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ITepeamoBa

HaBuanpHUI1 MOCIOHUK YKJTaJIEHUH 3 METOIO MOTJUOIEHOTO BUBUYCHHS
aHTIiNChKOI MOBH. BiH mpu3HaueHuil njig 3a0e3MeyueHHs CTYIACHTIB 1 BU-
KJIaJlayiB HEOOX1THUMHU HABYAIHLHO-METOAMYHUMU MaTepiajaMu IS BU-
BUEHHS aHTIHChKOT MOBH Ha I-III kypcax, po3BUTKY HaBHKIB Pi3HUX BUIIB
YUTAHHS.

[TociOHMK CKIIaaeThCsA 3 JBOX YAaCTHH 1 KOPOTKOTO CIOBHHMKA J1JIO-
BOTO MOBJICHHS.

[lepma yactiHa MICTUTDH (PaxoBi TEKCTH 3 O13HECY, EKOHOMIKH Ta HO-
BITHIX 1H(OPMAIIIHHUX TEXHOJOTIM. Y IpYyry 4acTUHY YBIMIILIM HAayKOB1
TEKCTH, K1 JaAyTh MOXJIMBICTh CTyJ€HTaM HaOyTH 3HaHb JJISI TTOAAJIBIIOT
CaMOCTIHHOI pOOOTH 3 JITEPaTypoIo 3a (haxoM.

Meta nmociOHMKa — HaBYUTH CTYJICHTIB YHUTATH, PO3YMITHU Ta TEPEK-
JaaTH HAYKOB1 TEKCTH.

[TociOHMK Ma€ YiTKY CTPYKTYpPY 1 CKiamaerbes 3 15 3anath. Haykosi
TEKCTH Ta 3aBJIaHHS KOXXHOTO PO3JILIYy MAalOTh YITKY JIOTIYHY IMOCTiIOB-
HICTb, SIKI TAaKOXX PO3BUBAIOThH 1HIWBIAyaIbHY 3JaTHICTh CTYJEHTIB JO ca-
MOHABYaHHS.

BukoprcTaHo MMpOKHiA CIIEKTP CyJaCHUX HAyKOBHX TEKCTIB 1 CTATEH 3
MEHEPKMEHTY, TPUKJIaTHOI MaTeMaTUKH Ta 1HQopMaTuku. bescyMHIBHO, 11€
3MIITHIOE TI3HABaJIbHY MOTHBAILIIIO, CIIPUSE aKTyasi3allli MOBJICHHS Ta BU-
KOPHCTAHHIO TPaMaTUYHOTO MaTepiaiy, 10 TaK0X MOIMHUPIoE (PaxoBy Tep-
MIHOJIOT1YHY €PY/IUIIIIO CTY/ICHTIB.

[Ticnst KOXKHOT TeMHU MPOIOHYETHCS JOCTaTHS KIJIBKICTh BIpPAB IS
OTIPAIFOBAHHS Ti€l YM 1HIIOI TEMH, BKIIFOYAIOUW MEPEKiIaa 3 PiIHOI MOBHU
Ha 1HO3eMHY. J/leTanbHi MOSCHEHHS JEKCHIHOTO MaTepialy HaIllpaBjcHI Ha
MIPAKTUYHE OBOJIOJIHHS MOBOIO, IIIO JIO3BOJISIE BUKOPUCTOBYBATH HOTO T
4ac CaMOCTIHHOI poOOTH CTY/ICHTIB.

[TociOHUK mpU3HAYEHUW AJIA ITUPOKOTO Kojia OCi0, 10 CaMOCTIHHO
BUBYAIOTh AHTJIHChKY MOBY. Bukiagadli MOXyTh MiOMpaTH TEKCTU BijI-
MOB1IHO 70 (paxy Ta piBHS 3HAHb CTYACHTIB.



Lesson 1 “Computers”
Text

Computers

The computer industry is one of the largest in western countries and
especially in the USA. It includes companies that manufacture, sell and
lease computers, as well as companies that supply products and services
for people working with computers.

A computer cannot think. A human operator puts data into the com-
puter and gives instructions. The operator writes instructions which deter-
mine the mathematical operations on information. A computer solves
mathematical problems very rapidly. Traditionally, the computer in busi-
ness is used to process data. This involves different administrative functions
such as preparation of payrolls, inventory control in manufacturing,
warehousing and distribution operations, computer accounting, billing
by banks, insurance companies, public utilities and mass circulation maga-
zines. Now the computer takes on new kinds of jobs. It has become more
involved in business operations as an essential tool in making decisions at
the highest administrative level.

Active Vocabulary

to put data — 3aknagatu naHi inventory control — inBeHTa-
to give instructions — gaBatu iH- pU3aIliiHUN KOHTPOJIb
CTPYKIT1 warehousing — ckiaayBaHHs
to solve mathematical problems — TOBapIB

pPO3B’sI3yBaTU MaTeMaTU4HI 3a/1a4l distribution operations — po3-
to process data — oO6poOsTH maHi MOLIIBHI orepartii
preparation of payrolls — min- customer accounting — po3-
Ka BIJJOMOCTEH (HA TpOIIOBE YTpH- PaxyHOK 13 KJTIEHTOM

MaHH)

Exercise I

Comprehension questions:

1. What does the computer industry include?

2. In what way does a computer operate?

3. A human operator puts data into the computer and gives instruc-
tions, doesn’t he (she)?

4. How is the computer traditionally used in business?

5. What new kinds of jobs is the computer taking on?
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Exercise 11

Choose the necessary word and put it in the sentence (process data, lease,
inventory control, processing, administrative, data and instructions).

1. Distribution operator, preparation of payrolls are ... functions
which the computer performs for business.

2. Computer is programmed to ... fast and accurately.

3. If a small company cannot afford to buy a computer, they can ...
the services of computer.

4. A programmer feeds the ... into the computer.

5. Many companies use the computers for their ... .

6. A computer solves problems by ... information.

Exercise 111
Change the sentences according to the model.

Model: The sales are numerous. | can’t mention them all. — They are too
numerous for me to mention.
1. This software 1s very expensive. The company can’t buy it.
. The results are numerous. They can’t remember them all.
The computers are complicated. I can’t use them.
Processing this data is difficult. John can’t learn it.
I’m tied. I can’t do the billing right now.
I’m busy. I can’t go on a business trip right now.
The data is complicated. I can’t explain it.
The situation is difficult. We can’t overcome it at once.

N

Exercise IV

Change the sentences according to the model.

Model: It was worth looking over the operations of the supermarket. — It
was worth looking them over.

. They picked out the new merchandise.

. They talked over the new software.

The manager tried out new sales checks.

She filled out the payroll form.

They look down the statistical data.

He had to look over the new program.

S ol
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Exercise V

Read the text and make up 10 questions to it.

Lorrain Weller from Modern English International warns us. However
hard the manufacturers and advertisers of personal computers try to con-
vince us of friendliness of their product, it is still a fact that if you want to
program your own computer, you have to learn its language. It doesn’t un-
derstand yours. This simple fact is the reason why so many home computers
are underused. It also prevents lots of people from buying their own com-
puter. Rather than licking your hand the computer quite often bites.

Imagine yourself having a conversation with an English person. You
make one small grammar mistake, may be you say “have” instead of
“has”. It doesn’t matter. The person understands your meaning and the
conversation continues. This doesn’t happen with a computer. If you make
even the smallest mistake in its language, the conversation breaks down
completely and you have to go back to the beginning. It can be very fru-
strating.

In the United States, in Japan, in Britain specialists are trying to de-
velop a computer that will understand human language.

to convince — NEPEKOHYBATH

to underuse — He BUKOPUCTOBYBATH Ha MOBHY MOTY>KHICTh
to prevent — mym 3yIHUHSATH, 3a11001TaTH

to lick — nuzartu

to bite — xycartu

frustrating — BucHaxMBUHU

Exercise VI

Translate into English.

1. Jlessiki KoMmaHIi HE BUTOTOBJISIOTH 1 HE MPOIAIOTh KOMIT IOTEPH, a
371at0Th 1X Ha IIPOKAT.

2. IlporpamMicT 3aHOCUTH JjaHl B KOMIT I0TEp.

3. ¥V 06i3Heci KOMIT I0T€p BUKOPHUCTOBYETHCS /111 OOpOOKH TaHUX.

4. TIporpamue 3a0e31MeueHHs 1yXKe T0pOre.

5. Komm’toTep monomarae nmpuiiMaTH pillIeHHS Ha BUILIOMY aJMiHIC-
TPaTUBHOMY PiBHI.

6. Komm’1oTep BUKOPHUCTOBYETHCS I BUKOHAHHS 0araTbox aaMiHi-
CTpaTUBHMX (DYHKIIIH, MIATOTOBKY B1JIOMOCTEH, 1HBEHTAPU3AI[IHHOTO KOH-
TPOJIIO.



Exercise VII

Supply prepositions where necessary.

1. Payment was to be made ... cash ... 30 days ... receipt ... all
shipping documents.

2. The customers sent an enquiry ... women’s shoes ... autumn wear
but were informed that the company could not supply them.

3. ... the past this company supplied us ... their computers. Now
they want us to advise them ... our current requirements.

4. The seller’s offer was valid ... a period ... 90 days ... the date ...

their quotation.

5. ... accordance ... Mr. Ranson’s letter his company is going to in-
crease their prices ... 6% ... May.
Exercise VIII

Supply the articles where necessary.

1. ... world exposition is usually ... great event.

2. ... Poznan Fair is help once ... year.

3. ... world Trade Centre provides ... necessary facilities.

4. ... world exposition of 1989 attracted thousands of visitors.

5. We invite you to participate in ... International Exposition of ...
Food Industry.

6. ... London Radio Show is held every year.

7. ... computer exhibition which was held last year was ... great success.

Exercise IX

Choose and use:
a) people, peoples
1. There were three ... in the room — two men and one woman.
2. Some ... prefer to stay at home on New Year’s Eve.
3. The ... of tsarist Russia could not develop their national culture.
4. Look at the ... in the street. They are laughing and dancing.
5. The .. of South East Asia led a long struggle against colonialism.

b) sometimes, sometime

1. ... fireworks are set off in small towns.

2. ... they go on picnics.

3. This street was named Bogdan Khmelnitsky street ... years ago.
4. ... they welcome New Year’s Day in a restaurant.

5. Evidently, he has a cold today. He will come to us ... .
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Exercise X

Read the following dialogue. Then render it in indirect speech.
(Simona and Berg work in a large supermarket. Berg is the Manager and
Simona is the Head Buyer.)

Berg

Simona

Berg
Simona

Berg
Simona

Berg
Simona
Berg
Simona
Berg
Simona

Berg
Simona

Berg
Simona

Berg
Simona

Berg

Sitmona

I’m so glad you had this business trip. I also would have liked to
go but it’s a problem for me to get away. Tell me everything about
your business trip.

It was really great, Berg. It was worth looking over the operations
of the store. It’s very well organized and I believe we should con-
sider adopting some of the methods.

Is it really so?

Oh, sure. First, they’ve replaced their cash registers with special
terminals.

What for?

They record on tape the department number, classification of
items, amount of sale and salesclerk for each sale.

Do you think we really need all that information on tape?

We put on the same information on our sales checks.

Yes, but in cases of exchanges we need to know all that.

And for other things too.

Well?

For inventory control, for example. During the right, the tapes
containing the information are fed the computer.

And then what?

Every morning the computer prepares reports on the sales of the
day before, classified by department and buyer.

So, it is possible to have almost instant records.

You are right. The inventory is kept up to date automatically. Im-
agine, how efficient we could be.

It is great. But I think with the help of the computer we could offer
more personal services to our customers.

What do you mean?

Having such up-to-date records and complete inventory we could
keep records of birthdays and anniversaries and have gift sugges-
tions based on customer records, and a million of other things.
Don’t hurry. Let’s get going on first things first.

Head Buyer — HauansHUK BiJJII7Ty IOCTa4YaHHs TOBapiB O Mara3uHy
to adopt methods — BripoBa’KyBaTu METOAU
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terminal — TepmiHai, BUCHOBOK, KIHEIIb, MEXa

to feed the information in the computer — 3aknamatu iHpOpMaIiio B
KOMIT'FOTEP

to date — oOuncIIOBaTH, MIAPAXOBYBATH; OOHOBIISITH

Lesson 2 “Speaking over the Telephone”
Text

Telephone Instructions

I. Making a call:

— First check the code (if any) and number.

— Lift the receiver and listen to dialing tone (a continuous purring).

— Dial carefully and allow the dial to return freely.

— Then wait for another tone:

— Ringing tone (burr-burr) means the number is being called.

The line is free.

— Engaged tone (a repeated single tone), try again a few minutes later.

— Number unobtainable tone (steady tone), replace the receiver,
recheck the code and number and then redial.

— At the end of the call replace the receiver securely.

I1. When answering the telephone:

— Always give your name or the name of the office or your telephone
number.

— If you hear a series of rapid pips, the call is coming from a coin-
box telephone. Wait until the pips stop and then give your name or tele-
phone number.

III. When making a call from a coin-box telephone:

— First drop a coin piece (pieces) into the slot.

— Lift the receiver and listen to dialing tone.

— Dial your number.

— On hearing ringing tone, which means that the line is free, wait un-
til your call is answered.

IV. Trunk-Call via operator when booking a trunk-call:

— Give the country, the place concerned and the number you want
your call to be connected with.

— Say what kind of call you want to book.

— Indicate the duration of your call if possible.

— Give your name and telephone number.

9



V.Subscriber Trunk Dialling (STD):

—Keep in your personal telephone directory an up-to-date list of dial-
ling codes and/or number of people you are likely to call. This will save
you time in future.

— When you dial do not pause too long between digits.

— If your hear a recorded announcement telling you that the trunk
line is engaged, replace the receiver and try again later.

— Answer your telephone promptly, giving your name or the name of
the office or telephone number. This saves the time and helps the caller.

VI. International Subscriber Dialling (ISD).

— You can dial for yourself calls to most places in Europe and North
America.

— First dial the code of the country or the code of the place concerned
and then the subscriber’s number.

— If you wish to know the code for a place which is not shown in the
Telephone Directory, ask the exchange operator.

— When dialing to Europe or North America do not pause more than
two or three seconds between digits, especially the last few digits. You
will often hear nothing for half a minute or a little longer after dialling.

— Do not replace the receiver before you have given the equipment
time to connect the call. Sometimes you may hear a series of very rapid
pips. It means that the automatic equipment is putting your call through
and asks you to hold on.

Node:

Code is a system of figures used before telephone numbers of cities and
countries which have been changed to all-figure number. For example, a
London all-figure is 01-2222870. 01 1s the code to be dialed if you make a
call outside the London area. But if you make a call in London, you should
dial only the last seven figures, those after the hyphen. For number in New
York City dial: 0-01 212 following by the last seven digits of the number
of the customer you require.

Words and phrases

Telephone TenedoH
to telephone (to phone) smb.
to ring smb. up
to call smb. up J3BOHUTH TI0 TeNePOHY OYyIb-KOMY,
to call smb. KyJIu-HEeOyIb
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to buzz smb. (4Am)
May I use your telephone?

He is speaking over (on) the tele-
phone now.

The telephone is quite dead.

I can’t get him on the phone.

to make a call
call

to give a call

to give a ring

to give a buzz (4m.)
There is a call for you.

I’ll answer the call.

I’ll answer the telephone.
Where can I make a call?

receiver
to lift the receiver
to take up the receiver
to pick up the receiver

to listen to dialing tone

to dial (dialed Br., dialed Am.)

dial

I have dialed the number twice
but there is no reply

dialing tone

ringing tone

the line is free

engaged tone

number unobtainable tone

to replace the receiver
to hang up
to ring off

J103BOJIBTE MOA3BOHUTHU IO BALLIOMY
tenedony?

Bin 3apa3 po3moBiisie o Tenedony.

TenedhoH He mpaIrioe.
S He MOXKY JOA3BOHUTHCS 0 HBOTO.

JI3BOHUTH TI0 TeNeoHy
TeneOHHUIN BUKIIMK, I3BIHOK

ITOA3BOHUTH T10 Telle(POHY

BaMm tenmepoHYIOTS.
S mimiiay g0 Tenedony.

Jle s MOy MOJ3BOHUTH?
CITyXaBKa

M1THIMATH CIIYXaBKY

YeKaTH IyaKa
HaOUpaTH HOMEP

IUCK HaOopy (Ha TemedoHi)

S mabupaB HOMEp JBIYi, ajie HIXTO
HE BIIMOBIJIAE.

TpuBanuii TyJI0K, SKMM O3HAYAE, IO
MOXHA HaOUpaTu HOMEP.

Piaxi ryaku, skl 03HA4ar0Th, IIO Ji-
Hisl 3aiHATA.

HOMEpP HE 3alHATUH

94acTi TYAKH

['ynok, skud O3Ha4dae, MmO 3B’S3KY
HEMaEe.

MOKJIACTH TPYOKYy, 3aKIHYUTH PO3-
MOBY

11



a series of rapid pips
coin-box telephone
telephone booth

box phone

trunk-call

long distance call (4m.)
to pause

digit

recorded announcement

the line is engaged (Br.)

the line is busy

caller

International Subscriber Dialling
(ISD)

Subscriber Trunk Dialling (STD)

The city is not on STD.

subscriber
Telephone Directory
Telephone Book

to connect (4m.)

to put a call through

I’m putting your call through.
to hold on

code

charge

switchboard

switchboard operator

to make a call through the opera-
tor

to clear

to disconnect

HHU3KA YaCTUX CUTHAJIB

TenedoH-aBTOMAT

MDKMICBKHH Tene(OHHUN BUKIITHK

3aTPUMYBATH, pOOUTH MAy3y

nudpa

3amucaHe Ha IUTIBKY MOBIJIOMJICHHS,
OTOJIOIIEHHS

HOMED 3alHATUH

TOH, XTO TenehoHye

MIXKHApPOJHUN aBTOMATUYHHUM Tee-
(dboHHU 3B’ A30K

MIDKMICBKUM aBTOMATHYHUM Tele-
(dboHHUI 3B’ A30K

3 MICTOM HEMa€ aBTOMAaTHYHOTO Te-
71e(h)OHHOTO 3B’ SI3KY.

a0OHEHT

Tene(pOHHUN TOB1IHUK

3’€IHyBaTH aOOHCHTIB

3’€IHYIO Bac.

yekaTu 011 TenedoHy

KO/

11aTa 3a Tejae)OHHY PO3MOBY
KOMYTaTop

TenedoHICTKa

MO3BOHUTH uepe3 TelePOHICTKY

po3’enHyBaTH (A0OHEHTIB)
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Exercise I

Answer the following questions:

1. What should you do if you want to make a call from your tele-
phone?

2. What do you usually say when you answer the phone?

3. What do you do when you make a call from a coin-box telephone?

4. What should you do to get the best from STD (Subscriber Trunk
Dialling)?

5. What are the advantages of Subscriber Trunk Dialling?

6. What information is to be given when a trunk-call is booked?

7. Define an ISD call (International Subscriber Dialling).

Exercise 11

Translate the following word combinations and sentences.
1. Check the code and number.
2. Ringing tone.
3. Engaged tone.
4. Number unobtainable tone.
5. Replace the receiver securely.
6. This will save you time.
7. When you dial, don’t pause too long between digits.
8. International Subscriber Dialling.
9. Say what kind of call you want to book.
10. Indicate the duration of your call.

Exercise 111

Translate into English.
1. ITigHiMITE TPYOKY Ta YEKalTe TyaKa.
. [loxmaaite TpyOKYy.
HaGepiTe HOMED.
BkunbTe MOHETY.
Howmep He 3anHsATH.
[Touekatite, moku BaM He mamyTh BIAMIOBIIb.
S 3poOMB MIKMICEKH aBTOMAaTHYHHUI A3BIHOK.
AOGOHEHT He BIAMOBIAAE.
9. MiHapOIHUI aBTOMATUYHUN TeNePOHHUN 3B 30K AYXKE TOMY-
JIAPHUM.
10. Ha3BiTh 101aTKOBHIT HOMED.
11. He knaaite TpyOKYy.

00 N O L W
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Exercise IV

Dramatize the following telephone conversations.
1

A. Hello!

B. May I speak to Mr. Stock, please?

A. Speaking.

B. Good morning, Mr. Stock. This is Petrenko calling.
A. Good morning, Mr. Petrenko.

2.

A. Hello!

B. Could I speak to Mr. Stetsenko?

A. Who is calling, please?

B. This is Brown from the Foreign Office.
A. Thank you. I’m putting you through.
B. Stetsenko speaking.

3.
A. Ukrainian Embassy. Good morning.
B. Good morning. Could you put me through to Mr. Klitny?

A. Sorry, the line is engaged. Can you hold on?
B. All right. Thank you.

4.

A. Five-seven-three; one-nine-three-four.

B. Good evening. Can I speak to Mr. Jones, please?

A. Sorry, Mr. Jones is on the other line. Will you wait, please?

B. All right.

A. Sorry to have kept you waiting. I’m putting Mr. Jones on the line.
B. Thank you.

5.
A.Hello! This is Stakhiv from Ukrainian Trade Delegation. Could
you put me through to Mr. Russell, please?

B. Hold on a moment, please. Sorry, Mr. Russell is not now and he
won’t be back until late this afternoon.

A. Would you ask him to call when he gets back?

B. Certainly.

6.
A. Number, please.

14



B. 437-8181. Can I have a personal call to Manchester 645-9302 with
ADC, please?

A. Will it be on credit?

B. Yes, it will.

A. Who is calling?

B. Mr. Smith.

A. Your number in Kyiv, please?

B. 555-4005.

Making an appointment.
1.
A. Where can we meet? How are you fixed next week?
B. Let me see. I can see you any day except Monday.
A. Ok. Will Tuesday suit you?

2.
A. Are you busy tonight?
B. I’m afraid yes. 'm having an important meeting. We have dinner

with our partners from Australia.
A. O, I see.

3.

A.I’d like to make an appointment with the Chief of the company.
B. Can I ask you what it’s about?

A. Yes. It’s about the future contract.

B. Ok. Will Tuesday suit you?

A. How about Wednesday or Thursday?

B. Sorry, he’ll be away.

A. Ok. Let it be Wednesday.

4.

A.I’m sorry, but your appointment is cancelled.

B. Can I ask why?

A. The chief can’t keep the appointment because he is away all this
week

Exercise V

Supply the prepositions where necessary.
1. Could you put me through ... Mr. Stamp?

2. Could you hold ...?
3. I’m putting Mr. Jones ... the line.

15



Mr. Smirnov is out ... moment.
There is no reply (answer) ... this number.
There is no one name ... Smith here.
Then we have been out ... completely.
There seems to be some interruption ... our connection ... Chicago.
. May I speak ... Mr. Brown?

10. This 1s Moroz ... the Ukrainian Embassy.

11. Thave been disconnected ... my caller. Could you help me?

12. I"d like to talk ... you ... business. Can we meet at the beginning
of the next week?

13. Mr. Voronov had to fly ... New York ... urgent business last
night. He asked me to get ... touch ... you instead and settle the matter.

14. I’'m calling to confirm your appointment ... Mr. Abbot ... next
Friday ... 4 p.m.

© %N o v oA

Exercise VI

Supply the articles where necessary. Translate the text.
Formal and informal conversations

... language used for speaking on ... telephone is basically very simi-
lar to that of ... ordinary conversation, but limited in ... certain importance
respects by ... special situation which imposes ... number of restrictions.
Attention should be paid to some of ... essential differences between ...
formal and informal telephone conversations ... most notable difference is
that ... formal telephone conversations is carried on at ... much more for-
mal level because ... people speaking are taking care to maintain ... high
level of politeness usually left appropriate in this kind of discussion.
Another difference is that ... formal discussion is very precise and factual,
keeping to ... point and never staying off into ... chatty vagueness which
is found at ... times in ... informal telephone conversations. Finally, there
is of course ... considerable difference in ... vocabulary, with more tech-
nical terms that one would expect to fine in ... average informal telephone
conversation and ... mixture of formal and informal words and phrases ...
informal chatty telephone calls usually take place between friends who
have nothing in particular to discuss. In this kind of telephone conversation
there is ... great deal of informal idiom:s.
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Exercise VII

Make up phone conversations considering these assignments.

1. Millar & Co for some reason or other haven’t delivered the goods
in the stipulated time. Phone the Company and inform that they are re-
sponsible for the delay and have either to make emergency delivery within
a week or to pay you a penalty.

2. You have been up to your ears in work over the past three weeks
and failed to send a book on Computer Software to your colleague. Phone
him, offer your apologies and say that you do remember your promise and
that you will get the book in the post this afternoon.

3. You are arranging your office. The work is progressing very slow-
ly. Phone the manager of the Company and ask him to offer his workmen a
spot of overtime over the week-end so that they could finish all work with-
in two days.

