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AHOTAIliS: HABYAJIBHO-METOUYHUN MMOCIOHMK CKIIAJIa€ThCS 3 BOCBMHU PO3ALTIB 3a
TEMaMU Tiepe0adyeHUMU HAaBYAJIBHOIO MPOrpamMor0 3 AUCIHUILTIHK «[HO3eMHa MoBa 3a
npodeciitHuM crpsiMyBaHHSIM» JUIsI PO3BUTKY HaBUYOK JUTOBOTO CIUIKYBaHHS B cdepi
JIOBUX KOHTAaKTIB 3 3apyOiKHUMH mapTHepamu. KoxHa Tema MICTUTh TEKCTH AUTOBOI
TEMATUKU Ta 3aBJAHHS Y BUTJISIL 11aJIOT1B, TPEHYBATBHUX Ta TBOPYMX BrpaB. [lociOHMK
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PELEH3IA

[IpeacraBnenuii 10 pelieH3yBaHHS HaBYAJIbHO-METOAUYHUN MOCIOHUK 3 1HO3EMHO1
MOBHU JUJIsl JUIOBOIO CHUIKYBaHHS NpU3HAYeHU Ayid 3700yBadiB OCBITH MEPIIOTO
OakanaBpCHKOTO PiBHS JE€HHOI Ta 3a04HO1 ()OPMH HABYAHHS 31 CIIEL1aJIbHOCTEH :

011 «OcBiTHI, me1aroriyHi HAyKu»

014 «Cepenns ocBiTa. YKpaiHChKa MOBa Ta JITEpaTypa»

015 «IIpodeciitna ociTa. OXxopoHa mpari».

015 «IIpodeciiina ocsita. Tpancrnopt»

015 «IIpodeciiina ocita. MammHOOy 1yBaHHSD)

275 «TpaHncnopTHI TEXHOJOT1i» (Ha aBTOMOOLILHOMY TPaHCIIOPTI)

Merta nociOHUKa - HABYUTH OCHOBAM JIJIOBOTO CIUIKYBAaHHSI aHTJIIACHKOIO MOBOIO B
YCHIN Ta MUChbMOBIN (popmax.

HaByanbHO-MeTOAMYHUN TOCIOHUK CKIAAETHCS 3 BOCBMHU TEM, IO OXOILIIOIOTH
pi3Hi chepu AUTOBOTO CHIIKYBAHHS aHTIIMCHKOIO MOBOIO: BUIM MI>KHAPOJIHUX KOMIIAH11
Ta X CTPYKTYpa, BIAIITYBaHHS Ha pOOOTY B 3aKOPIOHHY KOMIIAHI10, MIJATOTOBKA PE3IOME
gu aBToOiorpadii, cmiBdeciza 3 poOOTOJABIEM, JAUIOBE JUCTYyBaHHs, CTPYKTypa Ta
oopMJIEHHS IUIOBOTO JIUCTA, BUIU JAUJIOBUX JIMCTIB, JUIOBI 3yCTpiul Ta MEPEroBOpHu 3
3apyOlKHUMH TIapTHEPaMH, JIJIOB1 Tesle(OHHI PO3MOBH, MEPEMOBUHHU 3a JOTIOMOTOIO
€JIEKTPOHHOT MOLITH, OCHOBHI BUMOTH Ta HOPMU JIJIOBOTO €TUKETY, 1JI0BE BIIPSKEHHS
3a KOpAOH, 3aMOBJICHHsSI pPEWCy, KYIBIIS KBUTKIB, MPOXO/DKEHHsSI TACIOPTHOTO Ta
MHUTHOTO KOHTPOJTIO, 3aMOBJICHHSI HOMEpPA y TOTEITi.

KoxHa TeMa MICTUTH B1IOMOCTI TEOPETUYHOTO XapakTepy 31 chepu OiIOBOrO
CIUIKYBaHHs, HaBYaJbHI TEKCTH ISl KOHTPOJIIO, PO3YMIHHS 1 3aCBOEHHS HaBYAJIbHOTO
MaTepialy, TEeMaTUYHO-TEPMIHOJIOTTYHI CIIOBHUYKH JO KOKHOTO TEKCTY, 4aCTO BXKMBaH1
¢dbpasu, 3pa3ku JUCTIB 1 JOKYMEHTIB, CHTYaTUBHI J1aJIOTH, JIEKCUKO-TPAMaTH4HI BIIPaBU
Ta MPAKTUYHI KOMYHIKATHBHI 3aBJaHHS, CIIPSAMOBaH1 Ha (OPMYBaHHs Ta 3aKPITJICHHS
MOBHHX, MOBJICHHEBHX, COIIIOKYJIBTYPHUX Ta JUCKYPCUBHUX HAaBHUYOK Ta BMiHb B cepi
JIJIOBOTO CITUTKYBAaHHS.

[TociOHUK yKIaAeHUH BIIMOBIIHO IO BUMOT HAaBYAJIBHOI MPOrpaMu 3 JTUCIHUILTIHU
«IHO3eMHa MOBa 3a NMpoeCiiHUM CIPAMYBaHHIM» IS 3100yBayiB OCBITH MEPIIOTO
0akanaBpChbKOTO piBHS JEeHHOI Ta 3ao4yHOi (opmu HaBuanns BCII JOKIIT JIBH3
YAXTY.

PenieHzeHrt:
BHKJIQ/1a9 BUIIIO1 KaTETropii, Omnpra KOCTPULIA
BHUKJIaJ1a4 aHTIHACHKOI MOBU
BCII J®PKIIT ABH3 YAXTY
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Beryn

HaBuanbHO-METOMUYHUM TOCIOHMK CTBOPEHUM BIJMOBIAHO TEMATHUKH, SKa
nepeadayeHa HaBUAJIbHOIO IPOrpamMoro 3 TuctuIuiinu «IHo3emMHa MoBa 3a npodeciitHuM
COpSIMYBaHHSIM» I PO3BUTKY HABHYOK JIJIOBOTO CHUIKYBaHHA B cdepi IUIOBUX
KOHTAaKTIB 3 3apyOlKHMMHU MapTHEpaAaMU Ta MpU3HAYeHUM 17 3700yBayiB OCBITH
MepIioro 6akagaaBpChbKOTO PIBHS JEHHOI Ta 3a04HOI (DOPMU HaBUYAHHS CIICIIAIBHOCTEH |

011 «OcBiTHI, me1aroriyHi HAyKu»

014 «Cepenns ocBiTa. YKpaiHChKa MOBa Ta JITEpaTypa»

015 «IIpodeciitna ociTa. OXxopoHa mpari».

015 «IIpodeciiina ocsita. Tpancrnopt»

015 «IIpodeciitna ocita. MammHOOy 1yBaHHSD)

275 «TpancnopTHi TEXHOJOT11» (Ha aBTOMOOUIFHOMY TPAHCIIOPTI)

MeToro HaBUaJIBLHOTO MOCIOHHUKA € OBOJIOJIIHHS HABUYKAMHU YCHOTO Ta MHUCEMHOTO
MOBJIEHHS B cdepl JAUIOBOrO CIUIKYBaHHs, IO BKJIOYae B cebe 30arayeHHs
CJIOBHUKOBOT'O 3amacy HOBOIO JUIOBOIO JIEKCUKOIO, 03HalOMJIEHHS 3/100yBayiB OCBITH 3
BUMOTaMH JI0 BEJICHHsI JUIOBUX MEPEroBOPIB 3 3apyO’KHUMHU MapTHEpAMH, MpaBUIaMU
oOopMIICHHS IJTOBOT KOPECTIOHICHITIT, PO3BUTOK OCHOB KYJIbTYPH Ta €TUKETY J1JIOBOTO
MUChMa Ta 3HAHOMCTBO 13 MDKHAPOJHUMHU CTaHAapTaMH BEJICHHS IUJIOBOI JOKYMEHTAII{i.

HapuanbHO-MeTOIUYHNI TOCIOHUK CKJIAIAETHCS 3 BOCBMU TEMAaTUYHHUX PO3JLIIB, TX
TEMaTUKa OXOTUIIOE OCHOBHI ACTIEKTH IJIOBOT KOMYHIKAIIIl Ta CIpsIMOBaHa Ha BUPIIICHHS
KUTTEBUX 1 MPOQECIHHUX CHUTyallld, Kl MOTEHIIHHO MOXYTh BHHUKHYTU B KHUTTI
MOJIOZIOTO (haxiBIls: IMpalleBIaITYBaHHs, BUOIp KOMIIAHIi, IIJI0BE JUCTYBaHHS, JIUJIOBI
3yCTpiul Ta TIEPEroBOpH, [iI0OBI TeleoHHI PO3MOBH, JAUIOBHH ETHUKET, IIJI0BE
BIJIPSIJIKEHHS 32 KOPJOH.

Koxen po3nin BKIIto4ae TEKCT, J1aJior, MpeCTaBICHUH K B31pellb AUTOBOTO CTHIIIO
MOBJICHHS, TTPAKTUYH1 KOMYHIKATHBHI 3aBJIaHHS JJIS 3aKPIIJICHHS aKTHUBHOI JIEKCUKH 1
BUKOPUCTAHHS 11 y TPEHYBAJIBHUX CHUTYallisIX, TEOPETHUHY YACTUHY 3 OCHOB J1JIOBOTO
JUCTYBaHHS, YacTO BXXMBaH1 ¢pa3u, 3pa3Kd JUCTIB 1 JOKYMEHTIB, HEOOXIMHI a1
MpaleBIalTyBaHHs, BIPABU Ha 3aKPIMJICHHS BHUBYEHOI JIGKCMKUA Ta PO3BUTOK HABHKIB
JJIOBOTO JIMCTYBaHHS, CTaHAAPTHI BHUpPa3W, SKi BUKOPUCTOBYIOTHCS Y JUIOBOMY
CHUIKYyBaHH1, CKOPOUYEHHS, IPUUHSTI y JUTOBIM KOPECTIOHACHITI.

B ocHOBy HaBYaJbHMX 3aBJaHb MOKJIAACHO TEKCTH, JiajOTH, 3pa3Ké JUIOBOI
KOPECTIOHJICHITI1, B35TI 3 OPUTIHAJIBLHUX CYYaCHUX AHTJIOMOBHHX JDKEPEN, BKA3aHUX Yy
6i6miorpadiyHOMY OMHKCI.

[lopsn 13 HaBUYaTPHUMHU TEKCTaMH, JlaJIoTaMU Ta BIpaBaMH IOA0 (OPMYBaHHS
HAaBUYOK JIUIOBOTO CIUIKYBaHHS aAHIJIIHCHKOIO MOBOIO IMOCIOHMK MICTUTH IMHPOKHMA
Jlana3oH MNPAKTUYHUX Ta JOBIAKOBUX MaTepilaliB y BUIJISJI BHUPaA3iB, CUTYaTHBHO
3yMOBIIeHHX (hpa3 Ta peKoMeHAalld, Kl HEOOXIHO MaTH MiJ PYKOIO MPHU CKIAaJIaHHI
JIJOBUX JIMCTIB Ta TMOBIAOMIJICHB, MIATOTOBIIl JTOKYMEHTIB JJISI MpaIeBIAIITYBaHHS Y
3aKOPJOHHY KOMIIaHIl0, BEJCHHS TeJe(OHHUX PO3MOB Ta MEPETOBOPIB, a TAKOK IS
03HaOMJICHHS 3 pealisiMU Ta MPaBUJIAMHU Cy4aCHOI IJTIOBOT KOMYHIKAII1I.

PiBeHb CcKIagHOCTI HABUYAJBHOTO MaTepialy BiAMoBigae mokazHuky Bl + B2
BinoBiaHO 10 Pexomenaaniii Paau €Bpornu 3 MOBHOT OCBITH.



Unit 1. Business Organizations
Types and forms of Business Organizations

Economies may differ in the amount of freedom they allow business decision-makers. In market
economies most firms are private. The most businesses may set their own price, output level and
production techniques.

The owners are the individuals who risk their wealth in the name of the success of the business. If
a company (=firm) is successful, it makes profit and financial are received by the owners. If, on the
contrary, things go badly the company has losses and the owners suffer bad consequences.

So, how do owners share risks and liabilities of the company (firm)?

How do they carry out or participate in the decision-making?

There are three main legal structures according to which business may be organized. They are:

1) sole proprietorships,

2) partnerships,

3) corporations.

Sole proprietorship is a business that is owned by an individual. It is he or she who is liable for all
the debts of the firm. The proprietor himself/ herself often works directly for the firm. He/she provides
both managerial and labour services. Most small businesses surrounding us in a market economy, such
as grocery stores, barbershops, repair shops, farms, etc. are business proprietorships.

A sole trader is an organization providing the capital, taking the profit and standing any losses
itself,

The typical areas for activity for the sole trader are not capital intensive activities, such as retailing,
building, repairing, and service industries.

It should be stressed that more often than not sole traders are wrongly termed "one-man
businesses”. It is true that sole traders are owned by one person, however, the sole business may employ
some or sometimes many people.

The sole trader is in a potentially vulnerable financial position. The profits accrue to only one
person but so do the losses! Many and many sole traders are made bankrupt each year. What else makes
the sole trader vulnerable is limited capital resources.

On the other hand, the sole trader can adapt more quickly to the level of demand and, if necessary,
can make personal economies until business improves. The sole trader remains the most common
business unit in most developed European countries, Canada, the USA. But they account for only 15-
18% of all business receipts in America, for instance. In terms of capital, manpower resources
employed sole traders are of limited importance for all (hat 80 per cent of all businesses there are sole
proprietorships.

Partnership is set by two or more partners. They act as co-owners of a business. Partners share
risks and responsibilities in a prearranged manner. There is no difference between a sole proprietorship
and a partnership in terms of owner liability. It means that in both cases the owners are fully liable for
debts. Most law, medical, accounting and audit firms are organised as partnerships. Partnerships become
common with the origin of economic society. They are better suited to cope with the demands of modern
commercial activity than sole traders, who are to provide capital, labour, skill themselves. Two or more
persons can combine resources and form, in theory of course, an economically more
efficient business unit.

In most Western countries there is the maximum number of member partnership fixed by law.
Say, in the UK the figure is 20. The professional partnerships are allowed to exceed this number. These
are solicitors auditors, accountants, members of a listed stock exchange. Such organizations are of some
size with considerable capital offering economies of scale. It would be unusual, however, to find a
trading partnership consisting of more than 5 or 7 partners.

Like sole traders partnerships- are easy to form and they often benefits from governments.

There are general, limited, silent and secret partners.

Corporation is a company that is publicly registered and separated from its owners. It means that
the corporation stays in existence even after the death of any of its owners. As a corporation, a business
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can buy and sell assets in its own name, make contracts (agreements), defend itself in court or be taken
to court by customers, creditors or suppliers.

Each company works out its own policy. It is a selected, planned line of conduct in the light, of
which decisions are made and coordination of work achieved.

What are the distinctive characteristics of the corporation? First, its shareholders are not the legal
owners of a company. It means that no profit of the company directly belongs to them. Therefore, their
liability is strictly limited. Say, if a corporation owes you money, you can't sue the stockholders. You
can sue the corporation. In case your corporation goes bankrupt, you and other its employees
to whom the company owes money will just be out of luck.

Second, corporations attract investments from many "owners" who not take part in the day-to-
day management of the company. The shareholders of most corporations hire managers to operate the
company. Here we have a separation of ownership and operational management.

Third, ownership can be easily transferred. The shares of an owner who died can be sold by the
heirs to another owner. That's why the corporation can be called "an ongoing concern”.

The managers of a large company are trained experts hired by shareholders to run the company.
If an outside person or a group of people believe that their own management would be better, they can
try to buy stocks (shares) to gain control of this corporation and replace the current management. It is
known as a "take-over."

Types of Companies

Limited Liability Company is a joint-stock company, the financial liability of whose members is
limited by law.

Private Limited Company. A limited company which must not invite the public to subscribe for its
shares or debentures, and does not allow its members to transfer their shares without the agreement of
the other shareholders. It must have at least two but usually not more than fifty members.

Public Limited Company. A limited company which can offer its shares and debentures to the
public; there is normally no limit to the right of its members to transfer their shares to other persons.
There is no limit to the total number of members except that there must be at least seven. Abbreviations:
P.l.e.; pic; PLC. In Britain such a company must include the words "public limited company" or the
abbreviation as part of its name. In France the equivalent is Societe (S.A.); in
Germany, Aktiengesellshaft (AG); in Holland, Naamlose Vennootschap (N.V.); in Italy, Societa per
Azioni (S.p.A.).

Subsidiary Company. A company of which more than half the share-capital is owned by another
company, called either a holding company or a parent company. The subsidiaries of the same parent or
holding company are said to be affiliates.

Holding Company. In Britain, a company that has been formed for the special purpose of holding
all, or more than half, the share-capital of one or more other companies called subsidiary companies. In
the USA this is called a pure holding company, while an operating holding company is a company which
operates a business, i.e. trading, and also holds more than half the capital of one or more other companies.

Joint-Stock Company. In Britain a form of business organization, called a corporation in the US,
which has its capital divided into many small units of stock or into shares of low face value so that they
may be bought by small and large investors.

e Broad of Directors — paia qupekTopis, mpaBiHHS
e Chief Executive — kepiBHuK

e complicated — ycknagHeHu, cKkiIaqHAR

e enterprise — miAnpUeEMCTBO

e joint venture — cribHE MiATPHEMCTBO

e Logistics Department — TpanciopTHUIt BiZILI

e Managing Director — xepyroumnii

¢ Personnel Department — Bimain kaapis



¢ Production Department — BupoOHUUMiT BiIi

¢ Research and Development Department — Bixain ¢iHaHCOBOTO MPOTHO3YBaHHSI Ta PO3BUTKY
e Sales Department — Bigin Toprieiui i peanizanii

e stock-holiday company — akijionepHe TOBapHCTBO, KOMITaHis

e The Chairman of the Broad of Directors — rosioBa npaiiiHHsI paju AUPEKTOPIB

e to be in charge of smth. — 6yru BianmoBinansHUM 32 MOCH

e to be in overall control — moBHicTIO KOHTPOJIFOBATH

e t0 report to smb. — gonoBinaTH KOMYCh, 3BITYBaTHCh

e t0 run a company — KkepyBaTu KOMITaHIEIO

e Vice-Chairman — 3acTynHuK rojioBu

Company Structure

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

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

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

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

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

Let’s dwell on some positions in details.

General Manager — Supervises and leads the company’s employees. Maintains relations with
customers, executes sales contracts and provides problem analysis and resolutions. Represents the
company at fairs and distributors’ conferences. In some companies maintains a local warehouse.
Provides quality audits. Self-motivated, decision maker.

Sales Manager — Manages the sales staff of a company, supervises sales activity including a staff
of sales representatives, plans and achieves target sales revenues and maintains a positive relationship
between the company and its clients. Most have extensive sales experience, often as many as 5 years in
the position of sales representative before moving up to the position of sales manager. Excellent
communication and management skills are required. The person must be a proven problem solver and
possess management skills necessary to develop a sales team.

Finance and Administration Manager — Must have strong accounting experience including
maintenance of Internal Controls, costing, budgeting, forecasting and the development of Management
Information Systems. Must possess proven general management skills, including development of
Logistics and Administration Systems to support a rapidly growing business.

Marketing Manager — Manages marketing department. Plans, directs and executes all marketing
and related activities. Initiates and/or implements advertising strategy and promotional programs.
Oversees creative effort and media plans. Must have 3 year commercial experience, strong
interpersonal skills, ability to manage a team and lead personnel, excellent communication skills,
computer literacy.

Customer Service Manager — Finds proper persons, organizes and supervises the job of Customer
Service Clerks, Receptionist. Provides the solution for all existing conflict situations. Provides
information and orders forms for distributors, directors. Prepares monthly reports regarding
performance of distributors.



Product Development Manager — Develops branded products for the company. Prepares a brief of
the project, a timeline with priorities and options for the successful competition of the project.
Researches on potential facilities, provides competitors’ analysis. Realizes market research on product
quality and packing. Negotiates with the producer.

Training Manager — Organizes and supervises trainers, develops and implements training courses
for distributor, directors, staff, etc. Learns the existing training practice in other countries with the aim
to extract, develop and implement the best ideas in Ukraine. Tests courses to satisfy all distributors’
and directors’ need in training.

Forecast, Supply and Transport Supervisor — Makes monthly forecasts of all products. Works
with a company software system (product Forecast). Provides logistics, work with suppliers
concerning shipments of product to Ukraine. Arranges shipments to Service Centers in Ukraine.

Treasury, Budget Specialist — Realizes treasury and cash flow management. Prepares, reviews and
monitors reports on all capital expenditure projects. Provides budget cycle and management reporting.
Ensures the company’s costing system. Deals with internal projects, company’s legal documents.
Coordinates all insurance matters. Trains and develops staff in functional expertise.

Sales Representative — Realizes coordination of commercial activities. Conducts negotiations with
customers. Markets intelligence functions targeting new customer group identifying business
opportunities and introduction of new technologies. Is responsible on and controls the selling activities
in the frame of the regional strategy. Frequently travels to customers. Must have the following
qualifications: Engineering degree in some sphere, 3-5 year experience in the chosen field.

Financial Controller — Develops accounting policies and procedures. Inputs and oversees
confidential and complex transactions. Implements auditing techniques that ensure accuracy of
financial results. Analyzes data and provides recommendations to senior management for
improvement. Prepares consolidated results. Provides financial analysis. Improves internal controls.
Must have University education, be well-organized, accurate, detail-oriented personality.

Exercises

1. Translate the words and phrases into Ukrainian:

Chief Accountant, Personal Assistant, be in charge of, Finance Department, Sales Representative, Board
of Directors, Vice-President, Public Relations Specialist, Tax Department, Vice-Chairman, run a
company, Logistics Department, competitor Merchandiser, Business Information Analyst, Network
Administrator, joint venture, Supervisor, negotiate, Research and Development Department, Board of
Directors, competitive, maintain relations, supervise.

2. Translate the words and phrases into English:

KepiBHEK, TpeicTaBHUK 3 peaii3allii, paja IUPEKTOPIB, areHT 3 HEPYXOMOCTI, 3aCTYITHHK TOJIOBH,
rojioBa pajud JTUPEKTOPIB, aHAIITUK Oi3Hec-iH(opMmarlii, CremialicT Mo 3B's3KaX 3 IPOMAJICHKICTIO,
IHCIIEKTOp, KOHKYPEHT, OYTH BIANOBIQIBHUM 3a IIOCh, KOHKYPEHTOCIIPOMOXKHHUH, TOJIOBHUH
Oyxranrep, creuiajicT 3 MOJATKiB, BiAAll (iHAHCOBOTO MPOTHO3YBAHHA Ta PO3BUTKY, OCOOMCTUMN
MMOMIYHMK, MOJATKOBUM BUIILI, BIUIUT KaapiB, BIIUIUT TOPTIBJI 1 peani3alii, Bille-IPE3UJICHT, BECTH
MIepPEeroBOpH, MIATPUMYBATH CTOCYHKH, KEpyBaTH KOMIIAHIEI0, aJMIHICTPaTOp KOMII'FOTEPHOI Mepexi,
CHUIbHE MiAMPUEMCTBO.

3. Answer the following questions.

1. Is it necessary for each company, firm, joint venture, stock holding company, concern, bank, fund to
have its own complicated business structure and the staff?

2. Are there any principles how to organize the work at the enterprise?

3. What is the company run by?

4. Who is the head of the company?

5. Who is in overall control of the company?

6. What departments do most companies have?



7. Who reports to the Director?
8. Is the Director responsible for strategic planning and for making decisions?

4. Translate the sentences into Ukrainian:

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

2) The Managing Director runs this firm successfully.

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

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

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

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

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

8) Who leads your company and supervises everyday activities?

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

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

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

A: Jlo6puit nens. Paguii 3yctpiui 3 Bamu. S nupekrop uporo ninmpueMmctsa. Mu uynu Oarato
CXBaJIbHUX BIATYKIB Iipo Bamny ¢ipMmy sik mocTadaabHUKa HAMHOBITHIIINX KOMI'FOTEPHUX TEXHOJIOTIH.

A: CnioniBaeMoch, 1110 Ticis 3HallOMCTBA 3 HAILIUM HIANPUEMCTBOM Ta Horo npaniBHukamu y Bac
CKJIQZICTHCS BIpHE YSBJICHHS PO CTUJIH Hamoi podoTu. Lle Oyae miaroToBKOO A0 MiAMUCAaHHS
MaiOyTHIX KOHTPAKTIB Ta YCHIIIHOTO CIIBPOOITHUIITBA.

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

A: Ha namowmy nignpuemctsi npairoe 500 pobitHukiB. Kepye #oro missibHICTIO TTpaBIiHHSA, 110
CKJIQZIAETHCS 3 OJUHAILATH 0Ci0 Ha YoJIi 3 roJioBot0. Ha Hamomy mianpueMcTBi iCHYe AeCsITh BIIUTIB,
cepell HUX: BUPOOHWYMIA B, BIUIUT peai3altii, piHaHCOBUN BiaaL1, BiIALUT (DiHAHCOBOTO
MIPOTHO3YBAHHS Ta PO3BHUTKY, BIIILT KaJpiB, TPAHCTIOPTHUN B, BIAAUT MAapKETUHTY, FOPUIAYHUN
BimiI.

