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[TinroroBieHo 3aBigyBadem Kadenpu iHozeMuux MmoB baxosum I.C.

3aTBepKeHO Ha 3acigaHHl Kadenpu iHO3eMHUX MOB (mpoTokon No 4 Bif
24.11.2016)

CxBasieno Buenow pamoro IMB iM. ABeppoeca (mpotoxon Ne 4 Bix

24.11.2016)

baxo 1. C. MeroauuHi pekoMeHAallli 10J0 3a0e3MeUeHHs] CaMOCTIHHOI
pobotn cryaeHTiB 3 gucuuiulind - “lHozemHa  MoBa (3a  mpodeciiHuM
cripsiMyBaHHsIM) (aHTuiiicbka)” (mis 6akanaspi). — K.: MAVII, 2016.

MeroanuHi peKOMEHAIIT MICTSTh MOSICHIOBAJIbHY 3aITUCKY, MEPETIK TeM IS
CaMOCTIMTHOTO BHBYCHHS, IIKAJy CaMOOIIIHIOBAHHS NPO(ECITHMX MOBIICHHEBHUX
yMiHb, KOHTPOJBHUN TMepenik NpodeciiHUX MOBICHHEBUX YMIHb  JUIS
CaMOOLIIHIOBAHHSI, 3aBJAHHS JIJIs1 CAMOCTIMHOI pOOOTH CTYIEHTIB, & TAKOX CIIUCOK
JITEPATYPH.



IIOAICHIOBAJIBHA 3AITHCKA

CamocTiiiHa po0OTa CTYAEHTIB € CKJIAJ0BOI0 HABYAJIBHOIO MPOLECY,
BOXJIMBUM UYWHHUKOM, SKUH (OpMye BMIHHA HaBYaTHCS, CHpPHUSIE aKTUBI3aLli
3aCBOEHHS CTYJIEHTOM 3HaHb. CaMocTiiiHa poOOTa CTY/ICHTIB € OCHOBHUM 3aCO00M
OMaHyBaHHS HABYAJIBHOI'O MaTepiaiy y no3aayJIuTOpPHHI yac.

Mera caMoOCTIHHOI pOOOTH CTYACHTIB — CHPHUSATH 3aCBOEHHIO B IMOBHOMY
00cs31 HaBYAJIbHOI MporpaMu Ta (OpMyBaHHIO CAMOCTIHHOCTI SIK OCOOMCTICHOI
puUcCH Ta BaXIHBOI MNPOQECIHHOT SIKOCTI, CYTHICTh SKOI TMOJSITae B YMiHHI
CHUCTEMAaTHU3yBAaTH, IJIAHYBaTH Ta KOHTPOJIIOBATH BJIACHY JISTIBHICTb.

OCHOBHI 3aB/IaHHS:
HAaBYUTU MaiOyTHHOro (HaxiBLsl BUIBHO OPIEHTYBAaTUCA B CYYaCHOMY
iH(popMaIiiiHOMY MOTOLl 3 METOH YJIOCKOHAJICHHS 1HIIOMOBHUX YMIHb 1

HaBHU4Y0K;

YIAOCKOHATIOBATH KOMYHIKAQTUBHI yMIHHS W HABUYKH BOJIOJAIHHS aH-
TIICHKOI0 MOBOIO TP CIUIKYBaHH1 Ha TIpodeciitHi Temu;

pPO3BHUBATH yMIHHSI aJIEKBaTHO IOBOJUTHUCS B PI3HUX J>KUTTEBHX CHUTyaLIsIX
JJI0BOTO CIIUJIKYBaHHS;
roTyBaTd MalOyTHHOro (axiBUsd A0 HAYKOBOI MAISUIBHOCTI, HPOJOBKEHHS

OCBITH.

Hanpukinii Kypcy cTyJeHTH MOBUHHI BMITH:

BecTH Oecigy-aiajor MmpoOJEMHOIO XapaKTepy BIAMOBIAHO 10 MPOTPaMHOI
TEMaTUKH Ta KOMYHIKaTUBHOT QyHKIIIT,

poOUTH CaMOCTIMHI YCHI MOHOJIOTIYHI TMOBIJIOMJICHHSI aHTJIMCHKOIO MOBOIO
3a TEMAaTHKOIO KypPCY;

pedepyBaTu (YCHO Ta MUCHbMOBO) OPUTiHANIbHI PI3HOCTUILOBI TEKCTH;

3MIIACHIOBATU aJ€KBATHUM TMEpeKsaj] 3 aHIJIIMChbKOI MOBM Ha YKpPAiHChbKYy Ta
HaBMaKU TEKCTIB, IO BIJIMOBIAAIOTh TEMATHIIl Ta PIBHIO CKJIAJIHOCTI KypCY.

ITEPEJIIK TEM JIJII CAMOCTIHHOI' O BHUBYEHHA

1. 3naiiomcTBO. BizutHa kaptka. (Introductions. Business card.)
JinoBa komyHikaris. (Business communication.)

Po3smoga o Tenedony. (Speaking on the phone.)

Hinose nuctyBanHs. (Business correspondence.)

Hinogi 3yctpiui. (Business appointments.)

360pu. (Meetings.)
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7. ®dinancu. banku. (Finance. Banking.)
8. ITeperosopu. (Negotiations.)

9, [IpesenTanii. (Presentations.)

10. Mapxkerunr. (Marketing.)

1. Meunemxment. (Management. )

12. Exonowmika. (Economy.)

13. ImmopT Ta excriopt. (Import and export.)

14. Kontpaktu. (Contracts.)

15. Mixunaponuuii 6i3uec. (International business.)

16. Toprisns. (Trade.)
17. Odic. (Office.)

18. [IpanesnamryBanns. (Employment.)

19. biznec. (Business.)

20. [Torut Ta npono3uris. (Demand and supply.)

21. Posnoain. JoctaBka. (Distribution. Shipping.)

22. Opranizamisa. Kommanis. ®dipma. bpenn. (Organization. Company.
Firm Brand.)

23. Pexmama. (Advertising.)

24. Konkypenuis. (Competition.)

25. Bigpsmxenns. (Business trips.)

26. CrpaxyBanss. (Insurance.)

27. BupoOuunrso ta nocnyru. (Production, manufacturing and services.)

28. I'pommi. I{iau. (Money. Prices.)

29. HinoBa etuka. (Business ethitcs.)

30. Muthuis. (Customs.)

IIKAJIA CAMOOIIIHIOBAHHS TPO®ECIMHUX
MOBJIEHH€EBUX YMIHb
(3rigHO 13 pekoMeHaalissMu Paau €Bporn)

Ockinbkn YKpaina 3asgBuiia Ipo CBidl HaMip CTaTU PIBHOMPABHUM MapTHEPOM
B paMKax bBoJIOHCBKOTO mporecy, TO OYiKyeTbes, 10 ykpainceki BH3 OyayTh
3M1MCHIOBATH HABYaJbHUM MPOLEC BIAMNOBIIHO JO €BPONEUCHKUX CTAHIAPTIB
BOJIOJIIHHA MOBOIO. BpaxoByrouum pe3yiabTaTH HallOHaJIbHOI pedopM U
BUKJIaJJaHHS aHTJIACHhKOI MOBH y 3arajbHOOCBITHIX IIKOJIaX Ta Oepy4H IO yBaru
MDKHApOJHY MpakTUKy MOBHOI ocBiTh y BH3, BcTaHOBIEHO, 110 MiHIMAJIBHO
NPUIHATHUM piBeHb BONOAIHHSA MOBOIO (PBM) misa 6akanaBpa € B2 (Hezanexuuii



kopuctyBad). Kpurepii mis 1mporo piBHA 0a3ylOTbCSd Ha JICCKPUIITOpax,
3aMpoNOHOBAHUX 3arajbHOEBPONEUCHKUMH PEKOMEHIALIsIMU 3 MOBHOI OCBITH
(2001 p.);. Ha BHMOrax OCBITHbO-KBamidikamiiHux xapakrepuctuk (OKX)
BUITYCKHHKIB, 3aTBEPJKEHUX MIHICTEPCTBOM OCBITHU 1 HAyKW YKpaiHW; Ha
KOHKPETHHUX TOCaJ0BUX IHCTPYKILISX, W10 pO3pOOJIeHI Ta 3aTBEpHAKEHI
HiJIpPUEMCTBAMH, OpraHi3alisiMi, 1HCTUTYTaMM; Ha pe3yibTaTax JOMPOEKTHOIO
JOCJTIDKCHHST BUKJIQJIaHHS aHTJIIMChKOI MOBU TpodeciiiHoro crnpsmyBanHs (2004
p.) Ta onuTyBaHHs (axiBiiiB, BUKIaAadiB 1 ctyaeHTiB BI'T3.

Buxigauit PBM B2 s GakanaBpiB ciaij OIIHIOBATH i 9ac iCIIUTY B KiHIII
Kypcy. MOBHY KOMIIETEHLIIO BHITYCKHHMKIB CJIIJl MEPEBIPATU BIAMNOBIIHO [0
CTaHAAPTIB JIOCATHEHb, CKIJIAJEHUX Ha OCHOBI ["aily3eBUX CTaHIapTIB BUILOI OCBITH
3 IOCWJIAHHSAMM Ha JeCKpunTopu piBHsA B2 3aranbHO€BponeiChKUX pEKOMEH 1ALl
(2001 p.).

