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Beryn

HaBuanpHOo-MeTOmMUHUNM  TociOHMK  «J/limoBa  aHrjiilichka  MOBay
OpU3HAYeHO IS CTyAeHTIB chemianbHocTi  «llepexman» 1 CTyAeHTIB
€KOHOMIYHHUX CIeIiaTbHOCTEH.

MeToro MOCIOHMKA € JIONOMOTa CTYACHTaM y 3aCBOEHHI IMEBHUX (POHOBHX
3HaHb, O3HAMOMJICHH1 31 CHEIIaJbHOI TEPMIHOJIOTIEID JUIOBOTO MOBJICHHS,
BJIOCKOHAJIEHH1 BMIHb 1 HABUYOK MPAKTUYHOTO BOJIOIIHHS aHTJIIHCHKOIO MOBOIO.

[TociOHMK, TOOY/IOBaHMI 3a TEMAaTHYHUM IPUHIIAIIOM, BKIIOYAaE B ceOe
JeB’SITh PO3AUTIB: poOOTa, 3amoyaTKyBaHHs HOBOro Oi3Hecy, Oi3Hec-TuIaH,
MEHEDKMEHT, JUIOBE JIMCTYBAaHHS, II€PEroBOPH, IMPE3eHTallli, KOHTPAKTH,
TIIJIOBUM €THKET.

[TociOHUK Mae YiTKY CTPYKTYPY: KOKHUU PO3[LT CKIIAIAEThCS 31 CIHUCKY
CJIIB, K1 CTIPUSIOTH 3aCBOEHHIO OCHOBHOTO TEKCTY, Ta TPEHYBAIBHHUX 1 TBOPUHUX
BIIPaB, CIPSIMOBAHUX Ha OBOJIOAIHHS HOBOIO JIEKCUKOIO.

V kiHIll TOCIOHUK MICTUTH AHTJIO-YKPATHCHKHM Ta YKPaiHChKO-aHTI1ACHKUH
CJIOBHUKHU JIUJIOBOi JIEKCHKH, $Ka 3yCTPIUYA€ThCS B TEKCTaX Ta 3aBlIaHHAX
nociOHUKa.



Unit 1. Employment
Active Words and Phrases

abbreviation — abpesiamypa; ckopouenns

additional practice — oooamkosa npaxmuxa

applicant — zassnux,; moti, xmo nooac 3asn8y

apply for a job — zeepmamucs 3 3as6or0 npo npuitom na po6omy
appointment — npusnauenns (na nocaoy)

available — nasenui

curriculum vitae (CV) — pesrome

determine — susznauamu, ecmanosnosamu

education — ocsima

effectively — egpexmueno

hire — naitmamu; 3anpowysamu na pobomy

interview — cnisbecioa

job advertisement (want ad) — oconowenns npo nputiom na pobomy
job interests and concerns — poboma, sixa yixasumeo

job search — nowyx pobomu

method — memoo; cnocio

network — mepeorca

offer — nponosuuyis

pay — sapobimua niama

prefer — nadasamu nepesaey

preferred qualifications — 6aorcani sumocu do rkeanigixayii
require — sumacamu

required qualifications — 0606 ‘s13x06i 6umozu do rkeanigixayii
salary — zapobimna niama

successful — ycniwnui

trade journal — canyzesuii sorcypran

vacancCy — eakaHcis

work experience — doceio pobomu

working conditions — ymosu pobomu

working hours — po6ouuii uac

The Kind of Job You Want
The first step in a successful search for a job is to decide on the kind of job

you want and the kind you are qualified for. This means that first you should
answer the questions “What can I do well?” and “What do I really want to do?”

Begin by thinking about the work you can do. Include work you have been

trained to do, work you have actually done, and work you enjoy doing.
Therefore, you have to answer some questions:

¢ Do you like to work with your hands?
e Do you like to work outdoors?
4



¢ Do you like to work with others?

Next, talk to as many people as possible about your job interests and
concerns. Talk to your friends, neighbours, and your family or relatives. These
contacts may help you to get more information about different jobs; to form a
“network” of people interested in helping you; to find people who work (or who
know people who work) in the area of your interest; each discussion will give
you additional practice in expressing yourself.

Now when you know the kind of job you want, the next question to answer
is “Where can I find that job?”.

People use many methods of finding a job. They answer job
advertisements (want ads), or apply directly to employers. Of course, some
methods are better than others are.

“Want Ads”

“Want ads” are job advertisements you can find in the classified
advertising section of newspapers, professional or trade journals.

You should read the “want ads” at least for two reasons:

¢ to learn more general information about jobs available;

e to learn specific information about a particular job that is of interest to
you.

The ad may tell you about the education and work experience required for
the job, the location of the job, the working hours, and the pay. It also tells you
how to apply for that particular job.

Some “want ads™ say that certain qualifications are required, while other
qualifications are preferred or hoped for. The employer will try to find someone
who has all of the required and preferred qualifications. However, no one has
all the qualifications that the employer requires and prefers, he may hire
someone who has only some of those qualifications. It is usually best to apply
only for jobs for which you have at least all the required qualifications.
However, this is not always true.

Not all “want ads” are easy to read. The longer a “want ad” is, the more
money it costs to print. In order to save money, employers leave unnecessary
words out of the advertisement. They also use abbreviations.

There are many good reasons for using the “want ads” in your job search.
The following suggestions will help you use “want ads” effectively:

e Remember that “want ads” are only one of the methods you may use.
Save time to use other methods.

Reading all the “want ads” you will learn useful general information.
Avoid ads that make unrealistic offers.

Analyse ads that are of interest to you.

Determine your qualifications for that job.

Act quickly, effectively and stay cheerful!

Exercises
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1. Answer the following questions:

1. What is the first step in a successful search for a job?

2. What questions do you have to answer in order to decide what kind of
work you can do?

3. Why is it necessary to talk to as many people as possible about your
job interests and concerns?

4. What methods of finding a job are mentioned in the text?

5. Where can one find job advertisements?

6. What are two reasons for reading “want ads”?

7. What information can a job advertisement contain?

8. What is the difference between required and preferred qualifications?

9. Why is it sometimes difficult to read “want ads™?

10. Remember all the suggestions that can help you use “want ads”

effectively.

2. Give explanations to the following words.
Qualifications, network, appointment, abbreviation, method, offer.

3. Use the following words to complete the text.

job requirements | candidate job advertisement experience

job vacancy interview job title career prospects

personal details |covering letter |resume salary

short list appointment working conditions |qualifications

The company usually advertises the j Vv in a newspaper. The

J a usually gives the j t and describes the j
r . It sometimes gives the s and gives the description of the w
C and ¢ P as well.

The applicant then sends ina ¢ | and ar or curriculum
vitae, which gives p d and lists ¢ and e . The company
then makes a s I of the most suitable candidates and invites them for
an i . The company then chooses the best ¢ and makes an a :

4. Phrasal verbs.

get across | to succeed in communicating an idea or piece of information to
someone, or to be communicated successfully

get ahead | to be successful and do better than other people in a job or work
get at to discover information, especially the truth about a situation
get behind | if you get behind with a job, payments, rent etc., you do not do
or pay as much of it as you should have by a particular time

get into to begin to be involved in doing something

get out If information gets out, a lot of people then know it although it
Is meant to be secret

get over to successfully deal with a problem or difficulty

get through | to do an amount of work




Fill in the correct preposition:

1. Itis important that we get this message __ to voters.

2. | was determined to get ____ the truth.

3. You can always catch up later if you get .

4. She was starting to get ___ politics.

5. She soon found that it was not easy to get ____in the movie business.
6. We have to make absolutely certain that none of this gets .

7. 1 do not know how we’re going to get  this problem.

8. We have got __ half the application forms this morning.

5. Read and discuss sample “want ads”. Which of them do you think you
should ignore? Why?

A. The KYIV POST is looking for a
Marketing Associate

Young and provocative person with social networking basic experience and
good command of English.

Requirements:

e marketing background;

e experience in media marketing;

e positive “can do” attitude;

e experienced PC user, advanced user of Windows, good knowledge of
Microsoft Office (including Power Point).

e Duties and responsibilities:

e promotion of the Kyiv Post on Facebook, Twitter (70 per cent of time);

e marketing activities assistance (30 per cent of time): planning and
organising events, special projects preparation, ad campaigns, creating
advertisements and announcements in cooperation with designer, website
administration, work with charity projects and media partnerships.

We need someone who is: proactive, dutiful, creative, gifted, people-
oriented, results-oriented, and stress-resistant.

To apply:

Please send your CVs and cover letters with desirable salary to
hr@kyivpost.com; indicate the job title in the message subject.

B. Position Title:
Library Outreach Coordinator

IREX seeks a qualified professional to fill the position of Library Outreach
Coordinator for the Bibliomist programme. This position will serve as a liaison
with libraries that are a part of the Bibliomist programme or are interested in
participating. This position requires a librarianship background and will be
located in Kyiv.

Description of Responsibilities:



e coordinate contests to select libraries to participate in the Bibliomist
programme;

e serve as the primary Bibliomist liaison with rayon and city library
systems participating in the Bibliomist programme;

e assist the Partnerships Coordinator in tracking programme developments
on the oblast-level through coordination with the programme’s oblast
representatives;

e advise the team on various aspects of the relationship between
Bibliomist and libraries and on issue related to library development in Ukraine.

Qualifications:

Candidates must have at least two-year experience working as a librarian in
Ukraine, with direct experience providing innovative library services to users
and have a strong command of English.

A full description of responsibilities and required qualifications can be
found at http://www.bibliomist.org/news/news23.htm.

To apply:

Please email your cover letter and resume in English and salary history
with the subject line “CDS/LOC/MU” to resumes.gl@irex.ua.

C. Do you want to earn big $$$?

$ 1,000 EVERY WEEK!
For life! Work at home, simple, safe, guaranteed!
Write P.O. Box 1234, Dept. 524,
Palm Lakes, 22334

6. Write your own job advertisement.



mailto:resumes.gl@irex.ua

Unit 2. Starting a New Business
Active Words and Phrases

according to — eionosiono 0o

affect — enusamu

arrange — 0omosnsmucs, ynopsoKogyeamu

assessment — oyinxa

career — kap ‘epa

carry out — sukonysamu

city council — micora paoa

competition — konxypenyis

cost — eapmicmo

decline — smenwysamucs; imu na cnao, sioxunrsamu

diffuse — nowuprosamu

due to — 3aeo0sku, enacniook

efficiency — egpexmusnicmo

entrepreneur — nionpuemeys

entrepreneurship — nionpuemnuymeo

face — simxamucs

fail — 3aznasamu neeoaui

financial losses — ghinancosi 36umxu

hands-on — npaxmuunui

hired manager — naiimanuit menedcep

industries — ecanysi npomucrosocmi

innovation — nososesedenns, payionanizayis

investment — ineecmyesanms, Kanimaio6KIAOeHH s

large business — senuxuii 6iznec

make a decision — nputimamu piwernns

market — punox

meet an objective — docsieamu memu

operate — kepysamu, npayosamu

output — supobimox (npoodykuyii)

OWN — so100imu

profit — npubymox

property — mauno

responsible — sionosioanvruii

revenue — npubymox

seek — wyxamu, domacamucs

service — nocnyea

share — oons1, wacmka

similar — cxoorcuit

small business — nesenuxui 6iznec

start a company — zacuygamu KOMNauiro
9



steady income — cmabinbnuti npubymox
tax — nooamox

tremendous — eeruuesnuil

unlimited — neobmesncenu

How to Start and Operate a Business

There are numerous reasons that make people think about owning a
business of their own. Personal independence, unlimited profit potential, the
opportunity to work at something that they really love and at hours they choose
are some of the reasons people have given for trying entrepreneurship. Many
business leaders begin their careers as entrepreneurs after four years of
undergraduate college training and even additional graduate school training.

Many colleges now offer programmes that teach students how to start and
operate a business. Basic information is combined with hands-on experience
and the advice of successful business consultants. These programmes help
potential entrepreneurs to decide whether their own ideas are good and how to
follow through with them. With the high rate of business failure, this approach
can prevent personal financial losses.

A common way to learn about a business, and the opportunities for starting
one similar to it, is to learn while working for someone else. It provides a source
of steady income to people while they are planning to start their own business.
About 50 per cent of entrepreneurs start their businesses in industries in which
they have some experience.

Evidence shows that people who come from families whose members were
in business themselves are more likely to start their own companies.
Unfortunately, the record shows that two out of three new businesses fail within
their first four years.

Risks and Benefits of Starting a New Business

According to the report “The State of Small Business”, the share of small
business output has been declining since the early 1960s. Large companies, in
part due to their efficiency, have taken over markets that previously belonged to
small businesses. Nevertheless, estimates showed that small businesses, defined
by the Internal Revenue Service as businesses having fewer than 500 employees,
accounted for 39 per cent of all the goods and services produced in America.

According to the report, small businesses face many other problems. Bad
economic times affect small businesses more than they do big businesses. In
addition, small business profits tend to fall faster, and small businesses are more
likely to fail. According to the President’s report, “The larger the firm is, the
better chance it has of surviving”. The report also said, “A firm with 21-50
employees has a 54 per cent chance of surviving four years. A firm of under 20
employees has a 37 per cent chance of surviving four years”.

What are the problems that small businesses face now? The National
Federation of Independent Business reported that the four top problems small
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businesses facing at the time were taxes, slow sales, the high cost of borrowing
money and competition from other businesses. On the bright side, the
innovativeness of entrepreneurs in small businesses is likely to enable a small
business to react quickly and successfully to changing times. The report points
out that 80 per cent of new jobs are provided by businesses with 100 or fewer
employees. Small businesses produce twice as many innovations per employee
as larger firms. Those innovations are the source of new jobs and new
opportunities for entrepreneurs.

Where is entrepreneurship most likely to be welcomed? The answer is in a
small business. In fact, the word “entreprencur” is frequently used to define a
small business owner, since the owners of small businesses usually carry out
many of the functions of those businesses themselves. In a large business the
tasks of organising and operating are done by many hired managers.

Large and small businesses organise in different ways to meet their
objectives. Risk is diffused in corporations. Corporate leaders may risk their own
jobs when they make major decisions that affect the future of the corporation
negatively. However, even if they lose their jobs, they have not lost personal
investments. Because of the tremendous resources available to a big business, a
major failure in a large corporation is less likely to close that business than a
similar disaster in a small business. Nevertheless, risk and size are only a part of
the story.

The very nature of the corporate business environment may not be suited to
the independent personality and motivation of the typical entrepreneur. Large
corporations may want bright and creative entrepreneurial talent to develop new
or improved products or services. But large corporations, with their established
procedures and layers of management authority, are seen as limiting innovation
and the freedom the independent entrepreneur seeks.

Exercises

1. Answer the following questions:

1. What is the report “The State of Small Business” about?

2. What problems do small businesses face?

3. What information does the President’s report contain?

4. What is the innovativeness of entrepreneurs in small businesses likely
to make?

5. Where is entrepreneurship most likely to be welcomed?

6. What does the word “entrepreneur” mean?

7. Who does the tasks of organizing and operating in a large business?

8. What kinds of risk do small and large businesses take?

9. What do independent entrepreneurs seek?

10. To sum up, make a list of all risks and benefits of starting a new

business.