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

A: Ham ¢inancoBuit Biais 3aiiMa€eThCsl BCIMa MUTaHHSAMHU (PIHAHCOBOTO 3a0€3MeUeHHs poOOTH
nianpuemcTBa. [lo ioro ckiaay BXOAATh: TOJOBHUM Oyxranrep, Kacup, cremianicT 3 (iHaHCOBOTO
MIPOrHO3YBAaHHS Ta PO3BUTKY POOOTH MiIPUEMCTBA.

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

A. 1. What’s your attitude towards the employees’ suggestions concerning this problem? 2. She has been
keeping it in her mind all the time. 3. The manager has encouraged us today. 4. His shuffling
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feet and averted eyes showed that something was wrong. 5. Have you made a choice today? 6. He
followed up the results achieved by us. 7. Why did he change his behavior towards you? 8. The manager
appreciated the employees’ efforts.

B. 1. Sl BBaxaro BaM HEOOX1HO 3BEpHYTH OCOOJIMBY yBary BilHOCHO AaHoi mpomno3umii. 2. CrigkyiTe
3a pe3yJabTaTaMH eKCIepuMeHTy. 3. JloKinanadu 3ycusuis 10 BHUPIMICHHS i€l TpoOieMu, BiH 3MIHUB
CBOIO MOBEJIIHKY Ta 3BMYKH. 4. Ycmix Oi3HECY 3aleKHUTh Bl ehekTUBHOT opranizanii mparmi. 5. Came qyx
oprasizamii Bu3Ha4ae ycmix 0i3Hecy. 6. CripoOyiiTe po3poOHTH CBOIO CTPATETiI0 Ta NMPHUHIIUAIU, KOJIU
CTaHeTe MEHE/KEpOM M€l opranizamii. 7. Mera opraHizamii — 3MyCHUTH 3BHYAHUX JIIOJEH POOUTH
He3BuyHi peui. (g ¢ppaza Hanexuts nopay besepimky).

7. Fill in the blanks with the necessary words.

Board of Directors, Vice-President, Manager, business structure, the Managing Director, the
Director, the Chairman of the Boards

1. Each company has its own complicated ...

2. ... 1s the head of the company.

3. The company isrun by a ...

.. 1s in overall control.

.. 1s at the head of the company if the President is absent or ill.
.. is in charge of its day-to-day running.

.. 1s responsible for strategic planning and for making decisions.

N o ks

8. Translate the sentences.

A. 1. Our company is a big enterprise with complicated structure. 2. The Managing Director runs this
firm successfully. 3. Mr. Williams, the Chairman of the Board of Directors, is in overall control
of our bank. 4. Who leads your company and supervises everyday activities? 5. It’s a well-known English
computer company with clients all over the world and good reputation as a reliable partner. 6. If you
want to achieve best results it’s necessary to organize the work of Finance, Sales, Research and
Development Departments at the high level. 7. You have excellent specialists who are experienced and
skillful persons in the questions of finance and tax legislation.

B. 1. Jlo paau gupekTopiB BXomaTh 17 oci0. 2. Uu 3HaeTe BH Bille-NPE3UICHTA I[LOTO CITUILHOTO
nignpuemcTBa? 3. B Hamomy akiioHepHOMY TOBapHCTBI 8 BimaimiB. Bimmin Topriii 1 peamizaii —
HanOpIINI cepen HUX. 4. Y HbOTO BENUKUN JOCBiA poOOTH B XapyoBiii MPOMHCIOBOCTI, TOMY BiH 1
OUOJIIOE€ BiAAUT (PIHAHCOBOTO MPOTHO3YBAHHS Ta PO3BHUTKY. 5. BiH — MeHemxkep TpaHCHOPTHOTO
By, Xi6a B mpo Iie He 3Hanmu? 6. Mu yynu Oarato cxBaJbHHX BIATYKiB mpo Bamy ¢ipmy. 7.
diHaHCOBUH BT 3aiiMA€EThCS BCiMa MATAaHHAMHU (PIHAHCOBOTO 3a0e3nedeHHs poOOTH MIAMPUEMCTBA.

9. What would you say if you took part in this dialogue? Complete the phrases.

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

B.: I’'m pleased to help you understand ...

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

B.: It’s very simple ...

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

B.: I agree with you, it’s a hard work but very interesting ...

A.: Why do you have a big Finance Department at your company? | counted 12 people there. | know
who the Chief Account is and what are his responsibilities. But | see you have also the Cash
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Accountant, the Treasure, the Statutory Accountant, etc. What do all the people do there?
B.: You are quite right but don’t forget that ...

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

directors of the company, company secretary, is ...... responsible, properly qualified person, types of
secretaries, personal assistants of executives, suitable person, chief administrative officer, helps

There are two : company secretaries and private secretaries of executives.
Every company, both in Great Britain and the United States, is required, under the law, to have a

In the case of private companies the directors are free to appoint any for this position.

But in the case of public companies the company secretary must be a , @ member of a
recognized institute or association. He or she may be one of the . But if the company has only
one director, the director cannot also be the secretary.

The company secretary is the of the company. He or she __ normally for the
company, to comply with company law.

As to private secretaries of executives they are practically . A secretary answers telephone
calls, receives messages and makes telephone calls on the instruction of her boss.

A secretary also in organization of meetings and conferences, entertainments of visiting

customers, suppliers and other associates of the firm.

11. Read about the nine departments at the Peugeot car factory and underline the names of all the
departments.

Visit to Peugeot Car Factory

OK, Mr. Spencer, let’s start here, in research and development, or R & D. This department is
responsible for thinking of ideas for new products and finding ways to improve our existing products.
Currently our engineers are constructing a new type of hybrid engine. That’s all I can say now as it’s
secret information.

This is information technology, or IT department. It looks after our computer system. They
maintain computers that control robots. If computers fail, the factory will stop working.

Here is our main factory area — the production department. Here we make our cars. It’s
the biggest part of the company. You may see how cars are built on the assembly line. Most work is
done by robots. The factory produces more than 200.000 cars a year.

Purchasing buys all the things we need to provide uninterrupted manufacturing process. They talk
to our suppliers and try to get the best price.

In the finance department, they check how much the company is making and decide how much
to spend. They also pay employees’ salaries. Sales and marketing is very important too. The arketing
people think up the ideas for selling our products and create advertising and promoting materials.

Human resources is responsible for recruiting new employees, organizing training and helping
with any problems.

Customer services processes orders from customers. They organize transportation, check that
customers have received their orders and deal with complaints. Finally, distribution is responsible for
transporting our products. They receive orders from customer services, and plan how and when to
transport the products so the customers receive them at the right time ...

12. Decide in which department the following phrases can be heard.
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— Mr. D from R&D is going to retire next month.

— We know that. We have already advertised for the position and now we are receiving
candidates’ CVs and covering letters.

— What do you think of the new software?

— It has too many bugs, so we cannot use it at our factory.

— The company is showing good results. The sales have increased by 17% in the last three
months.

— | think our staff may get a pay rise soon.

— We confirm your order for 12 trucks. They will be delivered within next few days. On Friday, at
the latest. Should you have any questions, please contact our department by mail or by phone.

— We’ve got to advertise a new car model. In these papers you will find pictures and all technical
information about it. I’m waiting for your sketches and nonstandard ideas next Tuesday.

— Our team has nearly finished testing the new hybrid engine. According to the obtained data the
new system lets it consume 4% less petrol ...

— Pass me the screwdriver, Jerry. And hold this wheel.

— Here you are. Be careful, Steve.

— Thank you.

13. Decide which job or post is being referred to in each case. Pay attention to the words in bold.

a) Directs the overall accounting functions and provides finan cial and
business support.

b) Is involved in planning, coordination and control of the manufacturing
process. Makes sure that the correct amount is produced at the right cost
and at the right level of quality.

c) Person responsible for the recruitment and selection of the right people

1. Receptionist

2. Personnel
manager

3. Chief accountant

for the job.
4. Chief executive d) Person in charge of a team of highly creative individuals who develop
officer (CEQ) new quality products that fill the market needs.

e) The top executive who runs the company. He/ she is respon sible for
company’s success or failure.

) This person provides legal advice and assistance and represents the
company in court or other legal matters.

g) Group of elected people who govern the company and look after
shareholders’ interests.

8. Production h) The first person clients meet. He/she welcomes visitors and answers the
manager phone.

5. Head of R&D

6. Lawyer

7. Board of Directors

14. Complete the sentences with a suitable word. Some verbs may change their form.
welcome ° support ° run ° look ° charge ° responsible ° involve ° make sure ° provide

1. Mike is a successful young businessman who ... his own software company.

2. Jennifer had done really well in the job and was put in ... of the whole chain of stores.

3. As far as Maria is an interpreter she is ... for the communication with foreign partners and also she
... after correspondence with them.

4. When the Chinese delegation arrived at the company headquarters they were warmly ... by the chief
of the Production Department.

5. More than 50 employees were ... in implementing the new project.

6. The company ... personal development of its employees and pays money if they attend qualification
courses.

7. Boss: Please, ... that all our documents are ready for tomorrow’s negotiations with our partners.

8. The company ... every employee with a tablet PC — this made some working processes easier and
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faster.
9. Jane is a secretary. She ... after documents in the office and answers phone calls.

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

personnel, manager, executive, Accounts Manager, senior executives, on ... the payroll (¢ wmammnomy
po3snuct), OWNer, supervisor, top managers, Human Resources, the list

“ ”” means people, plus the skills and experience they bring to an organization. Job titles
such as “ ” or “Personal Assistant” define what people do.

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

The person who runs a specific part of an organization is called a . An is
usually a manager at quite a high level. People at the head of an organization, as it was already
mentioned, are , top executives or . Someone who is in charge of making sure a
job is well done e.g. on the factory floor, or in retailing, is sometimes called a :

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

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

16. Give the Ukrainian versions for:

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

17. Give the English versions for:

JUIOBa aKTUBHICTh, OyxraiaTepcbka (ipma, MiANPUEMCTBO, aKI[IOHEPHE TOBAPHCTBO, TOBAPHCTBO 3
00MEXECHO BIMOBITAIBHICTIO, BIIACHUK, NTAPTHEpP, aKI[IOHEp, paja AMPEKTOPIB KOMIIaHIi, Jep>kaBHA
KOMIIaHisl, IPUBaTHA KOMIIaHisl, IPUBAaTH30BaHa KOMITaHisl.

18. Put the following words in the correct order to make complete sentences and remember some basic
ideas about business enterprises.

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

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

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

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

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

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

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

Sometimes the entrepreneur is regarded as a business person who takes . This is not so.

An entrepreneur is a business person who minimizes risks, he or she does this by advance :
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, and meticulous of all factors that could affect and possibly endanger her or his
enterprise. When the entrepreneur forgets to do advance and preparation, then he or she is a
at best, and a failure statistic at worst.

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

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

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

21. Agree or disagree with the following statements.

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

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

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

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

5. Large companies operating in many countries are multinationals.

6. An entrepreneur is usually someone who builds up a company from nothing: a start-up company.
7. The people legally responsible for a company are its board or board of directors.

8. When a private company is bought by the state and brought into the public sector, it is nationalized.
9. When the state returns a company to the private sector in a sell-off, it is privatized.

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

22. Give a free translation of the following text.

biznec — mianpueMHuUIIbKa, KOMEPIIIfHA YU OyIb-sIKa THIIA TISTIbHICTD, IO HE CYNIEPEUUTh 3aKOHY
1 cnpsimoBana Ha oTpuMaHHs puOyTKy. Y CIIIA 6i3HEec po3BHBAETHCS HAa OCHOBI 1HIWBINTYaJIbHOI,
MapTHEPCHKOT Ta KOPIOPATHBHOT (hOPM BIACHOCTI.

Ha iHmuBinyanpHIN BIACHOCTI 3aCHOBaHUM Oi3HEC, B SIKOMY BJIACHUKOM 1 MIAMPUEMIIEM € OJHA
oco0a, 1110 OTPUMYE BC1 IOXOIH 1 HECce BIMMOBINAIbHICTh 3a BeAeHHs cipaBu. Y CIHIA Takux BIaCHHUKIB
noHaa 15 muH. (75% Bin 3aranbHOi KUIBKOCTI MIANPUEMCTB), ajie BOHU OTPUMYIOTH juiie 10 9%
I'POIIOBHX HAAXODKEHb. [ Maoro 0i3Hecy XapaKTepHi He3aIeKHII MEHEKMEHT, BIIACHUHN KarliTal,
JIOKaJILHUW palioH orepartii, HeBeIuKi po3Mipu. Bij Bigirpae 3Ha4HyY poJib y 3a0€3MeUeHH] 3aiHATOCTI,
MIEBHOIO MIpPOKO 3a0e31euye HACUYCHHS PUHKY CITO’KMBYMMH TOBapaMH Ta MOCIYI'aMH, CIIPHUSIE PO3BUTKY
KOHKYPEHIIii, € 32C000M JIOCSTHEHHS 0COOMCTOTO YCIIXYy.

Ha ocHoBi mapTHepchkoi (rpymoBoi) (opM BIACHOCTI PO3BUBAETHCS Oi3HEC JAOOPOBUIHLHO
oIIiHO 3apeeCTPOBAHMX acoliallii 180X 1 6inbie ocid. [TapTHEpH CTBOPIOIOTH KOMIIAHII, TOBApHUCTBA
Ta 1HII OpraHizallii i CTaloTh CHIBBIACHUKAMU CIIUIbHOI BjIacHOCTI. [lapTHepcTBO cTaHOBUTH Maitke 8%
o0cAry miANpUEMHUIIBKOT NisTbHOCTI 14 % BCix mianpueMHuUIbKUX qoxoaiB y CIIIA.

Ha xopnoparuBHiii (oopMi BIacHOCTI 3acCHOBaHMH Benukuii O13Hec. Koproparii cTaHOBIATH JMIIIe
17% Bin mignpuemctB y CIIIA, npote o6car npuOyTkiB 1ux opraizauii csrae 75-80% rpomosux
HaaxokeHb. JKomgHa 3 Tpbox (opm opraHizamiii Oi3Hecy He € YHIBEpCalbHOIO, KOXKHA 3
HUX Ma€ CBOI IepeBary i HeJI0JiKH.

IIpaBo BacHOCTI Ha YyacTKy y cratyTHoMy (ol (basic capital) ropuauanoi ocobu (legal person)
PETYIIOETHCS KOPIOPATUBHUM MPaBOM. BOHO pO3TIsSAaeThCs SIK CYKYMHICTH HOPM, IO PETYIIOIOThH
TSUTBHICTD TOCTIOAAPCHKUX TOBAPUCTB.

23. Write an essay on one of the following topics.
1. Make the list of advantages and disadvantages of having private company in Ukraine.
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2. Business is a combination of war and sport.
3. The main principles of being a successful entrepreneur.

Unit 2. Applying for a Job
Resume / Curriculum Vitae (CV)

Pe3iome — 11e onric Bamioro npogeciiHoro nuIsAXy B MUCHMOBIH (OpMi, SKHii TOBUHEH CTBOPUTH
MO3UTHBHY TyMKY pO00OOTOIaBIIs PO Bac. Lle KopoTkuii MUChbMOBUI ONTMC-BUKIIA TPO(ECITHIX SKOCTEH
NpeTeH/IeHTa, IO JAEMOHCTPYE TOTEHIial OCOO0M 1 3IaTHICTh 3alfHATH KOHKPETHY IOCaLy.
Koxne pestome moBuHHE OyTH iHAMBimyanbHUM. Pe3tome OyBae ABOX THIIB: XPOHOJIOTIYHE 1
dbyHKIIOHATBHE. Xpononoeiune pesrome — 1ie Bam npodeciitHuii sxutrenuc. ['0J0BHUM poO3IUIoM B
TaKoOMy pe3ioMe € «IO0CBIT poOoTH». PyHKYyioHnalbHe pe3tome OUIbIIE MIXOJAUTh THM, Y KOTO HEMae
JOCBIAY poOOTH. Y TakoMy pe3toMe roJIOBHUMHM OynyTh Bamii TamanTu, HaBUYKM Ta yMIHHSA. MoOkHA
CYMICTUTH XPOHOJOTIUHE 1 (DYHKIIOHAJIbHE pE3lOMe, SKIIO0 HEBEIUKUU TOCBIJ poOOTH €, aje He
BITHOCHUTBCS 10 BUOpaHoro Hanpsmy. CKpOMHO repepaxyiite Miciisi poOOTH 1 pO3rOPHEHO OMUILITH CBOT
HaBUYKH 1 TIO3UTUBHI SKOCTI.

OchosHni po30inu pezrome:

1. Personal Information - ocoGucri nani (npi3Buiie, im's, o 6aTbKOBI, ajpeca, TenedoH, e-mail).
2. Objective - merta (Ha Ky BaKaHCIIO TIPETCHIYETE).

3. Education - ocgira (muuieTbcsi B 3BOPOTHOMY XPOHOJIOTIYHOMY HOPSIIKY). Y IIbOMY PO3/IiTi
noBuHHA OyTH MoBHA iH(OpMalis npo Bamry ocBity: Ha3Ba yub0BOIo 3aKiajy, AaTH BCTYILY 1
3aKIHUEHHS HaBYaHHS, TUTYJIH, TUIUIOMH, cepTu(ikaTu, ki Bu oTpuManu, a Tako CIMCOK BCIX
KypcCiB 1 TpeHIHT'B, siki Bu mpoxoaum.

4. Work Experience - 1ocBig po60oTH (MUIIETHCSA B 3BOPOTHOMY XPOHOJIOTTIHOMY TOPAAKY). [ToBHMIA
CIUCOK ycix Bammx mpareaBIfiB 3 yKa3iBKOIO MICSIIS ¥ pOKY IPHIHATTS Ha POOOTY Ta 3BUTLHEHHS,
1OCaj, a TAKOK KOHKPETHUI CIIMCOK O00OB'SI3KIB, 1[0 BUKOHYBAJINUCS, 1 OCHOBHUX JIOCSTHCHb.

5. Activities - misutbHicTb. [Turrites Bee, 1m0 He mimiinuIo B po3ait «/locsim podotuy». Lle moxke Oytu
BOJIOHTEPCHKA, CYCIJIbHA, TBOpPYA poOoTa.

6. Foreign Languages - 3HaHHS MOB.

7. Professional Certifications - npodeciiini gocsraenns i ceprudikaTu.

8. Personal Features of Character - oco0ucri sikocrTi.

9. Interests and Hobbies - intepecu, 3axomieHHs.

10. References (pexomenartii).

Curriculum Vitae (an example)

Name: Anna J.Simpson
Home address: 34 South Road, EC4P 4EE, London, England
Telephone (fax, e-mail): Tel. 06 471 9597
Date of birth: 17 January 1969
Place of birth: London
Nationality: British
Marital status: divorced
Education: London University
: September 1990 — July 1995
July 1995
Mathematics (A)
Qualifications: Computers (B)
English (A)
French (D)
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Business Studies (B)

Economics (A)

Objective: Manager

Make up all kinds of financial reports, balances and
production planning

Work experience:

Interests & activities: Fencm_g
Shopping
Mr Patkins

Referees: The Dean of London University
London, Eng

Here is another example of a typical English-style CV: Emily Bronte
‘The Larches'

Hudson Way

Larswick

Somerset

TA12 6MX

tel. 0181 345 2126

e-mail: emily@yahoo.co.uk

Profile

Enthusiastic, responsible graduate with a Postgraduate Printing and Publishing Certificate and good
organizational skills. Able to work independently using initiative and as part of a team to tight
deadlines. With editing, desktop publishing, and keyboard skills.

Qualifications and training

Postgraduate Certificate in Printing and Publishing, London Institute

BA (Honours) Economics, University of Sheffield

‘A" level English, History, French

Experience

Three months' work experience with World-English Press, a company involved in writing, editing, and
publishing English as a second and foreign language texts.

Word Processing and general office administration.

Work with an Apple Mac using Claris works and QuarkXpress.

Work experience at Reed Promotional Publishing and Oxford University Press, Currently working
with World-English Press as a paid employee with increased responsibility.

Interests

Music: playing the flute.

Mountain walking and rock climbing.

Cinema and theatre going.

Referees

Dr J. M. Eastwood Mrs S. Cruise
World-English Press 29, Lower Redhill Lane
Castle Street Mulcheney

London SE1 7EX Somerset BA11 2DZ

When sending out a CV it should always be accompanied by a covering letter. The covering letter can
be a major determinant of success. Here is an example of a typical covering letter sent in response to an
advertisement in a newspaper.

Covering Letter (an example)

17



Fitness Space

Pond Road

Wiveliscombe

TAS5 5MX 14, Hudson Way
tel. 01458 783460

1st December 2014

Dear Mr. Fish,
Re: Fitness Instructor Vacancy

I am writing to apply for the job of Fitness Instructor, as advertised in Monday's Courier
newspaper. This is an ideal job for me given my enthusiasm for sport, my related experience and
qualifications. Sport and fitness training have always been important to me, which is why I chose to take
a BTEC Diploma in Sports Science. | obtained distinctions in the Sports Anatomy & Physiology and
Sports Injuries modules last year and am confident that I will get similar marks in Exercise Physiology,
Mechanics of Sport and Sports Supervision & Management this year. | am a confident user of Microsoft
Office and have worked extensively with Fitness Line, a program for analyzing fitness.

As you can see from my CV, I've taken the opportunity to gain extra qualifications that were on
offer at college, which has helped me get part-time work as a pool attendant. I'm called on to provide
cover during busy times so am used to working irregular hours at short notice. I've also run a lunchtime
aerobics class at college since the start of this year.

| finish college in six weeks and am keen to find a job rather than carry on with further full-time
study. I could start any part time work or training sooner as many of my classes are finishing and most
of my assignments are done. I look forward to hearing from you.

Yours sincerely
Joanne Titmus

Exercises
1. IIpounTaiiTe Ta MACBMOBO NEPEKIAAITh HA YKPAiHChKY MOBY 1 Ta 2 ab3amu TEKCTy, JaiTe Homy
3aroJIoBOK.

When a person is eager to get a job he is often to fill in a resume (USA) or a curriculum vitae
(UK) or a standard printed application form. The forms can be laid out in different ways but the
information required will, in most cases, be the same.

The information given by the candidate in these papers will be helpful in assessing the candidate’s
suitability for the post.

From the candidate’s point of view, this paper is the first impression the firm will obtain of him or
her and therefore it is important that the candidate completes the paper clearly and carefully.

CVs or resumes as well as application forms will require the name and address of at least two
individuals who can act as referees, which means those who can provide references. The referees may
be contacted and asked whether or not they consider the applicant to be suitable for the post. The
candidate may name a vicar, a doctor, or an old family friend as one of referees.

Normally, the firm will ask for the names of present or former employers or supervisors for whom
the candidate has worked.

2. O3HafioMTeCs 3 JICKCHKOIO JI0 TeKCTY, BUBUITh HOBI CJIOBA Ta BUPA3U:
CV=Curriculum Vitae — pe3rome

to look for smth — mrykaTtu mock

to fill in — 3anmoBHIOBaTH

to suit — migxoauTu
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reference — pekoMeHartist
qualifications — orinku

applicant — npeTeHIeHT, KaHAUIAT
application form — ankera npeTeHeHTa
supervise — kepyBatu

asSess — OIIHIOBATH

3. JlaiiTe BiAOBiAh HA 3aIIMTAHHS:

1. When does a person fill in the resume?

2. Why is it important that the candidate completes the paper clearly and carefully?
3. The firm will ask for the names of present or former employers, won’t it?

4. TIpounTaiiTe Ta NEPEKIAAITh YKPATHCHKOK MOBOIO pe3toMe. 3HalIITh HEOOXIHY 1H(pOpMAaIlLito, IKa
BIJICYTHS B PE3IOME.

Name: John G.Smith

Home address: 9 North Road, BN1 5 JF, London, England

Telephone (fax, e-mail):

Date of birth: 14 September 1989

Place of birth: London

Nationality: British

Marital status: Married

Education: London School of Economics
September 2000 — July 2005
July 2005
Mathematics (A)
English (A)

Qualifications: Deutsch (A)

Business Studies (B)
Economics (A)

Obijective: Accountant
Work experience: Prepared accounts and balance sheets of every kind.
Dancing

Interests & activities: :
Collecting cars

Mrs Pattrick

The Headmaster London
School of Economics
London, England

Referees:

5. [IpounTaiite Ta nepekIaaiTh yKpaiHCbKOIO MOBOIO pe3toMe. 3HalIITh HeoOX1AHY iHpopMaIlito, sSKa
BIJICYTHsI B pE3IOME.