Jlns orpuMaHHs CTyneHs 0akajaBpa CTYACHT KpiM mnpodeciiHUX HaBUUYOK
MOBUHEH yMITU €(EeKTUBHO CHIJIKYBAaTHCS aHTJIMCHKOI MOBOIO y IMpodeciitHoMy
CepeOBHIII, I00:

0OrOBOpIOBATH HAaBYAJIbHI Ta MOB’sA3aHi 31 CIIEMiali3aIli€lo MUTAHHS, ISl TOTO
100 JTOCATTH TTOPO3YMIHHS 31 CIIIBPO3MOBHUKOM;

roryBatv nyOJgiyHI BHUCTYNM 3 BEJIMKOI KUIBKOCTI Tajdy3€BUX MHUTaHb,
3aCTOCOBYIOYM BIANOBIAHI 3ac00M BepOaNbHOI KOMYHIKAIl Ta aaeKkBaTHI (popMu
BEJICHHS IUCKYCIH 1 1e0aTiB;

3HaXOJIUTU HOBY TEKCTOBY, rpadiuHy, ayaio- Ta BijeoiHdopmallito, IIo
MICTUTBCS B AHTJIOMOBHHMX Tally3€BHX MaTepiaiiax (SK y JIPyKOBaHOMY, TaK 1
€JIEKTPOHHOMY BUTJISA/II), KOPUCTYIOUUCH BIAMOBITHUMHI MOIIYKOBHUMHM METOJIaMU
1 TEPMIHOJIOT1€10;

aHayi3yBaTH aHTJIOMOBHI JpKepesa 1H(popMalli 11 OTpUMAaHHS JaHHUX, 10 C
HEOOXITHUMU JJi1 BUKOHAHHS NpodeciiiHuX 3aBaaHb 1 NpUUHATTS npodeciitHuX
pillIeHb;

nucaTu npodeciiiii TEKCTH 1 JOKYMEHTH aHTJIIMChKOI MOBOIO 3 TaTy3€BHUX
TUTaHb;

MUcCaTu JUIOBI Ta MpoQeciiiHl JUCTH, JIEMOHCTPYIOYH MIKKYJIBTYPHOTO
PO3YMiHHS Ta TONEPE/IHI 3HAHHS Y KOHKPETHOMY mpodeciiHoMy KOHTEKCTi;

NepeKIaaTi aHrJIOMOBHI MPOQECiiiHI TEKCTH HA PIIHY MOBY, KOPUCTYIOUUCH
JIBOMOBHUMHU TEPMIHOJOTIYHUMHU CIIOBHUKAMU, €JIEKTPOHHUMHU CIIOBHUKAMHU Ta
IPOrpaMHUM 3a0€3MEeUEHHSM MEePEKIIaalbKOT0 CIIPSIMYBaHHS.



B1 B2 Cl1
S MOXy po3yMiTH A wmoxy  po3ymitu | d Moxy 6e3 HaaMip-
KOPOTKI 1H(opMarliiiHi pPO3rOpHYTE  MOBJIEHHS | HUX 3yCHJIb PO3YMITH

MOB1IOMJICHHS], aKajemisi- JOBFOTPUBAJIE MOBJICHHS
IHCTPYKIIIi, OCHOBHHUM | HOT'O Ta mpodeciiiHoro Ha aOCTpaKTHI Ta
3MICT xapakTepy (JIeKIi, 3BITH, | CKIIaIH1

300piB, JOTIOBIJIEH, | TIpe3eHTaIlli, TUCKYCIi, TEMHU aKaJIEMIYHOTO 200
paio- paxio- Ta TB mporpamu) | mpodeciitHoro

ta TB nporpam 3 koJa CTaHJAPTHOIO MOBOKO Y | CIIpSIMYBaHHA,

3HAMOMUX HAaBYATHHUX HOPMAaJIbHOMY TEMITi. PO3MI3HAIOYN  IIUPOKUHN
abo npodeciiHux Jarna3oH  1A10MaTUYHUX
IIUTaHb, KOJM MOBJICHHS BHpa3iB, TEPMIHIB Ta
YiTKE 1 CTAaHJapTHE. pPEECTPIB.

S MOXyY 3 IeSIKOIO A M™Moxy 3 BHCOKUM | I MOXKY 3 JIETKICTIO
JOTIOMOT OO YNTATH U pIBHEM  CAMOCTIMHOCTI | YUTAaTH ¥ pPO3YMITH B
PO3YMITH NPOCTI TEKCTU | UYMTATU W PO3YMITH | IeTasAX

3 (baKTUYHOIO | CKJIAJIHI CKJIAJIH1 TEKCTH
1HpopmMariiero 3 | TEKCTH aKaIeEMIYHOTO Ta | akaaeMis-

HaBYAJIbHOI Ta podeciifHOro HOTO Ta MpodeciitHOTOo
npodeciitnoi cdep. Xapakrepy, 3MICTY.

51 Moy posmi3HaBaTu B AKUX aBTopu | S1 MOy po3mi3HaBaTU
HEBEJIMKHI J1iarma3oH BUCJIOBITIOIOTh IIEBHE | BECH Jliarma3oH nmpodeciii-

TEPMIHOJIOT11 1
HaBYaJIbHOI abo
npogeciitHoi cdep,
KOPHUCTYIOUHCH
JIOB1JKOBUMH

pecypcamu.

CTaBJICHHS 1
BJIACHY TOYKY 30DY.

Sl Moxy posmi3HaBaTH
IUPOKUI JianazoH
TEPMIHOJIOT1i Ta

CKOPOYEHb 3 HABYAJIBHOIL
1 mpodeciitHoi  cdep,
KOPHCTYIOUHCH
BUOIPKOBO JIOBIIKOBUMH
peCypCaMH.

MOT TEPMIHOJIOT1], 3piJIKa
KOPHUCTYIOUHUCH
JIOBIIKOBUMH
pecypcamu.




A Moxy 6€3 miAroTOBKU

BCTyIaTH y
PO3MOBY/MIATPUMYBATH
pPO3MOBY Ha

3HallOM1 TE€MH, TTOB’ I3aH1
3 HaBYaHHSIM Ta
npodeciero.

51 MOXy cripaBUTHCA 3
OUTBIIICTIO CUTYAIIIH, 1110
MOKYTh BUHUKHYTH B

s MOXKY
BUKOPUCTOBYBAaTH MOBY
HEBUMYIIIECHO,

TOYHO i e(h)eKTUBHO

JUISl CIILJIKYBaHHS Ha
pPI3HOMAaHITHI TEMH,

OB’ s13aH1 3 HABYAHHSAM
Ta nipodeciero. Jd Moxy
OpaTy akTHBHY y4acTh Y
pPO3ropHYTHX Oecijiax Ta

51 6e3 3ycriib MOXY
Opatu y4actb y Oy/ib-
AKIA PO3MOBI
TUCKYCIi

Ha a0CTpaKTHIi, CKJIaJIHI
Ta HE3HAMOMI TEMH,

OB’ s13aH1 3 HABYAHHSIM 1
npodeciero.

51 MOXy CHUIKYBaTUCh
aJIeKBaTHO, HEBUMYIICHO

qHu

aKaJIeMIYHOMY a00 | AUCKYCIsSIX Ha OUTBIIICTh | 1
npodeciitHomy 3arajbHUX AaKaJeMIYHUX | CIIOHTAHHO, HE
CEpEeIOBUIIT. a6o mnpodeciiiHNX TeM, | Bararo4nch

HABOJISTYU Ta | mMaOUpaTH clioBa.

OOTpYHTOBYIOUM  BJIACHI

TTOTJISITH.
S wmoxy Oynmy Batu| S Moxy pobutm UiTki, | I MOXy poOuTH diTKi,
poCTI 3B’SI3HI | IeTabHI ONUCU Ta Mpe- | AeTallbHI, CTPYKTYPOBaHi
BHCJIOBIIFOBAaHHS 3 |3eHTalli 3 IIMPOKOIO | OMMCH Ta Mpe3eHTalil 31
PI3HOMaAHITHHUX KoOJI1a HaBYaAJIbHUX 1| CKJIaJHUX HaBYAJIbHHUX 1
HaBYAJILHUX Ta | npodeciitHuX TeM, | mpodeciitHux TEM,
npodeciiitHux TeMm. S | posropTarouun Ta | BpaXOBYIOUM IMATEMHU 1
MOXKY KOPOTKO | MIATPUMYIOUHN 171e1 | JeTamizyroun OKpeMi
0oOTpyHTYyBaTH CBOIi | BIATIOBITHUMH TIOJIO’KEHHS 3MICTY.
JyMKH, TJIaHHU 1 JTii. MpUKJIagaMU 1

BUKOPUCTOBYIOUH

BIJIMTOBIIHY

TEPMIHOJIOTIIO.
S moxy nucati npocTi | S MOXy MHUCaTH YiTKi, 51 MOKy BUCIOBUTHUCA Y
3B’SI3HI  TEKCTHM  Ha | JETallbHI TEKCTU Ha | YITKUX CTPYKTYpPOBAHUX
HaBYaJIbHI Ta | TEMH, TEKCTaX  aKaJeMIYHOIO
npodeciitai OB’ s13aH1 3 | Ta
TEMHU. A MOXY | HAaBYAJIbHOIO Ta | npodeciiHoro
UCbMOBO nepenatu | npodeciiinoro chepamu, | COpsiMyBaHHS,
npocty  iHQopmMmarito: | y3araJibHIOHYHU pO3ropTaryu,
CKJacTH  TulaH  abo | iHdopMaIliio 3 pi3HUX HATPUMYIOUN 1
aHoTaIilo, 3BIT MPO | JKEped Ta OIIHIOIYW | JETANI3yloud  MOTJISIU
CBOIO pobory, | ii. JOJIATKOBUMH  TyMKaMH,
3allOBHUTH S Mmoxy mucatu pi3Hi HABOJIA4YU
CTaHJAPTHUU ONaHK, | TUIM JIJIOBHX JIUCTIB, apryMEHTH 1 IPUKIIA]IH.
HANMCaTu MPOCTOI0 | pekomeHjanii, anorauii | S MOXY MUcaTu
IIIJIOBOTO JIUCTA. Ta NEePEKOHJIMBI JINCTH,

pe3tomMe pi3HUX | IaHOOJIMBO




pecypciB,  m00Mparoyu | 3BEPTAIOUNCH 70
BIIIOBITHUIH CTHIIb. ajpecara

KOHTPO.JIbHHH IEPEJIIK ITPO ®ECIHHHX MOBJIEHHEBHX
YMIHB JlV/TA CAMOOIIIHIOBAHHA

[Tpodeciitni BMiHHS, SIK1 S MO)KY BUKOPHUCTOBYBATH 1HO3EMHOIO MOBOIO

AyaitoBaHHs

S MoKy pO3yMITH CTaHJIapTHI YCHI TEKCTH Ha HaBUaJIbHI Ta IpodeciiiHl TeMU
HOPMAaTUBHOIO MOBOIO Y HOPMAJIbHOMY TEMITi.

