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IepeamoBa

MetonnyHi BKa31BKM NMPU3HAYEH] JJI1 BUBYEHHS JI0OBOI aHIIIMCHKOI MOBU
CTyleHTaMu 2 Kypcy cnemianbHocTi 073 MeHemkMeHT naeHHoi (opmu
HaBYaHHS.

MetoanyHi BKa3iBKM CKJIQJEHO 3T1IHO 3 BUMOTaMHU HaBUYaJLHOI IPOrpaMHu 3
1HO3eMHOi MOBH (32 TpodeciiHUM CIpsAMyBaHHSM) JUId  MIATOTOBKHU
3100yBayiB OCBITHBO-KBaNI(IKAI[IHHOrO piBHA (paxOBUM MosoAIINK OaKaiaBp
3 MEHEDKMEHTY.

[{i1e BUBYCHHS aAHTIIHCHKOI MOBH y KOJEIKI TMOJIATA€ B MPAKTHYHOMY
OBOJIOJIIHHI MOBOIO, HaBUKaMHU YUTAaHHS 1 MepeKiaay JiTepaTypu MOMIPHOT
CKJIQHOCT1 31 CHELIalbHOCTI ¥ €JIeMEHTapHUMHU HAaBUKAMH YCHOI MOBH 13
aKTyanbHUX (DaxoBHX TeM, mepeadadeHHux MPOTrpamoro, i OXOILIIOE OCHOBHI
npo0JieMH €KOHOMIKHM: BUAM MIANPUEMHULITBA, YNpaBIiHHA, OaHKHU, BHUIU
TOPriBJl, LIHOYTBOpPEHHA 1 T. 1. OBOJOJMIHHA MaTepiaJioM JOMOMOXE Y
JUTOBIM TOI3MI1 3a KOPAOH, MPU YKIAJaHHI KOHTPAKTY, KBaTi(iKOBAHO
OPOBECTH TEPErOBOPH 3 TMpeACTaBHUKaMH 3apyOobkHuX ¢GipMm. [Hum 1
BU3HAYAETLCA CTPYKTypa METOJWYHUX BKa3iBOK, BiAOIp 1 mojada TEKCTIB,
JICKCUYHOTO MaTepiary, a TaKOXK XapaKkTep BIIPaB.

Mera MeTOIMYHUX BKa31BOK — PO3BUTOK HABMYOK PO3YMIHHS W aHaNI3y
OpUTIHAJILHUX TEKCTIB 3 OCHOBHUX TIpoOjieM Oi3Hecy, HarpoMaJKeHHs
CJIOBHUKOBOT'O 3amacy, yJAOCKOHAJEHHS HAaBUYOK PO3MOBHOI MOBH, YMIHHS
BeCcTH Oecimy, OpaTH y4acTh y JUCKYCISIX aHTJIIMCHKOIO MOBOMO, (hOpPMyBaTH
COITIATbHO-KOMYHIKATUBHY MO3HITII0 (axiBIlsd B CBOIM ramysi.

MetoauyHi BKa3iBKU CKIAAAIOThCS 13 12 TEKCTIB-TEM, K1 MICTATh OKpEMY
€KOHOMIUHY TMpoOJieMy-TeMy, 1 BKJIIOYAIOTh OpPHTiHAIBHI TEKCTH 13
3apyOKHOT ~ €KOHOMIUHOI  JsiTepaTypu. Jlo TEKCTIB  NMPOMOHYIOTHCS
MICISATEKCTOBI JIEKCMYHI BIpaBM Ta 3aBJaHHSA Ha  BIAIpaIfOBaHHS
MOBJICHHEBUX HAaBMYOK 1 BMIHb BHKOPHCTaHHS JIEKCHYHOI'O Martepiany, 10
BUBUYaeThCsA. [loOynmoBa cuctemMu 3aBiaHb JO KOKHOTO TEKCTY BHU3HAYAETHCS
METOJMYHUM TMPU3HAYEHHSAM IHMX TEKCTiB. [Ipu po3pobIli cuctemu 3aBaasb i
BIIPAaB BUKOPHCTOBYBAJIUCH €JIEMEHTH (YHKI[IOHATHHO-KOMYHIKATUBHOTO
HAaBYaHHS B 1HO3EMHINA MOBI, TIPU SAKIW SIBUIE MOBH (JIEKCHKA 1 TpaMaTHKa)
PO3TIIAIAI0THCS. HE TUTBKH SIK CHUCTEMa MPaBWJI 1 OCOOJIMBOCTEH, ane i 1 sK
cUCTeMa KOMYHIKaTUBHUX (DYHKITIH.

B KiHIII METOAMYHMX BKa31BOK MOJAETHCS TJI0CAPIH CEKOHOMIYHUX TEPMIHIB
JUTS1 TIOJIETIIEHHS 1X PO3YMIHHS 1 iX 3HaY€Hb.

MeronuuHi BKa3iBKH MOXYTh OyTH BHKOPHUCTaHI CTyIACHTaMH  Ta
BuKIIagadamu (paxoBux konemkiB i ¢pakynabTeTiB BH3 I-1I piBHIB akpeauTarii
BCiX (hOpM HABYAHHSI, JIe TPOTPAMOIO TIepe10aYeHO BUBUCHHS JJAHUX TEM.



Text 1

Management. What is a Manager?

Management comprises directing and controlling a group of one or
more people or entities for the purpose of coordinating and harmonizing that
group towards accomplishing a goal. Management often encompasses the
deployment and manipulation of human resources, financial resources,
technological resources, and natural resources. Management can also refer to
the person or people who perform the act(s) of management.

So, who do we call a “manager”?

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

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

Almost everything a manager does involves decision-making. When a
problem exists a manager has to make a decision to solve it. Managers, for
example, are responsible for leading the people directly under them, who are
called subordinates. To do this successfully, they must use their authority,
which is the right to take decisions and give orders. Managers often delegate
authority. This means that employees at lower levels in the company
hierarchy can use their initiative, that is make decisions without asking their
manager.

Management operates through various functions, often classified as
planning, organizing, leading/motivating and controlling. ¢ Planning: deciding
what needs to happen in the future (today, next week, next month, next year,
over the next five years, etc.) and generating plans for action. ¢ Organizing:
making optimum use of the resources required to enable the successful
carrying out of plans. * Leading/Motivating: exhibiting skills in these areas
for getting others to play an effective part in achieving plans. ¢ Controlling:
monitoring — checking progress against plans, which may need modification
based on feedback.

Public, private, and voluntary sectors place different demands on
managers, but all must retain the faith of those who select them (if they wish
to retain their jobs), retain the faith of those people that fund the organization,
and retain the faith of those who work for the organization. If they fail to
convince employees of the advantages of staying rather than leaving, they
may tip the organization into a downward spiral of hiring, training, firing,
and recruiting. Management also has the task of innovating and of
improving the functioning of organizations.



ACTIVE VOCABULARY

to accomplish a goal — mocsratu meTu

t0 encompass — oXOIIIOBaTH, MICTUTH

deployment — po3ropranus

profit-making organization — mpuOyTKoBa oprasizaiis
government organization — ypsimoBa oprasizariis
social work agency — areHcTBo coltianbHOT poOOTH

to be responsible for — HecTn BiAMOBIgaNbHICTH, BIAIOBIAATH 3a
to make decision — npuiimMaTu pimeHHs

to carry out decision — BUKOHYBaTH PIllICHHSI

to lead people, to supervise people — kepyBartu oMU
subordinate — mimernuii

authority — Biaga, BIUIUB, TOBHOBAXKCHHS

to delegate authority — po3noainsiTi MOBHOBaKCHHS
employee — ciyx00Belb, TpaIliBHUK

hierarchy — iepapxis

to generate plan — cpopmyBaTu mian

to enable — poOuTH MOXJIMBHM, IS TOTO, 1100

to exhibit skills — nemoncTpyBaTn HaBuUKH

to retain the faith — 36epertu noBipy

to convince — nepekoHaTH

to tip — mepekumatu

downward spiral — Hu3xigHa cripanib

hiring — maiim

firing — 3BiIbHEHHS

recruiting — HaGip, BepOyBaHHS, PEKPYTHHT
innovating — BIpoBaKeHHs IHHOBAI[iH

TEXT STUDY
Exercise 1. Match the synonymes.
To apply to, worker, to make decisions, goal, to supervise, checking,
recruiting, to take decisions, employee, to comprise, to direct, purpose, to
encompass, to refer to, to lead, to generate a plan, controlling, hiring,
monitoring, to make a plan.
Exercise 2. Choose the necessary word and put it in the sentence.

1. The term ... is used more frequently 1. variety

in profit-making organizations. 2. to delegate

2. A personnel manager directly ... 3. a manager

people in an organization. 4. leading

3. ... 1s a person who is responsible 5. to supervise

for finance. 6. to vary

4. ... is responsible for selling of 7. financial manager
goods. 8. to make a decision
5. When a problem exists a manager 9. sales manager

has to ... to solve it.



6. Management is a ... of specific

activities.

7. The characteristics of management often

. according to national culture.

8. Managers are responsible for ...

the people directly under them.

9. Managers often ... authority.

Exercise 3. Find equivalents.

BianoBinaTu 3a BUKOHAHHS Ta NMPUMHATTS pillIeHb B OpraHi3ailii; KepyBaTH

TOABMHU Y TNPUOYTKOBIM oOpranizaiii; BiAjaBaTH HaKa3d MiIJIETINUM;

KOPUCTYBATHUCS TOBHOBAKCHHSMM Ta TepelaBaTH iX; chopMyBaTH IUIaH

s Ali; ycHillHe BUKOHAHHS IUIaHIB; BiAIrpaBaTH €(EKTHUBHY pOIb Y

JOCATHEHHI IUJIaHIB; MOMMUT HAa MEHEJKEpiB; 30epertu AoBipy 1 poOoTy;

obupatu ciaykOO0BI[IB; HAWM Ta 3BIJIbHEHHS MPAaIliBHUKIB.

Exercise 4. Complete the following sentences.

1. A number of different terms are often used instead of the term “manager”,

including ... . 2. Management operates through various functions, often

classified as ... . 3. Management often encompasses the deployment and

manipulation of ... . 4. Almost everything a manager does involves ... .

5. Management also has the task of ... . 6. Financial manager is a person ... .

7. Sales manager is responsible ... . 8 A personnel manager directly

SUPEervises ... .

Exercise 5. Answer the questions.

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

2. What concrete activities a financial manager, personnel manager, sales
manager is responsible for?

3. What means to delegate authority?

4. What does management comprise and encompass?

5. What functions does management include?

6. What must all managers retain in all types of organizations?

ercise 6. Translate into English.

1. Menemkep BiAMOBiNAae 3a MPUUHSATTSA 1 BUKOHAHHS PIMICHb y MeEXkax
IIEBHOI CUCTEMHU.

2. Menemkep 10 TmepcoHaNly O€3MOCEpPeNHhO KEepye JIIOJBMH B
oprasizartii.

3. diHaHCcOBHM MEHEIKEp — JIFOJAMHA, sSKa BIANOBimae 3a (QiHaHCH,
TOPTOBUI MEHEKEP — BIAMOBINAE 32 MPOJAAXK TOBAPIB.

4. Komu icHye mpobiema, MEHEIKEp MOBUHEH MPUWHATH PIICHHS, 1100

BUPIIIUTH .

VYrpaBiiHHS — BaXKKa 1 BIIIOBiIabHA poOOTAa.

6. Jlocsratu metu 1 30epertd MOBIpY — OAHE 3 TOJIOBHUX 3aBIaHb

YCHIITHOTO MEHEIKepa.

MeHemxepy 4acTo PO3NOAUISIIOTh TOBHOBAYKEHHS.

8. CnyxO0BIIi Ha HIDKYMX PIBHAX l€papXii KOMIMaHii, MOXYTb TPUHHSITH
pilIeHHS, HE 3aMMUTYI0YH CBOTO MEHEKED.

Ex

o1

~
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Text 2

My Future Profession

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 | made my choice long ago and now | am a third-year
student at the “Management” department of the industrial-economic applied
college in Kovel. | am fond of studying here. My future profession will be a
(production) manager. | know that | must be well-educated, well-informed
and have good knowledge, that’s why I do well because I want to become a
good specialist in my field.

