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IlepeamoBa

MetoauyHi BKa31BKU NiepeA0adeHi /11 BUBUCHHS 1HO3EMHOI MOBH (3a MpodeciiiHuM
CIpSIMyBaHHSIM)  37100yBa4aMH  OCBITHBO-TIpOeCIMHOTrO  CTyreHs  (¢axoBui
Mool 6akanasp creniaabHocTi 071 OOMIK 1 OMoAaTKyBaHHS JE€HHOI (hopMu
HaBUYaHHSI.

MeTtonnyHi BKa3iBKH CKJIAJICHO 3TiHO 3 BUMOTaMH Crutadyca 3 iHO3eMHOI MOBH (32
npodeciiHuM COpSIMyBaHHSM) AJIs1 TIATOTOBKH (paXxOBUX MOJOIINX OakallaBpiB 3a
rany33to 3HaHb 07 VYmpaBiiHHA Ta aAMIHICTPYBaHHS 1 OXOIUTIOIOTH OCHOBHUM
JIEKCUYHUN MaTepial Ta HOpMAaTUBHY IpaMaTUKy aHTJ1HCHKOT MOBH.

[{i7b BUBYEHHsI 1HO3eMHOI MOBH (3a MpodeciiHUM CHpSIMYyBaHHSIM) Yy KOJICIKI
MOJIATa€ y MPAKTUYHOMY OBOJIOAIHHI MOBOIO, HAaBHUKAaMHU YWUTAHHS 1 TepeKIamy
JiTepaTypu MOMIPHOI CKJIQJHOCTI 31 CHEUIAIbHOCTI W HAaBUKaMH YCHOI MOBH 13
aKTyaJbHUX (DaXOBUX TEM TIepeAdaYeHUuX MPOTrpaMor0, 1 OXOIUIIOE OCHOBHI
npo0JIeMU E€KOHOMIKHM: OyXraiaTepchbKuil OOJIIK, OCHOBHI MNPUHUMWIIA  BEICHHS
OyxranTepchbKoro o6Jiky, mnpodecito OyxraiaTepa, OCHOBHI BUIU MIAMPUEMHHUIITBA
1T. 1.

MeTta METOAWYHMX BKa3iBOK — PO3BUTOK HAaBUYOK PO3YMIHHS ¥ aHamizy
OpUTIHAIBHUX TEKCTIB 3 OCHOBHUX IIpoOjeM Oi3HeCcy, HarpoMaIKeHHs
CIIOBHUKOBOTO 3aracy, yJOCKOHAJIEHHS HaBUYOK PO3MOBHOI MOBH, YMIiHHS BECTH
Oeciny, Opatv ydacTh y JUCKYCISIX aHIJIIHCHKOIO MOBOIO, JOpMYBaTH COIIAJIBHO-
KOMYHIKaTHBHY MO3HIIII0 (haxiBIsl B CBOIM ramysi.

MeTtonuuHi BKa3iBKM CKJIAalOThesl 13 6 TEKCTIB-TEM, $KI MICTATh OKpEMY
E€KOHOMIYHY MpoOJieMy — TeMY, 1 BKJIIOYAIOTh OPUTIHAIBbHI TEKCTH 13 3apyO1KHOT
eKOHOMIYHOI JiTeparypu. Jlo TEKCTIB MpPOMOHYIOTHCS MICISATEKCTOBI BIPaBU Ta
3aBJaHHS Ha BIJMPALOBAHHS MOBJICHHEBMX HABHYOK 1 BMiHb BHUKOPHCTAHHS
JEKCUYHOTO MaTtepiany, o BuBYaeThes. [100yq0Ba cucTeMu 3aBJIaHb 10 KOXKHOTO
TEKCTY BU3HAYAE€TbCSI METOAMYHHMM MPU3HAYEHHAM LUX TeKCTiB. IIpu po3polui
CUCTEMHU 3aBJaHb 1 BIPAaB BUKOPUCTOBYBAIHCH €JIEMEHTH (DYHKI[IOHAIBHO-
KOMYHIKaTUBHOTO HaBYaHHS B 1HO3E€MHIM MOBI, MIPH SIKii SBUIIIE MOBH (JIEKCHKA 1
rpamMaTHKa) pO3TIIIal0ThCS HE TIIBLKH K CHCTEMa IIpaBUJjl 1 0COOIMBOCTEH, aje 1 1
K CUCTeMa KOMYHIKaTUBHHUX (DYHKIIIi.

[IIo6 yHUKHYTH TMEpeoOTSHKEHOCTI KOXKHOTO PO3JAUTYy, TpaMaTUYHUN Matepial
MOJAETHCA B KiHIII METOJMYHUX BKA31BOK y BUIJISIAI BIPaB, B SKUX 3HAUIILINA CBOE
BIIOOpa)K€HHA BCl TIpaMaTU4HI SBUIIA AHIJIHCBKOI TpaMmaThku. Brpasu
JIOTIOMOXKYTh CHUCTEMaTH3yBaTH 3HAHHA 1 OBOJIOAITH OCHOBaMU TpaMaTHKH Ha
OCHOBI HECKJIaJHOI NpodeciiiHoi JeKcuKku. BropaBu po3MillIeHO Yy TOPSIKY
YCKJIQAHEHHS — BIJ MPOCTOr0 JO CKIAQTHOTO — 1 OaxaHO JOTPUMYBATHUCH
MOCJTIIOBHOTO X BUKOHAHHSI.



Text1l

ACCOUNTING
Accounting shows a financial picture of the firm. An accounting department records
and measures the activity of a business. It reports on the effects of the transactions
on the firm's financial condition. Accounting records give a very important data. It
is used by management, stockholders, creditors and investors, independent analysts,
banks, tax bodies and government.
Most businesses prepare regularly the two types of records. That is the income
statement and balance sheet. These statements show how money was received and
spent by the company.
One major tool for the analysis of accounting records is ratio analysis. A ratio
analysis is the relationship of two figures. In finance we operate with three main
categories of ratios. One ratio deals with profitability, for example, the Return on
Investment Ratio. It is used as a measure of a firm's operating efficiency.
The second set of ratios deals with assets and liabilities. It helps a company to
evaluate its current financial position. The third set of ratios deals with the overall
financial structure of the company. It analyses the value of the ownership of the firm.

ACTIVE VOCABULARY
Accounting — OyxrantepchKuii 00K,
a record — JOKyMEHT, 3aIuc, POTOKOII,
to record — 3anucyBatu, peecTpyBaTH,
to measure — BuMiproBaTH,
a transaction — yrona, (6aHKiBCbKa) omepariis,
firm's financial condition — ¢inancoBe nosoxeHHs (ipMH,
to provide data — 3abe3neuyBaTu JaHUMH,
a creditor — kpeaurop,
independent — He3anexHui,
an income statement — 3BiT po NpUOYyTKH,
a balance sheet — 6anancoswuii 3Bir,
to receive — orpuMyBaTH,
to spend — BuTpauary,
ratio analysis — anaii3 koe@ili€eHTiIB,
profitability — npuOyTKkoBiCTS,
Return on Investment Ratio — koedimieHT MOBEpHEHHS IHBECTHIIIH,
efficiency — edexkTuBHICTB,
to evaluate — oniHroBary,
value — BapTicTh, LIHHICTS,



ownership — BracHiCTb,
overall financial structure — moBHa ¢iHaHcoOBa CTPYKTypa.

COMPREHENSION QUESTIONS
1. What is the purpose of accounting?
2. Who uses the data provided by accounting firms?
3. What are the two types of records which most businesses prepare?
4. What can you know analyzing the income statement and balance sheet of a
company?
5. What is the purpose of the ratio analysis?
6. What categories of ratios in finance do you know?

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

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

of a business. 2. profit

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

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

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

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

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

5. ... is one of the two main records which 9. measure

most of the businesses prepare regularly.

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

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

8. Our company’s current ... is very high.

9. They ... from the association with that
corporation.

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

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

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

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

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

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

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

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

A how to verify objectivity

B ideas that guide accountants

C when principles must be changed

D how to predict the most—likely scenario
2. Relevance means that

A a sole proprietorship is unbiased

B business records must be practical

C optimistic scenarios are not hidden

D managers should include all information
1. Objectivity means

A separating personal records

B using only verifiable numbers

C following feelings and opinions

D accounting for optimistic scenarios

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

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

A handling information fairly without prejudice
7



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

D the release of all information

E a business that is legally recognized as a single unit

F the state of being significant

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

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

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

just a few people.

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

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

Exercise 6. Read and translate the text.

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

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

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

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

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

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

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

café).

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

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

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

Karen Good.

Peter So, how's business?

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

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

Karen Well, the balance sheet and profit and loss statement are ready. It is the
end of the fiscal year. So everybody can check out the assets and liabilities,

net worth and profit position of the company in the financial statements.

Peter Do you work with the pay checks?

Karen Why are you asking?

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

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

Peter Really?

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

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

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

ACTIVE VOCABULARY
Accounting department — 6yxraiaTepcbKHid Bii,
to total accounts — micymMoByBaTH paxyHKH,
to turn in the report — 3maBatu 3BiT,
creditor — kpexuTop,
investor — iHBecTOp,
profit and loss statement — 3Bit nipo npuOyTKH Ta BUIATKH,
assets and liabilities — akTuB i macus
net worth — a) BapTicTh MaiiHa i3 BiagpaxyBaHHSIM 3000B’s3aHb,
0) BIACHUI KarmiTaJ MiIPUEMCTBA,
financial statement — ¢pinarcoBwuii 3BiT,



pay check — mnaTiHuii Jek,

gross — BajoBui, OpyTTO,

gross pay — miara 3 BijpaxXyBaHHSIMH,

net — uucTuii, HETTO,

net pay — rutara 6e3 BipaxyBaHb,

tax — mogaTok,

salary — 3apobiTHa miaTa,

fiscal year — dickabHui (OFOKETHHI) PIK.

VOCABULARY EXERCISES
Exercise 1. Answer the questions in the following way.
Model: Can you turn in the report in time?
No, | can't turn in the report but | could when | worked in the other department.
1. Can they check the assets and liabilities?
2. Can you keep the investors and creditors happy?
3. Can you explain the difference between gross pay and net take-home pay?
4. Can he compute the taxes?
5. Can we prepare profit and loss statement?
6. Can the company pay the salaries in time?
7. Can | operate the computer?

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

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

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

3. When do you prepare a financial statement?

4. Why should you have more assets than liabilities?

5. Does the accounting department work on taxes?

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

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

Exercise 3. Make up the dialogue about accounting:

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

b) you are an employer and you want to hire an accountant, find out if he/she/is
experienced enough in accounting.

Exercise 4. Translate from Ukrainian into English.
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1. Byxrantepcbkuii 00K PeACTaBIsE NaHl A1 KPEAUTOPIB Ta IHBECTOPIB.

2. BoHu roTyroTh 3BIT Ipo NpUOYTKH Ta OaJaHCOBHM 3BIT B KiHII (DIHAHCOBOTO
POKY.

3. Mu Bu3HaYaeMo e(peKTUBHICTh BUPOOHUIITBA 3a JOTIOMOT'OIO aHAJII3y
KOeQIIIEHTIB.

4. HepyxoMiCTb € BIACHICTIO KOPHOpAIlii.

5. Mu nepeBipuMO aKTUB 1 TACUB Ta BU3HAYUMO BapTiCTh MaifHa 13 BIpaxyBaHHIM
3000B’s13aHb.

6. Mu miaTuMo BEIUK] HOIATKH.

7. CKUIbKU TH OTPUMYEI 0€3 BiJpaxyBaHb?

GRAMMAR EXERCISES

Exercisel. Make the sentences negative.
Model: | worked as an accountant in a big corporation.

