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Предмет і мета дисципліни «Ділова іноземна мова», 

її місце і роль у навчальному процесі

Розвиток та поліпшення заочної освіти має важливе значення в сучасних умовах для забезпечення держави висококваліфікованими спеціалістами.

Поглиблення та поширення міжнародного співробітництва в різних галузях вимагає від сучасного випускника вищої школи практичного володіння іноземною мовою, що дозволяє своєчасно ознайомитись з новими технологіями та відкриттями в науці і техніці, сприяє встановленню контактів із зарубіжними фірмами та підприємствами.

Мета: формування необхідної комунікативної спроможності у сферах професійного та ситуативного спілкування в усній і письмовій формах.

Завдання: набуття навичок практичного володіння іноземною мовою в різних видах мовленнєвої діяльності в обсязі тематики, зумовленої професійними потребами; одержання новітньої фахової інформації через іноземні джерела; користування усним монологічним та діалогічним мовленням у межах побутової, суспільно-політичної, загальноекономічної та фахової тематики; переклад з іноземної мови на рідну текстів загальноекономічного характеру; реферування та анотування суспільно-політичної та загальноекономічної літератури рідною та іноземною мовами.

Предмет: лексика, граматика і фонетика іноземної мови.

Роль: Курс іноземної мови є важливою складовою програми підготовки бакалаврів. Вивчення дисципліни сприяє розвитку творчого мислення, розширює світогляд, знайомить з культурою країн, мова яких вивчається, підсилює успішність соціалізації студентів. Студенти розвивають чуття мови, мовної здогадки, пам’ять у всіх її видах (аналіз, синтез, порівняння, умовивід), відбувається розвиток сенсорного сприйняття, мотиваційної сфери, вміння спілкуватися, таких рис характеру як працьовитість, воля, цілеспрямованість, активність, вміння вчитися. 

Цілі навчальної дисципліни

· практична – формувати у студентів загальні та професійно орієнтовані комунікативні мовленнєві компетенції (лінгвістичну, соціолінгвістичну і прагматичну) для забезпечення їхнього ефективного спілкування в академічному та професійному середовищі;

· освітня – формувати у студентів загальні компетенції (вміння й навички); сприяти розвитку здібностей до самооцінки та здатності до самостійного навчання;

· пізнавальна – залучати студентів до таких академічних видів діяльності, які активізують і далі розвивають увесь спектр їхніх пізнавальних здібностей;

· розвиваюча – допомагати студентам у формуванні загальних компетенцій з метою розвитку їх особистої мотивації (цінностей, ідеалів); зміцнювати впевненість студентів як користувачів мови, а також їх позитивне ставлення до вивчення мови;

· соціальна – сприяти становленню критичного самоусвідомлення та вмінь спілкуватися;

· соціокультурна – досягати широкого розуміння важливих і різнопланових міжнародних соціокультурних проблем, для того щоб діяти належним чином у культурному розмаїтті професійних та академічних ситуацій.

Зміст навчальної дисципліни та види діяльності студентів

Зміст дисципліни спрямований на формування професійної комунікативної компетенції, яка розглядається як мовна поведінка, що є специфічною для академічного і професійного середовища. Мовна поведінка вимагає набуття лінгвістичної компетенції (мовленнєвих умінь та мовних знань), соціолінгвістичної та прагматичної компетенцій, що є необхідними для виконання завдань, пов’язаних з навчанням та роботою.


Зміст дисципліни розкривається в розділах програми:

1. Фонетичні норми іноземної мови. 

2. Нормативна граматика іноземної мови.

3. Аудіювання та мовлення.

4. Читання.

5. Лексичний мінімум – 2000 лексичних одиниць.

· Категорії буття.

· Географічні, демографічні, економічні та політичні дані конкретної країни світу, мова якої вивчається, та України.

· Регіональні та соціальні відмінності між Україною і країною, мова якої вивчається.

· Лексика професійного спілкування.

· Структура діалогу загальнонаукового характеру. 

· Особливості діалогу професійно орієнтованого характеру.

6. 
Мовленнєвий етикет спілкування. Мовні моделі звертання, ввічливості, привітання, вступ до розмови, вибачення, погодження тощо.

7.
Елементи усного та письмового перекладу інформації іноземною мовою.

9.
Професійно орієнтовані джерела.

10.
Електронні іншомовні джерела.

Після закінчення вивчення дисципліни студенти повинні вміти:

· читати (і розуміти), анотувати та реферувати рідною й іноземною мовами суспільно-політичну, загальноекономічну і фахову літературу;

· вміти перекладати іншомовний текст рідною мовою, користуючись словником;

· робити усні повідомлення і вести бесіди на побутові, фахові, загальноекономічні теми, що передбачені програмою.

Зміст занять з дисципліни

Навчальний матеріал, який вивчається на 3 курсі як на практичних заняттях так і під час самостійної роботи студентів, розподілений на два семестри.

