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IlepeamoBa

MetoauuHi BKa3iBKM TiepeadadeHl JJisi BUBYEHHS aHTUIMCBKOI MOBH (3a
npodeciiiHuM crpsiMyBaHHsIM) cTyAeHTamu cremiaidbHocTi 071  «OO6mik 1
OMOJATKyBaHHs» JEHHOI1 ()OpMU HaBUAHHSI.

MeroanuHi BKa3iBKU CKJIAJEHO 3T1JHO 3 BUMOTaMHU HaBYAJIbHOI IPOrpamMHu 3
1HO3eMHOI MOBH (32 mpodeciiHUM CIPSMYBAHHSIM) JJIs MiATOTOBKHA MOJIOIINX
CHelialicTiB 3a Tranmy33to 3HaHb 07 «YmpaBimiHHA Ta aaMIHICTPYBaHHS» 1
OXOILUTIOIOTh OCHOBHMI JICKCHYHMI Marepiall Ta HOpPMAaTHUBHY TpaMaTUKY
aHTIIIHCHKOT MOBH.

[{inp BUBYEHHA aHTIINACHKOI MOBH (32 TpodeciiHUM CHpSIMyBaHHSIM) Y
KOJIC/DKI TIOJISITA€ 'y TMPAKTUYHOMY OBOJIOAIHHI MOBOIO, HAaBHUKAaMW YWTAHHS 1
MepeKIaay JITepaTypu MOMIPHOI CKJIAIHOCTI 31 CHEIIadbHOCTI 1 HABUKAMH YCHOT
MOBH 13 aKTyaJIbHUX (PaXOBHUX TEM IepeadadyeHUuX MPorpaMoro, 1 OXOIUIFOE OCHOBHI
npoOJieMH €KOHOMIKHM: BUAM IMANPUEMHHUIITBA, OyXTraaTepChKHl OOJIK, OCHOBHI
NPUHIIMIN BEJCHHS OYyXTralITepCchKOro oO0JiKy, mpodecito Oyxrairepa, OaHKH,
OIITOBY Ta PO3JIpiOHY TOPTIBIIIO, IIHOYTBOPEHHS 1 T. .

Mera MeTOAMYHUX BKa3iBOK — PO3BUTOK HABUYOK PO3YMIHHS M aHaIi3y
OpUTIHAIBHUX TEKCTIB 3 OCHOBHUX IIpoOjeM Oi3HeCcy, HarpoMaIKeHHs
CIIOBHUKOBOTO 3aracy, yJOCKOHAJICHHS HAaBUYOK PO3MOBHOI MOBH, YMIiHHSI BECTH
Oeciny, Opath ydacTh y JUCKYCISIX aHIJIIHCHKOIO MOBOIO, JOpMYBaTH COIlIAJIBHO-
KOMYHIKaTHBHY MO3HIIII0 (haxiBIsl B CBOIM ramysi.

MeTtoanuHi BKa3iBKH CKJIAAOTHCS 13 16 TEKCTiB-TeM, SIKI MICTATh OKpPEMY
€KOHOMIYHY Mpo0JieMy — TEMY, 1 BKIIOYAIOTh OPUTIHAIbHI TEKCTH 13 3apyOIKHOT
€KOHOMIYHOI JiTeparypu. Jlo TEKCTIB NPOMOHYIOTHCS MICIASATEKCTOBI BIPaBH Ta
3aBlaHHS Ha BIAMPAIIOBAHHS MOBJICHHEBUX HABHUYOK 1 BMiHb BUKOPHCTAHHSA
JIEKCUYHOT0 Martepiaiy, 10 BUBYaeThes. [100ynoBa cucteMu 3aBiaHb 10 KOXKHOTO
TEKCTY BU3HAYAETHCS METOAMYHHUM IPU3HAUYCHHAM LUX TeKCTiB. [Ipu po3polir
CUCTEMHU 3aBJaHb 1 BIPaB BUKOPUCTOBYBAIWUCH €JIEMEHTH (DYHKIIIOHAIBHO-
KOMYHIKaTUBHOTO HaBYaHHS B 1HO3€MHIM MOBI, MPU SIKii SIBUIIE MOBH (JIEKCHKA 1
rpaMaTHhKa) pO3TIISAAI0THCSA HE TUIBKH K CHCTeMa MPaBMII 1 0COOJIMBOCTEH, aje il 1
K CUCTeMa KOMYHIKaTUBHHUX (DYHKIIIi.

[Ilo6 yHMKHYTH TMEpeoOTSHKEHOCTI KOXHOIO — PO3JAUTy, TpaMaTHYHUN
Martepian MOJA€ThCAd B KIHI[I METOJAMYHMX BKa31BOK Yy BHIJISAI BIpaB, B SIKUX
3HAMIIJIM CBOE B1JIOOpa)KEHHSA BCl IpaMaTH4YHI SIBUINA AHIJIMCHKOI IPAMATHKHU.
BripaBu 10mMOMOXKYTh CHCTEMaTU3yBaTH 3HAHHS 1 OBOJIOAITH OCHOBaMH TpaMaTHKU
Ha OCHOBI HECKJAJHOI NMpodeciiHOl JIeKCHKU. BrnpaBu po3MIIEHO y HOPSIKY
YCKJIAaIHEHHSI — BIA MPOCTOrO [0 CKIAAHOTO — 1 OakaHO JOTPUMYBATHCH
IMOCJIIIOBHOTO TX BUKOHAHHS.

B kiHIll METOMMYHKMX BKa31BOK IOJIAE€THCS TJIOCAPIH €KOHOMIYHHUX TEPMIHIB
JUTSI TIOJIETTIICHHS 1X PO3YMIHHS 1 1X 3HAYCHb.

MeToauuHi  BKa3iBKM MOXYTh OYTH BHUKOPHCTaHI CTYIEHTaMH Ta
Bukiagadamu [ — II, III — IV piBHIB akpeauTaliii, BUKJIaJjadaMi 1HO3EMHOI MOBH,
abirypientamu BH3, yuHsamu crienianizoBaHUX IMIKUT 13 MOTJIMOJIEHUM BUBYEHHSIM
aHrIChKOT MOBH, CIIyXauyaMH KypcCiB 1IHO3EMHHUX MOB.



Lesson 1
A SOLE PROPRIETORSHIP
Text

A business may be privately owned in three different forms. These forms
are the sole proprietorship, the partnership and the corporation. The sole
proprietorship is the most common in many western countries. For example,
more than 80 per cent of all businesses in the United States are sole
proprietorships.

But it is evident that sole proprietorships do not do the greatest volume of
business. They account for only 16 per cent of all business receipts, for
example, in America. What kind of business is likely to be a sole
proprietorship? First of all, service industries such as laundromats, beauty shops,
different repair shops, restaurants.

The main advantage of a sole proprietorship is that it is the easiest form of
business to start and run. There is almost no red-tape involved. Most
proprietorships are able to open for business as soon as they set up operations. In
the event that the owner wants to dissolve the business, a sole proprietorship is
as easily dissolved as it is formed.

The major disadvantage of a sole proprietorship is the unlimited liability
that each proprietor faces. Since the business and the owner are legally the same,
the sole proprietor is liable for all financial losses or debts that the business may
incur. If a business fails, the owner must personally assume the debts. This could
mean the loss of personal property such as automobiles, homes and savings.

The second disadvantage is that it has limited financial resources. The
money that a proprietor can raise is limited by the amount of savings and ability
to borrow. Another serious problem faced by the sole proprietorship is the lack
of continuity of the business. When the owner dies, the business also legally
terminates.

ACTIVE VOCABULARY

Business — cripaBa, mianpueMcTBo,

to own — BooaITH,

sole proprietorship — mpuBaTHa BacHICTB,

partnership — maptaepcTBoO,

corporation — xopropartis,

volume — 06’eM, KIJIBKICTB,

receipt — rpoIIoBi HAXOHKCHHS,

service industry — chepa oO6ciyroByBaHHs,

to account for — 3BiTyBaTHCH,

repair shop — maiictepHs,

red-tape — 6ropokparusm,

to dissolve the business — mpunuHUTH AISUTBHICTD MIANMPUEMCTRA,
to be liable for — 0yTu BiamoBiganbHUM 3a,

to assume the debts — nmpuiimaru/6paru Ha cebe Gopru,
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savings — 3aomaaKeHHs.
COMPREHENSION QUESTIONS

1. What are three different ways that a business can be privately owned?

2. What forms do most European countries have?

3. What forms do the businesses in Ukraine have?

4. Name some businesses that are likely to be sole proprietorships.
Why do you think so?

5. Name some business that are not likely to be sole proprietorships.
Why do you think so?

6. What is the main advantage of a sole proprietorship?

7. What are the major disadvantages of a sole proprietorship?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. Small ... are very often service industries. 1. receipts

2. The ... industries don't produce material 2. business goods.
3. More than 80 per cent of all business 3. service

... are not from sole proprietorships. 4. account for

4. Less than 20 per cent of European businesses 5. privately

are partnerships or ... . 6. forms
5.Soleproprietorships...only a small part of 7. corporations

all business receipts.
6. Is this bank owned publicly or ... ?
7. There are three ... of business ownership.

DIALOGUE

Hi, Alice. How are you getting on?

Fine, as usual, thanks, Jim. What about you?

I'm OK. It's nice to see you.

You too. I'm glad you are not in a hurry and we have time to talk today.
Sure.

Can you give me a piece of advice?

Well, I'll try if | can.

You know I've been always good at cooking. It interests me. I am thinking
of starting my own business — a cafe.

It might be a good idea.

| guess | must learn about the responsibilities of going into business.
Are you going into this business by yourself?

Exactly. I'd like to have a cafe with my name on it where | make the
decisions and where | control the profits.
You seem to be resolute so I'll try to help you. If you go into business

=
3

>
2

o
3

>
2

=
3

>
2

o
3

>
2

o
3

>
2

o
3

>
2

=
3

6



alone, it is called sole proprietorship. In such case you needn't consult a
lawyer to form the business. You can start or you can stop your business
whenever you like.

Alice It sounds encouraging. What else can you tell me?

Jim  There is no need to consult partners or a board of directors. So you can put
your policies into effect quickly. You decide on your vacation, hours,
salary, hiring and firing.

Alice Well, that's not bad.

Jim  Wait a moment. I believe I have to tell you about the risk involved.

Alice What do you mean?

Jim  First of all, the most important risk is that you have unlimited liability. It

means that you are responsible for all your business debts.

Alice So if the business fails, | have to declare personal bankruptcy, don't 1?

Jim  That's what | mean. You can lose your personal assets.

Alice Well, it's rather disappointing. What other things should | know?

Jim  You won't get tax benefits which partnerships or corporations can get.

Alice | know about it. By the way do you know of a good accountant to do my
taxes.

Jim  Of course. You'll also have to hire a good book-keeper if you can't do your
books yourself.

Alice | can't say anything definite about that. | have to think it over. What else,
Jim?

Jim  Well, I am a bit hungry, why don't we have a snack together and discuss the
things in the cafe.

Alice You are right as usual. Let's go.

ACTIVE VOCABULARY

A piece of advice — nopana,

can you give me a piece of advice — He Moryiu O BU MEHi IOpPaJIUTH,

| am thinking of starting my own business — I aymaro mpo Te, 100 po3noyatu
CBOIO CTIPaBy,

responsibility — BianmoBiganbHICTh,

to make decisions — npuiimMaTtu pirieHHs,

to control the profits — kouTponroBaT NPUOYTOK,

to need a lawyer — maTu motTpedy B rOpucCTi,

it sounds encouraging — 1iec HaaKUXae,

to consult partners - KoHCYJIbTYBaTHCS 3 TAPTHEPAMH,

board of directors — pana nupekTopis,

to put policies into effect quickly — mBuIKO TOCATHYTH XOPOLIUX PE3YIIBTATIB,

to hire — maiimary,

to fire — 3BiIbHATH,

to decide on vacation, hours, salary, hiring and firing — BupilryBaTi mUTaHHS
MOB’sI3aHl 3 BIJMYCTKOIO, TPHUBATICTIO poOOYOro AHS, 3apIuiaToro, HaWMOM 1
3BIJILHEHHSM,



to be responsible for all business debts — Hectu BiamoBiganbHICTH 32 BUPOOHUYI
oopru,

to fail — 3a3naTu HeBpaui,

to declare personal bankruptcy — orosnocuts mpo ocobucre 6aHKPYTCTBO,

personal assets — ocobucTa BIacHICTb,

tax benefits — mizbru 010 CTATHEHHS TTOIATKIB,

to get tax benefits — oxeprkaTi MBI MO0 CTATHEHHS OJATKIB,

an accountant — oyxrasurep,

a book-keeper — 6yxrantep,

to do books — Bectu Oyxranrepchkuii 00TiK.

VOCABULARY EXERCISES

Exercise 1. Transform the sentences according to the model.

Model: I am thinking of starting my own business, open a café.
| am thinking of opening a cafe.

1) start a car-repair shop

2) hire a book-keeper

3) fire an employee

4) consult a board of directors

5) sell my business

6) do my books myself

7) consult a lawyer

8) find a specialist

Exercise 2. Transform the sentences according to the model.
Model: A book-keeper will do the books.
| am going to have a book-keeper do the books.
1. A partner will finance the business.
2. A salesperson will sell the clothes.
3. A decorator will design the interior.
4. A lawyer will do this work.
5. A secretary will mail the letters.
6. A colleague will give me a piece of advice.
7. A book-keeper will prepare the tax report.

Exercise 3. Answer the questions.

1. Are you thinking of starting your own business?

2. What business do you want to start?

3. How do we call the business if you go into it alone?

4. Who is going to make the decisions and control the profits in your business?
5. Do you need a lawyer if you want to start a sole proprietorship?

6. Why don't you have to consult the partners in a sole proprietorship?

7. How many employees are you going to hire for your business? In what cases
will you fire them?



8. What does it mean to have unlimited liability? Are you ready for it?
9. What will you do, if your business fails?

10. What will you do to put policies into effect quickly?

11. What businesses have tax benefits in this country?

12. Can you do your books yourself?

13. Are you going to hire a book-keeper?

Exercise 4. Translate into English.

|. Meni notpiOHa mopaja.

2. 51 caM KOHTPOJTIOI0 MPUOYTOK CBOTO IiAMTPHEMCTBA.

3. SIK110 BM X04YeTe PO3IMOYATH CBiM BIACHUMA O13HEC, 3BEPHITHCS 70 FOPUCTA.
4. JlupexTop BUpIINIyE MUTAHHS 100 HaMY 1 3BUIBHCHHS.

5. 51 60r0Cch MaTH IOBHY IOPUAWYHY BiJMOBIAAIBHICTS.

6. 4 He BiAMOBiAaIO 32 BUPOOHUY1 OOPTH.

7. Mati mianpueMcTBa MarOTh MUIBTH IIOAO CTSTHEHHS MOAaTKIB.
8. Xoporuii OyxraiaTep 3MOKe BECTH CIIPaBy Kpallle Hi’K BH.

9. MeHi oTpiOHO HaMHATH OyXTanTepa.

10. Meni noTpiOGHO MPOKOHCYJIBTYBATUCS 3 FOPUCTOM.

Exercise 5. Make up the dialogue.
You are going to start your own business. Ask a lawyer or an experienced person
how to do it.

GRAMMAR EXERCISES

Exercise 1. Make the sentences negative.

1. | want to start my own business.

2. You need a lawyer in this case.

3. Sole proprietorship brings much profit.

4. Sole proprietorship gets tax benefits from the government.

Exercise 2. Put up four questions of different types (general, special,
disjunctive, alternative) to each sentence.
Model: The partners are responsible for business debts.
1) Are the partners responsible for business debts?
2) Why are the partners responsible for business debts?
3) Are the partners responsible for the business debts or fulfillment
of the arrangement?
4) The partners are responsible for business debts, aren’t they?
. I want to go into business with my friend.
. You can lose personal assets.
. Itis difficult to get tax benefits from the state.
. 1 do my books myself.
. We both have unlimited liability.
. The board of directors decides on vacation, salary, hiring and firing.
. The partners want to consult the hoard of directors.

~No ok~ W NP
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Lesson 2
PARTNERSHIPS
Text

A partnership is an association of two or more persons to carry on a business
for profit. When the owners of the partnership have unlimited liability they are
called general partners. If partners have limited liability they are "limited partners".
There may be a silent partner as well — a person who is known to the public as a
member of the firm but without authority in management. The reverse of the silent
partner is the secret partner — a person who takes part in management but who is
not known to the public.

Any business may have the form of the partnership, for example, in such
professional fields as medicine, law, accounting, insurance and stockbrokerage.
Limited partnerships are a common form of ownership in real estate, oil
prospecting, quarrying industries etc.

Partnerships have more advantages than sole proprietorships if one needs a
big capital or diversified management. Like sole proprietorship they are easy to
form and often get tax benefits from the government.

Partnerships have certain disadvantages too. One is unlimited liability. It
means that each partner is responsible for all debts and is legally responsible for
the whole business. Another disadvantage is that partners may disagree with each
other causing management conflicts.

ACTIVE VOCABULARY

Partnership — maptHepcTBO,

to carry on a business — Bectu cripaBy,

profit — mpuoyTOK,

general partner — choiabHWI TApTHEpP (AKWKW  HECe TOBHY FOPUIMYHY
BIJIMOBIAATBHICTB),

limited partner — maptHep 3 0OMEKEHOIO IOPHUIMYHOIO BiAMOBIJAIBHICTIO,

silent partner - maptHep 6e3 npaBa roJjoca,

secret partner — cexkpeTHuii mapTHep (3 MPaBOM r0JIOCY, HEBIIOMUM CYCHIILCTBY K
napTHep),

law — (TyT) ropuctpyaeHiis,

insurance — ctpaxyBaHHS,

stockbrokerage — Gip»xoBe MaKJIEpPCTRBO,

real estate — HepyXOMicCTh,

oil prospecting — Bugo0yTok HadTH,

quarrying industries — BumoOyBHI MPOMHUCIIOBOCTI,

advantage — nepeBara,

disadvantage — memosik,

to be legally responsible — OyTu 1OpUANYHO BiAMOBITATBHHM.
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COMPREHENSION QUESTIONS

1.What is the difference between a general partnership and a limited partnership?
2. Is there any difference between a silent partner and a secret partner? What is this
difference?

3. In what professional fields are the partnerships found?

4. In what businesses is the partnership a common form?

5.What are the advantages of a partnership?

6. What are the disadvantages of a partnership?

7. Would you prefer partnership or sole proprietorship for a business? Give your
reasons.

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in sentence.

1. Partnerships very often receive... from the 1.secret partner
government. 2. unlimited liability
2. Limited partnership is a common form of 3. real estate
ownership in ... . 4. general partners
3. Partnerships have many ..., one is that they 5. advantage

receive tax benefits from the government. 6. profit

4. ... are the partners with unlimited liability. 7. capital

5. ... has the authority in management but he 8. tax benefits

IS not known to public. 9. management

6. Secret partner takes partin ... .

7. General partners have ... .

8. One advantage of a partnership is that it

offers a multiple source of ...

9. A partnership can bring much ... to the partners.

DIALOGUE
(Two friends Susan and Maurice are having supper in a restaurant)

Maurice Haven't seen you for a long time. What have you been busy with?
Susan  I've been pretty busy. Do you know my friend Nora? | went into business
with her.
Maurice Really? How is it going on?
Susan  Fine, thanks. We get along very well, and the shop is attracting more and
more customers.
Maurice It sounds well. How many partners are there in your business?
Susan  There are two of us and | am very pleased about it. I've made a right
choice Nora's background is in accounting. She is very good at
keeping the books.
Maurice And you?

11



Susan  You know I always liked talking. | guess | am rather good with
customers. | enjoy selling things.

Maurice Well, it sounds interesting. | believe you don't run a risk in your
business.

Susan  We haven't had many problems, although | suppose any business
can be risky. As partners we are both liable.

Maurice Did you both put the same amount of money into your business? Do
you mind my asking?

Susan No, we didn't invest the same amount of capital. But | think
we’ve combined our resources very well. I think it's good for both
of us.

Maurice It seems really so. That is one advantage of general partnership. You
can invest less capital than your partner — even no money at all.

But you as a partner can contribute important services or skills,
sometimes just a name or a reputation.

Susan Indeed.

Maurice How did you arrange to distribute profits and losses?

Susan  We share them equally. We hope to be in a business for a long

time.

Maurice Nice for you. Now you seem to know a lot about business.

Susan Not everything yet but the subject becomes quite technical.

Maurice | am glad to hear it. It's time to go now. See you later. Bye.

ACTIVE VOCABULARY

To be busy with — 3aiimatich unM-HEOYIb,

to go into business — 3aiimatucs 6i3HECOM,

to get along well — nagnaTi ofuH 3 oHKM (MaTH XOPOII CTOCYHKH),

to attract customers — mpuBaGIFOBaTH TOKYIIIIIB,

to make a right choice — 3poOuTH npaBuILHUI BHOID,

background — (TyT) pobouwmii 1ocBi,

accounting — OyxrantepcbKuii 00K,

to run a risk — pusukyBatH,

to be liable — Hectn ropuaMUHy BiAMOBITAIBHICTS,

amount of money — cyma (KiJIbKiCTB) TpoIIIeH,

to put an amount of money into business — Bkiactu cymy rpoieii B 0i3Hec,

to combine resources — koMOiHyBaTH pecypcH,

to contribute services, skills — po6uTr BHECOK, CHIPUATH BMIHHIMH 1 HABUYKAMH,
to distribute profits and losses — po3moainaTu npuOyTKH i 30UTKH,

to share — minuru,

the subject becomes quite technical — me crae Bke CHOpaBOO TEXHIKH,
a deal — yrona.

12



VOCABULARY PRACTICE

Exercise 1. Transform the sentences according to the model.
Model: Susan is a woman. She does the books.
Susan is a woman who does the books.
. Partners are people. They have unlimited liability.
. This is my partner. He often runs a risk.
. He is a shop assistant. He gets along with all the customers.
. Susan is a partner. She puts a big amount of money into business.
. Jean is my friend. She has the background of accounting.
. Barbara is my partner. She knows how to attract customers.
. Tom is a partner. He is good at selling.
. Jack is my friend. He is a secret partner of my business.
. Helen is my friend. She had supper with Jack in the restaurant.

OO ~NO OIS, WN -

Exercise 2. Answer the questions.

1. What do you want to be busy with?

2. Do you want to go into business alone or with a partner?

3. With what partner do you get along well?

4. Imagine you run a shop. What will you do to attract customers?

5. Do you need to consult a lawyer to make a right choice when starting the
business.

6. What is your background?

7. Are you a careful person or do you like to run a risk?

8. How can you combine the resources with your partner?

9. What services and skills can you contribute in your business?

10. How will you distribute profits and losses in your partnership?

11. What kind of partner would you like to be: a general partner or a limited
partner? Why so?

Exercise 3. Translate into English.

1.Ynenu npaBiiHHSL MalOTh MTOBHY IOPUANYHY BiAMOBIJAIbHICTD.

2. [TapTHEp 3 0OMEXKEHOIO IOPUANYHOIO BIAMOBIATHHICTIO HE MA€ peaibHOI BIA/IH.
3. CekpeTHuil mapTHep MpHiiMae y4acThb B YMpaBJiHHI, aje BiH HE BiIOMUIA
CYCIUJIbCTBY.

4. 51 Xxo4y BKJIACTH T'pOIL1 B HEPYXOMICTb.

5. [TaptHepcTBO Mae Garato nepenar.

6. [TapTHEpPCTBO YacTO OTPUMYE MIJIBIH MO0 CTSITHEHHS MOJATKIB B ypATY.

7. Mu MaeMo XOpOIIi CTOCYHKH 3 TApTHEPOM.

8. Hame xade mpuBabmtoe Bce OimbIlne 1 OLIbIIE KITIEHTIB.

9. 5 3po6uB nmpaBunsHUM BUOIp. L5 cipaBa mpuHOCUTH Garato MpuOyYTKIB.

10. Miit po6oumii 1OCBi OB’ I3aHUM 3 OYXTanTEPChKUM OOJIIKOMHUT.

11. Bona 1o6pe opieHTY€EThCS B OyXTalTEepPChKii CIIpaBi.

12. Mu BKJ1a1a€EMO B CIIpaBy OJTHAKOBHM KarTiTal.
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Exercise 4. Make up the dialogue.
Consult the lawyer how to form a partnership. Use your active vocabulary.

GRAMMAR EXERCISES

Exercise 1. Make the sentences negative.
Model: | am going into business.
| am not going into business.
1. Your business is receiving the tax benefits.
2. Your partnership is running the great risk.
3. We are getting along quite well with my partner.
4. They are going to be general partners.
5. The partners are sharing profits and losses with each other.
6. Their partnership is losing the profit every month.

Exercise 2. Put up four questions of different types (general, special,
disjunctive, alternative) to each sentence.
Model: The partners are getting along quite well.
1. Are the partners getting along quite well?
2. Why are the partners getting along quite well?
3. The partners are getting along well, aren't they?
4. Are the partners getting along well or badly?
1. Jane is doing the books in our firm.
2. We are putting the same amount of money into business.
3. My brother is investing his money in the private cafe.
4. They are distributing the losses unequally.

Lesson 3
CORPORATIONS
Text

A business corporation is an institution established for the purpose of
making profit. It is operated by individuals. Their shares of ownership are
represented by stock certificates. A person who owns a stock certificate is called a
stockholder.

There are several advantages of the corporate form of ownership. The first is
the ability to attract financial resources. The next advantage is that if the
corporation attracts a large amount of capital it can invest it in plants, equipment
and research. And the third advantage is that a corporation can offer higher salaries
and attract talented managers and specialists. Corporations have great capacity for
growth and expansion.

Corporations face some major disadvantages. It is difficult and expensive to
organize a corporation. The process of obtaining a charter usually requires the
services of a lawyer. Most firms prefer to avoid these expenses by forming
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proprietorships or partnerships. There is also an extra tax on corporate profits. The
government taxes corporate income in addition to the tax paid by shareholders on
their dividends.

The privately owned business corporation is one type of corporation. There
are some other types too. Educational, religious, charitable institutions can also
incorporate. Usually such corporation does not issue stocks and is nonprofit. If
there is a profit it is reinvested in the institution rather than distributed to private
stockholders.

In some western countries, cities, states, federal government and special
agencies can establish governmental corporations. A few examples of these
governmental corporations are state universities, state hospitals and city owned
utilities. Governmental corporations are nonprofit as a rule and usually they do not
issue stock certificates.

ACTIVE VOCABULARY

Corporation — koprmoparis,

to establish —3acHoByBaTH, CTBOprOBaTH,

stock certificate — axuis,

stockholder (shareholder) — akmionep, BIacHUK aKIii,

to attract financial resources — 3amydatu ¢iHaHCOBI pecypcH,

to offer high salaries — npononyBatu Bucoxi 3apo0iTHI IJIaTH,

to attract a large amount of capital — 3anyuatu Benukuii kamita,
educational, religious, charitable institutions — ocsitHi, pemiriiiHi, O61aromiiHi
3akyaau (yCTaHOBH),

to issue stocks — Bunyckartu axiiii,

nonprofit — HenpuOyTKOBHUH,

to reinvest — BkiagaTu 1ie pas.

COMPREHENSION QUESTIONS

1. Who can own a corporation?

2. Is a corporation necessarily larger than a sole proprietorship?

3. What are the advantages of the corporate form of ownership?

4. What can you say about the disadvantages of the corporate form of ownership?
5. Do the corporations issue stocks to a stockholder?

6.What kind of corporations don't issue the stocks usually?

7.What world-known corporations do you know?

8. What types of business usually take the corporate form of ownership?
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VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. What kind of ... is better: buying stocks or 1. charitable

buying real estate? 2. stocks

2. To attract greater financial ... the company 3. resources

issues the stocks. 4. institution

3. A university can be a ... corporation. : 5. investment

4. The partners didn't put the same ... into 6. amount of capital
business. 7. to establish

5. The group of people from different countries 8. nonprofit

are going to ... a corporation.

6. The Red Cross is an international ... organization.
7. 1 want to buy some ... of IBM and General Motors.
8. An educational ... usually reinvests all its money.

DIALOGUE
Secretary Good afternoon.
Steve Good afternoon. I'd like to see Mr. Jackson. We have an arrangement
with him. My name is Mr. Watson.
Secretary  Just a minute, please. I'll let him know you are here.
Steve Thanks.
Secretary  Mr. Jackson is waiting for you. Do you know where his office is?
Steve Oh sure, thank you.
Jackson Hello, Steve, it's so nice to see you. Sit down, please.

Steve Thanks, Mick. How are you getting on?

Jackson Quite all right, thanks. And what about you?

Steve Everything is all right too. In fact | want to talk to you about my
business.

Jackson Oh, I'll be glad to do something for you.

Steve Well, Mick. I need some legal advice. John and I are thinking of

incorporating.

Jackson You are going to expand, aren't you? It seems that your partnership
has been doing very well.

Steve Oh, yes. We have a success. Now some businessmen are interested in
investing with us. So could you explain me what sort of legal
procedure | have to follow to form a corporation?

Jackson At first you have to apply for a corporate charter.

Steve Well?

Jackson Let me get this straight. You want to issue and sell stocks in exchange

for investment capital, don't you?

Steve Exactly.

Jackson After you obtain the charter the stockholders, as owners, hold a
meeting to organize the corporation.

Steve Does that mean we elect our Board of Directors, adopt bylaws and
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choose the company's officers?

Jackson  That's what | mean. Though the officers of the company supervise
daily management, the stockholders always have final authority.
They vote at annual meetings.

Steve Yes, | see it. By the way, does a corporation have limited liability?

Jackson It does. It also has the right to own property, to buy and sell and the
right to sue and be sued.

Steve | see. The corporation acts like a person. It has the right of an
individual.

Jackson You are right.

Steve OK. Why don't we get together for a game of golf one day next
week?

ACTIVE VOCABULARY

Bylaws — ropuauuHi 1MoJI0KeHHS IS 1 IPHEMCTB,

| need some legal advice — meni moTpiOHa OpuIMYHA ITOpaja,

to incorporate — 3’eauyBatucs, 00’ €IHyBaTHCS,

to invest — BkimagaTu rpomii,

to expand — posmmproBaTucs (Ipo BUPOOHUIITBO),

to follow a legal procedure — toTpuMyBaTHCS FOPUIUIHOT TPOIICTYPH,

to apply for a corporate charter — momaBaTyu 3asBy Ha KOPIIOPATUBHUI MMATEHT,
to issue and sell stocks in exchange for investment capital — Bunyckatu Ta
MpoJlaBaTu aKilii B 0OMIH Ha BKJIaJICHUH KamiTa,

to hold a meeting — mpoBoauTH 300pH,

to elect a board of directors — obupatu paay TUpeKTopiB,

to choose the company's officers — oOupatu agMiHICTpaTUBHUX BHUKOHABIIIB
KOMITaHii,

to have a final authority — matu BupimansHe cjI0BO,

to supervise daily management — 31ilicHIOBaTH II0JICHHE KEPIBHHUIITBO,

to vote — rosiocyBaru,

annual meeting — mjopiuni 300pH,

to have limited liability — maTtu oOMexxeHy IOpHIUYHY BiIIIOBINATBHICTS,

to own property — BoJIOJITH BJIACHICTIO,

t0 Sue — mopyuryBaTv CyZ0BY CIIPaBy,

to be sued — mignsraTi cymoBoMy po3rismy.

VOCABULARY EXERCISES

Exercise 1. Transform the sentences according to the model.
Model: We are the company’s officers.

We supervise daily management.

We, as the company’s officers, supervise daily management.
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1. My friends are the stockholders of IBM corporation. They hold annual
meeting.

2. These businessmen are the organizers of this corporation. They issue and
sell stock in exchange for investment capital.

3. A corporation is the owner of the property. It has limited liability.

4. Dick is a manager. He wants to form a corporation.

5. A corporate charter is a certificate of incorporation. A charter is granted by a
state officer.

6. The stockholders are the owners of the corporation. They have final authority in
management of the company.

7.The owners of the corporation are the stockholders. The owners of the
corporation must vote.

Exercise 2. Transform the sentences according to the model.
Model: We organized our corporation a year ago (to invest much money).
We have been investing much money since we organized our
company.
1. They became company officers (to supervise daily management).
2. My friend bought the stocks of the company five years ago (to make money).
3. They received the corporate charter a month ago (to plan a meeting).
4. \We advertised the application last week (wait for reply).
5. He became a member of the Board of Directors (work hard).
6. We elected a new Board of Directors last month (plan change).

Exercise 3. Answer the questions.

1. In what corporation would you invest money?

2. What legal procedure do you have to follow if you want to form a corporation?
3.Who has the final authority and who supervises the daily management of a
corporation?

4. How often do the stockholders choose the company officers?

5. The stockholders have unlimited liability, don't they?

6. In what way can a corporation act?

7.What do you think about the possibilities of forming corporations in this
country?

8.In what spheres of industry is a corporate form of proprietorship the most
beneficial in this country?

Exercise 4. Translate into English.

