]]

Creep up — 3pocrartu; 30LTbITyBaTHUCS

Exercise 2. Read, translate and give the gist of the text 1.

Text 1. EMPLOYMENT AND UNEMPLOYMENT
Employment is the total number of people actively
employed and unemployment is the total number of people who
are actively looking for work but aren’t currently employed. A
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country’s labour force is the sum of employment and
unemployment. Labour statistics don’t include information on
underemployment — the number of people who work during a
recession but receive lower wages than they would during an
expansion because they work fewer hours, take lower—paying
jobs, or both.

The unemployment rate is the percentage of the total
number of people in the labour force who are unemployed. The
unemployment rate is usually a good indicator of what conditions
are like in the job market: a high unemployment rate signals a
poor job market in which jobs are hard to find; a low
unemployment rate indicates a good job market in which jobs are
relatively easy to find. In general, during recessions the
unemployment rate is rising; during expansions it is falling.

Zero unemployment is not a realistic possibility. A
booming economy, like that of the late 1960s or late 1990s in the
United Kingdom, can push the unemployment rate down to 4 per
cent or even lower. But a severe recession, like that of 1980-81,
can push the unemployment rate into double digits. For example,
when the UK’s unemployment rate reached 10 per cent in mid—
1984, this meant over 3.25 million people in the United Kingdom
were actively seeking work but couldn’t find jobs. At the start of
the twenty—first century, as unemployment fell to a low rate, UK
businesses scrambled to find workers, and even students with
mediocre results and references got very good job offers but
graduates in 2002 and 2003 had considerable difficulty finding
work, and unemployment has since begun to creep up in the UK
economy as a whole.

Exercise 3. Answer the questions on the text 1.

1. What are the adverse effects of recession? 2. How is the
labour force structured? 3. Can you give the definition of
‘employment’ and  ‘unemployment’? 4.  What s
‘underemployment’? Do labour statistics include information on
underemployment? 5. What does ‘unemployment rate’ mean?
How does it characterize the labour market? 6. Is there any
unemployment in the most prosperous times? 7. How does the
booming economy affect the unemployment rate? 8. What was
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the unemployment rate like at the start of the twenty—first
century?

Exercise 4. Find in text 1 English equivalents of the
following Ukrainian terms.

3aiHATICTH POOOYOI CHUJIM; EKOHOMIUHUHN CIIaJ]; 3MEHIIICHU N
o0csT BUPOOHUIITBA, HECHPHUATIMBI HACHIIKKA ;po0boya CHIIa;
374aTHUI 10, BIIMOBIIATHCS BiJ;, HEMOBHA 3aiHATICTL, BIJICOTOK,
BiZICOTKOBE  BiJIHONICHHS; piBeHb 0e3pOo0ITTS;  PO3BUTOK;
pEKOMEHAIlis; TPUBATH;, 3aHENA;eKOHOMiKa, IO IIBUKO
3poCTa€; JBO3HAYHE YHCIIO;BUITYCKHUK HABUYAJBHOIO 3aKIaiy;
rocepeHii (3a SKICTIO).

Exercise 5. Match the following terms and their
definitions.

1. labour force a) the total number of people who
aren’t currently employed

2. employment b) the number of people, who work
fewer hours, take lower—paying jobs,
or both.

3. unemployment c¢) the sum of employment and

unemployment

4. underemployment d) the percentage of the total number
of people in the labour force who are
unemployed

5.unemployment rate  ¢) the total number of people actively
employed

Exercise 6. Translate the sentences into Ukrainian paying
attention to the meaning of the pronoun.

1. Any person can find himself in one of three situations:
employed, unemployed, or out of the labour force. 2. There are
not any substitutes for everything, so people cannot avoid high—
priced goods by means of buying something else. 3. Some
unemployment is expected to occur at any time, even when the
economic growth in the country is steady. 4. Producing output,
any firm uses the cheapest available technique. 5. Financial
capital to be invested in any business can belong to the business
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itself or it can be lent by any bank. 6. The firm was to heavily in
debt to hope to get any credit. 7. A public good is a good that, if
consumed by any person, can still be consumed by other people.

Exercise 7. Fill in the gaps with the correct forms of the
verbs in brackets. Explain the use of tenses.

Text 2. JOB CREATION AND JOB DESTRUCTION
At any given time, most people know someone who
(lose) his or her job recently. There are many reasons
that people lose their jobs. One is that industries (rise)
and fall as new technologies emerge and consumers’ tastes
(change). For example, in the US, employment in
high—tech industries such as telecommunications
(surge) in the late 1990s but slumped after 2000. Another reason
is that individual companies do well or badly depending on the
quality of their management, or simply depending on luck: in
2005 MG-Rover (close) its Longbridge factory in
Birmingham, England, even as BMW stepped up its production of
the Mini at its plant in Cowley, near Oxford. In addition,
individual workers (leave) jobs for personal
reasons—family moves, dissatisfaction, better job prospects
elsewhere. In Europe, however, workers are less likely to uproot
their family for better job prospects elsewhere.

When a worker loses a job—or a young worker
(enter) the job market for the first time—he or she often doesn’t
take the first new job offered. For example, suppose a skilled
programmer, laid off because her company’s product line was
unsuccessful, sees a help—wanted sign in the window of a shop.
She might well be able to walk in and get the job—but that would
usually be foolish. Instead, she should take the time to look for a
job that (take) advantage of her skills and pays
accordingly.

Economists say that workers who (spend) time
looking for employment are engaged in job search. If all workers
and all jobs were alike, job search (not be) necessary;
if information about jobs and workers were perfect, job search
would be very quick. In practice, however, it’s normal for a
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worker who loses a job (or a young worker seeking a first job) to
spend at least a few weeks searching.

Exercise 8. Comment on the main ideas of text 2.

Exercise 9. Learn the active vocabulary to the text 3

distinguish — 1. po3pi3HsTH; Biipi3HATH 2. pO3Mi3HABATH;
3. BUAUIATH

frictional unemployment — TuM4acoBa He3alHATICTb;
¢bpukmiline 6e3po0iTTs

occasionally — inozi, gacom

hidden unemployment — npuxoBane 6e3po0iTTs

magnitude — BesuurHa; po3Mip

overlap — mepexpuBaTH, 9aCTKOBO 30iraTrcs

economic downturn — eKOHOMIYHHMIA CIIaz

persistent — critikuii, cranuit; mocTiHMIA

exceed — riepeBUIIYBATH; BUXOIUTH 32 MEXI

remain — 3agumaTucs

midst — cepeauna

voluntary — mo6poBiapHMIA

mismatch — re36ir

multitude — Ge3iiu; BenuKa KiIbKiCThb

available — moctynuuii, nocsHKHUIL; 1110 € B HASIBHOCTI

combat — GurHcs, 6opoTHcs

prejudice — ynepemKkeHHs

incentive — minbra; cTUMyIT

lack — He maTH; GpakyBaTH

flexible — rayukwuii

deter — yrpumyBatu; BigHamkyBatu (Big — from)

qualify — 3mo0yBatu, orpuMyBaTH paBo (Ha I0Ch)

restriction — oOMexeHHsI; eperkoa

Exercise 10. Read and translate text 3.

