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I[NEPE/IMOBA

MeTonuyHi peKoMeHaallii po3paxoBaHi ajs 3700yBadyiB OCBITHHOTO CTYIIEHS
«Marictp» crnenianbHOCcTi crnemianbHocTi D3 Menemxment, OIIIl “Ynpapninas
nepcoHayioM” 1 “YmpaBiliHHS 3aKJIaJ0M OCBITH JJIsi BUBUYEHHS HOPMATUBHOTO KYpCY
«/limoBa aHrmiiicbka MOBa» Ta crieliudiku ¢axy.

Mera METOIMYHUX peKoMeHaalid — copMmyBatu y 3100yBadiB 3/4aTHICTH
€(eKTUBHO BHKOPHCTOBYBAaTH aHTJIIMCHKY MOBY B IpodeciiHOMYy, AUIOBOMY Ta
MDKKYJIBTYPHOMY ~ KOHTEKCTaX,  PO3BHBATH  IHIOIOMOBHY  KOMYHIKaTUBHY
KOMITIETEHTHICTh SIK HEB1l €MHY CKJIaZ0BY MPOQECIHHOI MiATOTOBKHU (axXiBIIs.

Jo6ip HaBYAIBHOTO MaTepiary BiAMOBIAa€ METI TUCIMIUIIHA Ta CIPSIMOBAHHI
Ha IHTErpario MOBHOi, MOBJICHHEBOI, COI[IOKYJIbTYPHOi, HABYAIBHOI Ta CTPATErivyHOi
KOMITETEHTHOCTEH, HEOOXIAHUX ISl YCHIIIHOTO (PYHKIIIOHYBAaHHS Y MIKHAPOIHOMY
0i3Hec-cepeIoBUIL, Y9acTi B AUJIOBOMY CITUIKYBaHHI Ta npodeciiiHiii B3aemoii.

MeTou4Hi peKoMeHAaIii CIIpsSIMOBaHi Ha:

- PO3BHUTOK HaBHYOK JIJIOBOTO YCHOTO Ta MHCEMHOTO MOBJICHHS BiAIOBIIHO O PiBHS
BOJIOJIIHHS aHTIIIHCHKOI0 MOBOIO 3TifHO 3i crangaptamu CEFR;

- ¢opMyBaHHS yMiHb PO3YMITH Ta aHaJi3yBaTH aBTCHTUYHI JAUJIOBI TEKCTH PI3HUX
YKaHPiB (KOHTPaKTH, OQiIliliHI JUCTH, 3BITH, IPE3CHTAIII] TOIIO);

- YIOCKOHAJICHHS HABUYOK ayJiIOBaHHS Ta YMTaHHA NPOQECIiHO OpiEHTOBAHUX
MarepiaiiB 13 pO3yMIHHSM KJIIOUOBOI Ta CIieliaii3oBaHo1 iH(opMarlii;

- HaOyTTS 31aTHOCTI €()eKTUBHO B3aEMOIISATH B IHIIOMOBHOMY Oi3HEC-CEpEIOBUII, Y
TOMY YMCJIl B MIXKOCOOMCTICHOMY Ta IpyloBOMY Ipo¢eciiHOMY CHUIKYBaHHI;

- PO3BUTOK MIXKKYJIbTYPHOT KOMIETEHTHOCTI1, PO3MIMPEHHS 3HaHb PO JAUIOBI TpaauLii,
€THKET Ta KOMYHIKaTUBHI 0COOIMBOCTI aHTJIOMOBHUX KpaiH;

- CTUMYJIOBaHHS CaMOCTIIHOI Mi3HaBaJbHOI JISUNTBHOCTI, KPUTHUYHOTO MHUCIIEHHS Ta
po0OTH 3 IHIIOMOBHUMH IPO(DECIHHUMU JIKEpeNaMu Ta €JIeKTPOHHUMH pecypcami.

MetoanyHi pekoMeHaalii MICTATh OCHOBHI TE€MaTW4HI TEKCTH 3a (axom,
rpaMaTUYHUNA MaTepian Ajs 3aKpilIeHHS 3HaHb, a TaKOX JOJATKOBI MaTepiaiu JUis
caMoCTiiHOro ompartoBanHs. KoxkeH ypok cnpsMoBaHM Ha PO3BUTOK MpodeciitHoi
KOMYHIKaTUBHOI KOMITIETEHTHOCTI Ta 3/1aTHOCTI 3aCTOCOBYBATH 3HAHHS B MPaKTUYHIM
JISTBHOCTI.

MetoanuHi peKOMeH/IaIlil MOXKYTh OYTH BUKOPUCTAHI K JJIsl ayJJUTOPHOI, TaK
1 A7 caMocCTiiHOI poOOTH 3100yBayiB MariCTepchbKOro piBHS, CIPUSIOTH PO3BUTKY
IHTErpajbHOI, 3arajgbHOI Ta CHEIlaJbHOI KOMIETEHTHOCTI, a TakoXX (hOpMYBaHHIO
3/1aTHOCTI €()eKTUBHO CIUIKYBAaTHCS aHTJIIHCHKOI0 MOBOIO Y IIpodeciiiHiii cdepi.



Part |
CV & Cover Letter. Interview: Preparation and Performance

A good CV is very important when you want to get a job.It shows your
education, work experience, and skills.Employers usually read a CV before they
invite you to an interview.A cover letter is also important.It explains why you want
the job and why you are the right person.In a cover letter, you write about your
motivation and interest.You usually write the cover letter in a polite and formal
style.In the past, people often wrote long CVs with many details.Today, employers
prefer short and clear CVs.In 2020, many students sent their CVs by email.Now, most

companies use online forms.

Last year, my friend applied for a position in an IT company.He wrote a CV
and a cover letter.He also prepared for the interview carefully.During the interview,
he answered questions about his experience.He also spoke about his future plans.The
employer asked him: “Why do you want to work here?” He replied: “I like your
company, and I want to grow with it.”The interview was successful, and he got the
job. Interviews can be stressful, but good preparation helps. You should read about
the company before the interview. You should also prepare answers to common
questions.It is important to dress professionally.If you prepare well, you feel more

confident.

In the future, 1 will write my own CV and cover letter. I will use clear
language and strong action verbs. | will show my skills and experience. | will also
practice answering interview questions. | will be ready to talk about my strengths and
weaknesses.| believe that preparation is the key to success.

Exercises

1. True/False

Read the sentences and say if they are True (T) or False (F).
1.A CV is not important for getting a job.

2.Today employers prefer short CVs.

3.A cover letter is always written in an informal style.



4.My friend prepared carefully for his interview.

5.In the future, 1 will write my own CV and cover letter.

2. Fill in the gaps (use Present Simple, Past Simple or Future Simple)
1.ACV __ (show) your skills and education.

2.Last year my friend __ (apply) for a position in an IT company.
3.He  (prepare) carefully before the interview.

4. Tomorrow | (write) my first cover letter.

5.Employers usually (read) the CV before the interview.

3. Answer the questions

1What does a CV show?

2Why is a cover letter important?

3What should you do before an interview?
4What did my friend do last year?

5What will you do in the future to prepare for an interview?



Professional Self-Presentation (Elevator Pitch). Identification Documents and
Digital Profiles

An elevator pitch is a short self-presentation. It usually takes about one

minute.The goal of an elevator pitch is to introduce yourself quickly and clearly.You
say who you are, what you do, and what you want.For example, a student can say: “I
am a master’s student in Innovation Management at NUBIP of Ukraine. | study
consulting and project development. I want to work in international business.” A good
elevator pitch shows your strengths and goals.It helps you make a positive first
impression. In the past, people usually presented themselves only at interviews.Today,
self-presentation is important in many situations.You may use it at conferences,
workshops, or networking events.Employers like candidates who can speak clearly
about themselves.
That is why students should practice their elevator pitch.ldentification documents are
also important for professional life.A passport or ID card shows your identity.You
need these documents when you apply for a job or study abroad.Students also need
student ID cards to prove their status.In the past, people carried only paper documents.
Now, many documents are digital.Digital profiles are very common today.For
example, LinkedIn is a popular professional network.A LinkedIn profile shows your
education, skills, and experience.lt is like an online CV.Employers often check digital
profiles before interviews.That is why students should update their profiles regularly.

A good digital profile has a professional photo. It also has a clear description
of your skills and achievements. In the future, digital identification will be even more
important.Students will use online profiles for jobs, studies, and projects. That is why
professional self-presentation and digital identity go together. They both help young
professionals start a successful career.Preparation, clarity, and confidence are the keys

to success.

Exercises

True/False

Read and mark True (T) or False (F).

1.Self-presentation is usually long and detailed.
2.An elevator pitch should show your strengths and goals.



3.Today, self-presentation is not important at conferences.
4.LinkedIn is an example of a digital profile.

5.A good digital profile needs a professional photo.

Fill in the gaps (Present Simple, Past Simple, Future Simple)

1.Astudentusually _ (introduce) himself in an elevator pitch.
2.In the past, people _ (carry) only paper documents.
3.Lastyear | (create) my LinkedIn profile.

4. Tomorrow | (update) my digital CV.

5.Employers often __ (check) digital profiles before interviews.

Answer the questions

1.What is an elevator pitch?

2.Where can students use an elevator pitch?
3.What are identification documents for?

4. What is LinkedIn used for?

5.Why should students update their digital profiles?



Personal competences and SWOT analysis

Personal competences are very important for building a career.Students often
analyze their competences with the help of a SWOT analysis.They write about their
strengths, weaknesses, opportunities, and threats.This helps them to understand their
potential and plan their career.For example, a strength can be good communication,
and aweakness can be lack of experience.Soft skills are also very important today.
Employers want people who are working well in teams and solving problems
creatively.They are also looking for workers who are communicating clearly and
managing their time.At the same time, motivation plays a key role in success.A
motivated person is learning more, trying harder, and achieving better results. Last
year, my friend was preparing his SWOT analysis when he was applying for a
consulting job.He was thinking about his competences and was writing down his
career goals.Now many students are planning their careers in Ukraine and abroad.
They are creating CVs, writing cover letters, and updating their digital profiles. Some
of them are preparing for interviews every week.When students apply for a job, they
usually send a CV and a cover letter.After that, they are waiting for an invitation to an
interview.During the interview, employers are asking about experience, skills, and
motivation.Good candidates are showing confidence and are giving clear answers.
When the interview is successful, the company is offering a contract.In the past,
people were signing contracts mostly on paper.Now many companies are signing
contracts electronically.Ukrainian students are also applying for jobs in other
countries.They are looking at international job websites and contacting companies
abroad.Last month, one student was preparing for an interview in Poland while
another was sending documents to Germany.In the future, more students will be
working in international teams.They will be learning new competences and
developing their soft skills every day.Some of them will be preparing for interviews in
English, and others will be negotiating contracts in other languages.Career planning is
a continuous process.If students are motivated and keep improving their skills, they

will be building successful careers in Ukraine and abroad.

Exercises
True/False

Read and mark True (T) or False (F).



1.Soft skills are not important for employers.

2.A SWOT analysis shows strengths, weaknesses, opportunities, and threats.
3.Contracts today are often signed electronically.

4.Students never apply for jobs abroad.

5.Motivation helps people achieve better results.

Fill in the gaps (Present Continuous, Past Continuous, Future Continuous)

1.Right now, many students (plan) their careers.

2.Yesterday at 5 p.m. my friend (prepare) for his interview.

3.Next week | (work) on my new CV.

4.At this moment, employers (look) for candidates with strong soft skills.
5.Last year, when he was applying for a job, he (write) his SWOT analysis.

Answer the questions

1.Why is a SWOT analysis useful for students?

2.What are soft skills?

3.How is motivation important for career building?
4.What steps are included in the employment procedure?
5.What will many students be doing in the future?



Business correspondence

Business correspondence is an important part of professional communication.
When people write business emails, they follow special rules.A good business email
has a clear structure.lt usually begins with a polite greeting.Writers are often using
phrases like “Dear Sir or Madam” or “Dear Mr. Smith.”In the main part, they are
explaining the purpose of the letter.At the end, they are writing a polite closing such
as “Best regards” or “Sincerely.”In the past, people were writing more formal letters

on paper.Now, most professionals are writing short and polite emails every day.

Last week, one student was preparing a formal email to a company in
Germany.At the same time, another student was writing to a Ukrainian professor.Both
of them were following the rules of email etiquette.Email etiquette means polite
language, clear sentences, and correct grammar.It also means answering messages on
time.Templates of business letters are helping students to write faster.For example,
there are templates for applications, inquiries, or thank-you letters.At the moment,
many students are practicing business correspondence in English classes.Next month,
they will be sending professional emails to real companies.

Besides correspondence, appearance is also very important in the
workplace.Professional dress code shows respect for colleagues and clients.There are
different types of dress codes.Business formal means suits, ties, and classic
shoes.Business casual allows more comfortable clothes but still looks
professional.Smart casual is popular for creative industries.Last year, many
employees were wearing business casual while they were working from home.Now,
companies are paying more attention to culture of appearance.They are checking if
employees are looking professional in the office and at meetings.In the future,
students will be following international dress code standards.They will be preparing
their outfits for interviews and conferences.They will be practicing not only their
emails but also their professional image.Good communication and professional

appearance are working together for career success.

Exercises



True/False

Mark True (T) or False (F).

1.Business emails always start without a greeting.

2.Polite closing phrases are “Best regards” or “Sincerely.”
3.In the past, people were writing letters on paper.
4.Smart casual is the strictest dress code.

5.Appearance is important for professional success.

Fill in the gaps (Present Continuous, Past Continuous, Future Continuous)

1.Right now, many students __ (practice) business correspondence.
2.Last week at 10 a.m., one student __ (prepare) a formal email.

3.Next month, students __ (send) emails to real companies.

4.At this moment, employers _ (check) if employees look professional.
5.Last year, many employees  (wear) business casual at home.

Answer the questions

1.What is the structure of a good business email?
2.What does email etiquette mean?

3.What are templates of business letters used for?

4. What types of dress code are mentioned in the text?
5.What will students be doing in the future?



Business meetings and negotiations

Business meetings and negotiations are important parts of professional life.People
have always needed clear rules of behavior in such situations.A good meeting has a
clear agenda and structure.Participants have prepared their points before the meeting
has started.The chairperson usually decides the order of speaking.This has helped to
avoid conflicts and interruptions.In the past, some meetings had failed because
participants had not respected the rules.Successful negotiators have always shown
respect and patience.They have used polite language and logical arguments. One
common technique is to ask questions that make the other side think.Another
technique is to present examples of success.When both sides have found agreement,
they have achieved their goal.In many cases, meetings have finished with a written
protocol.Before the pandemic, many people had never used online meetings.After
2020, professionals have learned how to communicate on Zoom or Teams.They have
discovered new rules of netiquette.For example, participants should turn on the
camera and mute the microphone when not speaking.They should also dress
professionally, even in online meetings.Some students had forgotten this rule and
looked unprofessional on screen.Others had spoken without waiting for their turn, and
it had created problems.In telephone conversations, people have used short and clear
sentences.They have also introduced themselves before starting the discussion.In
messengers, professionals have learned to avoid sending too many emojis or late-
night messages.Clear and polite language has been important in all digital
communication.Last year, many students had improved their skills in business
correspondence and online etiquette.By the time they finished their practice, they had
written many emails and joined many online meetings.Now, students have prepared
better for real professional life. By next year, they will have taken part in many
interviews and negotiations. They will have practiced the etiquette of meetings, phone
calls, and online communication. By the time they graduate, they will have developed
strong skills for international business. This preparation will have helped them build

successful careers.

Exercises

True/False



Mark True (T) or False (F).

1.A good meeting does not need an agenda.

2.Polite language and patience are important in negotiations.
3.Before the pandemic, everyone had used online meetings.
4.Netiquette means rules for online communication.

5.By the time they graduate, students will have strong skills.

Fill in the gaps (Present Perfect, Past Perfect, Future Perfect)

1.The participants ____ (prepare) their points before the meeting started.
2.Some students _ (forget) to dress professionally in online meetings.
3.By the end of last year, students _ (write) many business emails.
4.Before the interview, | __ (practice) my self-presentation carefully.
5.By nextsummer, | (improve) my negotiation skills.

Answer the questions

1.Why is an agenda important for a business meeting?

2.What techniques can help in persuasion?

3.What problems appeared when people started online meetings?
4.What rules are important for netiquette?

5.What will students have achieved by the time they graduate?



Intercultural Etiquette

In modern business, intercultural etiquette is very important.Companies have been
working with partners from different countries for many years.People have been
learning how to respect cultural differences.This has helped them avoid many
conflicts.For example, in some cultures people have been greeting each other with a
handshake, while in others they have been using a bow.If managers understand these
traditions, cooperation becomes easier.Misunderstandings often happen when people
have been speaking too quickly or using jokes.In the past, some companies had been
losing clients because they had not been respecting cultural values.For instance, one
team had been ignoring time rules in Germany, and the client was unhappy. Another
team had been speaking too informally to Japanese managers, and this caused
problems.Successful managers have been practicing patience and listening skills. They
have been trying to see situations from another perspective.Professional politeness is
also very important in everyday communication. Employees have been showing
respect to colleagues and supervisors. They have been using polite forms like “Could
you, please” or “Would you mind.” Subordination means keeping the right distance
with the boss. In the past, some workers had been speaking too directly to their
directors, and it had created conflicts. Other employees had been complaining too
much instead of offering solutions. Good managers have been teaching their teams
how to communicate more effectively. They have been showing that polite behavior
improves teamwork. Conflict management is another important skill. Instead of
arguing, colleagues should focus on solving the problem. In many companies,
employees have been training in conflict resolution. By the end of last year, students
had been preparing case studies about workplace conflicts. By the time they finished
their practice, they had been learning professional etiquette for months. Now, students
have been developing intercultural competence during their studies. By the end of this
semester, they will have been practicing polite communication for several months. By
next year, they will have been studying intercultural business etiquette for two years.

This experience will have been helping them to become successful consultants.
Professional politeness and intercultural respect will have been supporting their career

growth. Students will have been building a strong base for international cooperation.



Exercises
True/False
Mark True (T) or False (F).

1.Respect for cultural differences helps avoid conflicts.

2.In all cultures people greet each other in the same way.

3.Some companies had been losing clients because they did not respect cultural values.
4.Subordination means ignoring your boss.

5.By next year, students will have been studying intercultural business etiquette for

two years.

Fill in the gaps (Present Perfect Continuous, Past Perfect Continuous, Future

Perfect Continuous)

1.Many companies (work) with international partners for a long time.
2.Before the project ended, the team (train) in conflict resolution for weeks.
3.By the end of this semester, students (practice) polite communication for

several months.
4.He (learn) intercultural etiquette since the beginning of the course.
5.They (complain) too much instead of offering solutions.

Answer the questions

1.Why is intercultural etiquette important in business?

2.What problems happened when people ignored cultural values?
3.What does subordination mean?

4.How can conflicts be managed at work?

5.What will students have been doing by the end of this semester?



Business communication

Business communication is a key element of professional life. It is the process
of sharing information, ideas, and feelings in the workplace. Its main functions are to
inform, to motivate, to build relationships, and to solve problems. Good
communication helps managers and employees work as a team. It also supports
innovation and consulting activities. The principles of business communication
include clarity, respect, and accuracy. A clear message reduces misunderstandings.
Respect in communication builds trust between colleagues. Accuracy makes
information reliable. Verbal communication means using words to express ideas. It
includes spoken and written language. When we speak, intonation plays a big role.
The same words can sound polite or rude depending on the tone.

Nonverbal communication is also very important. It includes gestures, facial
expressions, and body language. For example, a smile can show friendliness, while
crossed arms may show resistance. Eye contact demonstrates attention and confidence.
Distance between speakers also matters. In some cultures, people stand very close,
while in others they keep more personal space. Professional communication combines
both verbal and nonverbal signals. If the signals do not match, people may feel
confused. That is why managers should learn to use them correctly. In consulting,
communication builds trust with clients. In innovation, it helps present new ideas

effectively.

Exercises
1. True or False

1.The main functions of business communication are to inform, motivate, build

relationships, and solve problems.
2.Intonation has no role in verbal communication.
3.Crossed arms may show resistance.

4.Distance between speakers is always the same in all cultures.



2. Reported Speech Practice

Change the sentences into reported speech.

a) The teacher said, “Respect in communication builds trust.”
b) The manager said, “We are discussing a new project.”
c¢) The client said, “I will send the documents tomorrow.”
d) The consultant said, “Use clear language in presentations.”

e) The supervisor said, “I am happy with your teamwork.”

3. Questions for discussion

1.Why is clarity important in business communication?

2.How do gestures and facial expressions influence communication?

3.Why is distance between people important in different cultures?

4.How can consulting benefit from effective communication?



Communication

Communication is an important skill for managers and consultants.Traditional
communication includes face-to-face meetings, letters, and telephone calls.These
tools are still used in many companies.A phone call is direct and personal, but it can
be expensive for international talks.Letters are formal, but they are slower than digital
communication.Email has become the main professional tool today.lIt is fast, cheap,
and easy to send to many people.However, emails must follow business
etiquette.They should be clear, polite, and professional.Messengers such as Viber,
Telegram, or WhatsApp are often used for teamwork.They are good for short and
quick messages.Still, messages in messengers can look too informal.Social networks
like LinkedIn are important for professional image.They help build contacts and show
career achievements.Digital communication is growing, but it also creates challenges.
People sometimes misunderstand tone in emails or texts.That is why good writing and
polite language are essential.In international business, cross-cultural communication
is very important.Different cultures have different styles of speaking, writing, and
greeting.Barriers may appear because of language, traditions, or communication codes.
For example, in some countries people prefer direct answers, while in others they use
polite indirect phrases.Managers must adapt their communication style to avoid
conflicts.Cultural codes include gestures, eye contact, and distance.What is polite in
one culture may be rude in another.Adaptation and respect help to overcome barriers.

Consultants and innovators must always think about the cultural background
of their partners.In class, our professor said, “Digital communication is becoming

more important than traditional tools.”]

Exercises

1. True or False

1.Letters are faster than emails.

2.Messengers are good for short and quick communication.
3.LinkedIn is used only for informal chatting.

4.Cross-cultural barriers can appear because of traditions.



2. Reported Speech Practice

Change into reported speech:

a) The consultant said, “We are preparing a presentation.”
b) The director said, “I finished the contract yesterday.”
c¢) The client said, “I will visit Ukraine next month.”

d) The student asked, “Do we need to write a formal email?”
e) The professor said, “You must respect cultural codes.”

3. Questions for Discussion

1.Which communication tools do you use most often? Why?
2.What are the advantages and disadvantages of emails?
3.How can messengers help in teamwork?

4.Why is adaptation important in intercultural communication?

5.How can misunderstanding in digital communication be avoided?



Essential tools in business communication.

Computers and the Internet have become essential tools in business
communication. They make online meetings possible and connect people across the
world. Platforms such as Zoom or Microsoft Teams are used every day. During online
meetings, participants can share screens, documents, and presentations. This saves
time and travel costs. Digital document management allows companies to store and
exchange files safely. It also makes teamwork faster and more transparent. However,
data security is very important. Companies must protect sensitive information with

passwords and encryption.

Cyberattacks have already caused problems for many businesses. That is why
managers are investing in data protection systems. Despite all advantages,
communication online has some barriers. Psychological barriers include stress, fear of
speaking, or lack of confidence. Language barriers appear when people do not
understand each other well. Technical barriers are caused by poor Internet connection
or software problems. To overcome psychological barriers, managers encourage a
friendly atmosphere. To reduce language barriers, people can use simple words or
translation tools. To avoid technical barriers, companies invest in stable Internet and
training. Effective communication requires preparation and flexibility.