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

Exercise 2. Put up four questions of different types to each sentence

(general, special, disjunctive, alternative).

Model: The accounting department regularly prepared the income statement
and balance sheet.

1. Did the accounting department regularly prepare the income statement and

balance sheet?

2. What did the accounting department regularly prepare?

3. The accounting department regularly prepared the income statement and balance

sheet, didn't it?

4. Did the accounting department prepare the income statement or a financial

statement?

1. The board of directors checked out assets and liabilities and net worth.

2.He worked as a comptroller of the company for two years.

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

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

5. Some governmental corporations issued stock certificates.

Text 2
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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 I’ve made my choice long ago and now I am a third-year student at the
“Accounting” department of the industrial-economic college in Kovel. I am fond of
studying here. My future profession will be a book-keeper (accountant). | know that | must
be well-educated and have perfect knowledge that’s why I do well because I want to
become a good specialist in my field and to work in an accounting department of a big
firm.
Accounting shows a financial picture of the firm. An accounting department records and
measures the activity of a business. The work of a book-keeper is very interesting but it is
hard and responsible.
Working as a book-keeper | shall do calculations of means of production, materials,
financial money resources, ready-made production. Besides, | shall do settles with
customers and suppliers, with budget and with workers in wages. My profession will also
include such duties as doing accounts in time and giving them to the taxation inspection.
| shall total accounts, turn in the reports including balance sheet and income (profit) and
loss statement. | shall check out assets and liabilities and work with pay checks.
Book-keepers of a new type must combine fundamental knowledge with a high
professional level and practical skills. So, after finishing the college | want to enter higher
educational establishment and to get higher education in this specialty in order to be a very
experienced specialist.
| think a book-keeper is a promising profession and I like it very much. I’'m sure that I
have made a right choice and all my dreams come true.

ACTIVE VOCABULARY

To choose a career (profession) — o6partu kap’epy (rpodecito),
trade — mpodecist, 3aHATTS, pemeciio,
to make one’s choice — podutu BUOIp,
responsible — BiamoBinabHUH,
to do calculations of ... — BecTi 00K,
means of production — 3aco6u BUpOOHHIITRA,
financial money resources — rpomosi KomiTy,
ready-made production — roroBa npoayKiiis,
to do settles with — BecTn po3paxyHKH,
a customer — KJi€HT, 3aMOBHUK,
a supplier — nocravanbHUK,
a budget — 6romxer,

12



wages (salary) — 3apoGitHa 1utara,

to do accounts — ckimagati OyXraiaTepCehKy 3BITHICTb,
taxation inspection — mogaTkoBa IHCIEKIIIS,

loss statement — 3BiT rpo BUTpaTH,

assets and liabilities — akTuB 1 macus,

a pay check — marixHuii yek,

to enter — Bcrymnaruy,

a higher educational establishment — Bummii HaBuabHMI 3aKTa,
experienced — 1ocBiTYEHHIA,

promising — nmepcreKTUBHUIA,

to come true — 3/11iCHIOBATUCE.

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

Notes:

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

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

Exercise 1. Read the textbook passage. Then, choose the correct answers.
1. What is the text mainly about?
A a new record keeping method
B how to invest wisely
C steps to become a CPA
D different accounting jobs
2. People discuss investments with
13



A bookkeepers

B trainees

C financial advisor
D file clerks

3. What can be inferred about file clerks?
A They work as volunteers.

B They train for at least a year
C They are not required to have CPA licenses.
D They have one of the highest-paying positions.

Exercise 2. Match the words (1-5) with the definitions (A-E).

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

A a person who fills out tax forms

B a person who records transactions

C a person who reviews financial plans

D a person who is learning a new job

E a person who checks records for accuracy

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

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

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

3. Most bookkeepers work in the : 5. CPA

4. Accountants who advertise on TV get

more :

5. Some accountants work alone. Others

work for a

What’s Going in the Back Office?
The Back Office — Accounting
For many people, the back office is a mystery. Data goes in, and informative
financial reports come out. But mysterious as it seem, the back office is vital to any
business.
14



What happens in the back office?

The back office is a home to clerks, bookkeepers and accountants. Here is a list of
some of the most important accounting tasks:

Payroll

Accountants calculate salaries and total wages for every employee. These are called
gross earnings or gross wages. The accountants also prepare pay stubs for each pay
period showing the employees their year-to-date earnings and taxes.

Cash collections

Accountants record cash that the company receives and manage the company’s
checking accounts.

Cash disbursements

Payroll checks are not the only checks that accountants write. They also handle all
other cash disbursements.

Procurement

Accountants keep track of company’s inventory. They record all purchase orders
and make sure they have been filled.

Here is a list of electronic devices that accountants need in their work:
- Laptop Computer

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

- Printer

- Copier

- Fax machine

- Calculator

- Landline telephone

- Mobile telephone

- Desk lamp

Exercise 4. Read the textbook passage. Then, choose the correct answers.
1. What is the text mainly about?
A periodic cash disbursements
B informative financial reports
C routine accounting procedures
D common back office maintenance
2. show year-to-date earnings and taxes.
A Pay stubs
B Purchase orders
C Cash collections
15



D Checking accounts

3. Who does NOT work in the back office?
A clerks

B bookkeepers

C accountants

D receptionists

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

A a fixed annual amount of pay

B the act of gathering supplies or inventory

C a document showing an employee’s pay and taxes

D a document showing what someone wants to buy

Exercise 6. Match the words (1-5) with the definitions (A-E).

1. laptop computer 4, landline telephone
2. floppy drive 5. printer
3. calculator

A a machine that converts computer documents

B a portable electronic device that performs various tasks
C a device that is only used for mathematical operations
D an old data storage device that few people use

E a device used to talk to people over long distances

Exercise 7. Read the sentences pairs. Choose where the words best fit in the
blanks.
1. gross wages / procurement
To find multiply hours by rate of pay.
Have the people check for shipment errors.
2. gross earnings / cash collections
The manager’s salary before taxes is called
Payments should be directed to the accountant.
3. checking account / total wages
are the sum of an employee’s hourly pay.
Employees are paid from the company’s .
Exercise 8. Fill in the blanks with the correct words and phrases from the word
bank.

1. Jack needs a to access the 1. flash drives
16



Internet from his office. 2. desktop computer

2. are the most convenient 3. copier
storage devices. 4. mobile telephone
3. Paula heard her ringing 5. fax machine

in her pocket.

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

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

VOCABULARY EXERCISES
Exercise 1. Translate from Ukrainian into English.
1. O0Opatu npogdecito — BaXIUBUNA KPOK Y KHUTTI KOKHOTO.
2. S — crygeHTKa JpYyroro Kypcy NPOMHUCIOBO-EKOHOMIYHOTO KOJEIXKY 1
HABYAIOCh HAa akyabTeTl «byXranarepcbkuil 00JIK».
3. bByxrantep — most MaitOyTHsI ipodecis.
4. Mos Mpis — MpanoBaTi y OyXrajarepcbkoMy BIJIUI BEIUKOI GipMHu.
5. Ilpamroroun OyxrairepoM s Oyay 37aBaTH 3BITH, BeCTH OOJIK 3aco0iB
BUPOOHUIITBA Ta TPOLIOBUX KOILTIB, IEPEBIPSITUMY aKTHBH 1 TIACUBH.
6. Most mpodeciss BKIOYaTUME Takl OOOB’SI3KM SIK BEACHHS PO3PAXyHKIB 13
3aMOBHHKaMH Ta TIOCTadyalbHUKaMH, 3 OIOMKETOM Ta 3 TMpalliBHUKaMHU TI0
3apoOITHIM MIaTi.
7. Jyxe pnobpe skio Oyxraiarep Mae BHUILY OCBITY 3a CHEIialbHICTIO
«byxrantepcbkuii 00TiK».
8. Bbyxrantepu mNOBUHHI TOEAHYBaTH (PyHAAMEHTaIbHI 3HAHHA 3 BUCOKHUM
npodeciiiHuM piBHEM Ta MPAKTUIYHUMU HABUYKAMHU.
9. byxraarepu TOTYIOTh 3BIT NpO MOpUOYTKM Ta OajlaHCOBHM 3BIT B KIHII
(h1HAHCOBOTO POKY.
10. TIpodecis OyxranTepa — 1ikaBa, BIJMOBIJajibHA Ta MEPCIEKTHBHA.

Exercise 2 . Speak about your future profession using the following words and
words-combinations:

To choose a profession, a book-keeper, “Accounting” department, responsible and
promising profession, to do calculations of ..., financial money resources, ready-
made production, to do settles with customers and suppliers, to turn in the report, to
check out assets and liabilities, to get higher education, to be an experienced
specialist, to make a right choice.
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Text 3

WHERE AND HOW TO HIRE AN EMPLOYEE?
An employer has several options to consider when he wants to hire a new employee.
First of all, he may look within his own company. But if he can't find anybody
suitable for the position he will have to look outside the company. If there is a
personnel office in the company, he can ask them to help him to find a qualified
applicant. The employer can also use another valuable sources, for example,
employment agencies, consulting firms, placement offices and professional
societies. He can also advertise in a newspaper or in a magazine and request
candidates to send in resumes.
The employer has two sets of qualifications to consider if he wants to choose from
among the applicants. He must consider both professional qualifications and
personal characteristics. A candidate's education experience and skills are included
in his professional qualifications. These can be listed on a resume. Personal
characteristics, or personality traits must be evaluated through interviews.

ACTIVE VOCABULARY
Option — BapianT, BHOIp,
an employer — po6oToaaBerb, HaliMad,
an employee — cyx00BeIb, TOW, XTO MPAIIOE TT0 HANMY,
to consider — posrisgaTu, Opatu 10 yBaru,
to be suitable for the position — BianoBigaTu mocasi,
a personnel office — Bigmain kaapis,
an applicant — xkanauaar Ha mocany,
a valuable source — minHe JKepero,
an employment agency — areHTcTBO 1Mo HaiMy,
a consulting firm — koncynbTamiiina ¢ipma,
to advertise — maBaTu OTOJIOIIEHHS, PEKIIAMYBaTH,
a resume — pesrome,
two sets of qualifications — 1Ba BuIM XapaKTEPUCTHK,
an experience — pobouwmii 10CBI,
to evaluate through interview — ominroBaTH uepe3 criBoOeciay.

COMPREHENSION QUESTIONS
1. Which options should an employer first consider when he wants to hire a new
employee?
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2. What service does a personnel department provide?

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

4. What qualifications does the employer consider in choosing an employee?
5.What is meant by "professional qualification” for a job?

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

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

1. We are going to interview three ... for 1. to advertise

the position. 2. resume

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

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

3. Personnel office will help you to find 5. qualification
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. 1f you are an applicant for the position,
you have to write your ... .

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

be impolite.

Exercise 2. Translate into English.

1. Moro mocaja B KOMIaHii JTyKE€ BOXJINBA.

2. AIMIHICTPATOp CTAaBUTH 11111, IPUHMaE Ha pOOOTY, 3BUILHSE.
3. Bona He m100UTH MPAItOBATH 11T TUCKOM.

4. 51 3BUK 710 KaHIEISIPChKOi poOOTH.