1. Koprniopaiiist Moe BUMyCKaTH Ta MPOJAaBaTH aKIIi.

2. Kopriopaiiis Moke MponoHyBaTu O1IbII BUCOKY 3apO0ITHY IJIaTy.

3. Kopmopairis mae Oinpine MOXKIMBOCTEH ISl 3aidydeHHS (PIHAHCOBUX
pecypciB, HIXK TApTHEPCTRBO.

4. KoxxeH pik akI[iOHEpU MPOBOASATH 300pH.

5. OcBiTH1, OnaroaiiiHi, pemiridiHi yCTaHOBU MOXYTh OyTH KOpIIOpAIlisIMH.
[Toni6Hi 3aknaau, K TPaBUIIO, HE MPUHOCSATH MPUOYTKIB.

6. L1st kopropartist mpuOyTkoBa. Bona Oyjie po3proBaTUCh.
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7. CiouaTKy BY MOBWHHI MOJIaTH 3asBY Ha KOPIIOPATUBHHUI MATECHT.

8. Ak1ioHepH MarOTh BUpIIIAJIbHE CJIOBO B YIPaBJI1HHI KOPIOPAIlIEIO.

9. AnMiHICTpaTHBHI BUKOHABII KOMITaH11 3/{1CHIOIOTH I10JICHHE KEPIBHUIITRBO.
10. BnacHuku axiiii mpoBOASATH MIOP1YHI 300pH Ta BUOMPAIOTh paay IUPEKTOPIB.
11. Kopmopariist Mae mpaBo MOPYUIyBaTH CYJIOBY CIIPaBy.

Exercise 5. Make up the dialogue.

1. Ask a lawyer how to form a corporation.

2. Discuss with your friend advantages and disadvantages of a corporate form
of proprietorship.

3. Advertise a corporate form of proprietorship.

Exercise 6. Match each term in Column A with definition in Column B.

Column A Column B
1. organization a. A business that is owned by two or more
people.
2. sole proprietorship b. People or groups working for a common

purpose and whose tasks are often divided
into specializations.

3. partnership c. Payments made from the earning of a
corporation to its stockholders.

4. corporation d. Owner of stock in a corporation.

5. charter e. A business organization created under a
government charter.

6. stockholder f. A document issued by a state government
granting a corporation permission to operate.

7. dividends g. Owners of the partnership have unlimited
liability.

8. general partnership h. A business that is owned by one person.

Exercise 7. Define which of the following items best completes the statement.
. Proprietorships are

. difficult and costly to organize.

. the most numerous kind of business organization.

. business with more than one owner.

. mostly used by large business organizations.

o 0O T o -

. One advantage of a partnership is that

. adding partners bring in more capital to the business.
. each partner is subject to unlimited liability.

. partners get along well together.

. the business continues even if one partner dies.

O O T DO”DN

3. A corporation is an “artificial person”. This means the corporation
a. is difficult to organize.
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b. can raise only limited capital.

c. is the most numerous form of business organization.

d. can sue or be sued, enter into contracts, and must pay taxes.

4. In a large corporation

a. stockholders run the company.

b. the board of directors owns the corporation.
c. ownership and management are separated.
d. there is no need to operate under a charter and bylaws.

Exercise 8. Memorize the following proverbs with the word “business”.
Translate them into Ukrainian.

1. Everybody’s business is nobody’s business.
2. Every man to his business.

3. Business before pleasure.

Exercise 9. Discuss with your friends advantages and disadvantages of the
three forms of business ownership. Use the table given below.

3. Freedom and flexibility of
management.
4. Secrecy of operation.

Form Advantages Disadvantages
of ownership
Sole 1. Retention of all profits. 1.Unlimited financial
proprietorship liability.
2. Ease of formation and | 2.Limited financial
dissolution. resources.

3.Management deficiencies.

4. Lack of continuity.

Partnership

1. Ease of formation.

2.Complementary
management technical skills.
3. Greater financial
resources.

4. Employee incentive.

1.Unlimited financial
liability.

2. Disagreements among
partners.

3. Lack of continuity.

4.Complexity of
dissolution.

Corporation

1. Limited financial liability.

2. Specialized management
skills.
3. Great financial capability.

4. Unlimited life span.
5. Ownership
transferred.

6. Capacity for growth.

easily

1. Difficult and costly to
establish.

2. Lack of personal interest
by management.

3. Legal restrictions and
governmental regulations.
4. Lack of secrecy in
operation.
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GRAMMAR EXERCISES

Exercise 1. Make the sentences negative.
Model: They have held a meeting.
They haven't held a meeting.
1. The stockholders have elected the Board of Directors.
2. This corporation has issued the stock.
3. The Board of Directors has chosen the company officers.
4. This company has greatly expanded.
5. We have already applied for a corporate charter.

Exercise 2. Put up 4 questions of 4 types (general, special, disjunctive,
alternative) to each sentence.
Model: The stockholders have held the annual meeting.
1. Have the stockholders held the annual meeting?
2. What have the stockholders done?
3. The stockholders have held the annual meeting, haven't they?
4. Have the stockholders held a meeting or a conference?
1. The partners have applied for a corporate charter.
2. The stockholders have voted at the annual meeting.
3. The company has issued the additional stocks.
4. They have invested all their money in this company.

Lesson 4
THE FUNCTIONS OF AN EXECUTIVE
Dialogue
Anna is having lunch with her sister Barbara. Anna has just accepted a
position as an Administrative Assistant. Her boss is an executive of the 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 rather
important. He is an executive.

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

Anna | am afraid | can hardly tell you the difference. | think these words are
interchangeable and they really aren't different in many companies.

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 departments and
branch plant managers — are executives like my boss.

Barbara Is that all?
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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  I'd say he makes a lot of important decisions. He sets objectives,
coordinates work, delegates authority, makes hiring, firing, evaluating
and just general leading.

Barbara It seems to be important.

Anna It is important. It's evident that making careful decisions is the basis of
good management.

Barbara But do you work under much pressure?

Anna Barbara, you know | 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 | feel that | can learn a lot because my boss

IS very competent.
Barbara Good, I think we'd be in a hurry not to get late for the work.

ACTIVE VOCABULARY

An executive — kepiBHHK, aIMiHICTpaTOp,

a manager — MmeHeKep, aAMIHICTPaTop,

an administrator — agminicTparop,

a vice president — Birie-npe3ueHT,

a head of department — kepiBHHK BifaiTy,

a foreman — maiictep, KepiBHUK,

a position — mocana,

to set objectives — craBuTH 1111,

to delegate authority — posnoainsaTa 060B’SI3KH, JIeJETYyBaTH MOBHOBAXCHHS,
to work under pressure — mparrfoBaTH i THCKOM,
red-tape — (TyT) KaHIEeIIpChKa, OIOpPOKpaTHYHA poOOTA,
to be competent — OyTi KOMIETEHTHUM.

VOCABULARY EXERCISES

Exercise 1.Transform the sentences according to the model.
Model: I'm accustomed to setting objectives.
I'm used to setting objectives.
1. We are accustomed to having unlimited liability.
2. He is accustomed to delegating authority.
3. They are accustomed to firing and hiring people.
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4. She is accustomed to working as a head of the department.
5. You are accustomed to working under pressure.
6. The executive is accustomed to making decisions.

Exercise 2. Change the modal verb according to the model.
Model: We ought to set objectives this month.
We should set objectives this month.
1. They ought to talk about the functions of an executive.
2. A manager ought to make careful decisions.
3. An executive ought to be very competent.
4. A vice president ought to decide on hiring, firing, vacation, hours.
5. The board of directors ought to plan objectives and changes.
6. They ought to have a meeting with a head of the department.

Exercise 3. Your executive is a very tough man. What should his staff do to
please him?

For ideas:

to be creative — OyTu 3 TBOpYMM BiIHOIICHHSIM JI0 CIIPaBH

to be well organized — 6yt 100pe opraHi3oBaHUM

to keep fit — rpumaru cebe y dpopmi

to be punctual — 6yTu myHKTYaTBHUM

to be enthusiastic — 6ytu enTy3iacrom

to obey the rules — minkopsiTrcst nmpaBuITam

Exercise 4. Answer the 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 the big company?
What should you do for it?

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

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

Text
WHERE AND HOW TO HIRE AN EMPLOYEE?

An employer has several options to consider when he wants to hire a new
employee. First of all, he may look within his own company. But if he can't find
anybody suitable for the position he will have to look outside the company. If there
is a personnel office in the company, he can ask them to help him to find a
qualified applicant. The employer can also use another valuable sources, for
example, employment agencies, consulting firms, placement offices and
professional societies. He can also advertise in a newspaper or in a magazine and
request candidates to send in resumes.

The employer has two sets of qualifications to consider if he wants to choose
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from among the applicants. He must consider both professional qualifications and
personal characteristics. A candidate's education experience and skills are included
in his professional qualifications. These can be listed on a resume. Personal
characteristics, or personality traits must be evaluated through interviews.

ACTIVE VOCABULARY

Option — BapianT, BUOIp,

an employer — po6oroaaBerb, HaliMay,

an employee — cyx00BeIb, TOW, XTO MPALIOE TT0 HAWMY,
to consider — po3risinat, OpaTH 10 yBar,

to be suitable for the position — BignoBigaTy mocai,

a personnel office — Bigain kaapis,

an applicant — xkanauaart Ha mocany,

a valuable source — minne mKepero,

an employment agency — areHTCTBO 10 HaiMy,

a consulting firm — koHcybTamiliHa (ipMa,

to advertise — gaBaTu OroOJIOIIEHHS, peKIIaMyBaTH,

a resume — pesrome,

two sets of qualifications — nBa Buau XxapakTepucTHK,

an experience — pobounii J0CBI,

to evaluate through interview — orinroBatu uepes criBoeciy.

COMPREHENSION QUESTIONS

1. Which options should an employer first consider when he wants to hire a new
employee?

2. What service does a personnel department provide?

3. In what way can the new employees be found outside one's company?

4. What qualifications does the employer consider in choosing an employee?

5.What is meant by "professional qualification” for a job?

6. What personal characteristics does the administrator consider when choosing an
employee?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. We are going to interview three ... for 1. to advertise
the position. 2. resume

2. If you need applicants for this position, 3. employee
... In a special section of the local 4. applicant
newspaper.

3. Personnel office will help you to find 5. qualification
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anew.... 6. personnel office
4. All the information about the staff of 7. personal
the firm can be found in ... . 8. agency
5. She has a good ... for the position:

a college degree, good work experience.

6. | want to find a new secretary, so

I'll call an employment ... .

7. If you are an applicant for the position,

you have to write your ... .

8. Don't ask him ... questions, it will

be impolite.

Exercise 2. Translate into English.

1. Moro nmocana B KoMmaHii y’ke Bas</IHBa.

2. AIMIHICTpaTOp CTaBUTH IiT1, MpHUiiMae Ha POOOTY, 3BUIBHSIE.
3. Bona He m100UTh MPAItOBATH 11T TUCKOM.

4. 51 3BUK 710 KaHIEJISIPChKOi poOOTH.

5. KepiBHUK MOBHUHEH OYTH KOMIIETEHTHUM.

6. KepiBHUK 1IbOTO BIJIUTY — JIy’K€ TAJJAHOBUTUMN CIIEIIATICT.
7.HaMm noTpiOHO HallHATH HOBOT'O CIIy>KOOBIISL.

8. JlaiiTe OroJIONICHHS B Ta3€Ty.

9. Lleit MmeHemKep 3 BEIMKUM JIOCBIIOM.

10. Mu noBHHHI PO3TISHYTH /IBa BUIU XapaKTEPUCTHK.

11. Kannunatu Ha mocaay MOBUHHI HAJICIaTH PE3IOME.

12. Bu 3Haiinere Bcro 1H(pOpMaIliio y BIAAUI KaJpiB.

13. 3BepHITHCA B ar€HTCTBO 10 HalMY.

14. Po6oTonaBens MTOBUHEH 3BEPHYTHCS B KOHCYIbTAIIMHY (Bipmy.

Text
GETTING A JOB

Getting the job you want can sometimes depend on the success of the job
interview. During the interview the employer will try to find out what kind of
person you are, what experience you have, and how you can fit into the job
situation.

After you have got an appointment, review the information that you wrote
on your application form and resume. Practise talking about your education and
previous job experience. Be prepared to explain your skills and abilities
specifically.

Go to the interview alone; don’t take your friends or children with you. Plan
to arrive about ten minutes before the appointment. Wear appropriate clothing; a
neat appearance will make a good impression.

During the interview look directly at the interviewer and answer all of tier
questions as specifically as you can. Ask any questions that you have about the job
such as hours, salary or job benefits. Write down these questions before you go to the
interview. Before you leave, there should be a clear understanding about all aspects
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of the job.
At the close of the interview, express your thanks and be sure that the
interviewer knows how to contact you if she wants to hire you.

ACTIVE VOCABULARY
Application form — aakera npu npuiiomi Ha poOOTY,
specifically — konkpetHo,
a neat appearance — akypaTHUH, YUCTUIA 30BHIITHIN BUTIIA,
all of tier questions — Bech psiy1 3anuTanb,
to handle — kepysaru,
benefit package — makeT mepesar.

DIALOGUE

A JOB INTERVIEW
Maria Ramon Please have a seat, Mr. Saunders. | received your resume a few
weeks ago, and I must say [ must say I’'m very impressed.
John Saunders Thank you.
Maria Ramon We’re a small financial company, trading mostly stocks and bonds.
May ask why you’re interested in working for us?
John Saunders Your company has an impressive reputation. And I've always
wanted to work for a smaller company.
Maria Ramon That’s good to hear! Would you mind telling me a little bit about
your present job.
John Saunders I’'m a head broker in a large international company. I deal with
clients on a daily basis, handling all aspects of their accounts personally.
Maria Ramon Why do you think you’re the right candidate for this position?
John Saunders | have a lot of experience in the stock market. And | enjoy working
with people. As a matter of fact, in my current job I’m in charge of a team of eight
brokers.
Maria Ramon Well, you might be just the person we’ve been looking for. Do you
have any questions?
John Saunders Yes. If | were hired, how many accounts would I be handling?
Maria Ramon You’d be working with two other head brokers. In other words,
you’d be handling about a third of our clients.
John Saunders And whom would | report to?
Maria Ramon Directly to me.
John Saunders | see. What kind of benefit package do you offer?
Maria Ramon Two weeks of paid vacation in your first year of employment. |
believe you’re also eligible for medical and dental insurance. But this is something
you should discuss with our personnel department. Do you have any other
questions?
John Saunders No, not at the moment.
Maria Ramon Well, I’ll have to discuss your application with my colleagues, and
we’ll get back to you early next week.
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John Saunders OK, thanks. It was very nice to meet you.
Maria Ramon It was nice meeting you, too, and thanks for coming in today.

Exercise 1. Imagine you are being interviewed by a careers officer. Complete
the conversation.

Career Officer Please take a seat.

You

Career Officer Now, what’s your name?

You

Career Officer Ah, yes. Now, where did you go to school?

You

Career Officer What about qualifications ....exam passes?

You:

Career Officer What about school subjects...which were your favourite ones?
You

Career Officer And your best ones?

You

Career Officer What subjects didn’t you study?

You

Career Officer And why?

You

Career Officer And hobbies... what do you like doing in your spare time?
You

Career Officer What sort of job do you want?

You

Career Officer Why do you think you’d like doing that?

You

Career Officer Well, thank you very much.

The following sentences are the answers to the questions you are going to
ask.

| have lived in this area for about a year. | love literature, classical music. |
play tennis when | have some free time. | had two years of training at the
beauty-school. I didn’t get a diploma, just a certificate. I have just graduate
from high school. | have graduated from the University of Kyiv. | was lucky
and got a job after my graduation. | went through hard times. | found a job
right-away. | am majoring in psychology. | am a chemistry major. | have to
go one year more to graduate from the university.

Exercise 2. Fill in the blanks.

(Wilson’s secretary is introducing Linda)
Secretary Mr. Wilson, this is Miss Blake.
Wilson  How do you do?
Linda ...........
Wilson Thank you, Margaret. Well, Miss Blake, sit down, won’t you?
Linda ........... I hope ....... excuse me ....... late.
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Wilson  Oh, that’s all right. I suppose you had difficulty in finding the building.
Linda No, that ....it. It ...... traffic.
Wilson Oh, yes. Of course, it’s very heavy at this time of the day.
Linda  Yes........ ' Very .......
Wilson  Yes, well, don’t worry about it. Now, I have your letter of application
here. I’d like to ask you a few questions.
Linda ..........
Wilson You’ve never worked in radio or television before, have you?
Linda No ....afraid ...... But I have ...... a woman’s magazine ....... year.
Wilson Yes. | see. Now, you were also a teacher for a time.
Linda ........ Yes ........ secondary school .......... three years.
Wilson Uh huh. Now tell why you’re interested in this sort of job?
(Ten minutes later. They are still talking.)
Wilson So, you started writing articles a year ago.
Linda Well, in fact ........ articles before then.
Wilson Oh, had you?
Linda Yes, ........ some when ......... still a teacher.
Wilson Isee. Yes. You’re just the sort of person we need.
Linda  You mean, ........ chance I’ll get the job?
Wilson  Yes, I think there is. In fact, I wonder if you’d mind starting next month?
Linda ...........
Wilson Yes, is that too soon?
Linda No ......... D very much!

Exercise 3. Learn the sample interview questions. Practice answering them.
. Do you have any experience in this type of work?

. Why did you leave your last job? Did you like it?

. What hours are you available for work?

. Why do you think you would like to work for this company?
. Are you looking for a temporary or a permanent job?

. Why do you think you can handle this job?

. What are your future career plans?

. What salary do you expect?

. Have you had any serious illness or injury?

10. Do you prefer working with others or by yourself?

11. How long did you work for your last employer?

12. What hobbies do you have?

13. Are you willing to work anywhere the company sends you?
14. Are you willing to work overtime?

15. Tell me about yourself.
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Exercise 4. What do you think is important in preparing for a job interview?
Look at the suggestions below and then add five more.

1. You should find out about the organization you went to work for.

2. You need to think of some questions to ask.
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GRAMMAR EXERCISES

Exercise 1. Put the verbs in brackets into the proper present tense (Present
Indefinite, Present Continuous or Present Perfect).

1. The vice president usually (to set) objectives for the staff.

2. Don't disturb me, please, | (to work) with annual report.

3. This firm often (to advertise) in different newspapers and magazines.

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

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

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

7. He (to send) just his resume and the letter of interest.

8. They (to fire) the manager. He was not suitable for the position.
9. You have to wait a little. He (to consult) with the executive.

ADDITIONAL EXERCISE
If you decide to apply for a job in the western countries, you will probably
need to form two documents: a letter of interest and a resume. This is the way how
to do it. Read the letter of interest and a resume and try to write your own
documents of the same kind.
a) a letter of interest

Dear sir or madam!

| graduated from Volyn State University in 1996. Now | am finishing post-
graduate studies to defend my candidate thesis this winter. My major is called
the theory of literaturegj which includes the study of the history of Ukrainian
and foreign literature.

| am interested in working in the Ukrainian department of your
university as a teacher of Ukrainian and Ukrainian literature for the school
year 2001-2002. In high school | gained experiences teaching Ukrainian to
foreign students. In your department | could assist in the teaching of
grammar, conduct a class in Ukrainian conversation or give lectures on
Ukrainian literature.

If you are interested please write me at the above address. | will look
forward to hearing from you.
Sincerely,
Ivanov I.1.
b) a resume

A Resume
PERSONAL DETAILS:
Name, Surname: Andriy Koretskiy
Date of birth: 18" of December, 1997
Address: Ukraine, Volyn region, Kovel

29



Mobile phone: 067-335-47-93
E-mail:
Marital Status: Married

EDUCATION:
2015-2018: Lutsk National Technical University, specialization — “Accounting”

2012-2015: Industrial-economic college in Kovel, specialization — “Accounting”

EXPERIENCE:
From January 2024 to Present. The Financial company ‘“Capital group”, deputy

director of finance
July 2021 — December 2023: The Financial company “Sumbud - INVEST”, main
accountant

Auqgust 2018 — June 2021: The Company ‘“Universal Bank”, accountant

ADDITIONAL INFORMATION:

Qualified and  highly-professional,  highly-motivated, entusiastic, good
communication skills, eager to experience and learn new skills. Languages:
Ukrainian (native language), English (advanced level). Computer Experienced
with MS Word, Excel, Internet Explorer and Outlook Express, TurboCad, 1C:
Accounting, many skills: analytic programs.

DATE:
191 of May, 2026

Lesson 5
LINE AND STAFF POSITIONS
Text

In business, organization structure means the relationship between
positions and people who hold the positions. Organization structure is very
important because it provides an efficient work system as well as a system of
communication.

Most companies are made up of three groups of people: the shareholders
(who provide the capital), the management and the workforce.

The management structure of a typical company is shown in this
organization chart.

At the top of the company hierarchy is the Board of Directors, headed by the
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Chairperson or President. The Board is responsible for policy decisions and
strategy. It will usually appoint a Managing Director or Chief Executive Officer,
who has to overall responsibility for the running of the business. Senior managers
or company officers head the various departments or functions within the company
which may include the following:

- Marketing

- Sales

- Public Relations Information Technology or IT Personnel or Human

Resources

- Finance Production

- Research and Development or R&D

Historically, line structure is the oldest type of organization structure. The
main idea of it is direct vertical relationships between the positions and tasks of
each level, and the positions and tasks above and below each level. For example, a
sales manager may be in a line position between a vice-president of marketing and
a salesman. Thus a vice president of marketing has direct authority over a sales
manager. A sales manager in his turn has direct authority over a salesman. This
chain of command simplifies the problems of giving and taking orders.

When a business grows in size and becomes more complex, there is a need
for specialists. In such case administrators may organize staff departments and add
staff specialists to do specific work. These people are visually busy with services,
they are not tied in with the company product. The activities of the staff
departments include an accounting, personnel credit and advertising. Generally
they do not give orders to other departments.

ACTIVE VOCABULARY

Relationship — B3aeMoBiTHOCHHH,

to hold a position — 3aiimatu mocany,

organization structure — oprani3ariiiina CTpyKTypa,

a level — pisenb,

a sales manager — kepyro4Hii MpoIaxem,

vice-president of marketing — Bitie-npe3ueHT 13 MapKeTUHTY,

a salesman — npojiaBellb, TOProOBEIlb,

to have direct authority over smb. — matu npsimy Biiaty HaJi KUM-HEOY/ b,

staff — mrat, nepconaun,

to give orders — BigmaBaTH HaKasM,

to take orders — nmpuiiMaTu HakasH,

a line department — mimiiiamii Bigmia (sKkuii Mae Oe3mMOCEpPENHE BiIHOMICHHS O
KIHIIEBOT'O BUPOOY),

a staff department — mratauii Bimmin (AKWi HEMae OPSIMOTO BiTHOLICHHS 0
BUPOOHUIITBA,

asie 00CIIyroBye MOr0),

to be tied in with the company product — matu BiHOIIEHHS 710 KiHIIEBOTO BUPOOY,
complex — ckaaHuiA.

31



COMPREHENSION QUESTIONS

1. What does the organization structure mean?

2. What does the organization structure provide?

3. What is historically the oldest type of organization structure?

4. In what position is a sales manager in attitude to a vice-president of marketing
and a salesman?

5. What is the difference between line and staff departments?

6. Why is an advertising department or a credit department considered staff
structure rather than line structure?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. Organization structure shows ... 1. relationships
between each position and positions 2. to hold a position
above and below. 3. authority

2. A sales manager has direct ... 4. complex

over a salesman. 5. task
3.Asarulea... usually does 6. a line department
not give orders to other departments. 7. a staff department

4. When the business gets more ...
there is a need for staff departments.
My friend ... ... of sales manager.

5. The ... of staff departments is to do
different services.

6. My friend works ina ... ... , he is res-
ponsible for the company product.

DIALOGUE

Peggy Forman is talking with Jaff Downing, another administrative assistant in

her company.

Jaff  How are you today, Peggy?

Peggy Oh, fine, thanks.

Jaff Glad to hear that. By the way, are you familiar with the organization
chart for the company?

Peggy No, I am not. What is it like actually?

Jaff  Well, the chart shows how the employees are divided into groups. It gives
one an overview of the chain of command in the company.

Peggy | see. The positions can be line and staff ones.

Jaff Yes. The subject is not new to you. What else do you know about it?

Peggy As far as | know a worker in a line position receives orders from his
immediate superior and gives orders to his immediate subordinate.

Jaff Exactly, that’s the line chain of command.

Pegagy A worker in a staff position reports directly to a line worker but he neither
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gives nor receives orders for line workers. Am | right?

Jaff  Yes, you are. But someone may have line authority over people in his
department and not be considered a line administrator.

Peggy How can it be?

Jaff  That's possible when a whole department is a staff department. For
example, in our company the head of the credit department or the
personnel department can hardly ever be a president of the company.

Peggy And what do the people in staff departments do, how is their work
different?

Jaff Well, they are usually busy with services and they could do the same
service for any company. So they are not in the line.

Peggy It seems to be rather complicated.

Jaff It only seems so! | think the chart should help.

Peggy Oh, sure. But, Jaff, would you explain me what span of control is?

Jaff Oh, span of control refers to the number of people whom one manages
directly.

Peggy Can you give me an example.

Jaff Well. The President of our company directly manages the Vice President
of Production, the Vice President of Marketing and the Comptroller. Thus,
his span of control includes three people.

Peggy Yeh, now | see. Thank you for your help.

Jaff Not at all. Why don't we go to the coffee stall and have a snack together?

ACTIVE VOCABULARY

Organizational chart — opranizariiiina cucrema,

a line position — niniitHa rocaa,

a staff position — mrarHa mocana,

an immediate superior — 6e3mocepeiHiii KepiBHHUK,

an immediate subordinate — 6e3mocepeHiit mipIerIHi,

a line chain of command — niniliHa CTpyKTypa mianopsAaKyBaHHS,
to report — moBiIOMUTH,

a credit department — xpeTUTHMIA BiILI,

span of control — cepa Ge3nocepeHBOTO MATIOPSKYBaHHS,

a vice-president of production — Bire-npe3uaeHT i3 BUPOOHUIITBY,
a  vice-president of  marketing —  Bime-mpesugeHT i3 30yTy
a comptroller — ronoBHuU# GiHAHCHUCT.

VOCABULARY EXERCISES

Exercise 1. Give affirmative and negative answers to the questions.

Model: Have you examined the organizational structure of the company yet?
Yes, | have already examined it. No, | haven't examined it yet.

1. Have you reported to the comptroller yet?
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2. Have you settled this problem with the manager yet?

3. Have you learned line and staff positions of the company yet?
4. Have you got acquainted with your immediate superior yet?
5. Have you heard about his span of control yet?

6. Have you met your immediate subordinates yet?

7. Have you passed your report to the credit department yet?

Exercise 2. Change the sentence according to the model.
Model: A staff employee doesn't give orders.

A staff employee doesn't receive orders.

A staff employee neither gives, nor receives orders.
1. He isn’t a comptroller. He isn't a sales manager.
2.The head of the credit department doesn't advise the President.
The head of the credit department doesn't report to comptroller.
3.He doesn't want to hold a position of vice-president of marketing.
He doesn't want to hold a position of general manager.
4. A credit department doesn't have direct authority over a line department. A
personnel department doesn't have direct authority over a line department.
5.1 don't want to talk with the boss. | don't want to talk with the comptroller.
6. She doesn't like to give orders. She doesn't like to receive orders.
7.Jecky doesn't want to attend annual meeting of shareholders. Susan
doesn’t want to attend annual meeting of shareholders too.

Exercise 3. Answer the question.

1. What is your relationship with your immediate superior?

2. What position in your company do you want to hold?

3. Do you want to be a sales-manager or a vice president of marketing? Give your
reasons.

4. Over what positions do you have direct authority in your company?

5. What do you like more: to give orders or to receive orders?

6. Do you want to work in a staff department or in a line department? Give your
reasons.

Exercise 4. Have a look at the organizational chart of the company.
hWhat line and staff positions can you discern? Speak about the organizational
structure of this enterprise.

Exercise 5. Translate into English.

1. Moi B3a€MOBIJIHOCHHH 3 KEPIBHUKOM JIy>KE€ XOPOIIII.

2. Mii1 ToBapu1l 3aiiMae ocay TOJIOBHOTO (DIHAHCHUCTA.

3. 51 He 3HaMlOMMI1 13 OpraHi3aIliitHOIO CTPYKTYPOIO HAIIOTO MiAIMPUEMCTBA.
4. Bin Ounbie Tr0OUTH BiJIaBaTH HAKa3M, HK OJICPKYBATH 1X.

5. 5l nagaro nmepeBary nmpauroBaTH B JIHIHHOMY BIJILIL.

6. IlITaTHi BigaiM HEe OB’ A3aH1 3 KIHIIEBUM BHPOOOM.

7. CTpyKTypa HaIIOTO MiAIPUEMCTBA CKJIaIHA.

8. Meni OLIBII MAXOAUTH IITATHA IOCaAa, HIXK JIIHIMHA.
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9. Miii 6e3miocepeiHii KEPIBHUK AY)KE MyHKTYaJIbHUH.

10. B cepy moro 6e3mocepeHbOTO MiANOPSIKYBAHHS BXOJIATh TPU KEPIBHUKH
TpyI.

11. I'omoBHUM (hiHAHCHUCT Ma€ AYy)Ke BEJIIMKY BIJIMOBITAIBHICTb.

12. 51 3BiIbHIO CBOTO O€3MOCEPEAHBOTO TijIerioro. Bin JiHuBHiA.

GRAMMAR EXERCISES

Exercise 1. Transfer the sentences from Active into Passive.
Model: The manager examines organizational structure of the firm.
Organizational structure of the firm is examined by the manager.
1. The vice-president gives orders to his employees.
2.1 receive orders from the sales-manager.
3. My friend holds a position of general manager.
4. Personnel office receives resumes from prospective candidates.
5. Staff departments do different services to line departments.
6. He takes the orders and fulfils the task very quickly usually.
Model: My friend is examining the organizational chart.
The organizational chart is being examined by my friend.
1.1 am sending my annual report to my immediate superior.
2. The foreman is firing his immediate subordinate.
3. A comptroller is giving the orders to his employees.
4. We are changing the organizational structure of our company.
5. The board of directors is enlarging the staff of the company.

Model: I have invested my money in real estate.
My money has been invested in real estate.
1. We have considered advantages and disadvantages of partnership.
2. | have bought the shares of IBM company.
3. This business has involved big financial resources.
4. \We have elected the board of directors.
5. The board of directors has chosen the company officers.

Lesson 6
ACCOUNTING
Text

Accounting shows a financial picture of the firm. An accounting
department records and measures the activity of a business. It reports on the
effects of the transactions on the firm's financial condition. Accounting records
give a very important data. It is used by management, stockholders, creditors
and investors, independent analysts, banks, tax bodies and government.

Most businesses prepare regularly the two types of records. That is the
income statement and balance sheet. These statements show how money was
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received and spent by the company.

One major tool for the analysis of accounting records is ratio analysis. A
ratio analysis is the relationship of two figures. In finance we operate with three
main categories of ratios. One ratio deals with profitability, for example, the
Return on Investment Ratio. It is used as a measure of a firm's operating efficiency.

The second set of ratios deals with assets and liabilities. It helps a company
to evaluate its current financial position. The third set of ratios deals with the
overall financial structure of the company. It analyses the value of the ownership
of the firm.

ACTIVE VOCABULARY

Accounting — Gyxrantepcbkuii 00K,

a record — ToKyMeHT, 3aIuc, MPOTOKOI,

to record — 3anmcyBartu, peecTpyBaTH,

to measure — BuMiproBartH,

a transaction — yrona, (0aHkiBCbKa) oreparis,

firm's financial condition — ¢inancoBe nosoXkeHHs (ipMH,
to provide data — 3abe3neuyBaTu JaHUMH,

a creditor — xpeaurop,

independent — He3alteXKHHUIA,

an income statement — 3BiT npo nMpuOyTKH,

a balance sheet — 6atancoswuii 3BiT,

to receive — orpuMyBarTH,

to spend — BuTpauaruy,

ratio analysis — aHai3 KoedillieHTiB,

profitability — mpuOyTKoOBICTS,

Return on Investment Ratio — xoedimieHT MOBEpHEHHS 1HBECTHIIIH,
efficiency — epexTuBHICTS,

to evaluate — ominioBaTy,

value — BapTicTh, IHHICTS,

ownership — BiacHiCTb,

overall financial structure — moBHa iHaHCOBa CTPYKTYpA.

COMPREHENSION QUESTIONS

1. What is the purpose of accounting?

2. Who uses the data provided by accounting firms?

3. What are the two types of records which most businesses prepare?

4, What can you know analyzing the income statement and balance sheet of a
company?

5. What is the purpose of the ratio analysis?

6. What categories of ratios in finance do you know?
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VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentences.

1. An accounting helps ... the activity 1. to profit

of a business. 2. profit

2. Do you know the effect of your last 3. efficiency

... on financial condition of the firm? 4. ownership

3. Accounting records provide ... for 5. to evaluate stockholders
independent analysts. 6. transaction

4. The second type of ratio helps the company 7. data

... its current financial position. 8. income statement

5. ... 1s one of the two main records which 9. measure

most of the businesses prepare regularly.