Name: Angelica Baker
Home address: Breakway, 84A Clarendon Road, Colchester
. Tel. 26 548 9427

Telephone (fax, e-mail): i~ .
e-mail: angelsweet@gmail.com

Date of birth: 13 August 1980

Place of birth: London

Nationality: German

Marital status: Married
Open university in Britain

Education: September 1997 — July 2002;
Language courses, 1995 — 1996

Qualifications: Educational Studies
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Objective: Teacher training
Work experience: Teacher, Colchester primary school
Interests & activities: Gardening, cooking, knitting

Mr Naunton, a head teacher
Referees: Primary school

Colchester

6. Give the Ukrainian versions for:

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

7. Give the English versions for:

3BepTaTUCs 3a poOOTOI0; HAJABATU PE3IOME; JOKYMEHTH, 0 JOAAI0THCS; pOOOTOAaBElb; IEPCIEKTUBA,;
pekiama; 3acobu mMacoBoi iH¢opMallli; A0CBi poOOTH; BUpIIEHHS NpoOsieM; 000B’SI3KH; OUYIKYBaTH
HEOUIKYBaHOT'0; OyTH caMHM cO0010; cXeMa HapaxXyBaHHS IEHCII; 03KKa; NpHUBaOIUBICTh pOOOTH.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

* normal (h) age is 55 years for women and 60 years for men All enterprises must ensure
employment of (i) persons according to quotas specified in the law. The quota for any enterprise
equals to 4% of the total number of employees or one (j) where the enterprise employs from
15 to 25 (K) . Failure to employ handicapped within the quota can attract a (l)
amounting to the enterprise’s annual average salary per each working place for handicapped not (m)

by a handicapped person.
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10. Comment on the following.
“Genius without education is like silver in the mine” (Franklin).

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

1. Adapt your resume to the information you have gathered about the employer and the job you want.
2. Use action verbs, they will bring your resume to life (analyzed — ananizysas administered, managed
— BiB cripaBH, kepyBaB; completed — 3aBepuius; created — crBoproBas; evaluated — BusHa4yaB (KUTbKICTb,
BapTicTh), mimpaxoByBaB; Implemented - BmnpoBamkyBaB; improved —  yIOCKOHAIIOBaB;
investigated — gocmipkyBas, BuB4aB; organized — opraunisysas; participated — 6pas yuacts; performed
— ukoHaB; planned — mianyBaB; proposed — 3ampornonysas; provided — 3a0e3neuns; researched —
nocnimkysas; Solved — Bupimus (nmpoGremy, 3amady); streamlined — monepHizyBas; supervised —
3aBigyBaB; supported — miarpuMyBasB).

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

4. Highlights your accomplishments and achievements.

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

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

7. Don’t mention salary.

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

9. Looks are important, the resume should be typed with plenty of white space and wide margins.

Place headings at the left side of the page, and the details relating to them on the right side.

10. Make sure of date

11. Don’t sign or date the resume.

12. Always send an original of your resume. Don’t send a photocopy.

13. Keep copies of resumes on file for future reference. Once you have a job, update your resume on a
regular basis.

12. Give a free translation of the following text.

HixTo HiYOoro BaM He BHMHEH, B TOMY 4YHCII 1 poOOTy, 3a i OTpuMaHHS MOTPIOHO OOPOTHCH.
Pi3HuIS MDK IIaciauBIEM Ta HEBAAXOK BU3HAYAE€THCA THUM, K BOHHM BEAYTh CBOI CIpaBU, a HE
30BHIIIHIMY (paKTOpaMu, Ha 3pa30K KpU3W HA PUHKY Iparll.

Uum Oinbliie yacy BU BUTPATUTE Ha BU3HAYEHHS TOTO, YAM BH BUpi3HseTecs 3 19 HIIUX Jto/IeH,
SIK1 MOTJIM O BUKOHATH aHAJIOT1yHy poOOTY, TUM BHUIL Ballli IAHCH.

B xomHomy pa3i He mpuiiMaiiTe pillleHb BUXOJSYM 3 TOTO HI0 € B HAsABHOCTL. 31 BCi€l0
HACTUPIUBICTIO MPArHiTh caMme J0 Ti€l poOOTH, SIKYy BU HAHOUIbIIIE XOUETE OTPUMATH.

SIkmo B BU3HAUMUIM 7S cebe, sIky poOOTy BU LIyKaeTe, MOSICHITH 1€ CBOIM OTOUYHOYHM. Unm
OiTbIIIe OYel Ta ByX BaM JOIOMarae, TMM Kpaile.

Opranizanii nparuyte HaiimMaTu nepemoxuiB. [lomaiite ceGe sk MOAAPYHOK A0 A iXHBOT
¢bipmu. He maii Bam bor BUrnsgaTu xamtoriiHuM xedpakom!

3amumuBIIKCch 6e3 poOoTH, 3aliMaliTecs MOIIYKOM HOBOTO Micls 24 roauHu Ha 100y. Xopoury
poOOTY OTpUMYE TITBKH TOH, XTO 3aTHUI HAMOJETIHNBO ii IIYKaTH.

Hanamryiitecs Ha Te, 110 BU MOXKETE OTpUMATH THCAYi BiAMOB. Lle HOpManpHO. 3 IPaBUILHUM
HAacCTpOEM dYeprona BiiMoBa He OyJe BHOMBATH Bac 3 KOJIii 1 HacTymHa cnpoba oO0B’sI3KOBO Oyne
YCIIITHOTO /st Bac!

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

14. Read the following text and discuss it.

A manager who has an understanding of what the employee wants from work will have a better
chance of having more satisfied and productive employees. Studies of employee motivation point out
that people work for many different reasons. The reason or reasons a person behaves a certain way is
called a motive. Employee motivation is the reason an employee works a certain way on the job. There
are many explanations of what motivates employees. One theory was developed by A. Maslow.
Maslow’s hierarchy of needs theory explains that an individual has many different levels of needs.

SELF-ACTUALIZING

Realizing of individual potential, creative talents, personal future fulfillment

ESTEEM

Self-prospect, respect of others, recognition, achievement

SOCIAL

Friendship, affection, acceptance

SAFETY

Security, protection from physical harm, freedom from fear of deprivation

PHYSIOLOGICAL

Food, water, air, rest, sex, shelter (from cold, storm) This theory suggests that when one level of
needs is satisfied, the next level has the greatest influence on a person’s behaviour.

Frederik Herzberg developed another theory of job satisfaction. It suggests that job satisfaction
and job dissatisfaction come from two different sets of factors. One set he referred to as “motivating”
factors, and the other set he called “hygiene” factors. The motivating factors (recognition, achievement,
responsibility, opportunity for advancement, and the job itself) relate to internal satisfaction and
influence employees to improve their performance. The set of hygiene factors (salary, company policies,
working conditions, and relationships with other employees) are separate from the job itself.

He suggests that hygiene factors must be present in order to prevent job dissatisfaction, but it is
those
motivating factors that influence employees to maximize their performance on the job.

These theories show that employee performance is a complex topic to understand. Developing a
work environment where the employee meets the needs of the business and the business meets the needs
of the employee is what the most successful managers work at.

Which of the following would motivate you to work harder ( higher salary; good team; job
security; holidays, opportunities to travel, good working conditions; interesting; creative work;
promotion opportunities; threat of redundancy; fringe benefits; hard working boss...). Choose your top
five and rank them in order of priority.

Scripture maintains that man does not live by bread alone, but the need hierarchy suggests that
man lives by bread alone when there is no bread. What does it mean?

15. Patrick has decided to apply for the position of assistant editor in ‘LifeStyle’ and prepared a covering
letter.Read the letter and fill it with the missing phrases.

. | took part in several literary . .
sincerely considerable experience
contests
were satisfied with my results | am applying for the post of look forward
find my CV attached obtained a BA degree Besides journalistics

Dear Ms. Regis

| [a] ... assistant editor in ‘LifeStyle’ magazine, which was advertised on the www.journalism.co.uk.
My qualifications and professional background closely match the profile of your ideal candidate.

This year | have graduated from the University of Sheffield and [b] ... in Journalistic Studies. Also
I have [¢] ... of working in the sphere. During my studies | worked as a copyrighter and a freelance

22



journalist for ‘The BuZZ’. I did interviews and published articles on various social issues. Generally my
employers [d] ... and can provide necessary references.
Writing has been my passion since childhood. During my school years [e] ... and won prestigious
awards. While studying at University | did classes of creative writing in High Storrs School in Sheffield.
[f] ... | am interested in writing short stories for children. Now | have a contract with ‘Angling
Publications’ to publish a series of stories about adventures of a bear. Two of the books were published
last year.
Please [g] ... .
| [h] ... to hearing from you.
Your [i] ... .
Patrick Spencer.

16. Read the text about modern trends in applying for a job. Choose from (A—H) the one which best fits
each space (1-6). There are two choices you do not need to use.

A. who successfully completes the online application.

B. online in blogs, social networks or personal web-pages.
C. a very specific type of person.

D. to get impression of their personality and professionalism.
E. people should put their achievements on their CVs.

F. use online applications as well as big ones.

G. are advertising for positions online.

H. are often asked to do some work-related tasks.

You and Your CV

Information is everything in the modern world: the Internet has changed a lot of things for job-
seekers as well as for employers. New trends show that more and more companies (1) ... . Also now
they require online job applications, instead of traditional paper CVs. This information normally goes
into the company’s database. Using keywords employers can easily find candidates from these
databases.

For multinational companies like Procter & Gamble, online job applications are the norm. When
applying for a position in P&G people are also asked to do a questionnaire. This helps the company
make an informed decision on whether your skills meet the requirements of the position you have applied
for. The candidate (2) ... may then have to do problem-solving tests. Only after completing these steps
the job-hunter is invited for a telephone or face to face interview.

Some companies are using video CVs. It is a one-minute video presentation of candidates looking
for a position. In several minutes video CV makes easy for recruiters to see the candidate’s language
skills, their motivation to work in the company and also (3) ... .

But what are the rules for applying online? As Rick Bacon (CEO of iProfile) says (4) ... and not
just job titles. These could be things like “developed a new product or its de sign”, “helped the company
increase profits”, “reduced costs”, “developed a new piece of software” and so on. This can also include
voluntary work and other non-work related achievements, such as running in a marathon. Employers do
look for more than the ability to write a software code or upgrading a factory’s machinery. They want
well-rounded people. Employers have in mind (5) ... who will fit their culture and also fit the position
they’re looking to fill.

One should also keep in mind that there’s a lot of information about them (6) ... . That is why
employers often google the Internet looking for names of possible workers. That is why one has to be
careful when putting information about himself or herself online.
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Job Interview

1. [IpounTaiiTe Ta MUCHMOBO MEPEKIIAAITh HA YKpaiHCHKY MOBY | Ta 2 ab3auu TeKcTy, AaiTe oMy
3aroJIOBOK.

An interview is an important event in the life of every job applicant. It can be the last test on the
way to a new position. That’s why it’s very important to be well prepared for an interview. Come in time
to the appointed place for an interview. Don’t forget to take all the necessary documents for your better
presentation (references, characteristics, diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen attentively to all the questions
you are asked. If you are confident in what you are talking about it will make a good impression on the
interviewer. Try to give full and clear answers to the questions. Be ready to discuss the details of your
future work. Try to persuade the interviewer that you are the best candidate for the chosen position and
an asset for the company. Don’t talk about personal questions if they are not connected with the future
work.

Don’t hesitate to describe fully your responsibilities and regular duties at the previous job if you
are asked. Show that you are thinking ahead in your career development. Be ready to explain the reasons
of your desire to change the work.

Tell about your educational history and obtained degree. Don’t forget to mention your computer
skills, language fluency if it’s required by the company. Good interviewers prepare their questions
carefully in advance to the candidate’s applications and CV. So candidates need to prepare just as
carefully.

Here are some useful tips on answering interview questions.

» What don’t you like about your current position?

No job is perfect; there’s always something we don’t like. Be honest but don’t give a list of
complaints. The important thing is to talk positively about how you deal with problems at work.

» Where does your employer think you are today?

Be honest. If you lie to your current employer, you’ll lic to your next employer. Don’t phone in
sick on the day of the interview. Take a day’s holiday but don’t say why.

» What are your professional objectives?

Think about this before the interview. Your objectives should be relevant the job you have applied
for. If your new job cannot offer you everything you want, the interviewer will think that you probably
won’t stay with company very long.

» What are your weakness?

Be honest: no one is perfect. Think about this before the interview and chose your answer carefully.
Talk about how you deal with a weakness — this is far more important than the weakness itself.

At the end of the interview thank the interviewer for his\her attention. Don’t demand the immediate
answer about their decision, appoint the certain date for it.

2. O3HaiioMTecs 3 JIEKCUKOIO HA0 TCKCTY, BHUBYITH HOBI CJIOBa Ta BHpPA3U:

to get an interview POXOIUTH (MaTh) criBOeciay
reference BIJI'YK; PEKOMEHIAITis

to present a list of references MPECTAaBUTH CIHCOK PEKOMEHIAITii
to be confident OyTH BIIEBHEHHM

obtained degree OTpPUMaHHH CTYIIHb

career development Kap’€pHUH PICT; TPOCYBAaHHS MO CITYKOi
educational history OTpHMaHa OCBiTa

to persuade HIepeKOHYBaTH

regular duties 3BUYaiiHI (II0J€HH1) 000B’SI3KH
colleague KoJIera

to be an asset for the company OyTH 3700yTKOM JUIsl KOMITaHii

to give a good representation rapHO npeacTaBuTH (cebe)
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to demand BHUMAaratu
to appoint a date NPU3HAYUTH ATy

3. JlaiiTe BiamoOBiah HA 3aIIMTAHHS.

1) What is interview?

2) Why is it very important to be well prepared for an interview?

3) When must you come to the appointed place for an interview?

4) In what case will the interview make a good impression on the prospective employee?
5) Is it necessary to give full and clear answers to the questions of the interviewer?

6) Will you talk about your personal questions?

7) Will you talk about your educational history and obtained degree?

8) What will you do at the end of the interview?

9) Is it polite to demand the immediate answer about his\her decision?

4. 1oOepiTh npaBUIbHI JIEKCUYH1 OJUHMUIIL B IPOITYCKH:
skills, details, test, interviewer, documents, career development, interview

. An interview can be the last ... on the way to a new position.

. It is very important to be well prepared for ...

. Don’t forget to take necessary ...

. Be ready to discuss the ... of your future work.

. Show that you are thinking ahead in your ...

. At the end of the interview thank the ... for attention.

. Don’t forget to mention your computer ... if it’s required by the company.

NN DN R W=

5. Tlepexanite pe4eHHS YKPAiHCHKOIO MOBOIO:

A. 1. My friend has got an interview for tomorrow that’s why he is so nervous. 2. Did you present a list
of references to the interviewer? 3. He was confident and they didn’t hesitate to take him for this
position. 4. The interviewer was impressed by my experience in this field. 5. What date was appointed
for your interview? 6. Did you understand all the questions during the interview? 7. The interviewer told
me that Mr. Green was an asset for any company.

B. 1. ¥ mene nmocrartHiii 10cBig poOOTH B XapuyoBiii mpoMucioBocTi. 2. Uu MokeTe BU 3apa3 HajgaTH
cnucok BiArykiB? 3. SIki pucu xapakrepy BU IiHyeTe B KoJjierax? 4. Hamia dipma nmykae KaHauaaTypy
Ha mocagy royioBHoro Oyxranrepa. 5. CrnpoOyiiTe mepekoHaTH poOOTOAABIs, IO BH € MPUAOAHHIM
Juig komradii. 6. Hamaraiitecs aBatu BUYepIiHi Ta YiTKi BIIMOBIAI HA MOCTaBJeH] 3anuTanHs. /. Yomy
BU Oa)kaeTe 3MIHUTH pOOOTY?

6. JlomoBHITH Aianor:

A.: Well, Mrs. Bradley, I see you’ve already had quite a lot of experience in the food industry. Could
you dwell on your regular duties at your recent job?

B.: Yes, I can tell you that ...

A.: You mentioned earlier that you liked the people you had worked with. What features do you
appreciate in your colleagues?

B.: I think that ...

A.: It seems to me you had a pleasant place to work. I’'m surprised you are going to leave.

B.: You are quite right, but ...

A.: You mentioned that you had attended special language courses. How do you think it will help you
in the future work?
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B.

7.

: I suppose that ...

JlaiiTe MMICHMOBY BiMOBiIb HA OJHY 3 3aIIPOTIOHOBAHUX TEM:

1) You are seeking a job for the first time. Is it necessary to prepare for an interview? Why do you
think so? How will you do it?
2) Is it easy for you to present yourself fully in a short interview with unknown person? If it is
difficult, explain how you will overcome it. What or who will help you in this situation?

3) How do you imagine your future interview? What are the main rules of your behavior?

4) How should you behave at the interview to achieve your goal? Demonstrate it:

a)

as an interviewer, b) as an applicant.

8. Preparation for an interview is essential. The list of questions below is designed to serve as a guide

SO

that you are not taken by surprise!

Samples of Interview Questions

gk~ wN -

()]

7.
8.
9.
10
11

12.
13.
14.
15.

16.
17.

18.
19.

20.
21.
22.
23.
24,

25.

. Tell me about yourself.

. How would you describe yourself? (character / personality)
. What are your strengths/weaknesses?

. Are you married? Single? Do you have a partner?

. What do you do in your free time?

What are your hobbies? / Do you have any hobbies?

. Why are you interested in working for our company?

Why do you want to work for this company?

What type of position do you think you are suited for / would suit you?
How would you describe the position we have to offer?

What aspects of the position are you most / least interested in?

. What would you like to find in this job that you didn't have in your previous
How do you think you could develop the position?

What would be your strategy to develop the position?

What have you got to offer us?

What could you contribute to our company?

Why do you want to leave your present job?

Why do you want to change jobs?

What were you responsible for?

What did your job involve?

What do you think you gained by working in your last job?

What do you think of your (last) boss?

What are your salary requirements?

How much would you hope to earn in this position?

How much do you think you should be offered for this position?
What salary would you expect (to be offered) for this position?

Have you received any offers of a job?

Why have you had to look for a job for so long?

Why have you been looking for a job for so long?

Why did it take you so long to find a new job?

How do you feel about your future in the profession?

Have you had any failures? / What failures have you had?

Have you had any negative experiences?

What sort of obstacles have you come across / encountered in your work?
If you had to recruit colleagues, what qualities would you look for?

Did you have to travel abroad in your last job?

26

Don't you think you have too much experience / you are over-qualified for this

job?

Would you be willing to relocate / to move to another part of the country / to work abroad?

job?



26. How long do you think you would stay with us?

If we offered you the job, how long would you expect to stay with us?
27. Which do you prefer: to work alone or in a team?

Do you prefer working alone or with other people as part of a team?
28. Do you know how to manage a team?

Are you capable of leading a team?

Do you think you have the ability to be a team leader?
29. Why should I recruit you?

How could you persuade me to recruit you?
30. Do you have any comments to make, or questions to ask?

9. Read the text below and choose the best option from: A, B, C, or D.
Job Interview: Before, During, After

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

Prepare a one-minute answer to “Tell us about your self”. It would be also good for you to prepare
several PAR stories: a Problem you faced at work, how you Approached it, and its positive Resolution.

Finally, imagine you are the interviewer and try to 6) the questions you will be expected to
answer!

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

After the interview write a thank-you letter, in which you remind the 9) of things he or

she liked. End by saying something like, “I’m enthusiastic about the position and look forward to
working with you.”

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

1. A) gained B) reached C) arrived D) acheived

2. A) effective B) important C) impressive D) significant
3. A) researched B) discovered C) inquired D) examined
4. A) remember B) imagine C) remind D) summarize

5. A) show B) present C) offer D) tell

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

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

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

9. A) staff B) interviewer C) employer D) employee

10. A) instead B) despite C) because D) only

10. During the job interview Patrick was asked some questions. Translate the questions into English
and find suitable response for every question.

Question Response

1. Yomy Bu 0Opanu came Hamty kommanito? | A. People say I’m sociable, organized, and decisive.

B. My aim is to have a position in the Management

2. SIki Bami CuIIbHI M crtabKi CTOPOHH, Team
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3. Sk Bami Apy3i MOXKYTh Bac
0XapaxkTepusyBaTH?

C. I have excellent time management, but | can be
impatient for results.

4. SIke Balle HalBaroMiilie JOCATHEHHA?

D. Because | think | will find the work environment
both challenging and rewarding.

5. Hackinbku 100pe B MPALIIOETE B
KOMaH1i?

E. I always support my colleagues and believe we
should work towards a common goal.

6. Kum/Jle Bu Oaunte cebe uepe3 5 pokiB?

F. First of all I used to be the editor of our school
newspaper. Also | won Literary competition twice.

7. Bu konu-ueOyap Oymu y @paniii?

G. Yes. | speak French fluently and | know a bit of
German.

&. Bu Boso1ieTe 1HO3EMHUMU MOBaMU?

H. Yes, | have. | studied there for six months. I lived
in Marcel

11. Complete the text with the words from the box.

CV ° forward ° invite ° follow-up letter ° excited ° advert ° interview ° experience ° skills ° hand °

application form ° impression

A few weeks ago, | saw an (1) ... in a newspaper for a job that I really wanted. | filled out the (2)
..., wrote my (3) ... and sent everything off in the post. A few days later I received an email to (4) ...
me for an interview. | was so (5) ..., but very nervous.
| wanted to look really smart for the (6) ... . | wore a smart suit with a white shirt and my black

shiny shoes. | wanted to make a good (7) ... . At the interview they asked me lots of questions. They

asked me about my previous work (8) ... and (9) ... that I’ve got for the job. I also had to fill out some
paperwork. I was well prepared, so I think it went well.

Afterwards, the interviewers shook my (10) ... and said, “We’ll be in touch.” I have sent them a(n)
(11) ... and now | am looking (12) ... to hearing from them!

12. Write the words in the correct order to make sentences or questions someone could ask you in a job

interview.
. nice/ Good afternoon,/ to/ you./ meet/

. got/ any questions?/ Have you
. ina team?/ you/ Do / work well

. start?/ could/ When / you
. this job?/ you want/ Why/ do

OO ~NO U WN P

. a few questions./ would/ to ask/ We/ you/ like
. have you got/ help you/ What skills/ that/ in this job?/ would

. in touch./ Thank you/ We’ll be/ for coming today.

. your/ tell us/ you/ previous work experience, /Can/ about/ please.

10. 10.50 per hour/ Sundays. / and work / Wednesdays to / You’ll get

11. are your/ What /and weaknesses?/strengths

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

Follow instructions:

» Before the interview choose who will be the job seeker and the interviewer.

» Make clear what position the job seeker is applying for (you may use your CV and covering letter).
* Interviewer should make a list of questions he/she wants to ask the job seeker.

* At the end of the interview the interviewer tells the job seeker about working conditions at the

company.
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Unit 3. Business correspondence. Business Letters
Structure of Business Letter

Aopecu 6 bpumanii ma Amepuyi maromo HACMYRHUU 8U2TAO:
Ms J.Simpson

Foreign Rights Manager
Chapman & Hall Ltd.

11 New Fetter Lane

London EC4P 4EE

England

Ms. A.Arafel

Product Information Manager
McCraw-Hill Book Co

1221 Avenue of the America
New York, N.Y.10020

USA

Pisnuys mise bpumancokum ma amepuKraHCoKUMU CIMUsIMU NPeOCmasieti 6 maKiti cxemi.
| British | American \

Jlama (Date):

27th December, 20

27 December 20__ December 27,20
27 Dec.20__
Ilpusimanns (Salutation):
Dear Sir, .-
Dear Madam, Dear Sir:

Dear Madam:
Dear Mrs.Smith:
Attention: Mr. E.C.Wilson

Dear Mrs.Smith,
For the attention of

Mr.E.Wilson )
. Gentlemen:
Dear Sirs,
Komnnemenmapne saxinuennss (Complimentary Close):
Yours faithfully, Sincerely yours,
Yours sincerely, Yours truly.

VY nucTax He JOMYCKAEThCs HITKUX IpaMaTHIHUX ckopoueHb (I'm, don’t, we’ve, Tomo.) Yci i cioBa
MOTPiOHO MHCATH MTOBHICTIO.

dopmar aiJ1I0BOro JIUCTA:

1. [anka ynucTa. BUIbIIICTh JUCTIB MHUINTYTHCS Ha OJNaHKax, Jie BXKE € Ha3Ba, ajpeca, HOMEPH
tenedoHiB GipMu Ta IHIN JaHi. AIpeca BiANpaBHHKA IHKOJIW CTOITh B KIHIII JIUCTA IICIsA IMEHI Ta
MOCAJTH.

2. Buytpimns agpeca. Anpeca agpecaTa po3MILIy€eThCs 3BEPXY 3J1iBa.

3. Crpoka: YBara (He 000B’513k0B0). Jl0/1a€Tbcsl y TUX BUIAAKAX, KOJU JIUCT BIINPABISAETHCA Ha
¢bipMmy, ase aipecoBaHO KOMYCh 0COOMCTO. YacTo MUIIETHCS Ha KOHBEPTI B HIOKHBOMY JIIBOMY KYTY.

4. Nara. 3a3Buyaii numeTbcs HacTynmHUM ynHoM: March 1, 2018 abo 1 March 2018.

5. IlpuBitanHs. 3a NPUBITAHHSAM CTOITh JBOKpaIka abo KoMa.

6. [Tocunanns. 3ano3udeHa i3 caykO00BUX 3aIIUCOK, aJIe B JINCTaX BUKOPUCTOBYETHCS PIIKO.