In consulting, clients expect clear explanations both online and offline. In
innovation projects, online teamwork is often the only way to cooperate. A professor
once said, “If you do not protect your data, you will face problems.” In reported
speech, we say that the professor warned that if we did not protect our data, we would
face problems. A manager told his team, “Finish the report before the meeting.” In
reported speech, we say that the manager told his team to finish the report before the
meeting. A client asked, “Why didn’t you send the files yesterday?” In reported
speech, we say that the client asked why they hadn’t sent the files the day before. A
student asked the consultant, “What platform should we use for teamwork?” In
reported speech, we say that the student asked the consultant what platform they
should use for teamwork. The consultant said, “I have been working with digital tools
for many years.” In reported speech, we say that the consultant said he had been
working with digital tools for many years. Advanced reported speech helps us express

not only facts but also conditions, questions, and continuous actions.



Exercises

1. True or False

1.0nline meetings save both time and travel costs.
2.Data security is not important for companies.
3.Psychological barriers can include fear of speaking.
4.Translation tools can help reduce language barriers.

5.Advanced reported speech can show conditions and questions.

2. Reported Speech Practice

Change into reported speech:

a) The director said, “We are discussing the new project now.”

b) The IT manager said, “We installed the new program last week.”
c¢) The professor said, “You must improve your digital skills.”

d) The client asked, “Will you send the documents tomorrow?”

e) The consultant said, “I was preparing the report when the Internet stopped
working.”

3. Questions for Discussion

1.What are the main benefits of online meetings?

2.How can businesses protect their data?

3.Which communication barriers are most difficult to overcome? Why?
4.How can managers support employees during online teamwork?

5.Why is advanced reported speech useful in business communication?



An important skill for managers and consultants

Writing official documents is an important skill for managers and consultants.
A memorandum is used to share information within a company. It usually has a
heading, date, recipient, and main message. The style of a memorandum is formal and
concise.

A business letter is sent to external partners or clients. It begins with a greeting,
explains the purpose, and ends with a polite closing. Examples of business letters
include applications, requests, and thank-you notes. When writing, it is important to
be clear and professional. If you write a letter incorrectly, the recipient may
misunderstand your message. Before sending documents, you should always check
grammar and facts. Conditional sentences help express cause and effect. Type 0 is
used for general truths, for example: “If you send the memo, the team receives the
information.”

Type 1 is used for real future possibilities: “If you prepare a report, the
manager will approve it.” Type 2 is used for hypothetical situations: “If I had more
time, | would write a longer report.” Conferences and business meetings are also very
important in professional life. Preparation is the key to success. Before a meeting,
participants should read the agenda and prepare their points. During the conference,
everyone should follow the rules of polite behavior. Speaking in turn helps avoid
confusion. Taking notes and preparing a protocol is very important. The protocol
includes decisions, tasks, and responsible persons. After the meeting, the protocol is
sent to all participants. If you follow these rules, meetings are more productive. If
employees do not prepare, discussions may be unclear. In some cases, managers say:
“If you arrive late, you will miss important information.” In reported speech, we can
say that the manager said that if we arrived late, we would miss important information.
If 1 were the meeting organizer, |1 would prepare clear instructions for participants. If
the participants follow the agenda, the meeting will finish on time. Students at NUBIP
Ukraine practice writing documents and attending meetings regularly. They know that

if they prepare carefully, they will succeed in professional communication.

Exercises



1. True or False

1.A memorandum is used for communication outside the company.
2.A business letter should begin with a greeting.

3.Type 0 conditional expresses general truths.

4.A protocol records decisions and responsibilities.

5.If participants do not prepare, meetings are always successful.

2. Conditional Sentences Practice

Complete the sentences:

a) If you (prepare) the agenda, the meeting will be productive.
b) If employees (arrive) late, they miss important information.
c) Ifl (have) more experience, | would write better reports.

d) The manager said, “If you follow the rules, the conference is successful.” —
Reported speech
e) The team said, “If we practice, we improve our skills.” — Type 0

3. Questions for Discussion

1.What are the main parts of a memorandum?

2.Why is the style of a business letter important?

3.How do conditional sentences help in professional communication?
4.What should participants do before a conference or meeting?

5.Why is the protocol important?



Public speaking

Public speaking is an important skill for managers and consultants. A good
speech has a clear structure: introduction, main part, and conclusion. In the
introduction, the speaker should greet the audience and state the purpose. The main
part presents the key ideas and arguments. The conclusion summarizes the message
and gives recommendations. Preparing a speech helps reduce fear and nervousness.
Students should practice several times before the real presentation. It is important to
make eye contact with the audience. Gestures and body language support the message.
Speaking clearly and with confidence improves understanding. Using questions can
involve the audience and make the presentation interactive. Presentations are a
popular form of business communication. Slides help visualize data and support
explanations. Visual elements include charts, graphs, and images. Slides should be
clear and not too full of text. Color and font are important for readability. Animations
can help highlight key points but should be used carefully. Interactive presentations
encourage audience participation. For example, asking questions or using polls
increases attention. Technology allows presentations online or in person. Preparation
includes checking equipment, software, and Internet connection. Overcoming fear is
possible with practice and positive thinking. Many students feel nervous at first, but
confidence grows with experience. Timing is important: a good presentation should
not be too long or too short. Feedback from teachers or colleagues helps improve
future speeches. Rehearsing with slides and notes improves flow and clarity. If
speakers know their audience, they can adapt examples and style. Using stories or

examples makes presentations more interesting.

Exercises

1. True or False

1.A good speech has an introduction, main part, and conclusion.
2.Visuals are not important for presentations.

3.Practicing helps reduce fear of public speaking.

4.Eye contact and gestures support communication.



5.Timing is not important for presentations.

2. Fill in the gaps

Complete the sentences:

a) In the introduction, the speaker should the audience and state the purpose.
b) Slides should be clear and not too full of

c) Asking questions can make the presentation more

d) Feedback from teachers helps improve speeches.
e) Students should practice several times before the real

3. Questions for Discussion

1.Why is structure important in public speaking?
2.How can speakers involve the audience?

3.What are the benefits of using slides?

4.How can fear of public speaking be reduced?
5.Why is timing important in presentations?

4.By practicing, preparing, and thinking positively.

5.Timing ensures the presentation is effective and keeps the audience’s attention.



Effective communication

Effective communication strategies are very important in negotiations.
Managers and consultants must be able to explain their ideas clearly. Argumentation
techniques help persuade partners in a discussion. It is important to provide facts,
examples, and logical reasoning. Compromise is another key strategy. Both parties
should find a solution that satisfies their interests. Active listening helps to understand
the other side. It includes paying attention, asking questions, and summarizing what
was said. Negotiation is successful when both sides feel heard and respected.
Sometimes conflicts appear, but they can be resolved with good communication.
Feedback is essential in professional communication. It helps to improve
understanding and performance. Managers often ask colleagues or clients for

feedback after meetings.

A communication audit is a formal evaluation of communication processes. It
identifies strengths and areas for improvement. During a communication audit,
specialists analyze emails, meetings, and reports. They check if messages are clear,
polite, and effective. Weak points can be improved by training or new strategies. For
example, if a team often misunderstands tasks, the manager can provide clearer
instructions. Good negotiators adapt their style depending on the audience. They also
consider cultural differences in communication. Active listening also helps reduce
misunderstandings. When you repeat key points, the other side feels understood.
Using polite language and tone improves trust. A manager said, “If you prepare well,
negotiations are more successful.” In reported speech, we say that the manager said
that if we prepared well, negotiations were more successful. A consultant told the
team, “Always ask for feedback after a meeting.” In reported speech, we say that the
consultant told the team to always ask for feedback after a meeting. Students at
NUBIP Ukraine are learning negotiation strategies and communication assessment
techniques. They understand that effective communication supports professional
growth.

Exercises



1. True or False

1. Argumentation includes facts, examples, and logic.

2.Active listening is not important in negotiations.
3.Compromise helps both parties find a solution.

4.Feedback is useful for improving professional communication.

5.Communication audits are only about checking grammar in emails.
2. Reported Speech Practice

Change into reported speech:

a) The manager said, “Prepare your points before the negotiation.”
b) The consultant said, “Active listening improves understanding.”
c¢) The director said, “We will check emails and reports for clarity.”

d) The team leader said, “Always use polite language.”
e) The client asked, “Did you understand my points?”

3. Questions for Discussion

1.What techniques help make negotiations effective?

2.How can active listening improve communication?

3.Why is compromise important?

4.What is the role of feedback in professional communication?

5.How does a communication audit help improve workplace communication?



Part Il
Grammar exercises

1. In this exercise you have to complete the sentences with I'll + a

suitable verb.

1. Ifeel abit hungry. [think ........................ something to eat.

2. It's too late to telephone Tom now. ................... him in the
morning.

3. It's a bit cold in this room. Is it? ...............coceiveinnnie on the

hearing then.

4. We haven't got any cigarettes. Oh, haven't we? .............. and get
some.
5. Would you like tea or coffee? .................. coffee, please.

6. Did you write that letter to Jack? Oh, | forgot. Thanks for

reminding me. ................ it this evening.

2 Complete the following dialogue using Future Simple or Future

Continuous.

1. G: Can I phone you tomorrow , Suzy?
S : What time?

G: Well, I'm not working tomorrow so [ 1) ....... (phone) you at 9

0 clock in the morning.
S: Ohno! 12)....... (sleep) then.
G: Ok.13)...... (call) you at noon.

S: Well, 14) .....(wash) my hair.



G: Perhaps I 5) .....(come) and visit you in the afternoon, then.
What 6) ....(you/do) around 3 o’clock?

S:17)...... (get) ready for my aerobic class.

G: Well, if I phoneyouat5,8)...... (you/be) at home?

S: No, I'm afraid not. 1 9).......... (visit) my aunt in hospital.
G: When can | see you, Suzy?

S: Phone me tomorrow evening. [ 10)....... (not/do) anything then.

Ex 3. Put the verbs in brackets into Future Perfect or Future

Perfect Continuous.
1. By 7 .00 pm they ........ (play) cricket for eight hours.
2.1...... (finish) painting your room by the time you get home.

3. By the end of next month I .....(live) in London for exactly

three years.

4. Tom......... (write) his third novel by the end of this year.

5. By the time he arrives in London, John ....... (drive) for five
hours.

6. This film ................... (probably/not/finish) until midnight.

7. How long .............. (you/study) English by the end of this
term?

8 . Don’t worry ! You ............. (forget) all about it this time next

year.



9.ByFridayI............... (work) on this project for two weeks.

10. Hopefully, he .............. (cook) dinner for us by the time we
get home.

1.1 (read) this book by tomorrow night.

12. He hopes he .............. (make) a million pounds by the time he
Is thirty.

13. By So'clock I .............. (do) this crossword puzzle for three
hours.

Revision.

Ex.1 Put the verb into a correct form.

1. Where ... you? — I... in the kitchen. 2. Where ... Fred? — He ... in
the garage. 3. Where ... Lisa and John? — They .. at college. 4. ... you
busy? — No, I... not. Mike ... busy. He ... the busiest person I've ever
met. 5. It... ten o'clock. She ... late again. 6. How ... you? — | ... not very
well today. — I ... sorry to hear that. 7. We ... interested in classical
music. 8. Vera ... afraid of snakes. 9. My grandmother ... not nervous and
she ... rarely upset. She ... the kindest person I've ever seen. My
grandmother ... really wonderful. 10. I ... sorry. They ... not at the office
at the moment. 11. Where ... the keys? — In your jacket. 12. What... the
time, please? — Two o'clock. 13. It ... the biggest meal I've ever had.
14. Which sport do you think ... the most dangerous? 15. Chess and
aerobics ... not as exciting as skydiving and figure skating. 16. Debt... the
worst kind of poverty. 17. The game ... not worth the candle. 18. Do you

have any idea where he ... ? 19. Used cars ... cheaper but less reliable



than new cars. 20.What ... the weather forecast for tomorrow? Art ...
long, life .. short. 22. You ... the best friend I've ever had. 23.1 don't
remember what his telephone number ... . 24. Two heads ... better than
one. 25. You ... right. That ... a lot of money! Coffee ... very expensive

this week.
Ex.2

1. I (to play) chess tomorrow. 2. | (not to play) chess tomorrow. 3.
You (to play) chess tomorrow? 4. He (to play) chess every day. 5. He
(not to play) chess every day. 6. He (to play) chess every day? 7. They
(to play) chess now. 8. They (not to play) chess now. 9. They (to play)
chess now? 10. Nick (to go) to the park now. 11. Nick (to go) to school
every day. 12. Nick (to go) to school tomorrow. 13. | (to miss) your
excellent cooking! 14. You ever (to buy) presents? 15. You (to think) it (to
be) easy or difficult to choose the right presents for people? 16. What
present your mother (to receive) for her next birthday? 17. A. The
weather (to be) unpredictable these days. B. Well, maybe it (to be)
warm and sunny. A. It (to get) cold, and look at those clouds. | (to
think) it (to be) cold and damp. B. You (to be right). It (to get) cold. My
feet (to freeze). You (to know), it might snow. A. You never (to know).
They (say) fog (to cover) the area early tomorrow morning. It (to clear)
and (to become) sunny by noon. So it might be beautiful this afternoons,
too. B. You (to kid)? I (to freeze). Where (to be) the bus? We (to wait) for
the bus now. We always (to wait) for the bus. And tomorrow we (to

wait) for the bus, too.
Ex. 3.

1. You (to come) to my place next Sunday? 2. You (to read) this book next

week? 3. You (to read) books every day? 4. You (to read) a book now? 5.1



(not to see) him tomorrow. 6. What you (to do) tomorrow? 7. What your
friend (to do) tomorrow? 8. Where you (to go) next summer? 9. Where
you (to go) every morning? 10. Where you (to go) now? 11. Look! Mary
(to dance). 12. She (to dance) every day. 13. She (to dance)
tomorrow? 14. He (to go) to the theatre tomorrow. 15. We (to go) to
school in the morning. 16. Look! Kate (to go) to school. 17. You (to help)
your mother tomorrow? 18. | (not to play) the guitar now. 19. My brother
(to play) the guitar every evening. 20. They (not to take) care of the garden
next summer. 21. You (to like) apples? 22. You (to eat) apples tomorrow?
23. Nick (to read) many books. 24. Mother (to work) every day. 25. He
(not to sleep) now. 26. Your brother (to go) to the exhibition next Sunday?
27. We (not to go) to the zoo tomorrow. 28. | (not to learn) the poem
now. 29. She (to live) in San Francisco. 30. My father (to shoot) very

well. 31. He is very strong. Look! He (to carry) a very heavy box..
Ex. 4.

1. My sister (not to like) coffee. 2. When you (to go) to bed every day?
3. What he (to read) now? 4. What he (to read) every day? 5. What he
(to read) tomorrow? 6. You (to give) me this book tomorrow? 7. Where she
(to be) tomorrow? 8. Where she (to go) tomorrow? 9. She (to go) to the
country with us tomorrow? 10. They (to stay) at home tomorrow. 11.
What you (to do) now? | (to see) that you (not to read). 12. When you (to
finish) your homework? It (to be) very late, it (to be) time to go to bed.
13. How you usually (to spend) evenings? 14. What you (to do) in the
country next summer? 15. They (not to drink) tea now. | (to think)
they (to watch) TV. 16.What your father (to drink) in the evening?
When you (to get) up every day? — I (to get) up at seven o'clock. 18. My
brother usually (not to get) up at seven o'clock. As a rule, he (to get) up

at six o'clock, but tomorrow he (to get) up at seven o'clock.. 21. Our



friends always (to go) to the country for the weekend. 22. Look! The
Kitten (to play) with its tail. 23. Your parents (to watch) TV now? 24. My
sister (not to rest) now. She (to help) mother in the kitchen. She (to help)

mother in the kitchen every day.
EX.5.

1. Before you (to cross) the park, you will come to a supermarket. 2.
When you (to cross) the park, you will see the hospital. 3. you (to
translate) this article into Russian, | shall use it in my report. 4. If she
(to be) in St. Petersburg now, she will meet you at the railway station. 5.
If you (not to hurry), you will miss the train. 6. If it (to rain), we shan't
go to the country. 7. When my friend (to come) to t. Petersburg, we
shall go to the Russian Museum. What will you be doing when he (to
come) to your place? 9. Don't forget to pay for your dinner before you (to
leave) the canteen. 10.1 shall be able to translate this article if you (to
give) me a dictionary. 11. You will have to work hard at home if you
(to miss) the lesson. 12. Where will you go when you (to come) to
London? 13. The child won't be healthy if you (not to give) him much
fruit. 14.1 shan't have dinner before mother (to come) home. 15. What will
you do if you (not to finish) your homework tonight? 16. What will he do if
his TV set (to break)?

Ex.6

1. If I (to stay) some more days in your town, | (to call) on you and
we (to have) a good talk. 2. He (to go) to the Public Library very often
when he (to be) a student. 3. As soon as | (to return) from school, | (to
ring) you up. 4. You (to pass) many towns and villages on your way
before you (to arrive) in Moscow. 5. | (to stay) at home till she (to come).
Then we (to go) to the theatre if she (to bring) tickets. 6. After | (to



finish) school, I (to enter) the University. 7. When he (to return) to St.
Petersburg, he (to call) on us. 8. If I (to see) him, I (to tell) him about
their letter. 9. We (to gather) at our place when my brother (to come)
back from Africa. 10. | (to sing) this song with you if you (to tell) me
the words. 11.1 hope you (to join) us when we (to gather) in our country
house the next time. 12. What you (to do) when you (to come) home? 13.
When they (to cross) the road, they (to see) the hotel. 14. Before she (to
get) to the theatre, she (to go) past the shopping centre. 15. What we (to
do) if it (to rain) tonight? 16. What she (to do) if she (to see) her best
friend again? 17. If the bus (to be) very crowded, you (to be) exhausted
by the time you (to get) to work. 18. If it (to be) very cold tonight, our

car (not to start) in the morning.
EX.7

1. If the weather (to be) nice, we probably (to go) to the beach. 2. If he
still (to have) a cold and (not to feel) better, he (not to go) to a disco. 3.
If you (to decide) to forget about your diet, you (to eat) wedding cake
tomorrow. 4. If | (to drink) too much champagne at my friend's
wedding, | (to get) a bad headache. 5. If they (to go) to California next
year, they (to visit) his friend in San Francisco. 6. If she (not to work)
properly, her boss (to fire) her and (to hire) my sister. 7.1 (to see) you
before you (to start)? 8. What he (to do) when he (to come) home? 9. Where
they (to go) if the weather (to be) fine? 10. He (to ring) me up when he
(to return) home. 11. If it (to rain), we (to stay) at home. 12. She (to
walk) home if it (not to be) too cold. 13.1 am sure he (to come) to say
goodbye to us before he (to leave) St. Petersburg. 14. Please turn off
the light when you (to leave) the room. 15. If we (to be) tired, we (to
stop) at a small village halfway to Moscow and (to have) a short rest and

a meal there. 16. If you (to miss) the 10.30 train, there is another at



10.35. 17. She (to make) all the arrangements about it before she (to fly)
there. 18. Before he (to start) for London, he (to spend) a week or two at a

health resort not far from here.
Ex.8

1. My grandmother is superstitious. She always says to me: "If you
(to spill) salt, you should throw a little salt over your left shoulder. If
you (not to do) this, you (to have) bad luck. If you (to break) a mirror,

you (to have) bad luck for seven years."

2. | (not to speak) to him until he (to apologize). 3.Peter (to introduce)
us to his friends as soon as we (to meet) them. 4. We (to go) to the
station to meet Sergei when he (to come) to St. Petersburg. 5. Don't go
away until mother (to come) back. Give her the note as soon as she (to
come). 6. You (to go) to the library with us? — No, I.... I (to stay) here
and (to help) Jane with her grammar. | (to come) to the library after | (to
finish). 7. Ring me up before you (to come). 8.1 (to speak) to Mary if | (to
see) her today. 9. If you (to ask) me a difficult question, | (to be) nervous.
If | (to be) nervous, | (to make) a mistake. If | (to make) a mistake, the
other students (to laugh) at me. If the other students (to laugh) at me, |
(to be) embarrassed. And if | (to be) embarrassed, | (to cry). So please

don't ask me a difficult question!

Ex.9

1. Don't go out: it (to rain) heavily. 2. Take your raincoat with you. |
am afraid it (to rain) in the evening and you (to get) wet through if
you (not to put) on your raincoat. 3. Every spring birds (to come) to
our garden and (to sing) in the trees. 4. Listen! Somebody (to sing) in
the next room. 5. It usually (not to snow) at this time of the year. 6.
What the weather (to be) like now? It (to snow)? — No, it ... . 7. We (to



go) out of town to ski on Sunday? — Yes, we ... if it (to snow) this week
and if there (to be) a lot of snow everywhere. 8. What you (to do)
tomorrow? — We (to go) out of town if the weather (not to change) for
the worse. You (to come) with us? — With pleasure if only | (not to
have) too much work to do at home. 9. It (to be) cold in autumn. It often
(to rain). A cold wind often (to blow). 10. The weather (to be) fine
today. It (to be) warm, the sun (to shine) brightly. A soft wind (to
blow). Small white clouds (to sail) in the sky. 11. If we (to have)
televisions at our supermarket, they (to inform) customers about things
in the store. 12. If we (to play) music, it (to produce) the right atmos-
phere. 13. If we (to put) in cameras, they (to stop) people stealing
things. 14. If we (to employ) more assistants, they (to help) our

customers.
Ex. 10

1.His sister (to study) English every day. 2. She (to study) English two
hours ago. 3. You (to come) home at six o'clock yesterday? — No, I ....
Yesterday | (to come) home from school at half past eight. | (to be) very
tired. | (to have) dinner with my family. After dinner | (to be) very
thirsty. | (to drink) two cups of tea. Then | (to rest). 4. | (to go) to bed
at ten o'clock every day. 5. | (to go) to bed at ten o'clock yesterday. 6.
My brother (to wash) his face every morning. 7. Yesterday he (to wash)
his face at a quarter past seven. 8. | (not to have) history lessons every
day. 9. We (not to rest) yesterday.10. My brother (not to drink)
coffee yesterday.11. My mother always (to take) a bus to get to work,
but yesterday she (not to take) a bus. Yesterday she (to walk) to her
office. 12. You (to talk) to the members of your family every day? —
Yes, | .... But yesterday I (not to talk) to them: I (to be) very busy

yesterday. 13. Your sister (to go) to school every day? — Yes, she ... .



14. Mary (to like) writing stories. 15. Last week she (to write) a funny
story about her pet. 16. You (to tell) your mother the truth about the
money? 17. You (to wear) your polka-dot dress to work? — Yes, | ... .
| (to wear) it yesterday.18. We (to like) to go to the beach. We (to

enjoy) swimming in the ocean last weekend.
Ex.11

1. Tom always (to eat) breakfast. 2. Yesterday he (not to eat) breakfast
because he (to get) up late 3. We (to like) to cook but we (not to like) to
wash the dishes. 4. He never (to shout) at his students. He (to be) a
wonderful teacher, | remember. 5. My friend (to know) Spanish very well.
6. Who (to ring) you up an hour ago? 7. He (to live) on the third floor. 8.1t
(to take) you long to find his house yesterday?9.When your lessons (to
be) over on Monday?10. | (to have) dinner with my family
yesterday.11.Her friends (to be) ready at five o'clock. 12. One of her
brothers (to make) a tour of Europe last summer. 13. Queen Elizabeth |1
(to be) born in 1926. She (to become) Queen of England in 1952.14. You
always (to get) up at seven o'clock? — No, sometimes | (to get) up at half
past seven. 15. Antonio Stradivari (to make) wonderful violins. 16. Who
(to paint) the world-known picture "Mona Lisa"? 17. She (to know) all
the works of Chopin. She (to enjoy) listening to his waltz last night. 18.
Steven's friends (to come) to his birthday party last night and (to give)
him wonderful presents. His parents (to cook) a special dinner for him.
His girlfriend (to promise) to come, but she (not to be) there. He (to try)
to phone, but he couldn't get through. He (to be) really upset. Only she
(not to wish) him a Happy Birthday.