Lesson 3 “Business Correspondence”
Text

Structure of a Business Letter

Business letters include all kinds of commercial letters, inquiries,
replies to inquiries, Letters of Credit (L/C), Bills of Exchange or
drafts, letters of insurance, explanatory letters, orders, letters of pack-
ing, letters of shipment, letters of delivery, offers of complaint, replies
to those of mentioned above, etc.

A business letter should be as short as possible, intelligible, polite,
benevolent and its language must be simple.

Rules and traditions of correspondence vary in time but some basic
principles of a commercial letter remain unchanged.

A private business letter is written by hand, each paragraph begins
with an indented line. But if a letter is sent by an organization it is typed
on the form of this organization. In this case it is not necessary to use in-
dented lines.

A letter is composed of the following elements: heading, date, ad-
dress, salutation text, subscription.

A letter can be typed on the organization’s form. Any form has its
letter-head printed typographically. The letter-head bears the name of or-
ganization or firm, sending this letter, its address, address for telegrams,
telephone, telex, fax. If you do not use the form, write your address (as a
sender) on the upper right side of the letter. Do not indicate your name
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here, it will follow your signature. Ukrainian names of foreign trade organ-
izations are not translated into foreign languages. They are written with
Latin letter using English transcription. Your telephone number may be
written below.

The date is written on the right side above (under your address if the
letter is written on a form or under a typographical letter-head of the
room).

In Great Britain the date may be indicated as follows: 7th April, 1998
or 23 March, 1998.

As a rule, before the address of the recipient a reference is indicated
which the sender asks to mention in the reply to the letter. A common
reference represents the initial of the person who wrote the letter and those
of the typist who typed it.

In the samples of letters given below the references are as follows:

Our Ref: MRE/INK — (in the first letter),

Your Ref: BAT/SN — (in the second one after the reply has been re-
ceived),

MRE are the initials of the author of the letter (M. R. Erickson),

JNK are the initials of the typist.

The address of the recipient (inside address) is written on the left
above, under the reference. Lower, the name of the firm is written under
which the number of the house, street, city or town, state or country is in-
dicated, the last element being the country.

The salutation is written on the left (not in the centre).

The salutation “Dear Sir” is appropriate, when you write to a real
person if you do not know him. If you know this person, you should write
“Dear Mr. Jones”, for example.

If the letter is addressed to a firm, the salutation should be “Dear
Sirs”. In modern business correspondence it is needless to use any other
forms of politeness.

As was mentioned above, the text or the letter should be as short,
simple and clear as possible.

In the subscription the expression “Yours faithfully” is usually used
if you are not acquainted with the person(s) or “Your sincerely” if you
write to a man (woman) whom you know at least by correspondence. In
American English the above expressions are rarely used. More common
are the expressions “Very truly yours”.

The signature is affixed by hand above the typed name of the au-
thor. It is not obligatory to indicate your position. If near the signature
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there are two letters “p.p.” (per pro) it means that the letter is “by war-

rant”.

The heading may be written above the main text of the letter. The
heading indicates short contents of the letter or its subject.

If some material is added to the letter the words “Enclosure” (“En-
closures™) or the abbreviation “Encl” (0dodamox abo dodamxku) are written
in the left lower corner of the letter. You also use the expression “We en-

close...” (mogaemo...).
Active Vocabulary

inquiry — 3anut

reply to inquiry — BiamoBigp Ha 3a-
AT

Letter of Credit (L/C) — akpenuTtus
invoice — paxyHok-¢akTypa

Bill of Lading (B/L) — koHOCamMeHT
Bill of Exchange (draft) — Tpara,
MEPEKA3HUMN BEKCEID

Letter of insurance — ctpaxoBka
explanatory letter — nosicHIOBaJIb-
HUH JIUCT

order — 3aMOBJICHHS

letter of packing — nucT po ynako-
BKY

letter of shipment — ucT npo Bi-
MPaBKy

letter of delivery — ymmct npo nocra-
BKY

offer — mpomno3wuiris

letter of complaint — pexnamaris,
cKapra

Exercise I

Comprehension question.

indented line — yepBoHU ps-
TIOK

form — Gmank

heading — 3aronoBok nucra
salutation — 3BepHEHHS
subscription — mignmc, 3a-
KJIF09Ha hopMa BBIUIIMBOCTI
recipient — mym nocuJIaHHsS
sender — BiIIpaBHUK

reply (to ...) — BiAMOBIObL
(Ha...)

to affix signature — craBuTH
I1IMHC, T1ATACYBaTHUCh
position — mym nocana

p.p- (per pro), by warrant —
3a JOPYYEHHSIM

subject — mpeaMer o00roBO-
pEHHS

enclosure — 1o1aTok

to enclose — nonasaru

1. What letters are included into business correspondence?

2. When 1s the letter-head used?

3. What are the major elements of a business letter?
4. What does the reference mean in a letter?
5. What information is given in the address?
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6. What are the requirements establish for the text of a business letter?
7. What expressions are used in the salutation of a business letter?
8. What should be indicated in the heading of a business letter?

9. How should be subscription in a business letter written?

10. What may be enclosed in a business letter?

Exercise 11

Translate the sample of a business letter. Consider thoroughly all ele-
ments of the letter.

Mitchell Electronics Company Limited
St. Mirren Avenue, London E15 3ET
Telephone: 01-386 9239

Telegrams MELEC LONDON

Our Ref: MRE\JNK

C. A. Atkins Esq.

147 Macduff Road,

Thamesbank,

London NW11 8HX 9th April, 1998

Dear Sir,

Thank you for your letter of the 4th April 1998, in which you requested a
brochure on our latest stereo cassette/radio Model ECR/12.

We do not supply brochures ourselves, as this can be done more cheaply
and conveniently by our distributors. We have looked at our list of distrib-
utors and found that the nearest to your address is Scott’s of 137 High
Street, Thamesbank. You may know it.

They stock copies of the brochure you, and they will give you a copy on
demand, free of charge.

We trust that they can of assistance.
Yours faithfully,

M. R. Erickson
Sales Department
Mitchell Electronics Co Ltd
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Mitchell Electronics Company Limited
St. Mirren Avenue, London E15 3ET
Telephone: 01-386 9239

Telegrams MELEC LONDON

Our Ref: MRE\JNK

C. A. Atkins Esq.

147 Macduff Road,

Thamesbank,

London NW11 8HX 9th April, 1998

Dear Sir,

Thank you for your letter of the 4th April 1998, in which you requested a
brochure on our latest stereo cassette/radio Model ECR/12.

We do not supply brochures ourselves, as this can be done more cheaply
and conveniently by our distributors. We have looked at our list of distrib-
utors and found that the nearest to your address is Scott’s of 137 High
Street, Thamesbank. You may know it.

They stock copies of the brochure you, and they will give you a copy on
demand, free of charge.

We trust that they can of assistance.

Yours faithfully,
M. R. Erickson

Sales Department
Mitchell Electronics Co Ltd

Exercise 111

Translate the expressions most frequently used in business letters.

1. We learn from your letter that you are manufacturers of the elec-
tronic equipment we need.

2. We refer to your advertisement in “My Computer”.

3. We are interested in the equipment your firm produces.

4. We’ll be obliged if you send us your latest catalogues, brochures
or any other publications containing a description of your equipment.

5. Please let us know if you can offer us your equipment as per spe-
cification enclosed in your letter.
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6. Please send us samples of your manufactures stating your lowest
prices and best terms of payment.

7. We look forward to receiving your answer.

8. We expect to hear from you in the nearest future.

9. We wish to maintain cooperation with you.

10. You prompt execution of our order will be appreciated.

11. We thank you for your letter of the 20-th of May, 1998 but regret
to inform you that at the present time we cannot make you an offer for the
goods required by you.

Let us consider the case when a telegram should be sent. The text of the
letter would be as follows:
25-th April, 1998

Dear Sirs,

There has been engine failure on board the S/S LAGAN, which was due
to leave on the 21st of April. Unfortunately it won’t leave until tomor-
row at the earliest. I’ll inform you of the new date of arrival as soon as I
know it.

In the meantime, could you contact your agents to tell them of this de-
lay?

Yours faithfully,

(Signature)

The text of the telegram would be as follows:

ENGINE FAILURE S/S LAGAN PLEASE NOTIFY
AGENT STOP WILL ADVISE ARRIVAL SOONEST

It is probably the minimum number of words necessary to warn the agent
and his time.

S/S (stream ship) — naporuias, kopa- to contact smb. —

oenb 3B’SI3yBAaTHUCS 3 KHUM-HEOYIb

to leave — BUXOAUTH, BIATIPABISATUCS failure — HecnpaBHICTH

to inform smb. - iHdopmyBaTu to advise — mym moBigOMUTH

OyIb-KOTO soonest — HaWOIMKIYUM 9aCOM
(y Tenerpamax)
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Exercise IV

Translate the texts of the following telegrams.
1. MONTSEGNA MILAN
200 XL 110057 6-VOLT BATTERIES
TWELVE THOUSAND SEVEN HUNDRED
POUNDS CIF GENOVA DISCOUNT 6 1/4 % INCLUDED

TEALEAF LONDON

(B1amOBI b 13 Minany)

2. DISCOUNT TOO LOW REQEST 10%
(i3 Jlormony)

3. 10% UNACCEPTABLE ORDER UNDER 250
(13 Minany)

4. SUPPLY 250 AT 10% STOP WILL AIRMAIL ORDER SOONEST

Exercise V

Translate the following sentences into English.

1. SIx TimBKM 3’ABIATHCS KaTajaord, MU BHILIEMO Bam Jekiabka ek-
3eMILISPIB.

2. Mu no6aunsin Bamry pexiamy B sxxypHaii “Taiim”.

3. CnoaiBaemMoch MiATPUMYBATH CIiBOpaIio 3 Bamu.

4. bynemo BAs4HI 3a MIBUAKY BiATOBIIb.

5. IIpocumMo 3BepHYTHCS 0 HAC, SKIIO Oyae MOTpiOHA JOIOMOTa.

6. UekaeMo TIpHi3ay BUINUX MPEIACTABHHUKIB IS MOAAJIBIINX TIEpe-
TOBOPIB.

7. Ilicist oTpuMaHHS JIMCTa TPOCUMO HaJIICIaTH 1ITBEPHKCHHS.

8. Ha xanb, koMIT'10TepiB muny Pentium Ha TaHUW MOMEHT Y MpO-
JaXy HEMAE.
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9. Bynemo paji BianoBicTH Ha Oyib-siki Barri 3anutadssi.
10. TloBimomte, Oyap J1acka, TEIErpamMol0, UM 3MOXKETe JOCTABUTH
TOBap y CEpIHi.
Lesson 4 “Talking Business”

Text

DIALOGUE
(The other day Mr. Pavlenko, General Director of Ukrimport, and
Mr. Turball, a representative of Lindon Tools Ltd met at the Ministry for
Foreign Trade to negotiate the purchase of a Flight Information Display
System for a new airport being built in Kyiv.)

Pavlenko Good morning, Mr. Turnball. Happy to see you in Kyiv again.

Turnball Good morning, Mr. Pavlenko. I’m also pleased to meet you.

Pavilenko Will you take a seat, please. Did you have a nice journey?

Turnball Yes, thank you. I enjoyed the trip. It was very pleasant indeed.

Pavlenko I’'m glad to hear it. Now I’d like to discuss with you some par-
ticulars of our transaction. Our customers have studied all the
technical characteristics of your system and concluded that they
meet their requirements.

Turnball T’'m happy to hear it. We have been selling our equipment to
many western counties. It’s up to world standards and is in great
demand on the world market.

Pavilenko Well, now we can get down to discussing the commercial side
of our transaction, can’t we? The first thing I’d like to clarify is
the prices.

Turnball Don’t you find them attractive?

Pavilenko On the whole we do, but the prices for items 3 and 9 are a bit
high.

Turnball T’m afraid I can’t agree with you here. These items are com-
pletely new in design and they are completely new in design and
they are the best on the world market.

Pavlenko The competitors offer lower prices for such items and they are
30-40% lower than yours. Could you find it possible to reduce the
prices?

Turnball T’m afraid I must get in touch with my company and I’'ll give
you’re the answer tomorrow.

Pavlenko Good. Now comes the question of payment.

Turnball 1hope payment for collection suits you.
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Pavlenko Yes, it does. And since your terms of delivery and delivery
time are acceptable, we’d like to offer you our contract form to
study. Could you come here at 10.30 tomorrow?

Turnball No problem, Mr. Pavlenko. Good bye.

Pavilenko Good bye, Mr. Turball.

Words and phrases

purchase — nokymnka, 3aKymnka competitor — KOHKYPEHT
Flight information System — cucre- to get in touch with some-
Ma iHdopMaIlii sl aBianacaxupinB body — MaTu cripaBy 3 KUMOCh
particulars — oco6imBOCTI, AeTai acceptable — npuiinaTHu
transaction — onepariis, yromaa to suit — maxoauTu

to meet requirements — BiIITOBigaTH terms of delivery — ymoBu no-
BUMOTaM CTaBKHU

technical characteristics — TexHiuHi delivery time — yac noctaBku
XapaKTEePUCTUKHU

item — myHKT, MO3UIIisA
to clarify prices — yrouHuTH 1IIHH

Exercise I

Answer the following questions:

1. What is Mr. Pavlenko’s working position at Ukrimport?

2. What firm does Mr. Turnball represent?

3. What is the subject of negotiations between Mr. Pavlenko and Mr.
Turnball?

4. What does Mr. Pavlenko inform his counter part about concerning
the system which is purchased?

5. Why does not Mr. Pavlenko agree with the prices for some items?

6. What prices do the competitors propose to the Ukrainian party?

7. Why cannot Mr. Turnball solve the problem of prices himself?

Exercise 11

Say what you have learned from the dialogue about:
— the goods Ukrimport was interested in;
— the price and terms of payment in the offer of London Tools Ltd;
— subject of negotiations of both sides.
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Exercise 111

Complete the sentences.

1. Mr. Pavlenko ... Director of Ukrimport met Mr. Turnball ... of
Lindon Tools Ltd.

2. They met at the Ministry of Foreign ... to negotiate the ... of an
electronic system.

3. We have studied all the technical ... of the system and concluded
that they ... our requirements.

4. The system is up to world ... and it is in great ... on the world ... .

5. I must get in ... with my company to ... the prices.

6. I think that our terms of ... and ... time ... you.

Exercise IV

Translate into English.

1. Ham HEoOX171HO OOTOBOPUTH NMUTAHHS MPO 3aKYMNKY M€l €JIeKT-
POHHOI CUCTEMU JIJIsl HOBOTO aepornopTy B Kueai.

2. Mu BUBUMJIM TEXHIYHI XapaKTEPUCTUKHU BAIIOl CUCTEMH 1 TIPHUMIII-
JIY 710 BUCHOBKY, 1110 BOHH BI/IITOB1IAI0TH HAIITUM BHMOTaM.

3. Hama cucrtemMa BiAMOBIZa€ CBITOBUM CTaHIapTaM 1 KOPUCTYEThCS
BEJIMKUM TTOMTUTOM Ha CBITOBOMY PUHKY.

4. Mu xouemMo 00TOBOPUTH KOMEPIIIMHY CTOPOHY HAIIO1 YTOIH.

5. MeHni HeoOXiaHO 3B’s13aTHCs 3 MO€t0 (ipMoro, 1 1 Bam mam Biamo-
B1JIb 3aBTpa.

6. IleperoBopu Mix reHepaibHUM TUPEKTOpOM ¢ipMu “Ykpimmopt”
1 nmpencraBHukoM komradii “Jlingon Tyn3 Jlimitun” BiaOynucs B MiHic-
TEPCTB1 30BHIIIHbOI TOPTiBIi.

7. KOHKypeHTH MPOIOHYIOTH IT1HH, sKi Ha 15-20% HIKY1 BallInXx.

8. Bari ymoBH 1 yac OCTaBKM NPUIHSATHI JJ1s1 HAC.

Exercise V

Act out dialogues on the basis of the following situations.

1. “Compass” regularly uses modern computers. The chief of this
firm would like to place an order with you. So their representatives comes
to your office. Discuss the price and terms of delivery and payment.

2. Tell Mr. Smith you have looked through their latest catalogues
and quotation closely. The quality of goods meets your requirements, but
you cannot agree to their price. Tell him you will place a big order with the
company if they give you a discount.
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3. You have just visited the Sellers’ computer centre and have seen
the computers you are going to buy in operation. Tell Mr. Cornwall about
your impressions of computers. Discuss with him delivery dates you re-
quire the goods for immediate shipment.

Exercise VI

Read the following text. Be ready to answer the questions. Give a short
summary of the text.
What is a Manager?

A number of different terms are often used instead of the term “man-
ager”, including “director”, “administrator” and “president”. The term
“manager” is used more frequently in profit-marking organizations, while
the others are used more widely in government and non-profit organiza-
tions such as universities, hospitals and social work agencies.

So, who do we call a “manager”?

It its broad meaning the term “manager” applies to the people who
are responsible for making and carrying out decisions within a certain sys-
tem. A personnel manager directly supervises people in an organization.
Financial manager is a person who is responsible for finance. Sales man-
ager 1is responsible for selling of goods.

Almost everything a manager does involves decision-marking. When
a problem exists a manager has to make a decision to solve it. In decision-
marking there is always some uncertainty and risk.

Management is a variety of specific activities. Management is a func-
tion of planning, organizing, coordinating, directing and controlling. Any
managerial system, at any managerial level, is characterized in terms of
these general functions.

Managing is a responsible and hard job. There is a lot to be done and
relatively little time to do it. In all types of organizations managerial effi-
ciency depends on manager’s direct personal relationships, hard work on a
variety of activities and preference for active tasks.

The characteristics of management often vary according to natural
culture, which can determine how managers are trained, how they lead
people and how they approach their jobs.

The amount of responsibility of any individual in a company depends
on the position that he or she occupies in its hierarchy. Managers, for ex-
ample, are responsible for leading the people directly under them, who are
called subordinates. To do this successfully, they must use their authority,
which is the right to take decisions and give orders. Managers often dele-
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gate authority. This means that employees at lower levels in the company
hierarchy can use their initiative, that is make decisions without asking
their manager.

Answer the following questions:

1. What is manager’s role in an organization?

2. What concrete activities a production manager (financial manager,
personnel manager, marketing manager) is responsible for?

3. What is the difference between sales management and marketing
management?

4. What means to delegate authority?

Lesson 5 “An Offer”

Text A
(Here 1s an offer which was received by the Ukrainian Trade Delega-
tion from a large British company.)

Ukrainian Trade Delegation, 25th

September, 1998
London

For the attention of Mr. Kravchuk
Dear Sirs,

We thank you for your enquiry of 27th August 1998 concerning the supply
of pumps and now we are pleased to submit our offer.

With this offer we enclose drawing and specification together with our
leaflet.

Price: The total price of a pump is ... which includes packing and de-
livery CIF Ukrainian port.

Delivery: Delivery of the pumps will begin three months after the contact
is signed and will be completed within a period of four months.

Validity: This offer is valid for 90 days from the date of this letter.

Payment: Payment is to be made in cash within 30 days of receipt of the
following shipment documents: an invoice, a Bill of Lading,
an Insurance Policy and a Packing List.

We have quoted for the majority of spare parts in accordance with
the details in your enquiry. But we cannot guarantee the supply of all items
as in some cases our stocks of spares are limited.
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We recommend you therefore to place an order as soon as possible to
obtain the items you require.

I would personally very much like to visit you at the Trade Delega-
tion and discuss our possible future business relations.

Perhaps you will be kind enough to advise me on a suitable date and
time for such a meeting

Yours faithfully,

on behalf of Blake & Co
G.E. Fox

Overseas Sales Manager

Text B

DISCUSSING TESTS AND PACKING
(Mr. Kravchuk was favourably impressed by the technical specifica-
tions of the pumps which where given by the company. During the first
meeting with Mr. Fox they discussed the terms of delivery and a possible
quantity discount. When the two businessmen met again the following
conversation took place.)

Kravchuk Mr. Fox, I want to clarify the question of inspection and tests
first. Since this is going to be present at the tests.

Fox  Naturally. We’ll send you our Notification of Readiness for the
test well in advance.

Kravchuk We’d like to be sent at least 45 days before the date of the test.

Fox  Why so early?

Kravchuk You know, in the past we had some troubles when Notifications
were delayed and as a result our inspectors couldn’t arrive at the
plant in due time.

Fox  Isee. In that case the contract will stipulate your requirement. But
I can guarantee that we won’t let you down, Mr. Kravchuk. On
our part, we expect a Release Note for Shipment to be singed
immediately after the tests are carried out and a Test Report is
submitted. Otherwise we won’t be able to arrange shipment of the
good on time.

Kravchuk Our inspectors will do that by all means if the results of the
tests are satisfactory.

Fox Thank you.
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Kravchuk There is another matter I’d like to bring to up, Mr. Fox. What
kind of packing do you see?

Fox  Oh, we pay special attention to this matter. Our goods need sea-
proof packing. So genereally some parts are wrapped up in poly-
thene and the whole units are then put into wooden boxes or
crates.

Kravchuk 1hope this ensures their safe delivery, doesn’t it?

Fox Of course it does. We do our best to satisfy our customers and
make our product really competitive and attractive for overseas
markets.

Kravchuk Thank you, Mr. Fox. I think we’ve settled all the matters. Will
it be possible for us to meet tomorrow morning and sign the con-
tract?

Fox That will be fine.

Words and phrases

to submit — npeacTaBIATH HAa PO3- suitable — BigmoBiTHMIT

TJIS]] on behalf of ... — Big iMeHI,
specification — cmenudikaris Bl 0cO0OU

total price — moBHa 11iHa in due time — B 3a3HayeHUi
total value — moBHa BapTiCTh qac

valid — yuHHMIA, 3aKOHHUI to stipulate — oOymoBIIOBaTH,
validity — ynHHICTB, 3aKOHHICTh CTaBUTHU

receipt — oTpuMaHHs on ... part—3 ... 00Ky

invoice — paxyHok-dakTypa Release Note for Shipment —
Insurance Policy — crpaxoBuii momic TI03B1J1 HA 3aBaHTAKCHHS
Packing List — makyBaJIbHHM JUCT to carry out tests — npoBoU-
stock — 3amnac TH BUIIPOOYBAHHS

to be in stock — B HassBHOCTI satisfactory results — 3a10Bi-
to be out of stock — Hemae B HasiBHO- JBHI pe3ybTaTh

CTi buyer — nokyneup

to advise — MOBIAOMJIATH, PATUTH
Exercise I

Answer the following questions:

1. What information was there in the documents?

2. Why did the Buyer ask the company to quite for the spare parts?

3. Why did the Mr. Fox want to establish personal contracts with the
people of the Ukrainian Trade Delegation?
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4. Why will the inspectors be able to sign a Release Note for Ship-
ment only if the results of the tests were satisfactory?
5. What does Black and Co do to make their goods competitive?

Exercise 11

Answer as in the model.
Model: Do you need any further information about this company? — Of
course we do. We’d like to know more about it.

a) the technical characteristics of computers;

b) the performance of the equipment;

c) the results of the inspection and tests;

d) the range of the goods this company produces;

¢) the possible applications of the equipment;

f) the modifications which were made in modern computer systems.

Exercise 111

Answer as in the model using the expression “to do one’s best”.
Model: Is your company interested in advertising the goods in foreign
journals?
Yes, we do our best to advertise our goods in foreign journals as of-
ten as possible.

a) to introduce goods into new markets;

b) to take part in fairs and exhibitions abroad;
c) to establish new business contracts;

d) to produce new models of equipment;

¢) to send specialists abroad for training;

f) to increase sales to European countries.

Exercise IV

Supply the articles or possessive pronouns where necessary.

1. What’s ... time?

2. I always find it difficult to do my work, if I try to listen to music
at ... same time.

3. It took me ... much time to go through these documents.

4. The inspectors arrived at ... plant on ... time.

5. Idon’t have ... time to go to the cinema today.

6. ... packing of ... machine was very good and it ensured ... sale
delivery.
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7. ... payment was made 10 days after ... Bill of Lading was re-
ceived.

8. ... packing and ... attractive wrapping are very important for sales.

9. ... Bill of Lading generally includes ... information about the
goods which are shipped.
Exercise V

Supply prepositions where necessary.

1. ... accordance ... Mr. Ranson’s letter his company is going to in-
crease their prices ... 6% ... May.
2. Ukrexport promised to submit ... the American company any

samples of cameras they will require.

3. ... the past this firm supplied us ... their chemicals. Now they
want us to advise them ...