5. KepiBHUK TOBUHEH OyTH KOMIIETEHTHHUM.

6. KepiBHUK 1IHOTO BIUTY — 1y>KE TAJTAHOBUTUI CIIELIATICT.
7.Ham notpiOHO HAWHITH HOBOTO CITy>KOOBIIS.

8. [laiiTe OroJyIoIIeHHS B ra3eTy.

9. Lleit MmeHemKEp 3 BEIMKHUM JIOCBIIOM.

10. Mu noBUHHI PO3IJISIHYTH JBa BUU XapaKTEPUCTUK.

11. Kananmatu Ha mocaay MOBUHHI HAJICIATH pPe3tOMe.
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12. Bu 3nHaiigere BCro iHGOpMaIIiio y BiIUT KaapiB.
13. 3BepHIThCS B ar€HTCTBO 10 HaliMYy.
14. Po6oToaBel TOBUHEH 3BEPHYTHCS B KOHCYJIbTALIMHY (QipMy.

Text 4
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.
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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, MiAMPUEMCTBO,
distribution — 30yT, po3mozmi,
benefit — Buroma, kopucTs,
entrepreneur — mianpueMens,
to gain profit — orpumMatu npuoOyTOK,
sole proprietorship (individual proprietorship, sole trader or sole proprietor) —
MPUBATHA BJIACHICTH (1HIUBIAyaIbHA BIACHICTh, 0JJHOOCIOHMH mianpuemers (POIT))
partnership — maptaepcTBO,
corporation — koprnopartis,
to run a business — Bectu 6i3Hec,
to be in sole charge — OyTu exuHUM BinMOBITATHEHUM,
to be liable for — 6ytu BiamoBinanEHUM 3a,
failure — ueBnaua,
advantage — mepeara,
disadvantage — nenouik,
red-tape — OropokpaTusMm,
to set up operations — nanamryBaTu poOOTYy,
in the event — B pasi,
to dissolve the business (to terminate the business) — mpunuHUTH HiSUTBHICTH
nianpuemcTpa (6i3Hec),
to pay a tax — miaTuTu NoAaToK,
to achieve success — T1OCATHYTH yCIIiXy,
retail business — po3apiOHa Toprieis,
service industry (business) — cepa o0ciTyroByBaHHs,
unlimited liability — HeoOMexeHa OpUAUYHA BiAIOBIATBHICTS,
to fail — 3a3naru HeBmaui, kpaxy,
to assume the debts — npuiimatn/OpaTu Ha cebe Gopru,
savings — 3a0IaKeHHS,
to borrow — no3uuary,
lack of continuity of the business — BiacyTHicTh Oe3nepepBHOCTI Oi3HECY.

TEXT STUDY
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Exercise 1. Find equivalents.

1. to be liable for smth. a. OJHOOCIOHA BJIACHICTH

2. a partnership b. 3aomamxenus

3. to dissolve the business C. OyTH BIAMOBiAAIBHUM 3a IIOCh
4. sole proprietorship d. NpUIUHUTH TiSUTBHICTH ITiA-Ba
5. retail business €. MapTHEPCTBO

6. red tape f. mnaTuTH mogaTKU

7. unlimited liability g. MaiicTepHs

8. the main advantage h. ronoBHa nepeBara

9. to achieve success I. HeOOMeKeHa BiMOBIAJIBHICTH
10. savings J. OrOpoKpaTH3M

11. to pay taxes K. mocsrtu ycmixy

12. repair shop |. po3apiOHa TOpTiBIIA

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 synonyms.

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.

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 proprietoris ... . 11. If a business fails ... . 12. The
second disadvantage of the sole proprietorship is ... .
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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?

. What are the major disadvantages of a sole proprietorship?

O NO O WDN B

Exercise 7. Translate into English.

1. € Tpu dbopmu opranizamii O6i13HeCYy: OJJHOOCIOHA BJIACHICTh, MAPTHEPCTBO Ta
KOpIiopartis.

2. Hait61np1m nommpenoro hopMoro opratizaiii 613Hecy € mpuBaTHa BIACHICTb.
3. OgHoociOHa BiacHICTh — 1€ Oi3HEC, KWW MiAMOPSIIKOBAaHUHN 1 MPOBATUTHCA
OJTH1€I0 0CO00I0.

4. 3a BUHATKOM NEBHUX JINEH31HA 1 BHECKIB, fKI MOXYTh BUMaraTu ypsJoBl
oprasi3aiiii, 61J1bIII€ )KOJTHOTO OIOPOKpATU3MY HE ICHYE.

5. '010BHUM HEMOJIIKOM OJJHOOCIOHOTO MIAMPUEMCTBA € HEOOMEKEHA IOPUIUYHA
BIITIOBIJAJILHICTb.

6. OCKibKY MATPUEMCTBO Ta BIIACHUK — Ta cama IpUANYHA 0c00a, BIACHUK HECe
B1IMOB1AaIBHICTh 32 (DiHAHCOBI 30UTKHU Ta OOPTHU MiANPUEMCTBA.

7. Slko 613Hec 3a3Hae Kpaxy, BIACHUK 0COOMCTO Oepe Ha cebe Bci 6opru.

8. IHIIMM He0JIIKOM MPUBATHOI BJIACHOCTI € 00OMeXeH1 (PiHaHCOB1 pecypcH.

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

23



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 1 guess I 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.

Ji You seem 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  Wait a moment. | believe I have to tell you about the risk involved.

Alice What do you mean?

Jim  First of all, the most important risk is that you have unlimited liability.
It means that you are responsible for all your business debts.

Alice So if the business fails, | have to declare personal bankruptcy,
don't 1?
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Jim  That's what | mean. You can lose your personal assets.

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

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

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

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

do your books yourself.

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

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

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

ACTIVE VOCABULARY
a piece of advice — nmopana.
| am thinking of starting my own business — I mymato npo Te, 11100 po3moyaT CBOO
CIIpaBy,
responsibility — BiamoBigaabHiCTh, 000B 30K,
to make decisions — npuiimMatu pirieHHs,
to control the profits — kouTpoIOBaTH PUOYTKH,
resolute — pimryuwuii,
to need a lawyer — maTu moTpeOy B HOpHUCTI,
it sounds encouraging — e HaguXae,
to consult partners - KoHCYIbTyBaTHCS 3 TAPTHEPAMH,
board of directors — pana nupekTopis,
to put policies into effect quickly — mBuIKO TOCSATHYTH XOPOIIUX PE3YIIBTATIB,
to hire — maiimary,
to fire — 3BUIBHSATH,
to decide on vacation, hours, salary, hiring and firing — BupimryBatu nuTaHHS
MOB’sI3aHl 3 BIAMYCTKOIO, TPHUBAIICTIO POOOYOro JHS, 3apIuiaToro, HAMOM 1
3BIJIbHEHHSAM,
to be responsible for all business debts — nectu BiamoBimaaBHICTH 3a BUPOOHMYI
oopru,
to declare personal bankruptcy — orosnocuts rpo ocobucre 6aHKPYTCTBO,
personal assets — ocobucTa BIacHICTb,
tax benefits — minpru om0 CTArHEHH NOAATKIB,
an accountant — Gyxranrep,
a book-keeper — 6yxranrep,
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to do books — Bectu Oyxranrepchkuii 00IiK.

VOCABULARY EXERCISES

Exercise 1. Transform the sentences according to the model.
Model: A book-keeper will do the books.

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

Exercise 2. Find English equivalents in the dialogue.

[TocmimaTu, no0pe KyXOBapuTH, MAI3HATUCH NpO OOOB’sA3KM Yy Oi3HECH,
pIlIyYyuM, YTBOPUTH 1 3YNUHUTU crpaBy (O13HEC), KOHCYJIbTYBaTHUCA 3 PaJiOIo

JUPEKTOPIB, BUPILNIYBAaTH NMUTAHHS IOB’sA3aHI 13 3apIUIaTOl0, MOB’S3aHUN PHU3UK,

3a3HaTU Kpaxy (HeBaadyi), BTPaTUTU OCOOUCTY BIJIACHICTb, OTPUMATH MUIBIU LIOJI0

CTSATHEHHSI TI0JIaTK1B, BECTH MOAATKHU, 0OTOBOPIOBATU CIIPABH.

Exercise 3. Answer the questions.

1. Are you thinking of starting your own business?
What business do you want to start?
How do we call the business if you go into it alone?

No ook W

will you fire them?

Who is going to make the decisions and control the profits in your business?
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?

How many employees are you going to hire for your business? In what cases

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.
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1. Meni notpibHa nmopaja.

2. 51 caM KOHTPOJIIOI0 MPUOYTOK CBOTO IIINIPHUEMCTRA.

3. k110 B1 X04eTe po3MOYaTH CBIM BIIACHUM O13HEC, 3BEPHITHCS J0 FOPHUCTA.

4, JIupeKkTop BUPIIIYy€e MUTAHHS 1010 HAWMY 1 3BIJIbHCHHS.

5. 51 60r0Cch MaTH IOBHY IOPUAWYHY BiMOBIAAIBHICTS.

6. 51 He BiAMOBiMarO 32 BUPOOHUY1 OOPTH.

7. Mani mianpueMcTBa MarOTh MIJIBIH MO0 CTATHEHHS MOIATKIB.

8. Xopomuii Oyxranrep 3M0Ke BECTH CIPaBy Kpaile HiXk BH.

9. Hamra komranis HaliHsU1a OyXrajaTtepa MUHYJIOTO MICSIIS.

10. Mu 30upaeMoch MBHUAKO JOCITHYTH XOPOIIUX Pe3yJIbTaTiB y IbOMY O13HECI.

Text5
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 — mapTHepcTBO, TOBAPUCTBO,
general partnership — ToBaprcTBO 3 HEOOMEKEHOO BiAMOBIIATBHICTIO,
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general partner — coinbHHWIA TApTHEp (SAKUKA HECe TOBHY IOPUAWYHY
BI/IMOBIAQBHICTB),

limited partnership — ToBapucTBO 3 00OMEKEHOIO BIAMOBIJATBHICTIO,
limited partner — mapTaep 0OMEKEHOIO IOPUAMYHOIO BiANIOBIIATBHICTIO,
law — (TyT) ropucnpyaeHiis,

accounting — OyxrantepchbKuii 00K,

insurance — ctpaxyBaHHS,

stockbrokerage — 6ip>xoBe MakepcTBO,

wholesaling — orrroBa TopriBIIA,

retailing — po3apiOHa Toprisi,

to be involved — O6patu y4actb, OyTH 3a1y4CHHUM,

to be legally responsible — 6yTu ropuuvHO BiAIOBIATHHIM.

TEXT STUDY

Exercise 1. Give the English equivalents for:

nepeOyBaTH y CHUIbHIN BJIACHOCTI; MOEAHYBATH PECYPCH; OTPUMYBATH NPUOYTOK;
npodeciitHa chepa; BUpOOHUIITBO; BOJIOAITH O13HECOM; AUTUTH NPUOYTKH 1 30UTKHU;
yopaBiaiHHS Oi3HeCOM; MpUMMAaTH PIIICHHS; OyTH BIJAMOBIIAJBHUM 3a IIOCh;
OJIHOOCIOHA BIJIACHICTH; OpaTH y4acTh B yNpaBlliHHI (PipMOI0; mepeBara 1 HeJOJiK;
OJIep>)KyBaTH TOJATKOBI MUIBTM BiJl YpsiAy; HEMOTOJKYBAaTUCh OJHUH 3 OJIHUM;
CIPUYMHATH KOH(IIIKTH B yIPABIIIHHI.

