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IHHEPE/IMOBA

HapuanbHuii TNOCIOHMK TpU3HAYEHUW I TIATOTOBKM MAaricTpiB
BUIIMX HaBYAIbHUX 3akiajiB |V piBHA akpeauTailii 31 chemiaibHOCTEH

“O0nik 1 aynut”, “ExoHomika mianpueMmctBa’, “DiHaHCH 1 KpEeIUT .

Merta nociOHUKa — CIPUSTH PO3BUTKY MIKKYJIBTYpHOI mpodeciitHo-
KOMYHIKaTUBHOT KOMIIETEHIIIi MaOyTHIX (axiBIliB 3 €KOHOMIKH, (PiHAHCIB
Ta 00JIIKY Ta ayAauTy, TOOTO 3/IaTHOCTI 1 TOTOBHOCTI pealli3yBaTu OJepKaH1
3HAHHS Ta BMIHHS K Y TOBCSKJIEHHUX, 3arajibHUX JUIOBUX, TaK 1 y ()axoBUX

CUTYaIlIsX.

JloOip HaBUYaNbHOrO Marepially Y3TOJUKEHUM 3 METOI MOCIOHMKA —
3aKpIMJICHHS JIEKCUMYHOTO MaTepiaqy Ta pPO3BUTOK HABUYOK YCHOTO
MOBJICHHSI 1 HallUICHUI Ha MapajeilbHUN 1 B3a€MOMNOB’SI3aHUN PO3BUTOK Yy

CTYJICHTIB HABUYOK Ta BMiHb B OCHOBHHMX BUJaX MOBJICHHEBOT A1STTLHOCTI.

KoeH ypok cripsMoBaHUM Ha:

o HaBYaHHS CTY/ICHTIB YUTAHHIO Ta MEPEKIIaly TEKCTIB 3a (haxom,
o 3aCBOEHHS JIEKCUYHOTO MaTepiany 3 daxy;
o PO3BUTOK HABUUOK YCHOT'O MOBJIEHHS 3 (axy.

OKpiM OCHOBHHUX TEMAaTUYHUX TEKCTIB y HABUAILHOMY IMOCIOHUKY

MOJIAHO JTOJATKOBI (JIJI1 CAMOCTIHHOTO ONPAIFOBAHHS) TEKCTH Ta 3aBIaHHS.

[Toci6HuK MOke OyTH BUKOPUCTAHUM JIs ayIUTOPHOI Ta CAMOCTIHHO1
poOoTH CTyAeHTIB. BiH BIAMOBIa€ CydaCHUM BHMOTaM BHIIMX HaBUYAJIbHUX
3aKJIa/iiB 1 PEKOMEHA0BaHUN BUeHOI0 pajor MpUpOIHHYO-TYMaHITApHOTO

HHI HYBill Vkpainu.
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SECTION |
Specialty “Economy of enterprises”

UNIT 1
Success in Business
Task 1. Discuss the following problems.

a) Is the job of a businessperson popular in your country? Why?

b) Could you describe a typical entrepreneur working in the sphere of
business using the following tips:

Age

Sex

Background

Marital status (married, single, divorced)

¢) Why do you think people are interested in doing business? Look at the
following factors and choose among them. Can you add any more reasons?

- communicating with people

- traveling abroad

- participating in different exhibitions

- meeting new interesting people

- making money

- enjoying the job itself

d) What companies or people do you know that succeed in business?

Task 2. Read the following quotations and decide which of them can be
best applied to business.

1. «The difference between a successful person and others is not a lack
of strength, not a lack of knowledge, but rather a lack of will» Vince
Lombardi

2. “Life is like riding a bicycle. You don't fall unless you stop pedaling”
Claude Pepper

3. “If you think you can, you can. And if you think you can't you're
right” Mary Kay Ash

4. «Success, remember, is the reward of hard work» Sophocles

Text A
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Task 3. Read the article about the successful businessman Richard
Shen. Give the article a headline according to the content. Before
reading study the following words:

to manage — ympaBisTy,

to expand — po3IIMpPIOBaTH;

annual sales —mopiuHi mpogaxi;

a market — puHOK;

a Customer — nmoxkyImneus;

an employee — ciy>x00Belb y KOMIIaHifi;
entrepreneur — mianpuemeIrs;

a sales representative — TopriBebHHIA TPEICTABHUK

Richard Shen's success story illustrates how much effort it takes to
transform a good idea into a successful business. Shen is one of those rare
entrepreneurs who has the skills to manage and expand his business. Shen
set up his company at 18 by selling his truck and using $1,200 to open
Audio Chamber International. Now it produces high-quality stereo systems
and installs them in vehicles that range from VW bugs and Cadillacs to
helicopters and boats. The products of this company are in great demand in
spite of very high competition. Shen does business with many countries.

His company is very profitable. Audio Chamber's one store has
annual sales of between $1 million and $2 million.

Shen says that every success is built on the ability to do better than
good enough. He doesn't understand why so many new businesses fail.
"What | do is not that big of a deal - I'm simple, and | work hard", he says.
Working hard for Shen means working 18 hours a day. "You have to listen
to your market", says Shen. "This means customers and employees. You
must take care of them."

Each customer receives personalized attention and each sales
representative respects the clients.

Selling stereo equipment is not Shen's only goal. “To succeed in
business | have to be responsible, be an example and show others the correct
way of making a life", Shen mentions. "Business is not just making money
— it's a pleasure to communicate with people and to feel that they need you.”

Now Shen is a very successful entrepreneur who inspires confidence
in a number of people who work for him.

Task 4. Answer the following questions.

1. When did Shen set up his first company?
2. What does this company do?
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3. What is Shen's attitude to his customers and employees?
4. What does he do to succeed in business?

Task 5. Look at the article again and find words to match these
definitions.

a) a person who buys something from a shop.
b) a person who works for somebody or for company in return for money.

c) to make decisions in a business or an organization, to organize people,
keep them under control.
d) a person who travels around an area selling his company's goods.

e) to be very popula.r (about product or service).

Task 5. Put the words and expressions from the box into the gaps in the
proper form.

A customer  an entrepreneur

to be in great demand  profitable  to expand

1. A company has decided to open a new consulting center to give
advice to their......... about new services.

2. If a small company wants to earn more money and attract more
customers, it must .......... its business.

3. The new technologies are developed very fast and we can see that
different mobile phones, notebooks and computers ......... nowadays.

4. If you want your company to be ......... you must take care of your
employees.

5 Wecall .......... a person who starts and manages a business and has

all the responsibility for its development, growth and survival.

Task 6. Look at the word family for the word competition. Look up in a
dictionary the words you don't know.

to compete competitor

N

compefition \\
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competitive competitiveness

Now put these words into the gaps below:

a) McDonald's and Kentucky Chicken often with each other
for their customers.
b)  There are many products on the market today. It is not

easy task to choose the best one.

¢) Our firm is proud that we provide better service than our

d) One of the most important tasks of Ukrainian companies is to raise the
of their products in the world market.

e) Due to companies provide goods and services of higher quality

because they don't want to lose their clients.

Task 7. Match the words from the column A with their synonyms from
the column B.

A B

a competitor to enlarge

a company a consumer

to set up a businessperson
to expand a firm

an entrepreneur a rival

a customer to found

Text B

Task 1. Read the text and do exercise below. Before reading study the
following words:

effectiveness — eeKTHBHICTS;

to eliminate — BukirouaTu;

to affect — sBmuBary;

junk food — HexopucHa Dka 3 BEIMKOIO KUTBKICTIO Kajopiii (cypporarHa
Ka);

flywheel — maxoBe koieco;
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brisk — >xBaBuii, MOTOPHHIA;
to embrace — crpuiimaTi, OOHIMATHCS;
to boost confidence — po3BuBaTH BIIEBHEHICTH Y CO0i;
accomplishment — gocsruenns;
time-waster — mornuHay Jacy;
pest — mapaswur;
INner voice — BHyTpIMIHI# roJyoc;
to implement — BukonyBarH;
persistent — yrepTuii, HaImoJICTIMBUIA;
goal — 1iib
Balance is the Key to Success

1. Long-term effectiveness is in balance. Get your life organized.

Try you eliminate or minimize things that affect you in a negative
way. Live a healthy lifestyle and maintain your health. Give up junk food
and unhealthy habits like instant coffee and cigarettes. To keep your
“flywheel” spinning, develop some healthy habits, for example, go for a
brisk walk every day.

2. Set realistic goals and priorities and write them down.

It helps to stay focused. Spend 10-15 minutes in the morning planning
your day. Focus on the priorities. Invest in your health, knowledge and
skills. Take one step at a time.

3. Keep looking for possibilities and developing useful skills.
The more skills you have the more competitive and marketable you are.
Generally people who do what they like are healthier, happier, look better
and live longer than those who do not. Choose a profession you like, but
make sure that it is in demand. Embrace change — constantly adapt to the
changing business environment.

4. Read for about an hour every day on a subject that interests you.
Learn a couple of new English words every day.
Write a couple of paragraphs in your journal or diary every day.

5. Believe in yourself no matter what. It is important to boost
confidence. Look in the mirror every morning and say: "l am special and
unique. I am designed for accomplishment and success.” Bring positive
things and variety into your life. Try to deal more with positive thinking
people. Put yourself in the 'fun-zone' from time to time.
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6. Network on purpose. Try to get acquainted with a new interesting
person every day. Start up a conversation with a stranger sometimes. Treat
others the way you want to be treated. Be open-minded — you might learn
something useful. Learn from others and be creative.

7. Learn from mistakes and failures, and don't waste time on useless
regrets. (One of the ways to avoid repeating your mistakes in the future is to
make a list of them in your journal and look through it from time to time.)
Learn to recognize 'pests' and time-wasters and avoid them.

8. Listen to your inner voice and try to keep your life as simple as
possible. Spend 30 minutes cleaning and organizing your home and office
every day.

9. Implement or put into practice your decisions and plans.

10. Monitor your progress and be persistent in achieving your goals.

Task 2. Find the words in the article which match the following
definitions:

spin unique  network

decision knowledge priority

1. making up your mind; ability to make up your
mind.

right to be first; thing WhICh has to be done first. .
3. interconnecting  system (of railways, etc.); radio/TV
system.
action of turning round and round
what is generally known
so special that there is nothing similar to it

A

>

o o

Task 3. Look at the following questions to be asked before starting any
business and complete them with the question words from the box.

How How How What What What Why

1...... am | now?
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2. ... do | want to run my own business?

3. ... do | want to achieve in life?

4, ... do | get on with other people?

5..... good organizer am |?

6..... experience do | have in the proposed area of business?

Task 4. Do the Quiz and see if you

much help will need from my family or friends?

could be a successful entrepreneur.

For each of the following questions, tick the answer, which comes
closest to what you feel about yourself.

1. Are you a self-starter?

a. | only make an effort when |
want to.

b. if someone explains what to do,
then | can continue from there.

c. | make my own decisions; |
don’t need anyone to tell me what
to do.

2. How do you get on with other
people?

a. | get on with almost everybody.

b. I have my own friends and |
don’t really need anyone else.

c. | don’t really feel at home with
other people.

3. Can you lead and motivate
others?

a. Once something is moving I’ll
join in.

b. I’m good at giving orders when |
know what to do.

c. | can persuade most people to
follow me when | start something.

9. Can you stay the course?

a. The biggest challenge for me is
getting a project started.

b. if | decide to do something, nothing
will stop me.

c. If something doesn't go right | lose
interest.

10. Are
money?

you motivated by

a. For me, job satisfaction can't be
measured in money terms.

b.  Although money is important to
me, | value other things just as much.

C. Making money IS my
motivation.

11. How do you react to criticism?

a. | dislike any form of criticism.

b. If people criticize me | always

listen and may or may not reject what
they have to say.

C. When people criticize me there's
usually some truth in what they say.

12. Can people believe what

10
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4. Can you take responsibility?

a. | like to take charge and to
obtain results.

b. I'll take charge if | have to but I
prefer someone else to be
responsible.

c. Someone always wants to be the
leader and I’m happy to let them do
the job.

5. Are you a good organizer?

a. | tend to get confused when
unexpected problems arise.

b. I like to plan exactly what I’'m
going to do.

c. | just let things happen.
6. How good a worker are you?

a. I'm willing to work hard for
something | really want.

b. I find my home environment
more stimulating than work

c. Regular work suits me but I don't
like it to interfere with my private
life.

7. Can you make decisions?

a. I’m quite happy to execute other
people’s decisions.

b. | often make very quick
decisions which usually work but
sometimes don’t.

c. Before making a decision | need
time to think it over.

you say?

a. | try to be honest, but it's
sometimes too difficult to explain
things to other people.

b. | don't say things | don't mean.

C. When | think I'm right, | don't

care what anyone else thinks.
13. Do you delegate?

a. | prefer to delegate what |
consider to be the least important tasks.

b.  When | have a job to d | like to
do everything myself.

C. Delegating is an important part
of my job.

14. Can you cope with stress?
a. Stress is something | can live with.

b. Stress can be a stimulating element
in business.

c. | try to avoid situations which lead
to stress.

15. How do you view you chances to
success?

a. | believe that my success will
depend on factors outside my control.

b. I know that everything depends on
me and my abilities.

c. It is difficult to foresee what will
happen in the future.

16. If the business was not making a
profit after five years, what would you
do?

11
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8. Do you enjoy taking risks? a. give up easily.

a. | always evaluate the exact| b. give up reluctantly

dangers of any situation.
C. carry on.

b. I like the excitement of taking
big risks.

c. For me safety is the most
important thing.

Sum up your score using the following chart:

1 a=0 b-2 c=4 9 a=2 b=4 c=0
2 a=4 b=2 c=0 10 a=0 b=2 c=4
3 a=0 b=2 c=4 11 a=0 b=4 c=2
4 a=4 b=2 c=0 12 a=2 b=4 c=0
5 a=2 b=4 c=0 13 a=2 b=0 c=4
6 a=4 b=0 c=2 14 a=2 b=4 c=0
7 a=0 b=4 c=2 15 a=0 b=4 c=2
8 a=2 b=4 c=0 16 a=4 b=2 c=0

Read the characteristics below and see if you can be a real entrepreneur.
44 or above

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

going.
between 44 and 22

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

below 22

Managing your own company is not for you. You are better suited to an
environment where you are not responsible for making decisions and taking

12
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risks. To operate successfully you need to follow well defined instructions
and you prefer work that is both regular and predictable.

Task 5. Look through the following article in Ukrainian. Say in English
what major problems are raised in it.

Manuii O13Hec Sk 3al0pyKa CTaOUIbHOCTI CYCH1IbCTBA.

Sk ckazaB Myjapelb, € JBa COCOOM HAroAyBaTH JIIOJAMHY — JaTu 11
pudy abo naTu ByAKy, 0O BOHAa MoOrIJa JIOBUTH 1i camoryxku. Hemae
noTpeOM KOMEHTYBAaTH, SKHA NUIIX pe3yJbTaTUBHIMMNA. Y NPOIECi
CTPYKTYpHUX  IEPETBOPEHb MU  3IIITOBXHYJIHWCS 31  3HAYHUMH
TpaHchopMarisiMd  poOouYoi CcHaM W cepilo3HUM  0e3poOiTTAM. Taki
npoOJieMH KOJIHA Jiep>KaBa HE MOKE PO3B'si3yBaTU 0€3 PO3BUTKY MAaJIOrO i
cepenHbporo 613Hecy. | MOBa chOorojal He TUIBKH MPO TE€, MO0 JOMOMaraTu
okpeMuM mianpuemipsiM. Ham HeoOXxinHa edeKTUBHA JiepKaBHA MOJITHKA B
mid  cdepi. be3ymoBHO, y KpaiHl JOCSATHYTO TEBHOTO MpOTpPecy B
CTAHOBJIEHHI Majoro M cepeaHboro Oi3Hecy. 3pocTae  KUIbKICTh
HINMPUEMCTB | JIIOJIEH, [0 MpaloTh Ha HHX, YCIINIHO JiOTh Oi3HEc-
LEHTPH, O13HEC-IHKYOATOPH, TEXHOMAPKHU, KOHCYJIBTATUBHI EHTpU. MOKHA
CKa3aTd, M0 ' KPUTHYHY Macy' MaJoro MiANPUEMHUIITBA B IIJIOMY
copMoBaHoO.

Task 6. Match the following expressions in Ukrainian with their
English equivalents:

1) mporiec nepeTBOpeHb a) to solve the problems
2) 6e3po0iTTs b) effective state policy
3) edekTHBHA IeprKaBHA MTO3KKa c¢) the most efficient way
4) [OCArTH IPOrpecy d) unemployment

5) po3BUTOK MaJIOTO i cepeHbOro Oi3HECY  e) process of
transformation

6) po3Bs3yBaTH POOIEMHU f) to achieve the progress

7) Halpe3yJIbTATUBHIIIHHA TSIX g) the development of
small and middle
businesses.

Task 7. Give the summary of the article in English. The following
words and expressions will help you:

The title of the article is...
The main problem discussed in the article is...
The author thinks that...

13
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The article is devoted to the problem of...
The main idea of the article is...
In conclusion the author says (insists, sums up) that...

Task 8. Imagine you are a successful businessperson. You are going to
write your own career profile. Before doing this think, what steps you
should take to start your own business. Answer the following questions:

1. Where did you take money for your business?
2. When did you start your business?

3. What product or service do you produce?

4. Why is your product or service successful?

5. Who are your competitors?

6. Who are your customers?

7. What do you do to succeed in business?

14
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UNIT 2
The Economic Environment

Task 1. Read and translate the following text.

The economy comprises millions of people and thousands of firms as
well as the government and local authorities, all taking decisions about
process and wages, what to buy, sell, produce, export, import and many
other matters. All these organizations and the decisions they take play a
prominent part in shaping the business environment in which firms exist
and operate.

The economy is complicated and difficult to control and predict, but
it is certainly important to all businesses. You should be aware that there
are times when businesses and individuals have plenty of funds to spend
and there are times when they have to cut back on their spending. This can
have enormous implications for business as a whole.

When the economy is enjoying a boom, firms experience high sales
and general prosperity. At such times, unemployment is low and many
firms will be investing funds to enable them to produce more. They do this
because consumers have plenty of money to spend and firms expect high
sales. It naturally follows that the state of the economy is a major factor in
the success of firms.

However, during periods when people have less to spend many firms
face hard times as their sales fall. Thus, the economic environment alters as
the economy moves into a recession. At that time, total spending declines
as income falls and unemployment rises. Consumers will purchase cheaper
items and cut expenditure on luxury items such as televisions and cars.

Changes in the state of the economy affect all types of business,
though the extent to which they are affected varies. In the recession of the
early 1990s the high street banks suffered badly. Profits declined and, in
some cases, losses were incurred. This was because fewer people borrowed
money from banks, thus denying the opportunity to earn interest on loans,
and a rising proportion of those who did borrow defaulted on repayment.
These so-called “bad debts” cut profit margins substantially. Various
forecasters reckoned that the National Westminster Bank’s losses in the
case of Robert Maxwell’s collapsing business empire amounted to over £
100 million.

No individual firm has the ability to control this aspect of its
environment. Rather, it is the outcome of the actions of all the groups who
make up society as well as being influenced by the actions of foreigners
with whom the nation has dealings.

15
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Vocabulary Notes:

to comprise — MicTUTH B cO0i1, CKJIaaTHC 3;

local authorities — miciieBi opranu Biaau;

to take (syn. to make) decisions — npuiiMaTu pilIeHHS;

to play a prominent part — BigirpaBaTH MomiTHY poJib,

to shape the environment — hoopmyBaT cepeoBHIIE, OTOUCHHS,
to predict (syn. to forecast) — nepenbavaTy;

to be aware — 3HaTH, YCBIIOMIIIOBATH;

to cut back on spending — ckopouyBaTH BUTpaTH;
enormous implications — Benrke 3Ha4€HHS, CMUCJI, BILIMB;
general prosperity — 3arajbpHe MPOIBITAHHS;

to enable smb to do smth — poOuT MOXKIIMBUM A7 KOTOCH, T03BOJISATH
KOMYCh 3pOOUTH IIIOCh,

CONSUMErs — cnoKuBaui,

to alter — 3smi"rOBaTHCH;

a recession — 3aHenan;,

total spending — 3aranbHi, cymMapHi BUTpaTH,

to decline — 3umKxyBaTHCSH;

Income — mpuOyTOoK;

unemployment — 6e3po0iTTs;

to purchase (syn. to buy) — kymyBaTH;

to cut expenditure — ckopodyBaTH BUTPATH;

luxury items — ToBapu po3skoriri,

to affect (syn. to influence smb, smth) — BiuBaru;

the extent — crymins,

to some extent — B nesikiit mipi,

the high street banks — nearpaiibHi 6aHKwH;

to suffer badly — cuipHO mocTpakaaTy;

profits — npuOyTkw;

to incur (syn. to bear, to suffer) losses — monecTu 30HTKiB,;
to borrow from — 3aiimary;

to deny the opportunity — mo306aBisTH MOKJIHBOCTI;

to deny — 3amepedyBarty;

to earn interest — otpuMaTH 10XO0J Ha BiCOTKaX;

loans — no3wukwy;

to default on repayment — He BuKOHYBaTH 3000B’s13aHb IO CILIATI;
a debt — 6opr;

profit margins — po3amip npuOyTKYy;

the outcome of the actions — pesynbraT miid;

to make up society — ckiraaTi CycHijibCTBO;
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to have dealings — Matu TopriBenbHi 3B’ I3KH
Task 2. Suggest the Ukrainian equivalents:

the government and local authorities;
firms experience high sales;

their sales fall;

total spending declines as income falls;
luxury items;

the high street banks suffered badly;

to earn interest on loans;

so-called “bad debts”.

NGk wWNE

Task 3. Replace the parts in italics by synonyms:

1. the economy comprises millions of people;

2. losses were incurred;

3. the nation has dealings;

4. changes in the state of the economy affect all types of business;
5. profits declined;

6. losses amounted to over £ 100 million.

Task 4. Increase your vocabulary

There is a set of words related to the word economics. In a table we can
show them like this.

econom ics
ic al ly

ist

Each word has a different use. Try to put the right word in the blanks in
these sentences:

1. Marx and Keynes are two famous

2. Those people are studying the science of :

3. We sometimes call a person’s work his activity.

4. People should be very with the money they earn.

5. The system of a country is usually called the national
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6. The people in that town live very

Translate into English
1. CtaH eKOHOMIKHU AYyK€ XBUIIFOIOUHN.
2. ExoHOMIiuHA MOJITHKA yPSAY 9acTO CIIPaBEUIMBO KPUTUKYETHCS.
3. Bona myxe 3aomamBa (€KOHOMHA)TOCTIOIUHS.
4. CBiTOBa €KOHOMIKa — L€ HayKa, fKa BUBYAE CTAaH E€KOHOMIKH Y
PI3HUX KpaiHax CBITY.
5. Mos HOBa MallIMHA 3HAYHO OIIAJJIMBIIIA , aHIK MOTIEPETHSA.

Watch out

éeo nomics - the study of economies, and their money systems. \
Economical (adj) - the careful use of money
Economize (V) - to save money, time, and recourses.

Economist(n) - a person who studies the way in which money and goods
are produced and used in the systems of business.

Qconomic (ad)) - attributive related to trade, industry, and the /

Put the words from the box into the gaps.

Economics Economical Economize

Economist Economic Economy

1. Are electric cars to run?

2. Europe is more than an community.

3. IS not an exact science.

4. We on everything to send our children to private schools.
5. The state of the IS very worrying.

6. He is a very talented

Make up your own sentences with the words from the box.

The table shows how words are formed around the verb to produce.
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e r
produce t iv(e) ity
ion

Use these words in the suitable blanks in the sentences below.

ook wbdrE

The company a new commodity every year.

The company’s newest is a special blue soap powder.

The of soap powders met last year to discuss prices.

That factory is not as now as it was 5 years ago.

The of that factory has gone down over the last 5 years.

The manager of the factory has decided that they must increase their
of packets of soap powder.

Translate into English.

1

2.

B w

. B mpomMy pomi Hamia KOMITaHis BHWIOTOBHJIA (BHITYCTHJIA) BABIUI

OiybIlle aBTOMOOUTIB, HIX)K Y MUHYJIOMY POIIL.

BupoOnukm 111€1 Mozaeal oOJaJHAHHS HE 3MOTJIM 3HAWTH IS Hel
PUHOK 30YTy.

Is ¢pipma BioMa CBOEIO BUCOKOSAKICHOIO MPOIYKITIETO.
BupoOHUIITBO HOBOT'O JIiTaKa PO3MOYHETHCS HACTYITHOTO POKY.

Bouu mpauoiote gyxe Oarato, aie Bcl iX 3yCWJUISI HE HAATO
MPOTYKTHBHI.

KepiBHuirBo nrykae eekTUBHI CIOCOOU MIABUILECHHS BUPOOHUIITBA
nparii.

Task 4. Fill in the gaps with the words and expressions from the text.

N =

A

The economy is complicated and difficult to
When the economy , firms experience high sales and
The economic environment as the economy moves into

Changes in the state of the economy all types of business.

During a fewer people borrowed money from banks, thus
to earn interest on

So-called “bad debts” cut substantially.
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7. The economic IS of all the groups who make up society
as well as of the actions of foreigners with whom the nation

Task 5. Translate into English.

to affect smb, smth

> wh e

to deny

A

3MiHa OT0/IM MOTaHO BIUIMHYJIA Ha BUCTYII CIIOPTCMEHIB.
L{s HOBMHA CMJIBHO HA HBOI'O MOAISIA.

3pocTaHHs 1[iH BIUIUHYB Ha TOMHUT.

Moro nymka He BIUTHHE HA MO€ PillleHHS.

. BoHa posraiBangachk, MI3HABIINUCH, IO i1 MO30aBUIN MOXKIHUBOCTI

Horo 6ayuTu.
Bona Hi B YoMy c001 HE BiIMOBIISIE.
Mu no30aBieH1 MOXKJIMBOCTI CIJIATUTH PAXYHOK BYACHO.

to some, what, such an, a certain extent

1.
2.
3.

4.

B nesikiii Mipi BU MaeTe pariiro.

B skiit Mipi oMy MOKHA TOBIpSTH?

Kunum OyB OpyaHuii 10 Takoi MipH, IO HEMOXJIUBO Oyi0
3pO3YMITH, SIKOTO BiH OYB KOJBODY.

B nesikiii mipi s 3 BAMH TTOTOJIKYIOCh.

Task 6. Find in the text English equivalents for the following:

LCoNoRLNE

B1/IIrpaBaTH MIOMITHY pPOJIb;

(dhopMyBaTH CepeIOBUIIIE;

CKOpOYYBaTH BUTPATH Ha ...(2 BapiaHTa);
CKOpPOUYYBaTH pO3Mip NpUOyTKY;
MEePEKUBATH MITHOM;

MepPEeKUBATH CKPYTHI YacHu;

3aHeMaaTy,;

npUOYTKH CKOpouyeThes (2 BapiaHTa);
MIOHECTHU BTpAT;

10. cTa"H EKOHOMIKH;

11. maTu Benuke 3Ha4YCHHS 71 O13HECY B LILJIOMY;,
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12. 3Bimcu, MPUPOTHO, BUTIKAE,

13. m030aBIIsITH MOKJIMBOCTI,

14. pesynbTar aii;

15. He BUKOHYBaTH 3000B’s13aHb 110 BUILIATI

Task 7. Answer the following questions.

1.
2.

3.
4. \What are “bad debts”?
5.

What does the economy comprise?

What’s a boom in the economy? What characterizes the state of the
economy at that time?

What happens when the economy moves into a recession?

What happened to some banks in the early 1990s and why?

Task 8. Translate using all the active vocabulary possible.

1.

CraH €KOHOMIKH (€KOHOMIYHOTO CEpE/IOBHIIA) MAa€ BEJIMKE 3HAYCHHS
JUTSl YCHIIIHOT T1SUTbHOCTI (hipMHU.

. Konmu exkoHoMiKa 3HAXOIWTHCA Ha MiAMoOMI, TO (PIpMH MPOJAIOTH

Olbllle TOBApiB, IO NPU3BOJUTH 10 OTPUMAHHS OuTblIe MPUOYTKIB 1
MPOIBITAHHS.

Cnag  eKOHOMIKM  XapaKTEepPU3YEThCS  CKOPOUYCHHSIM  00’€MiB
BUPOOHUIITBA 1 30yTy MPOAYKIi. 3BIJICH, MPUPOJIHO, BUTIKAE, IO
NpUOYTKHU MINPUEMCTB NaJal0Th, 1 BOHU HECYTh BTPATH.
PesynbpraroM JisiibHOCTI BCiX CyO’€KTiB BHpOOHHUIITBA (TpyIl
CYCIIJIbCTBA) € (OPMYBaHHSI TOIO UM IHIIOTO EKOHOMIYHOIO
cepeZoBUIIA, B IKOMY PO3BUBAETHCS O13HEC.

Y ¢ipmu He Oyi0 MOXKIMBOCTI 30UIBIIMTH BUTPATH HA PEKIaMy, B
pe3yabTaTi YOTO BOHA BTpATHIJIA YACTUHY PUHKY 30YTY.

TextB

Ukrainian Economy

Task 1. Match the names of industries developed in Ukraine in column A
with their products in column B. Use the dictionary if you need.

A B

1) aerospace industry a) plastics, fertilizers, chemicals
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2) automobile industry b) steel, iron, cast iron

3) machine engineering c) locomotives, industrial robots
4) chemical industry d) processed food products

5) food processing e) motor vehicles

6) ferrous industry f) planes, spacecrafts, missiles
7) cellulose paper industry g) iron, silver, manganese, coal
8) mining industry h) paper and paper products

Task 2. Now do the quiz. You can work in pairs or in groups.

1. What are the main branches of Ukrainian agriculture?
a) dairy industry
b)meat-packing industry
C) grain and sugar production

2. Why does Ukraine have a great agricultural potential?
a) because of favorable geographical position
b) because of the moderately continental climate
c) because of its unique black soils

3. What region is the center of Ukrainian ferrous metallurgy?
a) Pridniprovye Region
b)Zakarpattya Region
c) Volyn Region

4. Where are missiles and spacecrafts built?
a) in Poltava
b) in Donetsk
C) in Dnepropetrovsk
d) in Kyiv

Task 3. Read the interview with the expert in Ukrainian economy
and check whether your answers were correct or not.

A:  Ukraine is considered to be an industrial-agricultural country. In
what sectors of the economy does it have the greatest potential?
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B.: You know, our potential is probably the greatest in machine engineering,
ferrous metallurgy and aerospace industry. The Ukrainian plane
«Ruslan» is well known in the world. As for agriculture, Ukraine has a
great potential because of its unique black soils.

A:  What are the most important products of Ukrainian agriculture?

B: 1 would say grain and sugar. The regions of Odesa, Dnipropetrovsk,
Kharkiv, Vinnitsa, Zaporizhya, Poltava, Kherson, and Mikolaiv are the
major producers of grain. And Vinnitsa, Khmelnitsk, Poltava, Cherkasy,
and Kyiv regions are leaders in sugar production.

A:  Where are Ukraine's major industrial regions?

B:  Itis the southeast of the country. | would first of all name the Donbas
and the Prydniprovye. The Prydniprovye includes Kryvyi Rig, Zaporizhya,
and Dnipropertovsk. That is where coal, ferrous ore, and manganese are
mined. It is also the center of the metallurgical industry. It is necessary to
point out that ferrous metallurgy is one of the leading branches of the
national economy of Ukraine.

A: I know that Dnipropetrovsk is also the city where missiles and spacecrafts
are built.

B: It’s true, and these spacecrafts are used for launching satellites, not only
those of Ukraine and Russia, but of other countries too.

Funny Business

A walking economy
The guy is walking with his friend, who happens to be a psychologist. He
says to this friend, «I'm a walking economy. » The friend asks, «How so? ».
«My hair line is in recession, my stomach is a victim of inflation, and both of these
together are putting me into a deep depression!©

Text C

Task 1. Read the article «China’s economic boom'* and Discuss the following
guestions:
e What famous Chinese companies do you know?
e Do you have any Chinese products at home?
e Have you ever heard the statement that Chinese products are of
poor quality? Do you agree with it?

China’s economic boom
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China's economy has been growing significantly for the last three
decades and there is huge potential for further expansion.

The Chinese economy has been growing nearly ten percent a year for
three decades but even now personal incomes are only at the level of Japan
in the early 1950s. That means there's huge potential for further expansion.
And if the experience of earlier Asian economic miracles like Japan and South
Korea is anything to go by, China should carry on growing at this hectic
pace for another twenty or thirty years.

For other economies China is seen as both an opportunity and a
threat. On one hand it's created a new market for suppliers of basic
commodities like oil, steel, wood, soy-beans and many other agricultural
products. Commodity producing countries like Australia, Brazil and
Argentina have seen demand for their goods soar. And just as important,
world prices for basic products — steel, many metals, oil and some foods —
have gone up very sharply in the last couple of years.

But on the other hand, China's rise as a manufacturing center is seen
as worrying by many competitors. China gets between thirty and fifty billion
dollars of foreign investment every year -far more than any other nation.
Manufacturers in other places often find it hard to compete.

Though at the same time, as China's population gets individually richer,
the country is emerging as a key market for the sophisticated products and
services typically produced in the industrialized West. China is on course to
become an economic superpower but its not actually there yet — it's
currently the sixth largest economy in the world, still smaller than
Britain and France let alone the real giants Japan and the United
States.

Task 2. Answer the following questions:

e Why is China considered as an opportunity for other economies?
e Why is it seen as a threat?
e Why is China now a key market for sophisticated products?

Task 3. Find the words in the article to match the following definitions:

1. aqgreat possibility that something might happen;

2 continue;

3. full of activity, very busy and fast;

4. a product or raw material that can be bought and sold,;
5 rise very quickly to a high level;

6 a very important market;
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7. complex and refined,

8. a country with a great economic power;

9. ten years;

10. money earned when someone works; salaries and

wages;

Task 4. Give a brief overview of Chinese economy.
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UNIT 3
Measuring Economic Activity

Task 1. Read and translate the following test into Ukrainian.

There are a large number of statistics produced regularly on the
operation of the world’s major economies. The UK’s economy is no
exception in this respect. You will probably have noticed that often the
headings in newspapers or important items on television news programs
relate to economic data and the implications for individuals and businesses.
A prime example of this occurs when interest rates are increased: the media
responds by highlighting the adverse effects on businesses with debts and
householders with mortgages.

Data is provided on a wide range of aspects of the economy’s
operation. Statistics are available to show:

o the level of unemployment

o the level of inflation

o a country’s trade balance with the rest of the world

o production volumes in key industries and the

economy as a whole
the level of wages
o raw materials and so forth

The main statistics illustrating the economy’s behavior relate to the
level of activity in the economy. That is, they tell us whether the economy
is working at full capacity using all or nearly all, available resources of
labor, machinery and other factors of production or whether these resources
are being under-utilized.

The unemployment figures for the economy give an indicator of the
level of activity. As the economy moves towards a recession and a lower
level of prosperity it is likely that unemployment figures will rise. An
alternative measure of the level of activity is national income statistics,
which show the value of a nation’s output during a year. Economists use
the term Gross National Product to describe this data. Changes in the level
or trends of such key data have great significance for businesses, as we will
see later.

There are numerous sources of data on the economy of which we
can make use. The government publishes much through the Treasury,
Department of Trade and Industry, the Bank of England and the
Department of Employment. The Central Statistical Office, which was
established during the Second World War, publishes about half of the
government’s economic data.
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Much of this is contained in its annual publication, “The Annual
abstract of Statistics”. It also publishes the equally valuable *“Social
Trends” annually. Additionally, private organizations, such as the banks,
building societies and universities, publish figures on various aspects of the
economy’s performance.

Economic statistics are presented in many forms, the most common
being graphs and tables. Although these statistics can be valuable in
assisting managers, they should be treated with some caution when
predicting the future trend of the economy and thus helping the business to
take effective decisions.

Vocabulary Notes:

t0 measure — BUMiproBaTH, po3paxoByBaTH, OILIHIOBATH;

economic activity — ekoHOMiYHa JTisJIbHICTD;

IS no exception in this respect — B 11boMy BiTHOIIICHHI HE € BUKITIOYCHHSIM;
Important items — Ba)xJIMBi MUTaHHS, TIPOOJIEMH;

to relate to — maTH BiZHOIIICHHS, BIIHOCUTHCH 0 YOr0Ch, PO3IOBIAATH;
by highlighting the adverse effects on... — B mepmy depry BHCBITIIIOIOYH
HECTIPUSATIMBHUI BIUIUB Ha...;

householder — nomoBnacHuk, rocrmoaap;

household — qomarne rocrmogapcTBo;

mortgage — 3acraBHa,

data — nmami,

on a wide range of aspects — 3rigHO pi3HUX aCIEKTIB,;

statistics are available to show — crarucruka nokasye;

trade balance — Toprosuii 0anasc;

key industries — ocHOBHI raxy3i IpOMHUCIOBOCTI;

wages — 3apo0iTHa maTta (po6ouunx);

salary — oxnaz, miara (ciry»kOO0BIIIB);

raw material prices — miHa Ha CUpOBHUHY;

at full capacity — Ha MOBHY MOTY>KHICTb,

available resources — nasiBHI pecypcu;

labor — npans;

machinery — obnagHaHHs;

factors of production — ¢akropu BupoOHMITBA (Tparlsd, 3eMIIsl, TPHUPOJIHI
pecypcH, Karitan);

to be under-utilized — He BUKOpHUCTOBYBATHCSI IOBHICTIO;

unemployment figures — kiTbkicTh 6€3pOOITHHX;

indicator — nokasHuK;

national income — HanioHaIbHUH IPHOYTOK;
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the value of a nation’s output — omiaka 06’eMy BUpOOHHUIITBA KpaiHH;

Gross National Product (GNP) — BanoBwuit HamioHaeHuH nipoaykt (BHIT);
trend — TeneHIIs, TPEHI, HATTPSIMOK,;

the Treasury — JlepkaBHe Ka3HauelicTBO, MiHicTepcTBO (iHaHCIB (y
BenukoOpuTanii);

the Department of Employment — MinictepcTBO 3 nUTaHb 3alHATOCTI (y
BenukoOpuTanii);

the Central Statistical Office — LlenTpanbHe cTaTUCTHYHE YIIPABITIHHS;

to contain — micTuTH;

equally valuable — takwuii ske BakIUBHIA;

building societies — OyxiBenbHI cycniibcTBa (CHeIiali3oBaHi OIIATHI
3aKJIaIH);

graphs and tables — rpadiku i TaGmii;

to assist — qoromararu;

they should be treated with some caution — g0 miii JaHUX CJTiA BIZHOCHTHCH
3 ICSIKOI0 00EPEkKHICTIO.

Task 2. Suggest the Ukrainian equivalents.

1. important items on TV programs relate to economic
data and the implications for individuals and businesses;

2 a prime example;

3 the adverse effects;

4, householders;

5. statistics are available to show;

6 available resources of labor;

7 at full capacity;

8 key industries;

9. key data;

10. the value of the nation’s output;

11. the Treasury;

12. building societies;

13. they should be treated with some caution;
14. Trend (find it in 3 sentences).

Task 3. Replace the parts in italics by synonyms.

1. a large number of — ;
2. the operation of the world’s major economies —
3. headlines relate to — ;
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4, the implications for individuals and businesses —
5. by highlighting the adverse effects on businesses —
6. these resources are being under-utilized -
7. figures give an indicator of — ;

8. changes have great S|gn|f|cance for — ;
9. numerous — ;

10. additionally —

11. economic statistics are presented in many forms —

Task 4. Fill in the gaps with the words and expressions from the text.

1. The headlines in newspapers often _ economic
dataand __ for individuals and businesses.

2. The statistics tell us whether the economy is
working __ using all the nearly all, __ resources of labor,
machinery and other factors of production or whether these resources
are being

3. Economists use the term __ to describe the value
of a nation’s output during a year.

4. Although these statistics can be _ in assisting
managers, they should with when __ the future trend of

the economy.
Task 5. Find in the text English equivalents for the following:

OaraTo (6araToyuceIbHi) — ;

B IIbOMY B1IHOIIICHH1 — X

3aco0u MacoBoi iHpopmalii — ;
MKPECITIOBATH, BI/II[L]'IHTI/I - ;
3aKJIajiHa — ;

00’eM BUPOOHMIITBA — :

CUPOBHHA — ;

HE TIOBHICTIO BI/IKOpI/ICTOBYBaTI/ICB - ;
piBEHb 3alHATOCTI — ;

BaJIOBHMI HAIIOHAILHUN MPOIYKT — ;
HanpykyBatu y Oyap-sSKuxX JKepenax — ;

RBO©oo~No AWM E

= O
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Task 6. Increase your vocabulary

it is likely (unlikely) that...
smb is likely (unlikely) to be (to do smth)

1. s craTtucTHka, MOXJIUBO, OyJe HaJpyKOBaHa B
IOpIYHOMY BUJIaHH1 LleHTpanbHOTrO CTATUCTUYHOTO OIOPO.

2. Hagpsin um 11 1iudpu roBopsTh IPO HU3bKUN PIBEHD
3aMHSTOCTI.

3. Cxoxe, mo 1l  BHPOOHMYI  MOTYXKHOCTI
BUKOPHUCTOBYIOTHCSI HE TTOBHICTIO.

4, Moxe OyTH, IO €KOHOMIKa Oynae mpalloBaTH Ha

MOBHY TMOTYXKHICTh, SKIIO OyAyThb BHUKOpPUCTaH1 BCl (HaKTOpu
BUPOOHUIITBA.

Task 7. Give explanation in English.

ook wbdrE

media — ,
householders — ,
mortgages — ,

trade balance - ,
wages — ,

building societies — ;

Task 8. Answer the questions.

1. Why does the media relate to economic data and the
implications for individuals and businesses?

2. What aspects of the economy’s operation are
statistics available to show?

3. What do statistics show?

4 What are the sources of data on the economy in the

5.
6

UK? In Ukraine?
What is the GNP?
Why should statistics be treated with some caution?

Task 9. Translate using all possible active vocabulary.

1.

Jlo odimiiHUX CTAaTUCTUYHUX JaHUX II0 PIBHIO
1AL B KpaiHi CIIil BITHOCUTHUCS 3 00EPEKHICTIO.
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BanoBuii HanioHaJIbHUIM MPOAYKT — L€ CYKYMHICTb
TOBapIB 1 MOCIYT, BUPOOJIEHUX HAIlIOHAJIbBHOK EKOHOMIKOIO 3a PiK.

O0’em BUPOOHMITBA NPOAYKLIi B KJIHOYOBHUX
rajxy3six MPOMHCIOBOCTI B 3HAUHIN Mipl MOKa3ye piBEHb aKTUBHOCTI1
HACEeJICHHS.

SJIKIMO B €KOHOMIIl HaMIYaeThCd  HaIHHA
BUPOOHMIITBA, TO HACIIAKAaMHU ILIBOTO € 3POCTaHHsS 0e3poOITTSA Ta
3HM>KEHHS PIBHS 3apILUIATH.
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UNIT 4
Income
Task 1. Read and translate the following text.

The second of the three economic issues is the question of income,
that is, income distribution, the way in which income - that’s what people
earn — is distributed or shared around.

You, and you family, have an income. You have an annual income,
that is what you earn in a year. This income allows you to enjoy various
goods and services. It means you have a certain standard of living. Your
standard of living, of course, includes what you think of as necessary to
your life, things like food, water, somewhere to live, health and education.
But your income doesn’t just cover the necessities of life. It also includes
recreation, whether that’s sport or TV or a holiday. Your income will be
less than some of your neighbors’, but it will be more than some of your
neighbors’. Your neighbors’ mean not just people living in your own
country, but also people living in other countries.

Just as you and your family have an income, so nations, different
countries, also have an income — the national income, it’s often called. A
national income is not the money the government gets. The national
income is the sum total of the incomes of all the people living in that
country, in other words, everyone’s income added together. In the same
way one can think of world income as the total of all the incomes earned by
all the people in the world.

Concerning the distribution of national and world income, some
questions are to be asked: who, in the world, gets what share of these
incomes? The distribution of income, either in the world or in a country,
tells us how income is divided between different groups or individuals.
Table 1 shows the distribution of world income. There are three headings
down the left-hand side of the table: income per head, percentage of world
population and percentage of world income. In poor countries, like India,
China and the Sudan, the income per head is only one hundred and fifty-
five pounds per year. But at the same time, they have fifty point seven per
cent of the world’s population. These poor countries only have five per cent
of the world’s income.

In middle-income countries the income per head is eight hundred and
forty pounds, that’s in countries like Thailand and Brazil. In the major oil
countries, like Kuwait and Saudi Arabia, it’s seven thousand, six hundred
and seventy. In industrial countries it’s six thousand, two hundred and
seventy.
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Turning to middle-income countries again, they have twenty-five
point one per cent of world population, with fourteen point two per cent of
world income. The major oil countries have point four per cent of
population, the industrial countries fifteen point six. The oil countries have
one point five per cent of world income, the industrial countries sixty-four
point eight.

The first economic question is for whom does the world economy
produce? As the table shows, it produces essentially for the people living in
the rich industrial countries. They get sixty per cent of the world’s income,
although they only have sixteen per cent of its population. This suggests an
answer to the second question, that is of what is produced. The answer is
that most of world production will be directed towards the goods and
services that these same rich industrialized countries want.

The third question is how goods are produced. In poor countries,
with little machinery, not very much technical training and so on, workers
produce much less than workers in rich countries. And poverty is very
difficult to escape. It continues on and on. And this goes some way towards
accounting for the differences in national incomes. It accounts for an
unequal distribution of income, not just between countries but also between
members of the same country, although there individual governments can
help through taxation. In other words, governments can act to help
distribute income throughout their population.

Vocabulary Notes:

income distribution — po3moain npudyTKYy;

an annual income — piduHuii A0Xis;

a certain standard of living — neBHuit piBeHb KUTTH;

to cover the necessities of life — oxoruroBaTH OCHOBHI KUTTEBI IOTPEOU;
recreation — BiJJIIOYNHOK;

national income — HamioHaIbHUH TPHOYTOK;

share of income — yactka npuoOyTKy;

income per head — mpuOyTOK Ha OJMHHMIIKO HACCICHHS,

percentage of world population — BicoTok CBITOBOT'O HACEJICHHS;
percentage of world income — BizicoTok CBITOBOTO MPUOYTKY;
essentially — B ocHoBHOMY;

world production — cBiToBe BUPOOHHIITBO;

rich industrialized countries — 3amMoHi IPOMHUCIIOBI KpaiHW;

not very much technical training — HerocTaTHe TeXHIYHE HABUAHHS,
to escape — yHukarwy;

to account for (syn. to explain) — mosicHroBarw;
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the differences in national incomes — pi3HuIIA B HAIlIOHATLHUX TPHOYTKAX;
unequal distribution of income — HepiBHUI po3MOALT TPUOYTKY;
throughout population — cepen HaceneHHs.

Task 2. Suggest the Ukrainian equivalents for the following phrases:

income is shared around;

income doesn’t just cover the necessities of life;

to suggest an answer to the question;

to direct the production towards the goods and services;
individual governments.

oW E

Task 3. Fill in the table with the data from the text.

Table 1. The distribution of world income

Poor Middle- Major oil Industrial
countries income countries countries
countries

Income per
head

% of world
population

% of world
income

Task 4. Fill in the gaps with the words and expressions from the text.

1. You have that is what you earn in a year.
2. Your income doesn’t just the necessities of life.
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3. Itincludes ___ , whether that’s sport or TV or a holiday.

4. _ is the sum total of the incomes of all the people living in that
country.

5. is the total of all the incomes earned by all the people in the
world.

6. In poor countries ____is only one hundred and fifty-five pounds per
year.

7. In ___ countries the income per head is eight hundred and forty
pounds.

8. Most of world production _ towards the goods and services that
these same rich industrialized countries want.

9. In poor countries, with | not very much technical training
workers produce much less than workers in rich countries.

10.This goes some way towards _ the differences in national
Incomes.

Task 5. Find English equivalents:

LCoNoRLONE

po3MnoALT NpUudyTKY;

HIOPIYHUN TPUOYTOK;

TIEBHUU PIBEHB KUTTS,
HaIllOHATLHUN TPUOYTOK;

CBITOBUI NpUOYTOK;

YacTKa HAI[IOHATBHOTO MPUOYTKY;
NpuOYTOK Ha OJIMHUIIIO HACEJICHHS;
BIJICOTOK CBITOBOI'O HACEJIEHHS,
KpaiHu 3 cepeIHIM piBHEM MPUOYTKY;

10.B OCHOBHOMY;

11.011He TexHIYHE 00JIaHAHHS

12.HenocTaTHA TEXHIYHA OCBITA;

13.mosicHEeHHS Pi3HUIIL B PIBHSIX HAI[IOHATHHUX MPUOYTKIB;
14 .HepiBHUIT pO3MOALT IPUOYTKIB;

15.yHuKHYTH O1THOCTI.

Task 6. Give the definition of “income distribution”.

Task 7. Give the definition of “national income™.

Task 8. Answer the following questions:

1.

What countries are called poor?
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2. For whom and what does economy produce?
3. What is the role of governments in distributing incomes?

Task 9. Translate into English using all the possible active vocabulary.

1. HamionaneHuii mpuOyTOK — 1€ 3arajbHa CyMa, SIKYy OTpUMAalio
HACeNICHHs y BUIJISIA1 3apIjiaTHI, PEHTH, BIJICOTKA 1 MNPUOYTKY
MPOTSITOM MEBHOTO MEPIoy, 3a3BUYall MPOTITOM OJTHOTO POKY.

2. Jxepena HEpIBHOCTI — I1€ TPUYUHU, KA BUKJINKAIOTh HEPIBHICTH B
po3noautl npuOyTKy. OCKUIBKM ICHYIOTH JIBA OCHOBHHX JDXKEpena
NpUOYTKIB — TPYAOBI NPUOYTKH 1 IPUOYTKHU B1J BIACHOCTI, JKEpeIa
HEPIBHOCTI PO3MOJUIAIOTh Ha ABl TPYNU: JXKEpPea, sIKi BUKIUKAIOTh
HEPIBHICTh B TPYAOBUX MpUOYTKax; 1 JKepena, Kl BUKIUKAIOTh
HEpIBHICTh B MpUOYTKax BiJl BJIACHOCTI. B po3BHHEHHMX KpaiHax
JDKEpellaMu HEpIBHOCTI B TPYJOBUX MPUOYTKaX €, B OCHOBHOMY,
ocBita 1 mpodecis. [IpubOyTku Bil BIACHOCTI MIEe € OUIBII
mudepeHiiioBaHUMH, HDK NPUOYTKU BiJ TPYAOBOI AISUIBHOCTI,
OCKUTbKM OOYMOBJIEHI HEPIBHICTIO B PO3MOJAUIL  3aMOKHOCTI.
OcHOBHMMU JKEepellaMi HEPIBHOCTI B MpUOyTKaxX BiJ] BJIACHOCTI €
MIANPUEMHHUIIBKA AISIBHICTD 1 CIIA0K.
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UNIT5
Inflation

Task 1. Answer the following question.
What do you think inflation is?

Text A. Inflation

Task 2. Read and translate the text.

Inflation is generally defined as a persistent rise in the general price
level with no corresponding rise in output, which leads to a corresponding
fall in the purchasing power of money.

In this section we shall look briefly at the problems that inflation
causes for business and consider whether there are any potential benefits
for an enterprise from an inflationary period.

Inflation varies considerably in its extent and severity. Hence, the
consequences for the business community differ according to
circumstances. Mild inflation of a few per cent each year may pose few
difficulties for business. However, hyperinflation, which entails
enormously high rates of inflation, can create almost insurmountable
problems for the government, business, consumers and workers. In post-
war Hungary, the cost of living was published each day and workers were
paid daily so as to avoid the value of their earnings falling. Businesses
would have experienced great difficulty in costing and pricing their
production while the incentive for people to save would have been
removed.

Economists argue at length about the causes of, and *“cures” for,
inflation. They would, however, recognize that two general types of
inflation exist:

Demand-pull inflation
Cost-push inflation

Demand-pull inflation occurs when demand for a nation’s goods and
services that nation’s ability to supply these goods and services. This
causes prices to rise generally as a means of limiting demand to the
available supply.

An alternative way that we can look at this type of inflation is to say
that it occurs when injections exceed withdrawals and the economy is
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already stretched ( i.e. little available labor or factory space ) and there is
little scope to increase further its level of activity.

Alternatively, inflation can be of the cost-push variety. This takes
place when firms face increasing costs. This could be caused by an increase
In wages owing to trade union militancy, the rising costs of imported raw
materials and components or companies pushing up prices in order to
improve their profit margins.

Vocabulary Notes:

a persistent rise — mocTiiine 3poCTaHHS;

with no corresponding rise in output — mo HE CYNPOBOKYIOTHCS
3pOCTaHHSIM BUPOOHUIITBA;

potential benefits — moTenmiitai Buroau;

mild inflation — Hu3bKkMit piBeHD THQIISIIIT;

entails enormously high rates of inflation — Beae mo Benwue3HOrO
3pocTaHHs 1HQIALIT;

insurmountable — xomocaneHwMii;

at length — i 3apas;

demand-pull inflation — indusis, sika BUKIMKaHa BUCOKUM ITOIIUTOM;
cost-push inflation — iH¢usist, cipudrHEHa POCTOM BUTPAT BUPOOHUIITBA,;
in order to improve their profit margins — 3 MmeTor0 30UIbIIEHHS TIPUOYTKY

Task 3. Answer the following questions.
1. What is inflation?
2. What do you know about demand-pull inflation?

3. What can you say about cost-push inflation?

Task 4. Fill in the gaps with the words and expressions from the text.

1. Inflation varies considerably in its and

2. Mild inflation may few difficulties for business.

3. Businesses would have experienced great difficulty in and

their production while for people to save would have been removed.
4. Demand-pull inflation occurs when for a nation’s goods and
services that nation’s ability to these goods and services.

5. An alternative way that we can look at this type of inflation is to say that
it occurs when injections withdrawals.

6. An increase in costs for firms, for example, can be caused by an increase
in wages trade union militancy.
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Task 5. Match the words with the definitions.

1. output 1). A continuing increase in prices,
or the rate at which prices increase

2. inflation 2). The amount that a unit of money
can buy

3. insurmountable 3). To large or difficult to deal with

4. hyperinflation 4). A very fast rise in prices that
seriously damages a country’s
economy

5. purchasing power 5). The difference between the cost

of producing something and the
price at which you sell it

6. profit margin 6). The amount of goods or work
produced by a person, machine,
factory etc

Text B. The Impact of Inflation on Business
Task 1. Read and translate the text.

Inflation can adversely affect business in a number of ways:

1. Accounting and financial problems.

Significant rates of inflation can cause accounting and financial
problems for businesses. They may experience difficulty in valuing assets
and stocks, for example. Such problems can waste valuable management
time and make forecasting, comparisons and financial control more
onerous.

2. Falling sales.

Many businesses may experience falling sales during inflationary
periods for two broad reasons. Firstly, it may be that saving rises in a time
of inflation. We would expect people to spend more of their money when
prices are rising to avoid holding an asset ( cash ), which is falling in value.
However, during the mid-1970s, when industrialized nations were
experiencing high inflation rates, savings as a proportion of income rose! It
Is not easy to identify the reason for this, but some economists suggest that
people like to hold a relatively high proportion of their assets in a form
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which can be quickly converted into cash when the future is uncertain.
Whatever the reason, if people save more they spend less and businesses
suffer falling sales. The economic model predicts that if savings rose the
level of activity in the economy would fall. Clearly, if this happened we
would expect businesses to experience difficulty in maintaining their levels
of sales.

Businesses may be hit by a reduction in sales during a time of
inflation for a second reason. As inflation progresses, it is likely that
workers’ money wages (that is, wages unadjusted for inflation) will be
increased broadly in line with inflation. This may well take a worker into a
higher tax bracket and result in a higher percentage of his or her wages
being taken as tax. This process, known as fiscal drag, will cause workers
to have less money available to spend on firms’ goods and services. The
poverty trap has a similar impact. As money wages rise, the poor may find
that they no longer qualify for state benefits to supplement their incomes
and at the same time they begin to pay income tax on their earnings. Again,
this leaves less disposable income to spend on the output of firms. Finally,
it may be that the wages of many groups are not index-linked and so they
rise less quickly than the rate of inflation, causing a reduction in spending
power and demand for goods and services.

Once again, the economic model can be used to predict that increases
in the level of taxation will increase withdrawals, lowering the level of
economic activity and depressing firms’ sales.

Not all businesses will suffer equally from declining demand in an
inflationary period. Those selling essential items, such as food, may be
little affected whilst others supplying less essential goods and services,
such as foreign holidays, may be hard hit.

3. High interest rates.

Inflation is often accompanied by business interest rates. High
interest rates tend to discourage investment by businesses as they increase
the cost of borrowing funds. Thus, investment may fall. Businesses may
also be dissuaded from undertaking investment programs because of a lack
of confidence in the future stability and prosperity of the economy. This
fall in investment may be worsened by foreign investment being reduced as
they also lose some confidence in the economy’s future.

Such a decline in the level of investment can lead to businesses
having to retain obsolete, inefficient and expensive means of production
and cause a loss of international competitiveness. Finally, a fall in
investment can lower the level of economic activity, causing lower sales,
output and so on. Thus, to some extent, businesses can influence the
economic environment in which they operate.
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4. Higher costs.

During a bout of inflation firms will face higher costs for the
resources they need to carry on their business. They will have to pay higher
wages to their employees to compensate them for rising prices. Supplies of
raw materials and fuel will become more expensive as will rents and rates.
The inevitable reaction to this is that the firm has to raise its own prices.
This will lead to further demands for higher wages as is called the wage-
price spiral. Such cost-push inflation may make the goods and services
produced by that enterprise internationally less competitive in terms of
price. An economy whose relative or comparative rate of inflation is high
may find that it is unable to compete in home or foreign markets because
its products are expensive. The economic model tells us that a situation of
declining exports and increasing imports will lower the level of activity in
the economy with all the consequent side-effects.

Task 2. Write the summary to the text above.
Text C. Can Inflation be Beneficial?
Task 1. Read and translate the text.

We would be simplifying the impact of inflation on business if we
suggested that all effects were unfavorable. There is a school of thought,
which argues that a low and stable rate of increase in the price level can be
beneficial. It believes that a steady rise in money profits produces favorable
expectations and induces investment as firms seek to expand. This action
expands the economy as a whole. Paradoxically, inflation can also reduce
the costs of businesses in the short run. Many enterprises incur costs, which
are fixed for some period of time-for example, the rent of a factory may be
fixed at a particular figure for a few years. At a time when the selling price
of the firm’s product, and hence its sales income, is rising this cost will be
falling in real terms and thus stimulating the business.

There is a further argument that firms may be persuaded to borrow
heavily in a period of inflation since the burden of repaying loans is
reduced by inflation. If inflation is running annually at 10 per cent, for
example, then the real value of the repayments of the loan will fall by
approximately that amount each year. This may serve to encourage
investment which, since it is an injection into the circular flow, will
promote the level of activity. However, in these circumstances interest rates
are likely to be high.
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Government will accept that low rates of inflation are likely to exist
in many economies. Inflation rates of 5 per cent or below are not
considered to be too great a problem, especially if competitor nations are
suffering similar rates.

In spite of the above, the conclusion must be drawn that inflation is,
in general, harmful to business and its environment. Indeed, many
economists would contend that inflation is the fundamental evil as its
presence leads to lack of competitiveness and therefore relatively high
unemployment and low rates of growth. This viewpoint has gained in
credence in government circles over the last few years. It is for this reason
that its control has been a major objective of government economic policy
throughout the 1980s and early 1990s.

Task 2. Can inflation be beneficial? Give your reasons.
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UNIT 6
Markets

Task 1. Read and translate the following text.

The role of Market

Reports in the press tend to say “the market did this” or “the market
expected good news on the economic front”, as if the market were a single
living entity with a single conscious mind. This is not, of course, the case.
To understand reports of market behavior you have to bear in mind the way
the market works.

A market is simply a mechanism, which allows individuals or
organizations to trade with each other. Markets bring together buyers and
sellers of goods and services. In some cases, such as a local fruit stall,
buyers and sellers meet physically. In other cases, such as the stock market,
business can be transacted over the telephone, almost by remote control.
There’s no need to go into these details. Instead, we use a general definition
of markets.

A market is a shorthand expression for the process by which
households’ decisions about consumption of alternative goods, firms’
decisions about what and how to produce, and workers’ decisions about
how much and for whom to work are all reconciled by adjustment of
prices.

Prices of goods and of recourses, such as labor, machinery and land,
adjust to ensure that scarce resources are used to produce those goods and
services that society demands.

Much of economics is devoted to the study of how markets and
prices enable society to solve the problems of what, how and for whom to
produce. Suppose you buy a hamburger for your lunch. What does this
have to do with markets and prices? You chose café because it was fast,
convenient and cheap. Given your desire to eat, and your limited resources,
the low hamburger price told you that this was a good way to satisfy your
appetite. You probably prefer steak but that is more expensive. The price of
steak is high enough to ensure that society answers the “for whom”
question about lunchtime steaks in favor of someone else.

Now think about the seller’s viewpoint. The café owner is in
business because, given the price of hamburger meat, the rent and the
wages that must be paid, it is still possible to sell hamburgers at a profit. If
rents were higher, it might be more profitable to sell hamburgers in a
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cheaper area or to switch to luxury lunches for rich executives on expense
accounts. The student behind the counter is working there because it is a
suitable part-time job, which pays a bit of money. If the wage were much
lower it would hardly be worth working at all. Conversely, the job is
unskilled and there are plenty of students looking for such work, so owners
of cafes do not have to offer very high wages.

Prices are guiding your decision to buy a hamburger, the owner’s
decision to sell hamburgers, and the student’s decision to take the job.
Society is allocating resources — meat, buildings, and labor - into
hamburger production through the price system. If nobody liked
hamburgers, the owner could not sell enough at a price that covered the
cost of running the café and society would devote no resources to
hamburger production. People’s desire to eat hamburgers guides resources
into hamburger production. However, if cattle contracted a disease, thereby
reducing the economy’s ability to produce meat products, competition to
purchase more scarce supplies of beef would bid up the prices of beef,
hamburger producers would be forced to raise prices, and consumers would
buy more cheese sandwiches for lunch. Adjustments in prices would
encourage society to reallocate resources to reflect the increased scarcity of
cattle.

There were several markets involved in your purchase of a
hamburger. You and the café owner were part of the market for lunches.
The student behind the counter was the part of the local labor market. The
café owner was part of the local wholesale meat market and the local
market for rented buildings. These descriptions of markets are not very
precise. Were you part of the market for lunches, the market for prepared
food or the market for sandwiches to which you would have turned if
hamburgers had been more expensive? That is why we have adopted a very
general definition of markets, which emphasizes that they are arrangements
through, which prices influence the allocation of scarce resources.

Vocabulary Notes:

to bear in mind (syn. to keep in mind) — matu Ha yBa3i,

a local fruit stall — ppykToBHit MarazuH4HK;

stock market — pongoBa Oipra, pUHOK aKI[ii;

to transact business (syn. to make a deal) — 3xiiicHIOBaTH yroay;
by remote control — 3a 1ooMoror0 AUCTAHIIIIHOrO KEPYBaHHS;

to go into details — BHukaTH B AeTaii;

a general definition — 3aranpHe BU3HAUCHHS;

a shorthand expression — kopoTkwuii, pobouwnii Bupa3 (BU3HAUCHHS);
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households’ decisions — pimreHHsT JOMOTOCIIOIAPCTB;

to reconcile — mpuBOIUTH Y BiAMOBIIHICTh, IOTOI)KYBATH;

by adjustment of prices — uepe3 KoperyBaHHs I1iH;

to demand — Bumararu;

given (syn. taking into account, consideration) — 3a ymoBHu, 1110...,
BpPaxOBYyIOYH,

limited resources — oOMexeHi pecypeH;

to satisfy one’s appetite — 3a10BOILHUTH aIICTHT;

to answer the question in favor of smb else — BupinryBaTu nutannas Ha
KOPHUCTb KOTOCh IHILIOTO;

the seller’s viewpoint — Touka 30py npojaBIs;

the café owner — Bmacuuxk kade;

the rent — openHa mara;

to switch to luxury lunches — nmepexirouaTrcs Ha KOIITOBHI 0011H;
rich executives — 3aMoHi CITyK00BIIi;

behind the counter — 3a npmraBkoM;

suitable —migxomsammii;

to suit — migxoauTy;

part-time job (ant. full-time job) — po6oTa 3 4acTKOBOIO 3aHATICTIO;
a bit of money (ant. scads of money) — neb6araTo rporiei;

it would hardly be worth working at all — mvaBpsix uu B3araii € cenc
MpaLroBaTu,

conversely (syn. on the opposite, on the contrary) — HaBnaku, HaBIPOTH;
unskilled job — HekBaipikoBana poboTa;

to guide one’s decision — BruBaTH Ha OyAb-4H€E PIlICHHS;

through the price system — uepe3 cucteMy iHOYTBOPSHHS,

to cover the cost — mokpuBaTu BUTpaTH;

to run the café — ynpasnstu kade;

to devote resources — BUIUIATH PECYpPCH;

to guide resources into hamburger production — ckepyBatu pecypcu Ha
BUPOOHUIITBO raMOyprepis,;

cattle — Benuka porata xymoo0a;

to contract a disease — migxomuT XBOpooy;

thereby — oTxe;

to reduce the economy’s ability — 3HImXaTH MOMXIJTHBOCTI EKOHOMIKH;
competition — KOHKYpeHIIis, 3MaraHHs;

to purchase scarce supplies — ckymatu gedinuTHi pecypcu;

to reallocate resources — mepepo3noaiIATH pecypcH;

to reflect the scarcity — BimoOpaxkaTu nedinur;

to be involved in — 6yTu 3any4yeHnMm y;

the local wholesale market — mokanpHHIT pUHOK TIparti;
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the local market for rented buildings — moxansHUit puHOK OpeHIN
MIPUMIIIEHb,

precise descriptions of markets — Tounuii onuc PUHKIB;

to adopt a definition — npuiiHATH BU3HAYCHHS;

to adopt a child in a family — npuiinaTu TuTHHY B CiM 10, YCHHOBUTH,
to emphasize — HaroJoTyBaTH, BUIUTHTH;

arrangements through, which prices influence smth — crpykrypu
(MexaHI3MH), yepe3 SKi [IHU BIUTUBAIOTH Ha Oy Ib-1110.

Task 2. Suggest the Ukrainian equivalents to the following words and
phrases.

a single living entity with a single conscious mind — ;
a shorthand expression —

to be reconciled by adjustment of smth - ;

a suitable part-time job — ;

to offer high wages - ;

to guide smb’s decision — ;

to cover the cost of smth — ;

NoakowdE

Task 3. Replace the parts in italics by synonyms.

at a distance — X

of the neighborhood - ;
carried out, done - :

ask for, make certaln that — )
buy — ;

illness — X

managing — ;

put up — ;

rareness — :

.“390.\'@9“:590!\3!‘

Task 4. Increase you vocabulary
Using words from paragraph 5 (*Much of economics...””), complete the
following statements:

1. I quite like lamb but really | beef.

2. He was a very keen student. He most of the time to his
studies.

3. I don’t like the canteen, but it’s more than going out to a cafe.

4. I’'mnotin of long and expensive lunches.
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5. Please that your essays reach me on time.
6. A good degree should you to get a job.
Task 5. Fill in the gaps with the words and expressions from the text.

1. To understand reports of market behavior you have to the way

the market works.

2. On the stock market, business can be transacted over the telephone,

almost by :

3. Amarket is a expression for the process by which households’
decisions about consumption of alternative goods, firms’ decisions
about what and how to produce, and workers’ decisions about how

much and for whom to work are all by :
4. Much of economics is devoted to the study of how markets and
prices society to solve the problems.

5. your desire to eat, and your limited resources, the low
hamburger price told you that this was a good way to your

appetite.

6. Society answers the “for whom” question about lunchtime steaks

someone else.
7. The café owner is in business because it is still possible to sell

hamburgers

8. If rents were higher, it might be more profitable to sell hamburgers in
a cheaper area or to lunches.

9. The student is working there because it is a suitable , Which

pays a bit of money.

10.Society is allocating resources into hamburger production the

price system.

11.1f nobody liked hamburgers, the owner could not sell enough at a

price that of running the café and society would
recourses to hamburger production.

12.1f cattle , competition to purchase more scarce supplies of beef
would the price of beef.

13.Adjustments in prices would encourage society resources to
reflect the increased scarcity of cattle.

14.There were several markets your purchase of a hamburger.

15.The student behind the counter was part of the local market.

16.The café owner was part of the local meat market and the
local market for buildings.

17.We a very general definition of markets, which emphasizes
that they are through, which prices influence the allocation

of scarce resources.
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Task 6. Check your grammar.

Verb + Infinitive (want to do)

Verb + ing (enjoy playing)

Verb + infinitive or ing (the meaning sometimes changes):
He remembered (= did not forget) to book a table.

I remembered (= recall) seeing that film 5 years ago.

Open the brackets:

He suggested (go) into the country on Sunday.

I’m sorry | forgot (return) your book yesterday.

Stop (make) that noise! I can’t work!

Which definition would you use (describe) markets?
You must avoid (make) unnecessary mistakes.

Try (understand) the difference between microeconomics and
macroeconomics.

7. Try (pay) more attention to what I say.

8. Would you mind (lend) me your notes?

9. Tomorrow I intend (discuss) the matter with you.

10. Serious illness prevented him from (take) the exam.
11. I am looking forward to (study) economics.

ouhrwWwNE

Task 7. Find in the text English equivalents for the following:

MOBEIHKA PUHKY,

PHHOK I[IHHUX TaIepiB;

MIPOBOJIUTH yroAy, ONepaliio;

MAaTH II0Ch COUIBHE 3 YUMOCK,

3 ypaxyBaHHSM 4oroch (Oepydu 70 yBaru);
Ha KOPUCTh Oyb-KOI0O 1HIIOTO;
puOyTKOBO MPOJIaBaTH;

MEPEKIIFOYUTHUCS HA IIOCh IHIIE;
HekBasi(ikoBaHa poOoTa;

10. po3moainsTH pecypcu 4epe3 CUCTEMY IIIHOYTBOPEHHS,
11. ckopodyBaTH MOXJIMBOCTI EKOHOMIKH;

12. HaGaBysATH IiHY;

13. mepepo3noaAiIATH BUTPATH;

14. onToBUI PHHOK,;

15. mexaHi3MHu (CTPYKTYpH);

16. yepe3 sAKi IiIHA BIUTMBAIOTH HA PO3ITOILN.

©CoNoGaRWNE
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Task 8. Explain in English.

ook wbdrE

rent;

profit;

expense account;
part-time job;

labor market;

wholesale (meat) market.

Task 9. Answer the following questions:

1.

CoOoNORWDN

What example is given of a market where sellers and buyers actually
meet?

How are households’ decisions on what to buy reconciled?

Why do prices adjust?

What problems do markets and prices solve fro society?

Why is the café owner in business?

Why don’t café owners have to pay high wages?

What makes society put resources into hamburger production?

What would consumers do if hamburger prices rose?

How many markets are you involved in if you buy a hamburger?
What are those markets?

10. Enumerate all the components comprising the concept of “Market”.
11. What does the term “resources” comprise?

12. In what way can prices guide your decision to buy some goods?

13. In what way can prices guide a person’s decision to take a job?

Task 10. Translate using all the active vocabulary possible.

1.

2.

3.

PuHok 1iHHUX mamepiB, SK 1 OyAb-IKMW PHUHOK B3arami, e
YKJIaJal0ThCs YrOJd, YSBISIE cO00I0 MexaHi3M (CTpYKTypy), depes
SKWH [IHW PeryiooTh (2 BapiaHTa) pO3MOILT OOMEKEHUX PeCypCiB
B CYCIJILCTBI.

[ToTpebu pi3HUX TPyl CYCHUILCTBA HNPUBOASTHCS Y BIAMOBIAHICTS,
HUITXOM 3MiHU (peryiroBaHHs) IiH Ha TOBapU Ta PECYPCH — TPYI,
kamiTan (00aHaHHS), 3€MITIO.

Bame pimeHHs @00 TMOKYNKA raMOyprepiB Ha JlaHY Mae€
Oe3nocepe/HE BIAHOIICHHS J0 MUTaHb, $IKI CTOCYIOTbCS PHUHKY 1
I[1HU, OCKUIbKH, HAMIPUKJIad, MIJABUIIEHHS I[1H Ha M'SICO 1, BIAMOBIJIHO,
MEPEKIIFOUEHHSI MPOJABIIIB — BIACHUKIB Kade Ha OLIbII KOIITOBHI
00111, MOXK€ TMPHU3BECTH [0 TOrO, W0 MUTAHHA «IJISI KOrO
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BUpPOONISITU» OyJle BUPIINIYBATUCS HA KOPUCTh IHIIUX, OLIBII
3aMOKHUX CIOKUBAYIB.

4. baraTo CTyJEHTIB IIYyKalOTh poOOTY B Ka(e, OCKUIbKY BOHA 3aliMae y
HUX JIMIIE YaCTUHY 4Yacy 1 He moTpedye KBamidikallii, He JUBISTYHCH
Ha Te, IO BJIAaCHUKU Ka(e MPONOHYIOTh HEBHUCOKY ILIaTy 3a TaKy
paro.

5. SIkOM MOXKJIMBOCTI €KOHOMIKM IO BHPOOHHUIITBY M’ SICOMPOIYKTIB
CKOPOTHJIMCS, 1IHa Ha M 5CO 3pocia O 1 MOKYyMIll MoYyaliu KymyBaTH
CaHJBI4Yl 3 CHpPOM, TOOTO KOpEryBaHHs I[ilH CIOHYyKajlo Ou
CYCHUIBCTBO JI0 MEPEPO3NOILTY PECYPCIB.
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UNIT 7
The Money Market

Task 1. Read and give written translation to the following text.

The money market comprises the demand for money and the money
supply. The equilibrium in the money market is such a state of balance
when the demand for money from households and businesses is satisfied by
the quantity of the money supplied. The equilibrium in the money market is
reached be changing bond prices.

People can hold their wealth in various forms — money, bonds, equities,
and property. For simplicity we assume that there are only two assets:
money, the medium of exchange that pays no interest, and bonds, which we
use to stand for all other interest-bearing assets that are not directly a means
of payment. As people earn income, they add to their wealth. As they spend,
they deplete their wealth. How should people divide their wealth ay any
instant between money and bonds to gain the best profits possible and not to
incur losses?