6. The ... of the company includes real estate
in California.

7.1 am sure of the ... of this transaction.

8. Our company’s current ... is very high.
9. They ... from the association with that
corporation.

Exercise 2. Before you read the passage, talk about these questions.
1. What are some ways that all accountants are the same?
2. What are some principles that every accountant follows?

Fundamental Principles of Accounting

Accountants oversee and record the exchange of money. These talented
professionals work in every sector of society. Business, governments, and
individuals depend on them. And all accountant are guided by the same principles.

Business Entity — Every business is a distinct entity. It is important that its
records be kept separate from its owner’s records. This is true of any type of
business: partnerships, sole proprietorships, or corporations.

Conservatism — Accountants use conservative methods. They account for the
most-likely scenario rather than the most optimistic scenario.

Objectivity — Accountants only use verifiable numbers. They should not
allow their feelings or opinions to influence their records. All records must be
accurate and unbiased.

Relevance — Accountants prepare financial records that are useful to
business managers.

Full Disclosure — Accounting records include all available information.
Nothing is withheld or hidden.

Exercise 3. Read the textbook passage. Then, choose the correct answers.
1. What is the passage mainly about?

A how to verify objectivity

B ideas that guide accountants

C when principles must be changed
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D how to predict the most—likely scenario
2. Relevance means that

A a sole proprietorship is unbiased

B business records must be practical

C optimistic scenarios are not hidden

D managers should include all information
3. Objectivity means

A separating personal records

B using only verifiable numbers

C following feelings and opinions

D accounting for optimistic scenarios

Exercise 4. Match the words (1-6) with the definitions (A-F).

1 unbiased 4 sole proprietorship
2 relevance 5 most-like scenario
3 corporation 6 full disclosure

A handling information fairly without prejudice

B the situation which has the greatest chance of happening
C a business owned by one person

D the release of all information

E a business that is legally recognized as a single unit

F the state of being significant

Exercise 5. Fill in the blanks with the correct words and phrases from the
word bank.

1. Though the economy is bad, Lind 1. business entity
IS about the future. 2. partnership

2. Every company, no matter what type, 3. conservatism
IS a separate : 4. optimistic
3.A Is a company owned by 5. objectivity

just a few people.

4. Reporting most-likely scenarios is key
to the principle of .

5. means not letting feelings and
opinions get in the way.

Exercise 6. Read and translate the text.

Accounting can be defined as recording and measuring of all financial data
concerning a given business or organization activity.

Financial Statements are the central feature of accounting because they are the
primary means of communicating, important accounting information to users.
They show business in financial terms. The most important financial documents
are: 1. Profit and Loss Accounts. 2. Balance Sheets. 3. Cash-flow Forecast.

Profit and loss accounts give a “history” of a company’s finances during the
previous year for some period. They have three sections: trading section, profit and
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loss section, appropriation section.

Balance sheets show the financial position of a company on a certain date.
Figuratively speaking, a balance sheet provides the so-called “a snapshot” of a
company’s wealth at a given moment of time.

If money is often referred to as “the blood of business” and accounting is
referred to as “the language of business”, the double-entry system may be referred
to as “the eyes of accounting”.

The double-entry system of accounting requires that for each transaction there
must be one or more accounts debited and one or more accounts credited. After all,
the rule requires that total debits must equal total credits.

DIALOGUE
(Peter and Karen work in a large company. They are having dinner in the
company cafg).

Peter Hi, Karen. Glad to meet you. You looked very busy this morning. There
were SO many statements on your table.

Karen Oh, Peter. This is the end of the year. The accounting department is very
busy.

Peter | know. We are all very busy, totaling accounts. But I've already turned in
the report on my department.

Karen Good.

Peter  So, how's business?

Karen | don't know everything. I am busy with some records and statements. |
don’t have the whole picture. But | think the company is doing very well.

Peter I am sure of it. We have to keep our creditors and investors happy.

Karen Well, the balance sheet and profit and loss statement are ready. It is the
end of the fiscal year. So everybody can check out the assets and liabilities,
net worth and profit position of the company in the financial statements.

Peter Do you work with the pay checks?

Karen Why are you asking?

Peter | thought you could explain me the big difference between my gross pay
and my net take-home pay.

Karen The explanation takes only one word - taxes. Actually the salaries are done
through the computer.

Peter Really?

Karen Sure. We can't handle any volume in a large company without computers.

Peter You are right. Thank you for a very interesting information.

Karen Oh, it's my pleasure. Let's go to get some dessert.

ACTIVE VOCABULARY

Accounting department — OyxraiaTepchbKuii Biil,
to total accounts — mizcymMoOBYBaTH paxyHKH,
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to turn in the report — 3maBaru 3Bir,

creditor — kpeauTop,

investor — iHBecTOp,

profit and loss statement — 3BiT po IpUOYTKH Ta BUAATKH,

assets and liabilities — aktuB i macus

net worth — a) BapTicTh MaiiHa 13 BipaxyBaHHsIM 3000B’s13aHb,
0) BJIacHMII KamiTaja MiANPUEMCTBA,

financial statement — ¢pinancoswuii 3BiT,

pay check — mnatiuuii yek,

gross — BaJoBHii, OPyTTO,

gross pay — miarta 3 BiipaxyBaHHSIMH,

net — yucTuii, HETTO,

net pay — rata 6e3 BiipaxyBaHb,

fax — momarox,

salary — 3apo0itHa 1u1aTa,

fiscal year — dickanbamii (OFOKETHUIT) PIK.

VOCABULARY EXERCISES

Exercise 1. Answer the questions in the following way.

Model: Can you turn in the report in time?

No, I can't turn in the report but | could when | worked in the other department.
1. Can they check the assets and liabilities?

2. Can you keep the investors and creditors happy?

3. Can you explain the difference between gross pay and net take-home pay?

4. Can he compute the taxes?

5. Can we prepare profit and loss statement?

6. Can the company pay the salaries in time?

7. Can | operate the computer?

Exercise 2. Imagine that you work as an accountant in a big enterprise.
Answer the following questions.

1. Do you total the accounts at the end of the fiscal year?

2. What are your usual activities at the end of the fiscal year?

3. When do you prepare a financial statement?

4. Why should you have more assets than liabilities?

5. Does the accounting department work on taxes?

6. What is the difference between your gross salary and net salary?

7. Is the difference between gross salary and net salary big in this country? What
does this difference depend on?

Exercise 3. Make up the dialogue about accounting:

a) between an experienced accountant and a university graduate who has just
begun to work as an accountant.

b) you are an employer and you want to hire an accountant, find out if he/she/is

experienced enough in accounting.
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Exercise 4. Translate from Ukrainian into English.

1. ByxranTepchkuil 001K IpeIcTaBIIsIe JaHl A1l KPEAUTOPIB Ta IHBECTOPIB.
2. BoHM TOTYyI0Th 3BIT IIpO NMPpUOYTKU Ta OaqlaHCOBMI 3BIT B KIHIlI (JIHAHCOBOTO
POKYy.

3. Mu Bu3HadyaeMo e(peKTUBHICTh BUPOOHMIITBA 3a JOIIOMOTOI0 aHAi3y
KOE(IIIEHTIB.

4. HepyXOMICTb € BIIACHICTIO KOpIOpaIlii.

5. Mu nepeBiprMO aKTHB 1 TACUB Ta BU3HAUYMMO BapTICTh MaiHa i3
BiJIpaxyBaHHAM 3000B’s13aHb.

6. Mu maTuMO BEJIHKI MOTATKH.

7. CKUIbKY TH OTpUMY€ENI 0€3 BiipaxyBaHb?

GRAMMAR EXERCISES

Exercisel. Make the sentences negative.
Model: | worked as an accountant in a big corporation.
| didn't work as an accountant in a big corporation.
1. An accounting department reported on the effects of the transactions.
2. They studied carefully income statement and balance sheet.
3. We used ratio analysis to determine the firm's operating efficiency.
4. The accountants checked the assets and liabilities.
5. The accounting department provided data for the management.

Exercise 2. Put up four questions of different types to each sentence
(general, special, disjunctive, alternative).

Model: The accounting department regularly prepared the income statement

and balance sheet.

1. Did the accounting department regularly prepare the income statement and
balance sheet?

2. What did the accounting department regularly prepare?
3. The accounting department regularly prepared the income statement and
balance sheet, didn't it?
4. Did the accounting department prepare the income statement or a financial
statement?

1. The board of directors checked out assets and liabilities and net worth.
2. He worked as a comptroller of the company for two years.

3. The applicants sent their resumes and letters of interest.

4. She used to do books in a big company.

5. Some governmental corporations issued stock certificates.
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Lesson 7
MY FUTURE PROFESSION
Text

Choosing one’s career is an important step in everybody’s life. It is not an easy
thing to choose a profession or a trade out of more than 2000 existing in the world.

But as for me I’ve made my choice long ago and now | am a second-year student
at the “Accounting” department of the industrial-economic applied college in Kovel. |
am fond of studying here. My future profession will be a book-keeper (accountant). |
know that | must be well-educated and have perfect knowledge that’s why I do well
because | want to become a good specialist in my field and to work in an accounting
department of a big firm.

Accounting shows a financial picture of the firm. An accounting department
records and measures the activity of a business. The work of a book-keeper is very
interesting but it is hard and responsible.

Working as a book-keeper | will do calculations of means of production,
materials, financial money resources, ready-made production. Besides, | will do settles
with customers and suppliers, with budget and with workers in wages. My profession
will also include such duties as doing accounts in time and giving them to the taxation
inspection. | will total accounts, turn in the reports including balance sheet and income
(profit) and loss statement. | will check out assets and liabilities and work with pay
checks.

Book-keepers of a new type must combine fundamental knowledge with a high
professional level and practical skills. So, after finishing the college | want to enter
higher educational establishment and to get higher education in this specialty in order to
be a very experienced specialist.

| think a book-keeper is a promising profession and I like it very much. I’'m sure
that I have made a right choice and all my dreams come true.

ACTIVE VOCABULARY

To choose a career (profession) — oopatu kap’epy (mpodeciro),
trade — mpodecist, 3aHATTS, pemeciio,

to make one’s choice — podutu BuOip,

responsible — BignoBinanbHuiA,

to do calculations of ... — BecTi 007K,

means of production — 3aco6u BUpoOHUIITRA,
financial money resources — rpomosi komiTy,
ready-made production — roroBa npoayKiiis,

to do settles with — BecTn po3paxyHKH,

a customer — KJi€HT, 3aMOBHUK,

a supplier — mocrayanbHUK,

a budget — 6romxer,

wages (salary) — 3apoGitHa mara,

to do accounts — ckiamat OyXranTepchbKy 3BITHICTb,
taxation inspection — moaTkoBa IHCIEKIIIS,
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loss statement — 3BiT rpo BUTpaTH,

assets and liabilities — akTus i macus,

a pay check — miatikHuii yek,

to enter — Bcrynary,

a higher educational establishment — Bumwii HaBUAILHHMIA 3aKIa],
experienced — 10oCBiTYEHHUIA,

promising — mepcreKTHBHUIA,

to come true — 3iiiCHIOBATHUCE.

Accounting is a Great Career Choice!

There are many jobs available for accountants. Here are a few:
- Bookkeepers work in a company’s back-office. They record everything the
organization earns or spends.
- Tax Accountants help their clients fill out tax returns.
- Internal Auditors check their employer’s records for accuracy.
- Budget Analysts manage a company’s financial plans.
- Management Accountants are business supervisors. They study business operations
and help maximize profits.
- Financial Advisor help people make smart investments. The highest-paying positions
require a CPA license. But job are also available for students. Many firms hire them as
trainees or file clerks.

Notes:

Back-office is office space containing business’s accounting, IT, human resources,
and other administrative departments.

CPA stands for Certified Public Accountant. It is a position licensed by the
government.

Exercise 1. Read the textbook passage. Then, choose the correct answers.
1. What is the text mainly about?

A a new record keeping method

B how to invest wisely

C steps to become a CPA

D different accounting jobs

2. People discuss investments with

A bookkeepers

B trainees

C financial advisor

D file clerks

3. What can be inferred about file clerks?

A They work as volunteers.

B They train for at least a year

C They are not required to have CPA licenses.

D They have one of the highest-paying positions.
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Exercise 2. Match the words (1-5) with the definitions (A-E).

1 budget analyst 4 internal auditor
2 bookkeeper 5 taxaccountant
3 trainee

A a person who fills out tax forms

B a person who records transactions

C a person who reviews financial plans

D a person who is learning a new job

E a person who checks records for accuracy

Exercise 3. Fill in the blanks with the correct words and phrases from the
word bank.

1. Steve needs a license to geta 1. back-office
higher-paying job. 2. clients

2. John is in accounting school. He also 3. file clerk
works as a : 4. firm

3. Most bookkeepers work in the : 5.CPA

4. Accountants who advertise on TV get

more :

5. Some accountants work alone. Others

work for a

What’s Going in the Back Office?
The Back Office — Accounting
For many people, the back office is a mystery. Data goes in, and informative
financial reports come out. But mysterious as it seem, the back office is vital to any
business.
What happens in the back office?
The back office is a home to clerks, bookkeepers and accountants. Here is a list of
some of the most important accounting tasks:
Payroll
Accountants calculate salaries and total wages for every employee. These are
called gross earnings or gross wages. The accountants also prepare pay stubs for
each pay period showing the employees their year-to-date earnings and taxes.
Cash collections
Accountants record cash that the company receives and manage the company’s
checking accounts.
Cash disbursements
Payroll checks are not the only checks that accountants write. They also handle all
other cash disbursements.
Procurement
Accountants keep track of company’s inventory. They record all purchase orders
and make sure they have been filled.
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Here is a list of electronic devices that accountants need in their work:
- Laptop Computer

- Desktop Computer with floppy drive and CD-ROM drive
- Flash drives

- Printer

- Copier

- Fax machine

- Calculator

- Landline telephone

- Mobile telephone

- Desk lamp

Exercise 4. Read the textbook passage. Then, choose the correct answers.
1. What is the text mainly about?

A periodic cash disbursements

B informative financial reports

C routine accounting procedures

D common back office maintenance

2. show year-to-date earnings and taxes.
A Pay stubs

B Purchase orders

C Cash collections

D Checking accounts

3. Who does NOT work in the back office?

A clerks

B bookkeepers

C accountants

D receptionists

Exercise 5. Match the words (1-4) with the definitions (A-D).
1.  salary 3. purchase order
2. procurement 4.  paystub

A a fixed annual amount of pay

B the act of gathering supplies or inventory

C a document showing an employee’s pay and taxes

D a document showing what someone wants to buy

Exercise 6. Match the words (1-5) with the definitions (A-E).
1. laptop computer 4. landline telephone
2. floppy drive 5. printer

3. calculator

A a machine that converts computer documents

B a portable electronic device that performs various tasks

C a device that is only used for mathematical operations

D an old data storage device that few people use

E a device used to talk to people over long distances
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Exercise 7. Read the sentences pairs. Choose where the words best fit in the
blanks.
1. gross wages / procurement
To find multiply hours by rate of pay.
Have the people check for shipment errors.
2. gross earnings / cash collections
The manager’s salary before taxes is called :
Payments should be directed to the accountant.
3. checking account / total wages

are the sum of an employee’s hourly pay.
Employees are paid from the company’s

Exercise 8. Fill in the blanks with the correct words and phrases from the
word bank.

1. Jack needs a to access the 1. flash drives
Internet from his office. 2. desktop computer
2. are the most convenient 3. copier

storage devices. 4. mobile telephone
3. Paula heard her ringing 5. fax machine

in her pocket.

4. George can’t duplicate documents
because his broke.

5A Is the most efficient way
to scan and send documents.

VOCABULARY EXERCISES

Exercise 1. Translate from Ukrainian into English.

1. O6patu npodecito — BaXIMBUN KPOK Y KHUTTI KOKHOTO.

2. Sl — crymeHTKa Jpyroro Kypcy IPOMHUCIOBO-EKOHOMIYHOTO (axoBOTO
KOJIEJIKY 1 HaBUalOCh Ha QakynbTeTi «byXranrepcbkuii 00IiK».

3. Byxrantep — most MailOyTHs ipodecis.

4. Mos Mpis — NpalioBaTh y OyXrajJTepcbKoMy BI1IALT BETUKOT (hipMH.

5. Ilpamtoroun OyxrantepoMm si Oyny 37aBaTd 3BITH, BECTH OOJIK 3aco0iB
BUPOOHUIITBA Ta TPOLIOBUX KOILTIB, IEPEBIPSITUMY aKTHBH 1 MACUBH.

6. Mos mpodecis BKIOYAaTHUME Takl OOOB’SI3KM SIK BEACHHS PO3PAXyHKIB 13
3aMOBHMKaMH Ta TIOCTadyadbHUKaMH, 3 OIO/DKETOM Ta 3 TMpaliBHUKAMU TI0
3apoOITHIM MIaTI.

7. Hyxe poOpe sAkmo OyxraaTtep Mae BHILY OCBITY 3a CIELIaJIbHICTIO
«byxranrepcbkuit 00J1K».

8. byxrantepu mNOBHHHI NO€IHYBaTH (PyHIAMEHTaJbHI 3HAHHA 3 BHCOKUM
npodeciiiHUM piBHEM Ta MPAKTUIHUMH HABUYKAMU.

9. byxranarepu TOTYIOTH 3BIT Hpo NPUOYTKHM Ta OaJaHCOBHU 3BIT B KIHII
(Ghi1HAHCOBOTO POKY.

10. TIpodecis OyxranTepa — 1ikaBa, BIJMOBIJajibHA Ta MEPCIEKTUBHA.
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Exercise 2 . Speak about your future profession using the following words and
words-combinations:

To choose a profession, a book-keeper, “Accounting” department, responsible and
promising profession, to do calculations of ..., financial money resources, ready-
made production, to do settles with customers and suppliers, to turn in the report, to
check out assets and liabilities, to get higher education, to be an experienced
specialist, to make a right choice.

Lesson 8
CORPORATE FINANCE
Text

Corporations need financing for the purchase of assets and the payment
of expenses. The corporations can issue shares in exchange for money or
property. Sometimes it is called as equity funding. The sharesholders form the
ownership of the company. Each share is represented by a stock certificate,
which is negotiable. It means that one can buy and sell it. The value of a
share is determined by the net assets divided by the total number of shares
outstanding. The value of the share also depends on the success of the
company. The greater the success, the more value the shares have.

A corporation can also get capital by borrowing. It is called debt
funding. If a corporation borrows money, they give notes or bonds. They
are also negotiable. But the interest has to be paid out whether business is
profitable or not.

When running the corporation, management must consider both the
outflow and inflow of capital. The outflow is formed by the purchase of
inventory and supplies, payment of salaries. The inflow is formed by the sale
of goods and services. In the long run the inflow must be greater than the
outflow. It results in a profit. In addition, a company must deduct its costs,
expenses, losses on bad debts, interest on borrowed capital and other items. It
helps to determine if the financial management has been profitable. The
amount of risk involved is also an important factor. It determines the fund
raising and it shows if a particular corporation is a good investment.

ACTIVE VOCABULARY

Purchase — mokymka, KymiBis,

payment of expenses — omnara BUTpaT,

property — BiacHicTh, MaiiHO,

equity funding — akmionepHuii (maioBuii) crocid yTBOPEHHS I'POIIOBOTO (HOHIY
MIAIPUEMCTBA,

debt funding — yTBOpeHHs rpoiroBoro (GoHAY MiANMPUEMCTBA 3a JOTOMOTOO
MO3HUKH,

stock certificate — cepTudikar axmii,
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negotiable — Toii, mo Moxxe OyTH OOOPOTHHM, SIKUM MOXYTh MOCTYIUTHCS,
KYIHUTH, IPOJATH,

net assets — BapTicTh MaifHa Iicis BipaxyBaHHs 3000B’s3aHb,
bond — 6oprose 3000B’A3aHHs, OOIraris,

note - (TyT) Ooprosa po3mucka,

interest — mouis, yactka, piKCOBaHHH MPOICHT,

to pay out — BuruiauyBaru,

to run a corporation — kepyBaTH KOPIIOpAIII€lo,

inflow — HagxXoKEeHHS (TYT TPOIIIECH ),

outflow — BuTik (TYT TporIeii),

inventor — marepialbHO-BHPOOHUYI 3aracy, iHBEHTap,

supplies — pecypcu,

debt — Gopr,

goods — ToBapH.

COMPREHENSION QUESTIONS

1. Why do all corporations need financing?

2. What does equity funding mean?

3. What does debt funding mean?

4. How is the value of a share determined?

5. What activities produce an inflow and an outflow of capital?

6. What can happen if an enterprise has a greater outflow of capital than an
inflow?

7. Why is the risk involved an important factor in determining fund raising?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. ... funding is a financing formed by 1.equity
borrowing. 2. negotiable
2. They have borrowed much money and 3. interest
they have to pay a big ... . 4. inventory
3. Financing by shares is called ... 5. funding
funding. 6. inflow

4. That is a very profitable deal, for that 7. bond
purpose we need extra ... . 8. debt
5.You can sell your shares and ... .

They are ... .

6. The current assets of a company usually
include cash and ... .

7. As aresult of this deal we'll have greater ...
than outflow.
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Frank

DIALOGUE

It’s so nice to see you, Frank. Sorry, I couldn't come to your office today.

Never mind. Have a seat. Let's start by having some coffee.
Later.

So Frank, | guess it might be right time for me to invest in that computer
company. As my stockbroker, what can you suggest?

| am sure they are doing extremely well and they would welcome you
investment.

But why do they need my investment if they are doing so well?

OK. I think I should explain you a little about a corporate finance.

Go ahead. If it concerns my money | am always interested.

If a corporate enterprise wants to expand it needs financing.

You are right.

So there are two basic types of financing: equity and debt.

What's the difference between them?

If the money is supplied by the owners of a business it is called equity
funding. And the use of money supplied by loans is called debt funding.
So as an investor, what am 1?

Well, as an investor you become a partial owner of a business and receive
equity. You get shares or certificates of common stock which represent
your portion of ownership.

You did right buying the stocks for me. By the way, are there any
documents which show the financial state of the company?

Oh yes. You've just reminded me. I've brought a copy of the company's
Annual Report for you to look over. You should read it very carefully.
And if you have something to ask do it, please.

Thanks a lot, Frank. | will. Does this company pay dividends on its stock?

Yes. In fact, | studied their Annual Report and I can tell that they
have good management. Their business is doing very well, the value
of their stock has been rising. It can be an excellent long-term
investment, | am sure.

But if | want to sell my shares very soon?

No problem. Undoubtedly you can make a profit on the sale. But it
seems to me you'll want to keep this company in your portfolio.
Thank you for your advice. You are wise as usual.

Well, my advice now is to study the company's Annual Report. You need

several days for that. Then we'll meet and talk again.

ACTIVE VOCABULARY

Stockbroker — 6ip>xoBuii Makiep,

if it concerns smth. — sikito MoBa ¥iae npo mo-Hedy b,
loan — no3uka,

partial owner — criBBIaCHUK,

Annual Report — piunwmii 3BiT,
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to pay dividends — BumiauyBaTH JUBIACHIH,
long-term investment — 1OBrocTpoKoBHUii BKJIAI,
make a profit on the sale — orpumaTu nmpuOYTOK B MPOIAKY.

VOCABULARY EXERCISES

Exercise 1. Make up a sentence according to the model.

Model: How should the company pay the expenses? (borrow from the
government)
The company should pay the expenses by borrowing from the
government.

1. How can we form an equity funding? (issue shares)

2. How can a business sell more shares of stock? (offer a dividend)

3. How should we know about the financial state of the company?(look over

the Annual Report)

4. How should he invest his savings? (buy common stock)

5. How should they make people buy their bonds? (increase the interest)

6.How can this company make a profit? (raise investment capital)

Exercise 2. Notice the sentence from the dialogue.
You need several days for that.
Use this structure to respond the following sentences.
Model: It takes a month to sell the bonds.

You need a month to sell the bonds.
1. It will take a half of the year to pay off the debts.
2. It takes her several days to count up net assets.
3.1t won't take the company much time to repay the loan.
4. 1t will take him the rest of his life to learn how to run the corporation.
5. It takes them two days to sell the goods.
6. It will take them much time to decrease the outflow.
7. 1t will take him a month to raise the capital.

Exercise 3. Answer the questions.

1. What kind of funding is preferable: equity or debt?

2. What shares of what enterprises of your town would you buy? Explain why.

3. Imagine that your business is going to get capital funds by borrowing. What
bond interest would you charge? Explain why.

4. What should you do to produce more inflow of capital?

5. How can you calculate the net assets of your enterprise?

6. What traits of character does a stockbroker need?

Exercise 4. Translate from Ukrainian into English.

1. Hame migmpueMcTBO Mae moTpedy B TpommoBux (oHgax s KymHiBIi
oOnagHaHHS.

2. 5 Hajaro nepeBary akliOHEPHOMY YTBOPEHHIO I'POIIOBOTO (OHAY MiANPUEMCTBA.
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Bin npuBabiroe (3amyyae) OUIbIITY KUIBKICTh KariTaty.

3. Akii 1 obuirariii MOXXKyTh OYTH YCTYIUICH1, KYIUICH1 1 TpoIaHi.

4. 5] xo4y KynuTH AECATUIIPOIICHTHI 00Jirarii.

5. Mu MaeMo Hamip BUILUIATUTH BC1 OOPTH /10 MOYATKy (PiHAHCOBOTO POKY.
6. Ty oTpuMaeIn Xopouui MpUOyTOK B MPOJAAXKY ITUX TOBAPIB.

7. Bin € cniBBiiacHukoMm kommnanii SONY.

8. KymiBis akuiit i€l KomnaHii — XOpOIIHii TOBTOCTPOKOBUN BKJIA/.

9. Slkmo MoBa i€ PO MOi TPOIII, sT BABYY PIYHHI 3BIT KOMITaHii.

GRAMMAR EXERCISE

Exercise 1. Make the sentences negative.

Model: This bank was making loans to corporations during two months last
year.
This bank wasn't making loans to corporations during two months
last year.

1. They were discussing the possibility of the purchase of inventory from 5 till

6 p.m. yesterday.

2. He was running the corporation during two months.

3. During our last classes the lecturer was speaking about equity funding.

4. Our accountant was calculating assets, liabilities and net worth two days

before yesterday.

5.They were electing the new Board of Directors for two hours at their annual

meeting.

Exercise 2. Put up four questions of different types (general, special,

disjunctive,

alternative) to each sentence.

Model: The company was doing extremely well when he was the manager.
1.Was the company doing extremely well when he was the manager?
2.When was the company doing extremely well?

3. The company was doing extremely well when he was the manager,
wasn't it?

4. Was the company doing well or badly when he was the manager
of the company?

1. I was examining the Annual Report when Mr. Stevenson called on me.

2. She was making a profit on the sale of the goods till she could get them.

3.He was holding a position of a stockbroker when I met him last year.

4. The shop was attracting many customers, when it was supplied by famous

companies.

5.They were investing money in this business for two years.
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Lesson 9
BANKS AND BUSINESS
Text

Banks are different in different countries. Let's speak about the banks in the
United States of America. There, commercial banks are classified into two main
groups. First, there are national banks. They are chartered and supervised by the
Federal Government. Secondly, there are state banks. They are chartered and
supervised by the state in which they are operated. All commercial banks can make
loans to borrowers.

Major commercial banks in such cities as Tokyo, Paris, Rio cooperate with
each other. In this way they finance imports and exports between countries.

An importer buys merchandise from another country using the currency of
that country. For that purpose he buys this currency from the foreign exchange
department of his bank. And at the same way if an exporter receives foreign money
from sales to other countries, he sells this currency to his bank. By this method the
currency of any country can usually be exchanged.

ACTIVE VOCABULARY

Commercial bank — xkomepuiiinuii 6aHK,

national bank — mamionanbHuit OaHK,

to charter — 3acHOByBaTH, CTBOPIOBATH,

to supervise — 3aBigyBaTH, KOHTPOJIIOBATH,

state bank — nep>xaBHmit OaHK,

merchandise — Toapwu,

CUrrency — BaJroTa, Irpollli,

foreign exchange department — Bijaia 0OMiHy BaTOTH,
to exchange currency — oOMiHIOBaTH BaJIIOTY .

COMPREHENSION QUESTIONS

1. What do all commercial banks do?

2. What kinds of commercial banks in the USA do you know? What are they
called? 3.Who supervises the operations of national bank?

4. What kind of currency does an importer generally use when he buys
goods from another country?

5.What do you know about the "international exchange"?

6. What is the currency of this country called?

7.What is the exchange rate between your currency and the currency of the
USA and

Germany? How can you find it out if you don't know it?

Exercise 1. Choose the necessary word and put it in the sentence.
1. Federal government ... and ... all 1. merchandise
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national banks. 2. currency

2. International cooperation between 3. commercial
banks makes it possible ... imports 4. foreign exchange
and exports. 5. to finance

3. It is possible to convert American 6. to supervise
dollars to Euro in... department. 7. to charter

4. The ... of Germany is Euro.

5. All ... banks make loans to borrowers.
6. If the importer buys ... from another
country he will pay for it in the currency
of this country.

DIALOGUE
(A banker's office in New York City. Mr Smith, a Vice President, speaking to Bill
Wilson).

Smith  O.K. Bill. As a secretary you ought to know certain things about banking.

Bill That's what | want. | hope to make my career in banking.

Smith  And what bank services are you familiar with?

il Oh, let me see. | am familiar with checking and savings accounts, safety
deposit boxes, insurance and things like that.

Smith It is something.

Bill But | don't have a clear idea of the services which banks offer to business.

Smith  O.K. Let's discuss it then. In fact it is more directly concerned with what

passes over my desk.

oy}

Bill | think businesses come to the banks for loans.

Smith  You are right. Banks make loans to corporations, to organizations, to
individuals and small companies. For this service, we always charge
interest.

Bill But how can a bank decide whether a business should receive a loan.

Smith  First of all we request a financial statement. It shows what the company
has in inventory, accounts receivable and other assets and liabilities.
Profit and loss statement shows the company's income and expenses.

Bill In other words you look over the financial situation of a business.

Smith  Exactly. If the company is eligible for a loan, it may choose a long-term
Loan or a short-term loan.

Bill | see. And how much interest does the bank charge on these loans?

Smith It can be different. We have so called prime-rate, that is the lowest
interest rate available at the particular time. Only preferred customers
can have it.

Bill Who decides on prime-rate then?

Smith  Major lending banks do.

Bill Oh, I must know that. And very often | hear the term "a line of credit”. I
have a vague idea what it is.
Smith A line of credit is the maximum amount of money that a company can
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borrow from a bank. This top amount of customer’s credit is based on
the profits and earnings of a business.
Bill Well. Then it is very important to have a good line of credit, isn't it?
Smith  Sure. A bank also issues letters of credit. Such letter says that its holder
can borrow up a certain sum of money. Or a bank can also issue a letter
of credit for a person who goes to the other country where another bank
is involved. Then there is the credit reference letter which recommends a
company to its suppliers, and well — I could go on all morning.
Thank you. It's very useful information.
Smith  O.K. We can pass on to a more complicated subject. That is tax service.

ACTIVE VOCABULARY

Banking — 6aHkiBchbKa cripasa,

to make a career in smth. — 3po6uTH Kap’epy B 4OMYChb,

bank services — 6aHKIBCHKI IMOCITYTH,

checking account — yekoBu# paxyHOK,

savings account — oragHuA PaxyHOK 13 BCTAHOBJICHUM IPOIIEHTOM,

safety deposit box — ceiid mnsa aeno3uTiB, SKUH HaTa€ThCSA MPUBATHUM 0CO0aM B
OaHKYy,

to make a loan to smb. — naBatu mo3uky Komy-HeOy b,

to be eligible for a loan — Toif, XTO MAXOAWUTH AJIA MO3UKH (TOOTO BH3HAHUUI
IJIaTOCIIPOMOKHUM ),

long-term loan — noBrocTpokoBa Mmo3uKa,

short-term loan — kopoTkoCTpOKOBa MMO3MKA,

prime-rate — HaliMEHIIUI MPOLIEHT 13 TTO3UKH, BCTAHOBJCHUI y BU3HAUCHHI Yac 1 y
BU3HAYCHOMY MICIIi,

preferred customer — npuBinelioBaHUi KITI€HT,

to be available — nasBHuUiA, sIKUIi € B pO3MOPSIKEHHI,

line of credit — kpeauTHa miHis,

to borrow — nosuyaru,

letter of credit — kpeauTHMIT TUCT, aKPETUTHB,

credit reference letter — pekoMeHI0BaHMI KPEAUTHHIA JIUCT.

VOCABULARY EXERCISES

Exercise 1. Change the sentences according to the model.
Model: We use the safety deposit boxes (sometimes).
We sometimes use the safety deposit boxes.
1. All the banks provide credit services (usually).
2. Banks give investment advice (sometimes).
3. Banks charge interest (always).
4. You can borrow money quickly (rarely).
5. Businesses want to borrow money (frequently).
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6. The amount of interest depends on the prime rate (generally).
7. Companies need a line of credit (seldom).
8. A line of credit is available (occasionally).