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.
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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.

1. What is a partnership?

2. In what professional fields are partnerships most common?

3. What is the most common form of a partnership?

4. What is a general partnership?

5. What is a limited partnership?

6. Limited partners are usually not involved in the management of the firm, are they?
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?
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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 | 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. | 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 — 3aiimaTrce unm-HeOy b,
to go into business — 3aiimarucs 6i3HecoM,
to get along well — nagnaTi onuH 3 oHUM (MaTH XOPOIII CTOCYHKH),
to attract customers — npuBaGIrOBaTH MOKYIIIIIB,
to make a right choice — 3poOuTH npaBuILHUI BHOID,
background — (Tyt) pobouwmii 10cBi,
to keep books — Bectu OyxranaTepchkuii 00K,

to run a risk — pusukyBaTH,
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to put an amount of money into business — BkiacTu cymy rpoiieii B 6i3Hec,

to combine resources — KoMOiHyBaTH pecypcH,

to contribute services, skills — pooutn BHECOK mociayraMu i HaBUYKaMu (HaJaaBaTh
MOCJIYTH 1 HABUYKH),

to distribute profits and losses — po3moainsaTi npuOyTKH i 30UTKH,

the subject becomes quite technical — me crae BXke cHpaBolO TEXHIKH.

VOCABULARY EXERCISES
Exercise 1. Answer the questions.
. What do you want to be busy with?
. Do you want to go into business alone or with a partner?
. With what partner do you get along well?
. Imagine you run a shop. What will you do to attract customers?
. Do you need to consult a lawyer to make a right choice when starting the business.
. What is your background?
. 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?
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Exercise 2. Translate into English.
1. 51 1 miii IpyT MOEAHAIN TAJIAHT 1 PECYPCH I OTPUMAHHS MPUOYTKY 1 CTBOPUIIH
TOBApPHUCTBO 3 HEOOMEKEHOIO BiAMOBIIATBbHICTIO MHHYJIOTO POKY.
2. Mu cnioniBaeMoch OyTH y 613HeCI IOBTUi Yac, TOMY JIUTUMO MPUOYTKH 1 30UTKH
MOPIBHY.
3. IMapTHepn 3 0OMEXEHOIO BIAMOBINATBHICTIO HE OEpyTh ydacTi B YIpaBiIiHHI
bipmoro.
4. 51 e 6010CH pU3UKYBaTH y Oi3HECI.
5. [TapTHEpcTBO Mae Garato mepesar.
6. [TapTHEPCTBO YAaCTO OTPUMYE MIJIBIH MO0 CTATHEHHS MOJATKIB B ypsiny.
7. Mu MaeMo0 XOpOIlll CTOCYHKH 3 TAPTHEPOM.
8. Hamre xade mpuBadtoe Bce Ouibiie 1 OUIbIIE KITIEHTIB.
9. 4 3po6uB nmpaBuibHUM BUOIp. Lls cipaBa nmpuHOCUTH 6arato npuOyTKIB.
10. Miii poOoumii JOCB1 OB’ sI3aHUM 3 OyXTalNTepChbKUM 00JIIKOM, a MOTO TOBapHILIA
3 ynpasiiHHsaM. [e gyxe mobpe nms Hac 000X.
11. Bu BkJ1anu OAHAKOBY CyMy Ipolieid y Banry kommnanito? — Hi, s 3poOuB BHECOK
CBOIMH MOCIyTaMH 1 HABUIKAMHU.
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12. SIxmmo mapTHEpW HE MOTOIKYIOTHCS OMH 3 OJHHM, 1€ TIPU3BE/e 10 KOH(IIIKTIB B
yIpaBJIiHHI.

Text 6

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 103BOJIOM,
headquarter — mra6-kBaptupa,
charter — marenr, craryr,
to obtain a charter — orpumaTu narenr,
to grant a charter — HajaTu maTeHT,
the number of shares of stock — kinbKicTh aKIlifi OCHOBHOT'O KaImiTany,
certificates of ownership — ¢cBifoLTBO PO BIACHICT,
shareholder/stockholder — akiionep, BacHUK aKirii,
to issue dividend/check — BugaBaTu nuBigeHIu/yeK,
educational, religious, charitable institutions — ocBitHi, peniriiini, OxaromiiHi
3akyaau (yCTaHOBH),
to incorporate — inkopriopyBatu, 00’ € IHyBaTHCA,
to issue stocks/ stock certificates — Bunyckaru axiii,
nonprofit — HenmpuOyTKOBHIA,
to reinvest — BkimagaTw 1ie pas,
city owned utilities — Micbki KOMyHAJIBHI i IIPUEMCTBA,
to acquire financial resources — 3n100yBatu (oTpuMyBaTH) (hiHAHCOBI peCypcH,
to attract a large amount of capital — 3amy4yaTn Benukmii kamirtain,
to offer high salaries — mpomonyBaTn BHCOKi 3ap00iTHI IJIaTH.

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.
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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. Abusiness __isan 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 stockholdersare  of the
corporation. 5. To attract grater _ the company issues . 6. Dividend
represents a portion of __ to shareholders. 7. Corporations have great capacity for
growthand . 8. The government taxes ____in addition to the taxes paid by
_____on their dividends.

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
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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

a. difficult and costly to organize.

b. the most numerous kind of business organization.

c. business with more than one owner.

d. mostly used by large business organizations.

2. One advantage of a partnership is that

a. adding partners bring in more capital to the business.

b. each partner is subject to unlimited liability.

. partners get along well together.

d. the business continues even if one partner dies.

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

b. can raise only limited capital.

c. is the most numerous form of business organization.

d. can sue or be sued, enter into contracts, and must pay taxes.
4. In a large corporation

a. stockholders run the company.

b. the board of directors owns the corporation.

c. ownership and management are separated.

d. there is no need to operate under a charter and bylaws.

(@)

Exercise 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.
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Exercise 7. Answer the following questions.

1. Is nearly 90 per cent of all business done by corporations?

2. What is a corporation?

3. What is necessary to form a corporation?

4. What does the charter state?

5. Does it specify the number of shares of stock?

6. What may a corporation issue?

7. What does a dividend represent?

8. What is the major advantage of the corporate form of ownership?
9. 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. Is 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.

(Kopnoparis ) is a company chartered by (mep>xaBoro) and owned by stockholders.
(Akmionepu) are represented by (pamoro jgupektopiB), and (HecyThb
BignoBimaneHicTh) fOor company actions and (6opru) only up to the amount each
stockholder (imBectyBaB). This feature is called (oOmexkeHOIO FOPUAMYHOIO
BignosinaneHicTiO). (ITepearoro) of the corporation is that it is relatively easy to
raise (dbinancoBuii kamitam). Transferring (Bmachocti) is also easy, since it
frequently means only (mpoxax axitii).

(Hemonmikamu) are that corporations are subject to special (ypsmoBoro
perymoBanns), 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.
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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?

ACTIVE VOCABULARY
| need some legal advice — meni moTpiOHa POpUANYHA ITOpaa,
to expand — posmproBatucs (Ipo BUPOOHUIITBO),
to follow a legal procedure — noTpuMyBaTHCS FOPHUIANIHOT POLICAYPH,
to apply for a corporate charter — mogaBaTu 3asBy Ha KOPIOPATUBHUI MMATEHT,
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to issue and sell stocks in exchange for investment capital — Bunyckaru Tta
MpoJIaBaTH aKilii B 0OMiH Ha BKJIaJIeHUH KamiTal,

to hold a meeting — npoBoauTu 360pH,

to elect a board of directors — ooupaTu pagy AMPEKTOPIB,

to adopt bylaws — npuiiMaT POpUAHYHI TOJTOKEHHS JJIS i AMPHEMCTB,

to choose the company's officers — obupatu agmiHiCTpaTHBHUX BUKOHABIIiB
KOMIMaHii,

to have a final authority — matu BupimansHe c10BO.

to supervise daily management — 3xilficHIOBaTH MIOJCHHE KEPIBHUIITBO,

to vote — rosnocyBaru.

annual meeting — mopiu#i 300pHu,

to have limited liability — maTtu oOMexxeHy IOpHIUYHY BilITOBINATBHICTS.

to own property — BoJIOJITH BJIACHICTIO.

t0 sue — nopyuryBaTu Cya0BY CIIPABY.

to be sued — mignsraTé cymoBoMy po3rismy.

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?
3. How often do the stockholders choose the company officers?
4. The stockholders have unlimited liability, don't they?
5. In what way can a corporation act?
6. What do you think about the possibilities of forming corporations in our
country?
7. In what spheres of industry is a corporate form of proprietorship the most
beneficial in our country?

Exercise 2. Translate into English.
1. Kopnopauis — 11e oprasizaiiis, CTBOpEHa 3 METOIO OJ€pP>KaHHS MPUOYTKY.
2. Kopnopaiis Mo)ke BHIOyCKaTd Ta NpoJaBaTH akuii B OOMIH Ha
BKJIAJEHUI KaIllTal.
3. Kopmnoparis mae Ourbllie MOXIUBOCTEH sl 3alydeHHs (HiHAHCOBUX
pecypciB, HIXK MapTHEPCTBO, Ta MOJKE MPOMOHYBATH BUIIY 3apOOITHY
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10.

njaty 1 B Takui crmoci0 mpuBaOIOBaTH TAJIaHOBUTHUX MEHEIKEPIB Ta
CIIEI1aJIICTIB.

Ji1st Toro, 100 CTBOPHUTH KOPIIOPAIio, HEOOXITHO 3BEPHYTHUCS 3a JO3BOJIOM Y TOM
HITAaT, /i€ MANPUEMCTBO MaTUME CBOIO IITA0-KBAPTHPY.

OcBiTHi, OnaroiifHi, pemniriiHli YCTaHOBH MOXYTh 00’ €IHYBaTHUCH.
[Toxi6Hi 3aknaau, sIK MPAaBUIIO, HE TPUHOCSATH MPUOYTKIB.

Sxmio kopriopartist mpruOyTKOBa, BOHA BUIA€ TTAKOBUKAM JHMBIJICHIN a00 YeK Ha
BI/IMIOBIIHY YaCTKy MPHOYTKY KOPIIOPAILLi.

L5t kopniopattist npuOyTKOoBa. BoHa Oyie po31mmproBaTHCh.

AKIIIOHEpH MalOTh BHpIIIAIbLHE CJOBO B YHpaBJIiHHI KOPIIOpAIli€lo,
aIMIHICTpAaTHBHI ~ BHKOHABIll  KOMIIaHIi  3AIACHIOIOTH  IIIOJICHHE
KEp1BHUIITBO.

BnacHuku akmiii npoBOASTH MIOPIYHI 300pu Ta BHOUPAIOTH paay
JTUPEKTOPIB.

Kopnopauis Mae npaBo NOpyHIyBaTH CYyAOBY CIHpaB Ta MiJIAraTu
CYy/ZI0BOMY PO3TJIANY.

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.

1. 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.
2.Complementary
management technical
skills.

3. Greater financial
resources.

1. Unlimited financial
liability.

2. Disagreements among
partners.

3. Lack of continuity.
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4. Employee incentive. 4. Complexity of
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.
6. Capacity for growth.