There is an obvious cost of holding money. The opportunity cost of
holding money is the interest one would have gained if he (she) had held
bonds. It naturally follows that people will hold money rather than bonds
only if there is a benefit to offset this cost, only if holding money is more
profitable than holding bonds. It may happen only when interest rate on
bonds are too low to make it profitable to hold bonds.

Suppose the money market is in equilibrium when the interest tare on
interest-bearing assets is 6% and the amount of money demanded is
$200min. Now suppose the interest rate goes down, say, to 4%. In this case
interest-bearing assets are no longer profitable as they can’t earn a sufficient
return. Hence the demand for money will rise and will lead to a temporary
lack of money in the money market. If they lack money, household and
businesses are likely to sell bonds they possess for cash. That will cause an
increase in the bond supply, which lowers bond prices and rises interest
rates on interest-bearing assets. With a higher interest rate the amount of
money people are willing to have in hand will decrease again.
Consequently, the money supply will adjust to a current demand to reflect a
new higher interest rate.

Conversely, the increase in the money supply creates its temporary
surplus, which results in the demand for bonds and bond prices going up.
The interest rate falls thus restoring balance in the money market, but at a
new lower interest rate.
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Vocabulary Notes:

equilibrium — 6ananc, piBHOBara;

equities (syn. ordinary shares, equity shares, ordinary stocks) — 3BuuaiiHi
akuil;

to deplete — BucHa)xxyBaTH, BUUEPITYyBATH;
obvious — oueBUIHUIA;

to offset — BimmKoOBYBaTH, KOMIICHCYBATH,
Treasury bills — ka3Hauelicbki Bekcens;
consequently — omxe, Tomy;

conversely — naBnaku;

temporary surplus — TuMYacoBHi HaJTHIIOK;
interest-bearing — BiJICOTKOBHIA; TOH, IO

Task 2. Suggest the Ukrainian equivalents.

interest-bearing assets are no longer profitable;

to sell bonds they possess for cash;

the supply will adjust to the current demand,

we use to stand for all other interest-bearing assets;
thus restoring balance

a0 E

Task 3. Fill in the gaps with the words and expressions from the text.

1. The money market comprises and

2. The equilibrium in the money market is such when the demand
for money from s satisfied by the quantity of_

3. The equilibrium in the money market is reached by

4. Money is the medium of that

5. We use bonds to stand for all other ___ that are not directly

6. As people earn income, they _ their wealth. As they spend, they
_____their wealth.

7. ofholding money is the interestone __ if he (she) ___ bonds.

8. People will hold money rather than bonds only if holding money is
_____than holding bonds that iswhen _ onbondsare __ to make
it profitableto

9. In case the interest rate goes down __ are no longer profitable as
they can’t

10. The demand for money will rise and will lead to __ in the money
market.
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If they lack money, households and businesses are likely to __ they

possess

If there is an increase in the bond supply, it will __ bond prices and
interest rates on

The money supply will ____toacurrent demand to ___ a new higher

interest rate.

Task 4. Find in the text English equivalents for the following:

LCoNOORWOWDE

10

piBHOBara rpomioBoro puHky;

THMYacoBa HecTava (HaUIMIIOK) I'POIIIECH;

MaTH Ha pyKax;

OyTu y piBHOBa31;

BCTaHOBITIOBATH PIBHOBAry;,

JOCSATTH PIBHOBAIH,

akTuBH (00Jiraiii), 110 IPUHOCITH BIICOTKOBHH TOXI;
30UIbIIIYBATH 100POOYT;

. BHCHa)XXyBaTu (BUUEpIyBaTH) 0araTcTBO;

JUISL TIPOCTOTH TIPUITYCTUMO, IO

Task 5. Answer the questions.

1.

2.
3.

Explain in your own words the term *“opportunity costs”. What is the
opportunity cost of holding money?

What’s the equilibrium in the money market? How can it be reached?
How does the money market work?

Task 6. Translate the following sentences into English.

1.

J71s1 eKOHOMIKH € TOraHUM SIK HecTaua, TaK 1 HaJJIUIIOK TPOIIeH, TakK K
MEpIINI MPU3BOJAE 10 3HUKEHHSI BUTPAT MiJ Yac Crajay, a OCTaHHIN — 110
3HEI[IHEHHSI TPOILIEH 1 3HUKEHHSI 1X KYMiBEJIbHOI CIIPOMOKHOCTI Mij] Yac
THOIISITI.

. I'pomioBuii puHOK 00’€/IHY€ TMONUT Ta MPOMO3UIII0 TPOIIeH s

O3HA4YE€HHS PIBHOBAroMOi CTaBKH B1JCOTKA.

PiBHOBara rpoIlIOBOr0 PUHKY BCTAHOBIIOETHCS 4Yepe3 3MIHMU I[IH Ha
oOuiraiii. 31 3M1HOIO I[IH Ha 00JIIraiii BiICOTKOB1 CTABKM 3MIHIOIOTHCS B
3BOpPOTHOMY HamnpsiMkKy. [Ipu piBHOBaromiil cTaBii BiJICOTKAa I[IHA Ha
oOmiranii MocTiiH1, a TOMUT Ta MPOIMO3UIIS I'POIIEH PiBHI.

3MEHIIEHHS TMPOMO3HUllll CTBOPIOE THUMYAcCOBY HeCTady Tpolleil Ha
rpOLIOBOMY PUHKY. JIfoau Ta 3aKkjagu HaMararoThCsi OTPUMATH OLIbIIE

53



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

rpomei nuxoMm mnpojaxy oosmiranid. Tomy mnpomosuiis oOsiramii
3pocCTae, M0 3HUXKYE I[IHY Ha o0irauii Ta mjaHiMae BIICOTKOBY CTaBKY.
301IbIIIEHHST MPOIO3UIIIT TPOIIeH Ja€e TUMYACOBHHM iX HAJJIUINOK, B
pe3yJIbTaTi YOro 30UIBIIYETHCSA MOMUT Ha OOJIraiii 1 [{iHa Ha HUX CTae
BUIOK. BincoTkoBa craBka mnagae, 1 Ha TIPOLIOBOMY PHUHKY
BCTAHOBJIIOETHCS PIBHOBAra.
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UNIT 8

Monetary Policy

Unit 1. Read and translate the following text.

Monetary policy is one of the main instruments of macroeconomics.
It is based on the ability of the Central bank to control the money supply,
which leads to changes in interest rates and the exchange rate, and therefore
in, the amount of investment, which influences, which influences directly
the national output. This method of controlling the economy centers on
adjusting the amount of money in circulation in the economy and so the
level of spending and economic activity. Monetary policy was first
employed as a means of control in the 1950s, but has been more widely
used since the 1970s. The Central Bank plays a major role in the
implementation of a nation’s monetary policy. In some countries (for
example, Germany) the Central Bank operates monetary policy
independent of government policy. However, the UK’s Central Bank, the
Bank of England, implements monetary policy on behalf of the
government. Monetary policy has three main aspects:

e Controlling the money supply
e Controlling interest rates
e Managing the exchange rate

In this section we study the way in which a central bank can control the
supply of money in the economy. The aim of the authorities when
controlling the money supply is to limit the amount borrowed, and hence
spent, by businesses and individuals during an inflationary period. It is
hoped in this way to limit the level of overall demand in the economy and
thus to remove or reduce inflationary pressure. During a recession
monetary policy is aimed at increasing the money supply to encourage
spending. We now describe the three most important instruments available
to affect the money supply: open market operations, reserve requirements
and the discount rate.

Open Market Operations

Open market operations are the most important way of controlling
the money supply. It refers to the Bank trading government bonds in the
open market — that is when they are bought from and sold to commercial
banks and individuals.
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When the Bank sells government bonds in the open market, the Bank
withdraws the money from population and reduces the money supply.
When the Bank buys government bonds in the open market, it increases the
amount of money in circulation and hence the money supply.

Reserve Requirements

To understand the way a central bank can influence the money
supply we should consider the creation of money by commercial banks and
in this connection introduce the money multiplier.

Banks have to hold a proportion of their assets as a reserve in case
customers demand repayment of their deposits. This required reserve has to
be in a liquid form, that is easily convertible into cash. Many banks indeed
hold a significant proportion of this reserve as notes and coin either in their
vaults or at the central bank. A required reserve ratio (%) is a minimum
ration of cash reserves to deposits that the central bank requires commercial
banks to hold. Commercial banks can hold more than the required cash
reserves (this amount of money is called excess reserves and is used to
create new money), but they cannot hold less. If their cash falls below the
required amount, they must immediately borrow cash, usually from the
central bank, to restore their required reserve ratio.

Commercial banks can use loans, i.e. they can create money and
increase their excess reserves. Suppose somebody deposited $ 100 with
bank A. If a required reserve ratio is 20 %, the bank has $ 20 as required
reserves and $ 80 as excess reserves, which can be lended. If a borrower
draws a cheque for this whole sum and deposits it with bank B, then bank
B gets $ 80 as its assets. Bank B is to sold 20 % of this sum (that is $ 16) as
required reserves. It means it has $ 64 of excess reserves, which it can lend
to somebody. Tabl.1 illustrates the process with banks C, D, E, etc. being
involved.

Table 1. The expansion of the money supply by a system of commercial
banks

Bank Reserves Required Excess Created
and Loans, Reserves, Reserves, Money (the
amount of
$ $ $
money to
lend), $
Bank A 100,00 20,00 80,00 80,00
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Bank B 80,00 16,00 64,00 64,00
Bank C 64,00 12,80 51,20 51,20
Bank D 51,20 10,24 40,96 40,96
Other banks 204,80 40,96 163,84 163,84
The total amount of the money created 400,00

The money multiplier (m) shows the maximum amount of money,
which can be created by one dollar of excess reserves, the required reserve
ratio given. The money multiplier is inversely proportional to the required
reserve ratio, or
m = 1/ R, where
m — a money multiplier
R — a required reserve ratio

So we can see that the larger the required reserve ratio is the smaller
the money multiplier is; the less money can be created and less the money
supply is.

Now suppose the commercial banking system has $ 1 million in cash
and for strictly commercial purposes would normally maintain cash
reserves equal to 5 % of sight deposits. Since sight deposits will be 20
times cash reserves, the banking system will create $ 20 million of sight
deposits against its $ 1 million cash reserves:
cash reserves $ 1 min—-5%
sight deposits x — 100 %

Xx=%$1minx100% :5% =$20 min.

Suppose the Bank now imposes a reserve requirement that banks
must hold cash reserves of at least 10 % of sight deposits. Now banks can
create only $ 10 million sight deposits against their cash reserves of $ 1
million. Thus a reserve requirement acts like a tax on banks by forcing
them to hold a higher fraction of their total assets as bank reserves an d a
lower fraction as loans earning high interest rates.

Thus, when the central bank imposes a reserve requirement in excess
of the reserve ratio that prudent banks would anyway have maintained, the
effect is to reduce the money supply. Similarly, when a particular reserve
requirement is already in force, any increase in the reserve requirement will
reduce the money supply.

The Discount Rate

57



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

The second instrument of monetary control available to the central
bank is the discount rate.

The discount rate is the interest rate that the Bank charges when the
commercial banks want to borrow money.

Suppose banks think the minimum safe ratio of cash to deposits is 10
%. Say their cash reserves are 12 % of deposits. How far dare they let, their
cash reserves fall towards the minimum level of 10 %?

Banks have to balance the interest rate will get on extra lending with
the dangers and costs involved if there is a sudden flood of withdrawals,
which push their cash reserves below the critical 10 % figure. This is where
the discount rate comes in. suppose market interest rates are 8 % and the
central bank makes it known it is prepared to lend to commercial banks at 8
%. Commercial banks may as well lend up to the hilt and drive their cash
reserves down comes to the worst and they are short of cash, they can
always borrow from the Bank at 8 %. Banks cannot lose by lending as
much as possible.

Suppose however that the Bank announces that, although market
interest rates are 8 %, it will lend to commercial banks only at the penalty
rate of 10 %. Now a bank with cash reserves of 12 % may conclude that it
Is not worth making the extra loans at 8 % interest that would drive its cash
reserves, down to the minimum of 10 % of deposits. There is too high a
risk that sudden withdrawals will then force the bank to borrow from the
Bank at 10 % interest. It will have lost money by making these extra loans.
It makes more sense to hold some excess cash reserves against the
possibility of a sudden withdrawal.

Thus, by setting the discount rate at a penalty level in excess of the
general level of interest rates, the Bank can induce commercial banks
voluntarily to hold additional cash reserves, since banks have to hold more
cash as reserves, the money multiplier is reduced, less money can be
created and the money supply is lower.

Vocabulary Notes:

instruments of macroeconomics — MakpoOeKOHOMIYHI IHCTPYMEHTH;

to control the money supply — KOHTpOJIIOBaTH TIPOTIO3MITIIO TPOIICH;

the exchange rate — oOMminHUI (BastOTHUI) KYpC;

the amount of investment — cyma kaniTanoBKJIa/ICHb;

to adjust the amount of money in circulation — koperyBaTu KiIbKiCTh
rpouiei B 00iry;

implementation of a nation’s monetary policy — 3milficHIOBaTH HalliOHAJIEHY
KPEJIUTHO-TPOIIOBY MOJIITHUKY;
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to implement — BukoHyBaTH, 3IHCHIOBATH, 3a0€3MIeYyBaTH BUKOHAHHS,

the Bank of England — Bbank Awnrmii. The Bank of England is the UK’s
central bank. Established in 1694, it plays a key part in implementing the
government’s monetary policy. It ensures that interest rates are at the level
desired by the government of the day and oversees the printing of notes and
coin. It has wider responsibilities in managing the nation’s debt and
holding its reserves of foreign currency and gold. Thus, it holds
responsibility for the country’s monetary policy and its financial relations
with other countries.

on behalf of — Bix imeni;

reserve requirements — pe3epBHi BUMOTH;

a discount rate — oGrikoBa CTaBKa;

the money multiplier — rpomroBuii MyIbTHILTIKATOP;

required reserves — HeoOXiqHI pe3epBHI HOHIH;

easily convertible into cash — iierko KoHBepTYBaTH B TOTIBKY;

a required reserve ratio — HeoOXiqHa pe3epBHA HOpPMA,

cash reserves — kacoBi pe3epBH;

eXCesS reserves — HaJIMIIKOBI PE3CPBH;

to draw (syn. to write out, to make out, to issue) a cheque — BunricyBaTu
YCK

created money — cTBopeHi rporii;

inversely proportional (ant. directly proportional) — 3BopoTHO
MIPOTIOPIIHHUIA;

to maintain — miaTpuMyBaTH;

to impose a reserve requirement — BBOJIUTH pe3epBHI BUMOTH;

fraction — gacrtka, noxusd;

in excess of smth — monas worocs;

prudent — o6awIMBUH, pO3pPaXyHKOBHIA;

in force — B cuui;

to charge — Ha3HavyaTH, HapaxoOBYBaTH;

to lend up to the hilt — mpomoBxyBaTn HagaBaTH MO3UKH;

up to the hilt — mosHicTro;

drive their cash reserves down to — qoBe3tu (3HU3UTH) CBOI KaCOBI pe3epBH
J0...

if the worst comes to the worst — sikio TpanuThCsl HalTipIIe,

they are short of cash — im Opakye roTiBku;

the penalty rate — migBumena (mrpadxa) craBka,

it is not worth making the extra loans — He BapTo npea’ sIBJIATH J0JaTKOBI
IIO3HUKU,;

to induce smb to do smth (syn. to cause smb to do smth) — smycutu Korocnr
II0Ch 3pOOHUTH,
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voluntarily — ycBinomienHo.
Task 2. Suggest the Ukrainian equivalents.

to restore their required reserve ratio —

maintain cash reserves equal to 5 % of sight dep03|ts - ;

create $ 20 million of sight deposits — ;

a higher fraction of their total assets — ;

a lower fraction as loans — ;

the interest rate that the bank charges — ;

extra lending — ;

impose a reserve requirement — ;

. the dangers and costs mvolved - ;

10 prudent banks — ;

11. lend up to the hilt -

12. the minimum safe ratio of cash to deposns - :

13. flood of withdrawals —

14. the bank can induce banks voluntarlly to hold additional cash
reserves —

15. the required reserve ratlo given —

CoNoORLWNE

Task 3. Replace the parts in italics by synonyms.

implements monetary policy — ;
plays a major role — ;

operates monetary policy — ;

extra lending — ;

if the worst comes to the Worst - ;
they are short of cash — ;

to affect the money supply — ;

in excess of the reserve ratio —

PONF”S”P.W!\’!‘

Task 4. Fill in the gaps with the words and expressions from the text.

1. Monetary policy is a method of controlling the economy that centers
on the amount of money in the economy and so and

2. In some countries the Central Bank operates monetary policy
government policy, but the UK’s Central Bank implements monetary
policy the government.
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3. Monetary policy has three main aspects: controlling :
controlling , Managing .
4. The aim of the authorities when controlling the money supply is

____,and hence ____, by businesses and individuals during .
5. It is hoped to limit the level of __ in the economy and thus to
remote or reduce .
6. During a recession monetary policy is aimed at _ to
spendings.
7. The three most important instruments __ the money supply are
: and

8. Open market operations refer to the Bank trading government bonds
, that is when they are bought from and sold to :

9. When the Bank sells __ in the open market, the Bank __ the
money from population and ____ the money supply.

10. When the Bank buys government bonds in the open market, it
the amount of money _ and hence .

11. Banks have to hold a proportion of their assets __ in case
customers demand .

12. The required reserve hasto be  ,thatiseasily __ into cash.

13.  is a minimum ratio of to that the central bank
requires commercial banks to hold.

14. If cash of commercial banks _ the required amount, they must
immediately _ cash, usually from | to restore their .

15. Commercial banks can make loans, i.e. they can __ and increase

16. The money multiplier is _____ to the required reserve ratio, it means
that the larger __ is the smaller ____ is; the less money __ and
the less _ is.

17. The money multiplier (m) shows ____, which can be created by one
dollar of |, the required reserve ratio .
18. Since sight deposits will be 20 times cash reserves, the banking
system will create $ 20 million of _ against its $ 1 million .
19. A reserve requirement acts like by forcing them to hold
of their total assets as and as loans earning .

20. When the central bank imposes e reserve requirement  the
reserve ratio, the effect is to reduce __ , reduce ___ , and reduce

21. When a particular reserve requirement is already __ , any increase
in__ willreduce .

22. The discount rate is ___ that the Bank __ when the commercial
banks want .
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23. Banks have to balance __ they will get on extra lending with
if thereis __, which push their cash reserves

24. Commercial banks may as well lend up _ and ___ their cash
reserves __ to the minimum.

25. If the worst _ and commercial banks _ , they can always
the Bank.

26. The Bank announces that it will lend to commercial banks only at

27. If the Bank imposes a penalty rate, a commercial bank may

conclude that __ making the extra loans.

28. There is too high a risk that ___ will then force the bank to
the Bank at the penalty interest rate.

29. It makes more sense to hold ____ against the possibility of

30. By setting the discount rate at __ in excess of __ of interest
rates, the Bank can __ commercial banks _ tohold

31. Since banks have to hold more cash as reserves, __ is reduced,
lessmoneycan _ and s lower.

Task 5. Find in the text English equivalents for the following:

BiJ IMEHI ypsay — X

KPEJIUTHO-TPOITIOBA MOTITHKA — ;

JUTSL 3A0XOYCHHS BUTPAT — ;

oreparlii Ha BiIKPUTOMY pI/IHKy - ;

pe3epBHI BUMOTH — ;

KAaCOBHI PE3EPB — ;

HaJIJTAIIIKOBI PE3E€PBU — :

noTpiOHa pe3epBHA HOpMaA (plBeHb pE3epPBHUX BUMOT) — ;
CTBOPIOBATH TPOIIIi — ;

10. rpomioBHif MyTHTHILTIKATOP — ;

11. 3BOpOTHO IPOMOPIIHHUI — ;

12. moHas pe3epBHY HOPMY — ;

13. nuckoHTHa (00JIKOBa) CTaBKa — X

14. miaBuIeHa cTaBKa — X

15. BustyyaTu rpouii —

©oNoOR~wWdE

Task 6. Explain in English.
1. a money multiplier;

2. required reserves;
3. excess reserves;
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4. arequired reserve ration;
5. adiscount rate.

Task 7. Answer the following questions.

What is the aim of monetary policy?

Why is it important to control the money supply?

Dwell on the market operations.

Explain the creation of money by commercial banks. What does a

money multiplier show?

5. Why does the Bank impose a reserve requirement? What’s the effect
of the Bank imposing a reserve requirement?

6. Why does a reserve requirement act like a tax on banks?

7. What is a discount rate? How does it work?

W

Task 8. Translate into English using all possible active vocabulary.

1. OCHOBOMOJIOXKHOIO  METOI0  KPEAUTHO-TPOIIOBOI  TMOJITHKH €
JOTIOMOT'a €KOHOMIKH y TOCSITHEHHI 3araJIbHOTO PIBHS BUPOOHUIITBA,
AKAA XapaKTepU3yEThCA TOBHOIO 3alHATICTIO Ta BIJACYTHICTIO
i, KpeauTHo-rpoiioBa mojiTUKA MOJSITa€ B 3MiHI IPOILIOBOI
MPOMO3MINT 3 METOI cTadimi3alli CyKylmHoro 00’eMy BUPOOHUIITBA,
3aHATOCTI 1 PIBHA MiH. BIIbII KOHKPETHO: KPEAUTHO-TPOIIOBA
MOJIITUKA BUKIMKAE 30UIBLICHHS TPOIIOBOI MPOMO3HUIIT Mif Yac
Criaay JJIsi 3a0XOYEHHS BHTpaT, a mig dYac 1HQAII], HaBIaKH,
00MesKye MPOIMO3UIIII0 TpoIIeH 151 0OMEKEHHSI BUTPAT.

2. IcCHYIOTh TP OCHOBHUX 3aCO0M KPEAUTHO-TPOIIOBOTO KOHTPOJIO:
omepailli Ha BIAKPUTOMY PUHKY, 3MiHA PE3EpBHOI HOPMU Ta 3MiHA
00JIIKOBOT CTaBKH.

3. Omeparrii Ha BIIKpUTOMY PUHKY — HAHBaXTUBINIUI 3aCi0 KOHTPOIIO
rpomoBoi mpomno3uilii. Lleit TepMmiH BITHOCUTBCS OO KYIIBII Ta
MpoAaxy JIep>KaBHMX  OOdiramii I[eHTpadbHUM OaHKOM  Ha
BIIKPUTOMY PHUHKY, TOOTO 0 KYMiBIl Ta MOpOJaxy oOJiramii
KOMEPIIMHUM OaHKaM 1 HaCEJICHHIO B LIJIOMY.

4. Ilpu 3MiHI pe3epBHOI HOPMHU 3MIHIOETHCS BEJIMYMHA TPOLUIOBOIO
MYJBTUILTIKATOpA 1, BIAMOBIAHO, TPOIIOBA MpoIMo3uilis. B ocHOBI
IPOLIOBOTO MYJBTUIUIIKATOpPA TMOJISITa€ TOW (akT, 110 PE3EpBH,
3ary0JieH1 OJIHUM OaHKOM, OTPUMYIOTHCS THIITUM.

5. IloxibHO 10 TOrO, SIK KOMEpIiHI OaHKH CTATYIOTh BIJICOTKOBI
MJIaTEeX1 MO CBOIM IMO3WKaM, IEHTPAIbHUM OaHK CTITYE BiJICOTKOBI
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MJIaTeX1 Mo MO3MKaM, sIKl HaJaroThbcs KoMepliiiHuMm Oankam. Taka
CTaBKa BiJICOTKA HA3UBAETHCS O0JI1KOBOIO CTABKOIO.

6. 3HmwKeHHS OONIKOBOI CTaBKM 3a0X0Yy€ KOMEPIiiiHI OaHKH 10
npua0aHHss JOAATKOBUX PECypCiB UHUISXOM  3al03UYEHHS Yy
LEHTPAIBHOIO OaHKY.

7. T'oToBHICTH, OaHKIB HaJgaBaTH IIO3MKM Ha OCHOBI HAJIMIIKOBUX
pe3epBiB MEPIOAUYHO 3MIHIOETHCS, 1 B I[bOMY MOJATa€ MpUYMHA
JEPKABHOTO KOHTPOJIIO 3a TPOIIOBUMH MPOIMO3UIISAMU 3 METOIO
3a0€3IeUeHHs] EKOHOMIYHO1 CTA0LIbHOCTI.
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SECTION I
Specialty “Accounting and Audit”

Accounting basics

The sentences below explain many basic accounting concepts and contain
many basic accounting terms. Try to match the two parts of the sentences in
each section below. If you cannot do this exercise now, you will be able to
after doing the exercises on the following pages.

1. Bookkeeping involves recording day-to-day sales and purchases,
2. Financial accounting involves preparing financial statements
3. Management accountants or managerial accountants provide
information
4. Cost accounting involves determining the cost per unit
manufactured,
5. Tax accounting involves calculating liabilities for tax,
A and revenue received and payments made.
B and usually trying to reduce them.
C for external use by shareholders, creditors, etc.
D for internal use by company managers, about costs, prices, budgeting,
etc.
E taking into account indirect expenses or overheads.

Assets are resources owned by the company
Liabilities are amounts of money owed
The basic accounting equation is
For every transaction, double-entry bookkeeping increases one
account,
10. Depreciation means reducing the value of an asset
F and decreases another by the same amount.
G Assets = Liabilities + Shareholders' Equity.
H over the length of its estimated useful life.
| that have future economic value.
J that will have to be paid in the future.

© oo~

11. The balance sheet reports

12. The income statement shows

13. Revenues minus expenses equals

14. Under the accrual basis of accounting, revenues are reported

15. Under the accrual basis of accounting, expenses are reported

16. The cash flow statement shows the cash generated and used during
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a period,

17. Companies whose stocks or shares are publicly traded must have
K assets, liabilities and shareholders' equity on a particular date.
L divided into operating, investing, and financing activities.
M net income or net profit (or possibly net loss).
N revenues and expenses for a period of time.
O their financial statements audited by independent accountants.
P when goods and services are delivered and not when cash is received.
Q when they are incurred rather than when they are paid.
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UNIT 1
You and Your Job. Applying For a Job

Tak 1 Hello! As you have already mentioned there is no business without
people. Different people do different work and of course there are a lot of
professions and all of them are very important for society. If you could
have any job in the world, what would you like to be? Why?

Look at the pictures below.
-Can you name these professions?
-What work do these people do?
-Can people manage without these professions?
-What the world would be without these people?

124

Task 2. Complete the table below with the missing information

Name of profession Activities people do
a) serves a table; brings dishes; writes a bill;
b) a police officer
c)
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d) aplumber

e)

f)

9)

h)

delivers mail, parcels;

I) a construction worker

Task 3. Which job do you consider to be the best? Which one to be
the worst? Explain your choice.

Task 4. What companies or organizations do these people work for?
Match each profession from exercise to with corresponding place of work.

1. Post Office;
2.Restaurant;

3. University;

4.Police station;
5.construction company;
6.service station;

7.farm;

8.show business;
9.communal services;

Task 5. Write questions to ask about the job.

e.g. Do you have to travel a lot?

a) possibility to travel

b) necessity to go to the conferences (trade fairs, meetings, etc.)
¢) working hours

d) days-off, holidays

e) uniform

f) answer the phone

g) well-paid/ill paid job

h) work indoors/outdoors

) qualifications

Task 6. Choose a job that interests you. Don't tell your partner about it.
He or she must guess what the job is by asking you questions. Use
previous information for ideas.
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Student B: You must find out your partner's job. Ask him or her
guestions.
-Do you have to..?
-Can you...?
-When/what/where do you have to...?
-When/where can you...?
Obviously, you mustn't ask questions like: What do you do? or What is your
job?

Watch out
Occupation — profession — job — work

-1 "'m applying for a job in a bank.
(Not "an occupation”, "a profession™) ,(job is a normal word to describe what
someone does for a living;)

-This form asks for details about your age, occupation, marital status...

(Not "profession"),(occupation is a formal word for job and is used in limited
contexts like form-filling)

-After studying law, | entered the legal profession.

(Not "job", "occupation™),(high-status work that requires special training and

education: law and medicine are professions; lawyers and doctors are

professional people)

Task 7. Complete the following sentences with the words job or work.

a) She's got a new

b) They did a great fixing my computer.

c) He's got with the government.

d) Ironing is hard :

e) Ifa Is worth doing, it's worth doing well.

j) You’ve never done a day’s in your life.

g0  There will be a lot of losses when the factory closes.
h) She’s always changing :

1) I’ve got a working for a bank.

) It took me an hour to get home from yesterday.

Task 8. Read and translate the following text.

Bank Cashier
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In British English, a cashier is a person who receives and pays out
money in a shop, bank, restaurant, etc.

In American and Australian English, the person who receives and
pays out money in a bank is called a teller.

Working as a bank cashier is a rather nice job. The pay is
reasonable, the conditions are pleasant, and there is quite a lot of job
security — all the time that people use money, they will need banks to
keep it in. Although there is quite a lot of paper work in the job — cashiers
have to FILL IN a lot of forms — one of the nicest things about the job is
that you get to meet a lot of people, so every day is a little different to
the previous day.

Of course, some of the customers just want to PAY their money
IN and leave, and some of them can be quite frustrating. Last week a
man came in with $100 in ten pence pieces, and then insisted on
COUNTING them OUT as he was giving them to me. It took a long
time and the other people in the queue were not very happy about it!

Interestingly, it is usually the people who want to TAKE money
OUT of their accounts that chat the most. Sometimes | think they feel a
little guilty about withdrawing the money, but | suppose they are also
quite excited about what they are going to spend the money on once I've
HANDED it OVER to them. It's amazing how much they tell you about
their private life and why and how they are going to spend the money
how they are going to spend the money!

Task 9. Find in the text the phrasal verbs to match the following
definitions:

a) to return something to the person who should have it;

b) to withdraw money from an account;

C) to count money as you move it from one pile to another, or as you give it to
SOmMeone;

d) to complete a form with appropriate information;

e) to put money into a bank account.

Text A
Job Advertisements

There are also other ways to recruit or employ new people. Companies
advertise the job or position in the appointments page of a newspaper;
people who are interested can then apply for the job by sending a letter of
application and curriculum vitae containing details of their education and
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experience. The company will then draw up a shortlist of candidates, who
are invited to attend an interview.
Study the following words:

To recruit — npuiimaTtu Ha poOOTYy

To advertise — orojonryBaTv BaKaHCIiIO

Position — mocana

To apply for the job — momaBatu 3asiBy mpo mnpuiiom Ha
poboty

A letter of application —3asiBa Ha poGoTy
Curriculum vitae (CV) — pe3rome

Appointment page — cTopiHka OroJiolleHb y ra3eTi
Shortlist — kopoTkHii CIHCOK MPETCHACHTIB
Candidate — nipeTeHICHT Ha ITOcay

Interview — cnisOecina

a letter of cover(ing) letter
application

CV resume
recruitment search firm
agency

Task 1. Look at the job advertisements below and fill in the table with all
the words and expressions used to describe requirements and benefits
offered by the job:

Requirements Benefits

e.g. educated to degree level competitive salary
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Production manager

We are looking for a qualified
engineer with several vyears
experience in computer
technology and design.
Managing experience would be
an  advantage, a good
knowledge of German and
French is desirable, Spanish is a
plus. Excellent salary plus sales-
related bonus and a company
car.

Please write with full CV to:
John Hart, Redwood
Marshall, Thore Industrial
Estate,CrabteeRd

Personal Assistant

Are you highly efficient with
good communication and inter-
personal skills? We are a
leading manufacturer of video
and audio equipment, and are
looking for someone special
with good administrative and
secretarial abilities to join our
Customer Services Department.
Education at college level is
required. Salary depended on
age and experience. Medical
insurance and a personal laptop.
Applyto:Brenda Howarth,
Spectro Ltd.

Task 2. Complete the advert below with the words from the box.

1. experience
2. degree

3. headquarters

4. salary
5. successful
6. benefits
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OFFICE MANAGER

International children’s charity with a) in New York and
offices throughout the world has an opening position in Mali. The b)

- candidate will be responsible for all aspects of the
management of his office. He or she should possess an advanced
university c) in business administration or a related
qualification and should have at least five years d) in
office management at international level. Fluency in English and French
is essential. Willingness to travel, live and work under difficult
conditions. e) include a competitive international f)

and overseas allowances.

Please write with your CV and stating current salary to: Box No RL

147

Task 3.Look at the advertisements again. What personal characteristics
are required for these positions? Make the list of them.

Task 4.There are more adjectives describing a personal characteristics
needed. Use them to characterize a person you know.

considerate dynamic motivated initiative
challenging energetic powerful hard-working
confident flexible responsible sensitive
competent imaginative skillful disciplined

Task 5. Complete the description with the words in the box.
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4 a) cheerful g)sociable )
b) hard-working h) sympathetic
C) outgoing
d) reckless
e) reliable
f) sensible
- /
Robert is a very (1) person, always with a smile on his face. He's a
good listener, too, and is always (2) if you have a problem or if
something goes wrong. And if you ask for help, he's very (3) - he
won't let you down. At university he was very (4) and got good
marks. He's very (5) person and would never do anything (6)

Robert is very popular with lots of his colleagues; he's very
(7 and(8__ .

Task 6. What features of character are the most important for a
secretary, CEO, a distributor, a trader, a school director, a university
graduate?

Task 7. Match the words on the left with their synonyms on the right.

A B
1 salary a) applicant
2.0pening position b) look for
3.benefits C) recruiter
4.candidate d) vacancy
5.skills e) bonuses
6.headhunter f) wages
7.seek g) abilities

Task 8. Put the words from the previous exercise into the gaps. Use the
correct form of these words.

1 Wehave .................. for secretaries with word-processing experience.
2. The Charity Fund .................... 1000 people among the young

unemployed to voluntary work last year.
3. There were over 100 .................. for the marketing manager position.
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4. Company employees received $50 Christmas
5. This job requires great management
6. The management of the company promised to increase

the end of the year.
7. Professional
multinational companies.

search

for successful candidates in

Task 9. Look at the files of Employment Agency on the right, and at the
Jobs Offered column in a local paper on the left, and try to decide which
person is best for each job. Explain why.

1. Jolene Buchanan; Age 22.

Has just got her degree as Master of
Business Studies. She wants to work
for a large company with good
career prospects, but she does not
mind where it is. She is very
ambitious, and wants a job that will
be a challenge.

A. Rep wanted for travel company.

We are looking for someone to
escort holiday-makers on
Mediterranean holidays. Training
and a good salary given to the right
person.

2. Jamie MacDonald; Age 44.

Ex-sergeant in the army, he has now
retired and is looking for a local job.
He is an experienced and competent
person, and he wants to work locally
to be with his wife and family.

B. Volunteers wanted to help on an
archaeological site in Turkey.

Do you want to get away from the
English winter? Starting this autumn
we want people to assist our
archaeological team. No salary, but
travel and expenses are paid.

3. Darren Wright; Age 19.

School leaver. Wants a job that will
allow him to travel and meet people.
Does not want a desk job or anything

C.Caretaker wanted for
Rhymington Primary to look after the
premises of a large school and
supervise its cleaners and gardeners.
Generous salary and pension to the
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local. Has exam passes in Spanish,
Maths and Biology.

right candidate.

4. Mike Cameron; Age 20.

Wants to take a year out from his
studies and do something interesting. He
Is training to be a doctor, but he wants to
do something completely different. The
salary is not important. He can start in
September.

D. Friday Person wanted for busy
office. If you have a cheerful helpful
personality and want a job that will
prepare you for a business career, why
not come and see us? Right in the
centre of town. Start immediately.

5. Jackie Wallace; Age 19.

School leaver. Capable of using
office software and of doing simple
accounts. Wants a local job because
her mother is ill and she wants to be
near her. The job must offer training
and work experience. Able to start at
any time.

E. Trainee manager wanted for a local
fashion boutique. The ideal candidate
will have a relevant degree, and be
prepared to work long hours if
necessary. We are part of the In Style
fashion chain. Full training and
generous salary.

BENEFITS AND QUALIFICATIONS

Task 10. Which of the following benefits are the most important to you
in a job and why? Give each one a score from 1 (not important) to 6

(very important)
A high salary
Good working conditions
A boss you enjoy working for
Co-workers you like
The opportunity to travel

Good opportunities for promotion

Is something you received from a job.

Is something you need to do a job.

76




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Task 11. Look at the following list of words. Are they benefits or qualifi-
cations?

1 promotion

2 work experience

3 medical insurance

4. vacation

5. bachelor/masters/degree

6 salary

7 driving license

8 commissions

9. bonus

10. fluent English

11. ability to make decisions
12. discount on goods

13. computer skills

14. flexible working hours
15. communication skills

Task 12. Decide which qualifications are necessary for the
representatives of the following professions:

A finance manager

A secretary in the office

A company lawyer

An overseas manager

A regional representative
Which benefits are the most important for them?

Task 13. Choose from the list given below features of character that are
the most suitable for them:

Creativity, being hardworking, accuracy, being responsible, being inventive,
persistency, love to travel, being able to work in a team, being able to
persuade people, being sociable, being reserved.

a) Fill in the table. Add as much information as you like:

Profession Qualification Benefits Features of character
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Watch out
wage - wages — salary

My salary is paid on the 28th of the month. (Not “wage", "wages")

(a salary is paid monthly)

Woman often get paid a low wage/low wages, especially for part-time work.
(a wage or wages are paid daily or weekly)

Task 14. Complete the sentences below with the words wage - wages -
salary.

1. The government announced the increase of the of

budget workers by 15 %.

2.The of workers depend on their productivity.

3. After several strikes the management of the plant decided to raise the
by 3 %.

4.Office workers are paid the once a month.

Task 15. Render the text into English.

3apa3 Ha pUHKY Mpalll € 0araTo BakaHCI, 00 €IHAHUX CIUIBHUM
cIoBOM «MeHe/kep». Cepell HUX OfHA 3 HAWMOUIUPEHIIINX —MEHEIKEP 3
peKIamMu.

Sxmo By 3akiHuriy iHCTUTYT (BUINA OCBiTA € BAXKIUBUM (DaKTOpOM
s poOOTOMABIIB), CIIOBHEHI CWJI Ta eHeprii — y Bac e Henorana
MOXJIUBICTH ~ OTpUMAaTH 1iKaBy pobOotry. Haitbinbmie mnoTpeOyroTh
MEHEHKEPIB 3 peKJiaMu 3aco0U MacoBO1 1H(OpMaAIIii.
barato po0oToaaBIliB BUMararoTh BiJl IPETEHICHTIB 3HAHHS KOMIT FOTEPHUX
mporpaM Ta iHO3eMHO1 MOBH. Jly’ke BaXJIMBUM € JOCBLA pOOOTH — MIHIMyM
1-2 poxkwn.

Text B

Applying For A Job

78




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Peter Townsled is a very qualified specialist. He has been working in the
sphere of business for fifteen years and has enormous experience in sales. But
unfortunately he has to change his place of work because his family is going to
move to another country. So, to find a new job Peter has decided to look
through the job advertisements in a local newspaper. One ad that caught his eye
was the following:

Local Branch Manager
required by
Slep by Slep
We are looking for a qualified manager with several years' experience in sales
and customer service.
If you have excellent communication and teamwork skills, good knowledge of
English and Italian and skills of work with the Microsoft Office operating system,
this job is for you.
We offer an excellent salary plus sales-related bonus.
If you have relevant experience and feel you are the right person call
now and start a new career that could earn you a brighter future.
For consideration, please send your application and confidential resume with
salary history and requirements to:
Mr. Peterson, Personnel Manager, Step by Step.
254MainStreet Seattle, WA 98502

Or Email: step@com.us
For enquiries phone: +31 (0)70 96798810

Task 1. Discuss the following questions:

e What attracts you in this advertisement?
e What benefits does this position offer?
e If you were Peter would you apply for this job?

Task 2. So, Peter has decided to apply for this job. But unfortunately
he does not have enough information about the position so he phones the
company.
Role-play the telephone call using the information below. One of
you is Peter Townsled, another is Rob Peterson. Do not forget that
this is a formal telephone call, so:

* Introduce yourself correctly

* Be polite

» Use formal English
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» End the conversation correctly

You want additional You are a HRmanager.
about the following: Answer Kris's questions
» the company information from the

the contract advertisement.

job description
* required qualifications
» the address (ask to spell it)

Text C
Selecting The Best Candidate

Task 1. Look at the statements below. Do you agree or disagree with
them? Express your opinion.
e |f you want to employ a good worker look at his handwriting.
e The best way to get to know your future employee better is to ask his sign
of zodiac.
e The candidate's appearance plays a very important role.

Task 2. Which of the approaches above would you use? Do you have
any more ideas how to select the best candidate?

Task 3. Read and translate the following text.
Selection Methods

Most employers say that they wish to employ the right person for the
right job.

While selecting a candidate recruiters use three main selection
methods: interviewing, checking curriculum vitae or application forms
and examining references.

Interviews are considered to be more reliable than either curriculum
checks or references from past employers. Face to face contact, applicant's
behavior and the way of presenting oneself give the employer valuable
information about the candidate.

Some employers place great importance on academic qualifications but the
link between them and success in management is not necessarily strong.
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Some recruiters use handwriting as a criterion. References, also, are
sometimes unreliable as they are rarely critical.

Task 4. In your opinion, what is the most reliable method of recruiting?
Why?

Task 5. Complete the recruitment checklist below by adding verbs from
this list. Follow the example.

check choose circulate hire

interview invite  place selectsort
1. ......place ... job advertisement in the newspaper.
2. i, through CVs and applications.
K CVs and applications to the relevant managers in the
company.
4 potential candidates by consulting with relevant
manager(s).
S candidates for the interview.
B candidates.
U potential candidates™ references.
T the best candidate(s).
T, successful candidate(s).

Task 6. Role-play the following situation.

Your company needs a Marketing You are a business consultant. Give some
Manager. You don't know how to recommendations what selection
select the best candidate for this methods to use when employing a
position. Ask a business consultant Marketing Manager.
for advice.
STEP I
WRITING A CV

WHAT IS IT A RIGHT RESUME?
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A resume is an introduction, one page, and one short chance at proving
you are a qualified and experienced candidate who should be hired by a
company. It includes all your life experiences. A resume must present a
clear picture of the candidate. For this you should know what a potential
employer expects. Employers look at the person's experience with a
company and period of his work for a company to see if he is not a "job
jumper". The person should be able to present himself in a resume. Your
resume must be right, standard format, typed.

Task 7. Read Peter’s CV. What mistakes has he made? Correct them.

Peter Townsled
35 Green Road
Spokane, WA 87954
Phone (503) 456-6781
Fax (503) 456-6782
E-mail petert@net.com
Work experience
1995 — 1998 Smith Office Supplies Yakima, Assistant Manager
Responsibilities
* Managed warehouse operations

» Interviewed new applicants for opening positions
Traveled locally offering on-site visits to regular customers

» Supervised bookkeeping staff

1998 — Present: Jackson Shoes Inc. ,Spokane, Manager
Responsibilities
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e Provide helpful service to customers concerning shoe choices

e Design and implement computer based tools using Microsoft
Access and Excel for staff

e Provide in-house training for new employees
Personal Information
Marital status: Married, two children Education

1991 - 1995 Denver University Colorado, Master of Business
Administration Professional memberships

Young Business Administration Club President 1993-1995, Denver
Additional Skills

Advanced level skills in Microsoft Office Suite, basic HTML programming,
spoken and written proficiency in English and Spanish REFERENCES
Available upon request

Task 8. Put the words from the box into the gaps.

a)He hasalotof............ as a salesman.

b) The company is........... problems with its computer system.

¢) Do you think its right to........... on animals?

d) When there were no antibiotics patients....... a lot of pain.

e)inmy.......... , acredit card is very useful.

) He had some terrible........ while he was traveling in the USA.

g) We are going to employ this candidate because he is a very
............. specialist.

Task 9. Match the words from column A with the words from column
B to make business expressions:

A B
1. personal a) time activities
2. career and background b) background
3.data C) experience
4. educational d) foreign languages
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5. work e) information
6. career f) achievements
7. spare g) summary

8. knowledge of h) sheet

Task 10. Make up your own sentences with the word combinations
above.

Task 11. Choose the best alternative to complete these sentences.
1. A is an individualized, written summary of

your personal, educational and experience qualifications.
CVlcover letter/reference/job advertisement

2. It is to present you as a prospective
employee.
design/designs/designed/designing
3. Not needs a CV.

anyone/someone/everyone/a person

4. Applications for many clerical and sales positions also

require a :

Job/ CV/application/job ad

5. ACVislike a (an) sales presentation.
oral/written/spoken/closed

6. It alone will not get you a
job/CV/application/want ad

7. An effective CV a favourable
impression of you while presenting your abilities and
experience.

create/creates/creating/was created

8. Your CV be used as a response to an ad.
Is/'was/can/won’t

9. Itis a fact sheet that tells a employer that you

are a desirable future employee.
perspective/prospecting/prospective/past

Task 12. Read the article devoted to the art of writing a resume and do
the exercises after it.

Ten Resume ""Don'ts"’
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Resumes are a necessity for almost every job on the planet — accountant,
teacher, CEO or municipal employee. Writing a resume is a kind of art. All
the parts and the words of the resume should be carefully thought over to
avoid misunderstanding and unnecessary information. But there may be
hidden dangers on any stage of your resume writing.

Before saying to yourself "OK! I've done it!" check the ten resume don'ts
below:
1. Appearance count — Don't try to save your money by printing your
resume on a cheap copy paper instead of a good quality stock. Check for
typos, grammatical errors and coffee stains. Use the spellcheck feature on
your word processor and ask a friend to review the resume to find mistakes
you might have missed.

2. Does size matter? — If your career warrants a two-page resume, then go
ahead and create a document that reflects the full range of your experience
and accomplishments. Don't reduce the type size to such a degree that your
resume becomes difficult to read.

3. Truth or consequences — Don't fudge over the dates or titles on your
resume to hide the fact that you have been unemployed, that you switched
jobs too frequently or that you held low-level positions. If a prospective
employer conducts a background check and discovers that you lied, you can
kiss the job good-bye.

4. State your case — If you are seeking a job in a field which you have no
prior experience, don't use the chronological format for your resume. By
using a functional or skills oriented format, you can present your relevant
experience and skills up front.

5. Put your best foot forward — Don't simply copy the job description jargo
from your company Human Resources manual. To show that you are
more qualified than the competitors for the position simply list your job
responsibilities. Present specific accomplishments and achievements:
percentages increased, awards won, etc.

6. No excuses — Don't include the reasons you are no longer working at
each job listed on your resume. The phrases "Company was sold"”, "Boss
was an idiot" and “left to make more money" have no place on your
resume.

7. What have you done lately? — Though it is acceptable to have a two-page
resume, don't list every job you have ever had. Personnel managers are
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most interested in your experience from the last ten years, so focus on your
most recent and most relevant career experience.

8. Target your audience — Don't mail your resume to every ad in the Sunday
newspaper. If you are not qualified for a position, don't apply.

9. No extra papers, please — When you send out your resume, don't include
copies of transcripts, letters of recommendation or awards, unless you are
specifically asked to do so. If you are called in for an interview, you may bring
these extra materials along in your briefcase for show-and-tell.

10. Don't get personal — Personal information does not belong on a resume
in the United States. Don't include information on your marital status, age,
race, family and hobbies.

Task 13. Analyze the resume you have already written taking into account
the information above. Think of the results. Do you think the pieces of
advice are really valuable?

Task 14. Work in groups. One of you is a specialist in writing a resume.
Prepare a report on how to write a good resume for a group of people
attending job employment centers. All the rest are young people who are
eager to get a job. They know that a lot depends on their resumes.
Prepare questions to ask a specialist in resume writing what to do to make
the resume more attractive and competitive.

Task 15. Do the following crossword puzzle dealing with resume.
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IIII
dEaEEREN

ACross:

2. Listing on a resume is favored by some recruiters and opposed
by others.

4. Computer friendly resumes avoid fonts.

7. A resume emphasizes the candidate's capabilities while also
including a complete job history.

9. A resume focuses attention on the candidate's skills.

10. «If your resume isn't a winner, itsa »—Joyce Lain Kennedy.
11. The trend in resumes today is to omit data.

12. Companies often use to digitize incoming resumes.

13.  Computer friendly resumes use plenty of space.

Down:

1. Scannable resumes emphasize words.

3.A resume lists the candidate's work history job by job,
starting with the most recent position.

5. letters are used to introduce resumes.

6.  The first reader of a candidate's resume may be a

8.The of a letter of application should request an |nterV|eW

Task 16. Marcia Garcia tells about her educational background. Com-
plete each sentence with one of the words or phrases from the box
below. You will need to put the verbs into the right tense.
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Apply graduate (verb)  grant higher degree
Honors degree scholarship  option PhD place

Primary school job secondary school

[T~
1. | started at in London when | was 5.
2. Atthe age of 11 1 went on to , also in London.
3. Atl171 to University.
4. lgota at Manchester to Engineering.
5. In fact | was awarded a :
6. But at the end of the first year | changed to another
7.1 form the University in 2003.
8. I have a first class in Economics.
9. | decided to at university.
10. So I did a in business administration at the University of
California.
11. During the course | did an on small business development.
12. | found the topic so interesting that | applied for a todoa

doctorate on the same subject.

13. Once | had got the money | had to write a 50,000 word
14. So, now | have a BA, an MBA and a

15. All I need now is a

Task 17. Match the words and word combinations from the box with their
definitions below.

a) Career Objective b) Employment Gaps c¢) Resume
d) Accomplishments e) Corporate Culture
f) References @) Assessments h) Benefits i) Background Check

J) Researching Companies k) Career Planning

[T
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1. These are the achievements you have had in your career. These key points
really help sell you to an employer — much more so than everyday job duties
or responsibilities.

2. These tests ask you a series of questions and try to provide you with some
sense of your personality and career interests. You shouldn't rely on the results of
these tests by themselves, but the results can be a good starting point for
discovering more about yourself and your interests and considering careers you
may not have thought of.

3.Used by employers to verify the accuracy of the information you provide
on your resume or job application - and beyond. Items checked include:
employment verification, educational background/degrees, references, credit
history, medical records, driving record, court records, criminal records, and
more.

4. An important part of your compensation package, and part of the salary
negotiation process. Note that every employer offers a different mix of benefits.
These benefits may include paid vacations, company holidays, personal days,
sick leave, life insurance, medical insurance, retirement and pension plans,
tuition assistance, child care, and more. Can be worth anywhere from 20 to 40
percent of your salary.

5.An optional part of your resume, but something you should contemplate
whether you place it on your resume or not. It can sharpen the focus of your
resume and should be as specific as possible and written in a way that shows how
you can benefit the employer.

6. The collection of beliefs, expectations, and values shared by an
organization's members and transmitted from one generation of employees to
another. It sets norms (rules of conduct) that define acceptable behavior of
employees of the organization.

7.Are those periods of time between jobs when job-seekers are
unemployed, either by choice or circumstances? Employers do not like seeing
unexplained gaps on resumes, and there are numerous strategies for reducing the
impact of these gaps on your future job-hunting.
8.A group of people who will say good things about you and who know
specifics strengths that you offer. These people can be your current and past
supervisors, former teachers or school administrators.
9. A key job-hunting tool used to get an interview; it summarizes your
accomplishments, your education, as well as your work experience, and should
reflect your special mix of skills and strengths.
10. The process of gathering information about a company, its products, its
locations, its corporate culture, its financial successes. This information is
extremely valuable in a job interview where you can show off your knowledge of
the company, and can also help you in writing your cover letter.

89



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

11. The continuous process of evaluating your current lifestyle, likes/dislikes,
passions, skills, personality, dream job, and current job and career path and
making corrections and improvements to better prepare for future steps in your
career, as needed, or to make a career change.

STEP 11
THE LETTER OF APPLICATION

The letter of application (also called the covering letter) can be as important as
the CV in that it often provides the first direct contact between a candidate and
an employer. If this letter is not well written and presented, it will make a poor
impression. The letter of application normally contains three or more paragraphs
in which you should:

e Confirm that you wish to apply and say where you learned about the
job.

e Say why you are interested in the position.

e Show what you can do for the company using your skills and experience.

e Show your desire to attend an interview and say how you can be
reached.

Task 1. Read the letter for the first time and answer the following
guestions. Don't pay attention to the gaps.

What position is Peter applying for?
Why does he think he suits this position?
How can he be reached?

Task 2. Read Peter's letter of application for the second time and
complete it using the words from the box.
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/a) response b) position \

) environment d) qualifications
e) responsibilities ) deadlines
g) resume h) requirement

\ 1) discuss /

Task 3. The following phrases are often used in the letters of
application. Translate them into your native language.

Useful Key Phrases

| am writing to you in response to your advertisement for...

*As you can see from my enclosed resume, my experience and qualifications
match this position's requirements.

«1 would like to point out... immediately upon his return.

*During ...., | improved (furthered, extended, etc.) my knowledge of...,

*| look forward to an opportunity to speak with you in person. (OR to speak
with you personally)

*Please accept this letter as an expression of interest in the position of...

*| have enclosed a copy of my resume for your review.

»...and believe I possess the right combination of....skills.

*My current position .... has provided the opportunity to ...

| would welcome the opportunity to personally discuss my potential
contributions to your company with you.

*| look forward to your reply.

Task 4. Put the words and word combinations from the box into the
gaps.
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6 As you will see frommy CV  2) for the past 15 years \

3) I accept all the terms  4) lama 25 year-old ~ 5) | am eager to

relocate  6) I amenclosing a copy of  7) I do in my present position

8) a Head Technician  9) for the post of  10) hotels and the light
industry 11 ) in the employees” handbook  12) looking for a position

\13) which appeared in  14) with the latest developments in  15) word /

Q) e much of the work........... IS
related to health and safety related to..... :
D) e, , | have been employed as ............. with
Soft Drinks Co., Ltd.
c) | accept all the conditions................cccvveeeeeinnnenn. which I received.
) e in the letter you sent me.
B) et instructor of International Safety Training
Centre Ltd., ....ccoovvveeviiiieeeee, the Overseas Safety Centre.
f)lamacollege graduate............ccccoovvveeiiinennne In an export company.
g) lamalso familiar...........cccccocovveennnee. software products such as
h) I am answering your advertisement .................
Cultural Heritage Interim Board Executive ................. The Times of
Malta.
) P RRTRR to your area.
Do my curriculum vitae.

Task 5. Complete the following sentences from the letter of application.

1.1fe | pos the nee qual

2.1f Iwo liketoha ~ apos  with greater res

3.1 fi_ thesal  andfringe bene_ package quite attr :
4. 1 ha__a very goworking kno of Fr :

51h__ beengiventound___ thatyouarecur ___ seeking an Of

Administrator.
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6.1ha___ beento_ thatyouarese _ aPersonal As_and I would
beve  happytota toyouab thatpos
7.1havebe _ withthisco___ forthe pa six yearssi__
graduating fr __ college in 1999 with a cer in Occupational Heal
and Safety.
8.1haveju__ seenyourad _ foraSenior Ex___inthis mor
LE FIGARO.
9.lhavewor ___inEn fortwoy :
101 I_k frwrd t m _tng vy _ nxt w__ k

Task 6. Write a letter of application which will be enclosed to the CV
you've already made up. Make sure the information in your CV and
application letter match.

STEP 111
INTERVIEW

Eventually Peter has been invited to the interview. So what does
"interviewing better" actually mean? It means that the candidate is well
prepared and confident. He can answer the questions in a way which is
acceptable to the interviewer. He knows something about his potential
employer's business and the post he hopes to fill. These are really the basic
components of any candidate who "interviews well”.

Dealing with Interviews
Here are some useful tips how to cope with the interview.

The basic approach to an interview is to be well prepared. This means two
things — preparing yourself practically for the interview, and gathering
knowledge and information you can draw on during the interview. So plan
and be organized!

I. Before the interview.
1. Gather information about your employer before you are interviewed —
what do they do, what are their current projects, what other interests do they
have? Ask staff- many companies will offer you the chance to talk about the
vacancy with someone, use the opportunity to find out more about the
company.

Make sure you know what the job entails — get a job description, ask
someone in a similar post, ring the company to find out the details.
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1. This can demonstrate your interest in the position. This is the list of
documents you are recommended to have:
e copies of educational diplomas, certificates, accreditations, etc.
e awards won;
o reference letters;
e examples of work, such as projects completed, etc;
e driving license
2. How you answer during the interview plays a major part in the taking
decision. It is recommended that the candidate should think beforehand
how he, she would answer them.
1. The day of the interview.
1. Wear what is appropriate for the post and the company. It may vary from
smart, formal wear in some instances to very formal dress in others.
Avoid excessive jewelry, shorts, jeans, tee shirts, open toed shoes and
very bright colors. It is advisable to cover tattoos or pierced body parts.
Try and get an insight into what the company would expect from employees
to wear. What would be appropriate for a building company is very different
for a public relations agency.
2. Be well neat and clean. Try to look calm and confident; simple things like
deodorant can boost your confidence.
4. Be punctual.
5. It is very important to greet your prospective employer with a firm hand-
shake, eye contact and smile. You should produce an enthusiastic,
professional image from the start.
Here are some simple, but frequently broken rules:
«Sit comfortably with both feet on the floor.
*Don't play with your hair or you hands.
*Maintain natural eye contact with the interviewer.
«If there's more than one interviewer, look at who's talking.
*When you're talking, shift your glance from one to the other.
*Above all try to be you, try to be natural.
I1l.  After the interview.
Send a thank you note.
GOOD LUCK

Task 7. Match the following headlines with the corresponding
paragraphs in the article.

|. Before the interview.
a) Prepare for the questions you may be asked
b) Research the company and the industry.
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c) Prepare a portfolio.

d) Prepare the questions you can ask.
I1.The day of the interview

a) Don't be late!

b) Dress accordingly

c) Smile, be enthusiastic

Task 8. You can see a list of reasons a person may have for leaving or
changing a job. Discuss them and choose the ones you think are
unacceptable to give to an interviewer:

| don't like the job I have.
There isn't much room for advancement.
I was laid off because business was slow.
I didn't get along with the boss.
I'm bored with my job.
| want to work on a job that is more interesting.

My job is long way from my house. | have trouble getting to work on
time.

e The pay is very low.

Task 9. Imagine you are Peter Townsled. You have come to the
interview with Rob Peterson, Personnel manager of Step by Step.
Complete Peter’s part of the dialogue using the information from Peter's
CV and application letter.

Interviewer: Sit down please, Mr Townsled. We have read your CV and
letter of application in answer to our advertisement. 1'd like to talk to you about
your qualifications for the position.

Peter:

Interviewer: Are you working?

Peter:

Interviewer: What do you do exactly?

Peter:

Interviewer: How long have you been working there?

Peter:

Interviewer: What other jobs did you have? And what did you do?
Peter:

Interviewer: Tell me about your education and any special training you've
had.
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Peter:

Interviewer: You speak German and French, do you?

Peter:

Interviewer: I'm sure you can learn one more foreign language quickly,

can't you? Our company is going to set up a subsidiary in Italy and Spain.
Peter:

Interviewer: Do you have any special skills?

Peter:

Interviewer: Why do you want to change your job?

Peter:

Interviewer: Thank you very much for coming in to see us. It has been a real
pleasure to talk with you.

Peter:

Now play the role of Rob Peterson. Answer Peter's questions.
Peter: Why do people like working at your company?

Rob:

Peter: Do you offer any benefits?

Rob:

Peter: Is there any chance for a promotion?

Rob:

Peter: How much does the job pay?

Rob:

Peter: What types of training and support can | expect?
Rob:

Peter: Describe for me a typical day in this position, please.
Rob:

Task 10. Study your role cards. Student A is an employer, Student B is an
applicant. Conduct an interview and complete your cards with necessary
information.

Student A

Questions to ask applicant: You company’s profile and

Available Job
Could you spell your name please?
Job Description: marketing manager
What kind of experience do you
have? Job Salary: $ 45000/year
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What did you study in university?
Do you have any special skills?
What are your good points and bad

points?

Location; Coca cola Ukraine

Benefits: car, laptop, medical
insurance
Promotions: promotion to senior

manager in ltaly

Applicant information

Name of Applicant:

Experience:
Major:
Skills:

Good Points:

Bad Points:

Student B

Questions to ask employers:

What company do you represent?

What kind of job do you offer?
What salary do you offer?

Where is it located?
Do you offer any benefits?
Is there any chance for a promotion?

97

Your information

Your Name: Sam Spade

Work Experience: 2 years
working in advertising agency
Your Major: Marketing

Special Skills: English, computer

Good Points: Energetic,
inventive

Bad Points: Too emotional
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Job Type

Name of a company:

Job:
Salary:

L ocation:
Benefits:

Promotions:

Text D. Read the article "Interview Mistakes To Avoid " and do the
exercises after it.
Interview Mistakes to Avoid

The wrong move can cost you the job! You've worked hard to get to the
interview stage. You passed the cover letter and resume screening process.
maybe even a few telephone interviews. Now its time for the face to face
interview with the employer itself. Any number of items can go wrong but
you have to be in control and must have 1. (confident) . Go
into an interview with the 2.(feel) that you are going to 3.
(impression) them so much that they will have to make
you an offer.

The interview is the most stressful part of the job hunt for many 4.
(person) because now they can't hide behind the cover
letter and resume. The real face to face human connection between
possible 5. (employ) and job candidate takes place. But for
starters if you simply follow these tips below, you are on your ' way to
interviews with results. A big part of a 6.(success) interview is
avoiding simple mistakes. Mistakes are deadly to the job seeker and easy
to avoid if you are prepared. These are the most common interview
mistakes - and their antidotes.

Arriving late. Get directions from the interviewer - or a map. Wear a watch
and leave home early. If the worst happens and you can't make it on time,
call the interviewer and arrange to reschedule.

98




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Dressing wrong. You make your greatest impact on the 7. (interview) in
the first 17 seconds 8. (impress) you want to make powerfully
positive. Dress right in a conservative suit, subdued colors, little jewelry (but
real gold, or silver, or pearls), low heels (polished) and everything clean and
neat. Hygiene includes combed hair, brushed teeth, deodorant and low-key
scent. Check everything the night before, again before walking out the door
and once again in the restroom just before the interview.

Play zombie. OK, you're 9. (nerve) . But you can still smile,
right? And make eye contact, yes? Sit up, focus on the interviewer, and
start responding. 10. (enthusiastic) Is what the

interviewer wants to see.

No smoking, no gum, no drinking. This is all comfort stuff for you, and
none of it helps you here. Employers are more likely to hire non-smokers. At
a lunch or dinner interview, others may order drinks. You best not.

Research failure. The interview is not the time for research. Find out the
company's 11. (produce) and services, annual sales, structure
and other key 12. (inform) _ from the Internet, the public
library, 13. (profession) magazines or from former employees.
Show that you are interested in working for the prospective employer by
demonstrating 14. (know) about the company.

Can't articulate your own strengths and weaknesses. Only you can
recognize your most valuable strengths and most hurtful 15.(weak). Be
able to specify your major strengths. Your weaknesses, if such must come
up, should only be turned around to positives.

Winging the interview. Practice! Get a friend, a list of interview
questions and a tape 16. (record) and conduct an
interview rehearsal. Include a 17. (present) or demonstration if
that will be part of the real interview. Start with introducing yourself and go
all through an interview to saying good-bye.

Talk, Talk, Talk. Rambling, interrupting the interviewer and answering to
a simple question with a fifteen-minute reply - all of these can be avoided
if you've thought through and practiced what you want to 18.
(communication) the point and usually shorter.

Failure to connect yourself to the job offered. The job 19. (describe)
details the company's needs — you connect your
experiences, your talents and your strengths to the description. It answers
the essential reasons for the interview — «How my education /experience
[talents/strengths fit your needs and why | can do this job for you».

Not asking questions and asking too many. Use your research to develop
a set of questions that will tell you whether this is the job and the company for
you. This will help you limit and focus your questions. But don't overpower
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the interviewer with questions about details that really won't count in the
long run.

Asking about compensation and /or benefits too soon. Wait for the
interviewer to bring up these issues — after the 20. (discuss) of your
qualifications and the company's needs and wants.

Failure to ask for the job. When the interviewer indicates the interview is
over, convey your interest in the job and ask what the next step is.

Task 1. Do the following crossword puzzle dealing with interviewing
and follow up messages.

=
=

-
o i

i wiet
—

AcCross:

I. Itis natural for a job candidate to be in an interview.

3. Interviews are meant to test the candidate's reactions.

9. «Tell me about yourself» is atypical question.

11. In hiring interviews, recruiters try to uncover information.

12. The best source of information is company employees.

13. After a job interview, the candidate should always send a brief letter
of

Down:

2. interviews are common with companies that rule by consensus.
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3. interviews by telephone are intended to eliminate those who fail to
meet minimum requirements.
4. Inaddition to the candidate's oral interview responses and resume,
messages communicated by the candidate are also highly important.
5. In preparation for interviews, the job seeker should practice telling

stories.
6. Researching an organization impresses :
7. The candidate should defer the discussion of until late in the interview.
8. «What would your former boss say about you? » is a typical
question.
10. Some organizations consider candidates only when they submit a completed
form.

Task 2. Complete the following expressing your likes and dislikes:
| like/enjoy...

| hate/can't stand...

| don't like/dislike...

| would prefer...

| would rather...

| would prefer...

oS krowpdpE

Task 3. Work in groups of 3 students. Interview a candidate and
exchange your opinions about him/her.

Task 4. Discuss this situation in pairs or groups. Suppose you are in
charge of hiring a new employee for your firm. You have to decide between
two persons. One is a person with many years of experience in a company
very similar to yours has only a high school education. The other personis a
recent university graduate with a degree in a field closely related to your
company's business. Which person would you choose? Why?

Task 5. Do the puzzle below. All the words in this crossword are to do
with personnel.
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Across

I. A job or profession, for which someone is trained and intends to follow
for most of his/her life.

4. During a recession, some employees may be made redundant or laid ...

7.Someone who teaches a skill.

8.Employees, staff, workforce, management, .......... , everyone who works
for a company.
14. If you change the wording on a contract, you ........... It.

15. Use the services of a person to perform work in return for pay.
16. If a dispute is brought to an end by negotiation, the two sides are said to
........... the dispute.

Down
1. A company restaurantisa.......
2. When a short-term contract reaches the end of its term, it issaid to ........

3. Ashort-........... Is drawn up showing the names of people to be
interviewed for a vacant post.
4. If a doctor, fireman or maintenance workeris ...... .... . he or she is

available in an emergency.

5.When someone applies for a job, he or she usually fills in an application
6. Sometimes pay is ......... -related.

9. This is usually a written statement, giving an indication that an employee
wishes to terminate his/her contract.

10. Information about an employee is usually kept in a personnel ....

11. If a post becomes ....... , it is normally advertised internally and in the
press.

12. If an employee is promoted, he or she will usually go up one ....... on the
salary scale.

13. Employees are often organized in............. unions which represent them
to the management.

Task 6. Do the test and check your knowledge of business English
vocabulary. Choose the answer a ,b ,c, d

1. A job can be advertised as a -

a. free space b. work gap c. empty posting d. position vacant
2. A job which can develop into a career is said to have -

a. prospects b. aspects c. respects d. conspectus
3.A job where you work sitting down in an office is a -
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a. seat job b. floor job c. desk job d. chair job
4. If you get an acceptable level in an examination, you —
a. superate b. pass c. flunk d. get over
5. Experience you get from doing a job is called -
a. work experience b. job knowledge c. career practice d. employment
history
6. A person who can do his job without any difficulty is -
a. ambitious b. reliable c. competent d. resourceful
7.A person who wants to do as well as possible at work is -
a. ambitious b. reliable c. competent d. resourceful
8.A person who will do as he is expected todo is -
a. ambitious b. reliable c. competent d. resourceful
9.A place where people go when looking for a new job is an employment-
a. agency b. market c. center d. point
10.  Work done for no pay (often for a charity) is called -
a. gratis labour b. free work c. benefit effort d. volunteer work
11.  If you do temporary work only for while you are needed you are -
a. pitching in b. moonlighting c. aid agencying d. helping out
12. The formal proof that you are able to do your job is your -
a. ability b. experience c. work record d. qualification
13.The part of a business that keeps track of the money is called the -
a. petty cash b.accounts c.ledger d. bank
14. The part of a business that deals with the people who work there is
called -
a. the people part b. the body count c. management d. human
resources
15. Another word for "'firing'* (telling someone they must leave their job)
IS -
a. hiring b. dismissal c. vacating d. promotion
16.Money you are given regularly to do something is an -
a. investment b. allowance c. earning d. income
17.1f you work evenings or weekends you work-
a. overtime b. long hours c. reverse time d. unsociable hours
18.Government insurance for pensions and health is called —
a. secure society b. socially secure  c. security social  d. social security
19.A request for a job is called a job -
a. appointment  b. application c. appliance d. appeal
20.A job in a company can be called a —
a. position b.site c. postponement  d. proposition
21.Keeping order and punishing when necessary is part of-
a. sadism b. control-freaking c. discipline d. rigour
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22.1f you put something in a letter with the envelope, you ... it. —
a. encrypt b. encase c. enclose d. encapsulate
23.Making sure that products are of a high standard is the job of —
a. standardization b. quality control c. shop stewards d. trademarks
24.1f you get something extra (like more money), this is a -
a. bonus b. bargain c. betterment d. boon
25. Pay for working extra hours is called pay for -
a. intime b. up-time c. overtime e d. time plus
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UNIT 2
Accounting, Bookkeeping and Auditing
Text A

Task 1. Read the text and prove the statement.
Accounting is the language of business.

Task 2. Answer the following questions.

=

What qualities does a good bookkeeper need?

Would you like to work as a bookkeeper?

3. If not, which type of accounting do you think is the most interesting
and why?

4. Who did recommend you to be a bookkeeper?

N

What is bookkeeping?

If you were a bookkeeper, the first task you would perform would be to
divide all of the firm’s paperwork into meaningful categories. Those
categories would probably include the following:

Various expense documents

Sales documents (sales slips, cash register receipts, invoices)
Purchasing documents

Shipping documents

Bank documents (checks, deposit slips)

Payroll records

If you collected all this information, you would have several piles of
papers, much like the piles that are generated in the preparation of income tax
forms. If this information is not compressed somehow, it will become too
unmanageable. Therefore, the bookkeeper much begin to record the data
from the original transaction documents into record books called journals.
Journals are the books where accounting data are first entered. The term
journal comes from the French word jour, which means day.

There are eight steps to the bookkeeping cycle. A bookkeeper is a person
that performs one or more of these steps or sometimes called AAT
(accounting technicians). In large companies, for instance, the bookkeeping
cycle might be divided into departments such as Accounts Receivable,
Accounts Payable, or Payroll. While most often these people are referred to
as "clerks”, they might also be considered bookkeepers as they are “keeping
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the books” for a company. In small companies, the bookkeeper may perform
the entire bookkeeping process, or might just enter data to give to the
“accountant”.

All bookkeeping steps are mechanical in nature. Bookkeeping is a
regimented process usually occurring in monthly cycles consisting of
entering transactions into the journals, making adjustments, and preparing
reports. The accounts Receivable Clerk may be assigned to enter all sales on
account, and all payments from the customers. The Accounts Payable Clerk’s
responsibility would to be enter purchase orders and checks. Again, in a
small company, both duties may be performed by the same person. The full-
charge bookkeeper is someone who can do it all — including compiling the
data into the General Ledger and preparing financial statements.
Bookkeeping is an essential accounting tool. A small business or company
may employ only one bookkeeper, who records all of the financial data by
hand; large organizations may employ many bookkeepers, who use electronic
and mechanical equipment for a large part of their work.

Task 3. Read the text about Andrew Smith who works in the accounting
departments of a trading company.

| began my career as a bookkeeper. Bookkeepers record the company’s
daily transactions: sales, purchases, debts, expenses and so on. Each type of
transaction is recorded in a separate account — the cash account, the liabilities
account, etc. Double-entry bookkeeping is a system that records two aspects
of every transaction. Every transaction is both a debit — a deduction — in one
account and a corresponding credit — an addition — in another. For example, if
a company buys some raw materials — the substances and components used
to make products — that it will pay for a month later, it debits its purchases
account and credits the sales account and debits the customer’s account. As
this means the level of the company’s stock — goods ready for sale — is
reduced, it debits the stock account.

Vocabulary Notes:

cash account — paxyHOK, KA BpaXxOBY€ pO3PaxyHKH FOTIBKOIO;
liabilities account — paxyHok 3000B’s13aHb,

ledger — Oyxrantepchka KHHTa, KYPHAT,;

double-entry bookkeeping — nBitiHuii 3aruc B KHU3I;

cash credit — xpeuT roTiBKOIO;

stock account — paxyHOK IiHHHX ITaIepiB;

to reduce — 3MeHITyBaTH, 3HU3UTH, CKOPOTHUTH.
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Task 4. Match the words in the box with the definition below.

Credit ledger stock debtors creditors  debit

1.
2.
3.

o ok

suppliers who are owed money for purchases not yet paid for

goods stored ready for sale

an amount entered on the right-hand side of an account, recording a
payment received

customers who owe money for goods or services not yet paid for

a book of accounts

an amount entered on the left-hand side of an account, recording
money paid out

Task 5. Complete the sentences.

1.

o o

© ®

In order to prepare financial documents, companies do a

which copies all the debit and credit balances of different
accounts onto a single page
The main account books are called , and the book
relating to creditors is called the
Most businesses record very frequent or numerous transaction in

or
shows Where money comes from and where it goes:
it is always transferred from one to another one. Every event

Is entered twice — once as a credit and once as a
Using the meaning “credit” and “debit” complete sentences
If you sell something to a customer who will pay 29 days later, you

the sales account and the supplier’s account.
If you buy materials from a supplier on 65 days’ credit, you
the purchases account and the supplier’s account.
If you pay some bills, you the liabilities account.
If you buy some new assets, you the cash or capital account.

Task 6. Match the words in the box with the definitions below.

account accounting period  credit debit
ledgers revenue suppliers transactions

1. A length of time for which financial statements are made, usually a

year

107



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

A statement of transactions (money paid, received or owed)

An amount of money paid out, entered on the left side of an account
An amount of money received, entered on the right side of an account
Books of accounts

Business deals (sale or purchases)

Businesses that sell materials or goods to other companies

Money received by a business for goods sold and services provided

NGk WD

Task 7. Fill in the gaps using the words in the box above.

Businesses have to keep a complete and accurate record of all (1)
Bookkeeping is the recording of day-to-day sales and
purchases, or (2) received and payments made. Bookkeeping is
usually performed by a bookkeeper (or book-keeper), sometimes also called an
accounting clerk or accounts clerk.

In very simple accounting systems, bookkeepers keep a record of
transactions made during the day, in the order that they take place, in journals
or books of original entry. In double-entry bookkeeping, transactions are
recorded in two journals, a (3) journal for payments made, and an
equivalent (4) journal for payments received. Double-entry
bookkeeping records the equal and opposite effects of every transaction — it
increases one (5) , and decreases another one by the same amount.
As there are two journal entries for every transaction recorded, the double-
entry system provides a check against errors.