Ex.12



| (to go) to bed at ten o'clock every day. 2. | (to go) to bed at ten o'clock
yesterday. 3.1 (to go) to bed at ten o'clock tomorrow. 4. | (not to go) to
the

cinema every day. 5.1 (not to go) to the cinema yesterday. 6. | (not to
go) to the cinema tomorrow. 7. You (to watch) TV every day? 8. You
(to watch) TV yesterday? 9. You (to watch) TV tomorrow?10 When
you (to leave) home for school every day?11.When you (to leave) home for
school yesterday? 12.When you (to leave) home for school tomorrow?
13.My brother (to go) to work every day He (to leave) home at a quarter
past eight. As the office he (to work) at (to be) near our house, he (to walk)
there. He (not to take) a bus. Yesterday he (not to go) to work.
Yesterday he (to get) up at nine o'clock. You (to have) a PT lesson
yesterday? — No, | ... . 15. What you (to buy) at the shop yester-
day? — | (to buy) a book. 16. Yesterday my father (not to read)
newspapers because he (to be) very busy. He (to read) newspapers

tomorrow.
Ex.13

1. He (to turn) on the television to watch cartoons every morning. 2. He
(to turn) on the television to watch cartoons yesterday morning. 3. He
(to turn) on the television to watch cartoons tomorrow morning. 4.1
always (to go) to the Altai Mountains to visit my relatives there. 5. | (to
be) very busy last summer and | (not to go) there. 6. I (not to go) there
next year because it (to cost) a lot of money and | can't afford it. 7.
They (to enjoy) themselves at the symphony yesterday evening? 8. Who
(to take) care of the child in the future? 9. How often you (to go) to the
dentist's? 10. We (not to have) very good weather, but we still (to have)
a good time during our short stay in London. 11. She (to do) all the



washing in their house. 12. He even (not to know) how to use the
washing machine. 13. Two years ago they (to be) rich and money (to be)
never a problem. 14. You (to think) you (to be) happy in your new
neighborhood? 15. When the cabbage soup (to be) ready? 16. The
customs officers at JFK airport in New York (to arrest) that young man
when he (to arrive). 17. | (to like) to get on with my friends, so | often
(to do) what they (to want). 18. When (to be) your birthday? 19. When
you (to get) your watch? 20. Who (to create) Mickey Mouse.

Ex.14

Kate (to cook) dinner every day. 2. Kate (to cook) dinner tomorrow. 3.
Kate (to cook) dinner now. 4. Kate (to cook) dinner yesterday. 5. | (not to
eat) ice cream every day. 6.1 (not to eat) ice cream now-7.1 (not to eat)
ice cream tomorrow. 8.1 (not to eat) ice cream yesterday. 9. He (to
spend) last summer in the country. 10. He (not to spend) last summer in
the country. 11. He (to spend) last summer in the country? 12. Where
he (to spend) last summer? 13. She (to help) mother yesterday. 14. She
(not to help) mother yesterday. 15. She (to help) mother yesterday? 16.
How she (to help) mother yesterday? 17. You (to go) to school every
day? 18. You (to go) to school now? 19. You (to go) to the south next
summer? 20. You (to go) abroad last summer? 21. What your brother (to
do) every day? 22. What your brother (to do) now? 23. What your brother
(to do) tomorrow? 24. What your brother (to do) yesterday.

Ex.15

1. Nellie (to leave) for Moscow tomorrow. 2. | (to be) in a hurry. My
friends (to wait) for me. 3. You (to be) at the theatre yesterday. You (to
like) the opera? — Oh yes, | (to enjoy) it greatly. 4. You (to go) to
London next summer? 5. | (to know) she (to have) a happy life, and she



(to live) a long time. A week ago they (not to know) what to think
.She (to worry) a lot at the moment, but the problems (not to be) very
great. 8. Last Tuesday he (to be) upset and (to have) no idea where to go.
9. Could you tell me the way to Trafalgar Square? | (to go) the right
way? 10. Various kinds of sports (to be) popular in Russia. 11.Both
children and grown-ups (to be) fond of sports. 12. What (to be) the
matter with her? She (to be) so excited. — I (not to know). 13. Where you
(to go)? — 1 (to go) to the Dynamo stadium to see the match which (to
take) place there today. 14. You (to know) that a very interesting
match (to take) place last Sunday? 15. He (to go) to the south a week ago.
16. When | (to be) about fifteen years old, | (to enjoy) playing football.
17. Our football team (to win) many games last year. 18. Where (to
be) Boris? — He (to play) chess with his friend. 19. | (to be) sorry I (to
miss) the match

yesterday.
Ex. 16

1. My friend (to go) to the library every Wednesday. 2. He (not to go) to
the country yesterday. 3. Why you (to go) to the shop yesterday? 4. We
(to grow) tomatoes next summer. 5. What you (to do) now? 6. He (to
sleep) now. 7. Where your father (to work) last year? 8. She (to go) to the
south next summer? 9. He (not to watch) TV yesterday. 10. Yesterday we
(to write) a paper. 11.1 (to buy) a very good book last Tuesday. 12. My
granny (not to buy) bread yesterday. 13. What you (to buy) at the shop
tomorrow? 14. Don't make noise! Father (to work). 15. We (to go) on a
tramp last Sunday. 16. Your brother (to go) to the country with us next
Sunday? 17. Granny (not to cook) dinner now. 18. We (to cook) our meals
on a fire last summer. 19. My sister (to wash) the dishes every
morning. 20. When you (to go) to school? 21. What you (to prepare) for



breakfast tomorrow? 22. You (to invite) your cousin to stay with you next
summer? 23. How you (to help) your sister last summer? 24. | (to send) a
letter to my friend tomorrow. 25. Every morning on the way to school |
(to meet) my friends. 26. His grandfather (to listen) to rock' n' roll

music. That (to be) strange! He always (to listen) to classical music.
Ex.17

1. Max (not to be) here. He (to wash) his car. He (to wash) it every
weekend. 2. He (not to play) the piano tomorrow. 3. We (to see) a very
good film last Sunday. 4. Your mother (to cook) every day? 5. We (to
make) a fire last summer. 6.1 (to spend) last summer at the seaside. 7.
Where you (to spend) last summer? 8. Where he (to spend) next summer?
9. What mother (to do) now? — She (to cook) dinner. 10. | (not to play)
computer games yesterday. 11. Last Sunday we (to go) to the theatre.
12.1 (to meet) my friend yesterday. 13.1 (to write) a letter to my cousin
yesterday. 14. You (to write) a dictation tomorrow? 15.1 (not to write) a
report now. 16. Mother (to cook) a very tasty dinner yesterday. 17.

Tomorrow Nick (not to go) to school.
Ex.18.

1. | (to write) an English exercise now. 2. | (to write) an English
exercise at this time yesterday. 3. My little sister (to sleep) now. 4 My
little sister (to sleep) at this time yesterday. 5. My friends (not to do)
their homework now. They (to play) volleyball. 6. My friends (not to
do) their homework at seven o'clock yesterday. They (to play)

volleyball.

7. She (to read) the whole evening yesterday. She (not to read)
now. 9. Now she (to go) to school. 10. What you (to do) now?
— | (to drink) tea. 11. You (to drink) tea at this time yesterday?



— No, | (not to drink) tea at this time yesterday, | (to eat) a
banana. 12. My sister is fond of reading. She (to read) the whole
evening yesterday, and now she (to read) again. 13. Look! My cat
(to play) with a ball. 14. When | went out into the garden, the
sun (to shine) and birds (to sing) in the trees.15. You (to eat) ice
cream now? 16. You (to eat) ice cream when | rang you up
yesterday? 17. What our father (to do) now? 18. What your
father (to do) from eight till nine yesterday? 19. Why she (to
cry) now? 20. Why she (to cry) when | saw her yesterday?
Ex.19

1.1 (to go) to the cinema yesterday. 2.1 (to go) to the cinema at four
o'clock yesterday. 3. | (to go) to the cinema when you met me. 4.1 (to do)
my homework the whole evening yesterday. 5. | (to do) my homework
when mother came home. 6. | (to do) my homework yesterday. 7.1 (to do)
my homework from five till eight yesterday. 8. | (to do) my homework at
six o'clock yesterday. 9. | (not to play) the piano yesterday. | (to
write) a letter to my friend. 10. I (not to play) the piano at four
o'clock yesterday. | (to read) a book. 11. He (not to sleep) when father
came home. He (to do) his homework. 12. When | (to go) to school
the day before yesterday, | met Mike and Pete. They (to talk) and (to
laugh). They told me a funny story. Soon | (to laugh), too. I still (to laugh)
when we came to school. After school I (to tell) this story at home. My
father and mother (to like) it very much. 13. When we were in the country
last summer, | (to go) to the wood one day. In the wood | (to find) a
little fox cub. I (to bring) it home. | (to decide) to tame the cub. Every
day I (to feed) it and (to take) care of it. | (to tame) it the whole summer.

Now the fox cub is quite tame. It lives in my house.

Ex. 20



1. | (to play) computer games yesterday. 2. | (to play) computer
games at five o'clock yesterday. 3. He (to play) computer games from
two till three yesterday. 4. We (to play) computer games the whole evening
yesterday. 5. My brother (not to play) tennis yesterday. He (to play) tennis
the day before yesterday. 6. My sister (not to play) the piano at four
o'clock yesterday. She (to play) the piano the whole evening. 7. When |
came into the kitchen, mother (to cook). 8. She (to cook) the whole day
yesterday. 9.We (to wash) the floor in our flat yesterday. 10.We (to
wash) the floor in our flat from three till four yesterday. 11. You (to do)
your homework yesterday? 12. You (to do) your homework from eight
till ten yesterday? 13. Why she (to sleep) at seven o'clock yesterday?
14. He (to sit) at the table the whole evening yesterday. 15. What Nick (to
do) when you came to his place? 16. What you (to do) when | rang you
up? 17. 1 (not to sleep) at nine o'clock yesterday. 18. What he (to do)
yesterday? — He (to read) a book. 19. What he (to do) the whole evening

yesterday? — He (to read) a book. 20. She (to sleep) when you came home?
Ex.21

1. When | (to come) home, my little sister (to sleep). 2. When
Nick (to come) home, his brother (to play) with his toys. 3. When mother
(to come) home, | (to do) my homework. 4. When father (to come) home,
Pete (to sleep). 5. When mother (to come) home, the children (to play)
on the carpet. 6. When | (to get) up, my mother and father (to drink)
tea. 7. When | (to come) to my friend's place, he (to watch) TV. 8. When |
(to see) my friends, they (to play) football. 9. When I (to open) the door,
the cat (to sit) on the table. 10. When Kate (to open) the door, the
children (to dance) round the firtree. 11. When Tom (to cross) the
street, he (to fall). 13. When we (to go) to the cinema, we (to meet)

grandmother. 14. When grandmother (to go) homshe (to see) many



children in the yard. 15. When Henry (to walk) about in the forest, he
(to find) a bear cub. 16. When we (to walk) about in the forest, we (to
see) a hare. 17. When | (to wash) the floor, | (to find) my old toy under
the sofa. 18. When

granny (to read) a book on the sofa, she (to fall) asleep. 19. When | (to
play) in the yard, | suddenly (to see) my old friend. 20. When Nick (to run)
about in the yard, he (to fall).

Ex. 22

1. The girl (to cook) dinner when the lights (to go) out. She (to
burn) herself. 2. The boy (to hurt) himself while he (to skate). 3. When the
woman (to enter) the room, the children (to feed) the goldfish. 4. When
P(to visit) my friends in Denmark, | (to buy) two presents for my
family. 5. When it (to start) to rain, we (to bathe) in the river. 6. Yester-
day at one o'clock I (to have) lunch at the canteen.7. When he (to come)
in, I (to do) my exercises. 8.What you (to do) at eight o'clock
yesterday?At this time yesterday | (to go) home. 10. You (to sleep) when |
(to go) out. 11. He (to read) on the sofa when | (to come) in and (to sit)
down beside him.12.1 (to walk) along the street with my friend when a
tram (to pass). 13. She (to look) out of the window when | (to see) her. 14.
We (to answer) the teacher's uestions when the headmistress (to enter) the
class room. 15. They (to drink) tea when | (to come) home. 16. He (to
walk) along the river when a boat ( to pass). 17. The old man (to think)
about his plan when he (to fall) asleep. 18. We (to listen) to an interesting
lecture yesterday. 19. When | (to enter) the classroom, the teacher (to write)
words on the blackboard and the pupils (to copy) them into their exercise

books. 20. They (to get) ready to go out, when it (to begin) raining.

Ex. 24



1.1 (to go) to the theatre yesterday. 2. At seven o'clock yesterday | (to
go) to the theatre. 3. What you (to do) at 5 o'clock yesterday? — | (to
play) the piano. 4. When | (to come) to school, the children (to stand)
near the classroom. 5. We (to play) in the yard the whole evening
yesterday. 6. When | (to prepare) breakfast in the morning, | (to cut) my
finger. 7. Last year | (to go) to the United States. 8. You (to go) to Great
Britain last year? — No, | (to go) to France. 9. What you (to do) yesterday?
— | (to translate) a very long article. 10. When | (to ring) up my friend,
he (to sleep). 11. When grandfather (to watch) TV, he (to fall) asleep.
12. When my friend (to come) to see me, | (to do) my homework.
13. When | (to go) to the stadium, | (to meet) Kate and Ann. 14. When
Nick (to ring) me up yesterday, | (to help) mother. 15. When the children
(to walk) through the wood, they (to see) a fox. 16. When | (to come)
home, my sister (to wash) the floor. 17. When Mike (to play) in the
yard, he (to find) a ball. 18. When I (to draw) yesterday, | (to break) two
pencils. 19. When | (to meet) Tom, he (to go) to the shop. 20. When | (to
look) out of the window, the children (to play) hide-and-seek.

Ex.25

Father (to watch) TV at ten o'clock yesterday. 2. | (to go) to bed at nine
o'clock yesterday. 3. | (to finish) my homework at nine o'clock yesterday.
4. | (to play) the piano at five o'clock yesterday. 5. He (to begin) to do his
homework at four o'clock yesterday. 6. She (to wash) the floor at four
o'clock yesterday. 7. | (to meet) Nick at three o'clock yesterday. 8.
When | (to come) home, Kate (to play) the piano. 9. When | (to meet)
John, he (to go) to the railway station. 10. When | (to go) to the
museum, | (to see) a big crowd of people in the street. 11. They (to play)
in the yard in the evening yesterday. 12. They (to play) in the yard the

whole evening yesterday. 13. | (to clean) my teeth at eight o'clock in the



morning yesterday. 14. We (to go) to the wood in summer. 15. When the
teacher (to open) the door of the classroom, the pupils (to sit) at their
desks. 16. He (to get) up at seven o'clock yesterday. 17. Father (to come)
home at six o'clock yesterday. 18. | (to read) a book at six o'clock
yesterday. 19. She (to fall) asleep at eleven o'clock yesterday. 20. Mother

(to drink) tea at eleven o'clock yesterday.
Ex.25

1. Last Sunday we (to go) skiing in the country. There (to be) already
a lot of snow in the fields and we (to enjoy) ourselves. We (to ski) for
two hours and a half. 2. They (to meet) at the station two hours ago. 3.
Where you (to spend) last Sunday? 4. We (to be) in a hurry because only
twenty minutes (to be) left before the beginning of the performance. 5.1
(to play) the violin when my friend (to come) in. He (to invite) me to the
theatre and | (to accept) the invitation with pleasure. 6. He (to ring) up his
friend and (to ask) him about the homework. 7. When | (to come) to the
theatre, my friend already (to wait) for me. 8. When | (to go) to the
dentist's, I (to break) my arm. 9. When the teacher (to walk) into the class-
room, the boys (to listen) to pop music and the girls (to eat) chips and (to
drink) lemonade. 10. She (to go) to the bank when | (to meet) her. She
(not to go) to the doctor's. 11. What you (to do) when the accident (to
happen)? — | (to walk) out of the hospital. 12. When the thieves (to

take) his money, he (to leave) the bank.
EXx.26

1. Lena (to sweep) the floor on Sunday. 2. Lena (to sweep) the floor from
eleven till twelve on Sunday. 3. They (to go) to the wood last
Sunday? 4. When they (to sail) down the river they (to see) a little
island. 5. We (to work) the whole morning yesterday. 6. Mother (to cook)



dinner at three o'clock yesterday. 7. She (to finish) cooking at four o'clock
yesterday. 8. At half past four yesterday we (to have) dinner. 9. They (to
translate) a difficult text yesterday. 10.1 (to open) the window at six
o'clock yesterday. 11. You (to go) to the cinema yesterday? 12. | (not to
see) Mike last week. 13. When | (to open) the door, my friends (to sit)
around the table. 14. When you (to begin) doing your homework
yesterday? 15. We (to discuss) the latest news from three till four
yesterday. 16. When | (to read) the newspaper yesterday, | (to find) an
interesting article on UFOs. 17. You (to watch) TV yesterday? — Yes, we
(to watch) TV the whole evening yesterday. 18. When you (to go) to bed
yesterday? 19.1 (to go) to bed at ten o'clock yesterday. 20. At half past
ten yesterday | (to sleep). 21. When | (to come) home from school
yesterday, my little brother (to sit) on the floor with all his toys around
him. He (to play) with them. I (to tell) him to put his toys into the box as

he (to make) too much noise.
Ex. 27

1 (to feed) my cat with fish yesterday. 2. What you (to do) at four
o'clock yesterday? — | (to feed) my cat. 3. What your brother (to do)
yesterday? — He (to play) computer games. 4.1 (to begin) repairing my
camera at six o'clock yesterday. 5. At five o'clock yesterday Helen (to
cook) soup. 6. What you (to do) when your sister (to come) home

yesterday?

7. You (to have) supper at nine o'clock yesterday?
He (not to go) to the shop yesterday. 9. Nick (to go) to bed at ten o'clock
yesterday. 10. Rick (to sleep) at eleven o'clock yesterday. 11. When we (to
play) in the yard yesterday, it suddenly (to start) raining heavily. 12. |
(to see) Mike when he (to cross) the street. 13. He (to begin) repairing



his bicycle in the morning yesterday. 14. He (to repair) his bicycle the
whole day yesterday. 15. He (to finish) repairing his bicycle in the
evening yesterday. 16. We (to play) badminton from nine till eleven
yesterday. 17. Kate (not to go) for a walk yesterday. She (to write) a com
position the whole day yesterday. 18. When your father (to come) home
yesterday? — He (to come) home at seven o'clock. 19. When my father (to
come) home yesterday, my mother (to make) supper. 20. We (not to

go) on a tramp last summer.
Ex. 28

We (to walk) down the street in the direction of Mike's house, when
we (to see) him in the window of a bus that (to pass) by. He (to
recognize) us, too, but he could not get off as the bus (to be) overcrowded.
We (to be) very sorry that we (to have) no chance to speak to him. But we
could do nothing and (to decide) to go back. At that very moment we (to
hear) Mike's voice behind us. "How funny,” he (to say), "l (to go) to

your place when I suddenly (to see) you here. | am so glad to see you."
Ex.29

The sun (to go) down behind the hills when | (to reach) a village
which (to be) only a few miles from the sea. The working day (to be)
over, and the villagers (to come) home from the fields. Along the road two
boys (to drive) cows and sheep in the direction of the village. I (to
approach) a group of people standing near the road and (to ask) them if
| could find a place in the village to spend the night. An old man (to say)
he would help me. He (to take) me to his small cottage at the far end of
the street. A fire

(to burn) in the stove when we (to enter) the house. One girl of about
eighteen (to prepare) supper in the kitchen while two other girls still (to



do) something in the kitchen garden near the house. The old man (to
invite) me to have supper with them. They all (to seem) to be nice people
and we (to have) a friendly talk. After supper my new friends and | (to
go) out into the garden. The moon (to shine) high in the sky, and the night
(to be) warm and beautiful. That evening (to be) very pleasant, and |

shall remember it a long time.
Ex.30

1. Where you (to be) yesterday? — | (to be) at home the whole day. —
How strange. | (to ring) you up at two o'clock, but nobody (to answer).
— Oh, I (to be) in the garden. | (to read) your book and (not to hear) the
telephone. 2. What you (to do) at five o'clock yesterday? — | (to work)
in the library. — | (to be) there, too, but I (not to see) you. 3. Nina (to
celebrate) her birthday yesterday. Her room looked beautiful, there (to
be) many flowers in it. When | (to come) in, somebody (to play) the
piano, two or three pairs (to dance). 4. Listen! Somebody (to play) the
piano. 5. | (to like) music very much. 6. When 1 (to look) out of the
window, it (to rain) heavily and people (to hurry) along the streets. 7.
What you (to do) at seven o'clock yesterday? — | (to have) sup per. 8.
When | (to come) home yesterday, | (to see) that all my family (to sit)
round the table*. Father (to read) a letter from my uncle, who (to live) in
Kiev. 9. Yesterday | (to work) at my English from five till seven. 10. It
(to rain) the whole day yesterday. 11. Where your sister (to~be) now?

— She (to be) in her room. She (to do) her homework..
Ex.31

1. We (to have) a postcard from them two days ago. They (to say)
they (to have) a marvellous time. 2. While she (to shop) this morning, she

(to lose) her money. She (not to know) how. 3. They (to announce) our



flight. We (to have) a problem. One of our suitcases (to miss). 4. Who (to
speak) there? — | (not to know). 5. He (not to smoke). He (not to smoke)
now. When he (to be) at the office yesterday, he (not to smoke), he (to
work) hard. 6. When my sister (to wash) he*- skirt, she (to find) a
pound note in the pocket. 7. When you (to learn) German? 8. We (to
go) home now because it (to be) late. 9. Who you (to wait) for? 10. Her
car (to break) down yesterday while she (to drive) to work. 11. When
and where it (to happen)? 12. She always (to wear) nice clothes for
work. Today she (to wear) a nice blouse and a dark skirt. 13. What she
(to watch) at the moment? 14. | (to see) my friend in the street
yesterday, but he (to run) for a bus and he (not to have) time to speak
to me. 15. What your son (to do)? — He (to study) computer science. 16.
What you (to do) at the weekend? 17. When she (to open) the door, a
man to stand) on the doorstep. It (to be) her uncle, but she (not to
recognize) him because he (to wear) dark glasses. 18. Last night we (to

go) to a cafe to meet our friends.
Ex.32

1. Where your brother (to work)? — He (to work) at an institute. 2.
Your grandmother (to sleep) when you (to come) home yesterday? 3.
What your brother (to do) tomorrow? 4.1 (not to go) to the shop yesterday.
| (to go) to the shop tomorrow. 5. Where Kate (to go) when you (to

meet) her yesterday?

6. Look at these children: they (to skate) very well.You (to skate) last
Sunday? — Yes, we (to skate)the whole day last Sunday. We (to skate)
again next Sunday. 8. My brother can skate very well. He (to skate)
every Sunday. 9. What you (to do) now? —I (to wash) the dishes. 10.
What you (to do) at three



o'clock yesterday? — | (to have) dinner. 11. You (to have) dinner now?
12. Every day the boss (to enter) the office at nine o'clock. 13.
Yesterday the boss (to enter) the office at half past nine. 14. When the
boss (to come) tomorrow? 15. At six o'clock yesterday we (to listen) to

a very interesting lecture.