2. Give the English equivalents of the following phrases.
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3aBasiki €(EKTUBHOCTI, TOBapH Ta MOCIYTH, 3ITKATHCS 3 MpoOJIeMaMH,
IaHC TPOJAOBXKHUTH ICHYBaHHS, IHHOBALIWHI 1€l MIANPUEMIIIB, BUKOHYBATH
Oarato (yHKIIH, HAHMaHUNA MEHEDKEp, MPUIUMATH Ba)JIMBI PIILICHHS, BEJIMKa
KOpIopailisi, y10CKOHaJIeHa IPOYKIIisi, BCTAHOBJICHUI MOPSIIOK ii.

3. Match each word in the left-hand column with its meaning in the

right-hand column.

1) business a) the possibility that something bad, unpleasant, or
dangerous may happen
2) report b) a big company, or a group of companies acting together

as a single organisation

3) motivation

c) an amount of money that you must pay to the
government according to your income, property, goods
etc. and that is used to pay for public services

4) corporation

d) an organisation such as a company, shop, or factory that
produces or sells goods or provides a service

5) revenue e) money that a business or organisation receives over a
period of time, especially from selling goods or services
6) risk f) a written or spoken description of a situation or event,

giving people the information they need

7) entrepreneur

g) the quality of doing something well and effectively,
without wasting time, money, or energy

8) efficiency h) the introduction of new ideas or methods
9) tax I) the reason why you want to do something
10) share J) the part of something that you own or are responsible for

11) innovation

k) someone who starts a new business or arranges business
deals in order to make money, often in a way that involves
financial risks

4. Phrasal verbs.

bring back to start to use something again that was used in the past

bring down to reduce something to a lower level

bring forward | to change an arrangement so that something happens sooner

bring in to earn a particular amount or produce a particular amount
of profit

bring out to produce something that will be sold to the public

bring through

to help someone to successfully deal with a very difficult
event or period of time

bring together

to arrange for people to meet and do something together

bring up

to mention a subject or start to talk about it

Fill in the correct preposition:
1. The government hopes these measures will help to bring inflation.
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2. We brought researchers from three different universities to work
on the project.

3. The city council has declined to bring __ the old electric trams.

4. The sale of the house only brought  about £ 45,000.

5. The meeting has been brought _ to Thursday.

6. Why did you have to bring ____ the subject of money?

7. Heis bringing __ a new album next month.

8. Both my children have brought me __ extremely difficult times since
my husband died.

5. Use one of the words or word combinations from the box to fill each
gap.

problem solving | production business plan office
Management social skills efficiency leadership models
1. Business is creation of all these activities: ............... , distribution,
and sale.
2. Modern business is done chiefly in ................ , and office work

usually means various forms of communication.
3. Few managerial activities have such potential for improving the
................ of an organisation as staff assessment.

4. A ol is a document used to start a new business or get
funding for a business that is changing in some significant way.

T , by definition, is a function of planning, organising,
coordinating, directing and controlling.

6. Managers need .................. to motivate and communicate
effectively.

7. One of the most outstanding ................. was developed by Dr.

Hersey and Dr. Blanshard at Ohio State University.
8. Many decisions are difficult to make since they involve ...................

6. Translate the following from Ukrainian into English in written form.

TpunusaTe pokiB TOMY coliaibHa BIAMOBIAAIBHICTE CKJIajanacs 3 TPbOX
acnektiB. [lo-mepimie, Oi3HECMEHM TOBWUHHI Oyld JOTPUMYBATHUCS CIUIBHHX
MopanbHUX mpuHIMMIB. [lo-mpyre, HeEoOXimHO OyJI0 MONIMIIYBaTH YMOBH
pobotn miIg migIeriux. I ocTaHHe, colliajibHAa BIIMOBITAIBHICTh BKIIFOYAIa B
cebe ime0 mpo Te, MO0 MIAIPHEMIIl TMOBHHHI POOUTH BKIAJ y KYJIbTYpHY
TiSUTBHICTR. [HIMUMU cioBamu, ciif Oyno OpaTw akTHUBHY Y4YacThb y JKHTTI
CyCIUIBCTBA.

VY Hamr 9yac icHye HOBWH MiAXiJ A0 COIIaJbHOI BIANOBiIalbHOCTI. bararo
JTOJeH BBAXamTh, IO KOMEpIlIHHA isJIBHICTh TOBHMHHA HAaMaraTucs
3aJIOBOJIBHUTH TOTpeOM Ta IHTEpPEeCH CyCHiIbcTBA. Yepe3 Iie TpoMajaChKICTh
O4iKye OUTBIIOrO Bim mignmpueMiriB. Bouu 3MmytieHi BupoOisaTu 61k Oe3nedny
MPOIYKIliF0, HaMaTh Ha poOOOTY IIIONEH, $AKI BIAHOCSTHCS IO MEHIIHH,
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MPOTMOHYBAaTH poOoUl Miclg 0e3poOITHIM MOJIOI 1 Ta 1H.; CIIUCOK MOXE OyTH
0€3KIHEUHHUM.

Unit 3. Business Plan
Active Words and Phrases

benefit — sucooa; nepesaca

business plan — 6iznec-nian

capture the imagination — saxonmosamu ysey
cash flow — pyx comiexu

compile — 36upamu

complementary skills — 0ooamxosi nasuuxu
consistent — nocriooenuii

cumulative earnings — cyxynnui npubymox

data (singular — datum) — oawni

draw a conclusion — pobumu eucnosxu

economic viability — exoromiuna srcummeszoammuicmo
exploit — suxopucmosysamu (y ceoix inmepecax)
feasibility — npuoamnicmo

huge gap — xorocanvra poz6ixcricme

Kite — naneposuii 3miti

mankind — zroocmeo

objective — mema

outline — nran; cxema

outperform — nepesepurysamu

ownership — npaso eracnocmi

prospects — nepcnexmuea

prudent — poscyonusuii

sample — 3pazox

savings — 3aowadicenms

selling tool — 3aci6 peanizayii

solicit — nanoneenuso npocumu

stable — cmabinonui

start-up entrepreneur — nionpuemeyb-nouamxiseys
unconvincing argument — nenepexomnnugutl apeymenm
undertaking — cnpasa, nouunanmns

venture — nionpuemcmeo, pusuUKo8ane nOYUHAHHS
weakness — crabke micye
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What is a Business Plan?

The primary value of your business plan will be to create a written outline
that evaluates all aspects of the economic viability of your business venture
including a description and analysis of your business prospects. A business plan
Is an essential step for any prudent entrepreneur to take, regardless of the size of
the business.

First and foremost, it will define and focus your objective using appropriate
information and analysis. You can use it as a selling tool in dealing with
important relationships including your leaders, investors and banks. You can use
the plan to solicit opinions and advice from people, including those in your
intended field of business, who will freely give you invaluable advice. Your
business plan can uncover omissions and weaknesses in your planning process.

Six Steps to a Great Business Plan

Start-up entrepreneurs often have difficulty writing out business plans. To
make it easier, here are six steps that will get you to a worthwhile plan:

1. Write out your basic business concept.

2. Gather all the data you can on the feasibility and the specifics of your
business concept.

3. Focus and refine your concept based on the data you have compiled.

4. Outline the specifics of your business. Using a “What, where, why,
how” approach might be useful.

5. Put your plan into a compelling form so that it will not only give you
insights and focus but, at the same time, will become a valuable tool in dealing
with business relationships that will be very important to you.

6. Review the sample plans.

Factors Producing a Successful Business

A sound business concept. The single most common mistake made by
entrepreneurs is not picking the right business to begin with. The best way to
learn about your prospective business is to work for someone else in that
business before beginning your own. There can be a huge gap between your
concept of a fine business and reality.

Undertaking of your market. A good way to test your undertaking is to
test market, your product or service before you start. Do you think you have a
great kite that will capture the imagination of kite fliers throughout the world?
Then hand-make some of them and try selling them first.

A healthy, growing and stable industry. Remember that some of the great
inventions of all time, like airplanes and cars, did not result in economic benefit
for many of those who tried to exploit these great advances. For example, the
cumulative earnings of all airlines since Wilber Wright flew that first plane are
less than zero. (Airline losses have been greater than their profits.) Success
comes to those who find businesses with great economics and not necessarily
great inventions or advances to mankind.
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Capable management. Look for people who you like and admire, have
good ethical values, have complementary skills and are smarter than you are.
Plan to hire people who have the skills that you lack. Define your unique ability
and seek out others who turn your weaknesses into strengths.

Able financial control. You will learn later the importance of becoming
qualified in accounting, computer software and cash flow management. Most
entrepreneurs do not come from accounting backgrounds and must go back to
school to learn these skills. Would you bet your savings in a game where you do
not know how to keep score? People mistakenly do it in business all the time.

A consistent business focus. If you think of specific products or services,
you will find that specialists will outperform non-specialists. Zero in on
something you can do so well that you will not be subject to competing with
someone with a lower price.

Exercises

1. Answer the following questions:

What is the primary value of any business plan?
How can a business plan help start-up entrepreneurs?
Name six steps to a great business plan.
What approach can be helpful in planning business?
Have you ever seen sample plans? Where can they be found?
. Make a list of factors producing a successful business. Which of them
IS, to your mind, the most important factor?

7. What is the most common mistake made by entrepreneurs?

8. Does success come to people who find businesses with great
economics or great inventions and advances to mankind?

9. Is it advisable to hire people who are smarter than you are?

10. Try to give some general advice to all start-up entrepreneurs that you

consider to be the most useful one.

ok owdE

2. Match each word in the left-hand column with its meaning in the
right-hand column.

1) funds a) eagerness and willingness to do something without
needing to be told or forced to do it
2) ownership b) a set of actions for achieving something in the future,

especially a set of actions that has been considered
carefully and in detail

3) partner ¢) the fact of owning something

4) motivation d) chances of future success

5) undertaking e) the chances that something has of happening or being
successful

6) plan ) an important job, piece of work, or activity that you are
responsible for

7) feasibility g) money that an organisation needs or has
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8) investor h) a sudden clear understanding of something or part of
something, especially a complicated situation or idea

9) insight 1) someone or something that has not been included,
either deliberately or because someone forgot

10) prospects J) someone who gives money to a company, business, or
bank in order to get a profit

11) omission K) one of the owners of a business

3. Complete the sentences using the text.

1. A business plan is an essential step ... , regardless of the size of the
business.

2. ... omissions and weaknesses in your planning process.

3. Start-up entrepreneurs often have difficulty ... .

4. The best way to learn about your prospective business is ... .

5. There can be ... between your concept of a fine business and reality.

6. For example, ... of all airlines since Wilber Wright flew that first plane
are less than zero.

7. Plan to hire people who have the skills ... .

8. If you think of specific products or services, you will find ... .

4. Phrasal verbs.
write away | to write a letter to a company or organisation asking them to

for send you goods or information

write back | to reply to a letter that someone sent you, by writing a letter to
them

write down | to reduce the value of an asset as shown in a company’s
accounts

write in to write a letter to an organisation to give an opinion, ask for

information etc.

write into to add or include something in a contract, agreement etc.

write off to decide that someone or something is useless, unimportant,
or a failure

write out to write something on paper, especially in a neat and clear
way, including all the necessary details

write up to increase the value of an asset, usually land or a building, as
shown in a company’s accounts

Fill in the correct preposition:

1. The giant hospital chain said it would write __ about $ 100 million in
assets and reserves.

2. | have written ____ their free catalogue.

3. The company can periodically write __ the value of certain assets if

its directors think the assets are worth more than the purchase price.
4. The children were asked to choose their favourite poem and write it
in their best handwriting.

17



5. If you would like a copy of our fact sheet, please write __, enclosing
a stamped addressed envelope.

6. We have written the project __ as a non-starter.

7.1 wrote __ to them immediately, thanking them for their kind
invitation.

8. It was written ____in his contract that he had to make two records a
year.

5. Make up and write down sentences of your own with the following
collocations.

investment bank

sense of responsibility

data collection and processing
to establish contacts

to sustain competition

equal partners

current trend

success in business

to draw a conclusion

to receive money from somebody for something
unconvincing argument

to take pains to do something
to obtain a necessary license
to outline a plan
advantageous conditions

6. Translate the following from Ukrainian into English in written form.

bizHec-maH — 1€ JOKYMEHT, HEOOXIAHWUW IJig TOro, o0 po3rnovyaTu
BJIACHY CIpaBy a00 OTpUMATH KOINTH JJISI CTBOPECHHS HOBOTro Oi3Hecy. llei
JIOKYMEHT € BXKJIUBHUM JJIs1 Oi3HEC-IAPTHEPIB, SKUM MOTPIOHO JOCATTH 3TOJH,
JUTSL YPSIAOBITIB, SIKUM HEOOX1THO YXBAJIUTH MEBHI aCTIEKTH IUJIaHy, 1, 3BICHO, JJIs
MOTCHI[IMHUX 1HBECTOPiB, TaKuX sK OaHKW ab0 IpPHBaTHI OCOOH, SKi MarOTh
BUPIIIUTH, YU BKJIAJIATH TPOIII Y CIIpaBy a0o0 B ii po3MIHpPEHHS.

Ha croronmHimHuiii JaeHh Mailke HEMOXIMBO OTpUMATH (PIHAHCOBY
MIATPUMKY Bifg OaHKy 0e€3 peTenbHO MiATrOTOBICHOTO IUIaHy. 3a3BU4Yail, BiH
BKJIFOYa€ B ceO€ Omuc KOMIMAaHIi 1 BU3HAYECHHS TEPCIEKTUB Ta IUIAHIB Ha
MaiOyTHe. be3 6i3Hec-TuTaHy Ay’Ke BaKKO JTOCSTTH YCIiXy B Oi3HECI.

7. Using active vocabulary, write a short summary of the text “Factors
Producing a Successful Business” (not more than 150 words).
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Unit 4. Management
Active Words and Phrases

achieve an objective — docseamu memu
advertising campaign — pekiamna kamnamnis
board — paoa; npaeninnus
chairman — conosa
competitive — konxypenmocnpomoicruil
consumer requirements — nompe6u cnoscusaua
COSts — eumpamu
decision-making — nputinsmms piwenns
delegate — oeneeysamu, nepeoasamu (nosnosasicernms)
develop — pospobrsmu
divert — siosonixamu
drop — snusicyeamucs, smenuiysamucs
evaluate — oyinosamu
eventually — epewmi-pewum, 32000m
executive — kepisnux
gain — docsieamu
implementation — z0iticnenns, peanizayis
key concept — ocrosna konyenyis
lead (to) — npuzeooumu (0o)
life cycle — orcummesuii yuxn
log — peecmpysamu, enocumu 0o sxncypuany
long-term strategy — ooseocmpoxosa cmpamezis
management — meredscmenm,; ynpasiinHs, KepyeanHs
managerial system — aominicmpamuena cucmema
market share — uvacmka punxy
marketing management — ynpaeninmns mapkemuneom
maturity — zaseputenicmo,; noena 2comosHicmeo
opportunity — moorciusicms, nepcnekmusa
personnel manager — navanvrux 8i00iny Kaopie
profitability — npubymrosicmo
rapidly — weuoko
reduce — smenwuysamu
respond to the demand — 3adosonbrusmu nonum
sales volume — o6c¢sie npooasicy
select — ooupamu
shareholder — axyionep
SUpervisor — raensdau
supplier — nocmauanvrux
tackle — enepeitino 6pamucs (3a wocw)
tactics — maxmuxa
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therefore — omorce; 3 yiei npuuunu
trivial — neznaunui; 6ananonun; 36uvannuil
upgrade — yoockonamioeamu, noainutyeamu

Management

Management, by definition, is a function of planning, organising,
coordinating, directing and controlling. Any managerial system, at any
managerial level, is characterised in terms of these general functions.