At a later date, the temporary records in journals are transferred or posted to
account books or (6) that summarize each type of financial
transaction. Businesses often have a sales ledger, recording transactions made
by customers (money that has been or will be received), a purchase ledger or
bought ledger, recording the purchases made by the business from (7)

(money that has been or will be paid), and a general ledger
or nominal ledger containing all the balance sheet accounts (assets, liabilities,
and equity) and income statement accounts (revenues and expenses). All the
accounts in the general ledger in which transactions can be posted are listed in
a chart of accounts.

Ledgers show the beginning and ending balance of each account — how
much money is in the account at a certain time. Of course, these days most
books and ledgers don't exist on paper but in the form of computer software.

Bookkeepers periodically do a trial balance, a listing of the balances of all
the accounts in the general ledger, to make sure that the total amount of debit
balances is equal to the total amount of credit balances. At the end of an (8)

the totals of the accounts in the ledger are transferred to the
company's financial statements — the balance sheet and the income statement
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or profit and loss account. Balance sheet accounts are permanent or real
accounts — their balances carry forward to the next accounting year. Income
statement accounts are temporary or nominal accounts which are closed at the
end of the accounting year — closing entries are made setting all the revenue
and expense balances at zero.

Task 8. Are the following statements true or false?

1. Aledger is a book of original entry.

2. A chart of accounts is a list of all the accounts in a company's general
ledger.

3. The total amount of credit balances should be higher than the total
amount of debit balances.

4. Balance sheet accounts are closed at the end of the accounting year.

5. Revenue and expense accounts begin the financial year with a zero
balance.

Task 9. Read the text and answer the questions below.
Debits and credits

Asset accounts are increased by being debited, and decreased by being
credited. Assets are

resources owned by a business that have future economic value. Asset
accounts normally have debit balances. Examples of asset accounts are
accounts receivable or debtors (sales made on credit that will be paid for
in 30 or 60 days), inventory (the stock of raw materials, work in
progress, and unsold finished products), and cash.

Liability accounts are increased by crediting, and decreased by
debiting. Liabilities are amounts that a business will have to pay in the
future, such as money owed to suppliers and lenders. Liability accounts
normally have credit balances. Examples of liability accounts are accounts
payable or creditors (money owed for purchases made on credit), notes
payable (bank loans), interest payable, etc.

Revenue accounts are generally credited (except perhaps in closing
entries and adjusting entries, just before financial statements are issued),
and normally have credit balances. Expense accounts are generally debited
(except perhaps in closing and adjusting entries), and are increased by
debiting. They normally have debit balances.

Task 10. Fill in the gaps with debits or credits, as appropriate.
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When a manufacturing company buys some materials that it will pay

for a month later, it (1) its purchases account and (2)
the supplier's account. Meanwhile, the supplier (3) the
manufacturer's account and (4) its sales account. When the
manufacturer sells an item that the customer will pay for 30 days later, it (5)
its sales account, and (6) the customer's account.
Meanwhile, the customer (7) its
purchases account and (8) the manufacturer's account.

Task 11. Are the following statements true or false?

A debit will increase the balance of asset and expense accounts.

A credit will decrease the balance of revenue and liability accounts.
Accounts receivable are increased by being debited.

Accounts payable normally has a debit balance.

Revenue accounts are generally credited and expense accounts debited.
A closing entry might credit accounts receivable.

ook whE

Text B
Task 1. Read and translate the following text.
What is accounting?

Someone has to set up the bookkeeping system, monitor it, and
interpret the results. These processes are called “Accounting”. Accounting
Is the recording, classifying , summarizing and interpreting of financial
events and transactions to provide management and other interested parties
the information they need to make better decisions. The accounting process
Is much less mechanical and more subjective. It begins with designing a
system that will benefit the business, by capturing the financial information
in a useful manner without being overly burdensome to the bookkeeper.
Once set up, the accountant monitors the systems to ensure it’s doing what
it’s supposed to do. An finally, on a monthly basis usually, the accountant
presents the financial statements to the business management in such a way
that decisions can be made.

Since accounting requires an understanding of the bookkeeping
process, accountants typically supervise the bookkeepers. In a large
corporation there may be several, possibly even thousands of accountants.
One will be designated as the “Controller” who oversees the entire
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accounting and bookkeeping system. In a small business, one person, often
a freelancer (a contract accountant or full charge bookkeeper) will perform
all the phases of accounting and bookkeeping for a company. Since
“Accountant” is the more prestigious title, most small business jack-of-all
trades call themselves an “Accountant”.

It merits some note that a few states actually regulate the use of the
title “Accountant”. In these states, the “Accountant” title is reserved for
CPA’s only. This does not necessarily coincide with the definition of an
accountant since most CPA’s don’t perform the role of an “Accountant” as
described above and many people that perform the accountant’s roles are
not CPA’s. Nevertheless the laws define it as such.

Vocabulary Notes:

eXPense — BUTPATH;
slip — Giank, peecrpariiiiHa KapTKa;

sales slip — kacoBwuii uex;

deposit slip — nemo3uTHa KBUTAHIIISA;

piles — rpomi, kina;

to pile up — nakonmuyBaTH;

cash pile — kyna rpormieii;

jack of all trade — na Bci pyka maiictep;

to merit — OyTu BapTUM yBaru, 3aciiyroByBarH,
freelancer — gelrraTHuiA;

hand — koHTpoIIB, BIAIA;

to hang on hand — ne maru 30yTy;

regimented — opranizoBaHui;

to regiment — po3nmoaLIATH TO TPYIax, OPraHi30ByBaTH

Task 2. Check questions.

1. Could you define accounting to your group
mate so that he or she would clearly understand what is involved.

2. What is the difference between accounting
and bookkeeping?

3. What is accounting journal?

4 What does the idiom jack of all trades

mean for you?

Task 3. Try to explain the following words and phrases.
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On account, account for, by all accounts, call to account, of no account, of
some account, on account of, on no account, into account, to put something
to good account, on one’s account.

Task 4. Translate the following word combinations into Ukrainian.

Check analysis, check list, check of cash, to check beck, to control check,
quality control, accounting control, control of interest rates, consumer
credit control, currency control, financial control, monitor company
performance, shipping control, credit control, to check into a company, to
check balance accounts, to check in.

Tricky Words:

to check — mepeBipuTH IPaBMWIIbHICTH, KOHTPOJIOBATH;

to check with something- 3Bipsru;

to check on something — BieBHHUTHCS, BUSCHUTH, IEPEBIPHUTH;
to control — xepyBatH, peryaoBaTH, KOHTPOJIOBATH;

MONItOr — KOHTPOJIIOBATH TOCTINHO, TUBUTHUCS, 3BIPITH

Task 5. Complete sentences with words control, monitor, check.

1. The chief accountant all the
documents to make sure that everything was in order.

2. There is still inflation in this country but it
IS under :

3. Accounting information is necessary for
the management to exercise operational .

4. Our accountant situation
carefully and if anything goes wrong he takes actions immediately.

5. The monthly balance sheet has not been
drawn up today because of reasons beyond our

6. Despite inflation the government of this
country the growth of consumer goods prices.

7. Production shows that there is

a growth trend in some businesses.

Task 6. Translate the following sentences from Ukrainian into English.

1. Mu nocTiitHO nepeBipsIeEMO 1 KOHTPOIIOEMO
poboTy Oyxrantepii.

2. JaBaiite 3BipuMO HHU(PHU 31 3BITY HAIIOTO
aynuropa 3 nudpaMu B KypHaIl.
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3. Ham noTpiOHO miepeBipUTH HasBHICTH
IpolIed Ha PaxyHKY.

4, IlepeBipTe 3BiTHM 1 Hanaiite iH(oOpMaIlio
PO BIAMOBIIHICT AaHUX MPO HipMy.

5. Mu KOHTPOJIFOEMO poboty no

peopranizaiii OyXrajliTepcbKoro BiiIiny.

Task 7. Number these words or expressions with their underlined
equivalents in the text.

accuracy Annual General Board of
Meeting Directors
checking deficiencies determine
deviations directives implemented
independent ratified shareholders
standard subsidiaries multinational
operating Procedures companies

The traditional definition of auditing is a review and an evaluation of
financial records by a second set of accountants. An internal audit is a
control by a company's own accountants, checking for completeness, (1)
exactness and reliability. Among other things, internal auditors are looking
for 2) departures from a firm's (3) established methods for recording business
transactions. Companies whose shares are publicly traded also have to have
their accounts audited by an outside company. An (4) external audit is thus a
review of financial statements and accounting records by accountants not
belonging to the firm.

The auditors have to (5) judge whether the accounts give a 'true and fair
view' (in Britain) or a 'fair presentation' (in the US) of the company's
financial position. Auditors are appointed by a company's 6) senior
executives and advisors, whose choice has to be (7) approved by the (8)
owners of the company's equity at the (9) company's yearly assembly.
Auditors write an official audit report. 'hey may also address a 'management
letter' to the directors, outlining (10) inadequacies and recommending
Improved operating procedures.

This leads to the more recent use of the word ‘audit' as a synonym for

‘control: (11) transnational corporations, for example, might undertake
inventory, marketing and technical audits. Auditing in this sense means (12)
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verifying that general management (13) instructions are being (14) executed
in branches and (15) companies which they control

Task 8. Complete the table with words from the text above and related
forms. Put a stress mark in front of the stressed syllable in each word.
One has been done as an example. Use a dictionary to help you if

necessary.

Noun(s) Noun for person Adjective(s)
‘auditing auditor
accounts
advisor
financial
judge
reliability —
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UNIT 3

Accounting Principles

There are various possible ways of recording debits and credits, valuing
assets and liabilities, calculating profits and losses, and so on. But there are
several widely accepted accounting standards, or generally accepted
accounting principles (GAAP), which accountants must follow in order to
present a 'true and fair view' of a company's finances. Many countries now
use International Financial Reporting Standards (IFRS) established by the
International Accounting Standards Board (IASB).

Task 1. Match up these six accounting principles with their definitions.

1 The separate entity or

accounting entity or
economic entity
assumption

2 The continuity or
concern assumption

3 The unit-of-measure
assumption

4 Periodicity or the
time-
period assumption

5 The historical cost
principle

6 The revenue or
realization principle

A Accounts record the initial price paid for assets,
and

these amounts are not changed when the assets'
market values change.

B All transactions are accounted for in a single
monetary unit.

C An enterprise is an accounting unit separate
its owners, and their personal transactions.

D An ongoing business reports financial data for
particular periods (years, quarters, months,
etc.).

E Revenue is realized at the moment when goods
sold or when services are provided, not when
payment is received.

F The business will continue indefinitely into the
future.

Task 2. Which principles do these sentences refer to?

1. This is in accordance with a company's legal status as an ‘artificial

person'.

2. The company's fixed assets are not for sale, so their value (the company's
forced sale or break-up value) is not relevant.
3. This makes it unnecessary to estimate current market values of assets

every year.

4. This means that each company has its own financial year (BrE) or fiscal
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year (AmE).

5. This requires multinational companies to convert their consolidated
statements into a single currency.

6. This is why balance sheets often contain an entry for accounts
receivable or debtors: goods that have been sold, but not paid for yet.

Task 3. Match up these six accounting principles with their definitions.

1

oD

The matching principle

The objectivity principle
The consistency principle
The full-disclosure

princinle
The principle of

materiality
The principle of

conservatism
(or prudence)

A

All data recorded must be verifiable
and free from bias.

Although all significant amounts have
according to accounting principles,

small. unimportant
ones do not.

Financial reporting must include all

._qinnificar_\t
information.

The revenues generated in an
accounting period are identified with
incurred, which is often before they are
The same methods (of inventory
valuation,  depreciation, etc.)
must be used year after year.

Where  alternative  accounting
methods are possible, you choose
the one with the lower profit or
lower asset amount

Task 4. Which principles do these sentences refer to?

1.

2.

This can be achieved by adding lots of explanatory notes to the financial
statements, including a 'summary of significant accounting policies'.

This is one of the justifications for historical cost accounting, which
requires no subjective assessments of replacement values.

This leads to the accrual (accumulation) and deferral (postponement) of
revenues and expenses: revenues are reported in the period in which they
were earned, and related expenses are shown even if they weren't paid in
that period. This is done by making adjusting entries to the income
statement and the balance sheet just before they are issued.
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4. This means that large companies can round figures on their financial
statements up or down to the nearest thousand euros, dollars, etc.

5. This means that inventory is recorded on the balance sheet at whichever
Is lower: cost price or current market price.

6. This prevents companies selecting different methods according to the
inflation rate, etc.
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UNIT 4

Depreciation

Task 1. Match the words on the left with the definitions on the right.

1 fixed assets A machines used in industry
2 intangible assets B not used any more, or replaced by something
3 obsolete better
4 plant C things of value that cannot be physically
5 to wear out brands, copyrights, trademarks, patents, etc.
6 to write off D things a business will use for many years, to
make or sell its products
E to become damaged and unusable over time
F to reduce the value of an asset by charging

part of its value against earnings or profits

Task 2. Complete the text by inserting the correct form of the verbs in
the box.

allow deduct lose record reduce
replace  wear out  write off

Fixed assets such as buildings, plant and machinery (but not land) gradually
(1) value, because they (2) or become obsolete.
Consequently, they have to be (3) when they reach the end of their
useful life. The cost of buying or replacing fixed assets is not charged against
a single year's profits. Instead, the value of the asset (on the balance sheet) is
reduced over several years (the length of the asset's estimated useful life) by
transferring part of the asset's cost to the income statement. This process is
called depreciation. For intangible assets the word amortization is also used,
particularly in the USA.

This only applies to significant expenditures, according to the principle of
materiality, e.g. a small expense like a €100 fax machine doesn't have to be
depreciated over several years.

The most common method of depreciation is the straight line method,
which simply charges an equal sum each year during the asset's expected life,
e.g. 5% of the asset's value (minus any secondhand or scrap value at the end of
its useful life) is (4) from the profits (on the income statement or
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profit and loss account) each year for 20 years. Some countries (5)

accelerated depreciation for income tax reporting. This involves (6)

most of the cost of capital investments during the first years of use, and less in
later years. Thus depreciation for financial reporting and income tax reporting
can be different: the depreciation expense on the company's income statement
Is based on the matching principle, according to which costs are (7)

in the same accounting period as the revenue they help to earn. The amount
on the tax return depends on income tax regulations. Letting companies make
bigger deductions from their profits and therefore (8) the amount
of tax they have to pay is a way of encouraging investment and large capital
expenditures.

An asset's cost minus its accumulated depreciation at any given time is
known as its book value or carrying value. Because depreciation reduces a
company's net income, but not the company's cash, it is called a non-cash
expense.

Task 3. Underline the noun in each line that cannot be combined with
the verb on the left.

charge against: deductions, net income, profits, revenue
distribute: losses, net income, profits

earn: liabilities, profits, revenue

incur: expenses, losses, revenue

make: deductions, liabilities, losses, profits

receive: cash, losses, revenue

replace: assets, obsolescence, revenue

write off: costs, debts, net income

Nk~ wWdE

Task 4. Add the words that complete the sentences to the word box
below.

1. Unlike buildings, the they're built on is
not depreciated.

2. Depreciation appears as an on the
income statement or profit and loss account.

3. Accelerated depreciation is designed to encourage expenditure.

4. Intangible assets are depreciated or

5. Buildings, plant and machinery are examples of assets.

6. depreciation increases every year until it reaches the asset's
total cost.

7. Copyrights and patents are assets.
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8. Cost minus
accumulated depreciation equals :
9. Depreciation is an example of the
principle.
10. The method charges an equal sum

each year.
11. When a

machine is unreliable and doesn't work, it becomes :
12. Depreciation is - expense because it
doesn't reduce a company's bank balance.

1 D
E
3 P
R |

E

6 C L [ |
| |
8 A
9 T

10 | ! ||

11 0]
12 N

Remember

» The verb to deduct means to subtract or take away an amount from a total.

* The verb to deduce means to reach an answer or a decision by thinking about the

facts.

* The noun deduction means either an amount of something taken away from a total
or reaching an answer or a decision by thinking about the facts, or the decision that is
reached.

120



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

UNIT 5

Cost Accounting

Task 1. Read the text and do the exercise opposite.

Financial accounting provides information for people outside the company —
shareholders and creditors and the tax authorities. Cost accounting provides
information for use inside the company by its managers, and is part of
management accounting or managerial accounting.

To calculate the cost of a product, it is necessary to consider the prime
cost or direct cost of the raw materials and the labor involved, as well as the
indirect expenses or overheads. Raw materials and labor and utilities like
electricity are variable costs — the more you use, the more it costs, in
proportion to how much you produce. But there are also fixed, indirect,
factory-related costs, which don't necessarily change very much even if your
production volume changes. These are called manufacturing overheads (or
manufacturing support costs, or factory burden). They include things like the
work of maintaining machines, supervising the factory, and storing goods, as
well as depreciation of the factory equipment and building, and property or
real estate tax on the factory building. So product costs consist of direct
materials, direct labor, and manufacturing overheads, which have to be
divided up and allocated or assigned to each product. This is so that the
company knows what price to charge for a product that will make a profit,
and so that inventory and cost of goods sold (COGS) can be correctly valued
and reported according to generally accepted accounting principles (GAAP).

There are also non-manufacturing costs, often grouped together on the
income statement or profit and loss account as selling, general and
administrative expenses (SG&A). These include all the salaries involved in
service departments like marketing, purchasing, selling, distribution,
administration, research and development, finance, and so on. Another non-
manufacturing overhead is interest expense. These expenses don't have to be
assigned to products for financial reporting purposes, but companies do have
to price their products in such a way as to cover them.

The simplest form of cost accounting is to calculate both fixed and
variable manufacturing overheads over a given period of time and allocate
them to the products manufactured during that period. This gives you the
total cost of production, and is known as full costing or absorption costing.

A company making a particular quantity of goods for a specific customer
can do job-order cost accounting, which involves establishing the cost of that
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particular batch of goods. This price will include set-up costs — the cost of
setting up machines to make a particular product, testing the machine before
running it, etc. But if production involves a continuous process, like with steel
or cement or microchips or cereals, you have to use process cost accounting,
which determines costs over a given period of time.

Another system is activity-based costing (ABC), which allocates costs to
products according to the different activities they require. The company
determines how much time employees spend performing activities related to
specific products — such as talking to customers about problems, chasing up
suppliers, negotiating with distributors, etc. — and assigns the cost of these
activities to the products that require them. ABC can also be used to allocate
SG&A expenses, and make correct pricing decisions.

Many manufacturers assign to products the expected or standard costs of
materials, labor and overheads, rather than actual costs. The difference
between the standard cost and the actual cost of an input or output is called a
variance.

British English American English
overheads overhead

labour labor

management accounting managerial accounting

Task 2.Match up the halves of the sentences.

1 The cost of a product includes A according to the activities
they require.

2 Fixed costs don't change with B both prime cost and
overheads.

3 Companies need to know product C  rather than actual costs.

4  Standard costing uses estimates D in order to report inventory
and COGS.

5 ABC allocates costs to products E  production volume; variable
costs do.

Task 3. Add the words that complete the sentences to the word box
below.

1. Allocating both fixed and variable manufacturing overheads is called

2. Another name for this is costing.
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3. For continuous production, companies generally use cost
accounting.

4. ABC is short for costing.

5. The substances and components that make up a manufactured product are

6. Many manufacturers assign expected costs to products rather than

7. The cost of raw materials and labour/labor is direct cost or

8. Companies filling a specific order for a specific customer can do
- cost accounting.

9. The paid work that goes into making something is [British
spelling].

10. Another (more common) name for expected costs is Costs.

11. COGS stands for sold.

12. The difference between an actual and a standard cost is a

13. Overheads are allocated or to products.

14. The abbreviation for the income statement entry for non-manufacturing
costs is

1 | C
2 0
3 S
| T
5 A
| C
7 C
8 0
9 | U
10 N

11 T |

12 |

13 || N
14 G

123



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

UNIT 6
Inventory. Evaluating Investments and Cash Flows

Task 1. Read the text and do the exercise.

Producers (manufacturers) and sellers of products (distributors, wholesalers
and retailers) have an inventory or stock of merchandise ready to sell to
customers. Manufacturers also have a stock of components and raw
materials, although companies increasingly use Just-in-Time (JIT) production
systems (or lean production, or stockless production) in which they only buy
pieces and produce products when they are needed. In these systems, they only
have a small inventory or safety stock, and order replacements from suppliers
when items are removed from stock.

According to the principle of conservatism, inventory is recorded on the
balance sheet at the lower of cost or market value. For example, a retailer
might have items in its inventory whose cost has fallen, because the supplier
has reduced its price. If the retailer buys new ones it will pay a lower price,
but it will also have to sell the existing inventory at a lower price, because its
competitors are doing so. If so, it needs to see whether the new selling price
Is less than the historical cost, and if it is, reduce the value of inventory
accordingly. On the other hand, if a supplier increases its price, and future
merchandise bought from them will cost more, the existing inventory is
reported at its purchase cost, because of the historical cost principle.

There are different ways of updating or adjusting an inventory. Under the
periodic inventory system, it is adjusted only once, at the end of the financial
year. Under the perpetual inventory system the inventory account is
continually updated — increased with the cost of merchandise bought from
suppliers, and reduced by the cost of merchandise sold to customers. Every
sale results in two journal entries, one recording cash or accounts receivable,
the other reducing inventory and increasing cost of goods sold (COGS).

There are different ways of moving the cost of goods from inventory to
COGS: FIFO, UFO and average. FIFO is first in, first out, which means that
the oldest costs leave the inventory first, and become COGS on the income
statement, while the last or most recent costs are reported as inventory on the
balance sheet. LIFO is the opposite — last in, first out, which means that the
newest or most recent costs are the first ones to leave the inventory. Average
cost averages out the cost of all the goods available for sale — the inventory at
the beginning of the year, and the goods added to it during the year. This
gives an average cost that is applied to all the units sold.
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'‘Lower of cost or

market value' is used because of
A the conservatism principle

B the cost principle

C the just-in-time system

f market value is less than cost, a retailer will value its current inventory at

A average price
B cost price
C current market price

If a

supplier raises it price, a retailer will value its current inventory at

A average price
B cost price
C current market price

: The
system that removes the oldest costs from the inventory first is
A average cost
BFIFO
CLIFO
The

system that removes the newest costs from the inventory first is
AFIFO

B LIFO

C lower of cost or market value

Task 3. Read the text and do the exercise.

Companies considering investments need to calculate the expected rate of

return: the annual percentage amount of income the investment would
provide. If the investment involves borrowed money, the rate of return
obviously needs to be higher than the cost of capital — the cost of borrowing
the money. Another consideration is the opportunity cost: the return you
could get from alternative investments (including leaving the money in an
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interest-paying bank account) — opportunities that will be given up if the
investment is chosen.

Companies normally use a discounted cash flow to calculate the future
value of an investment. This means calculating the present value of money to
be received in the future. Future cash flows have to be reduced or discounted
because money received in the future is worth less than money received now,
for two reasons. Firstly, there will probably be inflation, which will reduce the
money's purchasing power, and secondly, if you had the money now you
could use or invest it to earn income immediately or in the near future. This
Is the time value of money: how much more it is worth having the money
now rather than in the future.

Consequently the net present value (NPV) of money is the total of the
expected future cash flows, discounted to their present value, minus the
initial cost of the investment. This requires the business to choose a discount
rate. For example, with a discount rate of 10%, receiving €1,000 in one year's
time would be equivalent to receiving €909 today, receiving it after five years
would be like receiving €621 today, and receiving it in 10 years' time would
be like receiving a mere €385 now. (This is the contrary of earning compound
interest on €1,000 deposited in an account paying 10% interest, which would
be worth €2,594 after 10 years.)

If the projected investment would earn more than the rate selected to
discount the future cash flows, the net present value is positive. The discount
rate that gives an NPV of zero — so the investment would break even, and
make neither a profit nor a loss — is called the internal rate of return (IRR).
In other words, an investment's IRR is the interest rate at which the NPV of its
costs (negative cash flows) equals the NPV of its benefits (positive cash
flows). The higher a project's IRR, the better it is, so a business will normally
select the investment with the highest IRR.

Task 4. Match up the halves of the sentences.

1 An opportunity cost is the cost of A (both positive and negative)

doing minus the
a particular activity amount of the original
investment.
2 Adiscounted cash flow is B a series of future earnings
3 The discount rate selected depends on present value.
4 NPV is the sum of the present values C instead of doing something
series of cash flows different rate of return).

5 A break-even point is the sales D that would give a project a
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at which of zero.
6 The internal rate of return is the E  the cost of capital, the level
discount (interest) rate or risk, etc.

F  total revenues equal total costs
Or expenses.

UNIT 7
The Balance Sheet

Task 1. Match up the following words and definitions.

bond brand name creditors due inflation
owe own patent shareholders
trademark

1. A fixed-term, interest-paying loan to a company (or a government)

. A legally protected name of a company's product

3. A name or symbol put on a product that cannot be reproduced by
other companies

4. Arise in prices (and the amount of money in circulation)

5. Businesses or people to whom money is owed (e.g. banks, bondholders
and suppliers)

6. That will have to be paid on a certain date (adjective)

7. The exclusive right to produce an innovative new product for a fixed
period

8. The owners of a company, who have bought its shares

9. To need to pay a sum of money

10.To possess something that belongs to you

N

Task 2. Now read the text and do the exercises.

Unlike the income statement and the cash flow statement, which report
results from a period of time, the balance sheet, or statement of financial
position, shows the company's financial position on a particular date,
generally the last day of its financial year (which need not be the same as the
calendar year). The balance sheet lists the company's assets, liabilities, and
shareholders' equity or owners' equity. It informs shareholders, creditors,
competitors, etc. what the company owns, and what it owes.

A business's assets consist of resources that have future economic value.
These are often divided into Current assets, Property, plant and equipment,
Long-term investments, Intangible assets and Other assets.

Current assets include cash (bank deposits) and other assets that will be
turned into cash within one year of the balance sheet date. (The opposite is
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long-term or non-current.) These include cash equivalents or short-term
investments (e.g. money market funds and three-month Treasury bills that
can easily be sold), inventory and unused supplies, pre-paid expenses or
deferred expenses (expenses that have been paid in advance for future bills,
such as rent or insurance premiums), and accounts receivable, amounts of
money owed by customers for goods or services purchased on credit, that are
expected to be paid in the coming weeks.

Property, plant and equipment means buildings, machines, vehicles, and so
on, recorded at their original cost (and not adjusted for inflation), minus their
accumulated depreciation. Intangible assets include patents, trademarks,
brand names, and goodwill (a good reputation, loyal customers, etc.).

Liabilities consist of all the money that a company will have to pay to
someone else — obligations such as taxes, debts, interest and mortgage
payments, as well as accounts payable - amounts of money owed to suppliers
for purchases made on credit.

Current liabilities are those that are payable or due within a year. These
include accounts payable, and accrued expenses — expenses that have built up
during the accounting year but will be paid after the date of the balance sheet,
e.g. taxes, interest, and electricity bills. Current assets minus current liabilities
gives you a company's working capital, the money it uses for everyday
business expenses. Long-term liabilities, or non-current liabilities, include
debts such as bank loans and bonds (notes payable), and the employees'
pension fund.

Shareholders' equity (or stockholders' equity or net assets) includes share
capital (money the company has received from issuing shares), and the
company's accumulated retained earnings -profits that have not been
distributed to shareholders.

The basic accounting equation is Assets = Liabilities + Shareholders'
equity. The totals of both halves of the balance sheet (assets, and liabilities
plus owners' equity) always balance because of double entry bookkeeping.

Task 3. Are the following statements true or false?

1. Balance sheets show a company's financial situation on 31 December.

2. Short-term investments are non-current assets.

3. Balance sheets include sums of money that have not yet been paid or
received.

4. Assets are what you own; liabilities are what you owe.

5. A bond that will be repaid in 15 months is a long-term liability.
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6. Companies cannot make a loss because assets always equal shareholders'

equity.

Task 4. Are these things (a) Fixed assets, (b) Current assets, (c)
Intangible assets, (d) Current liabilities, or (e) Long-term liabilities?

accounts payable brand names land

accounts receivable buildings patents

accrued expenses cash pre-paid expenses
bonds maturing in 2 years | inventory trademarks

Task 5. Complete the following sentences with either increases or

decreases.

1. Earning revenues assets and
shareholders' equity.

2. Purchasing equipment with cash one asset
account and another (cash).

3. Collecting an account receivable one asset

account (cash) and

assets (cash) and

the cash account (assets) and

equity).

assets and
MacKenzie & Silver PLC

Current assets

Cash and equivalents
Accounts receivable
Inventory

Other current assets
Total current assets

Non-current assets

Property, plant and equipment
Long-term investments

Total non-current assets

another (accounts receivable).
Getting a bank loan or issuing a bond

liabilities (notes payable).

129

Paying dividends to shareholders
retained earnings (part of shareholders’

Borrowing money to pay expenses
shareholders’ equity.

Balance Sheet 31 December 20

Current liabilities
Short-term debt

Accounts payable

Accrued expenses

Total current liabilities
Non-current liabilities
Long-term debt

Other non-current liabilities
Total non-current liabilities
Total liabilities
Shareholders’ equity
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Ordinary shares
Total assets Retained earnings
Total
Total liabilities and Shareholders’ equity
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UNIT 8

The Statement of Cash Flows. The Income Statement or Profit and
Loss Account

Task 1. Read the text and do the exercise.

Third financial statement has several names: the statement of cash
flows, or cash flow statement, or funds flow statement, or source and
application of funds statement. As these names suggest, this statement
shows the cash generated and used, or the flow of cash in and out of the
business between balance sheet dates. It shows how effectively a company
generates and manages cash, and is divided into three categories.

e operations — day-to-day activities

e investing — buying or selling property, plant and equipment

¢ financing — borrowing or issuing and repaying debt (bonds, loans), or

Issuing shares and paying dividends.

Changes in current assets (apart from cash) and currents liabilities are
reported under Operating activities; changes in long-term assets are
reported under Investing activities; and changes in long-term liabilities and
shareholder’s equity are recorded under Financing activities.

Sources of funds include trading profits, depreciation provisions,
borrowing, selling assets, and issuing shares. Applications of funds include
purchasing fixed or financial assets, paying dividends and repaying loans,
and, in a bad year, trading losses.

Task 2. Classify the following. Are they (a) Operating activities, (b)
Investing activities, or (c) Financing activities?

Buying land for a new factory Paying income taxes
Depreciating and amortizing assets Receiving accounts payable
Increasing inventory Replacing machines
Issuing shares Repaying bonds

Paying dividends Selling used vehicles

MacKenzie & Silver PLC

Cash flow statement ($°000)
Earnings

Depreciation

Other adjustments to Earnings

Net cash provided from operations
Proceeds from issuing new shares
Share dividends paid
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Net cash provided from financing

Additions to property, plan and equipment
Net cash used for investing

Change in cash and equivalents during year
Cash and equivalents, beginning of year

Cash and equivalents, end of year

British English American English

balance sheet balance sheet or statement of
financial position

creditors or accounts payable accounts payable

debtors or accounts receivable accounts receivable

financial year fiscal year

overheads overhead

profit and loss account Income statement or statement of
operations

shareholder stockholder

Task 3. Read and translate the following text.

Companies are required by law to give their shareholders certain
financial information. Companies include at least three financial
statements in their annual reports. In some countries, companies also
issue interim financial statements every quarter (three months).

The income statement or profit and loss account or statement of
operations shows revenue and expenditure — the expenses incurred in
earning the revenue. It also shows any gains or losses made from the sale
of assets, etc. Revenue .from a company's primary business is total sales or
turnover. Revenue for a period is shown even if some of the cash has not
yet been received, according to the matching principle and the accrual
basis of accounting. Total sales minus the cost of sales (or cost of goods
sold) gives the gross profit or gross margin.

Selling, general and administrative expenses (SG&A), and sometimes
research and development expenses (R&D), have to be deducted from
gross profit, which gives EBITDA, or earnings before interest, tax and
depreciation and amortization. Deducting depreciation and amortization
gives EBIT, and deducting interest expenses on the company's debts and
income tax gives a bottom line of net income or net profit. If the net
amount is negative there is a net loss.

Part of the profit left after the payment of tax may be distributed to
shareholders as a dividend, and the rest is retained by the company to
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finance further growth, to repay debts, to allow for future losses, and so
on.

Task 4. Complete this income statement by adding the following items:

Depreciation and amortization EBIT Gross profit
Interest expenses Net profit ~ Sales revenue
SG&A expenses

MacKenzie & Silver PLC

: Cost of Sales

"EBITDA

. Income tax

ROONOUTAWN R

o
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SECTION Il

Specialty “Banking and Finance”
UNIT 1
Insights into Finance
Text A
The Role of Finance
Task 1. Financial vocabulary covers several areas, including economics,

banking, marketing, personal finance and financial planning. Here is a
selection of key words. Before reading the text complete the table.

Verb Personal noun | General noun Adjective
1. to analyze
2. competitor
3. advice
4. 10 merge
5. to industrialize
6. trader
7. exporting/exported
8. producer
0. supplier
10. consumer
11. to guarantee
12. to credit
13. debit
14, earner
15, investor

Task 2. Try to predict the meaning of the following phrases.

ongoing challenge;
defunct auto company;
to siphon off money;
start-up money;

> wh e
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5. inadequate expense control
Task 3. Read the text, translate it and answer the following questions.

1. How can the position of an accountant be compared with the work of

laboratory technician? Why so?

What are responsibilities of a financial manager?

3. Why are accounting and finance two interrelated branches of business?
Explain your point of view.

4. What may happen with start-up company if the financial management is
not careful and inefficient?

5. In what cases does a firm fail financially?

A

The Role of Finance

An accountant may be compared to a skilled laboratory technician who
takes blood samples and other measures of a person’s health and writes the
findings on the health report (a set of financial statements). A financial
manager for a business is the doctor who interprets the report and makes
recommendations to the patient regarding changes that would improve
health. Financial managers use the data prepared by the accountants and
make recommendations to stop management regarding strategies for
improving the heath (financial strength) of the firm.

A manager cannot be optimally effective at finance without
understanding accounting. Similarly, a good accountant needs to understand
finance. Accounting and finance, finance and accounting — the two go
together like bread and butter.

As you may remember, financing a small business is a difficult but
critical function if a firm expects to survive those important first five years.
The simple reality is, the need for careful financial management is an
essential, ongoing challenge a business of any size must face throughout its
entire life. Financial problems can arise in any type of organization.
Chrysler Corporation faced extinction in late 1970s due to severe financial
problems. Had it not been for a government-backed loan of $1 billion,
Chrysler may have joined the ranks of defunct auto companies such as
Packard. Similarly, obtaining start-up money for small businesses has rarely
been harder than now. Bad real estate loans have siphoned off money that
banks may have loaned to small businesses, and the recession has left little
spare cash available for investments in small business. Three of the most
common ways for any firm to fail financially are the following:

1. Undercapitalization (not enough funds to start with);
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2. Poor cash flow (cash in minus cash out);

3. Inadequate expense control.

Task 4. Explain the following words into Ukrainian. Use good

dictionary to help you.

recession;

bad real estate loans;
poor cash flow;
financial statement;
data

oW E

Task 5. Translate the following sentences into Ukrainian.

1. Loan capital can be repaid when the company had funds.
2. Problems of cash flow are causing businesses to delay payments during

the recession.

3. We earn enough to cover our fixed expenses, but have nothing to invest

In new machinery.

4. We have insufficient data to reach any firm conclusion.
5. We must include the advertising budget in our start-up costs.

Task 6. Match each job title on the left with the correct definition on

the right (a-j).

1. tax inspector

a. The person who is responsible for
an individual bank.

2. tax consultant

b. Someone who advises people on
how to manage their financial
affairs.

3. bank manager

c. Someone who prepares an
individual’s (or a company’s) tax
return.

4. commodity trader

d. The person who is responsible for
the financial side of running a
business.

5. accountant

e. A government official who
checks that you are paying enough
tax.

6. finance director

f. The person who finds you the best
insurance policy at the best price.
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7. market analyst

g. Someone who buys and sells
stocks and shares for clients, and
charges a commission.

8. financial advisor

h. Someone who advises you or a
company on how to pay less tax.

9. insurance broker

I. Someone who comments on
business and share prices in a
particular sector of the economy.

10.stockbroker

J. Someone who buys and sells large
quantities of goods, especially food
products such as tea, coffee, and
cereals, or raw materials such as
wood, or metals.

Task 7. Match each word on the left with the correct definition on the

right (a-j).

1. pension a. Someone that the government
collects and no one likes to pay.

2. bank b. Where you go to borrow money
or get cash.

3. tax c. How vyou are charged for
borrowing money.

4. dividends d. How you can pay for a house,
unless you can pay for it in a single
payment.

5. shares e. A type of investment made by a
company when buying equipment.

6. inflation f. What, in financial terms, a

business hopes to make.

7. bankruptcy

g. What a company has to prepare
every year for presentation to its
owners and to the relevant
authorities.

8. capital spending

h. The situation where a company
does not have enough money or
property to pay its debts, and so the
company closes.

9. profit

I. The total amount of sales in a year.

10. interest

J. Rising prices, rising costs and
rising wages in an economy.
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11.assets k. What you buy if you invest
money in a company.
12. turnover I. Individuals who invest their

money in a company hope to receive
these regularly.

13. liabilities m. When you are old, you hope to
have one of these.
14. accounts n. The name for all the property,

equipment, investments and money
owned by a company (or individual).
15. mortgage 0. The name for everything that a
company Owes.

Task 8. Dwell on the topic: “The role and functions of a financial
manager and an accountant at the firm”.

Text B
Task 1. Read and translate the text.
A Global View of Finance

When you read the financial literature, you find that there are many
articles about difficulty of finding start-up funds for new businesses. You
have read how venture capital firms are pulling back from making such
loans; so are banks. In short, this is a very difficult time to get financing for
a new business venture.

Think of how difficult it will be, therefore, for new business ventures in
South Africa, Poland, Hungary, China, and other newly developing
countries to get financing. The risks are great, and the managerial expertise
Is something limited. Yet the future growth of the whole world depends on
the growth of entrepreneurship throughout the world.

What can be done to help the entrepreneurs of developing countries get
the financing they need to start new ventures? One answer is for firms in
developed countries to set up joint ventures with firms in developing
countries. Such joint ventures will open new markets for the firms of
developed countries and provide the financing needed by less developed
countries (LCD’s). Another answer is for venture capital firms to expand
worldwide. The risk may be great, but the potential for gain is just as great.
Often, the capital needs of firms in less developed countries are relatively
small. Sometimes $1,000 is all that is needed. The government could
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promote such investment by giving tax breaks to those firms and individuals
that provide capital for entrepreneurs in LDS’s.

Everyone in the world needs to start thinking globally if we are to
make optimum use of the world’s resources, especially the world’s land and
labor resources. There is much productive talent waiting to be freed by the
availability of capital (financing). By helping to provide start-up capital to
farms and other businesses throughout the world, you and I, the business
community, and non-profit organizations can do much to end hunger,
poverty, and disease in the world.

Task 2. Give a detailed answer to the following question.

1. What can be done to help the entrepreneurs of developing countries get
the financing they need to start new ventures?

Task 3. Match the words with their definitions.

1. financing a) a sum of money that a
government takes from company
profits.

2. joint venture b) money that is used to start a
business

3. investment c) the whole group of people who
work for a living

4. tax d) the management of money for
business and other activities

5. labor resources e) a person who starts a business
activity, esp. one that involves
financial risk

6. entrepreneur f) the purchase of property, shares,

securities to sell again to make a
profit or to receive money in the
form of interest

7. capital g) a business activity in which two
or more people or organizations
work together

8. funds h) financial resources

Task 4. Translate the following sentences into English.
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1. Hami aBi xomnaHii 30MparOThCA pa3oM MPALIOBATH y CYMICHOMY
PU3UKOBOMY MIAMPUEMCTBI, 100 BUPOOIISITH HOBY MOJI€NIb MAIIINH.

2. Ypsia MOKe CKOPOTHUTH ITOJAATKH BABIYUI, THM CaMHM JIal0YH MOJKJIUBICTh
(dhipMaM-oOYaTKIBIISIM ICHyBaTu Ha PUHKY 1 BHUITyCKATH
KOHKYPEHTHOCIPOMOXHY POAYKIIIIO.

3. OmHOTO pasy Oysno 3po0JICHO BKIAA MiAMPUEMHHUIIBKOTO KaIliTaly, IO
3a0e3Mmeunsio OUIbIY KUIbKICTh TOBaPiB 1 HUXKY1 LIHMU.

4. ByniBenbHu 0i13HEC Mae MPUOYTKHU BiJl BIICOTKIB, K1 BIH BCTAHOBUB Ha
MO3UKHU.

5. B Hamiit kpaiHi Qyxe BaKKO 3HAWTH MOYATKOBUM KarmiTan JJisl BIAKPUTTS
BJIACHOI CITPaBH.

Text C
Corporate Finance

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

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

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

Vocabulary Notes:
purchase — kymiBis, mpuaOaHHS;

payment of expenses — orurara BUTpaT;
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property — BnacHICTh, MalHO;

equity funding - akmioHepHuii 3acid CTBOpeHHS TpomoBoro GOHIY
MIANPUEMCTBA,;

debt funding — yrBopeHHs rpomoBoro (GoHAY 3a JOIMOMOTO0 ITO3UKH;
negotiable — 3BopoTHUIA, siKUit MOXe OyTH KYIJICHHH YU TPOTaHUM;
net assets — BapTicTh MaifHa 13 BUpaXyBaHHSAM 3000B’s13aHb;

bond — oGumirariist, 6oproBe 3000B’I3aHHS;

note — Goprosa po3MuUCKa,

interest — yactka, ikCOBaHUI BiJICOTOK;

to pay out — BuIUIaYyBaTH;

to run a corporation — xepyBaTH KOPIOpaIli€io;

inflow — nagxomkenns (rporieii);

outflow — Burik;

inventory — iHBeHTap;

supplies — pecypcw;

debt — Gopr;

goods — ToBap

Task 1. Answer the following questions.

Why do all corporations need financing?

What does equity funding mean?

What does debt fund mean?

How is the value of a share determined?

What activities produce an inflow and outflow of capital?

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

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

ook wbdrE

Task 2. Choose the necessary word and put it in the sentence.

1....... funding is a financial formed by borrowing.
2. They have borrowed much money and they have to pay a big.....
3. Financing by shares is called ..... funding.
4. That is a very profitable deal, for that purpose we need an extra .....
5. You can sell your shares and .... They are .....
6. The current assets of a company usually include cash and ....
7. As a result of this deal we’ll have greater ... than outflow.
a) equity
b) negotiable
C) interest
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d) inventory
e) funding
f) inflow

g) bond

h) debt

Task 3. Read and translate the following dialogue.

Mary
Frank
Mary
Frank

Mary
Frank
Mary
Frank
Mary
Frank
Mary
Frank

Mary
Frank

Mary

Frank

Mary

Frank

Its so nice to see you, Frank. Sorry, | couldn’t come to your
office today.

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

So Frank.. | guess it might be right time for me to invest in that
computer company. As my stockbroker, what can you suggest?
| am sure they are doing extremely well and they would
welcome your investment.

But why do they need my investment if they are doing so well?
Ok. I think I should explain you a little about corporate finance.
Go ahead. If it concerns my money | am always interested.

If a corporate enterprise wants to expand it needs financing.
You are right.

So there are two basic types of financing: equity and debt.
What’s the difference between them?

If the money is supplied by the owners of a business it is called
equity funding. And the use of money supplied by loans is
called debt funding.

So as investor, what am 1?

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

You did right buying the stock for me. By the way, are there
any documents which show the financial state of the company?
Oh, yes. You’ve just reminded me. I’ve brought a copy of the
company’s Annual Report for you to look over. You should
read it very carefully. And if you have something to ask do it,
please.

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

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

Mary But if I want to sell my shares very soon?

Frank No problem. Undoubtedly you can make a profit on the sale.
But it seems to me you’ll want to keep this company in your
portfolio.

Mary Thank you for your advice. You are wise as usual.

Frank Well, my advice now is to study the company’s Annual Report.

You need several days for that. Then we’ll meet and talk again.
Vocabulary Notes:

a stockbroker — Gip>oBwuit makiep;

If it concerns smth — sikio cripaBa 4oroch CTOCY€ThCS;

loan — mo3uka;

partial owner — criBBIaCHUK;

Annual Report — mopidnuii 3BiT;

to pay dividends — miaTuTH JUBIACHTH;

long-term investment — 10BrocTpoKOBUi BHECOK;

to make a profit on the sale — orpumaTi npuOYTOK MPU MPOIAKY.

Task 4. Make up a sentence according to the model.

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

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

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

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

over the Annual Report).

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

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

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

N

Task 5. Answer the questions.
1. What kind of funding is preferable: equity or debt?

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

143



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

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

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

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

Task 6. Translate the following sentences into English.

1. Hame mignpueMcTBO MoOTpeOye TpOmOBUX (OHMIB A KyHiBil
oOJaTHaHHS.

2. Sl mamaro mepeBary akIiOHEpHOMY 3ac00y yTBOPEHHS IPOIIOBOTO (HOHITY

nianpueMcTBa. Bin npuBa0Itoe BENUKY KUIbKICTh KamiTamy.

Axali Ta obmiramii MOXyTs OyTH KyIuieHI 200 mpojaHi.

4. 51 xouy npuabaTH AeCATUBIICOTKOBI oOuirariil.

w
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UNIT 2
Financial Control
Task 1. Discuss the following questions.

1) What are the advantages and disadvantages for a private individual
of borrowing money from the following?

a) a bank?

b) a friend or colleague?

c) a member of your family?
d) a loan shark?

e) a credit car company?

f) another source?

2) Imagine you have just won $ 300,000. You want to use it to secure
your long-term financial future. How would you invest the money?

3) Do you think it is good business practice for a company to pay its
bills late?

4) ‘People with overdrafts are bad money managers.” Do you agree?

5) What do you think the following sayings mean? Do you agree with
them?

a) Time is money.

b) Money is the root of all evil.

¢) A fool and his money are soon parted.
d) Money can’t buy you love.

e) Love does much; but money does more.

Task 2. Read the first type of an interview with Rosemary Leith, co-
founder of the Internet business consultancy Flametree. Com. What are
the two commonest ways for business to raise finance?

I Which are the commonest ways in which businesses can raise
money?

RL Business can raise money either through debt or equity. If business is
raising debt they go to the bank, get a bank loan; it could be secured
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or unsecured in its simplest form. If a business is raising money,
through equity they can go to private investors, venture capitalists or
through a public offering on the stock market.

Task 3. Now read the rest of the interview and answer these questions.

1. Are start-up companies more likely to raise money through debt or
equity?

2. Why can debt be more expensive than equity?

3. Which method of raising finance did Rosemary’s company choose?

4. What four factors does the process of raising money depend on?

5. What are the advantages of the way Rosemary’s company raised money?

RL

RL

RL

And are some of these ways preferable to others?

The means that you use to raise the money depends very much on the
type of business, the business stage that your business is at, and the
revenue flows that come from a business. Now, you need to match
them up to the type of instrument that you are using to raise the money.
If you’re in a start-up situation, it’s very unlikely that you go and get a
bank loan. You would definitely go more private investors and equity.
If you’re in a growth business with strong cash flow, you would
probably use debt, although it can be more expensive than equity
because of the interest that you need to pay to the bank or to whoever is
lending you the money. In our experience — we’re a small start-up
company — er, we went to... for equity and to private investors.

And how difficult has it been to raise money for business in your
experience?

In our experience and in our type of industry, which was Internet-
related, although not completely focused on Internet , it was quite
difficult in the beginning to raise money. Raising money depends on
the economy, it depends on the concept of your business at the start-up
stage, and it also depends on having the right people in your business
and having contacts with investors outside in the market. Erm, for us,
er, we went to the private investor route, but in other larger businesses
that are more established, | would say you could easily go to a venture
capitalist or to other investors to subscribe to the equity in the
company.

Raising money can mean becoming very dependent on lenders. Has
this posed any problems in your experience?

In our experience, we wanted to maintain control of the company. That
meant that we chose equity as the vehicle to raise money and with my
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business partner, we are the controlling shareholders, so our investors
then are able to give us input and support, but in the decision-making,
because we own the majority of the shares of the company, we are able
to control the company.

Task 4. Match the following expressions with the correct definitions.

1. human capital a) money to carry on production
and keep trading

2. risk capital b) money a company has raised
from investors who bought shares

3. share capital c) money invested in a project with
a high chance of failure

4. venture capital d) money a company borrows to
start up a new business.

5. working capital e) the perceived value of people and
their skills

Task 5. Choose the correct word to complete each sentence. Use a good
dictionary to help you.

1. 1 took out a to extend the factory.

a) credit b) debt ¢) loan

2. He offered his home as security or when he borrowed from the
bank.

a) collateral b) deposit C) warranty

3. The rate on the loan was 15 %.

a) charge b) fee C) interest

4. We have a(n) of $1million to finance our three-month
advertising campaign.

a) budget b) cost C) expense

5. They have to pay the loan back over three years. The first IS
due in August.

a) amount b) installment C) part

6. Our state-of-the -art machinery is our major
a) asset b) possession C) property
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7. We want to find a partner who will take a In our business.

a) risk b) share C) stake

8. Thanks to a government the firm was able to move to a new
location.

a) contribution  b) subsidy C) support

9. Money owed by a company to its suppliers form part of its

a) damages b) liabilities d) losses

10. When the bank grants a business an facility, their current
account can go into the red.

a) overdraft b) overhead d) overpayment

Task 6. Scan the two articles and match them to the following
statements.

1) Emerging entrepreneurs will be essential to the future prosperity of the
country.

2) With banks reluctant to lend, many entrepreneurs have looked to family
and friends for help providing start-up capital.

Task 7. Work in pairs. Student A reads article A; Student B reads
article B. Do not read your partner’s article yet.

Article A
Venturers who hope to be the business

In the past few years, a new generation of Japanese entrepreneurs has
emerged, boosting hopes that venture businesses are poised to become a
new catalyst fro the enfeebled Japanese economy.

Japan’s small business sector already accounts for more than the big
corporations, such as Sony and Toyota, but a large proportion of smaller
companies are subcontractors whose fortunes are totally dependent on big
companies. Only now is Japan starting to develop a business environment
conductive to entrepreneurial growth.

Of the three main ingredients needed to foster venture businesses — risk
money, a structural framework and an entrepreneur-friendly culture — the
country has attracted the first, is improving the second, but needs to move
forward on the third.
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“The reason why there is a business chance for us is because the social
structure is changing as a result of the Internet,” says Hiroshi Mikitani, 34-
year-old founder of Rakuten Ichiba, Japan’s most popular Internet shopping
mall. Old skills are becoming less important than Internet expertise and
money is flowing to new businesses rather than mature industries, he says,
Internet entrepreneurs are also leaving the relative sanctuary of larger
companies to set up on their own, something which is still rare in Japan.
Meanwhile the Japanese authorities have been scrambling to make the
country’s legal and structural framework more venture business friendly.

In the past, Japan’s reliance on indirect financing through banks also
discouraged the development of risk capital. “The head of a big bank may
know what it’s like to have difficulties in raising Y100bn but he doesn’t
know what it’s like to try to raise Y500,000,” points out Masao Horiba,
founder and chairman of Horiba, a leading manufacturer of measuring
instruments.

However, while the money flows in and structural change increases, the
critical question is whether Japanese culture can change sufficiently to
support more entrepreneurs. ‘Japan’s venture capital sector is like a brand
new race track. The track and stands have been built, the gamblers have
arrived — but there aren’t any horses,’ says Mr. Horiba.

From the Financial Times

Article B
Businesses learn from past mistakes

As the UK looks for new ways to encourage entrepreneurship, Italy
might be thought a good place for lessons. It has a highly successful scheme
to help young people start businesses; entrepreneurship seems part of the
culture; working for yourself commonplace. There is an assumption that if
people fail — and 46 per cent do so within five years — they will learn from
their mistakes and start again.

Few ltalians start a business with bank support. They save their startOup
capital, sometimes for years, and borrow from parents, other family
members and friends. Italy has almost no merchant banks and the
fragmented banking sector is tightly regulated of past banking failures.
Banks have therefore become risk-averse reluctant to lend.

Of scores of entrepreneurs interviewed for the OECD evaluation, only
two had successfully borrowed money from the bank under the government
loan guarantee scheme, thus avoiding up to three years of saving to
accumulate capital. The rest had started from their own or privately-
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borrowed resources and then used growing turnover to expand. This was
found to aid survival, nurturing financially conservative entrepreneurs, who
did not over-extend and calculated risks carefully.

Parallel to this is an outstandingly successful government-funded scheme
to encourage young entrepreneurs under 24. Highly selective, the Youth
Entrepreneurship Agency approved only 1,056 projects out of 4,603
applications in the first 10 years. Successfully applicants are tutored and
advised, and the survival rate is running at 82 per cent.

The agency is now allowed to take equity stakes in the most promising
ventures. In addition, an unsecured ‘loan of honor’ — voluntarily repayable
from future profits — has been introduced in southern Italy to help get over
the problems of financing businesses in poorer areas where the banks really
could not care less.

From the Financial Times

Task 8. Work in pairs to decide if the following statements about both
articles are true or false.

1. In both countries entrepreneurship has always been an important part of
the culture.

In both countries businesses usually start with finance from banks.

Risk money is available in Japan, but not readily available in Italy.
Families often provide finance for start-up companies in Italy and Japan.
Both governments want to promote schemes to encourage new
businesses.

bW

Task 9. Match the definitions below to words in the articles. Then use
the words in sentences of your own.

Article A

1. something that causes an important change or event to happen
2. to encourage something to happen over a period of time

3. favoring people who want to start up a new businesses

4. a company paid to do part of the work of another company

Article B

5. a company’s business expressed as sales of goods and services over a
period of time

6. shares that one company owns in another company

7. aloan which is not guaranteed by the borrower’s assets

8. abank that deals with businesses rather than the public
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Task 10. Study the order of the underlined words in the sentence from
article A. Then rewrite the sentences below beginning with the words in
brackets. Discuss how the meaning of the sentence is affected in each
case.

Only now is Japan starting to develop a business environment conductive to
entrepreneurial growth.

(Seldom...) We rarely have goods returned to us because they are faulty.
(At no time...) He never apologized for his mistake.

(Under no circumstances...) The budget must not be exceeded.

(Only by...) We will increase sales significantly by spending more
money on advertising.

5. (On no account...) Private calls should not be made from the office.

> wh e

Task 11. Join the halves of the sentences below. They are all from
newspaper articles.

1. She had a sound business specializing a) on my investment.
2. Self-employment may be the only alternative b) of the risks facing
European companies.

3. Researchers say this results c) of finance, beyond his
grasp.

4. Why do women still have limited access d) in lower failure rates.

5. Once you understand the mindset of your e) from their suggestions.

investors, you can profit
6. He can see opportunities which lie, through  f) in renovating and

lack refurbishing buildings.
7. The document contained an assessment g) to starvation in poorer
countries.
8. I want a return h) to venture capital?
9. We are very focused ) to any  further
investment.
10. They are strongly opposed J) on transferring ideas

from the hard world of
industrial economics to
the dot-coms.

Task 12. Why do people often find it difficult to get finance to start a
business? Make a list of reasons.
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Text A
Task 1. Translate the following texts into Ukrainian.
Establishing financial control

Financial control means the actual revenues, costs, and expenses
(including the cash flow projections) are periodically reviewed and
compared with projections. Deviation ca thus be determined and corrective
action taken. Such controls provide feedback to help reveal which accounts,
which departments, and which people are varying from the financial plans.
Such deviations may or may not be justified. In either case, some financial
adjustment to the plan may be made.

Government bonds versus corporate bonds

Businesses complete with government for the sale of bonds. Some local
government municipal bonds are often tax-free bonds - meaning
bondholders do not have to pay federal taxes on any interest earned from the
bond. Bonds sold by the federal government are relatively risk free, because
they are backed by the power of the government to tax us. The government
makes the safe of corporate bonds more difficult by selling its own, more
attractive, governments bonds. This is often referred to as the “crowding
out” of corporate bonds. If a firm is unable to secure a long-term loan from
a lender or issue bonds to investors, it often turns to the last alternative for
long-term financing: equity capital.

Regardless of whether or not a new firm can obtain venture capital
funds, there usually comes a time when even more funds are required, one
way to the public to obtain needed funds is to sell ownership shares in the
firm (called stock) to the public. The widespread use of debt and equity is a
way of obtaining capital.

Vocabulary Notes:
equities (syn. ordinary shares, equity shares, ordinary stocks) — 3Buuaiini
akii;
to deplete — BuuepmnyBaTH, BUCHa)XKYBATH,
to offset — BigmkogOBYBaTH
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Task 2. Put the terms in the box under the correct heading, and then
translate them into Ukrainian.

administrative costs  advertising costs  distribution costs  labor
costs production costs  selling costs  storage costs

Fixed costs Variable costs

Task 3. Costs offer all businesses a major challenge. Good cost control
Is essential. Read the definitions below, and then complete the phrases
that follow by combining an appropriate word from the box with
cost(s).

analysis centre fixed labor manufacturing
operating price sales selling variable

1. Usual expenses such as rent, heating, lighting, which are not changed by

the volume of production. costs
2. Expenses which increase with increased production, e.g. labor, raw
materials. costs
3. All costs directly related to production. costs
4. All costs directly related to getting someone to buy a product.
costs
5. The cost of employing workers and staff. costs
6. The costs for the day-to-day running of a company or business.
costs
7. Selling at a price which is exactly what the product has cost to make.
cost
8. The study of all likely costs associated with a product.
cost
9. A business in a chain, or subsidiary, but treated as independent for
accounting. cost
10. The total costs for all products sold. cost on

Task 4. Match the phrases on the left with a word or phrase on the
right which means the same.
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1. contribution ratio
2. fixed costs

3. variable costs

4. income from sales

a. turnover

b. gross profit margin
c. overheads

d. direct costs

Task 5. Match the term on the left with an appropriate definition on the

right.

1. contribution

a. The number or total value of sales
necessary to equal all costs.

2. capital costs

b. An individual cost center in a
company’s product range

3. gearing c. Net profit available for
reinvestment in the company
4. retained profit d. Sales income less variable costs.

5. work-in-progress

e. Selling price less variable costs
divided by volume of production.

6. wealth

f. Cost of buying fixed assets such as
buildings, equipment, vehicles.

7. unit contribution

g. Relationship between the cost of
borrowing money and the total equity
capital.

8. break-even point

h. Work done which has cost the
company but has not yet been sold.

9. strategic business unit

J. Net value of a company (total
assets less total liabilities).

Task 6. Look at the four formulae below and then complete the spaces

in the conversation below.

Contribution = sales revenue — variable costs

Profit = Total value of contributions — total costs; or

Profit = Revenue — {variable costs + fixed costs}

Break - even volume of production = fixed costs/unit contribution

Teacher:  All products sold should make a contribution to the business.

Student: What is contribution?
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Teacher: It is the total selling price of all goods sold by the company, (1)

, less (2) .

Student:  So, it’s like margin.

Teacher:  Yes, it’s the same as the gross profit margin. But, to calculate
profit, you have to consider (3) costs. In other words,
the total value of contributions less (4) and (5)
___ costs.

Student: | see. And when you’ve made enough contributions, you reach
your break-even point.

Teacher:  Yes, that’s right. Then you start to make profit.

Student:  How do you calculate the break-even point?

Teacher:  You have to divide the (6) by the (7)

or the contribution made by a single item

that you sell.

Student: So if you raise your price, you increase the value of the
contributions.

Teacher:  Yes, but you must nor raise your price so much that you lose
sales. If demand is (8) , sales may fall.

Task 7. Here a list of 16 fixed cost items. Categorize them according to
the headings given below.

accountancy fees leasing of computers
books, newspapers mortgage payments

car and van hire professional indemnity insurance
car hire purchase agreements secretary support
electricity account salaries

employee national insurance contributions rent

employer’s liability insurance telephone

equipment, machinery stationery and printing
Services: Employee costs:
1. 1.

2. 2.

Insurance: Property:

1. 1.

2. 2.

Vehicles: Equipment:
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1. 1.

2. 2.
Miscellaneous costs: Administration:
1. 1.

2.

Professional fees:

1.

Notes: Miscellaneous means anything that does not fit easily into one any
of the given categories. Miscellaneous costs, therefore, are any other costs
not already mentioned.

Task 8. Businesses have to work out the most efficient ways to produce
and services at a profit. This test introduces some key terms for this
aspect of managing company finances. Match the term on the left to the
correct definition on the right.

Financial planning term Definition

1. profitability a) the amount of products or services
a company needs to sell to cover all
its costs.

2. return on investment (ROI) b) ratio of total debts to total assets.

3. liquidity c) measure of profitability obtained

from dividing net income by total
amount invested.

4. leverage d) ratio of total sales to total cost of
inventory (goods in storage).

5. break-even point (BEP) e) ratio of cost to benefit.

6. efficiency f) measure of how well a business

can meet its short term cash needs.

Note: A key function in financial planning is to keep control of
investments (spending). All the terms in this exercise are important in
ensuring the efficiency of a business. Good planning often means making
separate calculations and judgments for different activities in the same
business. In this way, profitable units can be further developed. Weak units
can be changed or abandoned. The correct term for these units is strategic
business unit (SBU). A company treats each separate SBU as an individual
cost centre.
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Task 9. In an interview with a journalist, Jan Horst, a marketing
consultant, speaks about pricing policies. Complete the text of the
interview with words or phrases from the box.

competition cost plus  discount  margin marginal cost
market price penetration strategy ~ skimming strategy

Journalist:  So, in terms of pricing, what mistakes do small companies

often make?
Horst: They take the cost of sales, and add to it — inventing a (1)
. Thisis a (2) approach.

Journalist: What’s the alternative?

Horst: First, fix a price somewhere near or below the competition, the
(3) . This can get you market share, using a
so-called (4)

Journalist: What about (5) , just a bit above variable
Ccosts?

Horst: Marginal cost pricing only works if you have a lot of spare
stock. It can help with a (6) policy.

Journalist:  And how can pricing help to build up market share?

Horst: First, a low price is essential to build up market share in many
markets. This is the penetration strategy approach. Or you can
have a (7) , with high margins to help to pay
costs quickly. This is often used with hi-tech goods. They start
expensive but prices come down quickly once the (8)

arrives.

Task 10. A key aspect of managing company finances is keeping control
of operations. Operations means all aspects of organizational activity.
Read the text below, then match the underlined phrases to one of the
terms in the box.

Operational control brings financial rewards

Many businesses and organizations have a 1) strategic approach to
management. Good operational control is essential. One important tool is
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the 2) strategic business unit (SBU). With this approach, it is possible to see
the individual 3)_contribution that each product makes to the overall
company profitability.

A further useful tool is the idea of the 4) break-even point. Using this tool,
prices may be raised or cut, but with a proper understanding of the effect.

Businesses should also make sure that there is a continually low level of 5)
inventory. Holding components or finished products is a waste of resources.
It is better to operate a 6) just-in-time (JIT) approach. Storage is therefore
kept to a minimum.

Control operations should focus on quality, service, efficiency and effective
evaluation of the processes involved. There are three kinds of operational
control: 7) precontrol, 8) concurrent control and 9) postcontrol.

The benefits of good operational control are shown in terms of increased
profit and long term security for the business.

a) a focus on the quality of inputs in the production process
b) analysis of each separate product as a separate cost centre
C) goods in storage

d) gross profit margin

e) planning, controlling and monitoring all the activities of the business,
so that efficiency is maintained, waste is cut to a minimum, quality is
enhanced, customer satisfaction improves and profitability goes up.

f) policy of taking delivery of goods only when they can be used, and
producing to order

g) monitoring quality after the production or output of service
h) evaluation of the conversion of inputs to outputs as it happens

1) demonstrating the volume required at a certain price to produce the
required profit
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1 2 3 4 5 6 7 8 9

e

Notes: Pre-, con- and post- are all prefixes. Pre- usually indicates before;
con- can sometimes indicate with or at the same time; post- usually means
after. Another common prefix is contra- indicating against. Examples are
premature, precondition, pre-determined; contemporary, convention;
postpone, postscript; contravention, contradict.

Task 11. Match the underlined phrases to similar phrases in the box.

budgeted income statement  capital employed  current assets
current liabilities debtors  netincome  stock  turnover
work-in-progress

A. Two documents provide the necessary information for the most
important decisions about the strength of a business: a (1) forecast profit
and loss account and the present balance sheet.

B. A study of profitability must look at the relationship between:

e (2)_income after all costs have been deducted and (3) total invoiced
sales;

e net income and the amount of (4)_money invested in the business.

C. A study of a company’s ability to make enough cash should show:

if the planned cash balance is satisfactory;

o if (5) people who owe money are likely to pay on time;

e (6) work which has been contracted but not yet invoiced or (7)
finished goods which will one day be sold;

e if the relationship between fixed assets and (8) cash or other item
of value which can easily be converted into cash is satisfactory;

e if the relationship between current assets and (9) debts due for
payment is satisfactory, i.e. current assets should be much greater
than liabilities.
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Management should be careful with forecasts, because budgeting is not a
science and forecasts cannot be exact.

Notes: Businesses often fail because of problems of liquidity: they cannot
meet their short-term cash needs.

Task 12. The phrases on the left are commonly used in considerations
of the financial strength of a company. Match each one to an
appropriate explanation on the right. Use the grid below.

1. company accounts

2. profit and loss account

3. balance sheet

4. opening balance

5. closing balance

6. capital expenditure

7. fixed assets

8. current assets

9. net sales

a) The description of income and
expenditure in a specific accounting
period.

b) Items of value which are not easily
changed into cash but which the business
needs.

c) Documents  showing  income,
expenditure, assets and liabilities, sales
records, etc.

d) Major spending on large items
necessary for the business, such as
property or equipment.

e) Cash items, or items that can easily be
changed into cash for the present financial
year.

f) The amount of money held in cash or
near cash at the end of the accounting
period.

g) The cost of borrowing from a bank.

h) Money made by the company, less all
costs, but before tax has been paid.

1) The amount of money held in cash or
near cash at the start of the accounting
period.
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10. pre-tax profit J) The overall picture of assets and
liabilities.
11. interest paid k) The profit from sales after direct costs

have been deducted.

1 2 3 4 &) 6 7 8 9 10 11

C

Notes: Note the verbs to borrow and to lend. A bank lends money. That is
a loan. A borrower borrows a loan. But, there is also the less common verb
to loan. This is a more formal word, meaning the same as to make a loan or
to lend. Example: The bank loaned the company $5000,000.

Task 13. Change the underlined words or phrases in the sentences
below to other words or phrases that have a similar meaning. Choose
from the box.

Abbreviated accounts  capital investment  consolidated debts
equity extraordinary items  gross  liquid assets  operating income
revenue

1. Unpredictable and exceptional costs should be a separate item in the
financial report.

2. The trading income needs to increase each year so that the company can
make decisions to buy new plant and equipment.

3. The company accounts have been checked and approved by an
independent financial expert.

4. Shareholders expect to see the short description of the company’s
financial position.

5. Income during the present tax year is less than last year.
6. Pre-tax earnings are down.
7. The total value of a company once all liabilities have been paid.

8. A successful company needs property and investments that can be easily
converted into cash.

161




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014
Notes:

¢ Notice the pronunciation of debt. The b is silent. The same happens with
debtor (someone who owes money). Another common word with a silent
letter is mortgage, where the t is silent. A mortgage is a loan taken out to
buy property, or to raise money against the value of property.

eThe word plant is used for heavy machinery, especially in the
construction industry, but also in other sectors of manufacturing
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UNIT 3
Money

USEFUL LANGUAGE
Saying numbers

Years

1984 nineteen eighty four

2001 two thousand and one

Decimals

16.5 sixteen point five

17.38% seventeen point three eight percent

0.185 (nought/zero) point one eight five

Bigger numbers

3560 three thousand five hundred and sixty (BrE)
sixty (AmE)

598,347 five hundred and ninety-eight thousand, three hundred and
forty seven (BrE)
five hundred ninety-eight thousand, three hundred forty seven

(AmE)
1,300,402 one million three hundred thousand, four hundred and two
(BrE)
one million three hundred thousand, four hundred two (AmE)
im one/a million (1,000,000)
3bn three billion (3000,000,000)
$7.5bn seven point five billion dollars

£478m four hundred and seventy eight million pounds (BrE)
seventy eight million pounds (AmE)

Currencies
£3.15 three pounds fifteen
$7.80 seven dollars eighty

Task 1. Read the article below. Then write all the numbers and symbols
in full, according to the way they are pronounced. For example, 1999:
nineteen ninety-nine: £3.1m: three point one million pounds.

BUSINESS IN BRIEF

EuroDisney runs new project
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The French Government yesterday approved a Ff4.6bn urban
development project east of Paris, coordinated by EuroDisney, and designed
to create 22,000 jobs by 2015.

Yule Catto takeover bid

Yule Catto, the chemicals group, launched a £240m bid for Holiday
Chemical. Yule shares fell 32p (about 10%) to 274 in response to the news.
Holliday’s shares dropped 8p to end at 225p.

Prince invests in media and technology

The worldwide fall in stack markets last month encouraged Prince
Alwaleed bin Talal to invest in media and technology companies. The Saudi
prince spent $400m on a 5% stake in News Corporation, $300m on 1% in
Motorola and $150m on 5% of Netscape Communications.

Monet market

A beach scene painted in 1870 by French impressionist Claude Monet
when he was desperately short of money made £3.8m at Christie’s Auction
House in London.

FT sales record

Sales of the Financial Times hit an all-time record in November.

Worldwide sales were 12.4% up on November, last year.
New car registrations in Europe

New car registrations in Western Europe in November rose 10.4% to
991,800 from 898,400 a year ago, said the European Auto Manufacturers
Association.

Task 2. Are the following statements true or false?
1. 0 is often read as “‘nought’ in American English.

2. 0 is normally read as ‘zero’ in American and British English in scientific
contexts and for temperatures.

3. James Bond 007 is read as ‘double oh seven’. -
4. When talking about football results in British English we often say
‘Manchester United beat Liverpool seven-zip’.

5. In tennis 30-0 is read as ’thirty-love’.

6. In English 50,127 is read as “fifty point one two seven’.
7. 40 is spelt “fourty’.

8. 11.66 is read as ‘eleven point sixty-six’. -
9. In British English the number 1,999 is read as ‘one thousand nine
hundred and ninety-nine ’.

10. The year 1999 is read as ‘nineteen ninety-nine’.
11. The year 2001 is read as ‘twenty one’.
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12. A billion is 1,000,000,000.

IMPORTANT WORDS AND PHRASES

Can’t afford = don’t have enough money

How much is it worth? = What is the value of it?

The cost of living = how much people pay for things

A standard of living = the level of money and comfort
people have

Task 5. What can you say in these situations? Complete the sentences
but do not use the words and phrases given in each first sentence.

For example: You want to tell a friend that a restaurant wasn’t cheap.
The restaurant was quite expensive.

1. You want to know the value of your friend’s gold ring.

How much is ?

2. A friend wants to go to an expensive restaurant but you don’t have
enough money.

I’m afraid |
3. You want to borrow some money from a friend.
Could you ?

4. You want to know how much a friend paid for her dictionary.
How much ?

Task 6. How quickly can you answer these questions? Write down
answers to all of them in one minute, then go back and check. If
possible ask someone else the same questions.

1. Is the currency in America called the dollar?

2. s a five-pound note worth less than a fifty-pence piece?

3. If you lend something to someone, do they borrow it?

4. If you waste money, do you use it well?

5. Is ‘sterling’ a currency?

6. If you ‘can’t afford’ something, do you have enough money for it?
7. Does “cost of living’ mean the same as “standard of living’?

8. If someone tells you a hotel is reasonable, is it very expensive?
Text A

What is Money?
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Sophocles, the ancient Greek playwright, had very strong opinions
about the role of money. As he saw it, “Of evils upon earth, the worst is
money. It is money that sacks cities, and drives men forth hearth and home;
warps and seduces native intelligence, and breeds a habit of dishonesty.”

In modern times, people may still be seduced by the power of money.
Nevertheless, it is hard to imagine an economy functioning without money.
Money affects not only morals and ideas, but also the way an economy
works.

The basic function of money is to enable buying to be separated from
selling, thus permitting trade to take place without barter. If a person has
something to sell and wants something else in return, it is not necessary to
search for someone able and willing to make the desired exchange of items.

In addition to being a means of exchange, money is also a means of
measuring the value of men’s labor. In economies, money is the standard by
which the value of things is judged. Money can be anything that is generally
accepted in payment for goods and services. From the earliest times
precious metals, such as gold and silver, along the copper, have been the
most popular forms of money. But they were not the only forms. There were
societies that favored things such as tobacco, fish hooks, shells and, of
course, various forms of paper for their money.

The principle difference between a barter economy and a money
economy is that in a barter economy you must find someone who has what
you want and wants what you have. In a money economy people can sell
what they have to anyone and use the money to buy what they want. Money,
therefore, is the medium that enables exchanges to be made easily.

As it was said, money is used for buying or selling goods, for
measuring value and for storing wealth. Almost every society now has a
money economy based on coins and paper bills of one kind or another.

A coin is a piece of metal, usually disc-shaped, which bears lettering,
designs or numbers showing its value. The use of metal for money can be
traced back to more than 2,000 years before the birth of Christ. But
standardization and certification in the form of coinage, as referred to by
Aristotle, did not occur until the 7" century BC.

Until the eighteenth and nineteenth centuries, coins were given
monetary worth based on the exact amount of metal contained in them, but
most modern coins are based on face value — the value that governments
choose to give them, irrespective of the actual metal content. Coins have
been made of gold, silver, copper, aluminum, nickel, lead, zinc, plastic and
in China even from pressed tealeaves. The use of paper money in Western
civilization began in the Middle Ages. The major forms of money in those
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days, gold and silver coins, were inconvenient to carry and liable to be
stolen.

In time, the goldsmiths’ receipts became very popular with merchants
and travelers who had to move large sums of money. As their use spread,
the earliest form of paper money in Western Europe came into being.

Most governments now issue paper money in the forms of bills, which
are really “promises to pay”. Paper money is obviously easier to handle and
much more convenient in the modern world. Checks and credit cards are
being used increasingly, and it is possible to imagine a world where
“money” in the form of coins and paper currency will no longer be used.