4. Two inspectors arrived ... New York to be present ... the tests ...
the new model ... equipment.

5. The Seller’s offer was valid ... a period ... 90 days ... their quotation.

Exercise VI

Supply the correct forms of the verbs.
Ukrimport,

Kyiv,

Ukraine

Dear Sirs,

You just kindly (to advise) us that you (to have) to buy machines of anoth-
er company. We (to be sorry) that your order (to place) with our competi-
tors because our delivery time (o be) not suitable to you and you (o find)
our prices too high. We would like to explain to you that we (o be) heavy
with orders now and the deliveries as a result (7o extend). Besides, some
modifications (o make) in the machines to achieve higher that our compet-
itors’ prices.

Nevertheless, we (fo feel) that if you (to take into consideration) the high
quality of our machines you (7o agree) that they (fo price) reasonably.

We hope that you (7o be able) to place your future order with us.

Yours faithfully,
C. Deadle
Sales Manager
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Exercise VII

Translate into English.

1. Mu pani 3anporionyBat BaM cborojiHi HOBY MO/IE/ b KOMIIT FOTepa.

2. 3rigHo 3 BammM 3anuToM MM 10a€EMO 10 JINCTa KaTaJloT, Y SKO-
MY € JoAaTKOBa iH(opMaIlis Ipo Haire o01agHaHHS.

3. Hama npono3utiist Oyae aivicHa ynpoaoBx 30 qHIB, TOYMHAIOYH 3
JaTy JaHOTO JIMCTA.

4. TlponaBers MOBIJIOMUB, 110 B Mara3uHl € Jy>K€ HEBEIMKHM 3arac
KOMIT FOTEPHUX KOMILJIEKTYIOUHX, 1 TOMY BiH PEeKOMEHIye HaMm 0e3 3aTpu-
MKH PO3MICTUTH B HUX 3aMOBJICHHS.

5. Bynap nacka, moBigoMTe TIpo 3pyuHy aisa Bac naty Hamioi 3ycTpidi.

6. Omtata moBMHHAa OyTH BUKOHaHAa B 10-IeHHHWI TepMiH TICIA
OTpUMAaHHS TaKUX JIOKYMEHTIB: paXyHKYy-(pakTypu, KOHOCAMEHTY Ta IMaKy-
BaJILHOTO JIUCTA.

Lesson 6 “Applying for a Job”

Text

“Chemical Machinery” is a company based in northern France. It
manufactures heavy machinery for the chemical industry, every depart-
ment in “Chemical Machinery” uses computers, and as the organization
grows, the computer systems grow with it. The company now decides that
it needs a Divisional Software Engineering Manager. This lesson is about
finding the right person for this job.

Peter Field 1s a Staff Controller at “Chemical Machinery”. Together
with the Data Manager of the company he composes notes of the job de-
scription. Notice how careful he is saying exactly what the employee will
have to do.

Draft Job Description

Divisional Software Engineering Manager (DSEM). The DSEM is
responsible to the Data Manager for:

a) ensuring that all software used by the Company maintained in
good operational conditional at all times;

b) maintaining the strictest security with regard to computer pro-
grams;

c) liaising with manufacturers and consultants in keeping software
up to date and in overcoming problems or errors in programs;

d) writing new programs, applications, etc. as required.
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In several days the following advertisement appeared in a number of
daily newspapers and special journals:
DIVISIONAL SOFTWARE INGINEERING MANAGER CHEMICAL

MACHINERY 1s an expanding multination company, active in
chemical engineering and marketing its products and services to the pe-
tro-chemical industry. Our West European Division, located in France,
is urgently seeking an ambitious Software Engineer to build and take
charge of an enthusiastic team.

The successful applicant is likely to be under 35 and to have an out-
standing track record in the field of software engineering (not neces-
sarily relating to the chemical industry). He or she currently holds a
post of responsibility at middle management level and is fluent in
French and English. Salary negotiable. Expense allowance, company
car, fringe benefits.

Apply with C.V. and names of two referees to:
Dept F, Chemical Machinery SA, Apdo 235, Lille, France,
Before 17 January 1992

Raymond Poussel is a French computer programmer working in Great
Britain. He read the “Chemical Machinery” advertisement. He decided to
send an application letter to Peter Field. He phoned Mr. Field telling him
that he wanted to be an applicant for the post and that he would send an
application letter and his curriculum vitae. Here is his application letter.

Flat 9, 25 Newcastle

Road Conselt
Co Durham Du4
3Me
England
5 January 1992
Mr. Field
Staff Controller
Chemical Machinery
Apdo 235,

Lille, France
Dear Mr. Field
Application for the post of Divisional Software Engineering Manager

Further to you telephone conversation this morning, I can confirm that 1
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wish to apply for this post. I enclose a copy of my c.v.

You will see that I have added the name of one of my referees, Mrs. Helen
Andrews. You may contact her at any time. If you require other referees,
perhaps you will be so kind as to let me know.

I can come to Lille for interview at almost any time, provided I have at
least three days’ notice.

Yours sincerely

Raymond Roussel

Raymond also sent his c.v. There are many “right” ways to write a
c.v. Raymond has made his short and simple. He knows that all business
documents must be easy to read and understand. That is why he has di-
vided it into sections and tabulated it: the main headings are on the left of
the page, the sub-heading a little further to the right. We can see at once
where each section starts and ends.

This is the c.v. that Raymond sent to Peter Field.

CURRICULUM VITAE
(A) PERSONAL INFORMATION
name: Raymond Roussel
home address: Rue Moreau-Netalon, 48, Apt 15a
Paris, France
present address: Flat 9, 25 Newcastle Road Consett
Co Durham DU4 3ME
England
date and place of birth: 14.5.61 in Paris, France
nationality: French
Sex: male
marital status: single
(B) EDUCATION
secondary education:
1976-79 Senior High School in Paris
High School Graduation Certificate
further education:
1979-80 military service
1980-85 University of Lyon:

35




BSc in Computer Studies
1985-87 University of Paris:
PhD in System Engineering

(C) EMPLOYMENT
1987-88 I took a year off and, with some
friends, sailed round the world in a
1988-89 12-metre sailing cruiser
Franco-Italian Bank, Milan:
1989-90 Systems Analyst
Imprimery Ledoux, Paris:
1990- Control Systems Supervisor
Topdown Systems, UK: Client
Consultant (promoted to Senior
current salary: Software Development Engineer,
June 1991)
equivalent to $48,000 plus car and
bonuses
(D) OTHER INFORMATION
languages:
French (native)
English (fluent, spoken/written)
Italian (fairly fluent)
(E) REFEREES

Mrs. Helen Andrews

Manager, Industrial Clients De-
partment,

Topdown Systems Ltd

Unit 37, Medomsley Road

Consett County Durham DU 11
SAE,

England

(name of other referres will be

supplied on request)

Several days later Helen receives a reference request from the Staff
Controller of Chemical Machinery. This is her reference letter:
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TOPDOWN SYSTEM LTD

Unit 17
Medomsley Road
Consett County Durham
DU 11 SAE
England

Mr. P. Field

Staff Controller

Chemical Machinery

Apdo 235,

Lille, France

29 January 1992

CONFIDENTIAL

Dear Mr. Field

Application for post of Divisional Software Engineering Manager:
Dr Raymond Roussel

Thank you for your enquiry dated 24 January. Dr Raymond Roussel has
worked for this company since October 1990, first as a Client Consultant,
and since July 1992 as a Senior Software Development Engineer. Al-
though appointed to the Marketing Department, he has been attached to the
Industrial Client Department since the date of his promotion.

He is one of four SSDEs in my Department, who report direct to me. |
have fount him a willing and agreeable colleague and a very competent
member of my team. He is dependable and hard working. On three occa-
sions, as Project Leader of important client project, he has shown effective
leadership qualities. He has a natural aptitude for understanding and
solving problems. He is a good communicator, and although he sometimes
appears to lack confidence in English, this has not been a serious obstacle
in his work. Having studied the particulars of the post for which he has
applied, I can confidently recommend him.

Yours sincerely

(Mrs.) Helen Andrews
Manager, Industrial Clients Department

“Chemical Machinery” had several applicants for the post of Divi-
sional Software Engineering Manager. All of them were interviewed (see
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below in the lesson). After the selection interview Raymond Roussel was
accepted for this post while others were rejected. The following letter was
send to Dr Roussel:

CHEMICAL MACHINERY
21* February 1992

Dear Dr Roussel

On behalf of Chemical Machinery, I am pleased to offer you the post of
Divisional Software Engineering Manager, subject to the conditions spe-
cified in the enclosed contract.

The starting salary will be US $4750 per month, payable in local currency.
There will be a probationary period of six months, at which time the po-
sition and the salary will be reviewed. Thereafter the salary will be re-
viewed annually. Reasonable relocation expenses will be met. You will
be entitled to a company car. Further particulars of salary scales, fringe
benefits and conditions of employment are enclosed.

If you wish to accept the post, please let me have acceptance in writing
within seven days.

I look forward to welcoming you to Chemical Machinery in the near future.

Yours sincerely
P. Field

Staff Controller

Having received this letter Dr Roussel sent his letter of acceptance to
Mr. Field, Personnel Department Controller, Chemical Machinery. Here is
this letter.

Dear Mr. Field

Post of Divisional Software Engineering Manager

[ am writing to confirm what I told you in the telephone conversation to-
day. I am pleased to accept your company’s offer on term outlined in your
letter of 21 February 1992. I look forward to joining Chemical Machinery
and to contributing to the company’s work.

Yours sincerely
Raymond Roussel
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Then Dr Roussel notifies the company in which he worked before by

the following letter:

Miss J. F. Matthews
Personnel Department
Topdown Systems Ltd

Dear Miss Matthews

Yours sincerely

Raymond Roussel

Industrial Clients Department
Chemical Machinery

I am writing to tell you that I have decided to accept an offer of em-
ployment with another company. I am therefore giving you my notice in
accordance with the terms of my contract.

Words and phrases

Staff Controller — mym iHCIIEKTOD
BIIIUTY KaapiB

Data Manager — HadYaJIbHUK BTy
00pOOKH TaHUX

job description — onuc 1nocagoBUX
000B’s3KiB

Divisional Software Engineering
Manager (DSEM) — Ha4aIbHUK BIJI-
TTy TIPOTPaMHOTO 3a0e3MeUeHHS

to take charge of smb — mym ovonu-
TH TOCh

team — mym Tpy1ma, KOJEKTUB

track record — nociyxHuM CIUCOK
fringe benefits — mo6iuHa KOpPHCTBH,
npuBiIe

c.v. (curriculum vitae) — ankery 3a-
MOBHEHO 0CO00I0, SIKa BIIAIITOBYETh-
csl Ha poOOTy

referee — oco0a, mo gae pekomeHaarii
reference — pexomeHaaIIs
application letter — nuct 13 3as1B0IO
(pu BJIAIITYBAaHHI Ha POOOTY)
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to apply for the post
(position) — mojaBaTH 3asBY
po InpuiioM Ha pobotry (Ha
BAKAHTHY MOCaJy)

to enclose smth — nonaBatu
(SIKMICH IOKYMEHT) /10 JIUCTA
notice — MOB1JOMIICHHS
confidence — BIEBHCHICTH

BSc (Bachelor of Science) —
OakayiaBp MPUPOJTHUYUX HAYK
computer studies —
KOMIT FOTEpHA TEXHIKa

PhD (Philosophea Doctor) —
T0KTOp Ppimocodii

to take a year off — B3saTH Bin-
MyCTKY Ha OJWH PIK

sailing cruiser — mym napycHa
AXTa

supervisor — mym KepiBHUK,
HavaJIbHUK BIIILITY

to be promoted to ... — otpu-
MyBaTH MIABUILNEHHA Ha TOCa-
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salary — 3apo6iTHa 1u1aTta

bonuses — nmpemMiaibHi

reference request — 3anur, 1aTu Ko-
MYCh PEKOMEH/IAII IO

enquiry — 3anur

Client Consultant — KOHCYJIBTaHT
BIJIJILTY 3 0OCITYTOBYBAaHHS KITIEHTIB
to have a natural aptitude for smth
— MaTu MPUPOJHY CXUJIBHICTH JI0 YO-
roch

particulars — moBHi gaHi, AeTami

to interview smb — IpoBOIUTH CITiB-
oeciay 3 KHMOCH

selection interview — cmiBOeciga npu
B1,100p1 KaH/IUJIATIB HA TIOCAy

Exercise I

Answer the following questions:

to accept smb — npulHATH KO-
roch

to reject smb — BigMOBHUTH
KOMYCh

probationary period - BuU-
poOyBaJIbHUI TEPMIH

to confirm — miaTBEpHKYBaTH
to notify smb — moBigzomuTn
KOT'OCh

in accordance with the terms
of the contract — BigmoBigHO
710 YMOB KOHTPAKTy

1. What is a general scheme of applying for a job?
2. Why does “Chemical Machinery” need the post of a Divisional

Software Engineering Manager?

3. Who composed the draft job description?
4. Where are advertisements of companies and firms published?

5. What are the requirements for the applicant set by “Chemical Ma-
chinery” in accordance with the advertisement?

6. What documents has an applicant to present to apply for a pro-
posed post?

7. How is a curriculum vitae written?

8. What is a track record of an applicant?

9. What are the functions of a referee?

10. Who usually sends a request to a referee to give his (her) refer-
ence for an applicant?

11. Who interviews applicants for a post of the company?

12. How are applicants selected?

13. If the company selects one applicant, how do they notify him
about 1t?

14. What are the actions of the applicant selected for the post, after
he receives a notification of the company?
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Exercise 11

Use the clues to help you to complete the sentences. The words are all in
text above.

Clues:

1. As the company grows, the computer systems...

2. The Staff Controller together with the Data Manager ... of the job
description.

3. Our West European Division is urgently ... an ambitious Software
Engineer.

4. The successful applicant is ... to be under 35.

5. He or she currently holds a post at middle management level and
is ... in French and English.

6. Raymond Roussel decided to send ... to Mr. Field.

7. Further to our ... this morning, I can confirm that I wish to apply
for this ... .

8. I can come for the interview any time, provided I have at least
three days ... .

9. He is ... and hard-working.

10. He has a natural ... for understanding and solving problems.

11. He sometimes appears to lack ... in English.

12. Having studied the ... of the post for which he has applied, I can
confidently ... him.

13. The starting ... will be $2750 per month.

14. These will be a ... of six month.

15. Reasonable ... expenses will be month.

16. Further ... of salary scales, fringe benefits and conditions are ... .

17. If you wish to accept the ... please let me have your ... in writ-
ing within seven days.

Exercise 111

Read and translate the text. Pay attention to some structures and phrases
used at the interview.

At an interview

Interviewer: Are there any questions you want to ask us?

Applicant:  Yes, I’d like to know more about the people I’'ll be work-

ing with.
I: Well, this is a new post. We are not quite sure which department it
will be in — Marketing or Technical.
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The thing is, I see my career developing more towards marketing.

Marketing’s rather a big jump. After all, as an engineer, you won’t

be directly involved in product development.

A:  You never know! Anyway, I’m certainly going to be involved in
product development.

I: Well, may be you have a point there. It depends on how you look
at it.

A: Ok, let’s say I’'m going to be on the marketing side. Perhaps you

can tell me who I’ll be working with.

N

Exercise IV

Complete the following ideas with your own words.
1. The organization uses computers and as it grows ... .
. Notice how carefully the Staff Controller ... .
“IP Telecom™ is seeking ... .
The successful applicant is likely to ... .
He or she currently holds ... .
Further to our telephone conversation ... .
I took a year offand ... .
After the selection interview Raymond was ... .
. The starting salary will be ... .
10. I’'m writing to confirm ... .
11. I’'m pleased to accept ... .
12. 1look forward to joining ... .

O 00 N O L L

Exercise V

You are interviewing a candidate who doesn’t appear to have the right
qualification for the job. Read these examples:

I speak fluent Ukrainian and Japanese. Yes, but what we need is
someone who can speak English.

And I have three years’ experience. Yes, but what we need is some-
one with at least 5 years’ experience.

Now you go on in the same way. The notes show what sort of person
you need for the job.

You need someone:

a) who can speak French;

b) with at least ten years’ experience;

c) over thirty;

d) with research experience;
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¢) with a Magistrate degree;

f) who can work in a team;

g) who has worked abroad;

h) who is willing to travel extensively;
1) who can create an enthusiastic team;
j) who can work as a programmer.

Exercise VI

Fill in the following Interview Record for training:
Interview Record

Name Age
Address Tel.Ne (Home)
Tel. Ne (Business)

Present employer Salary
Address
Position held Reason for leaving
General knowledge Adaptability Reliability
Technical knowledge  Quality of work Career out look
Experience Management potential Team worker
Attitude to overtime Initiative
Remarks

Exercise VII

Supply the proper article where necessary. Translate the text.

... Data Department had ... staff of ten, out of ... total staff in ...
London office of 150. ... company had ... turnover, in 1998, in ... region
of US $20 millions.

I was responsible for ... staff of seven and for ... functioning of all
data processing services within ... company and all data communication.
In 1998 1 also planned and supervised ... installation of ... equipment and
software, and organized ... training courses for all employees.

Del Conte 1s ... small, but successful, firm of ... financial and in-
vestment consultants. We have ... clients in ... most European countries,
North America and Japan. I’'m responsible for maintaining ... firm’s data
processing system, which is in ... contact throughout ... day and night
with ... world’s major stock exchange and money markets. I also maintain
... software which processes ... portfolio values, clients’ accounts, etc.
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Exercise VIII

Use the adverbials “rather” of “quite” in the following sentences:

1. What do you think of the new manager?
. Oh, I... like him. He is ... good.
Are you sure? Yes, I'm ... sure.
Can I have a word with you? Well, I am ... busy at the moment.
You have made a mistake. You’re ... right. I’ve made a mistake.
Is it all important? Yes, it is ...
Did she do it well? Yes, I thought she did ... well.
Do you agree with him? No, [ don’t ... agree with him.
. Are you ... sure that he 1s good for this post? Yes, I'm ... sure.

10. Are you surprised that Raymond decided to sail around the
world?

11. Do you think your business trip was useful? Yes, actually I think
it was ... useful for my career because I tested new navigation equipment.

000 N O L LN

Exercise IX

Transform the following questions into indirect speech according to the
model:

“My name is Raymond Russel”

He asked what my name was.

“What post do you hold in the company now?”
He asked what post I held in the company then.

. “Can you show me your certificate?”
. “Have you ever been to France before?”
“How long have you been working for Blake and Son company?”’
“When did you do your military service?”
“When were you at the university?”
“Are you applying for the post of manager?”
“Can you send me your curriculum vitae?”
8. “What other companies have a quick word with you?”
9. “Could I have a quick word with you?”
10. “What is your salary in the firm at present?”
11. “How many people were selected as applicants were for this
job?”
12. “How many applicants were rejected?”
13. “What are fringe benefits at your post?”
14. “Have you already confirmed that you accept this post?”

NV AW~
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15. “How long was your probationary period at the post of personal
secretary?”

16. “What were the terms of the contract?”

17. “Did the boss ask you to notify him in writing?”’

Exercise X

Supply the prepositions where necessary.
A letter from an applicant for the secretarial post advertised in a newspaper
(home address)
Blank and Son Personnel Services
PO Box 203
London SW1, 6JN

Dear Sir,

I am interested ... applying for the post of secretary ... you company,
which was advertised ... the Daily Telegraph, 4 January 1998.

I am ... present working ... Watson and Sons Ltd in Crawley, where I
have been Personal Secretary ... the Head ... the Legal Department ... the
past 2 years. This position also includes responsibility ... translating and
occasional interpreting ... meeting ... overseas clients.

I enclose my curriculum vitae and will be happy to give you any further in-
formation, should you require it.

Yours faithfully,
JOAN BELL
Exercise XI

Translate into English.

1. ®ipma Bumyckae KOMIT 10TepH A1 MiHICTEpCTBA 30PONHUX CHIL.

2. Bin npairroe TupeKTOpoM BIALTY MPOAAKY B HAIIIM KOMIIAHI].

3. ®dipma po3micTuiIa OTOJIONISHHS B KIJIBKOX ra3eTax.

4. Ilporpamict 31 LlBeimnapii mpeTeHay€e Ha ITF0 TOCALY.

5. Y 1poro kaHauaTa Ha rMmocaay XOpOIri NOCITY>KHAN CITUCOK.

6. Sl Moy mpuixaTu 10 Bac Ha crmiBOeciny B Oyab-sSKUH Yac, SKIIO
BU TUIbKH TIOTIEPEAUTH MEHE Xoua 0 3a 3 mHi.

7. Byab-sKi A170B1 TOKYMEHTH CKJIaIafOThCS Tak, 00 iX MOXkHA Oy-
JI0 IPOYUTATH 1 3pO3YMITH.

8. Bci Tpu KaHAMIATH HA TTOCATy MPOUIILIH CITIBOECI Y.
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9. Ilicns cmiBOeci OAWH KaHIWAAT OyB TPUWHATHH, 1HIIN JBa
OTpUMaJIH BIIMOBY.

10. Ilicast 1pbOr0 HAYATBHUK BIAAUTY KaJpiB MOMPOCUB MPUUHSATOTO
KaHAuJaTa MUChbMOBO MOBIJOMHUTH MOTO MPO 3ToJy 3alHSITH 3alPOTIOHO-
BAHY MOMY ITOCay.

11. HamucaBmiu mpo CBOIO 3rojy MOCICTH TOcaay, KaHAWAAT IMOBi-
JIOMHUB TIPO 1€ HadaJlbHUKA BIAIUTY KaJpiB KOMMaHIi, B sIKii BIH paHiIIe
npaltoBas.

Exercise XII

Write your own letter of application.

Lesson 7 “Contract”
Text

Contracts and Their Features

Contract is an agreement between the parties involved that creates a
binding obligation. In general, contracts may be either oral or written. Cer-
tain classes of contracts must be written and signed. These are contracts
involving the sale and transfer of real estate, and contracts to guarantee or
answer for the miscarriage, debt, or default of another person. A contract
forms the basis of a transaction between the Buyers and the Sellers.

Essential clauses of contract

Some or the items are necessary in any contract: legal title of the
contracting parties, subject of the contract, quality, price, delivery and
payment terms. As a rule a contract contains a number of clauses, such as:

— Subject of the Contract

— Quality and Price of goods

— Terms of Payment

— Delivery

— Inspection and Test

— Guarantee

— Parking and Marking

— Arbitration

— Transport

— Insurance and other conditions

Subject of the Contract

This section names the product for sale or purchase. It also indicates
the unit of measure generally employed in foreign trade for specific com-
modities. Contracts for bulk cargo contain a stipulation “about” or “plus or
minus... per cent”, denoting the permitted quantity tolerance.
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Quality and Price of goods

The quality of machines and equipment is to be in conformity with
the technical specification of the contract.

The quality of raw materials and foodstuffs is determined, as a rule,
by standards, by sample or by description.

The price stated in a contract may be firm, fixed or sliding.

Firm price. Firm prices are not subject to change in the course of the
fulfillment of the contract.

Fixed price. It is the price governing in the market an the day of de-
livery or for a given period.

Sliding prices. These prices are quoted for machinery and equipment
which require a long period of delivery.

Arbitration

In case of breach of contract the injured party may go to court to sue
for money damages, or for the contract to be rescinded, for injunction, or
for specific performance if money damages would not compensate for the
breach. Specific performance of a contract is the right by one contracting
party to have the other contracting party perform the contract according to
the precise terms agreed therein.

Read and translate the dialogue:
DIALOGUE
(Mr. Antonenko, engineer of Ukrexport, is having talks in Kyiv with

Mr Brake of British Manganese Ltd. The British company is a regular im-

porter of manganese from Ukraine and has often dealt with the Ukrainian

trading organizations. Mr. Brake has been instructed by his firm to sign
another contract for manganese.)

Brake Good afternoon! Nice to see you again, Mr. Antonenko! You
are looking well, I must say. How are things with you?

Antonenko Not bad, thank you. And how are you?

Brake Fine, just fine. I always feel well in beautiful weather like this.
We’re having such a lot of rain in England now. I am happy to
be away. Well, I suppose we had better get down to business.

Antonenko Yes, certainly. You have come to sign another contract, haven’t
you?

Brake That’s right. For next year, actually.

Antonenko Are you happy with our usual terms of delivery and payment?

Brake Yes, quite. As a matter of fact, I’ve come here to talk about the
price. I’d like to say that the volume of business on steel pro-
duction in our country has dropped considerably. This affected
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the prices of a number of materials. In this situation it’s quite
natural we expect you to revise your prices for manganese.
Antonenko I’'m afraid this is not a sufficient reason for us to lower the

price.
Brake

But may I draw your attention to the fact that we wish to in-

crease the purchases by a few thousands tons if you could offer

us reduction in the price.

Antonenko I’'m sorry to say, Mr Brake, but we could not be able to make
extra supplies available to you. We are planning to develop
more industrial and housing projects. Besides, we’re already
tied up to contracts with other partners. Taking these factors in-
to account, we could offer you the same amount as last year.