Text 3. TYPES OF UNEMPLOYMENT
Economists  distinguish  between various types of
unemployment, including cyclical unemployment, frictional
unemployment,  structural unemployment and classical
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unemployment. Some additional types of unemployment that are
occasionally mentioned are seasonal unemployment, and hidden
unemployment. Real-world unemployment may combine
different types. The magnitude of each of these is difficult to
measure, partly because they overlap.

Cyclical unemployment refers to unemployment that rises
during economic downturns and falls when the economy
improves. It gets its name because it varies with the business
cycle, though it can also be persistent, as during the Great
Depression of the 1930s. In this case, the number of unemployed
workers exceeds the number of job vacancies, so that if even all
open jobs were filled, some workers would remain unemployed.

Frictional unemployment involves people in the midst of
transiting between jobs, searching for new ones. It is sometimes
called search unemployment and can be voluntary. With frictional
unemployment there is a mismatch between the characteristics of
supply and demand. Such a mismatch can be related to skills,
payment, work time, location, attitude, taste, and a multitude of
other factors. Governments will seek ways to reduce unnecessary
frictional unemployment through policies including: educational
advice; training facilities; information on available jobs and
workers; combating prejudice (against certain workers, jobs or
locations); incentives and regulations (e.g. when the frictionally
unemployed receive benefits); relocation of industries and
services; etc.

Structural unemployment involves a mismatch between
the sufficiently skilled workers looking for jobs and the vacancies
available. Even though the number of vacancies may be equal to
the number of the unemployed, the unemployed workers lack the
skills needed for the jobs — or are in the wrong part of the
country or world to take the jobs offered. It is a mismatch of skills
and opportunities due to the structure of the economy changing.
Structural unemployment is a result of the dynamics of the labour
market and the fact that these can never be as flexible as, e.g.,
financial markets.

In the case of classical unemployment the number of job—
seekers exceeds the number of vacancies. However, the problem
in this situation is that real wages are higher than the market—
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equilibrium wage. In simple terms, institutions such as "the
minimum wage" deter employers from hiring all of the available
workers, because the cost would exceed the technologically—
determined benefit of hiring them.

Hidden, or covered, unemployment is the unemployment
of potential workers that is not reflected in official unemployment
statistics. In many countries only those who have no work but are
actively looking for work (and/or qualifying for social security
benefits) are counted as unemployed. Those who have given up
looking for work (and sometimes those who are on Government
"retraining™ programmes) are not officially counted among the
unemployed, even though they are not employed. The statistics
also do not count the "underemployed' — those with part time
jobs due to legal or social restrictions or seasonal jobs who
would rather have full time jobs or workers with high skill levels
in low-wage jobs that do not require such abilities, for example,
a trained medical doctor who works as a taxi driver.

would rather* — BinnaBatn nmepeBary

Exercise 11. Answer the questions on the text 3.

1. What types of unemployment do economists distinguish?
2. What is characteristic of the real-world unemployment? 3.
What is cyclical unemployment and where does its hame come
from? 4. Which type of unemployment is sometimes called search
unemployment? Can it be voluntary? 5. What is typical of
frictional unemployment? 6. What does government policy on
reducing unnecessary frictional unemployment include? 7. Why
is structural unemployment a mismatch of skills and
opportunities? 8. What is classical unemployment and what
problem does it involve? 9. Can you give definition of ‘hidden
unemployment’. 10. What can underemployment mean?

Exercise 12. Find in text 3 English equivalents of the
following Ukrainian words and word combinations.

[Tinbra abo crumyn; THM4YacoBa HE3aWHSTICTh, MPUXOBAHE
0e3po0ITTS; eKOHOMIUHWI Crajl;, He30ir; BeNHYWHA, OTPUMYBATH
npaBo (Ha IIOCH); PO3PI3HATH; MOIIYK; IPONO3UINS 1 TOIHT;
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OOMEKEHHS; THYYKHI; CTATUCTHUKA Oe3pO0iTTs; HAsIBHI BaKaHCII;
MpaLoBaTH HETOBHUN pobounii JICHb; nporpaMa
MEepemiArOTOBKH;, BiJlaBaTH IepeBary; MepeKpuBaTH/ 4acTKOBO
30iraTucs; OLHIOBAaTH; Oe3nid (haKTOpiB; MOJNITHKA 3MEHIICHHS
0e3po0iTTS

Exercise 13. Make the list of the key ideas of text 3 and use
it to retell the text.

Exercise 14. Translate the following sentences into
Ukrainian; pay in attention to the meanings of the words ‘some’
and ‘the same’.

1. Like a depression, a recession leads to higher
unemployment at least in some sectors of the economy. 2. A less
developed country is the same as a country of the Third World. 3.
An improvement in technology is something that makes it
possible for firms to produce more goods with the same quantity
of inputs as before. 4. Some new methods of analysis have been
developed and are already being used in business. 5. All markets
have the same economic function: they form prices equaling the
guantities of goods that people wish to buy or to sell. 6. There has
been some rise of income in the past two decades in developing
countries. 7. It is possible to increase demand for some goods by
advertising. 8. The trade union is active enough to obtain shorter
working hours with the same wage for its members. 9. For the
next twenty years the employment rate is expected to improve in
some sectors of the world economy.

Exercise 15. Insert prepositions where necessary choosing
on, between, for, of, during, in, from, up, between, to from the
list.

1. Those who have given ... looking for work are not
officially counted among the unemployed. 2. Economists
distinguish ... various types of unemployment. 3. Structural
unemployment involves a mismatch ... the sufficiently skilled
workers looking ... jobs and the vacancies available. 4. Frictional
unemployment involves people ... the midst of transiting between
jobs. 5. Labour statistics don’t include information
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underemployment — the number ...

people who work ... a

recession but receive lower wages. 6. Such a mismatch can be
related ... skills, payment, work time, location, attitude, taste, and

a multitude ...

other factors. 7. Zero unemployment is not a

realistic possibility, and should not be the goal ... policy—makers.
8. Institutions such as "the minimum wage" deter employers ...
hiring all of the available workers, because the cost would exceed

the benefit ... hiring them.

Exercise 16. Complete the sentences by matching clauses

of the left and right columns.

1. Involuntary unemployment
exists because

2. Frictional unemployment
occurs when

3. Classical or real-wage
unemployment occurs

4. Cyclical unemployment,
structural unemployment, and
classical unemployment, are

5. In the economics literature
voluntary unemployment is
attributed
6. Structural unemployment
is caused

7. Long—term unemployment
is normally defined

8. In the late 1990s there was
a tech bubble, creating

9. A housing bubble soon
formed, creating demand for

a) largely involuntary in nature
b) to the individual’s decisions.

¢) and many computer workers
had to retrain to find
employment.

d) of the socio—economic
environment  (including the
market structure, government
intervention, and the level of

aggregate demand) in which
individuals operate.

e) demand for computer
specialists.

f) when real wages for a job are
set above the market—clearing
level.

g) as unemployment lasting for
longer than one year.

h) by a mismatch between jobs
offered by employees and
potential workers.

i) the more the government
intervenes into the economy.
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real estate workers,
10. Some economists argue | j) a worker moves from one job
that unemployment increases | to another.

Exercise 17 Define the type of unemployment in each of the
following situations.

a. After completing a complex programming project,
Melanie is laid off. Her prospects for a new job requiring similar
skills are good and she has signed up with a programmer
placement service. She has passed up low—paying job offers.

b. When Melanie and her co—workers refused to accept pay
cuts, her employer outsourced her programming tasks to workers
in another country. This phenomenon is occurring throughout the
programming industry.

c. Due to the current slump in investment spending,
Melanie has been laid off from her programming job. Her
employer promises to re-hire her when business picks up.