Management is revealed in a variety of specific activities. Marketing
management refers to a broad concept covering organisation of production and
sales of products, which is based on consumer requirements research. All
companies must look beyond their present situation and develop a long-term
strategy to meet changing conditions in their industry.

Marketing management, therefore, consists of evaluating market
opportunities, selecting markets, developing market strategies, planning
marketing tactics and controlling marketing results. Strategic planning includes
defining the company’s long-term as well as specific objectives, such as sales
volume, market share, profitability and innovation, and deciding on financial,
material and other resources necessary to achieve those objectives.

In problems of market selecting and product planning one of the key
concepts is that of the Product Life Cycle. Those products pass through various
stages between life and death (introduction — growth — maturity — decline), that
is hard to deny. Equally accepted is understanding that a company should have a
mix of products with representation in each of these stages. Companies can
make far more effective marketing decisions if they take time to find out where
each of their products stands in its life cycle.

However, the concept of the product life cycle seems frequently forgotten
in marketing planning, which leads to wrong decision-making. This may well be
seen in the following story. A supplier of some light industrial equipment felt
that the decline in the sales of his major product was due to the fact that it was
not receiving the sales support it deserved. In order to give extra sales support to
this problem case a special advertising campaign was run. This required cutting
into marketing budgets of several promising products those were still in their
“young” growth phase.

In the following extract, members of the Board of a company are
discussing the company strategy.

e Since our main objective is to gain market share, | believe we must first
of all reduce our prices.

e However, if we reduce prices, we can slowly increase production, which
will eventually enable us to cut unit costs.

e That is really a long-term prospect. Unit costs can only come down if we
invest in new plant and machinery. | personally think we should go for higher
profitability. If we upgrade the product, we can change higher prices and get
larger profits. Look, the market is already very competitive. If we increase
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prices, whatever the quality, the market will immediately respond and sales will
drop rapidly. But if we reduce costs in manufacturing, that will put us in a
strong position to adapt to the market.

Effectiveness of a Manager

In any business, it is important that managers should be effective. They
must be able to achieve their objectives, and get the right things done. For most
executives, being effective is easier said than done. The problem is that there are
SO many pressures on managers, reducing their efficiency.

For one thing, their work is fragmented. Most days, they are doing a
number of tasks, some fairly trivial, others highly important. They find that they
do not have enough time to devote to the really important jobs. Besides,
sometimes they are under such pressure that they forget which jobs are
Important. The manager also faces another difficulty. Just as he is ready to
tackle that report, a customer will ring up unexpectedly. No sooner has he hung
up than Bill, from Sales, drops by his office for a chat. He works on the report
for a few minutes, and then the personnel manager calls him. Could he
interview someone tomorrow afternoon? And so it goes on.

The manger must constantly respond to the demands that others make on
his time. Things do not get better as he climbs higher in the organisation. In fact,
they get worse. The higher he goes, the more demands will be made upon his
time. Because of the nature of the manager’s work, it is not easy for him to be
effective. There will always be someone — or something — to divert him from
what he should really be doing. Effective managers learn how to manage their
time. They cut out unproductive activities. They never forget that time cannot be
replaced. Before being able to control his time, the manager must find out how
he is actually using it. He must know where it goes. The best way to do this is to
record how he uses time. The usual method is to log the tasks he performs.

Exercises

1. Answer the following questions:

Provide a definition of the term “management”.

What does marketing management refer to?

What does strategic planning include?

Explain what the Product Life Cycle means.

In what way can managers become effective?

Do managers face any difficulties?

Tell how to learn to manage time.

Give an example of wrong decision-making in marketing planning.
Comment on the phrase “being effective is easier said than done”.
Discuss the main problems in management.

Coo~NoA~wNE
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2. Can you define the following terms?

Personnel manager, executive, marketing management, shareholder,
chairperson, board of directors, supervisor.
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3. Use one of the words from the box in an appropriate form to fill each
gap.
instruction behaviour follower
delegate supervise leader
There are 4 leadership styles:
¢ High task, low relationship behavior (The leader provides specific
and  followers closely, sometimes it is called “telling”).
e High task, high relationship _ (The leader explains decisions and
provides followers with opportunities for clarification — “selling”).
¢ High relationship, low task behavior (The leader shares ideas with
and facilitates decision-making — “participating”).
e Low relationship, high task behavior (The __ turns over responsibility
for decisions and implementation to followers — ™).

4. Phrasal verbs.

turn around | to make a business that is having difficulties successful again
turn away to refuse to let someone enter a place or join an organisation,
for example, because it is full

turn back to return to doing something in the way it was done before
turn down to refuse an offer or request

turn out to produce or make something

turn over if a business turns over a particular amount of money, it
makes that amount in a particular period of time

turn to to start to do or use something new, especially as a way of
solving a problem

turn up to be found, especially in a way that is unexpected

Fill in the correct preposition:

1. We were turning ____ $ 2000 a week when business was good.

2. The factory turns 300 units a day.

3. New models and new ideas have turned the company _ and saved
the factory from closure.

4. Heturned __ ajob at an investment bank.

5. Eventually, my watch turned ____ in a coat pocket.

6. The people are turning __ to natural resources to survive.

7. Many people here are turning ____ solar power.

8. Thousands of applicants are turned ___ each year.
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5. Make up and write down sentences of your own with the following
collocations.

managerial system

consumer requirements

to respond to the pressures of the job
to introduce concepts

management audit

sales of products

to achieve objectives

analytical ability

to work as a team
employee-manager relationships

6. Translate the following from Ukrainian into English in written form.
XTO0 Takuii MeHeIKep?

IcHye psa  TepMiHIB, SKI BXUBAIOTHCS JUIS TIO3HAYCHHS TOHSTTS
«MEHEIKEp», 30KpeMa «IHPEKTOpPY», «AIMIHICTpaTOp», «Ipe3uneHT». TepMmiH
«MEHEDKEp» € OUIBII MOIMPEHUM Yy KOMEPIIHHUX OpraHi3allisix, y TOH Jac siK
HIII TPU YacCTIilIe BKUBAIOTHCS B JIEPKABHUX Ta HEKOMEPILIMHUX OpraHizailisx,
TaKUX SIK YHIBEPCUTETH, JIIKApHI Ta COIIaJIbHI YCTAHOBH.

k1o po3riusaaty 30ipHe MOHATTS, TO «aAMIHICTPAIIis/KEPIBHUIITBOY — 1€
Ti JIIOAM, SK1 BIIMOBINAIOTH 3a NPUHHATTA Ta BUKOHAHHS PINICHH Yy MEXax
CUCTEMHU. A OKpeMUil MEHEIKep € Ti€t0 0co00I0, sika Oe3MocepeIHbO 3IIHCHIOE
KOHTPOJIb HaJl POOITHMKAMHM oOpradizaiii. 3arajoM poboTa KepiBHHUKA €
HEJIETKOI0, aJKe HEoOXiTHO BUKOHYBATH BEJIMKWUN oO0cCAT poOOTH, a dYacy,
3a3BUYall, HEJIOCTATHBO.

7. Using active vocabulary, write a short summary of the text
“Management” (not more than 150 words).
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Unit 5. Business Correspondence
Active Words and Phrases

application — zasesa

asSess — oyiHwsamu

blocked style — zaxpumuii cmune

body of the letter — ocnosna vacmuna aucma
business correspondence — dinose rucmysanns
communication style — cmuno cninkysanms
complimentary close — saxnrouna vacmuna rucma
concise — cmucnutl

convince — nepexonysamu

cover(-ing) letter — cynposionuii aucm
elaborate — oemanvro pospobismu
employee — pobimnux, ciyscooseyw
employer — po6omooaseuys, natimau

formal — ogiyivinui

generic — xapakmepnuii (015 ne6Ho20 pooy)
inside address — aodpeca ooeporcysaua
insight — ysienenns

institution — ycmanosa

intent — mema

junk mail — cnam

layout — posmiwenns,; nianysanus

letter of application — cynposionuit iucm
margin — none/6epee cmopinku

memo (memorandum) — nam smua 3anucka
rehash — nepexaszysamu

represent — npedcmasnamu

resume — pesrome

revision — nepeanso,; nepesipka

sales manager — mernedaicep 3 npooasicy
sender’s address — adpeca sionpasnuxa
signature — nionuc

spark the interest — npooyoorcysamu inmepec
standardised — cmanoapmuszosanuii
stationery — xanyensapcoxi mosapu

take legal action — nooasamu nozoe 0o cyoy
terse — kopomxkuit; cmucauu

tip — nopaoa
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First Impressions

Oftentimes, the first impression an employer has of a prospective employee
Is in writing, in the form of a cover letter or letter of application and resume.
Opinions are formed and conclusions are drawn from the appearance and
content of any correspondence you send.

It is important to make the best possible impression so that an interview
will follow. When sending a resume, never send it without a cover letter.
Usually, when the reader gets your cover letter and resume he/she will
immediately flip the cover letter over and glance at the resume first. This is so
that a few facts about you are easily obtained (i.e. name, objective, education,
extend of experience and skills). If the resume interests the reader, he/she will
then flip back to the cover letter and read it in detail. In fact, the letter may get
more attention than the resume because, although the resume is about you, it is
assumed that you had help putting it together. But the cover letter is generally
written by the individual and the reader can assess your writing style,
communication style and how well you put your thoughts and ideas together.

The intent of the cover letter is to introduce yourself to the potential
employer, highlight the information given on the resume and convince the reader
to grant you an interview. However, an employer could receive hundreds of
letters and resumes every day. It would be like receiving hundreds of pieces of
junk mail. How much of it can you read and which ones do you even care to
read? An employer may compare your correspondence with other candidates
and determine which appears better. To increase your chances of being selected,
your letter must spark the interest of the reader, create a favorable impression
and look inviting to read.

Business Correspondence — The Myth

The myth about business correspondence is that it must be formal,
standardised and often terse. The writer seems to transform himself/herself from
the personal to the institutional. Letters appear to be written from one
“Institution” to another rather than from person to person. This does nothing
more than create ineffective communication. It is important to develop a good
writing style that not only reflects good grammar and sentence structure, but
also gives the reader some insight into the personality of the writer. It is just as
Important, however, to be able to express yourself in clear, concise language so
the reader knows exactly why you are writing.

Tips to Follow

Please note the following points:

o type all letters on good quality business stationery, preferably matching
your resume paper;

e use either blocked style or modified blocked style; do not use a memo
format;
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use black ink only;
limit your letter to one page, usually three or four paragraphs;
write in your own words, using your own style;
do not rehash the entire resume; instead, elaborate on specific points of
particular interest to the employer; refer the reader to your resume for additional
information;

e make it easy to read; use spell check and grammar check;

e make the format and layout attractive; center the letter on the page; allow
ample margins; make it appealing to look at and inviting to the reader;

e watch your sentence structure; read the letter several times to be sure you
are saying what you want to say;

¢ do not send photocopies or generic letters; you can create a model letter
which can be used many times with slight revisions;

¢ do not e-mail or fax any business correspondence (resumes, applications,
letters, etc.) unless you are specifically asked to do so; even then, follow it up
with a hard copy in the mail;

e Dbe sure to sign the letter before you mail it;

¢ buy large envelopes (9x12) instead of matching business envelopes; that
way you can mail your resume and cover letter without having to fold or crease
them in any way; be sure to add the extra postage for a large envelope;

e remember that your letters represent you and may leave a lasting
impression on the reader; it is very important to develop good letter writing
skills.

Exercises

1. Answer the following questions:

1. How does an employer get the first impression of a prospective
employee?

2. Why are the appearance and content of any business correspondence so
important?

3. What information should a resume include?

4. What can help the reader to assess the sender’s writing and
communication style?

5. What is the aim of any covering letter?

6. What should candidates do in order to be selected by employers?

7. What is the myth about business correspondence?

8. What size should any covering letter be?

9. Should a resume and a covering letter be similar?

10. What way of sending business correspondence is preferable? (letter,

fax, e-mail)
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2. Match each word or collocation in the left-hand column with its
meaning in the right-hand column.

1) employer a) a formal meeting at which someone is asked
questions in order to find out whether they are suitable
for a job, course of study etc.

2) employee b) an ability to do something well, especially because
you have learned and practised it
3) interview c) a short written account of your education and your

previous jobs that you send to an employer when you
are looking for a new job
4) covering letter d) a person, company, or organisation that employs

people

5) experience e) someone who is paid to work for someone else

6) skill ) knowledge or skill that you gain from doing a job or
activity, or the process of doing this

7) resume g) someone who is being considered for a job or is
competing in an election

8) candidate h) a formal, usually written, request for something
such as a job, place at university, or permission to do
something

9) correspondence | i) a letter that you send with documents or a package
that gives information about its contents

10) blocked style J) the letters that someone sends or receives, especially
official or business ones

11) application k) style of writing, e.g. an address, in which each line
starts directly below the one above

3. Use one of the words or word combinations from the box in an
appropriate form to fill each gap.

letter of application layout stationery concise
Elaborate revise intent rehash
1. Send your CV and ............. to the address below.
2. He simply ............... the same story.
3. There is so much .............. in this shop. You can buy everything you
need for school.
4. We use the same technique inthe ............... of this business letter.
5. He is charged with possession of a gun with ................. to commit a
robbery.
6. Please ................ on this question, we need to know more.
7. We have ............... our estimates of population growth.
8. Your summary should be as clear and ................ as possible.
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4. Phrasal verbs.

take after | to look or behave like an older relative

take to begin to dislike someone or something, especially without a

against good reason

take back | to take something you have bought to a shop because it is not
suitable

take down | to write down information

take off to remove a piece of clothing

take out to take someone as your guest to a restaurant, cinema, club etc.

take over | to take control of something

take to to start to like someone or something

Fill in the correct preposition:

1. Voters took _ the relationship between the government and the
unions in the 1970s.
His only reason for investing in the company was to take it .
We are taking my folks __ for a meal next week.
Charles was an odd character whom Kelly had never really taken .
Can | just take some details _ ?
Jennie really takes _ her mother.
He sat on the bed to take his boots .

NGk WN

5. Notes on letter writing.

Structure of the letter:
1. Sender’s address/date.

If the shirt does not fit, take it .

5. Body of the letter.

2. Inside address (receiver’s address). 6. Complimentary close.

3. Attention line.
4. Salutation.
Opening phrases:

7. Signature.

Dear Sir/Madam,

[HIlanoBHMIA/-a Tad/maui!

Dear Sirs,

[HlanoBHE maHcTBO!