Sl MOXy pO3yMiTH OCHOBHY iH(OpMalilo JeKuiid, Oecin, TOmoBineH, mpe-
3eHTallll, TUCKYCii Ha HaBYaJIbHI Ta MPOodeciiiHi TeMU HOPMATUBHOIO MOBOIO Y|
HOPMaJIbHOMY TEMIT.

S1 MOXyY PO3YMITH OCHOBHHUH 3MiCT PO3MOBH 3 HOCISIMH MOBH Y HOPMAJIBHOMY
TEMITI B HABUAJIbLHOMY YU TTPOQeCIHHOMY OTOYCHHI.

A MoXy po3ymiTH OUIBIIICTH 3amucaHuX a00 TPaHCIbOBAHUX AayIio-
MaTepialiB  HOPMAaTUBHOK MOBOK, SKYy MOXY IOYYTH Y CYCIUIbHOMY,
npodeciiiHoMy a00 HaBYAJIILHOMY KUTTI, 1 BU3HAYUTH CTABJICHHS MOBIIS, a TAKOXK
3MICT 1H(pOpMAaLIii.

S MOXy pO3YMITH OTOJIOIIEHHS, MOBIIOMJICHHS Ta 1HCTPYKIi I10/10
KOHKPETHUX YU a0CTPAaKTHUX HABYAIBHHUX 1 MPOQECiiHMX TeM HOPMATHBHOIO
MOBOIO Y HOPMAJILHOMY TEMITI.

Jliamoriune MOBJICHHS

S MOXy aKTMBHO HIATPUMYBATH PO3MOBY YM JUCKYCIIO Ha 3arajbHi HaB-
YasibHI Ta MpoQeciiiHi TeMHU, HABOASYM Ta OOTPYHTOBYIOUH BJIACHI MOTJIS/IH.

A MOXy 3p03yM1JI0 1 YITKO BUKJIACTU BJIACHI 17I€i Ta MOTJISIIM HAa HaBYaJIbHI 1
npodeciitHi TemMu, HagaTH HEOOXIiTHI TOSCHEHHS 1 KOMEHTapi, OOTpyHTOBYBaTH
BJIACHY TOYKY 30py B 0illiiiHii 1 HeodimiitHii O6ecii.

S Moxy HamiiiHO mepedatH JAeTalbHy HaBuaibHy abo mpodeciiiny)|
iH(OpMaIit0, CHHTE3YIOUHU JaH1 3 JEKUIbKOX JKepe.




S MOXy IPUCKOPUTU BUKOHAHHS POOOTH, IPOTIOHYIOYH 1HIITUM TTPHETHATUCS,
BHCJIOBUTHCS.

S MOXy po3yMiTh JdeTanbHi mpodeciiiHl I1HCTPYKUIi 1 BigpearyBaTH
a/1eKBaTHO.

S Moy TIpoBOUTH €(EKTHBHE 1HTEPB 10, PO3MOBIISIFOYM IIBUIKO 1 BIYYHO,
CIIOHTAHHO B1JICTYIIAIOYH BiJI MATOTOBJICHUX 3alIMTaHb 1 CTABJISYM OUIBII JI€TAJIbHI
3alUTaHHA.

S MoKy B3STH Ha ceOe 1HIL[IaTUBY Y MPOBEAECHHI CIIBOECIIU, pO3rOPTAOYH Ta
[PO3BUBAIOYM 171€1 Mailke 0€3 MATPUMKH 1HTEPB 0epa.

S MOXy TMOBOOUTHUCH 1 pearyBaTH BIYYHO Yy 3arajbHUX CYCHUTBHHX,
HAaBYAJIbHUX 1 MPO(ECIHHUX CHUTYaIisX IMOBCSAKICHHOTO >KUTTS 1 3HAIO MpPaBUIA
MOBE/IIHKM B TaKUX CUTYyallsX (P)KECTH, 30pOBHH KOHTAKT, OCOOMCTHH TPOCTIp 1
MOBY TiJIa y KOXKHIHM CHUTYaIlii).

MoHOJIOT19YHE MOBJICHHSA

S MOXy JAOKJIAagHO ¥ YITKO ONMCAaTH 1 NPE3EHTYBAaTH IIMPOKHUHA CIEKTP
HaBYaJIbHUX 1 (AXOBUX TMHTAHb, MOSCHIOWYM 11€i Ta NIIKPECIIOYN iX
B1JIMOBITHUMU MPUKIIATaAMHU.

S MOXy JeTanbHO MPE3EHTYBATH OCHOBHI MOJIOKEHHS TIEBHUX MPOdECiiftHIX
MUTaHb, BAKUBAIOYU BIIMOBIIHY TEPMIHOJIOTIIO.

S MOXy po3ropraTd CHUCTEMY JOBOJIB 3 aKTyaJlbHUX HaBYAIbHUX 1
npodeCiiHUX MUTaHb, BUAUISTA BaKIMBI MOMEHTH 1 MIJKPIIUIIOBATH TBEPIXKECHHS]
TOPEYHOIO JIETAIbHOO 1H(OpMAIIi€to.

S MOXy BIAMOBICTM HA 3alUTaHHS IIICISA JOIMOBIAI, JEMOHCTPYIOUH TaKe
PKBaBE MOBJICHHS 1 PEaKIIifo, 10 aHi cliyXxadi, aHi s He BIYyBaEMO HE3PYUIIOCTEH.

Yurauusa

1 MOXy IOCUTH CaMOCTIMHO OTpUMYBaTH 1H(oOpMalio, i1ei Ta Noriasau 3
[IIUPOKOTO KOJa HaBYaJbHUX 1 MPOQPECIHHUX JKEpes, MPaBWIBHO PO3YMIIOYH
TePMIHH ¥ abpeBiaTypH Ta BUOIPKOBO 3aCTOCOBYIOUH JOBIJKOBI JKepera.

S MOXy MIBHAKO BHU3HAYUTU 3MICT 1 JOPEYHICTh HOBUX JDKEpEN, CTaTeH 1
3BITIB 3 METOIO MONIYKY 1H(pOpMAIIii 3 HIMPOKOTO KOJIa HABYAIBHUX 1 MPOGeCIiHUX
TEM.

S moxy 3a1iicHIOBaTH TOLyK 1H(opMalii y mepexi [HTepHer.

S MOXy JIeTKO 3HAaXOJUTH HEOOXIHY HaBYalIbHY Ta MNpodeciiHO Opil€H-
TOBaHy 1H(popMaIlito y 6101I0TEUHNX KaTajlorax.

S MOy pO3yMmiTH CTaTTi, 3BITH 1 JOMOBi/I 3 Cy4acHOi HAaBYAJIBHOI 1 MPO-

deciiiHoT TeMaTUKU, PO3YMITH MO3UINIO aBTOPA Ta BUAUIATA HAWBAKIIUBIIII MICIIS.




S MOXy pO3yMITH J1JI0OBY KOPECIIOHJISHIIIIO0, TTOB’3aHy 3 MOIM HaBYAJIbHUM
a00 TpodecitHuM cepeTOBHINEM, 1 YCBIJOMITIOBATH HANCYTTEBIIIE.

S MOXy pO3YMITH PO3rOpHYTI IHCTPYKLII Ta IMpaBUjia, 1HKOJU BHUKOPHC-
TOBYIOUU CIIOBHUKH 1 JIOBIJIKOBY JIITEPATYPY.

IIucemo

S MOXy BecTH MOTOYHE JijoBe 1 mpodeciiiHe TUCTyBaHHS, BUCBITIIOIOYU
0COOMCTE 3HAYEHHS MOJIN Ta BJIIACHUI JTOCBIJ Yy HaBYAIBLHOMY 1 MpodeciiHOMY)|
PKATTI1

S Moy HamucaTH ece Ha HaBuajbHI Ta Npo(deciiiHl TeMH, y SIKOMYy HaBoO-
NITBCS apTyMEHTHM 3a YU NPOTH NEBHOI JYMKH, TIOSCHIOIOTbCA IepeBaru 1
HEJIOJIIKU PI3HUX TO3HUIIIN.

S Moy mucaTH 3BITH CTaHAAPTHOTO (hopMaTy Ha HaBYANBHI Ta MPOQeciiiHi
TEMH, BIIEBHEHO BHCIOBIIOIOYM BIJIACHY TOYKY 30py IIOAO HAKOMUYEHO]
(dakTu4HOI 1H(pOpMAIii.

A MOXy mHcaTH KOPOTKI CIIY>KOOBI 3alUCKH, M0 MICTITh JIOLLIBHY|
HaBUYaJIbHY a0o0 mpodeciiiny iHdopMalio A ajpecara Ta aJeKBaTHO NepeaaroTh
HalCyTTEBIMI 171€7.

S MOXy TpUMHSTH 1 3amucaTd TOBIJIOMJICHHS Ha mpodeciiiHi TeMmu, M0
MICTSITh 3aITUT Ta MOSICHIOIOTH MPOOJIEMH.

S MOXy 3aHOTyBaTH HAWBaXJIMBIM 1A€i M4 dYac YiTKOi, Jg00pe
CTPYKTYpPOBaHO1 JIEKIIIH, ceMiHapy, koH(pepeHilii, 300piB TOIIIO.

S Moxy ckimamatd aHoTtauii Ta pedepyBaTH IMIUPOKE KOJO 3MICTOBHX
HaBYAIBHUX Ta NpO(eciiHUX TEKCTIB, KOMEHTYIOUM MPOTHIICKHI TOUYKU 30py U

OCHOBHI ITOJIOKEHHS.

3ABJTAHHA VI CAMOCTIHHOI POFOTH CTY/JEHTIB

Task 1

L Read, translate Onto Ukrainian and retell tin English) the text.
Introduction Letters

Get your foot in the door with a well-written introduction letter and make a
powerful first impression!