Management is one of the fastest growing and fastest changing
specialities. And manager — is the most popular profession in our country.
There is a great demand for managers in all fields of our national economy,
especially in production, real estate, industry and power engineering. The
work of a manager is interesting, prestigious and well-paid. It is full of new
twists and gives plenty of career opportunities. For example, at first | can
be a lower level manager. If | work hard and show my best qualities, | can
get a promotion and soon become a top manager.

Management is a variety of specific activities. Management is a function
of planning, organizing, coordinating, directing and controlling. When a
problem exists a manager has to make a decision to solve it. So, working as a
manager | shall make a lots of important decisions: set objectives, coordinate
work, delegate authority, make hiring and firing, evaluate and just general
leading. Besides, I’'ll plan daily and perspective work, organize and hold
meetings and make business appointments, discuss business matters with
director or customers, work with documents and receive visitors.

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

Having received such a specialty as management, | can work in such
professions as: Event Manager, HR-manager, PR-manager, Product Manager,
SMM-Manager, Business consultant, Business coach, Logistician, Marketer,
Producer, Sales representative.

| think a manager is a promising profession and I like it very much. | am
sure that | have made a right choice and all my dreams come true.

ACTIVE VOCABULARY

to choose a career (profession) — o6patu kap’epy (mpodeciro)
to make one’s choice — poouTn BHOIp

Production manager — MeHepKep 110 BUPOOHUIITBY

demand — momut

real estate — HepyxomicThb



power engineering — eHepreTHka

twist — moBopoT, BUTHH

to get a promotion — orpuMaTH MigBUIIICHHS

to make a decision — mpuiitmartu pireHHs

to set objectives — craButh 1iai

to delegate authority — po3noainsiTi 000B’A3KH

to make hiring, firing — HalimaTH, 3BUTBHSITH

to evaluate — orinroBatn

general leading — 3aranbpHe KepIBHUIITBO

to hold a meeting — npoBoauTH 300pHU

to make appointment — npusHauaTu 3ycTpid

to discuss business (business matters) with customer — o6rosoproBatu AiI0BI
MUTaHHS (CTIpaBM) 3 KJIIIEHTOM (3aMOBHUKOM)

to enter higher educational establishment — BcTynatu y Buiuii HaBYaIbHUIA
3aKnan

experienced — mocBigueHui

to come true — 3a1licHIOBaTUCS

TEXT STUDY

Exercise 1. I think you know the Ukraine and English provebs and
statements about professions and works. Match them.

1. "The early bird gets the worm™

2. "God helps those, who help themselves™

3. "Live and Learn"

4. "It takes the character, the never - say - quit spirit to succeed in

business"
a) "Ilus Toro, o0 AOCATTH yCIiXy B Oi3HECI, MOTPIOHO XapakTep 1 BMIHHS
He 31aBaTtucs "

b) " Xto pano Bctae, Tomy bor mae "

C) " Bik ’HUBH - BiK y4HCH "

d) " Ha Gora Haniiics, a cam He 3iBaii "
Exercise 2. Answer the questions.
What is your dream job?
Where do you study?
Have you already chosen the career?
What professional qualities are necessary for this career?
Why do you want to become a manager?
Have you ever worked?
In what field would you like to work as a manager?
Exercise 3. Find English equivalents in the text.
CTyneHT TpeThoro Kypey; HaBYAaTHCS Yy IPOMHCIOBO-EKOHOMIYHOMY
dhaxoBOMy KOJEIXKI; BiAAUICHH «MeHeIKMEHT»; OyTH 100pe OCBIYEHHUM Ta
poiH(GOpPMOBAHUM; CTATU TapHUM CIIELIATICTOM y CBOiM cdepi; mpecTrxHa,
no0pe ormadyBaHa po0OoTa; JaBaTH OaraTo Kap €pHUX MOKJIMBOCTEH;
MEHE/IDKEp HI)KUOro pIBHS Ta TON MEHEIKEp; IMOKa3aTh CBOI HalKpalii

NoabkowdE
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AKOCT1; MPUIMATH Ba)KMB1 PIIIEHHS; IJIAHYBAaTH LIOJACHHY Ta NEPCHEKTUBHY
poOOTy; HpaloBaTh 3 JOKYMEHTaMH; MO€JHYBAaTH 3HAHHS 3 MPAKTUUYHUMU
HAaBUYKAMM; OTPUMATH BHUIIYy OCBITY 3a UIE0 CHELIAIbHICTIO; OyTH
JOCBITYEHUM CIIELIANIICTOM; IEPCIIEKTUBHA MPOQeECis.

Exercise 4. Translate into English.

1. O6paru npodecito — BaKUBUN KPOK Y )KUTT1 KOKHOTO.

2. S — cTylneHTKa MPOMUCIOBO-EKOHOMIYHOTO (paXxOBOT'O KOJEIXKY 1
HaBYaloCh Ha (pakynbTeTi «MeHEeIKMEHT.

3. Menemxep no BUpoOHULITBY — MOsI MailOyTHs mipodecis.

4. HaiinonynspHimoro npodeciero B Hallli KpaiHi € MEHEIKEDP.

5. HuHi HaliOUIbII1 3apIUIaTH Y MEHEIKEPIB AK1 IPALIOIOTH Y
rajy3sx HEpyXOMOCT1, EHEPreTUKH, IPOMHUCIOBOCTI Ta Ha
BUPOOHUIITBI.

6. MeHemxep — npecTHKHA Ta A00pe oryiauyBaHa poOoTa.

7. Ilpairoroun MeHeKepoM st Oyay TUTAaHYBATH IIOICHHY Ta
MEePCIEeKTUBHY POOOTY, CTABUTH 111JI1, PO3MOIUIATHA 000B’ I3KH,
IPAaIOBATH 3 TOKYMEHTaMHU.

8. 3aBmaHHs MEHEIKepa — OpraHi3yBaTH, CKOOPJAMHYBATU POOOTY
Ta 3a0€3MeUnTH Pe3yIbTar.

9. Jyxe no0pe K0 MEHEIKEep Ma€e BUIILY OCBITY 3a
creiajJbHICTIO «MEeHEeKMEHT.

10. Menemxepy notpiOHI pyHIaMEHTAIbHI 3HAHHS, MPAKTUYH]
HaBHYKH, IOCB1J Ta MOCTI1HHI KOHTAKTH 3 JIFOJbLMH.

Exercise 5. Speak about your future profession using the following
words and word combinations.

to choose a profession; third-year student at the “Management” department of
the industrial-economic applied college; prestigious and well-paid; career
opportunities; Management; to make a decision; to set objectives; to delegate
authority; to make hiring and firing; to evaluate; to coordinate work; to make
business appointments; to discuss business matters; to work with documents;
to combine; to get higher education; experienced specialist; promising
profession.

Text 3

The Main Forms of Business Organization
Business is the production, distribution, and sale of goods and
services for the benefit of the buyer and the profit of the seller. In the modern
world the control of production is largely in the hands of individual business
people or entrepreneurs, who organize and direct industry for gaining profits.
The main forms of business organization are the sole proprietorship,
the partnership and the corporation.

A SOLE PROPRIETORSHIP
(Individual Proprietorship, Sole Trader or Sole Proprietor)



The most common form of business organization is the sole
proprietorship — a business owned and run by one person. In this form of
organization the owner is in sole charge of the business and is responsible
for its success or failure.

This form of business has its advantages and disadvantages.

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.

Sole proprietors own all the profits of their enterprises and are free
to make whatever changes they please. They have minimal legal restrictions
and do not have to pay the special taxes placed on corporations. They also
have the opportunity to achieve success and recognition through their
individual efforts. Sole proprietorships are generally found in small-scale
retail and service businesses such as beauty salons, repair shops, or
service stations.

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 — 6i3Hec, cripaBa, MiAMPHUEMCTBO,

distribution — 36yT, po3nozin

benefit — Buroma, xopucthb

entrepreneur — mignpueMeIs

to gain profit — orpumatu mpuOyTOK

sole proprietorship (individual proprietorship, sole trader or sole proprietor)
— MPUBATHA BJIACHICTH (1HAWBITyaTbHA BIACHICTh, OTHOOCIOHUI TIITPUEMEITH
(POII))

partnership — maptaepcTBoO,

corporation — xopropaitis,

to run a business — Bectu GizHec

to be in sole charge — 6yt enuHUM BiAMOBITATLHUM

to be liable for — 6yTu BigmoBigaabHMM 3a

failure — seBnaua

advantage — mepeBara
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disadvantage — nemoik

red-tape — OropokpaTuzm

to set up operations — HanamTyBaTH poOOTY

in the event — B pa3si

to dissolve the business (to terminate the business) — mpUNUHUTH AISUTEHICTD
nignpuemMcTBa (613Hec)

to pay a tax — mmaTuT NoaaToK

to achieve success — nocsarHyTH ycCHixy

retail business — po3apioua Toprisius

service industry (business) — cepa o6ciryroByBaHHs

unlimited liability — HeoOMerxea OpuAUYHA BiAMOBIIATBHICTD

to fail — 3a3naru HeBnayi, Kpaxy

to assume the debts — npuiimaTu/OpaTi Ha cebe Gopru

savings — 3aoIaKeHHs

to borrow — mo3nuatu

lack of continuity of the business — BizcyTHicTh Oe3mepepBHOCTI Oi3HECY

TEXT STUDY
Exercise 1. Find equivalents.
1. to be liable for smth. a. OJHOOCiOHA BJIACHICTH
2. a partnership b. 3aomamkenas
3. to dissolve the business C. OyTH BIZAIIOBIIaJBHUM 32 IIIOCH
4. sole proprietorship d. IpUNMHUTH AiSIBHICTD ITi-Ba
5. retail business €. MapTHEPCTBO
6. red tape f. uratuTy MomaTKU
7. unlimited liability g. MaiicTepHs
8. the main advantage h. romoBHa mepeBara
9. to achieve success I. HeoOMeXeHa BiINOBINAJIBHICTH
10. savings J. OropoKpaTH3M
11. to pay taxes K. mocsrtu ycmixy
12. repair shop |. po3apibHa TOpriBIIs

Exercise 2. Match the antonyms.

Profitable, separately, advantage, producer, to give permission, limited, to
start a business, unprofitable, jointly, to go out of business, to agree, illegal,
to succeed in business, to be out of business, consumer, to disagree,
unlimited, legal, disadvantage, to prohibit.

Exercise 3. Substitute the words in bold type by their synonymes.

1. The simplest form of business undertaking is that managed by one
person. 2. There is almost no bureaucracy involved. 3. In the event the
owner wants to go out of business, a sole proprietorship is as easily
dissolved as it is formed. 4. Sole proprietors have the chance to succeed
in business through their individual efforts. 5. They are responsible for
the firm’s operation and take all risks of loss. 6. Many small businesses
have gone bankrupt recently.
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Exercise 4. Complete the following sentences.

1. Business is the production, distribution, and sale of goods and services for ...
2. There are three major kinds of business organizations ... . 3. The most
common form of business ownership is ... . 4. This form of business is a
business ... . 5. The main advantage of a sole proprietorship is ... . 5. In
the event that the owner wants to dissolve the business ... . 6. Sole
proprietorships are generally found ... . 7. Sole proprietors have ... . 8.
Sole proprietors do not have to ... . 9. The major disadvantage of a sole
proprietorship is ... . 10. Since the business and the owner are legally the
same, the sole proprietor is ... . 11. If a business fails ... . 12. The second
disadvantage of the sole proprietorship is ... .

Exercise 5. 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.
Exercise 6. Answer the questions.
What is a business?
What are the major kinds of business organizations?
What is the most common form of business organization?
The sole proprietorship is a business owned and run by one person,
isn’t it?
What is the main advantage of a sole proprietorship?
What other advantages does it have?
In what businesses are sole proprietorships generally found?
8. What are the major disadvantages of a sole proprietorship?
Exercise 7. Translate into Engllsh
1. € T1pu dopmu opranizamii Oi3Hecy: OJHOOCIOHA BIIACHICTD,
NapTHEPCTBO Ta KOPIOpPAIIis.
2. Haiibinpmr momupeHoo ¢opmoio opraHizamii Oi3HecCy € MpuBaTHa
BJIACHICTb.
3. OgHoociOHa BnacHiCTh — 1e Oi3HeC, SAKUK MANOPSIAKOBAHHHN 1
IPOBAUTHCS OHIEI0 0CO00TO.
4. 3a BHHATKOM II€BHHUX JIIEH31H 1 BHECKIB, SKIi MOXYTh BUMaraTu
ypsI0B1 OpraHizailiii, O1IblI€e KOJHOTO OIOPOKpPATU3MY HE ICHYE.
5. ['onoBHUM HEIOJIKOM OJHOOCIOHOTO MIANPHEMCTBA € HEOOME)KeHa
IOPUIMYHA BIMOBIIAIbHICTD.