We have received your letter of ...

Mu otpumanu Bamoro nucra Bif ...

We thank you for your letter of ...

Jlsikyemo 3a Bam nmcr Bif ...

We have pleasure to inform you ...

Mu pani noBimomutu Bac ...

In reply to your letter of ...

V BixnoBiae Ha Bamr et Bif ...

We apologise for the delay in
answering your letter ...

[Ipocumo mpoOayueHHs 3a 3aTPUMKY 3
BIAMOB1AII0 Ha Bam jucr ...

Closing phrases:

We are looking forward to receiving
your answer.

3  HeTepHiHHAM Bamoi

BIJIITOBII.

YCKa€EMO

Your prompt execution of our order
would be appreciated.

bynemo Bam BasuHi 3a IIBHIKE

BHUKOHAaHHA HAIIOI'O 3aMOBJICHH:.
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We are looking forward to hearing | CogiBaeMocss HaWOIMKYMM — 94acoOM

from you. oTpumatu BiJl Bac BinoBinb.
We wish to maintain cooperation | CriogiBaemocst HiATPUMYBATH
with you. CHIBITpAITIo.

If we can be of any assistance, | [Ipocumo 3BepraTHcs 10 Hac, SKIIO
please do not hesitate to contact us. | Bu notpedyBaTumeTe JOMOMOTH.

Yours faithfully/sincerely ... 3 moBarox ...

Example of an official letter:

Compuvision Ltd Warwick House
Warwick Street
Forest Hill
London
SE 23 1JF
21 September 2014

Ms B. Kaasen

Bredgade 51

DK 1260

Copenhagen K

DENMARK

Private and confidential

Dear Ms Kaasen

Non-payment of invoice 322/17

It appears from our records that, despite several reminders, the above
invoice remains unpaid. Unless the account is cleared within 14 days from
the date of this letter, we shall take legal action.

Yours sincerely
Donald Sampson
Donald Sampson
Sales Manager

Questions:

1. Where is the sender’s address placed?

2. Where is the inside address placed?

3. What is the subject title of the letter?

4. Where is the letterhead “Compuvision Ltd” situated?

5. What position does the sender hold within the company?
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Unit 6. Negotiations
Active Words and Phrases

agreement — 3200a; y2ooa

alter — suinrosamu

angle — mouxa 30py; 6ix

approach — nioxooumu, nouunamu (nepezosopu)
aspiration — npacnenns; eenuxe 6axcanmsi
bargain — domosrsmucs,; mopeysamucsi

be willing — mamu 6axcanns

committed — iodanuii

concession — nocmynka

cooperative enterprise — koonepamugne nionpue MHUYME0
credibility — naoitinicms, oosipa

deal — yeooa

demand — umoeca, nonum

determined — piwyuui

hostility — eopooicicme

in exchange — 6 oomin

integrity — nedomoprannicmo

manager — kepisHux, oupexmop, mereoncep
negotiating table — cmin nepecosopis
negotiations — nepezosopu, 0beoeopenns
party — cmopona, yuachux

reach a deadlock — zaxooumu 6 enyxuii kym
regulation — oupexmuea, npasuno, poznopsoicenns
reveal — noxazysamu, sioxpueamu

secure — 3006ysamiu;, 00Ma2amucsi

skilled — xkeanighixosanuii

submit — nooasamu na poszensno

take into account — 6pamu oo yeaeu

terms — ymosu

underlying needs — ocrosni nompeou
well-disposed — dobposuurusuii

Negotiating

Most managers are involved in negotiating. If you are a skilled manager,

you are probably a skilled negotiator. Successful negotiating is where you get
what you want. A better deal is always possible for both parties if both approach
the negotiations as a cooperative enterprise. There are a number of factors that
affect the negotiating process. Your attitude is one. The higher your aspirations
are, the better your results are. The more committed and determined you are, the
better you will perform. The attitude of the other party is important too. It is up
to you to alter his expectations, to encourage him to be satisfied with less than
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he originally hoped for. Take into account the personal needs of the other party
— not just what he wants to gain in the issues you are negotiating about, but his
underlying needs. Most people want to have a good image of them; they want to
be liked; they want to impress their boss. Give attention to such needs and you
will find people are more willing to go along with you.

At the centre of all negotiating is the question of power — and it comes from
a variety of sources. It comes from knowledge — the more you know about the
other party, the more power you will have. It comes from time — the more time
you have to negotiate, the more power you have. But most of all power is in the
mind. You need to know that you have it, and you need to know what it is based
on. All of these factors — attitudes, personal needs, and sources of power —
should be considered before you sit down at the negotiating table. When the
negotiations actually begin, it is often a good tactics to start with a firm demand.

Do not bargain unless you have to. This approach needs to be taken
carefully though. Present it in a way that does not rouse hostility. There is a
variety of ways of doing this. You can refer to the policy of your company. Your
company has always done things this way. You can refer to regulations to your
published price lists. Moreover, allow him to save face, give him time to express
his views. Negotiation, however, usually involves making concessions.
Nevertheless, before you start making concessions, find out what the other party
wants. Do not let him know what you will be satisfied with, until you’ve found
out what he’ll be satisfied with.

Encourage him to represent all his demands first, and try not to reveal
yours. Then try to secure his agreement to each of your demands, starting with
the most important. Do not give concessions easily. The longer you hold out, the
more likely you are to get something in exchange. Do not be afraid of reaching
a deadlock.

Be prepared to stop the negotiations and to start again. A deadlock can be a
useful tactics but if you decide, it is up to you to get the negotiations going
again, do it in a way that does not reduce your credibility. Say that you want to
consult your boss, then come back and say that your boss has suggested a
different approach.

Or suggest that you both approach the problem from a different angle, and
get his agreement that you both do this, so that he sees this as a point effort to
get things moving, rather than a concession on your part. Throughout the
negotiations, try to keep the relationship friendly. It is easier to get the
agreement you want when the other party is well-disposed towards you.
Negotiation is about rational choices and logical decisions, but it helps if he
likes you. Maintain your integrity. You may often hide things from the other
party, and you may allow him to form wrong impressions, but it is essential that
trust is maintained.
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Exercises

1. Answer the following questions:

1. Explain the general principles of the negotiations.

2. What factors affect the negotiating process?

3. Why is the question of power at the centre of all negotiating?

4. Is it necessary to take into account the personal needs of the other
party?

5. How can you keep the relationship friendly throughout the
negotiations?

6. What ways of avoiding hostility do you know?

7. Why is it sometimes useful to stop the negotiations and to start again?

8. How can you strengthen your position and weaken the other party’s
one?

9. How do you understand the successful negotiations?

10. What is the best result you could hope for in the talks?

2. Match each word in the left-hand column with its meaning in the
right-hand column.

1) negotiator

a) the head of a department in a company

2) manager

b) a spoken or written contract between
people or groups which explains how
they will act

3) deal

c) a person who discusses a problem
with the aim of achieving agreement
between different people or groups of
people

4) deadlock

d) a person or organisation involved in a
legal dispute or legal agreement

5) party

e) a course of action or set of principles
determining the general way of doing
something

6) trust

f) a business agreement, affair or
contract

7) policy

g) an agreement on the price of
something

8) enterprise

h) a law or rule

9) regulation

1) the fact of being confident that
something is correct or will work

10) agreement

j) a system of carrying a business

11) bargain

k) a point where two sides in a dispute
cannot agree
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3. Complete the sentences using the text.

1. If you are a skilled manager, you are probably ... .
2. It is easier to get the agreement you want when ... towards you.
3. It is up to you ..., to encourage him to be satisfied with less than he

originally hoped for.

4. It comes from knowledge — the more you know about the other party,

5. All of these factors — ... — should be considered before you sit down at

the negotiating table.

6. Nevertheless, before ..., find out what the other party wants.
7. A better deal is always possible for both parties if both approach the

negotiations ... .
8. At the centre of all negotiating is ...

sources.

4. Phrasal verbs.

—and it comes from a variety of

put aside to try to stop thinking about a problem, argument, or
disagreement, because you want to achieve something

put back to put people or things in the place or situation they
were in before

put behind to try to forget about an unpleasant event or experience
and think about the future

put forth to suggest an idea, explanation etc., especially one that

other people later consider and discuss

put forward

to suggest formally that you or someone else should be
considered for a particular job, membership of an
organisation etc.

put off to delay doing something or to arrange to do something
at a later time or date, especially because there is a
problem or you do not want to do it now

put on to do something that affects or influences someone or
something else

put through to connect someone to someone else on the telephone

Fill in the correct preposition:

1. Couldyouputme  to Eddie?

2. Her name was put ___ for the lead role in the play.

3. Arguments were put ____ for changing some of the rules of the game.
4. You mustput ___ your pride and apologise to him.

5. The government put a limit ____ imports of textiles.

6. She had dealt with the guilt years ago and putit ___ her.

7. The match has been put __ until tomorrow because of bad weather.
8. Our win today put us _____into third place in the league.

5. Translate the following from Ukrainian into English in written form.
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Ha »xanb, HeOaraTo ntonei, AKlI BEIyThb NEPErOBOPH, 3HAIOTh, AK OYyTH
rapHUMHU clyXadyaMH. 3a CTATUCTHKOI 3BHUYAWHUN HEMIArOTOBAHUM cCiyXau
pO3yMi€ Ta 3amaM’ATOBY€E MPUOIU3HO TUIbKH I’ ATAECST BIACOTKIB po3mMoBU. Lleit
BIIHOCHO HU3BKHI BIICOTOK HaBITh 100Irae HM(ppH IBAILATH I’ SITh UEPE3 COPOK
BiciM roauH. lle o3nauae, mo OUIBHIICTH 1HGOpPMAIli, Ky TaM’sATa€ ciyxad, €
HETOYHOIO Ta HEMOBHOIO.

Jis toro mo0 cTaTd TapHUM ciyxadyeM, Tpeba crpoOyBatu OyTH
o0’exTuBHMM. HeoOXimHO  HamaraTHUCs  3pO3yMITHM  HaMipud  Balloro
CHIBPO3MOBHUKA, 1 HE TUIBKH Ti, Kl BU xoueTe 3po3ymiTH. I[loctaBTe cob1 TaKi
3anutanHs: «Homy BiH po3noBiB MeHi 11e? Ha sky peakiiito BiH po3paxoBye? Uu
OyB BIH 4YecHMM?» Ta 1H. 3BepTaiiTe yBary Ha Te€, SKAMU CJIOBaMH Ta
CTPYKTYpaMH peyeHb KOPUCTYETHCS 1HIIA CTOPOHA. TaKOXK AYy>KE BaXJIMBUMH €
PUTM, IHTOHALlIA Ta KECTH.

6. Useful phrases and sentences.

e to agree with somebody / somebody’s opinion
to agree to a plan / an offer / a suggestion

to disagree / to agree about something

to come to terms / to an agreement

unless otherwise agreed (on)

a suggestion of a plan / change

by means of negotiations

a negotiable document

to negotiate with somebody for something

to negotiate a contract / a sale / a cheque

Any information you are interested in will be submitted to you without

delay.

e We have conflicting views of how our position on the issue should be
developed in future.

The discussion between us failed to resolve the differences.

We will warn you beforehand, as the terms of the agreement require.
We ought to meet and discuss the terms of cancelling our agreement.
| agree with what you say.

All the points have been agreed on by the end of the talks.

\l

. Role-play negotiations on the relevant business problems.
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Unit 7. Presentations
Active Words and Phrases

accept — npuiimamu, noeo0ACy8amucs
achieve an objective — docseamu memu
adage — agpopusm; npucnie’s

attention grabber — me, wo npusepmac ysaey
bank balance — samuwox paxynxy 6 6anxy
bullet points — nausasciusiui nynkmu,; kiouo6i momenmu
communication medium — zaci6 komymnixayii
conclusion — sucrosox

emphasis — axyenm

enable — naoasamu mosicnusicmo

essential — icmommnuii,; easxciueuii
feedback — zeopomna peaxyisn

graph — epaghix; diaepama

icebreaker — memoo 3usmms nanpyeu
impact — enius

improve — noxinutysamu

introduction — ecmyn

ISSue — numannsi; npobrema

key — conosnuii

make sure — ynesniosamucs

0ppose — zanepeuysamu

persuade — nepexonysamu

priority — npiopumem

refuse — siomosnamu(-cs)

rehearse — penemupysamu,; noemoprosamu
research centre — docaionuyvkuii yenmp
retention — zanam smosysanns

roughly — npubausno

solution — supiwenms

study — docrioorcerms

summarise — niobusamu niocymxu

supply — zanac,; nocmauanns

table — ma6auys

tend — mamu menoenyiro

timing — pospaxynox uacy

visual aids — raouni 3acobu
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Giving Effective Presentations

There are three essential pieces of information that can make your
presentation fly: use visual aids where you can; rehearse, rehearse, rehearse; the
audience will only remember three messages.

Professor Albert Mehrabian did a lot of research into how we take in
information during a presentation. He conducted that 55 per cent of the
information we take in is visual and only 7 per cent is text. There are some
important conclusions that we can take in from this information:

e Use visuals (pictures, graphs, tables) whenever you can.

e In a speech, you are only using 38 per cent of the communication
medium.

¢ Ditch the bullet points.

In a Study at the Wharton Research Centre it was shown that using visual
slides had a dramatic effect on message retention. The old adage that “a picture
is worth a thousand words” is as true today as it has always been. By using
visuals in your presentation, you can expect roughly to double the chance of
achieving your objectives. Moreover, if you are trying to make a sales
presentation or a job interview presentation, this piece of advice can have a
major impact on your bank balance.

There is no end of people who spend hours pouring over their bullet points
but fail to rehearse properly for the presentation. The old proverb says: “If you
fail to prepare, you are prepared to fail.” Rehearse your presentation and it will
get better. You should rehearse at least four times, and if you can get word
perfect so much the better. Make sure that one of your rehearsals is in front of a
really scary audience — family, friends, partners, colleagues, or children. They
will tell you quite plainly, where you are going wrong — as well as providing you
with support that you need. If you have to give a presentation in a short period
of time, then try to practise your presentation against the clock. This is
particularly true with something like the five-minute job presentation. You
can add in parts from the script or take them out to fit the time. Allow extra time
in your presentation for questions and watch out for nerves — this could mean
that you talk faster on the day. In the actual presentation, you could take in a
clock or take off your wristwatch and put it on the podium. This way you can
see how the timing can develop. A very simple trick that can help you with your
performance is to video or record yourself. This will give you some immediate
feedback and will enable you to fine-tune your performance.

The audience are likely to remember only three things from your
presentation. The rule of three is one of the oldest in the book — Aristotle wrote
about it in his book Rhetoric. Put simply it is that people tend to remember three
things easily. Therefore, before you start writing your presentation, plan what
your three key messages will be. Once you have these messages, structure the
main part of your speech around these three main themes and look at how they
could be better illustrated. There are three parts of your presentation: the
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beginning, the middle and the end. Start to plan what you will do in these parts.
The beginning is ideal for an attention grabber or for an icebreaker. The end is
great to wrap things up or to end with a grand finale. Lists of three have been
used from early times up to the present day. They are particularly used by
politicians and advertisers who know the value of using this rule to sell their
ideas. There are many examples:

e “Veni, Vidi, Vici” (I came, I saw, I conquered) — Julius Caesar.

e “Friends, Romans, Countrymen lend me your ears” — William
Shakespeare.

e “Our priorities are Education, Education, Education” — Tony Blair.