7. KomrmuiemeHnTapHe 3akiHYeHHs. 3BWUaiiHi 3akiHueHHs: Yours truly, Yours sincerely, Yours
faithfully.

8. Ilinmuc, mocana, Binaun. Ilianuc, po3mmdpoBka mignucy, nocana, aapeca MUIIYTbCS OIHMH 3a
OJIHUM B CTPOKY Y JIiBOMY a00 IpaBOMYy KyTY JHCTa. [HKOIM JIUCT MOXke OyTH MPOJUKTOBAHO OJIHIEIO
JIIOIMHOIO0, a MANMUCAHO IHIIOI, 3a3BUYall cekpeTapeM. Hampukiaa, JUPEKTOp, BIANPaBISAIOYUCH Y
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BIJIPS/DKEHHS, IOPYYMB HAIPYKYBATH Ta MIANKCATH JHCTA CEKpeTapeBi. Y bOMY BUIAKY Hiamnuc Oye
BUTJIAATH TAKUM YHHOM:

pp Diana Price

David Bradley

Managing Director,

ne pp (per procurationem, zam.) 03Havae 3a TOPYYEHHSIM, 32 KOTOCh.

9. BigmpasHi ininianu. BigmpaBHi iHimianm BKa3ylOTh Ha THX, XTO MHcaB (IepeKiIagaB) JHUCT i/abo
JIPYKYBaB HOTO.

10.Briianeni matepianu. SKmjo fo jmcra J0Aar0ThCs IeBHI MaTepianu (IpercKypaHTH, peKiiaMa Ta iH.),
TO TIPO II€ 3TAAYETHCS MMICIs BiAMPABHUX iHILIATIB.

11.Komii. Bka3iBku Ha ajpecaTiB KO JTUCTa JAIOTHCS Y CaMOMY KIHITL.
Example:
Government of Canada (1)
Office of the Chairman
Public Service Commission (2)
Ottawa, Ontario
KIA ON
Attention: P.Smith (3)
December 8, 2018 (4)
Dear Sir: (5)
Ref: PC Program analyst (6)

R R R R R R R R R R R R R R R R R R R A R R AR R R R R R AR AR R AR R R AR R R R AR R R R R R R R R R R AR A R R R R R R R R R R R A

R R R R R R R R R R R R R R R R R AR AR AR R R R R R AR AR R AR R R R R R AR R R R R R R R R R AR R R R R R R R R R R A AR R R
R R R R R R R R R R R R R R R R R R R R AR AR R R R R R AR A R A R AR R R AR R R R AR R R R R R R R R R R AR A R R R R R R R R R R R A

R R R R R R R R R R R R R R R R R R R AR AR R R R R R R AR R R R R R AR R R R AR R R R R R R R R R R AR A R R R R R R R R R R AR R A

Yours sincerely, (7)
A.Robertson (8)
Director
General Services
Division
AP/CL (9)
Encl. (10)
cc: D.Dube (11)

General guidelines of writing a business letter:
If writing a business letter in English takes you much longer than in your own language, here are a
few guidelines that you may find helpful.
Plan before you write.
¢ Look up the words you need before you start.
¢ Note the points you want to make, and order them into logical paragraphs.
Tone
¢ Write as you would speak in a business conversation.
¢ The tone should be friendly and polite.
Names
¢ Make sure you check the gender of the addressee (the recipient), as well as the correct spelling of the
person’'s name and title.
¢ Use Ms. for women and Mr. for men. You can use Mrs. for a women if you are 100% sure that she is
married.
Dates
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¢ To avoid any confusion, write the month instead of using numbers (e.g. January 15th, 2007, or 15
January 2007)

Be concise and clear

O The easier it is to read a letter, the better.

¢ Keep sentences and paragraphs short and simple.

¢ Use straightforward vocabulary to avoid any misunderstanding.

¢ Ask direct questions.

¢ Rewrite any sentence that does not seem perfectly clear.

¢ If the recipient is not a native English-speaker, it is preferable to avoid words and expressions that
are too technical or complicated.

Remember this word order principle:

Who - Does - What - How - Where — When (Subject - Verb - Object - Manner - Place - Time)
Examples :

= Mr. Brown will travel by plane to London on Monday, June 5th.

= A technician will install the equipment in your office on Tuesday morning.

= [ will confirm the transport arrangements as soon as possible.

Avoid old-fashioned words

¢ Although they are used in legal documents and contracts, words like 'herewith’, ‘hereby’, 'herein’,
‘aforementioned’, etc. are rarely used in letters.

The following style of sentence is preferable :

e "You will find more information on our products in the enclosed brochure.”

Useful phrases

Salutation:

Dear Mr Brown

Dear Ms White

Dear Sir

Dear Sirs

Dear Madam

Dear Sir or Madam

Gentlemen

Starting:

We are writing to inform you that ...

to confirm ...

to request ...

to enquire about ...

| am contacting you for the following reason.

| recently read/heard about . . . and would like to know ...
Having seen your advertisement in ... , | would like to ...
| would be interested in (obtaining/receiving) ...

| received your address from ... and would like to ...

| am writing to tell you about ...

Referring to previous contact:

Thank you for your letter of March 15 ...

Thank you for contacting us.

In reply to your request ...

Thank you for your letter regarding ...

With reference to our telephone conversation yesterday ...
Further to our meeting last week ...

It was a pleasure meeting you in London last month.

| enjoyed having lunch with you last week in Tokyo.

I would just like to confirm the main points we discussed on Tuesday ...
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Making a request:

We would appreciate it if you would ...

| would be grateful if you could...

Could you please send me . . .

Could you possibly tell us/let us have...

In addition, | would like to receive ...

It would be helpful if you could send us ...

| am interested in (obtaining/receiving...)

| would appreciate your immediate attention to this matter.
Please let me know what action you propose to take.

Offering help:

We would be happy to ...

Would you like us to ...

We are quite willing to ...

Our company would be pleased to ...

Giving good news:

We are pleased to announce that ...

| am delighted to inform you that ...

You will be pleased to learn that ...

Giving bad news:

We regret to inform you that ...

I'm afraid it would not be possible to ...

Unfortunately we cannot/we are unable to ...

After careful consideration we have decided (not) to ...
Complaining:

| am writing to express my dissatisfaction with ...

| am writing to complain about ...

Please note that the goods we ordered on (date) have not yet arrived.
We regret to inform you that our order Ne ... is now considerably overdue.
I would like to query the transport charges which seem unusually high.
Apologizing:

We are sorry for the delay in replying ...

| regret any inconvenience caused

I would like to apologize for (the delay/the inconvenience) ...
Once again, | apologise for any inconvenience.

Orders:

Thank you for your quotation of ...

We are pleased to place an order with your company for ...

We would like to cancel our order Ne ...

Please confirm receipt of our order.

I am pleased to acknowledge receipt of your order Ne ...

Your order will be processed as quickly as possible.

It will take about (three) weeks to process your order.

We can guarantee delivery before ...

Unfortunately these articles are no longer available/are out of stock.
Prices:

Please send us your price list.

You will find enclosed our most recent catalogue and price list.
Please note that our prices are subject to change without notice.
We have pleasure in enclosing a detailed quotation.

We can make you a firm offer of ...

Our terms of payment are as follows:

Referring to payment:
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Our records show that we have not yet received payment of ...
According to our records ...

Please send payment as soon as possible.

You will receive a credit note for the sum of ...

Enclosing documents:

| am enclosing ...

Please find enclosed ...

You will find enclosed ...

Closing remarks:

If we can be of any further assistance, please let us know.

If I can help in any way, please do not hesitate to contact me.

If you require more information ...

For further details ...

Thank you for taking this into consideration.

Thank you for your help.

We hope you are happy with this arrangement.

We hope you can settle this matter to our satisfaction.
Referring to future business:

We look forward to a successful working relationship in the future.
We would be (very) pleased to do business with your company.
| would be happy to have an opportunity to work with your firm.
Referring to future contact:

| look forward to seeing you next week.

Looking forward to hearing from you.

" " to receiving your comments.

| look forward to meeting you on the 15th.

| would appreciate a reply at your earliest convenience.
Ending:

Sincerely, } (for all customers/clients)

Yours sincerely, } (for all customers/clients)

Sincerely yours, } (for all customers/clients)

Regards:

(for those you already know and have a working relationship with)

Types of Letters:

e Letter of Advice — aBi3o, moBigomueHHs
e Letter of Attorney — nopydenus

e Letter of Comfort — nucT-nmopy4HunTBO
o Letter of Credit — akpenutus

o Letter of Deposit — 3acTaBumii HuCT

e Inquiry Letter — mucr-3amur

e Guarantee Letter — rapaHTiiHUN JTHUCT

e Hypothecation Letter — 3actaBuuii muct
e Instruction Letter — mucT-mopyueHHs

o Offer Letter — nucT-npono3wuiris

Inquiry Letter

JIucr-3anut (inquiry abo enquiry) KoMIaHisi IOCUIIA€, KOJIU X0Ue:
- OTpUMATH JeTallbHY iH(opMaliro mpo ToBapu (goods);
- TOBimaTHcs, YM € BOHM y HasiBHOCTI (availability of goods);
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- 3’sicyBatu 4ac ta repminu nocrasku (delivery dates);

- orpuMaTu iH(opMaIlil0 mpo YMOBHM IOCTaBKM Ta 3HWXku (terms and discounts), cnocib
tpancnoptyBanus (method of transportation), ctpaxysansi (insurance);

- orpuMaTH iH(opMalliro npo iHu Ha ToBapu (prices of goods);

- oTpuMaru Katayioru (catalogues) ta 3pa3ku ToBapis (samples of goods), Toro.

[Tpu HanMcaHHI TUCTIB-3aIMUTIB MOTPIOHO SKOMOTA IETANBHIIIE BUKJIACTH CYTh UTaHHs (to give full
details), o no3BosMTH Bamomy ai1oBOMy mapTHEpY CKOPOTHTH Yac Ha CKIIaIaHHS JIMCTA.

VY Bumajky, ko Bu 3BepTaerecsk i3 3aUTOM 10 Li€1 KOMIIAHI1 Briepiie, y JUCT 0a)KaHO BKIIOUUTH
HACTYIHI TyHKTH:

1. Ilocunanus Ha mKepeno iHdopMallii mpo TaHy KOMITaHiio Ta ii ToBap.

2. CyTb NUTaHHS.

3. Koportka indpopmarnis npo Bamry komnasito.

4. CnoniBaHHs HaAll HA CIIBPOOITHUIITBO.

[Ipu oMy 30BciM HE 000B’A3KOBO CyBOPO IOTPUMYBATHUCS JaHOT OCHiAoBHOCTI. [Ipu moBTOpHOMY
3aMUTI B JIUCT 3BUYAITHO BKIIOYAETHCS TUIBKU APYTUN MyHKT. SIK 1 OUTBIIICTD IHIIMX AUTIOBUX JIHMCTIB,
JIUCT-3aIUT, K IPaBUIIO, IPYKY€eETbcs Ha pipMOBOMY OJIaHKY, /i€ BKa3aH1 Ha3Ba KOMIaHIi-BIANPaBHUKA
3amnuty, il MOIITOBa ajapeca, Homepu TenedoHiB, (akciB, aapeca callTy B [HTEpHETI Ta €JIeKTPOHHOI
MOIITH.

3pazok rucma — 3anumy (Sample Inquiry Letter)

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y
England

25th February, 2018
Dear Sir,

We read your advertisement in the “Pet Magazine” of 25th December. We are interested in buying
your equipment for producing pet food. Would you kindly send us more information about this
equipment:
- price (please quote CIF Odessa price)
- dates of delivery
- terms of payment
- guarantees
- the price should include the cost of equipment installation and staff training. Our company
specializes in distributing pet products in Ukraine. We have more than 50 dealers and
representatives in different regions and would like to start producing pet food in Ukraine. If your
equipment meets our requirements, and we receive a favourable offer, we will be able to place a
large order for your equipment.
Your early reply would be appreciated.

Yours faithfully,

Smurov

V.Smurov

Export-Import Manager

Offer Letter

JIMCTOM-TIPOTIO3HIEI0 TIOCTAaYaIbHUK 3a3BUYail BIANOBIIAa€ Ha JUCT-3amuT. BimnmoBimaroun Ha
3araldbHHUM 3amuT, BIH JSKYE 3a MPOSBIEHY 3alliKaBICHICTh Ta 3BHYAWHO MPOTMOHYE MPEHCKYpaHTU
(price-lists), xaramoru (catalogues) ta ymoBu TtumnoBoi yromau (typical contract). Bigmosins Ha
CHeIiabHUI 3amuT nepeadadae BiAMOBIAI Ha BC1 MUTAaHHS MOTEHIITHOTO KITI€HTA.
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CtpyKTypa JIucTa-mporo3uILii:

1. IlpuBix Ui HanmMCaHHS.

2. Binmosiai Ha IUTaHHS TOTEHIIIIHOTO 3aMOBHUKA.

3. JloaTKOBI MPOTIO3HITIi.

4. BucnoByieHHS Ha/Iil HA 3aMOBJICHHSI.

Bignosinaroun Ha 3aUTaHHS, CIIJl AaTH JACTATbLHUN OMKC TOBAPY, 32 MOXKIIUBOCTI CYMPOBOJAUTH
fioro oTomarepianamu ta / abo MamoHKaMu Ta / a0 3paskamu (samples). [Ipu Bu3Ha4YeHHI iHH (price)
OepyThCs 10 yBaru MoKnBi 3HIKKH (discounts). OxpeMo BUPINIYIOTHCS TUTAHHS BUTPAT HA TAKyBaHHS
(packing), TparcrmopTHi BUTpatH (transportation costs), yMOB Ta TepMiHiB tocTaBku (terms of delivery)
Ta orutatu (terms of payment).

JIuctu-pono3umii HAJACWIAIOTh TaKOX 03 TMOMepeaHbOTO 3aluTy, SKI0 IOCTAYaTIBHUK
HAMaraeTbCs 3BEPHYTH yBary MOTCHIIIMHUX KIIIEHTIB a00 HAWTH HOBUX 3aMOBHUKIB Ha TICBHY
npoaykitito (special products) abo ix acoptumenT (range). TBepaa npomno3uiis (firm offer) mependavae
0Cco0JIMB1 yMOBH, HaNpuKiaj, KiHeBui TepMiH (deadline) oTprmaHHs 3aMOBJIEHHS Ta CUCTEMY 3HHKOK
B 3QJIEKHOCTI B1J KUIBKOCTI TOBapy Ta IHIIMX YMOB.

3pazok nucma-nponosuyii (Sample Letter of Offer)

Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 2018

Dear Mr. North,
Thank you very much for your enquiry. We are of course very familiar with your range of vehicles
and are pleased to inform you that we have a new line of batteries that fit your specifications exactly.
The most suitable of our products for your requirements is the Artemis 66A Plus.
This product combines economy, high power output and quick charging time and is now in stock.
| enclosed a detailed quotation, specifications and delivery terms. As you will see from this, our
prices are very competitive. | have arranged for our agent Mr. Martin of Fillmore S.A. to deliver five
of these batteries to you next week, so that you can carry out the laboratory tests. Our own
laboratory reports, enclosed with this letter, show that our new Artemis 66A Plus performs as well
as our competitor’s product and, in some respects, outperforms them.
If you would like further information, please telephone me: my extension number is 776. Or you
may prefer to contact Mr. John Martin of Fillmore S.A. in M...: his telephone number is 01 77 99
02. 1 look forward to hearing from you.

Yours sincerely,

Fred Stock

Fred Stock

Extrcises
1. IIpounTaiiTe Ta MMCHMOBO MEPEKIIAAITh HA YKpaiHChKY MOBY | Ta 2 a03alu TeKcTy, JaiiTe iiomy
3aroJIOBOK.

Business letters are company to company written documents that will be referred to in the future
and even used as legal evidence. Documents convey information. Your letters speak volumes about
your company and you to other businesses and individuals. The right style, the contents and the
attractive appearance of your letter will establish contact and help to maintain the good will of the
reader.

Before your potential client reads the letter you need to make an impact. Otherwise they might
not be interested enough even to bother to read it. When a potential business partner or client receives
a thin papered A4 sheet with unclear type and spelling mistakes, they won't believe in the company's
reliability.
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On the other side, if the sender has bothered to present a neatly typed sheet on decent paper, with
the text done in correct English in the appropriate tone, - then it is an obvious conclusion to reach that
the company deserves respect.

Through your letters your company goes right into the addressee's home or office. Their
impression of you is formed from your message. Stop and think about that aspect of business. Because
it is vital that you fully realize the importance of your business letters.

They may be divided into official and semi-official. The first kind of letters is characteristic of
those people working in business: an executive, a department manager, a salesman, a secretary or a
specialist in business and technology. But also many people may want to buy something, to accept an
invitation or to congratulate somebody - this is a kind of semi-official letters. The first kind of letters
may in turn be subdivided into such groups as: inquiries, offers, orders, and so on.

2. O3HaiioMTecs 3 JIEKCHKOIO JI0 TEKCTY, BUBUITh HOBI CJIOBA Ta BUPA3U:
written documents — muCHEMOBI TOKYMEHTH

evidence — ocHOBa, mifcTaBa

to convey — BupakaTl, MICTUTH

to establish contact — BctanoBIIOBaTH KOHTAKT

to maintain — nixTpumMyBaTH

reliability — naniitaicTs

in the appropriate tone — BiAMOBIAHUM TOHOM

vital — JKUTTEBO-BaXKTHBHIA

an executive — kepiBHUK

3. JlaiiTe BigmoBigs HA 3aIMTAHHS:

1. What is a business letter?

2. What do documents convey?

3. What kinds of letters do you know?

4. Translate the words and phrases into Ukrainian:

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

5. Translate the words and phrases into English:

lupo Bami, HacTymHM, HA ajlb, KOHBEPT, CIIOHYKATH, BXKUBATH 3aX0J1iB, OyTH y 3aXBaTi, OpaTu
710 YBaru, BUOauaTUCs, 3aBJIaBaTH KIIOMOTY, 3'ICOBYBATH, TPAILIATUCS (IIPO MMOMUIIKY), IIIKOTyBaTH, OyTH
HE B 3MO31, B IHIIOMY pa3i, IPUHHATH BUOAUEHHS, BBIWINBHIA, ajpecyBaTH, MaTu HaMip, 3aBJISKH.

6. Learn the following tips for the business letter writing:

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

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

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

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

Co. and Ltd. are the usual abbreviations for Company and Limited. However it's better to address
your letter to some individual — The Managing Director, The Personnel Manager, The Secretary, The
Branch Manager, The Export Manager — followed by the name of the company.
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If the person you are writing to is known to you, you should begin with, for example, Dear
Mr.Thompson, Dear Mrs.Warren, etc. Otherwise you should begin Dear Sir(s), Dear Madam, or
Gentlemen: (Am.).Note that Gentlemen is followed by a colon.

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

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

e.g.: Thank you for your letter of May 3 rd. In your letter of January 13th you inquire about....
It was a great pleasure to receive your letter of July 1st that..... | recently called your agent in this
country to ask about .... but he was unable to help me.

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

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

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

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

| sincerely hope you will be able to help me in this matter. I should greatly appreciate an early
reply.

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

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

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

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

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

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

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

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

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

receiving the letter)

3. Greeting (Dear Sir:)

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

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

6. Signature.

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

We have pleasure in informing you

Yours sincerely

In reply to your letter dated

We look forward to a visit of the President

We wish to inform you

Further to our telephone conversation

Yours faithfully

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

We have to inform you
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I'm looking forward to meeting you soon

We enclose with the letter the design documents

Best regards

We highly appreciate the work you have done for us

It allows us to make a decision

Please, contact us as soon as possible

You are kindly requested to study this material and inform us about the decision at
your earliest convenience.

| look forward to hearing from you.

We are ready to assist you in this endeavor.

We have attached the payment documents to the letter.
We should like to stipulate the fact that

8. Join the ideas using the connectives:

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

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

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

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

* Our company makes a small visiting charge/This includes the price of lunch.

* Our company reserves the right to send off the premises any members of the group who misbehave/
It should not happen.

9. Translate the following letter of invitation into English:

No 317 Bin 06 TpaBus 2014 poky

XMEJH)HI/IHI)KI/IfI IHCTUTYT PEI'TOHAJIBHOI'O YIIPABJIIHHA TA TIPABA
Vkpaina, 29000 m. XmenpHuIbKHH, By TearpanpHa.8.

Tex. (038-2) 76-42-70 dakc (0382)

HTAHOBHI KOJIET'U!

[Mupo 3ampomyemo Bac B3atH ydactb y BceeykpaiucobKili HayKo80-npakmuuHit KoHpepenyii
"AKTyanbH1 IpoOJIeMHU JIepKaBHOT PETiOHATIBHOI MOJIITUKA B YyMOBaX IMPOBEICHHS aJMIHICTPATUBHOT
pedbopmu B VYkpaini", ska BigOyaetbcs 16 TpaBHs 2012 poxy y XMEIbHUIBKOMY IHCTHUTYTI
perioHanbHOIO YIpaBIiHHA Ta IIpaBa.

CrniBoprasizaropamu MpoBeIeHHS KOH(PEpeH 11 BUCTYITUIH:

Aominicmpayin Ilpezuoenma Yxpainu, Bepxosenwa Paoda Yxpainu, Kabinem Minicmpie Yxpainu,
lonosne ynpasninna Oepocasnoi cuyscou Ykpainu, Incmumym 3axonooascmea Bepxosnoi Paou
Vrpainu, Ykpaincoka Axademis deparcasnozo ynpasninua npu Ilpezudenmosi Yxpainu, Xmenonuysvra
obnacHa depaicasHa aominicmpayis, XmenvHuyvka obaacna pada ta XmenvHuybka Micbka paod.
OCHOBHI TeMaTUYHI HAIPSAMKH KOHMEPEHITIT:

1. PepopmyBaHHS JepKaBHOTO YIPaBIiHHS.

2. HoBa perioHanbHa NOJITHKA Ta OpraHizallis MICIIEBOIO CaMOBPSIyBaHHS.

3. CTpyKTypHi 3MiHH B €KOHOMILll Ta MPOOJIEMH COLiaIbHO-EKOHOMIYHOTO PO3BUTKY PETiOHY.

4. ®iHaHCOBO-0I0KETHE 3a0€3MEUeHHS PO3BUTKY PETIOHY.

5. IIpaBoBi 3acaau JepaBHOTO YINpaBIIHHA Ta 3a0e3MeUeHHs aJMIHICTpaTUBHOI pedopMu B YKpaiHi.
Po6oua MoBa koHpepeHLii: ykpaitcbka, pociticbka, aneniticoka/

VY pa3i BUHUKHEHHsI IOTOYHUX MUTaHb, OPTKOMITET JIOTIOMOXKE 1X BUPIMIUTHU, K10 Bu 3arenedonyere
3a HOMepom: (0382) 76-57-95, dakc (0382) 76-57-67 abo 3BepHETECH 3a EIEKTPOHHOIO aJ[PECOIO:
hirup@ukr.net
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10. Translate the following sentences into English:

1. 51 6yB Ou BaM IqyXe BISUHUH, SKIIO O BU MOiH(OPMYBAIHU PO TE YU MOKIMBO BiIBIIATH IO
KOH(EpeHIIiIo.

2. Mu 0 myxe XOTinM B3sSTH ydacTb y Barriii kongepenii. S 3Hato, 10 4ac nonepeaHboi peectparii
BK€ 3aKIHYMBCS, OIHAK, S CIIOIIBAIOCH Ha MOJKJIMBICTD ii BiIBIIaHHA.

3. SIKII0 11 MOKIIMBO, TO HATIIUTITh HAaM HEOOXiqHY iH(POpPMALIiI0 Ta aHKETH.

4. 51 Bam ayxe KO 32 JTE00 sI3HE 3aIPOIICHHS Ta 13 33JJ0BOJICHHIM IPUHMAa0 HOTO.

5. /I MeHe € BeNMKOIO YECTI0 OTPUMATH Ballle 3alpOIICHHS.

6. 51 paauii orpumati Baiue n106'a3He 3anIpOIIeHHs Ta 3 BEJIMKUM HETEPIIHHIM YEeKar0 Haroau B3siTU
y4acTh y KOH(pepeHIii.