PR

No o
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6. OCKUIbKM TIANPUEMCTBO Ta BJIACHUK — Ta cama IOpUIUYHA 0co0a,
BJACHUK HECE BIANMOBIAANBHICTh 3a (PIHAHCOBI 30UTKHM Ta OOpru
MINPUEMCTBA.

7. Slkmo O13Hec 3a3Hae€ Kpaxy, BJIACHUK ocoOucTo Oepe Ha cebe BCi
oopru.

8. IHmKMM HemoJIKOM MPUBATHOI BJIACHOCTI € OOMEXeHi (iHaHCOBI
pecypcu.

Exercise 8. Retell the text using the following words and word
combinations.

Business organization, the sole proprietorship, partnership, corporation, the
main advantage, to dissolve the business, to pay taxes, red tape, to have
minimal legal restrictions, small-scale retail and service business, to achieve
success, to have unlimited liability, to assume the debts, to be liable for, the
loss of personal property, savings.

DIALOGUE

Jim  Hi, Alice. How are you getting on?

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

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

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

Jim  Sure.

Alice Can you give me a piece of advice?

Jim  Well, I'll try if I can.

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

Jim It might be a good idea.

Alice | guess | must learn about the responsibilities of going into
business.

Jim  Are you going into this business by yourself?

Alice Exactly. I'd like to have a cafe with my name on it where | make the
decisions and where | control the profits.

Jim  Youseem to be resolute so I'll try to help you. If you go into business

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  Waita moment. | believe | 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.

13



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

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

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

You won't get tax benefits which partnerships or corporations can get.
| know about it. By the way do you know of a good accountant to do
my taxes.

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

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

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

You are right as usual. Let's go.

ACTIVE VOCABULARY

a piece of advice — mopana

I am thinking of starting my own business — S aymaio npo Te, 11100
PO3I0YaTH CBOIO CIIPaBY

responsibility — BiagmoBigaabHICTh, 000B’ 30K

to make decisions — npuiiMaTH pireHHS

to control the profits — kouTpooBaTH MPUOYTKH

resolute — pirryunii

to need a lawyer — matu oTpeOy B FOpHCTI

it sounds encouraging — 1ie Haguxae

to consult partners - koHCyIbTyBaTHCS 3 TAPTHEPAMU

board of directors — paga aupexTopis

to put policies into effect quickly — mBuaKO TOCATHYTH XOPOLIUX PE3YIHTATIB
to hire — naiimatu

to fire — 3BiBHATH

to decide on vacation, hours, salary, hiring and firing — BupimryBaru nutaHHs
MOB’513aH1 3 BIANYCTKOIO, TPUBAIICTIO POOOYOTO MIHSA, 3apIUIaTOl0, HAMOM 1
3BUIbHEHHSIM

to be responsible for all business debts — mectn BimmoBimampHICTH 3a
BUpPOOHUY1 Oopru

to declare personal bankruptcy — oronocutu mpo ocoducte GaHKPYTCTBO
personal assets — ocobucTa BiIacHICTh

tax benefits — minbru Mmoo cTArHeHHs MOIATKIB

an accountant — Gyxrairep

a book-keeper — 6yxranTep

to do books — Bectu Oyxranrepchkuii 00JIiK

VOCABULARY EXERCISES

Exercise 1. Transform the sentences according to the model.
Model: A book-keeper will do the books.
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| 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 2. Find English equivalents in the dialogue.
[locmimaru, 100pe KyXOBapuUTH, II3HATUCH MPO OOOB’A3KU y Oi3HECl, OyTH
pIIYyYUM, YTBOPUTH 1 3yIUHUTHU CIPABY (613Hec) KOHCYJIbTYBAaTHUCS 3 PAIOI0
III/IpeKTOplB, BI/Ipll_HYBaTI/I [MUTAHHS II0B’sgA3aHl 13 3apIiIaToro, IIOB ’SI3aHUI
PU3UK, 3a3HATH Kpaxy (HeBAaul), BTPATUTH OCOOMCTY BJIACHICTb, OTPUMATH
16U 1040 CTATHCHHA HOI[aTKiB, BCCTHU ITOAATKH, 06I‘0B0pIOBaTI/I CIIpaBU.
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?
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.
1. |. MeHi notpibHa mopaja.
2. 51 cam KOHTPOITIOIO TPUOYTOK CBOTO MiIMPUEMCTBA.
3. Skmo BW XOdYeTe pO3MOoYaTH CBi BIACHHWM Oi3HEC, 3BEPHITHCA 10
IOpPHUCTA.
4. JlupexTop BUPINIYE MUTAHHS MO0 HAWMY 1 3BUTHHCHHS.
5. 4 6oroch MaTH MMOBHY IOPUANYHY BiIMOBIIATBHICTD.
6. S He BimmoBinmaro 3a BUpOOHUY1 OOPTH.
7. Maum mianpueMcTBa MarOTh MUIBIH MOJI0 CTATHCHHS TO/IATKIB.
8
9.
1

o

. Xoporuit OyxranaTep 3MOKe BECTH CIIPaBy Kpallle HiXK BH.
Harmma xommnanis HaliHsma OyXTanTepa MHHYJIOTO MICSIIS.

0. Mu 30upaeMOCh MIBUAKO TOCSATHYTH XOPOIIUX PE3YIbTATIB Y IBOMY
0i3HecCI.
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Text 4
PARTNERSHIPS

A partnership is a business that is jointly owned by two or more
people who have combined their talents and resources for the purpose of
earning a profit. Partnerships are most common in such professional fields as
medicine, law, accounting, insurance and stockbrokerage, but they are also
found in manufacturing, wholesaling and retailing.

The most common form of partnership is a general partnership.
General partners own the business, work in it and share the profits and
losses. They are responsible for the management of the business and usually
agree with ach other before making any major decisions.

There may be a special type of partnership, called limited
partnership. Limited partners are only liable for the amount they have
invested in the business. They are usually not involved in the management of
the firm.

Partnerships have more advantages than sole proprietorships. Like
sole proprietorship they are easy to form and often get tax benefits from the
government.

Partnerships have certain disadvantages too. The major disadvantage
is unlimited financial liability. It means that each partner is responsible for all
debts and is legally responsible for the whole business. But one of the
greatest problems in partnerships is that partners may disagree with each other
causing management conflicts.

ACTIVE VOCABULARY

partnership — mapTHepCcTBO, TOBAPHCTBO

general partnership — ToBaprcTBO 3 HCOOMEKEHOIO BiAIIOBIIAIBHICTIO
general partner — croinbHuii mapTHEp (AKHM HeECe TMOBHY HOPHINYHY
BIJIITOB1IaJIBHICTB )

limited partnership — ToBaprcTBO 3 00MEKEHOIO BiIMOBIAATBHICTIO
limited partner — maptHep 0OMEKEHOIO IOPUINIHOIO BiIITOBIIATBHICTIO
law — (TyT) ropucnpyneHiis

accounting — OyxraJTrepcbKui 00K

Insurance — cTpaxyBaHHS,

stockbrokerage — 6ip»xoBe MakJIepcTBO,

wholesaling — onrroBa TopriBis

retailing — po3apioHa Toprisis

to be involved — 6paTu yuacts, OyTH 3a)Ty9eHIM

to be legally responsible — 6yTu ropuaruHO BiAIOBITATBHIM.

TEXT STUDY
Exercise 1. Give the English equivalents for:
nepedyBaTu y CHUIBHIA BIIACHOCTI; MOEAHYBAaTH PECYpCH; OTPUMYBATH
npulyTok; mpodeciiina chepa; BUPOOHMUIITBO;, BOJOMITH OI13HECOM; IUIUTH
npuOyTKM 1 30UTKH; YHpaBliHHS Oi3HECOM; MpUUMATH pIIIEHHS; OyTH
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BI/IMOBIIAJILHUM 3a II0Ch; OJJHOOCIOHA BIACHICTh;, OpaTH y4yacTh B yIIpaBiiHHI
¢ipmoro; mepeBara 1 HEIOJIK; OAEPKYBaTHU IMOAATKOBI MUIBIM Bil YpsAy;
HEIMOr0>)KyBaTUCh OJMH 3 OJTHUM; CIIPUYUHATU KOH(MIIKTH B YIIPABJIIHHI.
Exercise 2. Fill in the blanks below with the most appropriate terms from
the list.

the profits; losses; tax benefits; the management; general partners;
sole proprietorships; wholesaling; unlimited financial liability; limited

partners.

1. Partnerships are also found in manufacturing, and retailing.
2. are the partners with unlimited liability. 3. General partners own the
business, work in it and share and . 4. General partners are
responsible for of the business. 5. Partnerships have more
advantages than . 6. are usually not involved in the
management of the firm. 7. The major disadvantage of a partnership is

8. Partnerships very often receive from the government.

Exercise 3. Complete the following sentences.

1. A partnership is a business that ... . 2. Partnerships are most common in ...
3. The most common form of partnership is ... . 4. All partners are
responsible for ... . 5. There may be a special type of partnership, called ... .
6. Limited partners are only liable ... . 7. They are usually not involved ... .

8. Like sole proprietorship partnerships are ... . 9. The major disadvantage of
a partnership is ... . 10. One of the greatest problems in partnerships is ... .
Exercise 4. 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.

Exercise 5. Answer the questions.

What is a partnership?

In what professional fields are partnerships most common?
What is the most common form of a partnership?

What is a general partnership?

What is a limited partnership?

Limited partners are usually not involved in the management of the
firm, are they?

AN
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7. What is the difference between a general partnership and a limited
partnership?

8. What advantages do partners have?

9. What is the major disadvantage of a partnership?

10. What is one of the greatest problems in partnerships?

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?

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 — 3aiimatncey unmM-HeOy 1B
to go into business — 3aiimatucs 6i3HECOM
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to get along well — nagnaT onuH 3 oHUM (MATH XOPOIITi CTOCYHKH)

to attract customers — npuBaOIOBaTH NOKYIIIIIB

to make a right choice — 3pooutu npaBUIBHMIA BUOID

background — (Tyt) poOounii 10CBiT

to keep books — BecTu OyxranTepchkuii 00K

to run a risk — pusukyBatu

to put an amount of money into business — Bkiactu cymy rpoineii B 6i3Hec

to combine resources — koMOiHyBaTH pecypcu

to contribute services, skills — poOutu BHecOk mOCIyramMu i HaBHYKAMH
(HazaBaTH MOCIYTHU 1 HABUYKH)

to distribute profits and losses — po3noainsaTi npuOyTKH 1 30UTKH

the subject becomes quite technical — me crae Bke cHpaBoIO TEXHIKH

VOCABULARY EXERCISES
Exercise 1. 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 2. Translate into English.

1. 4 1 miii gpyr moeaHANM TaJaHT 1 peCypcH Il OTpUMaHHS MPUOYTKY 1
CTBOPHUIIM TOBAPHUCTBO 3 HEOOMEKEHOIO BIMOBIAAIBHICTIO MHHYJIOTO
pOKYy.

2. Mu cnoniBaeMoch OyTu y Oi3Heci TOBruil yac, TOMy AUITMMO TPUOYTKH
1 30UTKH MTOPiBHY.

3. TlaptHepu 3 O0OOMEXKEHOIO BIAMOBITAIBHICTIO HE OEpyTh yd4acTi B

yIpaBIiHHI (ipMOIO.

S He 60rOCh pU3HMKYBATH Yy O13HECI.

[TapTHEpcTBO Mae OaraTo nmepesar.

[TapTHEpPCTBO YacTO OTPUMYE MUIBIM II0JI0 CTATHEHHS TMOJATKIB Bia

ypsiay.

Mu mMaemMo XOpOIIi CTOCYHKH 3 TAPTHEPOM.