Grammar ex-s. Revision
Ex. 33

Last night we (to go) to a football match. We (to take) a bus. The bus (to
be) full of people as many people (to want) to see the match. We (to get)
off the bus and (to go) in the direction of the stadium. While we (to
cross) the road, | (to see) Victor. He (to stand) at the corner. He said he
(to wait) for his friend who (to come) to St. Petersburg the day before
and (to wish) to see the new stadium. A man (to come) up to me and asked
if 1 (to have) a spare ticket for the match. Victor told us that two boys
just (to ask) him whether he (to have) a spare ticket. We (to enter) the
stadium just as the football players (to come) out on to the field. At the
entrance to the stadium we (to meet) Sergei. He (to show) us to our seats
and we (to agree) to meet in the snack bar during the interval. He (to ask)

me if | (to play) football in my childhood.
Ex.34

1. There (to be) two men in the room. One of them (to write) something
while the other (to read) a news- paper. 2. He (not to tell) me that he (to
receive) a telegram from her. 3.1 (to ask) him if he (to know) where she
(to live). I (to say) I (not to know) her address. 4. He (to ask) me if | (can)
give him your address. 5. She (to say) that he (to give) her the wrong
address. 6. | (to ask) him where he (to put) my letter. 7. He (to tell) us



that they (to spend) all the money. 8. | (to sit) in an armchair and (to
think) of my coming trip across the North Sea when the door suddenly (to
open) and an old friend of mine whom 1 (not to see) for a very long time,
(to enter) the room. 9. She (to come) to see us just at the time when we (to
have) dinner. It (to be) the first time | (to see) her. 10.1 (to see) him just
as he (to leave) the hotel. 11.1 (not to see) him before we (to meet) at the
concert. 12. He (to leave) the house before I (to have) time to ask him
anything. 13. After spending several days in Paris he (to feel) lonely and
(to want) to return home. 14.1 (to think) he already (to go) home. 15.1 (to
find) the old man in the garden. He (to talk) to some children who (to
stand) around listening to him. 16. He (to speak) a language we never (to
hear) before. 17. He (to tell) me he (to learn) it from the newspaper. 18.
He (to enter) the room, (to take) something from the desk and (to go)

out.
Ex.35

1. | (to return) to the hotel only late at night as I (to lose) my way in
the fog. When | (to come) up to my room, | (to see) Pete who (to stand) at
the door of the room. He (to wait) for me as he (to lose) his key and
could not get in. 2. When | (to wake) up, it (to be) already ten o'clock. |
(to call) my brother. Nobody (to answer). He already (to leave). 3. | (to
go) up to the open window. The rain (to stop) and the sun (to shine)
brightly. The birds in the garden (to sing). The morning (to be) fine. 4.
When the rain (to stop) I (to look) out of the window and (to see) John
who (to stand) under a tree waiting for me. 5. When | called at his
house, they (to tell) me that he (to leave) an hour before. 6. When | came
to the station, I (not to) find my friend there as | (to be) five minutes
late and the train (to leave). 7. He (to want) to visit the place where he (to



live) in his childhood. 8. The telegram (to come) some minutes after he (to

leave). 9. She (to look) very tired as she (to work) hard.
Ex.36

1. He (to come) home late yesterday. 2. She is very glad: she (to finish)
her composition at last. 3. He (to translate) the whole text by eleven
o'clock. 4. | never (to be) to Rome. 5. Last year we (to work) very much. 6.
When | (to have) breakfast, | went to school. 7. | (not to see) you for

ages! I am very glad to see you. 8. When you (to see) the "Swan Lake"?

9. My sister already (to graduate) from the institute. 10. He repaired the
toy which his brother (to break) the day before. 11. I (to see) an
interesting TV programme this week. 12. You ever (to be) to Trafalgar
Square? 13. They (to cook) the whole day yesterday.14.1 just (to see) Jack.
15. She (to wash) the dishes from five till six. 16. Look! She (to draw) a
very nice picture. 17. At this time yesterday | (to talk) to my friend. 18.
The TV programme (to begin) before I (to come) home. 19. | (not to eat)
ice cream since summer. 20. | understood that she (not to read) my letter.
21. She (to do) the rooms when | (to come) home. 22. It's all right: she (to

find) the way out of the situation.
Ex.37

1. Last summer we (to live) in the country and (to go) to the river
every day. 2. My sister (to spend) a lot of money yesterday. 3. She is so
upset: she (to lose) the key to the front door. 4. By the 1st of September
all the children (to return) from the country. 5. Columbus (to discover)
America 500 years ago. 6. Columbus (not to know) that*he (to discover)
America. 7. | already (to read) five English books. 8. He (to discuss) the
problem with a lot of people before he (to take) a decision. 9. Mother
(to bake) a delicious cake! Sit down at the table and let's eat it! 10. She (to



read) an English book the whole evening yesterday. 11.1 never (to be) to
Greece. 12. They (to tell) me yesterday that you (to get) an excellent
mark. 13. When you (to receive) a letter from your friend? 14. Our
grandmother (to cook) dinner from twelve till three yesterday. 15. Look!
What beautiful flowers she (to buy)! 16. They (to travel) along the coast
of Africa last year. 17. We (not to see) each other for ages. 18. They (to
eat) all the apples which | (to bring). 19. When the children (to have)
dinner, they (to go) for a walk. 20. You ever (to be) to the Niagara Falls?
21. At this time yesterday they (to sit) on the sofa and (to listen) to their
grandmother who (to tell) them fairy tales. 22. My friend just (to ring) me
up from London. 23.1 (to stand) at the tram stop when it (to begin) raining.

24. We (not to skate) since last winter.
Ex.38

1. She is very happy: her son (to finish) school. 2. My brother (to train)
at the stadium from six till eight yesterday. 3. My sister (to buy) a pair of
nice model shoes this month. 4.1 (not to dance) for ages. 5. When Nick (to
come) from school, his friends (to play) in the yard. 6. When your sister (to
go) to London? 7. My friend just (to recover) after a serious illness. 8.1
never (to be) to the Bahamas. 9. At this time yesterday we (to talk) about
you. 10.1 (to speak) to my friend yesterday. 11. Lookl Kate (to wash) all
the dishes. 12. Your mother (to return) from work? Can | speak to her?
13. She (to do) her flat the whole day on Saturday. 14. The cat (to drink)
all the milk which I (to give) it. 15. You ever (to be) to Piccadilly Circus?
16. He (not to read) Turgenev since he was a pupil. 17. They (to reach)
the river by sunset.18. | (not-yet to receive) an answer to my
letter.Only when she was going to bed, she remembered that she (to
forget) to ring up her friend. 20. We already (to study) seven

English tenses. 21. He (to spend) two weeks in Scotland two years



ago. 22.1 (to buy) a lovely fashionable dress. Now | shall
look smart at the party. 23. He (to learn) English before he (to go) to the
USA. 24. When she (to spend) all her money, she (to go) home

Ex.39

1. My friend (to like) pies. He (to eat) pies every day. When | (to meet)
him in the street yesterday, he (to eat) a pie. He (to tell) me that he (to
buy) that pie at the corner of the street. Look at my friend now! He (to
eat) a pie again. 2.1 always (to come) to school at a quarter to nine. 3.
Yesterday | (to come) to school at ten minutes to nine. 4. Tomorrow Nick
(not to go) to the cinema because he (to go) to the cinema yesterday. He
already (to be) to the cinema this week. Look! He (to cry). 5. What your
brother (to do) now? 6. My father (to work) in an office. It (to be) Sunday
now. He (not to work), he (to read) at home. 7.1 (not to see) you for a
while! You (to be) busy at work? — | (to have) an awful week, you (to
know). 8. What he (to do)? — He (not to do) anything really. He just (to
look) at some magazines. 9. We (to have) rather a difficult time at the
moment. — | (to be) sorry to hear that. 10. Something awful (to happen).

Her little daughter (to swallow) a coin.
Ex.40

1. We (to bring) a lot of berries from the wood. Now we shall make
jam. 2. Look! Jane (to swim) across the river. 3. What you (to do) at six
o'clock yesterday? 4. You ever (to see) the Pyramids? 5.1 (to go) to the
Caucasus two years ago. 6. We (to go) to school every day. 7. Nick (to do)
his homework by seven o'clock yesterday. 8. You (to help) your father
tomorrow? 9. When Nick (to come) home yesterday, his mother (to
return) and (to cook) dinner in the kitchen. 10. When | (to go) to
school yesterday, | suddenly (to remember) that | (to forget) to take



my English exercise book. 11. Yesterday grandfather (to tell) us how he
(to work) at the factory during the war. 12. When Mr. and Mrs. Smith
(to arrive) home, they (to discover) that someone (to break) into their
house. Their video recorder and television (to disappear). They (not to
know) what they (to do) to deserve this bad luck. 13. The man (to get)
off the bus without paying while the conductor (to collect) fares

upstairs.
Ex.41

Don't go to Nick's place now, he (to work). He (to finish) his
homework at seven o'clock. If you (to come) after seven, he (to be) very
glad. 2. Pete (to go) to the cinema? — Yes, | (to think) so. He usually (to
play) in the yard at this time, and now he (not to be) there. 3. He (to
read) a book at five o'clock yesterday. 4. You (to go) for a walk with
me? — | (to be) sorry, | can't. I (to do) my homework. | (not yet to
write) the English exercise. If you (to wait) for me, I (to go) with you in
half an hour. I (to want) to go for a walk very muph, because | (not to go)
for a walk yesterday. 5. Yesterday the children (to do) all their
homework before mother (to come) home and when she (to come), they
(to play) with the cat. 6.1 (to lose) my key when | (to play) in the yard yes-
terday. 7. Ring me up as soon as you (to come) home. 8. Where you usually

(to take) books for reading.
Ex.42

1. Mike (to eat) ice cream every day. Look, he (to eat) ice cream now.
When | (to see) him in the morning, he (to eat) ice cream, too. He (to say)
he (to eat) one ice cream already by that time. | think he (to fall) ill if he
(to eat) so much ice cream. 2. They (to walk) along the street and (to
talk). Suddenly Nick (to stop) and (to say): "Oh, what shall we do? I (to



lose) the key to the door." "If you (not to find) it," said Pete, "we (to
have) to wait for mother in the street.” 3. When | (to come) to the
station yesterday, | (to learn) that my train already (to leave). 4.What

he (to do) when you (to see) him yesterday?
Ex.43

1. Let's go for a walk. The rain (to stop) and the sun (to shine). 2. If
you (to help) me, I (to do) this work well. 3. I always {to get) up at eight
o'clock, but tomorrow | (to get) up a little later. 4. What you to read)
now? — | (to read) Tom's book. | (to be) in a hurry. Tom soon (to come),
and | (to want) to finish reading the book before he (to come). 5. As soon
as you (to see) your friend, tell him that I (to want) to see him. 6.
When | (to come) home yesterday, my brother (to sleep). 7. When you
(to come) to see us? — | (to come) tomorrow if I (not to De) busy. 8.1
(not to like) apples. 9. He (to come) home at five o'clock yesterday. 10. |
(to ring) you up as soon as | (to come) home tomorrow. 11. | (to show)
you my work if you (to like). 12. He (to come) home by six o'clock
yesterday. 13. Pete certainly (to help) you with your English if you (to
ask) him. 14. This little boy never (to see) a crocodile. 15. Send me a

telegram as soon as you (to arrive).
Ex.44

Yesterday | (to put) five apples into the vase. Where they (to be)
now? — | (to eat) them. You (to bring) some more tomorrow? — Yes, if
you (not to make) noise when granny (to sleep). 2, You ever (to be) to
the Hermitage? 3. What Nick (to do) when you (to ring) him up
yesterday? — He (to play) the piano. He (to tell) me that he already
(to write) his composition. 4. Why she (to sleep) now? It (to be) too

early. She never (to sleep) at this timen5. You (to go) to the library



tomorrow? — No, | already (to be) to the library this week. | (to be)
there on Monday. As a rulev | (to go) to the library every Wednesday.
But yesterday | (not to go) there, because | (not to read) the book. I (to
read) it now. | (to go) to the library on Saturday if | (to finish) the book

by that time. 6. As soon as | (to receive) a letter, | shall go to Moscow.
Ex.45

1.Autumn (to come). It (to be) November now. It (to get) colder, the days
(to get) shorter. It often (to rain). Soon it (to be) very cold. 2. When | (to
do) my homework yesterday, | quickly (to run) to the yard, because my
friends (to wait) for me there. 3. We (to have) a good time last summer.
4. What you (to learn) for today? — I (to be) sorry, | (not to prepare) my
lesson. | (to be) ill yesterday and (not to know) what to do. | (to prepare)
my lesson tomorrow. — If you (not to prepare) your lesson tomorrow,
you (to get) a bad mark. 5. What you (to do) at five o'clock yesterday? 6.
Mike always (to do) his homework in the evening, but today he (to begin)
doing it as soon as he comes from school, because his father (to promise) to
take him to the theatre. 7. When Mary (to come) home, her brother (to
read) the book which she (to bring) him two days before.

Ex.46

1.Hello! Where you (to go)?— Nowhere in particular. | just (to take) a
walk. 2. Our students (to do) all kinds of exercises and now they (to be)
sure that they (to know) this rule well. They (to hope) they (to make)
no mistakes in the paper. 3. The expedition (to cover) hundreds of
kilometres, but they still (to be) far from their destination. 4. You (to
go) to Great Britain next year? 5. Yesterday Nick (to say) that he (to read)
much during his summer vacation. 6. At the age of twenty my father (to

combine) work and study. 7. A great number of students (to study) in the



reading room when | (to enter)i it last night. 8. The storm (to rage) the
whole night, and the sailors (to try) to do their best to save the ship. 9.
Mike's friends could hardly recognize him as he (to change) greatly after
his expedition_ to the Antarctic. 10. When | (to enter) the hall, the stu-

dents (to listen) to a very interesting lecture in history.

Ex.47

1.1t was eight o'clock in the morning and time for me to go to work. |
(to look) out of the window It (to rain) hard. "You (to get) wet through
if you (to go) out now," said my mother. 'No, I ..., 1 «l (to take) an
umbrella." We (to have) five umbrellas in the house, but when I (to want)
to take one, | (to find) that there (to be) not one that | could use: they all
(to be) torn or broken. So I (to take) them all and (to carry) them to the
umbrella maker, saying that | would call for the umbrellas on my way
home in the evening. When | (to go) to have lunch in the afternoon, it
still (to rain) very hard. I (to go) to the nearest cafe, and (to sit) down
at a table. A few minutes later a young woman (to come) in and (to sit)
down at the same table with me. When 1 (to finish) my lunch and (to be)
ready to leave, | absent-mindedly (to take) her umbrella and (to start) for
the exit. She (to stop) me saying that | (to take) her umbrella. I (to
return) the umbrella with many apologies. In the evening | (to go) to the
umbrella maker, (to take) my five umbrellas and (to get) on the tram to
go home. It so happened that the woman | (to meet) at the cafe (to
ride) in the same tram. When she (to see) me with my five umbrellas,
she (to say): "You (to have) a successful day today, (to have not) you?"

Ex.48

This man (to be) a writer. He (to write) books. He (to write) books

since he was a young man. He already (to write) eight books. 2. What



you (to do) here since morning? 3. Lena is a very good girl. She always
(to help) her mother about the house. Today she (to help) her mother
since morning. They already (to wash) the floor and (to dust) the
furniture. Now they (to cook) dinner together. 4. He (to run) now. He
(to run) for ten minutes without any rest. 5. What they (to do)
now? —e They (to work) in the reading room. They (to work) there for
three hours already. 6. Where he (to be) now? — He (to be) in the
garden. He (to play) volleyball with his friends. They (to play) since
breakfast time. 7. | (to live) in St. Petersburg. | (to live) in St.
Petersburg since 1990. 8. This is the factory where my father (to
work). He (to work) here for fifteen years. 9. You (to find) your
notebook? — No! | still (to look) for it. | already (to look) for it for two
hours, but (not yet to find) it. 10. You (to play) with a ball for three
hours already. Go home and do your homework already (to do) her
homework for two hours; but she (not yet to do) half of it. 14.1 (to wait)
for you since two o'clock. 15. What you (to do)? — | (to read). I (to
read) for two hours already. | already (to read) sixty pages. 16. It is
difficult for me to speak about this opera as | (not to hear) it. 17. | just
(to receive) a letter from my granny, but | (not yet to receive) any
letters from my parents. 18. The weather (to be) fine today. The sun (to
shine) ever since we got up. 19. Every day | (to wind) up my watch at 10
o'clock in the evening. 20. Come along, Henry, what you (to do) now? |
(to wait) for you a long time. 21. Where your gloves (to be)? — I (to put)
them into my pocket. 22. | (to stay) with some American friends in
Chicago. | (to stay) with them for two weeks now. | (to have) a great
time here. | (to take) the opportunity to improve my English. | already
(to see) the towering skyscrapers of Chicago which are reflected in the
rippling water of Lake Michigan. | just (to take) a picture of Chicago's
Sears Tower which (to rise) 1,707 feet and (to provide) a panoramic



view from the skydeck. 23.1 (to go) to give that cat some food. | (to be)
sure it (to starve). — But Jane already (to feed) the cat. You needn't do
it.

Passive Voice

Ex 1. Open the brackets using the verbs in Active and Passive Voice.

1. Nobody (to see) him yesterday. 2. The telegram (to receive) tomorrow.
3. He (to give) me this book next week. 4. The answer to this question
can (to find) in the encyclopedia. 5. We (to show) the historical
monuments of the capital to the delegation. 6. You can (to find)
interesting information about the life in the USA in this book. 7. Budapest
(to divide) by the Danube into two parts: Buda and Pest. 8. We (to call)
Zhukovski the father of Russian aviation. 9. Moskow University (to

found) by Lomonosov. 10. Yuri Dolgoruki (to found) Moskow in 1147.

Ex 2. Put the following sentences in Active Voice. Use the

appropriate subjects.

1. The room was cleaned and aired. 2. Have all these books been read? 3.
Whom were these letters written by? 4. The letters has been just typed. 5.
She showed me the picture which had been painted by her husband. 6. |
shall not be allowed to go there. 7. He has been told everything, so he
knows what to do now. 8, All the questions must be answered. 9. The
door has been left open. 10. Betty was met at the station. 11. The girl was
not allowed to go to the concert. 12. She said that the new timetable had
not been hung up on the notice board. 13. The chicken was eaten with
appetite.14. The papers had been looked through and corrected by the
next lesson.15. This article will be translated at the lesson on Tuesday.

Ex 3. Open the brackets using the verbs in Passive Voice.



1. Two reports on Hemingway's stories (to make) in our group last
month. Both of them were very interesting. 2. He said that Grandmother's
letter (to receive) the day before. 3. Two new engineers just (to introduce)
to the head of the department, 4. Don't worry, everything will be all right:
the children (to lake) to the theatre by the teacher and they (to bring) back
to school in the evening. 5. | am sure | (to ask) at the lesson tomorrow. 6.
They told me that the new student (to speak) much about. 7. The hostess
said that one more guest (to expect). 8. The newspaper said that an
interesting exhibition (to open) in the Hermitage the next week. 9. This
new dictionary (to sell) everywhere now. 10. All the texts (to look)
through yesterday and not a single mistake (to find). 11. Why have these
cups been put in this cupboard? 12. Nick was told to go home at once. 13.
This mountain has never been climbed before. 14. After the facts had
been thoroughly explained to her, she no longer felt worried. 15. The
Greeks were attacked by the Persians from the sea.

Ex 4. Translate into English using the passive Voice.

1. le 3apa3 Bam 6pat? — Moro nocinamu y ®panrito. 2. IIpo Bac Tibku
o roopuiu. 3. Y nmoma 3 Hei mocMisuiucs. 4. XTO HamucaB IbOTO
mucta? 5. L1 xBiTM wioitHO 3ipBanu. 6.Tebe BUOpa MPOCUIM MPUNTH
panime? 7. Cobop cBstoro Ilasna Oyaysas apxitektop Pen.8. 3a mikapem
MONUTIOTH 3aBTpa. 9. Bipuii PobepTta bepHca 3Hat0Th y 0araThoX KpaiHax
ceiry. 10 . Ileit mict me Oynyerbcs. Bin OymyBaBcsi, Koiu s MOTO
no0auus Broepiue. 1 1. Konu Yapas3 [ikkeHc OyB MajJe€HbKUM XJIOMTYUKOM,
Horo OaTtbka mocaauiau A0 OoproBoi B’si3HuIl. 12.Komu s modaB im
J0TIOMaraTH, CTaTTio Bxke nepekianu. 13. [{e onoBigands oOroBopuiu Ha
ypoui jitepatypu. 14. Komau s moBepHYBCS J100MY, yCl MOi Balli3u
Oynyth yxke ckiageHi.l5. TBopu aHMMMCHKUX 1 aMEPUKAHCHKUX

NUCbMEHHUKIB BHJAIOTh Y BChOMY CBITI. 16. 3a jikapeM MNONUIIOTH



3aBTpa. 17. Mene BimpexomMeHayBaiu ioro 6atbky Buopa. 18.1la omepa
HamucaHa cTo pokiB Ha3zaa.19. Ilpo wmel emizox Garato roBoOpsTh y

Halomy OyIUHKY.
Translation
Conditionals

Ex.1 Open the brackets using the verbs in appropriate forms.

1. If you (not to buy) coffee, we shall drink tea. 2. If he is free tomorrow,
he certainly (to come) to our party. 3. My brother would not have missed
so many lessons if he (not to hurt) his leg. 4. If my friend (to work) in my
office, we should meet every day. 5. If you spoke English every day, you
(to improve) your language skills. 6. If | were a famous singer, | (to get) a
lot of flowers every day. 7. If my brother (to be) in trouble, I shall help
him, of coarse. 8. If | don't manage to finish my report today, | (to stay) at
home tomorrow. 9. If she were more careful about her diet, she (not to
be) so stout. 10. If you had not put the cup on the edge of the table, it (not
to get) broken. 11. | should be very glad if he (to come) to my place. 12.
If you (to do) your morning exercises every day, your health would be
much better. 13. If he is not very busy, he (to agree) to go to the museum
with us. 14. If a dog (to bite) in her leg, she would go straight to hospital.
15. If he had known it was going to rain, he (to take) his umbrella to work

today.

Ex 2. Open the brackets using the verbs in appropriate forms after |

wish.



1. The unfortunate pupil wished he (not to forget) to learn the rule. 2. |
wish 1 (to have) a season ticket to the Philharmonic next winter. 3.1 wish
| (to consult) the teacher when | first felt that mathematics was too
difficult for me. 4.1 wish | (can) give up smoking. 5. She wishes she (to
see) him at yesterday's party. 6.1 wish | (not to forget) my friend's
birthday yesterday. 7.1 wish | (to bring) my camera last summer. 8. Do
you wish you (to be) in the Guinness Book of Records? 9. Some people
wish they (can) appear on a TV game show and become famous. 10. She

often wishes things (to be) different.

Ex 3. Form the conditionals.

1. He is busy and does not come to see us. If ... 2. The girl did not study
well last year and received bad marks. If ... 3. He broke his bicycle and so
he did not go to the country. If ... 4. He speaks English badly: he has no
practice. If ... 5.1 had a bad headache yesterday, that's why | did not come
to see you. If ... 6. The sea is rough, and we cannot sail to the island. I ...
7. It is late, and | have to go hone. If ... 8. | was expecting my friend to
come, that’s why I could not to go to the cinema with you. If ..... 9. He
always gets top marks in maths because it is his favourite subjects and he
works a lot atit. If ....... 10 We lost our way because the night was pitch-
dark. If ..... 11. The travelers had no camera with them, so they could not
take photos of the beautiful scenery. If .....12. Naturally she was angry,
because you were in her way. If ....13. Why didn’t you watch the cat ? it
ate all the fish. If ..... 14. A huge black cloud appeared from behind the
forest, so we had to turn back and hurry home. If ..... . 15. You left the

child alone in the room, so he hurt himself. If ...... .

Grammar ex-s Reported Speech



Ex 1. Remake the sentences changing Direct Speech into Indirect

Speech.