7. Tema xoH(]epeHLlii € IKaBOIO, a TOMY s IPUIMAI0 3aIPOIIEHHS B3SATH Y Hill y4acTh.

8. Slkmio Bam moTpibeH pyKomuc MOTO BUCTYILY, TO sl HAJIIUIIO HOTO €IEKTPOHHOO TOMITOTO.

9. Ha xansb, BiABIZaHHS JaHOT KOH(MEPEHIIIT 111 MEHE € HEMOXJIMBUM.

10. Yepes noranuii ctaH MOTO 3/I0pOB ‘s sl 3MYIIEHUH BIIXWINTU Bare 3anpoieHHs.

11. IIpo6aute, ogHAK, sI HE 3MOXKY B34TH y4acTh y KOH(epeH1ii. BumydiTs, SKII0 11e MOXKIUBO, MOE
MPI3BUIIIE 13 TPOTPAMH.

11. Translate the following letter into English:

[[TaHOBHI MaHi Ta MaHOBE

Jiiicuium nosinomuiieMo Bam mpo Te, 1110 MU 3aKIHYYEMO BHUKOHAHHS KOHTPAKTHUX 3000B‘s3aHb
BIJIMTOBIJTHO JI0 HAIIIOTO KOHTPAKTy Ha OYIIBHUIITBO T1IpoeNeKTpocTaHIlii y Bamriit kpaini 1 mpoBoIuMo
poOOTH MO0 MIATOTOBKH JO BIiANpaBIEHHS 10 YKpaiHW 4YacTUHU OyaiBeNbHOTO OOJagHaHHS Ta
HEBUKOPHUCTAHUX MaTepialliB, ki Oysi0 BBe3eHO 10 Bamioi kpaiHu Ha yMOBaxX TUM4acoBOTO BBO3Y.

SAx Bam BimomMo, 3a OoCTaHHIM 4Yac iCHye MNpakTHKa MPoJaaxy OymiBenbHOTO OOJaJHAHHS Ta
HEBUKOPHCTAHUX MaTepialliB y KpaiHi 3aMOBHHKA TIO 3aKIHYCHHI pOOIT, 1[0 BUKOHYIOTHCS HA YMOBax
LI kimroul. Mu Takok MaeMo Hamip MpojaTH 4acTHHY OOJaJaHaHHS Ta MarepianiB y Bamriii kpaiHi.
Ockinbku Bu BusBuIM GakaHHS Ha TIPABO MEPIIOTO BOOPY MO0 KYITIBJI1 HAIIOTO 00J1aJHAHHS, HAJTAEMO
Bawm nepenik o0nagHaHHs Ta MaTepiaiiB, sKi MU XOTUIH O mpoaaT y Bamiit kpaiHi.

Bce obnagnanus y pobodomMy ctaHi Ta Oyze mpo1aBaTUCh 13 KOMIUIEKTaM 3am4acTiH. O0iaiHaHHs
OyJe peali3oBaHe 3a JOCTYITHUMH I[IHAMH 3 ypaxyBaHHSM aMOpTH3aIlii 00IaHaHHS.

[{inu He BKJIIOYAIOTH IMIOPTHE MHUTO. BOHO moBHMHHE OyTH CIUTayeHe MOKYMIleM O0OJaJHaHHS
3T1IHO 3 MUTHUMH MPaBHJIaMH, 110 ICHYIOTh Y Bamriii kpaixi.

Ormsin oOnagHaHHSA Ta MarTepialiB MOXKHA 3IIMCHUTH Yy Oynb-sKui 3pydHuid s Bac uac.
3 noBaroro

12. Give the Ukrainian versions for:
to receive the letter, the body of the business letter, to cause trouble, salutation, to take steps,
advertisement, to be unable, purpose, to take into account, the body text.

13. Give the English versions for:
MaTd HaMip, MOCHJIaHHS, YITKO c(OpMyIIOBaTH, BUCHOBOK, MPUMHATA BUOAYEHHS, MIAMKC, BXKUTH
BaXOI[iB, KOHBEPT, KOMIIJICMCHTAPHC SaKiH‘leHHH, mupo Bamm.

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

1. Advertisement/ job/ people/ and/ 1f/ sitting/ home/ you/ want/ write/ you/ letters/ read/ it’s/ at/ a/
ring/ should/ use/ no.

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

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

4. In/ personal/ lay-out/ differs/ The/ respects/ the/ letter/ of/ some/ letter/ that/ the/ from/ business/ of/.
5. Some/ round/ consists/ off/ Conclusion/ the/ usually/ polite/ letter/ remark/ of/ to.
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15. Complete the following text with the words and phrases from the box using them in the appropriate
form.

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

A Letter of Invitation

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

Dear Professor Petrov:

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

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

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

| am glad you that your abstract by our Committee, N 256 for poster .

We attach with the Reservation and Registration Form. The for its submission:
March 15, 2008. If you have any questions or need additional please contact us without
hesitation.
Jim Smith
Chairman

16. Agree or disagree with the following statements.

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

2. There are no contractions in a formal letter.

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

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

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

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

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

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

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

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

17. Give a free translation of the following text.
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1) llTanoBHi 106poii!

ToprosensHe npencraBHuNTBO YKpainu B CIIA moBigommiio Hac, mo Bu € equHUME iMIopTepaMu
0aBOBHSHOI TKAHWHU y 3aXiTHOMY perioHi Ykpainu. Hama kommaHis 3aiiMa€eTbcsi MPOTATOM OaraThbox
POKIB IpoJaXeM Takoi MpOoAyKuii ipMaM 3 MOMMTTS MOCTUTFHOI OUTM3HHM Ha CXITHOMY Y30eperKi
CIIA. Mu 3armikaBiieHi B 3aKyIiBJi TaKUX TOBapiB Oe3MOCEpeIHhO HAa MICISX iX BHpOOHHUITBA. MU
X0Tinu O BcTaHOBUTH 3 BaMu NiI0Bi CTOCYHKH, Ta, 32 yMOB Baioro 6askaHHs, Halll JUPEKTOP MicTep A.
Bpancroyn OyB 6u rotoBuii Buixatu 10 Kuesa, mo6 Bectu 3 Bamu nepeMoBUHE OO0 KYIIBIIi Pi3HOTO
aCOPTUMEHTY OABOBHSIHHMX TKaHUH.

2) lllanoBH1 no6pomii!

Hlupo Basuni 3a Bam nucTt 3 moBimomiieHHsSM mpo Bamry 3arikaBieHICTh HallMMU TOBapamMu. Mu
Oynemo pani 3ycTpitucs 3 micrepoM A.bpanctoyHoM B Oyib-sIKUil 3pydHHIA 47151 HBOTO Yac. Mu Oynemo
TaKOX BJISIUHI, KO B 3a31anerias moBiJOMUTE PO JAeHb MpUulyTTsa Mictepa A. bpancroyn no Kuesa
Ul TOTO, 00 MU 3yCTPUINM MOro B aepomnopTy. Y BIINOBLAHOCTI A0 Bamioro mpoxaHHs Mu Hajdiciaalu
Bawm croroani okpeMuM makeToM B3ipIli 3 HAIIOTO OCTAaHHBOTO KATaJIOTy TOTOBOT PO TYKITIi.

18. Write an essay on one of the following topics:

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

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

We are the leading manufacturers for this article

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

t0 coNSider OUr reqUESt ........ccceevevereeiereennen,

0 CONLACE .o

IN thIiS CONTEXE .....oveviiiiiieeee e

Yours sincerely

We heard that your company is a reliable partner

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

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

Further to our discussion....................

We wish to inform you. We highly appreciate...

full contract value

to make a decision

unfortunately ...

competitive prices

terms of delivery

to reduce the prices

Yours sincerely

3. You are working at a big company as a Personal Assistant to Managing Director. In a month two
representatives of your company will arrive in Vermont, the USA and plan to be there for a week. Try
to write your own letter of inquiry to the best hotel in the city and the letter of inquiry to book seats on
a plane.

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

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

We have to inform YOouU .......ccccevieiii i



FEVISE EXPOIt PIICES. ...c.veieiiereirieeiieie ettt
MAKE NECESSAIY......viuieiiieeiieeeie st
increased cost of the production ...........cccceeeeeeviieiiiiennnns
ASATESUN.....oeeee
enclose a copy of our price-list..........ccccooeviviieninnnnnnns
draw sb's attention to the new items...........c.ccoceevrenee
exhibit at the fair ...
We thank you for your support in the past...........cc.cccuenee.
hope to be of service to Sh.......ccccovvvvieeievi
Yours faithfully

Unit 4. Electronic correspondence. Business E-mail
1. Read useful tips for writing a business e-mail.
Tips for Writing a Good Business E-Mail

When communicating with business partners, it is important to choose the best channel. The fastest
way is often by telephone, but emails give you a written record of what was said and agreed. You also
have the time before writing to think about what you want to say and to look up words in a dictionary,
if necessary. Sometimes, it can take longer to get an answer with emails, but the increasing use of
smartphones makes this less of a problem than in the past.

E-mails in business sphere often have a formal style and use formal language.
Nevertheless, the level of formality depends on who you are writing to.

To write a good business letter, try to follow these useful tips:

Structure:

A good e-mail has the following parts:

Formal greeting — Dear Sir/Madam, Dear Mr/Ms Green, To whom it may concern
Introduction — opening remarks and reasons for writing

Main body — development of the subject(s)

Conclusion — closing remarks and other important information

Formal ending — Yours faithfully, Yours sincerely, (Best) Regards

Useful email phrases

a) Starting If you’re not sure what level of formality is appropriate, choose the same style as the
person writing to you:

— Dear Mr/Ms/Dr/Professor Smith (formal)

— Dear Sir or Madam (formal)

— Dear John/Mary (informal)

— Hi, Peter/Jo (informal)

— Hi (informal)

b) Saying why you are writing

— I’m writing to let you know ...

— I am writing because ...

¢) Communicating information

— I am pleased to inform you that ...

— We have completed all stages of the project.

— | can send you the shipment next week.

d) Talking about information you are sending

— Please find attached the file you asked for.

— Here is the information you asked for.

— I’ve attached the information you wanted.

e) Asking for something
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— Would it be possible to send us a new version of the project timeline?

— Could you please send me the information by Friday?

f) Confirming details

— | am writing to confirm that the goods will be shipped from our logistics centre today.
— This is just to let you know the next meeting is scheduled for Monday afternoon.
g) Thanking and offering help

— Thank you in advance.

— Please call me if you have any questions.

— Please contact me if you need more information.

h) Ending

— Yours sincerely

— Kind/Best regards

2. Read the text of the e-mail below and explain.

— what kind of project is being implemented by the company

— why this project is important for the company

— what role Patricia Malone and her team will play in the project.

Dear Patricia

I’m writing to let you know that the proposal for introduction of the new section (‘English for
Business Communication’) in our magazine has been positively met at the board of directors. It is
predicted that implementation of the project will increase sales of the magazine in France and in
Germany.

As it was previously agreed, your team of language specialists will be responsible for the content
of the new section. Please find attached an overview of the project and the role that your team will be
playing.

You can also see the budget for the overall project. What do you think about the special budget for
your team? Could you please tell me by Thursday if this budget is OK for you? Thank you in advance.
| look forward to hearing from you and working with you again.

Kind regards
Patrick

3. Read the following e-mail. Is everything clear? Are there ways to improve it?

Hi Stacy

Could I ask you for a favour? I’ll be driving all day today and I won’t have internet in the car, and I’'m
not sure if I’ll have it in the hotel this evening, so I was wondering if you could do the following things
for me. Could you book me a flight to Cairo? I’d like to fly with LuftHansa if possible and need to arrive
on Thursday, 24 November before 3 pm at the very latest, but an earlier flight is, of course, good, too.
I’ll have two suitcases, one of the bags contains product samples, so we’ll just have to pay the extra
charge if there is one. | would prefer a window seat, and if the airline offers a choice of meals, please
select a vegetarian meal for me. It should be possible to pay with the company credit card. If you don’t
know what to do, just ask Cathy in Accounts and she can give you the details. I’d also appreciate it if
you could book two nights at a hotel within 5 km of the office there. Please send me the flight details
and hotel name in a text message and don’t forget to give the travel information to Cathy, too, as she’s
responsible for expense accounts and has to know about all business trips.

Thank you! I really appreciate this.

Regards

Patrick

4. Each student chooses a situation and writes an e-mail. Students are not limited to the situations below
and may invent their own situations.
SITUATION 1
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Your company wants to advertise a new product (e.g. a toothpaste, a smartphone, sunglasses etc.). You
have already worked with ‘AdLabs’ advertising agency that made a successful advertising campaign for
your previous product last year.

Write an e-mail to ‘AdLabs’ and ask for their help. Invite their representatives to discuss the budget of
the next advertising campaign and don’t forget to mention the success of their previous campaign.
SITUATION 2

Employees are not satisfied with the working conditions in your company: they have to work overtime
and on days-off. Although the company has increased its profits in the last year, the salary remains the
same. In this respect the workers want a pay rise, otherwise they threaten to go on strike.

As a trade union leader write a letter to the company management and explain them the situation in order
to avoid negative consequences for the company.

SITUATION 3

Your department/company is responsible for implementing a very important project (e.g. advertising
campaign, testing a new engine, building a new store etc.). Unfortunately you cannot complete it to
deadline. Besides you need additional financial support to complete it.

Write an e-mail to company management and explain the situation and ask them to review the budget of
the project.

SITUATION 4

Your company is organizing a presentation of a new product (e.g. a car, a perfume, software etc.). Write
an invitation letter to your business partner who might be interested in the product. Describe the product
and tell about its advantages. In the letter say, that all the guests will be accommodated in a local hotel
if necessary.

SITUATION 5

Last year you bought new equipment for your car factory but it keeps breaking down all the time. This
causes huge losses for your company. Write a letter to the supplier and explain the situation. Ask them
to repair the equipment (or ask for proper refund).

5. Exchange your texts. Let your partners read them and write a response to your letters.

6. Technically speaking: improve your vocabulary of e-mail and electronic documents. Use the words
from the box to complete the sentences.

client, clip, compressed, encoded, outgoing e-mail, incoming mail, file, receipt, spam, subject

. A folder containing several documents may have to be ... before it is sent.

. There are usually limits to the size of a ... that can be sent with an e-mail.

. The symbol for an attached document is a “paper ... ”.

. E-mails with attachments are automatically considered ... by some programs.

. Information that is secret may be ... so it can’t be read easily.

. Some programs provide a “read ... ”, a notice that the mail has been opened.

. An interface such as Outlook, which lets you read and send mails, is called an “email ... ”.
. It is polite to write ... to all your messages which explain their main topic.

. I am not afraid of getting messages with a virus because my provider checks all the ... for virus
threats.

10. I always save a copy of ... . So I know what messages, when and whom I have sent.

OO NN D WN —

7. Complete the text with the words from the box.

community ° shake ° behavior ° formal ° impress ° paragraph ° capital ° polite ° respect ° spelling °
instead ° misunderstanding
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Netiquette in Business Correspondence

People in the West usually 1) ... hands when they first meet. Good friends in Middle Eastern
cultures kiss each other three times on the cheeks and the Japanese bow their heads to show 2) ... . The
online 3) ... , too, has its own culture and customs. Good Internet 4) ... is called Netiquette.

Netiquette in business e-mails includes more than good 5) ... and grammar. Typing in all upper
case is bad as it is the same as SHOUTING. Not starting your sentences with 6) ... letters is lazy.

Try to use 7) ... or semiformal style. So start you letters with “Dear sir/madam” and use phrases
like “Thank you for ... .

Do not use slang. You will not 8) ... your supervisors by typing LOL 9) ... of a period (.) after
each sentence. Make sure your notes are clear and logical. It’s perfectly possible to write a 10) ... that
contains no errors in grammar or spelling, but still makes no sense at all.

Finally, be pleasant and 11) ... . Primarily you should never make jokes about people from other
cultures as this can lead to 12) ... and bad feelings. Don’t use offensive language, and don’t be
confrontational for the sake of confrontation.

8. Look at the different parts of some e-mails. Choose what phrases you should use for:

a) Starting

b) Saying why you are writing

¢) Communicating information

d) Talking about information you are sending
e) Asking for something

) Confirming details

g) Thanking and offering help

h) Ending

We have pleasure in informing you ...

Yours sincerely.

In reply to your letter dated ...

We look forward to a visit of the President

We wish to inform you ...

Further to our telephone conversation ... .

Yours faithfully.

We thank you for your letter dated 23rd March, 2016.
We have to inform you ...

I’m looking forward to meeting you soon.

We enclose with the letter the design documents ... .
Dear Mr/Ms Green

Best regards.

We highly appreciate the work you have done for us ...
It allows us to make a decision ...

Please, contact us as soon as possible.

You are kindly requested to study this material and inform us about the decision at your earliest
convenience.

To whom it may concern.

| look forward to hearing from you.

We are ready to assist you in this endeavor.

We have attached the payment documents to the letter.
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Unit 5. Business Meetings and Negotiations

A.G.M. — abbr. Annual General Meeting.

A.O.B. — abbr. Any Other Business [usually the last item on an agenda].

Agenda — n. a written program or schedule for a meeting.

Ballot — n. a type of vote, usually in writing and usually secret.

Casting vote — n. a deciding vote (usually by the chairman) when the votes are otherwise equal.
Chairman — n. the person who leads or presides at a meeting; chairperson; chair.
Conference call — n. telephone call between three or more people in different locations.
Consensus — n. general agreement.

Item — n. a separate point for discussion [as listed on an agenda].

Matters arising — n. item on agenda for discussion of what has happened as a result of last meeting.
Minutes — n. a written record of everything said at a meeting.

Proxy vote — n. a vote cast by one person for or in place of another.

Show of hands — n. raised hands to express an opinion in a vote.

Unanimous — adj. in complete agreement; united in opinion.

Videoconference — conference of people in different locations linked by satellite, TV etc.
Vote — to express opinion in a group by voice or hand etc. (n.: to cast a vote).

Bargain price — Reduced price.

Bedrock price — Lowest possible price.

Commitment — Engagement or undertaking; to commit oneself.

Compromise — Each party gives up certain demands in order to reach an agreement.
Condition — A stipulation or requirement which must be fulfilled.

Contract — Written agreement between two or more parties.

Counter-offer — Offer made in response to an offer by the other party.
Counter-productive — Having the opposite effect to that intended.

Deal — A business transaction.

Discount — Reduction in price.

Estimate — Approximate calculation of the cost.

Facilities — Equipment (e.g. parking facilities).

Feasible — Possible, something that can be done.

Figure out — Find a solution; estimate the cost.

Know-how — Practical knowledge or skill.

Joint Venture — A way of entering a foreign market by joining with a foreign company to manufacture
or market a product or service.

Negotiate — Discuss a business deal or contract in order to reach an agreement.

Point out — Draw attention to something (e.g. the advantages of your proposal).
Proposal — Course of action, or plan, put forward for consideration; to make a proposal.
Quote — Give an estimated price (a quotation).

Range — A selection of products sold by a company.

Rebate — Reduction or discount.

Tender — An offer, in writing, to execute work or supply goods at a fixed price.

Turnkey — Describes equipment ready for use or operation (e.g. plant or factory).
Underestimate — Make too low an estimate of something (cost, danger, difficulty).
Work out — Calculate (e.g. the price of something); find a solution.

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

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

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

Phase 1: Before the Negotiation

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

Phase 2: During the Negotiation

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

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

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

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

Phase 3: After Negotiation

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

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

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

2. Give the English versions for:

MEPEMOBHHH, B3a€EMOJIisI, CYIIEPEUKH, JOCSATHYTH JTOMOBJICHOCTEH, CTWJIb TIEPEMOBHUH, MPOIO3HUIIIL,
3aJ1aro/KyBaTH KOH(MIIKT, TUCBMOBUN KOHTPAKT, JIUCT TPO HAMIpH, IOCATHYTH pe3yJbTary, oOMiH
iH(pOpMaIli€r0, CTATH SIBHHUM.

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

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

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

3. For Americans, / is / the centre / sessions. / the contract / usually / piece of / negotiating / For the
Ukrainian, / often / the relationship / is / and / are / merely thought of / as polite ceremonies, / and
starting points / contracts and protocols / for further negotiation. / the focal point, /

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

4. Complete the text with the words and phrases from the box, using them in the appropriate form.
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Reasons, recommendations, specific, best, accurate, essential, discussion, awkward, reaction, brief

Meeting is an part of your work in business. They are held for three main 1)
to carry out training, 2) to transmit information, 3) to solve a problem.
Read the following and try to follow them in your life.

Before you call the meeting:

— decide if the meeting is the method of achieving the objective;

— put the objective in writing;

— collect all the information necessity;

— select items for discussion;

— anticipate difficulties, members and prepare documents and courses of notion to overcome
the difficulties expected,

— prepare the agendas with no more than 5 objectives.

During the meeting:

— state the purpose of the meeting;

— outline the objectives it is hoped to achieve;

— do not impose your views on the group;

— direct toward the objectives;

— develop participation by contrasting different viewpoints;

— watch the clock and note of members who appear to be loosing interest;
— where opinion is divided a vote is to be taken.

After the meeting:

— the secretary of the meeting prepares “minutes”;

— minutes must be an account of the substance of the meeting. No opinions, no discussions,
no irrelevant talk. They should be ;

— minutes should follow the agenda of the meeting.

5. Agree or disagree with the following statements.
Tips for better meeting:

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

2. Pay particular attention to meeting; chairs should not be plasticcovered but fabric-covered and firm.
3. If you know you are going to have a difficult person at the meeting, sit that person on your fight or
left. If this person is allowed to sit opposite you, the meeting will often be split into two.

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

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

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

6. Read and act the dialogue out.

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

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

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

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

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

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

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

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

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

Mr. Grey: Thank you.

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

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

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

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

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

. Write an essay on one of the following topics.

. Successful negotiations and their principles.

. Your experience in carrying the negotiations or business meeting.
. Main drawbacks of the meetings you’ve been present at.

W NP

. Choose a correct tense in the following sentences:

. How long (you / have) .........ccccccevvennne. this PC?

AFT (D) v, you, I’d accept that offer from the supplier.

. The purchasing details (finalize) ..........ccccccooveieevrenennn. at the moment.

. I don’t know what (we / do) ....cccvvvereeennnns if we had lost the order.

. I (attend) .............. a mind-mapping course from September to December.

. How long (you / deal) .......cccovevuvrnnnee. with those clients?

. If I have time, I (finish) ........ccccceveienn the report at home this evening.

. How long (you / Work) .........c.ccceeverurenee. on that project last year?

. I heard that you nearly won first prize in the lottery last weekend. What (you / d0) .......cccccevveviernnnee,
with all that money?

10. If I could have a holiday right now, I (know) .............. where 1 (g0) ....ccevene. - to the Bahamas.
11. How long (you / stay) ................. in Minneapolis when you (Visit) ..........c..cc..... America last year?
12. We (have) .......cccccevveenenn. the accounts checked next week.

13. I (have to) .......... go to work by bus this morning, my car (Service) ................. at the moment.
14. How long (you / work) ................... in this office?

15. Is the photocopier still out of order? — No, it (repair) ................ this morning.

16. 1 (b€) vvvvieeeiieee, to New York on business 3 times.

17. This report (Write) .......ccccecerunee, by Dr. Martin, wasn’t it?

18. Everyone went to the workshop except me, because | already (take part) .................... in similar
seminars 3 times.

19. That suppler (make) ..........ccoeen.e. late deliveries already 3 times this year.

20. Hopefully, by the time we get back from the meeting, the documentation (complete)

OO ~NO Ol W -

49



. Complete these sentences with a suitable word or phrase.

. We are still trying to find out the ..................... of the problem.

. We would be very grateful if you could send us the .................... immediately.
. The error was caused by a ............co..c.... in our department.

. How can the transmission ..................... be increased?

. When will the new ..........cccccceeee. service be available?

. The exchange should be ..................... for start-up in about 2 weeks.
. We can extend the maintenance ................. for a further 2 years.
Do to see you at the Telecom exhibition in Geneva.

. Do the costs include transport and ...................... ?

10. The breakdown was caused by a defective ...........c...........

11. The old device has been ..........ccccceee. by a newer, faster one.

12. How can We ..........ccccveenee. the signal strength?

13. ThiSnew .......cccccoveneee. has a lot of new features.

14. The telecom technicians should .................. an introductory training course.
15. The equipment can also be operated by ..................... control.

16. Would another software version be ..........c..ccccceeveeen.

17. What's the main .........ccccccoeveenee. in using this equment”

18. How could the .........ccovviinnnnn, quality be improved?

19. We o some interference on the line.

20. Is maintenance ...........cccccveenenns in the price?

21. This equipment is used mainly 0N our ........c.cccccvvrvrnenes

22. How many introductory ..........cccoeeeevvvvenne. are necessary’)

10. Read out these answers. Formulate suitable questions to them.
1. That was around 6 weeks ago.



15. Yes, but I still think the other model would be more suitable for your needs.

................................................................................................ ?
16. Yes of course, we'll send it by express post.
................................................................................................ ?
17. For three years.

?

11. Change these sentences beginning with the words given.

1 ‘Can I have a new computer?’, said Jack to his boss.

Jack asked ..o

2 The power cut made it impossible for us to continue the meeting.

WE WETE ..o e
3 The flight to New York lasted 6 hours.

00K L

4 This firm is not nearly as reliable as it was in the past.

This firmused ......ooiiiii e

5 It was such a boring presentation that we left before the end.

The Presentation .........o.uiieiiiniiiie e e
6 Let’s go out for a meal this evening.

VY e
7 Although we hadn't finished the report, we sent it to the client.

BT 0L
8 Whose briefcase is this?

WHhO dOS e e
9 Please don’t smoke in the corridor

DA rather ... e
10 Harry speaks French better than Paul.