Hame kade npuBabitoe Bce OuIbIIE 1 OUIbIIE KIIEHTIB.

9. 4 3pobuB mnpaBuiabHUK BHOIp. Ilg cmpaBa mnpuHOCHTH Oarato
pUOYTKIB.

o ok

© N
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10. Miit poboumii 10CBIg NOB’sI3aHUN 3 OyXraaTepCcbKuM OOJIIKOM, a MOTO
ToBapuia 3 ynpasiinasaM. Lle myxe noOpe s Hac 000X.

11. Bu BKknaiu 0AHAKOBY CyMy T'pollield y Bamry komnanito? — Hi, g 3po6us
BHECOK CBOIMH IMOCIYraMu 1 HABUYKAMHU.

12. Slkmo mapTHepu HE MOTOPKYIOTHCS OAMH 3 OJHHUM, L€ MPHU3BEAE /10
KOH(JIIKTIB B yIPaBIIIHHI.

Text 5
CORPORATIONS

Nearly 90 per cent of all business is done by corporations. A
business corporation is an institution established for the purpose of
making profit. It is operated by individuals. People, who would like to
form a corporation, must file a permission in the state where the
business will have its headquarters. If approved, a charter, government
document that gives permission to create a corporation, is granted. The
charter states the name of the company, address, purpose of business, etc.

The charter specifies the number of shares of stock, or
ownership parts of the firm. These shares are certificates of ownership
and are sold to investors called shareholders or stockholders. The
money is then used to set up corporation. If the corporation is profitable
it will eventually issue dividend or check, representing a portion of the
corporate profits to shareholders.

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.

There are several advantages of the corporate form of ownership. The
first is the ability to acquire greater financial resources than other forms of
ownership. The next advantage is that if the corporation attracts a large
amount of capital it can invest it in plants, equipment and research. It can
offer higher salaries and thus 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 small firms prefer to avoid
these expenses by forming 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.
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ACTIVE VOCABULARY

to establish —3acHoByBaTH, cTBOproBaTH

to file a permission — 3BepHyTHCS 3a JO3BOJIOM

headquarter — mra6-kBapTupa

charter — marteHt, cratyr

to obtain a charter — orpumaru narenT

to grant a charter — nagaTu maTeHt

the number of shares of stock — kinbKicTh aKIliii OCHOBHOI'O KaIiTamry
certificates of ownership — cBimonTBO PO BIACHICTH
shareholder/stockholder — akiionep, BiacHuK axiii

to issue dividend/check — BunaBatu nuBineHan/ 4ek

educational, religious, charitable institutions — ociTHi, peniriiiai, 6aroaiHi
3aKnaau (yCTaHOBH)

to incorporate — inkoprnopyBatu, 00’ €THyBaTHCS

to issue stocks/ stock certificates — BunmyckaTtu axiii

nonprofit — HenpuOyTKOBHUI

to reinvest — BkaiaTu 1ie pas

city owned utilities — micbki KOMyHaJIbHI MiIPUEMCTBA

to acquire financial resources — 3no0yBaTu (oTpuMyBaTH) (PiHAHCOBI pecypcH
to attract a large amount of capital — 3anyuatu Benukuii kamitan

to offer high salaries — nporonyBatu Brcoki 3apo0iTHI IIaATH

TEXT STUDY

Exercise 1. Give the Ukrainian equivalents for the following words and
word combinations. Use them in the sentences of your own.
to establish a business; to make a profit; to form a corporation; to file for
permission; a charter; to give permission; to create a corporation; certificates
of ownership; partnership; proprietorship; to attract a large amount of capital;
stockholder; small firms; corporate form of ownership; an extra tax on
corporate profits; to set up corporation; the major advantage/disadvantage; to
attract talented managers and specialists; to issue dividends; financial
resources; to invest; corporate income.
Exercise 2. Fill in the blanks below with the most appropriate terms from
the list:

a corporate charter; corporation; stock certificates; the corporate
profits; the number of shares of stock; the owners; shareholders; expansion;
financial resources; corporate income

1. A business IS an institution established for the purpose of making
profit. 2. People, who would like to form a corporation, must apply for

3. The charter specifies , or ownership parts of the firm. 4. The
stockholders are of the corporation. 5. To attract grater the
company issues . 6. Dividend represents a portion of __ to
shareholders. 7. Corporations have great capacity for growth and . 8.
The government taxes in addition to the taxes paid by __ on their
dividends.
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Exercise 3. 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.

Exercise 4. 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 5. Define which of the following items best completes the
statement.

1. 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.

. 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.

. A corporation is an “artificial person”. This means the corporation
. is difficult to organize.

. can raise only limited capital.

. Is the most numerous form of business organization.

O T L WO OTTYNO OT D

22



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 6. Say whether these statements are true or false and if they are
false say why.
1. Nearly 90 per cent of all business is done by corporations. 2. Because they
involve so few people, sole proprietorships and partnerships are not true
business organizations. 3. Corporations are better than any other
organizational form. 4. There are no real advantages to any of the three main
forms of business organizations. 5. Corporations have a lot of owners called
stockholders. 6. They can buy and sell their shares without ending the
business. 7. Stockholders don’t have to pay a special tax on profits. 8.
Stockholders must pay corporate income tax. 9. You have to hire a lawyer to
organize a corporation. 10. Corporations have great capacity for growth and
expansion.
Exercise 7. Answer the following questions.
Is nearly 90 per cent of all business done by corporations?
What is a corporation?
What is necessary to form a corporation?
What does the charter state?
Does it specify the number of shares of stock?
What may a corporation issue?
What does a dividend represent?
What is the major advantage of the corporate form of ownership?
Do corporations have great capacity for growth and expansion?

10 What disadvantages do corporations face?

11.There is also an extra tax on corporate profits, isn’t there?

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

13.Who can own a corporation?

14.1s a corporation necessarily larger than a sole proprietorship?

15.What world-known corporations do you know?
Exercise 8. Replace the Ukrainian words and phrases by suitable English
equivalents in the correct form. Retell the passage.

(Kopmoparris ) is a company chartered by (nepxasoro) and owned by
stockholders. (Axmionepu) are represented by (pamoro mupekropis), and
(mecyTp BimmoBinanbHicTh) for company actions and (6opru) only up to the
amount each stockholder (imBectysaB). This feature is called (oOmexeHorO
ropuandHoo BinnoBizanbHicTio). (ITepeBaroro) of the corporation is that it is
relatively easy to raise (¢inancosuii kamitan). Transferring (Bmacnocti) IS
also easy, since it frequently means only (mpomax akiriii).

CoNoOk~WLNE
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(Henonikamu) are that corporations are subject to special (ypsimoBoro
perymtoBanss), and that individual stockholders may have a rather limited say
In company operations.

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 | 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
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?
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ACTIVE VOCABULARY

| need some legal advice — meni noTpiOHa ropunUYHA TOpaaa

to expand — posmmmproBaTucs (PO BUPOOHUIITBO)

to follow a legal procedure — notpumyBatucs OPUIUIHOT TPOIIEAYPHU

to apply for a corporate charter — mogaBaTu 3asBy Ha KOPIIOpaTHBHUUI
HaTCHT

to issue and sell stocks in exchange for investment capital — BunyckaTtu
Ta  TOpojaBatTd  akmii B 0OMIH  HAa  BKJQAEHUM  KamiTal
to hold a meeting — mpoBoguTH 300pH

to elect a board of directors — oGupatu pagy nupeKkTopis

to adopt bylaws — npuiiMaTu OpUANYHI TOJOKEHHS JJISI TIAMPUEMCTB

to choose the company's officers — oOupaTtu anMiHICTpaTHBHUX
BUKOHABIIIB KOMITaH11

to have a final authority — maTu BupimanbHe CIOBO

to supervise daily management — 3ilicHIOBaTH I[OICHHE KEPIBHHUI[TBO

to vote — romocyBatu

annual meeting — mopiuHi 300pu

to have limited liability — maTi oOMexeHy rOpuaAMYHY BIAMOBIAAIBHICT

to own property — BoJIOiTH BIACHICTIO

t0 Sue — nmopyuryBaT CyqoBY CIIpaBy

to be sued — migasraTH CyI0BOMY PO3IIISLIY

VOCABULARY EXERCISES
Exercise 1. 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?
How often do the stockholders choose the company officers?
The stockholders have unlimited liability, don't they?
In what way can a corporation act?
What do you think about the possibilities of forming corporations in
our country?
8. In what spheres of industry is a corporate form of proprietorship the
most beneficial in our country?
Exercise 2. Translate into English.
1. Kopnopamiss — 1e opradizamisi, CTBOpeHa 3 METOI0 OJACpKaHHSA
npulOyTKYy.
2. Kopmopamis Moxe BUITYCKaTH Ta MpOJaBaTH akiii B oOMiH Ha
BKJIAJ€HUM KalliTaJl.
3. Kopnopamis Mae Ourblie MOXIHBOCTEH I 3alydeHHS
(1HAHCOBUX pecypciB, HI)K MApTHEPCTBO, Ta MOXKE MPOIMOHYBATH
BUIY 3apo0iTHY IuiaTy 1 B TaKuid cmocid mnpuBadiIoBaTH
TaJaHOBUTHUX MEHEIXKEPIiB Ta CHEIIAIICTIB.

No ok
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9.

10.

J1 7151 TOTO, 11100 CTBOPHUTH KOPIOPALIII0, HEOOX1THO 3BEPHYTHUCS 32 IO3BOJIOM
y TO LLITAT, 1€ MNPUEMCTBO MaTUME CBOO ILITA0-KBAPTUPY.

OcBiTHI1, 61aro/iifHi, pesiriiiHi yCTaHOBH MOXYTh 1HKPOPIOPYBATH.
[ToniOH1 3aknaau, ik MPaBUIO, HE TPUHOCITH MPUOYTKIB.

SIkmo kopropatis mpuOyTKOBa, BOHA BUAE MAllOBUKaM AMBIACHAM a00
YeK Ha BIATOBIIHY YaCTKy MPUOYTKY KOPHOpAIlii.

st xopriopartis npubyTKoBa. BoHa Oyie po3MMproBaTUCh.

AKIIIOHEpHU MalOTh BUpIIIAJILHE CJIOBO B YIIPaBJIiHHI KOpIopalielo,
aIMIHICTPAaTUBHI BHUKOHABIll KOMIaHIIT 3JIMCHIOIOTH IIOJCHHE
KEp1BHULITBO.

BrnacHuku akiiii mpoBOAATH HIOPIYHI 300pH Ta BUOUPAIOTH paay
JTUPEKTOPIB.

Kopnopauis Mae npaBo nopyuyBaTu CyA0BY CIpaB Ta MiAdsSTaTH
CYJI0BOMY PO3TJISI Y.

Exercise 3. Make up the dialogue.

Ask a lawyer how to form a corporation.

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

3. Advertise a corporate form of proprietorship.

Form Advantages Disadvantages
of ownership
Sole 1. Retention of all profits. | 1.Unlimited financial
proprietorship | 2. Ease of formation and | liability.
dissolution. 2.Limited financial
3. Freedom and flexibility | resources.
of management. 3.Management
4. Secrecy of operation. deficiencies.
4. Lack of continuity.
Partnership 1. Ease of formation. 1. Unlimited financial
2.Complementary liability.
management technical 2. Disagreements among
skills. partners.
3. Greater financial 3. Lack of continuity.
resources. 4. Complexity of
4. Employee incentive. dissolution.
Corporation 1. Limited financial 1. Difficult and costly to
liability. establish.
2. Lack of personal
2. Specialized interest by management.
management skills. 3. Legal restrictions and
3. Great financial governmental regulations.
capability. 4. Lack of secrecy in
4. Unlimited life span. operation.
5. Ownership easily
transferred.
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6. Capacity for growth.

Text 6
STARTING YOUR OWN BUSINESS

The decision to start your own business can be one of the best you
will ever make in your life. Your own business is a great adventure. There are
definitely advantages and disadvantages of it. The benefits include control,
money, independence and freedom. The downsides to it are uncertainty and
risk. In any case the first step you make is personal evaluation. Why are you
going to start a business? Are you planning to provide a service or a product?
Will it be a full-time or a part-time venture? Will you have employees? The
answer to these questions will help you choose a business.