Vocabulary Notes:
playwright — npamatypr;
evil — 310, nmuxo;
sack — rpaOyBaru, BijiaBaTH Ha MOrpadyBaHHS;
hearth and home — nomarse BorHuUIIIE;
warp and seduce — po30elyBaTH Ta CIIOKYIIATH,;
lettering — Hamuc;
BC (before Christ) — no namoi epw;
copper — mifp;
lead — cBuHeIH

Task 1. Match pairs of equivalents:

a). paper currency 1. BIIOKpEeMIICHUH BiJ TPOTAXKY

b). accepted in payment for goods 2. 3aci0 0OMiHY

c). search for necessary items 3. Math Ha co0l HamWCH Ta
MaJIFOHKH

d). store wealth 4. 6e3BiTHOCHO 10 (aKTUIHOTO
BMICTY

e). want smth in return 5. BUHHUKATH, [IOCTABaTH

f). medium of exchange 6. mpUHATHIA TS CTITIAa9yBaHHS
3a TOBap

g). monetary worth based on 7. BiAmaBaTH TepeBary pi3HUM

amount of metal dbopmam rpormeit

h). of evils upon earth 8. mykaTm HEOOXimHI BUAM
TOBapy

). irrespective of the actual content 9. rpomoBa BapTiCTh, IO
IPYHTYE€TbCS  HA  KUIBKOCTI
MeTay
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J). separated from selling 10. po3nucka B OTpUMaHHi, 1110
HAa/IaBajlaCh MACTPOM 30J0TUX
crpaB

K). bear lettering and design 11. xoTtiTH IIOCH B OOMiH

). favor various forms of money 12. o6ir mamepoBHUX TPOIIOBHX
3HaKIB

m). based on face value 13. 3 ycix 011 Ha 3emMJti

n).goldsmith’s receipt 14. 30epiratm  MarepiaibHi
KOIIITOBHOCTI

0). come into being 15. OOIPYHTOBaHU I

HOMIHAJILHOIO BapTICTIO
Task 2. Which words or expressions in the text mean:

a). increase in economic well-being resulting
from specialization and exchange

b). physical and mental exertion that human beings
put into production activities

c). economy in which the three basic questions are
answered by custom, or how things have been
done in the past

d). basic assumption of economic theory

e). makers do what is best for themselves

f). limiting production activities to one or a few
goods and services that one produces best in
order to exchange for other goods

g). actions by government to reduce changes in
output, employment, and prices

h). market value of assets

1). anything generally accepted as a medium
of exchange

Task 3. Translate the following phrases into Ukrainian.

his mind is well stored with knowledge
the harvest has been stored

against receipt

receipts and expenditures
receipt of money

receipt of payment
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bank receipt

deposit receipt
budget receipts
government receipts
gross receipts

turn one’s mind to smth
turn one’s hand to smth

of value

of no value

value of currency

take on a value

get good value for one’s money
go down in value

Task 4. Match pairs of equivalents.

1. 3BepHYTHCS 1O JOTIOMOT'Y a). base coin

2. 3arJIAJIaTy B 3aITUCH b). be referred to by smth
3. KOITH JINXO, 3aMOIIITH 30UTKH ¢). universal medium of payment
4. 3apo0JIsaTH rpoIri d). medium of circulation
5. HampaBUTH 32 IHPOPMAITIEIO e). evil comes from evil
6. 3acib mIaTexy f). medium of payment

7. anpmmBa MoHETA g). make money

8. OyTH 3rajlaHuM KUM-HEOYIh h). refer to smb for help
9. TUX0 MOPOIKYE JTNXO 1). do evil

10. 3aci6 rpomoBoro ooiry J). refer to smb

11. 3aranbHuif 3aci0 MIaTeXKY K). refer to one’s notes

Task 5. Insert a preposition wherever necessary.

1. You would have to engage ___ private barter in order to get the goods
and services you want.

2. Most people offer to pay _ goods ___a check rather than cash.

3. If there were no money, goods would have to be exchanged __ barter.

4. The major difficulty ___ barter is that each transaction requires a double
coincidence ___ wants.

5. People can sell their output _ money and subsequently use the money
to buy what they wish __ others.
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6. _ facilitating transactions, money makes possible the benefits
specialization and the division __ labor, which ___ turn contribute
the efficiency ___ the economic system.

7. Astime went _ , notes issued  private banks became less common,
and central banks took control ___the currency.

8. The central banks issued _ currency that was fully convertible
gold.

9. During the period between the world wars, almost all __ the countries
____ the world abandoned __ the gold standard; their currencies were
thus no longer convertible _ gold.

10.Suppose that firms and households find it convenient to keep their
money holding _ cash instead ___ a fixed number ___ dollars.

11.The real sector is concerned production, allocation resources,
and distribution income, determined relative prices.
12.Traditionally in economics, money has referred any generally

accepted medium ____ exchange.

Task 6. Complete the sentences using the words from active
vocabulary.

1. The use of money greatly simplifies market

2. Money is also a useful of value, that is, a mechanism for
transforming current into future purchases.

3. The first paper money by the federal government consisted of $
10 million.

4. turn out to be more convenient that cash, because they
trips to bank.

5. Traveler’s checks can be used directly in market , just like good
old-fashioned cash.

6. Another popular way of money is to buy shares of money-
market mutual funds.

7. We shall also all depository institutions as “banks”, even though
there are important among them.

8. The currency in comes from the Bureau of Engraving and
Printing in Washington, D.C.

9. A of exchange is anything that will be widely accepted in a
society in exchange for goods and services.

10.Gold ad silver was because their supplies were relatively limited.

Task 7. Decide whether the following statements are true or false. It the
statement is wrong, give the correct information.
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1. Sophocles was absolutely sure that money, the greatest
invention of human being, would contribute to native
intelligence development and societies flourishing.

2. Money is anything that is generally accepted in payment
for goods and services.

3. In a barter economy people can sell whatever they want
to anyone and buy everything they need.

4. Now a money economy is based on coins and paper bills
of one kind or another.

5. Standardization and certification of money in the form
of coinage can be traced back to the 7" century B.C.

6. Western civilization began to use paper money in the
Middle Ages. The major forms of money were receipts
which were very popular with merchants and travelers
for their safety and convenience.

Task 8. Read the text, using a dictionary if you need it. Then write a

few lines saying which suggestion you think the most useful is and why.

Can you add any suggestions of your own?
Twenty Ways of Saving Money

Save money on holidays by exchanging homes with a foreign family.
Learn to do your simple plumbing and electrical repairs.

Knit your own sweaters.

Drive smoothly without sudden stop and starts — it uses less petrol.
Don’t drive when you can walk.

ok wdE

conversations will be shorter.
Put your telephone in an uncomfortable noisy place.

~

Telephone people at times when you know they are busy — your

8. Form a group with other people to share the shopping — you won’t have
to drive to the shops very often, and you’ll save money by buying in

bulk.
9. Invite people to tea or coffee instead of dinner.
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10. Borrow books from the public library instead of buying them

11. Buy fewer newspapers and magazines you probably don’t read them all
anyway.

12. Don’t use a dishwasher or washing machine without a full load.

13. Take showers instead of bath.

14. Buy cheap throwaway shoes for rough wear (expensive shoes need
expensive mending).

15. Don’t send sheets to the laundry — use non-iron sheets and wash them
yourself.

16. Be careful about turning lights off when they are not needed.

17. Eat less meet and more vegetables (cheaper and healthier).

18. If you have a garden, grow your own vegetables.

19. Make your own jam and marmalade.

20. Learn to do your own hair.

Text B
Task 1. Read and translate the following text into Ukrainian.
Functions of Money

Money has three basic functions. It serves as a medium of exchange, as
a measure of relative value, and as a store of value.

As a medium of exchange, money enables two individuals to exchange
without having to barter; that is the carpenter doesn’t have to build a step for
the grocer every time he wants a carton of milk. The carpenter can build
steps or anything else for anybody, receive money for his services, and use
the money to purchase milk from the grocer. The grocer can in turn use the
money received from the carpenter and others to purchase a suit from the
tailor.

As a measure of relative value, money allows two dissimilar items to
be purchased on similar bases. It is in terms of money that we think of
value. How many cartons of milk should the grocer pay for a suit? If asked
that question, you might ask, how much is a carton of milk worth? And how
much is the suit worth? You would want to define the exchange in terms of
the relative value of the two items and would use the value in dollars
(money) to determine how many cartons of milk it should take to buy a suit.
Money helps to think of different things in terms of a common value base.

As a store of value, money makes it possible for us to hold onto the
value over time. If the grocer would have to hold the value of his milk in
milk, he could not hold it for long because it would spoil. If he sells the
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milk and gets money for it, he can hold the money until he wishes to
purchase something.

Task 2. Answer the following questions.

1. Why do people accept money?

2. Dwell on the functions of money.

3. Dwell on different kinds of money.

4. What currency can be used as the unit if account?

Task 3. Translate into English using the active possible.

1. Icuye gexinbka ¢yHkiii rpomei. [lo-nepiie, rpoiii € 3ac000M MIATEKY
abo 00iry; rpoii MO>XXHa BUKOPUCTOBYBAaTH IMpPHU MOKYIII Ta MPOAAXKY
TOBapiB Ta mocayr. ['pomii BHUCTYyHalmOTh TaKoX MIPOK BapTOCTI.
CycniuibCcTBO BBaXae, 110 3pYYHO BUKOPUCTOBYBATH T'POIIOBY OJMHUIIIO B
SAKOCTI MacmTady sl MOPIBHSHHS BIJHOCHUX BapTOCTEH PI3HOMAHITHUX
pecypciB Ta Ousar. I'pomri ciayxaTh 3aco0oM 30epexeHHs. OCKUTBKU TPOII €
HaWOUTBII JIIKBIZHUM TOBAapOM, TO € TaKHM, KOTpUU MOKHaA Oe3 mpoOjem
npoaaTH, 00 BOHU € YK€ 3pYyUHOI0 (POPMOI0 30€peKeHHS OaraTcTna.

2. I'pomri, ski, HacmpaBii, € OOProBHMH 3000B’SI3aHHSIMH JEp>KaBH,
KOMEpIiiHUX OaHKIB Ta ONIQJHUX YCTAHOB, MAalOTh BapTICTh 3aBISKHU
TOBapaM Ta MOCIayram, siki 3100yBarOThCS 32 HUX HA PUHKAX.

Text C
The Development of Money Systems

Until about 10.000 years ago, all human beings were hunter-gatherers,
providing for their wants and needs with foods that were freely provided in
nature. The Neolithic agricultural revolution changed all that. People
gradually abandoned their nomadic life of hunting and food gathering and
settled down to tend crops and domesticated animals. Along with permanent
settlement the agricultural revolution brought surplus production.

Farmers could produce substantially more than they needed for
survival. The agricultural surplus allowed the creation of new occupations.
Freed from having to grow their own food, people formed new classes-
artisans, soldiers, priests, government officials — as they turned their talents
to performing specialized services and producing goods other than food.
They also produced more than they themselves needed and traded the
excess to obtain other goods and services.
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The exchange of goods and services in early societies commonly took
place by simple mutual agreement among neighbors. In the course of time,
however, trading became centered in particular gathering places called
markets.

The earliest market economies depend to some considerable extent on
barter, the trading of goods directly for other goods.

Barter was common in the earliest societies that flourished before the
invention of money and in medieval villages and survived in isolated cases
into more recent times. However, barter can be costly process in terms of
the time spent searching out satisfactory exchanges. Barter, was a very
unsatisfactory system because people’s precise needs seldom coincided.
People needed a more practical system of exchange, and various money
systems developed based on goods which the members of a society
recognized as having value. Cattle, grain, teeth, shells, feathers, skulls, salt,
elephant tusks, and tobacco have all been used.

Precious metals gradually took over because, when made into coins,
they were portable, durable, recognizable, and divisible into larger and
smaller units of value. The evolution of money has made trading easier.
Money eliminates the inconvenience of barter by allowing the two sides of
the barter transaction to be separated.

Farmers who have wheat and want hammers do not have to search for
individuals who have hammers and want wheat. They take money in
exchange, then find people who wish to trade hammers, and offer money for
the hammers.

Vocabulary Notes:

nomadic life — kouoBe xurTH;

artisan — pemicHUK;

priest — cBSIIEHUK;

neighbor — cycix;

precise — TouHui, BUSHAYCHUM, [TICBHHUIA;
feather — mip’s;

tusk — ik10, OUBEHD;

hammer — mo0TOK

Task 1. Answer the following questions:
1. What changes occurred in the lives of human beings as a result of the

Neolithic agricultural revolution?
2. What were the preconditions for creation of new occupation?

174



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

What forced people to start trading?

o0k w

system?

™~

How did trading occur in early societies?
How did the process of trading change in the course of time?
Why is barter considered to be a costly process and very unsatisfactory

What new systems of exchange were developed?

8. Is it possible to say that evolution of money made people’s life easier

and forced economy to function?
Task 2. Match pairs of equivalents.

HAJJTUIITKOBA MPOAYKIIis

B OKpEMHX BUIAJKAX

BUPOIYBATH C/T KyJIbTypH

3aJIe’KaTH B 3HAUHIN Mipi BiJl OapTepy
MEBHI NOTPEOU PIIKO CHIBIAJAI0Th
B3a€MHA 3T0J1a MIXK CyClIaMu

oW E

~

3a0e3reuyBaTy MOTPeoH B ixki
8. mpupydaTu TBapHUH

9. 3 yacom
10.BiAMOBHUTHUCH BiJl KOYOBOTO KUTTH

11.mronmnHa
12.6yTH pO3MOBCIOKCHIM
13.monermmTH MpoIec TOPTiBIi

Task 3. Which items in the text mean:

1. excess over what is required

2. a piece of business performed

3. written statement of charges for
goods and services

4. paper money and coins issued
by federal government

5. money received during a given period
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a) human being

b) domesticate animals

c) trade the excess

d) make trading easier

e) surplus production

f) search out satisfactory
exchange

g) in isolated cases

h) mutual agreement among
neighbors

1) tend crops

J) provide for one’s needs with
foods

K) be common

[) in terms of

m) depend to some considerable

extent on barter

n) in the course of time

0) precise needs seldom

coincide

p) abandon (one’s) nomadic life
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6. goods or services sold to buyers

in another country

7. the exchange of one good or service

8. give hope, courage; support

for another

Task 4. Give English equivalents to the following words and
expressions:

LCoNOORWOWDE

3I0POBHI TITY3];

He 0e3TrIy3/10;

B TOYHOMY 3Ha4Y€HHI CJIOBA;
y BIJOMOMY PO3YMiHHI;

y BCIX 3HAYCHHSX;

HI B IKOMY B1JIHOIIICHHI;
3apOO0JIATH TPOII;
3apoO0JIATH Ha KUTTS,
poOUTH yCTIIXH,

HagaBaTu (MOJKJIMBICTB);

. HAMTPOCTIIIUM CITIOCOOOM;

3 TOYKH 30DY;

MOBOIO YHCEJT,

B IPOILIOBOMY BHpa3i;

TIATH 3ro1u 3 OyJIb-KUM,

CITIIBBITHOIICHHS IMIIOPTHUX Ta €KCTIOPTHUX I[IH,
Ha yMOBax

Task 5. Express the meaning of underlined words or word
combinations by the word from active vocabulary.

1.

2.

The Fulton Fisk Market in New York City is a modern example of a
place where goods are bought and sold in the everyday sense.

Much early economic theory explained price way of acting in just such
markets.

Without money, you would have to engage in primitive direct exchange
of one good for another in order to get necessary things.

Change from one condition to another in the formerly communist
countries makes necessary two major adjustments.

Wheat produced anywhere in the world can be bought almost anywhere
else in the world, and the price of a given grade of wheat has a tendency
to be nearly uniform.
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6. The use of money greatly simplifies market negotiations.

7. It’s a lot easier to barter money for eggs at the supermarket than to go

into the country and cut hay and lay sod every time you crave some eggs.

8. An excess over what is required results, and the prices of these factors

are forced down.

9. Monopolies that are set up by some nations_to take part in international

trade are also monopolistic.

10. From the earliest times metals of great value, such as gold and silver,

along with copper, have been the most popular forms of money.

11. The Monetary Control Act in 1980 called for an end to some
regulations, as this process removed the competitive advantage of some
associations.

12. Markets stimulate economic efficiency by placing resources to their best
use.

13. The origins of money go far back in antiquity.

14. Gold and silver had tendency to have high and stable prices.

Task 6. Complete the sentences.

1. (dPaktuuHoO), every society is faced with the problems of scarcity and

choice.

(ITporte), there is another important part of the cost.

3. The government has been involved, (B meskiii mipi), in economic
decision-making.

4. (o nmesixoi mipwm), a theory allows you to see the forest (matomicts) the
trees.

5. The process of transition is (trakum yuHoM) Of great interest to a wade-
ranging set of countries and people.

6. (bimem Toro), the cost for many goods and services has increased
substantially.

7. (Xoua) concern about production is important, it seems that some experts
undervalued the reality of the changing marketplace.

8. There is (rakum umuOM) tremendous variety in the strategies and
outcome of transition across countries.

9. (Kpim toro), privatization should be seen as the beginning of a process
of reorganizing the ownership and incentive structure of firms.

10. (ITpote) reforms accelerated, foreign trade improved dramatically.

11. (Ockinbkm) definite accounts can be spent as cash; they are counted as
part of our money supply.

A
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12. (Te, mo) we want to know is (ckimbku) purchasing power consumers
have, (ockizeku) this will affect their ability to purchase goods and
services.

13. It is the planners with guidance from the country’s political leadership,
(mo) decide (xto) will receive the goods and services produced.

14. (Taxum umHOM) it IS necessary to earn more just to maintain your
present living standard.

Task 7. Give Ukrainian equivalents to the following proverbs and
sayings.

Money makes money.

Money makes the mare go.

A penny soul never came to two-pence.
In for a penny, in for a pound.

A penny saved is a penny earned.

Of two evils choose the less.

Buy now; pay later.

A fool and his money are soon parted.
Neither a borrower nor a lender be.

LCoNGOR~WDE

Task 8. Read these sayings about money and discuss them giving your
point of view whether you agree or disagree with them.

After good health, money is the most important thing in life.

Money can’t buy happiness.

Money is the roof of evil.

Look after the pennies and the pounds will look after themselves.

Some people seem to get the idea they are worth a lot of money just
because they have it.

6. Money talks, and it’s nearly always saying “Goodbye”.

o E
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UNIT 4
Types of Companies

Task 1. Answer the following questions. What types of companies do you
know?

Text A
Types of Companies in the USA and Great Britain
Task 2. Read and translate the text.

Company is a business organization selling goods or services. In the
United States Limited Company with Limited liability is called
corporation. In Great Britain “corporation” has another meaning. It is not a
Limited Company but a local government body. Public Corporation in
Great Britain is an organization that operates the nationalizing branch of
industry and belongs to the government.

Company is a body corporate created by royal charter or by a
specific Act of Parliament. A Company will not exist until it has received
its certificate of incorporation. Incorporation is the act of forming a
company by carrying out the necessary legal formalities. A Company is a
legal person separate and distinct from the people who own it, usually with
limited liability.

Liability of members may be limited by shares, or by guarantee, or
may be unlimited. Where the word “Limited” does not appear, the
organization is not a company in the legal sense. The phrase “one- man
company” is often used to describe a small private company, where control
Is effectively in the hands of one person. By law there must always be more
than one member.

In the United Kingdom under the Companies Act 1985 there are
three classes of companies:

1. limited private company;

2. unlimited private company;

3. public limited company.

A public limited company (plc) is a company limited by shares or
guarantees which has a share capital and which states in its memorandum
association. Companies limited by guarantee are companies the liability of
those members is limited by the amount they guarantee. Such companies
are normally formed for charitable or educational purposes.
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Company limited by shares is the commonest type of company. The
principle characteristics of a company limited by shares are:

1. It can contract as a person separate from its members;

2. That the liability of the members is limited to the nominal value of
the shares they have taken up.

A plc may have an unlimited number of shareholders and may offer
shares for public subscription.

The name of a public company must end with the words “public
limited company” (plc). All public companies must have a nominal share
capital of the “authorized minimum”- at present 50.000 pounds. The
minimum number of members is two. The Companies Act (1980) defined a
private company as any company not being a public limited company. A
private company may be limited or unlimited and may be formed
specifically as a private company or become one by default. All new
unlimited or guarantee companies are private companies. The minimum for
all companies is now two members.

Private Limited Companies are debarred from offering their shares or
debentures to the general public and to do so constitutes a criminal offense.
For this purpose offers to members or to employees, offers to the families
of members or employees, offers under an employee’s share scheme are
not offers to the public. One other privilege enjoyed by private companies
Is that they need only one director, whereas the minimum for a public
company is two. Other benefits include the freedom to commence business
without having to satisfy the detailed requirements demanded of public
companies.

Also we can speak about an exempt private company. What is it?
That is the form of private company. It observed the following conditions:
1. No company or other body corporate could be the holder of any shares;
2. No person other than the holder could have any interest in any of the
company’s shares;

3. Number of persons holding debentures had to be fifty or less.

An exempt private company had certain privileges, apart from those
of a private company.

1. It was exempt from filing an annual balance sheet and profit and loss
account;

2. It could make loans to directors; the books might be audited by a partner
or an employee or a servant or an officer of the company;

3. It was exempt from filing printed copies of certain resolution or
agreements.

Now let’s speak about corporation. After name of corporation the
letters “Inc” are placed (incorporated). It means that such company is

180



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

registered as corporation. After receiving certificate of incorporation, this
organization becomes a legal entity.

Private Limited Company in England is equal to Close Corporation
in the United States. In the U.S the difference between public and private
limited companies is insignificant. The corporation taxes in Great Britain
for small companies are lower than in the U.S.

Vocabulary Notes:

Company limited by shares and guarantee — xommanis 3 OOMEKEHOIO
BIIMOBIIAJIBHICTIO 1 3aIIOPYKOIO;

Limited company — xommnasist 3 00MEXESHOIO BiIIIOBITAIBHICTIO;

Unlimited company - kommaHisi 3 HEOOMEXEHOIO BiIITOBIJATbHICTIO

Task 3. Answer the questions.

1. What is the main difference between corporation in Great Britain and the
United States?

2. What is “incorporation?” When can we speak about corporation as a
legal entity?

3. What are the principal characteristics of a company limited by shares and
guarantee?

4. How many classes of companies do you know? Name them.

5. What are the peculiarities of a public limited company?

6. How did the Companies Act define a private company?

7. What types of private companies are you familiar with? Describe them.
8. What are the advantages of private companies?

9. What do you know about an exempt private company?

Task 4. Translate the following sentences from Ukrainian into English:

1. Jnsa toro, mo6 3apeecTpyBaTH KOMIIAHIIO 3aCHOBHUKH CKJIQJalOTh il
CTaTyT 1 pEECTPYIOTh MOTO B JEP:KaBHIM YCTaHOBI.

2. BigMiHHOCTI MDK KOMIIAHIAMH 3 OOMEXEHOI BIAIIOBIIAIBLHICTIO
3aKpuUTOro 1 Binkputoro tumiB B CIIIA He3HauHi.

3. B BemukoOputanii sl Manmx KOMIAHIK BCTAaHOBJICHO HIDKYI
KOPIOPATUBHI MOJATKH.

4. 3rigHO 3 KOpPHNOPATHMBHUM akTOM B BenunkoOpuTaHii iCHye TpU THUIU
KOMIMAaHIA: NpuBaTHA KOMIIaHII 3 OOMEXEHOI0 BIAMOBIIAJIBHICTIO,
MpUBAaTHA KOMIIaHII 3 HEOOMEXKEHOI BIANOBIIAIBHICTIO, BIJKPUTE
aKI[IOHEpHE TOBAPHUCTRBO.
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5. 3apeecTpoBaHa KOMIIaHIS € IOPUIUYHOIO 0CO00I0 1 MOxe OyTu abo
KOMIaHi€0 3 OOMEXEHOIO BIAMOBIAANIBHICTIO BIIKPUTOrO THUIY, a0o
MPUBATHOIO KOMITAHIEIO.

Task 5. Complete the sentences using appropriate words and
expressions below.

market research, set up, to expand, company directors, prospects,
employed, consider, employ, management, full-time, employer, running,

insurance, board of directors

1. They had to conduct
2. The company was
3. Once again,

4. The companies are hoping

, then advertise the product.
just after the war.
have awarded themselves a massive pay increase.

their operations abroad.

5. In ten years, Jeff went from working in the mailroom to the
company.
6. companies say they investigated 43,000 cases of fraud last year.

7. The company is run by a

8. The shareholders demanded a chan.ge in

9. The shoe factory is the largest
employment.
full employment an unrealistic goal.

10. Steve’s still looking for
11. Many economists

12. Kelly is as a mechanic.

13. He had a number of servants in his :
for graduates in computer science are

14. The employment
excellent.

in this area.

Task 6. Match appropriate terms and explanations.

1. an internet company

2. a company that is owned by a
large company

3. a big company that has offices in
different countries

4. to become an employee

5. a company stops doing business
because it has lost too much money
6. the person in charge of a large
public organization

7. the activity of controlling and

1). profit sharing

2). subsidiary

3). employment

4). management

5). to maximize profits
6). employer

7). multinational

8). to join a company
9). director general
10). a company goes bankrupt
11). dot-com

182




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

organizing the work that a company | 12). for sale
or organization does

8. a person, company, or
organization that employs people

9. the condition of having a paid job

10. available to be bought

11. to get as much profit as possible

12. a system by which all the people
who work for a company receive
part of its profits

Task 7. Translate the following terms into Ukrainian using
appropriate translations below them.

Affiliated company, assurance company, auction company, bank holding
company, building company, capital-intensive company, carrying
company, closed company, closed-end investment company, competitive
company, consulting company, consumer finance company, controlled
foreign company, controlling company, cooperative company, defunct
company, distributing company, finance company, foreign company, group
company, incorporated company, industrial company, insurance limited
company, integrated company, international company, investment
company, joint stock company, leasing company, life insurance company,
limited company, listed company, management company, manufacturing
company, marketing company, multidivisional company, multy-industry
company, multinational company, no-liability company, open-end
investment company, public relations company, registered company,
regulated company, retailing company, shelf company, shipping company,
trading company, transport company, trucking company, trust company,
unlimited company, unregistered company, vendor-company.

JlodipHsi KOMIaHisl, 1HBECTHUIIIITHA KOMMaHIA 3aKpPUTOr0 THUILY, CTPaxoBa
KOMIIaHisl, KOMITaHISA 3aKpUTOTO THUITYy, ayKIIOHHAa KOMIIaHisg, KOMIIaHISA 3
BaHTaXKHUX MePEBE3CHB, OaHKIBCBKaA XOJIIMHTOBa KOMIIaHi,
KaIiTaJIOMICTKE MIANPUEMCTBO, OyaiBelbHAa KOMIMAaHIs, TOProBelbHA
KOMIIaHisl, KOHKYPEHTHA KOMITaHis, KOHCYJIbTaTHBHA KOMITaHIsg, KOMIIaHIs
CHOKMBYOTO KpPEAUTy, 3MilllaHa KOMIIaHis, 3aKOpJIOHHA KOMIIaHis,
(iHaHCOBa KOMIMaHIsI, KOMMAaHISI-IUCTPUO’IOTEp, HEICHYHYa KOMIMaHid,
KOOIIEpaTUBHA  KOMIIaHIs, MIAKOHTPOJbHA  3aKOpJIOHHAa  KOMIIaHi,
MaTepUHChKa KOMIIaHisl, IHKOPIIOPOBaHA KOMIIaHIsI, TPOMHKCIIOBA KOMITaH1s,
CTpaxoBa KOMIIaHII 3 OOMEXEHOI BIAMOBIAATIBHICTIO, 00’ €IHaHa
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KOMIIaHisl, MDKHApOJHAa KOMIIaHis, 1HBECTHUIIIiHA KOMIIaHis, aKI[lOHEpHE
TOBAapUCTBO, OaraTroHalliOHallbHA KOMIIaHis, OaraTorainy3eBa KOMIaHis,
KOMIIaHis 3 JAEKUTbKOMa BIJAlIaMHM, MapKETHUHIOBa KOMIIaHIS, KOMIIaHIsA
00poOHOI TTPOMUCIOBOCTI, KOMIMAaHisl YMPaBIIHHS, KOMIIAHIS, aKIlii SKOi
KOTUPYIOTbCS Ha OIipXki, KOMIIaHisi 3 OOMEXEHOIO BIMOBIIAIbHICTIO,
JI3UHTOBa KOMIIAHIsl, KOMIIaHisl JJii CTpPaxyBaHHS JKUTTS, KOMIIaHis-
MOCTa4YaIbHUK, HE3apeeCTpOBaHA KOMIAaHisA, KOMIMAaHIg 3 HEOOMEXEHOIO
BIAMOBIANIBHICTIO, JOBipYa KOMIIaHis, TPAHCIOPTHA KOMIIAHIs, KOMIIaHIs
BAaHTA)XHOTO  aBTOTPAHCIIOPTY, KOMIMaHisI  0e3  BIAMOBIAAIbHOCTI,
IHBECTHUIIIHHA KOMMAaHIA BIJKPUTOTO THIY, KOMIIaHII TPOMAaJChKUX
3B’SA3KIB, 3apeecTpoBaHa  KOMIIaHIA, KOMMAaHIs, JISJIBHICTH  SKOi
PEryJIIOEThCS JIEPKaBOI, KOMIIaHIsl PO3ApIOHOI TOPriBii, CYIHOIIABHA
KOMIIaH1s, HEAKTUBHA KOMITaHIsl.

Task 8. Match the beginnings and the ends of the sentences.

1. The cost of company’s shares is | 1). headquarters

its 2). department stores
2. The main building or location of a | 3). head office

large organization is its 4). market share

3. Retailing is the business of selling | 5). takeover
products to the 6). subsidiary

4. The people who have a stake in | 7). trademark

the business are called 8). turnover

5. The percentage of sales a|9).stakeholders
company has in a particular market | 10). profit

IS its 11). workforce

6. A name, sign, or design used on a | 12). share price
product to show it is made by a | 13). annual report
particular company is a 14). patent

7. Large shops which sell a wide | 15). general public
variety of products are called

8. The employees in a particular
country or business are called the

9. Main offices of a company are
called

10. A company which is more than
50% owned by a parent company is
called a

11. The money a company makes
after taking away its costs is its
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12. The right to make or sell an
invention is a

13. Listed companies, whose shares
are sold on the stock exchange, have
to present their accounts to the
public in an

14. The amount of money a
company receives from sales in a
particular period is called its

15. The act of getting control of a
company by buying more than half
of its shares is called a

Task 9. Read the presentation and answer the following questions.

. When did the company start?

. Where is their head office located?

. What does the company sell?

. What can you say about the customers of the company?
. What is the annual turnover of the company?

. How many people are employed in the company?

. What about its overseas stores?

. What can you say about career opportunities?

. What are the plans for the future?

O OO NO O WN -

Good morning everyone. Thanks for coming to my presentation. My
name’s Marta Rodriguez. I’'m Personnel Director of Tara Fashions. I'm
going to talk to you today about our company. First, I’ll give you some
basic information about Tara Fashions. Then I’ll talk about our overseas
stores. After that I’ll outline the strengths of the company. Next I’ll talk
about career opportunities with Tara. And finally I’ll mention our future
plans. I’ll be pleased to answer any questions at the end of my talk.

Let me start with some basic facts about Tara. The company started
in 1978. We are a family-owned business and our head office is in
Cordoba, Spain. We sell clothes for men and women, and our customers
are mainly fashion-conscious people aged 20 to 35. We have 15 stores in
Spain. All of the stores are very profitable.

Right, those are the basic facts.

Let me add a few figures. We have an annual turnover of about $260
million. Our net profits last year were approximately $16 million. We have
a workforce of just over 2,000 employees. So those are the numbers. Now
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about our overseas stores. We have 4 large stores in France and another 10
in other European countries. We are planning to open 5 new stores next
year. What are our strengths? We keep up with fashion trends. If we spot a
trend, we can bring out a new design in 15 days. And we get it to the stores
very quickly. We deliver to stores twice a week. And we sell our designs at
the right price.

OK, now what about career opportunities? It’s quite simple. If you
are ambitious and fashion-conscious, we have opportunities in all areas of
our business. We will welcome you with open arms.

Finally, a few words about our new project. We are planning to open
a new store in New York next year — on Fifth Avenue. This will give us a
foothold in the US market. We’re very excited about this new development.

Well, thanks very much for listening to my talk. Are there any
questions?

Task 10. Read the interview with Yvonne Thompson. What do you
think about his point of view?

I What advice do you give to people starting their own companies?

YT  When you’re starting your own company, you have to be very
confident. You have to be very determined. You have to know what it is
you’re doing. You need to research the business — or the business arena that
you’re intending to go into. You need to research your competitors and
benchmark your service or your product against your competitors. You
need good family backup. You need good backup from your friends. And
probably the most important thing is that you need a good mentor, and that
needs to be a business mentor as well as a personal mentor. You need a
really good business plan. Again, you need to make sure that whatever you
put on your business plan, you need to check it on a regular basis, whether
it’s weekly, monthly, six months or every year and you need to gauge
where you are with what your business plan says. You need a very good
relationship with your bank and your bank manager. But to me the most
important thing is a really good marketing campaign, because if you don’t
have a marketing campaign that ensures that your customers know where
you are, you won’t have a business for very long.

Task 11. Complete the following passage using the words from the box.

pollution, consumer society, packaging, recycled, environment
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It is often said that we live ina ; We consider it important to buy
products and services. Companies need to be aware of the impact of this on
the , the natural world around us. Many companies use

(boxes, bottles, etc ) which has been , that is made using old
materials. , such as smoke in the air, can be reduced if companies
use trains instead of road transport.

Text B
A Matter of Choice

Task 1. Read and translate the text.

In 1967, John Kenneth Galbraith’s The New Industrial State argued
that the USA was run by a handful of big companies who planned the
economy in the name of stability.

These were hierarchical and bureaucratic organizations making long
runs of standardized products. They introduced “new and improved”
varieties with predictable regularity; they provided their workers with
lifetime employment and they enjoyed fairly good industrial relations with
the giant trade unions.

That world is now dead. The US’s giant corporations have either
disappeared or been transformed by global competition. Most have shifted
their production systems from high-volume to high-value, from
standardized to customized. And they have flattened their management
hierarchies. Few people these days expect to spend their lives moving up
the ladder of a single organization. Dramatic changes are taking place. But
where exactly are they taking us? Where is the modern company heading?

There are three standard answers to this question. The first is that a
handful of giant companies are engaged in a “silent takeover” of the world.
The past couple of decades have seen a record number of mergers. The
survivors, it is maintained, are far more powerful than nation states.

The second school of thought argues almost the opposite: it says that
big companies are a thing of the past. For a glimpse of the future, look at
the Monorail Corporation, which sells computers. Monorail owns no
factories, warehouses or any other tangible assets. It operates from a single
floor that it leases in an office building in Atlanta. Freelance workers are
designing the computers while demand is still low.

The third school of thought says that companies are being replaced
by “networks”. Groups of entrepreneurs form such a network to market an
idea. They then sell it to the highest bidder and move on to produce another
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idea and to create another firm, with the money being supplied all the time
by venture capitalists.

Another way to look at the future of the company is to focus on the
environment that will determine it. That environment is dominated by one
thing: choice. Technology and globalization open up ever more
opportunities for individuals and firms to collect information and conduct
economic activity outside traditional structures. While the age of mass
production lowered the costs of products at the expense of limiting choices,
modern “flexible” production systems both lower costs and increase
choice. Consumers have more choice over where they spend their money.
Producers have more choice over which suppliers to use. Shareholders have
more choice over where to put their money. With all that choice around,
future companies will have to be very flexible in order to quickly adapt to
the changing environments if they are to survive.

Task 2. Answer the questions to the text.

1. What were US corporations in the past?

2. What changes have occurred to those corporations?

3. What types of future companies does the author mention?

4. What will future companies have to be if they are to survive?

Task 3. Decide if the statements are true or false. If false, correct them.

1. The US’s small corporations have either disappeared or been
transformed by global competition.

2. The companies’ production system has been shifted from high-value to
high-volume.

3. The companies’ management hierarchies have been flattened.

4. Many people these days expect to spend their lives moving up the ladder
of a single organization.

5. Monorail Corporation owns no factories, warehouses or any other
tangible assets, it sells robots.

6. Technology and globalization don’t open up more opportunities for
individuals.

7. Modern “flexible” production systems both lower costs and increase
choice.

8. Producers have more choice over where they spend their money.

9. Consumers have more choice over which suppliers to use.

10. Shareholders have more choice over where to put their money.
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Task 4. Match the words with the definitions.

1. company 1). inflexible system of

2. bureaucracy administration

3. lifetime employment 2). permanent jobs

4. mass-production 3) a legally registered business

5. entrepreneur 4). someone who starts a company,
6. merger arranges business deals and takes
7. expense risks

8. consumer 5). the creation of a new company
9. opportunity by joining two separate companies
10. competition 6). rivalry between businesses that
11. hierarchy are operating in the same market
12. asset 7). system of authority within an

organization

8). something belonging to an
individual or business that has value
or the power to earn money

9). a situation with future potential
10). a person who buys products or
services

11). money spent

12). produced in large quantities

Task 5. Complete the sentences using the words above.

1. The company has recently sold some of its to an Australian
investor.

2. The IS getting tougher every year.

3. have always played a key role in the economy.

4. Many Swedish firms have very flat :

5. The will have to be approved by the authorities.

6. Japan represents a great for our new brand.

7. We have significantly reduced our over the last five years.

8. Many companies have moved their overseas to cheaper
markets.

9. Nokia is committed to providing with the information they
need.

Task 6. Read the information about two companies. Then make notes
on the companies.
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Employees:
Turnover:
Products:
Current projects
Other information?

We’re a multinational company with a quarter of a million
employees and there are over a hundred and twenty subsidiaries worldwide.
The group has a turnover of thirty one thousand, six hundred and twenty
six million ECUs and our holding or parent company is located in the
Netherlands.

About half our sales are to the consumer market and half are to the
professional and industrial markets. Altogether we manufacture and sell
over a million different electrical products.

The group is also working in joint ventures with other partners. For
example, we’re expanding our activities in China at the moment,
developing business ventures with the People’s Republic.

We have a turnover of over sixty-two billion dollars and there are
two hundred and fifteen thousand employees worldwide. We manufacture
and sell advanced information processing products and we’re the market
leader in micro electronics, data storage, communications and many other
fields. It’s the most exciting industry in the world and it’s changing fast.
And we’re changing too. We’re throwing out bureaucracy and developing a
new company culture. We’re introducing new systems that encourage
speed, risk taking and personal leadership.

Task 7. Read and translate the information. After reading answer the
following questions.

1. What is meant by the SWOT analysis?
2. s this analysis important and why?

All business organizations need to have a framework to help them to
analyze their current position and then to use that information to help them
to prepare for the future. There are many different ways that they can do
this. Probably the best known is what’s called the SWOT analysis. This
very neatly divides the problem into four areas. It’s normally represented as
a square divided into four parts. At the top you have the S for strengths and
the W for weaknesses. And then on the bottom line you have the O for
opportunities and then T for threats. The idea is that if you analyze a
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business using these four criteria, then you should have the basic
information to allow you to map out what the best strategy might be.

Under strengths, you would put the things that it does well, and then
under weaknesses, the things that it doesn’t do quite so well. That leaves
two spaces: one for opportunities that the company is in a position to
exploit, and one for threats — the dangers that it will be exposed to in its
markets in the future.

Task 8. Read and translate the information. After reading answer the
following questions.

1. What is a brand?
2. What are functions of brands?
3. What must brands be to be successful?

Brand strategy is the driving force behind a business, there’s no
doubt about it. Brands are what all businesses are trying to create and build
on. Successful brands are a company’s most valuable asset. You see, your
brand is the unmistakable symbol you need to make sure it has all the
characteristics of a successful brand.

First of all, it needs to be distinctive, you know, it has to stand out in
the crowd, not be easily confused with competing brands. Then, it needs to
be easy to memorize, so complicated images, too many colors and
sophisticated names are out.

The next thing is that the brand name must be easy to pronounce and,
if possible, in several languages. Your brand also has to fit the image of the
product. | mean, there’s no point in coming up with a wonderful concept if
it doesn’t have anything to do with the actual product.

Finally, it is important that the brand communicates the right
emotional appeal to your target customer.

Once established, a successful brand will almost never let you down.
Other things may change: positioning, packaging, whatever, but the brand
will remain the same. Take for instance, Chanel’s “No 5” perfume. It is still
the best-selling perfume in the world. Imagine,. With all the competition
that’s out there — the thousands of perfumes that have come onto the market
since its launch and there it still is — right at the top! A perfume named “No
5”1 Not very inspiring, you might think, but the brand is Chanel. The name
speaks for itself. That’s the power of a brand. Well, No 5 may have been
helped a little by the famous remarks from Marilyn Monroe in the 60s
when she said she slept in nothing but Chanel No 5. There’s nothing like a
celebrity endorsement to push up sales.
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Task 9. Read and translate the interview with Nigel Portwood,
President and Chief Executive Officer at Pearson Education. After
reading answer the following questions.

1. What main steps should a company take to make a successful
acquisition?

2. What needs to be done to ensure the successful integration of the new
business?

3. How can you measure the success of your acquisition?

I You were involved in a very large acquisition recently. What are the
essential preparatory steps for a successful acquisition?

NP  The first step is to ensure that you have a strategy, a very clear
strategy. You need to know where you want to compete, which markets;
how you want to compete; and how you will get competitor advantage over
the other players in the market. From that strategy you should understand
which other companies in the market will help you achieve your objectives.
Your other alternative, of course, is not to buy another company, but just to
try and build a successful position on your own, through investment. But,
assuming that you can find a candidate that you would like to acquire, the
next essential step is to analyze that company — to understand its products,
where it get its sales from who its customers are, and what its cost structure
IS. You then need to think how, if you own that company, you would invest
in it, and what the financial consequences of that would be. Because the
third step is to essentially work out how much this company is worth, and
you need to worry about two prices there. The first is it worth to the current
owners, and the second is what is it worth to you? And the difference
should be driven by the synergy that you see, that is, the benefits that you
can bring to the company through your ownership. And er, we all spend
lots of time analyzing the projections for the company to try and arrive at a
valuation. And the final step, of course, is just working out your tactics as
to how you are going to buy this company — whether it be your pricing
tactics or the way in which you approach the current owners.

I And once the acquisition has happened. What needs to be done to
ensure the successful integration of the new business?

NP  The first thing you should do, even before you take ownership, is to
plan what you do when you ... when you take ownership of the company.
And that means working out exactly how you are going to combine that
company with your own. So, through every single function, you need to
have a plan as to what you do with the people, what you do with the
facilities, what you do with the assets, er, how you handle the customers
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and, it can’t be said too much, that you must pay absolute attention to the
detail in that process. The second thing that you should do is worry about
the people. So, who are the most important managers and staff that you
need to keep on-side during this process, because this will be a time of
uncertainty for them and you do not want to lose them. And the third er,
step towards a successful integration is to make sure that you move
quickly. Too many companies take too long to plan and to implement and,
once you lose momentum, er, the uncertainty around this process can cause
you problems.

I And how do you know whether an acquisition has been a success or
not?

NP  Well it hopefully will be driven from my answers to the first two
questions. If you ... if you’ve chosen your company correctly, if you’ve
analyzed the company correctly and if you’ve planned your integration
properly, then you should have a basis upon which to measure the success
of your acquisition, so you should be able to see whether it’s met your
strategic objectives. Did what you expected to happen actually play out?
Do you have a stronger competitive position as a result of this acquisition?
Did you get the cost savings out that you expected? Did the sales of the
company continue as you had projected? And, therefore, was the price a
sensible price to pay?

Task 10. Read and translate the following information. After reading
make up four questions to it.

Telecommunication giant Nokia was established in Nokia, its
namesake. The now billion-dollar company was founded by Fredrik
Idestam in 1865 as a pulp mill for manufacturing paper. Finnish Rubber
Works Ltd (founded 1898) set up a factory in Nokia in 1904. These two
companies and Finnish Cable Works Ltd amalgamated in 1967 forming
Nokia Corporation. Different branches of this conglomerate were split into
several companies or sold off around 1990. The Rubber Works still
operates in Nokia as Nokian Tyres and the paper mill as Georgia-Pacific
Finland Oy. The telecommunication company Nokia no longer has any
operations in the town of Nokia.

Much to the amazement and dismay of foreign tourists, the company
Nokia has extremely little presence in Nokia. Despite having been founded
in Nokia, Nokia has its headquarters in Espoo and its main factories in
Salo, both hundreds of kilometres south of Nokia. Almost every year,
tourists come to Nokia expecting to find a great mobile phone museum, but
the only connection to the company is the Nokia mansion, which is
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sometimes used for private parties for the company's executive staff. The
town has repeatedly been asked to commemorate the company it gave birth
to, but it has always declined, saying Nokia mobile phones were never
actually produced in Nokia.

Today's Nokia is famous for its spa, factory shops, waterways, and
events. Nokia also enjoys good road and air connections. From a religious
perspective, Nokia is most well known for the charismatic Nokia Revival
which began in 1990, and continues to the present through the work of
Markku Koivisto and Nokia Missio.

Text C
Recycling
Task 1. Read and translate the text.

The term “recycling” can imply various methods of reprocessing
secondary materials and reusing all sorts of products: household, waste
packaging materials, even industrial waste. Either the government or local
trade associations may organize such schemes. The aim, however, is one
and the same — to create a survivable society. In Japan recycling is no whim
or fad, but generally accepted part of everyday life.

From ancient times until about half a century ago recycling in Japan
was a part of every-day life. Clothing was mended, patched and worn
almost endlessly. When bathrobes wore out and became too thin they were
used for pajamas, then cut up for nappies and finally used as rags. Every
market had stalls selling clothing and the same piece of clothing was
sometimes worn by several successive generations. In the early decades of
the 20™ century toilet paper and serviettes were made from old newspapers
and magazines, which were bought up by waste-paper collectors who sold
it for reprocessing. Beer bottles and large sake bottles were constantly
recycled. The latter were first used for bottling the best soya bean sake,
then for sake of a lower quality, next for sauce and finally for frying oil.
For a long time such basic forms of consumer recycling were considered
quite normal. Later new goods began making their appearance: toilet paper
made from pure pulp, bottles of a shape that made them unsuitable for re-
use, and tinned beer. Although beer bottles are still reused they are an
exception from the trend of recent decades of not re-using containers.

There is a general rule which states that the amount of a country’s
waste is proportional to its gross product, implying that a larger amount of
rubbish is proof of a higher standard of living. The worldwide drive for
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saving resources calls for new ways to be found of curbing the rate at
which the amount of waste increases. The bulk of waste is burnt and the
resultant debris used for infill. But as fewer sites need filling the cost of
reprocessing waste increases and the problem becomes more acute. The
only solution is to cut the amount of rubbish produced whilst increasing the
proportion which can be recycled.

One reason why paper, empty bottles and scrap metal have been
widely recycled in Japan is that it has been financially advantageous.
Nowadays the greatest obstacle to industrial recycling is the excess of
expenditure over income. In addition to certain obligatory recycling, an
economic system must be provided which would make it financially
advantageous to re-use materials.

We have already mentioned that recycling was once a common sense
matter in Japan. Looking at basics, it is easy to see that the whole of our
eco-system functions on the principle of constant recycling. Sea water
evaporates to form clouds which fall to earth in the form of rain. Grass and
trees convert carbon dioxides, taken in from air and water, into the oxygen
so essential to animal life. Plants are a vital link in the food chain,
supporting animal life and contributing to the constant enrichment of the
soil. However, the earth’s recycling system is ruined by petroleum
hydrocarbons and other pollutants, which harm the environment and which
do not revert to soil. In other words it is extremely important that all efforts
be directed at restoring the natural balance of the planet’s ecological
system.

The individual consumer must have a way of life that is based on an
awareness of the need to recycle. The modest efforts of individuals will, on
a national scale, produce a massive combined force. And yet it won’t really
matter how much less rubbish is produced by the individual because, as
long as manufacturers pursue a policy of mass production and bulk sales of
consumer goods the role of recycling will be insignificant. For recycling to
take root as a social system, individuals, employers and government must
recognize the importance of conserving the environment of our planet
Earth.

Task 2. Answer the questions to the text.
1. What does the term “recycling” imply?
2. What do you know about recycling in Japan?

3. What can you say about the earth’s recycling system?

Task 3. Match pairs of equivalents.
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1. ... the term recycling can imply ...
2. ... were considered quite normal

3. ... bottles of a shape that made
them unsuitable for re-use ...

4. ... an exception from the trend of
recent decades of not re-using
containers ...

5. ... the world-wide drive for ...

6. .. it has been financially
advantageous ...

7. ...acommon sense matter ...

8. ... harm the environment ...

1). ...cnpuiiMalIACs K HOPMa KUTTSI
2). ...IUIAIIKY CIIELiaJbHOrO IU3aiiHy
HE MPUAATHI JJIs1 PEIUPKYIAIIT ...

3). ... WO TEPMIHOM PEIUPKYJIIAIis
MOXHA PO3YMITH ...

4). ... BUKIIIOYCHHS B TCHJCHIIT, 10
CIIOCTEPIraeThCs OCTaHHI
JNECATUIIITTA YHUKATH MOBTOPHOIO
BUKOPHUCTAHHS BMICTHIL ...

5). ... IIKOJUTH HABKOJIHMIIHBOMY
cepeoBUILY ...

6). ... e OyJI0 BUTJIHO ...

7). ... CHOHYKaHHS Y BCbOMY CBITI ...
8). ... muTaHHA 3JI0POBOTO TIIY31Y ...
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UNIT 5
Banking and Insurance
Text A
Task 1. Read and translate the following text into Ukrainian.
How Banks Work

Essentially, banks and other financial institutions such as trust
companies, credit unions provide:
1. A safe place to keep your money.
2. Services to help you manage your money.
3. Loans and mortgages.
It is important to realize that financial institutions do not just hold your
money in a safe place. They make money by:
1. Investing your money, for which they pay you interest.
2. Lending you money, for which they charge you interest.
3. Providing you with credit cards, usually in the form of a credit card. The
interest rate on credit cards on your unpaid balance is quite a lot higher
than on a conventional loan.

Vocabulary Notes:
loan — nosuka;
on loan — y no3ukyj,
mortgage — imoTeka, 3acTaBa, 3aCTaBHa;
Interest rate — BiACOTKOBa CTaBKa

Task 2. Discuss the following questions.

1. What do banks provide?
2. How do banks make their money?

Task 3. Insert the missing letters into the words.

1. The person to whom a cheque is written. P

2. Money provided by a bank to a customer, for an agreed purpose. |
3. A bank which offers a full range of services to individuals and
companies. cm b
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4. A type of bank with a strong local or regional identity, mainly used by
small, private investors, who get interest on their deposits.

S b
5. An instruction from one bank to another bank asking it to make a
payment to a supplier. _kd__
6. An agreement that an account can remain in debit up to a certain amount
for an agreed time period. o
7. The time taken from when a cheque is presented to a bank to when the
receiving account is credited. c_r e
8. Fees charged by a bank for services provided. n.c¢c_ S

9. An instruction from a customer to a bank to make a regular payment to a
creditor. Instructions to alter the dates or the payments must come from the
customer. s go___r
10. A computer printout sent by a bank to a customer, showing recent
activity on his/her account. s t
11. The lowest level of interest that a bank charges for lending money.
b r

12. Conducting banking services from a computer using the bank’s website.

I th_
Notes: A payee is someone who is paid. A payer pays someone else. A
similar contrast exists between employee and employer and between
franchisee and franchiser. Verbs exist in all these cases: pay, employ,

franchise.

Text B

Task 1. Read the text and translate it into Ukrainian.
Easy Money

Britain’s high street banks are extremely profitable — and widely criticized
for their poor performance. What’s going on? Asks George Graham

Andrew Buxton, chairman of Barclays, ought to have looked a
troubled man as he presented his bank’s annual results last week. In the last
year, Barclays had lost a chief executive, dropped £205m on rash trading in
the bond markets, another £153m on bad loans to Russian customers, and
had let its operating costs run out of control.

Yet Barclays somehow managed to make profits of £1.9bn.
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In the same year, Lloyds TSB reported a 14 per cent increase in its
pre-tax profits to £3.29bn, equivalent to an after-tax return on shareholders’
equity of 33 per cent. And other British banks made similar profits.

So where do these profits come from? And why have they not been
lost to the competition from other institutions?

The first part of the answer lies in the condition of the UK economy

at large. In principle, bank profits are built for the most part on the volumes
of loans they make and the deposits they collect; the margins between the
interest rates for these two sides of their balance sheet gives them their
profits (or losses). But in a mature market such as the UK, it is hard for a
very large bank to expand loan and deposit volumes much beyond the level
of the economy as a whole, and even harder to widen net interest margins.
The biggest factor in bank profits has therefore been the level of bad debts.
In 1992, when banks’ accounts showed the worst of the effects of the last
UK recession, the seven principal banks set aside £6.45bn of bad debt
provisions between them. Last year, the total for the same group is
estimated to have been around £2.6bn.

The other side of British bank’s profitability reflects interplay
between technology-based efficiency gains and customer inertia. Banks
have become more efficient over the past decade, stripping out costs as
new computer systems and telecommunications networks have enabled
them to set up industrial-scale processing plants for tasks that used to be
handled by clerks in the back of each branch.

Branches are expensive to run, and the network has been whittled
down from a peak of 21,800 branches in 1985 to around 15,000 today.
Each branch, too, has fewer staff.

One of the most frequent complaints is the disappearance of the
human touch in the bank branch. Yet customers have reaped most of the
benefits of the bank’s efficiency gains — cash dispensed ate the touch of a
button by machines, instant account balances, transfers and even loans
available over the telephone.

However, British banks remain years behind their French rivals in
electronic banking. Nor is the UK’s money transmission system the most
consumer-friendly in the world. Customers in New Zealand and Canada get
deposits credited instantaneously, while in the UK they must wait days.

Competition in financial services has been steadily increasing since
the 1980s. Yet the British consumer is more likely to swap a wife (or
husband) than a bank. With such undemanding customers, leading banks
could have years of fat profits ahead of them.

Task 2. Discuss the following questions.

199



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

1. How do banks make their profits?
2. What factors determine the profitability of a bank?

Task 3. Mark these statements T (true) or F (false) according to the
information in the text. Find the part of the text that gives the correct
information.

1. Barclay’s profits were higher than those of Lloyds TSB.

2. Banks in the UK can make more profit by charging higher interest on
loans.

3. The provision for bad debts for the main UK banks was much higher in

1992.

The banks do not employ as many clerks as they did in the 1980s.

Customers prefer to deal with machines rather than talk to bank staff.

British banks are the most advanced in the world.

British banks face a lot of competition from other institutions offering

financial services.

8. The British don’t complain very much about the service they receive
from their banks.

No gk

Task 4. Which of the following reasons are given in the text to explain
the British banks’ profitability?

J) trading in bond markets

K) reduction in the number of branches

[) effective management

m) reduction in the level of bad debts

n) interest from loans to overseas customers

0) large-scale processing of transactions

p) competitive interest rates attracting more customers

q) British customers preferring to stay with the same bank
r) the strength of the economy

Task 5. Which of the following examples of improved banking
technology are mentioned either directly or indirectly in the text?

a) ATMs

b) smart cards

c) credit cards

d) telephone banking
e) electronic banking
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Task 6. Match these terms with their definitions.

1. net interest margin a) money reserved to cover bad debts

2. provisions b) profit as a percentage of
shareholders’ capital

3. return on equity c) difference between interest income
and interest payments

4. money transmission system d) method of transferring funds from

one person to another

Task 7. Replace the underlined items with words or phrases from the
text that have a similar meaning.

1. Banks are affected by the state of the UK economy in general.

2. The UK has a very established loan market.

3. It’s difficult for a large bank to increase loan and deposit volumes.
4. The UK’s seven principal banks set aside about £6.5bn of bad debt
provision.

5. Banks have closed thousands of branches over the last ten years.

6. Many routine banking tasks are dealt with by computer.

7. A bank branch is expensive to operate.

8. Technologically, British banks are behind their French competitors.
9. Few people change banks in Britain.

10 Most UK banks still make huge profits.

Task 8. Choose the best explanation for each of these words or phrases
from the text.

1. troubled
a) worried
b) pleased

2. rash trading

a) trading without enough care and consideration

b) trading in large volumes

3. let its operating costs run out of control

a) allowed its costs to go over the budget

b) allowed its costs to be checked by external auditors

4. customer inertia
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a) customers don’t want to move or change anything
b) customers expect a lot of improvements in service

5. stripping out costs

a) adding to costs

b) removing costs

6. reaped most of the benefits

a) collected most of the benefits

b) lost most of the benefits

Task 9. Find a word or phrase in the text that has a similar meaning.

1. total amount or quantities

2. system of local offices spread around the country b n
3. highest level recorded over a period p
4. designed so as to be maximum benefit to the consumer
C -f
5. when the value of a deposit is added to an account balance
C—
6. banks with the biggest share of the market I b

Task 10. Match the first half of each sentence with the most
appropriate second half. Notice the words that are used in each
sentence to mark a contrasting idea. (These words are in italics).

1. Barclays Bank had troubled years

2. Banks make a profit on their net interest margin

3. British banks have introduced a range of technically-advanced services
4. Canadian customers get deposits credited instantaneously

a) while UK customers have to wait a few days.

b) yet it managed to make a lot of profit.

c) but it is difficult for them to widen their margins.

d) but they are still behind the French in electronic banking.

Task 11. How do British banks differ from banks in Ukraine in the way
they make their profits?

Task 12. Complete the sentences below with a word or phrase from the
box.
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bank draft;  cash point;  cheque book;  debit card;  direct debit;
electronic funds transfer (EFT); home-banking; night safe; paying-in
slip; PIN number (personal identification number); standing order;
statement; withdrawal receipt;

1. If I want my bank to transfer money to another bank I ask for a

2. A plastic card that | can use to pay for goods in shops that means that
money is immediately transferred to the shop’s bank is called a

3. Banks normally send out a every month. It is complete record

of all transactions on the named account.

When someone pays cash or cheques into a bank, they completea

If you need cash urgently, you can usually get some — even at night —

from a

6. When you use your bank to get cash, you have to know your

7. Most people who have a bank account can pay fro goods and services by
using a , or if it is a regular payment, they may set up a

8. A IS an agreement to pay a creditor a sum of money on a
regular basis, where the creditors can alter the dates or amounts of the
payment.

9. Some banks operate a facility where you can deposit cash.

10. If you take money from your account you normally get a

11. The instant movement of money from one account to another using
computers and the telephone network is called

12. Carrying out simple banking operations such as checking your account,
making transfers or payments from home, either by phone or using a
computer is

ok

Notes: American Express, VISA and Mastercard are credit cards. You pay
at the end of the month and so get up to one month’s credit from the card
issuer. With a debit card, your account is debited immediately.

Task 13. Choose the correct phrase from the alternatives in italics to
create eight true sentences about economic management.

1. Most people think politicians/bankers are better than politicians/bankers
at running an economy.

2. Independent central banks have a good record on controlling
inflation/public opinion.

3. Freedom to control monetary policy/banking regulations means being
able to change exchange rates/political opinion.
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4. Low interest rates/high interest rates help to control inflation/small

banks.

High interests rates often cause small banks/central banks to fail.

In developing countries, central banks cannot help small banks because

of the risk of low inflation/hyper-inflation.

7. Newly independent central banks are limited by their agreements with
the International Monetary Fund/ the United Nations.

8. Any risk of inflation can mean disinvestment/new investment on the part
of investment fund holders/national governments.

9. If an economy is experiencing major falls in the price of goods and a
lack of demand, as well as falling employment, this is called a
recession/stagflation.

oo

Notes:

e National economies are controlled by central banks, governments, and
international financial interests. Economies are also affected by
investment decisions Dby large private companies, multinational
corporations, trade agreements, exchange rates, currency speculations,
and the state of the regional, national and international economy.

e The difference between recession and stagflation is the rapidly falling
prices under stagflation. Hyper-inflation is extremely high levels of
(rising prices and wages).

Text C
Task 1. Read and translate the following text into Ukrainian.
The Role of Banks

The following story is going to explain the role of banks. In the past
most societies used different objects as money. Some of these were valuable
because they were rare and beautiful, others — because they could be eaten
or used. Early forms of money like these were used to buy goods. They
were also used to pay for marriages, fines and debts. But although everyday
objects were extremely practical kinds of cash in many ways, they had some
disadvantages, too. For example, it was difficult to measure their vale
accurately, divide some of them into a wide range of amounts, keep some of
them for a long time, use them to make financial plans for the future. For
reasons such as these, some societies began to use another kind of money,
that is, precious metals.
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People used gold, gold bullion, as money. Those were dangerous times,
and people wanted a safe place to keep their gold. So they deposited it with
goldsmith, people who worked with gold for jewellery and so on and also
had a guarded vault to keep it safe in. and when people wanted some of their
gold to pay for things with, they want and fetched it from the goldsmith.

Two developments turned these goldsmiths into bankers. The first was
that people found it a lot easier to give the seller a letter than it was to fetch
some gold and then physically hand it over to him. This letter transferred
some of the gold they had at the goldsmith’s to the seller. This letter we
would nowadays call a cheque. And, of course, once these letters or
cheques, became acceptable as a way of paying for goods, people felt that
the gold they had deposited with the goldsmith, was just as good as gold in
their own pockets. And as letters or cheques, were easier to carry around
than gold, and a lot less dangerous, people started to say that their money
holdings were what they had with them plus their deposits. So a system of
deposits was started. The second development was that goldsmiths realized
they had a great deal of unused gold lying in their vaults doing nothing. This
development was actually of greater importance than the first.

Now let’s turn to the first bank loan ever and see what happened. A firm
asked a goldsmith for a loan. The goldsmith realized that some of the gold
in his vault could be lent to the firm, and of course he asked the firm to pay
it back later with a little interest. Of course, at that moment the goldsmith
was short of gold, it wasn’t actually his gold, but he reckoned it was
unlikely that everyone who had deposited gold with him would want it back
the same time, at any rate — not before the firm had repaid him his gold with
a little interest. He though it safe enough.

Now let’s turn to the question of reserves. Reserves are the amount of
gold that is immediately available in the vault to meet depositors’ demands.
People originally deposited $100 of gold with the goldsmith. The goldsmith
lent $10, leaving himself with $90. As a banker he was relying on the fact
that not everyone would want their gold back at the same time. If they had
gone, he couldn’t have paid out. His reserves of $90 were not enough.

Vocabulary Notes:
rare — piIKiCHUIA;
fines — mrpadu;
to measure their value accurately — TouHo BuMipsATH iX IIHHICTH (BapTICTh);
to divide into a wide range of amounts — po3aiuTi Ha 6arato 4acTHH;
precious metals — noporominHiI MeTaIH;
gold bullion — 300THIi 3TUTOK;
to deposit with — Gepertu, Bkiagaru;
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a goldsmith — 3omoTux cnpap maiicrep;

worked with gold for jewellery — po6uTtu 3050711 Iprikpacu;

a guarded vault — oxopoHIOBaJIbHE CXOBHIIIC;

to fetch — mpunocuTH, KOCTaBaTH;

to transfer — mepeBoAUTH, MIEpEIABATH;

once these letters or cheques, became acceptable as a way of paying for
go0ds — mIoiHO IIi TUCTH a00 YEKU oYM MPUUMATHCS MPH CILIaTi 3a
TOBapH;

their money holdings — rpori, siki iM HaiexKaJlu, SKHMA BOHU BOJIOLIH;

a bank loan — 0aHkiBChKA MO3HUKA;

a little interest — ueBemMKM BiICOTOK;

to reckon — BBakaTH, IPUITYCKATH;

at any rate — y Oyap-siKOMy BUIAJKY;

a transaction — yrona;

t0 owe — OyTH BUHHUM,

assets and liabilities — akTuBu 1 macusy;

to write (syn. to draw, to issue, to make out) a cheque — BUIICYBaTH 4eK;

his assets failed — mym i#ioro akTHBM 3HH3UIKCE,

initial loan — nepBuHHa MO3MKa;

the amount of gold that is immediately available in the vault — 3amacwu
(KUTBKICTB) 30JI0Ta, SIKI 3aBXAM 3HAXOAAThes (I MOXYTh OYTH HETraiHO
oJiepKaHi) B CXOBUII[I OAHKY;

the reserve ratio — pesepBHa HOpMa,

to make a profit through his interest charges — orpumyBaTu nmpuOyTok 3a
PaxyHOK BUILJIATH B1ICOTKIB.

Task 2. Translate into English.

1. TIpo HisyIBHICTH KOMEPIIIHHOTO OaHKy MOXKHA CYIUTH (3pO3yMmiTH) 3a
JIOTIOMOT' 010 0aJTaHCOBOT'O 3BITY, B IKOMY aKTUBH JOPIBHIOIOTHCS TACHBAM.
2. 'Y xomepiiiiHOTO OaHKa JB1 (YHKIIIT — MPUIMaHHS TPOIIOBUX BKJIA/IIB Ta
BHa4a 3aliMiB.

3. bankip mepecnigye aBi cynepewiuBi oaHa oaHid mim. OpHa MmiTh —
npuOytok. KomepiiitHi OaHkH, SIK 1 1HII OiATPUEMCTBA, MPAarHyTh A0
npuOyTky. ToMy BOHM HalalOTh KPEAUTHU 1 CKYIMOBYIOTh IIHHI Manepu,
ypsa0B1 oOiraiii Ta akiii kommnanii. {1 omepaiiii B 6ayaHci moka3zaHi K
OCHOBHI aKTUBH, 110 MPUHOCATH MPUOYTOK KOMEPLIMHUM OaHKaM. 3 1HILIOTO
OOKyI0 KOMEpIIiiHUM OaHK TOBHMHEH MIparHyTd a0 Oesmeku. s OaHkiB
Oesmeka 3a0e3MeuyeThbCsl JIKBITHICTIO, a caM€ TaKUMH JIIKBITHUMU
akTUBaMU sIK TOTiBKa. ToMy OaHKIpM MparHyTh [0 OajdaHCy MIX
00€pEekKHICTIO Ta TPUOYTKAMH.
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4. diHaHCOBI MOCEPEIHUKH — II€ IHCTUTYTH, K1 30MpalOTh 3201 KEHHS
HACeJEeHHs 1 HaJaloTh iX NO3MYaIbHUKY. (DIHAHCOBI MOCEPETHUKH MOKYTh
OyTH TOAUIEHI HA TpU TPynu — OAHKIBCHKI, CTPaxoBl Ta I1HBECTHIIINHI
IHCTUTYTU. BaHKIBCHKI IHCTUTYTH CKJIQJalOThCs 3 KOMEpLIHUX OaHKIB,
omanHux OaHKIB 1 T.O. JUIsI HUX XapaKTepHE MNPUUHATTS BKJIAJIB BiJl
HACEJICHHS Ta OpraHi3alii.

Task 3. Look through these words and phrases and learn them by
heart.
Bank Organization

Compete, market, management, executive, organization, line, division,
function, operate, responsible, report, board, branch, correspondent,
capital

Vocabulary Notes:

Compete
to compete in smth — xoHkypyBaTH B 4OMYCB;
competition — KOHKypeHIIis;
competitive pressure — KOHKYPEHTHUAN THUCK;
competitive advantage — KOHKypeHTHA TiepeBara;
competitor — KOHKYpeHT;
syn. rival
to be competitive — OyTi KOHKYPEHTOCITPOMOXKHUM;

Market
market segmentation — cermeHTaIis pUHKY;
market niching — momryku HaWOUIBII CHPHSTIUBOTO IOJOXKEHHS Ha
puHKY (i1 ieBHOT hipMmu);

Management
effective management — edekTrBHE KepIBHUIITBO OYIb-YHM,
top (senior) management — HaiiBHIIle KEPIBHUIITBO;
syn. heads of departments — HauaabHUKH BiIIiIiB;
management  (managerial)  personnel -  aamiHiCTpaTUBHO-
YOPaBIIHCHKUN MEPCOHAT,;
managerial staff — crapmmuii kepyrouuii mepconar,
ant. staff — ciry>x00BwHit mepcoHa, psI0Bi CIIY)KOOBIII;
to manage — kepyBary;
syn. to run a bank
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Executive
chief executive — npe3ugent (koMmanii, 6aHKa), UPEKTOP;
top executive — kepiBHUKH BHIIIOTO PAHTY;
senior executive — crapimii aAMiHICTpaTOp, KEPIBHUK BUIIIOTO PAHTY;
syn. officer — mocagose nuiie;

Organization
bank organization — oprani3zariiina cTpykTypa OaHKy;
functional (line) organization — ¢yskioHaneHa (JIiHINAHA) CTPYKTypa
0aHky;
staff organization — opranizaiiiiina cxema MmamopsAKOBaHOCTI;
organization chart — cxema opranizaiiifHO1 CTPYKTYpH;

Line
line of activity — pox, cdepa aisabHOCTI,
product line — npeamMeTHO-BHPOOHMYA CIIELiaTi3allis;
line and staff — miniitawii 1 (GyHKIiOHATBHUIN) IITATHUH (PO KePYHOUHIA
IIEPCOHAN);
line (operational personnel) — mepconan i3 WiAPO3aiTY, ONEPATUBHI
MpaIiBHUKY;
ant. managerial personnel
line division — onepaTuBHUI TIAPO3ILT;
syn. operative (operating) division

Division
bank division — kepiBHHIITBO OaHKY;
bank department — Biguin 6anKy;
line division — ninHiliHe (onepaTUBHE) KEPIBHUIITBO;
to head a division (department) — odostoBaTH KEpiBHULTBO (BiAAiN);

Function
functions (pl.) — mocanoBi 060B’s13KkH, PyHKIT,
routine functions — moBcskneHHi 000B’A3KH;
staff functions — ¢pyHKIiT HEHTpaJILHOTO amapary;
marketing functions — nispHICTH 10 3a0e3ne4eHHI0 30yTY (POAYKIIii);
function (sing.) — yHKIIisl, MPU3HAYCHHS;
deposit function — 6arkiBcbka GYHKIIIS ITO IPUHMAHHIO JACTIO3HTIB;
loan function — ¢yukiist mo Bugayi 3aliMiB;
to perform a function - 3xiticHroBatu (yHKIIIIO;

Operate
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to operate (intr.) — misiTH, BUKOHYBATH OTEpallii;

bank operation — 6aHkiBchKa oreparris;

syn. transaction

banking facilities — 6ankiBchKi omepartii, 0aHKIBChKI TOCIYTH;

to monitor operations — 31ilicHIOBaTH KOHTPOJIb 32 ONEPAIisIMU;

syn. to control (supervise) operational activity

operating (operative) divisions (departments) - omepaTuBHI
KEPIBHUIITBA, BTN,

syn. line divisions

to realize (conduct) an operation — 3xilicCHIOBAaTH OIEpallilo;

Responsible
to be responsible for smth — BigmoBigaTu 3a KOrocsh;
to accept responsibility for — B3stu Ha ceGe BiAIOBIAANBHICTD,

Report
to report to smb — 3BiryBaTM mepen KMMOCH, MiAMOPSIKOBYBATHCH
KOMYCb;

Board
board of directors — paga nupekTopiB, MpaBIiHHS;
to be on the board — OyTu wieHOM mpaBIiHHS,

Branch
branch bank — igain 6anky;
branch office — Bimmin (komnanii), dimian;
ant. head office — ronoBna koHTODA;
branch banking — cuctema 6aHkiB, sika Mae diianm;
branch network — mepexa ¢imianis (BiaaiIiB);
nation-wide network of branch offices — mepexxa BimautiB 0aHKY IO
BCiH KpaiHi;
Correspondent
correspondent banking — cucteMa KOpeCIOHIEHTCHKUX BiHOIICHD,

syn. correspondent relationship

Capital
to raise capital (funds) — moGUTI3yBaTH KariTal, KOIITH.