7 tips for writing an effective introduction letter to introduce yourself:

1. Whenever possible, address your letter to a specific person.

2. Begin your letter by stating your name and your position or role, if
relevant.

3, Tell how you got the reader’s name, if applicable.

4, Give the purpose for your letter.
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5. Indicate what it is that you hope to accomplish by sending your letter
(for example, setting up a time that you can meet in person with the reader) or
what you would like the reader to do in response to your letter (such as grant you
an interview).

6. Include any other important information about yourself or the purpose
of your letter (such as your contact information, brief history of your organization,
your goals, or the like).

7. Close by thanking the person, and end on a positive note.

7 tips for writing a letter to introduce another individual:

1. As you begin, mention the person by name.

2. Identify your association with the person, whether it be personal,
professional, etc. Briefly tell the reader about your experience with the person.

3. For a business contact, you might want to include the person’s qual-

ifications or positive qualities, or mention past projects he/she has worked on or
companies he/she has worked for.

4, Identify the purpose of your letter and what you hope to accomplish
by sending it.
5. If you would like to give the reader the opportunity to meet with the

person you are introducing, include the person’s contact information or mention
when and possibly where the individuals might be able to meet. However, do not
put the reader under any obligation.

6. Especially for business contacts, you might include the person’s
business card, if possible.
7. Close your letter by indicating your confidence that the meeting

would be a positive experience for both individuals, by reaffirming your hope that
they can meet, by restating your esteem for the individual, etc.

8 tips for introducing a company, organization, product, or service:

1. Identify the name of your company or organization.

2. Tell about the company or organization. Mention how it was started,
how long you’ve been in business, your mission or business objective or goals, and
so forth.

3. If appropriate, identify the product(s) or service(s) you provide, and
identify the benefits of buying or using these products or services. Tell why they
are better than the competition; how they will save the reader time/money, make
his/her quality of life better, or help him/her to accomplish a certain goal; and so
on. In short, tell the reader why he/she must have the product or sendee you offer.



4, Invite the person to an open house, grand opening, sale, etc. if
applicable.

5. If you represent an organization, describe the benefits of the
organization, such as the good they do in the community, what they have been able
to accomplish in the past, the benefits of membership (if applicable), and so forth.

6. Invite the reader to be your customer or to join your organization, or
include information on how he/she can purchase your product or service, whether
at a physical store, online, over the phone, etc.

7. Include information that will allow the reader to find out more if
desired about your company or organization or the products or services you
provide.

8. Close by expressing your hope that the person will want to join your

organization or become a customer.

7 tips for introducing a new product or service to an established

customer:

1. Thank the reader for his/her past business.

2. Describe the new products or services you are offering.

3, Indicate why the reader should purchase the product or service (i. e.,
mention the benefits of the product or service).

4, If possible, include a pamphlet, brochure, catalog, etc. that shows and
describes the new products or services.

5. If you are making a special promotional offer or having a special sale
on the new products or services, include information about it.

6. Indicate how the person can find out more information or tell how
he/she can buy your product or service.

7. Close by reiterating how valuable the customer is to you and, if

desired, by mentioning your hope that the reader will buy the new product(s) or
service(s) you are offering.

2. Make 5 questions to the text and answer them.
3. Translate into English.
1. 3 JaBHIX-JAaBEH MpPEJCTAaBHUKHM PI3HUX HApOJIB, 3yCTPIYAIOUHUCh,

pI3HUMHU CHIOCOOAMHM BITalOTh OJMH OJHOTO (0a)karoTh J00pa, MACTS 1 310POB’s).
2. BitanHs — HaWMOIIMPEHIMUA 3BUYAll y JIJIOBOMY CIIJIKYBaHHI 1 BHUMarae
TakTOBHOCTI. 3. KokHOMY Hapojay, KOXKHIW coIliajbHIA TPyIl BJIacTHBa BilacHA
MaHepa mpuBiTaHHS. 4. Tak, MOHTOJM Ta 1H- JIOKMTAHWIll BUSBOM BBIYJIMBOCTI
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BBAXKAIOTh TOTHUpaHHA Hoca, a y Hosiii 3emanmii BiTalOTh OJIWH OJHOTO,
notukarouuck Hocamu. 5. Cepen HaponaiB Hirepii BUsSBOM moBaru € JOTHK JIOOOM
710 TJIOTH, a OCh XKUTem Tubery?, BiTar04Ch, 3HIMAIOTh TOJIOBHUM yOip MPaBoio
PYKOIO, JIIBY 3aKJaJar0Th 32 BYXO 1 IPM LbOMY BHCOBYIOTH si3uka. 6. B fnonii
3aCTOCOBYIOTHCS TPHU BHMJIM MOKJIOHIB: HAMHIKYMN — caiikelpel, cepeHii — mia
kytom 30° 1 jmerkuid — mig kytom 15°. 7. Ha Cxoai XapaKTepHOIO O3HAKOIO
NPUBITAHHS € HaXWJ KOPIYCy 3 OJHOYACHUM BUKUJAHHAM pyK. 8. Y KpaiHax, zie
30epircss MOHapXiYHUN YW HamiB)EOJAIbHUI PEXKUM, ICHYIOTh TNPUBITAHHS Y
BUTJISITII KOJIIHOCXUJICHHS: MOBHOTO (Ha 000X KOJIiHAx) 1 HEMOBHOTO (Ha OJHOMY).
9. B €Bponi 3a3Bu4ail BiTalOTh OJMH OJHOTO, TPOXU HIAIAMAIOUU JIIBOK PYKOIO
Kamemntoxa 1 poOsstuu Jerkuil ykiin rojooro. 10. IlopymeHHsIM eTHKETY € IIymHi,
HECTpUMaH1 NPUBITAHHS.

Task 2
L Read, translate (into Ukrainian) and retell tin English) the text.

Exchanging Business Cards: Do’s and Dont’s of Business Introductions
(by Christopher J. Brunner)

Exchanging business cards can be a smooth transaction, or it could be an
awkward sitation. Use this guide to plan ahead so that you arc ready when
someone asks for your business card.

Do be prepared Always have a handful with you to present to potential
clients or other business associates, even on the weekends. You’ll find that many
important contacts and business card exchanges can take place in the most unlikely
places.

Don’t hand out torn or worn business cards Make sure they are clean and
crisp with no frayed edges or pen marks. The best method of keeping your cards in
neat form is a business card case. With designs ranging from techie to artsy to
formal, you are bound to find one that fits your style and personality.

Do make it a point to hand out business cards It doesn’t take a large
convention to bring customers and business owners together. Informal meetings
are one of the best times to network and exchange business cards, [f the person you
are speaking with seems interested in your product or service you represent, offer
that person a business card.

Do receive a business card properly When accepting a business card, have a
good look at it for a few seconds. In your conversation, offer a compliment about
the logo, design, etc.

Don’t hand out more than one card to a new contact Only give one



business card to your new contact. Leaving two or three may give the signal that
you want them to make contacts for you which is tacky and unprofessional. Unless
a prior agreement is made to exchange more than one card, keep the focus on
person-to-person contact.

Do exchange business cards smoothly When you first meet someone, it’s ok
to request a business card from them. However, If the person is of a higher
position than yourself, you should wait for them to offer their card to you first.
Remember if they want you to have a card, they will give you one!

Don’t place it in a bag, pocket or wallet Place the card you receive in a
planner, notebook or business card case. Never place the card in a wallet that will
be put in your back pocket. Doing so shows disrespect and an all around lack of
organization on your part.

Do take advantage of free advertising Local restaurants often hang a
bulletin board near the front counter for business cards to be posted. You can also
place your business card in the collection cups for drawings or mixers. They’re
offering you free advertising, so be ready to take advantage.

2 Make 5 questions to the text and answer them.

3. Translate into English.

1. V Ham yac Bi3WTHA KapTKa BPYYa€ThCS JIIOIUHI, 3 SKOK XOYyTh I103-

HalloMUTHCS OJIKUe a00 30MParOThHCs MPOJAOBXKUTH A1I0B1 BIJIHOCUHH.

2. [TinmpuemMiieBi peKOMEHIYEThCS 3aBXK/IM Mark Ipu cob1 HEe MEHIIIE Jie-
CATU BIBUTHUX KapTok. 3. Ha cmanoapmmuiii eizumminn xapmuyi mpomvcHUM
mpuTOM IPYKY€ETHCA MPI3BUIIE, 1M’ s, TO-0aThKOBI; MAJIMMU JIITEPAMH — TI0CA/IA,
aapeca Qipmu 1 Tenedon, iHOAI dakc. 4. Ha mesaxux BI3UTKaxX BKAa3ye€ThCs TUIBKU
anpeca 1 tenedon pipMu — 1€ Tak 3BaHi Kapmku ¢hipmu. 5 Jlipn 3HANOMCTBI
NEepIIUM BpydYae BI3UTHY KapTKy TOH, yumi pani' abo mocajga Hik4i. 6. SKmio
napTHEpU 3aiiMaroTh MPUOJIM3HO OJHAKOBI IMOCAAW, TO NEPIIUM BI3UTKY Mae
BPYYHMTH MOJIOAIIMK 3a BiKOM. 7. SIKIIo 1 mocana, 1 BIK OJIHAKOBI, TO HE Mae
3HAQYECHHS, XTO MEPIIMM BPYYUTh BI3UTHY KapTky. 8. Ilig dac mijgoBoi 3ycTpidi 3
1HO3EMHUMH TapTHEpaMH y Bamriil ¢gipmi mepuimMud MOBUHHI BPYUYUTH BI3UTHY
kapTky BH. 9. Konu Bu mepeOyBaere 3a KOpJIOHOM, TO MEPUIUMHU BI3UTHI KapTKU
BpyuyaroTh Bam napthHepu. 10. Ilix yac mneperoBopiB BI3UTHI KapTKU
PEKOMEHIYEThCSI PO3TAIMIOBYBATH HA CTOJI Y TOMY TOPSAKY, Y SIKOMY CHISTH
naptHepu. 11. Bi3utHi kapTku Haifyactime BpydaroTh ocobucto. 12. Ilpu mpomy
HE MPUIHATO BHUCIIOBJIIOBATH MOJAKY a00 sKi-HEOyab 1HIII MmodyTTs. 13. BisuTHi
KapTKU MOYKHA 3ajuIIaTH B OyJMHKY ajpecara Ha MOMEHT HMOTo BiJICyTHOCTI. 14.
S0 BU AOCTaBWIM KapTKy OCOOMCTO, TO MOKETE BIAITHYTH MTpaBUN BEPXHIN KYT.
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15. Taky kapTKy 3ajJMILalOTh y TUX BUIAJKaX, KOJIHU 4Yepe3 KICh MPUUYUHU Bac HE
MOTJIM TpUHHATH. 16. 3aruH Ha KapTill O3HA4Ya€, 10 BU OCOOMCTO 3aJUIIMIA
BI3UTHY KapTKy Ha 3HaK IJIMOOKOT MOBAry.