Also you will need to evaluate your idea. Who will buy your product
or service? Who will be your competitors? Another necessary' thing is a
business plan. It will help you figure out how much money you will need to
start.

There are several ways to form your business. It can be a sole
proprietorship, a partnership or a corporation. If you intend to create a sole
proprietorship it won’t take much time or money. Just get a business license
and you are a business. But the downside to a sole proprietorship is
significant: you and your business are legally the same thing. Your home.
cars, bank accounts, everything is at risk when you are a sole proprietor.
There is another problem. If a sole proprietor becomes seriously ill or dies his
business perhaps won’t continue and will probably close. One more difficulty
with this form of business is that you have no partners to work with. It’s a
dangerous way to do business.

A partnership is rather attractive. A business partnership is like a
marriage. You need to choose a good partner because you will be spending a
lot of time together. A partner will give you another pair of hands to do the
work. And he will share the financial responsibilities of the business. But it is
still a good idea that you ‘'date” first before jump in it. Find a project or two
and work together. Will you get along? Will your styles mesh? How will you
deal with deadlines? You need to be sure that you work well together, have a
good time and have skills that complement one another.
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Any two or more persons may form a public or private limited
company. As soon as people and firms buy shares they will become
shareholders and owners of the company. Shareholders will be receiving part
of the company’s profit in the form of dividends. The shareholders have
limited liability, so if the company goes bankrupt a shareholder will only lose
the money they paid for the shares. Unlike a public limited company the
purpose of a private limited company is to keep ownership and control within
a small group of shareholders. The best thing about forming your business as
a corporation is that it will limit your personal liability.

So, which is best for you? No matter which form of business you
choose, starting your business will certainly be stressful, challenging and
enjoyable.

ACTIVE VOCABULARY

benefit — xopucTsb, nepeBara
downside/downsides —3BopoTHuii Oik/MiHyCH
uncertainty — HeBU3Ha4YEHICTh

personal evaluation — ocobucTa orinka
full-time/part-time — moBHuii/HENMOBHUI poOOUHN IeHB
venture — mignmpueEMCTBO

competitor — KoHKypeHT

bank account — 0aHKIBChKHI PaxyHOK

to figure out — 3’scyBaTu

to date — 3ycTpivaTucs

to mesh — 36iratucs

deadline — kinneBuii Tepmin

to complement — ronoBHIOBaTH

TEXT STUDY

Exercise 1. Translate the following word combinations and learn them.
To start a business; to form a business; to close a business; advantages and
disadvantages/ benefits and downsides of going into business; to provide a
service or a product; full-time or a part-time venture; to write a business plan;
to create a sole proprietorship, partnership, corporation; to get a business
license; to be a sole proprietor; to share financial responsibilities; to get along
well with a partner; to deal with deadlines; public/private limited company; to
buy shares; to become shareholders/owners of the company; to have limited
liability.
Exercise 2. Answer the questions.

1. What are advantages and disadvantages of starting your own business?

2. Is it necessary to write a business plan before going into business?

Why?

3. Name several ways to form a business.

4. What are benefits and downsides of a sole proprietorship?

5. Why is partnership attractive?
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6. Is it important to date a partner before jump in partnership? Give our
arguments.
7. In what kind of business can you become a shareholder or owner of the
company?
Exercise 3. Prepare a short checklist of the questions that you would need
to ask yourselves before starting a business.
Examples: How much money will | need?
Where to place the enterprise?
What are the prospects of the business?
etc.
Exercise 4. Do the questionnaire, then compare your answers with a
partner.
The questionnaire
How do you rte as an entrepreneurs?
1. Are you a self starter?
a. | only make an effort when I want to.
b. If someone explains what to do, then I can continue from there.
c. I make my own decisions. I don’t need anyone to tell me what to
do.
2. How do you get on with other people?
a. | get on with almost everybody.
b. I have my own friends and don’t really need anyone else.
c. I don’t really feel at home with other people.
3. Can you lead and motivate others?
a. Once something is moving I’ll join in.
b. I’m good at giving orders when I know what to do.
c. | can persuade most people to follow me when | start something.
4. Can you take responsibility?
a. | like to take charge and to obtain results.
b. I’ll take charge if I have to but I prefer someone else to be
responsible.
C. Someone always wants to be the leader and I’m happy to let
them do the job.
5. Are you a good organizer?
a. | tend to get confused when unexpected problems arise.
b. I like to plan exactly what I’'m going to do.
c. | just like to let things happen.
6. How good a worker are you?
a. I’m willing to work hard for something I really want.
b. I find my home environment more stimulating than work.
c. Regular work suits me but I don’t like it to interfere with my
private life.
7. Can you make decisions?
a. I am quite happy to execute other people’s decisions.
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b. I often make very quick decisions which usually work but
sometimes don’t.
c. Before making a decision, | need time to think it over.
8. Do you enjoy taking risks?
a. | always evaluate the exact dangers of any situation.
b. I like the excitement of taking big risks.
c. For me safety is the most important thing.
9. Can you stay the course?
a. The biggest challenge for me is getting a project started.
b. If I decide to do something, nothing will stop me.
c. If something doesn’t go right first time, I tend to lose interest.
10. Are you motivated by money?
a. For me, job satisfaction cannot be measured in money terms.
b. Although money is important to me, | value other things just as
much.
c. Making money is my main motivation.
11. How do you react to criticism?
b. I dislike any form of criticism.
c. If people criticize me | always listen and may or may not reject
what they have to say.
d. When people criticize me there is usually some truth in what they
say.
12. Can people believe what you say?
a. | try to be honest, but it is sometimes difficult or too complicated
to explain things to other people.
b. I don’t say things I don’t mean.
c. When I think I’m right, I don’t care what anyone else thinks.
13. Do you delegate?
a. | prefer to delegate what | consider to be the least important
tasks.
b. When | have job to do I like to do everything myself.
c. Delegating is an important part of any job.
14. Can you cope with stress?
a. Stress is something I can live with.
b. Stress can be stimulating element in a business.
c. | try to avoid situations which led to stress.
15. How do you view your chances of success?
1. | believe that my success will depend to a large degree on
factors outside my control.
2. | know that everything depends on me and my abilities.
3. Itis difficult to foresee what will happen in the futre.
16. If the business was not making a profit after five years, what
would you do?
a. give up easily.
b. give up reluctantly.
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c. carry on.
Key to the questionnaire:
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44 or above

You definitely have the necessary qualities to become the director of a
successful business. You have a strong sense of leadership, you can both
organize and motivate and you know exactly where you and your team are
going.
Between 44 and 22

You may need to think more carefully before setting up your own
business. Although you do have some of the essential skills for running
business, you will, probably, not be able to deal with the pressures and strains
that are a part of the job. You should perhaps consider taking some
professional training or finding an associate who can compensate for some of
your weaknesses.
Below 22

Managing your own business is not for you. You are better suited to an
environment where you are not responsible for making decisions and taking
risks. To operate successfully you need to follow well defined instructions
and you prefer work that is both regular and predictable.

Text7
LEADERSHIP
The role of a leader is to inspire and motivate staff and to develop talent
within an organization. The management style of leaders varies: some prefer
to delegate responsibility to subordinates whereas other prefer to use their
authority to control operations directly. Leadership has been described as the
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“process of social influence in which one person can enlist the aid and
support of others in the accomplishment of a common task”.

There are several popular theories and styles of leadership.

Autocratic or authoritarian style. Under the autocratic leadership style,
all decision-making powers are centralized in the leader, as with dictator
leaders. They do not entertain any suggestions or initiatives from
subordinates. The autocratic management has been successful as it provides
strong motivation to the manager. It permits quick decision-making, as only
one person decides for the whole group and keeps each decision to himself
until he feels it is needed to be shared with the rest of the group.

Participative or democratic style. The democratic leadership style favors
decision-making by the group and the leader gives instruction after consulting
the group. They can win the co-operation of their group and can motivate
them effectively and positively. The decisions of the democratic leader are not
unilateral as with the autocrat because they arise from consultation with the
group members and participation by them.

Laissez-faire or free rein style. A free-rein leader does not lead, but
leaves the group entirely to itself; such a leader allows maximum freedom to
subordinates, i.e., they are given a free hand in deciding their own policies
and methods.

Different situations call for different leadership styles. The style adopted
should be the one that most effectively achieves the objectives of the group
while balancing the interests of its individual members. Good leaders use their
own inner mentors to energize their team and organizations and lead a team
to achieve success.

ACTIVE VOCABULARY

within an organization — B Meax opraxizartii

to enlist — 3anyuatu

accomplishment — BukoxauHs

autocratic or authoritarian style — aBrokpatuuHUit 800 aBTOPUTAPHHUI CTHITH
to entertain — BpaxoByBaTu

participative style — ctunp yuacri

to favor — miaTpumyBaTH, CipusITH

unilateral — oqaoCTOpOHHIM

to arise — BUHHWKATH, 3’ SIBJISATUCS

laissez-faire or free rein style — BibHMIA CTHITB

to give a free hand — po3B’si3atu pyku, HagaBaTu CBOOOY
to call for — Bumararu

INnner mentors — BHyTpIIIHI HACTAaBHUKA

TEXT STUDY
Exercise 1. Answer the following questions.
1. What is the role of leadership?
2. What is the definition of leadership?
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3. What are leadership styles?

4. What style would you prefer as a manager?

5. What are the qualities of good leaders?
Exercise 2. Find English equivalents in the text.
Crtunp ynpaBliHHS; CTUJIb KEPIBHUITBA; MOTUBYBATH 1 HAJUXaTH NEPCOHA;
KOPUCTYBAaTHCh BJIAJ0I0; IepefaBaTH (JeyeryBaTh) BiAMOBIIAIBHICTD
MIJUIETIIM; 3a1y4aTd JOTIOMOTY 1 MIATPUMKY IHIIUX; BUKOHAHHS 3aBIaHHS;
BpaxOBYyBaTH MPOIMO3MIlI Ta IHIIATUBY MIJJIETJIUX; CHWIbHA MOTHUBAILS;
IIBUAKE TPUUHATTS pIilleHb; AaBaTH IHCTPYKLIi; OJHOCTOPOHHI PINICHHS;
JaBaTU MaKCUMajbHy CBOOOAY MIAJIETIUM; JOCSATaTH I Ta yCHixXy;
3apAIKATH KOMAaHOY eHepriefo; OYO0JIMTH KOMAaHIY.
Exercise 3. Complete the sentences with the missing information.
1. The role of a leader is ... . 2. Leadership is the process of social influence
in which one person can enlist ... of others in the ... of a common task. 3.
All decision-making powers are centralized in the leader under ... style. 4.
The autocratic management provides ... and permits ... . 5. The leader gives
instruction after consulting the group under ... style. 6. A free-rein leader
allows ... to subordinates. 7. Different situations call for ... . 8. Good leaders
use their own inner mentors to ... .
Exercise 4. Speak on the topic “Leadership”

DIALOGUE
THE FUNCTIONS OF AN EXECUTIVE
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. I 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?

Anna  The group below consists of managers, they are general managers
and foremen.
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Barbara So | 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, | think we'd be in a hurry not to get late for the work.

ACTIVE VOCABULARY

executive — KepiBHUK,

top officer — ciry>x60BeIb, YNHOBHUK BUIIIOTO PAHTY
head of department — xepiBHMK, HAYabHHK BiIILTY
branch manager — kepiBuuk imii

foreman — maiicTep, KepiBHUK

to set objectives — craBuTH 11ii

to work under pressure — mpaifoBaTH ITiJi THCKOM

to be accustomed to — 3BuKHYTH

red-tape — (TyT) KaHIEIIpChKa, OIOPOKpaTHYHA pOOOTa

VOCABULARY EXERCISES
Exercise 1. Translate the following words and word combinations from
the dialogue.
To accept a position; an executive of the firm; the functions of an
executive; to get a new job; the top officer; the head of department; branch
manager; to have more authority than others; to make a lot of important
decisions; to set objectives; to delegate authority; to coordinate work; to make
hiring and firing; general leading; the basis of good management; to be used
to work under pressure; to be accustomed to lots of paper work and red tape;
to be competent.
Exercise 2. Your executive is a very tough man. What should his staff do
to please him?
For ideas:
to be creative — OyTu 3 TBOPYHMM BITHOIICHHSIM JI0 CIIPABH
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to be well organized — 6yt n1o06pe opranizoBaHHM

to keep fit — Tpumatu cebe y popmi

to be punctual — Oyt myHKTyaIEHUM

to be enthusiastic — 6yTu enTy3iacTom

to obey the rules — migxopsTucs npasuiam

Exercise 3. Answer the questions.