Brake

Mr Antonenko, we’ve been in business with you for a long

time. Also we’re doubled our purchases over the past two
years. Therefore we would be grateful to you if, in view of all

this, you could reduce the price.

Antonenko All right. I think we could reduce it by 2%. But only on condi-
tion that the price is subject fo further negotiations for the

second half of the year.
Brake

Words and phases

essential clauses — cyrTeBi ymoBHU
KOHTPAKTY

strike a deal — yxiactu yrony

legal title — ropunnuHe HaMMEHyBaH-
HS

contracting parties — CTOpOHH, IO
JIOMOBJISIFOTHCSI

unit of measure — oMHUIIT BUMIPIO-
BaHHS

commodity (goods) — ToBap
tolerance — npunycTuMe BiIXUICHHS
stipulation — ymoBa

bulk cargo — nacumaNil a00 HAIUB-
HUH BaHTaX

in conformity with — BignoBigHO 10
by sample — 3a 3pazkom

quote a price — BU3HAUNTH I[IHY

firm prices — TBep1 1IHU
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That’s fine. I suppose that’s the best we can do today.

fixed prices — ¢ikcoBaHi iHH
sliding prices — Hecram miHu
talks — neperosopu

to instruct — IHCTpyKTyBaTu
volume — oOcsir

to drop — nmagatu, CKOpo4yBa-

TUCS

to affect — cipuunHATH BIUIMB,
BILUIMBATH

sufficient reason — nocratns
MPUYNHA

to draw smb’s attention —
MIPUBEPTATH YHUKOCh YBary

to double — nogBorOBaTH

in view of — 3 IKOICh IPUYMHHU
to reduce — ckopouyBaTu
subject to — HanexKHUI
negotiations — neperosopu



Exercise I

Answer the following questions:
1. Why are standard contracts widely used?
2. What are the essential items of a contract?
3. What information is contained in different sections of a contract?
4. How is quality determined in the contract?
5. What sort of prices may be indicated in a contract?

Exercise 11

Read the dialogue and say what you have learned about:
a) the business relations between Ukrexport and British Manganese 1.td;
b) the main plans discussed by the representatives of both Parties;
c) the reason why the Buyer asked for a reduction in the prices;
d) the economic plans of our country for the future;
e) the factors which allowed Antonenko to reduce the price.

Exercise 111

Think and answer:

1. Why did the Sellers have an option to ship 5% more of the stated
quantity of manganese?

2. In what case were the Buyers supposed to extend the Buyers sup-
posed to extend the Letter of Credit?

3. Why did the contract state the right of Parties to renegotiate the
price?

Exercise IV

Supply the correct tense-forms of the verbs.

1. You will be able to see the equipment if you (to come) to our pre-
mises.

2. ’'m looking forward to our meeting and if you (Zo have) any ques-
tions, please do not hesitate to contact us.

3. If you (to approve) our new model, we will make a contract.

4. Please let us know if you (Zo be) able to make a draft contract next
week.

5. We are not sure if the repairs (to complete) in two weeks.

6. They will send the Contract for signature if all the matters (7o ana-
lyze) during the negotiations.

7. We don’t know if the results of the talks which are to end next
Monday (to be) encouraging.

49



Exercise V

Choose and use interesting, interested

1. They were ... in the latest models of computers designed by our
specialist.

2. The current delivers of equipment exported throughout the world
was ... to the Buyers.

3. We are pleased indeed that you are ... in our suggestion of repre-
sentation in this country.

4. All the pictures on display were very ... and we were ... in buying
some of them.

5. They were ... in our offer and the most ... point for them is a
possible reduction in price.

6. The information received by yesterday’s mail is extremely ... and
may be important for our future contracts.

7. They were not ... in extending the guarantee period as it will in-
crease their expenses.

Exercise VI

Fill in prepositions where necessary.

1. According ... the contract payment is to be made ... a Letter ...
Credit opened ... full value ... the goods.

2. The Buyers made presentation ... the following documents.

3. The Sellers informed us that goods were ready ... shipment.

4. The Seller has the right to extend the period ... validity ... Letter
of Credit.

5. ... the event devaluation .. US dollar both Parties have the right to
renegotiate the price ... goods.

6. The payment ... the goods is to be made ... US dollars ... full

value ... the goods ... presentation ... the Bank ... Foreign Trade ...
Ukraine, Kyiv, ... the shipping documents.
Exercise VIII

Translate into English, using Passive Voice:

1. I1i muTaHHs 3a3BU4ail 00TOBOPIOIOTH IICIIT POOOTH.

2. MeHe nonpocuiy A0MOMOTTH HOMY 3aKIHUKTHU 10 POOOTY ChOTO-
TIH1, TOMY 5 TIOBUHEH OYyB 3aJIUIIATHCS Ha (IpMI TiC]IsI pOOOTH.

3. Bam mokazatu oOnagHaHHS, K€ BH XOTLINA MpUa0aTH?

4. Le#t xypHaJ MOTPIOHO HETAMHO 3HAWTH.

5. Kum 1 xonmu Oynia HamucaHa 1 CTaTTs?
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6. Jlek1ii mpboro BUKIIaaaua 3aBXKIU CIYXaloTh 13 IIKaBICTIO.

7. Yoro 3amurany, Koim OyayTh BiAIpaBiIeHi AiIOBI IUCTH.

8. Ilicms mekii Oyio mocTaBiIeHO O€3IIid 3aIiTaHb.

9. S BBaxaro, 1110 110 KHUTY OyTyTh OOTOBOPIOBATH.

10. Ha manuii MmeTo JOCITIKEHHS 4acTO MOCUIIAI0ThCSI.

11. Ha mro iHopmartiro Mo>kHa ITOCHIIATHCS.

12. I1s kHMKKa BUKJIMKaJIa OaraTo Cynepeyox.

13. VYci BuknaneHi (pakTtu BapTo MEPEBIPUTH.

14. Tlpo 11 gaHi 6araTo criepeyaaucs KiIbKa poKiB TOMY Ha3a/l.

Lesson 8 “Product Development and Planning”
Text

Product Development and Planning

The number of new products coming into the market of western
countries every year is overwhelming. A lot of these products are not new,
but adaptations. It means that these products are not new, they are exist-
ing items to which a modification has been made. Only few products are
really original or innovations. For instance, a clock-television is an adap-
tation, but TV-set itself, the refrigerator — each was an innovation. A great
number of innovations and adaptations are designed, produced and mar-
keted by small businesses. Very often a new product is formed on the basis
of new business. Sometimes there is a patent to make the business more
successful. But it happens very often that market research hasn’t been done
carefully.

Even in case larger scale producers do more research and testing
there is no sure success. A promising new product may be also robbed of
success by unreasonable prices, inadequate promotion and poor selling
methods. Generally, less than fifth of all new products turn out to be prof-
itable.

Words and phases

product development — po3BUTOK patent — maTeHT

BUPOOHUIITBA larger scale producer — kpy-
adaptation — Oyap-1110 IepepoodIIeHe, MTHUM BUPOOHUK

MIPUCTOCOBAHE promising product — nepcre-
modification — momudikarmis, BumO- KTHBHUM NPOAYKT, TOBAp
3MiHa unreasonable price — 3aBu-
innovation — HOBOBBEJICHHSI, HOBHHA II[eHa II1HA
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inadequate — HefocTaTHIN, HE BIIO-
BITHUHA BUMOTaM

Exercise I

Answer the following questions:
1. How can you explain the term “adaptation”?
2. What is an innovation?
3. Give your own examples of innovations and adaptation.
4. Why is it so important to obtain a patent?
5. Why does the failure of a new product take place?

Exercise 11

Choose the necessary word and fill in the blanks with words (adaptation,
innovation, patent, inadequate, failure, success, unreasonable):

. This product isn’t original, itis an ...

... office receives applications from many young inventors.
Though market research tries to predict the trends, there is no sure ...
If the price is ..., the product won’t be sold out.

A clock-television is an adaptation but the television itself'is an ...
If a sure ... is stopped, money and time can be saved.

They failed because of ... promotion campaign.

Nk

Exercise 111

Change sentences according to the model.
Model: We must fulfill complete testing. — Complete sentence must be
fulfilled.

. They must expand the line.

. You could apply for a patent.

. They should work out the details.

. We must develop a new trend in modern computer technologies.
You should start market research.

. We should design a line of new TV sets.

O\}h-lkwl\)»—‘

Exercise IV

Make the sentences negative.
Model: 1 will have the drawings prepared very soon. — I won’t have the
drawings prepared very soon.

1. It will take much time to catch on.
2. We are sure this thing will be the biggest selling point.
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3. They will run a good advertising company.
4. They will make a new modification of a digital computer.
5. This price will be inadequate.

Exercise V

Put 5 questions of different types to each sentence.
1. Their products will be available in every shop.
2. The company will start their promotion campaign very soon.
3. Our bank will make a loan to this corporation.
4. They will need a lawyer to form their business.
5. T will be consulting my partner at that time.

Exercise VI

Choose and use many, much.

1. There is ... furniture in my sitting-room but there aren’t ... things
in my bedroom.

2. There are always ... dishes on the menu at the Dnipro restaurant.

3. We have received ... information on the model AB from the sel-
lers lately.

4. We sell ... equipment to different countries of the world. ... for-
eign companies are interested in buying our machines.
Exercise VII

Fill in the prepositions or adverts where necessary.
1. Which platform does the train start ...?
. Which platform is the train to arrive ...?
The train is due to arrive ... 20 minutes.
The train is due to arrive ... Manchester ... 4.20.
This train stops ... every small station.
You can go ... London ... an express.
There is no sleeping accommodation ... this train.
8. Don’t get ... the train, it stops ... this station ... three minutes.

Exercise VIII

NV AW

Fill in the articles where necessary.

... process of ... studies is based on ... independent work. Each stu-
dent is provided with ... curriculums and training methodical plans, sche-
dules of ... independent work and ... qualification characteristics where ...
designation of specialist is defined in detail. ... methods of remote training
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adopted at our University, following ... example of our colleges, substan-
tially differ from ... traditional methods of ... education. ... given methods
are also convenient because one should not come to ... Academy by all
means to attend ... training meetings and session.

Exercise IX

Translate into English

1. Ie#t mpoaykT — MoaudIKaIlis CTaporo.

2. Bam HeoOX1HO OTpUMAaTH MMaTeHT Ha BUPOOHHUIITBO TAHOTO TOBApY.

3. JlpiOH1 BUpOOHUKH BUITYCKAIOTh 0araTo TOBapiB.

4. TloTpiObHO mie 5 pOKIB Ha Te, MO0 Balll MPOAYKT 3aBOIOBAB BH-
3HAHHS.

5. HeoOxigHO peTenbHe TOCTIKEHHS PUHKY, 11100 rapaHTyBaTH YCIiX.

6. IToTpiOHO 3aBepIIMTH BC1 AOCIIKCHHS MEPEd THM, SIK MU TOYHE-
MO TIPOJIaBaTH HaI MPOYKT.

7. HeoOX11HO pO3IMIMPUTH JIIHIIO BUIMYCKY I1€1 MPOTYKIIii.

8. Ilpuctpiii 3 TaliMepoM, IO BIAKIIOYAETHCI — came Te€, [0 MOXKE
3aI[iKaBUTH CIIOKHBaYa.

Exercise X

Speak about product development of your business. Ask your colleagues
how they would plan product development.

Lesson 9 “Marketing Management”
Text

Marketing Management

Management is a function of planning, organizing, coordinating, di-
recting and controlling. Any managerial level, is characterized in terms of
these general functions.

Management is a variety of specific activities. Marketing manage-
ment refers to a broad concept covering organization of production and
sales of products, which is based on consumer requirements research. All
companies try to look beyond their present situation and develop a long-
term strategy to meet changing conditions in their industry. Marketing
management, therefore, consists of evaluating market opportunities, select-
ing markets, developing market strategies, planning marketing tactics and
controlling marketing results.
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Strategic planning includes defining the company’s long-term objec-
tives as well as specific objectives, such as sales volume, market share,
profitability and innovation, and deciding on financial, material and other
resources necessary to archive those objectives.

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

However, the concept of the product life cycle seems frequently for-
gotten in marketing planning, which leads to wrong decision-making. This
may well be seen in the following story.

A supplier of some light industry equipment felt that the decline in
the sales of his major product was due to the fact that it was not receiving
the sales support it deserved. In order to give extra sales support to this
problem case, a special advertising campaign was run. This required cut-
ting into marketing budgets of several promising products that were still in
their “young” growth phase. In fact, the major product has long since
passed the zenith of its potential sales, and no amount of additional sales
support could have extended its growth. This became quite clear in the
end-of-year sales results which showed no improvement. The promising
products, however, went into gradual sales decline. In short, management
has failed to consider each product’s position in its life cycle.

Exercise 1

Answer the following questions:

1. What is strategic planning?

2. What is marketing management?

3. Why is the Product Life Cycle considered to be one of the key
concepts in marketing?

Exercise 11

Read the following text and give summaries to this text.
Advertising
Advertising is one of the largest industries. In 1986, for example,
American business spent over $100 billion to advertise its products. Since

55



consumers are the principal targets of these sales campaigns, we ought to
know something about the services advertisers perform, as well as some of
the techniques they use.

The Benefits of Advertising

Advertising benefits consumers and the economy in a number of
ways:

— It provides us with information about prices, recent improvements
in certain goods and services, and the availability of new ones.

— Advertising often results in lower prices. Large-scale production
can reduce costs. By creating mass markets, advertising enables producers
to reduce the costs of their products and pass those savings on to the con-
suming public.

— Advertising stimulates competition, and competition benefits for
all. Advertising by one firm puts pressure on others within the industry to
do at least as well as to attract the consumer’s money.

— Advertising pays most of the cost of magazines and newspapers,
and all of the cost of commercial radio and TV.

— Advertising helps the economy as a whole by stimulating consum-
er demand. Consumer spending has a direct effect on the health of the
economy. Advertising helps to keep that spending at healthy levels.

— Not everyone agrees that advertising benefits the economy. Critics
list the following points of its disadvantages:

— The information contained in advertising does not inform and often
misleads the consumer.

— Because it costs money to advertise, this cost adds to the price con-
sumers pay.

— Consumer are tempted to spend money for products they do not re-
ally need.

— Radio and TV are not really free because the cost of advertising on
them i1s also passed on to the consumer.

Advertising Strategies

Three strategies that have been especially popular with advertisers
can be classified as slogans, rational appeals, and emotional appeals.

Slogans. Advertisers often use slogans that sound great but mean lit-
tle or nothing. Yet, advertisers seem to feel that such slogans, when re-
peated often enough, do increase sales.

Rational Appeals. Rational appeals rely upon logic or reason to con-
vince the consumer to buy a product.
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“Our Cookies Contain 25% Fewer Calories Than the Next Leading
Brand.” This i1s an example of an advertisement that appeals to reason.
Ads for health foods, pain relievers and home remedies tend to use this
technique.

Emotional Appeals. Emotional appeals rely upon the use of psychol-
ogy. The following is a sampling of such strategies:

— Testimonials. These are the advertisements in which famous
people claim they use and enjoy a particular product. Ads for sports
equipment frequently rely on this strategy.

— The Bandwagon. The bandwagon appeal implies that everybody
is using a particular product, and that if you don’t, you will be left out. The
term derives from the practice, during nineteenth-century circus or politi-
cal parades, of jumping on or following behind the wagon carrying the
band. Soft drink and automobile ads use this appeal.

— Popularity. Some advertisements suggest that simply by using the
advertised products you will be popular or find romance. Toothpaste ads
showing moments of romance between handsome young men and women
are typical of these kinds of campaigns.

Every day you as a consumer are the object of the marketing efforts
of American and foreign companies. The advertising on television and ra-
dio and in the newspaper that come to your house are just some of the
ways that sales promotions reach you. Can you think of other ways? Most
of these marketing strategies represent honest efforts to convince you to
buy a product of service. Nevertheless, you are responsible for evaluating
advertising directed at you, separating fact from emodon, and deciding
whether or not to buy the product.

Exercise 111

Fill in the blanks with prepositions:

1. Payments ... the rate ... 15 percent ... the value ... the delivered
equipment are to be effected ... dollars ... 30 days ... the date ... receipt
... the following documents ... collection.

2. 10% ... the value ... the delivered equipment are to be paid ... ex-
piration ... the guarantee period quantitative and qualitative indices stipu-
lated ... the Contract.

3. All amendments and addenda ... the present contract are valid on-
ly when signed ... both Parties.

4. A duplicate ... the railway bill issued ... the name ... the Chief ...
the destination railway station.
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5. The Buyers have the right

to deduct while effecting payment ...

collection statements ... the amounts provided for ... the Contract.
6. In the other respects “Standard Conditions of Sale” written ... the
appendix ... this. Contract are binding ... both parties.

Exercise IV

Find English equivalents for the Ukrainian ones:

1. Bigmosimguo 1o crarti 9.

2. TexniyHa JOKyMEHTaIlisd, Tie-
pendauena y 4. 10.

3. Ilicns 3akiHYEHHS TapaHTIMHOTO
TEPMIHY.

4. Omrata OpOBOAUTHECS TUIBKH 32
YKOMITJIEKTOBAHY MOCTABKY.

5. IlpaB0 Ha yTpUMaHHA 0OpU
OTLIaT1 1HKACO.

6. TakuM 4YMHOM.

7. Butpatu banky nepxasu lIpo-
JaBIA 32 paxyHOK [IponaBiis.

8. Bkazana oOMOBKa.

9. 3a BiICYTHICTIO OOTPYHTOBaHUX

MIpeTeH311.

10. 3miicHIOBAaTH TIATIK.

11. Tepmin 30 mHIB 13 JaTU OTPHU-
MaHHS.

12. 3 000B’SI3KOBOIO0  BKa31BKOIO
HOMEpa KOHTPAKTY 1 TPaHCY.

13. Jlist moganmpioro TpaHCIopTy-
BaHHSI 3aco0aMu  3aJli3HUYHOI
JIOPOTH.

14. T'apaHTiiHAN JHCT TIPOJABIIA
PO SAKICTh 1 KOMITJIEKTHICTb.

15. IloBHMM KOMIJIEKT “‘“UHCTHX
O00pTOBHX~’ KOHOCAaMCHTIB, BH-
MMACAaHUX MIPU3HAYCHHSIM IIOPTY.

1. For further transportation by
means of railway.

. Provided there are no grounded
claims.

. Payments at the rate of.

. Payments are to be effected.

. Complete set of “clean-on-
board” Bills of Lading issued
destination port...

. Contract number and Trans

number are to be indicated.

Within 30 days of the date of re-

ceipt.

8. The afore-said reservation.

9. In accordance with Clause 9.

10. Sellers’ letter of guarantee cer-
tifying good quality and
delivery.

11. All expenses of the Bank of the
Sellers’ country to be born by
the Sellers.

12. The technical documentation
provided for in Clause 10.

13.Payment is to be effected only
for complete delivery.

14. Upon expiration of the guaran-
tee period.

15.The right to deduct while ef-
fecting payment for collection.

B~ W

7.

16. As follows.
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Exercise V

Find words from the second column. Fill in missing words.

look venture

have a company

get forward

with mistakes

run something clear
joint a quick word
make reference to
accept in touch

a) ... your letter we agreed to give you a discount.

b) May I ... with Mr. Harrison?

c) I would like to ... about our Draft Contract.

d) Our partners and I decided to establish a ...

e) We ... to your promt reply.

f) I don’t like the way they.

g) He wishes to ... with our guests as soon as possible.
h) He is so quick-tempered, he cannot ...

Exercise VI

Fill in the words “company” and * campaign”.

1. This ... was established 2 years ago.

2. He has been a long time with this ... and contributed a lot in ...
for diversification of goods.

3. It’s very important to conduct political ... honestly.

4. This public ... is devoted to him.

5. Our ... is almost always successful in business.

Exercise VII

Fill in the necessary words in the sentences (assortment, customer, who-
lesaler, retailer, discount, channels, and guarantee).

1. ... 1s the most expensive link in a chain between a producer and a
consumer.

2. I can’t ... you good quality of service.

3. ... 1s an important link between a producer and a customer.

4. Usually a wholesaler has a large ... of items.
5. A wholesaler doesn’t deal with a ..., he deals with a retailer.
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6. The department store gives a 20% ... of on all Chinese shoes.
7. There are different ... of distribution helping to bring good to the
market.

Exercise VIII

Fill in necessary prepositions in the sentences.

1. The advantage ... direct marketing is that it enables as to cut out
the middle man.

2. TV shares dropped ... 10% this afternoon.

3. The telephone lines can be so busy that people have to wait ... an
hour to get through.

4. The government has spent less ... defence last year.

5. What effect could these new EC directive have ... the company?

Exercise IX

Translate into English.

1. CnokuBaui X04yTh KYITyBaTH Kpallluid TOBap 3a HAHHIKIOKO IIHOFO.

2. IlonuT Ha TOBap AyXKe YYyTTEBUM 710 3MIHHM II1HU.

3. PexnamHa AisUIbHICTH HampaBiieHa Ha MPOCYBaHHS TOBApiB 1 MOC-
JYT JI0 CIIOKHBAYiB.

4. JIronu 3a3BUYan pearyroTh Ha PEKJIamy.

5. ToBapu 1i€i BimoMoi (ipMu KOPUCTYIOTHCSI BETMKUM MOMMUTOM Ha
CBITOBOMY PHHKY.

6. Bci ToBapu 1 OCIyryd MarOTh CBOIO ITIHY.

7. BUBUEHHS pUHKY J03BOJISIE Tepe10auyBaTH 3arajJbHUN HAPSIMOK
MONUTY Ha TOW Y IHIIIUKA TOBap.

8. 1la Bigoma ¢ipma moOpIYHO MPEACTABIsAE CBiil ToBap Ha Jlewmir-
CBKOMY SIpPMapKYy.

Exercise X
Write an advertising letter. You propose goods of your firm with price-
lists and catalogues.
Lesson 10 “The Functions of an Executive”
Text

Dialogue
(Anna is having lunch with her sister Barbara. Anna has just accepted a
position as an Administrative Assistant. Her boss is an executive with a
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firm that manufactures heavy machinery used in construction.)

Barbara You’ve got a new job, Anna. My congratulations!

Anna Thanks, Barbara.

Barbara Tell me a few words about your boss. What does he do?

Anna Well, he is one of the vice-presidents of the company, so he’s ra-
ther important. He is an executive.

Barbara Do you know the difference between an executive, a manager
and an administrator?

Anna 1 am afraid I can hardly tell you the difference, I think these words
are interchangeable and they really aren’t difference in many com-
panies.

Barbara What about your company?

Anna In our company the top officers are called administrators. The next
highest group — the vice-presidents, the heads of major depart-
ments and branch plant managers — are executive like my boss.

Barbara 1t that all?

Anna The group below consists of managers, they are general managers
and foremen.

Barbara So I see that an organization has a number of positions and
some people have more authority than others.

Anna You are right.

Barbara But it would be interesting to know more about the functions of
an executive like your boss.

Anna 1°d say he makes a lot of important decisions. He sets objectives,
coordinates work, delegates authority, makes hiring, firing, eva-
luating and just general leading.

Barbara It seems to be important.

Anna It is important. It’s evident that making careful decisions is the ba-
sis of good management.

Barbara But do you work under much pressure?

Anna Barbara, you know I am quite used to working under pressure from
my last job. I am also accustomed to lots of paper work and red
tape.

Barbara Good for you.

Anna And what’s more important I feel that I can learn a lot because my
boss is very competent.

Barbara Good, I think we’d be in a hurry not to get for the work.
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Words and phrases

executive — KEpiBHUK, aJIMIHICTPATOP to set objective — craButu 3a
vice-president — Bire-npe3ueHT METY
manager — KepiBHUK, aJ]MIHICTPaTOP to delegate authority — po3-
administrator — xepiBHHK, aMIHICT- MOIIJTATH 000B’ A3KHU

parTop to work under pressure —
head of department — kepiBHUK Bij- MpaIOBaTH TPUMYCOBO

Tty red tape — OrOpoKpaTHUyHa,
foreman (pl. foremen ) — wmaiictep, KaHIEIIpChKa po0oTa

KEpPIBHUK to be competent — OyTu KOM-
position — mocaaa MIETEHTHUM
Exercise I

Answer the following questions:

1. What working position is the best for you?

2. Are you accustomed to working under pressure?

3. Are you accustomed to a red tape job?

4. Do you want to be an executive or an administrator of a big com-
pany? What should you do for it?

5. What qualities do you need to be an executive of a company?

6. What does it mean to be a competent manager?

Exercise 11

Transform the sentences according to the model.
Model: I’'m accustomed to setting objectives. — I’'m used to settings objec-
tives.