Exercise 18. Find out in which of the following cases it is
likely for efficiency wages to exist. Why?

a. Kate and her boss work as a team selling ice cream.

b. Kate sells ice cream without any direct supervision by
her boss.

c. Kate speaks Hungarian and sells ice cream in a
neighborhood in which Hungarian is the primary language. It is
difficult to find another worker who speaks Hungarian.

Exercise 19. Say how the following changes will affect the
natural rate of unemployment.

a. The government reduces the time during which an unem-
ployed worker can receive benefits.

b. More students focus on their studies and do not look for
jobs until after university.

c. Greater access to the Internet leads both potential
employers and potential employees to use the Internet to list and
find jobs.
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Exercise 20. Learn the vocabulary.

Mmeasure — MipsiTH, BUMIPIOBATH; OI[IHIOBATH

outperform — poOuTu Kpaiie, Hi’K XTOCh

productive capacity — mNpOmyKTHUBHICTb, NPOAYKTUBHA
MOTYXHICTh

intend — maTu Hamip; 30upaTucs (TJIAHYBaTH)

reverse— MiHSTH, 3MiHIOBAaTH (Ha MPOTHIICKHE)

side—effect — moGiunuit epexr

generous benefit — menpa nonomora

tend — maTu TEHAEHITIIO

replace — saminsTu

shift — 1. 3mina, mepemina; 2. 3amMiHa, 3pyIIEHHS; 3.
nepemimaru(cs); 4. MiHATH(CST), 3MIHIOBATH(CS)

expected — ouikyBaHwii; ependOaTyBaHuUit

accelerating — npuckoproBaIbHUA

Exercise 20. Read and translate text 4.

Text 4. MEASURING UNEMPLOYMENT

Different countries experience different levels of
unemployment; traditionally, the USA experiences lower
unemployment levels than countries in the European Union,
although there is variant there, with countries like the UK and
Denmark outperforming Italy and France and it also changes over
time. There is also disagreement on how exactly to measure
unemployment. When the economy operates at productive
capacity, it will experience the natural rate of unemployment.

In recent years, unemployment rates in Germany and
France have been higher than unemployment rates in the United
States. Most estimates suggest that the natural rate of
unemployment in France and Germany is currently above 8 per
cent, compared with somewhere between 5 per cent and 5.5 per
cent in the US today. It wasn’t always that way. In fact, the
unemployment rate was lower in France than in the United States,
but the situation reversed in the 1980s. Why might the natural rate
in these countries be so high today?

The answer from some (but not all) economists is that high
European natural rates of unemployment are an unintended side—
effect of government policies, the result of policies intended to
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help workers that involve the generous benefits to the
unemployed. In many European countries, there is no limit to the
amount of time that the unemployed can collect benefits, and the
benefits that the unemployed collect at any given point in time
tend to be considerably greater in Europe than in the United
States. For example, benefits replace 48 per cent of the earnings
of a typical French worker, compared with only 14 per cent for
the typical US worker.

There is a negative relationship between the unemployment
rate and inflation rate. Today, macroeconomists believe that there
are shifts with changes in the expected rate of inflation. Because
expectations change with experience, attempts to keep the
unemployment rate persistently low lead not only to high inflation
but also to constantly accelerating inflation. The non-
accelerating inflation rate of unemployment, or NAIRU, is the
rate of unemployment at which inflation is stable. It is equal to
the natural rate of unemployment.

Exercise 22. Give Ukrainian equivalents to the following
terminological phrases. Make up your own sentences with these
phrases.

To lead to stable inflation, employment rate, to produce
side—effects, to experience different levels of unemployment, to
provide generous benefits, amount of time, labour force, to
measure unemployment, to be available, to define the percentage
of the unemployed labour force, to outperform other countries in
unemployment rate, to operate at productive capacity, to collect
benefits, benefits replace ... per cent of the earnings, expected
rate of inflation, accelerating inflation, natural rate of
unemployment

Exercise 23. Comment on the following statements whether
they are true or false.

1. There is a commonly accepted approach of how exactly
to measure unemployment. 2. When the economy is in recession,
it will experience the natural rate of unemployment. 3. In recent
years, unemployment rates in the United States have been higher
than unemployment rates in Germany and France. 4. According to
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all economists high European natural rates of unemployment
result from government policies intended to help workers by
providing them with generous benefits. 5. In many European
countries, there is no limit to the amount of time that the
unemployed can collect benefits. 6. The unemployment benefits
tend to be considerably greater in the United States than in
Europe. 7. Attempts to keep the unemployment rate persistently
low result both in high inflation and constantly accelerating
inflation.

Exercise 24. Write key questions on the text 4. Ask your
groupmates to answer them.

Exercise 25. Distribute the following words into 4 groups :
nouns, adjectives, adverbs, verbs and verb forms. Some of them
may belong to different part of speech. Pay attention to suffixes.

Generous, payment, location, attitude, experience, change,
reverse, compared, considerably, government, measure, currently,
shift, economist, available, persistently, productive, relationship,
accelerating, involvement, result, exactly, prevalence, inflation,
equal, unemployment, stable, leadership, traditionally, situation,
worker, various, multitude, structure, flexible, occur.

Noun Adjective adverb
government Generous traditionally

Exercise 26. Translate the following sentences. Define and
explain the tense forms of the verbs.

1. From the 1750s to the middle of the nineteenth century,
Britain led an industrial revolution that changed manufacturing
forever. 2. Technological change probably leads to an increase in
the demand for skilled workers who are familiar with the technol-
ogy. 3. Two million manufacturing jobs have gone to countries
with lower labour costs. 4. The idea of a job for life — or at least a
safe job — has been untrue for years. 5. The unemployment figures
indicate how many are not working but seeking employment for
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pay. 6. Many UK businesses have recently relocated their call
centres abroad. 7. Since the US economy started to recover in
2003, unemployment has remained high. 8. Nearly all Britain’s
coal mines have ceased production since it became cheaper to
ship coal all the way from Australia.

Exercise 27. Put questions to the italicized parts of the
sentences.

1. One extremely important statistic for economic policy is
the unemployment rate, because unemployment leads to lost
output and lower social welfare. 2. The unemployment rate is the
percentage of the labour force that is unemployed. 3. Even in
boom times, when jobs are very easy to find, the unemployment
rate does not fall to zero. 4. The ups and downs of the
unemployment rate have a significant impact on people’s lives. 5.
The unemployment rate rises and falls with the business cycle. 6.
Very high unemployment, as suffered in a depression, often leads
to political unrest. 7. It’s important to realize that the
unemployment rate varies greatly across different areas, both
within a country and in different countries.

Exercise 28. Read and entitle text 5. Fill in the blanks with
appropriate words and word combinations from the list: cycle,
government, a natural level, swings, frictional, output gap,
workers and employers, shift, role, unemployment, adjust

Text 5.

There is always a positive amount of 1 ... in the economy:
job search leads to 2 ... unemployment. There is also structural
unemployment, which is the result of factors that include
minimum wages, unions, efficiency wages and side—effects of 3
... policies.