GRAMMAR EXERCISES
INDEFINITE TENSES

Exercise 1. Make the following sentences interrogative and negative using the

Present Indefinite Tense.
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. Her sister is a second-year student.
. He studies accounting.
. It often snows in November.
. Linda is a secretary in a large trade firm
. My cousin wants to become an accountant.
. This employee has a lot of work to do today.
. Helen does books very good.
. My background is accounting.
. Her partner often runs a risk.
10. She wants to invest a large amount of capital into this business.
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Exercise 2. Translate into English using the Present Indefinite Tense.
. JIKOH — OyXxranTep BeJIMKOi TOProBoi Gpipmu.
. BoHa yacTo Mae 3ycTpidi 3 IUTOBUMHU MAPTHEPAMH.
. 51 xo4y oziep>KaTH BUIILY OCBITY.
. Y HBOTO 3aBX]I1 6arato poOOTH.

1
2
3
4
5. MeHi He0OX1JTHO MPOKOHCYJIBTYBATUCS 3 FOPUCTOM.
6. [TapTHEpH BIAMOBIIAIOTH 32 BUPOOHHUYI OOpTH.

7. IlpuBaTHa BIACHICTh 3BUYAITHO MPUHOCUTH 0araTo MpuOyTKiB.
8. Iit monoGaeThes mpamroBaty y 1iit (ipmi.

9. Ileit marazuH npuBadIIO€E BCe OUIbIIE 1 OIS KITIEHTIB.

10. Momy He momoOaeThCs MpaLlOBaTh y CB1M BUXIAHUH IE€Hb.

Exercise 3. Make the following sentences interrogative and negative using the
Past Indefinite Tense.

. He gave me a good piece of advice.

. The employees worked very hard yesterday.

. The director wanted to fire his secretary.

. They declared personal bankruptcy last week.

. | was very busy yesterday.

. We got tax benefits from the government.

. Alex finished the school last year.

. She received a telegram from her foreign partner.
. As partners they were both liable.

10. They met three days ago.
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Exercise 4. Translate into English using the Past Indefinite Tense.
1. Bin x0TiB OyTH OyXraaTepom.
2. Koy i kynuB 1ei koMir rorep?
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3. Moi npy3i BUBUaIM HIMELBKY MOBY B IIKOJII.

4. 5l npuiimMaB pilieHHs 1 KOHTPOJIIOBAB MPUOYTKH CaMm.

5. lupekTop XOTiB HAWHSTH III€ OJTHOTO CITY>KOOBIIS.

6. Bonu oTpumaiu 3asiBy Ha KOPIOPATUBHUIM MATEHT MICSIb TOMY.
7. BiH cTaB 4JieHOM paau AUPEKTOPIB.

8. Koim it 6aumB #ioro octanHii pas?

9. AnminicTpaTop 11e He 6a4uB 3BIT PO MPUOYTKH.

10. Mu 3anpocuiy IX MAHYJIOTO THXKHS.

Exercise 5. Make the following sentences interrogative and negative using the
Future Indefinite Tense.

1. The meeting will be at eight o’clock.

2. We shall start our work after dinner.

3. A salesperson will sell the clothes.

4. | shall sell my business.

5. The foreign partner will finance the business.

6. The manager will consider all personal qualifications.
7. This boy will be a good worker.

8. The plane will take off in ten minutes.

9. Our friends will come to see us today.

10. They will tell us about it.

Exercise 6. Translate into English using the Future Indefinite Tense.
. Boan miaroryots ¢piHaHCOBHUH 3BIT B KiHIII MICSIIA.

. 3aBTpa norojia Oy e 4yo0Ba.

. Uepes micsis Mu noinemo g0 Bapinasu.

. Bignin xagpiB gonomMosxe T001 3HaTH HOBOT'O CITY>KOOBIISL.

. KepiBHUK He po3riisiHe BCl pe3toMe.

. 51 3BUKHY MpaloBaTH B 11 (ipMi.

. Yu Oyne 1 kopropaiiisi ipuOyTKOBOIO?

. AKITIOHEepHY TTPOBENYTh 300pU HACTYITHOTO MICSIISL.

. Bin He mpwuiine 3aBTpa, TOMY 110 BIH XBOPHH.
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10. Bu migeTe Ha KOHIIEPT BBEeUepi?

Exercise 7. Open the brackets using the verbs in the Present , Past or Future
Indefinite Tense.

1. His sister (to study) English every day. 2. Yesterday my father (not to read)
newspapers because he (to be) very busy. He (to read) newspapers tomorrow. 3.
When you (to leave) home for work every day? 4. Our football team (to win) many
games last year. 5. Both grown-ups and children (to be) fond of sports. 6. | (to send)
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a letter to my friend tomorrow. 7. What your brother (to do) tomorrow. 8. A week
ago they (not to know) what to think. 9. Last Tuesday he (to be) upset and (to have)
no idea what to do with this loss statement. 10. My friend (to go) to the library every
Wednesday. 11. You (to go) to the south next summer. 12. Personnel office (to
receive) resumes from prospective candidates. 13. She (to have) a good qualification
for the position: a college degree, good work experience. 14. This firm often (to
advertise) in different newspapers and magazines. 15. Tom is my partner. He (to put)
a big amount of money into business. 16. Every morning on the way to my office |
(to meet) my friends. 17. What you (to buy) at the shop tomorrow? 18. She always
(to get) along with all the customers. 19. You (to do) a balance sheet tomorrow? 20.
I (not to meet) with my business partner yesterday.

Exercise 8. Translate into English using the Present Indefinite, Past Indefinite
or Future Indefinite Tense.

1. Miii Opat — CTyA€HT APYTrOKYPCHUK.

2. CekpeTap BIANPABUTH JIUCTU 3aBTPA.

3. BoHa 3Hae gk npuBabuUTH 111e O1JIbIlIe TOKYTIIIIB.

4. Byopa Mu moj1anu 3asBy Ha KOPIOPATUBHUM MATEHT.

5.AKUIOHEpH € BJIAacCHUKaMU Kopropaiii. BoHH MaioTh BHpilIagbHE CIOBO B
YIPABIIHHI KOMIIAHIEIO.

6. Bid He miaXoauB IS I1€1 HOCAaH.

7. Mu He BKJIaJId OJHAKOBY CyMYy Tpoliieii B O13Hec.

8. S mymato, 1m0 Oyib-sKuit 613HEeC MOKe OyTH PU3UKOBAHUM.

9. SIx BU po3noniuTe NpUOYTKU 1 30UTKH y Bamomy Oi3HeCi?

10. CkinbKy IapTHEPIB y Bamomy Oi3HecCi?

CONTINUOUS TENSES

Exercise 1. Make the following sentences interrogative and negative using the
Present Continuous Tense.
1. 1 am doing the balance sheet now.
2. They are analyzing the firm’s financial condition.
3. The secretary is speaking over the telephone now.
4. It is snowing now.
5. This company is still expanding.
6. We are going to hire some new employees.
7. He is controlling the profits in our firm.
8. I am hurrying to the business appointment.
43



9. He is helping me now.
10. They are discussing business debts.

Exercise 2. Translate into English using the Present Continuous Tense.
1. ITo 3apa3 pobuts Jlinga? — Bona Hajmcunae eneKTpOHHY MOIITY.
2. BoHu OroBOpIOIOTH iXHi IJIaHU Ha MAaHOYTHE.

3. Bona He Bene OyXrantepchKy 3BITHICTb.

4. 5 mymato npo Te, 100 po3MnoyaTy CBOIO BIACHY CIPaBy.

5. Mu 36upaeMoCh HaHATH JOCBITYECHOTO IOPUCTA.

6. Bam 6i3Hec OTpuMYy€ TJIBIH 11010 CTATHEHHS MOJIaTKIB.

7. Miii 6pat 30Mpa€eThCsl BKJIACTH CBOI POl y IPUBaTHE Kade.

8. llomr ine? — Hi, nomry He Mae, ajie mMe CUIIbHUH BITEP.

9. XT0 po3MoBIIsi€ 3apa3 1o Tenaehony?

10. Bonn noaroTe 3asBy Ha KOPIIOPATUBHUM MATEHT 3apas.

Exercise 3. Make the following sentences interrogative and negative using the
Past Continuous Tense.

1. 1 was listening to their conversation.

2. They were talking about our profits.

3. We were discussing this problem all day long.

4. They were drinking coffee when the manager came in.

5. The director was discussing business matters with foreign partners.

6. Linda was having lunch at 2 o’clock.

7. The workers were receiving their salary after work.

8. Nick was preparing the balance sheet the whole day.

9. I was consulting a lawyer from 3 till 5 yesterday.

10. The secretary was reading all telegrams at 10 o’clock in the morning.

Exercise 4. Translate into English using the Past Continuous Tense.
. Mu 6aunnu ii Buopa. BoHa mpairroBasia 1inauii Bedip.

. Bin moBepTaBcs 3 po6oTH JIy’Xe Mi3HO BYOPA.

. 51 roBopuiia o tenedoHy, KOJIU 3alIlI0B KEPIBHUK.

. BoHu 30upanucek oroiocuTé npo BIacHe OAHKPYTCTBO.

. Jlinga yuTana 1 JOKyMEHTHU LUIUHA Bedip.

. BiH kepyBaB KOpHopali€o NpoTsIroM ABOX MUHYJIUX MICAIIIB.

. AKI1loHepY BUOMpaIM HOBY pajly IUPEKTOPIB MPOTITOM JABOX T'OJIMH.
. Mu He 1HBecTyBaJIHU Ipolli B Liei Oi3HEC.

O 00 3 N L & W N —

. Hamr GyxranTep migpaxoByBaB aKTHBH 1 IACUBH [103aBYOPA.
10. XTo mpairroBaB 3a UM KOMIT FOTEPOM O 2 TOUH1?
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Exercise 5. Make the following sentences interrogative and negative using the
Future Continuous Tense.

1. She will be having dinner at 4 o’clock tomorrow.

2. They will be having an appointment after lunch.

3. I shall be buying a new equipment for this office.

4. We shall be making loans in this commercial bank.

5. The partners will be discussing the delivery at 3 o’clock tomorrow.
6. | shall be exchanging currency at this foreign exchange department.
7. You will be meeting him every day.

8. The secretary will be sending e-mail correspondence after lunch.

9. I shall be typing the answers for the letters at 11 o’clock.

10. Helen will be working in this office for a long time.

Exercise 6. Translate into English using the Future Continuous Tense.
. Bin Oyze nparroBaTu Ay»e HamoJIETJIMBO HAJI €0 MTPOOIEMOTO.

. Mu He GyieMo BKJIa/laTy BEJIUKY CyMYy I'pOILEH B 11O CIIPaBy.

. ByayTh BOHM IPOBOAUTH XOpOIIly pEKJIaMHy KOMIIaH1t0?

. 51 HallMaTUMYy 1I€ OJTHOTO HOBOT'O CITY>KOOBIISI.

. Tm momaBatumen 3asBy Ha MATEHT?

. BoHH nocimiKyBaTUMyTh CIPUSATIMBI PUHKOBI YMOBH.

. baHku BUITyCKaTUMYTh HOBI aKpEIMTUBH 1 PEKOMEHIOBaH1 JIUCTH.

. 51 He OpaTUMYy MO3UKHU B IIbOMY OaHKY.

O 00 3 N D B W N —

. CexpeTtap miarorye BCi JOKYMEHTH BYACHO.
10. Mu oGroBoproBaTUMEMO 1110 I1ikaBy iH(opmMartito o 10 roauHi.

Exercise 7. Open the brackets using the verbs in the Present, Past or Future
Continuous Tense.