Task 3

1. Read, translate (into Ukrainian) and retell (in English) the text.

BUSINESS COMMUNICATION

Business Communication is communication used to promote a product,
service, or organization; relay information within the business; or deal with legal
and similar issues.

Business Communication encompasses a variety of topics, including
Marketing, Branding, Customer relations, Consumer behaviour, Advertising,
Public relations, Media relations, Corporate communication, Community

engagement, Research & Measurement, Reputation management, Interpersonal
communication, Employee engagement, Online communication, and Event
management.

The Business Communication message is conveyed through various channels
of communication, including the Internet, Print (Publications), Radio, Television,
Ambient, Outdoor, and Word of mouth.

Business Communication is a common topic included in the curricula of the
Masters of Business Administration (MBA) program of many universities.

There are several methods of business communication, including:

- Web based communication — for better and improved communication,
anytime anywhere...

- e-mails, which provide an instantaneous medium of written communication
worldwide;

- telephoned meetings, which allow for long distance oral communication;

- forum boards, which allow people to instantly post information at a
centralized location; and

- face to face meetings, which are personal and should be succeeded by a
written followup.

2. Make 5 questions to the text and answer them,

3, Translate into English.

1. JlinoBa po3MoOBa BUMAara€ peTesibHOI MiJTOTOBKU, OCKUJIbKH HaiyacTilie

NIEPETOBOPH — €JIMHA MOJKJIMBICTH IIEPEKOHATH CITIBPO3MOBHHUKA CITiBIIPAIFOBATH
3 BamH. 2. byap-skoMy mignmpuemIieBl HeOOX1AHO A0Ope 3HATH TMpaBHIa BEJICHHS
niaoBoi po3mMoBU. 3. Po3MOBY mMoOYMHA€e TiCTh, aje JUIOBY YacTUHY PO3MOBH



MOBUHEH BECTH TOM, XTO MpHiimMae rocreid. 4. [HimiaTuBa B Oecidi 3aJeKUTh BiJ
NUCBMOBUW CTUL. 6. becily NpUIHATO BECTH 3a CHELIaIbHO NMPU3HAYEHUM IS
[OI'O CTOJIOM, TP LIbOMY TICTh MOBHHEH PO3TAIIOBYBATHCS MPaBOpPYyY Bij Bac. 7.
[lin ywac nimoBOi OeciiM HE CIiJl MiABUIIYBaTH T0OJIOC, JApaTyBaTUCS, MAJUTH
CUTapeTy y MPUCYTHOCTI HEKYpIIB, HA3MBATH Ha IM 4 JIIOJAMHY, AKa OyJja 10iHO
npeacTaBieHa Bam. 8. He ciij 3HIMaTH mijpKak, SKIIO 1HIN HE pOOJISThH IIOTO. 9.
CrnuptaHi Hamoi mij 4Jac aimoBoi Oecimu He momarothes. 10. Ha crim MoxHa
MOCTaBUTH MiHEpajIbHy a00 (PYKTOBY BOJy, MOKJIACTH CUTApETH, a XBWIMH 32
I’ SIThb-JECATh 3ampomnoHyBaTH KaBy uu yail. 11. Ilicms 3akinueHHs Oeciau
npuitMarouuii 000B’I3KOBO MTOBHHEH MPOBECTH TOCTEH J0 KOPUIOPY.

Task 4

1. Read, translate (into Ukrainian) and retell (in English) the text.

TELEPHONE TIPS 1. Speak slowly and clearly

Listening to someone speaking in a second language over the telephone can
be very challenging because you cannot see the person you are trying to hear.
However, it may be even more difficult for the person you are talking with to
understand you. You may not realize that your pronunciation isn’t clear because
your teacher and fellow students know and understand you. Pay special attention

2420

to your weak areas (such as “rs” and “I’s” or “b’s" and “v’s”) when you are on the
phone. If you are nervous about using the phone in English, you may notice
yourself speaking very quickly. Practise or write down what you are going to say
and take a few deep breaths before you make a phone call.

2. Make sure you understand the other speaker

Don’t pretend to understand everything you hear over the telephone. Even
native speakers ask each other to repeat and confirm information from time to
time. This is especially important if you are taking a message for someone else.
Learn the appropriate expressions that English speakers use when they don’t hear
something properly. Don’t be afraid to remind the person to slow down more than
once. Keep your telephone in an area that is away from other noise distractions
such, as a radio or television.

3. Practise with a friend

Ask another student to practise talking on the phone with you. You might
choose one night a week and take turns phoning each other at a certain time. Try to
talk for at least fifteen minutes. You can talk socially, or role play different
scenarios in a business environment. If you don’t have access to a telephone, you

16



can practise by setting two chairs up back to back. The most important thing about
practising telephone English is that you aren’t able to see each other’s mouths. It is
amazing how much people lip-read without realizing.

4. Use businesses and recordings

There are many ways to get free telephone English practice. After business
hours, you can call and listen, to recorded messages. Write down what you hear
the first time, and then call back and check if your notes are accurate. Use the
phone in your everyday life. Call for a pizza delivery instead of going out to eat.
Call a salon to book a hair appointment. You can even phone the movie theatre to
ask for the listings instead of using the newspaper. Some large cities have free
recordings you can call for information such as your daily horoscope or the
weather. (Make sure that you aren’t going to get charged for these numbers first.)
Some products have free phone numbers on the packaging that you can call for
information. Think of a question you might want to ask and call the free number!
For example, call the number on the back of the cereal box and ask for coupons.
You will have to give your name and address. Make sure you have a pen handy so
that you can repeat the information and check your comprehension.

5. Learn telephone etiquette (manners)

The way that you speak to your best friend on the phone is very different to
the way you should speak to someone in a business setting. Many ESL speakers
make the mistake of being too direct on the telephone. It is possible that the person
on the other line will think that you are being rude on purpose if you don’t use
formal language in certain situations. Sometimes just one word such as “could” or
“may” is necessary in order to sound polite. You should use the same modals you
would use in a formal “face-to-face” situation. Take the time to learn how to
answer the phone and say goodbye in a polite manner, as well as all the various
ways one can start and end a conversation casually.

6. Practise dates and numbers

It only takes a short time to memorize English Phonetic Spelling, but it is
something that you will be able to use in any country. You should also practise
saying dates and numbers aloud. You and a friend can write out a list of dates and
numbers and take turns reading them over the phone to each other. Record what
you hear. Swap papers the next day and check your answers. Click here to learn
more about numbers.

2. Make 5 questions to the text and answer them.

3. Translate into English.
1. VY HanpyXeHOMY KUTTI JAUTOBHX JIOJEH CHUIKYBaHHS MO TenedoHy e




HE3aMIHHOIO MOJKJIMBICTIO JIJIS IIBUAKOTO PO3B’sI3aHHS ITPOOJIeM.

2. Opnak meprn HiX TelnepOHYBaTH Y BaXKIWBIN CIpaBi, OCOOIHMBO /10
JTIOAWHM, CTATYIO SKOi BUIIMM, a i pIIICHHS MaTHME BaXJIMBE 3HAYEHHS, Tpeba
croyaTky n100pe oOMipKyBaTH MOKIIMBUH nepedir MaitOyTHOT pO3MOBH.

3, Jns uporo Tpeba ysBUTH COO1 JIIOJUHY, 3 SKOK JOBEIETHCS
PO3MOBJISITH, 1 pO3MOBY OyayBaTH, BpaxoByrwouu ii ocoOnuBocTi. 4. Jlo Toro x
Tpeba 3BakaTH Ha Te, 110 B HE1 oOMasb Yacy 1 He BOHA € 1HIIIaToOpoM Oeciau. 5.
becina wmae BimOyBaTuCs TIOE€TAalHO: B3a€EMHE TNPHUBITAHHSA, YBEICHHS
CIIBPO3MOBHUKA B KypC CIpaBH, OOrOBOpPEHHS MPOOJIEMH, 3aKIIO4YHI CioBa. 6.
Buknagatoun mnpobiemy 1o TenedoHy, CliJl JOTPUMYBATHCh MaKCHMAaJIbHOI
JaKoOHIYHOCTI (ppa3, TOUYHOCTI (HOPMYITIOBaHb, OIHO3HAYHOCTI BHCIIOBJIIOBAHD,
YITKOCTI AUKUIi. 7. YMOBHO Tene(dOHHY PO3MOBY MOXHA MOIUIUTH HA o@iuitiny 1
npueammny. 8. TenedoHHa po3MoOBa, K MPABUJIIO, TOYUTAETHCA 3 MPUBITAHHA. 9.
He cnix 3anutyBatu: 3 kuM s ToBopto? 9. Yacto B JepKaBHUX YCTaHOBAaX MOKHA
novyyTH IabnoHHy (pasy — TypOye Bac Takuii-to... 10. [imoBa TenedoHHa
po3MoBa B poOOTI YCTAaHOBH YU

3aKjIady ax HisIK He MOXKe TypOyBaTH, 00 BOHA JUisl bOrO W mpu3HaueHa. 11.
BaxxnuBUM € BMIHHA CIIyXaTH CIIBpO3MOBHHUKA. 12. BuxoBaHa mtoguHa He Oyne
nepeOuBaTH CHIBPO3MOBHUKA YW TonpaBiaTd. 13. 3a eTuxkeToMm 3aBepllye
Tene(OHHY PO3MOBY SIK y IIJIOBOMY, TaK 1 IPUBATHOMY CIUIKYBaHHI, ii 1HILIATOP.
14. 3aBepmyroun TenedoHHY PO3MOBY, OOOB’SI3KOBO Tpeba mompormarucs. 15.
Bapro mam’statu, mo HaJaMipHa BBIWJIMBICTb, YJIECIUBICTH HE MPUKPAIIAIOTh
CIIBPO3MOBHHUKA, 1€, HABMAKHU, CBITYUTH MPO HOTO HHU3BKHI €TUYHUHN PIBEHb 1
MO>K€ BUKJIMKATU PO3APATyBaHHS.