1. We are accustomed to having unlimited liability.

2. He is accustomed to delegate authority.

3. She is accustomed to working as a head of the department.

4. You are accustomed to working under pressure.

5. The executive is accustomed to making decisions.

Exercise 111

Choose the necessary modal verbs (should, ought to, must, need, have to,
be to) and fill in the blanks.

1. We ... to set objectives this month.

2. A manager ... to make careful decisions.

3. An executive ... be very competent.
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4. A vice president ... to decide on hiring, firing, vacation, working
hours.

5. The board of directors ... to plan objectives and changes.

6. They ... have a meeting with the head of the department.

Exercise IV

Your executive is a very tough man. What should his staff do to please
him?
For ideas:

to be creative — TBOPYO MiAXOAUTH J0 CIIPABH

to be well-organized — OyTu 1oOpe opraHi30BaHUM

to keep fit — Tpumatu cebe y popmi

to be punctual — OyTu TyHKTyaJIbHUM

to be enthusiastic — 0yTu eHTy31acTOM

to obey the rules — miakopsTHCS TTpaBUIaM

Exercise V

Supply the correct tense-forms of the verbs.

To be engaged in such activities (fo be) necessary to have an organi-
zation sufficiently independent of state structures, free to carry out its
plans that (o unite) qualified specialists on the work with personnel. The
prototype of such an organization (7o be) the cooperative “The Kyiv Incul-
cation Centre “Personnel” which (7o be) created in 1989.

At that time the organization (7o establish) its branches in Ukraine,
Byelorussia and Russia which (to frain) more than one thousand staff
workers early.

The work of the People’s University (to make) possible to extend the
research conducted, master the system of training, improve and perfect a
scientific and methodical provision of the process of studies.

Exercise VI

Supply the articles where necessary.

... principal trends of our activities are:

— training, retraining, enhanced skill and establishing ... system of ...
continuous education of ... managers and specialists in ... field of ... per-
sonnel management as ... whole;

— establishing ... criteria and methods of ... personnel selection and
qualification of ... personnel and ... social development work;
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— providing ... personnel activities with ... effective personnel tech-
nologies, developing and putting into ... practice ... modern forms and
methods of ... personnel management;

— studying and sharing ... world experience of ... personnel man-
agement, consulting in ... field of ... personnel management.

Exercise VII

Put the verbs in brackets into the proper present tense (Present Simple,
Present Continuous or Present Perfect).

1. Don’t disturb me, please. I (o work) with the annual report.

2. This firm often (to advertise) indifferent newspapers and maga-
zines.

3. The vice-president usually (7o set) objectives for the staff.

4. We advertised in a special section of the newspaper but we (not to
receive) the resumes yet.

5. We (to evaluate) already the candidates through the interview.

6. He (to send) just his resume and the letter.

7. We (to look for) a specialist suitable for the position at the present
moment.

8. They (to fire) the manager. He wasn’t suitable for the position.

9. You have to wait a little. The manager (7o consult) with the execu-
tive.

Exercise VIII

Choose the necessary world and put it in the sentence (to advertise,
resume, employee, applicant, personnel office, qualification, agency, per-
sonal).

1. If you need applications for this position, ... in a special section of
the local newspaper.

2. We are going to interview three ... on the position.

3. All the information about the staff of the firm can be found in ...

4. She has a good ... for the position: a college degree, good work
experience.

5. He wants to find a new secretary, so I’ll call an employment.

6. Don’t ask him ... questions, it will be impolite.

7. If you are an applicant for the position, you have to write your ...

8. Personnel office will help you to find a new ...
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Exercise IX

Translate sentences into English
1. KepiBHUK KOMIIaHIi MOBUHEH OYTU KOMIIETEHTHHUM.
2. KepiBHUK I1i€i Tpynmu — ayke 3M10HUM 1 KOMIETEHTHUHN CIIellia-
JICT.
Ham moTpi6HO pO3MICTHUTH OTOJIOMICHHS B Ta3eTi.
Bci kanauaate Ha mocaay MOBHHHI BIAIPAaBUTH PE3IOME.
3BEpHITHCS B KaJ[pOBE areHTCTBO.
Horo mocazia B KOMITaHil TyKe BaXKIIHBa.
HaitmMaday BapTO 3BepHYTHCS B KOHCYJIBTALIMHY (I1pMYy.

Nk Ww

Lesson 11 “At the Company”
Text

At the Company

Let me tell you about our company. As you know, we produce
process equipment. Our firm consists of 6 departments: Production, Sales,
Export, Financial, Personnel, Research and Development. The last one is
the newest at the company. It was created five years ago.

Our management are the Meeting of Shareholders and the Board of
Directors. Earlier the President of the Company was one of senior partners
but now it 1s Mr. Rogers. Currently we employ about 1,600 people. Our
turnover is more than $300 million.

We export our equipment to 10 countries all over the world. Besides,
we have two daughter companies in Holland and Germany with headquar-
ters in these countries. Each company trades its own name. But we are
looking for new partners in Eastern Europe as well. We would like to ex-
pand our activity. That’s why Mr. Cartwright went to Donetsk to establish
personal contacts with another big company. Before we knew it only by
correspondence. All their business proposals have been thoroughly inves-
tigated by our specialists. We’ll make Draft Contract next week and finally
conclude the Contract with this firm after discussing with the Board of Di-
rectors. And after all you’ll have enough time for visiting our workshops
and going sightseeing.

Words and expressions

department — BigalI, BIIJUICHHS, turnover — o60poT
1I€X, Mara3uH, JICIapTaMeHT turnover of capital — oGopor
sales department — ToproBuii BiaaiI KamiTamy
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daughter company — nouipus dipma Draft Contract — mpoekT KOH-
Meeting of shareholders (Stock- TPaKTy

holders) — 360pu akIioHepiB staffing — mabip 1 po3moxain
Board of Directors — paga gupekro- KaapiB

piB

Exercise I

Answer the following questions:
1. How long does the company exist?
What are the departments?
Who leads all the work of the company?
How many people are employed at the firm?
What countries do they export their equipment to?
Are they going to expand their activity or not?
7. When will the Contract with another firm be signed?

AN

Exercise 11
Write your own sample of offer.
Exercise 111

Render the following text into English.
Kopnopauis

CtBOpeHHs KOopmoparlii — 11¢ HalOUIbII CKJIAJHUN Ta JOPOTUH MIIIX
opranizaiii 0i3Hecy. Kopmnopaiiii BUMmyckaroTh axiiii, siki BU3Ha4arOTh (Po-
PMy PO3MOJILTY BIACHOCTI. Y 3aKPUTUX KOPIIOpAIliSAX JIMIIE JEAKl JIIOAH
BOJIOJIIIOTH AKI[ISIMH 1 TOPTYIOTb HUMH O€3MOCEPEIHhO, a Y BIAKPUTUX —
aKIii mpoaarTh Oyab-sAK1N JIIOAUHI, KA 0a)kae X KyImuTH uyepe3 OpOKepiB.
[lepmr 3a Bce moBMHHA OyTH MPOBEJICHA MANMKCKA Ha aKIili Ta MiAroTOBICH]
BC1 HEOOXI1H1 /ISl peecTpaliii ToKyMeHTd. [lani HeoOX1IHO OTpUMaTH J0-
3B1JI BJIAJIM HA CTBOPEHHS KOpIiopallii 3 3a3Ha4eHHAM IpaB 1 0OMeKeHb Ha
il mispHICTh. BracHukamMu Koprioparlii 4acTo € He Ti JIFOJH, SKi HEHO Ke-
PYIOTh (BIACHUKaMHM KOPIIOpAIlii € akI[iOHEPH ).

[{iau Ha aKIli pOCTYTh UM MaAAaI0Th B 3QJIEKHOCTI Bij] TOTO, HA CK1JIb-
KM 100pe mpairtoe (ipMa 1 Ha CKIJTbKU BOHA TTO100a€THCA CYCIIUIBCTRY.

AJie SKIIO MISUTBHICTH (ipMU 3HAXOAUTHCS MiJ MPUCKITUIMBOIO yBa-
rOI0 BJIaJM, TO IIIHM Ha ii aKIIii, OYEBHIHO, BIAIYTh 3a0BrO IO TOTO, SK
crpaBa miiae 1o cyay. CycniabHa JyMKa PO KOMIIAHII0 MOXE BIUTHHYTH
Ha IIIHKA MailKe 3 TaKOIO K CHIIOKO K 1 1i poOoTa.
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Pana naupexTopiB 30MpaeThCsl KijbKa pasiB HA PIK IS MPUHHATTS
pimenb. [lomenHi xk pilmeHHsT TPUHMaIOTh MEHEKEPH BCEPEANHI KOPIIO-
partii. JlupextopiB kopropaiili BuOuparwTh akiionepu. [Ipesuaenta i/abo
BUKOHABYOro aupekropa (chief executive officer) MmoxHa MOpIBHATH 3 BiJI-
MOB1IAJIbLHUM TpeHepoM (pyTOonpHOI KoManau. Bin ympasise dipmoro i
HaJINXa€ CBOIX IPAIIBHUKIB HA JOCATHEHHS MeBHOI MeTH. IIpesnaeHT Oepe
Ha ce0e 3arajgpHy BIAMOBINAILHICTH 3a pOOOTY (ipMH 1 IOBUHEH BIMOBI-
IaTH TEPEa PaJoi0 JUPEKTOPIB 1 aKIIOHEpaMH, SIKIIO CIpaBd WAYTh HE
TaK, SIK IbOro O TM XOT1LI0CH.

Exercise IV

You are the chief of the firm. Speak about your firm. Look at the scheme
of its work.

Research and
— Development
President Manager

Marketing
— Research
Manager

Chief of the Executive
Credit Department Vice-President Product

— Research
Manager

Sales Manager Production Controller
Manager

Answer the following questions:
1. How many departments are there at the company?
2. How many managers work at the company?
3. What is in your opinion the most important department?
4. What is important in the work of every manager?
5. What qualities should manager have?

Exercise V

Put questions of different types to the underlined parts of a sentence.
1. Whenever we go to that office they welcome us very warmly.
2. Your business proposal is very interesting for us.
3. The manager calls to his partners every day.
4. This famous company sells its goods all over the world.
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5. Managers discuss their business matters with clients often.

Exercise VI

Fill in the blanks with suitable verbs (analyse, require, block, sound, de-

pend, speak, look, specialize, pay, take, prefer) in the appropriate form.
1. We ... to boost our sales in the Western countries.

. The switchboard ... outside calls from this extension.

Our company ... in acquiring computers in Japan.

I cannot give you a definite date: it ... on my boss.

We ... our agents 10% commission on net sales.

I ... the statistics, so I can’t give you a decision yet.

He ... rudely to me whenever I call him.

They ... a 10% deposit for order like these.

9. My friend ... to be self-employed.

10. She ... strange on the phone, despite in reality she is very nice.

11. We know it ... like our previous model, but we have updated it.

00 N O L W

Lesson 12 “At the Exhibition”
Text

At the Exhibition

Thor Nikolayev is at the exhibition which is being held in New Y ork.
The stand of one of the American companies has attracted hid attention. At
the present moment he is talking to Mr. Rolster, the Sales Manager of the
company.

—Good afternoon, Mr. Rolster. I'm a Commercial Director of one of
the famous Ukrainian companies. Here 1s my card.

—Good afternoon, Mr. Nikolayev. Have you seen our advertising materials?

—Yes, of course. Your Stand-Attendant gave them to me.

—Does our new process equipment interest you?

—Yes. We are looking for new equipment for our firm in Kiev. We
need to decide what equipment to buy.

—I consider our new equipment isn’t a bad choice, Mr. Nikolayev. It
corresponds to the highest technical level and the highest standards exist-
ing in the world.

—But your company hasn’t been well-known until resent times.

—You’re right. We have been often considered as a second-tier player
behind some well-known companies like Continental Equipment and
MGM Instruments. Our company was viewed as a company good only for
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some things. Time changed. Now we are respected to be a company as ca-
pable as Continental Equipment in our field.

—I was deeply impressed by the performance of your equipment. I’ve
seen a lot of similar systems at the exhibition ... but your equipment out-
performs them.

—I think, we’ve worked hard and achieved some success, Mr. Niko-
layev.

—How long is the guarantee period for your equipment, Mr. Rolster?

—2 years from the starting of the equipment. The duration of the
guarantee of our equipment is not uncommon.

—How long will it take you to deliver to Kyiv two sets of this equip-
ment?

—Of standard design?

—Yes.

—Two — three weeks from the date of payment.

—And to put it into operation?

—Three — five days depending on its model.

—Is it possible to arrange our specialists’ training in your training
centres?

—What kind of training, Mr. Nikolayev?

—To teach them to operate the equipment properly.

—There’s no need to send your specialists to our training centres. The
equipment is fully computerized. It’s easy to for even inexperienced per-
sonnel to operate it.

—Fine. We are also very interested in maintenance.

—We provide our equipment with technical support for all its service life.

—And could you tell me if it’s possible to adapt your equipment to
specific condition?

—I think you’d better discuss it with our Consultant Mr. Burntler. At
the moment he’s over there, near the next stand of our company. He’ll re-
ply to all your questions concerning the design of our equipment.

—Thank you, Mr. Rolster.

World and phrases:

exhibition — BuctraBka, nokas to correspond to smth. — Biz-
fair — BucraBka, spMapok MOB1/IaTH YOMYCh

world fair — cBiToBa BHCTaBKa Syn. to be consistent with
process equipment — TEXHOJIOTIYHE smth., to be in line with smth.,
oOJ1aTHaHHS to be in accordance with smth.
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performance — TexXHIUHI XapaKTepH- until resent times — 10 ocTaH-

CTHKH, €KCILTyaTaIliiHi sIKOCT1 HBOTO Yacy

uncommon — He3BUYHUH, P1KICHHUM to outperform — mnepeBaxatu
training — miaAroToBKa, HABYAHHS, (3a e(EeKTHBHICTIO, TCXHIYHU-
OCBITa, TPEHIHT MH XapaKTEPUCTUKAMM )
maintenance — TeXHIYHE OOCITYTOBY- properly — BiAMOBIAHUM YH-
BaHHS, IIATPUMKA, 3aCO0H 1CHYBaHHS HOM, K CJIIJT

service life — Tepmin ciyx0u
Syn. life-in-service, useful life

Exercise I

Translate the following text. Answer the questions.

For most people, CONDEX (the big technology: show held in Las
Vegas) has become so huge that it is the most unmanageable show you can
imagine. CeBit is three times larger than that. It’s almost unfathomable.

In CeBit you can get an instant snapshot of the industry both from a
business and a technological perspective. That’s why top executives and IT
managers at nearly every major corporation doing business in Europe can
be found in Hanover this week.

1. What is this text about?

What two fairs are mentioned in this text?

Have you ever heard about these fairs?

Has your company ever participated in these fairs?
What does the abbreviation “IT” means?

What cities are these fairs held in?

7. Which fair is larger?

AR N

Exercise 11

You company participates in the exhibition. One of the representatives of
the leading American company comes to the stand with your production.
He gets interested in it. Speak with him about your company and goods.

Exercise 111

Render the following text into English.
Kommnanii 3 00MekeH010 BiIMOBIiAAJBHICTIO i CIUIBHI MiAMpHEMCTBA
Haiibi1p11 momupeHuM TUIIOM KOMITaHii y BenukoOpuTaHii € 3apee-
CTpoBaHi KoMmaHii (registered companies), TOOTO 3apeeCcTpOBaHI BIIMOBI-
JTHO 70 3aKOHY MPO KOMIIaHii.
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3apeecTpoBaHa KOMIIAHIS € IOPUIMYHOI0 0CO00I0 1 MOXe OyTH ado
BIIKPUTOIO KOMIaHI€I0 3 0OMeXeHOw BianoBinanpHICTIO (Public Limited
Company), abo puBaTHOIO KommnaHiero (Private Company). 3riaHO 3 aHT-
mificekkuM 3akoHOgaBcTBOM Public Limited Company — 1e xommasis 3
yctaBHUM (poH0M HEe MeHie S0 THC. (PyHTIB-CTEPIIIHTIB, III0 Ma€ MPaBo Bi-
JILHO TIPOTIOHYBATH CBOI akKIili Ta 1HII IIHHI Marepy HACEJICHHIO Ta 30-
00B’s13aHa MyOJIIKyBaTH HEOOX1JHHM 00csT 1H(pOpMaIIli PO CBOIO MisUIbHICTh
BiAToBIIHO 70 3akoHy mpo Kommarii 1980 p. Ilicas Ha3Bu Takoi KommaHIii
ctaBiaThest OykBu PLC. V Hamomy 3akoHomaBcTBI Tepminy Public Limited
Company BiamnoBigae TepMiH Binkpute AkiiionepHae ToBapucTBo.

Private Limited Company — 11e npuBaTHa KOMIIaHisl 3 0OMEXEHOIO
BIINOBIJAJIILHICTIO, SIKA 3T1AHO 3 AHIVIIMCBKUM 3aKOHOJABCTBOM MOJXKE
BKJII0oYaTH 10 50 akijioHepiB. Ii akuii He MOXyTb OYTH 3ampOINOHOBAHI i
IpoJaHi HaceJIeHHI0. /{1 TakuX KoMITaHiii HE BCTAaHOBJICHHI MiHIMAJIbHUN
pO3Mip akmioHepHOro KamTamy. Ilichs iXHbOi Ha3BM CTaBISITHCA OYKBHU
Ltd. V namomy 3akoHonaBcTBi TepMmiHy Private Limited Company Biamo-
Bigae TepMiH Cniika 3 00MexceHo0 8i0n08i0aNbHICMIO 3AKPUMO20 MUMN).

VY Bumanky mkBigaiii KoMITadili BiAMOBIAAJIBHICTh WICHIB KOMIIaHI1
3a ii 6opru Moxke OyTH 0OMekeHa a00 BHECCHMM HUMHM KamitaioMm (limited
by shares) abo rapautiamu naptHepiB (limited by grantee). [Ipyruii Tun
0OMEKEHHS B1AMOBIIATIBHOCTI 3yCTPIYAETHCSA 3HAYHO PIIIC 1 € XapaKTep-
HUM 17151 TIpodheCiHUX KITyOiB 1 acoliarrii.

VY CIIA axmioHepHa KOMIaHIsA 3 00MEKEHOIO BIITOBIIAIBHICTIO HA3H-
Ba€ThCs Kopropaiiis (corporation). ITicis Ha3Bu Kopriopaiii CTaBIAThCS OYK-
Bu Inc. (incorporation), mo o3Ha4vae, 10 JaHa KOMIIAHIs 3apeecTpoBaHa SIK
Koprnopamig. Jljs peectparili Kopmopariii 3aCHOBHHUKH CKJIQJal0Th yCTaB
(charter) 1 peecTpyloTh ii B JepKaBHIN ycTaHOBi. [lep>kaBHa ycTaHOBa 3a-
TBEPDKYE MOTO 1 Ja€ A03BLI Ha cTBopeHHs kopropaiili (Certificate of Incor-
poration), CJIs 4OTO 1151 KOMIIaHIs BBAXAETHCS IOPUIUIHOIO 0COOOIO.

[IpuBaTHa KOMMaHisg 3 OOMEXEHOIO BIANOBINANbHICTIO (Private Li-
mited Company) Ha3uBaeThcs B CIIIA Close Corporation. Onnak B CIIIA
PO301KHOCTI MK KOMITaHISIMHM 3 0OMEXEHOI0 BiAIOBITAIBHICTIO BIAKPHUTO-
ro 1 3aKpUTOTO TUITY HE3HAYHI, TOMY OIJBIIICTh KOMITAHI MalOTh y CBOIH
Ha3Bi TUTbkU OykBU Inc.

Axmio a81 a60 OibIIIEe KOMITaHIT 4M (13UYHI 0COOU XOUYTh peasizyBa-
TU SKUM-HEOYAb CIUIBHUN MPOEKT, TO BOHU CTBOPIOIOTH CHIJILHE IMiAMPHU-
eMCTBO (joined venture). Ha BinMiHy Bij T€pMiHOJIOTIi, MIPUUHSTOI B HAC,
11T CIJIGHUM I1IMPUEMCTBOM HAa3MBAETHCS HE KOMIAHIA 3 1HO3EMHUMH 1H-
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BECTUIIISIMA, a 00’€THaHHS JIBOX YW OUIbIIE FOPUIUYHUX a00 (Hi3UUHUX
0C10 3 METOI0 BUKOHAHHSI SIKOTOCh CIIHBHOTO TTPOCKTY.

Exercise IV

Fill in the blanks with the verbs in an appropriate form.
1. They ... for a private meeting a week ago (fo arrange).
2. This week he ... for a new appointment (7o look).
3. She ... her appointment with the Transport Department Manager
in some days (to arrange).
4. The agency ... some more employees by the end of the month (7o
hire).
Recently I ... my doctor’s appointment (7o cancel).
He ...the door of the house when he went to walk (7o lock).
They ... the meeting till the 20th of January (7o postpone).
They ... us when they are ready (7o call).
9. All necessary work ... by the end of the year (7o fulfill).

P

Exercise V

Transform the sentences in the First conditional (unlikely possibilities)

according to the following model.

Model: 1f you buy shares you will own part of the company. (Condit. ) —
If you bought shares, you would own part of the company.

If you start a business, you will need capital.

You will have unlimited liability if you start a partnership.

If you buy shares, you will be a shareholder.

You will be a partner if you invest in a partnership.

If the limited company fails, you will only lose the value of you

N

shares.
6. If you buy a firm, it will cost you several thousands pounds.

Exercise VI

Fill in the definite or indefinite articles where necessary. Give summaries
of the text.
Memorandum of Associations
(MemopaHayM npo akmioHepHe TOBAPUCTBO)
In order to start ... limited company, you must draw up to legal doc-
uments ... Articles of Association and ... Memorandum of Association. In
... small groups, start you own company. Decide on ... name of ... compa-
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ny, what you are going to do and how much capital each of you is going to
invest. Then draw up ... Memorandum. Write ... full sentence for each of
six ... clauses, which say ... following:

l. ... name of ... company

2. ... country where ... company is ...

3. ... type of ... trade ... company will carry on ...

4. ... item saying that ... liability of shareholders is limited by ...
amount invested in shares in company

5. ... amount of ... capital ... company has and ... number and value
of ... shares
6. ... item saying that ... shareholders wish to form this company.

Each shareholder signs ... Memorandum and writes next to his/her name
... number of shares he/she is buying. Write ... date

7. ... articles are more complicated and give ... details of how ... compa-
ny will be run, how often shareholders’ meetings will be held and so on.

Exercise VII

Fill in the prepositions where necessary. Translate the sentences.

1. If your firm fails, you will go ... bankrupt.

2. ... other words, sole proprietors and partners have unlimited liabil-
ity ... their firm’s debts.

3. If a limited company fails, it goes ... liquation.

4. It 1s your legal duty ... creditors to pay all debts.

5. Shares ... public limited companies are usually bought and sold ...
a stock exchange.

6. The activities ... a limited company is to buy and sell ... goods.

7. There must be ... least two partners ... a partnership.

8. The sharecholders may lose money they paid ... the shares.

9. The company’s capital is divided ... 100,000 shares ... one pound
each.

10. The profit ... the company is divided ... the shareholders.

11. You must draw ... a Memorandum and Articles of Association
when you start a limited company.

Exercise VIII

Complete the following sentences:
1. The money shareholders put into a company to buy property and
equipment so that it can start is called ....
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2. The price you pay for shares when the company has started trading
is their ... value.

3. To put money into a business or a bank account so that it will
make a profit is to ....

4. The sole (only) owner of a business is ....

5. One of the owners of a partnership is ....

6. To buy and sell goods is ....

7. Something belonging to a person or a business which can be sold
is ...

8. The price written on a share is its ... value.

9. One of the owners of a limited company is .

10. Your legal duty to other people, e. g to your credltors is .

11. You can only buy or sell shares in a ... company if the other
shareholders agree.

12. If a sole proprietorship or a partnership fails, the owners will go ....

13. A person you owe money to is ....

14. The shares in a ... limited company can be bought and sold freely.

15. Another name for a business is ....

16. When a limited company fails, it goes ....

17. To buy and sell goods is ....

Exercise IX

Translate the following sentences into English.

1. 1106 mouatu 11170, MOTPIOHO B3SITH KPEAUT y OAHKY.