	№

пор.
	Тема та зміст практичного заняття
	Кільк.

годин
	Література

	1.

2.


	5 семестр

Лексичний матеріал

1. Презентації. Етапи підготовки та проведення презентацій.
2. Економічна конкуренція.

3. Робота вдома (Teleworking).

4. Збори. Етапи підготовки та проведення зборів.

Читання текстів загальноекономічного та фахового характеру зі словником.

Граматичний матеріал 

1. Модальні дієслова.

2. Розповідне, питальне та спонукальні речення.

3. Ступені порівняння прикметників.

6 семестр

Лексичний матеріал

1. Гроші. Функції грошей.

2. Грошова винагорода. Інші способи стимулювання праці.

3. Переговори. Етапи підготовки та проведення переговорів.
4. Глобалізація.
Читання текстів загальноекономічного та фахового характеру зі словником.

Граматичний матеріал

1. Теперішній перфектний час (простий і тривалий).

2. Умовні речення.
	2
4

2
2

2
	Hollett V, Business Objectives Student’s Book, – Oxford University Press, 1999. – 192 с.

Hollett V, Business Objectives Workbook, – Oxford University Press, 1999. – 80с.

Англійська мова: Методичні вказівки до практичних занять та самостійної роботи з матеріалами періодичних видань для студентів ІІІ курсу факультетів економіки і менеджменту, обліку, фінансів та підприємницької діяльності всіх спеціальностей денної форми навчання / Л.Ю. Шапран, Л.І. Куниця, О.В. Никитенко. – К: НУХТ, 2008. – Ч.2.-100с.
Іноземна мова (англійська мова): Метод. вказівки до практичних занять та самостійної роботи над темою “Presentations” для студентів ІІI курсу напрямів підготовки 0305 Економіка та підприємництво та 0306 Менеджмент і адміністрування денної форми навчання / Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2008. –101с. № 41.01-02.02.2009 (на електронних носіях)

Англійська мова. Методичні вказівки до практичних занять та самостійної роботи над темами «Meetings» та «Negotiations» для студентів III курсу галузей знань 0305 «Економіка та підприємництво» та 0306 «Менеджмент і адміністрування» денної форми навчання.. /  Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2010 – 100с. №4111 – 07.06.2010 р (на електронних носіях)
Duckworth M. Oxford Business English Grammar and Practice – Oxford University Press, 1998. – 230с

Hollett V, Business Objectives Student’s Book, – Oxford University Press, 1999. – 192 с.

Hollett V, Business Objectives Workbook, – Oxford University Press, 1999. – 80с.

Англійська мова: Методичні вказівки до практичних занять та самостійної роботи з матеріалами періодичних видань для студентів ІІІ курсу факультетів економіки і менеджменту, обліку, фінансів та підприємницької діяльності всіх спеціальностей денної форми навчання / Л.Ю. Шапран, Л.І. Куниця, О.В. Никитенко. – К: НУХТ, 2008. – Ч.2.-100с.

Іноземна мова (англійська мова): Метод. вказівки до практичних занять та самостійної роботи над темою “Presentations” для студентів ІІI курсу напрямів підготовки 0305 Економіка та підприємництво та 0306 Менеджмент і адміністрування денної форми навчання / Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2008. –101с. № 41.01-02.02.2009 (на електронних носіях)

Англійська мова. Методичні вказівки до практичних занять та самостійної роботи над темами «Meetings» та «Negotiations» для студентів III курсу галузей знань 0305 «Економіка та підприємництво» та 0306 «Менеджмент і адміністрування» денної форми навчання.. /  Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2010 – 100с. №4111 – 07.06.2010 р (на електронних носіях)
Duckworth M. Oxford Business English Grammar and Practice – Oxford University Press, 1998. – 230с




Поточний контроль

Контроль знань студентів здійснюється за результатами контрольної роботи та усної відповіді студента, згідно заданої тематики. В кінці семестру проводиться залік або іспит, мета яких – перевірити готовність студентів до користовування іноземною мовою в професійній діяльності.

Контрольні роботи

Протягом 3 курсу студенти повинні виконати 2 контрольні роботи (по 1 контрольній роботі за семестр).

Для виконання контрольних робіт треба розібрати та вивчити необхідний лексичний та граматичний матеріал, який заплановано опанувати у відповідному семестрі. Крім того, цей матеріал також пояснюється викладачем під час установчих занять. Виконані контрольні роботи відсилаються на адресу університету чи приносяться студентами особисто в ауд. В-210, де вони реєструються і даються викладачу на перевірку.

Кожне контрольне завдання подане у 10 варіантах. Студенти, чий номер студентського квітка закінчується цифрою:

1 виконують варіант №1

2 виконують варіант №2

3 виконують варіант №3

4 виконують варіант №4

5 виконують варіант №5

6 виконують варіант №6

7 виконують варіант №7

8 виконують варіант №8

9 виконують варіант №9

0
виконують варіант №10

На установчих заняттях викладач пояснює порядок виконання контрольних робіт і відповідний лексико-граматичний матеріал. Вдома студент доопрацьовує весь матеріал самостійно, використовуючи рекомендовану літературу.