Task 4. Look through an organization chart and explain it.
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Organization Chart for a Small Community Bank

Chief Administrative Officers
(including the Board Chairman and the President)
Fund-
Lending Accounting Raising Trust
Division and Operations and Division
Divisions Marketing
Division
Commercial Tellers Perspnal
Loan Officers Accounting Trust
and Audit | |
Deppt. New Business
Accounts Trust
Consumer
Loan Officers
Operations
(che_ck clearing, Advertising
posting, account .
verification, and and Planning
customer
complaints)

Task 5. Look through these words and phrases and learn them by

heart.
New Services in Banking

Banking, services, estate, realty, trust, indenture, administer, fiduciary,
mortgage, covenant, letter of credit, to pay off

Banking
retail banking — onepartii 6aHKIB 3 ITUPOKOIO KIIEHTYPOIO;
wholesale banking — omeparii OaHkiB 3 BEJIMKHMH HPOMHUCIOBUMHU
MIANPUEMCTBAMH,
banking business — 6ankiBchka cripaBa, 0aHKIBChKI OIIEpAalIii;
banking services — 6aHKIBCBKi ITOCITYTH;
syn. bank services
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banking facilities — 6ankiBchki mocayru (orneparrii);

deposit banking — geno3uTtHi onepaiiii 0aHKiB,;

banking institution — ycranoBu 6aHKiBCHKOTO TUTTY;

syn. financial institution — kpeauTHO-(hiHAHCOBHI 3aKIa;

depositary (thrift, savings) institution — nemo3uTHU 3aKaam;

lending institution — kpeauTHMI 3aKiIa;

ant. institutional investor - iHCTHTYyHiOHaNBHUII  iHBECTOP,
HEeOAaHKIBCHKUM KpEeIUTHUN 3aKia,

Service
full service — moBHUI KOMILIEKC 0OCITYTrOBYBaHHS;
syn. large service menu — mupokuii BUOIp MOCIYT;
syn. mix of services — acoptuMeHT (HOMEHKJIaTypa) MOCIyT;
service fee — BuHaropo/a 3a mociyry,
large (small) scale services — mocnyru, ki OaHKU HaJalOTh BEIUKUM
¢bipmam (HeBeITUMKUM (ipMaM Ta HACEIICHHIO);
personal services — mociryru NpuBaTHUM 0cOo0aM;
commercial services — mociyru ¢gipmam;
trust services — TpacToBi MOCIIYTH, JOBIPJIMBI MOCITYTH;
cash management services — mociiyru 3a KOHTPOJIEM Ta PETyTFOBAaHHSIM
rpomoBux onepaiiii (B 0aHky, Gipmi);
Investment Services — mocayru 3 KepiBHUITBA IHBECTUIIISIMH;
agency services — mocepeIHuIbKI (areHTChKi) MOCITYTH;
Insurance Services — cTpaxoBi MOCIYTH;
real estate services — mociayrm 3 KepiBHHUIITBA HEPYXOMICTIO 3a
JTOPYUYCHHSM,

Indent(ure)
under indenture — Mo KOHTPAKTY;

Covenant — norogip, okpema cTaTTs 10r0BOpPY
to agree to a covenant — npuiiTu A0 yroau 3 ycix 3000B’si3aHb, SIK1
BUTIJTUBAIOTH 3 JIOTOBOPY;
to adhere to a covenant — nmpuTpuMyBaTHCh JTOMOBIICHOCTEH;

Trust
trust agreement - pgoroBip Tpo 3acHyBaHHA TpacTy (3a3BUYAN
MHUCHbMOBHI);
trust indenture — KOHTPaKT MK BJJAaCHUKOM aKIIiii Ta KOMIIaHi€l0, IO 1X
BHITYCKAE;

trust deed — nopydeHHS Ha yrpaBJIiHHS BIIACHICTIO;
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trust operations — moBipyiuBi mociyru (omepairii), TPaCTOBI MOCITYTH
(omepartii);

trust division (department) — TpacToBe KepiBHUIITBO, TPACT-BIIILT;
trustor — oco0a, 1110 3acHyBaJia TPACT; IOBIPUTEIIb;

trustee — noBipeHa oco0a, OMIKyH; YCTaHOBa, sIka OpyAy€ MallHOM Ha
KOPHUCTH IHIIIOT 0COOH;

trustee under indenture — goBipeHa oco0a 3 00IramifHOIO 3aimy;

to act as a trustee — gisiTu B SIKOCT1 JOBIPEHOI 0COOH;

to appoint (to designate) a trustee — npu3HaYMTH JOBIPEHY 0COOY;

Estate
syn. assets — MaiiHO, aKTHBH;
trust estate — maitHo, kepoBaHe 3a JOPYUCHHSIM,;
estate statement — BcTaHOBJIEHHS MOBIPJIMBOiI BJIACHOCTI Ha MaifHO,
PO3MOPSHKEHHS BCIM MafHOM KJIIEHTA,;

Realty
realty company — kommaHnis, sika 3aiiMa€eTbCs ONEPALISIMHA 3 HEPYXOMUM
MalHOM,
syn. real estate company
real estate — Hepyxome MaliHO;
real estate brokerage — 6pokepchki omepaiiii 3 HEpyXOMOCTI;

Administer
to administer an estate — posnopsikarucs (kepyBaTh) MaitHOM;
syn. to manage an estate
trust administration — posnopspkeHHs (KepyBaHHS) BJIACHICTIO Ha
TOBIPJIMBINA OCHOBI;
trust administrator — omikyH;

Fiduciary (n); (attr.)
fiduciary relationship — maitHOB1 BiTHOIIICHHI JOBIPJIMBOTO XapaKTepy;
to act as a fiduciary — nisiti B sikocTi JOBipeHOT 0ocoOu (TpaHcareHra);

Mortgage
mortgage loan — mo3uka 11 HepyXOMICTh,
syn. real estate loan
real estate mortgage — 3acraBHa I1iJT HEpyXOMICTb;,
to borrow on mortgage — orpumMyBaTH MO3UKY i 3aCTaBy HEPYXOMOTO
MaWHa,
to redeem a mortgage — BUKyIaTu 3aCTaBHY;
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to mortgage property — 3aknagatv MaiHo;

Letter of credit
to issue a letter of credit — BigkpuBaTH aKpEeIUTHB,;
syn. to open a letter of credit
terms of a letter of credit — ymoBu axpenurusa;

Pay off
to pay off smb — po3paxoByBatucs 3 KHUMOCH;
pay off bonds — moracurtu oOmirarii;
syn. to retire a bond at maturity — nmoracatu o0jiraifito 3 HaCTaHHSIM
CTPOKY

Text D
Task 1. Read and translate the text into Ukrainian.

What The European Bank for Reconstruction and Development
(EBRD) in Ukraine

The European Bank for Reconstruction and Development (EBRD) has
become one of the leading investors in the private sector. Set up with the
specific aims of assisting the transaction towards a market economy, the
Bank works with various partners. For example, the Bank works with
foreign investors and local entrepreneurs, with the financial sector, and
works to remove infrastructure bottlenecks, which hamper private sector
development. It is succeeding in its endeavors.

The projects if  finances include  financial institutions,
telecommunications,  energy-saving, power  generation, transport
construction, manufacturing and agriculture.

The EBRD has been participating in Ukraine’s development since
December 1991 and it opened its office in Kiev in May 1993. With its key
mandate of helping to foster the transaction to an open market-oriented
economy, the Bank has been keen to assist Ukraine in its initial steps
towards independence, nationhood and the market system. But the Bank
cannot work alone. It relies on the government to create the framework
within which a market economy will prosper. Since the recent election of
President Kuchma, it appears that the tide is turning towards reform. The
recent agreement with the IMF is testimony to this. With this new
commitment to reform, the Bank in all its activities seeks to encourage the
transition process.
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Meeting the needs of private-oriented industries and small and medium
enterprises is important for the development of a vibrant local private sector.
Recognizing this, the Bank has at the heart of its business strategy a strong
emphasis on its activities in the financial sector. This is because an essential
ingredient to the functioning of any efficient private sector must be a sound
financial system. Without the basic financial infrastructure in place,
transition cannot succeed.

The EBRD therefore works closely with domestic financial institutions.
The Bank seeks to increase the availability of much needed equity finance
for the local private sector by investing in various venture capital funds in
the region.

Vocabulary Notes:

leading investor — migyrouuii iHBeCTOP, BKIATHUK;

set Up — 3acCHOBYBAaTH, OPraHi30BYBaTH;

to remove infrastructure bottlenecks — ycyBatu Hemomiku (By3bKi MicIIs)
1H(paCTPyKTYpH;

endeavor — cripo0a, 3yCHuIs, MparHeHHs;

benefit — kopucTs, mpuOYTOK;

to foster — 3a0xo4dyBaTH, CIpUSATH;

venture capital — ,,pu3uKoBHWIA” KamiTay; KamiTan, SKi IHBECTYEThCS Y
MPOEKTH 3 MIABUILIEHUM PIBHEM PUBHUKY

Task 2. Complete the words below to match the given meanings.

1. Payment made by an insurer. id
2. A document which is evidence that someone has insurance.
P ec____ e

3. Covered by an insurance policy. e d
4. Possibility that something might happen. r
5. The amount charged for insurance. p_ m
6. Payment to help someone who has suffered loss or injury

cC__p__s_____
7. Insurance protection. c_
8. A small part of the total loss which should be paid by the insured person
when she/he makes an insurance claim. e s
9. A type of insurance which pays out on the death of the insured, or at a
specific pre-determined time. | a_ n
10. A person whose job is to find appropriate insurance at an approprlate
price. b
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11. A description of what happened and a request to an insurer to meet the

costs resulting from the event. .. m

12. Someone other than the insured who suffers loss or injury in an
accident. t  p_

13. A document issued by an insurance company describing the type of
insurance offered and requesting payment. s e

14. A document describing an insurance agreement. p_ Yy
15. The period for which an insurance policy is effective. t

Note: Notice the verbs claim (from an insurance company or policy) and
claim damages against someone. Damages here means compensation for
harm or injury. Damages is a plural and uncountable word. Where damage
Is singular it means damage or harm to a thing (not a person). It is also
uncountable. Another meaning of claim is much more common and non-
technical. This is to state that something is a fact, for example The scientist
claimed that chimpanzees think in a similar way to humans. There is also
the noun, claim. Examples: The claim was rejected by a local zoo keeper.

Task 3. Antonio Alessandro has sent a claim form to his insurer after a
fire at his restaurant. He receives the reply below. Complete the text
with appropriate words from the box.

claim  compensation  comprehensive  cover  estimate
indemnity legal costs loss adjuster no claims bonus policy
premium

Bridge Insurance Ltd
124 Kew Gardens Road, London SW2 5HB
Tel: 0207 433 8211 Fax: 0207 433 5633

Antonio Alessandro
Ristorante Colosseo
120 Riverside Road
London EC235 TR
2 March 2002

Dear Mr Alessandro
Re: Policy number DR 239981 R, Claim Ref. DR4381

Thank you for your (1) relating to the fire at your restaurant. We
confirm that your policy is (2) and therefore covers fire.
Our (3) , Peter Carrow, will visit you on 7 March to see the
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damage.

You will receive (4) for all damage to the building and
equipment. You should supply an (5) from two firms for the
repairs. You will also receive (6) for loss of business, though
you will have to make a separate claim. In addition, you (7)

also provides (8) for any (9) which may arise.
Finally, we would like to inform you that your (10) will rise by
10 % as your (11) will be affected by this incident.

Yours sincerely
Janina Piontek
Janina Piontek
Claims Manager

Note: The normal conventions of greetings and farewells in letters are:
Dear Mr/Mrs/Ms Bailey (named addressee) Yours sincerely

Dear Sir (unnamed addressee) Yours faithfully

We normally use the name of the addressee if we know it.
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UNIT 6
Financial Markets

Task 1. Answer the following question.
What financial markets do you know?

Text A
Financial Markets
Task 2. Read and translate the text.

To answer the questions of what, how and for whom to produce we
look at three major financial markets: the stock market, the bond market
and the futures market (where everything from frozen pork bellies to US.
Treasury bonds are traded).

Stock markets are one of the institutions that serve as financial
intermediaries. Stock markets help channel savings into investment.
Although most people immediately think of Wall Street when they hear
“stock exchange” the stock market is highly dispersed. There are 17
different stock exchanges in the United States and over a hundred
additional exchanges in other countries.

What people buy and sell on the stock exchanges are ownership
shares of corporations. A corporation tends to be the largest type of
enterprise, with average asset values measured in millions of dollars.

The ownership of corporation is defined in terms of stock shares.
Each share of corporate stock represents partial ownership of the business.
People holding shares of corporations hope to realize a financial gain from
these assets. As part owners, shareholders are entitled to any profits the
corporation makes.

Shareholders do not necessarily receive their share of the company’s
profit in cash. The corporation may choose to retain earnings or pay them
out to shareholders as dividends. There are two motivations for buying and
holding stocks — the expectation of dividends and anticipated capital gains.

Stock prices depend upon demand and supply in financial markets. If
demand for the stock increases the stock’s price will tend to rise. Similarly,
an increasing reluctance of owners to sell would push the stocks higher.

The bond market operates much like the stock market. The major
differences are in the kind of paper traded. In the stock market people buy
and sell shares of corporate ownership. In the bond market people buy and
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sell promissory notes (“IOUs” — | owe you). A bond is a written promise to
repay a loan. The borrower may be a corporation (“corporate bonds”), local
governments (“municipal bonds”), the federal government (“treasure
bonds”) and other institutions.

A bond is issued when an institution wants to borrow money. The
company had great ideas but not enough resources to start production.
Previously, the problem was solved by issuing stock. A second alternative
for raising necessary funds — is to borrow money. The advantage of
borrowing funds is that we can keep control of the company. Lenders are
not owners. On the other hand, if we borrow, we have to pay the lenders
back, with interest.

Thus the bond market also functions as a financial intermediary;
transferring available savings (wealth) to those who want to acquire more
resources (invest). The critical issue here is the “price” of the bond. At low
rates of interest no one is willing to lend funds to the company. The
increased willingness to lend funds is reflected in an increased demand for
bonds. This increased demand will push up the price of the bond. As bond
prices rise their implied effective interest rate (yield) falls.

In futures markets people buy and sell things that are to be
“delivered” in the future at prices agreed on today. Futures markets make
life easier for the farmer and consumer.

Vocabulary Notes:

stock market — bonoBa Oipxa;

bond — o6niramnii, 6ouu;

futures market — ¢’rodepcHwmit pUHOK;
intermediary — nmocepeHuUK;

stock exchange — donmosa Gipxa,

asset — MaiHo;

corporate stock — akiioHepHHUH KaIliTai;
holding — BosofinHs (akiisiMu ), yTpUMYBaHHSI, 3aKPIIJICHHS;, TPUMaHHS,
gain — Buroja, KOpUCTh, HAXKHUBA,

retain — yrpumyBartu, HiATpUMyBaTH, 30epiraty,
demand and supply — orut i npono3uilis;
reluctance - Heoxota, HeOa)kaHHs, Bimpasa

Task 3. Answer the questions to the text.
1. What major financial markets do you know?

2. What are stock markets?
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3. What do stock prices depend on in financial markets?
4. What is a bond? What do you know about it?
5. What are futures markets?

Task 4. Fill in the blanks with appropriate words:

1. Stock markets are one of the | a) to borrow

institutions that serve as ... . b) promissory notes

2. What people buy and sell on the | ¢) dividends

stock exchanges are ... of|d)corporation
corporations. e) financial intermediaries
3. A ... tends to be the largest type of | f) demand and supply
enterprise. g) ownership shares

4. The corporation may choose to | h) keep control
retain earnings or pay them out to
shareholders as .... .

5. In the bond market people buy
and sell ... .

6. A bond is issued when an
institution wants ... money.

7. The advantage of borrowing
funds is that we can ... of the
company.

8. Stock prices depend upon ... in
financial markets.

Task 5. Read and dramatize the following dialogue:

A.: Hello, old chap! Haven’t seen you for ages. How are you getting on?
You look tired.

B.: I’ve got a problem to solve. | invented a laser scanner that could detect
all mechanical, structural or electrical defects in airplanes.

A.: Clearly, this idea has great potential to save lives and reduce the
anxieties of travelers.

B.: Yes, and it also might make me a millionaire.

A.: But, to produce Air Scanners you need a manufacturing plant, workers
and materials. You will also have to obtain a patent to protect your
invention from would-be competitors.

B.: Besides, | shall need a research and development lab for continuous
testing and improvement as well as a marketing department to demonstrate
and sell the scanners.
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A.: | see, from a broader economic perspective, what you have here is a
resource allocation problem. At present, all of society’s land, labor and
capital are devoted to the production of other goods and services. Your
Immediate problem is defined in far simpler terms — hard cash. To acquire
real resources — the land, labor and capital that can produce air scanners;
you must have some means of payment.

B.: That is the problem of raising start-up funds. I could ask my relatives
and friends for a loan, or even go door-to-door in the neighborhood.

A.: This method of raising funds is not likely to achieve your goals.
Fortunately for you and other budding entrepreneurs most households save
some fraction of their income. This flow of saving creates an enormous
pool of loanable funds. Your problem is how to tap that pool to get enough
funds to start building Air Scanners.

B.: I know that financial intermediaries make the job of acquiring start-up
funds.

A.: A true “start-up” company like Air Scanners has nothing more than a
good idea, a couple of dedicated employees and Big Plans.

B.:l cannot but mention that to fund these plans, the company can sell
shares of itself. The individuals who buy the newly issued stock are putting
their savings directly into the corporation’s accounts. When our corporation
is formed, | shall inform you. You may buy corporation’s shares and
become an owner.

A.: And | shall stand to profit from the corporation’s business or take my
lumps if the company fails.

B.: I must say because the company is incorporated, you are at a risk only
for however much money you pay for your shares.

A.: You’ve got a point here. | have to go. And let’s hope for the best.

Task 6. Read the following passage about how to advertise items
online. Complete it using the words:

attention, interest, action, desire

| don’t think selling online is really that different from selling anywhere
else actually — because in both cases you are aiming to persuade customers
to buy. So you have to get the of the buyer. Now on an auction
site that is critical because there are so many other goods listed that you
have got to make your product or service stand out from the rest of the
pack. So you really need a good title for the ad that’s going to describe
what you are selling. Remember to keep it short and to include the
keywords that buyers will be using when they search.

220



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Once you’ve done that, then you have to arouse their in what
you are selling. So you need to write a good description of what it is you
are offering. Something that’s going to make them want to acquire your
products. Photos are a must! You should put in maybe four different shots
of the product. That’ll give buyers the impression that they have actually
seen it up close.

So you still haven’t sold anything so far but you can help the process along
by adding some sort of promotional offer — a discount on shipping or
something. Give the buyer the impression you are giving them something
extra for free. That builds on the :

The next stage is the stage which is when your customer actually
bids. But remember — even when you’ve sold your item, you still need to
close the sale and that means: one — getting your money, and two —
converting the buyer into someone who is going to remember you and even
become a repeat customer. And the more of those you have, the easier it’ll
be for you to build a solid customer base with long-term relationships.

Have you ever bought or sold something on the internet? What is different
about buying things in an online market?

Text B
The Foreign Exchange Market
Task 1. Read and translate the text.

The Foreign exchange market enables companies, fund managers,
banks and others to buy and sell foreign currencies, if necessary in large
amounts. Capital flows arising from trade in goods and services,
international investment and loans together create this demand for foreign
currency. The sums involved are very large with estimated global turnover
in all currencies currently in the region of $880 billion each day. Typical
wholesale deals are for amounts of $1 mn — $5 mn though much larger
transactions are often done.

Foreign exchange trading may be for spot or forward delivery.
Generally speaking, spot transactions are undertaken for an actual
exchange of currencies (delivery or settlement) two business days later (the
value date ). Forward transactions involve a delivery date further into the
future, possibly as far as a year or more ahead. By buying or selling in the
forward market a bank can, on its own behalf or that of a customer, protect
the value of anticipated flows of foreign currency from exchange rate
volatility.
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Unlike some financial markets, the foreign exchange market has no
single location — it is not dealt across a trading floor. Instead, trading is via
telephone, telex and computer links between dealers in different centers
and, indeed, different continents. London is the world’s largest foreign
exchange center. Banks here trade around $300 billion each day in foreign
currencies.

London’s leading position arises partly from the large volume of
international financial business generated here — insurance, Eurobonds,
shipping, commodities and banking. London also benefits from its
geographical location which enables us to trade not only with Europe
throughout the day, but also with the US and the Far East, whereas their
time difference makes it difficult for those two centers to trade with each
other. When banks in London begin trading at 8 a.m. they can deal with
banks in Tokyo, Hong Kong or Singapore whose trading day is just ending.
From about 1 p.m. onwards, London banks can trade with banks in New
York; before they close at 5 p.m. their counterparties may be in Los
Angeles or San Francisco. The foreign exchange market trades 24 hours a
day.

Broadly speaking, there are three types of participants in the market:
customers, banks and brokers. Customers, such as multinational
corporations, are in the market because they require foreign currency in the
course of their cross border trade or investment business. Some banks
participate as market makers: that is their dealers will at all times quote
buying or selling rates for currencies — dollars to the pound, D-marks to the
dollar and so on. Other banks or corporations telephone them, ask for their
rates, and may then buy or sell. The market makers earn a profit on the
difference between their buying and selling rates, but they have to be ready
to change their prices very quickly so that they avoid holding a
depreciating currency, or being short of a rising currency. The third type of
participants, the brokers, act as intermedia. They are specialist companies
with telephone lines to banks throughout the world so that at any time they
should know which bank has the highest bid ( buying ) rate for a currency,
and which the lowest offer ( selling ) rate. By telephoning a broker it
should, therefore, be possible for banks to find the best dealing rate
currently available. The broker does not deal on own account but charges a
commission for the services.

Task 2. Answer the questions to the text.

1. What is the Foreign exchange market?
2. What can you say about the market location?
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3. Where is the world’s largest foreign exchange center situated?
4. What do you know about the market participants?
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UNIT 7

Price and Demand
Task 1. Read and translate text.

PRICE AND DEMAND

The following text will introduce you to the topic of the effect of price
and income on demand quantities.

The Price Responsiveness of Demand

Tabl.1. presents some hypothetical numbers for the relation between ticket
price and quantity demanded, other things equal.

Tabl.1. The Demand for Football Tickets

PRICE Quantity of tickets
(£/ ticket) demanded
12,50 0
10,00 20
7,50 40
5,00 60
2,50 80
0 100

Fig. 2 plots the demand curve, which happens to be a straight line in this
example.
Ticket price (£)
12,5 u_._._‘_‘_‘_‘_‘_‘\_

10 4+
7.5 4+

5 4
25 4 -

]

. 4 4 ‘_‘H‘"‘:a.‘
Quantity of tickets
Figure 2. The Demand for Football Tickets

For given prices of related goods and consumer incomes, higher ticket
prices reduce the quantity of tickets demanded.
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How should we measure the responsiveness of the quantity of tickets
demanded to the price of tickets? One obvious measure is the slope of the
demand curve. The downward slope of the demand curve shows that
quantity demanded increases as the price of a good falls. Each price cut
of £ 1 leads to 8000 extra ticket sales per game.

Suppose, however, that we wish to compare the price responsiveness of
football ticket sales with the price responsiveness of the quantity of cars
demanded: clearly, £ 1 is a trivial cut in the price of a car and will
have a negligible effect on the quantity of cars demanded.

When commodities are measured in different units it is often best to
examine the percentage change, which is unit-free. This suggests that we
think about the effect of a 1 per cent price cut on the quantity of cars and
football tickets demanded. Similarly, it is not the absolute number of cars or
tickets we should examine but the percentage change in quantity demanded.
Not only does this solve the problem of comparing things measured in
different quantity units, it also takes account of the size of the market.
Presumably an extra sale of 8000 tickets is more important when ticket sales
are 4000 than when they number 40000.

Thus we reach the definition of the price elasticity of demand, which
economists use to measure responsiveness to price changes.

The price elasticity of demand is the percentage change in the
quantity of a good demanded divided by the corresponding percentage
change in its price.

Although we shall shortly introduce other demand elasticities — the cross
price elasticity and the income elasticity — the (own) price elasticity is
perhaps the most frequently used of the three. Whenever economists
speak of the demand elasticity they mean the price elasticity of demand
as it has been defined above.

If a 1 per cent price increase reduces the quantity demanded by 2 per
cent, the demand elasticity is — 2. Because the quantity falls 2 per cent,
we express this as a change of — 2 per cent, then divide by the price
change of 1 per cent (a price rise) to obtain — 2. If a price fall of 4 per
cent increases the quantity demanded by 2 per cent, then the demand
elasticity is — 1/2, since the quantity change of 2 per cent is divided by the
price change of — 4 per cent. Since demand curve slopes down, we are
either dividing a positive percentage change in quantity (a quantity rise) by
a negative percentage change in price (a price fall) or dividing a negative
percentage change in quantity (a quantity fall) by a positive percentage
change in price (a price rise). The price elasticity of demand tells us about
movements along a demand curve and the demand elasticity must be a
negative number.
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For further brevity, economists sometimes omit the minus sign. It is
easier to say the demand elasticity is 2 than to say it is 2. Whenever the
price elasticity of demand is expressed as a positive number, it should be
understood (unless there is an explicit warning to the contrary) that a
minus sign should be added. Otherwise, we should be implying that
demand curves slope upwards, a rare but not unknown phenomenon.

Vocabulary Notes:

to introduce smb to the topic of — mo3HaliomuTH KOTOCH 3 TEMOTO;
the effect of smth on smth — BrutuB yorock Ha 1I0CH;

hypothetical numbers — ysiBneni, rimnoreTnysi uucna;

the relation between — cniiBBinHOImIEHHS MiX;

guantity demanded — moTpiOHa KiIBKICTb;

the plot the demand curve — BukpecatoBaT KpUBY MOIHTY;

for given price — st naHoi WiHK;

to measure the responsiveness of smth to smth — BumipsaTH 37aTHICTS,
pearyBaTH (peakiiisi) Ha;

obvious measure — oueBuIHA Mipa,

ticket sales per game — npogax KBUTKIB Ha TPYy;

trivial (syn. minor, slight) — nesnaunui;,

a negligible effect — nesnaunuii, HeBeaMKUI €(DEKT;

to examine smth — npoanaizoByBaTH, pO3IIsAaTH,;

the percentage change — BifcoTkoBa 3MiHa;

unit-free — Toif, MO He 3aJICKHUTH BiJl XapaKTepy OJUHUIL (B SKHUX
BUMIPSIFOTHCSI TOBAPH );

this suggests (syn. to imply) — e mepenbayae;

similarly — cxoxxum o6pa3om;

to take account of — BpaxoByBaTu, Opatu 70 yBary;

presumably (syn. probably) — moxxuBo, iMOBIpHO;

extra sale — qoaTkoBI Mpoaaxi;

to number — HapaxoByBaTH;

to reach the definition — migBecTy 10 BU3HAYEHHS

the price elasticity of demand — miHoBa eacTHYHICTH TOTUTY;

to divide by — po3ainurtu Ha;

cross price elasticity — mepexpecHa eacTHYHICTS I1iH,

income elasticity — eacTun4HIiCTh 32 IPUOYTKOM,;

the (own) price elasticity — BiacHa 1iHOBa €JIACTUYHICTB;

the most frequently used — naifuacrinre BXXWBaHUH;

as it has been defined above — 3rigHo BU3HAaYEHHIO, 3Tra]aHOMY BHIIIE;
to express smth — Bupaxatu 1mocsp,
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to obtain — otpumyBaTH;

a positive percentage change — no3utruBHa (IUIFOCOBA) BiJICOTKOBA 3MiHa;

a negative percentage change — HeraruBHa (MiHyCcOBa) BiJICOTKOBA 3MiHa,;
movements along a demand curve — pyx B3J10BK KPHBOi IIOIHTY;

for further brevity — s nakonigHOCTI;

to omit the minus sign — BumycTUTH 3HaK MiHYyCa;

it’s easier to say — Jeriie cka3aru,

unless there is an explicit warning to the contrary — skmo TiIbKH He
Ma€ThCA TOYHOI BKa31BKH Ha 3BOPOTHE;

to add — momaru, ckiacTu;

adding, addition — mfomaBaHHs, JOIMOBHEHHS;

addendum — momaTok, JOMOBHEHHS

a rare but not known phenomenon — pinkicHe, ase QeHOMEH , SKUH
3yCTPIYAETHCA

Task 2. Suggest the Russian equivalents.

the effect of price and income on demand quantities; the downward slope
of the demand curve; movements along a demand curve

Task 3. Replace the parts in italics by synonyms.

a minor cut; a slight effect; to consider the size of the market; probably; a
clear warning

Task 4. Fill in the gaps with the words and expressions from the text.

1. How should we measure of the quantity of tickets demanded to the
price of tickets?
2. Clearly, £ 1is a cut in the price of a car and will have a negligible

effect on the quantity of caps demanded.

3. It is not the absolute number of cars or tickets we should examine but
_____inquantity demanded.

4. of demand is the percentage change in the quantity of a good
demanded divided by the corresponding percentage change in its price.

5. The price elasticity of demand tells us about movements along __ and
the demand elasticity must be a negative number.

6. For further brevity, economists sometimes the minus sign.

Task 5. Check your grammar.
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Shorten the following sentences without changing their meaning, like this:
Nobody likes prices, which are constantly rising.
Nobody likes constantly rising prices.

A demand curve, which slopes.

John is a person who works very hard.

We must develop a policy, which fixes prices better. Interest rates,
which rise will damp down demand.

An economy, which is rapidly expanding can get out of control.

Let's look at the information, which corresponds to this in tabular
form.

Shorten the following sentences without changing their meaning, like this:
The quantity, which we require is 5000 units.
The required quantity is 5000 units.

A demand curve, which has been drawn inaccurately.
A price, which has been fixed.
We can see changes in the price of goods, which are related to each

other.

The prices, which we have been given should be seen as
hypothetical.

If we don't use a model, which has been simplified we shall get
bogged down.

Ours is a company, which is managed well.

An economy, which is poorly run leads to problems in society.

That is a theory, which is now out of date.

On the evidence available, that is a conclusion, which is not justified.

Task 6. Explain in English.

different units; percentage change; unit-free; absolute number

Task 7. Answer the following questions.

1. What does the downward slope of the demand curve show?

2. Give the definition of the price elasticity of demand. Explain it in your
own words

3. Name the three types of the demand elasticity as mentioned above.

4. Explain in your own words how to calculate demand elasticity.

5. Explain why economists sometimes omit the minus sign and how
negative and positive numbers should be distinguished.
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UNIT 8
Injections and Withdrawals

Task 1. Answer the following question. What do you know about
injections and withdrawals?

Text A
Injections
Task 2. Read and translate the text.

An injection is simply an addition to the circular flow of income,
which does not arise from the spending of households. It was unrealistic to
assume earlier that there would be no such additions. These additions or
injections will, of course, increase the size of the circular flow and thus the
level of activity in the economy. There are three recognized ways in which
funds can flow into an economy. They can be generated through:

1. Investment
2. Government spending
3. Export sales

Investment is expenditure on productive capital goods. That is, goods
which can be used to produce other goods and services. Thus, investment is
usually held to be expenditure on factories, machinery and other physical
assets. It is important to realize that economics use the word investment in
a different context to the layman. An economist referring to investment
does not mean the purchase of paper financial assets such as stocks or
shares. Clearly, if the ownership of a company’s shares is transferred from
one UK citizen to another there is no overall impact on the economy.

Investment can be categorized into net investment and gross
investment.

Net investment is investment, which actually increases the nation’s
stock of capital goods. It is such investment that enables the economy to
grow. However, some investment is necessary to replace capital stock that
Is worn out or obsolete. This loss of value of assets is called depreciation.
When this replacement is added to the net investment the total achieved is
termed gross investment.

You should note that investment increases the circular flow since it
comprises extra spending that has got originated in the circular flow. The
main influences on the amount of investment that takes place are:
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the rate of interest since firms often have to borrow to undertake the
investment;

the firm’s expectation about the future behavior of the economy. If
they believe the economy will boom and the level of economic activity will
increase, then they are more likely to enjoy increased sales. They may well
decide to invest in new machinery or in a new factory.

On the other hand, if the level of investment declines then there will
be less injections than previously into the economy and the rate of growth
of economic activity (or the national income) will fall. Economic statistics
show us that over the last few decades the level of gross investment in the
UK economy has fluctuated. This will have been one of the factors
affecting the level of national income and the environment in which
businesses operate.

Government expenditure takes many forms and, particularly over the
last 50 years or so, has been a very substantial total. This heading covers
spending by both central government and local authorities. Government
spending results in an injection of funds into the circular flow.

Let us take as an example a decision by the Department of Transport
to build a new motorway. This will lead to a variety of spending, which
would not have taken place otherwise. The authorities will have to employ
surveyors, lawyers, accountants and construction workers and will have to
purchase large quantities of construction materials. All of the spending
generated in this way will be a addition or an injection to the circular flow.

Government spending can, of course, take many other forms. Major
financial items are the provision of health and social security benefits. The
latter tends to put money directly into the hands of people who need it
badly and who are, therefore, likely to spend all or most of it in the near
future. If it so wishes the government can use its own expenditure to
rapidly affect the level of injections and thus the circular flow. Pursuing
such policies, however, can have undesirable side-effects.

Exports are an injection because they result in income entering the
UK’s circular flow as a result of the spending decisions of foreign
households, firms and governments. Notice that this spending by foreign
households is a loss ( or withdrawal from ) their domestic circular flows.

Britain is a major trading nation and, as such, can be described as an
open economy. It exports approximately one-third of all the goods and
services it produces. The amount of the UK imports varies but over time
will be roughly the same proportion. The UK’s trade is recorded in the
balance of payments figures, which are published monthly and then
collected into annual accounts. If you look at the UK’s trade figures you
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will see that rarely, if ever, does the value of exports equal the value of
imports.

The balance of payments accounts are split into two broad sections:
the current account, which records imports and exports of goods and
services; and the capital account, which records international monetary
flows in and out of the UK, such as foreign loans and investment in the
UK.

Exports have always been important to the UK economy and are
indisputably an engine of economic growth. They provide domestic
employment not only in the exporting industry but also in the industries,
which supply components and raw materials to that industry. Exports
bolster the circular flow and promote employment in a range of industries.
They also stimulate innovation and competition and generate a satisfying
standard of living. Most of the world’s most prosperous economies are
successful exporters, notably Japan and Germany. Few isolated economies
have been economically successful.

Vocabulary Notes:

Injection - ix'ekiist, BmuBaHHs ( HAIp. TPOIICH B EKOHOMIKY );

they can be generated through — e Moxe BiZOyBaTHCS IIJIAXOM ...,

assets — MaliHO, aKTHUBH,

net investment — grcra iHBECTHIIIS;

gross investment — BayioBe KariTaJIOBKIIaCHHS;

depreciation — 3nenintoBaHHs ( TpoOIICH ), aMOPTHU3aIlisl, 3HOITYBaHHS,

to term — Ha3uBaTy;

rate of interest — mporieHTHA cTaBKa,;

this will lead to a wvariety of spending - mne npusBeme [0
HaWpI3HOMAHITHIIIUX BUTPAT;

major financial items — ocHOBHI CTaTTi BUTpAT;

social security benefits — minbru corialbHOro 3a0€3MEYCHHS;

pursuing such policies — mpoBeicHHS TaKOi MOJIITHKY;

withdrawal — Bunydenns;

roughly — mpubnu3Ho;

annual accounts — mopidHi 3BiTH;

the balance of payments accounts are split into — crarti miaTi>XKHOTO
OanaHCy IUISATHCS HA ...

Task 3. Answer the following questions.

1. What is an injection?
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2. What is expenditure?

3. What are net and gross investments?

4. What are the main influences on the amount of investment? Can you add
anything else?

5. Speak on government expenditure and its forms.

6. What have you learnt about the UK’s exports and imports?

7. Why are exports an engine of economic growth?

Task 4. Fill in the gaps with the words and expressions from the text.

1. An injection is simply an addition to , Which does not arise from

the spending of households.

2. Investment is on productive capital goods.

3. An economist referring to investment doesn’t mean the purchase of
, such as or :

4. Some investment is necessary to replace capital stock that is or

5. Economic statistics show us that the level of in the UK economy

over the recent years.

6. A decision to build a new motorway will lead to , Which would not

have taken place otherwise.

7. Major financial items are the provision of and

8. The amount the UK imports varies but will be roughly the same

proportion.

9. If you look at the UK’s trade figures you will see that does the

value of exports equal the value of imports.

10. Exports the circular flow and employment in of

industries.

Task 5. Give explanations in English.

physical assets, paper financial assets, stock, shares, capital goods, capital
stock, social security benefits, the balance of payments accounts

Text B
Withdrawals

Task 1. Read and translate the text.
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Withdrawals (or leakages) are that part of the circular flow, which
are not passed on as spending with UK firms. This is income, which
individuals, firms or governments take out of the circular flow with the
likely result that the level of economic activity in the economy declines.
The three forms that withdrawals can take are:

1. Savings
2. Imports
3. Taxation

Both businesses and individual citizens can take the decision not to
spend all of the income that they receive. A number of factors are thought
to determine the level of savings at any one time. Interest rates obviously
influence the saver’s decision since they represent the return on his or her
savings. Many economists believe that decisions to save are taken in
response to periods of economic uncertainty: the more worried people are
about interest rates, job security and so on, the more they are likely to save.
Alternatively, there is evidence that when money is losing value quickly, as
in a period of inflation, people tend to purchase consumer durable goods
such as televisions and washing machines.

Another factor is social change. Previous generations placed great
store by saving in order to carry out major purchases; this is less common
today perhaps due to the ready availability of credit.

You will know that expenditure by UK inhabitants on goods and
services imported from abroad will remove those funds from the domestic
circular flow and will cause a decrease in the level of economic activity.
Periodically, the UK has spent too freely on imports and earnings from
exports have been insufficient to cover this. Many factors encourage us to
purchase imports: some are favorable to the economy in the long term,
whilst others are harmful. If imports of raw materials increase due to the
growth of a domestic industry, then indicates an expanding economy,
which should sell more exports in the future in order to pay for the
increased expenditure. However, if the imports are the consequence of UK
citizens preferring foreign goods on grounds of, for example, price or
quality, then the impact may be harmful as jobs are lost in domestic
industries.

Funds are withdrawn from the circular flow in the form of taxation
by the government. It levies two types of tax:

1. Direct taxes, such as income tax, corporation tax (on profits) and other
taxes on income or wealth;

2. Indirect taxes, such as VAT and customs and excise duties, which are
levied on spending by all of us.
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If the authorities withdraw funds through taxation and then fail to
spend this tax revenue, the circular flow will reduce the level of activity in
the economy.

Taxation policy has been substantially altered by the Conservative
government in the 1980s and early 1990s. It has reduced direct taxes
because of the belief that taxation of this kind reduces the incentive to work
and so dampens the spirit of enterprise in the economy. Indirect taxes, such
as VAT, have been increased to make up for some of the revenue lost from
direct taxes. The government has thus transferred the tax burden from
direct to indirect taxes. The total burden of taxation has hardly altered.

Vocabulary Notes:

leakage — BuUTIK;

which are not passed on as — ski po3riasgaThHCs HE SIK ...;
with the likely result that — B pe3ysibrati woro Moxe ...;

to place great store by — nagaBaTu BeJIuKe 3HAUYCHHS;
insufficient to cover — HemocTaTHIM AJ1s1 MOKPUTTS BUTPAT;
Income tax — moaaTok Ha MPUPICT BapTOCTI;

VAT ( value added tax ) — mogaTok Ha 10JaHy BapTICTh;
excise duty tax — akiu3Huit 30ip

Task 2. Answer the following questions.

1. What are withdrawals?

2. What forms can withdrawals take?

3. Why do people save?

4. What is the reason for purchasing imports?
5. What two types of tax do you know?

Task 3. Fill in the gaps with the words and expressions from the text.

1. Interest rates influence the saver’s decision since they represent

on his savings.

2. Previous generations saving in order to carry out major purchases.
3. Expenditures on goods and services imported from abroad those
funds from and will cause in the level of economic activity.

4. If imports of raw materials increase due to the growth of , then this
indicates

5. Funds are withdrawn from the by the government, which

two types of tax.
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6. Indirect taxes include VAT and

7. Direct taxes reduce to work and so dampen in the
economy.
8. The government has transferred from direct to indirect taxes.

Task 4. Find English explanations.

the return on one’s savings; taxes ( direct, indirect, income, corporation, on
wealth, VAT ); excise duties; the tax revenue
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SECTION IV

Insights into English Grammar

UNIT 1

Present Tenses

Present Forms

Present Simple | Present Present Perfect | Present Perfect
Continuous Continuous
Affirmative Affirmative Affirmative Affirmative
I work _ I am working | have worked | have been
working
You work_ You are | You have
working worked You have been
He works workin
: : g
He is working He has worked
He has been
working
Negative Negative Negative Negative
| don’t work I’m not working | | haven’t | | haven’t been
worked working
You don’t work | You aren’t
,. | working You haven’t You  haven’t
He doesn’t : worked been working
work He isn’t
working He hasn’t | He hasn’t been
worked working

Interrogative
Do | work?
Do you work?

Does he work?

Interrogative
Am | working?

Are
working?

you

Is he working?

Interrogative

Have | worked?
Have you
worked?

Has he worked?

Interrogative

Have | been

working?

Have you been
working?

Has he been
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working?

permanent temporary recently actions started
situations  or | situations completed in the past and
states : _ actions continuing u
: : _She 1S _workm_g to the pregent.p
He lives in a|in Paris this|He has cut the
caravan. week. grass. (the action | He has been
) iIs complete. The | washing his
permanent changing  or | grass is now cut. | bike for an hour.
truth or laws of d_evelc_)plng Z evidence in the
nature situations. present)
Water boils at | Mary is putting
100 C. on weight.
repeated/habit | frequently complete past | past actions of
ual actions repeated actions certain
actions with connected to | duration
He always does “always”, the present with | having visible

his homework

“constantly”, stated or | results or
“continually” unstated time | effects in the
expressing reference. present
annoyance or .
critic>i/sm He has sold his | He has been
car. (Now he has | fighting. That’s
He’s always | no car.) why he’s got a
askin stupid i black eye.
quest?ons. " |He  has Just Y
bought a bike.
(stated time
reference)
reviews/sports | actions personal to express
commentaries/ | happening at or | experiences/cha | anger.
dramatic around the | nges which | Irritation,
narratives moment of | have happened | annoyance,
o speakin explanation or
Pavarotti sings P J | have learnt a cr?[icism
wonderfully in|The baby is | lot this year.
this opera. sleeping at the Someone  has
moment been lying to
me
timetables/prog | fixed emphasis on | Present Perfect
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rammes
(future
meaning)

The race starts
at 3.00.

in exclamatory
sentences

Here comes the
bride!

arrangements
in the near
future

I’'m seeing
Rachel tonight.

number

He has read
three novels this
week.

She
interviewed
seven  students
this morning.

has

Continuous is
normally used
with for, since
or how long to
put emphasis
on duration

She has been
waiting since 4
o’clock.

Time expressions usually used with Present Forms

Present Simple Present Present Perfect & Present

Continuous | Perfect Continuous
Every day / week /| Now, atthe |Just, ever, never, already, yet
month / year, usually, | moment, at | (negative & questions), always,
sometimes,  always, | present, how long, so far, recently, since
rarely, never, often, in | nowadays, (= from a starting point in the
the morning / evening | today, past), for (= over a period of
/| afternoon, at night, | tonight, time), today, this week / month
on Mondays etc always, still | etc

etc

Stative Verbs

Stative verbs express a permanent state rather than an action and do not
have continuous forms. These are:
Verbs of the senses: feel, hear, see, smell, taste etc.

1! Feel and hurt can be used in either continuous or simple forms.

Verbs of feelings and emotions: adore, appreciate, detest, dislike, enjoy,
forgive, hate, like, loathe etc.

Verbs of opinion: agree, believe, expect (=think), see (=understand),
suppose, understand etc.
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Other verbs: appear (seem), belong, concern, depend, fit (=be the right
shape and size for smth), have (=possess), know, mean, owe, own, possess,
need, prefer, require, want, weigh, wish, keep (=continue), seem etc.

Some stative verbs (be, love, see, smell, taste, think etc) have continuous
forms but there is a difference in meaning.

STATE

ACTION

He thinks he’s really clever. (= he
believes)

I’m thinking about his offer. (= I’'m
considering)

What does it taste like? (= What is
its flavor?)

He’s tasting the food to see if it’s
good. (= he’s testing the flavor)

He has two houses. (= he owns; he
pOSsesses)

She’s having lunch. (= she’s eating)

The silk shirt feels soft. (= it has a
soft texture)

Ann is feeling the cat’s fur. (=she’s
touching)

Do you see what | mean? (= Do you
understand?)

I’m seeing Paula tonight. (= I'm
meeting)

Your perfume smells of apples. (= it
has the smell)

She is smelling the roses. (=she’s
trying the smell of)

| love/enjoy good films. (= | like in
general)

I’m loving/enjoying this film. (= I
like specifically)

It looks as if it’s going to rain. (= it
appears)

He is looking at the painting. (= he’s
viewing it)

He appears to be working. (= he
seems to be)

The opera singer is appearing on
stage tonight. (= he will make an
appearance)

The box is heavy. It weighs a lot. (=
its weight is)

He is weighing the potatoes on the
scales. (= he is finding out the
weight of)

Luciano is naughty. (= his character
is bad.)

Suzy is being very naughty. (= she is
misbehaving)

These shoes fit me perfectly.

We are fitting a new carpet in the
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(=They are the right size). hall. (= laying)

Task 1. Use either the simple present or the present progressive of the
verbs in parentheses.

1. I can't afford that ring. It (cost) too much.

2. Look. It (begin) to rain. Unfortunately, 1 (have, not)

my umbrella with me. Tom is lucky. He (wear) a raincoat.

3. 1 (own, not) an umbrella. I (wear) a

waterproof hat on rainy days.

4. Asarule, | (sleep) until 6 o'clock in the morning, and then |

(get) up and (study for my classes.

5. Shhh. Grandpa (take) a nap in the living room. We (want, not)
to wake him up. He (need) his rest.

6. Right now I (look) at Janet. She (look) angry. |

wonder what's the matter. She (have) a frown on her face. She

certainly (have, not) any fun right now.

7. Right now | (look) around the classroom. Yoko (write)
her book. Carlos (bite) his pencil. Wan-Ning (scratch)
his head. Ahmed (stare) out the window. He (seem)

to be daydreaming, but perhaps he (think) hard about

verb tenses. What (you, think) . Ahmed (do) ?

8. | (want) to figure out the meaning of this saying: "The pen is

mightier than the sword." | (know) that "mightier" (mean)

more powerful," but what's a "sword"? What (*'sword," mean) ?

9. Right now Martha is in the science building. The chemistry

experiment she (do) Is dangerous, so she (be) very careful. She

(want, not) to spill any of the acid. She (be, always) careful

when she does a chemistry experiment.

Task 2. Complete the sentences by using either the simple present or
the present progressive of the verbs in the list. Include any words
given in parentheses. Use each verb only once.

belong fail scream  tape
bite fight shine try
bleed mean shrink whisper
blow own sleep

1. It'sa gray day today. The sun (not) isn’t shining.
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2. The bank lent us money for a down payment, so now we (own) own
the house we used to rent.

3. Shhh! | to concentrate. | can't hear myself think with all that
noise going on.

4.  This book is mine. That one to Pierre.

5. Shhh! The baby . We don't want to wake him up.

6. A:Juan! What's the matter with your hand? It

B: I just cut it when | was using a knife. It's not serious. I'll wash it and put
a bandage on it.

7. A: My marks in school are terrible this term. | three of my
COUrses.

B: Maybe you can improve your grades before the end of the term if you
start studying harder.

8. That sweater won't fit you if you wash it in hot water. Wool in
hot water.
9. Look at Joan. She her fingernails. She must be nervous.

10. The children can't get their kite high up in the air because the wind
(not) hard enough today.

11. My two children don't get along. It seems they (always)

about something. Is that typical of siblings?

12. Alice and John! Why (you) to each other? If you have
13. Kareem has his tape recorder on his desk. He the professor's
lecture.

Task 3. Fill in with Present Simple or Continuous.

1. A:l1l) (think) about visiting Jane this afternoon.

B: I wouldn’t bother. | 2) (think) she’s away on holiday.

2. A: Mr Jones 3) (have) a telephone message from his wife.
B: Can it wait? He 4) (have) a business meeting and don’t
want to disturb him.

3. A: The police 5) (still/look) for fingerprints left in the
room.

B: It 6) (look) as if they won’t find the criminal.

4. A1 17) (love) breathing in clear, country air!
B:Sodol. I8) (love) every minute of this walking trip.

5. A:19) (see) my boss about a pay rise this afternoon.
B:110) (see). That’s why you’re wearing a suit and tie.

6. A: Why 11) (you/taste) the soup? Is there anything wrong
with it?
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B: Yes — it 12) (taste) too sweet. | think I’ve used sugar
instead of salt.
7. A:Why 13) (you/feel) he baby’s forehead. Mum?
B: I think she’s got a temperature. She 14) (feel) rather hot.
8. A:John 15) (be) a very rude person, you know.
B: | know. Sheila 16) (be) very rude these days too,
although she’s usually polite.
9. Allt17) (look) as if it’s doing to rain this afternoon.
B: | know. | 18) (look) for my umbrella to take out with
me.
10. A: Why 19) (you/smell) the inside of your car?
B: Because it 20) (smell) of petrol and | want to check
for leaks.

Task 4. Choose either the present simple or present progressive in the
following sentences.

1. Something (smell) very good.

2. We (eat) dinner at seven o'clock tonight.
3. He (practice) the piano every day.

4. They (drive) to school tomorrow.

5 |1 (believe) you.

6. Maria (have) a cold.

7. George (swim) right now.

8. John (hate) smoke.

9. Jill always (get) up at 6.00 a.m.

10. Jerry (mow) the lawn now.

Task 5. Complete the sentences with the present simple or present
progressive tense of the verbs in brackets.

1.1 (think) you already (know) my views on the matter.

2. I'm tired of working in an office. | (think) of changing my job.

3. I just (smell) your roses. They (not smell) wonderful?

4. | gradually (forget) all the physics | ever learnt at school.

5. You (see) that house over there? No, not there! You
(not look) where my finger (point).

6. | (not hear) anything. You just (imagine) things.

7. The court (hear) this particular part of the evidence in private.

8. I just (taste) the cocktail to see if there's enough gin in it. How

—

(taste) to you?
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9.1 (think) my daughter (see) too much of that young
ma n these days, and | (not approve) of it.

10. Don't take his remarks too seriously. He's so upset that | (not
think) he really (know) what he (say).

11. The monument (stand) on a hill overlooking the town.

12. You (realize) that you (stand) on my toe?

13. The town (have) a population of 50,000.

Task 6. Put the verbs in brackets into the present simple or the present
progressive tense.

1. Cuckoos (not build) nests. They (use) the nests of the
other birds.

2. You can't see Tom now: he (have) a bath.

3. He usually (drink) coffee but today he (drink) tea.

4. What she (do) in the evenings? She usually (play)
cards or (watch) TV.

5. I won't go out now as it (rain) and | (not have) an um-
brella.

6. The last train (leave) the station at 11.30.

7. He usually (speak) so quickly that I (not
understand) him.

8. Ann (make) a dress for herself at the moment. She

(make) all her own clothes.

9. Hardly anyone (wear) a hat nowadays.

10. I'm afraid I've broken one of your coffee cups. Don't worry. |
(not like) that set anyway.

11.1 (wear) my sunglasses today because the sun is very strong.

12. Tom can't have the newspaper now because his aunt (read) it.

13. I'm busy at the moment. | (redecorate) the sitting room.

14. The kettle (boil) now. Shall I make the tea?

15. You (enjoy) yourself or would you like to leave now? ~ |
(enjoy) myself very much. I (want) to stay to the

end.

16. How you (get) to work as a rule? ~ I usually (go)

by bus but tomorrow | (go) in Tom's car.

17. Why you (put) on your coat? ~ | (go) for a walk.

You (come) with me? ~ Yes, I'd love to come. You

(mind) if | bring my dog?

18. How much you (owe) him? ~ | (owe) him £5. ~

You (intend) to pay him?
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19. You (belong) to your local library? ~ Yes, | do. ~ You
(read) a lot? ~ Yes, quite a lot. ~ How often you

(change) your books? ~ | (change) one every day.

20. Mary usually (learn) languages very quickly but she
(not seem) able to learn modern Greek.

21. | always (buy) lottery tickets but | never (win)

anything.

22. You (like) this necklace? | (give) it to my

daughter for her birthday tomorrow.

23. 1 won't tell you my secret unless you (promise) not to tell

anyone. ~ | (promise).

24. You always (write) with your left hand?

25. You (love) him? ~ No, | (like) him very much

but | (not love) him.

26. You (dream) at night? ~ Yes, | always (dream)

and if | (eat) too much supper | (have) nightmares.

27. The milk (smell) sour. You (keep) milk a long

time?

28. These workmen are never satisfied; they always (complain).

29. We (use) this room today because the window in the room is

broken.

30. He always (say) that he will mend the window but he never

(do) it.

31. You (know) why an apple (fall) down and not

up?

32. You (write) to him tonight? ~ Yes, | always

(write) to him on his birthday. You (want) to send any message?

33. Tom and Mr Pitt (have) a long conversation. |

(wonder) what they (talk) about.

34. You (believe) all that the newspapers say? ~ No, |

(not believe) any of it. ~ Then why you (read)

newspapers?

35. This car (make) a very strange noise. You (think) it

is all right? ~ Oh, that noise (not matter). It always

(make) a noise like that.

Task 7. Put the verbs in brackets into the present simple or the present
progressive tense.

1. What Tom (think) of the Budget? ~ He (think) it
most unfair. ~ | (agree) with him.
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2. What this one (cost)? ~ It (cost) forty pence.
3. You (hear) the wind? It (blow) very strongly tonight.
4. You (see) my car keys anywhere? -No, | (look) for
them but | (not see) them.
5. He never (listen) to what you say. He always (think)
about something else.
6. This book is about a man who (desert) his family and
(go) to live on a Pacific island.
7. You (understand) what the lecturer is saying? ~ No, |
(not understand) him at all.
8. What you (have) for breakfast usually? ~ I usually (eat)
a carrot and (drink) a glass of cold water.
9. When the curtain (rise) we (see) a group of workers. They
(picket) a factory gate.
10. Why you (walk) so fast today? You usually (walk)
quite slowly. ~ | (hurry) because | (meet) my mother at 4
o'clock and she (not like) to be kept waiting.
11.1 (wish) that dog would lie down. He (keep) jumping up
on my lap. ~ | (think) he (want) to go for a walk.
12. You (recognize) that man? ~ | (think) that | have seen
him before but | (not remember) his name.
13. Look at that crowd. | (wonder) what they (wait) for.
14. This message has just arrived and the man (wait) in case you
(want) to send a reply.
15. Stop! You (not see) the notice? ~ | (see) it but I can't
read it because | (not wear) my glasses. What it (say)? ~ It
(say) "These premises are patrolled by guard dogs".
16. She always (borrow) from me and she never (remember)
to pay me back.
17. You (need) another blanket or you (feel) warm enough?
18. It (save) time if you __ (take) the path through the wood? ~
No, it (not matter) which path you take.
19.1  (save) up because | (go) abroad in July.
20. 1 __ (think) it is a pity you don't take more exercise. You (get)
fat.

Task 8. Fill the spaces in the following sentences by using for or since.

1. We've been fishing two hours.
2. I've been working in this office a month.
3. They've been living in France 1970.
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4. He has been in prison a year.

5. I've known that a long time.

6. That man has been standing there six o'clock.

7. She has driven the same car 1975.

8. Things have changed | was a girl.

9. The kettle has been boiling a quarter of an hour.
10. The central heating has been on October.

11. That trunk has been in the hall a year.

12. He has been very ill the last month.

13. I've been using this machine twelve years.

14. We've been waiting half an hour.

15. Mr Pitt has been in hospital his accident.

16. He hasn't spoken to me the last committee meeting.
17. 1 have been very patient with you several years.
18. They have been on strike November.

19. The strike has lasted six months.

20. It has been very foggy early morning.

21. They have been quarrelling ever they got married.
22. I've been awake four o'clock.

23. I've been awake a long time.

24. We've had no gas the strike began.

25. I've earned my own living | left school.

26. Nobody has seen him last week.

27. The police have been looking for me four days.
28. | haven't worn low-heeled shoes I was at school.
29. He has been under water half an hour.

30. That tree has been there 2,000 years.

Task 9. Put the verbs in brackets into the present perfect or the
present perfect progressive tense. (In some cases either could be used.)

P OONOUAWNER

0.

. We (walk) ten kilometres.

. We (walk) for three hours.

. 'You (walk) too fast. That's why you are tired.
I (make) sausage rolls for the party all the morning.
How many you (make)? ~ | (make) 200.

That boy (eat) seven ice-creams.

He (not stop) eating since he arrived.

. The driver (drink). I think someone else ought to drive.

I (pull) up 100 dandelions.
I (pull) up dandelions all day.
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11. What you (do)? ~ We (pick) apples.

12. How many you (pick)? ~ We (pick) ten basketfuls.

13.1 (sleep) on every bed in this house and | don't like any of them.
14. He (sleep) since ten o'clock. It's time he woke up.

15. He (ride); that's why he is wearing breeches.

16. | (ride) all the horses in this stable.

17. What a lovely smell! ~ Mary (make) jam.

18. The students (work) very well this term.

19. I only (hear) from him twice since he went away.

20. 1 (hear) from her regularly. She is a very good correspondent.
21. 1 (grease) my car. That's why my hands are so dirty.

22. 1 (polish) this table all the morning and she isn't satisfied with it
yet.

23. 1 (work) for him for ten years and he never once (say)
"Good morning" to me.

24. He (teach) in this school for five years.

25. 1 (teach) hundreds of students but | never (meet)

such a hopeless class at this.

Task 10. Complete these statements with the present perfect
progressive form of each verb in parentheses.

Diana: (study) a lot their semester, too. This week | (write) a
term paper. My roommate (help) me. But we (not work) all
the time. We (have) a good time, too. We (play) tennis and
(relax).

Jim: So you (enjoy) yourselves these days. | (not relax)
much. | (think) about a vacation for a while. My wife (work)
hard these days, too. She (not take) time for herself. She

(type) for extra money and she (babysit), too.

Task 11. Arrange these words into the present perfect or the present
perfect progressive sentences.

Well, Julio, how do you feel?
Just/ your tenth straight no-hitter/ you/ pitch/ look letter/ You/ never.

Strike out a lot of ballets/ lately/ You/.

You/ not walk any ballets/ recently/.
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win twenty games/ their season/ And you learn/already.

They/ a bad game/ not play/ yet/.

Task 12. Put the verbs in brackets into the correct tense: present
perfect simple or present perfect progressive.

1. Peter: You (telephone) for ages. You not nearly (finish)?

Jack: | (not get) through yet. | (try) to get our Paris office

but the line (be) engaged all morning.

2. Ann (fail) her driving test three times because she's so bad at

reversing. But she (practice) reversing for the last week and | think

she (get) a bit better at it.

3. Tom: | often (wonder) why Bill left the country so suddenly.

Peter: Actually, | just (find) out.

4. He (play) the bagpipes since six o'clock this morning. He only just
(stop).

5. Why you (not bring) me the letters for signature? You

(not type) them yet?

6. Tom (looking up absent-mindedly as Mary comes in): You
(sunbathe)? Mary (crossly): Don't be ridiculous! It (rain)

all day!

7. A pair of robins (build) a nest in the porch since last week. |
(watch) them from my window since they began.

8. The police (not find) the murderer yet, but the dead man's

brother (be) in the station all day. The police say that he

(help) them with their enquiries.

9. They __ (pull) down most of the houses in this street, but they

(not touch) the old shop at the corner yet.

10. Tom is convinced that there is gold in these hills but we (search)

for six months and (not see) any sign of it.

11. 1 (wait) for the prices of the houses to come down before buying

a house, but I think | (wait) too long and the prices are beginning to

go up again.

12. Peter (be) a junior clerk for three years. Lately he

(look) for a better post but so far he __ (not find)

anything.
13. 1 (do) housework all morning and | (not finish) yet. ~ |
( do) mine already. I always start at 6 a.m.
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14. | just _ (pick) ten pounds of strawberries! | _ (grow)

strawberries for years but | never (have) such a good crop before.

15. What you (do) with the corkscrew? The point is broken off. ~

I'm afraid | (use) it to make holes in this tin.

16. She just (sell) two of her own paintings. ~ She's lucky. |

(paint) for five years and | (not sell) a single picture yet.

17. They are throwing crockery at each other in the next flat. ~ This

(happen) before? ~ Well, they (have) a good many rows but this is

the first time they (throw) crockery.

18. What you (do) with my typewriter? | can't find it anywhere. ~

Tom just (go) off with it. He says he'll bring it back when he

(finish).

19. He (work) for Crow Brothers for forty years and never once
(be) late. The firm just (present) him with a gold watch as a

sign of their appreciation.

20. We (mend) sheets all morning but we only (do) three, and

now the sewing machine (break) down so we'll be even slower with

the next one.
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UNIT 2

Past Tenses

Past Simple Past Continuous | Past Perfect Past Perfect
Continuous
Affirmative Affirmative Affirmative Affirmative
| worked I was working | had worked I had been
workin
You worked You were | You had worked J
workin You had been
He worked J He had worked workin
: g
He was working
He had been
working
Negative Negative Negative Negative
| didn’t work | wasn’t working | | hadn’t worked |1 hadn’t been
_ working
You didn’t work | You weren’t | You hadn’t
L working worked You hadn’t
He didn’t work been working
He wasn’t | He hadn’t
working worked He hadn’t been

working

Interrogative

Interrogative

Interrogative

Interrogative

Did I work? Was | working? | Had | worked? |Had | been
_ working?
Did you work? | Were you | Had you

ing? ked?

Did he work? working worked vl_\llgrdkin)é?)u been
Was he | Had he worked? '
working? Had he been

working?

past actions | action in the | past action | action

which happened | middle of | which occurred | continuing over

one
immediately

happening at a
stated past time

before another
action or before
a stated past

a period up to a
specific time in
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after other

He got in the car,
started the

I was living in
Spain this time
last year.

time

He had spent all
his money by the

the past

She had been
trying to get a

engine and drove end of the|visa for months
off. month. before she gave
up.

past habit or|past action in|complete past|past action of

state progress action which | certain duration
interrupted by | had visible | which had

He = used  to another past | results in the | visible results in

walkiwalked to action. The | past the past

work every day.

complete action
or event which
happened at a
stated past time

She passed her
exam last week.

longer action is
in the Past
Continuous, the
shorter action is

in the Past
Simple.

I was playing
football when |

broke my ankle.

He was delighted
because he had
found a new job.

Her filings hurt
because she had
been playing the
guitar all day.

complete  past
actions not
connected to the
present with a
stated or
implied time
reference

Elvis
made
records.

Presley
lots of

two or more
simultaneous

past actions of
certain duration

He was cooking
while she was
sleeping.

Background
description to
events in a story
/ description

They were
travelling to
Swansea...

the Past Perfect

is the past
equivalent  of
the Present
Perfect

There was no
pudding left; he
had eaten

the Past Perfect
Cont. is the past
equivalent  of
the Present
Perfect

He stayed in bed
that day because

he had been
feeling ill all
week.

Time Expressions usually used with Past Forms
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Past Simple

Past Continuous

Past Perfect

Past Perf.

Continuous

Yesterday, last
week etc, (how
long) ago, then,
just now, when,
in 1992 etc

While, when, as,
the moment that
etc

For, since,
already,  after,
just, never, Vet,
before, by the
time etc

For, since

Task 1. Use the simple past or the past progressive of the verbs in

parentheses.

1. | am sitting in class right now. | (sit)

same time yesterday.
2. | don't want to go to the zoo today because it is raining. The same

thing happened yesterday. | (want, not)

it (rain)
3. | (call)

home. He (study)

4. | (hear, not)
(sleep) :

Roger at nine last night, but he (be, not)
at the library.

in class at this exact

to go to the zoo because

at

the thunder during the storm last night because |

5. It was beautiful yesterday when we went for a walk in the park. The

sun
(sing)

6. My brother and sister (argue)

(shine) :

A cool

into the room.
7. 1gota package in the mail. When I (open) it, |

surprise.

8. While Mrs. Emerson (read)

asleep,
(tiptoe)

so she
out of the room.

(close)

breeze

(blow) .

The birds

about something when | (walk)

(find) a

the little boy a story, he (fall)

the

9. A:Why weren't you at the meeting?

B: I (wait)

10. A: How (you, break)

B: I (slip)
of the dorm.

11. A: I'm sure you met Carol Jones at the party last night.

for an overseas call from my family.
your arm?

on the ice while I (cross)

B: | don't remember her. What (she, wear)
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12. It was my first day of class. | (find, finally) the right room.
The room (be, already) full of students. On one side of the
room, students (talk, busily) to each other in Spanish. Other
students (speak) Japanese, and some (converse) in
Arabic. It sounded like the United Nations. Some of the students, however,
(sit, just) quietly by themselves. | (choose) an
empty seat in the last row and (sit) down. In a few minutes, the
teacher (walk) into the room and all the multilingual
conversation (stop)

Task 2. Complete the sentences with the past simple or the past
progressive of the verbs in brackets. The adverbs in italics should be
put in their correct position.

1. Who was that girl you (talk) to when | (pass)
you in the street?

2. He (sleep) soundly when he (awaken —
passive) by a noise. He (go) downstairs to find out what
(happen). He (know) something must be wrong because the dog

(bark) furiously.

3. He (not take) my remarks seriously. In fact, he
(think) 1 (joke).

4. The men (drink) together when an argument
(break out). The men soon (come) to blows, and the publican

(call) the police. The situation just (begin) to get out of
hand, when the police (arrive) and (take) the two men
to the police station. While they (get) out of the police car, one
man (make) a break for it, and (succeed) in getting
away. They still (look) for the man two hours later.

5. What (go on) in your house when | (call) on
you last night? | (ring) the bell three times, but you (not
answer) the door. Judging by the noise that (come) from the
sitting room | (think) you must be having a party.

6. | (look) for you in the theatre all evening. Where you

(sit)?
7. When | (leave) the airport, John and his wife still
(talk) to the customs official. They (seem) to have some
difficulty over their passports.

Task 3. Put in the past simple or past progressive. Note where both
forms are possible.
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TUG OF WAR WITH A HEDGEHOG
Mrs May, our District Nurse, (drive) home at 3 a.m. one
night after an urgent visit to a sick patient. She (drive) along a
deserted country lane, when she (see) a new kind of animal. She
(stop) her car and (get out) . The animal (be)
clearly visible in the blaze of her headlights. It (look) like a
hedgehog with a tall white hat. It (cross) the road without paying
any attention to Mrs May. When Mrs May (go) close to it, she
(notice) that there was a plastic yoghurt pot on the hedgehog's
head. The poor creature had got its head stuck in the plastic pot. Her
instincts as a nurse (tell) her she would have to rescue it, so she
(pull) the pot off the hedgehog's head. Mrs May (think)
the hedgehog (look) rather sad, when she (notice) that the
pot was half full of strawberry yoghurt. She (give) it back to the
hedgehog. The creature (seize) it, (put) it on its head again,
and triumphantly (continue) Its journey across the road

Task 4. Use either the past simple tense or the past progressive in the
following sentences as appropriate.

1. Jane (eat) dinner when his friend called.

2. At three o'clock this morning, Eleanor (study). When
Garry arrived, the Johnsons (have) dinner, but they stopped in order
to talk to him.

3. John (go) to France last year.

4. When the teacher (enter) the room, the students were
talking.

5. While Joan was writing the report, Henry (look) for new
information.

6. We (see) this movie last night.

7. At one time, Mr Roberts___ (own) this building.

8. John (write) a letter to his family when his pencil
(break).

Task 5. Insert the past simple or the past progressive.

1. When we (to open) the window, it (to rain).

2.1t (to get) dark when we (to reach) home.

3. You (to find) these examples in the book at the previous
lesson.

4.1 (not to forget) to lock the door this morning.
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5. The pupils (to work) in the field.

6. We (to arrive) ten minutes later.

7. We (to see) the men in the boat which (to near) the
harbor.

8. Ann still (to look) out of the window when | (to
enter).

9. She (to lie) in bed. She (to say) she (not
to feel) well.

10. The train (to pass) a big town in the night and so we

(not to see) it.
Task 6. How did it happen?
1. How did Alice hurt herself? (play soccer). Example: She hurt

herself while she was playing soccer.
2. How did Martin burn himself? (iron his clothes)

3. How did Helen cut herself? (slice onions)

4. How did Jennifer meet her husband? (fix a flat tyre)

5. How did Martin break his arm? (skate)

6. How did you lose your wallet? (ride my bicycle)

7. How did Jeff meet his wife? (swim at the beach)

8. How did Bob get a black eye? (fight with his brother)

9. How did your children burn themselves? (make breakfast)

10. How did Martha trip and fall? (dance)

Task 7. Past simple or past progressive?

1.1 (mend) my sails one day when a man | had worked with
before (walk) up and (ask) me if I'd like to have a drink.

2.1 (think) he probably had more than just a friendly drink
in mind, so | (stop) what | (do), (wipe) off my hands,
and (follow) him to the local drink shop.
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3. It (be) there that | (find) out that he
(recruit) people to work on Necho's project.

4. Nowadays, everybody knows about our journey, but then, it

(sound) a bit strange.

5. At first | thought the man (try) to play a trick on me.

6. But the more he (talk), the better it (sound) — a
real adventure.

7.1 (get) tired of the same old sea routes year after year.

8. Besides, | (think) it would be a great trading opportunity;
the route to Carthage, across Greek waters, (get) more and more
dangerous.

9. You may not believe this, but it (only take) me a few
minutes to decide; | (sit) there in that shop with a cup in my hand,
and | (make) a decision that would change my life — and lots of
other people’s lives as well.

10. There were times on my journey when | (have) doubts
about my decision.

11. Once while we (be) pushed south-west by the monsoon
winds, | (nearly be) washed off the deck by a big wave.

12. And one day during the long sail south, one of the men
(try) to convince the rest of us that we were under a magic spell when a

dead black bird (fall) on the deck; believe me, we (be)
scared.

13. But there were some good times, too: we (have) to stop
and collect supplies on the west coast, and we (stay) there for a
long time, in one of the most beautiful places I've seen

14. One evening while | (sit) under a tree with the wind in
my face and a luscious big mango to eat, | almost (decide) to stay
there for the rest of my life.

15. But of course | (not stay); | (know) that I would

get tired of it soon enough, and besides, my wife and children
(wait) for me back in Tyre.

Task 8. Put the verbs in brackets into the correct tense: the past simple
or the past progressive.

1. Peter and Ann (decide) to redecorate their sitting-room
themselves.

2. They (choose) cream paint for the woodwork and apricot
for the walls.
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3. When John (look) in to see how they (get) on,
Ann (mix) the paint, and Peter (wash) down the walls.

4. They (be) glad to see John and (ask) if he

(do) anything special that day

5. He hastily (reply) he (go) to the theatre and

(go) away at once, because he (know) they (look)
for someone to help them.

6. They (begin) painting, but (find) the walls

(be) too wet.

7. They (work) in silence for some time.

8. Just as they (start) the third wall, the doorbell
(ring).

9.1t (be) a friend of Peter's who (want) to know if
Peter (play) golf the following weekend.

10. He (stay) talking to Peter in the hall while Ann
(go) on painting.

11. At last he (leave).

12. Peter (return), expecting Ann to say something about
friends who (come) and (waste) valuable time talking
about golf.

13. But Ann nobly (say) nothing.

14. Then Peter (think) he would do the ceiling.

15. He just (climb) the step ladder when the doorbell

(ring) again.

Task 9. Put the verbs in brackets into the past simple or the past
progressive.

1.1 (walk) along Piccadilly when | (realize) that a
man with a ginger beard, whom | had seen three times already that after-
noon, (follow) me.

2. To make quite sure, | (walk) on quickly, (turn)
right, then left and (stop) suddenly at a shop window.

3. In a few minutes the man with the beard (appear) and

(stop) at another shop window.
4. Whenever | (stop) he (stop), and whenever |
(look) round he (be) still there.

5. He (look) a very respectable type and _ (wear) very
conventional clothes and | (wonder) if he was a policeman or a
private detective.

6. | (decide) to try and shake him off.
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7. A 74 bus (stand) at the bus stop just beside me.
8. Then the conductor _ (come) downstairs and (ring) the
bell; just as the bus (move) off, | ___ (jump) onit.
9. The man with the beard (miss) the bus but (get)
into another 74, which (follow) the first.
10. Both buses (crawl) very slowly along Knightsbridge.
11. Every time the buses __ (pull) up at a stop, the man (look)
out anxiously to see if | (get) off.
12. Finally, at some traffic lights, he _ (change) buses and
(get) into mine.
13. At Gloucester Road Underground, | (leave) the bus and
(buy) a ticket at a ticket machine.
14. As | (stand) on the platform waiting for a Circle Line
train, my pursuer (come) down the stairs.
15. He (carry) a newspaper and when we (get) into
the same compartment, he (sit) in one corner reading it, and |

(read) the advertisements.

Task 10. Put the verbs in brackets into the correct tense: the past
simple or the past progressive.

1. He (sit) on the bank fishing when he (see) a man's
hat floating down the river. It (seem) strangely familiar.

2. It (snow) heavily when he _ (wake) up. He
(remember) that Jack _ (come) for lunch and (decide) to go
down to the station to meet him in case he (lose) his way in the
snowy lanes.

3.When | (reach) the street | (realize) that | (not
know) the number of Tom's house. | (wonder) what to do about it
when Tom himself __ (tap) me on the shoulder.

4. As the goalkeeper (run) forward to seize the ball a bottle

(strike) him on the shoulder.

5.1 (look) through the classroom window. A geometry les-
son (go) on. The teacher (draw) diagrams on the
blackboard.

6. Most of the boys (listen) to the teacher but a few
(whisper) to each other, and Tom (read) a history book. Tom
(hate) mathematics; he always (read) history during his mathematics
lesson.

7. Everyone (read) quietly when suddenly the door
(burst) open and a complete stranger (rush) in.
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8.1 __ (go) to Jack's house but (not find) him in. His
mother (say) that she (not know) what he (do) but

(think) he probably (play) football.

9. This used to be a station and all the London trains (stop)
here. But two years ago they (close) the station and (give) us
a bus service instead.

10. She (promise) not to report me to the police but ten
minutes later | (see) her talking with a policeman and from the
expression on his face | am sure she (tell) him all about it.

11. 1 (pick) up the receiver and (dial) a number. To
my surprise | (find) myself listening to an extraordinary conversation.
Two men (plan) to kidnap the Prime Minister.

12. 1 (meet) Paul at the university. We __ (be) both in the
same year. He (study) law, but he (not be) very interested in it
and (spend) most of his time practicing the flute.

13. The train just (start) when the door (open) and
two panting passengers (leap) in.

14. "What you (do) between 9.00 and 10.00 yesterday?"

(say) the detective. "I __ (clean) my house," said Mrs Jones. "I
always clean my house on Saturday mornings."

15. My neighbor (look) in last night and (say) that he

(leave) the district and (go) to Yorkshire, to a new job. I (say)
that | (be) very sorry that he (go), and (tell) him to
write to me from Yorkshire and tell me how he _ (get) on.

16. They __ (build) that bridge when | (be)
here last year. They haven't finished it yet.

17. The dentist's waiting room was full of people. Some
(read) magazines, others just (turn) over the pages. A woman
(knit); a child (play) with a toy car. Suddenly the door _ (open)
and the nurse (say), "Next, please."

18. The house next to yours (be) full of policemen and
police dogs yesterday.~ What they (do)? ~ 1 ___ (hear) that they
___ (look) for drugs. ~ They (find) any? ~ Yes, | believe one of the
dogs (discover) some cannabis.

19. Peter ___ (tell) me yesterday that he (make) his own £5
notes ~ Don't believe him. He just (pull) your leg.

20. A traffic warden just (stick) a parking ticket to my
windscreen when | (come) back to the car. | (try) to persuade
him to tear it up but he (refuse).

21. Ann works in the branch where the big robbery (take)
place. ~ She actually _ (work) there at the time of the raid?
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22. When Ann (say) that she (come) to see me the
nextday, | __ (wonder) what flowers she would bring. She always brings
flowers.

23. While | (wonder) whether to buy the dress or not,
someone else (come)and ___ (buy) it.

24. He always (borrow) from me (he borrowed more often
than was reasonable) but when | once (ask) him to lend me
something, he (say) he (not have) got it before he even
(know) what 1 (want) to borrow.

25. 1 (go) home on foot and all the time | (have) the
impression that | (be) followed (passive). But though | (turn)
round several times, | never (see) anybody.

Task 11. Put the verbs in brackets into the past simple or the past
progressive tense.

1. | lit the fire at 6.00 and it (burn) brightly when Tom came
in at 7.00.

2. When | arrived the lecture had already started and the professor

(write) on the overhead projector.

3.1 (make) a cake when the light went out. | had to finish it
in the dark.

4. | didn't want to meet Paul so when he entered the room |
(leave).

5. Unfortunately when I arrived Ann just (leave), so we only
had time for a few words.

6. He (watch) TV when the phone rang. Very unwillingly he

(turn) down the sound and (go) to answer it.
7. He was very polite. Whenever his wife entered the room he
(stand) up.