Task 5

1. Read, translate <into Ukrainian) and retell (in English) the text.

BUSINESS CORRESPONDENCE (BYLESLIE TEBBE, SALARY. COM
CONTRIBUTOR)

Business correspondence serves a variety of purposes throughout the career
cycle, but most of all it reflects professional courtesy during the job search.

It can be quite time-consuming to correspond personally with everyone you
encounter during a job hunt, but each person has the potential to play a role in your
job-hunting network. While generally not required, correspondence through formal

letters, memos, or email also provides an opportunity to remind the company and
the people you have contacted of your interest.
Cover letters
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More than a mere formality, a cover letter can spark interest in your special
skills and give extra information. Cover letters help explain anomolies that may
stand out in a resume, such as a move or career change, salary requirements, or
your special link to the company.

Keep the letter to a few brief paragraphs. Avoid generalizations, even when
you send out a mass mailing. Be clear about where you are, what you have to
offer, what you want, and when you want it.

Mention only positive things. For example, instead of stating: “Even though I
only have two years experience in the industry,...” leave out the negative clause
and write: “I doubled my experience in the industry by spending two years in a
highly competitive company”.

Be formal, yet friendly and open. Use statistics, highlighted statements, or
bullets. Because recruiters often skim, make sure vital information can be easily
spotted.

Personalize

Address the cover letter to a specific person if you can. Use the head of
human resources as a contact if you cannot pinpoint the manager for the particular
job you want. If you know someone at the company, or if you have some
recognizable and attractive qualification the recruiter would jump at, put it in the
first sentence.

Vary your approach

There are a number of reasons why you might be contacting an employer
during a job search and it is important to highlight the strengths of each approach
in your cover letter.

- When responding to a job posting, refer to where and when you saw the
advertisement. Tailor your letter to the job as described by showing how your
skills and experience perfectly match its requirements.

- If you send a resume blindly, you have the opportunity to show off your
ambition as a proactive rather than reactive job seeker. This drive could be
something potential employers applaud. Point it out.

- Your best shot at being hired comes from someone referring you to the job
or by using a mutual contact’s name. Include in your job search people your
friends have mentioned, people you have met or heard about at a social gathering,
and professional contacts from your current job. Mention the contact's name in the
first sentence and refer to any previous meetings or conversations.

Say why you fit

Explain what intrigues you about the position and the company. If there are



aspects of the job that would enhance your career, state them.

Use the cover letter to show how and why you are a perfect match. Highlight
a couple of skills from your resume. Get specific. If you are answering an ad,
respond directly to the points raised in the job description.

Keep an eye on the industry and the companies you are looking at to spot
trends or developments. Mention a company’s recent media exposure or
incorporate relevant industry news into your cover letter. Be creati-ve.

Start the communication ball rolling

Sometimes a cover letter is just a heads-up that you will be calling. Add a
paragraph at the end saying when you plan to follow up and how you can be
contacted

Say thank you

Thank-you letters remind employers of your presence in the applicant pool. If
eloquently written, they might help tip the balance in your favor. They cannot hurt,
even if the company has already settled on you. They restate your interest in the
position, give thoughts in response to the interview, and reaffirm the next step. The
thank-you can be handwritten, typed, or emailed, but should be brief.

Respond to rejection

You are not expected to respond to a rejection tetter. But if you get one, the
company clearly values formality and a response would show your
professionalism. The letter should be brief, leaving open mention of the future.

Decline with finesse

If you have more than one offer, or you feel that a position does not meet
your satisfaction, send a letter politely declining the job. You may need or want to
communicate with this employer in the future and you will want to maintain good
relations. In a couple of short paragraphs, thank the recruiter for his/her time and
be vaguely positive about future contact.

Formally accept

Beyond the obvious statement of thanks for having been offered a position,
the acceptance letter formalizes your agreement to the terms of the job as
described in the offer letter. It can be a good legal move as well as a polite one.
After the statement of thanks, briefly restate your duties, salary, and benefits
package as you understand them.

2. Make 5 questions to the text and answer them.

3. Translate into English.
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1. He3anexxno Bij 3MICTy, CTUJIB JIOBOTO JIMCTA MOBUHEH MAaTH J100-
PO3UWINBHI, TAPTHEPCHKUI XapakTep. 2. Y HbOMY MOEAHYIOTh TPUPOAHI €TUYHI
HOPMH JIFOJCHKHUX BIJHOCHH Ta IHTEPECU CIPABH, HE IIJKPECIIOIOTh 3HAYYILIICTh
BJIACHOI'O CIY>KOOBOTO CTAHOBHILA. 3. Y CIO KOPECIOH/ICHIIII0 MOKHA MOJIJIUTH Ha
dbopmanbny Ta HedopmanbHy. 4. DopMalibHI JUCTU — MIATOTOBJIEHI BiJl 1MEHI
nignpueMctBa, ¢GipMu  iHINE ¢GipMi Ta MawoTh odimidHUNA Xapakrtep. 3.
Hedopmanbai nuctu — ckiagaroTbes micis odimiiHOro 3HaHOMCTBa, MICIIS
BCTAHOBJICHHS TAPTHEPCHKUX BIAHOCUH MDK TMpaIiBHUKAMU OJHOTO PIBHS
(HampuKIam, MEHEHKepoM 31 30yTy OnHi€l (GipMH aHAJIOTIYHOMY MEHEKEpPY
1HIIOT (pipMHU) 3 MPOIO3UIIEI0 PO OCOOUCTY 3yCTpid AJisi OOTOBOPEHHS AITOBHX
MUTaHb, 0OMiHY iH(pOpMAITI€IO.

Task 6

1. Read, translate (into Ukrainian) and retell (in English) the text.
BUSINESS APPOINTMENTS

From time to time we all need to cancel or postpone an appointment due to
unforeseen circumstances and, for the most part, we can do this verbally over the
phone or in person.

There are, however, occasions where it’s necessary to confirm this in writing.
Sometimes it is mandatory and other times we may simply do this as a courtesy

gesture or to provide ourselves with written confirmation as back-up that we have
cancelled or postponed an appointment in case there might be legal ramifications
and/or charges attached if a company, for example, decides to take action against
us for failing to notify them.

More often than not, charges or legal action associated with cancellations
tend to be with regard to purchase agreements we have entered into and not
appointments we have failed to keep. However, as a precautionary measure, it
makes sense to send a written notification in these instances too in order to avoid
any confusion. For example, you may cancel a dental appointment over the phone
but, for whatever reason, it might not have been entered onto the system correctly
and you might find yourself receiving a letter down the track in which your dentist
1s charging you a fee for your apparent ‘failure’ to keep the appointment.

On the other hand, letters of this kind are often sent as a courtesy and to allow
others to amend their diaries and also to, perhaps, make the most of their busy
schedule. This will often be associated with business where a meeting might be
arranged but where one of the parties involved have to cancel or postpone for some
reason.



A letter informing somebody of your need to cancel or postpone an
appointment can be quite brief. You should firstly apologise that you cannot
honour the appointment and state the date and time that it was due to take place.
It’s also courteous to state the reason why you have had to postpone or cancel. If
it’s a postponement, you should give the recipient a date and time you can re-
arrange it for, or, alternatively, it is often better to ask them to get back to you with
an alternative date and time.

L Make 5 questions to the text and answer them.

2. Translate into English.
1. Byap-sixa 3ycTpid, a TUM OIbIIE iJI0Ba, BiAOYBA€ETHCS 3 IEBHOTO METOIO.

2. KpurepisiMu OLIIHKH Pe3yJIbTATIB B3a€MOJI1 OKPIM JOCATHEHHS 0aXKaHOI METH €
(dakTopu, MO BiIOOPAXKAIOTh PECYpCHI BUTPATH YYACHUKIB; 4Yac, CTYHiHb
HAIPY>KEHOCT1 1 XapakTep BiIHOCMH MK HuMU. 3. o6 edexTuBHO mpoBecTH
JUJIOBY 3YCTpiY, 0 HEi HEOOX1THO CepHO3HO MIATOTYBAaTHUCH 1 MPOIyMaTH BCE O
npioHu1b. 4. Ilpo nUIOBY 3ycTpiu NPUUHATO JIOMOBJISATHUCS 3a37alerijib, MpPH
IbOMY Yac M JOMOBIICHICTIO 1 BJIACHE 3yCTPIUYIO 3aJCKHUTh BiJi KOHKPETHHX
o0OcTaBHH Ta ii mporpamu.

5. VY Mexax 0HOTO PEerioHy HaWIOUIIbHIIIE JTOMOBISATUCS 3a 2-3 JIIi.

6. 3amaHoBaHa 3a JECATOK JHIB JIlJIoBa 3ycTpid 4acto OyBae
IiArOTOBJIEHA TipIle JUIIE Yepe3 NCUX0JIO0riyHl npuyuHu. 7. CroyaTrky Haue € yac
JUIS pO3B’SI3aHHS OpraHi3alllfHUX MUTaHb y HACTYMHI JHI, a TOTIM, 3 OIJIsIy Ha
MOJKJIMBI1 Herepe0aueHi 00CTaBUHU, 4acy MOKE MPOCTO HE 3aJTUIIUTHUCH.