2. Ili npeacTaBHUKHM KOMIIaH1i € IHBECTOPaMH 1 BIIACHUKAMH aKITIH.

3. Akuii mpo1aroThCs Ha O1paxKi.

4. SIxkuo KoMmaHisg 3aiiMae JIIUPYOYl MO3MIT Ta TUIATUTh BHUCOKI
TUBIACHH, i1 aKIlii MalOTh BHCOKY I[IHY.

5. TlooauHOKI MiAMPUEMIII HECYTh HEOOMEKEHY BIMOBIIATBHICTD 32
oopru cBoei GhipMu.

6. SIK110 KOMIIaHisl TEPIUTH Kpax, BOHA 3YMHUHSAE TOPTIBIIO 1 JIKBITY-
€ThCAL.

7. Kamitan xkomnanii noauigersess Ha 50,000 akmiii, KoKHA 3 SIKHX
Mae miny 10 momnapis.

8. KoMmnaHis 3 00MEKEHOIO BIJIIOBIJAIBHICTIO HA3UBAETLCSA TaK, TO-
My 110 Hece OOMEKEeHY BIMOBIAAIBHICT Tepe KPEAUTOPAMH Y BUMAIKY
JiKBigarnii abo OaHKPYTCTBA.
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9. KommaHis 3 HEOOMEXKEHOIO BIAMOBIMAIBHICTIO Y BUIAJKY JIIKBI-
nairii abo 0aHKPYTCTBA IPOJAE BCIO CBOIO BJIACHICTh, BKIIFOYAIOUH 1 0COOH-
CTY BJIACHICTb 3aCHOBHUKIB, 11100 OIJIATUTH OOPTH KPEIUTOPAM.

Lesson 13 “Advertising”
Text

Advertising

Advertising is one of the largest industries. In 1987, for example,
American business spent over $ 100 billion to advertise its products. Since
consumers are the principal targets of these sales campaigns, we ought to
know something about the services advertisers perform, as well as some of
the techniques they use.

Advertising benefits consumers and the economy in a number of
ways:

— 1t provides us with information about prices, recent improvements
in certain goods and services, and the availability of new ones

— advertising often results in lower prices. Large-scale production can
reduce costs. By creating mass markets, advertising enables producers to
reduce the costs of their products and pass those savings on to the consum-
ing public

— advertising stimulates competition and competition benefits for all.
Advertising by one firm puts pressure on others within the industry to do at
last as well as to attract the consumer’s money

— advertising pays most of the costs of magazines and newspapers,
and all of the cost of commercial radio and TV.

Advertising helps the economy as the whole by stimulation consumer
demand. Consumer spending has a direct effect on the health of the econ-
omy. Advertising helps to keep that spending at healthy levels.

Not everyone agrees that advertising benefits the economy. Critics
list the following points of its disadvantages:

— the information contained in advertising does not inform and often
misleads the costumer

— because it costs money to advertise, this cost adds to the price con-
sumers pay

— consumers are tempted to spend money for products they do not re-
ally need

— radio and TV are not really free because the cost of advertising on
them i1s also passed on to the costumers.
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Words and phrases

advertising — pexnama disadvantages — HeioiKU
availability — noctynHicTh to mislead — BBOuTH B OMaHy
savings — 30113 DKCHHS to reduce costs — CKOpOTUTH
advantages — nnepeBaru 3aTpaTu

Exercise 1

Answer the following questions:

1. In what way do consumers and the economy benefit from adver-
tising?

2. What are the benefits of advertising?

3. How does advertising help the economy?

4. Consumer spending has a direct effect on the health of the econo-
my, hasn’t it?

5. Are radio and TV really free from advertising?

Exercise 11

Translate the following text and give summaries of advertising strategies.

Tree strategies that have been especially popular with advertisers can
be classified as slogans, rational appeals and emotional appeals.

Slogans. Advertisers often use slogans that sound great but mean lit-
tle or nothing. Yet advertisers sum to feel that such slogans, when repeat
often enough, do increase sales.

Rational Appeals. Rational appeals rely upon logic or reason to con-
vince the consumers to buy a product.

“Our Cookies Contain 25% Fewer Calories than the Next Lading
Brand”. This is an example of an advertisement that appeals to reason. Ads
for heals foods, pain relievers and home remedies tend to use this tech-
nique.

Emotional Appeals. Emotional appeals rely upon the use of psychol-
ogy. The following is a sample of such strategy.

—Testimonials. These are the advertisements in which famous
people claim they used an enjoy a particular products. Ads for sports
equipment frequently rely on this strategy.

—The Bandwagon. The bandwagon appeal implies that everybody is
using a particular product, and that if you don’t, you will be left out. The
term derives from the practice, during nineteenth-century circus or politi-
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cal parades, of jumping on or following behind the wagon carrying the
band. Soft drink and automobile ads use this appeal.

—Popularity. Some advertisements suggest that simply by using the
advertised product you will be popular or find romance. Toothpaste ads
showing moments of romance between handsome young men and women
are typical of these kinds of campaigns.

Every day you, as a consumer, are the object of the marketing efforts
of American and foreign companies. The advertising on TV and radio, in
the newspapers that came to you house are just some of the ways that sales
promotions reach you. Most of marketing strategies represent honest ef-
forts to convince you to buy a product or service. Nevertheless, you are re-
sponsible for evaluating advertising directed at you, separating fact of
emotion, and deciding whether or not to buy the product.

Exercise 111

Fill in the correct tense form of the verbs.

Mr. Smith, the manager of a small furniture company ... (speak) with
his regular and very important customer.

C. All rights I ... (give) one last chance. That’s this order. No
more mistakes. You last (deliver) ... the furniture which I even ... (not to
order).

M. Oh, I'm very sorry. We ... (not to do) that again.

C. 1 ... (hope) not. Remember this order ... (be) very important
and I’d like to stress that [ must have it next week. Any other delivery time
... (be not acceptable) to me.

M. Yes, certainly. We ... (send) it on time. We always ... (send)
you your orders on time, ... we?

C. No, you .... Youonce ... (deliver) me an order with a six days
delay. Another sing, packing must be excellent.

M. Yes, of course. I think you ... (agree) that this ... (be) one thing
we always ... (do) in the past

C. One last thing, write my name clearly, please.

M. Certainly I ... (do) that myself this time. The goods ... (come)
to the right address and at the time you ... (require) them.

Exercise IV

Translate into English.
He Tak maBHO MM BCTAHOBWJIW AUIOBI BIZHOCHHHM 3 aHTJIIMCHKOIO (ip-
Moro “bpayn & K”. Mu HIKOIM HE TOPryBaIM 3 i€l (ipMOIO paHilie, aie
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Oarato Tpo Hei Yyau. MM BHpIIMIKA 3aMOBHUTH JBI HOBI MoOJemi
KOMIT FOTEPIB. A 3aIliKaBWIMCS [IUMH MOJICTISIMH TOMY, 110 TXHS SIKICTh TTOB-
HICTIO BIJIIOBigasIa HAIITUM BUMOTaM, 1 I[iHA JUII HAC TTOBHICTIO MPUIHSTHA.

YMOBHU MOCTAaBKM HAC TaKOX 3a70BOIbHUIN. KpiM Toro, mija yac me-
PEroBOPIB MPOJIABII Jak HaM 5% 3HMKKY 3 IIHH, TOMY IO I1e OyJ10 HaIle
mpoOHEe 3aMOBIICHHS, 1 (hipMa Oylia 3allikaBjcHa B TOPTOBUX KOHTAKTaX 3
HaMH. YMOBH OIUIATH HAC 3aJI0BOJILHUIIN, 1 MU MTOTOJIUITMCS CTUTA4yBaTH 3a
aKpEeIMTUBOM MPOTHU TIOKYMEHTIB Ha BiJIBAHTAKCHHSI.

Hamia ¢ipma noBuHHa Oyria BIAKPUTH aKpEIUTHB B OJTHOMY 3 JIOH-
JTOHCHKMX OaHKIB Ha MOBHY BapTICTh TOBApY MICJS OTPUMAHHS IOBIIOM-
JIEHHS TPO TOTOBHICTH TOBApy JJIA BIABaHTaAXXEHHSA. MU OyJu MOBHICTIO
3aJI0BOJICHI MEPETroBOpaMu 1 B MaOyTHHOMY YE€KAEMO XOPOIIUX TIJTOBUX
BiiHOCHH 3 (hipmoro “bpayn & K”.

Exercise V

Imagine that you are a journalist and you are to interview the minister of
finance about the pricing policy in our country. What questions would
you ask him?

Exercise VI

Fill in the correct tense forms of the verbs.
Nicsa Ltd.

Kyiv,

Ukraine

Dear Sirs,

You just kindly ... (advise) us that you (have) to buy (koMIIeKTy0ui
neraii) of another company. We ... (be sorry) that yours order ... (place)
with our competitors because our delivery time ... (be) not suitable to you
and you ... (find) our prices too high.

We would like to explain to you first that we ... (be) heavy with or-
ders now and the deliveries as a result ... (extend). Besides, some modifi-
cations ... (make) in the ... to achieve higher capacities. That is why our
prices ... (be) higher than our competitors’ prices.

Nevertheless, we ... (feel) that if you ... (take into consideration) the high
quality of our computers, you ... (agree) that they ... (price) reasonably.

We hope that you ... (be able) to place your future orders with us.

Yours faithfully,
C. Deadle.
Sales Manager
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Exercise VI

Translate into English

1. Jlanuit Marasuf nNpeacTaBIsie MOKYMITIO BUT1IHI KPEAUTHI YMOBH.

2. ToBap mMae HU3BKY IIHY, BOHA TTIOKPHUE 3aTPATH.

3. HoBa mapxka 6e3 cyMHIBY IPHUBAOIIIOE TTOKYIIIIIB.

4. Jlep>kaBa BCTAHOBIIIOE I[IHU HA HU3KY MPOIYKTIB.

5. s dipma Beae HEPO3YMHY 1IIHOYTBOPIOIOYY MOJITHKY.

6. CymepMapkeT npeACTaBIIsIE TOKYIIIIO 0arato J0JaTKOBUX ITOCITYT:
JI0CTaBKa TOBapiB J0JIOMY, KPEJUT, BCTAHOBIICHHS Ta 1H.

Lesson 14 “Banking”
Text

What is Banking

Banking is the transaction carried on by any person or firm engaged
in providing financial services to consumer or businesses.

There exist commercial banks, central banks, savings banks, trust
companies, finance companies and merchant banks for these purposes.
Banking consist of safeguarding and transfer of funds, lending or facilitat-
ing loans, guaranteeing creditworthiness and exchange of money. In other
words, banking is the acceptance transfer and creation of deposits. The de-
pository institutions are central banks, commercial banks, savings and loan
associations, building societies, and mutual savings banks.

Safeguarding and transfer of funds.

Vaults and safes are the means for safeguarding of funds. Money is
physically stored there. These physical deposits are in most cases insured
against theft, and against the bank being bankrupt and unable to repay the
funds. In some banks customers can use safety deposit boxes for valuables.
To save money in banks is profitable because bank customers receive in-
terest given on savings accounts, a percentage return on the bank’s invest-
ment with the money.

Transfer of funds can be handled through written instruments: con-
tracts, cheques, or direct transfers performed electronically. Nowadays
banks provide the customers with additional ways of gaining access to
their accounts and using them. These are credit cards and account debit
cards, electronic cash tills, computer online banking and other services.

Automated clearing houses perform similar services for business cus-
tomers by handling regular payments, such as wages, for a company bank-
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ing with the bank. Longer-term schemes for providing regular income on
savings are often offered through trust funds or other investment schemes.

Words and phrases:

safeguarding — oxopona
transactions — yroja

engaged — 3alHATUI

mutual savings banks — omanHuii
OaHK

lending — HagaBaHHS KpEeIUTY
facilitating — monermenns

loans — no3uku

creditworthiness — xpeaurocmpo-
MOYHICTh

acceptance — IPUKUHATTSA

transfer — nepeBeneHHs

vaults — cxoBuiie

to repay — BIIIIIKOTyBaTH

valuables — miHHICTH

interest — BijicoTOK

Exercise I

Answer the following questions:
1. What is banking?

U W

. What kinds of banks there exist?

What are the depository institutions?

What are the vaults and sales for?

Why is it profitable to save money in banks?
How can the transfer of funds be done?

percentage return — 1oxig y
BUTJISLI1 BIZICOTKIB

gaining access — OTpPHUMaHH:
TOCTYITY

account debit cards — kapTku
nebeTy paxyHKy

electronic cash till — 6anko-
Mart

computer on-line banking —
KOMIT'IOTEpH1 OH-JIaH po3pa-
XYHKH MK OaHKaMu

clearing houses — po3paxyH-
KOBI ITaJIaTH

savings — 30epeKEHHS
facilities — 3aco0u

7. How can the customers gain access to their funds and use them?

Exercise 11

Translate the following text and summaraize it.
Lending and Loans
Loans to bank customers are drawn on the funds deposited with the
bank and yield interest which provides the profits for the banking industry
and the interest on savings account. These loans may take the form of
mortgages or other policies. Banks may guarantee credit for customers
who wish to obtain loans form other institutions. They also provide foreign
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exchange facilities for individual customers, as well as handling large in-
ternational money transfers.

Exercise 111

Give Russian equivalents to the following:
1. a double coincidence of wants;
2. exchange labour services for money;
make mutually satisfactory swaps;
. commodity generally accepted in payment for goods;
a barter economy is wasteful;
cut back on other uses;
it’s usually but not invariably convenient;
exceeds its cost of production;
9. by collectively agreeing;
10. interest-fearing-bank accounts;
11. prices are quoted and accounts are kept;
12. it’s purchasing power is eroded by inflation.

00 N oL W

Exercise IV

Replace the underlined parts by synonyms:
1. sometimes payment can be put off till later;
. the vital feature of money;
its purchasing power is worn away;
the money is without value;
it is not always convenient,
time and effort are rare resources;
7. private production of money is against the law.

U W

Exercise V

Find the opposites to the following words and expressions:
1. reject;

. planned event;

take away;

in a minor way;

Increase;

in less then;

separately;

be under no compulsion to;

public.

000 N O L L
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Exercise VI

Find English equivalents for the following:

1. 3aci6 o0iKy; 8. 3HEIIHCHU;
2. OOUHHUIISA OOITIKY; 9. IaTUTH BIACOTKH;
3. 3aci0 moramieHHs 60prys; 10. mpoMHUCIIOBE BUKOPUCTAHHS;
4. B OOMIH Ha; 11. cnoxkuBalbke  BUKOPHUC-
5. BHACIIOK MOXE€ OyTH BUKOPHUCTA- TaHHS;
HO; 12. oOMexxeHHS TIpaBa;
6. OOMIHIOBATHCSI TOBapaMH 1 MOCIY- 13. Bkag B OaHKY;
ramu; 14. 3ak0oHHE TIJIaTKHE TIPABO;
7. BUMIPIOBATHUCA; 15. GapTepHa eKOHOMIKA.
Text
Banks

Banks are organization that carry out the business of banking, taking
deposits and then using those deposits to make loans. In essence, a bank
aims to make a profit by paying depositors a lower of interest than the rate
the bank charges borrowers. In accounting terms, deposits are considered
liabilities and loans are considered assets.

Banks in most countries are supervised by a central bank, such as the
Bank of England in the United Kingdom, the Bundesbank in Germany, the
Federal Reserve System in the United States and Central Bank in Russia.

There are many different types of banks and the banking structure
varies from one country to another. Banks can be divided into the follow-
ing categories:

Retail banks are often referred to as commercial banks. In addition
to conventional banking services they deal with foreign exchange, issue
credit cards, provide investment and tax advice, and sell financial products
such as insurance.

Merchant or investment banks act as intermediaries between inves-
tors and private or public concerns seeking medium to long-term funds, of-
ten acting as underwriters for an issue of shares. Increasingly they have
played a fundamental role in advising on mergers and acquisitions and on
management buy-outs. In the United Kingdom, some of the longest estab-
lished and best-known investment banks are still privately owned.

Building societies were set up in the United Kingdom to take depo-
sits in order to provide long-term loans (mortgages) to homebuyers. They
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are owned by their members (those who have deposited money with or
borrowed money from them).

Savings Banks were set up with the aim of attracting small savers.
They resemble retail Banks in the services they provide.

Credit units are the equivalents of savings banks and are run as a co-
operative nonprofit-marking organization. Credit unions are widespread in
the United States. France’s biggest bank, Credit Agricole, is essentially a
federation of more than 3000 credit units.

Universal banks are those, such as Germany’s Deutsche Bank, Dres-
den Bank, and Commerzbank, which do everything that all mentioned
types of banks do.

Words and phrases:

rate of interest — BiJCOTOK, BIJICOT- intermediary — nocepeIHuK;
KOBa CTaBKa, HOpMa BiJICOTKa; merger — 3JIUTTS, 00’ €THAHHS
liabilities — 3a60proBaHiCTh; (KoMepIiiiHe, MPOMHUCIIOBE);
assents — akTuB (0ajnaHcy); building society — >wuTioBO-
retail bank — 6aHk, 10 3aliMaeTbC OymiBeIbHA CIIIKA;
00CITyTOBYBaHHSM JIPIOHUX KITIE€HTIB; acquisition — orpumanss, 301p;
underwriter — rapaHT pPO3MIIIICHHS management buy - BUKYI
(3aiiMy, akIiH, ...); MpaBa Ha KEPyBaHHS.

issue of shares — Bumyck axiiii;

Exercise VII

Answer the following questions:
1. What does bunking business consist of?
2. What are the aims of banks?
3. What are the types of banks?
4. Describe the activities of different types of banks.

Text

Money and its Functions
The main feature of money is its acceptance as the means of payment
or medium of exchange. Nevertheless, money has other functions. It is a
standard of deferred payment.
Money, the medium of exchange, is used in one-half of almost all
exchange. Workers work for money. People buy and sell goods in ex-
change for money. We accept money not to consume it directly but be-
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cause it can subsequently be used to buy things we do wish to consume.
Money is the medium through which people exchange goods and services.

In barter economy there is no medium of exchange. Goods are traded
directly or swapped for other goods. In a barter economy, the seller and the
buyer each must want something the other has to offer. Each person is si-
multaneously a seller and a buyer. There is a double coincidence of wants.

Trading is very expensive in a barter economy. People must spend a
lot of time and effort finding others with whom they can make mutually
satisfactory swaps.

Money is generally accepted in payment for goods, services and
debts and makes the trading process simpler and more efficient.

Golden coins are the examples of commodity money, because their
gold content is the commodity.

A token money is a means of payment whole value or purchasing
power as money greatly exceeds its cost of production or value in uses
other than as money.

Society enforces the use of token money by making it legal tender.
The law says it mast be accepted as a means of payment by IOU money.
An 10U money i1s a medium of exchange based on the debt of a private
firm or individual.

A bank deposit is [OU money because it is a debt of the bank. When
you have a bank deposit the bank owes you money. Bank deposits are a

medium of exchange because they are generally accepted as payment.

Words and phrases:

the mean of payment — 3aci6 ma-
TEXY

medium of exchange — 3aci6 oOMiny
a standard of value — mipa BapToCTi
a unit of account — ouHUIIS 00JTIKY
a store of value — 3aci0 30epexeHHs
(30epexkeHHS BapTOCTI)

a standard of deferred value — 3aci6
noraimieHHss 6opry (BiACTpodYKa Iijia-
TEXKY)

to swap (syn. fo exchange, to barter)
— 0OMIHIOBATH, MIHITH

a double coincidence of wants — mo-
JBiiiHE CITIBITaJaHHS MOTPeO
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an interest-bearing bank ac-
count — paxyHOK B OaHKy 3
BHILJIATOIO BIJICOTKIB

to pay interest — mpUHOCUTH
BIJICOTKOBHUHU JOXI1]
commodity money — rpori-
TOBap

token money — CHUMBOJIYHI
rpoiiri (TpOIIoBi 3HAKH )

legal tender — 3akoHHUU TUIa-
TOKHUH 3aC10

to supplement — nonoBHIOBa-
TH

IOU money — rpori, 60prosi
3000B’sI3aHHS

bank deposit — Bkiaa y 6anky



Exercise VIII

Translate the following text and give summaries of it.
Other Functions of Money

Money can also serve as a standard of value. Society considers it
convenient to use a monetary unit to determine relative costs of different
goods and services. In this function money appears as the unit of account,
is the unit in which prices are quoted and accounts are kept.

To be accepted in exchange, money has to be a store of value. Money
is a store of value because it can be used to make purchases in the future.

Houses, stamp collections, and interest — bearing bank accounts all
serve as stores of value. Since money pays no interests and its real pur-
chasing power is eroded by inflation, there are almost certainly better ways
to store money.

Finally, money serves as a standard of deferred payment or a unit of
account over time. When you borrow, the amount to be repaid next is
measured in money value.

Exercise IX

Translate into English.

Icnye xinmbka QyHKIIH rpomeit. [lo-niepiie, rpori € 3aco00M MIaTexXy
abo 000poTy, rpoll MOKHA BUKOPUCTOBYBATH TPH MOKYTIII Ta POl TO-
BapiB 1 mocayr. ['pori BUCTyNaroTh Takox Mipoto BapTocTi. CycHiibCTBO
BBa)KA€ 3pYyYHHM BUKOPHCTOBYBATH TPOIIOBY OJMHHUINIO SK MacmTad s
BHUMIPY BITHOCHMX BapTOCTEH pi3HUX OJjar, pecypcis.

['pommi cayxath 3aco00M 30epekeHHs. Tak sK TPOIl € HAMO1IBII JIi-
KBIJTHUM TOBapoOM, TOOTO TaKuM, KU MOXHA 0e3 mpobiaeM mpoaaTu (mo-
MIHSTH), TO BOHH € Jy’Ke 3py4HOI0 (hopmoro 30epexenHs Oararctra. Lle,
OJIHaK, HEe eauHa (hopMa 30epeKeHHs OaraTcTBa.

[lin wac cmamy B €KOHOMIIll, MpPHW BHUCOKINA 1HQIALIT 1 3HEI[IHEHHS
rpolei HaceJaeHHs, MBU/IIIE 3a Bce, Oyae 30epiratu 0araTcTBO y BUTIISAIL
HEPYXOMOCT] YW 1HIIMX JOPOTUX TOBApIB — MpeaMEeTaX MHUCTEITBA, KOIII-
TOBHOCTSIX.

['pomi, sxi € GOProBUMH 3000B’SI3aHHSMH JCpP>KaBH, KOMEPIIMHUX
0aHKIB 1 OIIaJHUX YCTAaHOB, MAlOTh BapTICTh, 3aBASUYIOUYH TOBAapaM 1 MOC-
Jyram, 1o MO>KHa MpUA0aTH 3a HUX Ha PUHKY.
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Lesson 15 “Economic Stability”
Text

Business Cycles

When people speak about business cycles, they think of things like
“prosperity” and “depression”. “Prosperity” is ordinarily used to describe
an extended period of high employment, an improved standard of living
and stable prices.

By contrast, “depression” refers to an extended period of general unde-
remployment of our economic resources. Factories are idle, millions of
workers are enable to find jobs, and the rate of business failure is high. The
worst depression in American history, now known as the Great Depression,
lasted from 1930 till 1940. There were, for example, 13 million people, and
about one of every four workers, unemployed in 1933. That same year busi-
ness failed at a record rate, and numbers of people lost their savings because
more than 4000 privately owned banks closed permanently.

More common, however, are much shorter and less dramatic changes
in business activity. These changes are called the periods of boom, con-
traction, recession and expansion. The way to smooth out economic fluc-
tuation was not found yet.

At the peak of the business cycle in economy is booming. During
peak times business-investment and consumer spending are at very high
levels. But because the economy is at or near full employment and the de-
mand for goods and services is increasing, prices are also increasing. The
next phase of the business cycle is contraction.

Contraction

For any number of reasons, consumers and businesses begin to re-
duce their spending levels. Some businessmen may decide to continue to
use old factories and equipment rather than inventing in new machines and
buildings. Some businessmen and consumers will even reduce spending
because economists predict that business will be slowing down in the next
few months. Whatever, the reason reductions in business and consumer
spending mark the beginning of a contraction in the business cycle.

With the reduction in spending other business firms begin to cut back
their activities. Their production 1s reduced and more workers are laid off.
Because of the layoffs, workers, who are also consumers, spend less. This
leads to still more reductions in production and additional worker layoffs.

With factories operating at less than capacity and unemployment at
very high levels, total output of goods and services enters a long-term de-
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cline. This is the bottom phase of the business cycle, or as economists de-
scribed it, the period of recession.

Times are hard during recessions. Unemployment is very high, jobs
are difficult to find and many business recession fail. A very severe and
long-lasting recession is called a “depression”.

After a period of recession the economy eventually begins to recov-
er, entering the_expansion phase of the business cycle. During a period of
expansion the conditions are about to improve, business begins to expand
its activities. Unemployment declines as additional workers are hired.
This, in turn, leads to higher levels of consumer spending and still further
expansion of employment, output and consumption.

What Causes Business Cycles?

For many years economists struggled to find a theory that would ex-
plain all business cycles.