If you have four points to get across — cut one out. The audience will not
remember it anyway. In presentations, less really is more. No one ever
complained of a presentation being too short.

Exercises

1. Answer the following question:

1. What essential information that can make a presentation fly was stated
in the text?
What researcher was mentioned in the text?
What results does the study at the Wharton Research Centre have?
What proverbs can you find in the text?
How many times is it necessary to rehearse a presentation?
Why is it so important to rehearse in front of a really scary audience?
What pieces of advice concerning timing do you remember?
Who was the first to write about the rule of three?
What parts should a presentation consist of?
Give examples of using the rule of three.

COo~NOGORAWN
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2. Match each word or collocation in the left-hand column with its
meaning in the right-hand column.

1) presentation a) a group of people who come to watch and listen to
someone speaking or performing in public

2) summary b) an event at which you describe or explain a new
product or idea

3) visual aid ¢) changes in your body position and movements that
show what you are feeling or thinking

4) audience d) a way of solving a problem or dealing with a difficult
situation

5) body language | e) the end or final part of something

6) solution f) the thing that you think is most important and that
needs attention before anything else

7) script g) the written form of a speech, play, film etc.

8) conclusion h) special importance that is given to a word or phrase by
saying it louder or higher, or by printing it in a special
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way

9) emphasis

1) something that you say or do to make people less
nervous when they first meet

10) icebreaker

J) something such as a map, picture or the part of a film
that helps people understand, learn, or remember
information

11) priority

k) a short statement that gives the main information
about something, without giving all the details

3. Complete the sentences using the text.
1. There are three essential pieces of information that can make your

presentation fly .
Professor Albert Mehrabian did a lot of research into ... .

If you fail to prepare ... .

A very simple trick that can help you with your performance ... .
If you have four points to get across ... .

There are three parts of your presentation ... .

By using visuals in you presentation you can ... .

Make sure that one of your rehearsals is ... .

Nk WN

4. Phrasal verbs.

give away to give something to someone because you do not want or
need it for yourself

give back to give something to the person it belongs to or the person
who gave it to you

give in to finally agree to do or accept something that you had at first
opposed, especially because someone has forced or
persuaded you to

give off to produce a smell, light, heat, sound etc.

give out if a supply of something gives out, there is none left

give over to stop doing or saying something that is annoying other
people

give up to stop doing something, especially something that you do
regularly

give up on to stop hoping that someone or something will change or
improve

Fill in the correct preposition:

1. This is not your money and you must give it :
2. Oh, give complaining, we are nearly there.
3. The wood gave a sweet, perfumed smell as it burnt.

4. He had
him.

been in a coma for six months, and doctors had almost given

5. I gave most of my books when | left college.
6. Money was beginning to give and there were no jobs to be found.
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7. She gave her job and started writing poetry.
8. The government refused to give to their demands.

5. Translate the following from Ukrainian into English in written form.

1. TlpeseHrtamis — ue 3a3gaieriib MIATOTOBICHUN BHUCTYI, SKUH MOXKeE
npoxoautu 3a o¢iuiiHux abo Heo(IUIMHUX YMOB Mepel MalleHbKOK alo
BEJIMKOIO IPYIOL0 Jofiei. i MeToro Moxke OyTu iHQOpMyBaHHs, IEPEKOHAHHS Ta
MOSICHEHHS.

2. Becy mnpomec mpeseHTallli MokHa TMOJUIATA HA YOTUPU OCHOBHI
YaCTHHM: MIJrOTOBKA, BCTYN, OCHOBHA YAaCTHHA Ta BHCHOBKHU. Y BCTYII CIiJ
3a3HAYUTHU Tl MYHKTH, PO SK1 MiJe MOBa y mpe3eHTalii. B ocHOBHIN yacTuHI
HaJaTH OCHOBHY 1H(OpMaIlil0 Mpe3eHTalii. A MmiaduBaoyud NiACYMKH, € pa3
CTHCJIO 3raflaTH BC1 T1 MUTAHHS, SIKI BXKE OYyJIO pO3IIISIHYTO.

3. [lix yac mpoBeeHHs Mpe3eHTallli Jy’Ke BaXKJIMBO 3al[iIKaBUTH ayIUTOPI0
Ta MIATpUMYBaTH 1ii yBary MpoOTArOM BChOro BHUCTymy. HeoOxigHO
BUKOPUCTOBYBAaTH HAaO4YH1 3acoOu [yisi OUIbLI JIETKOTO CHpUiMaHHS Ta
po3yMiHHs 1HGopMaIllii cayxadamu. J[oBeeHO, 0 JOCSATTH OUIBIIOTO BIUIUBY
Ha JIIOJIed MOKHA 3a JIOTIOMOTOI0 MPaBWJIBHOTO PO3TAllyBaHHS AaKIIEHTIB Y
IPOMOBI.

6. Notes on presentation making.

The structure of a presentation:
1. Preparation.
2. Introduction.
3. Development (Core).
4. Conclusion (Consolidation).
Introduction. Useful expressions:
¢ In my presentation, I will be proposing...
The subject / topic of this presentation is ...
¢ In my presentation today I am going to explain ...
I will be developing three main points. First, I will give you ... Second
... Lastly...
e My presentation will be in two main parts. In the first part I will ... and
then Twill...
Firstly I would like to ... Secondly, we can ... I will finish with ...
Conclusion. Useful expressions:
That brings me to the end of my presentation.
That completes my presentation.
Before I stop / finish, let me just say ...
That covers all | wanted to say today.
Let me just run over the key points again.
| will briefly summarise the main issues.
Briefly ...
As you can see, there are some very good reasons ...
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e In conclusion ...
¢ | would like to leave you with the following thought / idea.

7. Prepare a short talk or presentation on a topic of your own choice.
For example:

e your company;

e a project you have been involved in recently;

e new developments in any field.
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Unit 8. Contracts
Active Words and Phrases

accepted — akyenmosanuii

bill of exchange — sexcenn; mpamma

bill of lading — konocamenm, naxnaona

bulk cargo — nacunnuii abo nanuenuii eanmasic

carrier — nepegizHux

cheque — uex

clauses of contract — ymosu konmpaxmy

commodity — mosap

consignment — napmist mosapy

customer — kaienm, noxyneyb

delivery terms — ymosu docmaexu

discharge — poszseanmaoicenns

drawee — mpacam (ocoba, na Ky eucmasiena mpamma)

firm prices — meepoi yinu

fixed prices — ghixcosani yinu

fulfilment — suxonanmns,; 30iticnenns

goods — mosapu

indemnity — siowkoodyeanns (30umxis)

insurance policy — cmpaxosuti nonic

invoice — paxynox-ghaxmypa

letter of credit — akpeoumus

make qualifications — pobumu 3acmepesicenns

marking — mapkysanms

maturity — cmpok 6opeo6o2o 30608 ‘sa3anns

merchandise — mosapu

mode of transport — 6uo mpancnopmy

multimodal — myremumooanvruil

packing — ynaxoexa

pallet — niooon

part and parcel — nesio ‘emna wacmuna

payment — onama

port terminal — eanmaoicni ckradu 6 nopmax, sKi MarOMv COPMUPYIOUU
npucmpoi

purchase — xynisus

receipt — ompumanns; po3nucka 6 OMmpuUMaHHi

risks of loss or damage — pusux empamu abo nowxodscenns mogapy

ship’s rail — pecnine cyona

shipment — nasaumaosicennss (mosapy),; nepeeesennsi (moeapy), napmis
mosapy
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shipping documents — mosapoposnopsioui dokymenmu

sight draft — mpamma na npeo sienuxa (mepminosa)

sliding prices — sminni yinu

stipulation — ymosa

strike a deal — yxraoamu yeooy

supplement — oooasamu, donosuoeamu

technical specifications — mexuiuni ymosu, incmpyxyis 3 6uxopucmarnmsi
term draft — mpamma 3 onnamoio 6 kinyi 06ymoeniernoco cmpoxy

Essential Clauses of Contract

By law contracts are made in writing. When striking a deal standard
contracts are widely used. Standard contracts are not a must. Some articles may
be altered and supplemented. Here are some of the items that are part and
parcel of any contract: legal title of the contracting parties, subject of the
contract, quality, price, delivery and payment terms.

Subject

This section names the product for sale or purchase. It also indicates the
unit of measure generally employed in foreign trade for specific commodities.
Contracts for bulk cargo contain a stipulation ‘about’ or ‘plus or minus ... per
cent’, denoting the permitted quantity tolerance.

Quality
The quality of machines and equipment is to be in conformity with the

technical specifications of the contract. The quality of raw materials and
foodstuff is determined, as a rule, by standards, by sample and by description.

Price

The price stated in a contract may be firm, fixed or sliding. Firm prices are
not subject to change in the course of the fulfilment of the contract. Fixed prices
are the prices governing in the market on the day of delivery or for a given
period. Sliding prices are quoted for machinery and equipment that require a
long period of delivery.

Payment

A cheque is a written order to a Bank given and signed by someone who
has money deposited there to pay a certain amount mentioned in the cheque to a
person named on it. Like a cheque, a draft is an order to pay. It is also called a
bill of exchange. A sight draft is a bill which is paid immediately on
presentation. A bill to be paid at a later date is called a term draft. A very useful
method is to attach the shipping documents (the bill of lading, the insurance
policy and the invoice) to the draft and hand them to the bank for collection. The
documents can be handed over to the buyer either against payment or against
acceptance of the draft. A sight draft does not require acceptance. A term draft
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must be necessarily accepted. The drawee writes “Accepted” across it and signs
his name. The draft is then returned to the seller, who can hold it until maturity.

Transport and Delivery Terms

Multimodal transport is widespread in shipping now. It involves a transfer
of the goods from one mode of transport to another. Traditionally, the ship’s rail
was considered the critical point of responsibility that is when all risks of loss or
damage are transferred from one party to the other. Now it is no longer the
ship’s rail but the port terminal which may be such a point. In sea port areas the
goods are put into containers, on pallets or aboard the ship. The main carrier
often prefers to assume through responsibility for the cargo he carries. In a
through movement of the goods, a combined transport document is issued
instead of a traditional bill of lading. Like a traditional bill of lading, it is a
receipt for the consignment. But instead of ports of shipment and discharge it
shows the place of delivery and receipt.

Packing and Marking

Packing goods for export is a highly specialised job. If the goods are
improperly packed and marked, the carrier will refuse to accept them, or make
qualifications about the unsatisfactory condition of packing in the bill of lading.
Packing can be external (crate, bag) and internal (box, packet), in which the
goods are sold. Marking should be in indelible paint with recognised kind of
marks.

Exercises

1. Answer the following questions:

What are the essential items of a contract?

How is quality determined in a contract?

What sort of price may be indicated in a contract?

What is a cheque?

Name two types of drafts.

What does the term “multimodal transport” mean?

What is regarded as the critical point now?

What document is issued in a through movement of the goods?
What kinds of packing do you know?

What are the requirements for marking the goods?

CoOo~NoOO~WNE
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2. Can you define the following terms?

Customer, letter of credit, incoterm, carrier, insurer, indemnity, consignor,
force majeure.

3. Give the English equivalents of the following phrases.

Jlocsiratu 3roau, mapuTeTHa KOMicist, (opc-MaKOpHi 00CTaBUHU, HEcTadya
a00 TIOIIKO/DKEHHS TOBapiB, 3aTpUMKa IIOCTaBKH, 3TIIHO 3 JIHCHUM
KOHTPAKTOM, BiJITOBITHO /IO CTaHJAPTIB, cepTU(DIKAT SIKOCTI BUPOOHHKA, YMOBHU
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JOCTaBKM Ta OIUIATH, MUISIraTd 3MIHAM, MOOTpeOyBaTH NIATBEPAKECHHS,
NEPEBO3UTHU TOBAPHU.

4. Phrasal verbs.

look after to take care of someone by helping them, giving them
what they need, or keeping them safe

look to look at what is in a place such as a building, shop,

around/round town etc., especially when you are walking

look at to turn your eyes towards something, so that you can see
it

look back to think about something that happened in the past

look for to try to find something that you have lost, or someone

who is not where they should be

look forward to | to be excited and pleased about something that is going to
happen

look through to look for something among a pile of papers, in a
drawer, in someone’s pockets etc.

look up to to admire or respect someone

Fill in the correct preposition:

1. Do not worry, I will look __ the kids tomorrow.

2. My mother says she is looking _ meeting you.

3. Do we have to pay to look __ the castle?

4. | have always looked _ Bill for his courage and determination.

5. The twins looked _ each other and smiled.

6. When | look __ on those days | realise | was desperately unhappy.
7. Detectives are still looking __ the escaped prisoner.

8. I have looked _all my papers but I still cannot find the contract.

5. Read and discuss the contract.
Contract 0/1

Odessa December 11, 2014

Firm ..o , hereinafter referred to as the “Seller” on the
one part, and ..., hereinafter referred to as the “Buyer” on
the other part have concluded the present Contract to the effect that:

1. Subject of the Contract

The Seller shall sell, and the Buyer shall buy the merchandise (FOB
Odessa) .....oovvviiviiiiiiiiiiinenn, which quantity, assortment, and quality are
indicated in Specification, Appendix to the present Contract, forming its integral
part.
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2. Price and Total Cost of Contract

The price for the merchandise supplied in accordance with the present
Contract amounts t0 ..............c.cceeveiennnnn.. (FOB Odessa). The total cost of
the Contract shall amountto ............................. ...

3. Quality of the Merchandise

Quality of the merchandise to be delivered under the present Contract shall
be in full conformity with the standards in force in Ukraine or with norms of the
plants, manufacturing the merchandise and shall be confirmed by
manufacturer’s certificate of quality.

4. Guarantees

The Seller shall guarantee the quality of the delivered merchandise for
...... months from the date of the beginning of its operation, but for not more
than ...... months under favourable conditions of its operation.

5. Dates and Terms of Delivery

The Seller shall deliver the merchandise to the Buyer in dates, indicated in
Appendix Ne........ to the present Contract. Delivery of the merchandise under
the present Contract shall be effected under the shipping documents, indicated in
Appendix Ne........ to the present Contract. The Seller shall notify by cable the
Buyer not later than ....... days after the ........................... (vessel’s)
departure from the Seller’s port about the shipment of merchandise with
indication of ...................l (date of waybill or Bill of Lading etc.).

6. Packing and Marking

The merchandise shall be shipped in export packing suitable for the nature
of the goods under supply. The packing shall protect the goods against any
damage and corrosion during their inland and sea transportation. The packing
shall be fit for transshipping by means of cranes and manually. Marking shall be
inscribed on three sides of the case (on two opposite sides and on the top of the
case).

7. Terms of Payment

Payment under the present Contract shall be effected by the Buyer by
10017201 N against presentation by the Seller the following
documentstothe Bank ...................oeeiiiin.

8. Sanctions and Claims

8.1. Claims for shortage or damage of merchandise during transportation
are to be made by the Buyer against the Carrier or the Insurer.