1. The mother said: "The children are in the nursery, doctor". 2. "I have
no time for lunch today," said the boy to his mother. 3. "You speak
English very well," said the woman to me. 4. My brother said to me: "I
am going to become a doctor”. 5. My uncle said to us: "l buy several
newspapers every day." 6. The teacher said to the pupils: "Next week we
shall have six hours of English a week." 7. The student said: "I can't
answer this question. | don't understand it. " 8. He said to me: "They are
staying at the "Europe" hotel.” 9. He said: "They are leaving next
Monday." 10. He said: "I shall not stay with my friends too long." 11.
Boris said: "I go to the south every year." 12. He said: "l am going to a

health resort tomorrow." 13. Nick said: "I have never been to London."
Ex 2. Renew Direct Speech in the sentences.

1. Tom said he would go to see the doctor the next day. 2. He told me he
was ill. 3. He told me he had fallen in love. 4. They told me that Tom had
not to come to school the day before. 5.1 told my sister that she might
catch cold. 6. She told me she had caught cold. 7. He said that while
crossing the English Channel they had stayed on deck all the time. 8. The
woman said she had felt sick while crossing the Channel. 9. She said she
was feeling bad that day. 10. The old man told the doctor that he had pain
in his right side. 11. He said he had just been examined by a good doctor.
12. He said he would not come to school until Monday. 13. The man said
he had spent a month at a healthy resort. 14. He said that his health had

greatly improved since then.



Ex 3. Answer the questions using Indirect Speech.

1. "My favorite books are "Gulliver's Travels" and "Robinson Crusoe",

answered Vera. "And now | am reading a novel by Walter Scott."
What did Vera answer Nina?

2. "Last year we learnt some poems by Byron and Shelley, they are so

beautiful," said Nina.
What did Nina say?

3. "I know many poems by these great poets. | have read some books

about Byron and Shelley, too," said Vera.
What did Vera tell Nina?
4. "This year we shall read a play by Shakespeare in English," said Nina.

What did Nina say?



TYPES OF COMPANIES

As you know, there are different companies in the world of business-
companies, which operate only on domestic market, and big multinationals
with subsidiaries all over the world. There are companies, which employ
thousands of people, and companies with only one person. And the type of a

company depends on its form of ownership.

Read the text about different kinds of companies in the UK.
Before reading study the following words:

Public limited company (plc) — akyioHepHa KOMnaHia 8i0KpumMozo

muny

Private limited company — aKyioHepHa KOMMNAHiA 30KpUMoao

muny
Sole trader — npusamHuli nionpuemeuyb
Partnership — mosapucmeo

Share — akuyia

To share — dinumuceo

Shareholder — akyioHep



Stock Exchange — ¢poHO08a 6ipca
Debt — 6ope
Losses — 36umku

Many of the larger businesses in the UK are public limited
companies. It means that the public is able to buy and sell
shares on the Stock Exchange. The examples of such companies
are Marks and Spencer, Guinness and the National Westminster
Bank. However, it is very expensive to set up this kind of company
(minimum $ 100.000). That's why small businesses take one of

the following forms:

Q Sole trader or Sole proprietor

This is the simplest way of starting a business. You work on your own
and entirely responsible for all aspects of running your business. This is

especially suitable for small retail businesses.

G Partnership

When two or more people want to start a business together they can set
up a partnership and agree on how the business will be operated. All
partners are responsible for the debts of the partnership and profits

and losses are shared between them.

G Private Limited Company

A company can be formed with minimum by two people becoming its
shareholders. If the company goes out of business the responsibility of

each shareholder is limited to the amount of money that he has



contributed. A private limited company has the letters Ltd. (Limited)

after its name.

Answer the following questions:

e Where are shares bought and sold?

e Who is entirely responsible for running his

business?

e What type of company has the letters Ltd. after its

name?

e How many people are needed to set up a

partnership?

2, Match the verbs on the left with the nouns on the right to

form business expressions.

a)establish 1. profits
b)pay 2. business
c)buy 3. company
d) contribute 4. debts
e)run 5. money
f) share 6. shares

3. Fill in the gaps with the word combinations from the previous exercise.

Put them in the proper form.

a) If you want to get more profit, you need to ..... more ...... .



b)My uncle was a very wealthy man because he............. of the profitable

companies on the Stock Exchange.
c)l don't like ............... with someone else. That's why | am a sole proprietor.

d)Nowadays it is very difficult to.............. for small companies because of

great competition.

e)Before ......cceeeeuvneen. you need to decide what form of owner ship it will
have.

HWe............ all............ together with my partner when our company went
bankrupt.

British American
Sole proprietor - individual (single) proprietor
Public limited company (plc) - Corporation (Inc)
Private limited Company (Ltd) - Close Corporation

Choosing the form of ownership is very serious and responsible deci-
sion. Before making this decision businesses should take into account
not only money matters but also all advantages and disadvantages of

these forms of companies.




Reading

Read about pluses and minuses of running a sole proprietorship and

decide what is the biggest advantage and disadvantage in this form of

ownership.

Sole proprietorship

advantages

disadvantages

e |t is easy to start.
e |t is inexpensive to start.

e It is flexible, because the sole pro-
prietor himself/herself holds all the

authority.

e |t is best adapted to a small business

because it can provide individualized

products and services to their

¢ “Unlimited liability”- if the owner gets
into debt he risks losing his money and

property to pay bills.

o If the owner isill or dies it is difficult for

the business to continue.

eTypically there are long working hours

and few holidays.

® There are not much money to

Listening

Listen to a business expert describing the positive and negative sides of

setting up a partnership. Complete the table below.

Partnership

Advantages

Disadvantages




Well, partnership is very common type of organization. As you know,
it's impossible for one person to know everything about business, so
partners can help each other and specialize in certain areas. And one
more important fact that responsibilities can be also shared and each
partner can have more free time. It's also easier to expand business

because there is more capital to invest.

But if you have chosen a bad partner, it's really a pity because it's very
hard to get rid of a bad partner and disputes or arguments about the
business are unavoidable. And in addition partnerships have unlimited

liability.

Corporation




advantages

disadvantages

« [t is easy to attract investments.
« Corporation does not die with
the death of a founder or
partner, and ownership rights
can be easily passed on to other
people. « It provides the
opportunity of using talents,
knowledge, and experience of an

unlimited number of people.

« It has the financial power to

research, develop, and produce

new goods.

« It is difficult and expensive to start. « It

is difficult to control.

« The management usually takes

great care of the principal stock-

holders' interests, while the rights of

those who have a small number of

shares are often neglected.

« It's more strictly regulated legally
than a sole proprietorship or part-

nership is.

6. Match words from each column to make common word combi-

nations.
1. provide
2. raise
3. invest
4. keep

5.attract

a. investments
b. control
C. money
d. service

e. profits




7. Make up five sentences with these word combinations.

8. Fill the gaps in the sentences below with words from the

box.

4 N

a) Headquarters b) partnership

c¢) Corporations d) private limited company e)
shareholder f) owned g) Stock
exchange i) sole proprietor

- )

1. The .......of this corporation have greatly increased in value during the last

two weeks.

2. The ......... of their office is in Portland, Oregon.

4.If a business is .......... by several partners, itisa ...........
5. e sell their stock at the .......... .
6. All owners of a corporation are called .......... .

7. Business people .......... their money, efforts, and talents to organize

partnerships.

8.When the shares of a corporation are not freely sold at the Stock

EXChange, it S @ .cviieiieeiieecee e e e

9. Make up questions to suit the answers.



A partnership can have up to 20 partners.

Shareholders are people who own shares in a company.

The Stock Exchange is a place where shares are bought and sold.
4. ?

It's easy and inexpensive to start.

Greater influence belongs to shareholders who have more shares because

they have more votes at the annual stockholders' meetings.

10.You are a business consultant. A visitor comes to your office
asking for advice. He or she wants to set up a sole proprietorship. Fill

in the answers to your visitor's questions.
You: Hello! How can | help you?

Visitor: Good morning! My name is ...... | want to setup a sole
proprietorship! | plan to open a small shop selling shirts and ties. Could

you please give me some recommendations?
You: With pleasure. What would you like to know?
Visitor: What must | have and know to start a sole proprietorship?

You:



Visitor: But what if | don't have enough capital to invest?

You:

Visitor: Is it very difficult and expensive to start a sole proprietorship?

Visitor: | know that, besides money, | should invest some personal as-
sets. | don't understand what "personal assets" mean. Could you ex-

plain it to me, please?

You: Personal assets are .....cccccvvvveevvievieeeeeeceeeeeeeeeeee,

Visitor: Can anybody else, besides me, own and operate my business?
You: No, only the sole proprietor can .................

Visitor: | have a lot of objectives for my business. But can you tell what |

should consider as the main objective?
You: There is only one main objective in every business. Itis .........
Visitor: Thank you. But | think I'll have to come again.

You: You are very welcome.

Discuss the problem:

Josef Stanley is a very good designer. He thinks about starting
his own business. He plans to provide different services in

designing and decorating offices and apartments. But he



doesn't know what to start with and what form of business to

choose. What would you recommend him?
Case study.

John has always wanted to have his own restaurant. He is a

wonderful cook and likes good homemade food very

much. He worked for a big company, but one day

(=
] 10‘;0}’ « /7 when he thought he had enough money, he decided to
sleave his job and work for himself. He rented the
bottom floor in a large house to open his restaurant,
but soon realized that he didn't have enough money to purchase all
the equipment he needed. Yet, he managed to get a loan from the
bank, and the restaurant was opened as planned. Unfortunately,
he had no money left for an advertising campaign. Since few people
knew about the new restaurant, there were few customers. The
food was very good, but rather expensive because it was
prepared by John himself. He had to raise prices even higher to
pay the expenses because he had so few regular customers. Soon
even they stopped visiting John’s restaurant since there were
cheaper restaurants and cafes in the neighborhood - a lot of fast-
food restaurants among them. Very soon John’s expenses were
higher than his profits. He could not repay the bank for his loan or
even its interest. His rent was overdue. Within a year he went

bankrupt, the restaurant was sold, and John had to look for

another job.

? Answer the following questions:

e Why did John fail? List the reasons of his failure.



e If you were a business consultant, what would you recommend

John to do before opening his restaurant?

Role play
Student A Student B
You are John. You have come to a business You are a business consultant. A man has

consultant for recommendations. Answer the | come to your office for recommendations.
consultant's questions and discuss his/her He wants to open his own restaurant. Ask him
recommendations with him/her. all the questions you need to ask: investment
capital, location of the planned restaurant,
kinds of food to be served, opportunities
for advertising, etc. Then give him your

recommendations.

PROJECT WORK

You have already created your own company. Now you need to
decide what type of organization to choose. In groups conduct a

discussion; give reasons for your decisions.

COMMUNICATION WORKSHOP

INVITATIONS

Inviting We'd like to invite you to...

Would vou like to come to...?

We wondered if vou could come to...?
What about...?

Accepting |[Thank you...

I'd love to.

That would be nice.




I'd be delighted.

I'd love to, but...

I'm sorry, but I've got another engagement
I'm afraid | can't come. I'm going to...

Is it far?

What's the best way to get there?

I'd recommend you to take a taxi.

I'll send vou a man.

Would Tuesday evening suit you?

What sort of time?

Shall we say 8 o'clock?

Let's sav 8 to 8.30

So, that's 7.30 on Wednesday?

Let me just confirm that. Tuesday at 8.00, at your
| look forward to seeing you.

1. Helen Connell wants to invite her business partner
Josef Green to visit her house. Complete Josef's half of

the dialogue with sentences a to d.

Helen: We'd like to invite you to our house before you return to

England.

JOSEL: ceriuieiiiiniiiiniiiieiniietiireciiiessisessisecssessesens

Helen: Could you manage Saturday?

8 10T R

Helen: Well for drinks, and then for dinner.

JOSEL: cueiiniiiiiiiriiiiiiitiiittiititeittnittatsecanes ?

Helen: That's fine. There will probably be a few other people, but we'll
keep it nice and informal.

JOSEE s eeenreeeerseeessecessesessssessssessssessssessosassosssses



a)That's really very kind, Helen.
b)Yes...what sort of time?
c)So about 7.30?

d)Great. I look forward to it.

2. Complete sentences a and b so they mean the same as

the sentence in italics.

1. What day do you prefer?
aWhatday.......cccceeeeeeiieeciiiiireeeeeee e, you?

b What day is......cccccceeeeeiieeeccinninreeeeenn. for you?

2.How about Wednesday?
: [N Wednesday convenient?

5 N Wednesday suit you?

3.Sunday's convenient for me.
A SUNAAY...ccveiiieiiiiiiiiiiirrreeeeee e me.

b Sunday.......cccocvveeiiiiiiiiieieeieeeees fine for me.

4.1 can't make it on Friday.
aFriday ....ccccceeeeeeieeiciniieeeee, convenient for me.

b Friday ....cccooeeeeeeeeiiieeeeeeeeeeeeeee, suit me.



3.Pair work

9 Prepare five invitations of your own (for dinner at

your house, for a drink after work, for a game of golf or

tennis). Then, in pairs, take it in turns to make and respond to the

invitations.

\d &5 4.Pair work

Student A

You are a visitor to Student's
B company. You will be invited
out to dinner. You are only in the
country for four days and you
only have one evening free

(Thursday). Respond to the

invitation positively and politely.

Make sure you understand the

arrangements.

Student B

Student A is visiting your country
and you are responsible for look-
ing after him/her. You would like
to invite your guest to dinner
at your home, if possible on
Monday evening. Other evenings
are possible but not so ideal. If
you can, organize the dinner and
make all the arrangements,
including picking him/her up,

efc.




5.Pair work

Student A Student B

Your are visiting Student s B Student A is on training course
country for a training course. in your city. Invite him/her to
He/she will invite you to the the theatre tomoroow evening.

theatre tomorrow evening.
Unfortunately, you have already
arranged to go out to dinner

with some friends.

_wiondthar_ Cultural corner
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(’g The Business of Gifts

. Being invited out to someone’s home in a foreign

=¥

country poses questions about what to wear, what
to take, when to arrive and leave and what gifts to give. Everyone
likes to get gifts, and business people are no exception — but what

gifts are appropriate?




1. Read the information about the culture of gift-giving in different coun-

tries. Can you guess what country is described?

Match each paragraph with a country where these customs

are used.
1 a) Brazil
2. b)Japan
3. c) U.S.A.
4, d) Switzerland

1 Gifts are given frequently and are important part of all

relationships. Politeness may require that the recipient first decline the
gift; the giver may have to offer it three times. Since gifts are never
opened in the presence of the giver, the presentation is of equal

importance. Proper gift-wrapping is vital. Gadgets are popular gifts.

2 businesspeople in this country give out many

promotional

items, which are not gift-wrapped. Formal gift giving among U.S. ex-
ecutives is usually limited to Christmas and commemorative events. Some
executives who deal with foreigners have learned to give gifts on other
occasions. Gadgets are popular, and gifts may display a corporate logo.

Gifts are opened immediately.

3 Gift-giving habits vary among three major linguistic
groups.




Quality and craftsmanship are appreciated, but gifts must not be mis-
taken for a bribe. Small, tasteful gifts are preferred over the large and
ostentatious. Crafts or folk art from your home region are respected.

Gifts are usually opened immediately.

4 Hospitality is important, but gift giving is not universal

among

businesspeople. Secretaries at companies can be very helpful, and a gift
of a scarf or perfume is a good way to express appreciation. However,
gifts to members of the opposite sex can be misinterpreted; a man
should say: «This is from my wife» when giving a gift to a woman. Be
cautious about gifts with a green-and-yellow color scheme, which

represents the national colors. Gifts should be stylish.

? Discuss the following questions.

e Are gifts important in business communication in your country?
e What gifts are common?

e Are there any special traditions connected with gift giving?
3.Write a short report about the culture of gift giving in Ukraine.

4.Do the following quiz to find out more about different cultures

and different gifts.

Beware Businessmen Not Bearing Gifts



1. Match the occasion when a gift is absolutely required with the

country.
A.July15andJanuaryl 1. United Arab Emirates
B. Every stage of adeal 2. Nicaragua

C. Secretarial services 3. Japan

2. Your Singaporean client looks stricken when he sees the gorgeous hand-
made cowhide boots you had bought especially for him. True or false: Your

client is probably a practicing Hindu.

3. True or false: A gift should always be wrapped in its country oforigin.

4. True or false: In Asia, the recipient of a gift will place the gift aside,

rather than opening it in the presence of the giver.

5. Sport-related gifts are often appreciated. Of course, you need to know
your client's sport. In the Caribbean, you |l find golf, tennis, snorkeling, and

fishing, but other sports are present as well.

Match the following sports and countries:
a.Cricket and polo l. USA
b.Football 2. Russia

c. Bowling 3. Barbados



d.Baseball 4. Aruba

e.Billiard 5. Brazil
COMPANY STRUCTURES
£ In business organization structure means the rela-

~ ~ 4 tionship between positions and people who hold the

Welcome
to the

‘positions. Organization structure is very important
because it provides an efficient work system as well as a

learning
zone

system of communication. Most companies are made
up of three groups of people: the shareholders (who
provide the capital), the management, and the
workforce. The management structure of a typical company is shown in
the following organization chart.

The organizational chart of the company

Chairman

|

Managing Director

l

Financial Marketing Production Personnel

Director Director Director Manager




l l

Chief Public Advertising
Accountant | Relations Manager
Manager

Read how things are organized in a company.

Before reading study the following words:

‘ \ Hierarchy — iepapxisa

Board of Directors — paga nupekTopiB
Chairperson — rojioBa paau IupeKTOpiB

Manging Director — gupekTop

Senior managers — rOJIOBHI MeHe/{?KePH
Advertising (publicity) — pexsiama

CEO — BUKOHaBYHNH JUPEKTOP

To appoint (to the position) — mpu3HayaTH Ha MOCaxy

At the top of the company hierarchy is the Board of Directors,
headed by the Chairperson (or President). The Board is
responsible for making policy decisions and for determining
the company's strategy. It usually appoints a Managing

Director (or Chief Executive Officer) who has overall



responsibility for the running of the business. Senior managers

head the various departments or functions within a company,

which may include Marketing, Production, Finance etc.

Answer the following questions.

e What is headed by the Chairperson or President?
What is the Board of Directors responsible for?
What is Managing Director responsible for?
What do Senior managers head?

Who provides capital for a company?

1.Fill the gaps with the necessary prepositions.

1. Our company is headed ....... the President.

2. Wedeal ........ producing and selling cosmetics.

3. Our Marketing Manager is responsible........... promotion of goods and
reports directly ........... the President.

4.Marketing Department usually consists .......... two divisions - Sales and
Advertising.

5.As to Human Resources Department, it takes care ........... the

personnel, its recruitment, and training.

6.0ur subsidiary is composed ........... five Regional departments.

2.Below you see the organization chart of Royal Swedish Crystal. Find

where you are in the chart.



RSC is a small company, which produces high-quality glasses and sells these all
around the world. There are 18 employees and the Managing Director. He is

responsible for sales and marketing and has under him a sales team of three:

one Export manager and two sales
. (nineglassmakers). /

representatives. The office staff deals with

o —{’\. RS Y
T \(‘ (\ orders and gives secretarial help to the

( , (\ \jm("\ .") Managing Director. As Chief Designer, you

h{\)/L,/ are in charge of the design department

and your job is to make new designs and
organize the work of the production department. There are two other
designers under you. There is no Production Manager: The team of nine glass

makers report to you and to the Managing Director.

Listening

Listen to Peter Sharon describing the structure of his company.
Use his description to complete the organization chart below.

Before listening study the following

to supervise — KOHTPOJTIOBATH

supervisor — HadyaJIbHUK
subordinate — misimopsAAKOBaHUMN
to be subordinated to — miaIIOpAAKOBYBaTUCH

to hold a position — 3aiimaTtu mocazy



ledimror-sloften

President

!

Production Marketing

|

Tapescript 4

My name's Peter Sharon I work for Johnson & Johnson. Johnson &
Johnson is the world's known manufacturer of health care products,
as well as a provider of related services. I suppose that if I'm going to
describe how things are organized in this company I'd better start at
the top. That's where you can find Mr Rodgers who is the President of
our company and everybody's boss here. The President is the nominal
head of the company, and is elected at the annual shareholders'
meeting. But the President does not supervise the day-to-day
running of the company. That's the duty of Managing Director. There

are two Managing Directors at our company and they report directly to




the President. The first Managing Director, Mrs Taylor is responsible for
production. Mr Brown who is in charge of promotion of our products
holds the position of the second Managing Director. The work of
the company is divided among seven departments. Mrs Taylor
supervises Production, Finance, R&D and Law. Marketing, Personnel
and Public Relations are subordinated to Mr Brown. Marketing

Department is subdivided into two sections - Advertising and

Sales.

BUSINESS WITH FUN

Main Vice President

Tom was so excited about his promotion to Vice

President of the company he worked for and kept

bragging about it to his wife for weeks. Finally
she couldn't take it any longer, and told him, «Listen, it means
nothing, they even have a vice president of peas at the grocery

storel».

«Really?» he said. Not sure if this was frue or not, Tom decided
to call the grocery store. A clerk answers and Tom says «Can I

please talk fo the Vice President of peas?

The clerk replies «Canned or frozen?»

Individual assignment




Read the text about alternative organization structures and

do the exercises after it.

Can you imagine a place of work where you don't have to go every

day? What kind of company or organization can it be?

Reading

Read the text about different types of business organization.

Oh look, his first
organization chart.

3% Alternative forms of Business Organization

Individuals are hired by companies to work on short-range projects
or to cover unexpected demands that cannot be met by a permanent
core group of employees. One out of five Americans is now a

member of the  contingency workforce.

As a result of the process of downsizing there appeared a demand
for interim professionals or freelance. They have created a new
class of professional temporaries who are different in education

and professional experience from clerical temporary workers.

When a company reduces hierarchy it creates cross-functional teams

made up of members from different departments to run them.



This organization structure is opposite to the vertical corporation
where information and execution of orders are tightly controlled
from above. The horizontal corporate world, in contrast, is
networked internally and focused on its customers. Hierarchical and
department boundaries are eliminated, supervision is minimized,
and self-managing teams become the building blocks of the new

enterprise.

Shamrock organization is an example of information- age
corporation. The leaves of shamrock symbolize three different

segments of activity and workforce.

One leaf of the shamrock or segment of the new organization
represents the core workforce, which includes managers,
technicians, and qualified professionals. This group owns the
knowledge that distinguishes a company from its competitors.
They are full time workers committed to the company and in return

receive high salaries and generous benefits.

The second leaf of the shamrock represents organizations outside
the company to whom work is contracted. These are nonessential
workers or units that can be replaced without damage to a company.
They are normally self-employed and are specialists in a certain kinds of
work. They deal with data processing operations, cleaning services that
maintain buildings, and supply of raw materials or even deal with parts

in @ manufacturing process.



The third leaf of the shamrock is the temporary or part-time, flexible
labor force of just-in-time employees. The company saves money

because it only employs these people when it needs them.

One more model for the new organization. It is described as the de-
organized, disembodied and borderless organization. It has been
associated with alliances, federations, partnerships. The virtual
corporation is an innovative business structure organized around a few
core modules and key skills and supported by a network of independent
people. Its objective is to keep productivity high. The ability to satisfy the
customer becomes the driving force behind this organizational

architecture.

? 1. Outline the advantages and disadvantages of being a freelance.

Would you like to work for a virtual corporation?

2. Compare the shamrock organization with a traditional company.
What are the advantages and disadvantages of the shamrock or-

ganization for the following? Fill in the table.

ADVANTAGE DISADVANTAGE

For the company

For the core workers

For the self-employed
people




3. A traditional computer company has decided to reorganize as a
shamrock organization in order to cut costs. Discuss the following

points. In each case give your reasons.

? a) Which of these jobs should you keep in the core? Choose them

from the box.
Accountant computer programmer lawyer
Advertising manager secretary

What other jobs do you think should be in the core?

b) Is it better to use self-employed workers or a flexible labor force

to do the non-core jobs?

¢) Which of these functions should you keep in the core?

Cleaning strategic planning sales catering
administration training organizing holidays for staff

4. In the written form explain your choice to work for this or that

organization. Your essay should not be more than 180 - 210 words.