Paul dOesn’t ...t e
11 Nobody offered any help to get through the backlog of work

NO R e e
12 We're really not very happy with the last delivery you sent us

WE WIS 10 ..t e

12. Business meetings have their own specific vocabulary. Look through the words in the right-hand
column and match them to their definitions.

1. minutes a) a process which sometimes takes a long time in meetings.

2. chairperson b) a brief introduction which is given at the beginning of a meeting.

c) the process of collecting ideas usually at the start of a meeting

3. memo . )
when people suggest their own ideas.
4. voting d) a room where important meetings are held in a company.
e) an abbreviation for the topics which are discussed at the end of
5. board room .
a meeting.
6. AOB
(any other business) f) the person who leads the discussion in a meeting.
7. brainstorming g) notes explaining what was discussed in a meeting.
8. decision making h) a method of making decisions when people say ‘yes’ or ‘no’.
9. overview i) a note which informs or reminds the staff of something.

13. Complete the short text below, using the new vocabulary.
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voting, chairperson, brainstorming, board room, decision-making, overview, memo, agenda, minutes,
AOB

The (1) .ooovriviiiinin.n. is an important part of any business meeting. Usually a (2)
.................... is sent before the meeting. It informs the staff of the date, time and location of the
meeting. Important meetings may be held in the (3) .......................... During the meeting the (4)
..................... leads the discussion, which often begins with an (5) ................................of the
situation to be discussed or a short (6) ............ccoovviiiiininn... session, to collect ideas from the team.

The most difficult aspect of any meeting isthe (7) ..........coooiiiiiiiiiiin.l. process. Sometimes
it may take a long time. Very often key decisions are made with help of (8) .................... , when each
person can say ‘yes’ or ‘no’ for the idea.

During the meeting, notes, called the (9) ....................... are taken of the key points in order to
keep a record of the issues which were discussed. Finally, some general topics are discussed and this
part of a meeting is called (10) ........................

14. The following is the opening of a meeting between the managers of different departments in a large
software company. Complete the following using the following phrases.

a) would you like to start; d) as you’ll see from the agenda;,
b) 1'd like to hear what you all think; | e) the purpose of this meeting;
C) let’s begin; f) 1 would like to finish by.

Right, as everyone is here 1) ... our meeting.
As you all know, 2) ... is to discuss the new project. At the end of the meeting we should have a clear

idea of how to implement it. Before we make any decisions 3) ... . 4) ..., there are four items for us to
discuss. Speaking about the time, 1 know you are all busy with other projects, too. So 5) ......... by 3
p.m. OK, the first item on the agenda is an overview of the project plan.
Rick, 6) ...... ?
15. For beginnings 1-8 choose the correct ending A-H.

1. Let’s go over the main a) in the summary documents in front of you.

2. Currently we study the opportunity b) very effective so far.

3. If no one has anything to say, c) out of time.

4. The results of the research are outlined d) that our advertising is not working well.

5. From this report it is clear e) so that we can discuss them later.

6. All our efforts haven’t been f) points of the last meeting.

7. Unfortunately we are almost g) of expanding our business abroad.

8. Could you submit your ideas on this issue h) let’s move on to today’s agenda.

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

A. Encourage everyone present to speak

B. Publish an orderly agenda at least a week before the meeting

C. Announce meetings well in advance of the date

D. Promote meeting information via different media

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

G. Start and end at odd hours

H. Arrange for someone to take minutes

Research suggests that up to half of all business meetings result in minimal productivity and are
considered by participants to be of little value. Here are a few tips that can help.
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1.

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

2.

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

3.

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

4,

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

5.

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

6.

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

7.

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

8.

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

Unit 6. Business Etiquette Abroad

Key words and phrases

Do’s and don’ts TpaBUJIa IOBEAIHKU

Spell out po3muppOBYBATH, MOSCHIOBATH TOYHO
Superior HAaYaJIbHUK, CTAPIIHIA 3@ MTOCAI0I0
Bow KJIQHSTUCS

Patience TEPIIHHS, TePIUIIYICT

Gift 0 JTapyHOK

Acceptable IPUAHATHI

Embarrassment 30CHTEKEHHSI, pO3TyOJICHICTh, 3aMilllaHHS
Tip IPOIIOBA BUHATOPO/Ia

Bill paxyHOK (3a MMOCJIyrH, TOBAp, TOIIO)
Custom 3BUYA

Cause offence to smb. 00pa3utu (CKpUBIUTH) KOTOCh

Be offended OyTH 0OpasKkeHHM

1. Read the text and find out how culture influences business etiquette.

Intercultural Communication

Every culture is different, and has different styles of etiquette. Every day deals are lost because
cultural misunderstandings. These misunderstandings do not have to be huge to have a negative effect
on your business — a poor first impression could leave your prospective partner with a bad feeling.
Knowing the right etiquette can help you avoid this and save you a great deal of time and money. Mr
Thompson shares what he has learned from his experience:

Greeting. Handshakes are the typical form of physical greeting in most countries. But they are
longer in the Middle East than in Western countries. It is recommended that you wait for the other person

53



to withdraw his/her hand before you do. If you are a man greeting an Arab businesswoman, wait for her
to initiate a hand shake as some conservative women may choose to not shake hands with men.

Time and Space. Being punctual is one of the easiest ways to make a good impression without a
lot of effort. In some cultures, it is not expected that people will be on time. For example in Latin America
it is acceptable to be a little late. But if your colleague or customer is late for a meeting, it is best to take
a relaxed view.

People from different cultures also have different ideas about personal space. Standing close or
touching another person during the conversation is considered appropriate. In Mexico, it is OK to give
a friendly pat on the back, but in China you should never touch the other person.

Business cards. Nowadays people rarely use business cards in the U.S and in Europe because you
can do more things with a smartphone. But in many countries you won’t be taken seriously if you don’t
have a business card to give someone when you greet. The business card exchange is extremely
important in Japan — almost ceremonial. Always give business cards with two hands and remember to
admire and examine the card when you receive it. The more time you spend looking at it indicates the
more respect you have for the person.

Meals. Very often international business is negotiated and discussed at social events, like business
lunches and dinners. Never eat with your hands, even if it is a sandwich or a pizza. Use a napkin or other
utensils. In the US business may be conducted over breakfast, lunch or dinner. In Germany business
matters are usually discussed before or after the meal; never during. The Chinese do not discuss business
at any meal. In Japan you should never service yourself to pour a drink. Your host, or someone else at
the table, will fill your glass for you. In Australia, alcohol is discouraged at business lunches. Drinking
moderately at business meals is acceptable in Germany; in Russia, you are expected to drink to establish
closer relationships.

In most European countries and in the US it is considered polite to thank your host for a meal. But
never do this in India — it is considered a form of payment and, therefore, insulting.

Gifts. Depending on where you’re going, gifts in business may be expected in some countries,
and could be considered a bribe in others. Always wrap your gifts for Japanese partners. The value of
a gift is less important than thoughtfulsness with which it was prepared. In China you have to give
and receive gifts with both hands. Besides, it’s considered rude to open a gift in front of the person who
gave it. On the contrary in Africa, gifts are opened immediately upon receipt. Many US
companies discourage or limit gift giving as it may be seen as a bribe. Mostly it is polite to give small
gifts when meeting someone, but avoid giving very expensive gifts. Otherwise this can make your
partner might feel uncomfortable.

Agreeing and disagreeing. When offering a deal to your business partner you are expecting a
‘yes’ response. But be ready for the unexpected. For example, the Japanese typically respond with ‘yes’
as you talk to them even if they disagree with you. They say it just to acknowledge that they understand
what you are saying. It is similar to Indian culture where saying ‘no’ is impolite. So instead of saying
‘no’, respond with ‘possibly’, ‘I’ll try’, ‘we’ll see’. And remember that Bulgarians nod if they disagree
with you and shake their heads to say ‘yes’.

2. Decide if the following statements are true (T), false (F) to check how you have understood the text.
Comment on your opinion.

1. In Brazil it is acceptable to be a bit late for the meeting.

2. Women don’t do business in Saudi Arabia.

3. Business cards are losing popularity all over the world.

4. Give business cards with both hands in China.

5. In Germany business matters are usually discussed during the meal.
6. It’s not appropriate to eat pizza or sandwich with your hands.

7. In Japan you can help yourself if you want a drink.

8. In the US gifts may be regarded as a bribe.

9. In China your business partners open gifts as they receive them.

10. If Japanese says ‘I’ll try’ or “possibly’ it is likely to mean ‘no’.
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3. Imagine you are on a business meeting with a foreign partner. Which of the things you think are
appropriate for you during the meeting? Explain your point of view.

— It’s possible to arrive at the business meeting a few minutes later after the scheduled time.
— It’s a good idea to exchange business cards at the beginning.

— A male can shake hands with a female business partner.

— Discuss business only before meal.

— Avoid physical contact while discussing business (e.g. pat him/her on the shoulder).

— Giving presents at business meetings is forbidden.

— Avoid alcohol and smoking.

— Don’t say ‘no’ even if you disagree with your partner.

— Always say ‘thank you’ for a lunch/dinner organized by your business partners.

4. Write a short comment on the following phrase ‘When in Rome do as the Romans do’. Use the
words to express your thoughts.

— respect/respectful

— behave

— appropriate

— be expected to

— conform/adapt

Say what a person should do if rules of his/her country are very different from the rules of the
country they are visiting. Provide examples.

5. Do your own research and make a list of appropriate and not appropriate business behaviors in your
country.

6. Read the text below and choose the best option from: A, B, C, or D.
Something Went Wrong

A Saudi Arabian delegation arrived 1) ... Copenhagen to finalize an important business deal for
which the initial talks had already taken place in Saudi Arabia. In Copenhagen, they 2) ... with the
middle aged top manager of the Danish company and his young smart intelligent assistant. After a week
of 3) ..., the Arabians told the Danish firm that the contract would be awarded to them.

As a mark of 4) ..., on the last day before their departure the Arabian delegation was invited by
the manager for a dinner hosted in their 5) ... . After the dinner, around midnight, the manager said,
“Gentlemen, I have to catch a very early flight tomorrow morning for London. So, | have to leave now
and hope that you will not mind it. My assistant will 6) ... that you get back to your hotel safely. And
then she will drive you to the airport tomorrow morning ...’

Next morning, on the way to the airport, the Saudi Arabians informed the assistant that they had
decided not to sign that contract after what happened last night. On returning from the airport the
assistant sat in her office trying to make out what exactly went 7) ... last night.

To find the reason for the 8) ... she called her previous boss, who had spent nearly eight years in
Saudi Arabia. He said that Saudi Arabia is a hierarchical culture where women are not 9) ... seriously.
And the senior manager demonstrated huge lack of 10) ... by leaving the Arabian delegation with a
young lady ...

1 AatBinCto D with

2 A discussed B responded C interacted D accepted
3 A negotiations B conversation C agreement D deal
4 A religion B courtesy C response D etiquette

5 A requirement B occasion C part D honour

6 A sure B insure C ensure D resure

7 A acceptable B wrong C out D inside
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8 A event B question C failure D success
9 A regarded B appropriate C consider D believed
10 A demand B intellect C ignorance D respect

7. Read and translate the text:
A World Guide to Good Manners

Travelling to all countries of the world gets easier and easier. We live in a global village, but how
well do we know and understand each other? Here is a simple test. Imagine you have arranged a meeting
at four o'clock. What time should you expect your foreign business colleagues to arrive? If they're
German, they'll be on time. If they're American, they'll probably be 15 minutes early. If they're British,
they'll be 15 minutes late, and you should allow up to an hour for the Italians.

When the European Community began to increase in size several guidebooks appeared giving
advice on international etiquette.

* The British are happy to have a business lunch and discuss business matters with a drink during
the meal; the Japanese prefer not to work while eating. Lunch is a time to relax and get to know one
another, and they rarely drink at lunch time.

» Germans like to talk business before dinner: the French like to eat first and talk afterwards; they
have to be well fed and watered before they discuss anything.

» Taking off your jacket and rolling up your sleeves is a sign of getting down to work in Britain
and Holland, but in Germany people regard it as taking it easy.

» American executives sometimes signal their feelings of ease and importance in their offices by
putting their feet on the desk whilst on the telephone. In Japan, people would be shocked. Showing the
soles of your feet is the height of bad manners, it is a social insult only exceeded by blowing your nose
in public.

The Japanese have perhaps the strictest rules of social and business behavior. Seniority is very
important, and a younger man should never be sent to complete a business deal with an older Japanese
man. The Japanese business card almost needs rulebook of its own. You must exchange business cards
immediately on meeting because it is essential to establish everyone's status and position. When it is
handed to a person in superior position, it must be given and received with both hands, and you
must take time to read it carefully, and not just put it into your pocket. Also the bow is a very important
part of greeting someone. You should not expect the Japanese to shake hands. Bowing the head is a mark
of respect and the first bow of the day should be lower than when you meet thereafter.

8. Are the sentences true or false:

1. Germans are the least punctual.

2. When the European Community began to increase in size, several dictionaries appeared giving
advice on international etiquette.

3. The British are happy to have a business lunch and discuss business matters with a drink during the
meal.

4. Germans like to talk business after dinner.

5. Taking off your jacket and rolling up your sleeves is a sign of getting down to work in Germany.
6. The Japanese have perhaps the strictest rules of social and business behavior.

7. In Japan you must exchange business cards immediately on meeting because it is essential to
establish everyone's duties.

8. Bowing the head is a mark of respect in the USA.

9. A younger man should never be sent to complete a business deal with an older Japanese man.
10. The Japanese usually shake hands while greeting someone.

9. Read the article again and answer the questions. Discuss the questions in pairs:
1 Which nationalities are the most and least punctual?
2 Why did the British think that everyone understand their customs
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10. Read the text and discuss it.

Business across Cultures

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

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

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

= InJapan and Korea bowing, rather than shaking hands, is usual behaviour;

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

= Never discuss business over dinner in France;

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

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

= Don’t expect the contract with South Korean businessmen to spell out all the details. Written
contracts are typically documents that change as conditions do;

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

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

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

= In China expensive presents are not acceptable and cause great embarrassment. Give a collective
gift from your company to theirs;

= In British restaurants a tip in included in the bill. In some Mediterranean countries, such as Greece
and Spain, the customer is expected to pay a little extra for satisfactory service;

= Don’t criticize royalty in Great Britain;

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

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

11. Read the following text and discuss it.
Major Differences in Business Customs - The Sense of Time

The Ukrainian’s sense of time may differ markedly from an American’s. While Americans watch
situation comedies where everything ends happily in a half-hour (with time taken for commercials), the
traditional Ukrainian prefers three-hour operas and theaters pieces where a bad situation gets worse,
people get very emotional, and nothing is resolved at the end. While Americans prefer to come quickly
to the point and summarize their interests in a few sentences, most Ukrainian general managers prefer
to explain their corporate history and general philosophy, usually at length, before even beginning to
talk about specifics.

Openness versus Secrecy

Ukraine has been invaded many times during its history. Because of this legacy, Ukrainians tend
to keep their wealth and their business dealing secret. Ukrainians are often reluctant to share over the
phone or in letters. Ukrainians prefer at least a face-to-face meeting (often several face-to-face meetings)
before coming forward with details.

Obedience versus Autonomy

Another painful legacy of Ukrainian history is servitude. Up to the middle of the 19th century, the
majority of Ukrainians were peasants, who were essentially the property of local landowners. Under the
Soviet leaders, the entire economy was planned from the center. Ukrainian decision-making, particularly
in large traditional organizations, still comes from the top. The Ukrainian employee, traditionally, has
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little or no autonomy; and during this transition to capitalism, many Ukrainians are still reluctant to make
decisions without consulting superiors. This cultural difference baffles and frustrates many Americans.
The Ukrainian decision-making process will seem very slow to an American, with inexplicable starts,
stops, and reversals. During their first few months working for a western firm, new Ukrainian employees
often exasperate their American managers with their continual requests for precise instruction and
direction.

Attitude Toward Law and Contracts

For many years, Soviet law was the enemy of capitalism and business. For many Ukrainians, the
idea that laws can actually help build companies is a relatively new concept. While Americans prefer to
base their business relationships on legally enforceable contracts, many Ukrainians still doubt the
value of their business laws and courts. Many Ukrainians prefer to keep their business dealings and
accounts as far from the government scrutiny as possible.

The Importance of Relationships

Most Ukrainians business dealings are based on personal relationships. (In this respect, the
Ukrainians are somewhat like the Japanese). When making business decisions, Americans tend to focus
on comparing contracts and prices, Ukrainians, on the other hand, compare the depth of personal
relationships. Most Ukrainians prefer to do business with people who are close © friends. Without a
close personal relationship, often one that seems so close as to be claustrophobic to a Westerner, a
Ukrainian business deal is on shaky ground. For Americans, the contract is usually the center piece of
negotiating sessions. For the Ukrainian, the relationship is the focal point, and contracts and protocols
are often merely thought of as polite ceremonies, and starting points for further negotiation. Because
Ukrainians consider their business partners to be friends, Ukrainians business leaders often have trouble
saying no, and will promise things they cannot (or do not want to) deliver.

12. Answer the following questions.

1. What should a businessman know before starting business abroad?

2. In which country is it not recommended to discuss business over dinner?
3. In what countries will you never make written contracts?

4. Where do they change written contracts as conditions do?

5. What is considered polite in the USA?

6. What behavior is usual in Japan and Korea?

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

13. Give the Ukrainian versions for:
fail, consider, behave, avoid, embarrass, criticize, expect, offend, admire, custom offence, acceptable,
cause offence, be offended, written contracts, satisfactory service, superior, business, to shake hands.

14. Give the English versions for:

00roBOpIOBaTH JUIOBI NMUTAaHHS, INEpeJaBaTh JOKYMEHTH, NMUCHbMOBUN KOHTPAKT, IMOSICHIOBATH BCi
Jerani, 3BUYallHA TOBEMIHKA, TEPIUIAYICTh, MPOMOHYBATH IOJAPYHOK, JIOPOTi TOJAPYHKH,
30CHTE)KEHHS, YaioBi, paxXyHOK (3a MOCIIyrH), 0Opa3suTH KOrocCh, OyTH OOpakeHUM, 3BHYAl KpaiHH,
MpaBHJIa TIOBEIIHKH.

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

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

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

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

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

5. Make / people / clear / a / distinction / personal / between / business / and / relationships. (Germany)
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16. Complete the following text with the words and phrases from the box using them in the appropriate
form.

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

Be prepared to important cultural and language . It would be better to agood
interpreter who can also explain traditions and customs of getting business in this or that country.

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

When it comes to selling food, of foreign markets can be daunting. The pitfalls can be
painful, and the rewards slow . But many who have spent time and money
learning about different cultures, tastes and marketing styles regard the investment as worthwhile.

Many American retailers are unsure how with short shelf lives. The New Covent
Garden Soup Company, which sells soup with a 16-day shelf life, devised a solution. It began
flying its to the US on a trial basis a year ago. Its own team in San Francisco distributes the
soup to “‘gourmet” , clearing away any stock that has reached the end of its
shelf life.

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

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

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

17. Agree or disagree with the following statements.

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

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

3. | talked myself blue in the face trying to persuade her to save money for retirement.
4. She really sank her teeth into the problem and solved it.

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

6. We have to know customs and traditions those countries we want to do business with.
7. Don’t give a collective gift from your company to China one.

8. You may criticize royalty in Great Britain.
9. Never discuss business over dinner in France.
10. Business beaviour is so important for all businesspeople.

18. Give a free translation of the following text.

Beryn VYkpainu g0 €spomeiicbkoro cmiBroBapuctsa (European Council) € npupoaniM Ta
ICTOpUYHO OOYMOBIJICHMM, aJke YKpaiHa 3aBau Oyina 4acTHHOI0 €Bpomu siK reorpadiyHo, Tak i
noJiitnyHo. [laBaiite 3ragaemo xoua 0 koHctuTywito I1. Opiuka, sika BBaXXA€TbCs OJHIEIO 3 MEPIINX
€BPONENCHKUX KOHCTUTYLIH, Ta ToH (akt, mo sk yactuHa CPCP Ykpaina Oyna oHi€r0 13 3aCHOBHUKIB
OOH. CtBopenns €EC 1 nommpeHHs Horo Ha cXiJ] CIpusie 3BUIbHEHHIO BiJ TSAraps ‘“X0J0JHOi BIHN™
Ta YITKOTO MOJUTY Ha “cXix 13axia”. Y yepBHi 1996 Ha Tperiii cecii Pagu €Bponu Ykpaini 6yno naHo
TPY POKH JIJIsl IPUBEACHHS YKPaiHChKOTO 3aKOHOABCTBA Y BIAMOBIAHICTH JI0 €BPOIEHCHKUX CTaHJapTIB.

OkpiM 1poro Oymo migKpeciaeHo, 1o €Bporneiichkke ekoHOMiYHEe criBToBaprcTBo (European
Economic Community) Oyze HagaBaTH MaKCHMalbHO MOXJIMBY HinTpuMKy. KoxHuil rpomaasHuH
VYKpaiHu MOBUHEH PO3YMITH, 110 MPUEAHAHHS YKpaiHM 0 €BpPOIEHChKOi HMBLII3allil 3HAUHUM YHHOM
JIOTIOMO>K€ HaM MPOCYBATHCS MOBUIBHO, ajle BIEBHEHO LIJISIXOM JEMOKpATH3allil HAaIlloro CyCHUIbCTBA.
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Exercise 19. Write an essay on one of the following topics.

1. Social etiquette which is important for business travelers to Ukraine.
2. Different business cultures around the world.

3. Your advice to visitors to Moslem countries.

Unit 7. Business Telephoning
1. Read and translate the text.
Five Steps to Effective Calls

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

1. Have an agenda. Think about the key points you want to discuss. Also ask the other person if
he or she would like to add anything. Imagine you are going to discuss some matters about the delivery.
You say: “John, | think there are three things we need to discuss about the deliveries — quantities,
frequency and delivery points. Do you have anything to add?” If you introduce and create an agenda for
the call, it has two positive effects. First, it puts you in control. Second, it limits the call only to necessary
spheres.

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

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

3. Ask questions. By asking the right questions, you can focus the other person’s thoughts and
start coming to conclusions: “What if we deliver to three warehouses rather than four?”

“Wouldn't that be just as effective?”” You can use their answers to move towards an agreement and
conclusion.

4. Mini-summaries. Summarize the call at regular intervals. This is good telephone practice in
any language, but it is very important when you are working in a second language: “So what we 've said
so faris ... ”; “I just need to make sure I’ve understood everything you’ve said ... ”.

After summarizing, get the agreement of the other person that your summary was correct: “Have
I missed anything?” Otherwise, you might miss something important that the other person can then add
to your summary.

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

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

2. Answer the questions to the text.

1. What positive effects does an agenda have for the call?

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

3. What can help you focus the other person’s thoughts?

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

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

3. Fill in the words from the box.

responsible ° engaged ° fluent © message ° put you through ° directory ° dial ° answering machine °
text ° hold on

1. I don’t remember the Mayor’s phone number but I’ll look it up in the ... .
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2. Yesterday I phoned our business partner but the line was ... .

3. I can’t call back later, as I am going out. Can I leave a ... for Mr. Grant?

4. Thanks to technology, now you can leave a message on the ... .

5. Canyou ..., please? Mr. Smith won’t be long. He knows you are waiting.

6. Yes, Mr Boyd is in his office. I’ll ... to him in a moment.

7. Nowadays people don’t have to ... phone numbers as all of them are in their smartphones.

8. Although Jane is a very young assistant, she is ... for telephone conversations with foreign partners
because of her ... English.

9. During the conference Angela couldn’t phone her boss, so she decided to ... him.

4. Complete the telephone conversation with sentences A — E.
A. Hold the line, please.

. May I help you?

. I’m putting you through.

. Can | take a message?

. Who is calling, please?

moQw

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

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

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

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

AT NO. S i right now.
B

: Ok. Thank you very much.

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

A. Is there a problem?

B. The line is busy.

C. How may I help you?

D. One moment, please.

E. You’re welcome.

F. Who is calling, please?

G. I’'ll you through.

H. Hold on a minute.

I. I won’t be able to come tomorrow.

A: Good afternoon, Yan’s Pizzas. 1) ......................... ?

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

B: It’s Ken Bowman.

A: Ah yes, Mr. Bowman.3) ..........cooiiiiiiiiiiiin, ?

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

Ard) I’1l just check. Yes, that’ll be fine.
B: Thank you very much.
ArS) I’ll inform Mr. Black of the change. Thank you for calling.

6. Imagine you have to phone a business partner who speaks English and ask him/her details delivery
of new computers. Will you make a plan of your conversation? How will you structure your
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conversation?

7. Role-play the following telephone conversations. Remember that sometimes you have to be polite
and sometimes you have to apologize even if you believe something is not your fault.
I11When you role play it is suggested to stand with your back to your partner so that you cannot see

him/her.

Partner A

Partner B

SITUATION 1

You are a journalist for “Life” magazine.
You want to interview Lady Gaga and have
a photo session with her as soon as possible.

You are Lady Gaga’s secretary. Explain that
now she has a very busy schedule and has
many concerts around Europe.