8.2. The Seller shall be liable to the payment of Liquidated Damages, for
default of the several responsibilities under the Contract, as follows:
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For the delay in the delivery of the merchandise the agreed Liquidated
damages shall be as follows: for each week of delay in the submission of a
required document an amount of .............................. subject to an overall
maximum liability of ... under this Article.

For delay in supply of 95 per cent of the merchandise beyond the period of
....... months after Effective Date of the Contract for each week of delay an
amount of ... of the Contract Price.

9. Force majeure

Should any force-majeure circumstances arise which hinder the fulfilment
by any of the parties of their respective obligations under the Contract, neither
party is responsible for the non-fulfilment of its liabilities to the extent owing to
such circumstances. Natural disasters, war and military operations of any sort,
blockades, embargo, prohibition of exports and imports, epidemics and other
circumstances beyond the control of the parties are considered as force majeure.
................................ has the right to extend the time stipulated for the
fulfilment of the Contract by a period equal to that during which force-majeure
circumstances last.

10. Settlement of Disputes and Arbitration

Should any differences or disputes connected with the present Contract
arise between the Seller and the Buyer, the parties will strive to reach friendly
settlement of them. Should such friendly settlement appear impossible and the
parties fail to reach an agreement within 15 days in the manner of arrangement,
the disputes will be submitted for the consideration of parity commission
composed of 4 persons, 2 persons from each party. This parity commission will
be set up within 10 days from the date of a written request from one of the
parties hereto. Should the parity commission fail to settle the dispute within 15
days from the date of its establishment, or one party failed to appoint its
representatives to the parity commission within 10 days mentioned above, the
dispute will be at the written request of one of the parties submitted for the
consideration of the Arbitration Court of the ........................... Trade
Chamber, .......ccoovvviiiiiiii... , the decisions of which will be final, liable
to no protest, appeal and irrevocability and will be obligatory for both parties.

Legal Addresses of the Parties
Seller

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

.............................................................................................
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6. Choose the correct item consulting additional sources of information.

1. A contract defines ... of the parties involved.

a) rights  b) obligations  c¢) rights and obligations

2. In case of ... of the Contract the sufferer makes a claim on the party that
fails to meet the contract obligations.

a) breach  b) fulfilment c) cancellation

3. The duration of a force majeure is, as a rule, ...

a) several days b) 1or2years c)4or6 months

4. In the insurance business, the word “average” means ...

a) contingency  b) loss  c) risk

5. The cases in which the equipment is packed are to be marked on ...

a) one side  b) twosides c¢) three sides

6. In case of consumer goods, packing serves ...

a) to protect and advertise a product b) to protect c) to attract a
producer
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Unit 9. Business Etiquette
Active Words and Phrases

acceptable — npuuinammnui

advance — npocysamucs

advisable — 6aorcanui

bare — oconenuii

be a success — mamu ycnix

be aware (of) — snamu, yceioommosamu

bow — kransmucs

chopsticks — nanuuxu ons ixci

colleague — koneea; cniepobimnux

communication — cnizkysamnms

deal (with) — mamu cnpasy (3)

delay — zampumka

embarrassing — uisxosuii

engaging — npusabaueuii

etiquette — emuxem

global village — csim sx cninbnoma, 6 sikiti 8iocmani 3HA4HO CKOPOMUNUCS
30 pAxXyHOK 6UKOPUCMAHHS eIeKMPOHHUX 3AC0016 KOMYHIKAYIL
greet — simamucs

helping — nopuis

improvement — yoockonanens,; noainuenHs

in public — ny6riuno

intelligence — poszym, pozymosi 30i6nocmi

lasting — mpuesanuii

maintain — niompumyeamu

make a fool of oneself — cmasumu cebe 6 oypne cmanosuwe
mosque — meuems

noble — wuisxemmuil

occasion — sunadok

peace of mind — dywesnuii cnoxiii

posture — nocmasa

professional relations — npogeciiini sionocunu

prosperity — npoysimanms

rules of behaviour — npasuna nosedinku

set of rules — 36i0 npasun

shared culture — cninvua xyremypa

statement — meepoorcenns

temple — xpam

trend setter — emanon Hoso2o HanpsamKy, 3aKOHOOABEYL MOOU
unintentionally — nenaemucno
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Opening Remarks

There is no need to say that there are great differences in people behaviour
and communication in different countries. As each of them has its own
traditions, customs, and culture of behavior this can make a serious barrier for
business and professional relations. It is highly advisable for a businessman to
be informed exactly about the rules of behaviour in this certain country, in the
country they deal with in order to establish their relations in a proper way.

Knowing the rules of etiquette may keep you from making a fool of
yourself in many occasions. It also will save you a lot of trouble and not a few
embarrassing moments. Since we are dealing with the English language, we are
going to speak on the rules, which are common in the English speaking
countries, basically in the USA as they are the main trend setter in the economic
and business life of the world.

Americans say that if you really want to be a success as a businessman,
promise yourself:

¢ to0 be so strong that nothing can disturb your peace of mind;

e to talk health, happiness and prosperity to every person you meet;

o to make all your colleagues feel that there is something in them;

e to look at the sunny side of everything and make your optimism come
true;

e to think only of the best, to work only for the best and expect only the
best;

e to forget the mistakes of the past and press on the greater achievements
of the future;

e to give so much time to improvement of yourself that you have no time
to criticise others;

¢ to be too large for worry, too noble for anger, too strong for fear and too
happy to permit the presence of trouble.

e And now some famous statements about work:

¢ Nothing is better than that a man should rejoice in his works. (The Bible)

e No matter how much work a man can do, no matter how engaging his
personality may be, he will not advance far in business if he cannot work
through others.

e Wealth is not only what you have but it is also what you are.

e Human intelligence is millions of years old, but it does not seem to act
its age.

International Etiquette

Travelling to all corners of the world is getting easier and easier. We live in
a global village, but how well do we know and understand each other?
Knowledge of international etiquette means being aware of the appropriate way
to behave socially, in public. I am sure a lot of you already know about visiting
churches, mosques, and other religious buildings. It is important to wear
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appropriate clothes and cover up bare skin. Men should always wear shirts.
Shorts are not a good idea for women — women should in general avoid showing
bare shoulders, arms, or legs, and in mosques and temples you will need to cover
your head too.

In fact, when we are in Egypt, the Middle East, and Asia you will also need
to take off your shoes before you enter any religious building — outdoor shoes
are seen as carrying all the impurities of the world. | wonder if any of you know
about some other customs. For example, when we get to the Far East, from
Singapore onwards, you should be particularly careful about your posture.

The soles of your feet, for example, are considered to be the dirtiest part of
your body, and you should never point your foot at someone — so crossing your
legs in public is not a good idea when we are in Singapore and Thailand. Also,
avoid pointing, certainly at people, but also at objects. In Japan and other Far
Eastern countries, blowing your nose in public is also not really acceptable.

When it comes to greeting people in different countries there are a lot of
differences. You will find Egyptian and Middle Eastern men kissing each other.
The Spanish and many southern Europeans also kiss each other on the cheeks —
though not normally the men. In Japan they will bow — and the extent of the bow
depends on the respect due to that person. Asia is just with a firm handshake.
Although you must make sure it is your right hand: in a lot of countries,
particularly African and Middle Eastern countries, the left hand is regarded as
unclean, so you should not give things to people, pass food, and so on, with your
left hand.

Food and eating habits is probably the most interesting area of international
etiquette, but you will be eating in international restaurants most of the time —
although | hope you can all handle chopsticks! You probably will not be invited
to anyone’s home on this trip but if you ever do, make sure you check out the
way to behave first. There is lots of potential for unintentionally cuisine offence.
For example, in Singapore you should always say no to a second helping of food
(you will probably get some anyway!), and it is polite to leave some food on
your plate at the end. Whereas in somewhere like Russia that would probably
offend your host.

Etiquette helps maintain good relations with people. When dealing with
people from a shared culture, everyone knows the rules and there is not much to
think about. Those that lack etiquette are branded as uncouth and rude.
However, this is not the same when working on the international stage. Someone
may very well come across as being rude through a lack of etiquette but this
may be because in their culture that behaviour is normal. As a result
international business etiquette is a key skill for those wanting to be successful
when working abroad. Through a great appreciation and understanding of others'
cultures, you build stronger and longer lasting business relationships.

Exercises
1. Answer the following questions:
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1. Explain the difference between general and business etiquettes.

2. Give some examples of bad manners in different countries.

3. Is it important for a businessman to know the rules of etiquette in
different countries?

4. Which country is the main trend setter in the economic and business
life of the world?

5. Which advice is it necessary to follow in order to be a success as a
businessman?

6. What does knowledge of international etiquette mean?

7. Name different types of greeting people.

8. What habits are useful to remember?

9. Where is it customary to shake hands?

10. What can make business relationships stronger and longer lasting?

2. Give the English equivalents of the following phrases.

Hyxe OaxaHo, MpaBWJia MOBEIIHKW, HAJIC)KHUM UYUHOM, CTaBUTH ce0Oe B
JypHE CTAaHOBUIIE, MAaTH YCHIX, KPUTHUKYBAaTH IHIIWX, MYyOJIYHO BUCTYIIATH,
MIOKPUBATH T'OJIOBY, OCOOJIMBO OOEPEKHUM, CXpellyBaTH HOTH, LUTYyBaTH OIWH
OJIHOTO B IIOKH, MDKHAPOJHUHN €TUKET, MPAIFOBATH 33 KOPJIOHOM, JIOBrOTPUBai
BITHOCHHH.

3. Discuss if these statements are true about customs in your country.

Yes No It depends

Students use teachers’ names in class.

Colleagues generally use family names

at work.

People prefer to keep their work and

private life separate.

Businesspeople  usually  exchange

business cards at a first meeting.

It is important to be punctual.

4. Phrasal verbs.

set about to start doing or dealing with something, especially
something that needs a lot of time and effort

set back to delay the progress or development of something, or
delay someone from finishing something

set down to state how something should be done in an official
document or set of rules

set forth to explain ideas, facts, or opinions in a clearly organised
way in writing or in a speech

set off to start to go somewhere

set out to start a journey, especially a long journey

set to to start doing something eagerly and with determination

set up to start a company, organization, committee etc.
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Fill in the correct preposition:

NGO~ WDE

They wantto set  their own import-export business.

Clear guidelines have beenset _ for teachers.

How do senior managers set _ making these decisions?

He set _ an idealistic view of society.

| will set _ early to avoid the traffic.

Environmental experts said the move would set _ further research.
Ifwe all set _, we will finish the job in half an hour.

The band are setting __ on a European tour in March.

5. Do the quiz. Then you may check your answers with the “Answer

»

Key”.

Around the World Trip

1. China

You are invited to a
person’s house. Which of
the following may cause
offence?

a) Blowing your nose in
public.

b) Refusing an offer of food.
¢) Not taking your shoes off
before entering the house.

2. Saudi Arabia

You want to hire a car to
tour the country. Is this
allowed?

a) Yes, but you must take a
test first.

b) Yes, but only if you are
not a woman.

c) No, tourists have to travel
by camel.

cuisine. How late can you
eat out?

3. Finland You are planning to relax | a) Nothing.
in a Finnish sauna. What | b) A toweling robe.
should you wear? c) A bath hat.

4. Cyprus On a village tour, a local | a) Eat it: it is a dessert.
resident offers you a|b)Rideit:itis a bicycle.
glycol. What should you |c) Wear it: it is a national
do with it? dress.

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

are a Muslim.

6. Sweden You go out for meal. How | @) Any amount: there are no
many glasses of wine can | drink-driving laws.
you drink before driving | b) Two.
back home? c) None.

7. Spain You want to taste the local | @) Restaurants close at 9

p.m., so you have to finish
your meal by this time.
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b) Spanish restaurants stay
open all night.
c) You can eat very late,
because Spaniards often eat
after 11 p.m.

8. USA

You are peacefully
drinking a can of beer in
Central Park. But suddenly
you are approached by the
police. Why?

a) You are not allowed to
drink alcohol in Central Park.
b) You should use a glass or
a straw.

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

9. Singapore

You suggest a piece of
chewing gum to your tour
guide, but he looks
shocked. Why?

a) Chewing gum is forbidden
by law.

b) Tour guides are forbidden
to accept gifts.

c) Chewing gum is given to
animals.

10. Japan

Staying in a Japanese
hotel, you decide to relax
in traditional, shared bath.

What mustn’t you do in a
bath tub?

a) Stay too long.

b) Talk to other people there.
c) You shouldn’t wash
yourself there.

Answer Key to the Quiz

5. C

7.cC 9.a

N
oo

B w
D |

6.C

8.a 10.c
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English-Ukrainian Vocabulary

A
abbreviation aOpeBiaTypa; CKOPOUYCHHS
Accept IIPUKAMAaTH; IIOTOKYBAaTUCS
acceptable NPUHHITHAN
accepted aKIIENITOBaHUM
according to BIJIIOBIAHO 110
achieve an objective JOCSITaTh METU
adage apopu3M; MPHUCIIB’ s
additional practice J0JIaTKOBA TIPAKTHUKA
advance POCYBATHUCSI
advertising campaign peKIIaMHa KaMITaHist
advisable OakaHMi
affect BIUTMBATH
agreement 3roja; yroaa
Alter 3MIHIOBATH
angle TOYKa 30pYy; OIK
applicant 3asIBHMK; TOH, XTO MO/Ia€ 3asBY
application 3asiBa
apply for a job 3BEpTaTUCS 3 3asABOI0 PO IPUHOM
pobory
Appointment MpU3HAYEHHS (Ha 1ocany)
approach M1XOIUTH; TIOYUHATH (TIEPETOBOPH)
Arrange JIOMOBIISITHCS;, YIIOPSIIKOBYBAaTH
aspiration NParHCHHS; BEJIMKe OakKaHHs
ASSess OL[IHIOBATHU
assessment OLIIHKa
attention grabber TE, 10 MMPUBEPTAE yBary
Available HasIBHUIA
B
bank balance 3aIIMIIOK PaXyHKY B OaHKY
bare OTOJICHUM
bargain JIOMOBIISITUCS; TOPTYBaTUCS
be a success MaTH yCITiX
be aware 3HATH; YCBIIOMJIIOBATH
be willing MaTu OaKaHHSI
benefit BUT0/1a; TIepeBara
bill of exchange BEKCEllb; TpaTTa
bill of lading KOHOCAMEHT, HaKJIagHa
blocked style 3aKPUTHHA CTUITH
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board

body of the letter

bow

bulk cargo

bullet points

business correspondence
business plan

capture the imagination
Career

carrier

carry out

cash flow

chairman

cheque

chopsticks

city council

colleague

committed
commodity
communication
communication medium
communication style
competition
competitive