Frictional plus structural unemployment leads to 4 ... ... of
unemployment—the natural rate of unemployment. It’s a rate that
can and does 5 ... over time. At any given time, the actual
unemployment rate fluctuates around the natural rate because of
the business 6 ... . Cyclical unemployment is linked to the output
gap: when the output gap is positive, cyclical unemployment is
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negative; when the 7 ... ... is negative, cyclical unemployment is
positive. Swings in cyclical unemployment are, however, smaller
than 8 ... in the output gap.

Unlike many markets, the labour market doesn’t move
quickly to equilibrium. This may, in part, reflect misperceptions
on the part of 9 ... ... ... about the state of the market. Sticky
wages also appear to play a 10 ..., slowing the adjustment of
wages even in the absence of misperceptions. Prices (including
wages) are also slow to 11 ... in some cases, in part reflecting the
menu costs of changing prices.

Exercise 29. Learn the vocabulary to the text 6.
inflation — i, 3HEiHEHHS TpOIIEH

curtail — ckopouyBartu; ypizyBaTu

eliminate — nikBiZOBYBaTH, 3HUIILYBATH

job—seeker — Toit, xTo 1IyKaE podOTY

relocation — mepemireHHs. mepeceacHHs

underground economy — TiHbOBa EKOHOMiKa

hustler — enepriitna aronuHa

derive — 1. moxoauTu; 2. BCTAHOBIIIOBATH ITOXOIKEHHS

Exercise 30. Read and translate the text.

TEXT 6. INVOLUNTARY UNEMPLOYMENT

The tendency for government is to curtail and eliminate
unemployment through increases in benefits and government
jobs, and to encourage the job—seeker to both consider new
careers and relocation to another city. Involuntary unemployment
does not exist in agrarian societies nor is it formally recognized to
exist in underdeveloped but urban societies, such as the mega—
cities of Africa and of India/Pakistan. In such societies, a
suddenly unemployed person must meet survival needs by getting
a new job at any price, becoming an entrepreneur, or joining the
underground economy of the hustler.

A number of different measures are tried by societies to get
as many people as possible into work. However, attempts to
reduce the level of unemployment beyond the natural rate of
unemployment generally fail, resulting only in less output and
more inflation.
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Under classical economic theory, markets reach equilibrium
where supply equals demand. The demand for labour in an
economy is derived from the demand for goods and services. As
such, if the demand for goods and services in the economy
increases, the demand for labour will increase, increasing
employment and wages. Monetary policy and fiscal policy can
both be used to increase short-term growth in the economy,
increasing the demand for labour and decreasing unemployment.

The labour market should be made more flexible to be. This
includes removing the minimum wage and reducing the power of
unions as well as making workers more attractive to employers
through workers’ education. Increased supply of goods and
services requires more workers, increasing employment. It is also
argued that supply side policies, which include cutting taxes on
businesses and reducing regulation, create jobs and reduce
unemployment.

Exercise 31. Answer the guestions on text 6

1. How do the economic theories influence government
employment policy? 2. In what way do governments try to curtail
and eliminate unemployment? 3. Does involuntary unemployment
exist in agrarian societies and underdeveloped but urban
societies? 4. What do attempts to reduce the level of
unemployment beyond the natural rate of unemployment
generally result in? 5. What is the demand for labour in an
economy derived from? 6. What can monetary and fiscal policy
be used for? 7. Why should the labour market be made more
flexible and what does it mean?

Exercise 32. Find English equivalents to the following
words and word combinations in text 6.

[ligmpuemenp, 3HAYHUH BILJIMB, CKOPOYYBATH 1 JIIKBiyBaTH
0e3poliTTsi, arpapHe CYCHUIBCTBO, MIChKE  CYCILIBCTBO,
3aJ0BOJILHATH  TOTpeOW  BWKMBAHHS, TIHbOBA CKOHOMIKA,
HaMaraHHs, 3aKiHUyBaTHCA (YMMCh), OOCST BHPOOHHIITBA,
piBHOBara, MOMHUT i MPOIMO3UILisl, TIOXOANUTH, TPOIIOBA IOJITHKA,
¢iHaHCcOBa MOJNITHKA, OUIBII THYYKHH, OUIBII MpHUBaOIUBHIA,
3MEHIITYBaTH MOJATKU
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Exercise 33. Match the left and right parts to complete the

following sentences.

1. The demand for labour in an
economy

and eliminate
through
benefits and

a) to curtail
unemployment
increases in
government jobs.

2. Increased supply of goods
and services requires

b) to increase short—term
growth in the economy.

3. Monetary policy and fiscal
policy can both be used

c) is derived from the demand
for goods and services.

4. Involuntary unemployment
does not exist

d) generally fail, resulting only
in less output and more
inflation.

5. Markets reach equilibrium

e) more workers, increasing
employment.

6. The for

government is

tendency

f)  where
demand.

supply  equals

7. Attempts to reduce the level
of unemployment beyond the

g) in agrarian societies nor is it
formally recognized to exist in

natural rate of unemployment | underdeveloped but urban

societies.

Exercise 34. Fill in the blanks with appropriate
prepositions: of, to, in, for, to, with, of, while, to, per, of, at, for,
in, from, to.

1. Frictional unemployment is unemployment due ... the
time workers spend in job search. 2. A certain amount of
frictional unemployment is inevitable, ... two reasons. 3. One is
the constant process ... job creation and job destruction. 4. For
example, in Sweden ... 2004, out of an average 246,000 workers
counted as unemployed (corresponding ... an unemployment rate
of 5.5 per cent). 5. The economy is more productive if workers
take the time to find jobs that are well matched ... their skills, and
workers who are unemployed for a brief period ... searching for
the right job don’t experience great hardship. 6. In periods or

148


http://en.wikipedia.org/wiki/Inflation
http://en.wikipedia.org/wiki/Natural_rate_of_unemployment

regions ... higher unemployment, however, workers tend to be
jobless ... longer periods of time — suggesting that a smaller
share of unemployment is frictional. 7. In Germany, for instance,
where the unemployment rate in 2002 was 8.6 ... cent, 64.9 per
cent of workers were considered ‘long—term unemployed’ ... the
time. 8. ... years when the unemployment rate is low, most
unemployed workers are unemployed for only a short period. 9.
Frictional unemployment exists even when the number of people
seeking jobs is equal ... the number of jobs being offered. 10.
Sometimes, however, there is a persistent surplus ... job—seekers
in a particular labour market.

Exercise 35. Write out of the text 6 ten words that can
function both as nouns and verbs.

Exercise 36. Write 7 key questions to text 6. Ask your
groupmates to answer them.

Exercise 37. Choose the correct form of the verb in
brackets and comment on your choice.

1. In general, unemployment rates (will tend; tend; are
tending) to be lower for experienced workers than for
inexperienced workers. 2. Attempts to keep the unemployment
rate persistently low (have led; are leading; lead) not only to high
inflation but also to constantly accelerating inflation. 3. Those
who (give up; have given up; gave up) looking for work are not
officially counted among the unemployed. 4. Economists
(distinguish; are distinguished; have to distinguish) between
various types of unemployment. 5. During recessions the
unemployment rate (rose; would be rising; is rising); during
expansions it is falling. 6. Labour statistics (doesn’t include; don’t
include; is not included) information on underemployment—the
number of people who work but receive lower wages than they
would because they (are working; work; will work) fewer hours
or take lower—paying jobs. 7. Structural unemployment (has
involved; has to involve; involves) a mismatch between the
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sufficiently skilled workers looking for jobs and the vacancies
available.