In explaining business cycle fluctuations, today’s economists often
distinguish between external and internal events. External events are those
outside the economic system that explain fluctuations in the business
cycle. Internal events are those occurring within the economy itself. Exter-
nal factors affect the economy because of population changes inventions
and innovations, and other significant political and social events. Popula-
tion increases can lead to increased production and employment levels that
trigger expansion and boom. Population decreases are likely to have the
opposite effect.

Major changes in technology, such as the development of the auto-
mobile, the airplane and the computer have led to bursts of business activi-
ty and investment. This, in turn, was followed by increased employment
opportunities and a period of expansion and boom. Internal causes of fluc-
tuations are factors within the economy likely to start an expansion or con-
traction of the business cycle. Three of these internal factors have to do
with consumption, business investment and government activity.

Investment in capital goods like plant, tools and equipment creates ad-
ditional jobs by increasing consumer purchasing power. The increase in
spending leads to still further investment, consumption and total production.
When investment decreases, the economy enters a period of contraction.

Governmental policies can give the business cycle an up word or
down word tendency. Government does this in two in two ways. One is
through the use of its power to tax and spend. The other is by regulating
the supply of money and credit in circulation. Economists describe gov-
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ernment’s ability to tax and spend as its fiscal power, and its ability to re-
gulate the supply of money and credit as its monetary powers.

Words and phrases:

prosperity — nporBiTaHHs long-term decline — npoBro-
business failure — 6ankpoTCcTBO CTPOKOBI 3HUKCHHS

economic fluctuations — ekoHOMI4H1 recession — criaj

KOJINBAHHS eventually — y kiHIIeBOMy TifI-
spending levels — piBens po3xo/iiB CYMKY

contraction — CKOpOUYECHHS expansion — po3IIHUPEHHS

laid off — THUMUYacoBO 3BiTLHEHMI
layoffs — TuMuacoBi 3BITLHCHHS

Exercise I

Answer the following questions:

1. What happens during each phase of the business cycle?

2. For any number of reasons, consumers and businessmen reduce
their spending levels, don’t they?

3. What do some businessmen continue to use rather than investing
in new machines and buildings?

4. What marks the beginning of the contraction in the business cycle?

5. Why are many workers at the enterprises laid oft?

6. How is the bottom phase of the business cycle called?

7. What causes business cycles?

8. How does the government try to stabilize the ups and downs of the
economy?

Text

Import — Export

International trade is the exchange of goods and services between
different countries. Depending on what a country produces and needs it
can export (sell goods to another country) and import (buy goods from
another country). Governments can control international trade. The most
common measures are tariffs (or duties) and quotas. A tariff is a tax on
imported goods and a quota is the maximum quantity of a product allowed
into a country during a certain period of time. These measures are protec-
tionist because they raise the price of imported goods to “protect” domes-
tically produced goods.
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International organizations such as the WTO (World Trade Organi-
zation) and EFTA (European Free Trade Association) regulate traffics and
reduce trade restrictions between member countries.

Companies can choose from various methods to establish their prod-
ucts in a foreign market. One option is to start by working with local ex-
perts such as sole agents or multi-distributors, who have a special
knowledge of the market and sell on behalf of the company. This often
leads to the company opening a local branch or sales office. Another op-
tion is to sell or give permission to use, patens and licenses for their prod-
ucts. Companies may wish to start by manufacturing in the export market
in this case they can either set up a local subsidiary or a joint venture with
a local partner.

Words and phrases:

tariffs — Tapudu multi-distributors — aucrtpu-
duties — muTO 0’roTopu

quotes — KBOTU local subsidiary — diman
protectionist — mpOTEKIIOHICTCHKI joint venture — cmiibpHE ITiAT-
sole agents — okpemi areHTH puemctBO, CII

Exercise 11

Give the summaries to the text. Answer the following questions:
1. What is international trade?
. What 1s export?
What is import?
What are the measures to control international trade?
What 1s tariff?
What is quota?
What are the methods to establish products in a foreign market?
In which case can companies set up a local subsidiary or a joint venture?
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Exercise 111

Imagine that you are the chief of the big company. Your partner made
up his mind to set up a joint venture with you. Discuss all the details of
doing this.

Exercise IV

Transform sentences from Active into Passive Voice.
1. We couldn’t cancel the order because they had already sent it —
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. They will make their advertisement soon —
We are printing our catalogues just now —
The inflation influenced our business in the Middle East greatly —
We’ll have made details for these computers by Friday —
The chief hasn’t fixed the date for the next appointment —
We can pay you in advance if you want —
The managers had to discuss the Contract before the chief’s departure —
9. We had received the letter from Continental Equipment by 5 pm.
Last Wednesday —
10. If the manager had lost much public money, the authority
would have fired him —
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Exercise V

Which word or expression should be crossed out from the list?

manufacturing defect detention
outstanding debt deadline

default of payment short-shipment
misdirection delay in delivery
damage substandard goods

faulty equipment
Exercise VI

Find mistake in each sentence and correct it.

1. If weather freezes, it has become a solid.

2. If they have a good sale, I would have stopped by on my way
home.
If Mr. Smith is single, I could introduce him to my sister.
We wish that you will change your mind about leaving tomorrow.
If I had more time, I would checked my paper again.
We will wait if you wonted to leave.

7. If Mary didn’t drink so much coffee, she wouldn’t have been so
nervous.

8. Mark wishes that she is more interested in his work.

Exercise VII

bW

Underline subordinate clauses. Define subject, attributive and adverbial
clauses.

1. If people see that they can make money from the Internet, com-
mercial use of this network will increase.
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2. If you raise no objection, I think you agree to what I suggest.

3. When they send e-mail messages, they only have to pay for their
phone calls to their local service providers.

4. You should bring the floppy discs obligatorily which we need for
the analysis of data.

5. All employees who have worked for our firm five or more years
are entitled to four personal days a year.

6. All the information that you need is in this report.

7. We stood where she had left us.

Exercise VIII

Fill in the blanks with the appropriate conjunctions and pronouns: who,
that, which, where, whose, whom.

1. Let see the man, ... I am so much obliged to.

2. George Brown, I seem to remember that name. Isn’t he the man
... we owe the check?

3. Is there anybody here ... can introduce me to the President of the
company?

4. We are ready to reduce the price of the equipment ... is approach-
ing its sell-by date.

5. I’m talking about the advertisement ... appeared in Kiev-Post of
March, 26.

6. We search a place ... we can arrange a new office.

7. ’m looking for the person ... coat’s lying on my desk.

8. Do you remember that restaurant in Prague ... we had such a good
time?

91



Glossary

A
to accept smb MIPUMHATA KOTOCh
acceptable TIPUNHSTHUAN
acceptance NPUUHSATTSA

in accordance with the terms of
the contract

BIITIOBITHO O YMOB KOHTPAKT

account debit cards

KapTKU 0Ty paxyHKY

acquisition OTpUMaHHs, 301p

adaptation Oyap-110 mepepoOIIeHe, MPHUCTOCO-
BaHE

administrator KepiBHuK, aaMiHICTpaTOp

to adopt methods BIIPOBAI)KYBAaTU METOIU

advantages repeBaru

advertising peKnama

to advise mym TOB1IOMHTH

to affect CIIPUYMHSATH BIUIUB, BIUIMBATH

to affix signature

CTAaBUTH MIAMKC, MiAMUCYBATHUChH

application letter

MMCHMO 3 3asBOIO (TIPH BIIAIITYyBaH-
H1 Ha po0OOTY)

to apply for the post (position)

II0JIaBaTH 3asBy PO MPHUHOM Ha Po-
00Ty (Ha BakaHTHY IIOCaJy)

assents akTHB (OayiaHCy)
availability JOCTYITHICTh

B
bank deposit BKJIaJ y OaHKY
to be competent OyTH KOMITETCHTHHM
on behalf of ... B1J IM€HI1, B1J 0cOOH

to be in stock

€ B HAsIBHOCTI

to be out of stock

HEMAa€ B HASIBHOCTI

to be promoted to ...

OTpUMYBaTH T1/IBUIIICHHS Ha

nocay...

Bill of Exchange (draft)

Tpara, epeKa3Huil BEKCEIb

Bill of Lading (B/L) KOHOCaMEHT

to bite KyCaTH

Board of Directors paza JUPEKTOPiB
bonuses npeMialibHi

BSc (Bachelor of Science)

OakajaBp MPUPOJTHUYUX HAYK
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building society KUTI0BO-Oy/TiBEIbHA CITIJIKA
bulk cargo HAaCUITHUMA 200 HAIMBHHUM BaHTaX
business failure OaHKPOTCTBO

buyer MOKYIIENb

box phone TenedoH-aBTOMAT

to buzz smb. (Am)

T3BOHUTH TI0 TenehOHY Oyab-KOMY,
KyJIn-HeOyIb

by sample 3a 3pa3KoM
C
call Tene(pOHHNM BUKIIHK, J3BIHOK
to call smb. J3BOHUTH TI0 TeNePOoHYy OYyIb-KOMY,

KyJIn-HEOYIb

to call smb. up

I3BOHUTH TI0 TenehOoHY Oyab-KOMY,
KyJIn-HeOyIb

caller TOM, XTO TenedoHye
to carry out tests MIPOBOJAUTH BUTIPOOYBaHHS
charge miaTa 3a TeaeOHHY PO3MOBY

to clarify prices

YTOYHUTH IIHU

to clear

po3’enHyBaTH (A0OHEHTIB)

clearing houses

PO3paxyHKOBI ITaJIaTH

Client Consultant

KOHCYJIbTAHT BIJJIUTY 3 OOCIyTOBY-
BaHHS KITIEHTIB

code KOJ

coin-box telephone TenedoH-aBTOMAT
commodity (goods) TOBAp
commodity money TPOIITi-TOBAP
competitor KOHKYPEHT

computer on-line banking

KOMIT' FOTE€pPHI OH-JIAWH PO3pPaxXyHKU
MIK OaHKaMu

computer studies

KOMIT FOTEpHA TEXHIKa

confidence

BIIEBHEHICTh

to confirm

M ATBEPHKYBaTH

in conformity with

BIIIIOB1THO 10

to connect (4m.)

3’€IHyBaTH aOOHCHTIB

to contact smb.

3B’SI3yBaTHCS 3 KHUM-HEOY b

contracting parties

CTOPOHH, ITO JOMOBJIAIOTHCA

contraction

CKOPOYECHHS

to convince

TIEPEKOHYBATH
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to correspond to smth.

BIJIMIOB1IATH YOMYCh

creditworthiness

KPEAUTOCIIPOMOKHICTD

c.v. (curriculum vitae)

aHKETy 3allOBHEHO 0C00010,
BJIAIIITOBYETHCSI HA pOOOTY

sKa

customer accounting

PO3paxyHOK 13 KIIIEHTOM

D

Data Manager

Ha4yaJbHUK BTy 00pOOKH TaHUX

to date

OOYHCITIOBATH, MMiIPaXOBYBaTH; 00-
HOBJISITH

daughter company

nouipHs pipma

to delegate authority

PO3NOALIATH 000B’ A3KH

delivery time

qacC I1IOCTaBKH

department BIJUIIJI, BIJJIUICHHS, II€X, MarasuH,
JerapTaMeHT
dial nucK Habopy (Ha TenedoH1)

to dial (dialed Br., dialed Am.)

HaOUpaTH HOMEP

dialing tone

TPUBAJIMU TYAOK, SIKAW O3HA4ae, 110
MO)XHa HAOMpATHU HOMED

digit

uugpa

disadvantages

HETOJIKUA

to disconnect

po3’enHyBaTH (AOOHEHTIB)

distribution operations

PO3MOALTHHI Omepartii

Divisional Software Engineering

HAaYaJbHUK BUIIUTY IPOrPaMHOIO

Manager (DSEM) 3a0€e31eYeHHS
to double MOJIBOKOBATH
a double coincidence of wants MOIBIMHE CIIBIIaJIaHHs OTPeO
Draft Contract MIPOEKT KOHTPAKTY
to draw smb’s attention MIPUBEPTATH YUIOCh YBATYy
to drop 1ajaTu, CKOpoOuyBaTUCS
in due time B 3a3HAYEHUH Yac
duties MHTO
E
economic fluctuations €KOHOMIYHI KOJIUBAHHS
electronic cash till OaHkoOMaT
to enclose JI0J1aBaTU
to enclose smth 01aBaTu (SAKUMCh JOKYMEHT) JO
JIUCTA
enclosure JOJATOK
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engaged 3aUHSATHN

engaged tone 9acTi TYAKH

enquiry 3aIUT

essential clauses CYTTEBI YMOBH KOHTPAKTY
eventually y KIHIICBOMY MIJICYMKY
executive KEPIBHUK, aIMIHICTPaTOP
exhibition BHCTAaBKa, IIOKa3
expansion PO3IUPEHHS

explanatory letter

MOSACHIOBAJILHUM JIUCT

facilitating IIOJICTIICHHS

facilities 3aco0u

failure HECIPaBHICTh

fair BUCTABKa, IPMapoK

to feed the information in the com- | 3aknanaty iHboOpMaIliro B KOMITIOTED
puter

firm prices

TBEP/Il IIHU

fixed prices

(biKcoBaHi IIHA

Flight information System

cucteMa iH(opmMmarii s aBiamaca-
KHUPIB

foreman (pl. foremen )

MacTep, KepIBHUK

form OJaHK
fringe benefits 1no01YHa KOPUCTh, TPUBLIET
frustrating BUCHAXIIMBUMN

G

gaining access

OTPUMAaHHS JOCTYITY

to get in touch with somebody

MAaTH CIIPaBy 3 KUMOCH

to give a buzz (4m.)

ITOJI3BOHUTH IO TelIePOoHY

to give a call

ITOJI3BOHUTH IO TelIe(POoHY

to give instructions

JaBaTH 1HCTPYKIIi

to give a ring

MTOA3BOHUTH T10 TellePoHYy

H

head of department

KEPIBHUK BIJITY

to hang up

MOKJIACTH TPYOKy, 3aKIHYUTH PO3-
MOBY

to have a natural aptitude for
smth

MaTHl MPUPOJHY CXWIBHICTH J0 YO-
roCh

Head Buyer

HavansHuK BiIAUTy IOCTAYaHHS
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heading

3aroJiIOBOK JIMCTAa

to hold on

yekaTu 011 TenedoHy

I

inadequate

HEJOCTAaTHIM, HE BIANOBIIHUNA BU-
Moram

indented line

YEPBOHUU PSAOK

to inform smb.

iH(popMyBaTu OyaB-KOTO

innovation HOBOBBCICHHS, HOBUHA
inquiry 3aIUT

to instruct IHCTPYKTYBaTU
Insurance Policy CTpaxOBHI MOJIIC
interest BIJICOTOK

an interest-bearing bank account

pPaxyHOK B OaHKYy 3 BHILIATOIO Bij-
COTKIB

intermediary MOCEPETHUK
International Subscriber Dialling | MibxHapo HUY aBTOMAaTHYHHUM Telle-
(ISD) (hOHHMIT 3B’ I30K

to interview smb

MIPOBOJNTH CIIBOECITY 3 KHMCh

inventory control

IHBEHTapHU3alITHUI KOHTPOJIb

invoice paxyHOK-(akTypa

IOU money rpoiii, 00proBi 3000B’I3aHHS
issue of shares BUITYCK aKIIii

item ITYHKT, TTO3HIIIS

J

job description

OIIKC T10CAI0OBUX 000B’SI3K1B

joint venture

cnutpHe mianpueMmcTo, CI1

K

knocked down

XapaKTepUCTHKA TOBapiB, sKI BiJBa-
HTaXYIOTBCS B PO310paHOMY BUTIISII

know-how HOY-Xay, TAEMHUIIS] BUPOOHUIITBA
L

laid off TUMYaCOBO 3BIJIbHCHUI

larger scale producer KpYIHUN BUPOOHUK

layoffs THMYacOB1 3BUILHEHHS

to leave BUXOJUTH, BIIIPABIISTUCS

legal tender 3aKOHHHUH TIATDKHUHN 3aC10

legal title IOpUINYHE HAMEHYBAHHS

lending HAJABaHHS KPEIUTY
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letter of complaint

peKIamaris, ckapra

Letter of Credit (L/C) aKpEINTHB

letter of delivery JIACT PO TOCTABKY

Letter of insurance CTPaXOBKa

letter of packing JIACT PO YIIAKOBKY

letter of shipment JIUCT TIPO BIATIPABKY
liabilities 3a00pProBaHICTh

to lick JIN3aTU

to lift the receiver

M1THIMATH CIIyXaBKYy

the line is busy

HOMEP 3alHATUH

the line is engaged (Br.)

HOMED 3alHATUH

the line is free

HOMEpP HE3aWHSATUI

to listen to dialing tone

YCKaTH I'yJika

loans

II03UKH

local subsidiary

diman

long distance call (4m.)

MDKMICBKHH TeneQOHHUN BUKIIHK

long-term decline

JIOBIOCTPOKOBI 3HIKCHHS

M

maintenance

TEXHIYHE OOCIYroBYBaHHS, MiATPH-
MKa, 3aC00H ICHYBaHHSI

to make a call

JI3BOHUTH 110 TeneoHy

to make a call through the opera-
tor

MOJ3BOHUTH uepe3 Tene(oHICTKY

management buy

BHUKYII IIPaBa HA KEPYBAHHS

manager

Ke Yuii, aJIMIHICTPATO
9

the mean of payment

3aci0 mIaTexy

medium of exchange

3aci0 OOMiHY

to meet requirements

BIIIIOB1IaTH BUMOTaM

Meeting of shareholders (Stock-
holders)

300pH aKIliOHEPIB

merger 3MUTTS, 00 ’€qHaHHA (KOMEpIIIHHE,
MIPOMHUCIIOBE)

to mislead BBOJIUTY B OMaHy

modification Moaudikalis, BUI03MIHA

multi-distributors

TUCTPUO FOTOPH

mutual savings banks

OIIATHUI OaHK

N

negotiations

MIEPErOBOPU
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notice

MOB1TOMJICHHS

to notify smb

MOB1JOMHUTH KOTOCH

number unobtainable tone

TyIOK, SIKAW O3Hayae, 10 3B’S3KY
HEeMa

0)

offer

MIPOTIO3UITIS

order

3aMOBJICHH

to outperform

nepeBakatd (B e€dEeKTHUBHOCTI, 3a
TEXHIYHUMH XaPAKTEPUCTHUKAMM )

P
Packing List ITAKYBAJIBHUU JIUCT
on ... part 3 ... OOKy
particulars 0COOJIMBOCTI, JeTali
patent MaTECHT
to pause 3aTPUMYBATH, POOUTH MaAy3y

to pay interest

MIPUHOCHUTH BIJICOTKOBHUM JTOX1]T

percentage return

JOX1J1 Y BUTJISII BIJICOTKIB

performance

TEXHIYHI XapaKTEePUCTUKH, CKCILTya-
TaiiiHl IKOCTI1

PhD (Philosophea Doctor)

TOKTOp (himocodii

to pick up the receiver

M1THIMATH CIIyXaBKYy

position

mym 1ocajia

p.p. (per pro), by warrant

3a TOPYUYEHHSIM

preparation of payrolls

ATOTOBKA BigOMOCTEH (Ha TpOIIO-
BE YTPUMAaHHS)

to prevent

mym 3YIAHATH, 3a1100iraTh

probationary period

BUNPOOYBAILHUN TEPMIH

to process data

00po0IATH TaH1

process equipment

TEXHOJIOTTUHE 00JIaIHAHHSA

product development

PO3BUTOK BUPOOHUIITBA

promising product

MEPCIEKTUBHUMN TPOJAYKT, TOBAP

properly BIITIOBITHUM YHHOM, SIK CJIiJ
prosperity MIPOIIBITAHHS

protectionist MPOTEKIIOHICTCHKI
purchase TOKYIIKA, 3aKyIKa

to put a call through 3’€JHyBaTH A0OHEHTIB

to put data 3aKJIaJIaTH JaHl
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Q

quote a price

BCTAaHOBHUTH ITIHY

quotes

KBOTH

R

rate of interest

BIJICOTOK, BIJICOTKOBA CTaBKa, HOP-
Ma BiJICOTKa

receiver CIIyXaBKa
receipt OTPUMAaHHS
recession criaj

recipient mym NOCUJIaHHS

recorded announcement

3allMCaHe Ha IUTIBKY MOBIJOMJIECHHS,
OrOJIOIICHHS

red tape OrOpOKpaTH4Ha, KaHIEISIpPChKa PO-
oota

to reduce CKOpOYYyBaTHU

to reduce costs CKOPOTHUTH 3aTPATU

referee oco0a, 0 Ja€ peKOMeHIaI1

reference pPEeKOMEH/TaIlis

reference request

3aIUT, JaTH KOMYCh PEKOMEH/IAIIIO

to reject smb

B1JIMOBUTH KOMYCh

Release Note for Shipment

JIO3BLJI HA 3aBAHTAKCHHSA

to repay

BI/IMIKOTyBaTH

to replace the receiver

MOKJIACTH TPYOKy, 3aKIHYUTH PO3-
MOBY

reply (to ...)

B1ITIOB1Ib (HA...)

reply to inquiry

BI/IITIOB1/Ib HA 3aIIUAT

retail bank

OaHK, M0 3aiiMa€eThCS OOCIYrOBY-
BaHHAM JP1OHUX KITIEHTIB

to ring off

MOKJIACTH TPYOKy, 3aKIHYUTH PO3-
MOBY

to ring smb. up

T3BOHUTH TI0 TenehOoHY Oyab-KOMY,
KyJIn-HeOyIb

ringing tone

piOKI TYyAKHA, SKI O3HAYaIOTh, IO
JIHIS 3alHITa

S

safeguarding

OXOpOHa

sailing cruiser

mym TapycHa sixTa
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salary 3apo0iTHA TJ1aTa

sales department TOPTOBHUI BT

salutation 3BEpPHEHHS

satisfactory results 3aJI0BUIbHI PE3yJIbTaTH
savings 3a0IQKEHHS, 30epeKEHHSI

selection interview

criiBOeciga mpu BiAOOp1 KaHAUAATIB
Ha 1ocaay

sender

B1IIPABHUK

a series of rapid pips

cepis YaCTUX CUTHAJIB

service life

TEPMIiH CITyKOU

to set objective

CTaBUTH LTI

sliding prices

HeCTaJIl I[IHA

sole agents

OKpeMi areHTH

to solve mathematical problems

PO3B’s3yBaTH MaTEMAaTHYHI 331341

soonest

HaOMmKInM gacoM (y Telmerpamax)

specification crienudikaris

spending levels PIBEHBb PO3XO/iB

Staff Controller mym 1THCTIEKTOP BIIIUTY KaJIpiB
staffing 1101p 1 pO3MOILT KaAPiB

a standard of deferred value

3aci0 morareHHss 0opry (BiICTpOUKa
TJIATEXKY)

a standard of value

Mipa BapTOCTI

to stipulate

00yMOBJIIOBaTH, CTABUTHU

stipulation

yMOBa

stock

3aliac

a store of value

3aci0 30epexeHHs (30epeKeHHs Ba-
PTOCTI)

S/S (stream ship) raporuiaB, Kopadesb
strike a deal YKJIACTH YIOAY

subject MpeaMeT 00rOBOPEHHS
subject to HAJICKHUN

sufficient reason JNOCTATHA PUYMHA

to submit MIPEJICTABIIATA HA PO3TJISI
subscriber a0OHEHT

Subscriber Trunk Dialling (STD)

MIDKMICBKHMI aBTOMATUYHHUI Teje-
¢dboHHUI 3B’ 30K

subscription

MIANKNC, 3aKIoYHa (opMa BBIUIH-
BOCTI

100




to suit T IXOTUTH

suitable BIIIIOB1THU M

supervisor mym KEPIBHUK, HAYaJIbHUK BIJILITY
to supplement JIOTIOBHIOBATHU

to swap (syn. to exchange, to bar-

OOMIHIOBATH, MIHATH

ter)

switchboard KOMYTAaTOP

switchboard operator TenedoHICTKa
T

talks IIEPErOBOPHU

to take a year off

B3SITH BIAMYCTKY Ha OJIUH PIK

to take charge of smb

mynt O4OJIMTH IIOCb

to take up the receiver

M1THIMATH CIIYXaBKYy

tariffs

Tapudu

team

mym TPpyIla, KOJEKTUB

technical characteristics

TEeXHIYHI XapaKTePUCTUKHU

to telephone (to phone) smb.