compile
complementary skills
complimentary close
concession

concise

conclusion
consignment
consistent

consumer requirements
Convince

cooperative enterprise
cost

Costs

cover(-ing) letter
credibility

cumulative earnings
curriculum vitae (CV)
customer

paja; mpaBIiHHSA
OCHOBHA YaCTHHA JIHUCTA
KJIaHATHUCS

HACHUITHUHM a00 HaJMBHUI BaHTaX

HaWBaXJIMBIII TYHKTH; KIIFOUOBI MOMEHTHU

JIJIOBE JTUCTYBaHHS
Oi3HeC-TUIaH

C

3aXOILTIOBATH ySIBY
Kap’epa

NepPEBI3HUK

BUKOHYBAaTH

PYX TOTIBKH

roJIoBa

YeK

MaJIAYKHU JUIST 1K1

MiChbKa paja

KOJIEera; CIiBpOOITHUK
BIJTAaHUI

TOBap

CIIJIKYBaHHS

3acib KoMyHIKaIlii

CTHJIb CTIUIKYBaHHS
KOHKYPEHIIis
KOHKYPEHTOCIIPOMO>KHUM
30uparu

JT0JIaTKOB1 HABUYKHU
3aKJII0YHA YACTHUHA JIUCTA
MOCTYIIKA

CTUCIIAN

BHUCHOBOK

napTist TOBapy
MIOCITITOBHU I

noTpeOu CcroKrBava
EPEKOHYBATH
KOOTIEpATUBHE ITIAMPUEMHHUIITBO
BapTICTh

BUTPATH

CYNPOBITHUH JIHCT
HAJIHHICTH; JOBipa
CYKYTHHI MpUOyTOK
pe3toMe

KJIIEHT; TTOKYTEIb
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data (singular — datum)

deal (with)
decision-making
decline

delay

delegate
delivery terms
demand
determine
determined
develop

diffuse
discharge

divert

draw a conclusion
drawee

drop

due to

economic viability
education
effectively
efficiency
elaborate
embarrassing
emphasis
employee
employer

enable

engaging
entrepreneur
entrepreneurship
essential

clauses of contract
etiquette

evaluate
eventually
executive

exploit

face

D

JaH1

MaTu crpaBy (3); yronaa

OPUMHATTS PilLICHHS

3MEHIITYBaTHUCS; ITH Ha CHaJl; BIIXUISATH
3aTpUMKa

JeJIeryBaTH; iepeaaBaTy (MIOBHOBAKEHHS)
YMOBH JIOCTaBKH

BUMOTA; TIOTIUT

BU3HAYaTH, BCTAHOBJIIOBATH

piiryanii

po3po0IATH

MOITUPIOBATH

PO3BaHTaXEHHS

BiJIBOJIIKATH

pOOUTH BUCHOBKHU

Tpacat (oco0a, Ha SIKy BUCTaBJI€HA TPATTa)
3HIKYBATHCS;, 3SMCHIITYBATHCSI

3aBJISIKW; BHACIIIOK

E

€KOHOMIYHA KUTTE€3IaTHICTD
OCBITa

e(heKTUBHO

e(eKTUBHICTh

JETaIbHO PO3POOIATH
HISIKOBUH

aKIEHT

pPOOITHUK; CITY’)KOOBEIIh
poboTroaaBelb; HaltMau
HaJIaBaTU MOKJIUBICTH
IPUBAOIUBHIMA

HiAITpUEMEIIH
HiAITPUEMHHULITBO

ICTOTHUH; BaXKITUBUH

YMOBHU KOHTPAKTY

CTHUKET

OI[IHIOBATH

BPEIITi-PENIT; 3r0JI0M
KEpIBHUK

BUKOPHUCTOBYBATH (y CBOIX 1HTEpECAX)

F

31TKaTUCA
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Fail

feasibility
feedback
financial losses
firm prices
fixed prices
formal
fulfilment

gain
generic
global village

goods
graph
greet

hands-on
helping

hire

hired manager
hostility

huge gap

icebreaker
impact
implementation
improve
improvement
In exchange

in public
indemnity
industries
Innovation
inside address
insight
Institution
insurance policy
integrity
intelligence
intent

3a3HaBaTH HEBAAYl
NpUAATHICTh

3BOPOTHA peaKIIis
(1HAaHCOBI 30UTKHU
TBEP/I1 LIHU

¢dikcoBaH1 LIHU
odiiiHuR

BUKOHAHHS; 3/11HCHCHHS

G

Jocsratu
XapaKTepHUil (AJ1g EBHOTO POY)

CBIT K CITUILHOTA, B SKIM BIJACTaHI 3HAYHO
CKOPOTHJIMCSI 3a PaxXyHOK BUKOPHUCTAHHS
eJICKTPOHHUX 3aCc001B KOMYHIKallii

TOBapu

rpadik; giarpama

BiTATHCA

H

IIPAKTUYHUN

nopuis

HaliMaTH; 3aMpoIlyBaT Ha POOOTY
HAaMaHU MEHEKEP

BOPOXKICTh

KoJIOCaJIbHA PO301KHICTh

MIPUMOM 3HATTS HAIPYTH
BILIHB

3MIMCHEHHS; peaTi3allis
MOJTITIITYBaTH
yIIOCKOHAJICHHS; TIOJITIIICHHS
B OOMIH

myOIi9HO

BIJIIIIKOTYBaHHS (30UTKIB)
rajxy3i MpOMHUCIOBOCTI
HOBOBBEJICHHS; pallioHaji3alis
azpeca ofepKyBada
ySIBJICHHS

yCTaHOBA

CTPaXOBHH TOJTIC
HEJOTOPKAHHICTh

pPO3yM; pO3yMOBI 3410HOCTI
MeTa
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interview
introduction
investment
invoice
issue

job advertisement

job interests and concerns

job search
junk mail

key
key concept
Kite

large business
lasting

layout

lead (to)

letter of application
letter of credit

life cycle

log

long-term strategy

maintain

make a decision

make a fool of oneself
make qualifications
make sure
management

manager

managerial system
mankind

margin

market

market share
marketing management
marking

maturity

cmiBOeciga

BCTYI

1HBECTYBAHHS;, KalliTaJIOBKIaJACHHS
paxyHOK-(aKTypa

NUTaHHS; Tpo0emMa

J

OTOJIOIIEHHS PO MPUHOM Ha POOOTY
poboTa, sKa IIKaBUTh

HOILIYK POOOTH

cram

K

TOJIOBHU M
OCHOBHA KOHIIEIIIIA
narnepoBui 3Min

L

BEIIUKUH O13HEC

TPUBAIUHI

PO3MIILICHHS; TIJIaHYBaHHS
MPU3BOUTH (110)

CYNPOBITHUHN JIUCT

AKpEeIUTHUB

JKUTTEBUH ITUKII

peecTpyBaTH; BHOCUTH JI0 )KYpPHAIY
JIOBrOCTPOKOBA CTpaTerist

M

HiATPUMYBaTH

IpUAMaTH PIIICHHS

CTaBUTH ce0¢ B JIypHE CTAaHOBUIIIC
pOOUTH 3aCcTepEIKESHHS
YIIEBHIOBATHUCS

MEHEJ[KMEHT; YIPaBJIiHHS;, KEPYBaHHS
KEpIBHUK; JUPEKTOP; MEHEKEP
aaMIHICTpaTHUBHA CHCTEMa
JFOZICTBO

noJie/0eper CTOpIHKU

PUHOK

JacTKa PHHKY

yIPaBIiHHASI MAPKETHHTOM
MapKyBaHHS

3aBEpIICHICTh, TOBHA TOTOBHICTH, CTPOK

O0proBoro 30008’ A3aHHS
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meet an objective JOCSTaTh METH

memo (memorandum) maMm’ iITHa 3aIKuCKa
merchandise TOBapH
method METOJ; CIIOCIO
mode of transport BUJI TPAHCIIOPTY
moscue MEUETh
multimodal MYJIbTUMOIaIbHUAN

N
negotiating table CTLI IIEPETOBOPIB
negotiations HIePErOBOPH; OOTOBOPEHHS
network Mepexa
noble HUIIXCTHU I

O
Objective MeTa
occasion BUIIAJI0K
offer TIPOTIO3HITsI
operate KepyBaTH; NPAIIOBATH
opportunity MOMJIMBICTD; TIEPCTICKTURA
Oppose 3anepevyyBaTH
outline IJIaH; cXxema
outperform TIepeBepIIyBaTH
output BUPOOITOK (TIPOIYKITii)
Own BOJIOIITH
Ownership IPaBO BJIACHOCTI

P
packing yIaKoBKa
pallet M 10H
part and parcel HCBIZ’€MHA YacTHHA
party CTOpPOHA; YYaCHUK
pay 3apo0iTHA I1aTa
payment orJiara
peace of mind TYIEBHUM CTIOKIH
personnel manager HaYaJIbHUK BIIALTY KaapiB
persuade EPEKOHYBATH
port terminal BaHTaXHI CKJIaJAM B TOpTaxX, SKi MarTh

COPTUPYIOUYHU NPUCTPOIL

posture I10CTaBa
prefer HaJaBaTH TepeBary
preferred qualifications Oa’kaHi BUMOTH /10 KBamiikarii
priority npiOpUTET
professional relations npodeciitHi BITHOCHHH
profit npuOyTOK

59



profitability
property
prospects
prosperity
prudent
purchase

rapidly

reach a deadlock
receipt

reduce

refuse

regulation

rehash

rehearse

represent

require

required qualifications
research centre
respond to the demand
responsible

resume

retention

reveal

revenue

revision

risks of loss or damage
roughly

rules of behavior

salary

sales manager
sales volume
sample
savings
secure

seek

select

selling tool
sender’s address
service

set of rules

npuOyTKOBICTh
MaKlHO
NEPCIEKTUBRA
IPOLBITAHHS
PO3CYAIUBUI
KyIIBJIs

R

IIIBUIKO

3aXOJIUTH B TITYXUH KYT

OTPUMAaHHS; PO3MHUCKA B OTPUMaHHI
3MCHIITYBaTH

B1JIMOBJISITH (-C51)

JTUPEKTUBRA; IPABUIIO; PO3MOPSIHKEHHS
nepeKka3yBaTu

pEeNeTUPYBATH; IIOBTOPIOBATH
peACTaBISATH

BUMaratu

000B’sI3KOB1 BUMOTH JI0 KBaJTihikarlii
JOCJTITHUIILKHU I TIEHTP
3aJI0BOJILHSATH MOITAT
BIJIITOBIAJIbHUM

pe3roMe

3amam’ ATOBYBaHHS

MOKa3yBaTH; BIAKPUBATH

npuOyTOK

NeperJIsi; mepeBipka

PHU3HK BTpaTh ab0 MOIIKOIHKEHHS TOBApY
PUOJIU3HO

npaBujia MOBEIIHKN

S

3apo0iTHA I1aTa
MEHEJDKEP 3 MPOJAAKY
o0cAr mpogaxy
3pa3ok

3a011aPKCHHS
3100yBaTH; JIOMaraTucs
IIYKaTH; JOMaraTucs
obuparu

3aci0 peamizartii
ajJpeca BiIIIpaBHHUKA
TocIyra

3B1J] TPaBUII
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share

shared culture
Shareholder
ship’s rail
shipment

shipping documents
sight draft
Signature
Similar

skilled

sliding prices
small business
solicit

solution

spark the interest
stable
standardized
start a company
start-up entrepreneur
statement
stationery

steady income
stipulation

strike a deal
study

submit
successful
summarize
supervisor
supplement
supplier

Supply

table

tackle

tactics

take into account
take legal action
tax

technical specifications

temple

JI0JIs1; YacTKa
CHUIbHA KYJIBTYypa
aKI[lOHEep

PECIHIHT CyHa

HaBaHTaXEHHs  (ToBapy); MEPEBE3CHHS

(ToBapy); mapTis TOBapy
TOBapOpPO3NOPAIUl JOKYMEHTH
TpaTTa Ha Mpeja’ IBHUKA (TEpMIHOBA)
MINAC

CXOXKHMN

KBaTi(hiKOBAHUM

3MIHHI I[IHA

HEBEJIMKUM O13HEC
HAIOJIETJIUBO MPOCUTHU
BUPIIICHHS
npoOyIKyBaTH 1HTEpeC
CTaOLTLHUHT
CTaHAAPTU30BAHUMN
3aCHYBaTH KOMIIaHIIO
HiAITPUEMEIIb-TIOYATKIBEIh
TBEPKCHHS

KaHIIENSIPChKI TOBApHU
CTaOLTLHUN TPUOYTOK
yMOBa

YKJIa1aTh YTOIY
JTOCIIIKEHHS

M0JIaBaTHU Ha PO3TJIS
YCHIITHUN

MiA0MBATH IMIICYMKH
HarsIa4y

J10J1aBaTH; IONOBHIOBATH
MOCTaYaIbHUK

3amac; mocTayaHHs

T

TaOIUISA

eHepriitHo OpaTucs (3a 1moch)
TaKTHUKa

Opatu 10 yBaru

MI0JIaBaTH MO30B JI0 CYIy

10JTaTOK

TEeXHIYHI YMOBH; THCTPYKITis
BUKOPUCTAHHS

Xpam
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tend
term draft

terms

terse
therefore
timing

tip

trade journal
tremendous
trend setter

trivial

unconvincing argument
underlying needs
undertaking
unintentionally
unlimited

upgrade

vacancy
venture
visual aids

want ad (advertisement)
weakness
well-disposed

work experience
working conditions
working hours

MaTy TEHJICHIIIIO

TpaTrTa 3 OIUIATOI0 B KIHLI OOYMOBIIEHOTO
CTPOKY

YMOBU

KOPOTKHUH; CTUCIIUI

OTXK€; 3 L€l MPUYUHU

pPO3paxyHOK 4acy

nopaja

rajgy3eBUl )XypHal

BEJIMYE3HUIN

€TaJIOH HOBOI'O HaNpsIMKY; 3aKOHOJABELb
MOAHU

HE3HAYHUM; OaHAILHUI; 3BUYaHUH

U

HETICPEeKOHJINBHIA apTyMEHT
OCHOBHI MOTpeOH

CTpaBa; MOYNHAHHS
HEHaBMHUCHO

HEeoOMEeKeHU!
yIOCKOHAIIOBATH; TIOJIIIIITYBaTH

VvV

BaKaHCIs
HiANPUEMCTBO; PU3HUKOBAHE TTOUMHAHHS
HAOYHI 3ac00u

W

OTOJIOIICHHS TIPO TIPUHOM Ha PoOOTY
ciiabke micre

Jlo6po3uunuBuit

JIOCBIT pOOOTH

yMOBHU po0OOTH

pobounii yac
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AbpeBiaTypa

Ukrainian-English Vocabulary

aJMIHICTpaTUBHA CUCTEMa
azpeca BiIIpaBHUKA
azpeca oJiepKyBada

AKpenuTuB
AKneur
AK1enroBaHuM
AKI110HED
Adopuzm

baxanui

Oa)kaH1 BUMOTH JI0 KBasiikarlii

banansaui
Oi3HeC-IUIaH
bix

Opatu 70 yBaru

B OOMIH
Baxxnusui
BaKaHCII

BaHTXHI CKJIQJAX B TOpTaX, SKi MaroTh

COPTUPYIOYU IPUCTPOIL

BapTICTh
Bexkcenpb

BeJIMKe OakKaHHS
BEJIMKUI O13HEC
Bennue3nui
BHJI TPAHCIIOPTY
Bu3nauatu
Bukonanns
BukonyBatu