Exercise 38. a) Match the following terms with the
definitions below.

classical unemployment, cyclical unemployment,
frictional unemployment, seasonal unemployment, structural
unemployment, voluntary unemployment
| P exists in trades or occupations where work
fluctuates according to the time of year. 2. ............... exists
when people choose not to work, often because they cannot find
jobs that pay enough money (e.g. more than social security
benefits). 3. ............... is temporary unemployment that arises
when people voluntarily leave a job to look for another one. 4.
............... is the loss of jobs caused when wages are too high.
S0 occurs during recessions, when the overall
demand for labour declines. 6. ............... occurs when the skills
of available workers do not match the jobs vacant.

Exercise 39. Use the above definitions to identify the
following situations.

Situation 1 I lost my job with 4,000 other
people when they closed down
the coal mine.

Situation 2 I work with a traveling circus in

the summer, but it’s just closed
for the winter.

Situation 3 The union went on strike for an
8% pay rise. They got it, but the
company laid off ten of us.

Situation 4 It’s crazy — the only jobs
available round here pay less
than | get from Social Security.

Situation 5 I’m a skilled electrician, but
there’s such a slump in the
construction industry right now
that I’'m out of work.
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Situation 6 I left my job last week after an
argument with my boss. I’'m sure
I can find something better.

Exercise 40. Read and translate text 7 using a dictionary.

Text 7. CHANGES IN LABOUR MARKET INSTITUTIONS
AND GOVERNMENT POLICIES

Unions that negotiate wages above the equilibrium level
can be a source of structural unemployment. Some economists
believe that strong trade unions are one reason for the high natural
rate of unemployment in Europe. In the United Kingdom, the
decline in union membership after 1980 may have been one
reason the natural rate of unemployment fell between the 1980s
and the 1990s.

Other institutional changes may also be at work. For
example, temporary employment agencies, which have
proliferated in recent years, have reduced frictional
unemployment by helping to match workers to jobs.
Technological change, coupled with labour market institutions,
can also play a role in affecting the natural rate of unemployment.
It may probably lead to an increase in the demand for skilled
workers who are familiar with the technology and a reduction in
the demand for unskilled workers. Economic theory predicts that
wages should increase for skilled workers and decrease for
unskilled workers. But if wages for unskilled workers cannot go
down — say, due to a binding minimum wage — increased
structural unemployment, and hence a higher rate of natural
unemployment, will result. A high minimum wage can cause
structural unemployment. Generous unemployment benefits can
increase both structural and frictional unemployment. So
government policies intended to help workers can have the
undesirable side-effect of raising the natural rate of
unemployment.

Some government policies, however, may reduce the
natural rate. Two examples are job training and employment
subsidies. Job — training programmes are supposed to provide
unemployed workers with skills that widen the range of jobs they
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can perform. Employment subsidies are payments either to
workers or to employers that provide a financial incentive to
accept or offer jobs.

Exercise 41. Give Ukrainian equivalents of the following
words and word combinations.

Point out; negotiate wages; decline in union membership;
be at work; temporary employment agency; proliferate; reduce;
match workers to jobs; affect; demand for skilled workers; due to
a binding minimum wage; generous unemployment benefits;
undesirable side—effect; job training programme; employment
subsidies; widen the range of jobs; provide a financial incentive.

Exercise 42. Comment on the following statements defining
if they are true or false.

1. Some government policies may reduce the natural rate of
unemployment. 2. A high minimum wage can cause structural
unemployment. 3. Temporary employment agencies are not
numerous and that is why they are not effective in reducing
frictional unemployment. 4. Trade unions cannot be a source of
structural unemployment. 5. Technological change, coupled with
labour market institutions, can also play a role in affecting the
natural rate of unemployment. 6. Technological change leads to a
decrease in the demand for skilled workers and a reduction in the
demand for unskilled workers.

Exercise 43. Write an outline of text 7. Use it to give the
gist of the text.

Exercise 44. Insert appropriate preposition where
necessary: with, for, in, within, to, above, at, for, of.

1. Public policy designed to help workers who lose their
jobs can lead ... structural unemployment as an unintended side—
effect. 2. Most economically advanced countries provide benefits
to laid—off workers as a way ... supporting them over until they
find a new job. 3. This generosity results ... the reduction of a
worker’s incentive to seek a new job. 4. While a sense of fairness
may call ... high unemployment benefits, some economists
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believe that unemployment benefits are one of the causes of
relatively high unemployment rates in continental Europe. 5. ...
the start of 2006, youth unemployment in France was over 20 per
cent—more than twice the overall rate of unemployment. 6. Full-
time work contracts in France make it very difficult ... employers
to make workers redundant. 7. To encourage employers to hire
more young people, in’ January 2006 the French government
introduced special flexible work contracts for workers aged 18—
25 that would allow an employer to terminate a contract ... two
years. 8. However, unions immediately responded to this policy
... even more protests and strikes. 9. Efficiency wages are wages
that employers set ... the equilibrium wage rate as an incentive
for better performance.

Exercise 45. Translate the following sentences in writing.

1. Both private—sector economists and government agencies
need estimates of the natural rate of unemployment for forecasts
and policy analyses. 2. Almost all these estimates show the UK
natural rate rising and falling over time: it was 3.8 per cent during
1969-73, rose to 9.5 per cent by the early 1980s, then fell to 5.7
per cent by the end of the 1990s. 3. The fluctuations in the UK’s
natural rate of unemployment are far from unique. 4. Other
countries in Europe have experienced even larger swings in their
natural rates. 5. The most important factors causing changes in
the natural rate of unemployment are changes in the
characteristics of the labour force, changes in labour market
institutions, changes in government policies and changes in
productivity. 6. In general, unemployment rates tend to be lower
for experienced workers than for inexperienced workers and as
experienced workers tend to stay in a given job longer than do
inexperienced workers, they have lower frictional unemployment.

Exercise 46. Match the following English - Ukrainian
equivalents. Make up your own sentences using them.

1. lack of financial resources a) MepenKou sl iMMirparii

2. to conduct a study b)  30uTbIIEHHS  KUIBKOCTI
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po0oUYUX MiCITh

3. to meet financial | ¢) mpoBoaUTH JOCTIKEHHS
obligations

4. increase in the number of | d) 36epiratu icHyroui poboui

jobs Micis

5. obstacles to immigration €) BiACYTHICTH (DiHAHCOBUX
pecypciB

6. to reduce the economy’s | f) anbrepHaTuBHUI BHOIp Mix

efficiency CKOHOMIYHOK e()EeKTHBHICTIO 1
0e3po0ITTIM

7. a tradeoff between | g) BukoHyBaTH  (piHAHCOBI
economic  efficiency  and | 3000B’s3aHHs
unemployment

8. to preserve existing jobs h) 3meHmyBatu e(eKTHBHICTH
E€KOHOMIKH

Exercise 47. Write verbs corresponding to the nouns
below. Compose phrases with either verbs or nouns. Follow the
Model.

Model: competition, n. — compete, v.; compete for customers,
to face tough competition

competition; payment; loss; measurement; reduction; analysis;
protectionism; forecast; immigration; encouragement; increase;
production; employment; failure; occupation; government;
estimation; productivity; fluctuation.