Exercise 2. Change the sentences from active into passive according to the
model.
Model: They use the safety deposit boxes very often.
Safety deposit boxes are used very often by them.
1. Federal government supervises and charters national banks.
2. This bank is asking ten per cent interest.
3. The bank requests a financial statement of the company.
4. Their company takes a long-term loan from the Federal Bank.
5. The executive shows the company's expenses.
6. The manager is instructing the secretary.

Exercise 3. Answer the questions.

1. Is there a difference between banking systems in Ukraine and western
countries? What is the difference?

2. What bank services are you familiar with?

3. Do the banks in this country have safety deposit boxes?

4. Whom do the banks make loans to in this country?

5. What kind of loan would you prefer, long-term loan or short-term loan?
6. What prime rates are available in this country?

7. What does the line of credit of the enterprise depend on?

8. What is a credit letter written for?

9. What can one do with credit reference letter?

Exercise 4.

1. Speak about banking system in Ukraine.

2. Make up a dialogue between a bankman and a customer who wants to take a
long-term (short-term) loan.

Exercise 5. Translate into English.

1. Jlep>xaBa 3aCHOBY€ KOMEpPL1HHI OaHKH.

2. SIKmio T Xodenl KyMUTH TOBap 3a KOPJAOHOM, TH TIOBHHEH OOMIHSTH TPOIIi Y
B1/1/11J11 OOMIHY BaJIIOTH.

3. 51 xoTiB 6M 3po0OuTH Kap’epy B OaHKIBCHKIiH cripaBi.

4. Bci 6aHKM BCTaHOBJIIOIOTH MPOLEHTH HA MO3UKY.

5. Hamr 6ank Mae Hamip HaAaTH KOPOTKOCTPOKOBY MO3UKY LIbOMY MiITPHUEMCTBY.

6. HaiimeHImii ipoIeHT 13 MO3WKH HAJAETHCS TIPUBUICHOBAHUM KITIEHTaM.

7. BaHKM MOXXYTb BUITYCKaTH aKpEIUTHBH 1 PEKOMEHIOBaH1 JIHCTH.

8. 51 Maro HaMip MO3UYUTH BEIUKY CyMy TPOLICH.

9. bank BBakae, IO 1€ MIAMPUEMCTBO IUIATOCTIPOMOXKHE 1 HOMY MOYKHA HaJaTH
MO3UKY.
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GRAMMAR EXERCISES

Exercise 1. Make the sentences negative.

Model: This commercial bank had already stopped to exist when the war started.
This commercial bank hadn't stopped to exist yet when the war started.

1. He had already changed currency when | rang him up yesterday.

2. They had already chartered the commercial bank when | organized my private

cafe.

3. He had looked over the financial statement by five o'clock yesterday.

4. My brother had made a career in banking when he was 26.

5. He had put all his money on his savings account before the money reform was

introduced.

Exercise 2. Put up four questions of different types (general, special,
disjunctive, alternative) to each sentence.
Model: They had written a credit reference letter before he left abroad.
1. Had they written a credit reference letter before he left abroad?
2. What had they written before he left abroad?
3. They had written a credit reference letter before he left abroad, hadn't
they?
4. Had they written a Credit reference letter or a credit letter before he
left abroad?

1. He had been a preferred customer for this bank till his business was
successful.

2. My parents had settled everything connected with insurance before they
retired on pension.

3. He had borrowed the money before | managed to find him.

4. The lawyer had given me investment advice before | asked him about it.
5.He had arrived to the conclusion to take a long-term loan when I met him
yesterday.

The Structure and Functions of a Bank

All commercial banks have a similar structure and mode of working. The
owners are the shareholders. At the outset they provide the necessary capital. They
are all organized on the joint stock principle and are registered public companies.
The Chairman and Board of Directors are elected by the ordinary shareholders at
the Annual General Meeting and are responsible for the efficient management of
the bank. The Board is concerned with the over-all policy of the bank and the
major decisions, which put that policy into effect.

The Board will appoint a managing Director who is directly responsible to
them and a member of the Board. They will also appoint the most senior
executives who in turn appoint the rest of the clerical staff who will be responsible
in different capacities for the day to day running of the bank.

The essence of a bank’s activities is the collection of deposits through
current accounts and deposits accounts and the use of these funds to provide loans
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or funds for investment. The current account is the one commonly held and is
drawn by cheques and standing orders. The deposit account is more in nature of a
saving account. The pattern of investment, which a bank decides upon, is crucial
because, on the one hand, the bank must use the funds wisely to make a profit and,
on the other, funds must be available for depositors to withdraw when they wish to
do so.

At the end of each business year the Directors recommend and the Annual
General Meeting decides how much of the profit should be distributed to the
shareholders as dividend, and how much should be retained in the business. In
preparation to the Annual General Meeting, a bank publishes its Report and
Account. These must be sent to every shareholder and are also available for anyone
with an interest in the affair of the bank. From the published accounts shareholders
can easily determine the total profits the bank has earned and how much is
available for the distribution.

ACTIVE VOCABULARY
At the outset — 3 mouaTtky,
a joint stock principle — npuHIMIT aKIIOHEPHOTO KaMiTaly,
a Chairman — romoa (300piB),
to be concerned with — 3aiimaTucs,
over-all policy of the bank — 3aranbna nmosmituka 6aHKy,
a clerical staff — xannenspcpkwmii mrar,
the essence — cyTb,
crucial — BupinranpHui,
to withdraw — Bigknukatu,
to be retained — 3anumarucs.

COMPREHENSION QUESTIONS

=

Does a bank start on the industrial capital or on the joint stock principle?

2. Is the Board of Directors elected by the ordinary shareholders or by the

National Bank?

Who will appoint the Board Managing Director or shareholders?

Do the Board or shareholders hire the employees?

5. Are the bank’s main activities meeting with the shareholders or collection of
deposits through current accounts and deposits accounts?

6. Are the profits distributed at the Everyday Meeting or the Annual General
Meeting?

7. Are the shareholders kept informed from the Managing Director or from the

published accounts?

& W
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VOCABULARY EXERCISES

Exercise 1. Tell what sentences are true, what are false.

1. All commercial banks have a similar structure and mode of working.

2. The owners are Board of Directors.

3. The Chairman and Board of Directors are elected by the National Bank.

4. The Board is concerned with the over-all policy of the bank and the major
decisions, which put that policy into effect.

5. The Board will appoint the stockholders.

6. The most senior executives are appointed by the Board.

7. The essence of a bank’s activities is the collection of deposits through the
shareholders.

8. The current account is the one commonly held and is drawn by cheques and
standing orders.

9. At the end of each business year the Directors recommend and the Annual
General Meeting decides how much of the profit should be distributed to the
shareholders as dividend, and how much should be retained in the business.

10. From the current accounts shareholders can easily determine the total profits
the bank has earned.

Exercise 2. Choose the right answer.

1. Who owns the commercial banks?

a) Board of Directors; b) Managing Director; c) clerical staff; d) shareholders.

2. How does a bank start?

a) On the private property; b) on the industrial capital; ¢) on the deposit accounts;
d) on the joint stock principle.

3. Who chooses the Board?

a) The National Bank; b) ordinary shareholders; ¢) Managing Director; d) Central
Bank.

4. What is the Board’s task?

a) to appoint shareholders; b) to appoint a Managing Director; ¢) to appoint deposit
accounts.

5.Who hires the employees?

a)The Board; b) a Managing Director; ¢c) Annual General Meeting; d) shareholders.
6. What are the bank’s main activities?

a) the collections of deposits through current accounts and deposits accounts; b) to
hire the employees; ¢) to meet with shareholders.

7.How are the profits distributed?

a) at the Annual General Meeting; b) at the Everyday Meeting; c) by a Managing
Director; d) by the shareholders.

8. How are the shareholders kept informed?

a) from the Managing Director; b) from the published accounts; c) from the
National Bank.

Exercise 3. Agree with your partner (teacher) if she/she’s right.
Model: S1: All commercial banks have a similar structure and mode of working.
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S2: You’re right. All commercial banks have a similar structure and mode
of working.
1. Shareholders are the owners of commercial banks.
2. Commercial banks are organized on the joint stock principle.
3. The ordinary shareholders elect the Chairman and Board of Directors at the
Annual General Meeting.
4. Managing Director is appointed by the Board.
5. The essence of a bank’s activities is the collection of deposits through current
accounts and deposits accounts and the use of these funds to provide loans or funds
for investment.
6. The Annual General Meeting decides how much of the profits should be
distributed to the shareholders as dividend.
7. From the published accounts shareholders can easily determine the total profits
the bank has earned and how much is available for the distribution.

Exercise 4. Correct your partner if he/she isn’t right.
Model: S1: Board of Directors are the owners of commercial banks.
S2: You aren’t right. The shareholders are the owners of commercial banks.
1. Banks are organized on the deposits accounts.
2. The Chairman and Board of Directors are elected by the Central Bank.
3. The Board’s task is to appoint shareholders.
4. Annual General Meeting hires the employees.
5. The bank’s main activities are meeting with the shareholders.
6. The profits are distributed by the shareholders.
7. The shareholders are kept informed from the national Bank.

Exercise 5. Complete the following statements.

1. All commercial banks have a similar ... .

2. The shareholders are the owners ... .

3. All commercial banks are organized ... .

4. The Chairman and Board of Directors are elected ... .

5. The Board will appoint ... .

6. The essence of a bank’s activities is ... .

7. At the end of each business year the Directors recommend and the Annual
General Meeting decides ... .

8. From the published accounts shareholders ... .

Exercise 6. Read and translate the text.
CREDIT CARDS

Many banks now offer credit cards to their customers. Any customer can
apply for a credit card. If the bank thinks the customer is a good risk, it will issue
him a card and inform him of his personal credit limit (maximum he can borrow).

For example, the bank might allow a customer a limit of 250& per month.
This means that every month the customer can use his card to pay for 250& worth
of goods and services or to borrow 250& in cash, traveler’s cheques or foreign
currency. It does not matter if the customer’s bank account is empty when he
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spends or borrows the 250&. The bank will cover him up (pay) to his credit limit.

At the end of the month the bank will send a statement to the customer.
Provided the customer clears his account every month the facility will cost him
nothing. He will have a month’s credit fee (pay all debts).

However, if the customer falls to clear his account every month he will be
charged 2% interest per month on the outstanding balance (the amount due).

This alternative form of money (credit) can become very expensive,
therefore.

Lesson 10
PRODUCT DEVELOPMENT and PLANNING
Text

The number of new products coming into the market of western
countries every year is overwhelming. The major part of these products is
not new, but adaptations. It means that these products are not new, they are
existing items to which a modification has been made. Only few products are
really original or innovations. For instance a clock-television is an adaptation,
but TV-set itself, the refrigerator — each was an innovation. A great number
of innovations and adaptations are designed, produced and marketed by small
businesses. Very often a new product is formed on the basis of the 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 one fifth of all new products turn out to be profitable.

ACTIVE VOCABULARY

Product development — po3BUTOK BUPOOHHIITBA,

an adaptation — mo-HeOy b epepoOIeHe, TPUCTOCOBAHE,
a modification — moaudikarisi, BU103MiHa,

an innovation — HOBOBBEIEHHH,

a patent — mareHr,

large scale producer — Benukuii BUpOOHHUK,

promising product — nmepcrneKTUBHUI TPOIYKT, BUPIO,
unreasonable price — Hepo3ymHa I1iHa,

inadequate — HegOCTaTHIM, IKUH HE BiAMOBIga€ BUMOTaM.

COMPREHENSION QUESTIONS

1. How can you explain the term adaptation?
2. What is an innovation?
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3. Give your own examples of innovations and adaptations.

4. Why are many innovations and adaptations manufactured and marketed by
small businesses?

5. Why is it so important to obtain a patent?

6. Why does the failure of a new product take place?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. Though market research tries to 1. adaptation
predict the trends, there is no sure ... . 2. innovation
2.This product isn't original, itisan ... . 3. inadequate
3. ... office receives applications from 4. patent

many young inventors. 5. failure

4. If the price is ..., the product won’t 6. success

be sold out. 7. unreasonable

5.A clock-television is an adaptation
but the television itself is an ... .

6.1f a sure ... is stopped, money and
time can be saved.

7. They failed because of ... promotion
campaign.

DIALOGUE
(Dick and Jack are having lunch. Dick is Vice President in charge of Product
Development. And Jack is Vice President in charge of the Legal
Department).

Dick How are the things?

Great. We are busy with a new line of clock-television.

Sounds interesting. Are you going to apply for a patent soon?

Yes, we are. We are preparing the necessary papers now.

And what did the Market Research say by the way?

They think there is fair market for the product at the moment but it will
take a few years to catch on.

| see. We'll have to start a good promotional campaign.

Without doubt.

Well, it will be our advantage to have the patent on it as well. You
have decided on the size, haven't you?

We'll start with a small screen model. It will have a wake-up button
and go-to-sleep button with timers. Market Research says that the
automatic go-to-sleep button may be the bigger selling point.

Yes. The idea of a set that turns itself off is great. To tell you the
truth I'm always falling asleep to the middle of the show. Now it can
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be done.

Jack  Well. In future we'll probably expand the line to include different size
screens and colour.

Dick  That's good.

Jac | think we are close to a big success.

ick That is why we must be very careful. Before we begin to market

television we must fulfill the most complete testing.

Jack  You are right.

Dick  What about the pricing? Has it been worked out?

Jack  Not completely. Market Research Department says we can't have too high
price on this kind of item.

Dick It's evident we must be very careful. May be this time consumers will
really surprise us.

Jack Let's hope for the best.

ACTIVE VOCABULARY

To apply for a patent — mogaTu 3asBy Ha MMaTEHT,

a fair market — (TyT) cipusTIMBI pUHKOBI YMOBH,

to catch on — cratu MogHHM,

to be a big selling point — 6yTu nmpuBabIMBUM /IS TOKYIIIIIB,
to fulfill the testing — 3akinuyBaTH 1OCITIKEHHS

to market — nponaBatu.

VOCABULARY PRACTICE

Exercisel. Change the sentences according to the model.
Model: We must fulfill complete testing.
Complete testing must be fulfilled.
1. They must expand the line.
2.'You could apply for a patent.
3. They should work out the details.
4.1 must develop a new trend.
5. We should design a line of clock-television.
6. You should start market research.

Exercise 2. Answer the questions.

1. Why is it so important for a producer to apply for a patent?

2. How much time does it usually take for a new product to catch on?

3. What is a big selling point of the items which you produce?

4. In what way can a consumer surprise the producer?

5. Would you like to produce something original or an adaptation? Explain why.
6. What are the conditions of successful product development?

7. What products are the market conditions fair for in this country?
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Exercise 3. Translate into English.

1. Ie#i mpoayKT — MOAMQIKALIISI CTApOrO.

2. JIpiOH1 BUPOOHUKK BUITYCKAFOTh OUTBIITY KUTHKICTH TOBAPIB.

3. Ham HeoOX1THO OTpUMATH MaTeHT Ha BUPOOHHIITBO JITAHOTO TOBAPY.

4. PetenbHe NOCTIDKEHHS PUHKY HE0OXiHE, 11100 rapaHTyBaTH YCIIIX.

5. HeoOxi1HO Oy/1e 5 pOKIiB J1s1 TOTO 11100 BaIll MPOIYKT 3700YB BU3HAHHSL.

6. Binkmrouarounii HpI/ICIplI/I 3 ”IaI/IMCpOM came Te, 1110 Oy;1e MPUBaOJIFOBATH CIIOYKHBAYA.

7. TlotpiOHO 3aKIHUMTH BCl JOCTIPKEHHS, TEPIT HOK MH PO3MOYHEMO TPOJABATH HAIIT
TIPOJTYKT.

8. Ham HeoOX11HO pO3IIAPHTH JIHIFO.

Exercise 4. Speak about product development of your business.
Ask your colleague how he would plan product development.

GRAMMAR EXERCISES

Exercise 1. Make the sentences negative.
Model: I will have the drawings prepared very soon.
| won't have the drawings prepared very soon.
1. It will take much time to catch on.
2. | am sure this thing will be the biggest selling point.
3. They will run a good advertising campaign.
4. They will make a new modification of electronic watch.
5. This price will be inadequate.

Exercise 2. Put four questions of different types to each sentence (general,
special, alternative, disjunctive).
Model: They will influence the consumer to buy their automobiles.
1. Will they influence the consumer to buy their automobiles?
2. Who will influence the consumer to buy their automobiles?
3. They will influence the consumer to buy their automobiles, won’t they?
4. Will they influence the consumer to buy their automobiles or other
goods?

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. I shall consult my partner.
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Lesson 11
MARKETING
Text

Marketing includes all the business activities connected with the movement
of goods and services from producers to consumers. Sometimes it is called
distribution. On the one hand, marketing is made up of such activities as
transporting, storing and selling goods and, on the other hand, a series of decisions
you make during the process of moving goods from producer to user. Marketing
operations include product planning, buying, storage, pricing, promotion, selling,
credit, traffic and marketing research.

The ability to recognize early trends is very important. Producers must know
why, where, for what purpose the consumers buy. Market research helps the
producer to predict what the people will want. And through advertising he attempts
to influence the customer to buy.

Marketing operations are very expensive. They take up more than half of the
consumer's dollar. The trend in Ukraine has been to high mass consumption. The
construction of good shopping centers has made goods available to consumers. It
provided a wide range of merchandise and plenty of parking facilities.

ACTIVE VOCABULARY

Producer — BupoOHUK,

consumer — cuoxxuBay,

USer — CIOKuBaY,

distribution — 30yT, po3moin,

marketing — npoaax, 30yT, MapKETHHT,
transporting — TpaHcopTyBaHHs,

storing — ckiaayBaHHs, 30epiraHHs,

storage — 36epiranus,

product planning — po3po6ka HOBUX HPOIYKTIB,
pricing — KaabKyJIsILis IiH,

promotion — copusHHSA y Hpojaxy (SAKoro-HeOyab MPOAYKTY), HANpPHKIad 3a
JOTIOMOTOI0 PEKJIaMH,

traffic - Toprisns,

marketing research — BuBueHHs puHKY 30YyTY,
trend — TenaeHIIs, 3araTbHUNA HATIPSIMOK,

to predict — mepenbavatw,

to influence — BrutiBaTH.

COMPREHENSION QUESTIONS

1. What does marketing mean?
2. What activities does marketing consist of?
3. What do marketing operations include?
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4. Why is it so important for the producer to predict the trends?
5. How was mass consumption possible in Ukraine?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.
1. One of the aims of market research
Is to indicate new ... among people. 1. to predict

2. Advertising must ... the consumer and 2. to influence
make him buy the goods produced. 3. to promote

3. Often marketing is called ... . 4. marketing

4. In order to sell a new product, a 5. trends

producer has to consider how to ... it. 6. distribution

5. The goods of this company are not sold 7. market research
very well, they must think about ... . 8. product planning
6. Sometimes it is difficult to influence 9. consumer

... through advertising.

7. 1f you want to produce something new,
you should start with ... .

8. A producer wants to ... the new trends
and then tries to influence them.

9.... Includes product development and
pricing among other things.

DIALOGUE
Sally and Don work in the Marketing Department of a company that makes
different meal products.

Don  Hey, Sally, look at these figures. The price of sugar is going up 10%
during the next year.
Sally Oh, that's bad. That means trouble for our jam line.

Don | think so too. Sugar is the main ingredient, you know. What's your
opinion?
Sally  Well, we are not the price leaders in the field and jam is a very price

sensitive item. According to our marketing research information
consumers aren’t particularly brand loyal about jam.

Don | have a brilliant idea. You know, this could be a great marketing
opportunity for us.

o

Sally What do you mean?

Don  Well, because of the price rise in sugar we know that the price of jam will
go up too. The increase will pass on the consumer, won't it?

Sally Right.

Don  Imagine, we find the possibility of changing the ingredients in the jam so

that we wouldn't have to raise the price.
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Sally Then we wouldn't trouble about the price rise on sugar because we'll be
able to sell the jam at the same price. The idea is that we could market less
expensive jam. What a promotional campaign we could have!

Don Sure. If we do it right we'll sell more and become the leader in the

market.

Sally Now the first thing is to talk to Research and Development.

Don Right and we'll see when they'll have some samples of new formulas

ready.

Sally What about marketing research? | think we should schedule some

tests for responses to the R&D samples.

Don Well, there is a lot to do. | think we should also change packaging.

Now, Sally, that would be great.

Sally Oh, Don, let's hope for the best. If we don't lose the chance, the

competitors ‘products will stay on the supermarket shelves.

Don Oh, it's time for lunch. Let's discuss our business in cafeteria.

Sally Oh, sure, we've got a lot to discuss — distribution, advertising...

ACTIVE VOCABULARY

T0 go up — 3pocTartu (IIpo IMiHY),

to raise the price — mignimMatu 1iHy,

price leader — BUpoOHUK, SIKWI BCTAHOBIIIOE HAWHIKYY I[IHY Ha IIEBHUW TOBap,
price sensitive item — ToBap, piBEHb MPOJAXKY SKOTO 3aJICKUTh Bij I[iHU,

to be brand loyal — manaBaTu nepesary,

promotional campaign — pekiaMHa KaMIIaHis,

to market — mpomaBaru,

to schedule — po3po6usaTH maH,

packaging — ymakoBka,

competitor — KOHKYpEHT.

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1. If the price on this product .... 1.goup

nobody will buy it. 2. schedule

2. They should ... some tests and pass 3. packaging

the results to R.D. 4. competitor

3. This company is the ... in this field, 5. price leader

they can sell this product at the lowest 6. price sensitive item
price.

4. Customers do care about the price

on this product, itis a very ....

5. ... influences the desire of a customer
to buy.

6. Our ... has become the price leader
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in selling computer programmers.

Exercise 2. Answer the questions.

1. Who is the price leader in your business?

2. How can you become a price leader? What should you do for this?
3. How should one start a promotional campaign?

4. Why is it dangerous to produce price sensitive goods?

5. Why is it important to have competitors in business?

6. What should you do to leave your competitors behind?

7. What knowledge must you have to be good at marketing?

Exercise 3. Translate into English.

1. MapkeTunr BkJO4Yae B cebe ii, SKi MOB’A3aHI 3 PyXOM TOBapy BiJ
BUPOOHMKA /IO CIOKMBAYA.

2. MapkeTuHTI BKJIIOYae B ce0e¢ TpaHCIOpPTYBaHHsA, 30epiraHHs, pekiIamy,
KaJIBKYJIAIIIO I[1H, TPOJIaXK.

3. BuBueHHs puHKY Jomnomarae nepeadadyuTy 3arajbHi HAaIPsIMU MOMUTY.

4. PexniaMa CHJIBHO BIUJIMBA€ Ha CIIOKUBaya.

5. Mu He MOKeMO BCTAaHOBUTH HU3BKY LIIHY Ha II€H TOBap.

6. Mu nmoBuHHI pO3pOOHUTH TIJIaH BUPOOHUIITBA HOBUX MPOIYKTIB.

7.30yT UBOro TOBapy AYyXKE pearye Ha 3MiHY I1HU.

GRAMMAR EXERCISES

Exercise 1. Transform the sentences of real condition into the sentences of
unreal condition.
Model: If we promote this right, we will (we'll) get more sales.
a) If we promoted this right, we would get more sales.
b) If we had promoted this right, we would have got more sales.
1. If we are careful, we will leave behind our competitors.
2. If we phone R.D., we will get the necessary information.
3. If we change the ingredients, we will be ready for the price rise.
4. If the price of jam goes up, the increase will be passed on the consumer.
5. If they work hard, they won't lose any customers.
6. If we schedule the product development in time we will be ready for the change
of the demand.
7.1f we don't lose the chance, the competitors' products will stay on the
supermarket shelves.

Exercise 2. Make transformations according to the model.
Model: Consumers wish prices would go down.

Consumers hope that prices will go down.

I wish I could work harder.

| hope I can work harder.
1. The head of the department wishes competition would lessen.
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2. The Market Research Department wishes the test results would be ready
soon.

3. The Manager wishes sales would improve.

4. We wish all the departments could fulfill their tasks.

5. Sally wishes the Packaging Department could hurry up.

Lesson 12
WHOLESALING
Text

Wholesaling is a part of the marketing system. It provides channels of
distribution which help to bring goods to the market. Generally indirect channels
are used to market manufactured consumer goods. It could be from the
manufacturer to the wholesaler, from the retailer to the consumer or through more
complicated channels. A direct channel moves goods from the manufacturer or
producer to the consumer.

Wholesaling is often a field of small business, but there is a growing chain
movement in the western countries. About a quarter of wholesaling units account
for one-third of total sales.

Two-third of the wholesaling middleman are merchant wholesalers who take
title to the goods they deal in. There are also agent middlemen who negotiate
purchases or sales or both. They don’t take title to the goods they deal in. These
agents don’t earn salaries. They receive commissions. This is a percentage of the
value of the goods they sell.

Wholesalers simplify the process of distribution. For example, the average
supermarket stocks 5000 items in groceries alone, a retail druggist can have more
than 6,000 items. As a wholesaler handles a large assortment of items from
numerous manufacturers he reduces the problem of both manufacturer and retailer.
The store-keeper does not have to deal directly with thousand of different people.
He usually has a well-stocked store and deals with only a few wholesalers.

ACTIVE VOCABULARY

Wholesaling — ontoBa Toprisis,

to provide channels — 3a6e3neuyBaTuce cuctemoro (30yTy),
indirect channels — nenpsma, onmocepenkoBana cucrema (30yTy),
complicated channels — cknagna cucrema (30yTy),

a retailer — mponaseib ToBapiB y po3apio,

chain movement — pyx 10 06’eqHaHHS,

wholesale unit — (TyT) ckiaa mo onToBii TOPriBi,

total sales — cykynuuii mponax,

a middleman — nocepeaHuk-KoMicioHep,

merchant wholesaler — onToBwuii ckynHux,
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wholesaling middleman — onroBuii mocepeaHuK,

to take title to the goods — kymyBaTu TOBap sSIK BIaCHICTb,

agent middleman — nocepeiHUK Mi>K BUPOOHHKOM 1 ITOKYIILIEM,

to negotiate purchases or sales — Bectu meperoBopH 100 KYyIiBIIi i MPOJAKY,
to earn salary — 3apo6uisaTu 3apruiary,

to receive commissions — ojepKyBaTH KOMICiiHI (IIPOIEHT BiJ MPOJAKY),
grocery — 6akasiitHa TOPTiBIIS,

to handle — kepyBaru, TopryBaru (amep.),

assortment — acOpTUMEHT.

COMPREHENSION QUESTIONS

1. What is the aim of the wholesaling?

2. How can you describe a direct channel of distribution?

3 What is an indirect channel of distribution?

4 What channel of distribution is preferable?

5 Is there any difference between a merchant wholesaler and an agent middleman?
What is this difference?

6 How does a wholesaler simplify the process of distribution?

7 What would a retailer have to do without wholesalers?

VOCABULARY PRACTICE

Exercise 1. Choose the necessary word and put it in the sentence.

1.They use both direct and indirect ... 1. wholesalers

of distribution. 2. take title

2. Agent middlemen do not ... to the 3. retailer

goods they deal in. 4. stock

3. Usually wholesaling ... stands between 5. channels

the producer and the retailer. 6. assortment

4. A supermarket may ... thousand of 7. to receive

items. commissions
5. Usually a wholesaler handles a large 8. middleman

... of items of numerous manufacturers.
6. Agent middlemen don’t earn salaries,

they ... .
7.A wholesaler doesn’t deal with the
customers, ... does.

8.... simplify the problems of manufactures.

DIALOGUE
John is explaining his new job to his wife, Susan. He is a sales trainee for a
company.
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It’s a great job, you know. The salesmen are paid salaries instead of being
on commission.

Why do you find it great? You can earn less money.

Well, it’s a regular weekly salary. And besides we get reimbursed for
everything lunches and dinners even the football tickets, the car, gasoline,

That’s really great.

And I’'m going to get a raise in three months.

And what are you going to sell?

Foam rubber.

What is it used for?

It is used to make couches and beds, generally | deal with furniture
manufacturers.

So you will travel much, won’t you?

No. Delivery is a part of our wholesaling operation. Foam is sold and
delivered by the truckloads. It is rather bulky and it is expensive to have it
shipped a big distance. We are going to deal with buyers who are in this
region.

That’s fine. I don’t want you to travel too much. By the way | want to
know more about sales procedure.

At first | go to see a buyer. We discuss what he needs. After that I send
him a written quote. If our prices suit him, he’ll call us and send an order.

Do you take orders over the phone?

Yes. The buyers are always in a hurry and a letter would take too much
time to come. If it’s a verbal agreement we call it gentlemen’s agreement.

And what happens after the verbal agreement?

We receive a written purchase order. It is called p.o. — and it has a number
that we use for all future correspondence on that order. The office then
retypes the order form and the p.o. and order form are stapled together and
filed.

It sounds organized. Whom do you usually deal with in a company?

Well, I deal with purchasing agents. But | could deal with any
administrator from the president on down, in some cases.

Good. Soon you’ll get your raise.

Yeh. Selling is usually a stepping stone to higher positions in
management.

Don’t worry, dear. If it doesn’t work out, we still have my job.

ACTIVE VOCABULARY

Sales trainee — craxkep 1Mo TOpris,

to be on commission — oTpuMyBaTH KOMICIHHI BiJI IPOJaxy,
to reimburse — BiIIKOOBYBAaTH,

to get a raise — oJepsKaTH MiABHUILEHHS,

toll — MuToO, MJ1aTa 32 MOCITYTH,
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quote — mpuU3HAYCHHS IIHH,

delivery — nocraBka,

gentlemen’s agreement — keHTIbMEHCHKA Yro/1a,
verbal agreement — ycHa yroa,

purchase order (p.0.) — 3aMOBJICHHS Ha MTOKYIIKY,
to deliver — nocrasisTu,

to staple — (tyt) nepeBipurHy,

to file — migmmBaTH, 36epiraru,

stepping stone — 3aci0 a1 JOCSATHEHHS LIiIi.

VOCABULARY EXERCISES

Exercise 1 . Change the sentences according to the model.

Model: When did they want to reimburse for our expenses? (I don’t remember).
I don’t remember when they wanted to reimburse for our expenses.

. How will you get a raise? (They don’t care).

. When did they send you the purchase order? (I don’t know).

. Who are the purchasing agents? (I can’t recall).

. Why did they get verbal agreement? (I’ll try to find out).

. Did they staple and file the p.o.? (I don’t know).

. How large is the sales region? (It doesn’t matter).

. How much is the toll? (She doesn’t know).

. When will she get commission? (She doesn’t care).

03O0 01 WP

Exercise 2. Make up the conditional sentences.
Model: consult the middleman / he — smart
If he were smart, he would consult the middleman.
. be a wholesaling middleman / he — interested
. work for themselves / men — independent
. earn a good salary / he — happy
. use direct channels / business — successful
. have the secretary do it / she — there
. handle it well / he — fail
. order it next month / I —rich

~No ok~ WN PP

Exercise 3. Answer the question.

1. Would you like to be on commission?

2. What expenses do you get reimbursed for at your job?

3. What factors do you need to get a raise?

4. Why isn’t a verbal agreement always sufficient?

5. What would you prefer to be: a wholesaler or a retailer?

6. What is the stepping stone to higher positions in your business?

Exercise 4. Translate into English.
1. OnToBa TOPTiBAS — BAKJIMBUN €JI€MEHT PUHKOBOI CUCTEMH.
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2. ToBapu HAAXONATH B ONTOBOTO TIOCEPEIHMKA JI0 CIOXHBa4a Yepes
PO3JIp1OHOTO MPOAABIIS.

3. Henpsima cuctema 30yTy Mae OUIbIly TiepeBary.

4. OnTOBI CKYITHUKH KYIYIOTh TOBap.

5. IlocepenHUK OfEPKY€ TPOIEHTH BiJI MTPOJAKY.

6. [TocepenHUK, 3BUYAIHO, BE/Ie TIEPETOBOPH IIIOI0 KYIIBIII YU MPOIAKY.
7. B 1poMy MarasmHi XOpoIuid aCOPTUMEHT TOBapIB.

8. Menemxep 1Mo MApKETUHTY CKOPO OJEP>KUTH MiABUILICHHS.

9. Mu BUMYIIIEHI IOPOTO IJIATUTH 32 IOCTABKY.

10. Hamma ¢ipma Bigmko/10By€e HaM BUTpaATH 3a 0011 1 MPoOi3 .

11. Ile 6yna mKEHTIbMEHCHKA yro/a.

Lesson 13
RETAILING
Text

Retailing is selling goods and services to the ultimate consumer. Thus,
the retailer is the most expensive link in the chain of distribution. Being
middlemen, they make their profit by charging the customer 25 to 100 per
cent more than the price they paid for the item.

The retailers operate through stores, mail-order houses, vending machine
operators. There are different types of retail stores: department stores,
discount houses, cooperatives, single line retailers. The major part (over 95
per cent) of retail establishments concentrate on a single line of merchandise
for example, food, hardware, etc. But nowadays there is a trend for many single
line stores to take on a greater variety of supplies.

The retailer performs many necessary functions. First, he may provide a
convenient location. Second, he often guarantees and services the
merchandise he sells. Third, the retailer helps to promote the product through
displays, advertising or sales people. Fourth, the retailer can finance the
customer by extending credit. Also the retailer stores the goods in his outlet
by having goods available.