SITUATION 2

You are a young computer specialist and
have a creative idea for you startup. You
want Mark Zuckerberg to support your idea.

You are a manager of startup projects at Facebook.
Explain that it takes some time to get support from
Facebook and criteria are very strict.

SITUATION 3

You are a manager of a company. One of
the good and reliable employees has been
off work for a few days. You want to know
what has happened.

You have been off work because you have had several
job interviews this week for a new position. You don’t
want your employ er to know about this.

SITUATION 4

You want to invite a politician to take part in
a talk show and discuss some important
topics (think about the topics yourself).

You are a politician. You don’t want to take part in
any talk shows now as you know they are going to
debate many controversial and unpleasant topics.

SITUATION 5

Recently your company received new
copying machines but some of them do not
work.

You are a representative of the computer store.
Apologize for the damaged equipment. But you think
that it was damaged during the transportation. Promise
to send a specialist to check this equipment for faults.

SITUATION 6

You are an editor of a newspaper. One of
the journalists hasn’t submitted his/her
article.

You are a journalist. You had to prepare an article for
this week’s edition but the person you had to interview
didn’t turn up. You have 12 hours till the deadline.
Suggest that you could submit some other material

SITUATION 7

Your idea: ...

Your idea: ...

8. Read the text about conference calls. Choose from (A-H) the one which best fits each space (1-6).

There are two choices you do not need to use.

A. and give you time to reflect on how the call is going.
B. both internally and outside of their company.

C. sometimes helpful to describe your body language.
D. show your enthusiasm by the way you speak.

E. if the other participants are not used to it.

F. let more fluent speakers dominate the conference call.
G. have native-speaker participants.

H. there are several second-language speakers.

Making the Best of Conference Calls

A conference call is a telephone call in which someone talks to several people at the same time.
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Businesses use conference calls (1) ... . Usually they are for client meetings or sales presentations,
regular team meetings, training classes and communication to employees who work in different
locations. Conference calls help cut travel costs and allow workers to be more productive by not having
to go out-of-office for meetings. Taking part in an international telephone conference is hard work. Here
are some tips to help you:

1. Call from a quiet location. This is very important when (2) ... from different parts of the world
involved. Background noise can prevent us understanding each other.

2. Speak slowly. Speak at the speed you want to be spoken to. This is important when you (3) ...
. They will often mirror the speed of the other participants. Give them a good example to follow, so that
you are not continually asking them to slow down. But if participants do speak too quickly, don’t wait
— get them to slow down, and ask them to repeat or explain.

3. Speak clearly. Everyone has an accent. Your accent can be difficult to understand (4) ... .
Accents sound more extreme over the phone, so speak clearly. Get some feedback on how you sound on
the phone. If you have a strong accent, slow down and try to say your words carefully.

4. Speak with energy. Put some energy and enthusiasm into your voice. The others cannot see
your face, so you have to (5) ... . Energetic voices energize the other participants. Energetic voices are
easier to listen to. They strengthen the key messages, so that misunderstandings are less frequent.

5. Ask for breaks. In long telephone conferences, you should ask for ‘bio breaks’. We are not just
ears! The rest of our bodies need attention too. Short breaks help to concentrate (6) ... .

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

9. Translate the following sentences into English:

1. Cekperap nmomnpocuiia MEHe MoYeKaTH, JOKH TUPEKTOp Oy/ie TOTOBUM MPUNHHATH A3BIHOK.

2. 5l BTpaTUB caMOBIIaJaHHS 1 TTOKJIaB CITyXaBKYy.

3. 1z niBunHa 3HOBY 3atenedoHyBaa, aje s CKa3aB IIOCh IPyOe 1 MOKIIAB CIIyXaBKy MOCEPe] PO3MOBU
3 HEIO.

4. CKUTbKH KOIITY€E 3pOOUTH MDKMICHKUN 3BIHOK?

5. Sxuii Tenedonnuit koa Jlongona?

6. He Bimaiite ciyxaBky, s Bac 3°€IHaI0 3 MiCTEpOM ['paHTOM 3a MUTH.

7. Slkio T He 3amepedyel, s Mepea3BoHI0 TOO1 mi3Hime. 3apa3 s Maro 3yCTPITUCSA 3

poanyamu.

10. Here are the answers to some questions. Work out the questions:

1. Speak at the speed you want to be spoken to.

2. If you have a strong accent, slow down and try to articulate your words carefully.

3. Native-speaker participants often mirror the speed of the other participants.

4. The others cannot see your face, so you should tell the others what you are doing.

5. You need to tell the other participants when you are entering or returning to the conference because
they can't see you leave or return.

6. Short breaks help the concentration and give you time to reflect on how the call is going.

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

You: live out of town and are cut off due to a sudden snow storm; are unable to keep an appointment
tomorrow at 11am; need another appointment a few days later when the weather will hopefully be
better.

12. Make a summary of the text in English:
Etuxer TesedoHHoOl po3MoBH

VY Ham yac 3Ha4Hy YaCTUHY JUIOBUX MPOOJIEM BUPILIYIOTh MO TenedoHy.
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VY crpykTypi TenegoHHOT pO3MOBH MOKHA BHOKPEMHTH KUIbKA €TAIliB:

* B3a€EMHE TPE/ICTaBICHHS;

* BBEJICHHSI CITIBPO3MOBHHKA Y KYPC CIPaBH;

* 00rOBOpEHHS TUTAHHS,

* MiZIBEJICHHS IiJICYMKIB PO3MOBH, 3aKJIFOYHI CIIOBA.

KoxHuii 3 ux eramniB BUKOHYe NeBHI (yHKLIT 1 He Moke OyTH BumymeHuid. @opMysu BiTaHHS,
K 1 pOpMYIH POILIAHHS, 3aJIEKATh BiJl CTaTyCy CIIBPO3MOBHHUKIB 1 XapakTepy iXHix cTocyHKiB. [louatn
po3MOBY HEOOXiqHO 3 mpHBITaHHS 1 mpenctaBieHHs. llepmmii TpeACTaBISETBCS TOH, KOMY
teneoHyioTh. [1o 30BHIIIHEOMY, HE IEPCOHATLHOMY Tele(OHY TOH, XTO 3HIMAE CIYXaBKYy, 3a3BHYAil
Ha3UBa€ HE CBOE Hp13BI/IIII€ a Ha3By opraH13au11 abo nmpommy opranizauii. [To BHyTpimiHEOMY X
TeneOHy HA3WBAETBHCA MIAPO3IUT 1 MPI3BUINE TOTO, XTO IiTHSIB cnyxaBKy B]I[HOBII[aIO‘-II/I o
nepcoHaIbHOMY TeeoHy, Ha3UBaIOTh CBOE MNpi3BuILe. HeliTpanbHi Binnosini "tax", "ammo", "cmyxaro"
HE IPUITYCTHMI B TUIOBOMY CIIUIKYBaHHI.

3BUYAHO, TIEPEXIJI 10 APYroro eTanmy po3MOBH IHIIIIOE 0c00a, sika 3aTesnedonyBana. Po3MoBisTH
1o TenaepoHy HEOOX1HO BBIWIMBO, YITKO, po30ipinBO, eHepriiHo. [Ipu nmoraHiil 4yTHOCTI, BETUKOMY
00cs31 1H(popMallii MOKIIUBI PEIUIIKK KOPUTYIOUOro Xapakrepy: "Bu He moriu 6u nosroputu...", "Bu
3po3yMiiu Moe€ nosinomiieHHsA?", "Bubaure, 1 He po3uyB...". [lns Toro mo0 cnpsMmyBaTH PO3MOBY B
MOTpiOHE pyciio ab0 MEePeXONUTH IHILIaTUBY, JOMYCKAIOThCS perynioBaibHi perutiku: "Bubaure, g 0
XOTLUIa YTOYHUTH...".

ETukerni ¢opmynu, ski 3aBepuIylOTh Tele(pOHHY pO3MOBY, MOBHHHI BUKOPHUCTOBYBATHUCS
a/IeKBaTHO JI0 CUTYyaIlli. 3a3Buyaid, e nojska 3a iHpopMallito, Mporno3ulii, fonomory: "Jlyxe BasIHUN
Bam 3a momomory", "Iskyio Bam 3a iHdopmamio", "Jlskyio 3a mponosutii”. J{ns Toro, mo6 OyTu
MOBHICTIO BIIEBHEHUM Yy JIOCATHYTHX pe3yibTarax Oeciiu, MOTpiOHO B KIHIII pO3MOBU OOOB'S3KOBO
MIABECTH MIJCYMKH, 1€ pa3 MOBTOPUTU BUCHOBKH. SIKIIO B PO3MOB1 Ha3WBaJIUCh LU(pHU i gaTh, ciij
11e pa3 iX yTOUHHUTH 1 3adikcyBaTH, o0 He 0yl0 HEMOPO3yMiHb.

Axmo mig yac TeneoHHOI pO3MOBH JI3BOHUTH IHIIWN TenedoH, HEOOXITHO BUOAYUTHCH TEpe]
MIEPIINM CITIBPO3MOBHHUKOM, 3HITH CIYXaBKY, MIOBIJIOMUTH MPO CBOIO 3alHATICTH 1 3'ICYBaTH B IHIIIOTO
CIIBPO3MOBHHKA, UM BiH Oy/Ie OUIKyBaTH 3aBEPIIICHHS PO3MOBH, UM BH caMi 3aTefiehoHyeTe oMy depe3
nesikuii yac. He MokHa mpUMyIITyBaTH CIiBPO3MOBHHUKA OUIKyBaTH Outbie, HbK 30-60 cekyHa, TOKU BU
BIJIMTOBI/Ia€TE HA HIIWKA I3BIHOK a0o0 gicTaeTe MOChe. SIKIIO 3B'I30K MEPEPUBAETHCS, TO 3HOBY HabUpae
HOMeEp TOM, XTO TenehOHyBaB.

B erukeri tenedoHHOT po3MOBH 3a00POHEHO Yy BHUIAIKY MOMMJIKH 3 HAOOpOM TenedOHHOTO
HoMepy 3anuTyBatu: "Skuii e Homep?", abo "Kynu s motpanuB?". HeoOximHo criuratu: "lle HOMep
Takui-T0...?". He MoJKHa, B3SIBIIM CIIyXaBKy, Ka3aTH: " XBUIMHKY!", MPUMYIIYIOUH OYIKYBaTH TOTO, XTO
3arenedonyBaB. ko aODOHEHT BIICYTHIN, HE MOYKHA PO3IMUTYBATH, JI€ BIH 3HAXOIUTHCS.

3 mosiBor0 MOOUTBHOTO TenedoHy 3'IBUIMCA W HOBI mpaBmiia TeneGoHHOro eTukery. OCHOBHE
MpaBWJIO — pO3MOBa MO MOOUTbHOMY TenedOHY HE MOBMHHA 3aBaKaTH IHIIUM, Ta W ocoba, sKa
TeneoHye, HE MOBUHHA POOUTHU CBOIO PO3MOBY JOCTYIHOK IIMPOKOMY KOJIy 0c¢i6. OnTumanbHuit
BapiaHT: WAy4yd Ha Hapanay, y TeaTp, KOHLEPTHY 3ally, PECTOpaH, BIAKIIOUATH MOOUIbHUN TenedoH.
UnHOBHUKAM 1 O13HECMEHAM HE PEKOMEHAYETbCS 0OrOBOPIOBATH MO MOOUTbHOMY TenedOoHy TeMy, sKa
MOXK€ KJIaJlaTu JIep>KaBHYy a00 KOMEpLIHHY TaeMHUI0. Y Oylb-IKOMY BUIAJKy, 0OpaTH MpaBUIbHY
dbopMy TOBEIIHKU JOMOMOXE JOTPUMAHHS MPUHIUIY AOLUIBHOCTI, 3aCHOBAaHOMY Ha IOBa3i 10
OTOUYIOUYHX.

Unit 8. Business Trip Abroad
Travelling by Air
Topical vocabulary

to take a flight to ..... JETITH .... peficoM
carry-on luggage / baggage py4Ha MOKIaxa
boarding pass MOCAIKOBUN TAJIOH
one way ticket KBHUTOK B OJIMH HAIPsIM
return ticket 3BOPOTHUM KBUTOK
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flight ..... is boarding now

3/IIHCHIOETHCS TIOCAIKA HA PEHAC ...

departure

BUJIIT / BiAIPABICHHS

departure gate

BHUXIJ JI0 JiTaKa

departure lounge

3aj1a OYIKyBaHHS

timetable / schedule

po3kiaj, rpadik

departures

BWJIETH (32 PO3KIIATIOM)

to announce the departure of flight

OrOJIOCUTHU BUJIIT JIiTAKa

to arrive npuOyBaTu
arrival npudyTTS
to check nepeBipsATH

to check-in (for flight)

pEECTPYBATHUCS HA PENC

at the check-in counter

01151 CTIMKK peecTpariii

to weigh smb’s luggage

3BAKUTH Oarax

excess luggage

HaJMIpHa Bara

excess luggage charge

I1aTa 3a HaJMIpHY Bary

hand luggage

pyuHuil 6arax

security check

KOHTPOJIb CITYXO0H O6€31eKn

to go through ...

IPOXOJUTH UEpes3 ....

a sign

3HaK

to follow the signs

WTH 110 3HaKaM

duty-free zone

0e3MHUTHA 30HA

luggage reclaim area / baggage claim

30Ha NOBEPHEHHS Oaraxy

to change planes (to transfer to another flight)

poOHUTH TIepecaaKy

to delay 3aTPUMYyBaTH
the flight is delayed peiic 3aTPUMY€ETHCS
to cancel CKacOBYBaTH

passport control

MacOPTHUN KOHTPOJIb

Useful expressions:

e Where is the check-in desk? — JIe 3Hax0IuThCs CTiliKa peecTpartii?
e I'd like an aisle/ middle/ window seat. — I 6 xoTiB MicIie Gist mpoxoay/miciie

nocepeauHi/Miciie OUIs TFOMIHATOPA.

Could I have an aisle seat? — Moskna MeHi miciie Oitst Ipoxoay?

Have they already announced check-in? — Peectpariiro Bike oroaocuim?
Have they already announced boarding? — ITocaaky Bxke Orojaocuiu?
What gate is to the flight number ...? — Slkuii Buxin g0 peicy ... ?

My flight leaves from Gate 45. — Miii peiic BinnpaisieThcs 3 BUuxoay 45.
Here's my ticket. — Ocb Miii KBUTOK.

Here's my baggage/ luggage. — Ocb miii Garax.

Here's my passport. — Ocb Miii macopr.

This bag is my hand luggage. — LIst cymka — MOst py4Ha MOKJIaxa.

May | take this bag with me? — Yu s MOKy B3STH 1110 CYMKY 3 CO0010?
Where's the duty-free shop? — Jle maraszun 6e3MuTHOT TOPTriBIi?

Where can | get/ find ... ? — [Ie s 3mMoxy npunbatu/ 3HaiitH ... ?

Are you wearing any metal? — Ha Bac € 1mo-ue0yap MetaneBe?

Put your hand luggage over here. — ITokmazits ctoau Bally pyqHui oarax.
I have nothing to declare. — MeHni Hidoro nekiIapyBaru.

I went through the customs. — £ npoiinioB Yepe3 MUTHHI KOHTPOITb.

You should wait in the departure lounge. — Bam citig modyekatu B 3ai1i O4iKyBaHHS.
Where can | get a cart? — /Ie s 3M0Xy 3HalTH Bi30K?
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Here's my suitcase. — Ocb Mos BaJti3a.

All this luggage is mine. — Becs 11eii 6arax wmiid.

I have three pieces of luggage. — Y mene tpu cymku/Baiizu.

Domestic flights are from this terminal. — Bayrpimini peficu BiinpaBiastoThCs 3 [IbOTO
TepMiHAIy.

International flights are from Terminal B. — MixxnapoaHi peiicu BiInpaBIisioThCs 3
tepminainy b.

I need to collect my luggage at the baggage reclaim. — Mewni notpiOHo 3abpatu cBiii 6arax B
30H1 MOBEPHEHHS Oaraxy.

Where is the flight registration? — /le BinOyBaeTbcst peectpaitis peiicy opopMiIeHHs Oaraxy?
Is food served during the flight? — Uu naetbcs B mosiboTi XapuyBaHHsI?

I would like some information about flights to Paris. — 51 6 xoTiB orpuMaTH iHpOpMaIrito
npo aiapeticu B [laprx.

When does the plane depart? — Konu sitak Butitae / BignpaBisieThes ?

When does the plane arrive? — Komnu nitak npuiitae / npuOyBae?

The plane arrives at seven o'clock local time. — Jlitak npubyBae 0 cbOMiit rouHi 3a
MICIIEBUM YaCOM.

Is it a direct flight? Is it a nonstop flight? — Ile npsmuii peiic? Lle peiic 6e3 3ymuHKH?

How much is a business class ticket to London? — Ckinbku KOIITYe KBUTOK Oi3HEC-KJIACy 10
Jlonmona?

Where is the baggage claim area? Where can | get my baggage? — Jle 3HaxoauThCcs BHIaua
Oaraxxy? Jle s1 MOXKy OTpUMATH CBiid Oarax?

Where can | book a plane ticket? — Jle s Moy 3a0pOHIOBaTH KBUTOK Ha JIiTaK?

I would like to book a flight to Paris for tomorrow. — 51 6 x0TiB 3aMOBUTH.3a0pOHIOBATH
KBUTOK Ha peric 1o [lapuxy Ha 3aBTpa.

I'd like to make a reservation on the morning flight to ... — 5I 6 xoTiB 3a0poHIOBaTH KBUTOK
Ha paHKOBHM PEIC 110 .....

I'd like to make a reservation on a flight from New York to Boston for next Friday. — 51 6
XOTiB 3a0pOHIOBATH KBUTOK Ha peiic Big Hpo-Mopky 1o BocToHa Ha HACTYIHY I’ STHHULIO.

I'd like to make a reservation on Flight 5343 to Hamburg this weekend. — I 6 xoriB
3a0poHIOBaTH KBUTOK Ha peric 5343 B ['amOypr Ha 111 BUXiTHI

I'd like to make a round-trip reservation from New York to Chicago. — 51 6 xoriB
3a6pOHIOBATH KBUTOK Ty if Hazax i3 Hero-Mopxka B Yukaro.

I'd like to confirm my reservation. — 51 6 XoTiB miATBEpAUTH OPOHIOBAHHS.

When is the nearest flight to ...? — Ko Haii6nmxauii peiic 1o ...?

Are there any flights to London tomorrow? — Y € nHa 3aBTpa peticu 10 Jlongona?

Is this a direct flight? — L{e npsmuii peiic?

What airport do we land at? — B sikomy aepornopTy Mu 3AilCHIOEMO MOCAIKY?

I'd like to travel first/ business class. — 5 6 xoTiB netitu nepiuum / 6i3HEC-KITaCOM.

I want to fly economy class. — 51 xody ieTiTH €KOHOM-KJIACOM.

When do | have to check in? — Konu st moBHHEH 3apeecTpyBaTHCs Ha peic?

Check-in time is two hours before departure time. — Peectpauis Ha peiic 3a ABi TOAUHH [0
BUITBOTY.

Hagnucu:

EMERGENCY EXIT — Aapiitauii Buxia

FASTEN SEAT BELTS — IIpucre6nits pemeHi Oe3nexu
FLUSH — 3muTH Bofy (B Tyaneri)

STAFF ONLY — Jlue ans nepcoHaiy

TOILET / LAVATORY OCCUPIED - Tyaner 3aiinsTuii
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TOILET / LAVATORY VACANT - Tyaner ButbHUI
ARRIVALS — [IpuGyrtst
DEPARTURES — BinnpasneHss

1. Read and translate the text:
Business trip abroad

The day before your journey, study again the data in your ticket: airport of departure, the airline
you are going to fly by (your carrier), flight number, departure check-in time (the time by which
passengers should be at the airline check-in desk to be accepted for the flight), the departure time for the
aircraft. If you fail to arrive at the check-in in due time, you will not be accepted for transportation on
the flight for which you have reserved a seat.

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

When you arrive abroad the first thing you will think about is where to stay. Almost always people
stay at hotels or guest-houses. It is necessary to book a room in advance by letter, telephone or telegram.
Otherwise you may arrive at the hotel and be told that there are no rooms available. On arrival at the
hotel go to the reception desk and confirm your reservation. The clerk will then give you a registration
form to fill in and sign (the form is usually filled in block letters). At large hotels you may ask for any
service by telephone.

You tell the operator if you wish to be called at a certain time, you call room service when you
want a meal or drinks sent up to your room, valet or maid service if you need something (a suit or dress)
cleaned or pressed. Let the hotel management know well in advance the day and the time of your
departure.

. Answer the following questions:

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

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

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

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

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

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

. What cards do you show when passing through customs?

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

O~NOOOTRWNEDN

—

3. Read and translate the text:
Going on A Business Trip

John Thompson is an international sales representative for a large multinational corporation with
its headquarters in Liverpool. He often has to travel overseas to visit factories and meet with foreign
clients. Next week, he will be visiting an Auto Show in Beijing for three days before going on to Shangai
to see his clients.

His secretary, Tracy Fisher, usually handles his travel arrangements. She calls the travel agency to
make the reservation. She has to consider factors such as the check-in time, departure and arrival times,
and visa requirements (if any).

Once Mr. Thompson has his tickets and travel documents in order, Tracy calls the travel agency
again to confirm his reservation. Tracy is also responsible for making his hotel reservations. Since Mr.
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Thompson often has to meet guests at his hotel, he wants her to make sure that a large suite will be ready
for him when he arrives at his destination.

When he goes abroad for business, his company pays for his flights. Thompson usually travels in
business class. When he has enough frequent flyer miles, he can upgrade to first class. He is such an
experienced traveler that when there is turbulence, he usually sleeps right through it. His only complaint
is that he often suffers from jet lag, especially on long trips.

He usually arrives at the airport two hours before his flight is scheduled to depart. There, he checks
in and receives his boarding pass. He is also informed of his gate and seat number. If he has enough
time, he may visit the duty-free shops in the airport. This time he arrived early at the airport and so he is
doing some shopping for his relatives.

When he arrives at his destination, he makes sure his passport, visa, and arrival card are in order
so he can quickly go through customs and immigration. He has the following advice for business
travelers:

“Always pack lightly. I usually take one check-in and one carry-on baggage. As a business
traveler, you will constantly be on the move, so bring the essentials and leave the rest at home.”

“Don’t carry a lot of cash. You should take most of your money in cards. They can be used almost
anywhere.”

“Try to get plenty of rest before and after your flight. If you are travelling from New York to
Beijing, you don’t want to suffer from jet lag.”

“Last but not least, remember the old saying — ‘When in Rome, do as the Romans do.’ Try to learn
as much as possible about the country you are travelling to and follow the local customs.”

4. Decide if the following statements are true (T), false (F) or not in the text (N). Comment on your
opinion.

. The company has factories in Liverpool.

. Tracy helps Mr Thompson organize his trips abroad.

. Mr Thompson travels both by sea and by plane.

. Mr Thompson travels only by business class.

. Mr Thompson wears a suit on his business trips abroad.

. Mr Thompson arrives a few hours before his flight.

. Usually he doesn’t have large luggage.

. When he travels, Mr Thompson has problems with sleep.

. Before travelling abroad Mr Thompson reads information about foreign countries.

OO IO 0T WN P

o1

. Match the words to their definitions.

a) a place, for example at an airport, where you can buy goods at a cheaper
price than usual, because no tax is paid on them.
b) a piece of paper for boarding an aircraft, given to passengers when they

1. headquarters

2. suite ;
check in.
3. destination Icag;gzgpelace at an airport where officials check incoming goods, travellers, or

4. frequent-flyer d) a hotel room with more space and furniture than a standard hotel room.

program (FFP)
5. jet lag e) the main office of a big company.
6. boarding pass f) a place that people will visit.
7. customs g) a loyalty program offered by to passengers who travel with the same airline.
8 d h) extreme tiredness felt by a person after a long flight across different time
. duty-free shops 20NES.

6. Complete the sentences with the words from the box.
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suites ° jet lag ° arrangements ° destination ° scheduled ° FFP ° headquarters ° overseas ° reward °
host

1. Mr Grant is a busy person, so his assistant takes care of his travel ... .
2. At the customs the passengers are often asked about their ... and how long they are going to stay.
3. Whenever I travel from London to New York I suffer from ... .
4. Nowadays many airlines have introduced ... that aim to create a sense of loyalty among their clients
and ... them with free airfare, upgrades and many more.
5. Our hotel ... are designed for business travelers who appreciate additional space and may use it to
.. small meetings or entertain clients.
6. The conference was originally ... for October 12, but it had to be canceled.
7. Every morning all offices of our corporation get new instructions from ... in London.
8. After I graduated from university I went ... and worked as a journalist in Canada and the USA.

7. Usually Tracy books tickets for Mr. Thompson. Put these steps in the right order.
Steps to Booking Flight Tickets Online

On the Confirmation page she has to complete the passenger profile with personal information like
title (Ms., Mrs. or Mr.), name, frequent flyer type and contact information. In order to confirm the
reservation and buy ticket, Tracy checks the box near the text ‘I confirm that passenger name(s) are
correct & accept above terms and conditions.’