BUKOPHUCTOBYBATH (y CBOIX IHTEpECAX)

Bumaratu
BHUMOTa
Bunanox
Bupimenns

BUPOOITOK (ITPOIYKITii)

BUPOOJICHHS
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A

abbreviation
managerial system
sender’s address
inside address
letter of credit
Emphasis
accepted
shareholder

adage

advisable

preferred qualifications

Trivial

business plan
Angle

take into account

in exchange
essential
Vacancy
port terminal

cost

bill of exchange
Aspiration

large business
tremendous
mode of transport
determine
fulfilment

carry out
exploit

require

Demand
occasion
solution

output

output



BHCHOBOK
BUTPATH
BIIBAHTA)KEHHS
BIIBOJIIKATH
BIIIaHUNA
BIIKpUBAaTH
B1JIMOBJISTH (-C51)
BIIIOBIAAJIbHUN
BIJIIIOBIAHO 10
BIIXWIATH
BIJIIKOTyBaHHS (30UTKIB)
BITaTUCH
BHACJIIJIOK
BHOCHUTH JI0 )KypHaIy
BOJIOIITH
BOPOXKICTh
BILJINB

BILJINBATH
BpEITI-PEIIT
BCTAHOBIIIOBATHU
BCTYTI

rajiy3eBUH KypHAI
rajxy3i IpOMHUCIOBOCTI
roJjioBa

TOJIOBHUU

rpadik

TaHi

JeJeTyBaTH

JETaIbHO PO3POOIISITH
TUPEKTUBA

TUPEKTOP

Jiarpama

TTOBE JIMCTYBaHHS
T0OPO3UUITUBHI
JIOBTOCTPOKOBA CTpaTerist
JoBipa

J0/TaBaTH

JI0/TIATKOBA MPaKTHKA
JOTATKOB1 HABUYIKH
Hons
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conclusion
costs
shipment
divert
committed
reveal
refuse
responsible
according to
decline
indemnity
greet

due to

log

own
hostility
impact
affect
eventually
determine
introduction

trade journal
industries
chairman
key

graph

data (singular — datum)
delegate

elaborate

regulation

manager

graph

business correspondence
well-disposed
long-term strategy
credibility

supplement

additional practice
complementary skills
share



JOMaraTucst secure; seek
JlomoBIsATHCS bargain
JlommoBHIOBaTH supplement
T0CBi poOOTH work experience
JOCIIIKEHHS study
JTOCTITHUAIIBKHIA LIEHTP research centre
Hocsratu gain

achieve an objective; meet an
objective
peace of mind

JocAratu MCTH

TYIIEBHUMN CIIOKIM

E
C€KOHOMIYHA KUTTE3IaTHICTh economic viability
CHepriiiHO OpaTHcs (32 II0Ch) tackle
€TaJIOH HOBOI'0 HAIIPSIMKY trend setter
Etuker etiquette
EdextuBHicTh efficiency
EdexTrBHO effectively
KUTTEBUH LMK life cycle
3 i€l TPUYHHHA therefore
3aBIsAKA due to
3aBepIleHICTh maturity

3aJI0BOJIBHSITH TOIUT
3a3HaBaTH HEBJIAul
3aKJIFOYHA YACTUHA JIHCTA
3aKOHOJIaBEIlb MOJU
320113 KCHHS

3amam’ ITOBYBaHHS

3anac

3amepevyyBaTH
3ampouIyBaT Ha podoTy
3apo0iTHA T1aTa
3apyuuTucs

3acib KoMyHIKaIlii

3aci0 peamizartii
3aCHYBaTH KOMIIAHIIO
3aTpumka

3aXOJIUTH B TITyXUH KYT
3aXOTUTIOBATH YSIBY

3asiBa

3asIBHUK
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respond to the demand
fail

complimentary close
trend setter

savings

retention

supply

oppose

hire

pay; salary

secure

communication medium
selling tool

start a company

delay

reach a deadlock
capture the imagination
application

applicant



30upaTu
3BEpPTaTUCS 3 3asiBOI0 NP0 MPUKOM
poboty
3BUYANHUMI

3B1J1 PaBUJ
3BOPOTHA peaKIlis
3roja

3roJIoM
3M1MCHEHHS
3100yBaTH
31TKATUCS
3MeHIyBatu (-cs)
3MIHHI [{IHA
3MIHIOBATH
3HM)KYBATHUCS
3pa3ok

1HBECTYBaHHS

THCTPYKIIiSl 3 BUKOPUCTAHHS
ICTOTHHI

ITH Ha cOajg

KaHILIETSPChKi TOBApU
KariTaJoBKIaACHHS
Kap’epa

KBaTi(hiKOBAHUM
KEepIBHUK

KepyBaHHS

KepyBaTH

KIIQHSATUCS

KITIEHT

KITFOUOB1 MOMEHTH
KoJera

KOJIOCalibHA PO3OKHICTH
KOHKYPEHTOCIPOMOXHU I
KOHKYPEHITis
KOHOCAaMEHT
KOOTICPATUBHE ITIIMPUEMHHUIITBO
KOPOTKUU

KYITiBJIS

JIroncTBO
66

Ha

compile
apply for a job

trivial

set of rules
feedback
agreement
eventually

fulfilment; implementation

secure

face
reduce; drop; decline
sliding prices

alter

drop

sample

investment

technical specifications
essential

decline

stationery
investment

career

skilled

executive; manager
management
operate

bow

customer

bullet points
colleague

huge gap
competitive
competition

bill of lading
cooperative enterprise
terse

purchase

mankind



Maiino
MapkyBaHHs

MaTu cupaBy (3)
MaTH TECHACHIIIIO
MaTH yCIix
Menemxep
MEHEKEP 3 TPOJAXKY
MeHeKMEHT
Mepexa

Merta

MeTton

MeueTh

MIChKa paja
MOKIIUBICTH
MysnbTUMOAATBHUT

HaBaHTaXeHHs (TOBapy)
Harnsnau

HaJaBaTH MOKIIMBICTH
HaJaBaTH IepeBary
Haniitaicts
HaWBaKIIMBIII TYHKTH
HalMaHUW MEHEIKEP
HaiimaTu

Haiimau

Haxknangna

HAaO4YH1 3aCO0H
HAITOJICTJIMBO MPOCUTH
HAaCHUIHHI a00 HaIIMBHUI BaHTaX
HaYaJIbHUK BIIALTY KaapiB
HEBEJIMKHI Oi3HEC

HEBIX €MHA YacTHHA
HenoropkanHicTh
He3naunuii

HenaBmucHo
HeOOMEKEeHUH
HETICPEKOHIINBUH apTyMEHT
HisxoBuii

HOBOBBE/ICHHS

00rOBOpEHHS
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property
marking

deal (with)
tend

be a success
manager

sales manager
management
network
intent; objective
method
mosque

city council
opportunity
multimodal

shipment
supervisor
enable
prefer
credibility
bullet points
hired manager
hire
employer
bill of lading
visual aids
solicit

bulk cargo

personnel manager

small business
part and parcel
integrity

trivial
unintentionally
unlimited

unconvincing argument

embarrassing
innovation

negotiations



obupatu select

00OB’sI3KOBI BUMOTH JI0 KBasTi(hiKariii required qualifications
00CHT MPOJIaXKy sales volume
OTOJICHUH bare
OTOJIOIICHHS PO MPHIIOM Ha POOOTY job advertisement; want ad
(advertisement)

oruJiara payment
OCBITa education
OCHOBHA KOHIIEIIIIisI key concept
OCHOBHI MOTpeOHn underlying needs
OTXe therefore
OTpPUMAaHHS receipt
odiriiHui formal
OLIIHIOBATH evaluate

1|
HATAYKH JIJIS DK chopsticks
nam’siITHA 3aIicKa memo (memorandum)
HarepoBHid 3Miit Kite
napTisi ToBapy consignment; shipment
TIepeBe3CHHS (TOBApY) shipment
HIepeBEPIIYBATH outperform
HEPEBI3HUK carrier
nepeBipKa revision
Heperiisg revision
IIePEroBOpH negotiations
nepeaaBaTH (MOBHOBAKEHHS) delegate
nepeKkasyBaTu rehash
IICPEKOHYBaTH convince; persuade
IEPCIIEKTUBA opportunity; prospects
UTAHHS issue
iI0OMBATH MMiICYMKU summarize
MAT0H pallet
ITAITHC signature
MiATPUEMETTH entrepreneur
MIAITPUEMEIIb-TIOYATKIBEITh start-up entrepreneur
MATPUEMHHUIITBO entrepreneurship
MIITPUEMCTBO venture
MiATPUMYBaTH maintain
MIXOIUTH approach
[Tnan outline
[TnanyBaHHs layout
MMOBHA TOTOBHICTh maturity
[ToBTOproBaTH rehearse
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IToromxyBarucs
MoJaBaTy Ha PO3TJIS
MO/IaBaTH MO30B JI0 CYAy
IHomaTtox
IToka3zyBatu
[Toxynenp
noJie/0eper CTOpiHKU
[ominmenus
[oninmryBatu
[Tommut

[Topana

[Topris
[TocninoBHu
[Tociyra

ITocTaBa
[TocTayanbHUK
MOCTa4aHHs
MOCTYTIKa

noTpedu Cro)KMBaya
MOYUHAHHS
MOYUHATH (TIEPETOBOPH)
[TommproBatu
MOIIYK pOOOTH
IpaBUJIa MOBEIHKH
[TpaBuiio

[TpaBmninHs

IIPaBO BJIACHOCTI
[Iparnenns
[TpakTnuHmit
[IpamroBaTu
NPEICTABIISATH
[TpuGmm3Ho
[TpuOyTKOBICTH
[TpubyTox
[TpuBabnuBUit
[IpunaTHicTh
MIPU3BOJIUTH (J10)

MpU3HA4YeHHS (Ha MOcaay)

[TpuitmaTn

MpUHAMATH PILICHHS
NPUNHATHAN

MPUUHATTS PILLICHHS
MPUKAOM 3HSTTS HAIPYTH
MPUCHIB’ s

accept

submit

take legal action
tax

reveal

customer
margin
improvement
improve; upgrade
demand

tip

helping
consistent
service

posture

supplier

supply
concession
consumer requirements
undertaking
approach
diffuse

job search

rules of behavior
regulation

board
ownership
aspiration
hands-on
operate
represent
roughly
profitability
profit; revenue
engaging
feasibility

lead (to)
appointment
accept

make a decision
acceptable
decision-making
icebreaker
adage



piOpUTET

npobiema
poOyIKyBaTH 1HTEPEC
MIPOTIO3HUILIS
pOCyBaTUCA
npodeciiiHi BITHOCUHU
MPOLBITAHHS

myOJ1yHO

pana
paxyHoK-(hakTypa
parioHanizais
peamizairis
peecTpyBaTu
pestome

peKJIaMHa KaMrmaHis
peneTUPYBaTH

PECHIHT CyJIHaA

PHU3HK BTPATH 200 MONIKOKCHHS TOBapy
PU3UKOBaHE TTOYMHAHHS
PUHOK

piTyanii

pPOOUTH BHCHOBKH
pPOOUTH 3acTepeKECHHS
POOITHUK

poboTa, sKa IIKaBUTh
poboToaaBelb
pobounii yac
PO3BaHTAKEHHS
PO3MIIIICHHS

PO3MUCKA B OTPUMAaHH1
PO3TOPSTIKEHHS
PO3PaxXyHOK Yacy
po3pobIIATH
PO3CYITMBUI

po3yM

PO3yMOBI 3410HOCTI
PYX TOTIBKH

C

priority

issue

spark the interest
offer

advance

professional relations
prosperity

in public

board

invoice

innovation
implementation

log

curriculum  vitae
resume

advertising campaign
rehearse

ship’s rail

risks of loss or damage
venture

market

determined

draw a conclusion
make qualifications
employee

job interests and concerns
employer

working hours
discharge

layout

receipt

regulation

timing

develop

prudent

intelligence

intelligence

cash flow

(CV),

CBIT SIK CIIBHOTA, B sikii Bimcrani 3Hauno global village

CKOPOTWJIUCSI 34 PAaxXyHOK BUKOPHCTaHHS
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€JIEKTPOHHUX 3aC001B KOMYHIKaIlii
CxopoueHHs

cialke micie

Cnyx00Belb

Cnam

CniBbecina

CniBpoOiTHUK

CrinkyBaHHS

CIUIbHA KYJIbTYpa

Croci6

Cnpasa

CrabuibHuit

CTaOUTbHUN TPUOYTOK

CTaBUTH ceOe B JypHE CTAHOBHUILE
Crannaptr3oBaHuid

CTHJIb CIIIKYBaHHS

Crucnuii

CT1JI IEPErOBOPIB

Cropona

CTpaxoBUH MOJIIC

CTPOK OOPToBOT0 3000B’I3aHHS
CYKYIHHM TPUOYTOK
CYNPOBIIHUHN JIUCT

CYTTEBI YMOBI KOHTPAKTY
Cxema
CXOXKUH

Taomums

TakTuka

TBEPIKEHHS

TBEP/Ii IIHA

T€, 110 MPUBEPTAE YBAry
TEXHIYHI YMOBHU

Tosap

ToBapu
TOBapOPO3NOPSAIUl TOKYMEHTH
TOM, XTO MOJA€E 3aA5IBY
TOPTyBaTUCS

TOYKA 30py

TpacaT (0co0a, Ha Ky BUCTaBJIEHA TPATTa)

TparTa

abbreviation
weakness

employee

junk mail

interview

colleague
communication
shared culture

method

undertaking

stable

steady income

make a fool of oneself
standardized
communication style
concise; terse
negotiating table
party

insurance policy
maturity

cumulative earnings
cover(-ing) letter; letter of
application

essential clauses of contract
outline

similar

table

tactics

statement

firm prices
attention grabber
technical specifications
commaodity

goods; merchandise
shipping documents
applicant

bargain

angle

drawee

bill of exchange

TpaTrTa 3 OIUIATOI B KiHII oOymomieHoro term draft



CTPOKY
TpaTTa Ha Mpeja’ IBHUKA (TEPMIHOBA)
TPUBAIUHI

yrojaa
yIOCKOHAJICHHS
yIOCKOHAJTIOBATH
YKJIAJaTH yTOay
yMOBa

YMOBU

YMOBH JJOCTaBKHU
YMOBHU KOHTPAKTY
YMOBH poOOTH
yrnakoBKa
YIIEBHIOBATHUCS
YnpaBniHHs
yIpaBIiHHI MApPKETUHTOM
Vemimuui
yCTaHOBA
YyacHuk

Y saBieHHs

¢ikcoBaHI1 IIHU
¢iHaHCOB1 30UTKHU

XapakTepHUH (17151 IEBHOTO POJY)
Xpam

JgaCTKa

4aCcTKa pUHKY
Yek

[IBnako
HInaxeTannn
[Tyxatn

72

sight draft
lasting

agreement
improvement
upgrade

strike a deal
stipulation

terms

delivery terms
clauses of contract
working conditions
packing

make sure
management
marketing management
successful
Institution

Party

insight

fixed prices
financial losses

Generic
temple

Share
market share
cheque

rapidly
noble
seek
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