COMPANY DEPARTMENTS



Cotto Bros, is divided into a number of departments, which all
work together to keep the company working properly. Each of

these departments has a particular role to play.

1. Unjumble the letters in brackets to give the names of

departments in a company.

(nodurpocit)

This department is responsible for manufacturing the goods. It
has to make sure that the quality is high and the cost per item is

at a certain level.
(imetgarkn)

This department decides how much of the goods should be made
by department A, and once they have been manufactured, this

department is responsible for advertising and selling them.
(nfacine)

This department prepares the budget for the company, and
decides how much money should be given to each department, and

also how much of the profits should be spent on investment.

(laleg)



This department prepares contracts, guarantees, patents and
other legal documents and also represents the company if it is

involved in a court case.
(enorpsnel)

This department is responsible for the people in the company.
They deal with hiring and firing staff, and also any problems that

staff have with their health or their personal lives.
2. Now look at people who work in different departments. Identify their

professions.

1. Mr Scott works in the finance department. His job is to make sure

that the company's financial records are correct.

a. Accountant b. Shop Steward c. Engineer  d. Director

2. Mrs Cameron

- is in charge of a department or part of a department. Her job

is to tell people what to do and when to do it.

a. Accountant b. Personal Assistant c. Director d. Manager

3. Mr Boswell works in the legal department. His job is to know how the law

affects the company.

a. Accountant b. Majority shareholder c. Director. d.

Lawyer



4. Mr Mc Fee works in Research and development. His job is to design

machinery.

a. Director b. Shop Steward c. Engineer d. Manager

5. Mr Glasgee works in the factory. He represents the local trade

union in its dealings with the management.

a. Engineer  b. Shop Steward c. Lawyer  d. Personal

Assistant

6. Mirs Gonergill is one of the senior members of the company. She and her
associates decide the future of the company, and elect the chief executive

officer.
a. Engineer b. Shop Steward c. Director d. Manager

s 7. Mr Brown is one of the owners of the company. He owns the

;most shares of the company in the stock market.

a. Majority shareholder b. Engineer c. Director. d.

Lawyer

’*p 8. Miiss Phearson helps her boss organize her day, and prepare

A for meetings. She reminds her of appointments and works closely

———\Vith the secretary.

a. Majority Shareholder b. Personal Assistant c. Lawyer. d. Director

3. Now write the short descriptions of the following jobs: secretary,
computer programmer, sales manager, trainer, tax expert,

representative. The vocabulary given below may be useful for you.



To be responsible for:
- buying, (selling) products

-training staff

-quality control

-organizing training courses

-dealing with customers

-keeping everything in good working order

-systems administration and in-house programming for special company

tasks

-dealing with different system errors

-contacts a firm makes promoting company's business
-keeping a minute book

-economic analyses

-annual marketing planning

4. Use this information to complete the sentences. First describe the person's
job and then say what he is doing now. Pay special attention to the use of the

present simple and present continuous tenses.
Example: The managing director (/run the firm /speak to the bank manager)

The managing director runs the firm. At the moment he is

speaking to the bank manager.

1. Receptionist (give out keys/talk to a client)



2.0ffice manager (give orders/write a memo)

3.Post room clerk (sort out letters/make coffee)

4.Personnel officer (employ people/interview applicant for a job)
5.Head of the accounts department (count money/read report)
6.Sales manager (find new markets/phone client)

7.Managing director's secretary (organize the office work/file papers)

5.Translate into English
1. Haw anpekTop Kepye KomnaHi€eo Baano.

2. Papa aupekTopiB 6aHKy cKNagaeTbea 3 17

MepcoH.

3. MicTep Binbamc, ronosa pagu ANPEKTOPIB, KOHTPONIOE AIANbHICTb
Hawoi ¢ipmun. Biaain mapkeTuHry Ta GpiHaHCOBUI BiaAin 3HAXOAATbCA Y

niANopsAKyBaHHI Kepy4voro AnpeKTopa.

5. Kepyloumnii AnpeKTop A0NOBIiAAE NPO CBOIO AiANbHICTL 6e3nocepeaHbo

npe3naeHTy KOMMaHil.

6. Yci 060Bs13KM 3 BUPOOHMLTBA TOBAPIB PO34iNAt0TbCA MiXK ABOMA
BiaAinamun — BUpobHMYMM BigAinom Ta BiAAiNIOM 3 AOCAIAKEHHA Ta

PO3BUTKY.

5.Complete the sentences below with an appropriate adverb or adjective

from the box.



.

/

Example: A typist must be able to type accurately (without mistakes)
1. The receptionist must look ... (well-dressed)

2. She must dress ... (well)

3. She must answer the phone ... (with politeness)

4. Her typing must be ... (free from mistakes)

5. A personnel officer needs to talk to people ... (without making them

feel embarrassed)

6. The office manager must run the office ... (well, without wasting time)

7. The sales manager needs to speak ... (with force)

8. All the staff need to be ... (able to do their work)

In groups or individually draw the organization chart of the company you
have created. Decide how many departments your company will have,

what functions they will perform and who will be responsible for these

departments.



? Answer the following questions:

e Where can you eat out in Ukraine?

e What cuisine do you prefer?

e What restaurant would you choose to invite your

business

partner to? Why?

Restaurant language
What would you like? I think this bill is wrong.
What do you recommend? That's not what I ordered.
What exactly is that'? Can you change it please?
I suggest... Do you take (Visa cards)?
I recommend... Shall we split the bill?
It's a local dish. I'm paying.
It's made of... Please, I insist.
It's very spicy. Is service included?

Can I have a receipt please?




v -

Ordering
To start ..../ as a starter

To follow .../ as a main course

For dessert ....

N 4

Sally Dillon and Charles Damon are having lunch in The

Bull's Ring. Listen to the dialogue. What do they order?

Grilled Texan Steaks
Grilled Steak.....$12.50 Coffee ....$1.00
BBQ Ribs .... $11.50 Beer ... $1.25

S: Ok. Are you ready to order?

C: Not yet. What do you recommend?




S: I suggest Fajitas. I like it very much.

C: What exactly is that?

S: Well, its Mexican dish - minced meat cooked with vegetables.
C: Is it spicy?

S: No, its delicious.

C: Ok. I'll have Fajitas then.

S: And I'd like grilled steak.

C: What would you like to drink?

S: I'd like a cup of coffee, strong with milk.

C: I don't drink coffee. I'll have orange juice.

S: So, let's call a waiter.

7

P

2. Look at the menu below and discuss with your

partner what you want to eat.



The Flying Kimono

The best Sushi outside of Japan
Food Drink,
Tuna Roll ....$2.00 Tea....Free

Salmon Roll ... $2.00 Cola... $1.00

4. Discuss the following questions.

e Ifyou visited countries where people ate the
Jollowing foods, would you try any of them: monkey,

snake, dog, insects? Why, why not?

e What is the most unusual thing you’ve ever eaten?
Did it taste good or bad?

Jane Tucker, a businesswoman, is ordering breakfast in a small

restaurant.
Listen to the dialogue. Fill in the gaps with the missing words.

Ms. Tucker: Excuse me! Could | order now? I'm in a little bit of a
hurry. Waiter: Certainly. Would you like to start with

some 1 ?




Ms. Tucker: No, thanks. I'll have some orange juice.

Waiter: Sure. What would you like to have

as a (2) ?
Ms. Tucker: I'll have French onion (3) . And what would
you recommend as a main (4) ?

Waiter: | recommend you the New York steak with mashed potatoes.
Ms. Tucker: Ok. I'l1 take it.

Waiter: Anything to (5) ?

Ms. Tucker: Yes. Could you bring me a glass of (6) please?

Waiter: Red or white?
Ms. Tucker: Red wine, please.

Waiter: Very good. I'll be right back with your (7)

Tapescript 6

Ms. Tucker:; Excuse me! Could I order now? I'm in a little bit of a

hurry.

Waiter: Certainly. Would you like to start with some coffee?
Ms. Tucker: No, thanks. I'll have some orange juice.
Waiter: Sure. What would you like to have as a starter?

Ms. Tucker: I'll have French onion soup. And what would you

recommend as a main course?



Waiter: I recommend you the New York steak with mashed

potatoes.

Ms. Tucker: Ok. I'll take it.

Waiter: Anything to drink'?

Ms. Tucker: Yes. Could you bring me a glass of wine, please?
Waiter: Red or white?

Ms. Tucker: Red wine, please.

Waiter: Very good. I'll be right back with your order.

5. Pair work

Look at the menu below. Student A is a waiter, Student B is
a client. Role play the dialogue "In a cafe".

Dartes Deli

Sandwiches from Paradise
Food Drink
BLT .....53.50 (Crispy bacon with lettuce Coffee .....51.00

And tomato.With or without cheese) Milk ....$ 1.25

Ham Q. Chancn <€ 2 IC [Erach ham liticra <1 EN




5. Complete the following passage putting the verbs in brackets in the

Present Perfect or the Present Perfect Continuous.

Robin : I think the waiter (forget)1. us. We (wait)

2 here for over half an hour and nobody (take) 3

our order yet.

Michele: | think you're right. He (walk) 4 by us at least twenty

times. He probably thinks we (order,already) 5

Robin: Look at that couple over there, they (be, only) 6

here for five or ten minutes and they already have their food.

Michele: he must realize we (order, not) 7 yet | We (sit) 8

here for over half an hour staring at him.

Robin: I don’t know if he (notice, even) 9 us. He (run)

10 from table to table taking orders and serving food.
Michele: That’s true, and he (look, not) 11 in our direction
once.

6. Here are some restaurant complaints. Fill in the gaps with one of the

words from the box.



a) Clean f) rare

b) Cold g) stale

c) Some h) dirty
9 d) Hot i) strong
1.Thissoupiis............... and I'd like my soup very........... . Can you change
it, please?
2.This knife is................ Canyou bringmea............ one, please?
3.Thisglass is .............. Can you bring me another one, please?
4.This bread is............... Canyou bring me............. fresh bread, please?
5.This coffee is very weak and | like.......... coffee. Can you bring me
ANOther ....cooovvviiiie e, , please?
6. This steak is very well done, but | asked for ........ Can | have another

one, please?

It is the end of the meal. What do you think Robert says in these

situations?

1. He wants a bill.

2. He wants to pay for everyone.

3. He wants to pay by MasterCard.

4.He wants a receipt.

Put the words of the answers into the correct order

a) please the have can bill I ?



b) my are is on this me you guests (2 sentences)
c) take you do MasterCard ?

d) Please I a have could receipt ?
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Going out for a meal or drink can present some

[_. difficulties. It is not always clear from the invitation
__ who is going to pay. Questions like "Do you fancy a
drink?" or "What about meal?" could mean you are
offering to buy a drink or a meal. Alternatively, they could mean
you are simply looking for a company. In the UK, people often buy
drinks "in rounds" - one person buys drinks for everybody, on the
basis that the next round of drinks will be bought by somebody
else. At the end of a meal for which all the dinners are paying, they
often "split it down the middle", in other words, take the total bill
and divide it by the number of people present. Insisting that you
would like to pay can also be difficult. You hear expressions like

"This one on me"," Let me get this", or "This is my treat."

Pair work

Do the quiz. Circle the answer you think is

correct.



You go out for a meal. How many glasses of wine can you

drink before driving back to your hotel?
a) Two
b)Any amount - there are no drink-driving laws

c)None

You'd like to try the local cuisine. How late can you eat?
a)You have to finish your meal by 9 p.m. Restaurants close early
b) Spanish restaurants stay open all night

c)You can eat very late. Spaniards often eat after 11 p.m.

An Indian business partner invites you to a traditional

meal. How should you eat?
a) With your left hand only
b)With your right hand only

¢) With both hands

If you're invited to a meal in Brazil, you should arrive:

a)Shortly before the stated time



b)Some time after the stated time

c¢)Arrive much earlier

Which flowers should you never take to a dinner party in
Poland?

a)Carnations
b)Chrysanthemums

¢)Tulips

Listen and check you answers.

Tapescript

1.Drinking and driving is forbidden in Sweden, so if you want to
try a
local wine, we recommend you to go to a restaurant by foot.

2.If you suffer from insomnia, the ideal country for visiting is Spain
be-

cause the restaurants stay open very late here.

3.Indians traditional eat with their right hand, as the left hand is
consid-

ered unclean.

4.Your Brazilian hosts will expect you about half an hour after the
stated

time. Never arrive early in case they are busy with last minute



prepara-

tion.

5. Chrysanthemums are only given at funerals, so taking these
flowers to

a dinner party is considered the bad manners.

Work in groups of 5-7 students. You are going to
conduct an interview. Divide the group into two parts: two
or three students are interviewers and the rest are
applicants. The task is to choose the best candidate for the
position. You may use job advertisements, CVs, covering
letters that you have written before or role-play another

situation.

1. Do the puzzle below. All the words in this crossword are to do with

personnel.




I. A job or profession, for which someone is trained and

intends to
follow for most of his/her life.

4. During a recession, some employees may be made redundant or

laid ...
7.Someone who teaches a skill.

8.Employees, staff, workforce, management,.......... , everyone who

works
for a company.
14.Tf you change the wording on a contract, you ........... it.

15.Use the services of a person to perform work in return for

pay.

16 If a dispute is brought to an end by negotiation, the two

sides are

said to ........... the dispute.

1.A company restaurant isa .......



2.When a short-term contract reaches the end of its term, it is

said fo ........

3.A short-.......... is drawn up showing the names of people o be

inter- viewed for a vacant post.

4If a doctor, fireman or maintenance worker is ... ... , he or

she is available in an emergency.

5.When someone applies for a job, he or she usually fills in an

application ........ :
6.Sometimes pay is ... -related.

9.This is usually a written statement, giving an indication that an

employee wishes to terminate his/her contract.

10Information about an employee is usually kept in a personnel

11.Tf a post becomes ......, it is normally advertised internally and

in the press.

12.If an employee is promoted, he or she will usually go up one

....... on the salary scale.

13 Employees are often organized in............. unions which

represent them to the management.
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If your goals include a new international job, get ready by
testing your knowledge of some of the differences in

interviewing around the world. Good luck!

1.True or false? During the interview process in South Korea, your
potential employer may ask you to have a “face reading”, i.e. viewing

your facial features.

2. You apply for a job with a German company. Your potential new boss
conducts your interview in fairly good English. He tells you that the
firm was "grounded" two years ago, that he will "prove" your
resume, and that he will be in his office "until" 9 am on Friday if you

would like to call. What does he mean?

a. The firm is located in an underground facility. He intends to check
the dates on your resume for numerological significance and he is

inviting you to contact him by Friday.

b.The firm went bankrupt two years ago. He is a mathematician
and will prove or disprove every date and number in your resume,

and he is testing you to see if you will call before Friday.

c.The firm was founded two years ago. He will check your
references; and he will be back in his office on Friday at 9 am if you

would like to call.



3.You are the most qualified candidate for a job in Bolivia. However,
you feel that your interview didn't go well and you don't get the

job. What went wrong?

a. The job probably was given to another person who may have

been less qualified, but was a relative of the boss.
B Your interview was on a Tuesday the 13th — a bad luck day.

c. When you were filling out your application, the interviewer saw

that you were left-handed.
d.All of the above are possible reasons for losing the job.

4. When you schedule an interview in Thailand, you might want
to

double-check the time of your appointment. Why?

a. Foreigners are so enraptured by Thailand that they lose all track

of time.

b. Thai people divide the day into seven segments, which can be

confusing to foreigners.

c. The government of Thailand keeps changing the schedule for

daylight savings time.

5. TRUE or FALSE? The study of handwriting is an accepted

em-ployment evaluation tool in France.

6. Inwhich country will your family and social standing be key to
a

new job?

a.The USA



b.Mexico

c.Australia

7.TRUE or FALSE? If you're trying to hire new employees for
your facility in India, your candidates may expect you to provide a job

for their young children as well.

1. ANSWER: True — «Kwan - Sang,» the reading, or viewing of
facial features, is an accepted practice with many South Korean
employers. The facial characteristics of a person are analyzed and

matched against job requirements.

2. ANSWER: C — These are common mistakes made by Germans
speaking English. They use «grounded» to mean, «founded;» «prove»

to mean «check up on:» and «until» o mean «by.»

ANSWER: D — As in many Hispanic countries, many Bolivians
consider relatives o be the trust worthiest employees, even if
they are less qualified. Tuesdays in general are viewed as unlucky;
as the aphorism goes, «En martes, ni te cases ni te embarques.»
(«On Tuesday, neither marry nor embark») Tuesday the 13th is
especially unlucky, as it's the Hispanic equivalent of the English
Friday the 13th. There is also a bias against left-handed people

(«zurdos»). Not all Bolivians adhere to



all three of these beliefs, but many believe in one or more.

4. ANSWER: B — Thai people divide the day into seven

segments, including two morning and two afternoons.
Early morning—1 am to 6:59am
Late morning — 7 am to 11:59 am
Noon—12 pm to 12:59 pm
Early afternoon — 1 pm to 3:59 pm
Late afternoon — 4 pm to 6:59 pm
Evening — 7 pm to 11:59 pm
Midnight — 12 am to 12:59 am

If a Thai tells you to meet him at one o'clock in the afternoon,
this could mean 1 pm (the first hour of early afternoon) or 4
pm (the first hour of late afternoon). To avoid confusion, use a
24-hour military clock (4 pm is 16 00 hours) or physically point

to your watch and ask.

5.,ANSWER: True — The French look at handwriting analysis
as a valid means of evaluating personality characteristics and

their related job skills.

6.ANSWER: B — In Mexico, along with most of Latin

America, India, Asia and many other parts of the world, your



family name and your social standing are important assets in
your job search. Your family and friends are a significant part
of who you are. It's common for a sales candidate to be
asked more about his or her family and network of

friends/contacts than his or her income.

ANSWER: True — Employing the workers' young children is a
benefit that Indian firms provide. As a US employer, child
labor is against the law, but some US companies overcome
that problem by offering tuition for employees’ children to

attend school until they are old enough to work.

Do the test and check your knowledge of business

English vocabulary. Choose the answera,b,c, d
1.A job can be advertised as a -
a. free space b. work gap c. empty posting d. position vacant
2.A job which can develop into a career is said to have -
a. prospects b. aspects c. respects d.conspectus
3.A job where you work sitting down in an office is a -
a. seat job b. floor job c. desk job d. chair job

4. If you get an acceptable level in an examination, you -

a. superate b. pass c. flunk d. get over



Experience you get from doing a job is called -

a. work experience b. job knowledge c. career practice d.

employment history

6.A person who can do his job without any difficulty is -
a. ambitious b. reliable c. competent d. resourceful

7.A person who wants to do as well as possible at work is -
a. ambitious b. reliable c. competent d. resourceful

8.A person who will do as he is expected to do is -
a. ambitious b. reliable c. competent d. resourceful

9.A place where people go when looking for a new job is an em-

ployment-
a. agency b. market c. center d. point
10. Work done for no pay (often for a charity) is called -
a. gratis labour b. free work c. benefit effort d. volunteer work

11.  If you do temporary work only for while you are needed you are -

a. pitching in b. moonlighting c. aid agencying d. helping out

12.The formal proof that you are able to do you job is your -

a. ability b. experience c. work record d. qualification

13.The part of a business that keeps track of the money is called the -

a. petty cash b.accounts c.ledger d. bank



14.The part of a business that deals with the people who work there is

called -

a. the people part b. the body count c. management d.

human resources

15. Another word for "firing" (telling someone they must leave their job)

is -
a. hiring b. dismissal c. vacating d. promotion

16.Money you are given regularly to do something is an -

a. investment b. allowance c. earning d. income
17.1f you work evenings or weekends you work-

a. overtime b. long hours c. reverse time d. unsociable hours
18.Government insurance for pensions and health is called -

a. secure society b. socially secure c. security social d. social security
19.A request for a job is called a job -
a. appointment b. application c. appliance d. appeal
20.A job in a company can be called a -
a. position b.site c. postponement d. proposition
21.Keeping order and punishing when necessary is part of-
a. sadism b. control-freaking c. discipline d. rigour
22.1f you put something in a letter with the envelope, you ... it. —

a. encrypt b. encase c. enclose d. encapsulate



23.Making sure that products are of a high standard is the job of —
a. standardization b. quality control c. shop stewards d. trademarks

24.1f you get something extra (like more money), this is a -

a. bonus b. bargain c. betterment d. boon

25.Pay for working extra hours is called pay for -

a.intime b. up-time c. overtime e d. time plus

SUPPLEMENT 1



ARISE (BUHUKAMM) ........arose. . .. arisen
AWAKE (6yautu)........... awoke... awoke

awaked.. awaked

BECOME (amasamm) . became .. become

BEGIN (nouuHatu) ... began ... begun
BEND (rHytu, 3ruHaty) . . bent... bent
BITE (Kycamu) bit bitten
BLEED(cmikam kpos't0) . bled... bled
BLOW (aymm) blew ..... blown
BREAK (flomamwm)...... broke ...... broken
BRING (npuHocumi)......brought .brought

BUILD (6yaysam).......... built ... .built

BURN (ropim) ........ burnt.... burnt
Q\N A\NOKy
KED'AWO.'@ —
AWA : BURST (pospusamu) burst . ... burst

BUY (kyrnysanv).... bought . . bought
CATCH (nosums) caught... caught

~ JcHOOSE (Bubupamu).. chose. ...

chosen



.... drawn

.. dreamt

dreamed. dreamed

. driven

COME (npuxoaumu)... came .... come

COST (ownysarm). . . . . COSt...... cost

CUT (pizarmy) ... ......... CUt....... Cut

DEAL (moprysam)... dealt . ... dealt

DIG (konam)....... dug...... dug

DO (pobimy) ....... did....... done
DRAW (manrosamm). ... drew
DREAM (mpismu)... dreamt
DRINK (rummu) drank ... drunk
DRIVE (ixamv) drove ..

EAT (ilam)........... ate ...... eaten

FALL (nagamw)...... fell ...... fallen

FEED (roaysam)....fed ...... fed

FEEL (Bia4ysamw) . . felt ... felt

Forbid (3abopoHsaTtu)forbade... .forbidden



Forget (3abyeatn) .....forgot ....forgotten

Forgive (npowatu) ... forgave ....forgiven

Freeze (3amep3atn ) ..... froze ....frozen
Get (oTpumyeatu) .....got ...
Give (maaBatun) ....gave....give
Go (UTn).....went...gone

Grind (ToumTn)..... ground.....ground

Grow (3pocTaTtu)...grew ...grown

Hang (Bucith)....hung....hung
Have (matn) ... had ... had
Hear (4yTn)...heard... heard

Hide (xoBatu) .....hid... hidden

“Hit (yaapatu) .. hit._hit

Hold (tpumatn) ... held.... held

Hurt (Baaputuca) ... hurt. . hurt

Keep (36epiratun) ... kept .. kept

Know (3Hatun) ... .knew... known



Lay(knacTtb) .....laid.....laid
Lead (sectn) ....led ... led
Learn (Buutuca) ....learnt .. learnt
Learned.....learned
Leave (3anuwaru) .. left . left
Lend (aaBaTu B 60pr) .....lent ... lent
Let (mo3sonatu) ....let. . let

Lie (nexatu) ...lay ...lain

(lighted....lighted)

Lose (BTpayatu)....lost ... lost

Make (pobutu) ... made...made

Mean (3HauuTK) ... meant. .. .meant

Meet (3ycTpivatn) ....mef. . .met
Pay (nnatutu) ....paid ....paid
Put (knactn) ....put...put

Read (untatu) ...read... .read



Ride (i3anTtun Bepxu)

....... rode.....ridden

Ring (i3anTY Bepxu) ....rang...rung

Rise (nigHimaTunCa) ....rose ...risen

Run (6irtn) ....ran ...run

Say (rosoputw) ......said.....said
See (6a4UTH) .....saw....seen
Seek (wykatu) ......sought... sought

Sell (npoaaeatn) .......sold.....sold

Send (Biacunatu) ....sent...sent
Set (nomiwatn) .....set. .. .set
Shake(tpactu) ....shook ....shaken
Shave(tpacTtu) ..shaved... .shaven

Shine (caatu) ...shone...shone

Shoot(cTtpinatn) ...shot.. . .shot
Show(nokasysatu)showed ..shown

Shut (3akpueatu) .....shut _..shut



Sing (cnigatn) .....sang.....sung
Sit (eyaitw) ......sat . .sat
Sleep (cnatu) ...slept .._.slept

Smell (naxHytu) ....smelt .smelt (smelled...smelled)

Speed (nocniwatn) .....sped

Spell (BumoBnatu no bykeax)spelt

...... spelt (Spelled...spelled)

Spend (Butpavatu)....spent....spent

Spoil (ncyeatu) ....spoilt ...spoilt (spoiled..spoiled)
Spread (nowwprosatu)..spread ..spread

Spring (cTpubati)

...... sprang.....sprung
Stand (ctoatn) ....stood... .stood
Steal (kpacTtn) .....stole...stolen

Stick (npuknerosatu) ....stuck



Strike (yaapsatu) ...struck ...struck
Strive (nparHyt) ....strove ...striven
Swim (nnagatu) ....swam ...swum

Swing (roraatucg) ....swung ....swung

Take (6patu) ...took.....taken

Teach (Hasuatw) ....taught. .. faught

Tear (peatu) .....tore .. forn

Tell (po3nosiaatu) ....told ...told

Think (aymatu) ... thought ... thought

Throw (kmaatn) ... threw... thrown

Understand (po3ymitu) ....understood.. understood

Wear (Hocuth) .....wore....worn



Weep (nnaxatm)

Win (Burpaeatu) ....won ...won

Wind (3aoanTth)

Write (nucatm) ...