ACTIVE VOCABULARY

Retailing — po3api6Ha Topriss,

ultimate consumer — KiHIeBUil CIIO)XKUBay,

link — naunka,

vending machine operator — omeparop TOProBux aBTOMAaTHYHUX MAIIUH (SKHH
npojae ApiOHI TOBApH: Ta3eTH, CUTAPETH 1 T. 11.),

discount house — marasuH 31 3HUKKOIO,

single line retailer — po3apiOHMiI TOproBelb, KOTPHHA MPOJAE SKUHCH OJMH
TOBAp,

to perform functions — BukonyBaTu QyHKIIii,
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extending credit — npogOBXKEHHI KPEIHT,
an outlet — punok 30yTy, TOproBa Touka,
discount — 3umxKa.

COMPREHENSION QUESTIONS

1. What is retailing?

2. What are four different types of retail stores?

3. What are at least two types of retailing that do not include the use of a store?
4. In what way does a retailer serve a customer?

5. In what way does a retailer serve a manufacturer?

6. Which per cent of the price of the good sold goes to the retailer?

7. What is the trend with a single line retailer now?

VOCABULARY PRACTICE

Exercise 1. Put the necessary word in the sentence.

1. ... is one function a retailer may perform. 1. mail-order

2. You can buy newspapers, cigarettes, cookies 2. discount
froma... . 3. vending- machine
3. ... I1s the most expensive link in the chain 4. to guarantee
between a producer and a consumer. 5. retailer

4. The firm ... good quality of the product. 6. extending credit

5. She doesn't like to go shopping, she prefers 7. link
todoithy....

6. The department store is having a sale and
there is a 20 per cent ... on all light dresses.
7. Wholesaler is an important ... between a
producer and a consumer.

DIALOGUE
Jean has just moved into a new house. Her neighbour, Liz, has come over to
welcome her.

S

ean | am very glad to see you here.
How do you like the new place?

C
N

Jean It's marvelous. | am sure we are going to love living here.

Liz  Well, have a look, here! It's a shopping guide for the neighbourhood and a
booklet of discount coupons. New neighbours always receive them. There
Is one coupon for every store in the shopping guide.

Jean Oh, thank you. It's come in time. | have a lot of shopping to do.

Liz I canimagine, having just moved in. Not far from here there's a very good

shopping centre. You can also find a huge supermarket, a drugstore, some
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department stores in the neighbourhood.

Jean Great. Are there any small stores nearby?

Liz  Oh, yes. The map is right here in the shopping guide. There is a little
drugstore a few blocks away, a little grocery store next to it, a little
boutique, an ice cream parlor, a pizza place. You can find a plant store not
far from here too.

Jean Are there any good discount houses nearby? We terribly need a new toaster.
Everybody in my family likes toasts for breakfasts very much. I'd like to
buy it.

iz  Oh, sure. There is a good discount store in the shopping centre. If you like,
I’11 come with you.

Jean Oh, you needn't. | don't want to trouble you.

Liz  Notrouble at all. I"d like to do some shopping too. If we go to the discount
centre | can go to that little cheese shop. I don't want to bother you. Make
out your shopping list and I'll be your guide. By the way, you can use your
discount coupon for the toaster.

Jean Well, it'll take some time to make a shopping list. I'll have to buy a lot
at the grocer's.

iz Thisisagood idea. | should have gone shopping yesterday, so I'll make up
my list too.

Jean By the way, | like your dress very much. It's a perfect fit. Where did you
buy it, if you don't mind my asking?

iz  Thank you for a compliment. | got it at a very nice little boutique. It's a bit
expensive, but there are many interesting and original things. If you are
interested we can stop there.

Jean I'mafraid | can't. | have to cook dinner.

Liz  Oh, don't trouble yourself with the dinner. Look over the coupons I've

given you. You can go out to dinner at a discount store.

ACTIVE VOCABULARY

Shopping guide — 1oBigHUK MarasuHiB,

discount coupon — TayoH, KW HaJa€ MPaBO Ha KYMIBJIK TOBApY 31 3HUIKKOIO,
a store — marasuH,

a department store — yniBepmar,

a supermarket — cymepmapker,

grocery — 6akais,

a shopping centre — ToproBuii eHTp.

VOCABULARY EXERCISES

Exercise 1. Change the sentences according to the model.
Model: My wife usually asks the children to do shopping.
My wife usually makes children do shopping.
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1. He'll ask single line retailers to take part in the promotion campaign.

2.The chief usually asks his immediate subordinates to perform different
functions.

3. It's necessary to ask him to recognize his wholesaling units.

4. It's important to influence ultimate consumer to buy this product.

5. Ask him to buy all these things in the discount house.

Exercise 2. Make responses to the sentences according to the model.
Model: | want to ask your brother to do shopping today.
Let me do shopping today myself.
1. I want my secretary to prepare the financial statement.
2. The board of directors wants the officers to plan product development.
3. He wants to speak with my friend about their possible partnership.
4. | want a lawyer to clarify this matter.
5. The executive wants this manager to start market research.

Exercise 3. Answer the questions.

1. What kind of shops in our country do you know ?

2. What shops are situated not far from your house?

3. What goods can be bought there?

4. What specific features do channels of distribution have in this country?

5. What reforms does this country need to reorganize the channels of distribution?

Exercise 4. Translate into English.

1. Po3npiOHa TOPTiBis — 1€ IPOJIa’K TOBAPY KIHIIEBOMY CIIOKHBaUy.

2. B 3axiiHMX KpaiHax ICHYIOTh pI3HI BHJIM TOPTrOBHUX 3aKJaJiB: YHIBEpMArw,
CynepMapKeTH, Mara3uHu 3 HU3bKUMH I[IHAMH 1 T. TI.

3. Ha ueit ToBap moxkHa orpumatu 10% 3HUKKY.

4. Po3apiOHu TOPTOBEIh MOXKE HAJIATH TTOKYTITIO TPOIOBKEHUN KPEIUT.
5. g pipma mae BenuKy KUIbKICTh TOPTOBUX TOYOK IO BCiH KpaiHi.

6. Po3npi6HMiT TOProBeib BUKOHYE 0arato BayKIMBUX (YHKITIH.

7. 51 He 3HaIO EHTpP MICTa, MEH1 MOTPIOHUI TOBIIHUK Mara3uHiB.

8. B ToproBomy 1ieHTp1 BY 3HaleTe BC1 HEOOX1HI BaM TOBapH.

9. B npoMy mMara3uHi HeMae OaKaJiifHOTO BiUTLTY.

Exercise 5.
a) Speak about the differences between the channels of distribution of our country
and western countries.
b) Look at this chart and say in what industries different methods of distribution
are possible.

direct method of distribution
ProdUCEr -==mmm e e e e o e e e e > Consumer

indirect method of distribution
Producer --------------- > Wholesaler------- > Retailer---------- > Consumer
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GRAMMAR EXERCISES

Exercise 1. Change the sentences according to the model.
Model: I should go shopping today.
| should have gone shopping yesterday.
1. The firm should apply for credit very soon.
2. They should see about the new refrigerator today.
3.1 should take my wife shopping a bit later.
4. They should get groceries at the supermarket this afternoon.
5.You should order a new car.
6. He should buy a computer today.
7.He should speak with the manager today.

Exercise 2. Change the sentences according to the model.
Model: If there is a shopping centre nearby, we will go there together.
If there had been a shopping centre nearby, we would have gone there
1. If she buys too much, she won't be able to carry it herself.
2. If there is ice-cream in this store, we will bring the children there.
3. If she tries the new boutique today, she will come very late.
4. If the shop offers home delivery, he will be pleased.
5. If you shop downtown, you will find the shopping centre.

Lesson 14
PRICING
Text

All products and all services have prices. The price depends on
different things such as credit terms, delivery, trade-in-allowance,
guarantees, quality and other forms of service. Which price can produce the
biggest profit during a long period of time? It's hardly possible to determine
such a price. The price may be too high to produce a large volume or too low to
cover costs. No other area of marketing operations has been a subject to bad
practice. Many businesses pursue unsound price policies for long periods of
time and are not aware about it.

Prices can be determined in different ways. For example, the prices of
wheat, cotton and other agricultural prices can be decided in large central
markets where forces of supply and demand exist. This is pure price
competition. The prices on industrial products (iron, steel, etc.) are usually
decided by large companies. As a rule the amount and price of goods sold to
large number of buyers is controlled by a few competing sellers. Prices also can
be set by the government, usually for different public services — railroads,
electricity, manufactured gas, bus services, etc.

If demand increases, prices rise, profits expand and new investment is
attracted. But other factors may be involved as well. Prices are related to each
other in different ways. Ultimately, everything is related in price, since the
consumer can buy and must pay for everything out of a particular, limited
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amount of money.

ACTIVE VOCABULARY

Credit terms — yMOBH KpeauTy,

trade-in-allowance — cyma rpomeii, Ky Bigmaid 3a ctapy pid i BKIIOYCHA B
PaxXyHOK IOKYIIKA HOBOI,

to cover COStS — moKpHuBaTH BUTPATH,

to persue unsound price policies — BecTH HEPO3YMHY I[iHOYTBOPIOKOUTY
MOJITHKY,

supply and demand — momuT i poIo3wMIIis,

price competition — KOHKypeHIlis B IIIHOYTBOPEHHI,

set prices — BCTaHOBIFOBATH IliHH.

COMPREHENSION QUESTIONS

1. Why is it difficult to determine the right price?

2. Why is the seller interested in the price that produces the highest volume of
sales at the lowest unit cost?

3. Why do many businesses follow unsound pricing policies?

4. In what way are agricultural prices decided?

5. How are industrial products usually priced?

6. Why does the government usually set the prices for public utility services?
7. Why is it so important to know the levels of supply and demand when
dealing with pricing?

8. Why is everything related by price?

VOCABULARY PRACTICE

Exercise 1. Put the necessary word in the sentence.

1. It is very difficult ... without 1. supply and demand
sound price policy. 2. volume of sales

2. Of course we are interested in 3. trade-in-allowance
producing the ... with the lowest unit 4. to compete

Costs. 5. price policies

3.1 decided to buy a new car at this 6. credit terms
company because they offered the 7. to set prices

best ... on my old model.

4.The ... of this store are very
beneficial for a customer.

5. Their business will fail if they
persue unsound ... .

6. The government usually ... for
public utility services.
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7.1n pure competition the forces of
... operate.

Exercise 2. Read and translate the text.
SETTING THE PRICE

How are prices set? Through most of history, prices were set by buyers
and sellers negotiating with each other. Sellers would ask for a higher price
than they expected to receive, and buyers would offer less than expected to
pay. Through bargaining, they would arrive at an acceptable price.

Through most of history, price has operated as the major determinant of
buyer choice. This is still true in poorer nations, among poorer groups, and
with commodity-type products. However, nonprice factors have become
relatively more important in buyer-choice behavior in recent decades. Yet
price still remains one of the most important elements determining company
market share and profitability.

Price is the only element in the marketing mix that produces revenue; the
other elements represent costs. Yet many companies do not handle pricing
well.

Companies handle pricing in a variety of ways. In small companies,
prices are often set by top management rather than by the marketing or sales
department. In large companies, pricing is typically handled by divisional and
product-line managers. Even here, top management sets the general pricing
objectives and policies and often approves the prices proposed by lower levers
of management. In industries where pricing is a key factor (aerospace,
railroads, oil companies) companies will often establish a pricing department
to set prices or assist others in determining appropriate prices. This department
reports either to the marketing department or top management. Others who
exert an influence on pricing include sales managers, production managers,
finance managers and accountants.

Exercise 3. Answer the questions to the text.

1. How did buyers and sellers arrive at an acceptable price through most of
history?

2. What has operated as the major determinant of a buyer choice?

3. What does produce the revenue?

4. How do companies handle pricing?

5. Where is pricing a key factor?

DIALOGUE
Dick is introducing a new line of products and is talking to his friend Tom, a
business consultant, about it.

Dick It's the first time when I'm in business for myself.
Tom Don't worry. The store has always been doing well. It has a great
location and as far as your new line of merchandise...
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ick That's what | wanted to talk to you about. Can you give some ideas how
to charge the prices?

Tom With pleasure. Generally, there are two types of pricing policies. There
Is price emphasis and price de-emphasis.

Dick What's the difference?

Tom The price emphasis policy emphasizes low prices. This encourages
sales. But low price doesn't give extra services.

Dick So, areally low price means no credit, home delivery, repair,
installation and other services.

Tom That's what | mean. But many people are interested only in the low
price and not in the extra services.

Dick Yes, and vice versa. The price which I set determines the number of
sales. | must think thoroughly about it.

Tom A good example of price emphasis is "loss leader” pricing. It means that

you choose one item - let's say an electric razor - at a price just above the
cost. The customers will come to your shop to buy this loss leader item.
But since they are inside they can decide to buy a few other things
they need.

ic It sounds interesting. What other things can you tell?

Tom There is also off-even pricing. Let's say you sell a tape recorder for
$69.95instead of $70.00. Though it is in fact about the same, the low
price can produce a favorable psychological effect.

Dick What are the other ways to attract the customers?

Tom First of all, remember that you are going to compete with well-known
products, so you should start with specially low prices. It's important to
advertise this. You should use newspaper ads, maybe a radio spot, may
be do a big window and floor display.

O
L

—

Dick It makes sense.
Tom And you can raise the price after your customers try a new brand get to
know it and like it. They will continue to buy it.

Dick | see. And what is the price de-emphasis you mentioned before?

Tom It concerns high quality expensive items. Price de-emphasis means that
you don't call attention to the price at all.

Dick I know, it concerns our fine jewelry department or designer fashions.

Tom Yes. | see you are going to do very well.

Dick Your suggestions seem to be very useful. Don't forget you have a discount
on any shopping you do in my shop.

Tom Insuch a case I'll be back tomorrow with my wife.

ACTIVE VOCABULARY

Location — miciie po3TaniyBaHHs,

extra Services — 10aTKOBI MOCITyTH

installation services — mocnyru mo ycraHosiii,

o charge prices — BCTAHOBJIFOBATH, IPHU3HAYATH uiHy,
price emphasis — npogaxx ToBapy 3a paxyHOK HU3bKOT I[IHU
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price de-emphasis — cnpo0a mpogaTi ToBap HE 3a paXyHOK HHM3bKOI I[iHH, a 3a
PaxyHOK 1HIIUX (DAKTOPIB,

loss-leader item — ToBap, sikuii MPOAAIOTH 3a AY)KE HU3BKOIO I[IHOIO,

off-even pricing — miHa, sika He TOXOAMTDH 0 KPYIJIOl HU(PPH 1 CTUMYIIIOE OaXKaHHS
HOKYIIIIS KYITUTH,

favorable psychological effect — cnpustiuBmii ncuxoaoriynuii eexr,

to start with especially low prices — mouymHatu 3 OCOOJMBO HH3BKHX IIiH,
a new brand — nosa mapka (ToBapy),

high quality expensive item — BUCOKOSKICHHI TOPOTUI MTPOIYKT.

VOCABULARY EXERCISES

Exercise 1. Change the sentences according to the model.
Model: The tape recorder is inexpensive. Your store sells the tape recorder.

The tape recorder that your store sells is inexpensive.
1. The dresses are fashionable. The store introduced the new dresses last week.
2.The store has many refrigerators. Dick owns the store.
3.The stereo is high-priced. My daughter wants the stereo.
4. The price determines the number of sales. A retailer sets the price.
5. Very often the people don't want extra services. Many supermarkets offer extra
services.
6. Your shop should have loss-leader item. Loss-leader item will attract the
customers.
7. Price de-emphasis works with high quality expensive items. Price de-emphasis
means that you don't call attention to the price at all.

Exercise 2. Change the sentences according to the model.

Model: We won't introduce a new line of merchandise unless you suggest it.
We will introduce a new line of merchandise if you don't suggest it.

1. Tape recorders are popular unless the price is too high.

2. The consumers will continue to buy unless they like the item.

3. The buyer can get installation services unless he wants to pay for it.

4. The salesman will help you unless he is too busy.

5. People won't try a new product unless there is advertising.

6. Customers won't buy the new brand unless the price is low.

7. They won't raise the price unless it is necessary.

Exercise 3. Answer the questions.

1. In what way were the prices charged in this country?

2. What is your idea of the term market price?

3. What type of pricing policy works with the majority of consumer goods? (price-
emphasis, price de-emphasis)

4. What is more preferable for you in pricing: low prices with no extra services or
high prices with home delivery, repair and other services?

5. Why is it so important to have loss leader item in a shop?
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6. What is off-even pricing made for?
7. How can your pricing policy help to compete with well-known products?

Exercise 4. Translate into English.

1. [le#t mara3uH Haa€ MOKYMITIO BUT1IHI KPEIUTHI YMOBH.

2. ToBap mMae HU3BKY IiHYy. BOHa MTOKpHE BUTPATH.

3. Ll dipma Bene HEPO3YMHY HIIHOYTBOPIOIOUY TOJITHKY.

4. Tlepen ThM sIK BUITYCKaTH TOBap, HEOOXIMHO CTapaHHO BUBYWUTH IOMHUT 1
POMO3HUIIIIO.

5. JlepkaBa BCTAaHOBIIIOE I[IHU HA PSI/I IPOTYKTIB.

6. Mara3uH Mae 9yJ10B€ MiCIIe3HaXOHKCHHS.

7. CynepMapkeT Hajae MOKYILIO 0araTo TOAATKOBUX IOCHYT: JAOCTAaBKY TOBapYy
J0JIOMY, KPEJIUT, YCTAHOBKY Ta 1HIIIE.

8. Ilounnalite 3 HU3BKOI II1HU.

9. Tlpomaxx 3a paxyHOK HH3BKOI IIIHM Ji€ TPH IPOJaXKi TOBApiB HAPOJAHOIO
CIIO’KUBaHHS.

Exercise 5. Set your imagination free.
You are a journalist and you are to interview the minister of finance about the
pricing policy in this country. What questions would you ask him?

GRAMMAR EXERCISES

Exercise 1. Make sentences interrogative and negative.
Model: They can change your credit terms at once.
Can they change your credit terms at once?
They can't change your credit terms.
1. They must research supply and demand before they start to produce the new
item.
2. The company has to cover the costs by all means.
3. The middlemen may set the new price.
4. They can persue unsound price policies.
5. They must choose another location for their shop.

Exercise 2. Choose the necessary modal verb and put it in the sentence.
1.Off-even pricing ... undoubtedly produce favorable psychological effect on a
consumer.

2. | spoke with the chief. Now you ... change the credit terms.

3. They are very talented specialists. | think they ... design the new line very
quickly.

4. The situation has changed, so we ... start with especially low prices.

5. We ... choose price emphasis policy for this item.
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Lesson 15
SHOULD ACCOUNTING RULES BE GLOBALIZED?

The world is shrinking. Due to the worldwide trend of globalization,
companies all over the world are interacting and doing business with one another.
This has led many to suggest that there is a need for globalized standards in
accounting. A few organizations, like the International Accounting Standards
Committee (IASC) and the International Accounting Standards Board (IASB),
have already begun to design such rules. Many businesses have voluntarily
adopted these guidelines. Should these or other rules be applied globally?

Globalized accounting rules carry certain advantages. Since this transition is
probably inevitable, businesses must engage the global market if they wish to
maximize their prospects. Indeed, globalization allows for the free circulation of
capital as well as ideas and innovations. Furthermore, with standardized
accounting, companies would be better able to make strategic decisions within the
global economy.

However, globalization may carry certain disadvantages as well. It may be
relatively easy and profitable for large corporations to adjust globalized standards.
But the adjustment would be more difficult for mid-sized and small businesses.
They have fewer resources than the larger companies. Changing to a new
standardized accounting system could be very costly for them. It would require
new staff as well as training for existing staff.

Exercise 1. Before you read the passage, talk about these questions.
1. What is globalization?
2. How does globalization affect accounting in your country?

Exercise 2. Read the textbook passage. Then, mark the following statements as
true (T) or false (F).

1. Adjusting to global standards would be difficult for large businesses.
2. Globalization may lead to the free exchange of ideas between countries.
3. Many businesses are already required to use the new global rules.

Exercise 3. Match the words (1-5) with the definitions (A-E).

1. inevitable 4. mid-sized
2. applied globally 5. strategic decisions
3. worldwide trend

A. choices made to improve one’s situation

B. between large and small

C. certain to happen

D. used all over the world

E. a pattern of behavior that happens everywhere

Exercise 4. Fill in the blanks with the correct words and phrases.
1. The has designed global 1. free circulation
accounting rules. 2. International Accounting
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2. Many people want instead Standards Committee (IASC)
of regional rules. 3. adopt
3. Globalization encourages 4. globalized standards
of ideas.
4.Businesses choose whether or not to
new rules.

Lesson 16
THE FUTURE OF ACCOUNTING
Text

Traditionally, accounting has been a relatively narrow profession. There
were only a few potential career paths. Accountants generally worked in public
practice for accounting firms, or as financial record-keepers in private business.
But societal and economic changes are bringing new opportunities.

Many countries in the world have transitioned from manufacturing and
production to a service-based economy. This shift is opening the doors to a variety
of new opportunities. In addition to the traditional attest services accountants
perform (such as audit opinions), accountants will be in greater demand in the
following areas:

- Strategic Planning

- Mergers

- Acquisitions

- Litigation Support

- Financial Services/Investments
- Audit Fraud

- Risk Assessment

- Electronic Commerce

In addition to the broadening applications of accounting skills, the day-to-
day working conditions are evolving as well. Technological advancements,
particularly communications, allow accountants a great deal of flextime and flex
location.

In conclusion, the prospects are bright. The opportunities are expanding. The
working conditions are becoming more favorable. There is even a growing
perception of accountants as business partners rather than back-office bean
counters. Indeed, numbers are the language of business; and no one is more fluent
in that language than accountants.

Exercise 1. Before you read the passage, talk about these questions.
1. What are some of the traditional jobs that accountants have worked?
2. What jobs will accountants do in the future?

Exercise 2. Read the textbook passage. Then, mark the following statements as
true (T) or false (F).
1. Thereis a growing demand for accountants to check the work of auditors.
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2. Accountants are required to work very strict schedules.
3. Accountants help attorneys and other professionals in the legal field.

Exercise 3. Match the words (1-6) with the definitions (A-F).

1. merger 4. flex location
2. acquisition 5. attest services
3. flextime 6. litigation support

A tasks in which accountants offer their professional opinion.
B a joining of companies

C a takeover of one company by another

D the ability to work anywhere

E accounting services within the legal profession

F the ability to work any schedule

Exercise 4. Fill in the blanks with the correct words and phrases from the
word bank.

1. Before moving ahead with the merger, 1. public practice

have a CPA perform a(n) 2. service-based economy
2. The accountant reviewed all the books 3. audit opinion

and is ready to give her : 4. risk assessment

3. Ina(n) , knowledge is the 5. electronic commerce

most important asset an individual can have.
5. Most accountants still work in

jobs like tax preparation.

6. The Internet has created a whole new
market of

Exercise 5. You are an accountant. Write a journal entry about your future
goals as an accountant. Talk about:

- career opportunities

- your career goals

- your job preferences
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GRAMMAR EXERCISES
INDEFINITE TENSES

Exercise 1. Make the following sentences interrogative and negative using the Present
Indefinite Tense.

1. Her sister is a third-year student.

2. He studies accounting.

3. It often snows in November.

4. Linda is a secretary in a large trade firm

5. My cousin wants to become an accountant.

6. This employee has a lot of work to do today.

7. Helen does books very good.

8. My background is accounting.

9. Her partner often runs a risk.

10. She wants to invest a large amount of capital into this business.

Exercise 2. Translate into English using the Present Indefinite Tense.
1. JI>xoH — OyXxrasnrep BEIMKOi TOProBoi (hipMH.

2. Bona yacto mae 3ycTpiui 3 IUTOBUMH ITAPTHEPAMHU.

3. 51 xo4y ofiepKaTi BUIILY OCBITY.

4.'Y HBOro 3aBX1 0arato poooTH.

5. MeHi He0OX1THO MMPOKOHCYIBTYBATUCS 3 FOPUCTOM.

6. [TapTHEpH BIMOBIAAIOTH 32 BAPOOHUY1 OOpTH.

7. IlpuBaTHa BJIACHICTH 3BUYAHHO PHUHOCUTH Oarato mpuOyTKiB.
8. Tit momoGaeThes MparroBaTy y 11 (Gipmi.

9. Lleit mara3uH npuBabIOE BCE OUTBIIE 1 OLTBIIE KITIEHTIB.

10. oMy He 1o106aeThcsl PALFOBATH Y CBIif BUXiIHHUIl ICHb.

Exercise 3. Make the following sentences interrogative and negative using the Past
Indefinite Tense.

1. He gave me a good piece of advice.

2. The employees worked very hard yesterday.

3. The director wanted to fire his secretary.

4. They declared personal bankruptcy last week.

5. I was very busy yesterday.

6. We got tax benefits from the government.

7. Alex finished the school last year.

8. She received a telegram from her foreign partner.
9. As partners they were both liable.

10. They met three days ago.

Exercise 4. Translate into English using the Past Indefinite Tense.
1. Bin x0TiB OyTH OyXTasirepom.

2. Kom1 v KynuB Lieit koM totep?

3. Mot npy31 BUBYAIM HIMEILIbKY MOBY B IIIKOJI.
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4. 51 npuiimaB piIieHHsI 1 KOHTPOJTIOBAB MPUOYTKH CaM.

5. JIupeKTop XOTIB HAWHSTH 1€ OJTHOTO CITYKOOBIIS.

6. Bonn oTpumany 3asiBy Ha KOPIIOPATUBHMI MTaTEHT MICSIIb TOMY.
7. BiH cTaB 4jeHOM paJiy JUPEKTOPIB.

8. Kommu T 6a4uB #oro octanHii pas?

9. AaMiHICTpaTOp I11e He OaYMB 3BIT PO NPUOYTKH.

10. Mu 3arpocni IX MUHYJIOTO TVDKHSL.

Exercise 5. Make the following sentences interrogative and negative using the Future
Indefinite Tense.

1. The meeting will be at eight o’clock.

2. We shall start our work after dinner.

3. A salesperson will sell the clothes.

4. | shall sell my business.

5. The foreign partner will finance the business.

6. The manager will consider all personal qualifications.
7. This boy will be a good worker.

8. The plane will take off in ten minutes.

9. Our friends will come to see us today.

10. They will tell us about it.

Exercise 6. Translate into English using the Future Indefinite Tense.
1. BoHu miarotyroTh (piHAHCOBMIA 3BIT B KIHLI MICSIIL.

2. 3aBTpa noroja OyJie 4ya0Ba.

3. Yepes Micsib Mu noiziemMo J1o Bapiiasu.

4. Binain kaapiB AOMNOMOXKe TOO1 3HANTH HOBOTO CITYKOOBIIS.
5. KepiBHUK HE PO3ITISIHE BC1 PE3FOME.

6. 51 3BUKHY MpaIroOBaTH B I1iid Pipmi.

7. Yu Oyze 1151 Koprioparlist PHOYTKOBOKO?

8. AxitioHepH IPOBETYTh 300PH HACTYITHOTO MiCSIIS.

9. Bin He npuiize 3aBTpa, TOMY 1110 BIH XBOPHH.

10. Bu mizere Ha KoHIIEpT BBEUEpi?

Exercise 7. Open the brackets using the verbs in the Present , Past or Future
Indefinite Tense.

1. His sister (to study) English every day. 2. Yesterday my father (not to read) newspapers
because he (to be) very busy. He (to read) newspapers tomorrow. 3. When you (to leave)
home for work every day? 4. Our football team (to win) many games last year. 5. Both
grown-ups and children (to be) fond of sports. 6. | (to send) a letter to my friend tomorrow.
7. What your brother (to do) tomorrow. 8. A week ago they (not to know) what to think. 9.
Last Tuesday he (to be) upset and (to have) no idea what to do with this loss statement. 10.
My friend (to go) to the library every Wednesday. 11. You (to go) to the south next
summer. 12. Personnel office (to receive) resumes from prospective candidates. 13. She (to
have) a good qualification for the position: a college degree, good work experience. 14.
This firm often (to advertise) in different newspapers and magazines. 15. Tom is my
partner. He (to put) a big amount of money into business. 16. Every morning on the way to
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my office | (to meet) my friends. 17. What you (to buy) at the shop tomorrow? 18. She
always (to get) along with all the customers. 19. You (to do) a balance sheet tomorrow? 20.
I (not to meet) with my business partner yesterday.

Exercise 8. Translate into English using the Present Indefinite, Past Indefinite or
Future Indefinite Tense.

1. Miit 6paT — CTyJICHT TPEThOKYPCHHUK.

2. CexpeTap BIIIPaBUTh JICTU 3aBTPA.

3. BoHa 3Hae sk puBaOUTH 111e OLIbIIIE OKYIIIIB.

4. Byopa My nojiasi 3as1By Ha KOPIIOPaTUBHUI MTATEHT.

5.AKIIOHEpH € BIACHUKaMH Kopriopailii. Bonr MaroTh BHpIIIaibHE CIIOBO B YIIPABIiHHI
KOMIIaHI€o.

6. BiH He miX0oauB /114 i€l TOCcaIu.

7. Mu He BKJIaJIM OJJHAKOBY CyMY T'poIiieii B Oi3Hec.

8. 51 mymato, 1110 OyIb-sIKHiA O13HEC MOYKE OyTH PU3UKOBAHHI.

9. SIx BU po3nOALIATE MPUOYTKH 1 30MTKHM y Baliomy Oi3Hec1?

10. CkibKY apTHEPIB Y BaIlioMy Oi3Hec1?

CONTINUOUS TENSES

Exercise 1. Make the following sentences interrogative and negative using the Present
Continuous Tense.

1. I am doing the balance sheet now.

2. They are analyzing the firm’s financial condition.
3. The secretary is speaking over the telephone now.
4. It is snowing now.

5. This company is still expanding.

6. We are going to hire some new employees.

7. He is controlling the profits in our firm.

8. I am hurrying to the business appointment.

9. He is helping me now.

10. They are discussing business debts.

Exercise 2. Translate into English using the Present Continuous Tense.
1. o 3apa3 pobuts Jlinna? — Bona Hajicunae eIeKTpOHHY TOIITY.
2. BoHM OroBOpIOIOTS iXHi TUTaHU Ha MailOyTHE.

3. BoHa He Beie OyXraiarepchbKy 3BITHICTb.

4. 51 mymato mpo Te, o0 PO3MoYaTH CBOIO BIIACHY CIIPaBY.

5. Mu 30upaeMoch HAWHSATH TOCBITYEHOTO FOPHUCTA.

6. Barir Gi3Hec OTprMYye MUTBTH IIOJI0 CTSTHEHHS MOJIATKIB.

7. Miii Opat 30upa€eThcsi BKJIIACTH CBOI TPOIII y TIpUBaTHE Kade.

8. lom ime? — Hi, motiy He Mae, aje Me CHITbHHIA BITED.

9. XT0 p0o3MOBIIsi€ 3apa3 1o TeNe(oHy?

10. Bonu nogaroTs 3asiBy Ha KOPIOPATUBHUI MATEHT 3apas3.
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Exercise 3. Make the following sentences interrogative and negative using the Past
Continuous Tense.

1. I was listening to their conversation.

2. They were talking about our profits.

3. We were discussing this problem all day long.

4. They were drinking coffee when the manager came in.

5. The director was discussing business matters with foreign partners.

6. Linda was having lunch at 2 o’clock.

7. The workers were receiving their salary after work.

8. Nick was preparing the balance sheet the whole day.

9. I was consulting a lawyer from 3 till 5 yesterday.

10. The secretary was reading all telegrams at 10 o’clock in the morning.

Exercise 4. Translate into English using the Past Continuous Tense.
1. Mu Gauru 1i B4opa. BoHa npariroBasia mimii Bedip.

2. Bin oBeprtaBcs 3 poOOTH JTy»e Mi3HO BYOPA.

3. 51 roBopua 1o TenedoHy, KoM 3aiIIoB KEPIBHUK.

4. BoHu 30upaich OroloCUTH Mpo BlacHe OaHKPYTCTBO.

5. Jlinya unTana i JOKYMEHTH LUTHI Bevip.

6. Bin kepyBaB KOpPHOpAII€I0 MPOTSITOM TBOX MUHYJIMX MICSIIIB.

7. Ax1ioHepy BUOMpai HOBY Pady AMPEKTOPIB IPOTITOM JBOX FO/IMH.
8. Mu He 1HBeCTyBaJIM I'POIIIl B 11eH O13HEC.

9. Haiu Oyxrairep migpaxoByBaB aKTUBH 1 TACUBHU I103aBYOPA.

10. X0 mpaiitoBaB 3a 1M KOMIT FOTEPOM O 2 TOAUHI?

Exercise 5. Make the following sentences interrogative and negative using the Future
Continuous Tense.

1. She will be having dinner at 4 o’clock tomorrow.

2. They will be having an appointment after lunch.

3. I shall be buying a new equipment for this office.

4. We shall be making loans in this commercial bank.

5. The partners will be discussing the delivery at 3 o’clock tomorrow.
6. | shall be exchanging currency at this foreign exchange department.
7. You will be meeting him every day.