1. His father (not to watch) TV at the moment. He (to sleep) because he is tired after
hard working day. 2. What this woman (to do) now? — She (to do) books. 3. I (to do)
my homework from 5 till 6 o’clock yesterday. 4. My sister is fond of reading. She
(to read) the whole evening yesterday, and now she (to read) again. 5. They (to
discuss) these business matters at 2 o’clock tomorrow. 6. I (not to speak) with him
at 10 o’clock yesterday because he was busy. 7. What this manager (to do) at 9
o’clock tomorrow? 8. When I (to go) to work the day before yesterday, I met my
colleagues. 9. We (to send) these merchandise from 4 till 7 tomorrow. 10. They (to
play) computer games the whole evening yesterday. 11. When | came into the office,
all employees (to wait) for me. 12. The secretary (to have) lunch at the office’s

canteen at 12 o’clock tomorrow. 13. The foreman (to fire) his immediate
45



subordinate. 14. Don’t talk to me, please, I (to work) with annual report. 15. The
Board of Director’s (to choose) the companies officers now. 16. The employees (to
vote) at the meeting at 4 o’clock tomorrow. 17. The head of department (to wait)
for my report now. 18. When my sister phoned me yesterday, I (to type) answers for
the letters. 19. The applicants for this position (to evaluate) through interviews after
lunch break tomorrow. 20. I (to consult) a lawyer now.

Exercise 8. Translate into English using the Present Continuous, the Past
Continuous or the Future Continuous Tense.

. Mu 06roBoproBaTUMEMO TPHUBAJIICTh pOOOUYOTO JHS O 2 TOAMHI 3aBTpa.
. 51 30upatrock 3aiimMaTuCh O13HECOM cama.

. Bin He pu3ukyBaTuMe, MO0 TOCATHYTH BEJIMKUX MPUOYTKIB.

. SIx Tn cebe nmouyBaem? — S qy’ke BTOMJIEHUH MICH L€l 3ycTpiyl.

. Mu 30upaemoch OyTH 3araJlbHUIMU apTHEPAMH.

. 51 macnuBUiA, KOJIX JOTIOMAraro JIOSM.

. BoHU He po3nOoLIsIN BUTPATH PIBHOMIPHO.

. KepiBHuK BiAiny IyKae KaHauaaTa Ha 110 TOCay B TJaHUM MOMEHT.

. Mu niepeBipuMoO 3BIT PO MPUOYTKH O 9 roAuHI 3aBTpa.

O 00 13 N D B W N —

10. Jle man bpayn? — BiH po3MOBIIsi€ 13 CBOIM KEPIBHUKOM.

PERFECT TENSES

Exercise 1. Make the following sentences interrogative and negative using the
Present Perfect Tense.

1. We have already paid the loan.

2. The manager has just solved all problems.

3. I have bought the stock certificates of this company.

4. She has made a right decision.

5. The partners have applied for a corporate charter.

6. The head of department has already found a suitable employee.
7. They have hired an experienced accountant.

8. Up to now she has advertised in the local newspaper.

9. I have known this man for a long time.

10. He has worked at this private firm for five years already.

Exercise 2. Translate into English using the Present Perfect Tense.
1. Hapemmti mu 3akigumniu po6oty. Tenep Mu MOKEMO BiATIOUUTH.
2. BiH 11e He MOBEpHYBCS 3 AIOBOT 3yCTpiyi.
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3. Mu Bxxe 00roBOpHIIM NIEpeBary 1 HeJIOMIKU MapTHEPCTBA.

4. KepiBHUK BIJ1Ty IOWHO HAaWHSB HOBOTO IpalliBHUKA.

5. AKIIIOHEpH IIe He TIPOBEJIHU IIOPIYHI 300pH.

6. Bona npairioe cekpeTapeM MpoTsAroM JIECsTH POKIB.

7. Tu xonu-HeOy b MpaIoBaB MiJ THCKOM?

8. 5l HemomaBHO MIATOTyBaja 1k (piHAHCOBUH 3BIT.

9. CKiNbKH B OfIepKallv 3 BiIpaxyBaHHIM?

10. ByxranTepchkuii BiIIiT BXK€ 371aB 3BIT PO MPUOYTKH 1 30UTKH.

Exercise 3. Make the following sentences interrogative and negative using the
Past Perfect Tense.

1. They had been in the office by 6 o’clock.

2. We had discussed the report by 4 o’clock in the afternoon.

3. The students had translated the text before the bell rang.

4. Peter had studied English before he had entered the polytechnic institute.

5. The book-keeper had prepared the financial statement by the end of the month.
6. They had passed the balance sheet and profit and loss statements by the end of the
fiscal year.

7. She had made these specialized calculations by that time.

8. These companies had incorporated by the end of the month.

9. He had measured the activity of a business.

10. Mr. Johns had run this corporation by the end of this year.

Exercise 4. Translate into English using the Past Perfect Tense.

1. Mu Oynu Ha 1iux 300pax 10 Beuopa.

2. Bin moaskyBaB MeHi 3a Te, 110 5 JOTIOMIT HOMY 3 0aJlaHCOBUM 3BITOM.
3. IlpaiiBHUKK BUPILIUAIW OaraTo mpooiaemM A0 KiHLS JTHSL.

4. 5l Oyna myxe 3aifHsTa 0 00111y .

5. BiH He moBepHYB MO3UKY A0 KIHIS BKa3aHOTO TEPMIHY.

6. BoHu migHsAIHM 1IHY HA 1IeH TOBap /10 KIHIIS THXKHA.

7. IlpariBHUKY TTOBEPHYIHCS B 0dic A0 KIHII 001THHOT IEPEPBH.

8. XT0 3 MO3WYAIbHUKIB HE TIOBEPHYB OOPT 710 KIHIIS MiCSIIs?

9. [le BiH MIT OOMIHATH T'pOIIi 10 6 TOAWHU?

10. FOpuct gaB MeH1 IIHHY MOpaAy 0 TOTO SIK sl IOMPOCHUB HOT0 Mpo I1€.

Exercise 5. Make the following sentences interrogative and negative using the
Future Perfect Tense.
1. Mrs Smith will have signed all papers by 5 o’clock.

2. The secretary will have prepared all documents by the meeting.
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3. I shall have made the decision by the end of the day.

4. He will have chartered this firm by the end of this month.

5. We shall have received these merchandise before the controller comes.

6. They will have declared personal bankruptcy before their business fails
completely.

7. All applicants will have evaluated through the interviews by the end of the day.
8. My friend will have bought the stocks of this company before his competitor does
it.

9. By this time you will have got your salary.

10. He will have been a vice-president of this company before he retires.

Exercise 6. Translate into English using the Future Perfect Tense.

. Bona 3ycTpine generaiiito 10 9 roguHu.

. 51 BrIeBHEHUIA, 1110 MU HE OTPUMAEMO HOTO JOMOBIIAHL A0 TOTO Yacy.

. Bonu 3akiHyaTh 1110 poOOTY, 0 TOTO SIK IOBEPHETHCS IXHIA MEHEIKED.

. CexpeTap BiANPaBUTH BCIO TOIITY 10 O01Ty.

. Mu iHBECTY€EMO TPOIIIi B 10 KOMITAHIIO JIO KIHIIS THXKHS.

. AKITlOHEepU HE BUOEPYTh paay AUPEKTOPIB /10 KIHIA IUX 300piB.

. [TapTHEepu He MOATYTh 3asiBY HA KOPIIOPATUBHUM MATEHT J0 KIHIIS JTHS.

. Byxrantep miarorye 3BiT npo npuOyTKU A0 TOTO K MO0 MOMPOCATH MPO LIE.

O© 00 3 N i & W N —

. Bin 3aitmaTumMe nocanay Bille-lIpe3uICHTa JI0 HACTYITHOTO POKY.
10. Yu KynuTh XTO-HEOY/Ib 1110 KOMITaHIIO JI0 TOTO SIK BOHA 30aHKPYTYyeE?

Exercise 7. Open the brackets using the verbs in the Present, Past or Future
Perfect Tense.

1. We just (to talk) about your proposition. 2. She (not to vote) yet. 3. He thought
that he (to lose) them. 4. On my way to work | remembered that | (to leave) my
report at home. 5. When | come home tomorrow, my family (to have) supper. 6.
How many pages you (to type) by 5 0’clock tomorrow? 7. They just (to give) you a
pay rise? 8. My cousin is looking for a job, but he (not to find) something suitable
for her yet. 9. All my friends were glad to hear that | (to get) a good position in this
company. 10. Suddenly the secretary remembered that she (not to ring) Mr Brown
up. 11. He didn’t tell me that he (to receive) a telegram from her. 12. The manager
(to discuss) the problem with a lot of his subordinates before he makes a decision.
13. | understood that she (not to read) my letter. 14. It’s all right; she just (to find)
the way out of the situation. 15. He asked me if | (to prepare) profit and loss
statement. 16. This man spoke a language we never (to hear) before. 17. He told us
that they (to spend) all the money. 18. They (to have) a good promotional campaign
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by the end of this week. 19. Nick thought that his father (not yet to come) home. 20.
Yesterday | found out a mistake which | (to make) in my income statement.

Exercise 8. Translate into English using the Present Perfect, the Past Perfect or
the Future Perfect Tense.

1. HemoxaBHO pasia AMPEKTOPiB MPU3HAYMIIA HOBOTO KEPIBHUKA.

2. Bin oTpuMaB Tenerpamy A0 6 TOJUHHU BUOPA.

3. Bonu 1ie He 3BUIBHHIIIN I[LOTO CITYKOOBIIS.

4. byxrantepcbKui BiIIUI HE MATOTYE BC1 3BITU JI0 KIHIIS pOOOYOTro JHS.

5. Mu BKe 3aKIHYWIH [IEPErOBOPH 3 HATUMU KPEAUTOPAMU 1 IHBECTOpPaMHU.

6. XTO MepeBIpUTh aKTHUB 1 ITACKB KOMIIaHi1 y ()iIHAHCOBUX 3BITaX JI0 TOTO SIK IPUIIE
MeHeKep?

7. Bin OyB mnpuUBLICHOBAaHUM KJIIEHTOM LBOro OaHKy NOKM Horo Oi3Hec OyB
YCIIIITHUAM.

8. JIo 1poro yacy BOHM Maju XOpOLIl CTOCYHKH.

9. Miii 6pat 3po6uB Kap’epy y OaHKIBCHKIiH cripaBi, KoJid Homy Oyiio 26.

10. Hamma kommaHist BJke 3airydniia 6arato iHO3eMHUX 1HBECTHUIIIH.

PERFECT — CONTINUOUS TENSES

Exercise 1. Make the following sentences interrogative and negative using the
Present Perfect Continuous Tense.

. They have been waiting for the director since 2 o’clock.

. My father has been working in this private firm since 2001.

. The students have been translating the text for an hour and half.

. It has been raining since morning.

. He has been working for five hours without any rest.

. They have been discussing the delivery for two hours already.

. We have been electing the new Board of Directors since 10 o’clock.

. These companies have been incorporating since their foundation.

. The employer has been setting objectives for his employees for an hour already.
10. I have been advertising in the local newspaper for two weeks.