What working position is the best for you?

Are you accustomed to working under pressure?

Are you accustomed to a red tape job?

Do you want to be an executive or an administrator of the big
company? What should you do for it?

What qualities do you need to be an executive of the company?
What does it mean to be a competent manager?

o

B o

Text 8
WHERE AND HOW TO HIRE AN EMPLOYEE?
RECRUITMENT

When a company needs to recruit or employ new people, it may decide to
advertise the job or position in the “NEED HELP” section of a newspaper.
People who are interested can then apply for the job by sending in a letter of
application or covering letter (in US — resume) containing details of their
education and experience. A company may also ask candidates to complete a
standard application form. The company’s Human Resources department
will then select the most suitable applications and prepare a short list of
candidates or applicants, who are invited to attend an Interview. Another way
for a company to hire is by using the services of a recruitment agency (in US
— search firm) which provides a list of suitable candidates or to search a job
using different Internet sites, such as Work.ua, Rabota.ua, UA.Jooble.org,
OLX, Novarobota.ua, Superjob.ua.

A growing number of companies are no longer satisfied with traditional
job interviews. Instead, they are requiring applicants for many white-collar
jobs to submit to a series of written tests, roleplaying exercises, simulated
decision-making exercises. Others put candidates through a long series of
interviews by psychologists or trained interviewers.

The tests are not about mathematics or grammar, nor about any of the
basic technical skills for which many production, sales and clerical workers
have long been tested. Rather, employers want to evaluate candidates on the
following qualities:

¢ Is the candidate creative and entrepreneurial?
Can the candidate lead and coach?
Is the candidate flexible and capable of learning?
Does the candidate have enough skills and knowledge?
How will the candidate function under pressure?
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e Will the potential recruit fit the corporate culture?

These tests, which can take from an hour to two days, are all part of a
broader trend. Companies are getting much more careful about hiring. Ten
years ago, candidates could win a top job with the right look and the right
answers to questions such as “Why do you want this job?”. Now, many
candidates are having to face questions and exercises intended to learn how
they get things done.

Thy may face questions such as “Who is the best manager you ever
worked for and why?” or “What is your best friend like?”. The answers,
psychologists say, reveal much about a candidate’s management style and
about himself or herself. The reason for interrogations is clear: many hired
candidates work out badly. The cost of bringing the wrong person on board
Is sometimes huge. With the pace of change accelerating in markets and
technology, companies want to know how an executive will perform, not just
how he or she has performed. Years ago, employers looked for experience —
has the candidate done this before? Most companies have not changed this
practice until now.

Research has shown that most decision makers make their hiring decision
in the first five minutes of an interview and spend the rest of the time
rationalizing their choice.

Even companies that have not started extensive testing have toughened
their hiring practices. They make the comprehensive testing aimed to measure
skills in communications, analysis and organization, management style and
personality traits.

ACTIVE VOCABULARY

recruitment — npuiiom Ha po6OTYy

to recruit, to employ — Haiimatu

to advertise — maBaTu OroJOIIEHHS, peKJIaMyBaTH

employer — po6oToaaBenb

employee — mpaIiBHUK, CITy>KOOBEIIb

to apply for ... — momaru 3asBy Ha ...

letter of application or covering letter — nmucr-3asBa a0 CynpoBiTHUH JIHCT
application form — 3asBa

Human Resources department, Personnel office — Bigain kaapis

Interview — cmiBbecina

recruitment agency = search firm — xaapoBe areHcTBO, areHCTBO 3
IpaneBialTyBaHs

white-collar job, red tape — kannensipcbka podora

to submit to tests — mpoxoauTH TeCTH

simulated decision-making exercises — BrpaBu 3 MOJCTIOBAHHSIM MPHUHSATTS
pilieHb

entrepreneurial — mignprueMHUTIEKAN

to face questions — cTukaTHcs 3 3aMTaAHHIMHU

to reveal — BusBIISITH, 3’ ICOBYBATH
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interrogations — 3anuTaHHs

on board — B cknan, B ynpaBiIiHHS

pace of change — temm 3miH

to toughen — mocunutH

personality traits — pucu xapakrepy, OCOOUCTICHI pUCH

TEXT STUDY
Exercise 1. Divide the following character traits into two columns.

Qualities Skills

Character traits:

Attentiveness , confidence, communication skills, driving, cooperation,
computer skills, creativity, flexibility, language skills, initiative, typing,
motivation, organizational ability, red tape, cultural awareness, politeness,
sociability, responsibility.

Exercise 2. Match the words to their synonymes.

Card 1
1. to realise a) to get money for some work
2. to rear b) to give money
3. to apply to college c) to be happy
4. to refuse d) to move to another job inside the
company
5. to give financial support e) to bring up children
6. to sacked f) to come to classes
7. to be unemployed g) to lose a job
8. to be satisfied h) to enter a college
9. to attend 1) to understand
10. to transfer J) to be out of work
11. to earn k) to say "no"
Card 2
1. sales representative a) someone who pays others to work for him
2. dole b) someone learning a craft or trade from an
employer, beginner
3. a blue-collar worker c) money paid for education
4. labourer d) someone paid to work on a regular basis
5. fee e) a skilled worker
6. employer f) money given to people who are out of work
7. employee g) a salesman who sells while travelling
8. apprentice h) a worker

Exercise 3. Choose the necessary word and put it in the sentence.
1. We are going to interview three ... for 1. to advertise
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the position. 2. resume

2. If you need applicants for this position, 3. employee

... iIn a special section of the local 4. applicant
newspaper.

3. Personnel office will help you to find 5. qualification
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 4. Answer the following questions.
1. Name the ways how the recruitment is done by the company.
2. What are the duties of the Human Resources department?
3. What tasks are applicants required to submit to if they want to
get a desired job ?
4. Are the companies getting much more careful about hiring? Why
so?
5. What qualities and personality traits does the employer consider
in choosing an employee?
6. What questions do many candidates face during the Interview?
7. What documents you have to prepare if you apply for a position?

Exercise 5. Read the additional text 2 and do the exercise below.
APPLYING FOR A JOB

Getting a 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 fit into the job
situation.

After you have got an appointment, review the information that you wrote
in 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 time. Wear
appropriate clothing; a neat appearance will make a good impression.

During the interview look directly at the interviewer and answer all his/her
questions as specifically as you can. Ask any questions that you have about
the job, such as hours, salary or benefits. Write down these questions before

38



you go to the interview. Before you leave, there should be a clear
understanding about all aspects of the job.
At the close of the interview, express your thanks and be sure that the
interviewer knows how to contact you if s/he wants to hire you.
Vocabulary:
success — ycmix
to find out — BusBIATH
experience — q0cBin
application form — 3asBa
neat appearance — akypaTHUI 30BHILNIHINA BUTIISA
benefits — nieru

Ex. Fill in the table.

Questions of the | Your questions to Before the At the interview
employer the employer interview Don’ts
Questions:

What kind of person are you?

What is the salary?

What skills and abilities do you have?
What is your pay system?

How much vacation time am | given?
Can you work on the computer?

Can you type? Can you drive?

What did you graduate from?

What are the job benefits?

What job experience do you have?
What languages do you speak?

How much shall I earn a month?

How many hours shall | earn a month?
What kind of job are you applying for?
Do you have a bonus system?

How do you fit into the job situation?
What is the pay for overtime?

Text 9
A CV (CURRICULUM VITAE)

How to create a CV for students

Take these steps to create a professional student CV that will impress admission
committees and hiring managers:

1. Use the proper format and structure.
2. Study the position and the employer.
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Start with a captivating personal statement or objective.
Be creative with your education.

Expand your work experience.

Add other sections.

Proofread and edit.

No Ok

1. Use the proper format and structure

Before you start writing your student CV, it is essential to determine the correct structure
and format. This gives your CV a professional look and improves legibility. Use simple
and clear fonts that make it easy to read your CV.

2. Study the position and the employer

Researching the employer and the position can help you determine the education
qualifications and skills to include on your CV. If you're applying for graduate studies,
look at the requirements of the program and study the CV of other candidates. You can
also check job descriptions in your industry to identify the common skills employers want
to see on your CV.

3. Start with a captivating personal statement or objective

Lead with a compelling personal statement that highlights your skills, achievements and
educational qualifications. Your CV personal statement comprises two to three sentences
summarizing who you are, your academic qualifications and experience, your ambitions
and what you will bring to a position or an employer. Even if you have no work
experience, you can use this section to highlight relevant skills, voluntary service and
coursework that makes you an ideal candidate.

4. Be creative with your education

Students often lack extensive work experience to include in their CV. With creativity, you
can expand your education section to increase the amount of detail in the document.
Things you can add are relevant subjects, coursework, projects, awards and grades if they
will improve your chances of getting the role.

Start from your most recent educational qualification in reverse chronological order. If you
have a higher degree, you can drop your high school credentials from the CV. Add your
GPA only if it will boost your chance of getting the role, preferably something between 3.5
to 4.0. Mention your education first if you have no work experience.

When listing schools, include the name of the program, school and year attended. Optional
information includes your GPA, honors, minor and academic achievements. If you're an
undergraduate, you can list essential courses and modules relevant to the role. You can also
include your expected degree classification and previous grades if they improve your
candidacy.

5. Expand your work experience
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Even if you have no paid work experience, you can include volunteer work, placements,
internships and team activities in your CV. These activities can help you highlight
workplace skills and demonstrate your passion for the position.

In this section, start from your most recent role. Include voluntary work, internship|
placements and all full- and part-time paid work relevant to the role. Each position needs
to include the company name, job title and the months and years that you worked.

In your key responsibilities section, highlight the skills, experience and achievements you
gained at each role. Add only the responsibilities relevant to the job you're applying for
and quantify your accomplishments with figures. Additionally, make sure there are no gaps
in your work history.

6. Add other sections

If you need to highlight your skills, an additional skills section allows you to mention hard,
soft and general competencies and your level of proficiency. You can also include
achievements such as awards and recognition and positions of responsibility at school.
Make sure to include only real skills and accomplishments because the hiring manager
may ask you to prove them at the interview.

You can also add a hobby and interests section in your student CV, that concisely lists
potentially-relevant skills and experience. Hobbies and interests that demonstrate a love for
learning or determination can show a hiring manager transferable capabilities.

Other optional sections you can add to a student CV include certificates and awards,
languages and personal projects.

7. Proofread and edit

After writing your CV, proofread and edit the document multiple times before sending it to
the employer. You may have excellent credentials, but typos and grammatical errors can
send the wrong impression to recruiters. Many free online tools will check your CV for
grammar and style errors. You might also consider having another person review your CV
for feedback on how to improve the content and quality.

CV template for students
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CV Format

Name and Janet Chobot
contact
information

Summary

Summary

Professional History

Professional
history °

Educational History

Education

Skills

Skills

Awards and Achievements

Awards

Published Works

Publications

‘indeed

career guide

The format of a CV depends on the position and organization you're applying to and your
experience and education. However, there are necessary and optional details you can
include ina CV.

Necessary sections to include in a CV

Here are must-have sections in a CV:

« Contact information

o CV summary or objective
« Work experience

« Skills

o Education

Optional sections to include in a CV

The following sections are optional ina CV:
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« Personal projects

o Languages

« Certifications and awards
« Volunteer experience

CV examples for students

Here are CV examples of different education levels you can use to start writing your own
student CV:

CV example for high school student

Perry Rowe

227 Oak Ridge Avenue, SW, BLK 35
555-555-5555
perryrowe@email.com

Personal statement

Hardworking high school student with three months of experience in a fast-food business.
Looking to leverage my customer relations and communications skills to increase guests'
satisfaction and boost revenues|

Clapton Harrow High School, New Calabria, Oregon | 2018-Present
Science Club: Assistant secretary|

Employment History

Barton's Fancy Donuts
September 2018-January 2019
Waitress

« Welcomed guests and patrons and seated them comfortably\

« [Collected orders and worked with the kitchen staff for speedy and
accurate delivery of guests' meals

« Served foods and beverages

« [Cleaned the dining area and rearranged seating for special events

Skills

« [Excellent communication skills
« [Cheerful attitude
« |Customer service

\Volunteer experience
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Lifeguard
2015-Present

« Promoted safety of visitors to Blue Ridge Beach

Individual Task.