8. The secretary will be sending e-mail correspondence after lunch.

9. I shall be typing the answers for the letters at 11 o’clock.

10. Helen will be working in this office for a long time.

Exercise 6. Translate into English using the Future Continuous Tense.
1. Bin Oyze npariroBaTi Ty>kKe HaroJIErIMBO HaJl LII€0 TPOOIEMOIO.

2. Mu He OyeMo BKJI1a/IaTé BEJIMKY CyMYy I'POILLIEH B ITtO CIIpaBy.

3. ByyTh BOHU IIPOBOJUTH XOPOLITY pPEKJIaMHY KOMIIaHi0?

4. 51 HaiiMaTiMYy 111€ OTHOTO HOBOTO CITY>KOOBLIS.

5. Ty nogaBaTUMeIlI 3asiBy Ha aTe€HT?

6. BoHM 10CIiKYBaTUMYTh CIIPUSITIIBI PUHKOBI YMOBH.

7. baHKH BUITYCKaTUMYTh HOBI aKpETUTUBH 1 PEKOMEHIOBAH1 JIUCTH.
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8. 51 He OpaTrMy TIO3UKH B IIbOMY OAHKY.
9. Cekperap MmiaroTye BCi JOKYMEHTH BYaCHO.
10. Mu obroBoproBaTuMeMO 1110 11iKaBy iHhopmaitiro o 10 roauHi.

Exercise 7. Open the brackets using the verbs in the Present, Past or Future
Continuous Tense.

1. His father (not to watch) TV at the moment. He (to sleep) because he is tired after hard
working day. 2. What this woman (to do) now? — She (to do) books. 3. | (to do) my
homework from 5 till 6 o’clock yesterday. 4. My sister is fond of reading. She (to read) the
whole evening yesterday, and now she (to read) again. 5. They (to discuss) these business
matters at 2 o’clock tomorrow. 6. I (not to speak) with him at 10 o’clock yesterday because
he was busy. 7. What this manager (to do) at 9 o’clock tomorrow? 8. When I (to go) to
work the day before yesterday, | met my colleagues. 9. We (to send) these merchandise
from 4 till 7 tomorrow. 10. They (to play) computer games the whole evening yesterday.
11. When | came into the office, all employees (to wait) for me. 12. The secretary (to have)
lunch at the office’s canteen at 12 o’clock tomorrow. 13. The foreman (to fire) his
immediate subordinate. 14. Don’t talk to me, please, I (to work) with annual report. 15. The
Board of Director’s (to choose) the companies officers now. 16. The employees (to vote) at
the meeting at 4 o’clock tomorrow. 17. The head of department (to wait) for my report
now. 18. When my sister phoned me yesterday, | (to type) answers for the letters. 19. The
applicants for this position (to evaluate) through interviews after lunch break tomorrow. 20.
| (to consult) a lawyer now.

Exercise 8. Translate into English using the Present Continuous, the Past Continuous
or the Future Continuous Tense.

1. M1 00roBoproBaTMMEMO TPUBATICTH POOOYOTO JIHA O 2 TOJHMHI 3aBTPA.
2. 51 36mparoch 3aiiMaTHCh O13HECOM cama.

3. Bin He pu3uKyBaTHMe, 00 TOCATHYTH BEMKUX MPUOYTKIB.

4. Sk T cebe movyBaer? — S ayske BTOMIICHHUI MICIIS 1€ 3yCTpii.

5. Mu 30upaemMoch OyTH 3arajlbHUMU NapTHEPaAMHU.

6. A macimBHii, KOJIA JOIIOMAraro JIFOISIM.

7. BoHu He pO3OUISIIA BUTPATH PIBHOMIPHO.

8. KepiBHUK BIIIUTY LTyKa€e KaHIUIaTa Ha It0 TIOCay B JaHUI MOMEHT.
9. Mu niepeBiprMO 3BIT PO NPUOYTKH O 9 TO/IMHI 3aBTpa.

10. e man bpayn? — Bi# po3MOBIIsi€ 13 CBOIM KEPIBHUKOM.

PERFECT TENSES

Exercise 1. Make the following sentences interrogative and negative using the Present
Perfect Tense.

1. We have already paid the loan.

2. The manager has just solved all problems.

3. I have bought the stock certificates of this company.

4. She has made a right decision.
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5. The partners have applied for a corporate charter.

6. The head of department has already found a suitable employee.
7. They have hired an experienced accountant.

8. Up to now she has advertised in the local newspaper.

9. I have known this man for a long time.

10. He has worked at this private firm for five years already.

Exercise 2. Translate into English using the Present Perfect Tense.
1. Hapemri Mu 3akiHuuiu po6oty. Ternep Mu MOXEMO BiJIITOYUTH.
2. BiH 111e He TOBEPHYBCSI 3 ALTOBOI 3yCTpiYi.

3. Mu B:ke 00roBOpHMIIH TIEpEeBary 1 HEJIOIKU apTHEPCTBA.

4. KepiBHUK BI/IUTy IIOHHO HAMHIB HOBOTO MPAIlIBHUKA.

5. AKI1ioHepH 111e HE TIPOBEITH IIOPIYHI 300pH.

6. BoHa mparttoe cekperapeM MpoTITroM JIECSTH POKIB.

7. Tr xonmu-HeOY b TPALTFOBAB i THCKOM?

8. 51 Helo1aBHO MiIroTyBasia ek (PiHaHCOBHA 3BIT.

9. CKUTbKHM BU OJICPKAITH 3 BIAPAXYBAHHIM?

10. Byxranrepcbkuii BiIILT BXKE 3/1aB 3BIT PO MPUOYTKH 1 30UTKH.

Exercise 3. Make the following sentences interrogative and negative using the Past
Perfect Tense.

1. They had been in the office by 6 o’clock.

2. We had discussed the report by 4 o’clock in the afternoon.

3. The students had translated the text before the bell rang.

4. Peter had studied English before he had entered the polytechnic institute.

5. The book-keeper had prepared the financial statement by the end of the month.

6. They had passed the balance sheet and profit and loss statements by the end of the fiscal
year.

7. She had made these specialized calculations by that time.

8. These companies had incorporated by the end of the month.

9. He had measured the activity of a business.

10. Mr. Johns had run this corporation by the end of this year.

Exercise 4. Translate into English using the Past Perfect Tense.

1. Mu Oynu Ha 1ux 300pax 710 Bedopa.

2. Bin nozisikyBaB MeHi 3a Te, 1110 I JONOMITr HoMy 3 0aJlaHCOBUM 3BITOM.
3. [pariBHUKY BUPIIIMIIM Oarato mpoosieM JI0 KiHIIs JTHSI.

4. 51 Gyna ry»e 3aitHsaTa 10 001y.

5. BiH He OBepHYB MO3KKY JI0 KIHIIS BKA3aHOT'O TEPMIHY.

6. BoHu mimHsM 1MiHY Ha 11eH TOBap J0 KIHIIS THKHSL

7. TpariBHUKY TOBEPHYIUCS B 0(hiC 10 KIHIIT 001THBOT IEPEPBH.

8. XT0 3 MO3WYaNTbHUKIB HE TIOBEPHYB OOPT 10 KIHIIS MICSILIS?

9. Jle BiH Mir OOMIHSTH TPOIII 710 6 TOTMHU?

10. FOpuct aaB MeHi IIHHY HOpay A0 TOTO SIK s IOPOCKUB HOTO Mpo 11€.
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Exercise 5. Make the following sentences interrogative and negative using the Future
Perfect Tense.

1. Mrs Smith will have signed all papers by 5 o’clock.

2. The secretary will have prepared all documents by the meeting.

3. I shall have made the decision by the end of the day.

4. He will have chartered this firm by the end of this month.

5. We shall have received these merchandise before the controller comes.

6. They will have declared personal bankruptcy before their business fails completely.
7. All applicants will have evaluated through the interviews by the end of the day.

8. My friend will have bought the stocks of this company before his competitor does it.
9. By this time you will have got your salary.

10. He will have been a vice-president of this company before he retires.

Exercise 6. Translate into English using the Future Perfect Tense.

1. Bona 3yctpine feneraitito 10 9 roiiHu.

2. 51 BIeBHEHMI, 1110 MM HE OTPUMAEMO HOT'O JOTIOBIb JI0 TOTO Yacy.

3. BoHu 3akiH4aTh 1110 pOOOTY, /10 TOTO K TOBEPHETHCS TXHIM MEHEKED.
4. CekpeTap BIIIPaBUTh BCIO MOIITY JI0 O01TY.

5. Mu iHBECTYEMO TPOIIIi B ITF0 KOMITAHIIO JIO KIHIIS THXKHSL.

6. AKIIIOHEpH HE BUOEPYTh Pay TUPEKTOPIB JI0 KIHIIS IIUX 300pIB.

7. IlapTHEpH HE MOATYTH 3asBY HA KOPIOPATUBHUI MATEHT 0 KIHLIS JHS.
8. byxranrep marorye 3BIT Ipo NPUOYTKHU A0 TOTO SIK HOro MONPOCTH PO LIE.
9. Bin 3aiimaTtume nocajy Bille-TIPe3UIEHTa JIO HACTYITHOTO POKY.

10. Yn KynuTh XTO-HEOY 1B 1F0 KOMITAHIIO JIO TOTO SIK BOHA 30aHKPYTY€?

Exercise 7. Open the brackets using the verbs in the Present, Past or Future Perfect
Tense.

1. We just (to talk) about your proposition. 2. She (not to vote) yet. 3. He thought that he (to
lose) them. 4. On my way to work | remembered that | (to leave) my report at home. 5.
When | come home tomorrow, my family (to have) supper. 6. How many pages you (to
type) by 5 o’clock tomorrow? 7. They just (to give) you a pay rise? 8. My cousin is looking
for a job, but he (not to find) something suitable for her yet. 9. All my friends were glad to
hear that | (to get) a good position in this company. 10. Suddenly the secretary remembered
that she (not to ring) Mr Brown up. 11. He didn’t tell me that he (to receive) a telegram
from her. 12. The manager (to discuss) the problem with a lot of his subordinates before he
makes a decision. 13. I understood that she (not to read) my letter. 14. It’s all right; she just
(to find) the way out of the situation. 15. He asked me if | (to prepare) profit and loss
statement. 16. This man spoke a language we never (to hear) before. 17. He told us that
they (to spend) all the money. 18. They (to have) a good promotional campaign by the end
of this week. 19. Nick thought that his father (not yet to come) home. 20. Yesterday | found
out a mistake which | (to make) in my income statement.

Exercise 8.Translate into English using the Present Perfect, the Past Perfect or the
Future Perfect Tense.

1. HemonaBHO pafa MUpEeKTOpIiB MpU3HAYMIIa HOBOTO KEPIBHHKA.

2. Bin otpumas Tenerpamy 10 6 TrOAWHHA BUOPA.
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3. Bonu 111e He 3BUTBHIIIH IILOTO CITY>KOOBIIS.

4. ByxranTepchbKuii BUILT HE TIITOTYE BC1 3BITH JI0 KIHIIS POOOYOTO JTHSI.

5. Mu Bxe 3aKiHYMIIM TIEPETOBOPH 3 HAIIIMMH KPEUTOPAMH 1 IHBECTOPAMHU.

6. XTO MepeBIpyTh aKTHUB 1 TTACHB KOMIaHIl y (hIHAHCOBHMX 3BITaX JI0 TOTO SIK MPHIAZC
MEHEeKep?

7. Bin OyB npuBiIei0OBaHUM KJTIEHTOM IIOTO OAHKY ITOKH HOTo 013HEC OYB YCITIIITHHA.

8. J1o 11boro yacy BOHHM MaJli XOPOIILI CTOCYHKH.

9. Mii1 6pat 3po6uB Kap’epy y OaHKIBCHKIi CIpaBi, KO oMy OyIio 26.

10. Harmra xoMmaHist Bke 3amy4riia 0arato iHO3eMHUX 1HBECTHITIH.

PERFECT — CONTINUOUS TENSES

Exercise 1. Make the following sentences interrogative and negative using the Present
Perfect Continuous Tense.

1. They have been waiting for the director since 2 o’clock.

2. My father has been working in this private firm since 2001.

3. The students have been translating the text for an hour and half.

4. It has been raining since morning.

5. He has been working for five hours without any rest.

6. They have been discussing the delivery for two hours already.

7. We have been electing the new Board of Directors since 10 o’clock.

8. These companies have been incorporating since their foundation.

9. The employer has been setting objectives for his employees for an hour already.
10. I have been advertising in the local newspaper for two weeks.

Exercise 2. Translate into English using the Present Perfect Continuous Tense.

1. Mukona 3aKiHIMB KOJIEIDK 2 POKU TOMY. 3 TOTO Yacy BiH HABYAETHCS B MOITEXHIYHOMY
YHIBEPCUTETI.

2. Miii ipyT 3Ha€ aHTTICHKY MOBY 3 TMTUHCTBA.

3. 3 sIKoro yacy 1oro 0aTbKo MpaItoe KEPIBHUKOM BUIALTY 30yTYy Y 1t dhipmi?

4. Muxona 3aKiH4MB KOJIEIK TPH POKY TOMY. 3 TOT'O Yacy BiH HABYAETHCS B YHIBEPCHTETI.
5. byxrantep myxe 3aiiHata 3apa3. BoHa ckiamae 3BIT Tpo MPUOYTKH 1 30UTKU BXKE
JPYTHUI JIEHb.

6. AK11I0HEpY BUOMPAIOTh Pajly AMPEKTOPIB 3 PAHKY.

7. BoHa nipaiiroe HaJ1 pIYHUM 3BITOM B3Ke JIOBIHH Yac.

8. 51 Bxke ABaIATh XBUIMH HAMAraroCh 3HAUTH ManCTpa.

9. PoGoToaBelh Bke BT XBUIMH CILIKYETHCS 3 KaHUIaTaMU Ha TTIOCay.

10. Miii Gpat Bke J1Ba pOKH MPAITFOE TOPTOBIM MEHEPKEPOM.

Exercise 3. Make the following sentences interrogative and negative using the Past
Perfect Continuous Tense.

1. We had been waiting for the secretary at her office for fifteen minutes when she came.

2. They had been working at this report for the whole day by that time.

3. He had been investing a large amount of capital into this business for two years already.
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4. | had been talking with my friend when the administrator came.

5. Linda had been speaking over the telephone for twenty minutes already.

6. They had been discussing this proposition for the long time.

7. She had been consulting her partner when the chief manager came.

8. The secretary had been sending the correspondence for an hour and a half,

9. The stockholders had been voting at the meeting for twenty minutes when the vice
president came in.

10. The foreman had been setting objectives for the whole morning.

Exercise 4 . Translate into English using the Past Perfect Continuous Tense.

1. Komm s yBIdImoB 10 3a1y 3aciaHb, BOHM BXKE OOTOBOPIOBAIM KaHAWAATYPU HA pay
TMpeKTOopiB. J[0 1IbOTo Yacy BOHU I1I€ HE 3aKIHIMIIM OOTOBOPEHHSI.

2. Komm Ornpra 3aKkiHuMIa YHIBEPCHTET, ii CECTpa BXKe 5 POKIB MparlfoBajia y mii ¢ipmi.

3. Moro asy1bko 3aIHIIHB TTAPHEMCTBO, Ha SKOMY BiH IporpaiioBa 20 poKiB.

4. Buopa st omeprkaB JcTa. Sl 9ekaB bOro JIMCTa 3 TYDKH.

5. Jlo 116010 Yacy BiH MpaIfoBaB Ha 1 (PIHAHCOBHUM 3BITOM BIKE ITiB JHS.

6. Ko mu Buiininm 3 odicy, WIIoB o1, BiH HITIOB yxe rouHy.

7. BoHM miroTOBJISUTM BiIOMOCTI, KOJI 3aMITI0B (DiHAHCOBUI MEHEIDKED.

8. Mu 00roBoproBav IMUTAHHSI TIOB’s13aH1 13 IOCTABKOKO BKE MIBTOPH T'OTUHU.

9. ITianpreMIIl CTBOPIOBAIH 1IF0 KOPIOPAILIIO BXKE JTOBTHI yac.

10. Ham mupekTop mIyKaB XOpOIIOTO OyXraiarepa, Koau HoMy 3atenedoHyBaid 3
areHTCTBA IO HalMYy.

THE PASSIVE VOICE

Exercise 1. Change the following sentences from the Active into the Passive Voice.

1. We shall invite him to take part in the meeting. 2. We have been looking for you the
whole morning. 3. They have already discussed his firing. 4. We are advertising good
merchandise now. 5. They offered her some interesting work. 6. The foreman insists on
strict discipline. 7. Has the secretary typed the letters? — No, she is typing them now. 8. |
don’t think we shall finish the balance sheet tomorrow. 9. She introduced me to her
business partner. 10. Someone wants you on the phone. 11. We discussed the matter two
days ago. 12. They have recently built a huge supermarket in our town. 13. The
administrator examined the paper attentively. 14. We must finish the work by tomorrow.
15. They speak much about their salary. 16. The accounting department will turn in the
report tomorrow. 17. My friend holds a position of sales manager. 18. The partners have
applied for a corporate charter. 19. We are investing a large amount of capital into this
business. 20. She supervises daily management in this company.

Exercise 2. Open the brackets using the correct form in the Passive Voice.

1. The letter (to post) in a half of an hour. 2. By whom this income statement (to make)? 3.
This book (to write) many years ago, but it is still (to read) with great interest. 4. What
factory (to show) to the foreign delegation tomorrow? 5. This shop (to visit) by many
clients. 6. These facts (not to mention) in his report. 7. You (to pay) for this work
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tomorrow. 8. | (not to say) that he (to fire) yesterday. 9. | think that your plan (not to object)
to by our clients. 10. These questions (not to raise) at tomorrow’s meeting. 11. The
company officers (to chose) by the board of directors. 12. The telegram (not to deliver) by
2 o’clock. 13. These documents just (to sign) by the executive. 14. He was sure that his
mistake never (to discover) by the manager. 15. When she returned, the subject of the
conversation already (to change). 16. When | was a worker at this enterprise, this work still
(to do) by hand. 17. Just this very question (to discuss) when | joined in the conversation.
18. I wasn’t surprise that he (to listen to) with such interest. 19. I hope the invitation (to
accept) by everybody. 20. The young man (to introduce) a few minutes ago, but it seems to
me that he was suitable for this position.

Exercise 3. Translate into English using the Passive Voice.

1. Bac Bcix 30epyTh y 31l 1 pO3KaXyTh MPO 3MIHM B YIpaBJiHHI KOMIaHi€w. 2. 3a
JMPEKTOPOM ysKe Tocnand. 3auekaifte Tpoxu. 3. Lli mucTH meperisHyTi. IX MoskHa
BinpaBisaTy. 4. Yci Baiii nporno3uiiii Oy yTh po3rsiHyTI Ha 300pax. 5. bamaHcoBuii 3BIT
OyJI0 TITOTOBJICHO AykKe J10Ope 1 BYacHO. 6. MeHe BipeKOMEHIyBaIN 1i MEHEKEPY
BUOpa. 7. He xBuimolics, HoMy T0MOMOXYTb KoJiery 1o pooori. 8. Lleii Mara3us nocriitHo
npuBabioe Garato mokymiie. 9. Moro rpomr iHBecTyBamu y Hepyxomictb. 10. Pamy
JMPEKTOpIB BUOpaimu o ooimy. 11. Ile muranHs oOroBoproeThesi Ha 300pax 3apas. 12.
CKUIBKM KPEWTIB BIAKPHIHM Y LILOMY KOMEPIIIHHOMY OaHKy 110 KiHLs pododoro aHs? 13.
Bemuka KUIBKICTh TOBapy BHITYCKaeThCsl JApIOHMMH BHUpoOHHMKamH. 14. PekinamHa
KaMIaHis [MX TOBapiB pO3NOYHEThCA 3aBTpa. 15. IIpeAcTaBHUKM 1HO3EMHOI Jerneranii
OyJH 33/10BOJIEH] PoOOTOrO HaIIoi KommaHii. 16. KepiBHUK OyB 3/1MBOBaHMI BUTpaTamu 3a
MUHYJIMI MICsIb. 17. 300pu TpuBaiu Bxke Tpu roauHu. 18. X1o 1mie He nporosiocyBas? 19.
[TpuOyTKY 1 30MTKHU 11 HapTHEpU po3noAuUTin nopisHo. 20. Bianosiae Oyze BiinpasieHa
yepe3 KUTbKa JIHIB.

Exercise 4. Memorize the following proverbs. Translate them into Ukrainian.

1. Rome wasn’t built in a day. 2. Old birds are not caught with chaff. 3. What is done
cannot be undone. 4. Don’t count your chickens before they are hatched. 5. A tree is
known by its fruit. 6. The devil is not so black as he is painted.

SEQUENCE OF TENSES

Exercise 1. Open the brackets using the correct form of the verb.

1. I knew that my colleagues (to wait) for me and I decided to hurry. 2. I didn’t know that
you already (to pass) profit and loss statement. 3. He says that he (to know) about the
responsibilities of going into business. 4. She asked me whether | (to remember) about the
meeting. 5. The delegates were told that the manager just (to go) out and (to be) back in ten
minutes. 6. | was sure that the secretary (to post) the letters. 7. The director thought that |
(finish) my work at that time. 8. She asked me how many employees | (to go) to hire. 9.
We thought that he (to declare) personal bankruptcy. 10. He says that his father (to work)
as a sales manager. 11. | think that you (cope) with this report in time. 12. She said that she
(to work) under pressure. 13. The book-keeper said that the balance sheet and profit and
loss statement (to be) ready. 14. | thought you (can) explain the big difference between
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gross pay and net pay. 15. We knew she (to be) very busy, she (to total) accounts. 16. My
friend asked if | (to be) familiar with the organizational chart of the company. 17. | asked
them if they (to go) into this business by themselves. 18. The administrator found that she
(to leave) work at 4 o’clock that day. 19. She says she already (to apply) for a corporate
charter. 20. Steve asked if that corporation (to have) limited liability.

Exercise 2. Translate into English using the rules of the Sequence of Tenses.

1. Cekperap HE MOMITHB, 110 JUPEKTOP 3 KMMOCH po3MOBIIsie. 2. BoHa ckazama, 110 il
KOJIETH 3aBXKIM Jal0Th i dy/1oBl opaau. 3. Menemkep He OyB BIICBHEHHIA, 1110 3Haiie
BUpILIEHHS 1€l mpolsiemu. 4. BiH cka3as, 110 HE 3HA€ KOJM MOYHETHCS KOH(EPEHIIIs. 5.
Bona Oyna BreBHeHa, 1O 11 crpaBa MpuHece il 6arato mpuOyTkiB. 6. Miit mapTHep
CKa3aB, II0 X0Ye MPOKOHCYJBTYBATHCS 3 IopUcTOM. 7. BoHa ckasana, mo He 30MpaeThes
HaliMaTu Oyxrajrepa, TOMy IIO MOXKE BECTH Oyxraiarepchbkuii o0k cama. 8. Maiictep
3alMTaB MEHE, CKUTBKY s OJIEP)Kyro Oe3 BiJpaxyHKiB. 9. JlupekTop 3aruTaB, uu ii poOboumii
JIOCBiN TOB's3aHMi 3 MeHemkMeHToM. 10. BiH OyB BIIEBHEHHIA, IO S OJCPXKY TMOCATY
(binaHcoBOro MeHemkepa B il kommadii. 11. MeHe 3anurtanu, 4d s HE XO04y BKJIACTU
rpomn B HepyxomicThb. 12. JlxeWH 3anmrtaiia, 4u ypsaoOBI KoprHopailii TprOYyTKOBI 1
BUITYCKarOTh aKiii. 13. BoHM ckazaim, 110 Bxke BUOpaH paay TMPEeKTOPIB Ha ITUX 300pax.
14. 51 He 3HaNa, Yk JUPEKTOP MEPETIISIHYB BC1 XapaKTEPUCTUKH 1 BUOpaB KaHAW/IaTa Ha
nocagy. 15. Mu 3Haemo, 1O Hall Mara3uH NpuBalIIOBaTHME Bce OUTbILE 1 OUIbLIE
KJTi€HTIB. 16. Bin He OyB BIEBHEHUH, 1110 11eH OaHK Jja€ MO3UKY i1 HU3bKI BIICOTKU. 17.
Bona mnpumyckana, 1O BCS HEPYXOMICTb SIBISETHCS BIACHICTIO Kopropamii. 18.
[lpamiBHviku Aymanu, mo naH bpayn Oyne Biue-mpe3uaeHToM Kommadii. 19. S
CMO/IIBAIOCh, 1110 CKOpO oTpumaro miaBuieHHs. 20. BoHa ckazana, 1m0 Kopropailis Mae
OLIbIIIE MOMIIMBOCTEN JUIsl 3aTy4eHHs! (PIHAHCOBUX PECYPCIB, HDK MapTHEPCTBO.

INDIRECT SPEECH

Exercise 1. Change the following sentences from direct into indirect speech.

1. The secretary said, “I have just received the letter from our foreign partner.” 2. The
manager said, “We shall discuss this subject at the tomorrow’s meeting.” 3. “Have you
done this sort of work before?” said his new employee. 4. “How long have you been
working at that office?”, said the director. 5. She replied, “I shall come with you as soon as
I am ready.” 6. He says, “I don’t even know such problem exist.” 7. They suppose, “The
new product will not be so expensive.” 8. He said, “I shall get a long-term credit in this
bank.” 9. She said, “I’m afraid I can’t be able to prepare the balance sheet in time.” 10. He
said, “The price doesn’t include the cost of packing.” 11. John told me, “I am enjoying my
new job.” 12. He said to the secretary, “Bring me the letters we received this morning.” 13.
Bob says, “I can come in the morning.” 14. “Please help me with this work, Henry,” said
Robert. 15. “Explain to me how to solve this problem,” said my friend to me. 16. He said
to his foreman, “I shall not come to work till Monday because I am ill.” 17. “If Mr Johns
comes, invite him to my cabinet immediately,” said the director. 18. She asked me, “What
will you do tomorrow if you are not busy at your office?”” 19. He asked me, “Did you send
them a telegram yesterday?” 20. The administrator said, “Nothing will change my decision
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to fire him.”

Exercise 2. Translate the following sentences into English.

1. Bin ckazaB: «SI noBuHEH 3po0uTH 1110 poOoTy cam.» 2. OneHa kaxe: «Hair marasux
HaMKpaIlyii, Horo BiJBiye Oarato mokymiB.» 3. Bonu 3amutamm mene: «Homy v Taka
3acmyudeHa?» 4. Miit kepiBHUK 3aruTaB: «[losICHITH, YOMY BU TaK IT3HO NMPUHILIM Ha
poboty?» 5. Bonu ckazam: «Mu Bke MOAATIN 3asBy Ha KOPIOPAaTUBHHUI MaTeHT.» .
JlupekTop ckazaB: «S1 TOBHICTIO 33/I0BOJICHHI pe3yiibTaTaMu BaIioi poOoTu.» 7. Mos
KoJiera ckaszasa: «S He BreBHeHa , 110 110 poboTy Oyze 3po0sieHo BYacHO.» 8. Jlupektop
TIONPOCHB  CEKpeTaps: «3ampocCiTh HACTYIHOTO KaHIWIaTa Ha criBOecimy.» 9. Bonm
sarmta: «YoMy s BIIMOBWIJIACh BiJ Takoi HikaBoi mponosuiiiy» 10. A 3ammrana ii:
«Moxer T MeHi JOMOMOTTH 3 MM 3BiTaMu?» 11. Borm ckazamm: «Tu moskern
OTPUMATH JIOBIOCTPOKOBY TO3UKY B IIboMy OaHKY.» 12. Bona 3anmrana: «Slka HaftOuIbII
nommpeHa (opma oprasizarii Oi3Hecy?» 13. Miit mapTHep ckazaB: «S He 3HaB, IO
TOJIOBHUM  HENIOJIKOM  IPUBATHOI  BJIACHOCTI €  HEOOMEXeHa  IOpUIMYHA
BUIMOBIIATBHICTE.» 14, JlupekTop 3anmrtaB cekperaps: «XTo TenedoHyBaB MeHi
ceorofHi?» 15. Onena morkaBuiack: «Tu 30upaericst 3aimMaTich OI3HECOM cama Yd
nrykaty naptaepa?y» 16. Bin kaxe: «S1 BUAKO 3HAXO/KY CHUTBHY MOBY 3 JIFOJBMU.Y 17.
Maiictep 3amuTaB: «XTO MOXKE 3AJMILMTHCH MOMPALFOBaTH MOHAAHOPMOBO?» 18. BoHa
nonpocuia: «/{onoMoxiTe MeHi 13 3BITOM Mpo MpUOYTKHU 1 30UTKH.» 19. Miii maptHep
CKa3aB: «1 30uparoch MO3UYUTH BEJMKY cyMy Tpoiueil» 20. Bin kaxe: «baHku MOXyTb
BUITYCKaTH aKPEAUTHUBY 1 PEKOMEH/IOBaHI JINCTHU.)

Exercise 3. Write down the dialogues in the Indirect Speech.

* k%

Mr Johns  What countries do you do business with?

Mr Brown With USA and Canada.

MrJohns  What kinds of goods do you sell?

Mr Brown We sell machines.

Mr Johns | know that there is a heavy demand for your goods. Why?
Mr Brown Because our goods are of high quality.

Mr Johns  On what terms do you deliver goods to your buyers?

Mr Brown We accept the delivery and keep to the schedule.

MrJohns  Thank you. | wish you every success.

* k%

Mr Smith  When did you have negotiations last?

Mr Adams Yesterday morning.

Mr Smith  What goods were you interested in?

Mr Adams We were interested in computers.

Mr Smith  Was the price attractive to you or was too high?
Mr Adams What discount did the seller offer you?

Mr Smith  Five per cent.

Mr Adams Did you agree to this discount or not?

Mr Smith  Yes, | did.

96



Mr Adams What terms of payment suit you?
Mr Smith  Payment by installments.

MODAL VERBS

Exercise 1. Translate into Ukrainian.

1. I can’t promise anything, but I’ll do what I can. 2. Jane can solve this problem very
easily. 3. Might | use your phone? 4. Must the secretary post the letters at once? 5.
Everybody must come to work in time. 6. I must go to the bank to get some money. 7. I'll
lend you the money and you need not pay me back till next month. 8. They can do this
work themselves. 9. We can discuss your report after lunch. 10. May | work at your
computer when you are away? 11. Can’t you wait till tomorrow morning? 12. Personal
characteristics of the candidates must be evaluated through interviews. 13. He can advertise
in a newspaper or in a magazine. 14. He said that we might use his office whenever we
liked. 15. You must buy now; the price may go up. 16. May | ask you a question? 17. In
such case you must consult your partner. 18. Don’t ring him up: he must be very busy. 19.
He need not have stayed at the office for the night. 20. She can’t come tomorrow because
they will be working the whole day.

Exercise 2. Insert modal verbs can, could, may, might, must or need where necessary.
1.1... not believe. I am already out of money. — You ... learn not to spend so much. — But
I ... not help it, there are things that I ... to buy. 2. There is something wrong with your
computer. You ... call a repairman. — Oh, we ... not to do it! My colleague ... fix it
himself. 3. We ... not afford to pay the bill. 4. I’'m not particularly busy. I’ve got a few
things to do but I ... not do them now. 5. We don’t accept credit cards. — Well, I ... pay
cash, I guess. Oh, I don’t have enough cash. I ... give you a cheque. 6.1 ... not think how I
... have made such a silly mistake. 7. You ... not necessarily agree with my way of
looking at it at all. 8. If you don’t agree with our decision, you ... say so. 9. The book-
keeper ... prepare the balance sheet by the end of the day. 10. Just to keep business
mechanically going, you ... have money. You ... not really have anything else. 11. You
... at least have phoned me you were not coming. 12. I’ll write today so that he ... know
when to expect us. 13. He ... apply his theoretical knowledge to practice. 14. His business
has failed. He ... declare personal bankruptcy. 15. You ... consult a lawyer in this case. 16.
I ... agood piece of advice. 17. 1 ... learn about the responsibilities of going into business
alone. 18. 1t ... a good idea! 19. How ... you combine the resources with your partner? 20.
... you operate the computer?

Exercise 3. Translate into English using modal verbs.