Exercise 2. Translate into English using the Present Perfect Continuous Tense.
1. Mukona 3aKkiHUMB KOJIE[UK 2 pOKM TOMY. 3 TOTO 4Yacy BiH HABYAEThCS B

O© 00 3O O &~ W N —

MOJIITEXHIYHOMY YHIBEPCHUTETI.
2. Miit apyr 3Ha€ aHITHCHKY MOBY 3 TUTUHCTBA.
3. 3 axoro yacy #oro 6aThbKO MpaIfoe KEPIBHUKOM BLALTY 30yTy y L1l dipmi?
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4. Mukona 3aKiHYMB KOJEIX TPU POKY TOMY. 3 TOrO 4acy BIH HABYAETHCS B
YHIBEPCHUTETI.

5. byxranrep nyxe 3aiiHsaTa 3apa3. BoHa ckiiagae 3BIT Ipo NpUOYTKH 1 30MTKHU BXKE
JIPYTUN 1EHb.

6. AKuioHepy BUOMPAIOTH pajay AUPEKTOPIB 3 PAHKY.

7. BoHa mpairioe HaJi piuYHAM 3BITOM BXKE JIOBIHI Yac.

8. 41 Bxke nBaalATh XBUJIMH HAMAraroCh 3HaUTHU MaKUCTpA.

9. PoGoTonaBens Bxke ABAIISATh XBUIUH CIUIKYETHCS 3 KaHAMIaTaMU Ha 1MOCany.
10. Miii Opat Bxe J1Ba POKH MPALIOE€ TOPrOBUM MEHEIKEPOM.

Exercise 3. Make the following sentences interrogative and negative using the
Past Perfect Continuous Tense.

1. We had been waiting for the secretary at her office for fifteen minutes when she
came.

2. They had been working at this report for the whole day by that time.

3. He had been investing a large amount of capital into this business for two years
already.

4. | had been talking with my friend when the administrator came.

5. Linda had been speaking over the telephone for twenty minutes already.

6. They had been discussing this proposition for the long time.

7. She had been consulting her partner when the chief manager came.

8. The secretary had been sending the correspondence for an hour and a half.

9. The stockholders had been voting at the meeting for twenty minutes when the vice
president came in.

10. The foreman had been setting objectives for the whole morning.

Exercise 4 .Translate into English using the Past Perfect Continuous Tense.

1. Konu 51 yBiiilIOB 10 3aiy 3aci/iaHb, BOHU ByK€ OOTOBOPIOBAIM KaHAUAATYPH Ha
pany nupekTopiB. J[o IbOro Yacy BOHH 1€ HE 3aKIHYMJIM OOTOBOPEHHS.

2. Komu Ousbra 3akiHunia yHIBEPCUTET, ii cecTpa BKE 5 POKIB mpairoBajia y I
bipmi.

3. Moro msapKo 3aJMIIKB T IPUEMCTBO, Ha IKOMY BiH TpomnpaioBas 20 pOKiB.

4. Buopa s onepkaB ymcta. S yekaB I[bOTO JIUCTA 3 THIKHI.

5. o poro yacy BiH npariroBaB Haj ()IHAHCOBUM 3BITOM BIKE ITiB JHS.

6. Konmu mu Buiinum 3 oicy, Hios goml. Bin HIIOB yke roAuHYy.

7. BoHU MIATOTOBIISIIN BIAOMOCTI, KOJIM 3aHIIIOB (PIHAHCOBUI MEHEKEp.

8. Mu 006roBoproBaji MUTAHHS OB’ 3aH] 13 JIOCTABKOIO BKE MIBTOPH T'OJIMHH.

9. [TixmpuemIli CTBOPIOBAIIH IF0 KOPIOPAIIIFO BXKE TOBIHIA Uac.
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10. Ham aupektop mrykaB XOpouioro Oyxranrepa, Koiau oMy 3arenedoHyBaid 3
areHTCTBa [0 HalMYy.

THE PASSIVE VOICE

Exercise 1. Change the following sentences from the Active into the Passive
Voice.

1. We shall invite him to take part in the meeting. 2. We have been looking for you
the whole morning. 3. They have already discussed his firing. 4. We are advertising
good merchandise now. 5. They offered her some interesting work. 6. The foreman
insists on strict discipline. 7. Has the secretary typed the letters? — No, she is typing
them now. 8. I don’t think we shall finish the balance sheet tomorrow. 9. She
introduced me to her business partner. 10. Someone wants you on the phone. 11. We
discussed the matter two days ago. 12. They have recently built a huge supermarket
in our town. 13. The administrator examined the paper attentively. 14. We must
finish the work by tomorrow. 15. They speak much about their salary. 16. The
accounting department will turn in the report tomorrow. 17. My friend holds a
position of sales manager. 18. The partners have applied for a corporate charter. 19.
We are investing a large amount of capital into this business. 20. She supervises
daily management in this company.

Exercise 2. Open the brackets using the correct form in the Passive Voice.

1. The letter (to post) in a half of an hour. 2. By whom this income statement (to
make)? 3. This book (to write) many years ago, but it is still (to read) with great
interest. 4. What factory (to show) to the foreign delegation tomorrow? 5. This shop
(to visit) by many clients. 6. These facts (not to mention) in his report. 7. You (to
pay) for this work tomorrow. 8. | (not to say) that he (to fire) yesterday. 9. | think
that your plan (not to object) to by our clients. 10. These questions (not to raise) at
tomorrow’s meeting. 11. The company officers (to chose) by the board of directors.
12. The telegram (not to deliver) by 2 o’clock. 13. These documents just (to sign) by
the executive. 14. He was sure that his mistake never (to discover) by the manager.
15. When she returned, the subject of the conversation already (to change). 16. When
| was a worker at this enterprise, this work still (to do) by hand. 17. Just this very
question (to discuss) when I joined in the conversation. 18. I wasn’t surprise that he
(to listen to) with such interest. 19. | hope the invitation (to accept) by everybody.
20. The young man (to introduce) a few minutes ago, but it seems to me that he was
suitable for this position.
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Exercise 3. Translate into English using the Passive Voice.

1. Bac Bcix 30epyTh y 3aJ1i 1 po3KakyTh PO 3MIHM B YIIPaBJIiHHI KOMMaHi€. 2. 3a
JUPEKTOPOM yiKe Mociany. 3auekaiite Tpoxu. 3. Lli nuctu nepernsnyTi. IxX MoxHa
BiJIIIpaBisTH. 4. Y ci Ballll Ipomno3uilii 0yIyTh pO3IJIIHYTI Ha 300pax. 5. banancoBuit
3BIT OyJIO MIATOTOBJIEHO IyXK€ J00pe 1 BUacHO. 6. MeHe BimpeKOMeHAyBaId il
MeHeKepy Buopa. 7. He xBuimoiics, HoMy JOMOMOXKYTh KoJieTH 1o po6oTi. 8. Llei
MarasiH IMOCTilHO mpuBabmoe GaraTo Tmokymmis. 9. HMoro rpomi imBecTyBamu y
Hepyxomicte. 10. Pagy mupexkropiB BuOpamu g0 o6imy. 11. Ile nuranHs
0o0roBoproeThcsi Ha 300pax 3apa3. 12. CKUIBKM KPEAWTIB BIAKPUIN Y I[LOMY
KOMepIiitHoMy OaHKy A0 KiHIS poOGodoro aHsA? 13. Benuka KUIBKICTH TOBapy
BUIYCKA€EThCS JIpIOHUMKM BHpoOHWMKaMu. 14. PeknamHa kammaHis IIMX TOBapiB
po3nouHeTbest 3aBTpa. 15. [IpeacraBHukM 1HO3eMHOI Aenerariii Oyau 3a70BOJICHI
poOoToro Hamoi koMmadii. 16. KepiBHuk OyB 3AMBOBaHUI BUTpATAMU 32 MUHYJIUN
Micalb. 17. 30opu TpuBanu Bxke Tpu roauHu. 18. Xto mie He nmporoiocyBas? 19.
[TpuOyTkH 1 30MTKM L1 HapTHEpU po3noAutnian mnopiBHo. 20. Binmosine Oyze
BIJIIIpaBJICHA Yepe3 KUIbKa JHIB.

Exercise 4. Memorize the following proverbs. Translate them into Ukrainian.
1. Rome wasn’t built in a day. 2. Old birds are not caught with chaff. 3. What is
done cannot be undone. 4. Don’t count your chickens before they are hatched. 5.
A tree is known by its fruit. 6. The devil is not so black as he is painted.

SEQUENCE OF TENSES

Exercise 1. Open the brackets using the correct form of the verb.

1. I knew that my colleagues (to wait) for me and I decided to hurry. 2. I didn’t know
that you already (to pass) profit and loss statement. 3. He says that he (to know)
about the responsibilities of going into business. 4. She asked me whether | (to
remember) about the meeting. 5. The delegates were told that the manager just (to
go) out and (to be) back in ten minutes. 6. | was sure that the secretary (to post) the
letters. 7. The director thought that I (finish) my work at that time. 8. She asked me
how many employees | (to go) to hire. 9. We thought that he (to declare) personal
bankruptcy. 10. He says that his father (to work) as a sales manager. 11. | think that
you (cope) with this report in time. 12. She said that she (to work) under pressure.
13. The book-keeper said that the balance sheet and profit and loss statement (to be)
ready. 14. | thought you (can) explain the big difference between gross pay and net
pay. 15. We knew she (to be) very busy, she (to total) accounts. 16. My friend asked
if I (to be) familiar with the organizational chart of the company. 17. | asked them if
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they (to go) into this business by themselves. 18. The administrator found that she
(to leave) work at 4 o’clock that day. 19. She says she already (to apply) for a
corporate charter. 20. Steve asked if that corporation (to have) limited liability.

Exercise 2. Translate into English using the rules of the Sequence of Tenses.

1. Cekperap He MOMITHB, 1110 AUPEKTOP 3 KUMOCH pO3MOBJIsie. 2. BoHa ckazana, 1o
il KOoJIeTH 3aBXIW NaloTh 1M 4yA0Bi mopaau. 3. MeHemxep He OyB BIIEBHEHUH, 110
3HaiIe BUpieHHs 1€l mpobiemu. 4. BiH cka3aB, 10 HE 3HA€ KOJHM MMOYHETHCS
KoHpepeHIis. 5. Bona Oyna BiieBHeHa, 1110 1151 CTpaBa MpUHece ik 6arato npuOyTKiB.
6. Miii mapTHep ckasaB, IO XO4Y€ MPOKOHCYJIbTYBaTHCS 3 IopuctoMm. 7. BoHa
CKazayia, 10 He 30UpaeTbcsi HaWMartu OyxranTepa, TOMY IO MOXE BECTH
OyxranTepchkuid 00K cama. 8. Maiictep 3amuTaB MEHE, CKUTBKHU 5 OJIEPKYI0 0e3
BIIpaxyHKiB. 9. JlupekTop 3amurtaB, 4u i poOOYMI [OCBIJ TNOB'S3aHUN 3
MeHemkMeHToM. 10. Bin OyB BHEBHEHHUM, 110 S OJEpXKy mocaay (hiHAaHCOBOIO
MeHepKepa B 11 koMmmadii. 11. MeHe 3anuTanu, 4d s HE XO4y BKJIACTH T'pOIII B
HepyxomicTh. 12. JlkeWH 3amurana, 4u ypsAoBI Kopropaiii npuOyTKOBI 1
BUITYCKAIOTh akiii. 13. BoHu ckaszaiu, o Bxke BUOpaiu paay TUPEKTOPIB HA LUX
300pax. 14. 51 He 3Hana, 4 AUPEKTOP MEPETISTHYB BCl XapaKTEPUCTUKU 1 BUOPAB
KaHauaaTa Ha mocanay. 15. Mu 3HaeMo, 110 Halll Mara3uH MpUBaOJIIOBATUME BCE
OinbIe 1 O11bIIe KITi€HTIB. 16. Bin He OyB BIIEBHEHM, 1110 11€i1 OaHK A€ MO3UKH M1
HU3bKI BIACOTKU. 17. BoHa npuiryckara, 1o Bcsi HEpyXOMICTb SIBJISIETHCS BJIACHICTIO
kopriopaiyi. 18. IlpamiBHuku aymanu, mo naH bpayn Oyzae Bille-ipe3uIEHTOM
komriadii. 19. S cnoniBarock, 1o ckopo oTpumaro miasuiieHHs. 20. Bona ckazana,
10 KOpIopailisi Ma€e OUTbIIE MOKIUBOCTEHN i 3aiy4eHHs (JiIHAHCOBUX PECYPCIB,
HIK TTApPTHEPCTBO.