English - Ukrainian vocabulary

YMOBHI cKOpOYeHHS
a- TPUKMETHHUK
adv. — npuciiBHUK
N- IMEHHUK
V. - I1€CI0BO
pl. - MHOXHUHA
past p. - 1IENPUKMETHUK MUHYJIOTO 4acy
pres.p. - JiENPUKMETHUK JA1HCHOTO Yacy
Am. — aMepUKaHChKUI BAPIaHT
KOMN. — KOMIT'FOTEPHUI TepMiH
@in. - piHaHCOBUH TEPMiH
oug. - TUBUTHUCS

me. — TenedoHis

accept - v.npuiimatu, 0yt 3rogHum; to accept an offer - npuitasaru

MIPOTIO3HIIIIO
acceptable - npuiinsaTHui

account - 1. n. paxynok; deposit account - nemo3uTHuii paxyHok; current

account - morounuii paxynok; to take into account - 6paru 10 yBaru

3.v. account for - BignoBizmaTy;



acquire — v.npuaodaru

action — n. gis; action points - nyaktu moiii; to put into action — BBoauTu B

hi§h20)
advantage - n. nepeBara; competitive advantage - koHKypeHTHa repeBara,

commercial advantage - komepiitna nepesara; cost advantage - mepesara

BapPTOCTI

advertise - v. pekiiamyBaTi

advertising-n. pexinamyBanns; advertising campaign-pekiaMmHa KaMaHist
advertisement, ad , advert n. - pexiama

aim - n. winae

achieve - v. nocrturaru; achieve goal - mocruraru imi

achievement - n. nocaruenus

agenda - n. mopsinok aeunuii; item of the agenda - myHKT mopsaKy A€HHOTO

allowance — n. rporroBe yrpuMaHHs Ha BUYHAYEHUH TepMIll, 1000Bi
annual — a.iopiunuit

answering machine - u. aBToBianoBi a4

amount — N.KiJbKICTh

apologize - v. Bubauarucs

appearance - n. 3oBHinHI# BursAa; to maintain professional appearance -

MIATPUMYBATH NPOPECIHHUN BUTIISA]
apply for - v. 3Beprartucs ¢ 3asiBo0

application - n. 3asBa; application form - ankera, 6;1ank 3asBu applicant

- n. KaHAuaarT, NpeTCHACHT

appoint - v. mpu3Havatu ( Ha mocany);



appointment - n. npu3HadYeHHs Ha mocaay, mocaaa; to make an appointment
for — nomosur ucs o 3ycrpiui; to keep (break) an appointment - npwuiitu ( He

MPUNATH) HA 3yCTPi4 Y BU3HAYCHHUH Yac, MiCIIe
asap = as soon as possible - adv. monaitmsumie
attitude - v. BigHOWIEHHS

available - a.nocrynuuii, HasBHUI

average - n. cepeaHs BEIMYMHA

avoid - v. yHuKaTH

awareness - n. cBizomicTh; cultural awareness - KyiabTypHa CBiIOMICTh

background -- n. icropisi, cipaBka
bankruptcy - n. 6ankpyrcTBO

be aware of- v. Oytu ycBimomiieHuM
be based - v. 6azyBartucs

be best qualified person for the job - v. 6yru Haiikpaie kBaih)ikOBaHOIO

JFOIUNHOIO
be busy - v. 6ytu 3aitHsaTUM

be concise - v. 6ytu ctucaum, sakoniuaum, be hard up - 6ytu y ckpyrHoMy

CTAHOBHIIIN

be familiar with - v. no6pe 3natu

be fired - v 6ytu 3BinbHEHUM (PO3.)
behaviour - n moseninka

be in favour of- v. 6yru Ha KOpHCTH
be involved in - v. 6ytu 3anyuyeHum

be open minded - v. maTu cipuHHATIUBUN PO3yM



benefits - n. mineru; benefits package - maker minbr
bribe -. n xabap; bribery - xadbapuuirso

be reasonably priced - v. matu po3ymHy 1iHY

be sacked - v. OyTu 3BiIbHEHHM;

be short of capital; be short of money - v. BiquyBaTu HecTaToK KOIITIB,

OpakyBaTH KOIIITiB

be successful - v . 6yru ycnimaum

be sympathetic - v . cniBuyBaTu

be underpaid - v. 6ytu Mao crtaueHuM

be under pressure - v. 6yTu mig THCKOM

be undervalued - v. 6yTu maso omiHIOBaHUM
beneficial - kopucumii

billboard - n. momka as orosomneHb, peKJIaMHUHN AT

board - n. npaBninus, kepiBHULTBO, paga; Board of Directors - paga
IUpeKTOpiB, pasiinus;, Board meeting - 30opu uienis npasninas; Board

member - ujeH npaBniHHSA
bonus - n. npemis; bonus scheme - npemianbHa cxema
brand - n. 3aBonceke kneitmo, mapkipyBanHs; brand image o6pa3 6penny;

brand leader - migep 6peny; brand manager - menemxep, 1110 MPOCyBa€e TOBap

1o puHky; classic brand - knacuunmii 6penn; brand name - Toprosa mapka
branding- u. mocrauaHHs TOProBOO MapKOIoO;
branded goods - n. ¢pipmoBi ToBapu; budget - n. Gromxer

buy - v. kynyBaru, buyer — nokyneus



call - 1. n. 1.BUKIJIUK; 2. tenepounuii 3BoHoOK; to give smb. a call -
noa3Bonutr; to make a call to smb. - mog3BoHuTH KOMY-HEOYAL 2.V .
1.xpuuatu, okauKaty; 2. TenedoHyBaTu, roBopuTH 1o Tenedony; to call back -

MEPEA3BOHUTH; 3. 3aXOINTH, HAHOCHTH Bi3WT; 4. HA3WBATH, 1aBaTH iM'st
campaign - n. kammnanis, to launch a campaign - mouatu kammnaHiro

cancel - v. anymoBaru; cancel a debt - anynroBatu 6opr; cancel a flight -

aHyJroBaTHu peiic; cancellation - anymroBanHs

cashier - n. xacup

CDROM (compact disk read-only memory) - koMmakT IHCK, CiZipoM
(xomn.); Writable CDROM - nepesanucyBanuii KOMIAKT AUCK

chain - n. naunmror; supermarket chain - nanmor cyrnepmapkeris
challenging - pres.p. ctumysror04HiA, TOM 110 IepeMarae

Chamber of Commerce - n. Toprosa nanara

change - n . 3mina; to resist change - unautu omip 3minam, to adapt to

change- agantyBatucs 10 3MiH

charge — - n.1.1 .0608B'a3ku, 2. Butpatu; be in charge of —

OyTHUBIANOBIAAIBHUM 32 2. V. CTATYBaTH IIATy

charity - n. no6poiiiHicTs

choice - n ;. BubGip; to make a choice — podutu BuGip

claim - n. Bumora

client- n.xmient, potential client -moTeniiauit KaieHT

clip - n ;. ckpinka; paper clip - ckpinka g0 namnepy

code - - n. ko, mmdp; bar code - mTpux xKox; zip code - MOMITOBHIL IIIEKC

collaborate- v.cniBpoGiTHHYATH



company - n. xommanis; limited company - ToBapucTBO, KOMIaHIsA 3
obmexeHoro BiamoiganpHicTiO; limited liability company - tosapuctso,
KOMITaHisl 3 00MEXEHOI0 BinoBiganbpHicTO; public limited company - Bigkpura
nyOiuHa KoMIaHis 3 00MeXEHOI0 BianoBinanpHicTIO; run the Company —
KepyBaTH KOMIIaHi€r0; Set Up - 3acHyBaTH KoMIaHiro, Oprauisaimito; establish a

company, an organization - 3acHyBaTu KOMIIaHil0, OPraHi3alfio;
compare - V. nopiBHIOBaTH

compete — V. KOHKypyBaTu

competition - n. KOHKypeHIIis

competitive - a. KOHKYPECHTHOCITPOMOXKHUN

communicate -- v. .crniiKyBaTHucs

communication - - n. KOMyHiKaIlisi, CIiJIKyBaHHS

conclude - v. 3aknrouatu

conclusion - n . BucHOBOK; t0 come to a conclusion - npuiiT 10 BUCHOBKY

consequence - n. HacHioK, pe3ynabTar; CONSeqUEeNCes - HaCHiAKH
confident - a.yneBHeHwui

confrontation - n. npoTu6GOpCTBO, MPOTHPIYUS

connect - v. 3'eHyBaTH, CHOJYYHUTH,

connection - n. 1. 3B's130K, 3B's13yBaHHs; 2. AiJI0B1 3B'13KH
consider - v BBaxkatu; consideration - mipkyBaHHS

considerate - a. yBaxHuii, TAKTOBHUI

consist (of) - - v. cknagarucs (3)

consumer - n. cooXuBad



control - n. xouTposns; to gain control (over) - npuabatu KoHTpOJH (Hanm); to get
control (over) - oxnep:xatu KOHTpOIb (Hao), to Keep tight control over —

yTPUMYBATU TBEPIUI KOHTPOJIb HAJL

commercial - 1. n.peknama; 2. a. komepuiauii; commercial success -

KOMEPLIHHUHN yCTiX;
commission -. n. . KoMiciiiHa BUHAropoja

common - a. 3arajbHMii; 3BUYANHMI; IN COMMON - COiJIbHO

consignment - n. mapris ToBapy

conference - n. koudepeniis; to hold a conference - nposoauTn

KOH(EPEHIIi0

compete - v. KOHKypyBaTH; COMpetitive - KOHKypeHTHO3JaTHHUIT; competition
KOHKYpeHIisi; Strong competition-cuibpaa KoHKypeHiis; fierce-xopcrka
koH(pepenuis; unfair - necnpaBenmuBa koudepenuis; intense competition -

IHTeHCHBHA KOHKYPEHIIis
consortium - n. KOHCOPIiyM
corporation - n. koproparis

company - n.. xommanis; local company - wmiciueBa KoMmmaHis;
recruitment company - kommnasxis 3 migbopy kaapis; parent company -

roJIOBHA KOMIMaHis; Sister company - 1o4ipHst KOMIaHist
compensation - n. KOMIIeHCAIHs

complaint - n. ckapra; complain of, about - ckapxxutucs; to make a complaint -

OCKapKUTH

confidence - n.. noBip's, BeBHeHicTh; 10 gain confidence - mpundatu

noBip's, to lose confidence - Brpatutu noBip's
confirm - v. miarBepaKyBaTH

consumption - n.. coxuBaHHs; CONSUMpPtion goods - 7. TOBapH HIKPOKOTO

BIKHUTKY



contract - n. KOHTpPaKT;
contractor - n.migpsIIuK
cope With - v. cnpaBusiTucs 3

copy - n. komis; legal copy -3akonna komis; illegal copy - Heneranbua Kormist

copying machine - n. komitoBaJIbHHI amapat

copyright - n. aBTopchki mpasa; copyright abuse - 370BxUBaHHS aBTOPCHKUX ITPaB
corporation- n. kopropaitist

correcting fluid - n. kopuryBanbHa piguHa

cost -1l.n. BaprticTh; 2. V. . - KomTyBarH; COSt a fortune - kormryBaTtu 6arato
rpoiris; to lower costs - 3suusuTu BuTpaTu; estimated costs - komropuc
BuTpatu; production costs - BuTpatu BUpOOHHUIITBA

COVer- V. MOKpUBaTH; COVElr eXPENnses - MOKPHUBATH BUTPATH

create - v. ctBoproBaTH, TBOpHUTH; t0 Create a job - ctBoputu podode micie
creative - a. TBopuHii

Customs - n. MUTHHII

CUrrency - n . Bamora

customer - n. moxymnens

damage - 7. momKoKEHHS

deadline - n. kpaitniit repmin; to meet the deadline - ycturnyru go repminy
deal with - v. maTu cripaBy 3

debt - n. 6opr; outstanding debt - 3aboproBanicTb

decline - n. 3amxenns; to halt the decline - 3ynuauTH 3HMWKEHHS

defect - n. nedekr



delay- n. 3aTpumka

delivery - n. nocraska; meet delivery date - nocraBuTu ToBap y Tepmis; to
speed delivery - npuckopuTi oCTaBKY

demand - n. monut

describe - v. . onucyBaru

design - 1. n . mpoekT, nu3aiin; classic design - KiIacHYHUI IPOEKT, AU3AMH;
V. IPOCKTYBAaTH

designer - . n. KOHCTPYKTOp, AU3AWHED

develop - v. po3BuBatH, po3pooIATH

development - n. po3BUTOK

dial - v. HaOupaT HOMep, A3BOHUTH

digital - a.uudposuit

directory - n. 1OBiZHUK

disadvantage - . n. HeOJiK

discount -. n. 3HMXKa

disk drive - n. muckoBox (KoMH.)

diskette - n. auckera (komn.)

dismiss - v. 3BinbHIOBaTH; dismissal -. n. 3BinbHenHs1; unfair dismissal -
HECTIPaBEITUBE 3BITbHCHHS

dispatch — . n. BiampaBka; V. BIANPaBUTH 1O NMPU3HAYCHHIO

display - . n. 1. mokas, mposiB; 2. 3KpaH, QUCILICH; V. MOKa3yBaTH,
JIEMOHCTPYBATH

distinguish -v. pospizusaTu



distribute - v. po3noBcroKyBaTH
distributor -. n.. po3noBcroaKyBay

distribution - n. posmoBcrokyBanus; distribution chain - nauor

posnoBcrokyBanHns; distribution channels - kananu po3noBcroKyBaHHS
desktop-. n., HOyTOYK; a. HACTIILHUI

downsizing - n. 3HWKEHHS B TI0cai

entrepreneur - . n.mianpueMens, 0i3HECMEH

€conomics - . n . ekoHOMiKa ( Hayka), HapOJHE rOCIOAapCTBO
economy - . n. rocoapcTBO, EKOHOMIKa, HAPOJIHE TOCIOAAPCTBO
economic - a. eKOMOMIiYHH

economical - a. omwagnuBui

efficient — a. edpexruBHuii, kBamihikOBaHHI

employ - v. Haiimatu Ha poboTy

employer- n. npamnenasens

employee - n. npamniBHUK

employment - . 3aiiusaTicts

enlarge - v. 30inbIIyBaTUCS, PO3MIUPITHCS

ensure - v. rapaHTy BaTu

enter the business - v. Bcrynaru no 6i3Hecy

envelope - n. kouBepT

environment - n. OTO4EHHS;

establish - v. BcranoBnroBaTH, 3aCHOBYBaTH

exchange - n. oOmiH; exchange - v. oomintoBaTu; exchange business cards



- oOMiHsATHCS Bi3uTKamu; exchange rate - oOMiHHHI Kypc

executive - 1. 1. n. anminictparop; 2. chief executive - n. l.npesuaeHT, rososa

BUKOHaBUOI Biajau; 2. rososa ¢ipmu; chief executive officer (CEO)

- BUKOHaBYMM BUIIOTO PAHTy: 2. a. BAKOHABYM I

exhibition - n. BucraBska

exist - v./CayBaTH

expand - v. posmupsTucs; expand overseas - po3IHUpITHCS 3a KOPJAOH
extend - v. po3mupsITUCS

extension - n.101aTKOBUI, BHYTPIIIHIA HOMEP

export -n. excnopt

expensive - a. goporuii

experience - n. 10CBifg

fail -n. neBnaua, nposai; Opakysaru, He Buctadat; failure - HeBnaua, nposai;
fail to deliver - ne Buxonatu nmocraBky

fair - n. spmapox; trade fair - TopriBeapHuU# spMapok

fall -n. maninns; nanaru; fall dramatically-pizko manatu; fall sharply-pizko

najiaty

fax machine - n.pakc, pakciB amapat

female - 1.n. orcinka 2.a. xinouwnii

file - n. 1.manka, mBunko3mmuay; file folder - manka-peectparop
2. (daitn (komH.) 3. cipaBa, JOChE

filing cabinet - n. 1. mada a1 10KyMeHTIB; 2. KApTOTEKa, KaTajor

fill — v. o6itimaru mocany; fill in, fill out - 3amoBHIOBaTH aHKeTy



fix - v. 1.BcraHoBmoBaTH; 2. maroauTtH, pemonrysartu; fix the time -

BCTAHOBUTH Yac

flexible - ruyukwnii; flexi time - rayukuit yac (podoru)
floppy disk -- n .quckera, rHyYKHii TUCK

found - v. 3acHOBYBaTH, BCTAHOBJIIOBATH

forecast - n. nporuo3s

fortune - n. crarok, 6ararcreo; to make a fortune - maxxuru craTox
free - n. 6eskomroBuumii; free port - panko mopt

freelance — n. mo3amraTHuil CIiBpOOITHHK

fuel - n . manuso

gesture - n. xecrt

gift- 1. n. mogapyHoOK, mpe3eHT; 2. moJapyBaTH, MPE3eHTyBaTH
goal - n. uins; to achieve a goal - nocturaru i

goods - n. Toapwu; to deliver goods - mocrasutu ToBapu; range of goods -
acopTUMEHT ToBapiB; White goods - mo6yToBa TexHika 61J10T0

KOJIbOPY(XO0JIOAUIBHUKH, MTPaJIbHI MallluHU, TOLIO)

hardworking — a. mparsoBuTHIA

headhunter - n. MucnuBelp 3a To1I0BaMu; MUCIHBELB 3 TpodecioHaTaMu
head office - n. ronoBHuuii odic

headquarters - n. mrab-kBapTHpa

hold - v. 1. tpumaru; 2. Mic-tuth, 30epiratu, ykiagatu B C06i; to hold on -uekatn

y tenedpony; Will you hold? - Bu mouekaere?
image - n . o0pa3, to lose image - BrparuTtu o6pas

imagination - n. ysBa



impact - n. cuJIbHUN BIUTHB

implement - v. BukonyBaTu

import - v. iMmnoprysatu

impression — n. Bpaxxenns; professional impression — npodeciiine BpakeHHs
improve — V. moainmuty, iMpProve sales - mominmuTH mpogax

increase - v. 3pocraru; to increase steadily - 3pocratu mocrymnoso, increase
dramatically - pizko 3poctatu

inflation - n.indusuis, inflation rate - crynine indusaii

influence - »..,BIMB; V., BIUBaTH

initiative- n.iginiatusa, 3a0B3ATIUBICTE; aiHIIATUBHUI, BUXiTHHAN
interest - n. nporeHTHa cTaBka; controlling interest - KoOHTpoIbHUI MAKET
interview - n. inTepB't0, criBOeciga

institution - n. ycranosa

introduction- n. 1. odiriiine npeacraBieHHs; 2. nepiia 3yCTpid, 3HailOMCTBO;
to make an introduction - npencrasistu koro-ueOyp; letter of introduction
peKOMeHAIHII TUCT

insurance - n. cTpaxoBka

invent - v. BuHaxoauTy; iNVention - BUHaXOMKEHHS

investment - x. inBectuiis; iNvest - iHBecTyBaTH

invite - v . 3anpomyBaru

invitation - n. 3anponieHHs

invoice - n. paxyHok (aktypa

involve - v. yrarysatu



Job - n. po6ora, mpanst; best candidate for the job - naiikpamuii nperenaeHT
110 poboTH

joint venture - n. coinpHe mianpueMmctBo; to set up a joint venture -

3aCHYBAaTH CHUIbHE MiANPUEMCTBO

key - n. 1. xitou; 2. posrajka; 3. KjiaBimia, KHOIKa
key-board - knaBiaTypa

label - n . spnuk, eTrkeTka

laptop- n, HOYTOYK, MOPTATUBHUE KOMITFOTEP

lack - n. HecTatok

launch - u 3anyckaru; launch a product - 3anyckatu npoaykr; launch a new

production line - 3amyckatu BUpOOHUYY JIiHIIO

leader - n. migep, kepiBuuk; leadership - kepiBHHIITBO
leaflet - n. mucriBka

lend - v. naBatu B Gopr

letter of credit ( L/C) - n. akpenutus; irrevocable letter of credit

0€3BIIKIIUNYHHUN aKPEIUTUB

liability - n. 060B's3ku, BignmosiganeuicTh; limited liability - oomexena

BIJITOBIIAJIBHICTE
license - n. minensis; driving license - mpaBa Bois

line- n. 1. psaok, 3amucka, KOPOTKH JTUCT; 2. mapist ToBapy; 3. JiHis 3B's13Ky; line of
communication - minis 38's13ky; to be on the line - 6ytu Ha nposoai (ten); The line
is engaged! -minis 3aitasra(ren); Hold the line! -He Bimaiite Tpyoky (men); hot

line- rapsiua minist; long distance line mixxmicbka JtiHis

list - - n. ciucox; short list - kopoTkuii cimcok nmpeTeHAeHTIB Ha ocany; be on

the list - 6yru B criucky



lifestyle - - n. cnOCiO xuTTs
level - - n.. piBenb

load - - n. BanTaX

logo - - n.. ous. logotype

logotype - - n. l.iorotumn, 2.¢gipMoBuii a00 TOBapHHi 3HAK, 3. emOIemMa

(rpacdiunuii cumBoI), EBi3
local - a. micieBnit
location - po3minieHHs

mail - 1. n.. momrra (Am.), incoming mail - BxigHa KopecnoHeHIIis1, outgoing
mail - Buxigna xopecnonaenmiss, mail shot-momrrose poscunanus, voice mail —

roJjIocoBa IomITa; 2. V. HOCHJIATH IIOIITOI0
male - 1. - n. 9oyIoBiK, 2. a. 4YOJIOBIUiH
manage - v. 1. BnaBaTucs, 2. KepyBarTu,;

manager - - n.. KepiBHHK, MEHEKep; Junior manager- KepiBHUK HUKYOTO PiBHS,
middle manager - kepiBHHK cepeHBOTO piBHsI, SENIOF Manager -craprunit