8. The admiral (play) bowls when he received news of the
invasion. He (insist) on finishing the game.

9. My dog (walk) along quietly when Mr Pitt's Pekinese at-
tacked him.

10. When | arrived she (have) lunch. She apologized for
starting without me but said that she always (lunch) at 12.30.

11. He always (wear) a raincoat and (carry) an
umbrella when he walked to the office.

12. What you (think) of his last book? ~ 1 (like) it
very much.

13. 1 (share) a flat with him when we were students. He
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always (complain) about my untidiness.

14. He suddenly (realize) that he (travel) in the wrong
direction.

15. He __ (play) the guitar outside her house when someone
opened the window and (throw) out a bucket of water.

16. I just (open) the letter when the wind (blow) it out
of my hand.

17. The burglar (open) the safe when he (hear)
footsteps. He immediately (put) out his torch and (crawl)
under the bed.

18. When | (look) for my passport | (find) this old
photograph.

19. You looked very busy when | (see) you last night. What
you (do)?

20. The boys (play) cards when they (hear) their
father's step. They immediately (hide) the cards and __ (take) out

their lesson books.

Task 12. Put the verbs in brackets into the past simple or past
progressive tense.

1. Mr Smith never (wake) up in time in the morning and
always _ (get) into trouble for being late; so one day he (go) to
town and (buy) an alarm clock.

2. To get home he (have to) go through a field where a bad-
tempered bull usually (graze).

3. This bull normally (not chase) people unless something
___ (make) him angry. Unfortunately, as Mr Smith (cross) the
field, his alarm clock (go) off.

4. This (annoy) the bull, who immediately (begin) to
chase Mr Smith.

5. Mr Smith (carry) an open umbrella as it (rain)
slightly. He (throw) the umbrella to the ground and (run)
away as fast as he could.

6. The bull (stop) and (begin) to attack the umbrella.
While he (do) this Mr Smith escaped.

7. When he (awake) she (sit) by the window. She
____ (look) at something in the street, but when he (call) her she
___ (turn) and (smile) at him.,

8. Why you (interrupt) me just now? | (have) a very

interesting conversation with Mr Pitt.
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9. The murderer (carry) the corpse down the stairs when he

(hear) a knock on the door.

10. When | (look) through your books I (notice) that
you have a copy of Murder in the Cathedral.

11. As they (walk) along the road they (hear) a car
coming from behind them. Tom (turn) round and (hold) up
his hand. The car ____ (stop).

12. When | (arrive) at the station Mary (wait) for me.
She  (wear) a blue dress and (look) very pretty. As soon as she

(see) me she (wave) and (shout) something, but I
couldn't hear what she (say) because everybody (make) such
a noise.

13. The prisoner (escape) by climbing the wall of the garden
where he (work). He (wear) blue overalls and black shoes.

14. She said that he car ___ (travel) at 40 k.p.h. when it
(begin) to skid.

15. She said that she (not like) her present flat and

(try) to find another.

Task 13. Put the verbs in brackets into the present perfect or the past
simple tense. In some sentences the present perfect progressive is also
possible.

1. This is my house. ~ How long you (live) here? ~ |
(live) here since 1970.

2. He (live) in London for two years and then (go) to
Edinburgh.

3. You __ (wear) your hair long when you were at school? ~
Yes, my mother __ (insist) on it.

4. But when | (leave) school | (cut) my hair and

(wear) it short ever since.

5. Shakespeare (write) a lot of plays.

6. My brother (write) several plays. He just___ (finish) his
second tragedy.

7.1 (fly) over Loch Ness last week. ~ You  (see) the
Loch Ness monster?

8.1 (not see) him for three years. | wonder where he is.

9. He (not smoke) for two weeks. He is trying to give it up.

10. Chopin (compose) some of his music in Majorca.

11. When he (arrive)? ~ He (arrive) at 2.00.

12. You (lock) the door before you left the house?
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13.1 (read) his books when | was at school. | (enjoy)
them very much

14. 1 can't go out because | (not finish) my work.

15. I never (drink) whisky. ~ Well, have some now.

16. 1 (write) the letter but I can't find a stamp.

17. The clock is slow. ~ It isn't slow, it (stop).

18. Here are your shoes; | just (clean) them.

19. 1 (leave) home at 8.00 and (get) here at twelve.

20. 1 (do) this sort of work when | (be) an apprentice.

Task 14. Put the verbs in brackets into the present perfect or past
simple tense.

1. Where is Tom? ~ | (not see) him today, but he
(tell) Mary that he'd be in for dinner.

2.1 (buy) this in Bond Street. ~ How much you (pay)
for it? ~ | (pay) £100.

3. Where you (find) this knife? ~ | (find) it in the
garden. ~ Why you (not leave) it there?

4.1 (lose) my black gloves. You _ (see) them anywhere?
~ No, I'm afraid | . When you last (wear) them? ~ |
(wear) them at the theatre last night. ~ Perhaps you (leave) them at
the theatre.

5. Do you know that lady who just (leave) the shop? ~ Yes,
that is Miss Thrift. Is she a customer of yours? ~ Not exactly. She
(be) in here several times but she never (buy) anything.

6. He (leave) the house at 8.00. ~ Where he (go)? ~ 1

(not see) where he (go).

7. He (serve) in the First Word War. ~ When that war
(begin)? ~ It (begin) in 1914 and (last) for four years.

8. Who you (vote) for at the last election? ~ | (vote)
for Mr Pitt. ~ He (not be) elected, (be) he? ~ No, he
(lose) his deposit.

9. You (like) your last job? ~ | (like) it at first but
then | (quarrel) with my employer and he (dismiss) me. ~ How long
you (be) there? ~ | (be) there for two weeks.

10. 1 (not know) that you (know) Mrs Pitt. How long
you (know) her? ~1 __ (know) her for ten years.

11. That is Mr Minus, who teaches me mathematics, but he
(not have) time to teach me much. | only (be) in his class for a week.
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12. 1 (not know) that you (be) here. You (be)
here long? ~ Yes, | (be) here two months. ~ You (be) to the
Cathedral? ~ Yes, | (9o) there last Sunday.

13. You ever (try) to give up smoking? ~ Yes, | ___ (try)
last year, but then | __ (find) that | was getting fatso I ____ (start) again.

14.You ___ (see) today's paper? ~ No, anything interesting
(happen)? Yes, two convicted murderers (escape) from the prison
down the road.

15. Mary (feed) the cat? ~ Yes, she (feed) him before
lunch. ~ What she (give) him? ~ She (give) him some fish.

Task 15. Complete these sentences with the present perfect, the present
perfect progressive, or the past simple form of each verb in
parentheses.

T.: Chris, how are you? I __ (not see) you in ages! What
you (do) this semester? , Ch.: | (play) a lot of tennis.

T.: Really? How long __ (be) interested in tennis?

Ch.: 1 (start) years ago. | guess | (be) about ten years
old. And | (practice) for the college team for month.

T.: But you (not play) on the college basketball team
last semester?

Ch.: Yes, | did. But when the season __ (end), I __ (get)
interested in baseball team this spring, but we (not have) any games
in the last few days, so I __ (think) about swimming too. Of course

there's also the soccer team, the football team, the hockey team, the
bowling team.

Task 16. Supply the past simple or the past perfect simple. Show when
both are possible.

1. They  the gates before | __ there (lock, get).

2. Bythetimewe  theparty  (arrive, finish).

3.1 theshopassoonas| ___the contents of the box. (ring,
check)

4. After we it on the phone, | him a letter about it.
(discuss, write)

5. We a good rest when our guests (have, all leave).

6. When she the office this morning, Jim (ring,

already go out).
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7. Before we . Tim to the theatre, he _ a stage play before,
(take, never see)

8.1 the carpet whenthedog __ inand ___ himself, (just
clean, come, shake)

9. He to do the job in an hour, but he still by 10

o'clock, (promise, not finish)

Task 17. Put in the past perfect simple or progressive or the past
simple. Give alternatives where possible.

COOKING THE BOOKS?

Old Mr Williams was very concerned. He and his wife were
pensioners and he (spend) _ the whole morning looking for the pension
books. He (look)  everywhere, but he (not be able) _ to find them.
Meanwhile his wife (be) _ busy. She (cook) all morning. She
(prepare) _ a delicious meal. She (make) soup, followed by a
lovely pie, which she (bake) in the oven. Mr Williams (always
enjoy) his food, but he clearly wasn't enjoying his lunch. “"What's the
matter, Tom?" his wife asked. Mr Williams (have to) confess that he
(lose) their pension books. "I know", Mrs Williams (say) with
a twinkle in her eye. "I've got them". "You've got them?" "Yes — and
guess where | (find) __ them!" Mr Williams suddenly remembered. "In
the oven! | (put) __ them there for safe-keeping." He (smile) with
relief as she (fish) __ them out of her apron pocket!

Task 18. Complete the sentences with the present perfect progressive
or the past perfect progressive of the verbs in the list:

ask, expect, fly, give, learn, listen, look, operate, point out, say,
see, wait, work

1. At last you're here! | for you for over twenty minutes.

2. He knows quite a lot of English. He it for six years.

3. She finally said "Yes". He her to marry him for years.

4. 1 think | need a break. | solidly for the last three hours.

5. You to a word | , have you?

6. For some time now, world leaders the necessity for
agreement on arms reduction.

7. The police, who trouble during the civil rights

demonstration, were surprised by the eventual absence of violence.
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8. The manager went down with pneumonia. He unwell for
several days.
9. The chairman said that the Board of Directors serious

thought to the possibility of entering the American market.
10. At the inquiry into the plane crash, the pilot said in evidence

that he this type of aircraft for ten years.
11. I know why you're having nightmares. You too many
horror films recently.
12. The new one-way scheme for just over twelve months,

and traffic has improved considerably as a result.
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UNIT 3

Future Tenses

Future Forms

: : Future
Future Simple Be going to Continuous Future Perfect
Affirmative Affirmative Affirmative Affirmative
I will work I am going to |l will beworking |I  will have
_ work _ worked
You will work You will be
Y r ing | workin Negativ
He will work ou are gomng J cgative
to work :
He  will be|l won’t have
He is going to | working worked
work i
Interrogative
Negative Negative Negative Will | have
I won’t work I’'m not goingto | I won’t  be | worked?
work working
You won’t work
; " You’re not | You won’t be
He won’t wor going to work working
He’s not going | He won’t be
to work working

Interrogative

Interrogative

Interrogative

action finished
before a stated

Shall/will I | Am | going to | Will I be future time
work? work? working?
: : : They will have
Will you work? | Are you going to | Will  you be finis¥1ed building
2 ina? .
Will he work? work working their house Dby
Is he going to |Will he  be|May
work? working?
decision taken | actions actions iN'| Euture Perfect
at the moment | intended to be | progress at a|continuous
of speaking (on- | performed in | stated future
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the-spot the near future |time

decisions) I’m going to buy | I’ll be skiing in
It’s cold in here. | some new | the Alps this
I’ll turn on the | clothes next | Christmas.
heating. week.

hopes, fears, | planned actions | actions  which
threats, offers, | or intentions are the result of
promises, . |a routine
warnings, Now th?t sh_es (instead of
predictions, rich, she’s going Present
requests, to travel round Continuous)
comments etc, the world ; :

esp. with: I’ll be going to
expect,  hope, the bank
believe, 1’m tomorrow. (I go
sure, I’'m the_zre : ’every
afraid. Friday — I's part
probably etc of my routine)

I hope he’ll like

his birthday

present.

actions or |evidence that|when we ask
predictions something will | politely  about
which may (not) | definitely people’s

happen in the | happen in the | arrangements to
future near future see if they can

She’ll  probably
win.

actions  which
we cannot
control and will
inevitably
happen

The baby will be
born after
Christmas.

It looks like the
plane is going to
take off now.

| think I’m going
to be sick!

do smth for us
or because we
want to offer to
do smth for
them.

Will  you be
driving into town
this  afternoon?
Can you give me
a lift?

Affirmative

I will have been
working

Negative

I won’t have
been working

Interrogative

Will | have been
working?
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things we are

not yet sure
about or we
haven’t decided
to do yet
Maybe I’ll buy a
car.

Note: Shall is
used with I/we

in questions,
suggestions,
offers or when

asking for
advice
Shall we play
tennis?

things we are
sure about or
we have already
decided to do in
the near future

They are going
to offer the job
to Ann.

duration of an
action up to a
certain time in
the future

By this time next
month he will

have been
studying the
piano  for 2
years.

Time Expressions used with:

Future Simple & be going to Future Perfect | Future Perfect
Continuous
tomorrow, tonight, next week /| before, by, by|by...for
month, in two / three etc days, the | then, by the time,
day after tomorrow, soon, in a week | (until is  used
. month etc only in negative
sentences  with
this tense)
Task 1. Put in be going to or will.
1. Look out — we crush!
2. "There's the doorbell.”" "I go".
3. We promise that if you vote for us we double your
income in twelve months.
4. Would you excuse us? | have a bath.
5. If you say that again | hit you.
6. The next train to arrive at platform six be the delayed since

thirty-two service for Bristol.
7. 1 wonder what she

do with that hammer.
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8. "Can somebody answer the phone?" "I

Task 2. Use will / be going to or the simple present. (In this exercise,
both will and be going to are possible when a future tense is
necessary, with little or no difference in meaning.)

1. I'm going to eat lunch at 12:30. After | (eat) , (take,
probably)  anap.

2. I'll get home around six. When | (get) __ home, | (call) Sharon.
3. I'm going to watch a TV program at nine, but before | (watch) the
program, | (write) a letter to my parents.

4. Gary will come soon. | (wait) here until he (come)

5. I'm sure it will stop raining soon. As soon as the rain (stop) , |
(walk) __ to the store to get some film.

6. I'm a junior in college this year. After | (graduate) with a B.A.
next year, | (intend) __ to enter graduate school and work for an M.A.
Perhaps | (go) on for a Ph.D. after | (get) my Master's degree.
7. 1 (listen) to English language tapes while | (sleep) tonight.

Do you think it will help me learn English faster?
Task 3. Put the verbs in brackets into the future progressive or will +
infinitive

1. Jack usually gives me a lift home, but we both (come)
home by train tomorrow as his car is being repaired.

2. He says he (meet) us at the bus stop, but I'm not sure he
(___ forget) to turn up.

3. Don't ring now; she (watch) her favorite TV program. ~ .
Allright. 1 __ (ring) at 8.30.

4. 1 wonder what I (do) this time next year. ~ | expect you
still___ (work) at the same office.

5. I'd like to double-glaze the bedroom windows. ~ All right. |
(get) the materials at once and we ___ (do) it this weekend.

6. Wait a bit. Don't drink your tea without milk. The milkman
(come) in a minute.

7. What are you doing next weekend? ~ Oh, I (work) as
usual. I'm always on duty at weekends.

8. Air hostess: We __ (take) off in a few minutes. Please fasten
your seat belts.

9.He __ (come) if you ask him.

10. I arranged to play tennis with Tom at nine tonight. ~ But you
(play) in semi-darkness. You won't be able to see the ball.
11. 1 (get) you some aspirins if you like. The chemist's still
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(be) open. ~ No, don't bother. The office boy (go) out in a
minute to post the letters; I (ask) him to buy me some.

12. It (be) very late when she gets home and her parents

(wonder) what's happened.

13. I never (be) able to manage on my own.~ But you won't
be on your own. Tom ___ (help) you. Look — his name is bracketed with
yours on the list. ~ Oh, that's all right. But Tom (not help) me: |
____ (belp) Tom. He always takes charge when we're on duty together.

14.1 __ (write) postcards every week, | promise,and | (try)
to make them legible. If necessary | (type) them.

15. Typist: Are you in a hurry for this letter, Mr Jones? Because |

(type) Mr White's letters at four o'clock and if yours could wait till
— Mr Jones: I'd like it a little earlier than four if possible. Typist: All right.
I (type) it for you now.

Task 4. Put the verbs in brackets into the future perfect tense.

1. | hope they (repair) this road by the time we come back
next summer.

2. By the end of next week my wife (do) her spring cleaning
and we'll all be able to relax again.

3. Yes, | make jam every week. | (make) about 200 kilos by
the end of the summer.

4. In two months' time he (finish) his preliminary training

and will be starting work.
5. He spends all his spare time planting trees. He says that by the

end of next year he (plant) 2,000.
6. I'll be back again at the end of next month. ~ I hope |
(pass) my driving test by then. If | have, I'll meet your train.
7. Come back in an hour. | (do) my packing by then and

we'll be able to have a talk.

8. When he reaches Land's End he _ (walk) 1,500 miles.

9. He's only 35 but he's started losing his hair already. He
(lose) it all by the time he's 50.

10. His father left him £400,000, but he lives so extravagantly
that he _ (spend) it all before he's 30.

11. By the end of next year | (work) for him for 45 years.

12. Everywhere you go in central London you see blocks of flats
being pulled down and huge hotels being erected. In ten years' time all the
private residents (be driven) out and there'll be nothing but one vast
hotel after another.
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13. Our committee is trying to raise money to buy a new lifeboat.

By the end of the year we (send) out 5,000 letters asking for
contributions.

14. By the end of my tour | (give) exactly the same lecture
53 times.

15. A hundred people have died of starvation already. By the end
of the week two hundred (die). When are you going to send help?

Task 5. Put the verbs in brackets into the future perfect tense.

1. In a fortnight's time we (take) our exam.

2. 1 (finish) this book by tomorrow evening.

3. By this time tomorrow we (have) our injections.

4. By the end of next year | (be) here twenty-five years.

5. I'll still be here next summer but Tom (leave).

6. 1 (finish) this job in twenty minutes.

7. By next winter they (build) four houses in that field.

8. When we reach Valparaiso we (sail) all round the world.

9. At the rate he is going he (spend) all his money by the
time he is twenty-one.

10. By this time next year | (save) £250.

11. By the time we get to the party everything (be) eaten.

12. The train (leave) before we reach the station.

13. If | continue with my diet | (lose) 10 kilos by the end of
the month.

14. By the end of my university course | (attend) 1,200 lec-
tures.

15. By the end of this week my illness (cost) me £100.

16. By the time that he leaves school his parents (spend)
£25,000 on his education.

17. By the end of the term | (read) all twelve volumes.

18. When you come back | (finish) all the housework.

19. The police (hear) of the theft by this time.

20. We (drink) all that wine by the end of the year.
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UNIT 4

Passive Voice

2014

Present Simple

They serve dinner at 6.00.

Dinner is served at 6.00.

Present They are serving dinner | Dinner is being served
Continuous now. now.
Past Simple They served dinner. Dinner was served.

Past Continuous

They were serving dinner.

Dinner
served.

was being

Future Simple

They will serve dinner.

Dinner will be served.

Present Perfect

They have served dinner.

Dinner has been served.

Past Perfect

They had served dinner.

Dinner had been served.

Future Perfect

They will have served

dinner.

Dinner will have been

served.

Present infinitive

They should serve dinner.

Dinner should be served.

Perfect infinitive

They should have served
dinner.

Dinner should have been
served.

-ing form

He likes people serving
his dinner.

He likes his dinner being
served.

Modals + be +
P.p.

You must serve dinner.

Dinner must be served.

Task 1. Rewrite in the passive.

1. The fact that the new scheme raised such a storm of disapproval
means that no one can have explained it property to the public.

2. His father warned him not to let others lead him astray.

3. The chairman of the committee complained that they were taking
up too much time in discussing trivialities.
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4. People put down the boy's rudeness to his parents' having spoiled
him.

5. Not until later did they discover that someone had stolen the
picture.

6. Never before had they sent anyone to prison for that particular
crime.

7. They could make the law effective only in this ("Only in this
way)

8. People said that no one could reach any agreement on this
question.

9. The army put down the rebellion and declared martial law.

10. He wanted them to treat the information as confidential.

11. Had they told me that someone was to bring up the subject of
finance at the next meeting, | wouldn't have mentioned it.

12. He dislikes his fellow-workers thinking him a fool.

13. The public having ignored him for many years, the writer
suddenly became famous. ("After ...")

14. Should someone prove beyond doubt that an accident caused
the fire, the police will, naturally, release the man the' are at present
holding on suspicion of arson.

15. On their informing him that the police wanted him, the man
realized that his accomplice had betrayed him.

Task 2. Rewrite in the active sentences in passive. Where the agent is
not stated, a suitable subject for the sentence or clause should be
inferred from the context.

1. The fire was finally got under control, but not before extensive
damage had been caused.
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2. Don't let yourself be depressed by your failure.

3. In view of the widespread concern that is felt by the community
at the plan for a main road to be built through the village, it has been
decided by the local Council that a special inquiry should be held.

4. The house had been broken into, and two thousands pounds'
worth of jewellery had been stolen.

5. Only after it had been subjected to searching laboratory tests by
the scientists was the new vaccine put on the market by the Company.

6. The plan hadn't been at all well thought out by the leader.

7. It ought to have been made quite clear to the shareholders before
the annual meeting was held that they would not be allowed to vote for a
new board by proxy.

8. Your lawyer's advice should have been obtained before any
decision was made by you for the matter to be taken further.

9. He needn't have been caused so much distress by being told by
the army authorities that his brother had died in action, as it was later
discovered that a mistake had been made as to the missing man's identity.

10. Information about the source from which the starling news had
been obtained was withheld by the reporter.

Task 3. Rewrite the sentences in the passive omitting the words in
brackets.

1. (Everyone) knows this fact very well.

2. (They) opened the theatre only last month.

3. (People) will soon forget it.

4. (You) must write the answers in ink.
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5. (Someone) has taken two of my books.

6. (We) have already filled the vacancy.

7. What should (one) do in such case?

8. Did (they) say anything interesting?

9. Did (no one) ever make the situation clear to you?

10. (One) should keep milk in a refrigerator.

11. I don't think (anyone) can do it.

12. (They) would undoubtedly have killed him if he hadn't
promised to co-operate.

13. (You) must finish the work by 7.

14. (They) are now manufacturing this type of computer in many
countries.

15. (No one) could possibly have known the secret.

16. Has (someone) made all the necessary arrangements?

17. Fortunately (no one) had said anything about it.

18. (We) will execute all orders promptly.

19. (The police) kept the man in custody.

20. Does (someone) clean all the rooms regularly?

Task 4. Complete the sentences with a passive construction using the
verbs given and the forms suggested.

1. Much of London (destroy) by fire in the 17th century.
(Past simple).
2. The men who (bite) a snake (give) a serum. (Past
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perfect, Past simple).
3. A leader should be a man who can respect. (Infinitive).

4. Many slums (demolish) to make way for new buildings.
(Present progressive).

5. The police (instruct) to take firm action against hooligans.
(Present perfect).

6. He (save) from bankruptcy by the kindness of a friend.
(Past simple).

7. A cease-fire (expect) (declare) later this week.
(Present simple, Infinitive).

8. A great deal of research (do) into the possible causes of
cancer. (Present progressive).

9. The worker claimed that he (victimize) by his employers.
(Past progressive).

10. The tenant (evict) for not paying his rent. (Past simple)

11. 1t (think) that the Government would do something to
help. (Past perfect).

12. Three hundred new houses (build) by the end of next

year. (Future perfect).
13. Because of a strike work on the building had to
(discontinue). (Infinitive).

14. The witness strongly objected to (cross-examine).
(Gerund).

15. (threaten) by a blackmailer he immediately informed
the police. (Perfect participle).

16. I'm not accustomed to (treat) in that way. (Gerund).

17. The passengers ought to (inform) that the train
(withdraw) from service. (Perfect infinitive, Past perfect).

18. Customers (ask) to ensure that they (give) the

correct change before leaving the shop, as mistakes cannot afterwards
(rectify). (Present simple, Present perfect, Infinitive).
19. Was he very upset at (not offer) the job? (Gerund).
20. The man was sent to prison for six months, (find) guilty
of fraud. (Perfect participle).

Task 5. Use the passive forms to make corrects sentences.

1. computer — many offices/ they — in schools, too.

2. pocket calculator — in all kinds of shops/ they — quite cheaply
today.

277



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

3. more radio and TV programs — 20 years ago/ much more
money — on these programs, too.

4. fantastic photos — underwater/ of course special cameras — for
such photos.

Task 6. Change the following sentences from active to passive voice.

1. Somebody calls the president every day.

2. John is calling the other members.

3. Martha was delivering the documents to the department.

4. The other members have repealed the amendment.

5. The delegates had received the information before the recess.

6. The teacher should buy the supplies for this class.

7. Somebody will call Mr Watson tonight.

8. The fire has caused considerable damage.

9. The company was developing a new procedure before the
bankruptcy hearings began.

10. John will have received the paper by tomorrow.

Task 7. Complete this report with the correct active or passive forms.

SIR BILLY DIES AT THE AGE OF 81
Sir William Butlin, founder of the famous "Butlin's" holiday
camps, (die) yesterday morning at the age of eighty one. No further
information about the cause of his death (give) yet. "Billy Butlin"
— as he (call) by everyone here in Britain — (be) born in
South Africa in 1899. When Billy (be) eleven years old, his parents
(emigrate) to Canada. Billy (leave) school at the age of
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twelve and (give) a job in a department store. At fifteen he
(join) the Canadian army and (send) to France, where he
(fight) in World War 1." After sometime as a travelling entertainer, he
(open) his first small holiday camp at Skegness in Lincolnshire in
1936, It (be) so successful that soon other camps (open) by
"Sir Billy" at Clacton-on-Sec in Essex and at Filey in Yorkshire. After
World War Il his holiday-camp empire (grow) so quickly that soon
the camp (visit) by over one million people every year. Today
especially families with children (enjoy) a holiday at a Butlin's
camp. Sir William Butlin (be) a man who (give) much of his
money to charity. One of the first charity walks (organize) by him
in February 1969. Hundreds of people (walk) from John o'Groats
in the north of Scotland to land's End in Cornwall and thousands of pounds
(give) to charity. It (expect) that the holiday camp tradition
which (establish) by Billy Butlin (continue) in the future, so
that many more Butlin holidays can (enjoy) by families from all
over Britain.

Task 8. Put the transitive verbs into the passive voice. Do not mention
the agent unless it seems necessary.

1. The milkman brings the milk to my door but the postman leaves
the letters in the hall.

2. In future, perhaps, they won't bring letters to the houses, and we
shall have to collect them from the Post Office.

3. People steal things from supermarkets every day; someone stole
twenty bottles of whisky from this one last week.

4. Normally men sweep this street every day, but nobody swept it
last week.

5. The postman clears this box three time a day. He last cleared it at
2.30.

6. Someone turned on a light in the hall and opened the door.

7 Women clean this office in the evening after the staff have left;
they clean the upstairs offices between seven and eight in the morning.
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8. We never saw him in the dining-room. A maid took all his meals
up to him.

9. Someone left this purse in a classroom yesterday; the cleaner
found it.

10. We build well over 1,000 new houses a year. Last year we built
1,500.

11. We serve hot meals till 10.30, and guests can order coffee and
sandwiches up to 11.30.

12. Passengers leave all sorts of things in buses. The conductors
collect them and send them to the Lost Property Office.

13. An ambulance took the sick man to hospital. (Mention
ambulance.)

14. We kill and injure people on the roads every day. Can't we do
something about this?

15. Dogs guard the warehouse. The other day a thief tried to get in
and a dog saw him and chased him. (A thief who ...)

16. The watchman called the police. The police arrested the man.

17. Tom had only a slight injury and they helped him off the field;
but Jack was seriously injured and they carried him off on a stretcher.
(Tom, who had ..., but Jack, who was ...)

18. You can't wash this dress; you must dry-clean it.

19. They are demolishing the entire block.

20. He recommends fitting new tyres. (Use should)

21. He suggested allowing council tenants to buy their
houses.

22. Men with slide rules used to do these calculations; now a
computer does them.

23. The court tried the man, found him guilty and sent him to
prison.
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24. The hall porter polishes the knockers of all the flats every day.
~ Well, he hasn't polished mine for a week.

25. They are repairing my piano at the moment.

26. Passengers shouldn't throw away their tickets as inspectors may
check these during the journey.

27. They invited Jack but they didn't invite Tom.

28. The guests ate all sandwiches and drank all the beer. They left
nothing.

29. Has someone posted my parcel?

30. Why did no one inform me of the change of plan?

Task 9. Put the transitive verbs into the passive voice. Do not mention
the agent unless it seems necessary.

1. They haven't stamped the letter.
2. They didn't pay me for the work; they expected me to do it for

nothing.

3. He escaped when they were moving him from one prison to
another.

4 She didn't introduce me to her mother.

5. A frightful crash wakened me at 4 am.

6. When they have widened this street the roar of the traffic will
keep residents awake all night.

7. They threw away the rubbish.

8. A Japanese firm makes these television sets.

9. An earthquake destroyed the town.

10. A machine could do this much more easily.

11. Visitors must leave umbrellas and sticks in the cloakroom.
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12. We ask tenants not to play their radios loudly after midnight.

13. We can't repair your clock.

14. We cannot exchange articles which customers have bought
during the sale. (Articles ...)

15. We have to pick the fruit very early in the morning, otherwise
we can't get it to the market in time.

16. The police shouldn't allow people to park there.

17. They are watching my house.

18. The examiner will read the passage three times.

19. Candidates may not use dictionaries.

20. You need not type this letter.

Task 10. Put the following into the passive, mentioning the agent where
necessary.

If there is an indirect and a direct object, make the indirect
object the subject of the passive verb.

Example: They gave her a clock. She was given a clock.

The gerund after certain verbs is replaced in the passive by should
be + past participle:

They advised employing part-time workers.

They advised that part-time workers should be employed.

1. They feed the seals at the zoo twice a day.

2. Who wrote it?
3. Compare clothes which we have washed with clothes which any
other laundry has washed.

4. He expected us to offer him the job.

5. They showed her the easiest way to do it.
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6. Lightning struck the old oak.

7. Titian couldn't have painted it as people didn't wear that style of
dress till after his death.

8. A jellyfish stung her.

9. The author has written a special edition for children.

10. Judges used to carry sweet herbs as a protection against jail-
fever.

11. What did he write it with?-He wrote it with a matchstick dipped
in blood.
12. An uneasy silence succeeded the shot.

13. Did the idea interest you?
14. The lawyer gave him the details of his uncle's will.

15. Beavers make these dams.

16. They used to start these engines by hand. Now they start them
by electricity.

17. Most people opposed this.

18. Students are doing a lot of the work.

19. The Prime Minister was to have opened the dry dock.

20. They recommended opening new factories in the depressed

area. (Use should.)
21. The closure of the workshops will make a lot of men redundant.

22. Anyone with the smallest intelligence could understand these

instructions.
23. We will not admit children under sixteen.

24. Boys of sixteen to eighteen are to man this training ship.

25. A rainstorm flooded the gypsies' camp.

Task 11. Turn the following sentences into the active voice. Where no
agent is mentioned one must be supplied.
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School notice: This door must be kept shut. Students must keep this
door shut.

1. Why don't you have your eyes tested? (... get an optician to ... )

2. This speed limit is to be introduced gradually.

3. The runways are being lengthened at all the main airports.

4. It is now 6 a.m. and at most of the hospitals in the country patients are
being wakened with cups of tea.

5. Byron is said to have lived on vinegar and potatoes.

6. By tradition, any sturgeon that are caught by British ships must be
offered to the Queen.
7. This notice has been altered.

8. The owners went away last March and since then their houseboat has
been used continuously by squatters. (Use a progressive tense and omit
continuously.)
9. The damaged ship was being towed into harbor when the towline broke.

10. Have a lift put in and then you won't have to climb up all these stairs.

11. Last year a profit of two million pounds was made in the first six
months but this was cancelled by a loss of seventeen million pounds which
was made in the second six months.

12. Evening dress will be worn.
13. The ship was put into quarantine and passengers and crew were
forbidden to land.

14. Someone will have to be found to take her place.

15. He was made to surrender his passport.

16. This rumor must have been started by our opponents.

17. My paintings are to be exhibited for the first time by New Arts Gallery.

18. This scientific theory has now been proved to be false.
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19. The car which was blown over the cliff yesterday is to be salvaged
today.

20. The house where the dead man was found is being guarded by the
police to prevent it from being entered and the evidence interfered with.
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UNIT 5
Conditionals
If-clause Main clause (result Use
(hypothesis) clause)
Type | | If +any present form | Future / Imperative | true or likely to
_ happen in the
real (Present S., Present |can / may / might / prelzos%nt or the
present | Cont., Present Perf.) | must / should + bare future
infinitive
Present Simple
If you finish work early, we’ll go for a walk.
If you have finished your coffee, we can pay the bill.
If you’re ill, see a doctor!
If you burn yourself, it hurts.
Type Il | If + Past Simple or | Would / could /|untrue in the
Past Continuous might + bare | present
unreal infinitive _
present also used to give
advice
If I had money, | would travel round the world. (but I don’t have
money — untrue in the present)
If I were you, | would take an umbrella. (advice)
Type If + Past Perfect or | Would / could /|Imaginary
] Past Perfect | might + have + past | situation contrary
Continuous participle to facts in the
unreal past; also used to
past

express regrets or
criticism

If we hadn’t left so early, we would have missed the plane.
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Conditional sentences have two parts: the if-clause (hypothesis) and the
main clause (the result clause).
If you post the invitations today, they will arrive on time.

if-clause main clause

There are three types of conditionals. Type | — true in the present, Type Il —
untrue in the present and Type Il — imaginary, contrary to facts in the past.
For the usage of the verb from in conditionals, see the chart above.

If the weather is nice, we’ll go swimming. (true — it’s possible)

If I were a bird, I could fly. (untrue in the present — I am not a bird.)

If I had been invited to the party, | would have gone. (imaginary in the past
— | wasn’t invited, so | didn’t go.)

When the if-clause precedes the result clause, we separate the two clauses
with a comma.

If you work hard, you will succeed. But: You will succeed if you work hard.
(no comma)

Conditionals are usually introduces by if, unless (= if not — normally used
with 1% type conditionals). The following expressions can be used instead
of “if”: providing, provided (that), as long as, in case, on condition
(that), but for (= without), otherwise, or else, what if, supposing, even
if, only if

If you don’t reserve a ticket, you won’t get a seat.

Unless you reserve a ticket, you won’t get a seat. (not: Unless you don’t
reserve...)

You will get a seat providing / provided (that( / as long as / only if you
reserve a ticket.

Only if you reserve a ticket, will you get a seat. (When we begin the
sentence with “only if””, we invert the subject and the verb of the result
clause.)

Reserve a ticket, otherwise / or else you won’t get a seat.

What if it rains, will you still go for a picnic with him?

Supposing it rains, will you still go for a picnic with him?

Will you still go for a picnic with him even if it rains?

But for him, I wouldn’t have been able to survive. (If it hadn’t been for him
— without his help)

Future tense is not normally used with an if-clause.

Unless you leave early, you will be late. (not: Unless you will leave...)
If you pay, you will get a receipt. (not: If you will pay...)

287



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

We can omit “if”. When we omit “if” should, were and gad (Past Perfect)
come before the subject.

If he should turn up, tell him to wait for me. => Should he turn up, tell him
to wait for me.

If I were you, | would speak to her. => Were | you, | would speak to her.

If he had known, he would have told us. => Had he known, he would have
told us.

After “if” we normally use were instead of was in all persons in Type Il
conditionals in formal situations. Was is mainly used in spoken English.
If I were / was you, | wouldn’t buy such an expensive dress.

Task 1. Write conditional sentences using the given fact in your
conditional clause and adding a suitable completion.

1. It looks as if those shoes in the window are my size.

2. Don't drop that vase!
3. It looks like being fine tomorrow.
4. My father has suggested that | change my job.

5. It seems that we'll be late for the theatre.

6. Don't lose my library book!
7. You may meet some friends of mine in London.

oo

. He expects to pass his exam.
9. | anticipate getting a rise in salary next year.

Task 2. Refer the following sentences of real condition to the future
and change the verb form:

1. You do not see the square if you look out of the window.

2. Eric comes to school by bus if he is late.

3. We see old things if the history museum is open.

4. If Alf can repair his bicycle, he goes cycling.
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5. Irene does not go to the theatre if she cannot get a ticket.

Task 3. Use the correct verb form instead of the infinitive in brackets
in the following sentences of real condition:

A. 1. If the weather (to be) fine next weekend, we (to go) to
the country.

2. | always (to help) you this year if you (to need) help.

3.1 (to help) you tomorrow if you still (to need) help

4. If my parents (not to work) on Saturday, we all (to go)
skiing

5. Granny sometimes (not to hear) if little Eddie (to call) her.
B. 1. Mother (to be) very tired tomorrow, she (to go) home by
tram.

2. 1 (to be) always at home if you (to ring) me up this
summer.

3. If Father (to leave) for the south, Mother (to start)
preparations

4. The children (to wear) shorts in summer if it (to be) hot.

5. If the days (to be) sunny in spring, we (to work) in the
garden.

Task 4. Complete the following sentences.

. Dad, if you carry on like this, I'll
. We can go out for dinner if
. If you help me a bit,
. The house will soon be very dirty, if
. If you drop out of school, Marvin
. You'll get into a good college, if
. You'll soon be in trouble if

. Why don't you visit Mom if

CO~NO OTh,WNPEF

Task 5. Rewrite the sentences using if.

1. Give him a little encouragement and he'll work really hard.

2. Take a pill and you won't be seasick.
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3. Remember your wife's birthday or she'll be upset.

4. Send her some roses and she'll forgive you.

5. Put on some suntan oil or you'll get sunburnt.

6. Tell me the truth at once or I'll never trust you again.

7. Just say you are sorry and we can forget the whole incident.

8. Be firm with the children or they'll misbehave.

9. Practice speaking English regularly or you'll never become really fluent.

Task 6. Complete the sentences making them conditional.

1. We'll just manage to catch the train if
2. If I see him again |

3. I will accept your explanation only if
4. If my bank manager lends me the money
5. What will happen if ?
6. If you don't hear from me by next Friday
7. If your work continues to improve
8
9

: only if you promise not to tell anyone else.
. Look up the answer in the key only if

10. What will he say if ?

11. If the worst should come to the worst

12. Give me time and

Task 7. Put the verbs into the correct tenses.

. If I see him | (give) him a lift.

. The table will collapse if you (stand) on it.

. If he (eat) all that he will be ill.

. If | find your passport | (telephone) you at once.

. The police (arrest) him if they catch him.

. If he (read) in bad light he will ruin his eyes.

. Someone (steal) your car if you leave it unlocked.
. What will happen if my parachute (not open)?

CO~NO OIS WN -
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9.If he (wash) my car I'll give him £10.

10. If she (need) a radio she can borrow mine.

11. If you (not go) away I'll send for the police.

12. I'll be very angry if he (make) any more mistakes.

13. If he (be) late we'll go without him.

14. She will be absolutely furious if she (hear) about this.
15. If you put on the kettle | (make) the tea.

16. If you give my dog a bone he (bury) it at once.

17. If we leave the car here it (not be) in anybody's way.
18. He'll be late for the train if he (not start) at once.

19. If you come late they (not let) you in.

20. If he (go) on telling lies nobody will believe a word he says.

Task 8. Put the verbs in brackets into the correct form.

1. I'll look for your notebook and if I (find)itl __ (give) you aring.

2. 1fyou __ (smoke) in a non-smoking compartment the other passengers
(object).

3. I'll wash the glasses in this nice hot water.~ No, don't. If you __ (put)

them into very hot water they (crack).

4. If you (see) Tom tell him | have a message for him.

5. If he (win) he (get) £1,000; if he (come) in second

he (get) £500.

6. If you (feel) too hot during the night turn down the central

heating.

7. Tom: Jack is a translator; he translates 1,000 words a day and gets £100
a week, which he says isn't enough to live on. Bill: Well, if he

(want) more money he _ (have) to do more work. Advise him to
translate 2,000 words a day.

8. If you (finish) with your dictionary I'd like to borrow it.

9. Jack (in canoe): Watch me! I'm going to stand up! Tom (on
the bank): He's an idiot! If he (stand) up in the canoe it
(capsize).

10. The lift wasn't working when | was here last. If it still (not work)
we (have) to use the stairs.

11. I shan't wake if the alarm clock __ (not go) off.

12. I shan't wake unless I (hear) the alarm.

13. If you'd like some ice | (get) some from the fridge.

14. He's only sixteen but he wants to leave school at the end of the term. ~
If he (leave) now he (be) sorry afterwards.

15. I expect it will freeze tonight. ~ It (freeze) tonight the roads
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(be) very slippery tomorrow.

16. That book is overdue. If you (not take) it back to the library
tomorrow you (have) to pay a fine.

17. Unless Tom (take) his library book back tomorrow he

(have) to pay a fine.

18. You'd better take the day off if you (not feel) well tomorrow.

19. If a driver (brake) suddenly onawetroad he _ (skid).

20. If you (like) | (get) you a job in this company.

21. If you (like) a job in this company, I'll get you one.

22. My dog never starts a flight. He never growls unless the other dog
(growl) first.

23. You can use my phone if yours (not work).

24. If you (not know) the meaning of a word you may as a
dictionary.

25. If Jack (refuse) to help we'll have to manage without him

26. If Jack (not help) we'll have to manage without him.

27. (Tom is putting his coat on.) Ann: If you (go) out would you buy
me some cigarettes?

28. Henry can't count. ~ Why you (employ) him as a cashier if he

can't count?
29. The police will test the knife for fingerprints. If your fingerprints are on

it you (be) charged with murder.
30. Tom: I hate my job. Peter: If you (hate) it why you (not
change) it?

Task 9. Part 1: Reply to the following sentences as shown in the
example:

If Tom meets us at the station we'll be all right. But what'll we do if he
doesn't meet us?

1. If he pays me tonight I'lll have enough money for the
tickets.
2. If 1 get a work permit I'll stay for another six months.

3. If I pass this exam I'll go to the university next October.

4. If he agrees to let me go on working after marriage 1" marry him (Use
refuse).
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5. I'm going to say to the boss, "I can't work with Smith Either | go or he
goes. You'll have to choose between us."

6. If I can find a cheap room I'll stay a fortnight.

7. Your parachute should open after ten seconds.

8. Provided you remember the password you'll be in no danger. (Use
forget.)

9. Tell the police the truth. I'm sure they'll believe you.

10. If the baby is a girl we're going to call her Ann.

11. If we get a lift we'll be in time.
12. If London airport is clear of fog we'll land there.

13. If Tom helps us the job will only take half an hour.

14. | haven't got a key but Jack will let us in if he is at home.

15. If the ice is thick enough we'll be able to walk across the river.

16. The sands are quite safe as long as you don't walk on them when the
tide is coming
17. If it's fine tomorrow we'll go for a walk.

18. Driver (having just changed a wheel): We'll be all right provided we
don't have another puncture.

Part 2. Rewrite the following sentences replacing would like by like
and making any necessary changes.

If you'd like to wait you can wait here.// you like you. can wait here or
You can wait here if you like.

1. If you'd like a copy of the book I can get you one. (If you like I...)

2. If you'd like me to ask if there are any vacancies | will. (If you like I'l

)
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3. If you'd like to see the photographs I'll bring them round tonight.

4. If you'd like me to give you a hand | will.

5. If you'd like to watch the procession from my balcony you can.

6. If you'd like to see London from the air I'll arrange a helicopter trip for
you.
7. You knitted a very nice sweater for Tom. ~ Yes, if you'd like me to knit
you one | will.
8. If you'd like to borrow my car you can.
9. I'll come back and finish it tomorrow if you'd like me to.

10. If you'd like Ann to type it again I'll ask her to.

11. If you'd like an application form I'll get you one.

12. If you'd like me to go with you I will.

13. I'll paint the front door blue if you'd like that.

14. If you'd like to leave the washing-up till tomorrow you can.

15. If you'd like to postpone the trip till next week we'll do that.

16. If you'd like me to ask him to our next party | will.

17. If you'd like to meet the President | will arrange it.

18. If you'd like to go sailing tomorrow we will.

Task 10. Put the verbs in brackets into the correct form. Conditional
sentences: Type 2.

1. Of course I'm not going to give her a diamond ring. If | (give) her
a diamond ring she (sell) it.

2. Tom: | woke up to find the room full of smoke; but | knew exactly what
to do. Ann: If | (wake) up to find the room full of smoke |

(have) no idea what to do.
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3. Ann: | couldn't live without Tom. If he (go) off with another girl
I (pine) away and die. But | have complete confidence in Tom.
4. Husband: But I'm not going on a diet. Why should | go on a diet? Wife:

If you (go) on a diet you (lose) weight.

5. If someone (say), "I'll give you £500 to go into court and swear

that this statement is true," what you (do)?

6. If we (work) all night we (finish) in time; but we have no

intention of working all night.

7. You must never blow out a gas light. Do you know what (happen)

if you (blow) out a gas light?

8. If I (see) a tiger across Hyde Park | (climb) a tree. ~ That
(not be) any use. The tiger (climb) after you.

9.If I ___ (come) across two men fighting with knives I (call) the

police. ~ But this a very peaceful area.
10. Ann: All your clothes are years out of date. Why don't you throw them

away? Mary: Don't be ridiculous! If | (throw) my clothes away |
(have) to ask my husband for £1,000 to buy new ones.

11. Ann: If you (ask) him for £1,000 what he (say)?

12. Mary: He (be) too horrified to speak at first. But when he'd

recovered from the shock, he probably (start) talking about a

divorce.

13. If someone (ring) my door at 3 a.m. | (be) very unwilling

to open the door.

14.1f | (see) a python in Piccadilly | (assume) it had escaped

from a circus.
15. Tom: The plane was on fire so we bailed out. Ann: | don't think |

(have) the nerve to do that even if the plane (be) on fire.

16. We train the children to file out of the classroom quietly, because if a

whole class (rush) at the door someone (get) hurt.

17. Why don't you buy a season ticket? ~ Because | lose everything. If |
(buy) a season ticket | (lose) it.

18. Why don't you bring your car to work? If | (have) a car |

(bring) it to work.
19. Jack: They get £150 a week. Tom: They can't get £150 a week. If they

(do) they (not be) striking for £120.
20. Ann: George is fourteen. Tom: He must be older than that. He's in a
full-time job. If he (be) only fourteen he still (be) at school.

Task 11. Rewrite these sentences, using an if construction.

1. She is very shy; that's why she doesn't enjoy parties.
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2. He doesn't take any exercise; that's why he is so unhealthy.

3. I haven't the right change so we can't get tickets from the machine.

4. They speak French to her, not English, so her English doesn't improve.

5. He doesn't work overtime, so he doesn't earn as much as | do.

6. My number isn't in the directory so people don't ring me up.

\I

. The police are not armed so we don't have gun battles in the streets.

8. The shops don't deliver now, which makes life difficult.

9. He's very thin; perhaps that's why he feels the cold so much.

10. We haven't any matches so we can't light a fire.

11. It's a pity we haven't a steak to cook over our camp fire.

12. I'm fat; that's why I can't get through the bathroom window.

13. He doesn't help me, possibly because I never ask him for help.

14. I can't drive o) we can't take the car.

15. We have no ladder so we can't get over the wall.

16. My friend advised me to sell it. (My friend said, "If I ... you I ...)

17. | haven't much time so | read very little.

18. They don't clean the windows so the rooms look rather dark.

19. He never polishes his shoes, so he never looks smart.

20. He doesn't pay his staff properly; perhaps that's why they don't work
well.
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Task 12. Put the verbs in brackets into the correct tenses. Conditional
sentences: Type 2.

1. If I had a typewriter | (type) it myself,

2. 1f (know) his address I'd give it to you.

3. He (look) a lot better if he shaved more often.

4. If you (play) for lower stakes you wouldn't lose so much.

5. If he worked more slowly he (not make) so many mistakes.

6. | shouldn't drink that wine if | (be) you.

7. More tourists would come to this country if it (have) a better
climate.

8. If I were sent to prison you (visit) me?

9. If someone (give) you a helicopter what would you do with it?
10. 1 (buy) shares in that company if | had some money.

11. If he (clean) his windscreen he'd be able to see where he was
going.

12. If you drove your car into the river you (be able) to get out?
13. If you (not belong) to a union you couldn't get a job.

14.1f | (win) a big prize in a lottery I'd give up my job.

15. What you (do) if you found a burglar in your house?

16. I could tell you what this means if | (know) Greek.

17. If everybody (give) f 1 we would have enough.

18. He might get fat if he (stop) smoking.

19. If he knew that it was dangerous he (not come).

20. If you (see) someone drowning what would you do?

Task 13. Change the following sentences of real condition into
sentences of unreal condition.

1. If the storm is over, we shall have a pleasant walk.

2. If it grows cold, they start heating the rooms.

3. He will let me know if he goes to Moscow.

4. Harold will be late if he walks so slowly.

5. The dog will catch the stick if it is thrown into the river.

6. If it snows, the streets will be cleared of snow.
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7. If the weather keeps dry, we have to water the flowers.

8. We shall not see anything if the night is very dark.

9. The child was not able to sleep if he had a high temperature.

10. The room will look warmer if the walls are painted yellow.

Task 14. Supply the correct form of the missing verbs.

1. If she (be) here now, she (give) us some advice.

2. If he (fail) in his present job, he __ (think) about another career.
3. If you (can play) a musical instrument, you (help) with the
school orchestra.

4. It they (have) the right qualifications, they (be able to)
apply for better jobs.

5. If she (can have) some lessons, she (improve) her
performance.

6. If we (run) our own business, we (be) more independent.

7. 1f John (go) to his home town, he (visit) his mother.

8. If Susan (borrow) your book, she (return) it.

9. If Frank (want) advice, he (ask) his bank manager.

Task 15. Put in Type 2 conditionals throughout.

LYING IN THE SUN
Two tramps, Eugene and Sergio, were lying in the sun.

E.: What (we/doing) _____, if the sun (not shining) _ ?

S.. Well, (we/not be) _ lying here for a start. But that's not the

important question. The imp important question is: What (we/do) _ if

(we/be) rich?

E. If (we/be) rich, we (can/travel) everywhere.

S. True, but we travel everywhere already.

E. Yes, but not in style. If (we/have) money, our chauffeur, James,

(can/drive) us round in our Rolls. Imagine, if (we/be) in

that position! (We /return) to our fine mansion in the country.

S.: Yes, the butler (put out) fresh clothes for us, the cook (prepare)
a fine meal for us. We not just be eating carrots all the time.

E.: Yes. If (we/own) a house like that, (we/also have) a fine

swimming-pool.
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S.: Yes! Yes! If (we/have) a fine swimming-pool, (we can/swim)
as much as we liked.
E.: If (we/be) really rich, (we can/lie) in the sun!

S.: But we are lying in the sun!
Task 16. Fill in the blanks
Example:

Paul really wants to get a raise. If he didn't want to get a raise he wouldn't
work overtime every night.

1. Timmy is afraid of the dark. If he right now. 2. Nancy
and Julie want to win the Boston Marathon. If : every day
before and after work. 3. Michael's father is president of the company. If
his father , Michael certainly at his boss right now. 4. Peter
wants to be just like his big brother. If : every weekend. 5.
My parents are away this afternoon. If : all the ice cream in
the refrigerator right now. 6. | hate being the oldest child in my family.
If | have to all the time. 7. There's a police car in front
of us. If | so slowly right now.

Task 17. What would you do if?

If 1 won a $1,000,000

If I were an English teacher
If I could travel anywhere in the world
If I were the President of

If I were year old again
If I could have any job I wanted,
If today were the last day of my life

NogakowdE

Task 18. Open the brackets.

1. If you (learn) your words well, you (not have to) be afraid
of the vocabulary test.

2. If your brother (drive) more carefully, the accident (not
happen).

3. If Tina (call), tell her 1 (ring) her back later.

4. | think life (be) very boring if we (have) nothing to do.
5.1f1 (live) in Australia, | (probably be) a sheep farmer.

6. The train has left. If you (get up) earlier, we (not miss) it.

299



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

7. Take my advice! If you (give up) smoking, you (feel) a
lot better.
8. If you ( think) this exercise was too difficult, you (have to)

read the grammar rules once more.
Task 19. Write what you would do or could do.
— if you were a Kking/queen, a politician, a famous sports-

man/sportswoman, an excellent painter, James Bond, the head
master/headmistress of your school, a baker, a bird ...

— if you had a million dollars, a motorbike, magic powers, a time machine.

Task 20. Open the brackets.

1. Sabine: If somebody (see) us with our dictionary, they

(call) us crazy.

2. Scott: I don't think it (be) so nice if adults (be) at the party.
3. Uwe: We (never learn) all these words if Sabine (not bring)
her dictionary.

4. Gillian: If a teacher (tell) me all these English words, |
(forget) them at once.

5. Colin: If my friend Nick (know) about all his, he _ (take) part

in the exchange, too.
Task 21. Finish the sentences.

If I could have a dinner with a celebrity
If air travel were less expensive
If everyone in the world spoke the same language
If countries opened their borders to everyone
If I could take six month's paid vacation starting tomorrow,

Task 22. Complete the sentences following the pattern of Type 2
conditionals.

1. Perhaps he , If you spoke to him.
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If you changed your job you
If you went to see a doctor he
If we bought a house in the country, we
If they came to see us in London, we
If you took the shoes back to the shop they
If you read the book a second time you

Noakowd

Task 23. Complete the sentences following one of the pattern for
conditionals of Type 2.

1. What if you were in my shoes?

2. If , | wouldn't think of changing my job.
3. How would you react if ?

4. If only you would read more carefully

5. Do you think I would be telling you this if ?
6. | wouldn't buy the picture even if

7. Even if he knew the truth what ?

8. If only he would admit he was wrong

9. I'd much rather you
10. It might only add to our difficulties if

Task 24. Write conditional sentences based on the given fact.

1. He didn't give me his number, so I couldn't telephone him.

2. As the sun was in the right direction, the photographs came out very
well.
3. The shop didn't pack the goods properly, so they got damaged.

4. He didn't remember what had been said because he wasn't paying
attention.

5. He wasn't able to answer all the questions, so he didn't pass the
examination.

Task 25. Finish the sentences in such a way that it means exactly the
same as the one printed before it.

1. It's my opinion that you should take more exercise. If |

2. Without his wife's constant support he would never achieved his
ambition. If he
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3. But for his presence of mind there might have been a serious accident If
it
4. Considering all the problems it's a miracle we succeeded. If one

5. Without proper lessons you could pick up a lot of bad habits. If you

6. It would be a waste of everyone's time to discuss the question any
further. It if we

7. Follow the instructions carefully and you won't have any problems. As
long as
8. For us to have given up at that stage would have been an admission of
total defeat. If we

Task 26. Complete the sentences.

1. We would have flown-to California

2. If | had read more about the history of California
3. We would have stayed in San Francisco longer
4. If | had known about the famous hydrant
5. We would have taken photos of all the sights ...

6. | wouldn't have been so tired when we got to Yosemite ...

7. If the adverts had said something about the noise from traffic ...

Task 27. Complete the statements.

1. Simon scored 30 points in the basketball match against Bad Essen.

Simon couldn't have scored 30 points if If he hadn't scored 30
points,

2. Uwe was allowed to take part in a cookery lesson. Uwe might not have
taken part in a cookery lesson if . If he hadn't been allowed to

take part in a cookery lesson,
3. On the coach to Longleat Marion remembered a funny story from her
English book about an English family's trip to Longleat. She told her
English friends the story. Marion wouldn't have remembered the story if
. If Marion hadn't remembered the story

Task 28. Put in Type 3 conditionals throughout.
BOTH RIGHT AND BOTH WRONG

The black car screamed round the corner on the wrong side of the road and
passed a white car doing exactly the same thing in the other direction. Both
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drivers stopped and got out of their cars. "If | (be) on my side of
the road, you (kilt) me," driver A shouted. "But you weren't on
your side of the road, driver B shouted back. "If you (driving)
more carefully, you (not be) on the wrong side of the road." "If |
(know) what was round the corner, | (keep) to my side
01 the road, driver A said. "If you (know) what was round the
corner, you (not driving) so carelessly." Suddenly, both men
stopped shouting and driver A said, very quietly, "If we both
(not be) on the wrong side of the road, we (be) dead now."

Without speaking a further word, both men shook hands and drove away.
Task 29. Put the verbs in brackets into the correct tenses. Conditional
sentences: Type 3.

1. If I had known that you were in hospital | (visit) you.

2. The ground was very soft. But for that, my horse (win).

3. Ifyou (arrive) ten minutes earlier you would have got a seat.

4. You would have seen my garden at its best if you (be) here last
week

5. But for his quickness | (be) killed.

6. I shouldn't have believed it if | (not see) it with my own eyes.

7. If he had slipped he (fall) 500 metres.

8. If he had asked you, you (accept)?

9.If (had) a map I would have been all right.

10. If | (know) that you were coming I'd have baked a cake.

11.1 (offer) to help him if | had realized that he was ill.

12. If you had left that wasp alone it (not sting) you.

13.1f 1 (realize) what a bad driver you were | wouldn't have come
with you.

14. If | had realized that the traffic lights were red | (stop).

15. But for the fog we (reach) our destination ages ago.

16. If you had told me that he never paid his debts | (not lend)
him the money.

17. If you (not sneeze) he wouldn't have known that we were
there.

18. If you (put) some mustard in the sandwiches they would have
tasted better.

19. The hens (not get) into the house if you had shut the door.

20. If he had known that the river was dangerous he (not try) to

Swim across it.

Task 30. Put the verbs in brackets into the correct tenses.
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1. If he (not take) his gloves off he (not get) frost bitten.

2. She was sent to prison only because she refused to pay the fine; if she
(pay) the fine she (not be) sent to prison.

3. He didn't tell me that he was a vegetarian till halfway through the meal.

If he (tell) me earlier | (cook) him something more

suitable.

4. 1 had no map; that's why | got lost. If | (had) a map |

(be) all right.

5. Why didn't you say that you were short of money? If | (know)

I (lend) you some.

6. It's lucky he had his torch with him. If he (not have) it he
(fall) down the cellar steps.

7. The job is much worse than | expected. If | (realize) how awful

it was going to be | (not accept) it.

8. It was the drug, not the disease, that killed him. He would still be alive

today if he (not take) that drug.

9. This room's freezing because the fire has only just been lit. ~ If it

(be lit) this morning, as | suggested, the room would be warm enough to sit
in now.

10. I overslept; that's why I'm half an hour late; and if my phone

(not ring) at nine o'clock I might still be in bed.

11. It was rather a dull game so | left before the end; if | (wait)
another five minutes | (see) Chelsea scoring a really exciting goal.
12. The paraffin heater was perfectly safe. There (not be) a fire if
the children (not knock) it over.

13. It's a pity he never patented his invention. If he (patent) it he

(make) a lot of money.
14. The fog came down suddenly and | suppose they didn't know which

way to turn; if only they (have) a map and compass with them
they (not be) drowned.

15. He asked his parents for a loan but he didn't say what he wanted the
money for, so they refused. | think if he (tell) them that he wanted
to open a restaurant they (agree).

16. The accident was mainly Tom's fault. He was driving much too close to
the car in front. If he (be) further away he (be able) to
stop in time.

17. The launching of the rocket was delayed half an hour by bad weather. If
the weather (be) good they (launch) it at 8.30 instead
of at 9.00.

18. Why did you throw away those newspapers? | hadn't finished with
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them. ~ I'm sorry. If | (know) you were still reading them |
(not throw) them away.
19. I'm sorry you didn't tell me that dogs were allowed in the hotel; if 1

(know) | (bring) my dog. He (enjoy) the walk.
20. Most people (attend) the union meeting if they had had longer
notice of it.

Task 31. Rewrite these sentences using an if construction.

You didn't tell me we had run out of bread, so I didn't buy any.
If you had told me we had run out of bread I'd have bought some.

1. 1 didn't see the signal, so | didn't stop.

2. | didn't know your number, so | didn't ring.

3. She didn't know you were in hospital, so she didn't visit you.

4. We only came by bus because there were no taxis.

5. She didn't speak to him, possibly because she was so shy.

6. Landlord: She threatened to set fire to her flat; that's the only reason |
asked her to leave.
7. We didn't visit the museum because we hadn't time.

8. I only came up the stairs because the lift wasn't working.

9. We didn't listen carefully; perhaps that's why we made this mistake.

10. We got a lift, so we reached the station in time.

11. You washed it in boiling water; that's why it shrank.

12. We missed the train because we were using an out-of-date timetable.

13. His own men deserted him; that's the only reason why he failed.

14. They were driving very quickly. That's why the accident was so
terrible.
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15. It was raining. That's the only reason | didn't take the children to the
beach.

16. When | bought this house | didn't realize that in summer planes
skimmed the roof every five minutes. (if I (knew) ... I (not buy) etc.)

17. Tom's father was on the Board. That's the only reason he got the job.

18. He wasn't looking where he was going. That's why he was run over.

19. | don't like country life, perhaps because | wasn't brought up in the
country.

20. I didn't know he was so quarrelsome. I'm sorry now that I invited him.

Task 32. Put the verbs in brackets into the correct forms. Conditional
sentences: mixed types.

1. I've hung out the clothes. It's lovely and sunny; if it (stay) like

this they (be) dry in two hours.

2. French is essential in this job. All the telephonists speak it. If they
(not know) French they (not understand) half the callers.

3. How did you do in the car rally? ~ We came in last actually; but only

because we got lost. If we (not got) lost we (come) in

somewhere in the middle. We certainly (not be) last.

4. 1 wasn't really surprised that we got lost because | knew that the

navigator couldn't map-read. ~ But if you (know) that why you
(take) him as navigator?

5. This flat would be all right if the people above us (not be) so

noisy.

6. A group of spectators, including myself, left the stand just before the end

of the game. When we were half way down the stairs a goal was scored and

there was a great cheer from the spectators. If there (not be) a goal
the crowd (not cheer)

7. If the crowd (not cheer) we (not run) back up the
stairs to see what had happened.

8. If we (not run) back we (not crash) into the rest of the
spectators on their way down, and there (not be) this frightful
accident.

9. If the pain (return) you'd better take another pill.
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10. If you aren't going to live in the house why you (not sell) it? If

I (have) a house I couldn't use | (sell) it at once.

11. No, I didn't know any Russian at that time. ~ But if you (not

know) Russian why you (offer) to give him Russian lessons? ~

Because | knew that he (refuse). He always rejected my offers.

12. Tell him to bring his bicycle inside. If he (leave) it outside

someone (steal) it.

13. Why do people always wear dark clothes at night? If pedestrians
(wear) light colored clothes drivers (see) them much more

easily.

14. She must have loved him very much because she waited for him for

fifteen years. If she (not love) him she (not wait) so long.

15. He looked so small and weak that nobody asked him to do anything. If

he (look) strong he (be) expected to dig all day like

everyone else.

16. The government are talking of pulling the village down to make room

for an airport. ~ If they (start) doing it the village people
(resist)?
17. If you are catching an early train tomorrow you (like) to have

breakfast at 7.00?

18. We'll have to break the ice on the pond; otherwise the ducks

(not be able) to swim. And if they (not be able) to swim they
(not be able) to get food. (Use can/could forms where possible.)

19. When he left school he became a fisherman. His family didn't like it at

all. They (be) much happier if he (become) a

greengrocer like his father.

20. They still say that if he (go) into the green grocery business

when he left school he (be) comfortably off now instead of being

poor.

21. But he says that if he (have) his life again he

(make) the same choice.

22. So many parcels and no baskets! If | (know) that we were

going to buy so much | (bring) a basket.

23. No one bathes here. The water is heavily polluted. If you

(bathe) in it you (be) ill for a fortnight.

24. | can hear the speaker all right but I wish | could see him too. ~ If he
(stand) on a barrel we all (see) him and that

(be) much better.

25. Look at poor Tom trying to start his car by hand again! If | (be)

Tom | (get) a new battery.
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26. | expect you'll see Jack at the lecture tonight. If you (do) you
please (remind) him about tomorrow's meeting?

27. The headmaster decided that Peter was the culprit and expelled him
from the school. A more intelligent man (realize) that Peter couldn't
have been guilty. (if the headmaster had been more intelligent he ...)

28. But | blame the real culprit even more. If he (admit) his guilt
Peter (not be) expelled.

29. The only thing | haven't got is a balcony. If | (have) a balcony
I (grow) plants in pots. Then my flat (be) perfect!

30. Jack rang while you were out. ~ Oh dear! If | (know) he was
going to ring | (stay) at home.

308



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

SECTION V

Functions
Topic 1
ADVISING
1. in my opinion, if I were you, it’s worth + verb + -ing. etc.

In my opinion, it would be better to take on temporary staff.

If I were you, I’d take the train; it’s faster.

It’s worth trying to get an upgrade.

My advice would be to have a day-off.

In your shoes, I’d make a strong complaint.

Why not do some lateral thinking? (BcecTopoHHHMI TIOXO] K BOIIPOCY).

2. you'd better

If you think you won’t understand you’d better use an interpreter.
‘d is an abbreviation of had and not would. Note that the verb following
‘d better is used without to:

You’d better ask her permission before you go ahead.

You’d better not use the software without a site license.

3. Using the imperative

Be nice to her.

Think about it first.

Remember to take your passport.

Make sure you take enough money.

If the situation is dangerous the advice is more like a warning:

Be careful.

Check your tyres before setting off on a long journey.

4. Using a negative form with don’t

These statements offer advice in the form of a command:

Don’t get discouraged.
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Don’t be afraid to take risks.
The examples below function more as a warning:

Don’t do anything without telling your boss first.
Don’t buy shares in BKI — they’re about to go into liquidation

Practice

A. Giving advice

Complete the second sentence so that it means more or less the same as
the first.

1. You’d better hurry or you’ll miss the plane.
If you

2. In my opinion, it would be better to sell your shares now.
My advice

3. It’s not a good idea to drive through the city centre during rush hour.
Don’t

4. Why don’t you see a doctor if you’re feeling ill?
You’'d

5. Idon’t think it’s advisable to tell her the bad news yet.
You’d

6. In my opinion, you ought to declare your overseas investments to the
tax authorities.
Ifl

7. It’s a good idea to ask for a second opinion.
It’s worth

B If | were you...
You work for a firm of consultants that deal with personnel and training
issues. What would be your advice in the following situation?

Mr Mudd has been working in the same bank for 20 years and in

Customer Relations for the past 15. He has had some temporary postings
in other sections and once worked as a replacement in another branch. His
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job involves applying rules to routine cases and although his performance
Is competent and reliable, he is unwilling to take the initiative.

His work is basically that of a clerk but because of his length of
service he earns quite a lot more than other, younger employees who do
much the same kind of work. He recently turned down the opportunity to
train to become a branch manager, saying ‘I’m happy in my job and |
enjoy working in a team. | don’t want to be in charge.

1 Making plans

We most often use the present progressive for plans made before the
time of speaking:

I'm meeting Carlos for dinner

tomorrow evening. Next week

I'm visiting a

supplier in Warsaw.

It is also possible to use the verbs plan and intend in either the
present simple or present progressive:

I plan to / am planning to have everything ready by June.

She intends to /is intending to return to work after she's had the baby.
2 Making arrangements

I'm going to go freelance shortly.

We're going to talk about staffing levels at the next opportunity.
3 Talking about unfulfilled plans

We use mean to or want to in the present perfect progressive
when we have forgotten to mo something we were planning to
10 or we have not had the chance to no it vet

I've been meaning to get in touch with Katya but I

haven't got round to it. I know he's been wanting

to talk to you about it.
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Topic 2
PLANNING AHEAD

1. Making plans

We most often use the present progressive for plans made before the
time of speaking:

I’m meeting Carlos for dinner tomorrow evening.

Next week I’m visiting a supplier in Warsaw.

It’s also possible to use the verb plan and intend in either the present
simple or present progressive:

| plan to / am planning to have everything ready by June.

She intends to / is intending to return to work after she’s had the
baby.

2. Making arrangements

To speak about a definite arrangement for the future we can use going
to + verb:

I’m going to go to freelance shortly.

We’re going to talk about staffing levels at the next opportunity.

3. Talking about unfulfilled plans

We use mean to or want to in the present perfect progressive when we
have forgotten to do something we were planning to do or we have not
bad the chance to do it yet:

I’ve been meaning to get in touch with Katya but I haven’t got round
to it.

| know he’s been wanting to talk to you about it.

4. Setting out to do something

We use the expression to set out to do something when we decide to
do something and make plans for it to be achieved:

We set out to be the number one player in the industry.
She set out with the intention of becoming chief executive.

5. Describing arrangements
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We can use the future progressive to describe the plans and
arrangements we have made:

I’m in Munich next week and I’ll be seeing Herr Rostel then.

When you’re in London next month you’ll be staying at the Birkbeck
Hotel.

For plans which we expect to be completed before a deadline we use
the future perfect:

By this time next year we’ll have completed the reorganization.
Practice
A Making arrangements

A London-based consultancy called MarkUp is planning, a seminar
called The Effective Global Manager. The seminar organizer has received a

copy of the provisional program drawn up by a colleague who has made
notes. Expand these notes into full questions.

Location Grosvenor House Hotel, Park Lane
Date Monday 18-20 March
Provisional program Which printer? No of copies?1

Sunday 17 March
Delegates arrive at City Airport Transport?2 Evening entertainment?3

Monday 18 March

Opening address Who?4

The changing business environment Simon Kelly

Lunch

Cross-cultural communication Pieter Oet

Communicating assertively Dwight Wayne

Cocktail and dinner and then?5

Tuesday 19 March

Plenary session Rob Weir Which room?6

What subject? 7
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Re-engineering the corporation Philip Price

Lunch What about vegetarians?8

The learning manager Gavin Tudor

Workshops Various — how many rooms?9

What size?10 equipment?11
Wednesday 20 March

Strategies, staff and systems Lara Ford

Lunch

Financial skills Michael Reynolds
Transfer to airport Time?12

Example: Who is going to print the program?
How many copies will you be needing?

Trends
We can describe trends in English in different ways. For example:

1. Verbs of change Profits are falling.
Unemployment is rising in many areas.

2. Prepositions Our business grew by 10% last year.
Sales grew to $5.8 million.

3. Different tenses In recent months our profits have risen
dramatically.

In January we were making a loss.
We’ve been going through a difficult period.

314




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Topic 3
DESCRIBING TRENDS

1. Present trends

When we describe a trend, we describe a changing, developing situation.
Therefore, to describe ongoing we use either the present progressive or the
present perfect progressive.

People are living longer.

The number of single-parent families is increasing.

People are eating more and more convenience foods and drinking more
wine than ever before.

The proportion of a family’s income spent on entertainment has been
rising.

2. Trends that began in the past and have reached an end-point
We use the present perfect when a trend has come to completion:
The re-engineering of our firm has created a flatter hierarchy.

The European consumer has become more sophisticated.

3. How long?
If you want to say how long a trend has lasted, you can use a number of
time expressions.

We use during or in, from and until with periods in the past:

During the late 1990s companies were getting ready for the Y2K bug.
The world slumped into depression in the 1930s.

From the mid-1980s government spending tended to go down.
Things were going well until the Asian stock market crash.

Time up to the present can be expressed using for, since and over:

We’ve been targeting a different market segment for the last two years.
(for + duration)
They’ve been heading for a fall since last February. (since + point in time)
We’ve increased our market share over the last five years. (from five years
ago up to now)
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Practice
A Trends in consumer relationships

Read the extract and decide whether the trends described have reached an
end-point or are still developing. Then choose a suitable form for the verbs
in brackets. There may be more than one possible answer.

In the days before mass marketing, the local bank manager knew the
names and ages of his customers’ children, the corner shop knew which
brand of breakfast cereal to stock for local families and businessmen
bought their suits tailor-made.

But all that ............. 1 (change). Today, under the onslaught of
cost-cutting, rationalization and automation, many people .............. 2
(never see) their bank manager, an impersonal supermarket checkout
.............. 3 (replace) the cozy corner shop and most people .............. 4
(never have) a suit made to measure.

Further radical change is under way. More and more companies
............... 5 (realize) that the conventional mass-production model on
which consumer marketing .............. 6 (base) no longer works.

Instead of focusing narrowly on crosscutting measures and
improving efficiency, more and more market leaders

................. 7 (re-examine) their business strategies and deciding that
customer services and customer relationship management are the keys to
future growth.

Increasingly, companies ................ 8 (take) a holistic view of
their customer relationships and focusing on the lifetime value of those
relationships. It costs five to eight times more to acquire a customer than
it does to retain an existing one. Consequently customer relationship
management — CRM for short - ................. 9 (become) one of the
hottest new fields of consultancy.

B Describing trends

Write sentences describing the trends in the graphs below. Use one or
more of the time expressions on the previous page.

316



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

#F
/_J

"
I ._.--""’F..-.
=
-

1993 1994 1995 1996 1997 1998

GDP growth (annual % change)

penetration

Japan's Internet user

Task 3. These verbs describe change. Complete the table with the verb
forms and (where possible) the noun form.

Infinitive

Past simple

Past participle

Noun

decline
decrease
drop

fall
fluctuate
gain
improve
increase
. jump
10.level off
11.lose
12.plummet
13.recover
14.rise
15.rocket
16.stabilize

CoNoR~LONE

declined

declined

a decline

Task 4. Tick the type of change expressed by the adverbs in the table.
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Type of change

small large very large fast slow

considerably ¢

dramatically

enormously

gradually

quickly

rapidly

sharply

significantly

slightly

substantially

vastly
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Topic 4
FORECASTING AND SPECULATING

1. Forecasting

We use will to make predictions about the future:

In the future everybody will be famous for 15 minutes. (Andy Warhol)

A manned spacecraft will land on Mars in the next 20 years or so.

We use likely to if we think something is probably going to happen and
bound to if we are 100% certain:

My memory’s getting worse so I’m likely to forget.

He hasn’t done any work at all. He’s bound to fail his examination.

2. Speculating

We use if + past simple + conditional to make a hypothesis about the
future:

If I knew how the stock markets were going to react, | would get rich.

If work was such a splendid thing, the rich would keep more of it for
themselves.

We use modal verbs to make deductions about present situations:

He left an hour ago and it’s not far so he will/must be there by now. (100%
certain)

He left 45 minutes ago and it’s not far so he should be there by now.
(reasonably certain)

He left 30 minutes ago and it’s not far so he may/might be there by now.
(possible but uncertain)

He only left 15 minutes ago and it’s quite far so he can’t/won’t be there
yet. (impossible)

3. Speculating about the past

We use if + past perfect + conditional to make a hypothesis about the past:
If he had got better grades at school he would have gone to university.

If I hadn’t been in the right place at the right time | wouldn’t have got the
opportunity.

Must and can’t are also used to make suppositions about the past:

The door was locked so the thieves must have got in through the window.

I wasn’t there myself but the atmosphere must have been electric.

He says he met me in Brussels but he can’t have — I’ve never been there.
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She looked so surprised when | arrived, she can’t have been expecting
me.
Practice

A Forecasting

What is in store for you, your company and your country? Write
sentences using bound to, likely to or unlikely to about the following.

1. a pay rise

2. a takeover

3. redundancy

4. promotion

5. a change of government in the next six months

B Speculating
Match the sentence halves and complete the blanks with must or can't.

1. She looks so young; a). she ........ come from a bilingual
2. She can speak English and | family.

Spanish perfectly; b). she ..can’t.. be a day over 30.