8. Oco06nuBOi  peTenbHOCTI MOTpedye  opradizamis  3ycTpidi 3
1HO3EMIISIMH.
9. Jlo Takoi 3ycTpiui moTpiOHO, Oe3mepedHo, TOTYBATHCS 3aBYaCHO,

nepen0ayMBIIM BCl €JIEMEHTH MpOorpaMu ix mepeOyBaHHsS: MOPSIOK 3yCTpiul;
NEPCOHAJILHUN CKJIaJ] YYaCHUKIB; YYacTh MPEJICTABHUKIB MTPECU; BPYUEHHS KBITIB;
BITAJIbHI TMPOMOBH; PO3MIIICHHS Yy TOTENl; JIJI0Ba YacTHHA; BIiJBIAYBaHHS
KyJbTypHUX 00’ €KTiB; TOI3IKK KpaiHoto; HeodimiitHl npuitomu; npoBoau. 10. ITpo
OpraHi3alliio JUIOBOI 3yCTpiui MOXKHA JOMOBIISITUCS 33 JOTIOMOTOI0 €JIEeKTPOHHOI
nomty, o Qakcy uu, Haumpocrime,— 1o Tenedony. 11. Ilepen tum, sk B3ATH B
pyku TenedoHHY TPYyOKy, MPOMOHYETHCS HAKPECIUTH BCl BXKJIMBI OpraHi3alliifHi
MOMEHTHU 3ycTpidi. 12. OCKUNbKH, SKIIO0 MIOCh 3a0yTH, BUXOIWTH MOBTOPHO Ha
3B’s130K Oyne He 30BciM 3py4HO. 13. [IpoTokosioM nependayaroThCsi Taki OCHOBHI
MOMEHTH JOMOBJICHOCTI: MPEIMET AIJIOBOI 3YCTpiui; MICIIE MPOBEJACHHS; YacOBI
MEXI.
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Task 7

1. Read, translate (into Ukrainian) and retell (in English) the text.
MEETINGS

(from Wikipedia, the free encyclopedia)

Meetings are sometimes held around conference tables.

In a meeting, two or more people come together for the purpose of discussing

a (usually) predetermined topic such as business or community event planning,
often in a formal setting.

In addition to coming together physically (in real life, face to face),
communication lines and equipment can also be set up to have a discussion

between people at different locations, e. g. a conference call or an e- meeting.

In organizations, meetings are an important vehicle for human
communication. They are so common and pervasive in organizations, however,
that many take them for granted and forget that, unless properly planned and
executed, meetings can be a terrible waste of precious resources.

Because of their importance, a career in professional meeting planning has
emerged in recent years. In addition, the field of Meeting Facilitation has
formalized with an internationally-recognized “Certified Professional Facilitator”
designation through the International Association of Facilitators (IAF)

Meetings are often held in conference rooms

Meetings fall into ten categories:

1) Status Meetings, generally Leader-led, which are about reporting by
one-way communication.

2) Work Meetings, which produce a product or intangible result such as
a decision.

3) Staff meeting — typically a meeting between a manager and those
that report to the manager (possibly indirectly).

4) Team meeting — a meeting among colleagues working on various
aspects of a team project.

5) Ad-hoc meeting — a meeting called together for a special purpose.

6) Management meeting — a meeting among managers.

7) Board meeting — a meeting of the Board of directors of an
organization.

8) One to one meeting — a meeting between two individuals.

9) Off-site meeting — also called “offsite retreat” or “retreat” and

known as an Awayday meeting in the UK.
10) Kick-off Meeting— is the first meeting with the project team and



the client of the project to discuss the role of each team member.
Meeting styles
stand-up meeting
breakfast meeting
. off-site meeting
Meeting frequency options
Since a meeting can be held once or often, the meeting organizer has to
determine the repetition and frequency of occurrence of the meeting. Options
generally include the following:

« A one-time meeting is the most common meeting type and covers events
that are self-contained. While they may repeat often, the individual meeting is the
entirety of the event. This can include a 2006 conference. The 2007 version of the
conference is a standalone meeting event.

- A recurring meeting is a meeting that recurs periodically, such as an every
Monday staff meeting from 9:00AM to 9:30 AM. The meeting organizer wants the
participants to be at the meeting on a constant and repetitive basis. A recurring
meeting can be ongoing, such as a weekly team meeting, or have an end date, such
as a 5 week training meeting, held every Friday afternoon.

- A series meeting is like a recurring meeting, but the details differ from
meeting to meeting. One example of a series meeting is a monthly “lunch and
learn’’ event at a company, church, club or organization. The placeholder is the
same, but the agenda and topics to be covered vary. This is more of a recurring
meeting with the details to be determined.

2 Make 5 questions to the text and answer them.

3. Translate into English.

1. Tlepmmii KpOK A0 yCHIXy ALIOBOI 3yCTpiul — 1€ NMPaBUIbHUNA BUOIp Yacy 1
nus TwkHA. 2. Ilpu 3ycTpiui Bid-Ha-Bi4 HEOOX1AHO OpaTH 10 yBaru OOCTaBUHH
JUJIOBOTO JKUTTS mapTHepa 1 oro 6ioputmu. 3. [Ipu Benukii KUTBKOCTI YYaCHUKIB
OaxxaHo OyTH B Kypcl CmpaB ycCiX 1 KOXKHOTO 1 BpaxoOBYBaTd MUIOBI 3BUYKU
naptaepiB. 4. Illo6 3yctpiu BigOynack Ha HaAJIEKHOMY PIiBHI, TCHUXOJOTH
OPOINOHYIOTh BpaxoByBaTH Jeskl (akropu. 5. He mua"yBatu 3ycTpiu
0e31mocepeHbo mepes] 0010M: TOCTIX Ta TyMKH MPO Ky JIUIIE 3aBaXaTUMYTh. 6.
[Tpubauzno 06 11 roguHi opraHi3M BXK€ MOTPeOye MiBapsAKU, TOMY, SKIIO
3yCcTpiu BXKe mepeadadeHa, Oyae 1o0Ope y mpolieci MeperoBopiB 3amporoHyBaTH
napTHepaM Yaiiky KaBu, Iock noictu. 7. Lle migbaagsoputh 06uaBi croponu. 8. He
CJIIJI TUTAaHYBAaTH 3yCTpIy 1 oApasy micis o0ixy, i 6akaHO MPOBOAUTH X04a O uepes
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TOJIMHY, HAJaBIK MapTHEPaAM MOKIIMBICTh 310paTvcCs 3 AyMKaMHU 1 MEPErJIsIHYTH
iHdopmariito, mo Hamidmoia. 9. Y MOHEAUIOK JIoAsAM TOoTpideH wyac, o0
HaJIAITYBaTUCA Ha poOounii put™m micns Buxinuux. 10. Xouya, 3 iHmoro 60Ky, y
NOHE/IJIKA € mepeBara “‘CBIXKOI IOJIOBU, 1 B e JAEHb MOXHA 3yCTpIYaTUCS s
00roBOpPEHHS BaXXJIMBHUX MPOOJIEM, MJIAHYIOUM 3aKIHYUTH 1X 10 KIHLS THxXHA. 11. Y
I’ ITHULIO JIIOAM BXE€ OYIKYIOTh BUXIJHUX, 1€l J€Hb — HE HalKpaluid A
JIOJIATKOBOT'O HAIpy>XyBaHHA AyMoOK. 12. OOGrooproiTe TpHuBaiicTh 3ycTpiui. 13.
Moe cratucs Tak, IO Balll HEMOIEpeIKEHUI MapTHep uepe3 MiBrOAMHU MICis
MOYATKy 3yCTpidl BHOAYHUTHCS 1, TMMOCIABIIMCH HA HEOOXITHICTH BUKOHAHHS CBOIX
HE MEHUI BaXJIMBUX CIIPAaB, 3JIMIIUTH Hac. 14. OOyMOBIIEHOIO yacy MpOBEACHHS
3yCTpivi MPUIHATO JOTPUMYBATHUCH O0OB’SI3KOBO. 15. Y BUMAKy, SKIIO Yy BaIIOrO
napTHepa BUSIBUTHCS UIUIBHUI rpadik poOOTH, OpraHi3yiiTe MpoBEeAECHHS I110BOi
3yCTpiul TAKUM YMHOM, 11100 OyB Yac He JIMIe JIJIsi BUKJIQJICHHSI Balllol MO3UIIIT, a i
JUISI MOKJIMBHX BIIIIOBIJIEN Ha 3alIMTaHHS 1 HEOOXIIHUX MOSICHEHD, HE MOTJISIal04n
Ha TOJUHHUK. 16. JJOMOBUBIINCH PO Yac MPOBEICHHS 3yCTpidl, OYJIbT€ TOUHUM.
17. 3ami3HEeHHST BBAXKAETHCA 3HEBArOl0 JO0 TMpUMao4doi 0codbu 1 MOXKe
NO3HAYUTUCh HA XOJ1 meperoBopiB. 18. ¥V Bumaaky NPHUIYCTUMOI 3aTPUMKHU
HamMaraiTechb 3HalWTH MOXJIMBICTh, HEXail HaBITh 3a KOPOTKHH 4ac, MONEPEIUTH
napTHepa 1 BIANOBiAHO BuOauutuch. 19. Ilpuilmatouuii Mae MopaibHE MpaBo,
[OYEKAaBUIM TOCTSl HaJeXHY YBEPTb TOJMHM, 3alHATHCS CBOIMHM CIIpaBaMu,
NEepeIOPYUYUBIIN TIEPErOBOPU CBOIM 3acTylHHUKaMm, ab0 B3araiali B 1€l JIeHb
BIJIMOBUTHCH BiJI 3yCTpivi

Task 8

/. Read, translate (into Ukrainian) and retell (in English) the text.
FINANCE

Finance studies and addresses the ways in which individuals, businesses, and

organizations raise, allocate, and use monetary resources over time, taking into
account the risks entailed in their projects. The term finance may thus incorporate
any of the following:

. The study of money and other assets;

. The management and control of those assets;

. Profiling and managing project risks;

The science of managing money;

. As a verb, “to finance” is to provide funds for business or for an
individual’s large purchases (car, home, etc.).

The activity of finance is the application of a set of techniques that



individuals and organizations (entities) use to manage their money, particularly the
differences between income and expenditure and the risks of their investments.