MEHEIKEP

management-- n. 1.xkepiBHUUTBO ; 2. MpaBIiHHS, aAlHICTpaLis
man-made - ¢ . mTyYHui

marital status - - n. ponuHuii cTan

market - - n. punok; foreign market — 3oBuimHii punok; external market -
30BHIiIIHIN puHOK; home market - BayrpimHiii punok, domestic market -
BHYTpIIHIN puHOK; market survey - nocmimpkeHHs puHKy; carry out a market
Survey - mpoBOAUTH JOCHTiKeHHs puHKY; break into the market - npopsatucs Ha

punok; to flood the market - HaBogHUTH PUHOK
marketing - n. Toprisis, npoaax, 30yT, MapKETHHT

mass media - n.3acobu macoBoi iHpopmarii



meet — v. 1. 3yctpiuaru; 2. 30upatucs ( Ha 3ycTpid, 30opu); meet a delivery date-
JOTPUMATHCH TEPMiHY ITOCTaBKH, Meet one’s needs — 3a10BoIBHUTH TTOTPeOH, Meet

one's requirements-BiAnoBigaTH BUMOTaM

meeting - n. 30opu, annual meeting - mopiuni 30opu, general meeting -

3arajibHi 300pu

mention - v. 3raayBaru.

merchandise - n. ToBapu

merge ( with) - v. smuBaTucs; merger - 31uTTs

message -1.n. noBigomiaeHHs, mociaanus; to deliver a message- nocrasisatu
noBijomiieHHst; to take a message — mpuiiMaTi MOBIIOMIICHHS; 2. V. HA/ICUIIATH

OBIIOMJIEHHS

method - n. metos, cnocio, 3acio; to apply a method, to use a method -

3aCTOCOBYBATH METO/]
middleman - n. mocepennux
minutes - n. mpoToKOJ 300piB
modification - n. moxudikarris
modify - v. monudikysatu

money - n. rpomii, to borrow money - 6patu rpomi B 6opr; to change money
3MiHIOBaTH POmi; t0 earn money - 3apobasatu rpomi; make money --
3apobJisiTi, poouTH rpomri; to lend money nasatu rpomii B 6opr; to save money -
30upartH, 3a0M1apKyBaTH rpoii; to raise money - 3aiimaTu TPOIIi, OEPKyBaTH

MO3UYKY
motivate - n. MoTHBYBaTH
MOUSE - n.MUIIKa (KOMN.)

multinational - a. 6araTonanionansuuii, multinational companies -

OararoHarioHaJILHI KOMITaH1T



need - n . 1.HeoOXiaHiCTh, HECTATOK; 2. pl.moTpedu 3. V.. BUMaratucs, OyTu

HEOOXI1IHUM

negotiations - n. meperosopu, to conduct negotiations - npoBoauTH

neperosopu, to hold negotiations - mpoBoauTH nmeperoBopu
network - n. mepexa

number - n. kinbKicTh, HOMEp, @ NuMber of - neska kinpKicTh; extension
number - 1oxaTkoBUi HOMEp, BHYTpilIHIN HOMep (men.) nutshell - n . mock

MajieHbKe, He3HauHe; in a nutshell - kopoTko, 1BoMa ciioBamu
occupation - n. 1 .3ansrTs, cupasa; 2. 3alHATIOTH, pobOTa

objective - 1. n. mera, nparueuus; to achieve an objective - focsaruytu mertu,
set an objective - mocraBuTu Mety; 2. a.00'ekTHBHHUI, Oe3cToponHii 0ffensive -

1. n. nactyn; global offensive - rmoGansHuil HacTyn; 2. oOpa3auBHid

offer - m. mpomnosumis, fair offer - yecna nponosunis; to accept an offer -

MPUAHSATH MTPONO3HIII0
operate - v. pobutu, QyHKIIIOHYBaTH

opportunity - n. 3py4Huii BUIAJI0K, CIPUSTINBA MOKIMBICTE; bUSiNess oppor-

tunities - miyloBa MOXJIUBICTH

origin - n. moxomkenns; country of origin - kpaina moxomxenns order - 1. n. 1.
MOPSIZIOK; 2. CIIPABHICTh, TOOPUI CTaH; HaKa3, IHCTPYKIlisl; 3aMOBJIeHHs; t0 accept
an order - nmpuitasatu 3amoBnenns; to fulfill, to execute an order - BukonyBatu
3amoBiieHHs; to cancel an order - BukonyBatu 3aMoBieHHS; tO place an order
(with) - 3po6utu 3amoBienHs; in order to -mis Toro, mo0; 2. V. 1. po3TyiryBatu B

HOPSAKY; 2. HAKa3yBaTH; 3. 3aMOBIISITH
ordinary - a. 3BuuaitHuii, mpocTii
outgoing - a. yyiiHUI

outlet - n.. ToproBenbHMI TYHKT; MarasuH; retail outlet - mynkr po3npioHoi

TOPTiBii



OVEerseas - a. 3aMOpChKHUii; OVerseas trade - 3aMopchKa TOPTiBIIs
owe - V. 1. BonmoaiTu; 2. OyTH HaJEKHUM

own - V. BoaoxitTu; t0 OWn a company - BoioaiTu kommaniero outline -

V. OKPECIINTH, HaAMITUTH 3arajiomMm

overtime - a. monagaopmoBuii; to work overtime - nuairoBaTH magypo4dHo paper
- 1. n. 1. nanip; carbon paper - komiroBanbpHMit mamip; Wrapping paper -

0oOropTkoBHii mamip 2. JOKYMEHT; 3. HayKOBa JOIOBIIb 2. @. MarnepoBuii
paperwork -n. kanmensipcbka po6ora, poboTa 3 JOKyMEHTaMH
participant --n . ygacHuk

partner - -n. maptaep; business partner - nimoBuii mapTHEp

participate (in) - v. 6patu yyactb

partnership -n. 1 .cniBpoOiTHHLITBO; 2. KOMIIaHis, TOBapucTBO; limited part-
nership - KOMaHIUTHE TOBAPUCTBO 3 OOMEXKEHOIO BiANOBIAa bHICTIO; UNnlimited
partnership - moBHe TOBapHCTBO, TOBAPUCTBO 3 HEOOMEKECHOIO

BIMOBITAILHICTIO

pass - 1. n. |. mpoxix; 2. mpomnyck, nacnopt; 2. V. 1. HTH, IpOXOIUTH; 2. CKIACTH

eK3aMeH; 3. mepenaBaTu

pay -1. n. 1. miata, omuara; 2. TiaTHs; a. miatHuid; 2. pay a fine - sammarturu mrpad);
pay a visit - Hanectu Bi3uT; pay attention to smb. - 3Bepratu yBary g0 Koroch; pay
by check - 3anmnmarutu yexkom; pay in advance - miatuTu aBaic; pay in cash -
IUTATHTH TOTiBKOIO; Pay COStS - orutatutu BUuTparu; pay debts - ortatutu 6Gopru;
pay duty - omtatutu nogatok; pay for overtime (work) - omatutu
MOHAIHOPMOBY pob6oTy; pay the bill - orutatutu paxysok; sick pay - omnara

HiKapHHHOFO JIUCTa

payment - n.. criata, miaTtix; advance payment-aBancoBwuii miartix; interest
payment - Bumiara nporentis; method of payment - cnoci6 omraru; terms of
payment - ymoBu orutatu; cash payments - oriara roriskoro; make payments -

3MIACHIOBATH TUIATEXKI]



personal - a. ocobucTuii

personnel - n. mrat, cIiBpoOITHUKH

persuade - V. mepekoHyBaTH

photocopying machine -- n. komiroBaJbHHIA amapar
power — n. cuia, Millb, MOT'YTHICTh

position -- n.. 1. nonoxenHs; 2. nocaja 3. BiAHOIIECHHS, To4ka 30py; to apply for
position - mykatu po6oty; high position - Bucoka mocaza ; hold a position —

o0iiiMaTH ocamy
powerful — mirHui, MOTyTHIN

presentation - - n.. npesenraris, to conduct a presentation — nposoautu

npesenTarto; to hold a presentation - mpoBoauTH mpe3eHTAaIlifO

price - - n.. mina; price list - npeiickypanr, npaiic-nmuct; at the price of— 3a
uinoro; to reduce the price - 3uusurtu 1iny; to cut the price - 3uu3uru 1iny; to

fix a price - BctanoBuTH 1iHY; 0 qUOte a price - Ha3HAYUTH LiHY
printer -- n. npuHTEp
probationary period -- n. icnutoBuit TepMiH

produce - n. Bupobu; home produce - BiTun3HsHI BupoOu V.BupobmsiTu product -

n.. TPOIYKT
production - n. 1. BUpOOHHUIITBO 2. TPOAYKILisI

profit - 1. n. npudyrok; to make a profit - npunocutu npubytok; to get a profit
(out of) - micraBatu npubyToK; to receive a profit (from) - gicraBatu npuOyTOK;
to gain profit - micraBatu npudyTok; net profit- unctuii npudyTok; gross profit —
BasIoBHI pUOYTOK; t0 increase profits - 30Ty NPUOYTOK; 2. T. AiCTaBaTH

pUOyTOK
promise - v o6insaTu

promising- 6araToobirsounii



promotion - n. 1. mpocyBaHHS 1O Cay»0i 2. IPOCYBaHHS TOBAPY 10 PUHKY
problem - n. mpo6nema; to consider a problem - posrasayTu npobiemy; to set a
problem -nocraButu 3amauy; to solve a problem - BupimuTu npobiaemy project -

n. mpoekT; to back projects - migTpuMatu IpoeKT

proposal - n. npono3wuis; to consider a proposal - po3riasiHyTH PONO3HIit0

Propose - v nponoHyBaTu

proprietor - n. Bnacuuk; individual proprietor- oxnoociOHuii BnacHuk protect

(from) - v. 3axuimaru; 3amodiratu
provide - v. 3abe3neuyBaTu

public relations (PR) - n. BigHOIIEHHS 3 rpoMajkicTio punctual -

a. IyYHKTyaJIbHUHI
purpose - n. MeTa

purchase - 1. n. mokymka; purchase department - Biain nocrauanss; purchase

price - mokymHa 1iHa; purchase tax - mogarox 3 Kymiii;2.

V. KyIlyBaTu

quality - n. sxicts; high quality - Bucoka sikicte; poor quality - Hu3ka

AKicTh; personal quality-ocobucTa IKicTh
quotation - n. BapTicTh, 1iHA, PO3I[IHKH
quote a price - V. IpU3HAYUTH IIHY

queue - 1. n. yepra; 2. V. CTOSITH B uep3i

questionnaire - . n. ankera, to fill in a questionnaire - 3anmoBHOBaTH aHKeTy; tO

fill out a questionnaire 3amoBHIOBAaTH aHKETY

range - 1. n. psa, npanmor; range of goods - acoprumenT ToBapis; 2.V.

KJacugikyBaTu

rate - 1. . n. 1. Hopma, cTaBka, Tapud; 2. mpomnopirist, KOePilieHT, BICOTOK;

inflation rate - Bigcotok iHusIIil; interest rate- ctaBka BijcoTka; tax rate -



mojaTkoBa ctaBka 3. Kypc (¢in.) exchange rate, rate of exchange - BamroTHwHit Kypc;

2.V. OLIIHIOBATH

real estate - . n. HepyxomicTh
recession. n.- cmaju, perpec
reckless - a. 6e3TypOoTHUI

recruit - v. maitmaTtu ( Ha po6OTY)
recruitment - n. Ha6ip (ua po6ory)

redundant - a. 1 .Ha/UIMIIKOBHIA, HAAMIPHHH; 2. 3BUTLHEHUH 110 CKOPOUYCHHIO

mrrariB; make redundant - ckopotuTu

reduce- v. ckopouyBatu; reduce costs- ckopouyBaru BuTparu; reduce price-
3MeHIryBaTH miny; to reduce the staff - ckopouyBaTu mrar

reference-. n. 1. nocunanus; 2. pekoMeHaallis
refuse - v. BIiZAMOBIATH, BIIXUAIATH
relation - . n. BizHomenus; in relation to - BigHOCHO, 0 CTOCYEThCS

relationship - . n. B3aemunu; long-term relationships - noBrocrpokosi

BITHOCHHU

reliable - nanitinuii; reliable firm - conigna dipma

reliability-. n. nanifinicts

report - . n. 1. gonoBizap; 2. 3Bit; annual report - mopiuauii 3BIT
rep - ous. representative

representative - . n. npencraBuuk; sales representative - roproBenbHui

MIPECTaBHUK

requirement - n. Bumora; to establish requirements - Busnauntu Bumoru; to set

requirements Bu3HauuTH BEMOTH; t0 meet requirements - BiAmoBigaTHBUMOTaM

research - . n. nocnimkenns; market research  mociimKkeHHS PUHKY



resign — v.itu y BiJICTaBKY

retail - n. po3npiouumii mpogax; retail outlet-po3apidHa ToproBesibHa TOUKa;
retail sales - po3npiOoHumii mpogax

resistance - n. onip

respect - 1. n. moBara; 2. V. moBaxxatu

retailer - n. po3apiOHuUI TOProBeIb

reward - n. Haropoaa

rival - n. cynepHuK, KOHKYPEHT

rise - v. mogumarucs; rise dramatically - pi3k0 mogumMaTHcCst

risk - 1. - n pusuk; V. pusuxkyBaru to take risks - pusukyBarty;
run — v 6irtu ; run the company - kepyBatu KOMIIaHIEO

sales -- n. oGcsar nmpoaaxis; sales agent - arent mo 30yty; sales department-

BiyIiI 30yTy; salesman - nmpoaaseis
save - v. 1. 3aomamkysaru; 2. komu. 30epiratu
scanner - - n. CKaHep
Scotch tape = adhesive tape - n. ckot4, cTpiuka, 1o KJIeiTh
screen - - n. eKpan
security - - n. 1. 6e3neka, HaAIHHICTB; 2. 3aXUCT, OXOPOHA; 3. TapaHTIs

secure -- n. 1. oXxopoHsry, 3aXuiiaTy; 2. 3ade3neuyBary; 3. rapantyBatu; 4.¢umn.
Crpaxysatu Seek - V. mykaTu; po3mykyBatu; to seek for - no6usarucs,

JOMaraTucs
segment - - n. cerment; segment of the market - cermeHT punky
sell - v. nponasaru; sell (at, for) - nponaBarucs ( mo sAKUA-HEOYAb IiHI)

seller - - n. mpogasenpb, TOPro.eib



self-employed - n. Toii, xTO Mpaioe Ha cede
sensitive - a. yyTnuBwHii

service - 1. - n. 1. cinyx0a; service record - mocayKHHI CIHCOK; 2.
obcayroByBanns; after sales service - o6cimyroByBaHHs IMicis MPoaaxy ;2. V.

OGCJ’IerBYBaTI/I; IMpOBOJAUTH OI'JIA;

set - 1. n. Habip, koMIuIeKT; 2. V. BCTaHOBJIIOBATH; Set Up a company --

3aCHOBYBATH ITi IIPUEMCTBO
shake - v. tpsacrtu(cs); shake hands - moxaru pyku

share - - n 1. gacruna, yactka; market share - sactka punky; to gain market
share - npunbaru yactky punky; lose market share - Brpatutu yactky punky 2.
akIis, mai; share price - nina akmii shareholder - Bnacuuk akmii 2. V.

noainaTu(cs)
sheet - n. 1 .uct (manepy); 2. Tabnuiist, BiIOMICTh

shipment - n. 1. BanTax, naptis ToBapy; 2. HaBaHTAXCHHS, BiIPABICHHS

TOBapy; 3. HOCTauyaHHs TOBapy
size - n. po3Mmip

skill - n. maiicrepuicts, yminus; professional skills — mpodecionanizm, to

master a skill - 3m06yBaTu BMiHHS
slogan - n. racio, aeBi3, 3aKIUK

shift- n. 1. 3mina, nepeminierns 2. poo6oua 3mina day shift genna 3mina shop -
n. 1. marasun; 2. nex; 3. maiicrepus; shop assistant — nponasens; shop keeper -
BJIaCHUK MarasuHy; Shop window - BiTpuHa ; to manage a shop - kepyBaTu

MarasuHOM
short - a. xopotkuii; short list - koporkwuii cimcok
society - n.cycmiibCTBO

software - n. komMmn'toTepHi Iporpamu



sole - a. equHMA, 0THOOCOOOBHII;

sociable - a. roBapucbkuit

spare -a . 3amacHwuii; Spare time - BiibHHUIA yac
spell - v. BumoBIsATH 200 MHUCATH CIIOBO MO OYKBax
spend (spent, spent) - v. BuTpayaTu 4ac, rpomii
SpONsOr - n. rapaHT, coHCcOp; V. (iHAaHCYBaTH
sponsorship - n cooHCOPCTBO

staff- n mrat cnyx00BI11iB, mepconai; staff turnover - mIuHHICTE KaapiB; tO
join the stuff- Bautucs B kosnektus; to cut the staff- ckoporutu mrar standard

- n. HOpMa, ctanaapt; living standard - »xutTeBuii piBeHb
stapler -- n . cremep

statement — n. 1. 3asBa, cTBepKeHHS; 2. 3BiT, Oananc; Statement of expenses -

3BIT TIPO BUTPATH
stationery - n. KaHmensAPCHKi TOBapU

steady -n. 1. criiikuii, cranuii; 2. piBHOMIpHU#; Steady Job - nocriiina po6ora; steady

rise - HeYyXUJIbHHIA MiTiHoM

strategy - n. ctpaterisi; corporate strategy - kopmoparuBHa crpateris Stick to

the rule / stick together

stock- n 1 .akmioHepHUiA KammiTal, OCHOBHHUI KariTtan, GOHIH; 2. 4acTKa aKiiid; Am.
akiii; stock exchange - ponmosa 6ipska; stock market- 6ip>xoBuit prHOK ,

¢donoBa Oipxa

strike - n. cTpaiik; to be on strike - crpaiikyBaTu; to go on strike -

OTOJIOIYBATH CTPAUK
strength - n. cuna; to build up the strength - mapomysaru cuny;

stress - 1. n.THCK, HaTuCK, Hanpyra; under stress - B ymoBax crtpecy; to

reduce stress - 3MeHnIyBaTu cTpec; 2. V. MiIKPECIIOBATH



structure - n. cTpykTypa; company structure - ctpykTypa KoMmnasii
style - n. cTunn

subordinate - a.migernuii; be subordinate to - miamopsakoByBaTucs
subsidiary - 1. n. nouepus kommnanis (= subsidiary company) 2. a.

JTOTIOMKHUH, APYTOPSTHUM;,

succeed- v. 1. BUIIMBATH 3a YMM-HEOY/Ib , 3MiHIOBATH; 2. TOCATATH METH,

succeed in doing smth. - mponBitaru B yoMmy-HEeOY b
Sue - V. moJaBaTH B CY/I, YYUHSTH [1030B;

supervise -- v cnocrepiraru, 3aBilyBaTH, KEpyBaTH;
supplier - n. mocrayanabHUK

supply - v. mocrauaTu

Survey - n. orusa, AOCTIDKEHHS; - JocipkeHHs puHky; field survey -

JOCITDKCHHS Ha MiCIIi
sympathetic - a. cmiBuyTnuBuii

takeover - v. y34TTs il KOHTPOJIb Ta YIPABIIHHS;, NOTTIMHAHHS KOMITaHii; 3ITUTTS

KOMITaH1i

take over - v. 1. npuiimatu (mocany), take over a business - npuiimaTtu (Ha
ce0Oe) KepiBHUIITBO ; 2. yCHaAKyBaTH, 3. 3axonutu Biaay; take over a firm -
npueanyBatu Gpipmy; take over bid - npomo3witis o010 TOKYITKHA KOHTPOIBHOTO

TaKeTy aKIlii
tape - n. miBka

tariff- n. 1. rapud, nonarok, muto; to impose, to levy a tariff- BBoauTu nomarok,

MHTO; 2. pO3IiHKa, TJIaTa 3a MOCIyTu

target - n. mera, uine; target price - HamideHa 1ina; target customers -noteHiriiHi

MOKYTII



tax- n. Tapud, momarox, 36ip; to impose, to levy a tax -o6xmagaTu mogaTtkom; to
collect taxes - 3oupaTu mogarku; to pay taxes - miaTutu mogaTku; income tax -
npubytkoBuii mogatok; free of tax/tax free - ve onmonarkoByBanuii; value

added tax (VAT)- momaTtok Ha q0JaHy BapTiCTh
team - n. komanga; to work in a team - npamroBaTi B KOMaHIi
teller - n. 6ankiBChKHi Cy:KOOBEIb, KAaCUP

term - ». l.tepmiH, BU3HaYeHu# nepiox; 2. TepMiH; 3. Pi yMOBH Yronu,

norosopy; 4.pl ymoBu miarexy; terms of payment - ymoBu miartexy
tip - n. 1. gaiiosi; 2. mopana

trade - - n. Toprisius; to build up a trade, to develop a trade - po3BuBatu
toprisio; to conduct a trade - Bectu Toprismo; foreign trade, international
trade - 30BHimHs Topriis; home trade - BuyTpimus Toprisist; wholesale trade

- ONITOBA TOPTIBJI;
trader - - n. Toproseup; sole trader - oaHOOCO0OBHIT TOPTrOBEIH

trade union - - n. npodeciiinuii cor3; trade union representative-

MpeaCTaBHUK MPOdeciitHOro cow3y
trademark - n. ToproBa mapka
train - v. TpeHyBaTH, HaBYaTH, TOTYBaTH

training - n. HaBuanHs; training COUrses - HaBuajbHI KypcH; training costs-

BUTpaTH HAa HaBYaHHS

threat - n. morpo3sa

transfer - u. 1. mepeBeeHHs, nepeMillieHHs; 2. epeBeIeHHsI(TPOIIIiB)
turnover - n. 1. nuHHICTH KaApiB; 2. TOBAPOOOIT

type - n. Tam, BUA

unemployment - n. 6e3po6iTTs

uniform - n ynidopwma; to wear a uniform - Hocutu popmy



unique - g. yHIKanbHUR

value - n. BapricTs, 11iHa; to place, set value - npusnauutu niny; good value
for money - To, 110 KOIITYy€e BUTPAYCHHUX TPOIIIB

valuable - a. xomroBHU, KOPUCHUTI

vehicle - n. TpanciopTHwmii 3aCi6, aBTOMOO1Ib

voice mail - n. ronocoBa moiira

wages - n. 3apo0iTOK, J0X0/1, BHHAropoaa

warehouse - n. ToBapHHUii CKIal

warranty- n. rapaHTis

waste - 1. nl. MapHOTpaTCTBO, HEMOTPiOHA BUTpATa; 2. yTpaTa, 30UTOK;
3.Bigxonu, MOKUALKK; NUclear wastes - pagioakTuBHI Bigxoau; tOXic
wastes -ToKCHYHI BiIXOaH V. yTpadaTH JapoM 2. V. BUTpavyaTH JapEeMHO

( rpomi, yac)
waste paper bin - n xop3uHa 11 BiIX0iB

weight - n. Bara, maca; gross weigh - Bara Opyrto; net weight - Bara

HETTO
well known - past p. nobpe 3po6iaeHu

wholesale - a. onrosuii; wholesale house, firm - onrosa dipma;
wholesale price - onrosa mina; wholesale trade - onrosa Toprisis;to

buy wholesale -kymyBatu ontom
word processor - n. TeKCTOBHI IPOLECOp (KOMH.)

work - 1. n. 1. po6ota, npars; hard work - tspkka npans; paper
work -kanmensipcbka po6ota; 2. Miciie poOOTH; 3. MiITPHEMCTBO, 3aBOJI

2. y.poOutu, BUroToBysity; to work as - mpairoBatu B sSIKOCTi KOro-



HeOyab; to work for a large firm - npamroBatu Ha dipmy; to work

hard - npamroBatu 3aB35T0

workforce - n. po6oua cuna; skilled workforce - kBamidikoBana

poboua cuia

write - v. mucarwm; to write off a debt, a loss - cimcatu Gopr, yrparu;

to write shorthand — crenorpadysaru
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