1. YV mene Hemae notpeOu HaiimMaTu Oyxraiarepa, TOMy IO S MOXKY BECTH OyXTaJTepChbKy
3BITHICTh cama. 2. T TIOBMHEH MPOKOHCYJILTYBATHCS 3 FOPUCTOM SIKIIIO TH HE XOYEII
3a3HaTH Tiopasku. 3. JlaBait 00’ emHaemo Harmi Karitamm. [le 6 Morma Oyt dymoBa i1est. 4.
Moskent Ti naty MeHi nopaay? S. MeHi HeoOXiTHO HAMHSTH I1Ie ABOX MpaIliBHUKIB. 6. S
HE MOXKY 3pOOUTH 1110 pOOOTY 3apas, ajie s TaJlaro, 1Mo 3MOXKY 1i 3p0OHTH Yepe3 /IBa THKHI.
7. Hemxe nie nmpaaa? He moxe OyTtu, 1o il 3BUTbHWIM. 8. $1 HE 3a70BOJICHUIA BaIlIOIO
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pobotoro. Bu 6 morim mpartoBatu kpaiie. 9. Cekperap MOBMHHA BIJIICTATH JIMCTA
HeraitHo. 10. He moxxHa nomyckard Takux noMwiok. 11. YoMy st moBUMHEH mpuiiMatu
rioro mporto3utiito? S He 3rozeH 3 HUM. 12. He Mo)kHa 3ami3HIoBaTHCh Ha poOoTy. 13.
[Ilo6 OyTu rapHMM CHEHIATICTOM, MOTPIOHO HAroJEerMBO BuMTHCA. 14. SKiio xouderr,
o6 crpaBy Oyso g06pe 3podiieHo, 3podu ii cam. 15. MokHa Oysio 6 yekaTty Bij HUX
OB Kpartoi mporo3utiii. 16. IToTpiOGHO B3sTH 710 yBary, 110 11 MUTaHHS JTy»Ke CKIIaIHe.
17. He moske OyTH, 1110 BOHA HE TIIrOTOBMIIA OallaHCOBHH 3BIT BUacHO. 18. [ocmimmait: T
MOKEII 3aITi3HUTUCS Ha pamy aupektopiB. 19. 3arenedonyiiMo PobepToBi: Ham Moxke
3HaO0UTHCS Hioro mopasa. 20. Moy st oTpuMaTy ceiid uTst JETO3UTIB Y BarmoMy OaHKy?

Exercise 4. Memorize the following proverbs. Translate them into Ukrainian.

1. One cannot please everyone. 2. You cannot eat your cake and have it. 3. One cannot
make a silk purse out of a sow’s ear. 4. You cannot teach old dogs new tricks. 5. You
cannot judge a tree by its bark. 6. You can take a horse to the water, but you can’t make
him drink. 7. If one cannot have what one loves, one must love what one has. 8. What is
done cannot be undone. 9. What can’t be cured, must be endured. 10. You can’t have
omelette without breaking eggs.

THE INFINITIVE

Exercise 1. Translate into Ukrainian.

1. 1 am glad to give you an advice. | am glad to be given an advice. | am glad to have given
you an advice. 2. It is very kind of you to help me. It is very kind of you to have helped me.
3. She seems to lose her temper easily. She seems to be losing her temper. 4. She was to
meet the delegation at 10 o’clock. She was to be met the delegation at 10 o’clock. 5. He
wants to ask you a question. He wants to be asked a question. 6. She seems to have asked
him about it. She seems to have been asked about it. 7. | want to tell much her about this
meeting. She wants to be told much about this meeting. 8. He doesn’t want to disturb you.
He doesn’t want to be disturbed. 9. They had to do this work in time. The work had to be
done in time. 10. Maggie was Vvery sorry to have forgotten to prepare the report. Maggie
was very sorry to forget to prepare this report.

Exercise 2. Choose the proper form of the Infinitive in brackets.

1. He doesn’t want (to disturb, to be disturbed) you. 2. He didn’t want anything (to change,
to be changed) in their company. 3. She wants (to understand, to be understood). 4. | began
(to walk, to be walked) very slowly. 5. They are supposed (to work, to have been worked)
at the problem for the last two months. 6. The telegram is (to be sent, to have been sent)
immediately. 7. She was afraid (to ask, to be asked) this question. 8. 1 am glad (to be
examined, to have been examined) yesterday. 9. There are a lot of things (to repair, to be
repaired). 10. We were sorry (to miss, to have missed) the opportunity to take part in this
meeting. 11. She wants (to invite, to be invited) to the conference. 12. I don’t know what
(to expect, to be expected) of him. 13. | have come (to consult, to have been consulted)
you. 14. He promised (to come, to have come) and (to see, to have seen) them before he
left. 15. Allow me (to introduce, to be introduced) myself. 16. She didn’t know where (to
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find, to be finding) him. 17. Everything was done (to save, to be saved) him. 18. This is the
key problem (to solve, to be solved) immediately. 19. We are (to solve, to be solved) this
key problem immediately. 10. It was hardly necessary (to inform, to be informing) them
about these problems.

Exercise 3. Define the form of the Infinitive.

1. Factors of production provide the means for a society to produce and distribute its goods
and services. 2. | am glad to speak with you, Mr Brown. 3. The offer cannot be accepted as
the price is extremely high. 4. The relations with this company seem to be improving. 5. |
am glad to have been evaluated through interviews yesterday. 6. He seems to have been
speaking for an hour already. 7. To earn a living he became a salesman. 8. The company
was said to have been in difficulty. 9. The foreman seems to be setting objectives. 10. The
work had to be done in time.

Exercise 4. Translate into English.

1. MeHi He3py4Ho, 1110 TypOyr0 Bac. MeHl He3py4HO, 110 MoTypOyBaB Bac. S He Jo0IIo,
KOJIM MeHe TypOyroTh. 2. BiH crniokiifHa mromuHa. 3 HUM Jierko mpairoBatu. 3. S pamuii
3alpOCHUTH BaC Ha 110 3yCTpid. S pajiuii, 110 3arpocyB Bac Ha It 3ycTpiy. S paauid, 1o
MEHE 3allpolIyIOTh Ha II}0 3ycTpid. S paauii, 110 MEHE 3aIpOCHIM Ha It 3ycTpid. 4.
3a0yTu 11e¥ 1eHb HeMOXIIMBO. 5. Ham momactuio, o Mu 3actaim Moro Ha pooort. 6. S
nacvMBui, 1m0 10 pokiB npaiioro y ik gipmi. 7. Y MeHe JOCHUTh Yacy, 100 MirOTOBUTH
KOHTPAKT 1 marmicy. 8. BoHa xoTina, mo0 il ckasanu npasay. 9. S myxe BISUHUIA BaM,
110 BU MeHi gonomoryiv. 10. Bu, 31a€Thes1, 3a0yiu mpo CBOO OOILISHKY.

Exercise 5. Complete the following sentences using the Infinitive

a) as subject:

1. It wasn’t difficult . 2. It’ll take you very little time . 3. It was very kind of you
4. would be much more useful. 5. It is unwise of you . 6. Why is it so

important ? 7. was very pleasant. 8. It’stime .

b) as predicative:

1. The main problemis . 2. Herfaultwas . 3. The only thing he had to do was

_____.4.The best way to master a foreign language is . 5. The next thing to be done

IS .6.Tosaysomeans __ .7.Hisonlywishis .8 What | wantis :

C) as object:

1. lwas happy . 2. The workers of our firm agreed . 3. Don’t forget 4.

Who wants . 5. You must always remember . 6. They were astonished

. 7. Would you like . 8. We are awfully sorry :

d) as attribute:

1. There was no need . 2. We have a lot of problems . 3. It is not right time
. 4. She was always the first . 5. This is a chance . 6. Is there anybody

? 7. We had nothing . 8. He is just the man
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e) as adverbial modifier of purpose:

1. He will have to work hard . 2. ’ve come here . 3. We’ll stay after the work
A4, | took up a receiver. 5. They stopped . 6. He stepped aside politely
. 7. We went to the personnel office . 8. She pretended to be quite well :

f) as adverbial modifier of result:

1. Do you know him well enough ? 2. The balance sheet was too difficult 3.
We are too busy . 4. He is too young . 5. He knows accounting well enough
. 6. The problem is too complicated . 7. The task was easy enough . 8.

The annual meeting was too important

Exercise 6. Define the function of the Infinitive:

1. To know him is to trust him. 2. To have met him was an event in my life. 3. This firm
will be the first to start manufacturing these goods. 4. To make the decision-making
process easier we try to divide cost into several different categories. 5. We spend money to
buy the things we want. 6. Unfortunately, it is not possible to define economics by a single
word. 7. To have an effective tax system, government must have criteria or standards. 8.
When prices are set by the government, the economy can be faced with either shortages or
surpluses. 9. The partners will be happy to accept our invitation. 10. Sole proprietorship is
the easiest form of business to start and run.

Exercise 7. Translate the sentences into English using the Infinitive

a) as subject:

1. TlosichuTu #ioMy Bce Oyno Baxkko. 2. BaXko ckazat, 110 JUPEKTOp MaB Ha yBasl. 3.
byno myxe npueMHO NOroBoputd 3 Bamu. 4. Byne mpocTo HETaKTOBHO, SIKILIO BIH
criepedatumeThbes. [1i3Ho criepeyatuck mpo 1e. Yrke HiYoro He MOXKHa 3MIHUTH. 5. 3a0yTu
el JieHb Oy710 HEMOXITMBO. 6. byne nopedHo, SKIIo TH BKayKeIl il Mpo il MOMIIIKH. 7.
Baxxko npairroBaty 6e3 HaaiiHuX mieraux. 8. Hepo3ymMHO Tak BUTpayaTH rpoiiii.

b) as predicative:

1. Moim eauHMM OGaxkaHHsM Oylio oTpuMary rocafy B 1iid ¢ipmi. 2. ['onoBHe — 11e, 1100
TeOe MPaBUIILHO 3po3yMutd. 3. T'onoBHUM Oys0 — MOJaTH 3asBy HAa KOPIOPATUBHUIA
nareHt. 4. $l HamaraBcs Oarato MpairoBaTH, 100 HE AyMaTd Mpo Te, M0 cTajocs. S.
Hemae mnotpeGu Bam uyekatd. 6. Moro Mpis — CTaTd MeHEKepoM. 7. YUHTHChH
HAroJIETJIMBO — 000B 130K KOYKHOT'O CTy/IeHTa. 8. Yuopa BaMm citiji OyJ10 MpUiATH Ha 300pH.

C) as object:

1. He 3a0ynp BigmpaButy JUcT. 2. By y»e 3acMydeHi, 110 BTPATHIIM 1F0 MOXIIUBICTB? 3.
Bona Oostmack, 1m0 il 3BUIBHSATE. 4. BoHu Oynmu myke paji, IO TOTOBOPWIM 3
agMiHicTpaTopoM. 5. BoHa myxe XOTiia B34TH y4acTi y I pexiaMHiil kammanii. 6. S
MOMPOCUB Bac MPUNATH, 11100 MOBLAOMUTH TIpo 1ie. 7. S Oymy LIacivBUil MPUIHATH Balle
3amporieHHs. 8. BiH Iy»e XOTiB po31oYaTH CBiil BIACHUI Oi3HEC.

d) as attribute:
1. Bin mimoB 3 ogicy octanHiM. 2. Momy Ouiblie He Oyino 4oro ckazatu. 3. Bin came Ta
JIOJTMHA, sIKa Moke OyTu aupektopoM. 4. S cka3aB Bam ycio mpaBmy. MeHi HIYOro
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NPUXOBYBAaTH BiJ Bac. 5. € 1ie oJHa CIpaBa, sIKy Tpebda 3podutu. 6. Jlalite MeHi yac
nomgymMard. 7. He Taka BiH mroauHa, m00 3MIHMB CBOIO TyMKy. 8. Bu mam’sitaere, XTo
TIepIINI HATICTIaB BaM pe3roMe?

e) as adverbial modifier of purpose:

1. Bin 3amMOBK, 1100 BHCIyXaTd MOKO MPOIO3UIII0. 2. MM po3NOaUTMIM TPUOYTKU 1
30UTKHM TIOpiBHY, 100 Oyt B OmHakoBoMmy craHoBwim. 3. 11006 He oOpasutu ii, Mu
BUPILIMIJIM B3araji He TOBOPHUTH Ha L0 TeMy B 1i mpucyTHOCTI. 4. Mu BUMMOcs, 11100 CTaTH
KBaTI(hIKOBAHNMHU criemiamictaMu. 5. S Bee 1e Kaxy, 1100 MEeHe MPaBIIHHO 3pO3YMUTH. 6.
S npuiioB cromy, MO0 TOMOMOITH BaM. 7. 3aBTpa MU BUOEPEMO HOBY pajTy TUPEKTOPIB.
8. Bona 3po0wiia Bee, o0 1i mpUiAHSIIH Ha ITFO TTOCaTy.

f) as adverbial modifier of result:

1. TIpoGnema 3aHaATO CKiIaHA, 1100 BUPIIIATH il Biapasy. 2. BiH 10cHTh JOCBITUEHUH,
100 BUKOHATHU 11e 3aBaHHs. 3. [HImaeHT OyB HAATO HEMPHUEMHUM, 11100 TOBOPUTH PO
HBOTO. 4. S Mymato, 1110 BiH IOCUTH PO3YMHHUH, 11100 YHUKHYTH ITi€1 TOMIIKH. 5. 3aBIaHHs
OyJI0 HaJTO CKJIQIHUM, 100 3poOUTH Horo 3a roguny. 6. Lle myxe pusukoBaHO, 1100
THBECTYBATHU TPOILI Y IF0 KOMITAHIIO0. 7. AKIIIOHEPY MalOTh JIOCTATHHO TTOBHOBAKEHb, 11100
rojocyBaTd Ha padi jupektopis. 8. Il mpomosuiis 3aHagro npuBaGnMBa, OO He
NIPUNHSATH 1.

INFINITIVE COMPLEXES
The Prepositional Infinitive Complex

Exercise 1. Change the sentences according to the pattern.
Pattern A: There was nothing to do there.

There was nothing for me to do there.
1. Here is an example to follow. (everybody) 2. The idea was not clear enough to
understand. (the new employees) 3. He reached the age when it is necessary to think of
the future. (he) 4. There was no reason to get worried. (1) 5. It was expensive to advertise
in this newspaper. (she) 6. The best thing is to send them a telegram. (I) 7. There was
nothing to argue about. (they) 8. I think it will be impossible to prepare the balance sheet
in time.

Pattern B: The sales are numerous. I can’t mention them all.

They are too numerous for me to mention.
1. He speaks too fast. I can’t follow him. 2. The results are numerous. They can’t
remember them all. 3. The situation is difficult. We can’t overcome it at once. 4. The
goods are very expensive. We can’t buy them. 5. The problem is too complicated. He can’t
solve it now. 6. I am busy. I can’t go on a business trip right now.

Exercise 2. Translate into Ukrainian paying attention to the Prepositional Infinitive
Complex.
1. Have you got anything for me to do? 2. It will be convenient for all of us to have the
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meeting at the end of our working day. 3. Here is the information for you to process. 4.
She waited for the manager to speak. 5. The main idea was for the students to
understand the importance of English for their future work. 6. The problem was too easy
for her not to solve it immediately. 7. It’s natural for him to help his colleagues. 8. It was
natural thing for him to take part in the discussion. 9. For these problems to be carried
out successfully we are to work hard.

Exercise 3. Complete the sentences in your own way.

1. It is necessary for her . 2. It is advisable for them . 3. It was important for
them :
4. They waited for us . 5. There was no reason for him . 6. The problem was
too difficult
for the subordinates . 7. Itis easy for me . 8. The best thing is for you :

Exercise 4. Translate into English.

1. 3aBiaHHs HAATO CKJIAJIHE, 11100 CIIPABUTHUCA 3 HUM camoMy. 2. baskaHo, 11100 BU 3HaM
K TPOBOJATHCA 11l omepaitii. 3. Lle eaune, mo Bu MoxkeTe 3poouTH. 4. Y HBOTO JTyKe
n06pa mam'sTh. YoMy JIOCHTH OJMH pa3 Ha3BaTH CJIOBO, i BiH 3araM’sITae fforo Ha Bce
KUTTA. 5. S mikomyto, 1m0 BU TpomycTuii 300pu. 6. [ Toro, mo0 I peKiamMHa
KaMIIaHisl BUSIBWJIACH YCHILIHOO, HOMY J1oBenocs Oararo normpaitoBaty. 7. Bam He Tpeba
NpaLOBaTH TaK Oarato 1 pU3MKyBaTy 310poB’sM. 8. L mporo3uiiis HaATo IiKaBa, 100
BIJT HEl BIAMOBHUTHCE. 9. HeoOXx11H0, 11100 BU IITOTOBIIIM OaJlaHCOBHI 3BIT ChOroHi. 10.
Bin nonpocus, 11106 oMy HaAICIaIM PE3OME 110 EJIEKTPOHHIM MOIIITI.

The Objective Infinitive Complex

Exercise 5. Change the following sentences according to the pattern.
Pattern A: Mary prepared the balance sheet. [ saw ... .

| saw Mary prepare the balance sheet.
1. They distributed profits and losses. We observed ... . 2. Banks act as functional
institutions that bring savers and borrowers together. We heard ... . 3. The foreman
examined our work. We watched ... . 4. They were discussing the terms of payment. |
heard ... . 5. She left the office before the end of the working day. Nobody noticed ... .

Pattern B: He wants the financial statement back. Bring it at once.

He wants you to bring the financial statement back at once.
1. Somebody must help him with his English. He expects it. 2. Do you think he has a good
background? 3. Don’t speak much over the telephone. I hate this. 4. He is the best
employee in our firm. Everybody knows it. 5. Our foreign partner will arrive tomorrow.
We are expecting him.

Pattern C: | saw as he brought the negotiations.
| saw him bring the negotiations.
1. Everybody considers that he is a clever man. 2. We discovered that the assignment was
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difficult. 3. The two sides expect that negotiations will be long and difficult. 4. I don’t think
that these people were very intelligent. 5. | expect that we shall get merchandise in time.

Pattern D: I still consider they are right.

| still consider them to be right.
1. His father’s wish is that he should become a manager. 2. He desires that his son should
make a career in banking. 3. They expected that we had found more creative employees. 4.
| believe they are good at accounting. 5. | heard that banks give long-term loans at low
interest.

Exercise 6. Translate into Ukrainian.

1. I heard his name mentioned during the conversation. 2. Do you want me to help you? 3.
| wanted them to prepare the income statement in time. 4. We expect the contract to be
signed tomorrow. 5. She knew him to be very punctual. 6. They don’t expect the President
to cut taxes as he has promised. 7. The representative of the firm asked for the documents
to be sent by e-mail. 8. He ordered the goods to be sold immediately. 9. | made them work
hard. 10. The director ordered the secretary to send off the letter immediately.

Exercise 7. Translate into English.

1. Bu uyinu, sk BiH BUCTYMaB ydopa Ha 300pax? 2. S xouy, 1100 BiH JonoMir MeHi. 3. Bin
Xoue, 1100 Horo cuH ctaB O13HecMeHoM. 4. [ToKymi mornpocuim npoJaBLiB 3HU3UTH IIHY.
5. J103BOJIBTE MEHI HaragaTy BaMm Ipo Bauly OOIISHKY HE 3ali3HIOBATHCh Ha PoOoTy. 6.
Bin 6axae, 100 poboty Oyno 3po0sieHO HeraiHo. 7. S cromiBaroch, 110 XTOCh MpHiie
CIOMM 1 JOMOMOXe MeHl. 8. Mu He MOIM 3pO3yMITH, IO 3MYCWJIO MOTo CKazaTu
HerpaBay. 9. Bin xode, mo0 ToBap 3actpaxyBam. 10. MeHemxep 3MyCHB MEHE
3TMIIATICA B O(IC 11Ie HA JISSIKHIA yac.

The Subjective Infinitive Complex

Exercise 8. Transform the sentences using the Subjective Infinitive Complex instead
of the Objective Infinitive Complex.

Pattern: | saw her read the e-mail. — She was seen to read the e-mail.

1. I saw him set objectives to his subordinates. 2. We saw them apply for a patent. 3. They
heard the telephone ring several times in the manager’s cabinet. 4. Everybody supposed
him to be a reliable partner. 5. | expected the telegram to be sent tomorrow. 6. They
expected him to return in a fortnight. 7. Everybody considered him to be a great specialist.
8. We know her to be a experienced accountant.

Exercise 9. Use the Subjective Infinitive Complex instead of a Subordinate Clause:
Pattern A: It is known that he is a good manager.

He is known to be a good manager.
1. It is said that she is preparing for the annual meeting. 2. It can be expected that the profit
situation in the firm will improve soon. 3. It proved that he was a very experienced worker.
4. It happened that he was at work at that late time. 5. It seems that she knows French well.
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6. It is reported that the delegation has already arrived. 7. It happened that there was our
foreman there at that time. 8. It appears that there are different opinions on this subject.

Pattern B: It is likely that the conference will be held in our office.

The conference is likely to be held in our office.
1. It was not likely that he would take the risk. 2. It is improbable that she will forget her
promise. 3. It is not likely that he will come in time. 4. It is probable that he will be given a
long-term loan. 5. It is improbable that this advertisement will help them. 6. It is probable
that they will be late for the meeting. 7. It is not likely that they will return soon.

Pattern C: She surely (certainly) will go shopping.

She is sure to go shopping.
1. Surely he is easy to deal with. 2. Surely the head of the accounting department will be
satisfied with the balance sheet. 3. The employees will certainly do their best. 4. They will
certainly like our café. 5. He will certainly do his duty. 6. It is certain that they will be here
on Monday.

Exercise 10. Translate into Ukrainian:

1. People seem to be more willing to pay taxes when they can understand the tax laws. 2.
The customers are said to buy the goods at a price fixed by a special agreement. 3. The
price is said to change. 4. The situation appears to be more difficult than we thought. 5. The
meeting is expected to begin this morning. 6. He seems to know all about this matter. 7.
She appeared to have received a very good education. 8. They are sure (certain) to inform
us about their plans. 9. The conference is likely to be at our office. 10. He is sure to ring
you up today.

Exercise 11. Translate into English:

1. 3maerbes, mo 1 dipMa MiamMcana KOHTpakT. 2. Moro minxix mo BUpimeHHs wiel
npoOJsieMy BUSBUBCS Tyxe mipocTuM. 3. HaBpsiz, 1106 BiH cTaB pusmkyBatu. 4. Hikomm He
Oauny, 100 HaIll TUPEKTOp CepauBCs. 5. BiH BUSIBUBCS TPYIOIFOOMBUM IMPAITIBHUKOM. 6.
BiH, oueBrIHO, 3Ha€, K 3HAXOAWTH BUXIJ 13 CKIIaHUX CUTYAIlH. 7. O4eBUIHO, BH 3a0yIH
npo Hamry 3yctpid. 8. Lle muranHs HeomMmiHHO OyayTh OOTOBOpIOBaTH Ha 300pax
cbOrozHi. 9. BoHH, HanleBHO, 3roATHCS B3SITH ydacTh y ikl poodorti. 10. Paga qupekTopis,
HaIlCBHO, 3MIHUTHC.

THE PARTICIPLE

Exercise 1. Give all the participial forms of the following verbs:
to produce, to study, to increase, to receive, to make, to solve, to provide, to say, to use, to
sell, to pay, to negotiate, to write, to give, to enter.

Exercise 2. Translate into Ukrainian paying attention to the place of the Participle:
a) a working employee, the financing organization, the countries importing raw materials,
the rising profits, disappointing news, activities relating to wealth, an exciting story, a

104



developing country, the approaching train;
b) the purchased models, an unanswered question, the contract fulfilled by the firm long
ago, the models required by customers at present, an accepted plan, a desired object, sold
goods, the balance sheet prepared yesterday, satisfied needs and wants, a tax levied on
consumer purchases, a discussed problem.

Exercise 3. Replace the parts in bold by Participle Phrases:
Pattern A: The man who is talking with the students is our lecturer.

The man talking with the students is our lecturer.
1. Do you know the woman who is coming toward us? 2. It always gives me pleasure to
help the students who work hard. 3. A person who brings good news is always welcome.
4. The girl who is sitting next to me is Mary. 5. They passed a group of workers who
were repairing the equipment. 6. The workers who will take part in the meeting must
not be late. 7. He couldn’t fall asleep because of the thoughts that were coming to his
mind. 8. The people who are waiting for the administrator are getting nervous. 9. The
windows that faced the garden were open. 10. She got on the train that was going to
Paris.

Pattern B: While | was waiting for the director, | read this magazine.
While waiting for the director, I read this magazine.

1. When they accepted the invitation to participate in the exhibition, they wrote a
reply. 2. When | heard the news, | phoned him. 3. When Nick worked in that firm, he
made a lot of important contracts. 4. When he arrived at the station, he didn’t find
anybody to meet him. 5. When | entered the meeting hall, | saw that all the workers were
present. 6. When you exchange opinions with other people, you enrich your mind. 7.
While he was working overtime yesterday, he made all the necessary calculations. 8.
While he was walking along the street, he met his old friend.

Pattern C: The café which is situated round the corner is mine.
The café situated round the corner is mine.

1. | took the income statement which was lying on the table. 2. The decisions which were
adopted at the conference are supported by many persons. 3. He has bought a computer
which was made in Lviv. 4. Service is a work which is performed for someone. 5. This
firm manufactures heavy machinery which is used in construction. 6. A corporation is an
institution which is established for the purpose of making profit. 8. Did you get the
message which concerned the special meeting?

Pattern D: As she said so she went out of his cabinet.
Saying so she went out of his cabinet.

1. As he was very clever, he realized his mistake at once. 2. As she was busy all the
week, she couldn’t answer the letters. 3. As he was late for the job, he had to excuse
himself. 4. As he was working for this firm for a long time, he knew everything about it.
5. As he was an experienced manager, he always made a right decision. 6. As we were
very tired, we refused to work overtime. 7. As she entered her shop, she saw many
customers their. 8. As she wanted to work in this firm, she sent her resume to it.
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Exercise 4. Translate into Ukrainian.

1. Speaking on the phone, the secretary made the notes. 2. Being unemployed, he hasn’t
got much money. 3. If asked, he will explain you everything. Being busy, she had to refuse
our invitation. 4. Studying management the students got the better understanding of their
future specialized subjects. 5. Having finished our work we shall go for a walk. 6. They
discussed the point when signing the contract. 7. Most of the goods produced in this factory
are exported. 8. The sellers come to the market hoping for high prices. 9. Marketing
includes all the business activities connected with the movement of merchandise and
services from producer to consumer. 10. Negotiating the conditions of purchase, we
informed the sellers that we needed the goods urgently.

Exercise 5. Open the brackets, using the correct form of the Participle.

1. He didn’t pay any attention to the (to ring) telephone. 2. A letter (to lie) on the secretary’s
table must be posted. 3. (To obtain) more profits, they decided to incorporate. 4. (To find)
no one at the office she went to the meeting hall. 5. (To phone) the agency, he left (to say)
he would be back in two hours. 6. (To write) in a very bad handwriting, the letter was
difficult to read. 7. (Not to wish) to discuss that difficult and painful problem, he changed
the conversation. 8. She went to work, (to leave) the child with the nurse. 9. (To wait) in the
hall, he thought over the problem he was planning to discuss with the manager. 10. (To
find) a suitable candidate for this position, he advertised in the local newspaper.

Exercise 6. Translate into English.

1. TosicHuBIIIM BCe AETATIBHO, BIH CHOKIIHO CIB Ha MicIe. 2. 3p0o3yMIBILU CBOIO IOMUJIKY,
BOHA IepecTana crepevyaTuck. 3. byayun myxe 3aiiHsITUM, MEHEDKEDP HE BIAPa3y MOYYB
mere. 4. 1l Garbko — mupextop 1i€i (ipMu, SKOro BCi JIOOMATH i MOBAKAIOTH. 5.
HanpykyBaBiim Bcl JIMCTH, CEKpeTap BIAIpaBWiIa iX MO €IeKTpoHHIA momrri. 6. Bin
JIOCBITUEHUI KepiBHUK. 7. OCKUIbKY 1i 3apociiii Ha pajly AUPEKTOpiB, BOHA HE MOTJIa
BiIMOBUTHCH. 8. IlimroryBaBiim OajlaHCOBHII 3BIT, MM IIOYaJId TOTYBaTH 3BIT IIPO
npuOyTku. 9. CryaeHTH, sKi HE TPUIULIOTH HAJIKHOI YBarW TpaMaTwill, HIKOJIU He
0BOJIOIIF0Th MOBOO. 10. BoHa miBuko Buiiliua 13 kKaOiHETy aMIHICTpaTopa, 3a4MHHUBIIN
3a co00I0 JBEPI.

THE PARTICIPIAL COMPLEXES
The Subjective Participial Complex

Exercise 1. Make up sentences with Subjective Participle Complex and translate
them into Ukrainian.

I saw me speaking with manager
He heard you making the report
She watched him setting objectives
We noticed her consulting a lawyer
You observed the subordinate | giving orders
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They found the secretary working overtime
I was seen hiring a new employee
She/He heard taking orders
We watched applying for a patent
You were observed fulfilling the testing
They noticed making a loan to him

Exercise 2. Use the Subjective Participial Complex instead of a Subordinate Clause.
Pattern A: They considered that the transaction had been done.

The transaction was considered done.
1. You will find the letter on your desk. It is signed and ready to be posted. 2. | found that
the annual meeting had been finished. 3. When I left her at her office, she was greatly upset
and worried. 4. | found that the board of directors had been already chosen. 5. We believed
that this business had been profitable. 6. They found that some mistakes had been done in
her report. 7. | found that stock sertificates of this corporation had been issued. 8. | found
that his resume had been good written. 9. The manager found the report had been typed.
10. The lawyer found this real estate had been sold.

Pattern B: | saw them as they were working together at this report.

| saw them working together at this report.

They were seen working together at this report.
1. We saw as you were making the important decision. 2. | saw how he was firing his
secretary. 3. | heard as they were speaking at the annual meeting. 4. | found them as they
were investing a large amount of capital into this firm. 5. | observed the foreman setting
objectives. 6. They watched him as he was coordinating the work. 7. | noticed that he was
planning objectives and changes. 8. | heard that she was advertising in different
newspapers and magazines. 9. They saw how | was working under pressure. 10. | found
that he was looking for a specialist suitable for the position.

Exercise 3. Translate into Ukrainian.

1. I noticed him giving her orders. 2. Did you hear her making that unpleasant remark? 3.
She watched the manager evaluating him through interview. 4. She was seen measuring
the firm’s operating efficiency. 5. They wanted the goods shipped on Monday. 6. She was
kept waiting for the director for a long time. 7. | saw him sending his annual report to his
immediate superior. 8. The workers were seen leaving the office very late. 9. The director
wanted the accounting department turned in the report a bit quicker. 10. The employees are
considered doing their work properly.

The Objective Participial Complex

Exercise 4. Transform the following complex sentences into simple ones using the
Objective Participial Complexes.
Pattern: | saw her as she was preparing the financial statement.

| saw her preparing the financial statement.
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1. | saw her as she was typing the answers for the letters. 2. | watched them as they were
voting for the new board of directors. 3. The master observed the workers as they were
carrying out his objectives. 4. | saw her as she was making all the necessary calculations. 5.
She watched him as he was applying for the corporate charter. 6. We saw her as she was
attracting new customers. 7. He watched me as | was carrying the negotiations. 8. The
administrator observed him as he was making a decision. 9. The director watched the
manager as he was setting objectives. 10. The head of the department saw me as | was
turning in the report.

Exercise 5. Combine the given two sentences into one using Objective Participial
Complex.
Pattern: The director was speaking very loudly. I heard it.

| heard the director speaking very loudly.
1. The employee was trying to find the mistake in the balance sheet. | watched it. 2. The
administrator was interviewing the candidates for the position. | heard it. 3. She was
consulting a lawyer. | watched it. 4. He was firing his secretary. | heard it. 5. They were
consulting their partners. | watched it. 6. He was declaring personal bankruptcy. | heard it.
7. They were having snack together in the café. I noticed it. 8. We were trying to
incorporate. | watched it. 9. She was giving him a piece of advice. | heard it. 10. He was
making a right decision. | watched it.

Exercise 6. Paraphrase the following using the Objective Participial Complex.
Pattern: The accountant prepared his report.

He had his report prepared.
1. The secretary typed all the documents for the director. 2. The employee repaired his
computer. 3. The typist typed his article for him. 4. The manager read her resume. 5. The
administrator considered his two sets of qualifications. 6. The administrator delegated
authority for them. 7. She invested a large amount of her capital into this corporation. 8.
She hired some new employees for her firm. 9. They distributed profits and losses equally
between them. 10. They attracted a lot of customers to their shop.

Exercise 7. Translate into English.

1. 4 Gauus, sIK BiH NPOBOAMB CMIBOECITY 3 KaHAWAATAMH Ha nocaay. 2. Tob1 nonaroaumm
koM rotep? 3. Mu noMiTuiM, SIK BOHA CHUIKYBAJIAch 13 3apyOnKHUMU TlapTHepamu. 4. S
YyB, SIK BOHA PO3MOBLAANA MOMY MpPO HEONIKM MapTHepcTBa. 5. BoHu 4dynm, sk BiH
PO3MOBJISE HIMEILKOI0 MOBOIO. 6. [if jonoMoriu miroTyBati (hiHAHCOBMIA 3BIT BYACHO.
7. baunny, sk BiH 3ami3HUBCA Ha poOoTy. 8. Hamiii ¢ipmi ganm J0BroCTpOKOBY MO3UKY Y
poMy GaHKy. 9. MoMy Bke BUIUIATWIM MpOLEHTH i3 mosuku. 10. Bona Gaumia, sk s

OTpUMYBAJIA JUBIJCHIN .