Now that you know the information to include in a CV, the next step is to create a
compelling student CV. Use this template to structure your student CV:

Contact information

[Your full name]
[Contact address]
[Phone number]
[Email address]

Personal statement or objective|

[Write your personal summary or objective here.]

[Title of degree and the name of the school]
[Dates you attended or expected date of graduation]

« [Three to five bullets focused on your achievements, accomplishments or
memberships while in college]

« [Three to five bullets focused on your achievements, accomplishments or
memberships while in college]

« [Three to five bullets focused on your achievements, accomplishments or
memberships while in college]

Honors and awards|

[Include any honors and awards you received in school.]

You can also create a separate section for papers if you want to mention several
publications. Otherwise, place them under the education summary.

[Include any papers you published or coauthored during your studies.]
[Include the date of submission and the title of the publication.]

Research

Your research experience can have a separate section if it allows you to showcase
transferrable skills.
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[Title]
[Name of research]
[Date and duration of the research]

« [Include 3-5 bullet points about your responsibilities, achievements,
results and skills and experience gained during the exercise.]
« [Start each bullet point with an action verb.]

Employment history

[Title]
[Dates of employment]
[Company or organization], [Location/Address]

« [List three to five work experiences.]
« [Begin sentences with past or present action verbs.]
« [Quantify achievements with figures.]

Core skills

[List 3-5 important skills that you developed as a student.]

Hobbies or other relevant interests

[Include 3-5 hobbies.]

[Include the name of the certificate, the awarding institution, dates of obtainment and state
or country. Start from the most recent certifications.]

[Include languages and proficiency.]

Text 10
MARKETING

Marketing is the activity, set of institutions, and processes for creating,
communicating, delivering, and exchanging offerings that have value for
customers, clients, partners, and society at large. It generates the strategy that
underlies sales techniques, business communication, and business
developments.

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 are very expensive. They 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
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helps the producer to predict what the people will want, and through
advertising he attempts to influence the customer to buy. The task of
marketing research is to provide management with relevant, accurate, reliable,
valid, and current information. Marketing is used to identify the customer,
satisfy the customer, and keep the customer.

ACTIVE VOCABULARY

to underlie — nexxatu B ocHOBI

sales techniques — Texuika npogaxy

consumer, user — crnoxuBay

distribution — 36yT, po3moin

storing, storage — ckiaayBaHHs, 30epiraHHs

product planning — nnanyBaHHs IPOAYKIIii, po3po0Ka HOBUX MPOAYKTIB
pricing — KaubKyJIALis I[iH, IHOYTBOPCHHS

promotion — cupusiHHS y TpoAaxy (AKOro-HeOyab MPOAYKTY), HAPUKIA]
3a JIOTIOMOTO0 PEeKIaMu

traffic - Toprisns

marketing research — BuBueHHs puHKY 30yTy

trend — TeHaeHIIIs, 3araJbHUN HAITPSIMOK

to predict — nependauaru

to influence — BuBaTH

advertising — pexirama

TEXT STUDY
Exercise 1. Answer the following questions.
1. What does marketing mean?
2. What activities does marketing consist of?
3. What do marketing operations include?
4. Why is it so important for the producer to predict the trends?
5. What is the task of marketing research?
6. What knowledge must you have to be good at marketing?
Exercise 2. 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 ... .
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8. A producer wants to ... the new trends

and then tries to influence them.

9.... includes product development and

pricing among other things.

Exercise 3. Give the English equivalents for:

OOMIH MNpONO3UILISIMH; JIIOBE CHUIKYBaHHSA;, PO3BUTOK Oi3HECY; MaTu
LIHHICTh JJISI KJIIE€HTIB Ta MapTHEPIB; CTBOPIOBATH CTPATETiI0; pyX TOBApIB
Ta MOCJYT; PO3MI3HABATH PaHHI TEHJIEHIIi; BIUIMBATH Ha CHOXKHMBaya, 1100
BIH KyIyBaB uyepe3 pekiamy; 3a0e3MeuuTH KEpIBHULTBO HAAIHHOIO Ta
TOYHOIO 1H(OpMalli€to; AlCHA, akTyallbHa 1H(GOpMaLisl; 3aJOBUIBHUTH Ta
yTpUMAaTHU KITIEHTA.

Exercise 4. Speak on the topic “Marketing”.

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.

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.

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.
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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

to raise the price — mignimatu 1iny

price leader — BUpOOHMK, KU BCTAHOBIIOE HAWHWXKYY I[IHY Ha TEBHUU
TOBap, LIHOBUH JIiAep

price sensitive item — ToBap, piBeHb IPOTAXKY SKOT'O 3aJICIKUTH BiJ IIIHU
to be brand loyal — nanaBaTu nepeary

to market — nponaBatu

promotional campaign — pekaaMHa KamIaHis

sample — 3pa3ok

to schedule tests — 3annanyBaTu TeCTyBaHHS

packaging — ymakoBka

competitor — KOHKypeHT

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

1. If the price on this product ... 1. go up
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, it is a very ... .
5. ... influences the desire of a customer
to buy.
6. Our ... has become the price leader
in selling computer programmers.
Exercise 2. Give the Ukrainian equivalents for the following words and
word combinations. Use them in the sentences of your own.
Marketing Department; to make meal products; marketing research
information; great marketing opportunity; price rise; to pass on the
consumer; to sell at the same price; to market less expensive product; to
become the leader in the market; Research and Development
Department; to change packaging; the competitors’ products; to discuss
business.
Exercise 3. Translate into English.
1. MapkeTuHr BkjIO4ae B cede ii, skl MOB’s13aH1 3 PyXOM TOBapy BiJ
BUPOOHUKA JI0 CIIOKHBAYA.
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2. MapkeTUHI BKJIO4Yae B ceOe TpaHCIOPTYyBaHHS, 30epiraHus,
peKiIaMy, KaabKyJsIito I[iH, TPOJaXK.

3. BuBueHHd puUHKY Jomomarae ImnepeadayuTd 3arajibHi HanpsaMu
MOIHUTY.

4. Pekiiama CHJIbHO BILUIMBA€ Ha CIIOXHBaya.

5. 3aBiaHHsA BiAAULYy BUBYEHHS PHUHKY 30yTy HaJaBaTU aKTyallbHY,
HaJIiHY Ta TOYHY 1HQOpPMaILilO.

6. Mu noBUHHI 3allJIaHYBaTH TECTYBAHHS HOBUX MPOJYKTIB.

/. Mu cripoOyeMO 3aI0BUTBHUTHU CIIOKUBA4a MPOAYKTAMH BUCOKOT SIKOCTI.

8. Haii KOHKYpeHTH pPO3MOoYalid YyI0BY PEKJIaMHYy KaMIaHIIo.

9. S manmaro nmepeBary XapuoBUM NMPOAYKTaM i€l pipMu.

10. MapkeTUHTroBUM BIAAUT PaAUTh 3MIHUTHA YMAaKyBaHHS 1 BCTAHOBUTHU
HOBY LIIHY Ha Hally MPOIYKIIIO.

Text 11
WHOLESALING

Wholesaling is a part of the marketing system. It provides channels of
distribution which help to bring goods to the market. Wholesaling, jobbing,
or distributing is defined as the sale of goods or merchandise to retailers,
to industrial, commercial, institutional, or other professional business users, or
to other wholesalers and related subordinated services. In general, it is the
sale of goods to anyone other than a standard consumer. Wholesalers
frequently physically assemble, sort and grade goods in large lots, break
bulk, repack and redistribute in smaller lots.

Wholesaling is often a field of small business. 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.

While wholesalers of most products usually operate from independent
premises, wholesale marketing for foodstuffs can take place at specific
wholesale markets where all traders are congregated. Traditionally,
wholesalers were closer to the markets they supplied than the source from
which they got the products.

However, with the advent of the internet and E-procurement there
are an increasing number of wholesalers located nearer manufacturing bases
in China, Taiwan, and Southeast Asia.

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
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with thousand of different people. He usually has a well-stocked store and
deals with only a few wholesalers.

ACTIVE VOCABULARY

wholesaling — onToBa Toprisis

jobbing - maknepcTBO

a retailer — npoxaserns ToBapiB y po3apid

subordinated services — mianopsiAKOBaHi CIIy)0u

to assemble goods — 36uparu ToBap

to grade (to sort) goods — copTyBatu TOBap

lots — maprist (ToBapy)

to break bulk — po3ainaTu Benrky macy (ToBapy)

wholesaling middleman — onroBuit mocepeaHuK

merchant wholesaler — ontoBuii Toprosein

wholesaling middleman — ontoBuii mocepegHUK

to take title to the goods — kynyBatu ToBap sk BIaCHICTh

agent middleman — mocepetHUK Mi>k BUPOOHHKOM 1 TIOKYIIIIEM
to negotiate purchases or sales — BecTu neperoBopH 1010 KYIIBIIi 1 MPOAAKY
to earn salary — 3apoGusitu 3apruiaty

to receive commissions — ojiepkyBaTH KOMICiiHI (IPOIICHT Bij MPOAAKY)
premise — npUMILICHHS

to congregate — 36upatucs

to supply — mocrauartu

advent — mpuxij, mosiBa

E-procurement — enexTpoHH1 3aKyIiBIIi

to stock — Matu B HasiBHOCTI

item — ToBap, HaliMEHyBaHHS TOBaPY

grocery — 6akasiitHa TOPTiBIIS,

retail druggist — po3apiOuuii anrekap

to handle — kepyBaru, Toprysaru (amep.)

store-keeper - mpoaBetp

well-stocked store — mobpe ykomIuIeKToBaHU Mara3uH

TEXT STUDY
Exercise 1. Answer the following questions.
What is wholesaling in general?
What is the aim of the wholesaling?
What do the wholesalers do?
What are the other names of wholesaling?
Is there any difference between a merchant wholesaler and an
agent middleman? What is this difference?
What is commission?
How does a wholesaler simplify the process of distribution?
8. What system is wholesaling a part of?
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9. Are there any changes in wholesaling with the advent of the
internet and E-procurement?
10. A wholesaler doesn’t deal with the customers, does he?
Exercise 2. 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 commissions
items.
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.

Exercise 3. Find equivalents.

MapkeruHroBa cuctema; cdepa manoro OizHecy; 3abe3medyBaTH KaHaI
30yTy; JDOCTABIISITA TOBAap Ha PHUHOK; MMOCTAadyaTH TOBAp; MPOIAX TOBapiB;
30upat Ta COPTYBaTH TOBap;, NaKyBaTH Ta IIEpeNakKOBYBaTH TOBap;
BapTICTh TOBAapy; TPAIIOBAaTH Yy HE3aJleKHUX MPUMIMICHHSIX; OITOBA
TOPTIBJISI TPOJOBOJBYMMHU TOBapaMu; CIPOINYBaTH TMpolec 30yTy;
BUpoOHMYA 6a3a; MaTH B HASBHOCTI Ta IMPOJIAaBAaTH BEIUKHUH aCOPTUMEHT
HallMEHYBaHb TOBapy;,; MaTH CIpaBy 3 ONTOBHKAMHU; IPOMHCIOBI Ta
KOMEPIIiiiH1 O13HEeC-KOPUCTYBaYi.

Exercise 3. Complete the sentences with the missing information.

1. Wholesaling is a part of the ...and a field of ... . 2. . Ingeneral,
wholesaling is ... to anyone other than a standard consumer. 3. ... don’t earn
salaries, they receive commissions. 4. Wholesalers simplify ... . 5. With the

advent of ... there are an increasing number of wholesalers located nearer
manufacturing bases. 6. As a wholesaler ... a large assortment of items from
numerous ... he reduces the problem of both ... .

DIALOGUE
John is explaining his new job to his wife, Susan. He is a sales
trainee for a company.

John It’s a great job, you know. The salesmen are paid salaries instead of
being on commissions.

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

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

Susan That’s really great.

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

Susan And what are you going to sell?

John Foam rubber.

Susan What is it used for?

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

Susan So you will travel much, won’t you?

John 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.