3. She .......... know what’s in the | c). she works 60 hours a week.
report; d). she lived there for three years.
4. She .......... have friends in high | e). she hasn’t had a copy.

places; f). because she’s survived three
5. She ... know Berlin pretty | major scandals.

well,

6. She .......... have much of a social

life,

C Making hypotheses
What can you infer about these situations?

1. The director suddenly bought a huge block of shares when everybody
else was selling theirs. Then the share price soared by 25%.

2. The fish in the canteen smelt strange yesterday and subsequently a
number of employees have not reported for work.

3. She insists that he spoke to her in Urdu but he's never learnt a word of
Urdu in his life.

4. There is an unexplained toss of £1.5 million in the company accounts
and the finance director has been absent from work for the last eight
days.
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Topic 5
DESCRIBING A COMPANY

Read this extract from Nestle Management Report 1999 and note how the
information is organized:

Nestle, whose head office is in Vevey on the shores of Lake
Geneva, is the world's largest food company. Although it is Switzerland's
biggest industrial enterprise, only 2% of sales are generated in
Switzerland. We are a truly global company employing 230,929 people
on every continent. Consequently, our management and staff reflect a
truly international outlook.

Nestle now produces the world's favorite brands in 509 factories
worldwide. In over 130 years of growth and diversification, we have
never lost sight of our core business: improving the quality of people's
lives through high-quality, nutritious, and convenient prepared foods and
beverages. Today, Nestle brands are present on almost every supermarket
shelf, and some products - like NESCAFE, NESTLE, NESTEA,
BUITONI, MAGGI AND FRISKIES -are sold in more than 100 countries.

Geography: multinational, head office in Switzerland
Employees: 230,929 people on five continents

Activity:  the world's largest food company, producing global brands
Production

facilities: 509 factories worldwide

Financial

information: market capitalization 112,032 million Swiss francs

Other useful phrases include:

Geography: We are based in / located in / situated in ..
Employees: We employ (n) people / there are (n) people on the payroll
Activity:  Our firm specializes in / produces / manufactures / supplies
Type: a joint venture

a subsidiary

a holding company

Position: is the leading company in its field

ranks number one in the market for...

Is a major player / operates in many different markets
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Is a group ranking among the world's top 20 ....
recently established

well-established

with a long tradition of success

Financial

information: achieving annual turnover of $(n)
accounts for (n)% of sales

generates profits of (n)

Practice

A HMV
Complete the following extract using these words.

operates worldwide the world’s foremost comprises leading

HMV Media Group pic ............ (1) HMV, one of .......... (2) specialist
music retailers, and Waterstones and Dillons, the two ......... (3) brands in
the UK book retailing market. The group ........... (4) in many different

markets with over 470 stores ...... (5), generating sales of over £1 billion.

B Wieden & Kennedy
Complete the following extract using these words.

headquarters range world-class employs headquartered located
operations

Wieden & Kennedy is a .......... (1) advertising agency, ......... (2) in the
USA with ....... (3) all over the globe. Its clients ......... (4) from Coca-Cola
to Microsoft and Nike. Wieden & Kennedy's European .......... (5) is
............ (6) in Amsterdam and ......... (7) approximately 120 people.

C Sita
Using the information in the box write a description of Sita as the first
paragraph for the job advertisement below.

Geography:  Geneva-based; present in 225 countries (900+ locations)
Staff: 5,000+

Activity: telecommunications (70,000 customer connections)
Position: largest communications network
Revenues: £1 billion
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INTERNATIONAL TAX MANAGER

SITA provides a one-stop for all mission-critical business-to-business
communications and information needs.

Our client is seeking to recruit a tax specialist who has a strong track
record in practice and/or commerce/industry.

323




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Topic 6
CONFIRMING INFORMATION
Question tags are used when we expect the person we are speaking to to
agree with us or confirm that we are saying is right. They are most often

used in spoken English.

Form Tags are formed using an auxiliary and the pronoun referring to the

subject. The tag is almost always contracted.

Affirmative main clause Negative tag
It’s hot today, isn’t it?
You were there, weren’t you?
You’re Canadian, aren’t you?
She can drive, can’t she?
You will stay in touch, won’t you?

Negative main clause Positive tag

The meeting isn’t today, IS it?
She wasn’t present, was she?
They’re not coming, are they?
She shouldn’t know, should she?
She couldn’t get there, could she?

If the main clause does not have an auxiliary or the verb to be, we use do,

does or did in the tag:

You agree with me, don’t you?
You don’t like raw fish, do you?

She gave you her number, didn’t she?
He doesn’t drink alcohol, does he?

When have is used for states (e.g. possession) both do and have are used for
the tag in British English but do is normal in American English.

You have a motorbike, don’t you / haven’t you?
You father has a yacht, doesn’t he / hasn’t he?

The tag for | am is aren’t 1?
I’m not late, am 1?

I’'m late, aren’t 1?
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Uses 1. Asking a real question
If we really want an answer to the question, the voice goes up at the end of
the question.
2. Asking for agreement
If the question is not a real one, we use falling intonation.
3. Making offers or suggestions
I’ll get you a drink, shall 1? Let’s pencil in Thursday, shall we?
4. Agreement
‘It’s hot today, isn’t it?” “Yes, it is.”
“The meeting isn’t today, is it?” “*No, it isn’t’

Practice
A Confirming decisions

The people taking part in the conversation below are trying to remember
what was said during a recent meeting. Complete the dialogue using
appropriate question tags.

A What did we say Janice was going to do?

B Janice was going to revise the estimates ................. 17
C 1 think so. And she said she would talk to Aziz about it ....... 22
A Are you sure?

B Perhaps. But Bill wanted to change the procedure.............

C He didn't say that...........c.ccceevveee. i
B I thought he did. But it wouldn't work................ >? We agreed on that, ......... %2
A I can't remember, to be honest. We should have taken notes......... 2
B Yes, it's terrible...........ccccoeeinen 2? We'd better have the meeting again
2
A OK, let's make it first thing Monday morning, ......... 109
C OK by me.

B A conversation at a cocktail party

Complete the following conversation which takes place at a cocktail
reception held at an embassy.
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A Hello, you're Mick Harvey..................... 2
B That's right. How o you know ty name?
A You were the commercial attaché in Egypt.

B That's right. Oh yes, and you were working for Amoco.......... 22
A Yes, but I left six months ago.
B The weather's wonderful .................... %

A Too hot for re. Is that the

ambassador over there?

B Yes. You've methim........................*"?
A No, actually I haven't.

B Well, I'll introduce you.................... %7
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Topic 7
GETTING THINGS DONE

1. If we arrange for something to be done by someone else, we say that we
get or have them done for us. Have is slightly more formal:

Subject get/have Object Past participle

We are getting our offices redecorated.

Could you have this payment authorized by the
accounts

department?

They get their catalogue printed in

Mexico.

We’ve always had the machines assembled on

another site.

2. We can use have followed by an object + base form of the verb if we
want to emphasize who does or did the work we arranged:

| always have my secretary check my spelling.

| had the maintenance people test the air conditioning.

She had the catering staff prepare a meal for the guests.

If we want to use get we use an object + to-infinitive:

| always get my secretary to check my spelling.

| got the maintenance people to test the air conditioning.
She got the catering staff to prepare a meal for the guests.

3. There are a number of verbs that describe action undertaken to make
sure something is done:

attend to contend with cope with deal with  follow up (on)
handle process seeto tackle take care of

Mrs Baker deals with all requests for product information.

It's my job to see to all routine maintenance work.

There are a lot of things to attend to before the trade fair.

You should allow three working days for your order to be processed.
It is our policy to follow up on all customer complaints.
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Her assistant is ill and | don't know how she is coping with the extra
workload.
A Getting things done

Rewrite the sentences using have or get. Decide whether or not you want to
emphasize who does or did the work.

1. All our export risks are insured.

3. A specialist agency translates all the company documentation and
manuals. (two possible answers)

4. We've asked the contractors to build a new extension. (two possible
answers)

5. The legal department drew up the contract on my instructions. (two
possible answers)

B Arranging for things to be done

React to the statements below using the word in brackets, as in the example.
Example:

My passport expires soon. (renew)

| need to have it renewed.

1. The printer only works sporadically. (fix)

2. Mrs Baxter is going on a training course. (replace)

3. The outside windows are incredibly dirty. (clean)
4. I'm not sure the figures are entirely accurate. (check)
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Topic 8
REQUESTING AND OFFERING
1. Making a request

Here are some ways of making requests, according to the degree of

politeness:

impolite

Get me another glass. | want another glass. Another glass, OK?
neutral

Can | have another glass, please? I’d like another glass, please? Is it

all right, ii I have another glass?
slightly more polite
Could I have another glass, please? May | have another glass, please?

very polite
I was wondering if | could have another glass. Could you possibly give
me another glass, please? Do you mind if | have another glass?

Would you mind my having another glass?

2. Excepting a request

Yes, sure. Fine. No problem. Go ahead. Certainly
3. Offering
Would you like to...?  Would you like me to...? Shall I...?
Accepting offers
Thank you very much.
That’s very kind of you.

Declining offers

No, that’s all right, thank you.
No, don’t bother. / I can manage.

Practice
A polite request
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The following short dialogues are not very polite. Rewrite them to make
them sound more acceptable.

Examples: 1 want to speak to Mrs Gosso.

Could I speak to Mrs Gosso, please?

She isn’t here. What do want to speak to her for? wrong

I'm afraid she isn't here. Would you like to leave a message?

1 A Twant to leave early.
B No way.

2 A Want a lift?
B Yes.

3 A Give me $50 until tomorrow.
B I haven't got any money.

4 A Want a glass of sherry?
B No.

5 A Bring me the bill.
B Oxk.

0 A Tell me the way to the station.
B No idea where it is.

B. Doing someone a favor

Rearrange this jumbled dialogue between two colleagues and put these
expressions into the blanks

could you possibly 1 was wondering if I'm afraid go ahead

Il Shall 1

B Well 1 T can't tomorrow. I'm not coming in to the office.

A 2 Write it down for you?

B Yeah, 3

A 4 you could phone these people in Spain for me. My Spanish is
atrocious

B Sure. 5 do it first thin.
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B Yes. Otherwise I'll forget! When do you want me to phone them?
A Well, 6 do it the day after tomorrow?

A Could I ask you a favor?
B No problem. Just tell me what you want me to say.

A Tomorrow.
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Topic 9
DESCRIBING PROCESSES

Focusing on information

When describing a process, we focus more on what is done than on who
does it. For this reason, the passive is commonly used, as in the passage
below on recycling.

Recyclable materials are recovered from municipal refuse by a number
of methods, including shredding (cutting and tearing things into long,
thin strips), separating metals with a large magnet, screening and
washing. Another method of recovery is the wet pulping process.
Incoming refuse is mixed with water and ground into a pulp in a
machine called the wet pulper, which resembles a large kitchen disposal
unit. Large pieces of metal are pulled out by a magnetic device before
everything from the pulper is loaded into a centrifuge called a liquid
cyclone. Here the heavier materials which cannot be burnt, such as glass,
metals and ceramics, are separated out and sent on to a glass- and
metal-recovery system. Other, lighter materials go to a paper-fibre-
recovery system. The final residue is either burnt or is used as landfill.

Mixing active and passive verb forms

It is also possible to mention what actions people or things perform in a
process as well as focusing on the action itself. So there is a mixture of
active and passive.

Creating a news story

Whenever a disaster happens somewhere in the world, reporters and
photographers are sent there to interview people and take pictures. The
news reports are sent by e-mail or over the phone and the rolls of film
rushed back to the office to be developed.

Then other journalists type up the stories and the pictures are scanned
into the computer. Designers work on the stories and photos on-screen in
order to get the layout right. The computer prints out the page of news
onto a piece of clear film which is laid on a light-sensitive plate and
exposed to a brief flash of light.

A plate is made for each page of the newspaper, wrapped around a roller
on the printing press and coated with ink. When all the pages have been
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printed they are put together in the right order. The finished newspapers
are finally tied into bundles and delivered to news-stands.

Practice

A Active or passive?
Complete this passage using either active or passive forms of the verb.

Manufacturing resource planning - MRP - is a process which ............ (1)
(integrate) marketing, production and sales. MRP ............ (2) (rely)
upon a fully integrated process and ............ (3) (coordinate) by a master
scheduler, who ......... (4) (ensure) that each of the three phases ........... (5)
(manage) cost-effectively and efficiently.

In MRP, all the projections, estimates and forecasts have to ........... (6)
(synthesize) in a production plan into concrete stages and mixes of
products, whose manufacture has to .......... (7) (schedule) as cost-
effectively as possible, using just-in-time and electronic data
interchange systems. Each stage in the production process ............. (8)
(give) a separate coding. Thus all arriving raw materials or bought-in
parts ............ (9) (check) for quality and will not .......... (10) (use) until set
standards have ........... (11) (meet). Similarly, finished goods may not
.......... (12) (warehouse) until quality checks have ............(13) (fulfil). At
each stage all materials and items ........... (14) (give) unique production
batch codings for identification in case of a defect occurring. In this
way a computer database ............ (15) (build up) of each and every
production run. In the case of a product recall, any defect problems may
(locate) quickly and the public relations damage will therefore
............ 17) (limit).
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Topic 10
REPORTING WHAT PEOPLE SAY OR THINK
Uses

1. Informing

Would you like to tell her that she is being made redundant?

NL Industries said it intended to cut debt and increase capacity.
Indonesian police told reporters they were questioning three former
central bank directors.

Note that tell and told are followed by an object ( tell her, told reporters,
etc. ).

2. Instructing

| don't like autocratic bosses who tell employees to work harder.

She told him to improve his performance.

The court told the firm to pay £750,000 in compensation.

When tell and told are used in this way they are followed by an object +
infinitive.

3. Reporting the speaker's attitude and intention
Note how the reporting verbs are used in the following extract:

Wim Duisenberg, president of the European Central Bank, yesterday
declared the introduction of the euro a success. He acknowledged that
Target, the new cross-border real-time payment system for the Eurozone,
had had some teething troubles. But he insisted that all the main
technical systems had coped well during last week's transition to the
single currency.

He also forecast a potential conflict with European governments when he
warned politicians against adopting an explicit exchange rate policy for
the euro.

4. Some reporting verbs are followed by an object + infinitive

“If | were you I’d keep quiet.” She advised her colleague to keep

quiet.

“Don’t sell your shares yet.” He warned me not to sell my
shares yet.
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“Don’t forget to take your He reminded her to take her
passport.” passport.

Others are followed by an infinitive:

“I’ll send you a cheque.” He promised to send her a cheque.
“We’ll sue you if you cancel.” They threatened to sue us if we
cancelled.

“I’ll give you a lift if you like.” She offered to give me a lift.

Note that suggest and recommend are followed by two possible
structures:

“You could hire more temporary She suggested hiring more

staff.” temporary staff.

She suggested that he hire more

temporary staff,

Practice

A The minutes of a meeting
Read this extract from a meeting and the minutes of the meeting. Choose the
reporting verb which most accurately reflects what each speaker said.

Robert Dunne  Right, let's start. The main item on the agenda is
whether we reorganize our operations in France. I'd like to hear your
views about this. Can you put us in the picture, John?

John Marsh Yes. As you all know, we set up a regional centre in
Lille two years ago. We hoped it would be a base for expansion into other
areas of France and Benelux. Unfortunately, | have to say that it hasn't
been a success. It hasn't made the kind of impact we expected and, as |
see it, it's going to be very difficult to get much of a return on our
investment.

Robert Dunne  Thank you, John. How do you feel about this, Gillian?
Gillian Hall Well, if you remember | told everybody at the time that
I was not in favor of Lille as a location. We should never have set up
there. If you want to gain a foothold in the French market you've got to
be in the capital.

Robert Dunne  Thank you, Gillian. What's your reaction, Mark? Do
you think Gillian's right?

Mark Atkins No, | don't agree at all. Benelux is a big market and
Lille is right from a geographical point of view. | really think we need to
give them more time.
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Gillian Hall Well, you've got a point, but what about the rest of
France? You've got to be in Paris, like | said.
Penny Mure I think the local staff are useless, they haven't done

what they're employed to do. They never reply when | try to get in touch
with them.

Robert Dunne Is that true?

Gillian Hall Yeah, that's happened to me on several occasions.
John Marsh Look. Why don't we bring in a French consultancy to
analyse the situation for us? We obviously need more information about
what is going on.

Robert Dunne OK, I'll look for a suitable firm of consultants in the
next few days. If we don't do something quickly we'll just lose out to our
competitors.

invited pointed out confirmed disagreed raised reminded advised
warned complained outlined suggested offered acknowledged

Mr Dunne ........ (1) the issue of operations in France and the siting of the
regional centre inLille and ......... (2) comments from the review
committee. Mr Marsh ........ (3) the reasons for choosing Lille and
........ (4) that it had not been a success. Ms Hall .........(5) the meeting that
she had never been in favour of Lille and ....... (6) that it was important
tohave a presence in Paris in order to gain a foothold in France. Mr
Atkins ....... (7) and ........ (8) the committee to allow the Lille centre to
continue for the time being. Ms Mure ....... (9) and Ms Hall ....... (10) that
the staff in Lille were apparently incompetent. Mr Marsh ....... (11) that
they hire a consultancy to investigate and Mr Dunne ........ (12) to look
for a suitable firm and ........ (13) that there was a risk of losing market
share if they didn't act swiftly.
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Topic 11
MANAGING A CONVERSATION (1)

1. Introducing a topic

We very often use questions as an invitation to someone to develop a
conversation. For example:

Did anyone see the film on television last night?

Have you heard about the change in plan?

We can also make an obvious statement such as:
You'll never guess what happened to me yesterday.

2. Changing topic

If you want to change the direction of a conversation you can say:

By the way, Jim phoned.

While I think of it, Jim phoned.

While we're on the subject of motivation, what kind of incentives do you
offer?

This is on a completely different subject, but Jim phoned.

3. Attentive listening

When listening to another speaker, we usually react to what is being
said by using various noises and expressions of encouragement and
cooperation:

uh-huh right oh, really ohdear is that so?

yeah mmm |see yes, of course that's great

If we don't respond like this, we give the impression that we are not
listening or are bored and the speaker may ask a question to check that we
are following.

4. Echoing

Another way of showing that you are listening is to repeat a key word or
phrase from what the other speaker has just said. For example:

A So, anyway, | said that I couldn't possibly accept 5%.

B Five per cent?

A Yeah, 5%, it's just not enough.

A ... and | was going to phone her before she got back from Japan.
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B Before she got back?
A Yeah, because | needed a decision quickly.
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Practice

A Introducing a topic

Introduce a topic of conversation that will elicit these answers.
L e e e e ens
Yeah, she told me yesterday.

OSSOSO PSPRRTRI
No, I didn't, but | heard that it was very good.
TSRO SRTRI
No, | haven't. What's happening?
O SPR

No. What went wrong?

B Changing a topic
You are in conversation and would like to change the topic. Write what you
would say.

Speech bubble (what you hear) Thought bubble (what you
want to
1. say )
... and so James went back and got Did James arrange for overtime
at the
the stuff that he'd forgotten and weekend?
everything turned out OK.
2.
..and I think that I'll probably Did you hear what happened in

have to go to China and see what's  Beijing?
happening for myself.

3.

.. and there seems to be a real Sandra wants to move into
another
change in spending patterns before section.

the Christmas period, so we’ll
probably need to think about that.

C Echoing

Unscramble these jumbled fragments of two conversations.

A And if you book before the end of the month you get a i10% reduction.
C Well, I thought there was something wrong with the system.

A Yeah, that's what it said on the leaflet.
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D Something wrong?

B Before the end of the month?

C Yeah, but it was working all right in the morning.

Managing a conversation ( 2)

5. Following the conversation

If we are having difficulty understanding, it is appropriate to ask for
repetition or clarification:

Sorry, | don't quite follow you. ~ What was that again?
What was that you said about...? | didn't get that bit about...

6. Keeping going

In conversation we need time to plan what we are going to say. In order not
to hesitate too much and allow other people to intervene before we want
them to, we use short expressions to gain thinking time:

Well, as | was saying... Anyway... | mean ... And that's not
all...
So you see ... And as you probably know...

If we cannot think of a precise word and want to avoid hesitation, we use
vague, imprecise language such as:

a kind of... a sort of... ...or something it's a bit like a... ....and stuff
like that

If we do not want to lose a turn, we use rising intonation to signal that we
have not finished.

7. Turn taking

We sense that someone is about to finish what they are saying when they
use falling intonation:

.....and so | think we've got to move fast or we're going to lose out to the
competition.

In more formal contexts, such as a meeting, it is possible to claim a turn
by saying:

Sorry to interrupt but...  If I may, I'd like to comment on that.
Excuse me...  Iflcan just come in here ...
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8. Ending a conversation
The end of a conversation has to be “negotiated” so that no one is left
talking:

“Well, I think that's all for now. I'd better be going.”

“Right. So, I'll see you on Wednesday, then.”

“OK. Yeah, Wednesday. Well, I'll let you get back to what you were
doing.”

“Right. OK, Have a good trip.”

“Thanks. Bye.”

“Bye.”

Practice

A sort of / kind of

Look at the ways sort of and kind of are used in the following speech
extracts. Match them with the approximate “translations” (a, b or c)
below.

1. ...and I think you know when some people are speaking English it's
kind of like having a hot potato in your mouth ...
2. ... and if you didn't agree with him he got kind of angry.
3. ... er, no, it doesn't take that long to get authorisation, er, it's only sort
of three or four months, I think.
4. ... and she didn't like living there and had a kind of nervous
breakdown.
5. ... and Management by Objectives is a technique which has sort of
gone out of date.

a) about

b) it seems

C) in a way

B Conversational acts
Match the words in bold with their functions (a-e) below.

1. It's not really good enough, is it?

2. Sorry to interrupt, but don't you think that's a little unreasonable?

3. “Shall we meet again next Monday?"

“Yes.”

“Right.”

4. ... and don't, for heaven's sake, believe everything you read in the
press.
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5. ... and he's got this thing about status and thinks that secretaries should
be more than secretaries and anyway that's what he thinks. I think he sees
them more as Personal Executive Assistants or something.

a) claiming a turn

b) stressing what the speaker himself says
c) keeping going

d) inviting feedback from the listener

e) acknowledging a response

Negotiating
Negotiating involves a number of separate stages. Some useful language
Is given below for each stage.

1. Stating aims

What we need to decide is ...

Can we agree on an overall procedure?
We would like to reach agreement on ...
What we hope to achieve is ...

Let's establish some common ground.
We'd also like to discuss ....

2. Imposing conditions

We couldn't order that quantity unless you were prepared to ...

We can place a firm order only on condition that you pay within a week.
We can do business with you provided that you give us an open account.

3. Focusing the discussion

The key issue here is ...

One thing | want to took at is ...

What we need to talk about now is ...

We now come to the most important phase of our discussion.

4. Rejecting suggestions

That really isn't on.

| can't go along with that.
That's out of the question.

I'm afraid that's not acceptable.

5. Bargaining
If we give you extra discount will you increase the size of the order?
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If you offered an extended guarantee we could see our way to reducing
the price.
We might be able to make a concession if you do the same.

6. Summarizing

Have | got this right?

We've agreed to ...

As we agreed, you will take care of... and we will...

If there are areas which you have not reached agreement on you can say:
There are one or two outstanding points / issues we still need to discuss.
7. Ending the negotiation

1 think we've covered everything.

OK. It's a deal.

We can shake on that

A Negotiating an agreement

The government is encouraging firms to reduce the length of the working
week in order to encourage job creation. But the implementation of a shorter
working week is not easy and involves some tough bargaining.

The conversation below is the beginning of a negotiation between an
employer and a union representative. Complete the dialogue by putting the
missing extracts in the right position. (The dialogue reads diagonally.)

Employer Union representative

So we’re here to reach agreement on
the proposed changeover from 40 hours
to a 35-hour working week.

Yes, and we can only reach agreement
If we pay for 35 hours rather than 40.

I’m afraid that’s out of the
question. My members cannot
possibly accept a reduction

in salary.
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S
| don’t see that happening without
considerable investment in new
machinery.

Ao

a). Well, we seem to be getting nowhere. Let’s see if we can establish some
common ground.

b). That may be the case, but the company couldn’t survive if we paid
people the same wages for fewer hours.

c). I’'m sorry, but | disagree. We can make productivity gains. If fewer
people did the same amount of work in 35 hours there wouldn’t be a
problem.

d). Right, and the key issue is remuneration.
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Topic 12
PRESENTING FIGURES

1. Whole numbers

We say three hundred, six thousand, eight million, etc. (There is no s at the
end of these words.) But we add s for approximate numbers:

hundreds of people

millions of dollars, etc.

For figures over 100, British English, unlike American English, uses and
between the hundreds and the tens:

327 BrE: three hundred and twenty-seven; AmE: three hundred twenty-
seven

653 BrE: six hundred and fifty-three; AmE: six hundred fifty-three

We say one thousand rather than a thousand before a number of
hundreds. The word thousand is not followed by and unless the figure is
less than 1,100, 2,100, etc.

1,348 one thousand three hundred and forty-eight. (NOT *a thousand
and three hundred)

1,001 one thousand and one

6,087 six thousand and eighty-seven

2. Decimals
If we have to use a decimal we say point. Each figure is said separately:

0.35 0.5 6.75
BrE/AmE zero point three | zero point five six point seven
five five
Brg nought point | nought point five
three five oh point five
oh point three
five

3. Fractions

Fractions are expressed using ordinal numbers:

a third aquarter a half two-fifths three-quarters, etc.
1:4 is pronounced a ratio of one to four or one in four.

4. Pronunciation
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Many figures are pronounced individually:
A Boeing 757 (seven five seven)

Flight BA 316 (three one six)

Your code number is 4215 (four two one five)

When speaking about money, we say the currency unit after the figure
if it is a whole number:

$ 75 seventy-five dollars

¥200,000,000 two hundred million yen

$75.50 seventy-five dollars fifty cents (or seventy-five dollars
fifty)

€16.50 sixteen euros fifty cents

Practice

A Saying figures aloud

Write down these figures the way they are said.
1.0.45

2.1.85

3. $759

4. ¥125m

5.1/3

6. 2/5

7.1:3

8. 2001

9. Your account number is 342 5461

10. Your personal identification number is 3749

B In your situation?

Answer these questions.

1. What proportion of your time do you spend in leisure activities?

2. On average, how many children are born to each couple in your
country?

3. What is the average take-home pay in your country?

4. What is the present rate of interest on a bank savings account?

5. What is the rate of inflation in your country?

6. What is the ratio of men to women at the workplace?
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Topic 13
DOCUMENTS AND CORRESPONDENCE
Part 1. Correspondence
Applying for the job
Task 1. Read and translate.

People apply for the job by sending in a letter of application or covering
letter ( US cover letter ) and a curriculum vitae or CV ( US resume ).
Resume is a short written account of your education and your previous jobs
that you send to an employer when you are looking for a new job; = CV
Bre

Covering letter is a letter that you send with documents or a package that
gives information about its contents.

Task 2. Brenda Denholm decides to apply for the job at Patagonia.
Study her CV carefully to see how she has presented the information
about herself. Where do you think each of the following headings
should be placed?

References Work experience Education and qualifications Telephone
number Present address Date of Birth Name Marital status Current
salary Other information

Curriculum vitae

1. 16 February 19
2. Brenda Denholm
3. 42 Hanover Street,

Edinburgh EH2 5LM, Scotland

4. 051 962 9913
5. Single
6.
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1980-1985 Broadfield School, Brighton
A levels in German (A), English(B), History(B) and
Geography®©.

1985-1987 Hiltop Further Education College,
Kenwood Road, London NW7 3TM
Diploma in Business Studies.

7. Johnson Bros. Plc, 51-55 Baker Street, London WLA
LAA

Oct ’87-Dec ‘88 Type of Company: Retail Chain Stores
Post: Junior Secretary
Responsibilities: Secretarial work including typing;
shorthand; correspondence; copying reports and
minutes from shorthand notes; tabulating data; filing;
answering customers’ calls; mail distribution; and
general office duties.

Jan ’89-present  National Auto Importers Ltd., Auto House, Sidmouth
Street, London WCLH 4GJ
Type of Company: Car importers
Post: Secretary to Assistant Director
Responsibilities: Dealing with all correspondence;
taking minutes at meetings and writing up Assistant
Director’s reports; receiving customers and suppliers;
dealing with home and overseas enquiries; making
decisions on behalf of A.D. in his absence; and
representing the company at various business functions.

8. While working | have attended various evening courses
for Italian and French, and have also been on a special
Information Technology course at The City College.
My interests include tennis, badminton, swimming, and

reading.

9. Mr B. Williams, Assistant Director, National Auto
Importers Ltd., Auto House, Sidmouth Street, London
WCLH 4GJ.

Mrs T. R. Bradley, Senior Lecturer, Business Studies
Dept., Hiltop Further Education College, Kenwood
Road, London NW7 3TM.

10. &16,000 per annum
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Task 3. Read and translate the covering letter.
Covering letter for CV

Your Ref: KH 205/9 42 Hanover Street
Edinburgh

Mrs J. Baudoin EH2 5LM

Personnel Officer Scotland

International Computing Services PLC

City Road

London EC3 4HJ 16 July 19
Dear Mrs Baudoin,

I would like to apply for the position advertised in The Guardian on 14
July for a Personal Assistant to the Sales Director.

As you see from my c.v., much of the work | do in my present position is
that of a PA. | deal not only with the routine work of a secretary, but also
represent the Assistant Director at small meetings and functions, and am
delegated to take a number of policy decisions in his absence.

Your advertisement asked for knowledge of languages. | have kept up my
French, and learnt Italian for the past two years at evening classes, and
have regularly visited Belgium and Italy with the Assistant Director, acting
as an interpreter and translator for him.

I am also familiar with the latest developments in Information Technology,
having just completed a one-month course at The City College, in addition
to previous day release courses | attended when | was with Johnson Bros.

I am particularly interested in the situation you are offering, as | would like
to become more involved with an IT organization. | am quite familiar with
many of the software products that ICS manufacture for office technology.

As well as my secretarial skills and experience of running a busy office, |
am used to working with technicians and other specialized personnel in the
field of computers. | have a genuine interest in computer development and
the people involved in the profession.
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Please let me know if there is any further information you require. | look
forward to hearing from you.

Yours sincerely,
Signature
Brenda Denholm (Mrs)

Encl. c.v.

Task 4. Write the following points in the same order as in the letter
above.

1. present duties;

2. the position you want to apply for;

3. reasons for applying for the vacancy and the qualities you can offer the
company;

4. any information which is relevant to the advertised position.

Task 5. Using the headings below write a c.v. for yourself.

Curriculum vitae

Age:

Date of Birth:
Nationality:
Home Address:
Tel.No.:

Business Address:
Tel.No.:

Marital Status:
Education:
Qualifications:

Experience:
Interests:

Task 6. Write a covering letter for the job you would most like to have
to accompany your CV,
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Task 7. Interview your friend asking him questions so that you can
write his CV.
Writing emails

Task 1. Read and translate.

Electronic mail is a means of sending and receiving messages — internally,
nationally, or internationally. It is relatively low in cost, and does not
require a trained operator. Email is also fast, relatively reliable, and
messages can be sent or picked up anywhere in the world, and stored in the
mailbox until they are retrieved. This can be particularly advantageous for
users who are communicating across international time zones. Because of
the brevity, rapidity and relative informality of emails, it is important to
check that all information has been given and that the tone is appropriate.
Emails are usually shorter than other forms of communication and the
language is simple and concise.
The tone for emails to superiors or people outside the company should be
formal. But “‘in-house’ emails between colleagues can be semi-formal.
Opening and closing
Semi-formal emails usually start with Hello or Hi and close with Best
wishes or All the best.
Formal emails start with Dear Mr/Ms or Dear Sir/Madam and Yours
sincerely or Yours faithfully are used to close.
Exchanging information
Are you going to Monday’s Production meeting at 11am?
Could you mail me the sales figures for last month by 5pm?
Here is the brochure on the new product you asked for ( see attachment ).
I’m sending you the board’s recommendations with this mail.
Please note that today’s appraisal meetings have been cancelled. They will
be rescheduled for the same times next Friday.
I’m writing to invite you to attend this year’s conference. It will be held ...
Replying to emails
Thank you for your email.
| got your mail, thanks.
Sorry | didn’t get back to you yesterday but...
Thanks for the information about the appraisal meetings. I’ll make a note
of it.
We would like to offer our sincere apologies for ...
The delay was due to circumstances beyond our control.
We can guarantee that ...
We can promise that...
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Let me personally assure you that...

Task 2. Read and translate the email. Match the following components
to the corresponding sections of the email.

. person/people who will receive a copy without other people knowing

. date (and time )

. iInformation about the content of the email

. name and job title

. closing

. opening

. body of the email

. name of the person/people the email is addressed to

. person/people who will also receive the mail though it is not addressed
directly to them

10. name of the person sending the email

11. files, documents, etc. sent separately rather than included in the actual
message or body of the email

OO ~NO OIS WN -

Formal email
From: Sarah Bates, Personal Assistant a
To: Tom Peterson b
Cc: Alan Hickson, Production Manager C
Bcc: Katia Belmondo, Managing Director d
Sent: 12 January 200_ 14:52 e
Subject: Request for dispatch confirmation f
Attachment: Invoice doc g
Dear Mr Peterson h

Thank you for your mail. I have checked with Mr Hickson, our Production
Manager, and | can confirm that the 200 cases you ordered left our
warehouse yesterday and should arrive at their destination by tomorrow at
the latest. Please let me know if there is any delay.

I am sending a copy of the invoice as requested, in the attached file. i

Yours sincerely j
Sarah Bates k
Personal Assistant
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Task 3. Complete the email with an appropriate form of the verbs in
the box.

instruct keep up wait agree exceed do

Semi-formal email

From: Pierre Bernard, Sales manager
To: Jack Wood, Sallly Maryfield, Jeffrey Potter, Andrea Wolf
Cc: Charles Baker, Senior Accountant
Sent: 15 November 200_ 09:32
Subject: Congratulations to the Sales Team!

Hi Team
I’m sure you all that the annual Sales meeting was a great success.
This was clearly due to the excellent organization involved and | thank you
for all your hard work. As you know, we still for the final figures
from some of our regional sales reps, but it looks very likely that we
our targets in every area. So, well
To show her appreciation, Ms Belmondo the Accounts Department
to award you all an extra 5% bonus.

the good work!

Best wishes
Pierre

Task 4. As Chief Executive of a company write an email inviting the
overseas sales managers to attend this year’s conference. Inform them
of the dates, the purpose of the conference and the details of the
location.

Part 2. Financial Documents

Task 1. Match each word on the left with the correct definition on the
right:

1. balance sheet a). A document which represents a
2. business plan part of the total stock value of a
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3. tender company and which shows who
4. profit and loss account owns it.

5. cash budget b). A document which states that a
6. insurance certificate named person or company has paid
7. letter of credit for protection against accidental loss
8. contract or damage of goods or property.

9. share certificate c). A description of the ways a new

business hopes to make money,
showing possible income and
expenditure.

d). A formal agreement for the
exchange of goods or services in
return for payment.

e). An official notification from a
bank that it will lend money to a
customer.

f). A formal letter with an offer to
supply goods or services, containing
a description of the project,
including Costs, materials,
personnel, time plans, etc.

g). A plan of cash income and cash
spending for a specific period of
time.

h). A formal description of a
company’s financial position at a
specified moment.

1). A formal description of income
and costs for a time period that has
finished.

Bill of Exchange
Task 1. Read and translate.

A bill of exchange is a signed document ordering someone to pay someone
else a particular amount of money.

A bill of exchange is an order sent by the drawer ( the person asking for the
money ) to the drawee ( the person paying ) stating that the drawee will pay
on demand or at a specified time the amount shown on the bill. If the
drawee accepts the bill, he will sign his name on the face of it and date it.
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The bill can be paid to a bank named by the drawer, or the drawee can
name a bank he wants to use to clear the bill. If the drawee is willing to pay
as directed in the draft, he writes on the paper, and, generally, across the
face of it, the word “accepted”, together with his name, and, very likely, the
name of his bank, where the amount will be paid:

In its altered form the draft is returned to the drawer. When the bill is due it
Is presented to the paying bank.

A sight draft or sight bill is paid “at sight”. A bill paid “after date” or ‘after
sight” can be paid on or within the number of days specified on the bill.
Therefore, “30 days after sight” means that the bill can be paid 30 days
after it has been presented.

A dishonored bill is one that is not paid on the due date. In this case the
exporter will protest the bill, i.e. he will go to a lawyer, who will, after a
warning, take legal action to recover the debt.

Overseas bills in the UK are known as foreign bills, and those used within
the UK as inland bills.

Task 2. Read and translate the bill of exchange.

B/E No. 1751 9™ April 20...

30 days after sight pay to the order of

Union Mines, Ltd London

Nine hundred and twenty pounds only

value received payable at the current rate of exchange for Banker”s
sight drafts on London

To John Gordon & Co.,

Claygate,

London Signed W.Wilson
Managing Director

*Accepted payable at
The Sheffield Bank,
Claygate,

London

John Gordon

* This is written across the front of the bill.

Vocabulary Notes:
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bill of exchange — nmepeka3uuii Bekcenb; BeKcelb; TpaTTa
drawer — BekcesenaBenb

drawee — mraTHHK

on demand — 3a BUMOT 010

to clear — omatuTu

due — 1o mimATae BUILIATI

due date — cTpok ButIaTH OOprY

sight draft (sight bill) — nmpex’sBHuUIBKA TpaTTa
dishonored-bill — onpoTtecToBanuii Bekcennb

foreign bill — 3akopmonna Tparra

Task 3. Write a bill of exchange and answer the following questions.

1. Who is the drawer and the drawee in your bill of exchange?
2. How much is it for?
3. When must the draft be paid?

Task 4. Read the information about cheques and write a bearer
cheque.

A cheque is defined as a bill of exchange drawn on a bank and payable on
demand.

The holder of a bearer cheque can receive its value in cash from the bank
on which it is drawn.

The following is a form of a bearer cheque:

No. ...
London, ...20...
Brown’s Bank Limited
Pay to Mr. W. James or bearer
the sum of fifty pounds only.
50-0-0
John White Stamp
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Task 5. Translate the following terms using appropriate translations
below them.

Bad cheque; backdated cheque; bank cheque; blank cheque; cancelled
cheque; crossed cheque; foreign cheque; international cheque; marked
cheque; negotiable cheque; open cheque; out-of-date cheque; outstanding
cheque; pension cheque; personal cheque; postdated cheque; returned
cheque; stopped cheque; traveller’s cheque; uncrossed cheque.

Uek, maToBaHMi 3aJHIM YHCIOM; 3aKOPJAOHHUN Y€K, HEOIUIAYeHUU 4YeK;
BIAKpUTHI YeK, HEAIMCHUN YEK; He3allOBHEHMM dYeK, OaHKIBCHKUM 4YeK;
KpPOCOBaHMM dYeK, YeK, SKUH TepelacThCcs 3a 1HJIOCAMEHTOM; Y€K 13
CEKPETHOIO MO3HAYKOIO; IMEHHUH Y€K, MEHCIMHUN Y€K, MDKHAPOIHUHN YEK,
ONPOTECTOBAHUM Y€K, IMPOCTPOUYEHUM UEK; HEMECPEKPECICHUN YEK;
MPUMMHEHUN Y€K, JOPOKHIM 4YeK, IMOBEPHEHMM dYeK, 4YeK, JaTOBaHUM
MI3HIIIAM YHCJIOM.

Balance Sheet. Profit and Loss Account.

Task 1. Match the words or phrases on the left with the correct
definition on the right.

1. overdraft a). The notional fall in value of
2. intangible assets equipment over time.

3. fixed assets b). The money paid to shareholders
4. liquidity out of profits.

5. depreciation c). Any investments, cheques, bank
6. current assets deposits, stock or work-in-progress
7. dividend that can easily be converted into
8. liabilities cash.

9. liquid assets d). Assets which can be used to

make immediate payments.

e). Regular costs and money owed.
f). Property, land and equipment
which is not normally intended for
immediate sale.

g). Brand names, patents, rights,
trademarks and licenses which may
be the major part of a company’s
wealth.

h). The total amount borrowed from
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a bank.

1). The ability of a company to pay
suppliers, employees, shareholders,
tax authorities, etc.

Task 2. Look at the example of a balance sheet. Replace the underlined
words or phrases with a word or phrase below the balance sheet with a

similar meaning.

Wilson industries plc
Balance sheet as at 31 December 2003

ASSETS
Fixed assets
(1) Property
Buildings
(2) Equipment and machinery
Total fixed assets

Current assets

Raw materials (3)

Work-in-progress (3) goods held in storage
Finished goods (3)

Debtors

Cash in bank

Total current assets

Current liabilities
(4) People owed money
(5) Money owed to the bank
(5) Money owed to the government

Total current liabilities
(7) Net current assets
Net assets

CAPITAL

(8) Money invested in the company and represented

by shares

(9) Shares paying a variable dividend to shareholders

$000
420

180
100

200

90
60

80
50
35

500

700

350

165
185
885
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(10) Shares paying a fixed dividend to shareholders 300
(11) Shares held in a special fund used to pay off
creditors if the company goes into

liguidation 85

Total 885

working capital, stock tax, bank overdraft, capital reserves, creditors, land,
ordinary shares, plant, preference shares, share capital

Task 3. Fill in the missing words (1-3). Choose from the following:

overheads pre-tax profit expenses

FBL plc
PROFIT AND LOSS ACCOUNT
for the year ending 31 December 2003

$000
Sales income 2,4650
Cost of sales
Materials 870
Labour 790
1,660
Gross profit margin 990
(1)
Salaries 220
Capital expenditure 120
Distribution 140
Advertising 85
Administration 80
Bank loans, interest payments 38
(2)
Rent 12
Heat, light, telephone 11
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Miscellaneous 8
Depreciation 55
769
(3) 221

Business plan

Setting up a successful business requires careful preparation and planning
but also involves a degree of risk-taking. There are a number of questions
that all entrepreneurs must ask themselves concerning the products or
services that they intend to sell, the competition that they will face, the
structure of the business itself and the sources of finance that they will need
to open their new venture. This means that all of these parameters must be
defined in a business plan: a document that shows how the entrepreneur
will organize his or her business, how much he or she expects to sell and
where the capital will come from. Once this information has been put down
on paper, the entrepreneur can then choose an appropriate form for the
company, register it with the authorities and open for business.

Task 1. Read these extracts and decide which sections of the checklist
they come from.

a). At first I will be concentrating on getting the business into profit. But if
I am successful I would then consider looking for other sites in the city area
and expanding the management team. Eventually it might be possible to set
up shops in different locations around the country.

b). The Tea Set. Initially the business will be registered as a limited
company with ten shareholders.

c). In a street with pedestrian access only, which leads into the main
shopping area and market square in a town of 70,000 inhabitants. The shop
Is also close to the station, which is used by several thousand commuters
daily. The surface area is 45 square meters at a rent of 1000 euros per
month.

d). Retail outlet selling a wide range of specialist teas and tea-related
giftware. Sales will be made direct to customers and also by mail order.

e). | plan to advertise on local radio and in the local press and free press.
This will be complemented by flyers distributed directly through
letterboxes to residents in the area.

f). 1 have already worked as an employee in two different companies,
where | was involved in both marketing and customer service at junior
management level.

360




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

g). It is not easy to give a precise estimate but it would seem to be
essentially passing trade within the shopping area. The target consumer is
middle-aged and with a comfortable income. There is no competition in the
area as the concept for this type of shop is new and comparable products
are not currently available in other outlets.

h). Two full-time sales staff for the shop. One personal assistant to do
secretarial work and general office administration.

Business plan checklist

1. Details of the business

Name of business

Type of business (limited company, partnership etc.)
2. Personal details

Relevant work experience

3. Personnel

Number of people/job function

4. Product/service

Description

5. Market

Describe your market.

Who are your customers?

Is your market growing, static or in decline?

Who are the main competitors?

What are the advantages of your product or service over the competition?
6. Marketing

What sort of marketing or advertising do you intend to do?
7. Premises/machinery/vehicles

Where do you intend to locate the business and why?
What sort and size of premises will you need?

What machinery/vehicles do you require?

8. Objectives

What objectives do you have for the business?

Task 2. Work in small groups. You have decided to set up your own
business together and have approached the bank for advice. They have
asked you to prepare a business plan. Decide what type of business you
are going to set up, then discuss each of the points listed in the business
plan. When you have finalized all the details of your business, prepare
a written plan to give to the bank.
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SECTION VI
Test Files

TESTS ON GRAMMAR

Testl
Task 1. Find the correct variant.
1. He did not need :
A. too many advice C. much advice
B. much advices D. many advices
E. many advice
2. We didn't buy .
A. very coffees C. much coffee
B. much coffees D. many coffee
E. a lot of coffees
3. How does he smoke a day?
A. very cigarettes C. much cigarette
B. much cigarettes D. many cigarettes
E. many cigarette
4. There isn't left.
A. much foods C. many foods
B. much food D. many food
E. too many foods
5. He hasn't got about economics.
A. much knowledges C. many knowledges
B. much knowledge D. many knowledge
E. a lot of knowledges
6. | introduced to Bill as soon as | saw him.
A. himself C. myself
B. me D. each other
7. | bought bottled water before the trip.
A. alot of C. twelve
B. a few D. many
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8. She was lonely because she had friends at first.
A. little C. few
B. a little D. a few
9. Frank’s astronaut. There are six of them on this mission.
A - C.an
B. a D. the
10. - I’ve just rented _ video.
_ Great! Which one?
A. the C. a
B. some D. any

Task 2. Each sentence has four underlined words or phrases. The four
underlined parts of the sentence are marked A,B,C,D. Circle the letter
of the one underlined word of phrase which is not correct.

1. | myself don’t eat chilly but it’s the most popular spice in a world.
A B C D
2._.A money isn’t everything — the job itself has to be interesting.
A B C D
3. Ben has to save a few money so that he can go to school in the autumn.
A B C D
4. | met an accountant and a lawyer at your party and an accountant said
A B C D
he’d help me.
5. We didn’t know one another names before Maria introduced us.
A B C D
6. The news are starting so let’s watch TV in the living room.
A B C D
7. There are a lot of food in the fridge so help yourself.
A B C D
8. Do your families come for christmas or do you celebrate by yourself?
A B C D

Test 2

Task 1. Circle the latter of the correct answer to complete each
sentence.
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1. We are going to be late for the concert. Can you walk....?
A. a lot faster
B. a bit faster
C. the fastest

2. | want you to read ... passage of the text.
A. the next

B. the nearest

C. next

3. Eight o’clock is not a very convenient time for me. Ten o’clock is ...
A. more convenient

B. less convenient

C. the most conveniest

4. Who is ... among your friends?
A. the oldest

B. older

C. asold

5. Tim is not at all talkative; he always keeps his thoughts to himself. He is
... guy I’ve ever met

A. the most reserved

B. more reserved

C. reserved

6. There are not so many hot days this July. In fact there are ... of them this
summer.

A. the least

B. less

C. fewer

7. The dog started to run. It ran ... and soon disappeared in the distance.
A. faster and faster

B. the faster and the faster

C. the fastest

8. I like skiing ... as skating.
A. more

B. as much

C. as more
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9. Last Wednesday my friend didn’t come late to work. | came ...
A. latter

B. the last

C. later

10. This building is very high. Actually it’s ... building in the town.
A. more higher

B. the highest

C. higher

11. Leo drives a car well, but Collin does it ...
A. the best

B. better

C. as well

12. The boys felt ... than the girls about losing the game
A. bad

B. the worst

C. worse

13. Philip is so quiet and obedient. He is ... child | have ever met.
A. well-behaved

B. the best-behaved

C. better-behaved

14. Write the report first. I1t’s more important ... your other work.
A. than

B. as

C. from

D. then

15. Sorry we’re late. Your house is much ... than we thought.

A. far

B. the furthest

C. further

D. the further

Task 2. Each sentence has four underlined words or phrases. The four
underlined parts of the sentence are marked A, B, C and D. Circle the
letter of the one underlined word or phrase that is NOT CORRECT.
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. The harder Sylvia tries, less she succeeds.
A B C D

. This has been the best day than my whole life!
A B C D

. We’re always amazing by John’s incredible travel stories.
A B C D

. We took a lot of photos because she was such a sweetly little baby.
A B C D

. Out new car is hard to drive than our old one.
A B C D

. Patrick doesn’t run quickly as Lee but he can run further.
A B C D

. You did much more better in the last test than in this one.
A B C D

. What’s the more popular of all the new TV shows?
A B C D

. The more | practice the piano, the most skilled | get.
A B C D

10.The rubbish in the street is more disgusted than the potholes.

A B C D
Test 3

Task 1. Translate the following sentences into English.

1.Ii 3apa3 TyT Hema, BoHa BioMa. 2. [i He Oys0 Buopa BBeuepi BaoMa. 3. Bin

OJIMH 3 HaWKpalnux JikapiB Hamoi jgikapHi. 4. Moro 3aBgaHHs B ToMy, 1100
310patu MaTepial 3 TPUBOAY I[Oro NUTaHHA A0 1 TpaBHA. 5. BiH
3HaXOMUTHCs 3apa3 B Kpumy. 6. Bin Oyne paguit Bac 6auntu. 7. S moBuHEH
OyB 3ycTpiTcs 3 HUM O 8 roauHi Beuepa. 8. Bona Oyme tam o 5 roauHi. 9.
VY mene Hema cioBHuka. 10. YV mMene Buopa Oyna mqyke IlikaBa po3MoOBa 3
npodecopom. 11. Bu Buopa obimanu B pectopani? 12. Uu € y Bac uepBOHUH
omisenp? 13. Y MeHe He 6ylo yacy nposinatu ioro Buopa. 14. HMoro Gpar

iKeHep. 15. A maro BctaBaTu Terep ay»Ke paHo.

366



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Task 2. Explain the usage of the verbs to be, to have and to do in the
following sentences and translate them into Ukrainian.

1. It has been raining since morning. 2. The translation will be finished
tomorrow. 3. The task of our representative was to ship the goods
immediately. 4. She was in Kyiv during the war. 5. | was to have finished
my work yesterday. 6. The goods are to be delivered next week. 7. | had
finished my work by five o’clock. 8. He had a large library. 9. Has he got a
good English dictionary? 10. The goods will have to be sent by airplane. 11.
| have my hair cut at this hairdresser’s. 12. Don’t open the window. 13. Do
write me a few lines. 14. Did he see him yesterday? 15 He will do his work
in the evening.

Test 4

Task 1. Which tenses do we use to talk about the following?

A. things that are happening now, these days

B. things that are always true

C. things that happen often, usually, always, never etc.
D. things that are changing

E. plans for the future

Task 2. Write the correct verb forms.

1. “‘What’s that terrible noise?’ ‘Katy .............. the violin.” (practice)
2. Do you know anyone who ............. Russian? (speak)

3. I'wonder if Wayne is ill —he .............. thinner and thinner. (get)

4. Oak trees ............. much more slowly than pine trees. (grow)

5. She can’t come to the phone right now —she ........... a bath. (have)
6. She .......... to church with her brother on Sundays. (usually go)
7. Unemployment ........... at an alarming rate. (rise)

8. i you ......... to the meeting next Tuesday? (go)

9. i your brother ever ......... at the weekends? (work)

Task 3. Write the correct verb forms.

1. Asusual, Roger ......... while I ........ to get some work done. (phone; try)
2. What time ......... you ......... up this morning? (get)
3. 1o Jenny while I ....... up Blake Street. (see; walk)
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4. 1 ... undressed when I ......... a strange sound in the kitchen. (get;
hear)

5 He...... the last twenty years of his life in Tahity. (spend)

6. I.......... to Chris on the phone this morning and the line suddenly ..........
dead. (talk; go)

7. Anna ........ the newspaper when I ........ into the office this morning.
(read; come)

8. We ... as soonas Tom ......... the tickets. (leave; get)

Task 4. Choose the correct forms.

o E

I’m doing/I’ll do my exams next week.

Look at those clouds. It’s raining/It’s going to rain soon.

John and Sally are going to/will get married.

Look! That police car is going to stop/will stop outside our house.
People probably aren’t going to be/won’t be very different in the year
3,000.

Testb

Task 1. Only one of these rules is true. Which one?

When we give the time of a past event:

A. the Present Perfect is used when the time is finished; the Simple Past is
used when it is not finished

B. the Present Perfect is used when the time is not finished; the Simple Past
Is used when it is finished

C. the Present Perfect is used for longer periods of time; the Simple Past is
used for shorter periods

D. the Present Perfect is used for repeated actions; the Simple Past is used
for actions that are not repeated

Task 2. Choose the right tense.

1. I am writing/have been writing letters for the last two hours.

2. | am training/have been training for a ski competition at the moment.
3. How long are you working/have you been working for a driver?

4. At last! I’'m waiting/I’ve been waiting for you since ten o’clock.

5. I know/I’ve known her for years.

6. Why are you looking/have you been looking at me like that?
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Task 3. Make sentences by putting together situations and reasons.

Situations Reasons
1. I couldn’t get a job 1. I had failed all my exams.
2. | couldn’t get into the house 2. | had fallen in love again.
3. I couldn’t write 3. I had just won $1 million.
4. | decided to have a sandwich 4. 1 had lost all my money.
5. I didn’t know what to do 5. | hadn’t eaten for two days.
6. | felt really stupid 6. | hadn’t filled in a form.
7. | had to walk 7. 1’d been working all day.
8. I kept singing 8. I’d broken my pen.
9. I smiled at everybody in the street 9. Id forgotten the name of my
10. I was angry hotel.
11. I was frightened 10. I’d lost my keys.
12. | was tired 11. my boss had just been very
13. I was very hungry rude to me.
14. | was worried 12. somebody had stolen my
bike.
13. the last bus had gone.
14. the police had come for my
sister.
Test 6
Task 1. Find the correct variant.
1. His car is not in the garage. He. . . .. .. have taken it to work.
A. must C. ought to
B. should D. could
2. Ann had a nervous breakdown but, fortunately, she. . ... .... give the
police a good description of the mugger.
A. could C. might
B. was able to D. had to
3. The chairman sent his apologies that he. . . ... ... be with us this
evening.
A. might not C. couldn't
B. wasn't able to D. may not
4. You look starving. You. ....... eat something.
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A. can C. might

B. had better D. need to

5. I am absolutely sure: what he says. . ... ... be true.

A. must not C. should not

B. might not D. can't

6. The phone's ringing! I'm sure that it. . . . . . be my mother wondering
where | was yesterday.

A. has to C. should

B. must D. may

7. Paul says it's possible that he. . .. ... be late because of traffic jam.

A. ought to C. isable to

B. should D. may

8. His breath smells of alcohol and he. . . .. walk straight. He. . . . . . be
drunk.

Accan't........... must C.can't........... should
B.isn'tableto... ... can D.maynot......... has to

9. Let's bet on that horse. I've been told there is some chance it. . . . . win
the race.

A. should C. could

B. was able to D. must

10. Children, on no account you. . ... ... leave the hotel without letting me
know.

A. must C. have to

B. should not D. could not

11. After dinner you. . . ... go out but it's absolutely necessary that you. . . .
. come back by ten thirty.

A.can......... may C.can......... should

B.need to...... must D. are able to. . . have to

12. My father was so sick that I. ... ... take him to hospital at once.

A. shall C. had to

B. must D. need to

13. Everydayhe......... get up at seven thirty and go to work.

A. need to C. must
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B. can D. has to

14. They are the worst team in the league. They. . . . ... .. any of the
games so far this season.

A. haven't been able to win C. couldn't have won

B. couldn't win D. were not able to win
15.There is a scar on his chest. He. ... ..... an injury.

A. must have C. had to have

B. must have had D. might have
16............ | ask you a question?

A. Shall

B. Can

C. Will

17. Both students and staff. . .. ........ use the swimming pool.
A. shall

B. might

C. can

18. -We have nothing to do.
e we go and see a film?
A. Shall

B. May

C. Can

9.1t ......... be wise to buy a new car, but | am not sure about it!
A. should
B. might
C. has to

20. -These bags are so heavy!
e | help you carry them?
A. Could

B. Should

C. Do

21. . ... ... you come to my party on Sunday?

A. Shall
B. May
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C. Would

22. lhaveacar. l........... take Daisy to the station.
A. should

B. shall

C. can

Test7
Task 1. Choose the correct variant.
1. If people were a little more tolerant ...
A. our world would have been a better place.
B. our world would be a better place.
C. our world will be a better place.
2. Plants die if you (not/water) them.
A. won’t water
B. don’t water
C. wouldn’t water
3. If my father had locked his car properly ...
A. his car would never have been stolen.
B. his car will not be stolen.
C. his car would not be stolen.
4. If | had one million dollars, | (probably/buy) a yacht.
A. would probably buy
B. will probably buy
C. probably bought

5. If you (be) at a loose end last month, you (pass) your exam. But you
failed it.

A. hadn’t been D. would have passed
B. wouldn’t have been E. would pass
C. were not F. will pass
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6. If the ozone layer peels off a little more we ...

A. we ran a much higher risk of attracting skin cancer.
B. would run a much higher risk of attracting skin cancer.
C. will run a much higher risk of attracting skin cancer.

7. 1 would never feel comfortable on a plane if ...

A. | know it's the pilot's maiden trip.
B. | knew it's the pilot's maiden trip.
C. I would know that it's the pilot's maiden trip.

8. A dogs will never bite you if ...

A. you will look it straight in the eyes, I'm told.
B. you look it straight in the eyes, I'm told.
C. you looked it straight in the eyes, I'm told.

9. The first thing | will do is drive to Spain if ...

A. 1 would get my driving license.
B. I got my driving license.
C. | get my driving license.

10. If John hadn't responded in such an aggressive manner he ...
A. would never have a black eye.

B. won't have a black eye.

C. would never have had a black eye.

Test 8
Task 1. Change these sentences from passive to active.
1. This house was built by my father.
2. The cooking is usually done by Ralph.
3. The club is used by teenagers.
4. The French class will be taught by Mr Simmonds.
5. When | last saw him he was being chased by a large dog.
6. I’m being picked up by a taxi at six o’clock.

Task 2. Change these sentences from active to passive.
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1. Somebody has invited Jane to a party.

2. Mrs Pettifer will do the cooking for us.

3. When 1 last saw him, a policeman was questioning him.
4. They’ve discovered gold in Eastern Canada.

5. Nobody ever cleans that car.

6. | could see that somebody had opened my letters.

7. They say he is somewhere in Germany.

8. We expect that the rate of inflation will rise.

9. Has anybody asked Peter?

10. The directors are still considering your application.

Task 3. Put in passive verbs.

. Paper (make) from wood.

. Paper (invent) by the Chinese.

. German ( speak ) in several different countries.

. This article (write) by a friend of mine.

. Have you heard the news? Oil ( discover ) under the White House.
. Your tickets ( send ) to you next week.

. My sister’s very excited: she ( invite ) to a party in New York.

. Be careful what you say - this conversation ( record )

. Her new book ( publish ) next month.

O©CoOoO~NO OIS WN B

Task 4. Make five or more sentences about where things are
manufactured, or where languages are spoken. Examples:

Cars are manufactured in Japan.
German is spoken in Switzerland.

Task 5. Make two or more sentences to say where things of yours were
made or bought. Examples:

This sweater was made in Scotland.
It was bought in London.

Test9

Task 1. Reported statements and thoughts. What did they say?

1. She said “I’'m tired.’
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. He said “We’ve only just started talking.’
. She thought ‘He’s really boring.’
. She said ‘It’s getting late.’
. He said ‘It’s still early.”
. She said ‘I started work at six o’clock.’
. He said “It’s time to relax.’
. She said ‘I have a very busy week.’
. He thought “She’ll be much nicer after a drink.’
10. She thought ‘I made a mistake accepting his invitation.’
11. He said “You’ll feel much better after a drink.’
12 She thought ‘One drink will be all right.’
13. She said “I’ll just have one before | go.”
14. She said ‘I want to go home.’
15. ‘I think we met on holiday,’ he said.
16. He said “I’ll buy you a drink.’
17. She said “I’m sure I’ve seen you somewhere before.’
18. ‘I don’t remember ever meeting you,” she said.

O©oO~NOoO 0Lk WN

Task 2. Reported yes/no questions. What did they say?

. She said “Can you just get me some orange juice?’
. He said “Can | get you a gin and tonic instead?’

. She said ‘Do you know where my coat is?’

. He said ‘Do you really want to go?’

. She said ‘Are you as stupid as you look?’

. He said ‘Did | say something to annoy you?’

. “Am | dreaming? Is he real?’ she wondered.

. She said “Have you finished?’

coO~NOoO OTh, WNPEF

Task 3. Reported instructions and requests. What did they say?

. He said ‘Do stay.’

. She said ‘Go and jump in the river.’

. He said ‘Don’t go away.’

. She said ‘Get lost.’

. He said “Please give me your address.’
. He said ‘Don’t say that.’

. He said ‘Do have another drink.’

. She said “Please don’t forget my coat.’
. She said *Stop saying that.”

O©Coo~NOoO oI, WN -
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TESTS ON VOCABULARY
Test 1
PLANNING A BUSINESS

1. It is essential before starting a business to work on a plan to
problems later on.
a escape b endure c avoid d enter

2. The biggest in business can be eliminated if you have sufficient
capital to start with.
a scene b risk ¢ encounter d harm

3 .Even when the economic situation is , there is always present the
need for planning in a new business.
a mighty b huge c hefty d strong

4. Whatever happens in the future there is absolutely no for good
market research before you launch a new product.
a consideration b criterion c substitute d contemplation

5. Your concern is naturally the plan but don't forget your capital or
your premises.
a firstly b primary c primarily d initially

6. When people are considering whether to loan your new business a
substantial sum, they are going to your potential.
a encompass b evolve c evaluate d enquire

7. 1t is worthwhile as much market research information as possible
before you work out your plan.
a including b snatching c grabbing d gathering

8 . Her next task was to have a meeting with the bank manager to

that she had a secure enough plan to warrant a loan.
a declare b demonstrate c state d announce
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9. There are certain weaknesses in your plan that need to be urgently
If you are to succeed.
a affixed b acquired c addressed d attended

10. Since the start of the business many new ideas have out of the
original plan.
a developed b shown c gained d built

Test 2
EXPRESSIONS AND PHRASES WITH MONEY

1. My grandfather keeps all his money in a under his bed.
a cash dispenser b cash machine ¢ cash box d cashier

2. What's the of India?
a coin b cash ¢ currency d money

3. The president stated in the press conference that the situation was
very serious.
a economical b economy ¢ economic d economist

4. | like horse racing, but | never any money. | think gambling is
stupid.
a bet b win c lose d earn

5. There's a at the bank if you need some money.
a credit card b cheque ¢ cash machine d currency

6. Alan's parents must be . They've just bought him a new car.
a penniless b wealthy ¢ millionaire d bankrupt

7. As my uncle's an , he helps me manage my finances.
a actuary b underwriter ¢ accountant d millionaire

8. When my grandfather died, | discovered that he left me some money in
his :
a savings b credit card ¢ will d cash machine

9. At the end of each month my employer pays my into the bank.
a savings b funds ¢ wages d finances
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10. I'm at the moment. Can you lend me ten pounds until the
weekend?
a bankrupt b broke c ruined d insolvent

Test 3
JOB INTERVIEW

1. Tell us something about your in the engineering industry?
a foreground b background ¢ knowledge d history

2. | see from your form that you have had three different jobs in the
last 5 years.
a apply b applying c applied d application

3. What sort of of time would you stay with us if we offered you the
job?
a span b duration c period d long

4. Describe how you would describe in five years' time.
a you b your ¢ yours d yourself

5. Give us some idea of what you believe are your and weaknesses.
a strength b strengths c force d forces

6. As this is a managerial post, we must ask you how you deal with bad
keeping or unpunctuality in an employee.
a house b space c time d record

7. Imagine one of your staff loses her temper and shouts at you in front of
others, how would you with this?
a take b do ¢ handle d deal

8. What would you say to a member of your staff who always his
work in late?
a delivered b handed ¢ produced d completed

9. | should explain that we would naturally any previous holiday

arrangements you have made.
a believe b show c decide d honor
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10. Finally now that we've asked you several questions, do you want to
any to us?
a place b put c offer d consider

Test 4
BUSINESS

1. | was pleased to receive your response to my proposal but there are one
or two points that need
a notification b certification c clarification d signification

2. A report has just been that gives details of the causes of this trend
towards informality in the business sector.
a published b directed ¢ opened d held

3. According to the in the report it is clear that employees under the
age of 35 prefer to dress casually at work.
a seeking b searching c findings d probing

4. Thirty years ago this kind of informality would not have been
a withheld b endured c suffered d tolerated

5. All employees are kindly requested to from smoking in the
presence of customers.
a stop b restrain c refrain d restrict

6. The meeting went on for three hours and as a result there was no time
left to discuss all the topics on the
a list b index c contents d agenda

7. There's really no point in hoping to add important topics right at the end
of the meeting under the heading of any other
a business b work c activity d tasks

8. The chairman was obliged to bring the meeting to a because a fire

broke out in the adjoining room.
a cessation b standstill ¢ stopping d halt
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9. It is absolutely essential that the clerk takes care to any decisions
that have been reached during the meeting.
a time b minute c detail d measure

10. As so few members had turned up at the meeting, it was decided to
it until further notice.
a delay b wait ¢ postpone d hold

Test5
FINANCE (1)

1. The one big fear of all world economies is that of
a regression b repression ¢ recession d receding

2. You are never too young to start some money in a savings
account.
a inputting b interesting c infusing d investing

3. If ever you find you have an unexpected expense, you can always
some money from your savings.
a extract b exit ¢ withhold d withdraw

4. At certain times of the year your shares will a good profit but you
must also be prepared for them to go down in value.
a yield b take up c increase d throw up

5. You can the cost of insuring your car if you keep it in a garage.
a refine b drop c cut d slice

6. We got a very good when we bought that three piece suite for half
its usual price.
a deal b dealing c dealer d dealt

7. Now that the summer has started, big department stores are hoping that
sales of holiday items will :
a take on b take up c take off d take to

8. The two companies have decided to because they believe that

their combined resources will produce greater profits.
a merge b double ¢ mix d blend
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9. When someone dies and their reach a certain figure, their family
has to pay an additional tax.
a profits b wealth ¢ assets d products

10. The loan you have taken out is for a term, which in your case is
5 years.
a steady b fixed c long d exact

11. When you go to an auction and you want to buy a particular item, you
can simply make a for it.
atrybtestcgodhbid

12. The larger company did not really want to join with the smaller one
because it was more interested in a
a turn over b turn up c overtaker d takeover

13. on the stockmarket just before Christmas is usually very slow.
a Working b Trading ¢ Pricing d Adding

14. This sport centre has largely been by money that has come from
the national lottery.
a founded b found c fined d funded

15. The reason for the in the economy is because there is a great deal
of uncertainty at the moment.
a slowness b slowly ¢ slowdown d slow

16. The in the market was seen as a positive sign that the recession
was over.
a upturn b upstart c uptake d upward

17. The books for manufacturers of small cars are now full
following the rise in petrol.
a exercise b order ¢ place d trade

18. The future of his job was at when he made the decision to invest

In new machinery.
a steak b state c stake d stress
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19. After their house had been , they decided to sell it and buy a
bigger one.
a valued b priced c cost d prized

20. Fifty people were made when the company suffered a severe
financial shock.
a useless b unwanted ¢ unneeded d redundant

Test 6
FINANCE (2)

1. If you cannot get a job and remain for a long period, you can
claim some money from the state.
a unengaged b unattached ¢ unemployed d unused

2. The great thing about this guarantee is that there is never any doubt and
there is no about getting your money back.
a squabble b argument ¢ quibble d quarrel

3. There is a substantial between the money you have available and
the amount you need to spend.
a shortdrop b shortfall ¢ shortdown d shortslide

4. When you retire, you should get a pension and a sum from your
employers.
a lump b block c pile d heap

5. are people who put money into a business in the hope of making a
profit.
a Spenders b Borrowers ¢ Lenders d Investors

6. When you take out a large loan over many years, you don't start paying
off the for some time.
a main b chief c capital d bulk

7. We will make no for the catalogue, which you can take with our

compliments.
a cost b debt ¢ charge d payment
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8. It may seem a long way into the future but in the end you will get some
from your investment.
a produce b benefit ¢ products d price

9. There is still an outstanding on that account, which must be paid
in 30 days.
a balance b scale c difference d cost

10. Interest are at their lowest level since the 1950's.
a figures b rates ¢ numbers d standards

11. It's useful when you go to an auction if you're ready with cash in
a pocket b purse ¢ case d hand

12. | prefer to deal in cash rather than cheques.
a solid b hard c real d actual

13. Every office has a certain amount of cash to pay for things like
tea, coffee or stamps.
a small b little c tiny d petty

14. At the moment we are experiencing some cash problems because
little money is coming in.
a fly b stream ¢ flow d run

15. At the casino you can cash your chips at the desk.
aoffboutcupdin

16. Whatever she does, she just can't help money.
a doing b making ¢ massing d creating

17. There doesn't seem to be anyone working really hard for the business
and yet they all seem to earn money.
a facile b simple c easy d quick

18. If you don't want to use a cheque or postal order, you can always use a
money :

a order b command c instruction d directive

19. That new invention has been very successful and has proved to be a
money for its creator.
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a driver b worker c spinner d turner
20. This machine is obviously useless and if | were you I'd get your money

a back b again c returnd up

Test 7
MONEY MATTERS (1)

1. Even after their recent heavy expenses, they still found there was a
healthy in their bank account.
a rest b remainder c balance d basis

2. As the builder wanted cash for the work he had done, she had to go to
the bank personally to the money herself.
a take off b take out c take over d take in

3. It was considered a very good time to apply for a to buy the house
because interest rates were very low.
a pledge b promise ¢ mortgage d borrowing

4. Before they could borrow a large sum of money to buy the house, they
had to make sure they had enough money to be able to make a
payment.

a down b through c low d base

5. All the you make on your internet account are recorded so that
you can check the details at any time.
a movements b deals c activities d transactions

6. I'm afraid this cheque will be of no value until you have put your
on it.
a signature b signs c signing d signed

7. The bank refused to the money order because the customer had no
proof of identity.
a receive b take c accept d enter

8. Under the rules laid down by the bank there is a on the amount of
money you can get out from a cash machine in any one day.
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a limiting b restriction c restricting d limitation

9. The bank clerk at the counter did not know the customer and in view of
the large amount of money involved was naturally about paying out
the sum on the cheque.

a concerned b careful ¢ conscious d cautious

10. The bank will simply not let you any money unless you can
prove that you have been in regular employment for at least three years.

a lend b loan ¢ borrow d remove

11. Good procedures are very important if you want to run a
business profitably and successfully.

a accounted b accounting ¢ accounts d accountants

12. The company fell heavily into when it took on too many
customers and offered them all cheap warranties.
a debt b debts ¢ owing d owes

13. Once you have built up your company, you must remember to keep in
touch with your original
a people b contributors ¢ clients d members

14. Each department within the organization is given a within which
it has to remain for the whole year.
a sum b money c dividend d budget

15. When the time came to close the business down, its entire had to
be calculated so that the creditors could be paid off.
a earnings b assets ¢ accumulation d asset

16. The manager called in her chief clerk because she could not the
figures on the monthly spreadsheet.
a acquaint b resolve c reconcile d recognize

17. Every year the college finance officer did not look forward to the visit
from the government official who came to the accounts.
a order b regulate ¢ control d audit

18. It was a great relief to Charlie when he realized that he had come to the

end of his agreement with the bank and there was only one payment
left.
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a extraordinary b upstanding c outstanding d standing

19. The building society sent a letter to all its savers and that there
would be a reduction in the interest rate.
a lenders b borrowers c¢ loans d takers

20. Shortly after the couple had bought their first house, they saw the
number of bills rapidly.
a accentuate b aggravate c accumulate d access

Test 8
MONEY MATTERS (2)

1. The representative of the financial consultants assured her that the policy
of the firm was that of complete
a destiny b devotion ¢ commitment d attention

2. There is no need to worry about the money side of the project because
are available from the charity sponsoring us.
a foundations b funds c findings d finds

3. The present finance minister has adopted a very approach towards
change and always follows a very cautious policy.
a concerned b considering ¢ concerning d conservative

4. As all advisers always do, she stressed that investing in this particular
market had to be considered as a commitment over at least 10 years.
a elongated b lengthy c long-term d longing

5. The best way to develop an income for the future is to invest in a series
of companies and in that way to build up a
a suitcase b portfolio c folder d briefcase

6. | strongly recommend investing in these shares because you will get a
very good after only a few years.
a reward b reprise c return d response

7. The question is whether it is to sell up all your shares at this stage

rather than wait to see how the market is next year.
wisdom b wise ¢ wisely d wisest
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8. There is no question that the most important in that company is its
youthful enthusiasm.
a resort b resorted c resource d resorting

9. If you want to make a good job of selling shares to the public, you must
have an element of in your approach.
a attacking b aggression c fighting d invasion

10. It's a personal matter whether you choose stock from this company or
from that because in the end it's an of mind.
a advance b approach c attitude d angle

11. There is one date you mustn't forget and that's the for sending in
details of your earnings to the tax office.
a headline b deadline ¢ mainline d offline

12. If you are self-employed, you must make sure that you the form
indicating how much you have earned.
a fill up b fill through c fill out d fill on

13. If the department agrees that you have paid too much tax in the year,
you will receive a in due course.
a return b reply c response d refund

14. Each month when you receive your pay, the employer a certain
amount to pay towards your pension.
a withholds b withstands ¢ withdraws d without

15. When you take out a loan, you have to pay interest on the amount you

a own b lend ¢ owe d take

16. In the tax office there will be a that holds all the documents and
papers connected with you.
a file b box ¢ book d container

17. There is quite a heavy financial attached to any action that

involves late payment of taxes.
a punishment b pain c restriction d penalty
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18. Under the new regulations you can agree yourself to the tax you
have to pay on the income over the previous year.
a figure b calculate ¢ add d amount

19. As the couple had a account, the money to pay the mortage was
taken from there.
a joint b united c unified d joined

20. You can decide, if you so wish, to your right to take your
pension at an earlier date.
a give in b give up c give out d give off

Test9
ARE YOU IN DEBT?