The Absolute Participial Complex

Exercise 8. Replace the Subordinate Clause by the Absolute Participle Complex.
Pattern A: As the working day was over, we went home.
The working day being over, we went home.
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1. As the annual report is ready, we can have a rest. 2. As the task was difficult to perform,
| asked the manager to help me. 3. As my office is far from here, | go to it by bus. 4. As the
situation was urgent, we had to go ahead. 5. As his mother teaches English, he knows the
language very well. 6. As we specialize in economics, we must take an interest in all its
latest achievements. 7. As the last month was very busy one, she could not answer her
friend’s letter. 8. As the question was rather difficult to answer at once, I asked for
permission to think it over.

Pattern B: As the documents were signed, we could not stay here any longer.
The documents being signed, we could not stay here any longer.

1. As all preparations were made, they started the experiment. 2. As the report was written
in French, we couldn’t understand one word. 3. As the work was done, we went home. 4.
As the letter was written, I went to post it. 5. As all the shops were closed, we couldn’t buy
anything. 6. As all the candidates were evaluated through interviews, the manager chose a
person suitable for the position. 7. As all the reports were turned in, the employees could
have a little rest. 8. As his resume was good written, the administrator could make a
decision to hire him.

Pattern C: When the negotiation had been finished, the foreign delegation departed.
The negotiation having been finished, the foreign delegation departed.

1. When his business had been failed, he declared personal bankruptcy. 2. When the
computer had been broken, I couldn’t work on it. 3. When the board of directors had been
elected, they could return to their work. 4. When the prices had been risen, he couldn’t buy
these merchandise. 5. When the manager had been fired, the director couldn’t find
anybody suitable for the position. 6. When the office had been built, they got jobs. 7. When
all the advantages of the corporate form of the ownership had been discussed, we decided
to incorporate. 8. When all the letters had been posted, the secretary could leave her office.

Exercise 9. Translate into Ukrainian.

1. The work having been done, we received high salary. 2. The question being too difficult,
no one could answer it. 3. Time permitting, they will discuss the matter tomorrow. 3. The
letter having been delayed, the news reached us too late. 4. This being understood, the
conference was over. 5. It being pretty late, they decided to postpone their visit. 6. It having
been decided that they should not go out on account of the weather, the members of the
party were busy writing their notes. 7. It being Monday, everybody was busy at the
accounting department. 8. My task having been finished, | went for a lunch break. 9. Peter
being away, Alexander had to do his work. 10. The working day being over, she stayed for
some time at her office.

Exercise 10. Translate into English.

1. Komu 3aBmanHs Oysio BHKOHaHE, s JMIIE TOAl MmimoB mofomy. 2. Komm mekii
3aKIHYMJIUCh, CTYJICHTH MU A00oMY. 3. OCKUIBKH JIFCT 3aTPUMABCS, 3BICTKA JIIAIILIA JI0
Hac 3aHanaTo mizHO. 4. Kom Bce Oyio roToBe, MU MOYaid €KCHepuMeHT. S. OCKUTBKH
Teneon OyB HeCTIpaBHUH, s He 3MIT 3aTernedoHyBaTi BaM. 6. Komu qupekTop mpuritiios,
noyanucs 30opu. 7. Konu muct OyB mignucanuit, s Bigicnana voro. 8. Komu wmiit Opar
3aKIHUMB KOJIE/DK, MU TIEpeixaiy B 1HIIE MIcTO. 9. SIKIIO T03BOJIMTH MEHEDKED, s My
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nofoMy Tpitku paxiiie. 10. OckiTbKu OyI10 Ty>Ke Mi3HO, 300pHr 0YII0 3aKpUTO.

THE GERUND

Exercise 1. Transform the sentences using the Gerund instead of the infinitive.
Pattern: My father began to work in this office 10 years ago.

My father began working in this office 10 years ago.
1. We continue to study English. 2. He likes to give orders. 3. The foreman began to set
objectives. 4. This employee intends to work overtime today. 5. They preferred to have
limited liability. 6. She tried to get a long-term loan in this private bank. 7. | have just
begun to prepare the balance sheet. 8. She likes to make contracts with foreign partners. 9.
They intended to elect a new board of directors. 10. He preferred to go into business with a
partner.

Exercise 2. Combine the sentences using the Gerund.
Pattern: You helped me. I thank you for it.

| thank you for helping me.
1. They gave me the extending credit. | thank them for it. 2. He gave me a good piece of
advice. | thanked him for it. 3. The head of accounting department explained to us how to
prepare the financial statement in a proper way. We thanked her for it. 4. He repaired my
computer. | thank him for it. 5. The director bought the note-books for his employees. They
thank him for it. 6. The manager helped me to make a right decision. | thanked him for it.
7. She explained him how to write a resume. He thanked her for it. 8. He sent my
advertisement into the local newspaper. | thank him for it. 9. They helped the director to
find a candidate suitable for this position. He thanked them for it. 10. The manager
explained the new subordinate how to perform his work. He thanked him for it.

Exercise 3. Transform the following sentences using Gerundial phrases instead of the
subordinate clause.
Pattern A: I think I’ll consult a lawyer tomorrow.

| think of consulting a lawyer tomorrow.
1. I think I’ll get along well with my new partner. 2. I think I’ll put a large amount of
money into this business. 3. | thought he would hire an experienced accountant. 4. We
think we shall get much profits from this investment. 5. Tom thinks he will put policies into
effect quickly.

Pattern B: After he finished college, he worked as a production manager.

After finishing college he worked as a production manager.
1. After the secretary typed the letter, she went to the post-office. 2. Before we left the
office, we prepared all reports. 3. After she bought everything she needed, she went home.
4. Before he made a long-term investment, he calculated his interests. 5. | read all my e-
mail correspondence before | turned off my computer.

Pattern C: She insisted that she should make this task.
She insisted on making this task.
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She insisted that she should be made this task.

She insisted on making this task.
1. They insisted that they should be helped with their work. 2. | insisted that | should
examined their work in the afternoon. 3. They insisted that they should help me with
financial statements. 4. He insisted that he should follow this procedure. 5. She insisted that
she should hire some employees.

Exercise 4. Transform the following complex sentences into simple ones using the
Gerund.
Pattern A: | am sorry that | trouble you.

Excuse me for troubling you.
1. 1 am sorry that | give you this information so late. 2. | am sorry that | set you such a
difficult task. 3. I am sorry that | made some mistakes in this income statement. 4. | am
sorry that | went home without waiting for you. 5. | am sorry that | used your reputation.

Pattern B: | am sorry that | did not tell you about it.

| am sorry for telling you about it.
1. 1 am sorry that | did not help you yesterday. 2. | am sorry that | did not except your
proposition. 3. | am sorry that | did not ring you up. 4. | am sorry that | did not answer your
letter. | am sorry that | did not prepare financial statement in time.

Exercise 5. Use the proper form of the Gerund.

1. By (to work) day and night he succeeded in (to finish) his work in time. 2. Stop (to
argue) and start (to work). 3. The manager was always ready for (to help) his subordinates.
4. The results of the marketing research must be checked and rechecked before (to
publish). 5. This problem is not worth (to discuss). 6. She tried to avoid (to speak) to her
foreman. 7. He had a strange habit of (to interfere) in other people’s business. 8. After (to
look) through and (to mark) the students’ papers, the teacher handed them back. 9. I don’t
remember (to ask) this question by anybody. 10. | was angry at (to interrupt) every other
moment.

Exercise 6. Translate into Ukrainian.

1. He is against informing them about their bankruptcy now. 2. You have no reason for
firing him. 3. He left the office without letting us know. 4. Why don’t you do the work
properly without being reminded? 5. He persisted in trying to solve that difficult problem.
6. | understand perfectly your wishing to start the work at once. 7. After being corrected by
the teacher, the students’ papers were returned to them. 8. She stopped controlling us, and I
wondered what had happened to her. 9. She was thinking of starting her own business. 10.
She doesn’t mind working a lot, you know.

Exercise 7. Translate into English.

1. 51 He mMaro HaMipy OOTOBOPIOBATH 1€ TTUTAHHS 3apa3. 2. My Harmossiram Ha TiM, 11100
BOHU moyasu rieperoBopu. 3. [IpobGaure meHi, Oyib J1acka, 110 5 BIIKPWIIA BaIloro JIMCTA
noMuikoBo. 4. Bona 3anepeuyBaia, 11100 yKi1a1aTy IOl Y IO CIipaBy. 5. Mu 3aKiHIMIHN
poboTy Haj 11i€r0 TpodyeMoro. 6. S He CXBaIOIO TOTO, 110 BU BUTPAYaEcTe Tak Oarato
yacy nmapemHo. 7. Bona mymana mpo Te, 10 BeCh 4Yac 3aifHATa. 8. Sl CXBaliOHO Ballly
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HaroJerauBy poooty. 9. S Hamossiraro Ha ToMy, 100 HAWHSTH 1€ OJHOTO CITY>KOOBIIAL.
10. Bona 6osi1ach po3MOBJISITH 3 AUPEKTOPOM.

THE GERUNDIAL COMPLEX

Exercise 1. Paraphrase the sentences using Gerundial Complexes.
Pattern A: Do you mind if I put my money into this business?

Do you mind my putting money into this business?
1. He insisted that | should distribute profits and losses equally. 2. There is no chance that
they will incorporate with us. 3. There is no possibility that we shall see him this week. 4.
We insisted that he should come with us. 5. | have heard that you was given the staff
position. 6. Will you object if I go home a bit earlier? 7. You will excuse me if | ask you
again. 8. There is no hope that you will receive a letter from him soon. 9. There is no fear
that | shall forget your request. 10. You will excuse me if ask you to give me a piece of
advice again.

Pattern B: | want she to prepare this financial statement.

| insist on her preparing this financial statement.

I don’t want him to be elected our director.

| object to his being elected our director.
1. They wanted me to take part in the discussion of this marketing research. 2. I don’t want
Jane to be our manager. 3. I want her to be sent to the conference. 4. I don’t want him to be
fired. 5. He did not want to advertise in this local newspaper. 6. The manager wanted his
subordinates to do this task quickly. 7. She didn’t want to supervise daily management in
this company. 8. They wanted us to help them in hiring new employees. 9. | wanted him to
except my help. 10. The foreman wanted the workers to work constantly overtime.

Exercise 2. Replace the Gerund by a Gerundial Complex by adding a Subject to it.
Pattern: I’m against incorporating with this firm.

I’m against your incorporating with this firm.
1. I fail to see the point of raising the question now. 2. She simply can’t help working with
her partner. 3. We did not mind waiting a little for your manager. 4. It’s no good trying to
make her change her mind about this subject. 5. I'll take the opportunity of being here to
ask you some questions. 6. I'm used to coming home very late. 7. He succeded only
through making the right contacts from the very beginning. 8. Everything depends on your
getting there in time. 9. I'm used to setting objectives. 10. The executive is accustomed to
making decisions.

Exercise 3. Replace the Subordinate Clauses by Gerundial Complexes.

1. When the secretary received the telegram, she went to the administrator at once. 2.
While he was coping the text, he made a few mistakes. 3. He hesitated for a while before
he made a decision. 4. You can improve your knowledge of English if you read more. 5.
When she finished the college, she got a job in the supermarket. 6. You may avoid many
mistakes if you observe these rules. 7. When he entered the room, he greeted everybody. 8.
After he had made the financial statement she went to the head of the department. 9. I don’t
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remember that | have ever come across his name before. 10. She hesitated before she
entered the director’s cabinet.

Exercise 4. Replace the underline parts by Gerundial Complexes with prepositions
where necessary.

1. The mother insisted that her son should enter the college. (on) 2. Looking at the man
attentively, she remembered that she had seen him and spoken him on several
occasions. (to) 3. Will you object if I hire this accountant? (to) 4. When Robert came
home from the college, after he had passed his examinations, he felt very happy. (on) 5. |
don’t mind if you apply for a corporate charter. (on) 6. She could not even think that
this operation might be postpone. (of) 7. There is a possibility that he will make a
career in banking. (of) 8. My partner insisted that | should consult a lawyer. (on) 9.
Thank you that you helped me with annual report. (for) 10. We knew that he had got
a line position in this company. (of)

Exercise 5. Put questions to the Gerundial Complexes in different functions.

1. It is surprising his being elected to the board of directors. 2. | was struck by the fact of his
having solved so complicated problem in almost no time. 3. We hesitated on her being
shown the results of the experiment. 4. [ haven’t heard of his having been offered the post
of administrator. 5. Your helping her is desirable. 6. She signed these documents without
my knowing. 7. My having answered all the questions of an examination card satisfied the
teacher very much. 8. | entered the office without his seeing it. 9. Our proposition him
about this investment was a pleasant surprise. 10. They aimed at being invited to the
conference.

Exercise 6. Think of situations where you can use the following sentences.

1. She realized it was no use asking questions. 2. He didn’t like being forced by his
manager. 3. He liked cooperating with foreign partners. 4. She was not used to being kept
waiting. 5. | look forward to starting my own business. 6. He smiled without answering
and the next minute he was gone. 7. There is no point in arguing about it. 8. He finished the
interview without giving me an opportunity to answer. 9. He looked at her resume for
some time without saying a word. 10. What prevents you from realizing your plans?

Exercise 7. Translate into English.

1. Bu He Oyzete 3anepedyBarH, SKIIO MU 00’ €JHAEMOCH 3 BAILIOKO0 KOMIaHiero? 2. Mene
JIMBYE, 1110 BU TaK 4acTo 3aIli3HIOeTeCh Ha poOoTy. 3. Te, 1110 BoHa 3aiiHsTa, HE 3aBA/IUIIO
il B3SITH y4acTh y ik poOoTI. 4. 5 4yB, 1110 BOHU BXE 3aKIHUMIA BUBYEHHSI PUHKY 30YTYy.
5. Bu Hikonu He OyzieTe rOBOPUTH 100pE aHIITIMCHKOK MOBOIO, HE BUBUMBILI TPAMATUKH.
6. S Hanossraro, 00 BY BUATIOBUIM iM Bifpasy k. 7. S HE CXBalOK TOro, 10 BU
BUTpayaeTe Tak Oarato yacy JapemMHo. 8. S Hamossiraro Ha ToMy, 11100 3aIUTaTH y HOTO
nopamu. 9. IIponosxyiire obroBoproBaru 1ie mutaHHs. 10. OTpumaBIm 3aBIaHHS Bij
MEHeJKepa, 51 HeraiHo 1ovaB MparoBaTH.
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THE CONDITIONAL SENTENCES

Exercise 1. Translate into Ukrainian.

1. If you join us, we shall finish this work in time. 2. If he comes, give him the letter that is
lying on the table. 3. If our administrator permits, we shall go home a bit earlier. 4. If he
comes here, we’ll ask him to help us. 5. Provided you see him ask him to come. 6. If there
were no price system, it would be impossible to determine a value for any good or service.
7. You will improve your pronunciation if you read texts aloud every day. 8. If he doesn’t
ring us up, we’ll send him a telegram. 9. Should you require any other data, ask me to give
you them. 10. We’ll carry on marketing research if it is necessary.

Exercise 2. Put the verbs in brackets into the correct form.

1. If I see him, I (tell) him your request. 2. If he (be) late, we’ll go without him.3. I’ll be
very angry if he (make) any more mistakes. 4. If you come late, they (decide) this question
without you. 5. If | borrow you money, when you (repay) me? 6. Tell him to ring me up if
you (see) him. 7. If I tell you about our future plans, you (promise) not to tell this to
anybody else 8. If you (not like) this one, I’ll bring you another. 9. If he (like) this real
estate, will he buy it? 10. If | get all data, | (prepare) the report in time.

Exercise 3. Translate into English.

1. Sxuio MeHi XTock 3atenedoHye, CKaxiTh, 10 g Oymay B odici micisa o0imy. 2. Skio
MeHekep OyJie Ha Micl, s CKaKy HOoMy Ipo Ballly Mporo3ullito. 3. BiH He npuiine Ha
300pu, MOKU MU HOro He 3armpocumo. 4. Bam 1oBeneThCs MpaloBaTy MOHAJHOPMOBO,
SKILO BU He 3pooute BCi 3BITU. 5. [1]o BU Oynmere poOuTH, SIKIIO OaHK BIZIMOBUTH BaM y
no3uiii? 6. SAKmo s 3ycTpiHy Horo, To MOMpoIly B3sATH Tebe Ha poOoTy. 7. SKiio Ham
OyIyTh TIOTPIOHI 11l TOBApH, MU HAIMIIIEMO BaM JIUCTA. 8. SIK TUTbKY BIH MPUHECE IO,
MU MiIeMo 1 3pobute 1ie 3aMoBieHHs. 9. SIkio s po3moBiM TOO1 yCi moapoOuI, Tv
3po3ymiernt meHe? 10. SKino B ckaxkeTe MeH1 IPaB/Iy, s IOTIOMOXKY BaM.

Exercise 4. Translate into Ukrainian.

1. I wouldn’t be surprised if they didn’t agree with us. 2. I’d do all reports myself if I had
more time. 3. What would you do if your business fails. 4. | would be ruined if | bought her
everything she asked for. 5. We’d buy more of these sets if your prices weren’t so high. 6. I
would offer to help if I thought I’d be any use. 7. If my business were profitable, I would
open one more shop. 8. If she were attentive, she wouldn’t make this mistake in the report.
9. I wouldn’t approve of paying such sum of money if | knew anything about it. 10. If that
were so0, he would hardly give his partner his address.

Exercise 5. Put the verbs in brackets into the correct form.

1. If T (know) about the risk in this business, I’d consult a lawyer first. 2. If he worked more
slowly, he (not make) so many mistakes. 3. I shouldn’t take such short-term loan if | (be)
you. 4. If | knew that it was dangerous, he (not come). 5. | could get a job easily if | (have)
a degree. 6. | (buy) shares in that company if | had some money. 7. If you (change) your
job, would it affect your pension? 8. If they (work) hard, they won’t lose any customers. 9.
If we (not lose) the chance, the competitors’ products would stay on the supermarket
shelves. 10. If we (promote) this right, we would get more sales.
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Exercise 6. Translate into English.

1. SAxOu BY yBaXkHIIIIE TIPAIFOBAIIH, BU O HE 3pOOMIIM CTUIBKY TIOMUJIOK Y BAaIlIOMY 3BITI. 2.
S 6yB Ou BaMm JTy>Ke BISTUHUM, SIKOM B 3MOTJIM TPUIUTATA MeHI Kijibka XBIMH. 3. [1]o 6
TH poOUB, SIKOM Bech Yac MparltoBaB mij THCKoM? 4. SIkOu BoHa Oyria B odici 3apas,
3BUYAiHO, TOTIOMOTJ1a OM HaMm. 5. SIkOU 11iHa Ha 11el MPOIYKT HE Braja, HIXTO O HE KyILIsIB
Horo. 6. SIkOu TH MOJI3BOHMIIA CEKpETapro, ofepkaa O BCro HEOOXiaHy 1H(opMaIlio. 7.
SIxOu BU HE ypI3HOMaHITHUII aCOPTUMEHT TOBapiB, HE MPUBAOWIIN Tak OaraTo MOKYIILIB.
8. SIxOu TV He TIpaITFOBaB TaK HAIOJICTIIBO IEH MICSITh, HE 3apOOMB 01 Takoi 3apruiaTw. 9.
51 Oyna 6 BaM Iyxe BAAYHA, SIKOM B A MEHI KibKa MOpaj MO0 MOYaTKy CBOTO
BiacHoro OizHecy. 10. SIkOu s Mmama Ouibllie BUIBHOTO dYacy, AomoMoria 0 ToOi 3
BIIKPUTTSAM Kade.

Exercise 7. Transform the sentences as in the pattern.
Pattern: If | have time, | shall help you.

If I had time, | should help you.

If I had had time, | should have helped you.
1. If he works hard, he will pass the exams successfully. 2. If we are careful, we’ll leave
behind our competitors. 3. If you don’t listen to the head of your department, you will have
problems in future. 4. If he is not busy, he will help you. 5. If they finish their work quickly,
they will go home earlier. 6. If the price on this product goes up, nobody will buy it. 7. If
you put in a word for me, it will help so much. 8. If she is given the chance to go back in
her position, she will take it. 9. If they work hard, they won’t lose any customers. 10. If I
receive any news, 11 let you know.

Exercise 8. Complete the sentences, taking care to use the correct tenses.

a) 1. If he had taken my advice, ... . 2. If I'd had a loan, ... . 3. If you had asked his
permission, ... . 4. Unless it is a busy day, ... . 5. If I had known about the unlimited
liability, ... . 6. If you had got up earlier this morning, ... . 7. If the mistake had been
noticed earlier, ... . 8. If I were you, ... . 9. If the foreign delegation had come, ... . 10. If I
had seen a manager, ... .

b) 1. You would know English better if ... . 2. We should be glad if ... . 3. My friend
would buy this merchandise if ... . 4. I would join you if ... . 5. The accountant wouldn’t
have made such a mistake if ... . 6. What would you do if ... . 7. You would not have got
into trouble if ... . 8. I think I would have succeeded if ... . 9. You would have got a
position in this office if ... . 10. I shouldn’t have believed it if ... .

Exercise 9. Memorize the following proverbs.

1. If you try to please all, you will please none. 2. If | could always read, | should never feel
the want of society. 3. If you run after two hares, you will catch neither. 4. If things were to
be done twice, all would be wise. 5. If you sell the cow, you’ll sell her milk too.
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GLOSSARY

account 1 aan arrangement or facility at a bank or building society etc. for commercial or
financial transactions, esp. for depositing and withdrawing money. b the assets
by such an arrangement. ¢ an arrangement at a shop for buying goods on credit.
2 a (ofteninpl.) a record or statement of money, goods, or services received or
expended, with the balance. b (in pl.) the practice of accounting or reckoning.
accounting 1 the principles and practice of systematically recording, presenting, and
interpreting financial accounts; 2 financial record keeping and management
of business and other organizations, from balance sheets to policy decisions,
for tax or operating purpose.
asset in accounting, anything owned by or owed to the company that is either cash or
can be turned into cash. It covers physical assets such as land or property of a
company or individual, as well as financial assets such as cash, payments due
from bills, and investments.
balance 1 an agreement between or the difference between credits and debits in an
account. 2 the difference between an amount due and an amount paid. 3 an
amount left over; the rest.
balance sheet statement of the financial position of a company or individual at a point in
time, showing current assets and fixed assets, and current liabilities and long-
term liabilities. A balance sheet must always balance, that is the sum of all the
assets must equal the sum of all the liabilities.
bank  afinancial institution that accepts demand deposits and makes commercial loans.
banker 1 a person who managers or owns a bank or group of banks.
2 a keeper of the bank or dealer in some gambling games.
banking the business transactions of a bank.
bankruptcy process by which the property of a person (in legal terms, an individual or
corporation) unable to pay debts is taken away under a court order and divided
fairly among the person’s creditors, after preferential payments such as taxes and
wages.
board of directors group of directors elected by shareholders at the annual general
meeting of the company to supervise the running of the company.
book-keeping process of recording commercial transactions in a systematic and
established procedure. These records provide the basis for the preparation of
accounts.
borrowing in finance, receiving money on a loan.
budget estimate of income and expenditure for some future period, used in financial
planning.
business the activity of making, buying, selling, or supplying things for a profit.
business studies training in economics, management, etc.
capital 1 the money or other assets with which a company starts in business. 2
accumulated wealth, esp. as used in further production. 3 money invested or
lent at interest.
cash 1 money in coins or notes, as distinct from cheques or orders. 2 (also cash down)
money paid as full payment at the time of purchase, as distinct from credit.
cash and carry 1 asystem of wholesaling in which goods are paid for in cash and taken
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away by the purchaser. 2 a store where this system operates.
central bank the bank responsible for issuing currency in a country. Often it is also
responsible for foreign exchange dealings on behalf of the government, for
supervising the banking system in the country.
cheque (US check) written order to pay money; a commonly used means of transferring
money through the banking system.
choice  decision about how resources are allocated. Each choice involves an opportunity
cost.
commercial bank bank that offers services to personal and corporate customers, such as
current and deposit accounts as well as loans and overdrafts (unlike savings
banks or merchant banks).
company a number of people grouped together as a business enterprise. Types of
company include public limited companies, partnerships, joint ventures, sole
proprietorships, and branches of foreign companies. Most companies are
private and, unlike public companies, cannot offer their shares to the general
public.
consumer anyone who uses goods and services.
consumer goods goods put to use by consumers, not used in producing other goods (opp.
capital goods).
consumer research investigation of purchasers’ needs and opinions.
consumption 1 the purchase of goods and services for final use, as opposed to sending by
firms on capital goods, known as capital formation. 2 an amount consumed.
corporation a business organization created under a government charter.
cost account an account who records costs and (esp. overhead) expenses in a business
concern.,
cost price the price paid for a thing by one who later sells it.
credit  means by which goods or services are obtained without immediate payment,
usually by agreeing to pay interest.
credit account Brit. an account with a shop etc. for obtaining goods or services before
payment.
creditor individual or business organization that is owed money by another individual or
business. Money owed to creditors by a company is a current liability on the
company’s balance sheet.
currency the type of money in use in a country; for example, US dollar, the Australian
dollar, the UK pound sterling, and the Japanese yen.
current account that part of the balance of payments concerned with current transactions,
as opposed to capital movements. It includes trade (visibles) and service
transactions, such as investment, insurance, shipping, and tourism (invisibles).
The state of the current account is regarded as a barometer of overall economic
health.
demand a customer’s willingness and ability to buy a product or service at a particular
time and place.
deposit 1 Brit. a sum of money kept in an account in a bank. 2 anything stored or
entrusted for safe keeping, usu. in a bank. 3 a sum payable as a first installment
on an item bought on hire purchase, or as a pledge for a contract.
distribution the process by which goods are sent from manufacturers to the consumer.

117



Channels of distribution usually involve both wholesalers and retailers.
economy (pl. —ies) 1 the wealth and resources of a community, esp. in terms of the
production and consumption of goods and services. 2 a particular kind of this (a
capitalist economy). 3 the administration or condition of an economy.
economic system the approach a country uses to deal with scarcity and achieve its
economic goals.
employee (US employee) a person employed for wages or salary, esp. at non-executive
level.
employment 1 the act of employing or the state of being employed. 2 a person’s regular
trade or profession.
employment agency a business that finds employers or employees for those seeking
them.
employer a person or company that employs people.
enterprise 1 an undertaking, esp. a bold or difficult one. 2 (as a personal attribute)
readiness to engage in such undertakings (has no enterprise). 3 a business firm.
estate 1 aproperty consisting of an extensive area of land usu. with a large house. 2
Brit. a modern residential or industrial area with integrated design or purpose. 3
all of a person’s assets and liabilities.
exchange 1 the act or an instance of giving one thing and receiving another in its place.
2 the giving of money for its equivalent in the money of the same or another
country.
exchange rate the price at which one currency is bought or sold in terms of other
currencies, gold, or accounting units such as the special drawing right (SDR) of
the International Monetary Fund.
expense 1 cost incurred; payment of money. 2 (usu. in pl.) a costs incurred in doing a
particular job
etc. b an amount paid to reimburse this. 3 a thing that is a cause of much
expense.
final goods goods ultimately bought and used by consumers.
finance 1 the management of (esp. public) money. 2 monetary support for an enterprise.
3 (in pl.) the resources of a State, company, or person.
financial institution business organization that has its core business activity the
management of money. Banks, building societies, and insurance and assurance
companies are all examples of financial institutions.
firm 1 a a business concern. b the partners in such a concern
fiscal/financial year a year as defined by a company or government for financial
accounting purposes.
goods  (inpl.) tangible commodities or merchandise.
gross pay or gross earnings or gross wages pay before deductions such as income tax and
national insurance contributions. Net pay is after deductions.
income  earnings of an individual or business organization over a period of time.
income tax direct tax levied on personal income, mainly wages and salaries, but which
may include the value of receipts other than in cash.
industry the sector of an economy that is concerned with manufacture.
interest  in finance, a sum of money paid by a borrower to a lender in return for the loan,
usually expressed as a percentage per annum.
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investment the process of adding to the capital stock of a nation or business.
investment 1 the purchase of any asset with the potential to yield future financial benefit
to the purchaser (such as a house, a work of art, stocks and shares, or even a
private education).
2 expenditure on capital goods with a view to achieving profitable
production for consumption at a later date. Fixed investment includes
buildings, machinery, and equipment, but excludes stocks of materials used
in production.
letter of credit a letter from a banker authorizing a person to draw money up to a specified
amount, usu. from another bank.
liability  inaccounting, a financial obligation.
limited liability legal safeguard that allows shareholders to be liable for their company’s
debts only up to and including the value of their shareholding.
loan form of borrowing by individuals, business, and government.
loss in business, the opposite of profit, when revenues are less than costs.
management process or technique of managing a business. Systems vary according to the
type of organization, company, and objectives.
manager  aperson controlling or administering a business or part of a business.
market any situation where buyers and sellers are in contact with each other. This
could be a street market or it could be a world market where buyers and
sellers communicate via letters, faxes, telephones, and representatives.
market price the price at which supply exactly equals demand.
market research the study of consumers’ needs and preferences.
marketing the theory and practice of promotion goods and services to consumers.
merchandise goods for sale.
money any common medium of exchange acceptable in payment for goods or
services or for the settlement of debts; legal tender.
net worth  the total assets of a company less its total liabilities, equivalent to the interest
of the ordinary shareholders in the company.
organization people or groups working for acommon purpose and whose tasks are often
divided into specializations.
ownership the state or right of being an owner.
partner a person who shares or takes part with another or others, esp. in a business
firm with shared risks and profits.
partnership unincorporated business organization owned by two or more people.
price the money value of a good or service.
private capital is usually owned by individuals and private business organizations.
private company Brit. a company with restricted membership and no issue of shares.
private enterprise business unit where economic activities are in private hands and are
carried on for private profit, as opposed to national, municipal, or
cooperative ownership.
produce a person who produces goods or commodities.
product 1 a thing or substance produced by natural process or manufacture.
2 the goods or service one receives in an exchange.
production the process of making a good or service.
profit amount by which total revenue exceeds total cost. It is the reward for risk-
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taking for shareholders in a business organization.

profit and loss account in a set of accounts, the account which compares all revenues and
all costs of a business organization in order to arrive at a figure for net profit
(or loss).

property  anything legally owned or possessed by a person or organization.

proprietor (fem. proprietress) 1 a holder of property. 2 the owner of a business etc.

salary pay, usually of nonmanual workers, often expressed in annual terms.

sale 1 the exchange of a commaodity for money etc.; an act or instance of selling.
2 the amount sold. 3 the rapid disposal of goods at reduced prices for a
period esp. at the end of a season etc. 4 a an event at which goods are sold .
b a public auction.

savings account in banking, an account where interest is given for money deposited.

service intangible item of value, such as the work of physicians, lawyers, actors or
mechanics.

service industry sector of the economy that supplies services such as retailing, banking,
and education.

share in finance, that part of the capital of a company held by a member.

shareholder owner of part of the share of a company.

sole trader or sole proprietor one person who runs a business, receiving all profits and
responsible for all liabilities. Many small business are sole trades.

sole proprietorship a business that is owned by one person.

stock 1 materials, unfinished goods, or work-in-progress, and finished goods that
businesses hold. 2 in finance, the UK term for the fully paid-up capital of a
company.

Stock Exchange institution for the buying and selling of stocks and shares (securities).
The world’s largest stock exchanges are London, New York (Wall Street),
and Tokyo.

stockholder owner of stock in a corporation.

stocks and shares investment holdings (securities) in private or public undertakings.

supply the production of goods or services for a market in anticipation of an expected
demand.

supply and demand one of the fundamental approaches to economics, which examines
and compares the supply of a good with its demand (usually in the form of
a graph of supply and demand curves plotted against price).

taxation  raising of money from individuals and organizations by the state in order to
pay for the goods and services it provides.

taxyear  twelve-month period over which an individual or company calculates its
income and liability to pay tax. The British tax year runs from 6 April of
one year to 5 April in the following year.

technology the application of science to commerce and industry.

total cost the sum of all the costs of producing a given level of output. It is equal to fixed
cost plus variable cost.

trade 1 buying and selling. 2 buying and selling conducted between nations etc. 3
business conducted for profit.

traditional economy an economic system that allocates scarce resources according to
custom; change and growth are very slow; people do what their parents did
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before them; and most goods are produced and consumed locally.

unemployment lack of paid employment. The unemployed are usually defined as those

out of work who are available for and actively seeking work.

unlimited liability full responsibility of an individual or business organization for paying

utility
value

want

wages

wealth

any debts incurred in a business activity.

the total satisfaction derived from the consumption of goods and services.
the worth of something in terms of money or other goods for which it can be
exchanged.

the desire of consumer for material goods and services. Wants are argued to
be infinite, meaning that consumers can never be satisfied with their

existing standard of living but would always like to consume more goods
and services. Infinite wants mean that resources have to be allocated.
income derived from human labour. Technically they cover all payments for
the use of labour, mental or physical, but in ordinary usage the term
excludes income of the self-employed and is restricted to compensation of
employees.

the wealth of a nation is its stock of physical capital, human capital, and net
financial capital owned overseas.

work force 1 the workers engaged or available in an industry etc. 2 the number of such

workers.

working capital current assets minus current liabilities of a business organization. It is the

assets which are left free, after liabilities have been covered, for the business
to use or put to work if it feels that it should take that risk.
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