____On the ‘Flight Search’ page Tracy selects the flight type (Return/One way or Multistop). Also she
selects destination, departure date, class and number of passengers.
____Inaminute she receives an e-mail containing the details of itinerary when the ticket is issued.

After that she presses the Search button and the site redirects her to Purchase your trip page. It
dlsplays available flights with trip details and ticket cost. Here Tracy looks for flights on frequent-flier
carriers first and chooses the best route and price.

____ Mr Thompson’s business trips are well planned in advance. So, Tracy starts searching for tickets at
least 21 days before the trip. In this case the company takes advantage of best ticket prices — airlines
usually sell out cheap seats first.

___ On the “Payment method” page she selects the type of card: credit/debit and then presses
‘Continue’.

8. Read the text and retell it.
At the Airport
Nowadays people mostly travel by air. With development of the supersonic passenger planes flying
at a speed of over 800 km per hour people have got the fastest way of getting to places. Modern
equipment enables safe all weather flying and even blind flying. Distances under 2000 km can now be
covered by modern passenger aircraft non-stop without landing to refuel. Air travel does save time!
Here are a few hints on air travel that may be helpful:

e Most airlines have at least 2 classes of travel, first class and economy class. Economy class tickets
are much less expensive.

e The rules for passengers who are traveling abroad are similar in most countries but there are,
sometimes, slight differences.

e Here are some things to remember. When preparing to fly, passengers are requested to arrive at the
airport 2 hours before departure time.

e At the check-in counter a ticket agent will look at your ticket and your passport, your luggage will
be weighed on scales, checked-in, labeled, a claim-check for each piece of luggage is inserted in the
ticket and sent off to be loaded into the hold of the airline. Generally this weight limit is 20 kg
of checked baggage for economy class passengers and 30 kg for first class passengers. If you check
excess luggage you'll have to pay a fee calculated by the number of extra pieces and the extra
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weight. Every passenger is also allowed one small carry-on bag, for instance a laptop computer or

small suitcase, coats, umbrellas and souvenirs bought at the duty-free shops at the airport.

o Each passenger is given a boarding pass to be shown at the departure gate and again to the
stewardess when boarding the plane. The boarding pass has a seat number written on it, number if
your flight, information about your luggage. You can have a window seat or an aisle seat, the seat
in the smoking section or the seat in the non-smoking section.

e You go through the security check where your carry-on luggage is searched. At passport control
they will check your visa in case of international flying.

o After fulfilling all these formalities you go to the departure lounge where you can have a snack,
read a paper or buy something in the duty-free shop and wait for the announcement to board the
plane.

e On board the plane watch the electric sign flashes and listen to the announcements on the public
address system. The captain will welcome you on board, tell you about the flight and the interesting
places you are flying over. When “Fasten Seat Belts” sign goes on, do it promply, and also obey the
“No smoking” signal.

e After landing, follow the “Arrival” signs. Make sure that you are in the right channel when you
reach passport control. There is one channel for holders of European Community passports, and a
second channel marked “Other Passports”.

o  After passing through passport control, follow the signs to the baggage reclaim area. If you have
luggage which was carried in the airport hold. it will be delivered to you in the baggage reclaim
area. Look for the sign with your flight number. If you have only hand luggage go directly through
the baggage reclaim area to customs.

All passengers must pass through customs after passport control. Each country has its own
customs regulations, which define what articles are liable to duty and what are free. Sometimes an
article which falls under customs restriction and is liable to duty is allowed in duty-free is the traveler
doesn’t exceed a certain fixed quota. Customs restrictions also include a prohibited articles list. This is
the list of items which may not be brought into a country or taken out of it. If the traveler has any item
which comes under customs restrictions he is asked to declare it. That is, he is asked to name the items,
taking its value and other particulars. The declaration is made either orally or in writing on a special
form. The passenger’s luggage is carefully gone through in order to prevent smuggling.

As a rule the customs officers check your passports and visas if they are required. When coming to
some countries you may need a health certificate or a certificate of vaccination. He will ask every
passenger the same, routine questions about whether he is carrying anything he wants to declare: like
tobacco, alcohol, presents, and sums of money. For instance: "Have you got anything to declare?" or
“Any alcohol, tobacco, presents?" The usual answers would be, "Yes, I've got some valuables, but I've
put them all down in the declaration”, or "'I've got two blocks of cigarettes for my own use" or something
of that kind. The customs officers may ask you to show your luggage to them. Usually articles for
personal use and wear and also used items and gifts are not liable to duty anywhere. If you are carrying
much currency you should also declare it. If you are carrying weapons you need a permit.

Occasionally the customs officers may take some of your things for a more detailed inspection but
usually they return them soon.

Do not try to break the customs rules and regulations because you may have a lot of troubles.

At the airport you may be met by a specially trained dog whose job it is to make sure that no
passengers are carrying any illegal drugs. In addition, the immigration officer might want to inspect your
visa, your invitation and even your return ticket.

There is one more inconvenience you have to be prepared for when travelling long distances by plane.
It's the jet-lag, a difference between the time you are accustomed to and the new time. At first you won't
be feeling very well because of it, but don't worry - it won't take you long to get used to it.

9. Answer the questions:

1. Have you ever travelled by plane and if you have, how did you like it?
2. Why do people travel by plane?

3. What does a stewardess do on board a plane?
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4. What do some people suffer from when flying?
5. How does the earth look lace when you are fling by plane?
6. How can you spend your time during a flight?

10. Explain the following notions:

international flights, prohibited articles list, domestic flights, customs duty, check-in counter, smuggling,
excess luggage charge, boarding pass, carry-on luggage, duty-free shop, departure lounge, arrival card,
duty-free item, customs declaration form, prohibited items, baggage reclaim area, blind landing,
emergency exit, timetable, customs declaration.

11. What the duties of:
a pilot, a ticket agent, an air-controller, a stewardess, a customs official, a weather-man, a security
officer.

12. What can you call?
1. The place where you go when arrive at the airport with your luggage?
2. The card they give you with the seat number on it?
3. The money you have to pay if your luggage is very heavy?
4. The place where you sit and have a drink when you are waiting for your flight to be called?
5. The bags you carry onto the plane with you?
6. The place above your head where you can put your hand luggage?
7. The part of the airport where the plane accelerates and takes off?
8. The people who look after you on the plane?
9. The part of the airport you walk through when you arrive or depart?
10. The place where you collect your luggage after you land?

13. Read the text:
At the Aiport

Departures

This is the usual sequence of activities when you get to the airport.

First you go to the check-in desk where they weigh your luggage. Usually you are permitted 20
kilos, but if your bags weigh more, you may have to pay excess baggage (=you pay extra). The airline
representative checks your ticket and gives you boarding pass for the plane with your seat number on it.
Then you go through passport control where an official checks your passport, and go into departure
lounge. Here, you can also buy things in the duty-free. About half an hour or forty minutes before take-
off, you are told to go to a gate number, e.g. gate 14, where you wait before you get on the plane. When
you board (=get on) the plane, you find your seat. If you have hand luggage, you can put it under your
seat or in the overhead locker above your seat.

The plane then taxis (=mover slowly) towards the runway, and when it has permission to take
off, it accelerates along the runway and takes off.

The Flight

You may want or need to understand certain announcements; these come from the captain (= the
pilot) or from an air steward or stewardess / cabin crew / flight attendants (= people who look after the
passengers):

= Please fasten your seat belt and put your seat in the upright position.
= We are now cruising (= flying comfortably) at an altitude (= height) of 10,000 meters.
= May we remind passengers that there is no smoking until you are inside the terminal building
(where the passengers arrive and depart).
Arrival
When the plane lands, you have to wait for it to stop / come to a halt. When the doors are open,
you get off and walk through the terminal building and go to the baggage reclaim where you collect
your luggage. You then pass through customs (green = nothing to declare; red = goods to declare;
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blue = European Union citizens). If you are lucky, you can then get a bus, taxi or train to the city centre
of town without waiting too long. You can also hire a car (= rent a car) at some airports.

14. What do you do at the airport? Read the sentences and put them in the correct order.
"] You wait in the departure lounge.

You board the plane.

You get a cart for your luggage.

You arrive at the airport.

You check in your luggage and get a boarding pass.

You go through passport control.

N o I B B O

You check the departures board for your number gate.

15. Complete this part of a letter about an unpleasant flight

Dear Tom,

I’ve just arrived in Rome but I’m still receiving from a really terrible flight. We (1)

two hours late because of bad weather, and then over the channel we hit more bad weather. The

@) announced that we had to (3) our seat belts, which was a bit
worrying, and for half an hour we (4) through a terrible storm. It was still raining
and very windy when we (5) in Rome and | was really glad to (6)

the plane and get into the airport building.

Fortunately, this have improved since then but I really hope the return (7) will be a lot
better.

16. Translate the sentences.

You should check in two hours before a flight.

Passengers must show their boarding passes before they can get on the plane.

The plane will take off at 10:50.

Would all passengers please fasten their seatbelts as the airplane is about to land.
Passengers seated in rows 29 and 39 are now kindly requested to board a plane.

We will miss a train if you don’t hurry up!

You need to get in the queue to go through the passport control.

We will arrive in Barcelona at 7 o’clock in the morning.

Our ferry will depart from Stand 47.

10 Ton bought a one-way ticket to London because he didn’t know when he would return.
11. Our departure was delayed because of a snowstorm.

12. We missed our flight and had to stay overnight in an airport hotel.

13. The airport was filled with anxious people hoping to get on home flights.

14. At the airport it was difficult to distinguish the departing travelers from the arriving ones.

CoNoR~LWNE

17. Fill in: terminal, gate, runway, customs, cargo, departures, arrivals, check-in, altitude,
take-off, aisle, seat.

1. The plane had to land at another airport because the ........ was covered in snow.

2. You’d better book as there is only one ........ left on that flight.

3. All the British Airways flights leave from the same .........

4. If you want to travel with a large pet, it has to stay in the hold withthe ................. .

5. The pilot reminded passengers to fasten their seatbelts for .......... .

6. What............... does a passenger plane fly at?

7. There is a bus that will take you from the town centre to the ........ area of the airport.

8. The cabin crew have to walk up and down the ......... hundreds of times during the flight.
9. There were crowds of people in the ........ area waiting for loved ones.

72



10. You might get stopped and searched at ........ when you arrive.
11. To avoid queues at ............. you should book online and print out your boarding pass.
12. The number of'the .......... from which you will depart is written on the boarding pass.

18. Match the words to form phrases. Where can you find all these things? Use the phrases in the
sentences of your own.

1)
2)
3)
4)
5)
6)
7)
8)
9)

10) conveyer

economy
departure
excess
long haul
boarding
passport
security
flight
budget

CmIOMMUO®»

airline
guard
lounge
class
belt
luggage
control
flight
pass
attendant

19. Match the sentences to the places.

mmoowp

airplane
passport control
arrivals hall
customs
check-in
departure hall

How many pieces of luggage have you got?

Do you have anything to declare, sir?

Sorry, but I think you are in my seat.

This is the last call for passengers on flight BA1394 to Manchester.
Can | see you passport, please?

Excuse me! How do | get to the taxi stand?

ogakrwdE

20. Choose the correct word.

ocokrwhE

Takeoff was delayed/missed for over an hour because of bad weather.

We tried to book/hire our flight online, but we couldn’t.

He went on a business trip/travel to Chicago.

The flight attendant asked us to fasten/fix our seatbelts.

He got stuck in a traffic jam and missed/lost the flight.

The flight was delayed/cancelled because of heavy rain, so we took off two hours later.

21. Complete the sentences with the words from the box.
aisle seat, baggage, boarding pass, business class, check in, economy class, first class, flight
attendant, gate number, jet lag, land, passenger, pilot, take off, window seat

1) A is a person who can serve food and drinks to people on an airplane.
2) Remember to show your when you board an airplane.
3) Ifyou don’t want to spend a lot of money when you fly, you should buy an
ticket.
4) When will our pane begin to fly or ?
5 A ticket costs the most money.
6) The person who flies a plane is a .
7) You should always one or two hours before your airplane takes off.
8) If you are travelling on an airplane, but you are not the pilot, then you are
9) If you have then you feel very tied.
10) I like (s) more than aisle seats because | can see outside the plane.
11) I don’t like to carry too much when [ travel.
12) I always feel great when we arrive and the plane (s).
13) A window seat? No, thanks. I’d like an , please.
14) costs more than economy.
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15) Our airplane leaves from 46 at 5:35 pm. Let’s hurry!

22. Read the dialogue in Ex 1. In which order is the passenger asked/told the following?
Number the phrases below from 1 to 7.

where / when to board?

who packed his bags?

where he would like to sit?

to hand over his travel documents?

to say whether he is carrying any forbidden items?

how much luggage he has?

where to put his suitcase?
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23. Choose the correct response.

1. A: Can | see your passport?

- a) Here you are. b) That’s great.

: How many pieces of luggage are you checking in?

> a) Put it on the conveyor belt. b) Just this one suitcase.
: Did you pack your luggage yourself?

a) No problem. b) Of course.

: Do you have any prohibited items in your hand luggage?
a) Alright, that’s all. b) No, nothing.

: Would you like an aisle seat?

a) OK. Gate 73 at 3:15. b) No, window, please.

: Enjoy your flight.

- a) Here is your boarding pass. b) Thank you very much.

2.

3.
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24. Choose the correct response.
1. A: Can | see your passport?

B: a) Here is your passport. b) Certainly, right away.
2. A: How many bags will you be checking in?

B: a) Absolutely not. b) Just this one.
3. A: Did you pack your luggage yourself?
B: a) Ok, here you are. b) Yes, I did.

4. A: Do you pack any of these prohibited items? in your hand luggage?
B: a) | see what you mean. b) No, I didn’t.
5. A: Would you like a window seat or an aisle seat?

B: a) Sure, thank you very much. b) Aisle, please.
6. A: Could you, please, open your bag?
B: a) | totally disagree with you. b) Yes, of course.

25. Choose the correct variants to complete these instructions.

If you decide to travel by plane, ...

If you want to buy an airplane ticket at a discounted rate, ...

If have an airplane ticket at a discounted rate but unable to fly for any reason, ...
You can use a travel agency, ...

To find the telephone number of a travel agency, ...

If you want to see what different airlines have to offer, ...

curwhE

a) ... you look under “Travel Agency and Bureaus” in the yellow pages of the telephone book.
b) ...you won’t be able to change your flight plans or get your money back.

c) ...you make a reservation 40 to 70 days before the day of your departure.

d) ...to find the flights that best match your budget and your plans.

e) ...t is best to make a reservation for your flight.
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f) ...you should look under “Airline Companies” in the yellow pages.

26. Read and translate

“Good morning, ladies and gentlemen. This is your captain speaking. I’d like to welcome you on
aboard Eastern’s Flight 179 to Houston. We’re flying at an altitude of 33,000 feet. Our speed is
approximately 500 miles per hour. We’ll land in Houston in two-and-a-half hours at 1:20 local time. The
temperature in Houston is 78° Fahrenheit. That’s 25° Celsius. In a few minutes you’ll be able to see the
Mississippi River on the right. Our flight attendants will serve lunch in a few minutes. Enjoy your flight!”

27. Complete the letter with the PAST TENSE forms of the verbs in the box.
Board, check-in, fasten, find, land, serve, sit, take, take-off, wait, walk

My Flight to London

Dear, Silvia,
Last month was my first time to fly by myself. | was a little nervous, but it was exciting! First, I (1)

a taxi to the international airport terminal. Then, | (2) at the check-in
counter and (3) to the departure lounge at Gate 64. I was early, so I didn’t have to
wait to go through immigration and security. | (4) in the departure lounge for about
25 minutes and then | showed my passport and boarding pass before 1 (5) the plane.
After | boarded the plane, | walked along the aisle and (6) my seat, and then 1 (7)
down and (8) my seat belt. | was lucky because my seat was a
window seat, so | could look outside as the plane (9) . After a few hours, the flight
attendants (10) us dinner, and then | talked to the passenger sitting next to me. His
name was Leonardo, and | was surprised to find out that he was also travelling to London to study
English for the summer. Finally, 1 (11) an action movie, and then our plane (12)
soon after that. It was a great experience, and | made a lot of friends during my
six weeks in England. See you soon!
Love, Adrianna.

28. Fill in: check in desk, boarding pass, departure lounge, conveyor belt, departures board, duty-free
shop, passport control, jet lag.
1. When they weighed our luggage at the ................. we were told that we had exceeded our
allowance by seven Kilos.
It took the Fullers a long time to get through ......... .
Our baggage will come outon ............. No.4.
Every time I fly from New York to London, I get really bad ...............
Lisawasinthe ................... buying presents for her family when her ﬂlght was called.
Passengers can wait for their flight inthe ...............
Brian looked atthe ................... and saw that his ﬂlght was delayed.
Your ....... will be issued at check-in.

NGk WND

29. Fill in: aisle, boarding, cabin, hand, delayed, take-off, air traffic, jet lag, short, poor.
1. A:Hi!l heard you had a great time in America!
B: Absolutely, but it took me a day or two to recover from the ..... .
2. A: Would you like a window seat?

B: No, I'd like an ....... seat, please.
3. A: Did you manage to get a direct flight?

B: No, but it’s only a ..... stopover, so I don’t mind.
4. A: How many pieces of ........ luggage am In allowed?

B: Only one small bag, sir.
5. A: How much longer will we have to wait?
B: It shouldn’t be much longer sir, we’re just waiting for the next available ....... slot.
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6. A:Iheard there might bean ........ control strike.
B: Oh dear! You’d better call the airport and find out.
7. A:May Isee your ..... pass, please?
B: Certainly. Here you are.
8. A: All flights are cancelled because of the fog.
B: I know. They can’t take off or land in such ..... visibility.
9. A:The...... crew are really nice, aren’t they?
B: Yes, and it makes the flight so much more enjoyable.
A: | expected you to arrive hours ago.
10. B:’'msorry. T hada ....... flight, so I missed my connection.

30. Where do you go first when you travel by plane? Put these places in the correct order. Write 1-5 on
the left.

____passport control

___baggage reclaim

___thecheck-indesk

___ theplane

___thearrival hall

____the departure lounge

31. b) Read the conversations. Where are they? Write the letter next to the correct place on the right in
exercise 30.

SITUATION A

A: Ah! BA 476 to Beijing. That’s our flight.

B: Was it gate 4 or 14?

A: I couldn’t hear. I think it was 4.

B: Ssssh! There it is again. It is gate 4.

A: OK. Come on!

SITUATION B

A: Can | see your passport, please?

B: Yes, of course. Here you are.

A: Thank you very much. That’s fine.

SITUATION C

: Can | have your ticket, please?

: Yes, of course. Here you are.

: Do you have just one suitcase?

: Yes. This bag is hand luggage.

: That’s fine. Smoking or non-smoking?

: Non-smoking, please. Oh ... and can I have a seat next to the window?
. Yes, that’s OK. Here’s your boarding pass. Have a nice flight!
SITUATION D

A: Can | have your tray please, sir?

B: Yes. Here you are.

A: Thank you. And can you fasten your seat belt? We land in ten minutes.
B: Yes, of course.

SITUATION E

A: Excuse me. I think that’s my suitcase.

B: I’m sorry. My suitcase is red, t00.

A: Is this yours?

B: Yes, it is. Thank you very much.

SITUATION F

A: Hello. Are you John Thompson from Los Angeles?
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B: Yes, | am. Are you Mr. Cheng?

A: Yes, | am here to meet you. Welcome to Beijing, Mr. Thompson. Was your flight
good?

B: Yes, it was, but I don’t like flying.

A: Never mind. You’re here safely now. Come on, the car’s waiting for us outside.

32. Read the conversations again carefully. Who are the people in each situation?

Staying at the Hotel
1. Read and translate the text:

At the hotel

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

Hotels range in size from large buildings with more than 3.000 rooms to small inns that have as
few as 8 to 10 rooms. Small hotels don‘t offer the range of services provided by the large establishments.
However, rooms and meals at most small inns generally cost less that these at large hotels.

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

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

Types of hotel accommodation are as follows:

* a single room: for one person with a single bed;

* a double room: for two people with one double bed;

* a twin room: for two people with two single beds;

« full board: includes breakfast, lunch and dinner;

» half board: includes breakfast and dinner;

* B&B: just the room and breakfast.

. Answer the following questions:

. What kind of establishment is a hotel?

. What is its basic service?

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

. What are the duties of the hotel staff?

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

. What hotels do businessmen book rooms at? What makes them choose this kind of hotel?
. What hotels do holiday-makers go to as a rule?

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

. Why is it necessary to reserve a room in a hotel in advance?

OCoo~NOoOUThwWDNEDN

3. Read the text about hotels. Choose from (A—H) the one which best fits each space (1-6). Use all
choices.

A. which are the best and most expensive.

B. types of hotel accommodation.
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C. usually employ about one staff member.

D. fail to show up without cancelling your reservation.
E. the housekeeping staff.

F. overnight lodging for business people.

G. includes breakfast, lunch and dinner.

H. in good working order.

At the Hotel

Whenever people travel on business they need to stay at hotel. Hotels provide (1) ... . Its basic service
is providing a room to sleep in. But most hotels also have at least one restaurant or a caf . Many hotels
also offer room and services for meetings, and some have shops and even offer entertainment.

Big and respectable hotels (2) ... for every two rooms. The hotel staff works around the clock to
make the guests comfortable. (3) ... cleans each room daily. Bellhops carry luggage and packages to the
guests’ rooms. The engineering department keeps the hotel’s electricity, plumbing, heat and air
conditioning (4) ... . Some hotel restaurants provide room service, by which guests can have food and
beverages brought to their rooms.

However pleasant and polite receptionists may seem, most hotels have very strict policies. When
you book a room you usually have to make a deposit. But if you cancel your reservation you lose it and
if you (5) ... the hotel charges one night’s room rate on your card.

Also you have to check out by 12 pm, otherwise you’ll be charged extra money. Hotels are usually
graded with stars from one-star to five-star, (6) ... . You can also stay in a Bed & Breakfast (B&B) (also
called Guest Houses) where you pay for a bedroom, possibly an ensuite (a room with private bathroom)
and breakfast.

(7) ... are as follows:

* a single room: for one person with a single bed:;

* a double room: for two people with one double bed,;

* a twin room: for two people with two single beds;

* half board: includes breakfast and dinner;

e full board: (8) ... ;

* B&B: just the room and breakfast.

4. Complete the sentences with the words of ‘hotel’ use.

facilities ° lobby ° damage charge ° check out ° housekeeping ° downtown ° complimentary ° shower °
deposit ° laundry ° check in

. All rooms in the hotel have both bath and ... .

. I need this shirt washed. Do you have a ... service?

. Il meet you downstairs in the ... .

. We will have to add a ... for the broken mirror in your bathroom.

. Are there any ... for business meetings in this hotel?

. Put a sign on the door if you want ... to clean your room early in the morning
. All of our rooms have ... soap, shampoo and coffee.

. The hotel is located in ... so we are close to all the amenities.

. You can ... at any time after 4 pm.

10. You won’t get your ... back if you cancel the reservation

11. You must ... by midday otherwise you will be charged a ten pound late charge

O 01N N B~ W —

5. Read this conversation in a hotel and put the lines in the correct order.
— Certainly. A single room or double?

— Just this one bag.

— Yes, sure. Do you want my address too?
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— Here is your key. Your room number is 311. If you need something, dial ‘0’ for the reception area. |
hope you enjoy your stay.

— Single, please.

— Good evening. Can | help you?

— A shower. How much is the room?

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

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

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

— Yes, of course. We take Visa and Master Card. Could you sign the register, please?
— Yes. I’d like a wakeup call at 6.30 am.

— Would you like a room with a shower or a bath?

— 72 dollars for the room and breakfast. Would you like an evening meal?

— Thanks.

— Would you like a wake-up call?

6. You arrive at a hotel. Make a dialogue between you and a receptionist. Use the following notes.
Receptionist asks: You say:
— Name (spell it)?

— Nationality?

— Company?

— Number of nights?

— Type of room?

— Method of payment?
— Breakfast/dinner?

— Morning call?

— Explain check out rules

7. Match hotel staff to their duties.
A hotel manager | A porter A concierge
A receptionist A maid/housekeeper | A cleaner/maintenance person

is responsible for making guests feel welcome. Also, this person deals with room
bookings and cancellations, and handles general requests made by guests during their stay.

helps hotel guests with their luggage and shows them to their rooms. Sometimes
they also answer questions and run errands like calling a taxi.

makes sure that hotel rooms are clean and tidy. This person changes bed linen and
towels, makes beds, vacuums floors, dusts and polishes furniture, cleans bathrooms, brings new guests
supplies (such as shampoo and soap).

is responsible for cleaning the inside of all types of buildings and transport to make
sure they are safe, healthy and pleasant to live or work in.

oversees all aspects of running a hotel, from housekeeping and general maintenance
to budget management and marketing.

helps guests with various tasks like making restaurant reservations, arranging for
spa services, recommending nightclubs, getting tickets to special events and assisting with various travel
arrangements and tours of interesting places to visit.
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