T3BOHUTH 10 TenehOoHY Oyab-KOMY,
KyJan-HeOyIb

Telephone Book TeraeOHHUN TOBIIHUK

telephone booth TenedoH-aBTOMAT

Telephone Directory TeraeOHHUN JTOB1IHUK

terminal TEepMiHaJI, BUICHOBOK, KiHEI[b, MEXa

terms of delivery

YMOBH ITOCTAaBKH

token money

CHUMBOJIIYHI TpoIIIi (TPOIIOB1 3HAKH)

tolerance

MIPUITYCTUME BIIXUIICHHSI

total price

IMOBHA I[1HA

total value

MIOBHA BapTICTh

track record TOCJTYKHUM CIIUCOK

training ITITOTOBKA, HABYAHHSI, OCBITA, TPEHIHT
transaction omepariisi, yroaa

transfer TIEPEBEACHHS

trunk-call MDKMICBKHH TeneQOHHUN BUKIIHK
turnover 06opoT

turnover of capital

000pOT KaITary

U

uncommon

HE3BUYHUH, P1AKICHUN

to underuse

HE BHUKOPHUCTOBYBAaTH Ha IIOBHY
MOTY>KHICTh
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underwriter

rapaHT PO3MIIIICHHS (3aiiMy, aKIIiH, ...)

a unit of account

OJIMHUIS 00JIIKY

unit of measure

OJMHHUIIA BI/IMipIOBaHHH

unreasonable price

3aBUIIEHA I[1HA

until resent times

A0 OCTAaHHBOTO 4acCy

\Y4

valid YMHHUUN, 3aKOHHUU
validity THCHICTh, 3aKOHHICTh
valuables I[IHHICTh
vaults CXOBHUIIE
vice-president BIIlC-TIPE3UICHT
in view of 3 IKOICh IPUYMHU
volume 00csT

W
warehousing CKJIaJIyBaHHsI TOBapiB

to work under pressure

MpaIOBaTH TPHUMYCOBO

world fair

CBITOBA BUCTABKa

Y

yield

npuOyTOK 3a PpIiK Yy  BUIIIAIL
BIICOTKIB Ha BKJIAQJCHUN KamiTal.
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Texts for additional reading
1. Intelligence Machines From the History of Computers

The evolution of artificial intelligence is now proceeding so rapidly
that by the end of the century cheap computers no larger than portable
type-writers will exist that will be able to solve almost any problem faster
and more efficiently than we can.

“Intelligence” in a machine, as in a human, is best defined as the abil-
ity to solve complex problems swiftly.

This may involve medical diagnosis and prescriptions, resolving le-
gal matters or playing war-games: in other words advising governments
whether or not to go to war.

While computers have already enhanced the deadliness of weapons,
the prospect for the future is that they will play the more beneficial role of
preventing wars. If asked to assess the chances of victory, the computer
will. Analyze facts quite differently from the life-long military expert with
his martial enthusiasm and ambitions.

When the same statistics are fed into the emotionless machine each
to be weighed with cold objectivity and then assessed against each other,
the answer, far more often than in human decision-making, will be “if you
start this war you will lose”.

The computer coolly appraises the chances of success before the con-
flict begins, may well advise that the fight is unwinnable or that the
chances of victory are unacceptably low and needless disaster can be
avoided.

At what point today we decide that their mental capacity is approach-
ing the human level? This question will be answered by an ingenious trick
known as the Turing Test.

We most easily assess people's intelligence by communicating with
them. The late British mathematician, Alan Turing, proposed a simple test
A person would sit alone in a room talking by teleprinter with two other
beings elsewhere, one of them human and the other a computer. When af-
ter substantial conversation he no longer knew which was which, the com-
puter would have passed the Turing Test, and arguably would have
attained human intelligence.

No machine today comes near to passing the Turing Test. These are
early days, however, and we may suspect that the rise of machine's will be
swift.

What will happen when this moment arrives? The most likely out-
come i1s a world-wide slave empire, in which we are the masters and the
computers virtually run the planet.
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2. Computer Science

The field of computer science includes engineering activities such as
the design of computers and of the hardware and software that make up
computer systems. It also encompasses theoretical, mathematical, activi-
ties, such as the design and analysis of algorithms, performance studies of
systems and their components by means of techniques like queuing theory,
and the estimation of the reliability and availability of systems by proba-
bilistic techniques. Since computer systems are often too large and com-
plicated to allow a designer to predict failure or success without testing,
experimentation is incorporated into the development cycle. Computer
science 1s generally considered a discipline separate from computer engi-
neering, although the two disciplines overlap extensively in the area of
computer architecture, which is the design and study of computer systems.

The major subdisciplines of computer science have traditionally
been:

1)architecture (including all levels of hardware design, as well as the
integration of hardware and software components to from computer sys-
tems);

2)software (the programs, or sets of instructions, that tell a computer
how to carry out tasks), here subdivided into software engineering, pro-
gramming languages, operating systems, information systems and data-
bases, artificial intelligence, and computer graphics;

3)theory, which includes computational methods and numerical
analysis on the one hard and data structures and algorithms on other.

Computer science as an independent discipline dates to only about
1960, although the electronic digital computer that is the object of its stu-
dytwas invented some two decades earlier. The roots of computer science
lie primarily in the related fields of electrical engineering and mathemat-
ics. Electrical engineering provides the basics of circuit design — namely,
the idea that electrical impulses input to a circuit can be combined to pro-
duce arbitrary outputs. The invention of the transistor and. the miniaturi-
zation of circuits, along with the invention of electronic, magnetic, and
optical media for the storage of information, resulted from advances in
electrical engineering and physics. Mathematics is the source of one of the
key concepts in the development of the computer — the idea that all infor-
mation can be represented as sequences of zeros and ones. In the binary
number system numbers are represented by a sequence of the binary digits
0 and 1 in the same way that numbers in the familiar decimal system are
represented using the digits 0 through 9. The relative ease with which two
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states (e.g., high and low voltage) can be realized in electrical and elec-
tronic devices led naturally to the binary digit, or bit, becoming the basic
unit of data storage and transmission in a computer system.

The Boolean algebra developed in the 19th century supplied a for-
malism for designing a circuit with binary input values of Os and Is (false
or true, respectively, in the terminology of logic) to yield any desired
combination of Os and Is as output. Theoretical work on computability,
which began in the 1930s, provided the needed extension to the design of
whole machines. A milestone was the 1936 specification of the conceptual
Turing machine (a theoretical device that manipulates an infinite string of
Os and Is) by the British mathematician Alan Turing and his proof of the
model's computational power. Another breakthrough was the concept of
the stored-program computer, usually credited to the Hungarian-American
mathematician John von Neumann. This idea — that instructions as well as
data should be stored in the computer's memory for fast access and execu-
tion — was critical to the development of the modern computer. Previous
thinking was limited to the calculator approach, in which instructions are
entered one at a time.

Increasing use of computers in the early 1960s provided the impetus
for the development of operating systems, which consist of system-
resident software mat automatically handles input and output and the ex-
ecution of jobs. Throughout the history of computers, the machines have
been utilized in two major applications: 1) computational support of scien-
tific and engineering disciplines and 2) data processing for business needs.
The demand for better computational techniques led to a resurgence of in-
terest in numerical methods and their analysis, an area of mathematics that
can be traced to the methods devised several centuries ago by physicists
for the hand computations they made to validate their theories. Improved
methods of computation had the obvious potential to revolutionize how
business is conducted, and in pursuit of these business applications new in-
formation systems were developed in the 1950s that consisted of files of
records stored on magnetic tape. The invention of magnetic-disk storage,
which allows rapid access to an arbitrary record on the disk, led not only
to more cleverly designed file systems but also, in the 1960s and 70s, to
the concept of the database and the development of the sophisticated data-
base management systems now commonly in use. Data structures, and the
development of optimal algorithms for inserting, deleting, and locating da-
ta, have constituted major areas of theoretical computer science since its
beginnings because of the heavy use of such structures by virtually all
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computer software — notably compilers, operating systems, and file sys-
tems. Another goal of computer science is the creation of machines capa-
ble of carrying out tasks that are typically thought of as requiring human
intelligence. Artificial intelligence, as this goal is known, actually predates
the first electronic computers in the 1940s, although the term was not
coined until 1956.

Computer graphics was introduced in the early 1950s with the dis-
play of data or crude images on paper plots and cathode-ray tube (CRT)
screens. Expensive hardware and the limited availability of software kept
the field from growing until the early 1980s, when the computer memory
required for bit-map graphics became affordable. A bit map is a binary re-
presentation in main memory of the rectangular array of points (pixels, or
picture elements) on the screen. Because the first bit-map displays used
one binary bit per pixel, they were capable of displaying only one of two
colors, commonly black and green or black and amber. Later computers,
with more memory, assigned more binary bits per pixel to obtain more
colors. Bit-map technology, together with high-resolution display screens
and the development of graphics standards that make software less ma-
chine-dependent, has led to the explosive growth of the field. Software
engineering arose as a distinct area of study in the late 1970s as part of an
attempt to introduce discipline and structure into the software design and
development process.
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3. Computer Graphics and Animation

Computer animation is the use of computers to create animations.
There are a few different ways to make computer animations. One is 3D
animation. One way to create computer animations is to create objects
and then render them. This method produces perfect and three dimen-
sional looking animations. Another way to create computer animation is
to use standard computer painting tools and to paint single frames and
composite them. These can later be either saved as a movie file or output
to video. One last method of making computer animations is to use transi-
tions and other special effects like morphing to modify existing images
and video.

Computer graphics is any types of images created using any kind of
computer. There is a vast amount of types of images a computer can
create. Also, there are just as many ways of creating those images. Images
created by computers can be very simple, such as lines and circles, or ex-
tremely complex such as fractals and complicated rendered animations.

If you want to create your own computer graphics, no matter how
simple or complex, you have to know a few things about computers, com-
puter graphics, and how they work. The following information should help
you get started in the field of computer graphics:

Surface Mapping

Very often, when objects are to be rendered, in order to achieve a
more realistic look, a surface map is applied to an object or a part of an ob-
ject. A surface map is really just a picture which is wrapped around an ob-
ject in one or more fashion. A surface map can be a decal placed into a
bumper of a car or a brick texture put on a wall in order to make it look
more realistic. Surface maps are sometimes referred to as textures. Some-
times simple projection of a surface map will not do a trick. If actual tex-
ture needs to be seen, a bump map can be used. When rendering a bump
map, the computer looks at the different black and white caules of the im-
age and makes the surface of the rendered object look as if it had such a
texture. There are also other ways of applying surface maps. Some make
parts of an object transparent and are referred to as opacity maps. Others
can make an object shiny or dull. Depending on the software package,
there may be a few other effects which can be created using surface maps.
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4. Electronic Digital Computers

The history of attempts to make machines, which would perform
long sequences of calculations automatically, is fairly long. Charles Bab-
bage, an English scientist and mathematician made the best known early
attempt in the nineteenth century. Babbage attempted to mechanize se-
quences of calculations, eliminating the operator and designing a machine
so that it would perform all the necessary operations in a predetermined
sequence. The machine designed by Babbage used cardboard cards with
holes punched in them to introduce both instructions and the necessary da-
ta (numbers) into the machine. The machine was to perform the instruc-
tions dictated by the cards automatically, not stopping until an entire
sequence of instructions had been completed. The punched cards used to
control the machine had already been used to control the operation of
weaving machines. Surprisingly enough, Babbage obtained some money
for his project from the English government and started construction. Al-
though he was severely limited by the technology of his time and the ma-
chine was never completed, Babbage succeeded in establishing the basic
principles upon which modern computers are constructed. There is even
some speculation that if he had not run short of money, he might have con-
structed a successful machine. Although Babbage died without realizing
his dream, he had established the fundamental concepts, which were used
to construct machines elaborated beyond even his expectations.

By the 1930s punched cards were in wide use in large businesses,
and various types of punching-card-handling machines were available. In
1937 Howard Aiken, at Harvard, proposed to IBM that a machine could
be constructed (using some of the parts and techniques from the punched-
card machines) which would automatically sequence the operations and
calculations performed. This machine used a combination of electrome-
chanical devices, including many relays. The machine was in operation
for some time, generating many tables of mathematical functions (particu-
larly Bessel functions), and was used for trajectory calculations in World
War 1L

Aiken's machine was remarkable for its time, but limited in speed by
its use of relays rather than electronic devices, and by its use of punched
cards for sequencing the operations. In 1943, S.P.Eckert and J.W.Mauchly,
of the Moore School of Engineering of the University of Pennsylvania,
started the Eniac, which used electronic components (primarily vacuum
tubes) and was therefore faster, but which also used switches and a wired
plug board to implement the programming of operations. Later, Eckert and
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Mauchly build the Edvac, which had its program stored in the computer's
memory, not depending on external sequencing. This was an important in-
novation, and a computer which stored its list of operations, or program,
internally is called a stored — program computer. Actually, the Edsac, at
the University of Manchester, started later but completed before Edvac,
was the first operational stored-program computer.

A year or so later, John Von Neumann, at the Institute for Advanced
Study in Princeton, started the IAS in conjunction with the Moore School
of Engineering, and this machine incorporated most of the general con-
cepts of parallel binary stored-program computers.

The Univac I was the first commercially available electronic digital
computer and was designed by Eckert and Mauchly at their own compa-
ny, which was later bought by Sperry Rand. The U.S. Bureau of the Cen-
sus bought the first Univac. (Later Univac and half of Aiken's machine
were placed in the Smithsonian Institution, where they may now be seen.)
IBM entered the competition with the IBM 701, a large machine, in 1953,
and in 1954 with the IBM 650, a much smaller machine, which was very
successful. The IBM 701 was the forerunner of the 704-709-7094 series
of IBM machines, the first “big winners” in the large-machine category.
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5. About Web-sites

Day-to-day working above updating of your Web-site's contents, sat-
ing its interesting materials, you, probably, reflect that hundreds new Web-
sites daily are created which also daily replenish with hundreds new doc-
uments. How are all these new files of pages created and how are they so
quickly updated? All these are not so difficult, as it seems on the first
sight, as the concept of dynamic Web-pages here is used.

Before plunging into development of dynamic Web-site, it is impor-
tant to understand what the static Web-site represent and static Web pages
are making its basis. The static Web-pages are created manually, are then
stored and are loaded on site. Every time, when it is required to change
contents of such page, the user modifies it on the computer, applying, as a
rule, the HTML-editor, storing it and then anew loading on Web-site. At-
tentively by looking narrowly to any portal, for example, CNN.com or
BBC.co.uk, it is possible to think, that for updating contents if this site
these companies involve army of imposers. Really there is the best way is
to use of the concept of dynamic Web-site.

Each displayed page of dynamic Web-sites is based on templates, in-
to which the constantly varying information filling is inserted, and usually
stored in a database. When the user requests page the appropriate informa-
tion is taken from base, is inserted into a pattern, forming new Web-page,
and is sent by Web-server to user browser, which displays it properly. Ex-
cept for information filling, dynamically elements of navigation can be
created on Web-site as well. Thus, if you need to update contents of your
site, you simply add the text for new page, which then is inserted into a da-
tabase with the certain mechanism. In result it turns out, that Web-site as
though updates itself.

At once after creating of dynamic site and starting, its advantages
begin to be shown. Now at your order there is a rather small amount of
templates, with which hundreds, and may be, thousand Web-pages are
generated. The design of site can be easily changed with the updating of
these patterns. The change of database contents can be made through the
Web-interface using of the HTML-form, not interfering thus in technical
details of everyone specific CSDB.

First, that is necessary for dynamic site creation, is Web-server, for
example Apache.

Web-server can be used for service of electronic shop, server of
news, search mechanism, system of distance education and even for all set
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of the listed spheres. The choice of Web-server depends on kind of activity
the private person or the organization is going to be engaged in Internet.

Few of the strategic decisions, accepted in business, are so valueable,
as a choice of a platform for Web-server. The characteristics of server is
the extremely important factor determining reliability of unit, its “respon-
siveness” on inquiries of the clients, and also what efforts are necessary to
undertake for maintenance it in working order. At a correct choice of com-
ponents and qualitative project Web-unit can become for the clients and
partners a new, more convenient way of interaction with your company.
The overload of Web-server can result that server of databases or any other
resource will become inaccessible to the clients.

The large companies recently made the rates on Microsoft Internet
Information Server, Netscape FastTrack, IBM WebSphere, and Apache
basically was used by the small companies. However now situation a little
has changed, and Apache begins to support serviceability of some large In-
ternet-projects, in particular Yahoo.

Apache gives rich opportunities allowing to adjust Web-server ac-
cording to needs of the individual and corporate users. The adjustment is
made with the instructions contained in configuration files. Apache allows
to create virtual Web-units, and also carries out functions proxy-server. If
it is necessary to give access to contents server to the only limited circle of
persons, Web-server it is possible to adjust so that at the reference.
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6. Will the 21* Century be an age of Quantum Computers?

Modern computers operate according to programmes that divide a
task into elementary operations carried serially, one operation at a time.
Scientists tried to coax two or more computers to work on different aspects
of a problem at the same time, but progress was slow. The reason that the
logic built into microprocessors is serial. A truly parallel computer must
have similar built into its very nature. It could carry out many operations at
once, search through a long list of possibilities and find the one that solves
a problem. Such computers are called quantum computers. They operate
according to the rules of quantum mechanics that govern the microworld
of waves and particles of subatomic physics. Elementary panicles, such as
protons, neutrons and electrons can persist in two or more states at once.
That makes it possible for them to function as processing units in a com-
puter that is much more efficient than a classical machine. Simple quantum
computers do exist in laboratories today. An algorithm that could factor
140-digit-long numbers a billion times faster than with non-quantum tech-
niques is possible

In the early 1980s physicists showed that panicles in superposed
states can function as quantum bits, or Q-bits, and can undergo operations
similar to the NOT, OR and AND operations of conventional computers.
Computer scientists proved that by stringing together single Q-bit opera-
tions and two Q-bit controlled-NOT gates, it is theoretically possible to
build a quantum computer capable of doing anything a classical computer
can do.

One of the challenges facing computer scientists working in the
theory of quantum computing is that the machines are very fragile. To re-
main in an intermediate superposed state a quantum-mechanical system
must be almost completely isolated from the environment: it must be
shielded from heat, cosmic rays and even outside observers.

Theory predicts that quantum computers will be powerful calculating
machines. Will they be really? The most promising approach so far is a
spin-off from medical nuclear magnetic resonance (NMR) imaging. The
computers are molecules in a liquid, and information is encoded in atomic
nuclei in the molecules. The results, however, are not coaxed. The tech-
nique is based on programming great number of nuclei with radiofrequen-
cy pulses and obtaining statistics to filter the right answers out of the noise
background.
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Future will show what it holds for quantum computers. Grover, de-
veloper of search algorithms for these machines, advises to remember the
words said in the March 1949 issue of Popular Mechanics:

Where a calculator on ENIAC 1s equipped with 18,000 vacuum tubes
and weigh 30 tons, computers in the future may have only 1,000 vacuum
tubes and weigh only 1.5 tons.
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7. The letter of application

The letter of application can be as important as the CV in that it often
provides the first direct contact between a candidate and an employer. If
this letter is not well written and presented, it will make a poor impression.
The letter of application normally contains four parts in which you should:

— confirm that you wish to apply and say where you learned about
the job;

— say why you are interested in the position and your interests are the
same as those of the company;

— show that you can contribute to the job by highlighting your most
relevant skills and experience;

— indicate your willingness to attend an interview (and possibly say
when you would be free to attend).

Below you will find Ann Jackson's letter of application:
52 Hanover Street

Edinburgh
EH2 5LM
UK
Emily Stark
Futura Gmbh
Blumenstrasse 120
8000 Munich 22
Dear Ms Stark: 8th January 2000

I'm writing to apply for the position which was advertised last month
in The Daily News.

Although I am presently employed by a non-profit organisation, it
has always been my intention to work in commercial environment. I would
particularly welcome chance to work for your company as I have long ad-
mired both the quality of the products that it provides and its position as a
defender of environmental causes. As you notice on my enclosed CV, the
job you are offering suits both my personal and professional interests.

My work experience has familiarised me with many of the challenges
involved in public relations today. I am sure that this, together with my
understanding of the needs and expectations of sport and nature enthu-
siasts, would be extremely relevant to the position. Moreover, as my moth-
er is German, I am fluent in this language and would definitely enjoy
working in a German-speaking environment.

I would be pleased to discuss my curriculum vitae with more detail at
an interview. In the meantime, please do not hesitate to contact me if you
require further information. I look forward to hearing from you.

Yours sincerely.

Ann Jackson

Ann Jackson
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8. Management and control of companies

The simplest form of management is the partner-snip. In Anglo-
American common-law and European civil-law countries, every partner is
entitled to take part in the management of the firm's business, unless he is
a limited partner; however, a partnership agree- ment may provide that an
ordinary partner shall not participate in management, in which case he is a
dormant partner but is still personally liable for the debts and obligations
incurred by the other managing partners.

The management structure of companies or corporations is more
complex. The simplest is that envisaged by English, Belgian, Italian, and
Scandinavian law, by which the shareholders of the company periodically
elect a board of directors who collectively manage the company's affairs
and reach decisions by a majority vote but also have the right to delegate
any of their powers, or even the whole management of the company's
business, to one or more of their number. Under this regime it 1s common
for a managing director (directeur general, direttore generate) to be ap-
pointed, often with one or more assistant managing directors, and for the
board of directors to authorize them to enter into all transactions needed
for carrying on the company's business, subject only to the general super-
vision of the board and to its approval of particularly important measures,
such as issuing shares or bonds or borrowing. The U.S. system is a devel-
opment of this basic pattern. By the laws of most states it is obligatory for
the board of directors elected periodically by the shareholders to appoint
certain executive officers, such as the president, vice president, treasurer,
and secretary. The latter two have no management powers and fulfill the
administrative functions that in an English company are the concern of its
secretary; but the president and in his absence the vice president have by
law or by delegation from the board of directors the same full powers of
day-to-day management as are exercised in practice by an English manag-
ing director.

The most complex management structures are those provided for
public companies under German and French law. The management of pri-
vate companies under these systems is confided to one or more managers
(gerants, Geschaftsfuhrer) who have the same powers as managing direc-
tors. In the case of public companies, however, German law imposes a
two-tier structure, the lower tier consisting of a supervisory committee
(Aufsichtsrat) whose members are elected periodically by the shareholders
and the employees of the company in the proportion of two-thirds share-
holder representatives and one-third employee representatives (except in
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the case of mining and steel companies where shareholders and employees
are equally represented) and the upper tier consisting of a management
board (Vorstand) comprising one or more persons appointed by the super-
visory committee but not from its own number. The affairs of the company
are managed by the management board, subject to the supervision of the
supervisory committee, to which it must report periodically and which can
at any time require information or explanations. The supervisory commit-
tee is forbidden to undertake the management of the company itself, but
the company's constitution may require its approval for particular transac-
tions, such as borrowing or the establishment of branches overseas, and by
law it is the supervisory committee that fixes the remuneration of the man-
agers and has power to dismiss them.

The French management structure for public companies offers two
alternatives. Unless the company's constitution otherwise provides, the
shareholders periodically elect a board of directors (conseil d'admi-
nistration), which “is vested with the widest powers to act on behalf of the
company’ but which is also required to elect a president from its members
who “undertakes on his own responsibility the general management of the
company,” so that in fact the board of directors' functions are reduced to
supervising him. The similarity to the German pattern is obvious, and
French legislation carries this further by openly permitting public compa-
nies to establish a supervisory committee (conseil de surveillance) and a
management board (directoire) like the German equivalents as an alterna-
tive to the board of directors-president structure.

Dutch and Italian public companies tend to follow the German pat-
tern of management, although it is not expressly sanctioned by the law of
those countries. The Dutch commissarissen and the Italian sin-daci, ap-
pointed by the shareholders, have taken over the task of supervising the di-
rectors and reporting on the wisdom and efficiency of their management to
the shareholders.
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9. The modern executive

Much has been written about business executives as “organization
men”. According to this view, typical company managers no longer dis-
play the individualism of earlier generations of entrepreneurs. They seek
protection in committee-made decisions and tailor their personalities to
please their superiors; they aim to be good “team” members, adopting the
firm's values as their own. The view is commonly held that there are com-
panies-and entire industries-that have discouraged innovative ideas. The
real question now 1s whether or not companies will develop policies to en-
courage autonomy and entrepreneurs hip among managers.

In Japan, where the employees of large corporations tend to remain
with the same employer throughout their working lives, the corporations
recruit young men upon their graduation from universities and train them
as company cadets. Those among the cadets who demonstrate ability and a
personality compatible with the organization are later selected as manag-
ers. Because of the seniority system, many are well past middle age before
they achieve high status. There are signs that the system is weakening,
however, as efforts are more often made to lift promising young men out
of low-echelon positions. Criticism of the traditional method has been sti-
mulated by the example of some of the newer corporations and of those
owned by foreign capital. The few men in the Japanese business world
who have emerged as personalities are either founders of corporations,
managers of family enterprises, or small businessmen. They share a strong
inclination to make their own decisions and to minimize the role of direc-
tors and boards.
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