Exercise 48. Change the sentences from the Active to
Passive Voice after the model.

Model: We found jobs for most of the students. — Jobs were
found for most of the students.

1. Most economically advanced countries provide benefits
to laid—off workers until they find a new job. 2. Employment
agencies have reduced frictional unemployment by helping to
match workers to jobs. 3. Unemployment can cause
underemployment. 4. An economy with high unemployment is
not using all the available resources. 5. In 1979 Dr. M. Brenner
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conducted a study on the "Influence of the Social Environment on
Psychology.” 6. Many UK businesses have recently relocated
their call centres abroad. 7. Different countries experience
different levels of unemployment. 8. Some government policies
may reduce the natural rate of unemployment. 9. Employers
should increase wages for skilled workers.

Exercise 49. Learn the vocabulary to the text 8 .

conform (to) — 1. BianoBizaT (YOMYCh); 2. MOrOKYBATUCS

eXCESS — HaITUIIIOK, HAIMIp

inaccurate — HeTOYHMI

incarcerate — yB’s;3HIOBaTH

discourage — 3HEOX0uyBaTH, BiIOMBATH OXOTY

self-employed — Toii, 1m0 3ailiMaeThCs IHIAWBITYaIBHOO
TPYAOBOIO MISITHHICTIO

retirees - nmexcionepu

worthwhile — BapTwif; 1110 qa€ pesyapTart

Exercise 50. Read and translate the text.

Text 8. LIMITATIONS OF THE UNEMPLOYMENT
DEFINITIONS

The statistical office of the European Union, Eurostat,
defines unemployed as those persons aged 15 to 74 who are not
working, have looked for work in the last four weeks, and ready
to start work within two weeks, which conform to ILO? standards.
Eurostat also includes a long-term unemployment rate. This is
defined as part of the unemployed who have been unemployed for
an excess of 1 year.

The unemployment figures indicate how many are not
working but seeking employment for pay. It is only indirectly
connected with the number of people who are actually not
working at all or working without pay. Therefore, critics believe
that current methods of measuring unemployment are inaccurate
in terms of the impact of unemployment on people as these
methods do not take into account the available working
population incarcerated in prisons (who may or may not be
working while incarcerated), those who have lost their jobs and
have become discouraged over time from actively looking for
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work, those who are self-employed or wish to become self—
employed, such as tradesmen or building contractors or IT
consultants, those who have retired before the official retirement
age but would still like to work (involuntary early retirees), those
on disability pensions who, while not possessing full health, still
wish to work in occupations suitable for their medical conditions,
those who would like to work full-time. These people are
"involuntary part-time" workers, those who are underemployed,
e.g., a computer programmer who is working in a retail store until
he can find a permanent job.

Exercise 51. Give English equivalents of the following
word combinations.

JaBati BH3Ha4YeHHs, WIyKaTH poOOTYy; BiANOBiaTH
CTaHAapTaM; BILIMB €KOHOMIKHM; HETOUHUH IOKAa3HUK; OL[IHIOBATH
piBeHb 0e3po0ITTS; OpaTd [0 yBard; TOH, IO 3aWMaEThCS
IHIUBITYaTbHOIO TPYAOBOIO MISITIGHICTIO; BUXIM y BiACTaBKY (Ha
MEHCII0); TEHCiS 3a IHBaJiOHICTIO; MpalfOBaTH TOBHWH [/
HETIOBHUY poOOYMH JCHB; BiJIaBaTH TIepeBary

Exercise 52. Comment on the following statements defining
if they are true or false.

1. Eurostat defines a long-term unemployment as part of
the unemployed who have been unemployed for an excess of 1
year. 2. Eurostat’s methods of defining unemployment do not
conform to ILO standards. 3. Critics believe that current methods
of measuring unemployment are inaccurate in terms of the impact
of unemployment on people. 4. The unemployment figures
indicate how many are not working and are not seeking
employment. 5. Current methods of measuring unemployment do
not take into account the available working population
incarcerated in prisons, and those who have retired before the
official retirement age but would still like to work.

Exercise 53. Write questions to the italicized parts of
sentences. Ask your groupmates to answer them.

1. Eurostat is the statistical office of the European Union
gathering, analyzing and reporting information on the
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unemployed. 2. Eurostat’s definition of the unemployed as
persons aged 15 to 74 who are not working, have looked for work
in the last four weeks, and ready to start work within two weeks
conforms to ILO standards. 3. The unemployment rate may be
different from the impact of the economy on people. 4. The
unemployment figures indicate how many are not working but
seeking employment for pay. 5. Critics believe that current
methods of measuring unemployment are inaccurate. 6. These
methods do not take into account the available working
population incarcerated in prisons, those who are self-employed
or wish to become self-employed, those who have retired before
the official retirement age but would still like to work. 7. These
people are “involuntary part-time" workers, those who are
underemployed.

Exercise 54. Translate the sentences paying attention to the
meaning of the word ‘for’.

1. Information resources are too scarce for statistics to
avoid compromises. 2. Smaller firms have for some time been
believed to be at a disadvantage compared with large firms when
they need to borrow. 3. Present-day economists do not
distinguish profit from rent, for they think capital to compromise
various kinds of property, land in particular. 4. Many economists
specialize in a particular branch of the subject, for instance, urban
economics studies city problems, land use, transport, and housing.
5. People can hold money to finance some future purchase
without loss of purchasing power, for money serves as a store of
value. 6. With the creation of the Internet the ability for an
individual to become self-employed has increased dramatically.

Exercise 55. Learn the vocabulary.

credentials — 1. manjart; 2. atecrar; 3. IOBHOBAKECHHS
recognize — Bu3HaBaTu

accept — npuliMaTH; BU3HABATH

menial — Hu3BKOOILTAYyBaAHHIA

prevalent — mommpeHmii; epeBaKHUIA

stagnation — 3acriif; 3aCTiHICTh, CTarHALIIS
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Exercise 56. Read, translate and give the gist of the text.

Text 9. UNDERUTILIZATION OF SKILLS

Underemployment describes the employment of workers
with high skill levels in low—wage jobs that do not require such
abilities. For example, someone with a college degree may be
tending bar or driving a cab. This may result from the existence of
unemployment, which makes workers with bills to pay (and
responsibilities) take almost any jobs available, even if they do
not use their full talents. This can also occur with individuals who
are being discriminated against, lack appropriate trade
certification or academic degrees (such as a high school or college
diploma), have disabilities, or have served time in prison. Two
common situations which can lead to underemployment are
immigrants and new graduates. When highly—trained immigrants
arrive in a country, their foreign credentials may not be
recognized or accepted in their new country, or they may have to
do a lengthy or costly re—credentialing process. As a result, when
doctors or engineers from non-Western countries immigrate, they
may be unable to work in their profession, and they may have to
seek menial work. New college or university graduates may also
face underemployment, because even though they have completed
the technical training for a given field for which there is a good
job market, they lack experience. As a result, a recent graduate
with a Master’s degree in accounting may have to work in a low—
paid job until they are able to find work in their field. A related
kind of underemployment refers to “involuntary part—time"
workers. These are workers who could (and would like to) be
working for the standard work—week (typically full-time
employment means 40 hours per week in the United States) who
can only find part-time work. Underemployment is more
prevalent during times of economic stagnation (during recessions
or depressions).