An income that exceeds its expenditure can lend or invest the excess income.
On the other hand, an entity whose income is less than its expenditure can raise
capital by borrowing or selling equity claims, decreasing its expenses, or
increasing its income. The lender can find a borrower, a financial intermediary,
such as a bank or buy notes or bonds in the bond market. The lender receives
interest, the borrower pays a higher interest than the lender receives, and the
financial intermediary pockets the difference.

A bank aggregates the activities of many borrowers and lenders. A bank
accepts deposits from lenders, on which it pays the interest. The bank then lends
these deposits to borrowers. Banks allow borrowers and lenders, of different sizes,
to coordinate their activity. Banks are thus compensators of money flows in space.

A specific example of corporate finance is the sale of stock by a company to
institutional investors like investment banks, who in turn generally sell it to the
public. The stock gives whoever owns it part ownership in that company. If you
buy one share of XYZ Inc, and they have 100 shares outstanding (held by
investors), you are 1/100 owner of that company. Of course, in return for the stock,
the company receives cash, which it uses to expand its business in a process called
“equity financing”. Equity financing mixed with the sale of bonds (or any other
debt financing) is called the company’s capital structure.

Finance is used by individuals (personal finance), by governments (public
finance), by businesses (corporate finance), etc., as well as by a wide variety of
organizations including schools and non-profit organizations. In general, the goals
of each of the above activities are achieved through the use of appropriate financial
instruments, with consideration to their institutional setting.

Finance is one of the most important aspects of business management.
Without proper financial planning a new enterprise is unlikely to be successful.
Managing money (a liquid asset) is essential to ensure a secure future, both for the
individual and an organization.

2 Make 5 questions to the text and answer them.

3. Translate into English.
1. IlpoBigHOIO JaHKOIO (PIHAHCOBOI CHUCTEMH JepKaBU € (HIHAHCH TiJ-

OPUEMCTB yCiX ()OPM BIACHOCTI, SIKI Yepe3 CUCTEMY IMOJATKIB MEPEPaxoBYIOTHCA
10 OropKeTiB ycix piBHIB. 2. Ilpu BuBYeHHI (iHAHCIB MIANPUEMCTB HEOOX1THO
BpaxoByBaTU pi3HI (opMHM BIACHOCTI: Jep)KaBHY, akKIIOHEPHY, OPEHIHY 1
npuBaTHy. 3. DiHAHCOBI pecypcu MIANPUEMCTBA — II€ MOTO T'POIIOBI 3ac00H, 110
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nepeOyBaroTh y HOTO MOCTIHHOMY a00 YacTKOBOMY BOJIOIHHI IS 3a0e3NeUCHHS
yMOB Oe3mnepeOiiiHOl MisUTbHOCTI, @ TaKOX JOCTATHIX JOXOMIIB 1 HaKOMUYCHB. 4.
Jlxepenom (iHAHCOBUX PECYpCiB € CTBOPIOBAHUM MIANPUEMCTBAMHU YHUCTHH
OPOAYKT Yy TPOLIOBOMY BHpaxeHHi. 5. dDiHAHCOBA CAMOCTIHHICTH MIAIPHUEMCTB
notpedye akKTUBHOI (p1HAHCOBO-TOCIOJIAPCHKOI JISIIBHOCTI, sKa 3a0e3neuvyBana O
MO>KJIMBICTh HE JIMIIE MOKPUBATH BUPOOHUY1 BUTPATH, &  CTBOPIOBATU MTPUOYTOK.

Task 9

1. Read, translate (into Ukrainian) and retell (in English) the text.
BANKING

A bank is a commercial or state institution that provides financial services,

including issuing money in various forms, receiving deposits of money, lending
money and processing transactions and the creating of credit. A commercial bank
accepts deposits from customers and in turn makes loans, even in excess of the
deposits; a process known as fractional- reserve banking. Some banks (called
Banks of issue) issue banknotes as legal tender. Many banks offer ancillary
financial services to make additional profit; for example, most banks also rent safe
deposit boxes in their branches.

Currently in most jurisdictions commercial banks are regulated and require
permission to operate. Operational authority is granted by bank regulatory
authorities which provides rights to conduct the most fundamental banking
services such as accepting deposits and making loans. A commercial bank is
usually defined as an institution that both accepts deposits and makes loans; there
are also financial institutions that provide selected banking services without
meeting the legal definition of a bank.

Banks have influenced economies and politics for centuries. I listorically, the
primary purpose of a bank was to provide loans to trading companies. Banks
provided funds to allow businesses to purchase inventory, and collected those
funds back with interest when the goods were sold. For centuries, the banking
industry only dealt with businesses, not consumers. Commercial lending today is a
very intense activity, with banks carefully analysing the financial condition of their
business clients to determine the level of risk in each loan transaction. Banking
services have expanded to include services directed at individuals, and risk in these
much smaller transactions are pooled.

A bank generates a profit from the differential between the level of interest it
pays for deposits and other sources of funds, and the level of interest it charges in
its lending activities. This difference is referred to as the spread between the cost



of funds and the loan interest rate. Historically, profitability from lending activities
has been cyclic and dependent on the needs and strengths of loan customers. In
recent history, investors have demanded a more stable revenue stream and banks
have therefore placed more emphasis on transaction fees, primarily loan fees but
also including service charges on array of deposit activities and ancillary services
(international banking, foreign exchange, insurance, investments, wire transfers,
etc.). However, lending activities still provide the bulk of a commercial bank’s
income.

The name bank derives from the Italian word banco “desk/bench”, used
during the Renaissance by Florentines bankers, who used to make their
transactions above a desk covered by a green tablecloth. However, there are traces
of banking activity even in ancient times.

2. Make 5 questions to the text and answer them.
3. Translate into English.
L Ak Oynp-sike MIANPUEMCTBO, OAHK € CAaMOCTIHHO TOCIOJAPIOIYUM

cy0’ekTOM, Mae TpaBa HOPUAUYHOI O0COOM, BHpOOISE Ta peamizye IPOaYKT,
BUKOHY€E MOCIYTH, /i€ HA IPUHIMIAX TOCIpO3paxyHKy. 2. BiH BHpIllye MUTaHHA,
OB’ 513aH1 13 3aJJOBOJICHHAM CYCHUIBHUX MOTPEO y CBOEMY IPOIYKTI Ta MOCIYrax 1
peani3ali€l0 Ha OCHOBI OTPUMAHOTO MPUOYTKY COIaIbHUX Ta EKOHOMIYHUX
IHTEpECIB K YIEHIB MOro KOJEKTUBY, TaK 1 IHTEPECIB BIACHUKA MaiiHa OaHKy. 3.
bank Moxe 371HiCHIOBaTH Oy/b-sIKI BUIU TOCIOAAPCHKOI JISJIBHOCTI, SKIIO BOHH
HE CcyllepeuaTh 3aKOHAM KpaiHM Ta BMIUIMBAIOTH 13 CcTaTyTy OaHky. 4. banku
“KymyroTh” pecypcH, “NponarTh’, (QYHKIIOHYIOTh y cdepl Mepepo3noiiy,
CHpUsilOTh OOMiIHY ToBapamu. 5. baHk — 11e 1 KpeauTop, 1 MO3WYaIbHUK, 1
MOCEPEIHUK MK IOPUANYHUMH 1 PI3UIHIMH 0C00aMH, 1 TOCEPEIHUK Y TPOIIOBUX
pO3paxyHKax, y IUX SKOCTSAX BiH pO3KPUBAE CBOIO CYTh.

Task 10

1. Read, translate into Ukrainian) and retell (in English) the text.

NEGOTIATIONS

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

dispute resolution.
Negotiation involves three basic elements: process, behaviour and substance.
The process refers to how the parties negotiate: the context of the negotiations, the
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parties to the negotiations, the tactics used by the parties, and the sequence and
stages in which all of these play out. Behaviours to the relationships among these
parties, the communication between them and the styles they adopt. The substance
refers to what the parties negotiate over: the agenda, the issues (positions and —
more helpfully — interests), the options, and the agreement(s) reached at the end.

Skilled negotiators may use a variety of tactics ranging from a straight
forward presentation of demands or setting of preconditions to more deceptive
approaches such as cherry picking. Intimidation and salami tactics may also play a
part in swaying the outcome of negotiations.

Negotiation occurs in business, non-profit, organizations, government
branches, legal proceedings, among nations and in personal situations such as
marriage, divorce and parenting. See also negotiation theory.

2. Make 5 questions to the text and answer them.

3. Translate into English.

1. IleperoBopu NOBUHHI NPUBECTU 1O TAKOi YroAu, ska O MaKCHUMaJIbHO
3aJI0BOJIbHSIA  IHTEpPECH  KOXKHOI ~ CTOPOHH,  CIIPaBEAJIMBO  pEryJoBaa
cynepedHocTi, Oyja JOBroCTPOKOBOIO 1 OpaTa J0 yBara iHTEpPECH CyCIHUIbCTBA. 2.
[leperoBopu mawTh OyTu edekTuBHi, O€3 BTpaT, SAKHUMH, SK MPABHUIO,
CYNpPOBOKYIOTbCSI YIOJIM, TOB’si3aHl 13 MPAarHEHHSM HE IOCTYIATUCA CBOIMHU
no3uigsMu. 3. CTOCYHKM MIXK CTOpPOHAMU TIOBMHHI MOKpAIIMTHCS YH,
HmloHaliMeHIle, He 3incyBartvcs. 4. ABTOpaMHM NPUHLUIIOBOTO MiAXOAY [0
IPOBEJCHHS IEPETrOBOPIB € aMEpPUKAHCHKI cremianicTd lapBapJAChKOi IIKOJIU
npaBa P. ®imep 1 V. IO0pi, ski Bukianu ioro B cBoiki kHmM31 “Ilmax mo 3rogu i
neperopopu 6e3 mopasku”. 5. [1iIroToBka 0 MeperoBopiB BKIIOYAE JBA OCHOBHI
HampsiMd  poOOTH: BHUPILIEHHS OpraHi3alliiHUX MHUTaHb 1 BIANPALFOBAHHS
OCHOBHOT'O MPOIIECY MEPErOBOPIB.
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