INDIRECT SPEECH

Exercise 1. Change the following sentences from direct into indirect speech.

1. The secretary said, “I have just received the letter from our foreign partner.” 2.
The manager said, “We shall discuss this subject at the tomorrow’s meeting.” 3.
“Have you done this sort of work before?” said his new employee. 4. “How long
have you been working at that office?”, said the director. 5. She replied, “I shall
come with you as soon as [ am ready.” 6. He says, “I don’t even know such problem
exist.” 7. They suppose, “The new product will not be so expensive.” 8. He said, “I
shall get a long-term credit in this bank.” 9. She said, “I’m afraid I can’t be able to
prepare the balance sheet in time.” 10. He said, “The price doesn’t include the cost
of packing.” 11. John told me, “l am enjoying my new job.” 12. He said to the
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secretary, “Bring me the letters we received this morning.” 13. Bob says, “I can
come in the morning.” 14. “Please help me with this work, Henry,” said Robert. 15.
“Explain to me how to solve this problem,” said my friend to me. 16. He said to his
foreman, “I shall not come to work till Monday because I am ill.” 17. “If Mr Johns
comes, invite him to my cabinet immediately,” said the director. 18. She asked me,
“What will you do tomorrow if you are not busy at your office?”” 19. He asked me,
“Did you send them a telegram yesterday?” 20. The administrator said, “Nothing
will change my decision to fire him.”

Exercise 2. Translate the following sentences into English.

1. Bin cka3zaB: «S moBuHeH 3poouTH 10 poOoTy cam.» 2. Onena kaxe: «Ham
MarasuH HalKpaiuii, Horo BiABiAye OaraTo mokymiiB.» 3. BoHu 3amurtanu MeHe:
«Homy T Taka 3acmyueHa?» 4. Miii kepiBHUK 3anuTaB: «II0ACHITH, YOMY BH TaK
NI3HO NpUUALLIM Ha poOoTy?» 5. BoHu ckazamu: «Mu Be mojanu 3asBy Ha
KOpHOpaTUBHUIA mnaTteHT.» 6. Jlupekrop ckaszaB: «S TOBHICTIO 3aJ0BOJEHUMN
pe3ynbraTaMu Baioi poOoTu.» 7. Mos kojera ckaszana: «f He BIEBHEHa , L0 L0
poboty Oyne 3pobieHo BYacHO.» 8. JIMpEeKTop MOMpOCUB ceKpeTaps: «3ampociTh
HACTYITHOTO KaHJuaara Ha ciiBoeciny.» 9. Bonu 3anurtanu: «Homy s BiAMOBHIIACH
B1JI Takoi 11kaBoi npomno3uilii.» 10. S 3anuTana ii: «Moxen TM MEeH1 JOOMOTTH 3
uuMmu 3BiTamMu?» 11. Bonu ckazanu: « Ty Mokell oTpuMaTu JOBrOCTPOKOBY MO3UKY
B IbOMY OaHKy.» 12. Bona 3anurana: «fka HaiiO11p11 nomupeHa (popma oprasizanii
0i3Hecy?» 13. Miii mapTHep cka3aB: «S He 3HaB, IO TOJOBHUM HEHOJIKOM
MPUBATHOI BJIACHOCTI € HEOOMEKEeHa IOpUINYHA BIMOBIIATBHICTE.» 14. JlupexTop
3aMmuTaB CeKpeTaps: «XTo TenaedoHyBaB MeH1 ChOToAHI?» 15. OneHa noikaBuiIach:
«Tu 30upaemnics 3aiimaTuch 013HECOM caMa 4M IIyKaTy naptaepa?» 16. Bin kaxe:
«S1 BUIKO 3HAXOKY CIIBHY MOBY 3 JIFOAbMU.» 17. MaiicTep 3anurtaB: «XTo MOXKe
3IMIIUTUCH MOMpaIoBaTu MoHaaAHOpMOBO?» 18. Bona monpocuna: «JlonoMoxiTeh
MEHI 13 3BITOM MpoO MpUOYTKH 1 30uTku.» 19. Miii mapTHep ckazaB: «S 30uparoCch
NO3WYUTH BeIUKy cymy rpomei.» 20. Bin kaxe: «baHku MOXYTb BUIIyCKaTH
aKpeIUTUBYU 1 pPEKOMEH0BaHI JINCTHU.»

Exercise 3. Write down the dialogues in the Indirect Speech.
* * *

Mr Johns  What countries do you do business with?

Mr Brown With USA and Canada.

Mr Johns  What kinds of goods do you sell?
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Mr Brown
Mr Johns
Mr Brown
Mr Johns
Mr Brown
Mr Johns

Mr Smith
Mr Adams
Mr Smith
Mr Adams
Mr Smith
Mr Adams
Mr Smith

Mr Adams

Mr Smith

Mr Adams

Mr Smith

We sell machines.

| know that there is a heavy demand for your goods. Why?
Because our goods are of high quality.

On what terms do you deliver goods to your buyers?

We accept the delivery and keep to the schedule.

Thank you. | wish you every success.

* * *

When did you have negotiations last?
Yesterday morning.

What goods were you interested in?
We were interested in computers.

Was the price attractive to you or was too high?
What discount did the seller offer you?
Five per cent.

Did you agree to this discount or not?
Yes, | did.

What terms of payment suit you?
Payment by installments.

MODAL VERBS

Exercise 1. Translate into Ukrainian.

1. I can’t promise anything, but I’ll do what I can. 2. Jane can solve this problem
very easily. 3. Might | use your phone? 4. Must the secretary post the letters at once?
5. Everybody must come to work in time. 6. I must go to the bank to get some money.
7. I’ll lend you the money and you need not pay me back till next month. 8. They
can do this work themselves. 9. We can discuss your report after lunch. 10. May |
work at your computer when you are away? 11. Can’t you wait till tomorrow
morning? 12. Personal characteristics of the candidates must be evaluated through
interviews. 13. He can advertise in a newspaper or in a magazine. 14. He said that
we might use his office whenever we liked. 15. You must buy now; the price may
go up. 16. May | ask you a question? 17. In such case you must consult your partner.
18. Don’t ring him up: he must be very busy. 19. He need not have stayed at the
office for the night. 20. She can’t come tomorrow because they will be working the
whole day.
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Exercise 2. Insert modal verbs can, could, may, might, must or need where
necessary.

1.1... not believe. I am already out of money. — You ... learn not to spend so much.
— But I ... not help it, there are things that I ... to buy. 2. There is something wrong
with your computer. You ... call a repairman. — Oh, we ... not to do it! My colleague
... fix it himself. 3. We ... not afford to pay the bill. 4. I’'m not particularly busy.
I’ve got a few things to do but I ... not do them now. 5. We don’t accept credit cards.
— Well, I ... pay cash, I guess. Oh, I don’t have enough cash. I ... give you a cheque.
6.1 ... not think how I ... have made such a silly mistake. 7. You ... not necessarily
agree with my way of looking at it at all. 8. If you don’t agree with our decision, you
... say so. 9. The book-keeper ... prepare the balance sheet by the end of the day.
10. Just to keep business mechanically going, you ... have money. You ... not really
have anything else. 11. You ... at least have phoned me you were not coming. 12.
I’11 write today so that he ... know when to expect us. 13. He ... apply his theoretical
knowledge to practice. 14. His business has failed. He ... declare personal
bankruptcy. 15. You ... consult a lawyer in this case. 16. 1 ... a good piece of advice.
17.1... learn about the responsibilities of going into business alone. 18. It ... a good
idea! 19. How ... you combine the resources with your partner? 20. ... you operate
the computer?

Exercise 3. Translate into English using modal verbs.

1. ¥ mene HeMae mnoTpeOu HaiimMaTu Oyxrajarepa, TOMY IO S MOXY BECTH
OyXxranTepchKy 3BITHICTH cama. 2. Tu MOBHUHEH MPOKOHCYIBTYBATHUCS 3 IOPUCTOM
SKIO TH HE XOYeIll 3a3HaTH mopasku. 3. [laBait 00’ eqnaemo Har kamitanu. Lle 6
Moryia Oytu uynoBa ijned. 4. Moxem T gaTé MeHi mopanay? 5. MeHi HeoOXiTHO
HaWHATH Ie BOX IpaliBHUKIB. 6. S He MoXy 3poOuTtH 10 poOOTy 3apas, ajie s
rajiaro, 1110 3MOXY i1 3po0OuTH uepes ABa TxkHi. 7. Herxke 11e npaBna? He moxe O0yTu,
1o ii 3BUTbHUIM. 8. S He 3a/10BOJIeHUI Ballo poOoToro. Bu 6 Moriu mpairoBaTu
kpaie. 9. Cekperap nMoBUHHA BificiaTu aucta HeraitHo. 10. He MoxkHa gomyckaTtu
Takux nmoMuiok. 11. Yomy s nmoBuHeH npuitMatu Horo mporosuilito? S He 3rojieH 3
HuM. 12. He w™oxnHa 3ami3HioBatuch Ha pobOoty. 13. Illo6 Oyrtu rapHUM
CHEIaTiCTOM, MOTPIOHO HarojerauBo BuuTHCA. 14. SIkmio xouermr, mo0 crpaBy
Oyno mobpe 3pobieHo, 3podu ii cam. 15. MoxHa Oyno 0 yekatu Bia HUX OUIBII
Kpaioi npono3uiiii. 16. [ToTpiGHO B35TH 10 yBaru, 1o 1ie MATaHHS Ty’Ke CKIIaIHe.
17. He moxke OyTu, 110 BOHA HE MIJArOTOBWJIA OallaHCOBHMM 3BIT BYacHO. 18.
[Tocmimiaii: TM MOMKEII 3ami3HUTHCS Ha paay aupektopiB. 19. 3artenedonyiimMmo
PobGepToBi: Ham Moke 3HamoouTHCs oro mopaaa. 20. Moxy s oTpumaTH ceid as
JICTIO3UTIB Y BalIOMy OaHKY?
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Exercise 4. Memorize the following proverbs. Translate them into Ukrainian.
1. One cannot please everyone. 2. You cannot eat your cake and have it. 3. One
cannot make a silk purse out of a sow’s ear. 4. You cannot teach old dogs new tricks.
5. You cannot judge a tree by its bark. 6. You can take a horse to the water, but you
can’t make him drink. 7. If one cannot have what one loves, one must love what one
has. 8. What is done cannot be undone. 9. What can’t be cured, must be endured. 10.
You can’t have omelette without breaking eggs.
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