Exercise 57. Translate into Ukrainian the following
phrases and use them in your own sentences.

Workers with high skill levels, to require abilities, a college
degree, to result from, bills to pay, jobs available, to lack
appropriate trade certification, to lead to underemployment, as a
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result, to work in one’s profession, to seek menial work, to face
underemployment, a Master’s degree in accounting, to work in a
low—paid, part-time workers, full-time employment, 40 hours per
week, during times of economic stagnation.

Exercise 58. Divide the text into paragraphs; express the
main idea of each paragraph by one sentence.

Exercise 59. Complete the following sentences using the
information of text 9.

1. Underemployment means ... . 2. Underemployment may
result from ... . 3. The other reasons for underutilization of skills
may be ... . 4. The other two common situations leading to
underemployment are ... . 5. Highly—trained immigrants may be
unable to work in their profession because ... . 6. New college or
university graduates may have to work in low—paid jobs as they
... . 7. Underemployment also includes ... . 8. Underemployment
is typical of the period of ... .

Exercise 60. Translate the sentences paying attention to the
word ‘one’.

1. Everyone can find himself in one of three situations:
employed, or unemployed, or out of the labour force. 2. One thing
in which workers are different is human capital. 3. A worker in
the United Kingdom earns more than the one in India. 4. If, with a
change of price, the supply increases by less than one per cent, it
is called inelastic. 5. One should know that present—day
economists, unlike economists of the 19™ century, include land in
capital. 6. Many people who do not get a new job after quitting
the old one often leave the labour force to return to school, to
work in a family garden, or for other purposes.

Exercise 61. Match the left and right parts to complete
following sentences.

1. Self-employment is | a) to become self-employed
working has increased dramatically.

2. With the creation of the | b) being a business owner.
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Internet the ability for an
individual

3. To be self-employed, an
individual is normally

C) taxes payable to central and
local governments.

4. Self-employed people can
also be referred to

d) for one’s self rather than for
another person or company.

5. To be self-employed is not
the same as

e) highly skilled in a trade or
has a niche product or service
for their local community.

6. It is said that 1 out of 5 new
businesses fails within the first
few years

f) as people who work for
themselves instead of an
employer, but drawing income
from a trade or business that
they operate personally.

7. A self-employed person
may be subject to

g) but success or failure in a
business cannot be accurately
predicted.

Exercise 62. Learn the vocabulary to the text 10.

welfare - - 1o6pobyT
benefit — moomora
alleviate — mosnermryBatu

hardships — Tpyamori; TsbKKe BUIPOOYyBaHHS
ensure — rapadTyBaTH, 3a0e3MedyBaTH

previous — momepemHiit

qualify — orpumyBaTH nipaBo (Ha I10Ch)
reside — mposKUBaTH, KUTH (1ECh)

respective — BinmosigHuit

design — mpu3HavatH (3a31aJI€TiIb)
citizen — rpoMasIHUH, TPOMaISHKA

eligibility -

BiJIIOBIIHICT;
MIPaBOYUHHICTh

BIAMOBIAHICTE BHMOIaM;

generate — COpUYUHSATH, BUKIUKATH, CTBOPIOBATH
controversial — criipHuii, TUCKyCITHUI

premise — repeaymMoBa
recipient — onep>xyBadu
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Exercise 63. Read and translate text 10.

Text 10. Unemployment benefits

In many countries the unemployed are given aids as part of
the social welfare. These unemployment benefits include
unemployment insurance, welfare, unemployment compensation
and subsidies to aid in retraining. The main goal of these
programs is to alleviate short-term hardships and, more
importantly, to allow workers more time to search for a job.

Only those registered as unemployed generally get
unemployment benefits and often on conditions ensuring that they
seek work and do not currently have a job. In some countries, a
significant proportion of unemployment benefits are distributed
by trade/ labour unions.

In Canada the system is now known as Employment
Insurance (EI). Canadian workers pay premiums of 1.73% of
insured earnings in return for benefits if they lose their jobs. The
amount a person receives and how long they can stay on EI varies
with their previous salary, how long they were working, and the
unemployment rate in their area.

In the U.S. the unemployment insurance one receives is
based solely on previous income (not time worked, family size,
etc.) and usually compensates for one-third of one’s previous
income. To qualify, one must reside in their respective state for at
least a year and, of course, work. The system was established by
the Social Security Act of 1935.

In Australia, the social security benefits system is designed
to support citizens no matter how long they have been
unemployed for and is funded through the income tax system and
distributed throughout the nation by Centrelink. There are two
types of payment available to those experiencing unemployment.
The first, called Youth Allowance, is paid to young people aged
16-24. The second kind of payment is called Newstart Allowance
and is paid to unemployed people over the age of 21 and under
the pension eligibility age.

This system has much been criticized on the grounds that
welfare generates a ‘culture of welfare dependence’. In recent
years the governments have increased the requirements, providing
for controversial schemes such as Work for the Dole, which
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requires that people on benefits for 6 months or longer work
voluntarily for a community organization to increase their skills
and job prospects. There are other options available, the basic
premise being to keep the welfare recipient active and involved in
seeking full-time work.

Exercise 64. Answer the questions on text 10.

1. Do countries provide for social welfare of the
unemployed? 2. What do these unemployment benefits include?
3. What is the main goal of these programs? 4. Who can qualify
for unemployment benefits? 5. How are unemployment benefits
distributed generally? 6. What is this system like in Canada? 7.
What is the unemployment insurance in the U.S. based on? 8.
How is the social security benefits system in Australia designed?
9. Why have the governments in recent years increased the
requirements, providing for schemes such as Work for the Dole?
What is the basic premise of such schemes? 10. What do you
know about the social welfare system of the unemployed
provided by the government in your country? 11. What
requirements must a person meet to qualify for the unemployment
benefits? 12. Do you think there are certain disadvantages about
the system? How can it be improved to your mind?

Exercise 65. Match the English - Ukrainian equivalents.

Make up your own sentences using these phrases.

1. social welfare a) MOJICTITYBATH TPYIHOIT

2. unemployment insurance b) monepeaHii 10Xia

3. alleviate hardships C) CTBOPIOBAaTH / MPH3HAYATH
CHCTEMY

4. Work for the Dole d) cTBOpIOBATH 3aJISKHICT

5. previous income €) CTpaxyBaHHs Yy 3B’SI3Ky 3
0e3podiITTsIM

6. establish / design a system f) mpaBo oTpuMaHHS TEHCIi 3a
BiKOM

7. support citizens g) colliaibHe 3a0e3MmeYeHHs!

8. experience unemployment h) rpomanceki OGuaropiiiHi
pobotu
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9. pension eligibility age 1) miATpUMYBaTH TPOMAJISIH

10. generate dependence j) 3a3HaBaTH 6€3p0OOITTS

Exercise 66. Fill in the blanks with the appropriate phrases
from suggested below to complete the sentences:

work voluntarily for; to alleviate short—term hardships;
trade/labour unions; those registered as unemployed; is based
solely on; previous salary; as Employment Insurance; the age
of 21 and under the pension eligibility age; to search for a job;
the Social Security Act of 1935; experiencing unemployment.