Susan That’s fine. I don’t want you to travel too much. By the way | want to

know more about sales procedure.

n Atfirst | go to see a buyer. We discuss what he needs. After that |
send him a written quote. If our prices suit him, he’l1l call us and send
an order.

Susan Do you take orders over the phone?

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

Susan And what happens after the verbal agreement?

John 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.

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

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

usan Good. Soon you’ll get your raise.

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

management.

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

[
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ACTIVE VOCABULARY

sales trainee — craxep 3 Mpogaxy

to be on commissions — oTpuMyBaTH KOMICIHHI

to get reimbursed — orpumyBaTH BiIIIKOIOBYBaHHSI
gasoline — 0en3un

toll — muTo, TUTaTa 3a mocayry,

to get a raise — oepkaTH IMiBUILCHHS

foam rubber — moponon

to deal with — matu cnpasy 3...
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delivery — nocraBka, to deliver — qocraBnsatu

to ship - mepeBo3uTn

quote — nmpu3HaYeHHs LIHH,

to Suit — miAXOaUTH, BIAIITOBYBATH

verbal agreement — ycHa yroaa

purchase order (p.0.) — 3aMOBJICHHS Ha MMOKYIIKY
to staple — ckpimsTi ckobamu

to file — migmmBaru, 30epiratu

purchasing agent — areHT i3 3aKymiBeb
stepping stone — cxoauHKa, 3aci0 11 JOCSITHEHHS il
If it doesn’t work out... — SIk110 He BUIiIE....

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.

1. How will you get a raise? (They don’t care).
2. When did they send you the purchase order? (I don’t know).
3. Who are the purchasing agents? (I can’t recall).
4. Why did they get verbal agreement? (I’ll try to find out).
5. Did they staple and file the p.o.? (I don’t know).
6. How large is the sales region? (It doesn’t matter).
7. How much is the toll? (She doesn’t know).
8. When will she get commission? (She doesn’t care).
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
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. Give the Ukrainian equivalents for the following words and
word combinations. Use them in the sentences of your own.
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New and great job; to pay salaries instead of being on commissions;
regular weekly salary; to get reimbursed for; to get a raise; sales procedure; to
deal with; purchase order; gentlemen’s agreement; to staple and file
documents; high positions in management; to deliver; to earn money.
Exercise 5. Translate into English.

1. OnrtoBa TOPTriBIA — BXKIUBUN €JIEMEHT PUHKOBOI CHCTEMH.

2. OnroBa Topriis 3a0e3nedye kaHanu 30yTy sIKi JOMOMAararoTh
JOCTaBJISITH TOBap HA PUHOK.

3. OnroBa TOprieias — 1€ MPOJAAXX TOBAPIB MPOAABISIM B PO3pI0,
KOMEPIIITHUM, MIPOMUCIIOBUM 0i3HeC KOpUCTyBayawm,
HiAMOPSIIKOBAHNUM CITYk0aM, a HE CTaHJapTHOMY CIIOKHBATY.

4. OnToBUKM 310pajii BEIHMKY MapTi0 TOBapy JIJs JOCTaBKH 3a
KOPJIOH.

5. OnroBi TOProBul KYMYIOTh TOBap SK BIACHICTb, SIKUM BOHU
3aMarOThCH.

6. [locepenHuku Mix BUPOOHUKOM 1 MOKYIIIEM BEIyTh IEPETOBOPU
II0JI0 KYIIBII 1 MPOAAXKY Ta OJEPKYIOTh KOMICIHHI.

7. OrnroBa TOPriBis MPOIYKTAMU XapyyBaHHS BiIOYBAa€ThCs Ha
ONTOBUX PUHKAX, /I 310paHi BC1 TOPTOBIIL.

8. VY Hamiit kpaiHi € cuCTeMa JIePKABHUX €JIEKTPOHHHUX 3aKYITiBEJb
«IIpo3opox» (“ProZorro”).

9. TlponaBenn Mae 100pe YKOMITJIEKTOBAHUN Maras3uH i
CHIBIIPAIIOE JIUIIIE 3 KTbKOMa ONTOBUKAMH.

10. Menempxep 1Mo MapKeTHHTY He3a0apoM OJEpPKUTh MiABUIICHHS
1 3apo0JIsITUME OLIBIIIE TPOIIICH.

11. Joporo goCTaBIATH 1 IEPEBO3UTH IPOMI3JIKUI TOBAp HA BEIHKY
BIJICTaHb.

12. V miii koMnaHiii mpamiBHUKaM BIIIIKOJIOBYIOTh MUTO, IUJIaTy 3a
aBTOMOOLJIb, OCH3HH.

13. Ile Oyna JHKEHTIbMEHChKA Yyroa.

14. [lira miaXoaWTh HAM, MM HAJINIJIEMO 3aMOBJICHHS HACTYITHOTO
THKHSL.

15. IloTm>kHeBa 3apruiaTa CTaxepa 3 TMPOJAXY Y IbOMY
cynepmapkeTi ctanoBUTh 600 TpH.

Text 12
RETAILING or RETAIL
Retailing is selling goods and services from individuals or

businesses to the ultimate consumer (end-user). A retailer purchases goods
or products in large quantities from manufacturers directly or through
a wholesaler, and then sells smaller quantities to the consumer for a profit.
Retailers are part of an integrated system called the supply chain and they are
the most expensive link in the chain of distribution. Being middlemen,
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they make their profit by charging the customer 25 to 100 per cent more
than the price they paid for the item.

Retailing can be done in either fixed locations like stores or
markets, door-to-door or by delivery. 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.

Online retailing, a type of electronic commerce used for business-
to-consumer (B2C) transactions and mail order, are forms of non-shop
retailing.

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, retail — po3apidna Toprisis

ultimate consumer — kiHIEeBU CIIOKKUBAY

retailer — po3apiOHMIT TOProBeIb

supply chain — naHiror mocraBok

to charge per cent — cTsiryBaTH BiICOTKH

discount house — MarasuH 31 3HUXKKOIO,

single line retailer — po3apiOHuiI TOProBenb, KOTPUH MPOJA€E IKHHACH OJHH
TOBap

hardware — o6yagHaHHsS

to take on a variety of supplies — mpomonyBatu OiIbHIMK ACOPTHMEHT
TOBapiB

transaction — yrona, cripaBa

mail order — momroBe 3aMOBJICHHS

non-shop retailing — po3apiOHa TOPTiBIIs 1032 Mara3MHOM
to perform functions — BukonyBatu GyHKIIii

to service the merchandise — o6¢ciiyroByBatu ToBap

to promote the product- mpocyBatu ToBap

sales people — mponasiri

extending credit — mpogoB)KeHHI KpEeIUT

to store the goods — 36epiratu ToBap

outlet — puHOK 30yTy, TOProBa TOYKa

available- noctymuuii, HasiBHMI

TEXT STUDY
Exercise 1. Explain the difference between
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Goods —merchandise — product — item — commodity - wares

Buy- purchase — get, pick smth up — stock up

Shop - store — shopping centre — supermarket- mall - outlet

Exercise 1. Find equivalents.

[Iponax TOBapiB 1 MOCIYT KIHIIEBOMY CHOXKHBaudy; OTPUMYBATH NPUOYTOK
CTATYIOUM BIJICOTKH; KYyIyBaTH Ta MpPOJaBaTH TOBAp; 30CEPEIKyBaTHUCS Ha
€JIMHIN J1HIT TOBapy; AOCTaBKa BiJl IBEpE 10 IBEpei; BUKOHYBATH (DYHKIIIT;
JaBaTH TapaHTII0 Ha TOBap; MPOCYBAaTH TOBap uyepe3 pekiamy; 30epiratu
TOBap Ha TOProOBIM TOWYIll; JAHLIOI TOCTAaBOK Ta JaHUIOr 30yTy; OyTH
IMOCCPCAHUKOM; MAaTHU TOBAP B HasiBHOCTI.

Exercise 2. Complete the following sentences.

1. Retailing is ... from individuals or businesses to the ... . 2. Retailers are
part of an integrated system called ... . 3. Retailers are the most expensive
link in the ... . 4. Retailers are ..., because they make their profit by ... .
5. There are different types of retail stores: ... . 6. ... is a type of electronic
commerce used for business-to-consumer (B2C) transactions and mail order.
7. Online retailing is a form of ... . 8. The retailer ... a convenient location. 9.
The retailer ... the merchandise he sells. 10. The retailer ... the product
through displays, advertising or sales people. 11. The retailer ... the
customer by extending credit. 12. The retailer ... the goods in his outlet
by having goods available.

Exercise 3. Answer the following 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?

Exercise 4. 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. ... is 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.

Exercise 5. Retell the text using the following words and word
combinations.
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Selling goods and services; ultimate consumer; supply chain; to make
profit; retail stores; online retailing; to perform functions; to service the
merchandise; to promote the product; to store the goods.

DIALOGUE

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

Jean

Liz

| am very glad to see you here.

How do you like the new place?

It's marvelous. | am sure we are going to love living here.
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.
Oh, thank you. It's come in time. | have a lot of shopping to do.

| can imagine, 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 department stores in the neighbourhood.

Great. Are there any small stores nearby?

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.

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.
Oh, sure. There is a good discount store in the shopping centre. If you
like, I’1l1 come with you.

Oh, you needn't. I don't want to trouble you.
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No trouble 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.

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

This is a good idea. | should have gone shopping yesterday, so I'll make
up my list too.

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?

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.

I'm afraid | can't. | have to cook dinner.
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.
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ACTIVE VOCABULARY

shopping guide — TOBiIHKMK Mara3uHiB,

neighbourhood — xBapTai

discount coupon — TasioH, KM HaJa€ MPaBO Ha KYIIBIIIO TOBApPY 31 3HHIKKOIO,
drugstore — anreka

ice cream parlor — kade Mopo3uBa

it’s a perfect fit — ineanbHO MiAXOaUTH

If you don't mind my asking? - sikio He 3amepeuyer, 1o s 3aIUTyo?

VOCABULARY EXERCISES
Exercise 1. 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 channels (methods) of distribution do you know?

5. Explain the difference between direct and indirect method of
distribution?

Exercise 2. Translate into English.

1. Po3apiOHa TOpriBis — 1€ MPOaK TOBAPY KIHIIEBOMY CIIOKHBaYYy.

2. IcHyroTh pi3HI BUIM TOPrOBHX 3aKJIAJIB: YHIBEpMaru, CyrnepMapKeTH,
Mara3uHu 3 HU3bKUMH IIHAMH 1 T. TI.

3. Ha ueii ToBap moxkHa orpumatu 10% 3HUKKY.

4. Po3apiOHuit TOProBels MOKe HaJaTH MOKYTIIIO IPOJOBKEHUN KPEIUT.

5. Ilg dbipma mae BemuKy KUTBKICTh TOPIOBUX TOYOK ITO BCIH KpaiHi.

6. Po3apibHMit TOproBelb BUKOHYE 0araTo BaXIJIMBUX (YHKITIH.

7. 51 He 3HaIO LIEHTP MicTa, MEHI1 MOTPIOHUI JOBITHUK Mara3uHiB.

8. B ToproBomy 1ieHTpi BH 3Hal1eTe BCi HEOOXiIHI BaM TOBapH.

9. B pomy mMarasusi HemMae OakaiitHOro BiJILTY.

10. ly»e 3py4HO KyIyBaTH TOBApW OHJIAMH 3 JTOCTABKOIO J0JIOMY Y IIbOMY
rinepMapkerTi.

GLOSSARY

account 1 a an 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 (often in pl.) 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
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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 a financial 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 a system of wholesaling in which goods are paid for in cash and
taken 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

59



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
onthe 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.
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.
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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 a property 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.
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
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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 in accounting, 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 a person 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 a common purpose and whose tasks are
often divided into specializations.
ownership the state or right of being an owner.
partner aperson 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 athing 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-

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).
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property anything legally owned or possessed by a person or organization.
pay, usually of nonmanual workers, often expressed in annual terms.
sale proprietor (fem. proprietress) 1 a holder of property. 2 the owner of a business
etc.
salary 1 the exchange of a commodity 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
before them; and most goods are produced and consumed locally.
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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 any debts incurred in a business activity.

utility the total satisfaction derived from the consumption of goods and services.

value the worth of something in terms of money or other goods for which it can be
exchanged.

want 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.

wages 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.

wealth 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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