1. Going on a spending with your credit card and no concern about
how you pay back the money you borrow, is a growing habit these days.
(a) burst (b) spree (c) flight (d) day

2. There is a popular demand for the system that allows credit companies to
offer unlimited credit to young people to be
(a) overhauled (b) overseen (c) overlooked (d) overtaken

3. It has been by a government agency that the percentage of under
25 year olds owing large sums to companies is on the increase.
(a) distinguished (b) deciphered (c) dissolved (d) disclosed

4. One director of a major credit company has already been forced to
because of the bad publicity his company has attracted.
(a) step over (b) step through (c) step down (d) step out

5. One solution that has been suggested to control credit is to the
regulations to make it more difficult to get credit in the first place.
(a) step under (b) step up (c) step by (d) step across

6. The main problem is that a debt has developed recently believing

that it is cool to owe large sums of money.
(a) cultivation (b) cult (c) cultivate (d) culture
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7. Recent reports have that being in debt is not now looked upon as a
disgrace but rather as an attractive way of life.
(a) revealed (b) restored (c) replied (d) responded

8. In reality it's a very long to get from owing to paying off all your
debts.
(a) hail (b) halt (c) haul (d) help

9. There are frequently in the family home between parents and
children about whether you should enter into credit agreements.
(a) collisions (b) clashes (c) claims (d) crashes

10. What concerns people most are the mounting among
governments that it will take at least a generation for us to be rid of
excessive debt.

(a) frights (b) fearful (c) fears (d) afraid

Test 10
INVOICES
1. There is an additional added to the price of the product if you

want to have it delivered to your house.
(a) figure (b) charge (c) number (d) charging

2. You should have read the of payment as soon as you received the
invoice for the goods.
(a) reasons (b) types (c) lists (d) terms

3. In order to cut down the expenses of compiling and sending out the
invoices, you need to employ an administrator.
(a) officious (b) effecting (c) efficient (d) affected

4. It's always a good idea to get an of what the cost of the work will
be before the invoice lands on your doormat.
(a) interest (b) estimate (c) esteem (d) actual

5. 1 do like to get a reply to my letters especially when they are

referring to the amount of money I'm supposed to be paying.
(a) prompt (b) private (c) promoted (d) prominent
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6. Just as we were about to leave the restaurant, the waiter came running up
to apologize there had been a in the bill.
(a) error (b) trip (c) mistake (d) damage

7. The company were very quick to point out it was their fault we had been
sent the wrong invoice and they it immediately.
(a) correct (b) rectified (c) stamped (d) righted

8. In view of our previous orders over the last year we were offered a 10%
on any future dealings.
(a) discord (b) dispute (c) dislike (d) discount

9. He appreciated the additional welcome and help he received from the
department store staff as he had after all been a longstanding :
(a) customer (b) courier (c) courtier (d) custom

10. She got quite angry about the size of the invoice until it was pointed out
that it was the government who the value added tax.
(a) insisted (b) imposed (c) inserted (d) indented

Test 11
TAXES

1. If you are self-employed, it is your responsibility to how much tax
you should legally pay.
(a) consider (b) complete (c) correct (d) calculate

2. | had a letter from the office of the Collector of Taxes telling me that |
had to pay back all the money | over the last 3 years.
(a) due (b) indebted (c) owed (d) owned

3. The arrangement they have is that all the money that has to be paid in tax
out of their earnings comes from their account.
(a) joined (b) conjoined (c) joined up (d) joint

4. Under the current legislation if you are late in paying your taxes, then
you have to face a financial :
(a) penalty (b) punishment (c) pain (d) penalize
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5. He is in a terrible rush to complete his tax returns by Tuesday otherwise
he won't be able to reach the :
(a) dead end (b) deadline (c) dead date (d) dead stop

6. It doesn't happen very often but | actually got some money from the tax
office and with the I'm going to treat myself.
(a) remake (b) repeat (c) refund (d) respite

7. Before you can claim any money back on overpayment of tax, you have
to an application form.
(a) fill for (b) fill out (c) fill through (d) fill with

8. You can elect, if you want, to transfer your tax free allowance to your
(a) spouse (b) sponsor (c) spook (d) spokesperson

9. Until it's clearly established which tax group you are in, your employer
will be asked to a certain amount of your pay.

(a) withstand (b) without (c) withhold (d) withal

10. There have been so many queries about his tax situation that there is

now a huge containing the details in the office.
(a) full (b) filled (c) filling (d) file

Test 12
FINANCE

1. It's a gamble at the moment whether the company will make profit in its
second year but that nevertheless is the aim.
(a) wanted (b) wished (c) desired (d) needed

2. Each year the Chancellor of the Exchequer stands up in the House of
Commons and gives a of what is seen as the economic outlook for
the country.

(a) forecast (b) foretell (c) foresee (d) forego

3. I think that your financial optimism is not really justified and you should
adopt a more attitude.
(a) really (b) realize (c) reality (d) realistic
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4. If you want to increase sales of a particular product, you must be sure
that you are the right customers.
(a) aiming (b) directing (c) targeting (d) guiding

5. The idea caught on very quickly and people were queuing up to buy the
goods so that year the company's investment substantial profits.
(a) confirmed (b) yielded (c) harvested (d) maintained

6. it has not been a bad year as our costs are well down on last
year's.
(a) Overall (b) Largely (c) Mainly (d) Quite

7. Managers complained bitterly at the Annual General Meeting that
of production had dropped to an all time low.
(a) signs (b) indications (c) types (d) levels

8. You have to accept that this kind of expenditure is quite in an
enterprise of this kind.
(a) general (b) typical (c) formal (d) correct

9. The figures that have just been published by the company's accountants
will give management some kind of on how sales are going.
(a) prospective (b) perception (c) perusal (d) perspective

10. Whenever a member of staff makes a claim for travel expenses, they
have to provide a account of their journeys.
(a) detailed (b) dedicated (c) descriptive (d) described

Test 13
INTERVIEWS AND JOBS
1. One of the most important qualities which the panel is looking for in a
candidate is the to work with others.
(a) ease (b) case (c) power (d) ability
2. Once the applications have been looked at the usual procedure for the
panel is to follow the references of those candidates who have been

short listed.
(a) across (b) in (c) up (d) along
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3. They were so impressed with the way she reacted to their questions that
they didn't to offer her the job.
(a) delay (b) hesitate (c) waiver (d) dither

4. As this job was of a very specialist nature an was invited to join
the interview panel.
(a) expert (b) exponent (c) exhibitor (d) expedient

5. After the interview one of the candidates phoned the office to see
whether he had been successful.
(a) always (b) ever (c) constantly (d) competently

6. She was in such a state of extreme nervousness when she was for
the interview that she burst into tears.
(a) called on (b) called in (c) called over (d) called off

7. From the point of view of relevant she was the ideal candidate at
least on paper.
(a) reference (b) history (c) family (d) background

8. It is absolutely essential in an interview to give the impression at least
that you are full of
(a) concern (b) continuity (c) confidence (d) confirmation

9. One of the most popular questions asked of interviewees is to explain
their strengths and
(a) weaknesses (b) varieties (c) virtues (d) variables

10. Each candidate was asked to a short account of how they saw the
future of the company.
(a) display (b) present (c) show (d) demonstrate

11. When you go to a job interview, it is really important to dress
(a) unequally (b) appropriately (c) sparingly (d) meagerly

12. When filling out an application, make sure you write your answers

(2) mumbled (b) tongue-tied (c) intelligibly (d) hazily

13. Make sure you list your skills and experience that you believe will meet
the of the employer.
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(a) expectations (b) attention (c) carelessness (d) abstraction
14. In your job interview, don't complain about previous jobs or former

(a) mayors (b) visitors (c) activists (d) employers

15. When answering questions to the employer, be confident and
your words really well.
(a) stutter (b) articulate (c) dribble (d) mix up

16. Avoid clothing such as jeans, flip flops, sneakers, t-shirts, caps,
etc.
(a) casual (b) dressy (c) formal (d) stylish

17. Bring as much information about yourself as you might need. On your
make sure you include hobbies, volunteer work or anything that

you've done that may pertain to that job.

(a) school transcript (b) college degree (c) resume (d) journal

18. It is usually really handy to have letters of from previous
employers.
(a) demotion (b) recommendation (c) dismissal (d) declination

19. Hint: Fill out the job application first with a pencil then with a pen, so
you don't have to use
(a) white out (b) eraser (c) ruler (d) marker

20. If you don't remember some particular information about jobs you had
in the past, feel free to ask the employer if you can take the application
home so you can do some

(a) synthesis (b) estimation (c) interpretation (d) research

Test 14
WORKING WELL
1. The boss was appointed in the hope that she would be able to

results.
(a) find (b) seek (c) achieve (d) manage
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2. In the very beginning she had a meeting with all the staff, which turned
out to be extremely :
(a) productive (b) producing (c) produced (d) production

3. Although many people wanted to remain to her predecessor, they
soon started to respect her style of management.
(a) trusting (b) believing (c) attached (d) loyal

4. At the first series of interviews the question was whether to appoint a
newcomer or a current employee.
(a) project (b) promote (c) proffer (d) protect

5. The decision was finally taken that appointments should be based purely
and simply on
(a) marvel (b) mandate (c) merit (d) mastery

6. There was a new spirit in the company and for the first time in ages staff
at last felt they were being :
(a) valued (b) valuable (c) valuing (d) valid

7. Employees were beginning to receive for the hard work that they
had been doing.
(a) respect (b) referral (c) recognized (d) recognition

8. It soon became apparent that under the new management people were
also starting to some of their free time to the company.
(a) donate (b) deliver (c) contribute (d) convert
9. Some of the longest serving staff actually looked to coming into
work.
(a) on (b) about (c) through (d) forward
10. At the end of her first year it was to everyone that as the new
boss she had been totally accepted.
(a) obvious (b) granted (c) taken (d) thought

Test 15

INSURANCE POLICY VOCABULARY
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1. | took out a life insurance with State Ranch Insurance Company
last week.
(a) contract (b) policy (c) agreement (d) deal

2. My insurance are only $70 per month.
(a) receipts (b) fees (c) premiums (d) payings

3. In the event of my death, the will be my widow.
(a) recipient (b) widow (c) donor (d) beneficiary

4. My insurance does not me if | commit suicide.
(a) collect (b) cover (c) console (d) contribute

5. The amount of money that my wife will get has already been calculated
by State Ranch's :
(a) manager (b) archivist (c) actuary (d) agent

6. If | decide that I no longer need my insurance, | can cash it in for the
amount of its value.
(a) rebate (b) surrender (c) discount (d) return

7. Before | got the insurance, | had to receive a complete physical
(a) investigation (b) injection (c) therapy (d) examination

8. I am feeling great, because the doctor told me that | have a life of
82 years!

(@) length (b) line (c) expectancy (d) experience

9. Even if | am late in paying, the insurance remains in effect for a
period of 30 days.

(a) grace (b) satisfaction (c) long (d) latent

10. The insurance is pretty expensive though: | am a policeman, so there

are a lot of occupational
(a) troubles (b) involvements (c) hazards (d) duties

Test 16
ANNUAL REPORT

1. Our annual report was to the shareholders on 31 March.
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(a) submerged (b) submitted (c) subordinated (d) subtracted

2. Turnover remained constant through the year.
(a) annual (b) fiscal (c) physical (d) revenue

3. Profits declined sharply with the devaluation of the :
(a) banknotes (b) change (c) currency (d) money

4. Sales fell gradually in the first two quarters, but in the second half
of the year.
(a) realigned (b) recalled (c) recovered (d) resisted

5. Costs reached in April.
(a) an acme (b) an apex (c) a climax (d) a peak

6. Demand rose sharply after our major competitor went into
(a) bankruptcy (b) export (c) receiver (d) difficulty

7. Overhead leveled off when utility charges were by the
government.
(a) cancelled (b) frozen (c) given (d) tapped

8. Prices were raised with the introduction of our new of widgets.
(a) batch (b) line (c) manager (d) team

9. Output up with demand.
(a) followed (b) kept (c) made (d) put

10. Although the company's overall was weak, its bottom line was

still in the black.
(a) action (b) activity (c) performance (d) progress

Test 17
JOB APPLICATIONS
1. The application form is used by companies as a means of basic

information from all applicants.
(a) acquiring (b) distributing (c) manipulating (d) standardizing
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2. The application is a key marketing tool for the applicant in the job-
process.
(a) advertising (b) gathering (c) seeking (d) wanted

3. Companies utilize the application as a for deciding whether to
interview the applicant.
(a) background (b) basis (c) blueline (d) bottomline

4. The application form should be considered the applicant's first test in
directions.
(a) examining (b) following (c) indicating (d) reading

5. The application form should be filled out as as possible; it reflects
the applicant's nature.
(a) cleanly (b) freshly (c) neatly (d) nicely

6. On the form, answers should be to the specific position for which
the person is applying.
(a) measured (b) modified (c) presented (d) tailored

7. No should be left on the form; for questions that are irrelevant,
write "not applicable” ("n/a").
(a) answers (b) blanks (c) empties (d) notes

8. The goal of the application is to obtain a personal interview, so do not
provide any information.
(a) affirmative (b) negative (c) objective (d) positive

9. Questions should be answered , but complete answers need not
necessarily be given.
(a) briefly (b) comprehensively (c) earnestly (d) truthfully

10. Specific salary limits should never be indicated on the application; just
write "open" or " "
(a) negative (b) negotiable (c) undecided (d) unknown

11. The first interview for the candidate is the interview, which is
used to ascertain whether s/he matches the position's minimum
qualifications.

(a) initializing (b) reviewing (c) screening (d) standing
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12. The interviewer(s) will have the applicant's resume in and
attempt to confirm the information it contains.
(a) control (b) hand (c) office (d) person

13. The selection interview is worrisome for most candidates: although
they may have the requisite skills, the company now determines whether
they have the personality to into the group.

(a) fit (b) join (c) match (d) work

14. A candidate who does not interact positively with supervisors and co-
workers may the operations of a whole section.
(a) corrupt (b) disrupt (c) erupt (d) interrupt

15. A group interview is one in which the interviewer(s) attempt to

distinguish the from the followers.
(a) bosses (b) chiefs (c) heads (d) leaders
16. When a panel interview is , the candidate is interviewed by

several people at the same time.
(a) established (b) held (c) positioned (d) thrown

17. The candidate should make eye with each member of the panel
as s/he answers the panelist's question.
(a) arrows (b) avoidance (c) contact (d) sight

18. One technique the applicant should be aware of is the stress interview,
which is occasionally used to out those who are unable to deal with
adverse situations.

(a) cast (b) toss (c) weed (d) wrench

19. Stress may be introduced into this kind of interview by asking strange
questions or by reacting to the candidate's responses with

(a) queries (b) quietness (c) silence (d) snores

20. In a stress interview, the candidate has only two choices: play or

refuse such bad treatment by terminating the interview.
(a) along (b) anyway (c) games (d) ignorant

Test 18

THE BALANCE SHEET
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1. A balance sheet shows the financial that a company has at a point
in time and where they came from.
(a) records (b) resources (c) returns (d) revenues

2. It is an instant photograph that displays the company's financial at
the end of a business month, quarter or year.
(a) explanation (b) position (c) publication (d) station

3. The organization of a balance sheet reflects this basic . assets
equal debts plus equity.
(a) arrangement (b) assessment (c) equation (d) question

4. The of accounts is a listing of the accounts that are reflected in the
financial statements.
(a) book (b) chart (c) table (d) outline

5. Assets are often listed in the order of their — which means how
easy it would be to convert each asset into cash.
(a) complexity (b) liquidity (c) security (d) simplicity

6. Assets are divided into three categories: Current Assets, Fixed Assets,
and Assets.
(a) Current fixed (b) Different (c) Fixed current (d) Other

7. Current assets will likely be turned into cash or converted into a(n)
within a year.
(a) bonus (b) expense (c) option (d) stock

8. Fixed assets are saleable, but are not expected to be converted to cash in
the course of business.
(a) average (b) equal (c) final (d) normal

9. Liabilities are debts or stemming from goods or services received
by the company.
(a) obligations (b) others (c) outstandings (d) owed

10. If the assets of a company are greater than its liabilities, then the equity
of the business is the positive between the two numbers.
(a) calculation (b) difference (c) dividend (d) sum

Test 19
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INCOME STATEMENTS

1. The statement of income and expenses reports the company's income and
expenses for the time period: it is also called a -and-loss statement.
(a) earnings (b) gain (c) profit (d) win

2. The first item on the statement is the total amount of sales of products or
services; this is often referred to as sales.
(a) gross (b) mass (c) overall (d) whole

3. The main deduction from this revenue is called of sales, the
amount of money the company spent to produce the same goods or
services.

(a) cost (b) discount (c) expense (d) reduction

4. The next deduction is expenses — for example, administrative
salaries and research costs, which do not vary directly with production.
(a) fixed (b) operating (c) standard (d) unproductive

5. Depreciation expenses the wear and on assets like machinery,
equipment and furnishings.
(a) age (b) change (c) repair (d) tear

6. The depreciation charge for using these assets during the accounting
period is a of their original cost.
(a) foundation (b) fractile (c) fragment (d) function

7. income is the money that the company earns by keeping its cash
In savings accounts, term deposits, etc.
(a) Hlicit (b) Inactive (c) Interest (d) Internal

8. Finally, tax is deducted.
(a) business (b) commercial (c) income (d) value-added

9. The final entry is the line, which represents net earnings of the
company during the accounting period.
(a) balance (b) base (c) black (d) bottom

10. Additionally, indicates how much shareholders would receive if
the company distributed all of its net earnings as dividends.
(a) EPS (b) GDP (c) GNP (d) VAT
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Test 20
COST ACCOUNTING

1. or cost accounting systems are part of a company's information
system and are used for tracking costs and allocations to judge operational
efficiency.

(a) Corporate (b) Domestic (c) Management (d) Monitoring

2. This is an accounting system, rather than one for outside
reporting.
(a) inner (b) inside (c) interior (d) internal

3. There are no rules governing how a company should keep track of
cash flows for cost accounting purposes.
(a) amended (b) fixed (c) required (d) restricted

4. budgeting is a form of forecasted cost accounting for long-term
projects or expenditures.
(a) Capital (b) Major (c) Overhead (d) Terminal

5. Cost accounting applications are major financial in everyday
corporate decision-making.
(a) distractors (b) drivers (c) fetters (d) operators

6. Cost accounting is important for estimating the of current and
future activities.
(a) foreseeability (b) profitability (c) sensibility (d) variability

7. When good cost accounting procedures are , the company may
find out that they have been producing a non-profitable product or service.
(a) contracted (b) discarded (c) implemented (d) suggested

8. Cost accounting managers toward company goals.
(a) aggravates (b) gravitates (c) insulates (d) motivates

9. It also measures the of managers and departments in the company.
(a) acceleration (b) doings (c) performance (d) seniority

10. costs change in proportion to the level of production activity,
while fixed costs remain unchanged.
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(a) Varicose (b) Various (c) Variable (d) Versatile
Test 21
AUDITING
1. The purpose of an audit is to gather and evaluate evidence in order to

form an opinion on the of a company's financial statements.
(a) rationality (b) realization (c) reliability (d) responsibility

2. The audit is usually no more than a page in length and is attached
to the financial statements.
(a) report (b) response (c) result (d) review

3. Auditors are not responsible for the of the financial statements of
an company.
(a) evaluation (b) examination (c) position (d) preparation

4. In the financial statements, the company implicitly states that all items,
account balances and transactions are valid, complete and accurate.
(a) essentially (b) generally (c) materially (d) precisely

5. An error in is committed when the financial statements include an
item that should not be included.
(a) accuracy (b) auditing (c) completeness (d) validity

6. An error in iIs committed when the financial statements do not
include an item which should be included.
(a) accuracy (b) auditing (c) completeness (d) validity

7. An error in iIs committed when the financial statements include
incorrect information about an item that should be included.
(a) accuracy (b) auditing (c) completeness (d) validity

8. One of the principal goals of the auditor is to add to this assertion.
(a) credentials (b) credibility (c) creditworthiness (d) credulity

9. Audit risk is the risk that the auditor expresses an inappropriate audit

opinion when the financial statements are significantly :
(a) misstated (b) overstated (c) restated (d) understated
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10. In addition to the financial statements, the auditor also examines the
company's internal procedures for effectiveness.
(a) coherence (b) command (c) control (d) correspondence

Test 22
BUDGETING

1. Budgeting is a combination of mathematics and guesswork: some
are precisely known, while others are less clear.
(a) factions (b) factors (c) fallacies (d) fractions

2. Every company should prepare a complete budget and constantly
its performance against that budget.
(a) match (b) merge (c) mirror (d) monitor

3. Any variation from a budget should be investigated and explained, and
action should be taken to correct any problems.
(a) planned (b) potential (c) practiced (d) prompt

4. When you have set a budget, you should to it as much as possible,
but revise it when necessary.
(a) stand (b) start (c) stick (d) stretch

5. Budgeting itself can help a company reduce costs, because every item in
it must be beforehand.
(a) certified (b) justified (c) ratified (d) rectified

6. The wrong way to prepare a budget is to simply include everything at
last year's level plus annual
(a) accrual (b) increment (c) inflation (d) investment

7. Focus first on the largest costs, since they should have the greatest
for reduction.
(a) potency (b) potential (c) prediction (d) projection

8. Do not overestimate the sales for the budget period.
(a) conjectural (b) considered (c) determined (d) projected

9. Creating a(n) forecast requires estimating the expected monthly
expenditures and matching those against the likely monthly income.
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(a) cash flow (b) current account (c) operating (d) turnover

10. Many companies maintain a budget, so that they are continually
budgeting for this time next year.
(a) floating (b) moving (c) rolling (d) shifting

Test 23
ACCOUNTANTS
1. Most accounting positions require a bachelor's degree in accounting or a
related field or combination of education and experience.
(a) an attained (b) a calculated (c) a curricular (d) an equivalent
2. Many companies want graduates with a master's degree in accounting, or

a master's degree in business administration with in accounting.
(a) a concentration (b) an expertise (c) a major (d) a specialty

3. Some schools offer students a chance for hands-on experience with part-
time programs in accounting or commercial firms.
(a) internship (b) practice (c) study (d) tutorial

4. Accountants help make sure that a firm is run efficiently, that its records

are maintained accurately, and that its taxes are paid properly and in a
manner.

(a) controlled (b) courteous (c) formal (d) timely

5. Nowadays, accountants are the services they offer with budget
analysis, investment planning, and IT consulting.
(a) broadening (b) lengthening (c) opening (d) reformatting

6. accountants, many of whom are CPAs, generally have their own
companies or work for major accounting firms.
(a) Graduate (b) Professional (c) Public (d) Senior

7. Some accountants specialize in accounting — investigating white-
collar crimes such as securities fraud and embezzlement.
(a) criminal (b) forensic (c) police (d) undercover

8. Many work closely with law enforcement officers and lawyers during
investigations and often appear as witnesses during trials.
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(a) expected (b) expert (c) known (d) respected

9. accountants record and analyze the financial information of the
firms in which they are employed.
(a) Business (b) Internal (c) Licensed (d) Management

10. Government accountants work in the public , Mmaintaining and
monitoring the recordkeeping of government departments and agencies.
(a) arena (b) domain (c) quarter (d) sector

Test 24
CORPORATE TAXATION

1. Rob Norton, of e Company Now and Fortune magazines, notes in the
article quoted below that corporate taxes are among the least efficient and
least of taxes.

(a) avoidable (b) defeatable (c) defensible (d) reprehensible

2. The tax is popular with the man , who believes, incorrectly, that it
Is paid by corporations.
(a) in the shop (b) in the street (c) on the block (d) on the job

3. The federal corporate income tax applies only to some businesses —
those chartered as corporations — and not to partnerships or
proprietorships.

(a) simple (b) single (c) sole (d) strict

4. The federal tax is levied at three different rates on different of
income: 15 percent on taxable income under $50,000; 25 percent on
income between $50,000 and $75,000; and 34 percent on income above
that.

(a) brackets (b) components (c) portions (d) segments

5. A good reason that state and local corporate income taxes remain low is
that corporations could easily out of states that imposed unusually
high taxes.

(a) reinstate (b) relegate (c) relocate (d) replace

6. Except for emergency taxes in wartime, corporate profits were first taxed
in 1909, when Congress a 1 percent tax on corporation income.
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(a) decided (b) enacted (c) proscribed (d) retracted

7. The Tax Reform Act of 1986 was designed to increase the share of
federal revenues collected via the corporate income tax and to decrease the
share from the Income tax.

(a) individual (b) personnel (c) private (d) single

8. While the top corporate tax rate was cut, deductions for capital
expenditures were severely , and as a result the effective tax rate for
many corporations rose.

(a) amended (b) curtailed (c) examined (d) extended

9. The central problem with the corporate income tax from an economic
point of view is that, ultimately, only can pay taxes.
(a) entities (b) companies (c) people (d) some

10. As early as the 17th century, Sir William Petty, one of the of
modern economics, argued that a tax on the production and sale of
commodities would eventually be shifted by producers to consumers, who
would pay it in the form of higher prices.

(@) planners (b) precursors (c) predecessors (d) progenitors
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SUPPLEMENTARY TEXTS

Text 1
THE FUNDAMENTALS OF ENTREPRENEURSHIP

Millions new enterprises start each year despite more than a 50%
failure rate. Consumers, business people, and government officials take an
interest in this activity. Starting and managing a new business involves
considerable risk and effort. In creating and helping a new venture to grow,
the entrepreneur has all the responsibility for its development, growth and
survival, as well as corresponding risks and rewards.

Who wants to accept all the risks and effort involved in creating a new
venture? The person may be a man or a woman, come from an upper-class
or a lower-class background, have a college or a university degree or be a
high school dropout. The person may have been a student, a teacher, an
engineer, a salesperson, a manager, a retired person, etc.

DEVELOPMENT OF ENTREPRENEURSHIP

Who is an entrepreneur? What is entrepreneurship? These frequently
asked questions reflect the increased international interest in the field. In
spite of all this interest, a concise, universally accepted definition has not
yet emerged. The word entrepreneur is French and literally translated,
means "between-taker" or "go-between". Let's take a look at the
entrepreneurship from a historical perspective.

EARLIEST PERIOD

One early example of a go-between is Marco Polo, an Italian, who was one
of the first Europeans who sailed to the Far East. He attempted to establish
trade routes to China. He signed a money contract with a money person to
sell his goods. That money person was a forerunner of today's capitalist. A
common contract during that time provided a loan to the merchant-
adventurer at a 22.5 percent rate, including insurance. While the money
person was a passive risk taker, the merchant-adventurer took the active
role in trading, bearing all the physical and emotional risks. After the
successful completion of a journey by the merchant-adventurer, the money
person took most of the profits (up to 75 percent), while the entrepreneur
merchant settled for the remaining 25 percent.
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MIDDLEAGES

In the Middle Ages, the term entrepreneur was used to describe both
an organizer of musical performances and a manager of large building
projects. In such projects, this person did not take any risks, but merely
managed the project using the resources provided. A typical entrepreneur in
the Middle Ages was the cleric - the person in charge of great architectural
works, such as castles and fortifications, public buildings, abbeys, and
cathedrals.

17TH CENTURY

The connection of risk with entrepreneurship developed in the 17th
century. At that time an entrepreneur was a person who entered into a contract
with the government to perform a service or to supply stipulated products.
Since the contract price was fixed, any resulting profits or losses reflected
the efforts of the entrepreneurs - the better they worked the more profit they
had. One of the entrepreneurs in this period was John Law, a Frenchman,
who was the founder of the royal bank of France and the Mississippi
Company, which had an exclusive franchise to trade between France and the
New World. Unfortunately, this monopoly on French trade led to Law's
downfall when he attempted to push the company's stock price higher than
the value of its assets; this eventually led to the collapse of the company.
Richard Cantillon, a well-known English economist at the beginning of the
17th century, understood Law's mistake. Cantillon developed one of the first
entrepreneur definitions. He is regarded by some researchers as the founder
of the term. He viewed the entrepreneur as a risk taker because merchants,
farmers, craftsmen, and other sole proprietors "buy at a certain price and
sell at an uncertain price, therefore operating at a risk.»

18TH CENTURY

Finally, in the 18th century, the person with capital was differentiated
from the one who needed capital. In other words, the entrepreneur was
distinguished from the capital provider (the present-day venture capitalist).
One reason for this differentiation was the industrialization occurring
throughout the world. Many of the inventions developed during that time
were reactions to the changing world, as was the case with Thomas Edison,
the author of many inventions.

He was developing new technologies but was unable to finance his
inventions himself. Edison raised capital from private sources to develop and
make experiments in the fields of electricity and chemistry. Edison was a
capital user (an entrepreneur), not a provider (a venture capitalist). In
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contrast, a venture capitalist is a professional money manager who makes
risk investments from a pool of equity capital to obtain a high rate of return
on the investments.

19TH AND 20TH CENTURIES

In the late 19th and early 20th centuries, entrepreneurs were frequently
not distinguished from managers and were viewed mostly from an economic
perspective.

Andrew Carnegie is one of the best examples of modern entrepreneur.
Carnegie invented nothing. Using new ideas he developed new technology
into products to achieve economic results. Carnegie, who descended from a
poor Scottish family, made the American steel industry one of the wonders
of the industrial world, primarily thanks to his ability to win competition,
rather than his inventiveness or creativity.

In the middle of the 20th century, the notion of an entrepreneur as an
innovator was established: The function of the entrepreneurs is to recreate
or revolutionize the pattern of production by introducing an invention or,
by using new technological possibilities for producing a new commodity
or producing an old one in a new way, by opening a new source of supply
of materials or a new outlet for products; by reorganizing an old industry
and creating a new one...

In this definition the concept of innovation and newness is an integral
part of entrepreneurship. Indeed, innovation, the act of introducing some new
ideas, is one of the most difficult tasks for the entrepreneur. It needs not
only the ability to create, but also the ability to understand all the forces at
work in the environment. The newness can consist of anything from a new
product to a new organizational structure.

Edward Harriman, who reorganized the railroad in the United States, or
John Morgan, who developed his large banking house by reorganizing and
financing the nation's industries, are examples of entrepreneurs fitting this
definition.

These organizational innovations are as difficult to develop
successfully as the more traditional technological innovations (transistors,
computers, lasers) that are usually associated with the word invention.

This ability to innovate is an instinct that distinguishes human beings
from animals. The instinct can be observed throughout history, from the
Egyptians who designed and built great pyramids out of stone blocks
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weighting many tons each, to laser beams, supersonic planes and space
stations. While the tools have changed with advances in science and
technology, the ability to innovate has always been present in every
civilization.

Text 2

Kodak
"Learning from success”
Early business principles

What can we learn from looking at the histories of successful
companies? In the case of Kodak (more correctly Eastman Kodak) we can
see the value of formulating good business principles from the very
beginning. Such principles as care for the customer and for employees are
fundamental to the growth and success of the business and need to be
established at the beginning.

The story of Eastman Kodak also tells us something about how
companies need to react to new technologies. The story of Eastman Kodak is
a story in which technological change is not seen as a threat, it is embraced
and welcomed because it offers new opportunities.

Today, Eastman Kodak is a premier multinational corporation and one
of the 25 largest companies in the United States.

Early beginnings

In 1879, London was the centre of the photographic and business
world. Photography had started in France with Nicephore Nicepce's first
photograph from nature in 1826. These ideas were soon taken up by
Daguerre with the patenting of the Daguerrotype system of photographs on
metal plates. In Britain, Henry Fox Talbot developed a system of producing
photographs on glass plate, which could then be printed on paper. In 1844,
the first photographically illustrated book "The Pencil of Nature" by Henry
Fox Talbol was published by Longman in London. Lewis Carol, the author of
Alice in Wonderland was an early photographer.

In 1879, George Eastman traveled to London to patent a machine for
making glass photographic plates. Two years later, with a business partner,
Henry Strong, he formed the Eastman Dry Plate Company. In 1883 Eastman
startled the photographic world with the first "rolls" of film. In 1888, he
launched the first "Kodak" camera, which was pre-loaded with enough "film"
for 100 exposures.

411



Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Today, we think of the "disposable camera™ as being a modern
invention, yet the first Kodak was launched with the slogan "You press the
button, we do the rest " The Kodak camera cost $25. When the customer
had used the 100 exposures, the whole camera was returned to the
company where prints were made and a new film inserted in the camera. The
100 prints and newly preloaded camera were returned to the customer for the
price of just $10! Eastman had four basic principles for business:

*mass production at low cost

einternational distribution

* extensive advertising

» a focus on the customer.

Eastman saw these four principles as being closely related. Mass
production could not be justified without international distribution, which,
in turn, needed the support of strong advertising. From the beginning, he
gave the company the belief that fulfilling the customers' needs and desires
Is the only road to corporate success.

Eastman added further policies to these business principles:

foster growth and development through continuing research
otreat employees in a fair and self-respecting way
ereinvest profits to build and extend the business.

By 1896, thirteen years after its launch, the 100,000th Kodak
camera was produced, a success which speaks volumes for the power of
good advertising when it is supported by a good product and customer
service. In 1891, Eastman set up his first overseas factory and distribution
centre in Harrow, England, just outside London. In 1900, Eastman had
factories and distribution centers in France, Germany, Italy and other
European countries. A factory in Japan was under consideration. In the
same year, Eastman introduced the first "Brownie" camera at a price of
just one dollar!

Eastman Kodak was largely responsible for popularizing the
"hobby" of photography and putting this technology into the hands of
ordinary people.

Color and Moving Pictures

Eastman had collaborated with Thomas Edison on the development of
film, cameras and projectors for moving films. In 1923, Eastman made a
simple clockwork-powered movie. In 1935 Kodachrome was launched as the
first successful color film for amateurs to make color slides and 16mm
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movie films. In 1942, Kodacolor, the first true color negative film (for
making prints) was introduced.

Embracing Change

Traditional photography is based on the science of exposing light-
sensitive silver halide salts to light. This basic chemistry remained the only
way of producing images for many years. But new technologies started to
challenge this basic industry.

The first was video, so Kodak started to produce and market video
cassettes in 1984 in 8mm, Betamax and VMS formats. In the same year, they
broke into another market which would become an even greater threat.
They announced a full range of flexible floppy disks for personal
computers.

The Digital Challenge

Today, many of us do not use traditional photographic cameras. We
take pictures and video with digital cameras, which do not require film or
processing. We can print these pictures at home (and get remarkably good
quality) and exchange pictures and moving images through the Internet and
email attachments.

Kodak recognized and embraced this technological challenge as
early as the mid-1970s. In 1985 they produced their first electronic
publishing system. Since then, while the traditional photography business
has remained strong, Kodak's research and development have produced
still video cameras, digital printers, digital still and movie cameras and the
Photo CD.

Kodak's 1999 annual report carried two cover slogans "Take Pictures
Further' and "You Press the Button. We Do the Rest", combining their
current and original marketing messages. As the report said, “The two
statements were composed a century apart, but, taken together, they
perfectly sum up Kodak’s core philosophy: The promise of innovation. And
the guarantee of simplicity.”

Text 3
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What attracts customers? Obviously the quality of a product does, but
visual images play an important role too.

There are now many products and services on the market

which are similar in content though produced by
different companies. That is why it is necessary for a
company to distinguish itself from its competitors by
having a strong company image, which is immediately

T-IFAL

recognizable.

Logos are part of this image. They are symbols, which often include a
name or initials to identify a company. The logo establishes a visual identity
for the company, just as different groups of young people express their
identity through hairstyles and clothes. All groups from all cultures and
throughout the ages have used colors and symbols to show their identity.

In different cultures, different colors have
different meanings. Some colors may be
connected with coldness in one culture and
with warmth in another; some colors represent
life in one culture but death in another.
International companies have, therefore, to
make sure that their logos will not be
misunderstood or misinterpreted in different

countries.

The logos of large international companies are recognizable
throughout the world. One of the most famous logos is that of Coca Cola.

M The design of the words “Coca Cola” has not changed

since 1886, although the surrounding design has been changed from time to
time.

Many companies have, over the years, renewed their
logos to fit in with contemporary design and to
present more powerful images. Some logos
incorporate an idea of the product; the steering wheel
in the Mercedes logo, for example, and the airplane
tail of Alitalia.

Companies need to have a strong corporate identity. The logo helps
to promote this image and to fix it in the minds of the consumers. Logos,
therefore, need to be original and to have impact and style.
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Text 4

Many of the larger businesses in the UK are public limited
companies. It means that the public is able to buy and sell shares on the
Stock Exchange. The examples of such companies are Marks and Spencer,
Guinness and the National Westminster Bank. However, it is very
expensive to set up this kind of company (minimum $ 100.000). That's
why small businesses take one of the following forms:

G Sole trader or Sole proprietor

This is the simplest way of starting a business. You work on your own and
entirely responsible for all aspects of running your business. This is especially
suitable for small retail businesses.

Partnership

When two or more people want to start a business together they can set
up a partnership and agree on how the business will be operated. All partners
are responsible for the debts of the partnership and profits and losses are shared
between them.

Private Limited Company

A company can be formed with minimum by two people becoming its
shareholders. If the company goes out of business the responsibility of each
shareholder is limited to the amount of money that he has contributed. A
private limited company has the letters Ltd. (Limited) after its name.

Texth

Alternative forms of Business Organization

Individuals are hired by companies to work on short-range projects or
to cover unexpected demands that cannot be met by a permanent core group
of employees. One out of five Americans is now a member of the
contingency workforce.

As a result of the process of downsizing there appeared a demand
for interim professionals or freelance. They have created a new class of
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professional temporaries who are different in education and professional
experience from clerical temporary workers.

When a company reduces hierarchy it creates cross-functional teams
made up of members from different departments to run them.

This organization structure is opposite to the vertical corporation
where information and execution of orders are tightly controlled from
above. The horizontal corporate world, in contrast, is networked internally
and focused on its customers. Hierarchical and department boundaries are
eliminated, supervision is minimized, and self-managing teams become the
building blocks of the new enterprise.

Shamrock organization is an example of information - age
corporation. The leaves of shamrock symbolize three different segments
of activity and workforce.

One leaf of the shamrock or segment of the new organization
represents the core workforce, which includes managers, technicians, and
qualified professionals. This group owns the knowledge that distinguishes
a company from its competitors. They are full time workers committed to
the company and in return receive high salaries and generous benefits.

The second leaf of the shamrock represents organizations outside
the company to whom work is contracted. These are nonessential workers
or units that can be replaced without damage to a company. They are
normally self-employed and are specialists in a certain kinds of work.
They deal with data processing operations, cleaning services that maintain
buildings, and supply of raw materials or even deal with parts in a
manufacturing process.

The third leaf of the shamrock is the temporary or part-time,
flexible labor force of just-in-time employees. The company saves money
because it only employs these people when it needs them.

One more model for the new organization. It is described as the de-
organized, disembodied and borderless organization. It has been associated
with alliances, federations, partnerships. The virtual corporation is an
innovative business structure organized around a few core modules and
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key skills and supported by a network of independent people. Its objective
Is to keep productivity high. The ability to satisfy the customer becomes the
driving force behind this organizational architecture.

Text 6

The Argentinians have adopted British traditions towards clothing,
usually wearing formal, conservative outfits, even in many social situations.
Foreign business executives visiting Argentina should do likewise.
Businesswomen in Argentina should be sure to wear stylish shoes.

By contrast with Argentina, style is the most important factor in
Brazilian dress. Well-cut, fashionable clothing is expected of Brazilian
executives. Many male executives manage to do without ties. But remember
that Brazil is very large, and the degree of casualness varies. Rio de Janeiro
Is more casual than Sao Paulo, which itself is more casual than Brazilia.
Brazilian women consider carefully manicured nails to be very important.
Women who wear open-toed shoes should have a pedicure as well.

Air conditioning is common, so businesspeople should expect to wear
full business suits to a first meeting. If it seems appropriate, men can
dispense with ties and jackets at subsequent meetings. Despite the heat, legs
and upper arms must be kept covered. Shorts are not acceptable, even for
casual wear. Clothes may not be tight; women, especially, should wear
loose-fitting clothes. Baggy clothes also make sitting on a floor or cushion
more comfortable.

As one would expect, the inventors of haute couture put a premium on
style. Even low-paid, entry-level executives buy the best clothes they can
afford. The typical French posture (very straight, even when sitting) makes
their clothes look even better. Unlike the USA, businessmen in France do not
usually loosen their ties or take off their jackets in the office.

Traditionally, the British looked suspiciously at clothes that were
trendy or obviously new. In the past a gentleman wore well-made but well-
worn clothes. Today, however, only academics wear old clothes. British
business executives are likely to have a new, custom-tailored wardrobe,
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though conservative styles are still preferred. Women should remember that
English weather is often cold and wet. One of the reasons tweed is so popular
in England is because it is both warm and comparatively water-repellent.

Text 7
English: the language of millions

Business English in not a subject of study with a solid base. It is an
involving practice which appears in many guises around the world and
which takes a variety of forms according to local conditions and
requirements. Business English arises from two expediencies: the need for
a means of communication between those wishing to do business
internationally, and the language used for this communication -
English. (Nick Breiger)

Job advertisements in quality European newspapers often ask for a
"good working knowledge" of English. Nowadays, large international
companies use English to communicate between offices and subsidiaries
in different countries. 75% of all letters and telexes are in English and 80%
of all information in the world's computers is in English, so organizations
need employees who speak good English.

European professionals feel that English sometimes helps them to
get a new job. It is usually a passport to more money, more travel, and
more interest in their work.

Why is English so important as an international language? The
statistics answer the question. About 350 million people speak English as a
first language. It is official language in more than 60 countries and of
many international organizations. The International Olympic Committee,
for example, always holds meetings in English. Air traffic control and
communication at sea around the world is always in English.

International English has a rich and growing vocabulary. Many
everyday words come from other languages.

Umbrella, for example, comes from ombra, the Italian word for shade.
English speakers get their breakfast marmalade from the Portuguese word
marmelada. There are Spanish words in English including cargo and
macho; German gives the English language the word quartz; and French
provides liaison and elite.
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English helps the business world to communicate across national
borders. Many international companies provide language training programs
for employees. They know that English is a passport to a successful future. It
Is a language of millions.

Text8
Job-Hunting Etiquette Quiz

Certain rules or protocols should guide a job seeker's conduct. Some
people call these rules good manners, but more refer to them as business
etiquette. By adhering to proper etiquette, a job seeker can gain a perceptual
edge over other job seekers that can lead to a job offer. How comfortable are
you with the etiquette of job-hunting? Put yourself to the test. Take the job-
hunting etiquette quiz and see how well you do.

1. Answer true or false to the following statements.

1. When greeting someone for the first time, a cupped handshake (in which
your left hand covers the normal handshake) is a good way to show my
sincerity and interest.

2.At an interview or meeting, it is generally necessary for me to stand only
when a women walks into the room (regardless of my gender).

3.At job fairs and other professional settings when | receive a business
card from someone, | should take the time to really read the card before
sticking it in my pocket or briefcase.

4. | should always turn off (or silence) my cell phone and beeper
before heading into any interview or business meeting.

5.After a job interview, regardless of whether | am still interested in the
job or not, I should always follow-up with a thank you note.

6.A few days after a job interview, | begin calling the employer every day
to see when a hiring decision will be made.

7.When introducing myself at job fairs or other business settings, I
should avoid saying anything except my name until the other person
responds in kind.

8.When | know a company | am interviewing with is having a casual day
on the day 1 am interviewing, it is best to dress down for the interview.
9. | have a great sense of humor, so it's perfectly fine to have a humorous
greeting on my voicemail (or answering machine) when job-hunting.
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10. When | place telephone calls to potential employers, | use a clear and
confident voice and always first identify who |1 am and why | am calling.

11. At job and career fairs it's okay for me to walk up to a group of people
engaged in conversation and interrupt by introducing myself.

12. When talking on the phone with a potential employer or other business
contact, it's okay for me to put them on hold while | answer another phone
call.

13. | always avoid asking questions at an interview because it is rude to interrupt
the interviewer by asking questions.

14. No matter what type or level of job | am applying for, | always go out
of my way to greet the receptionists and secretaries with sincerity.

Now read the answers below and count your score.

1. False. The proper handshake is very important because it is one of the first
impressions you make in an interview — and you do not want to do the cupped
handshake, which can be seen as familiarity. Use your right hand and give a firm
handshake — just don't squeeze too hard. The handshake should be brief, but long
enough for both parties to say each other's name in greeting. A firm handshake
communicates confidence, interest, and respect.

Other handshake issues to avoid: limp handshakes, clammy handshakes,
and sweaty handshakes.

2. False. Regardless of your gender, you should always stand when someone
walks into the room, regardless of their gender. When someone enters the
room, you should rise if you are seated, smile, extend your hand and greet the
person with a firm handshake.

3. True. It is seen as quite rude when a person who receives a business
card quickly puts the card away. You should show respect for the person who
gave you the card by reviewing it for a few seconds, perhaps even using that
time to remember the person's name. Then thank the person for the business card
and put it away.

4. True. If something is happening in your life that is so important that you need
to be available 24/7, perhaps the best solution is to postpone the interview. At a
minimum, you should turn all your electronic equipment's sound off, utilizing
the vibration mode if you have it. But most etiquette experts actually suggest
turning off all beepers and phones before any business meeting.

5.True. One of the smallest and easiest things you can do is write a simple
thank-you note after every interview. You might be surprised at how big an
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impact a gesture this small can make, but when the majority of job-seekers do not
send thank-you notes, it makes you stand out even more.

And don't bum any bridges by not bothering to send thank-you notes to
interviewers where you've already decided the job is not right for you. You
never know when or where your paths will cross again.

6. False. First, one of the key pieces of information you want to leave the
interview with is a timetable for when the employer expects to make a hiring
decision. Second, while you should definitely follow up with the employer, you
should never cross the line from interested job-seeker to annoying nuisance.
7.False. Why just state your name when you have the perfect opportunity to
give a short pitch about yourself that not only will help people remember who
you are, but perhaps also be a prelude to a longer conversation. Those 20
seconds or so, called the sound bite, gives you a chance to express your unique
selling proposition — the one thing that makes you different from everyone else.
8. False. Always dress for the interview. While you want to appear to fit in with
the corporate culture of an organization, casual days are not the norm. So make
sure you discover what the business attire is on normal days, and wear attire at
that level of formality to the interview.
9. False. While job-hunting, you want to have a professional-sounding message.
Start your message with "Hello, you've reached the voicemail (or answering
machine) of..." Don't make jokes; don't have screaming or shouting; don't have
background music; and don't have cute greetings from your Kids.
10. True. Phone manners are extremely important and often overlooked.
Prepare ahead of time and have some notes about key comments you wish to
make. By clearly identifying yourself at the beginning of the conversation you
also al low the other party to be prepared.

11. False. It's best not to interrupt an employer representative when s/he is
talking with one or more prospective candidates. Wait your turn. If the
conversation goes on for too long, either attempt to make eye contact with the
representative to show you are interested or move on to the next booth and
make a note to return later in the fair.

At all other business functions, however, it is certainly acceptable to politely
interrupt and join a group of people engaged in informal conversation. Business
meetings are about networking and making contacts, so feel free to walk up to the
group and say, "Excuse me, | would like to introduce myself."

10. False. Call-waiting is a curse on business etiquette. It's better to always let
the other phone call roll onto your voicemail than to interrupt your current
conversation. Not only is the practice rude, but in doing so, you stop any
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momentum you had leading up to the interruption — which you probably won't
be able to get back.

13. False. Yes, it is rude to interrupt someone when s/he is speaking, but a higher
order rule takes precedence here. Job candidates, who do not ask questions
during an interview are often perceived as uninterested or lazy, so take the
initiative and ask at least a few questions. Does this rule allow you to interrupt the
employer every time s/he starts speaking? Of course not; use your judgment and
interrupt only when absolutely necessary.

14. True. There are two issues here. First, sincerity is always the strongest
form of communication — and people respond well to it. Second, while often
some of the lowest paid employees of an organization, the receptionists and
secretaries play key roles in the organization and can offer assistance in
numerous ways, so it's best to treat them with the respect they deserve. Also, they
often report back to their bosses about how you behaved and treated them.
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APPENDIX 1
IRREGULAR VERBS
ARISE (BUHMKATY) ........ar0Se. ... arisen
AWAKE (byaut)......... awoke... awoke

awaked.. awaked

BECOME (crasaru) . became .. become

BEGIN (no4yuHaty) . began ... begun

BEND (rHytu, 3ruHary) . . bent... bent
BITE (Kycam) bit bitten
BLEED(crikarn kpos't0) . bled... bled

BLOW (Aymi) blew ..... blown

BREAK (lomamy). .. .. broke ...... broken
BRING (rpuHocumm).. brought .brought
BUILD (6yaysar)......built . .. .built

BURN (roprm) ....... burnt.... burnt

BURST (pospusaru) burst ....burst
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BUY (kynlysam) .. bought . . bought
CATCH (nosute) caught... caught
CHOOSE (Bubuparu).. chose.... chosen

COME (npuxoAuTy)... came .... come

COST (kowryBany) .. COSt......... COSt

CUT (pisamy). .. ... .. o1 S Cut
DEAL (toprysarm)... dealt .... dealt
DIG (konaty) .... dug.......... dug

DRAW (masnroBaru). . .. drew .... drawn
DREAM (mpiaTu)... dreamt .. dreamt
dreamed. dreamed
................... DRINK (nUTH) drank ... drunk
.................... DRIVE (ixaTh) drove ... driven
EAT (icth) ....... ate.... eaten
FALL (naaath) ... fell........... fallen
FEED (foayeatn) . fed ......... fed
FEEL (siavysatu) . . felt ... .felt
Fight (6opotucs) ..... fought ... fought
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Find (3Haxoautw)...... Tound ... found
Fly (niTatn) ..... flew ... Tflown
Forbid (3abopoHaTtu)forbade. ... forbidden
Forget (3abyeatu) .....Tforgot ... forgotten
Forgive (npowatwu) ... forgave .....forgiven
Freeze (3amep3at) ..... froze .....frozen
........................................................ Get (oTpumysatu) ....got ...got
........................................................ Give (aaBatun) .....gave....give
........................................................ Go (UTh)....went...gone
Grind (tounTn)..... ground....ground
Grow (3pocTatu)...grew ..grown
Hang (eucitn)....hung....hung
........................................................ Have (matun) ....had ...had
........................................................ Hear (4yTtn)...heard.. . .heard
Hide (xoeatu) .....hid....hidden
Hit (yaapatu) ... hit...hit
Hold (tpumatu) ... held....held
Hurt (saaputucs) ....hurt.. hurt
..... kept
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Know (3Hath) ... knew....known

Lay(knactb) .....laid... laid

Lead (BecTu) .....led....led

Learn (BuuTUnCa) ... learnt ... learnt

learned.....learned

Leave (3anuwatwm) ..left .. left
........................................................ Lend (maBatu B 6opr) ....lent ...lent
........................................................ Let (po3sonatu) ...let... let
........................................................ Lie (nexatun) ...lay ...lain
Light (suceitnroeatu).... lit....lit (lighted.. . lighted)

Lose (BTpavatwm)....lost....lost

Make (pobutwu) ....made...made

Mean (3HauUUTH) ... meant...meant

Meet (3ycTtpivatu) ....met...met
........................................................ Pay (nnatutun) ...paid .. paid
........................................................ Put (knactu) ....put...put
........................................................ Read (4utatn) .....read... .read
........................................................ Ride (i3autu Bepxwu) ....rode...ridden

Ring (i3anTK Bepxu) ...rang...rung
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Rise (nigHimaTtuca) ....rose ...risen

Run (6irtn) ....ran ...run

Say (rosoputw) .......said.....said
........................................................ See (6ayUTH) .....saw...seen
........................................................ Seek (wykatn) .....sought....sought
........................................................ Sell (npoaaeatu) .......sold...sold

Send (Biacunatu) ...sent...sent

Set (nomiwartu) ...set...set

Shake(tpacTun) ....shook ....shaken

Shave(tpacTtu) ..shaved....shaven

Shine (caatn) ....shone....shone

Shoot(cTtpinatu) ....shot....shot

Show(nokasyeatu)showed ..shown

........................................................ Shut (3akpueatu) ....shut ....shut
........................................................ Sing (cnigatun) ....sang.....sung
........................................................ Sit (cuaith) .....sat ....sat

Sleep (cnatun) .....slept ....slept

Smell (naxHyTh) ....smelt ....smelt (smelled...smelled)
........................................................ Speak (roBopuTw) .....spoke ..spoken
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........................................................ Speed (nocniwaru) ....sped ....sped
........................................................ Spell (sumosnatn no 6bykeax)spelt spelt
(spelled...spelled)
Spend (BuTpayatu)....spent...spent
Spoil (ncyeatu) ......spoilt ....spoilt (spoiled..spoiled)

Spread (nowwuproeatu)..spread ..spread

........................................................ Spring (cTpmubaTn) sprang....sprung
........................................................ Stand (cTtoatu) .....stood.....stood
........................................................ Steal (kpacTtu) .....stole...stolen
........................................................ Stick (npuknerosaty) ....stuck ...stuck

Strike (yaapatm) ....struck ...struck

Strive (nparHyTW) .....strove _..striven

Swim (nnaeatu) ....swam ...swum

Swing (roraaTtmcs) ....swung ....swung
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Take (6patun) ....took....taken

Teach (Hagyath) ... taught... taught

Tear (pgatn) .....tore ...torn

Tell (po3noeiaaty) ....told .....told

Think (aymatu) .....thought ...thought

Throw (kmaatn) ....threw...thrown

Understand (posymitu) ...understood.. understood

Wear (HoCuTH) ... .wore....worn

........................................................ Wind (3asoauTh) .....wound....wound

........................................................ Write (nucartum) ...wrote ... .written
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APPENDIX 2

Verbs, Adjectives, Nouns with Preposition

abide by (v)

absent from (adj)

abstain from (v)
accompanied by (adj)
according to (prep)
account for (v)

accuse sb of (v)
accustomed to (adj)
acquainted with (adj)
addicted to (adj)
adequate for (adj)
adjacent to (adj)
advantage of (n)

(but: there’s an advantage
in — (have) an advantage
over sb)

advice on (n)

afraid of (adj)

agree to/on sth (v)

agree with sb (v)

ahead of (prep)

aim at (v)

allergic to (adj)

amazed at/by (adj)

amount to (v)

amused at/with (adj)
angry at what sb does (adj)
angry with sb about sth (adj)
angry with sb for doing sth
(adj)

annoyed with sb about sth
(adj)

(in) answer to (n)

anxious about sth (adj)
(be) anxious for sth to
happen (adj)

apologize to sb for sth (v)
(make an) appeal to sb for
sth (n)

appeal to/against (v)
apply to sb for sth (v)
approve of (v)

argue with sb about
sth (v)

arrest sb for sth (v)
arrive at (a small
place) (v)

arrive in (a town) (v)
ashamed of (adj)

ask for (v) (but: ask
sb a question)

assure (sb) of (v)
astonished at/by (adj)
attached to (adj)
attack on (n)

attend to (V)

(un) aware of (adj)

bad at (adj) (but: He was
very bad to me)

base on (v)

basis for (n)

beg for (n)

begin with (v)

believe in (v)

benefit from (v)

bet on (v)

beware of (V)

(put the) blame on sb (n)
blame sb for sth (v)
blame sth on sb (v)

boast about/of (v)
bored with/of (ad))
borrow sth from sb
(V)

brilliant at (adj)
bump into (V)

busy with (adj)

call at/on (phr v)

call for (=demand) (phr v)
campaign against/for (v)
capable of (adj)

care about (V)

collaborate with (v)
collide with (v)
comment on (v)
communicate with (v)
compare with (v) (how

consist of (v)
contact between (n)
(but: in contact with)
content with (adj)
contrary to (prep)
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care for sb (v) (= like)
(take) care of (n)

care for sth (v) (= like to
do sth)

careful of (adj)

careless about (adj)

cause of (n)

certain of (adj)

change into (v)
characteristic of (n/adj)
charge for (v)

charge sb with (v)
cheque for (n)

choice between/of (n)
clever at (adj) (but: It was
very clever of you to buy
it.)

close to (adj)

coax sh into (v)

coincide with (v)

people and things are alike
and how they are different)
compare to (V) (show the
likeness between sh/sth and
sb/sth else)

comparison between (n)
complain of (v) (= suffer
from)

complain to sb about sth (v)
(= be annoyed at)
compliment sb on (v)
comply with (v)

conceal sth from sb (v)
concentrate on (v)

(have) confidence in sb (n)
confine to (v)

confusion over (n)
congratulate sb on sth (v)
connection between (n) (but:
in connection with)
conscious of (adj)

connect to/with (v)

contrast with (v)
contribute to (v)
convert to/into (v)
cope with (v)
correspond to/with
(v)

count against (V)
count on sb (phr v)
cover in/with (v)
covered in/with (adj)
crash into (v)
(have) a craving for
sth (n)

crazy about (adj)
cruel to (adj)
cruelty towards/to (n)
cure for (n)

curious about (adj)
cut into (phr v)
(=interrupt sb/a
conversation)

damage to (n)

date back to (v)
date from (v)

deal with (v)

dear to (adj)

decide on/against (v)
decrease in (n)
dedicate to (v)
deficient in (adj)
definition of (n)
delay in (n)

delight in (v)
delighted with (adj)
demand for (n)
demand from (v)
depart from (v)
departure from (n)

depend on/upon (v)
dependent on (adj)

deputize for (v)

descended from (adj)
describe sb/sth to sb else (v)
description of (n)

die of/from (v)

die in an accident (v)

differ from (v)

(have) difference between/of
(n)

different from (adj)
difficulty in/with (n)
disadvantage of (n) (but:
there’s a disadvantage in
doing sth)

disagree with (v)
disappointed with/about

disapprove of (v)
discharge sb from (v)
discourage from (adj)
discussion about/on
(n)

disgusted by/at (adj)
dismiss from (v)
dispose of (v)
disqualified from
(adj)

dissatisfied with (adj)
distinguish between
(v)

divide
between/among (v)
divide into/by (v)

do sth about (v)
doubtful about (adj)
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(ad))

dream about (v)
dream of (v) (=
imagine)

dressed in (adj)

eager for (adj)
economize on (V)
efficient at (adj)

(put) effort into sth (n)
emphasis on (n)

engaged to sb/in sth (adj)
engagement to sb (n)
enter into (= start) (v)
enthusiastic about (adj)
envious of (adj)

equal to (adj)

escape from/to (v)

example of (n)

excellent at (adj)

exception to (n)

exchange sth for sth else (v)
excited about (adj)

exclaim at (v)

excuse for (n)

excuse sb for (v)

exempt from (adj)
expel from (v)
experienced in (adj)
experiment on/with
(v)

expert at/in
(sth/doing sth) (n) (=
person good at)
expert at/in/on
(sth/doing sth) (adj)
(= done with skill or
involving knowledge)

face up to (phr v)

fail in an attempt (v)

fail to do sth (v)

failure in (an exam) (n)
failure to (do sth) (n)
faithful to (adj)

fall in (n)

familiar to sb (= known to
sb) (ad))

familiar with (= have
knowledge of) (adj)
famous for (ad))

fed up with (adj)

fill sth with sth else (v)
finish with (vO

fire at (v)

flee from (v)

fond of (adj)

forget about (v)
forgive sb for (v)
fortunate in (adj)
friendly with/to
(adj)

frightened of (ad))
full of (adj)
furious with sb
about/at sth (adj)

generosity to/towards (n)
genius at (n)

glance at (v)

glare at (v)

good at (adj) (but: He was
very good to me.)
grateful to sb for sth (adj)
grudge against (n)

guess at (v)

guilty of (adj) (but:
he felt guilty about
his crime)

happen to (V)

happy about/with (adj)
harmful to (adj)

hear about (v) (= be told)

hear of (v) (= learn that sth or
sb exists)

heir to (n)

hinder from (v)

hope for (vO
hope to do sth (v)
(no) hope of (n)
hopeless at (ad))
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hear from (v) (= receive a
letter)

hint to sb about sth (v) (but:
hint at sth)

idea of (n)

identical to (adj)
ignorant of/about (adj)
il with (adj)

impact on (n)
impressed by/with (adj)
(make an) impression on
sb (n)

improvement in/on (n)
incapable of (adj)
include in (v)

increase in (n)
independent of (ad))
indifferent to (adj)
indulge in (v)

inferior to (ad))
information about/on (n)
(be) informed about (adj)
inoculate against (v)
insist on (V)

insure against (V)
intelligent at (adj)

intent on (adj)
(have no) intention
of (n)

interest in (n)
interested in (adj)
interfere with/in (v)
invasion of (n)
invest in (v)
involve in (V)
irritated by (adj)

jealous of (adj)

joinin (v)

joke about (v)

knock at/on (V)
know about/of (v)
keen on sth (adj)

keen to do sth (ad))
kind to (adj)

key to (n)
knowledge of (n)

lack in (v)
lack of (n)
laugh at (v)

leave for (v) (= head for)
lend sth to sb (v)
listen to (V)

live on (v)

look at (V)

look for (= search
for) (v)

married to (adj)
marvel at (v)

mean to (adj)
mention to (adj)

mistake sb for (v)
mix with (v)

name after (v)
necessary for (adj)
need for (n)
neglect of (n)

nervous about (adj)
new to (adj)
nice to (adj)

nominate sb (for/as
sth) (v)

(take) (no) notice
of (n)

obedient to (adj)

object to (V)

objection to (n)

obliged to sb for sth (adj)

obvious to (adj)
occur to (v)
offence against (n)

operate on (V)
opinion of/on (n)
opposite of/to (n)
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part with (v)
patient with (adj)
pay by (cheque) (v)

pay for (v) (but: pay a

bill)
pay in (cash) (v)
peculiar to (adj)

pleased with (adj)

(take) pleasure in (n)
(have the) pleasure of (n)
point at/to (v)

(im)polite to (adj)
popular with (adj)

praise sb for (v)

persist in (v) (but: insist | pray for sth/sb (v)

on)

(take a) photograph of (n)

picture of (n)

pity for (n)

take pity on sb (exp)
pleasant to (adj)

prefer sth to sth else (v)

prepare for (V)
present sb with (v)
prevent sb from (v)

(have a) preference for (n)

(take) pride in (n)
pride oneself on
sth/on doing (v)
prohibit sb from
doing sth (v)

prone to (adj)
protect
against/from (v)
protection from (n)
protest about/at (V)
proud of (adj)
provide sb with (v)
punish sb for (vO
puzzled about/by

(ad))

quarrel about sth/with sb | qualified for (ad))

(v/n)

quick at (adj)

quotation from (n)

rave about (v)
react to (v)
reaction to (n)
ready for (adj)
reason for (n)
reason with (v)
rebel against (v)
receive from (v)

(keep) a record of (n)

refer to (V)
related to (adj)

rely on (v)

remind sb of/about (V)
remove from (v)

reply to (V)

report on (v)

respond to (v)
responsibility for

relationship between (n) (but: | (n)
a good relationship with sb)

responsible for
(adj)

result from (v) (=
be the
consequence of)
result in (v) (=

recover from (v) respect for (n) cause)
reduction in (n) respected for (adj) result of (n)
rich in (adj)
rise in (n)
rude to (adj)
run into (phr v)
sale from (ad)) shy of (adj) stand for (phr v)
same as (adj) sick of (adj) stare at (V)

satisfied with (adj)
save sb from (v)

silly to do sth (adj) (but: it
was silly of him)

strain on (n)
subject to (adj/v)
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scared of (adj)
search for (v/n)
(be) in search of (n)
sensible of sth (adj) (=
aware of sth)
sensitive to (adj)
sentence sb to (v)
separate from (v)
serious about (adj)
share in/of sth (n)
shelter from (v)
shocked at/by (adj)
shoot at (v)

short of (adj)

shout at (v)

similar to (adj)
skillful/skilled at (adj)
slow in/about doing sth/to
sth (adj)

smell of (n/v)

smile at (v)

solution to (n)

sorry about (adj) (= feel
sorry for sb) (but: I’'m
sorry for doing sth)
speak to/with sb about (V)
specialize in (v)
specialist in (n)

spend money on sth (v)
spend time in/doing sth (v)
split into/in (V)

spy on (v)

submit to (v) (but:
submit for publication)
subscribe to (v)
succeed in (V)

suffer from (v)
sufficient for sth/sb
(adj)

superior to (adj)

sure of/about (adj)
surprised at/by (adj)
surrender to (v)
surrounded by (adj)
suspect sb to (v)
suspicious of (adj)
sympathetic to/towards
(adj)

sympathize with (v)

take sth to sh/sth (v)
talent for sth (n)

talk to sb about sth (v)
(have) taste in (n)
taste of (v)

terrible at (adj)
terrified of (adj)

thank sb for (v)

thankful for (adj)

think about/of (v)

threat to sb/sth of sth (n)
threaten sb with sth (v)
throw at (V) (in order to
hit)

throw to (v) (in order to
catch)

tired from (adj)

tired of (adj) (= fed up
with)

translate from ... into
(V)

tread on (v)

trip over (v)

unaware of (adj)
understanding of (n)

uneasy about (adj)
upset about/over sth (adj)

(make) use of (n)
used to (adj)

valid for (length of time)
(adj)

valid in (places) (adj)
value sth at (V)

vote against/for (v)
vouch for (v)

wait for (v)
warn sb against/about/of
(V)

waste (time/money) on

V)

weak in/at (adj)
wink at (v)
wonder about (v)
worry about (v)

worthy of (adj)
write to sb (v)
wrong about (adj)
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APPENDIX 3

Prepositional Phrases

at the age of at first hand at peace/war

at the airport at first sight at present

at an auction at a glance at a profit

at the beginning of (when | at a guess at the prospect

sth started) (but: in the at hand at random

beginning = originally) at heart at any rate

at one’s best at home at one’s request

at breakfast/lunch etc. at/in a hotel at the same time

at the bottom of at... km per hour at school

at the bus stop at large at sea

at church at last at the seaside

at the corner/on the corner | at the latest at short notice
At | at all costs at least at/in the station

at the crossroads at length at sunset

at dawn at liberty at the table

at one’s desk at a loss at the time

at the door at the match at times

at ease at midnight at the top of (but: on

at the end (= when sth is at the moment top of)

finished) (but: in the end | at most at university

= finally at all events) at night (but: in the at the weekend

at fault night) at work

at first at noon at 23 Oxford St.

at once

by accident by correspondence by nature

by all accounts by day/night by now

by appointment by degrees by oneself

by the arm/hand by the dozen by order of

by auction by far by phone

by birth by force by post/airmail

by bus/train/plane/ by hand by profession
By | helicopter/taxi/coach/ship/ | by heart by request

boat/sea/air/car etc by invitation by (the/one’s) side

(but: on a/the by land/sea/air by sight

bus/plane/train/coach/ship/ | by law by surprise
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boat in a by luck by the time
taxi/car/helicopter/plane) | by marriage by the way
by chance by means of by yourself
by cheque by mistake by one’s watch
for ages for fire for safe keeping
for breakfast/lunch/dinner | for keeps for one’s sake
for certain for instance for the sake of
for a change for luck for sale
for ever for life for short

For | for fear (of) for love for the time being
for fun (= for amusement) | for nothing for a visit/holiday
for good for once for a walk
for granted for the rest of for a while
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In

in action

in addition to (+ -ing
form)

in advance (of)

in agreement (with)
in aid of

in all (all in all)

in answer to

in an armchair

in a bad temper

in bed

in the beginning

in blossom

in a book

in brief

in any case

in cash

in the centre of

in charge (of)

in cities

in code

in color

in comfort

in common

in comparison with
in conclusion (to)
in (good/bad) condition
in confidence

in control (of)

in the country

in danger

in the dark

in debt

in future

in gear

in general

in good time

in half

in hand

in haste

in good/bad health
in hiding

in honor of

in the hope of

in hostel

in a hotel

ina hurry

in ink/pencil/pen
in sb’s interest
in length/width etc.
inall sb’s life

in the limelight
inaline

in the long run
in love (with)

in luxury

in the meantime
In a mess

in the middle of
in the mirror

in moderation

in a moment

in a good/bad mood
in the mood

in the morning

in person

in pieces

in place of

in politics

in pounds

in practice/theory
in principle

in prison

in private/public
in all probability
in progress

ina queue

in reality

in return

in the right/wrong
in a row/rows

in ruins

in safety

In season

in secret

in self-defence
in short

in sight (of)

in the sky

In some respect
in stock

in the street

In succession

in the suburbs

in the sun/shade
in good/bad taste
in tears
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In

in demand

in detail

(be) in difficulty
in the direction of
in doubt

ina... dress

in due courses

in the end (= finally)
in exchange for
in existence

in fact

in fashion

in favor of /with
in flames

in the flesh

in focus

in one’s free time
in full swing

in fun

in mourning

in name only (=not in
reality)

in need of

in a newspaper

in the name of (= on behalf
of)

in the nick of time

in the north/south

in a nutshell

in oils

in the open

in one’s opinion

in orbit

in order of/to

in other words

in pain

in pairs

in the dark

in the park

in particular
in the past

in theory

in a tick

in time

In no time

in touch

in town

in tune (with)
inturn

in two/half

in uniform

in use

in vain

in view of

in a loud/low voice
inaway (=ina
manner)

in the way

In writing

in a word
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On

on account of

on a...afternoon/evening
on the agenda

on the air

on approval

on arrival

on average

on bail

on balance

on the beach

on behalf of

on one’s birthday
on board

on the border

on business

on call

on a campsite (at a
campsite)

on the coast

on condition

on demand

on duty

on earth

on edge

on an expedition
on a farm

on fire

on the (4 th) floor (of)
on the floor

on foot

on the one (other) hand
on holiday

on horseback

on impulse

on the increase
on the island

on a journey

on one’s knees
on leave

on the left

on loan

on the market

on the move

on New Year’s Day
on the news

on order

on one’s page
on the pavement
on the phone

on the platform
on principle

on purpose

on the radio/TV
on the right

on sale

on the screen
on sight

on the sofa

on this street

on strike

on time
onatrip

on the whole

out of breath out of focus out of reach
out of character out of hand out of season
out of condition out of luck out of sight
out of control out of order out of step
Out | out of danger out of the ordinary out of stock
of | outof date out of place out of tune
out of debt out of practice out of turn
out of doors out of print out of use
out of fashion out of the question our of work
off air off map off the record
off color off peg off the road
Off off duty off the point off school/work
off limits
under age under discussion under pressure
under arrest under the impression under repair
Under | under one’s breath under orders under the weather
under control

440




Hanionansnuii YaiBepcuteT biopecypcis i [IpupogokopuctyBanHs

[puponunyuo-I'ymanitapuuit HHI, 2014

Prepositional Phrases

Against | against the law
Ahead | ahead of schedule
Before | before long
Behind | behind schedule, behind the times
From from time to time, from now on, from experience, from memory, from
scratch
Into into pieces
To to one’s astonishment, to one’s surprise, to this day, to some extent
With with regard to, with a view to (+ -ing from)
Within | within minutes
Without | without delay, without fail, without success, without warning
APPENDIX 4
Prepositions of Time
AT IN ON
at 10.30 in the morning/evening/ on Monday
at Christmas/Easter afternoon/night on Easter Sunday
at noon/night/midnight in the Easter/Christmas etc.
at lunch/dinner/breakfast (time) | holiday (s) on Christmas Day
at that time in January (months) on Friday night
at the moment in (the) winter (seasons) on July 30"
at the weekend (on the weekend: | in 1992 (Xears) on a summer
Am. English) in the 19" century afternoon
in two hours (two hours on that day
from now)

We never use at, in or on before yesterday, tomorrow, next, this, last, every.
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E.g. She’s leaving next Sunday.

APPENDIX 5
Concrete Noun Abstract Noun Verb Adjective

(in/dis)ability enable (un)able, disabled
accommodation accommodate | (un)accommodating
accuracy (in)accurate
achievement achieve

actor, actress act, action, activity | act (in)active

admirer admiration admire admirable

adventurer adventure adventurous

advertiser, advertisement | advertising advertise advertising

adviser advice advise (in)advisable
amusement amuse amusing, -ed
anger anger angry
annoyance annoy annoying, -ed
anxiety anxious

applicant, application apply applying, -ed
(dis)appearance (dis)appear disappearing
attraction attract (un)attractive
bother bother bothersome
breakage break (un)broken,

carer care, carefulness, care (un)breakable
carelessness careful, careless

centre centre central
change change (un)changeable

child (children) childhood childish, childlike
climate
combination combine

communicator communication communicate | (un)communicative
completion complete (in)complete
(in)comprehension | comprehend | (in)comprehensible
confidence confide confident, confidential

conversationalist conversation converse conversational

correction correction, correct (in)correct
correctness

crowd crowd crowded
danger endanger dangerous
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depression depress depressive,
depressing,-ed
determination determine determining, -ed
developer development develop developing, -ed
difficulty difficult
dramatist, drama drama dramatize dramatic
east east, eastern, easterly
economist economy,economics | economize (un)economic(al)
educator education educate educative, educational
effect effect (in)effective,
(in)effectual
elegance (in)elegant
emphasis emphasize emphatic
employer, employee (un)employment employ (un)employed,employa
ble
encouragement encourage encouraging
equipment equipment equip equipped
examiner, examinee exam(ination) examine
exclusion exclude exclusive
expectation, expect (un)expected
expectancy
expenses expense,expenditure (in)expensive
explosive explosion explode explosive
extremist extremity, extreme, extreme
extremism
failure fail, failure fail
fame (in)famous
familiarity familiarize (un)familiar
foreigner foreign
harm harm harm harmful, -less
height heighten high
Immigrant Immigration Immigrate
Importance (un)important
Impression Impress (un)impressive
industrialist industry, industrialize | industrial
industrialization
injury injury injure injured, injurious
intelligence (un)intelligent
interviewer, interviewee | interview interview
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invader invasion invade invasive
involvement involve involved
knowledge know knowing,
knowledgeable
life, living live (@)live, lively, living
loner loneliness (@)lone, lonely,
lonesome
luck (un)lucky
majority major
mix, mixture, mixer mix, mixture mix mixed
mountain, mountaineer | mountaineering mountainous
necessity necessitate (un)necessary
occupier, occupant occupation occupy occupied
patience (im)patient
perfectionist perfection perfect (im)perfect
photograph, -er photography photograph photographic
politician politics politicize political
possibility (im)possible
predictor prediction, predict (un)predictable
predictability
producer, product produce, production | produce (un)productive
pronunciation pronounce (un)pronounceable
pursuer pursuit pursue
qualifier qualification qualify (un)qualified
reactor reaction react reactive
refreshment refresh refreshing
relaxation relax relaxing, -ed
reluctance reluctant
resident, residence residence reside residential
(dis)respect, respect (dis)respectful,
respectability respectable
safe safety save (un)safe
selector selection, selectivity | select select, selective
shame shame ashamed, shameful
shyness shy
similarity (dis)similar
ski, skier skiing ski
society socialize social, (un)sociable
specialist specialty, specialize (e)special, specialized
specialization
success | succeed (un)successful
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temptation tempt tempting
tourist tour, tourism tour
tranquilizer tranquility tranquilize tranquil
treatment treat treatable
(mis)understanding | (mis)understa | understanding,
nd understandable
valuer value valuable
variation, variety value various, variable,
vary (un)varied
visitor visit visiting
warning visit warning
youth, youngster youth, youthfulness | warn young, youthful
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