1. In Canada the system is now known ... . 2. The main
goal of these programs is ... and to allow workers more time ... .
3. The amount a person receives varies with their ..., how long
they were working, and the unemployment rate in their area. 4.
Unemployment benefits are generally given only to .... 5. The
system was established by ... . 6. In the U.S. the unemployment
insurance ... previous income and usually compensates for one—
third of it. 7. In some countries, a significant proportion of
unemployment benefits are distributed by ... . 8. There are two
types of payment available to those ... in Australia. 9. Newstart
Allowance is paid to unemployed people over ... . 10. In recent
years the governments have increased the requirements so that
people on benefits for 6 months or longer ... a community
organization.

Exercise 67. Speak on:
a) the unemployment benefits in Ukraine;
b) the unemployment benefits in other countries.

Exercise 68. Complete the sentences with the modal verbs
expressing supposition may, might, must, can, could. Their
negative forms are also possible. Translate the sentences.

1. The figures on the unemployment rate ... be accurate. 2.
Under normal circumstances I ... have been aware of such a job
contract. 3. Our competitor’s products disappeared from the
market. They ... have concentrated on another market segment. 4.
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I’m not sure these data are accurate. There ... have been a kind of
mistake. 5. We believe the negative effect on the economy ... not
be as great as some bankers say. 6. To my mind, full
unemployment ... never be achieved. 7. Western techniques ...
help social workers design and manage social programmes. 8.
You ... be promoted to the Purchasing Manager, he has not
retired yet.

Exercise 69. Read text 11, analyze the benefits and choose
among them three the most and one the least important; discuss
your point of view with the groupmates.

TEXT 11. THE COMPENSATION PACKAGE

There are several basic areas of job offer evaluation such as
compensation, status, career perspectives, levels of responsibility,
etc. Compensation, of course, will be one of the key factors in
your decision whether to accept or reject the offer. While we
typically think of fringe benefits * as basic insurance coverage, a
good benefits plan includes many supplementary perks
(perquisites) that offer very attractive and competitive additions.
To show how complicated it could be, let us just name the major
parts of well-designed compensation package: base salary, bonus
system, company car, relocation assistance, medical insurance,
accidental death insurance, business travel insurance, disability
insurance, vacation, holidays, sick/personal days, pension plans,
profit sharing, stock options, tuition reimbursement, employee
assistance programmes, overtime, travel premiums, parking
reimbursement, commuting cost reimbursement, expense
coverage, etc., or nearly 30 items. This complicated compensation
package structure is more widely applied among international
employers.

The main reason for such complexity is the taxation system
of the country in which international employers operate. It is
better to cut base salaries and to create additional monetary
advantages which are usually not taxed. Ukrainian companies
prefer to operate with “black cash”, and this is why they usually
offer a very primitive compensation structure consisting primarily
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of a basic salary and bonuses. In this case, money is the first issue
that needs to be resolved.

There are some more details other than money that need to
be evaluated before accepting a job offer. These non-monetary
factors, such as your new position title, education and training,
promotion opportunities, home equipment usage or travel
frequency, are very important and must be carefully examined.
Concentrate on key items and forget about the small perks, such
as paid lunches or free water. Otherwise you will miss important
things, and the employer will understand that you are interested in
compensation more than in job content.

Exercise 70. Compose a brief essay (approximately 100
words) about a typical compensation package received by the
employees in Ukraine: a) on the government job; b) in a private
business.

Exercise 71. Speak on:

1.Types of unemployment.

2. Changes in labour market and governmental policies.
3. Benefits due to unemployment.
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	Exercise 26. Read, translate and give the gist of text 6.
	Text 6. BUSINESS WRITING: PRINCIPLES TO KEEP IN MIND
	Exercise 14.  Use these word combinations in the sentences of your own: take a long-term view; establish a good rapport; avoid misunderstanding; introduce new arguments; offer a range of alternatives; check understanding; further action; complicate a ...
	Exercise 15. Discuss in small groups the following issues.
	1. The importance of thorough planning your negotiating tactics.
	2. Ice-breakers and bridge-builders that can give a smoother start to a negotiation process.
	3. The importance of having strong communication skills.
	4. The language of negotiation.
	Exercise 16. Learn the vocabulary to text 3.
	tip - порада
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	Overview of the Negotiation Process Negotiating is the process by which two or more parties with different needs and goals work to find a mutually acceptable solution to an issue.  Because negotiating is an inter-personal process, each negotiating sit...
	Viewing Negotiation as Confrontational  Negotiation need not be confrontational.  In fact effective negotiation is characterized by the parties working together to find a solution, rather than each party trying to WIN the contest of wills.  Keep in mi...
	Trying to Win at All Costs If you "win" there must be a loser, and that can create more difficulty down the road.  The best perspective in negotiation is to try to find a solution where both parties "win".  Try not to view negotiation as a contest tha...
	Becoming Emotional It's normal to become emotional during negotiation that is important.  However, as we get more emotional, we are less able to channel our negotiating behaviour in constructive ways.  It is important to maintain control.
	Not Trying to Understand the Other Person  Since we are trying to find a solution acceptable to both parties, we need to understand the other person's needs, and wants with respect to the issue.  If we don't know what the person needs or wants, we wil...
	Focusing on Personalities, not Issues Particularly with people we don't like much, we have a tendency to get off track by focusing on how difficult or obnoxious the person seems.  Once this happens, effective negotiation is impossible.  It is importan...
	Blaming the Other Person In any conflict or negotiation, each party contributes, for better or worse.  If you blame the other person for the difficulty you will create an angry situation.  If you take responsibility for the problem, you will create a ...
	State Your Needs The other person needs to know what you need.  It is important to state not only what you need but why you need it.  Often disagreement may exist regarding the method for solving an issue, but not about the overall goal.
	Prepare Options Beforehand Before entering into a negotiating session, prepare some options that you can suggest if our preferred solution is not acceptable.  Anticipate why the other person may resist your suggestion, and be prepared to counter with ...
	Don't Argue Negotiating is about finding solutions...Arguing is about trying to prove the other person wrong when no progress gets made.  Don't waste time arguing.  If you disagree with something state your disagreement in a gentle but assertive way. ...
	Consider Timing There are good times to negotiate and bad times.  Bad times include those situations where there is:

	Exercise 23. Learn the vocabulary to text 4.
	Exercise 24. Read, translate and give the gist of text 5.
	Text 5. THINGS YOU SHOULD NEVER SAY WHILE NEGOTIATING
	Exercise 29. Translate text 5 in writing.
	Text 5. NEGOTIATING SUCCESSFULLY
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	Exercise 47. Do this quiz about body language when giving a presentation. Sometimes more than one answer is possible.
	1. How should you stand?
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	2. What should you do with your hands?
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	Exercise 49. Complete the sentences with the following words: back, covered, discussing, inform, leads, main points, sum up,            wanted.
	1. Let me now summarize the ... . 2. We will be ... our sales targets today. 3. In my talk I'll ... you about new marketing techniques. 4. Before I move on, let me just ... what I've said so far. 5. I think we have ... everything for today. 6. OK, tha...
	Exercise 50. Memorize how to emphasize important points.
	What we should do is talk about intercultural problems.
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	TEXT 6. Involuntary unemployment
	Text 8. LIMITATIONS OF THE UNEMPLOYMENT
	DEFINITIONS

	Text 9. Underutilization of skills

	Text 10. Unemployment benefits
	ENGLISH FOR INTERNATIONAL BUSINESS COMMUNICATION