Рекомендована література

1. Hollett V, Business Objectives Student’s Book, – Oxford University Press, 1999. – 192 с.

2. Hollett V, Business Objectives Workbook, – Oxford University Press, 1999. – 80с.
3. Duckworth M. Oxford Business English Grammar and Practice – Oxford University Press, 1998. – 230с

4. Англійська мова: Методичні вказівки до практичних занять та самостійної роботи з матеріалами періодичних видань для студентів ІІІ курсу факультетів економіки і менеджменту, обліку, фінансів та підприємницької діяльності всіх спеціальностей денної форми навчання / Л.Ю. Шапран, Л.І. Куниця, О.В. Никитенко. – К: НУХТ, 2008. – Ч.2.-100с.

5. Іноземна мова (англійська мова): Метод. вказівки до практичних занять та самостійної роботи над темою “Presentations” для студентів ІІI курсу напрямів підготовки 0305 Економіка та підприємництво та 0306 Менеджмент і адміністрування денної форми навчання / Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2008. –101с. № 41.01-02.02.2009 (на електронних носіях) 

6. Англійська мова. Методичні вказівки до практичних занять та самостійної роботи над темами «Meetings» та «Negotiations» для студентів III курсу галузей знань 0305 «Економіка та підприємництво» та 0306 «Менеджмент і адміністрування» денної форми навчання.. /  Уклад.: Л.Ю. Шапран, Л.І. Куниця, Г.А. Чередніченко – К: НУХТ, 2010 – 100с. №4111 – 07.06.2010 р (на електронних носіях)
Контрольна робота №1

Варіант 1

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	propose
refreshments
brainstorm ideas
length
attend  
to chair  
circulating
office


Linda:
Did you see the memo that is (1) _____ the office?

Mark: 
Do you mean the one about the meeting tomorrow? Yeah, I saw it.

Linda: 
I’m still not sure what the meeting is about.

Mark: 
We’re supposed to (2) _____ for better sales approaches.

Linda: 
Is it essential that everyone (3)_____ the meeting? I was planning to be out of the (4) _____ tomorrow afternoon.

Mark: 
Of course it’s important. Bob is going (5) _____ the meeting. I think he is going to (6) _____an idea he came up with.

Linda:
I guess the (7) _____of the meeting will be at least a few hours. I hope we have (8)_____.

2.  
Розташуйте фрази діалогу у правильному порядку.

a. 
- In the city centre. Opposite the station.

b. 
- Nothing special. Why?

c. 
- That’s a good idea. Where are you going?

d. 
- Oh. I know the place. What time?

e. 
- Great. See you there, then.

f. 
- Michel’s Restaurant. Do you know it?

g. 
- I’m meeting Joe for dinner. How about joining us?

h. 
- What are you doing on Friday evening?

i. 
- No. Where is it?

j. 
- 8 o’clock.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. We lent / borrowed a lot of money from the bank last year.

2. Prices increased by / at 2.3% last year.

3. We spend too much money on / in advertising and promotion.

4. Our market share increased dramatic / dramatically last year.

5. Our poor performance last year was due to / resulted to increased competition.

6. There was a sharp increase on / in sales last year.

7. This graph shows our sales numbers / figures for the past year.

8. Can we cancel / postpone our meeting until next week, please?

9. We hope to achieve a steady / steadily growth in sales.

10. Salaries fell / felt by a small amount last year.

4. 
Перекладіть поданий абзац українською мовою.

Presentations 1: preparation and introduction

Types of presentation

· press conference: a meeting of a public personage with the press for making an announcement or to answer questions. 

· briefing: set of concise instructions or a summary of events

· demonstration: a practical lesson, explanation or exhibition.

· product launch: an announcement of the introduction of a new product or service on to the market.

· lecture: a discourse read or delivered before the audience, especially for instruction.

· talk: an informal speech or lecture.

· seminar: a meeting for exchanging information and holding discussion.

· workshop: a seminar, discussion group, or the like, which emphasizes exchange of ideas and demonstration and application of techniques, skills. 
5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. We should to leave work early this evening.

2. Why we don’t play squash this afternoon?

3. Why they are going to take on new staff?

4. When your flight leaves?

5. Our supplier’s prices increased at 7% last month.

6. How about to go to the cinema this evening?

7. “We need a new computer system”.      “I am agree”.

8. I’m not thing we should buy this new laser printer.

9. Tim was not agree with the proposal.

10. Would you like going to that new Italian bar?

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	for (2)
on
in (3)
at
of (2)
to (2)


1. It's a high tech company. It invests a lot of money ____ research and development.

2. Mr. Brown works ____ ICL.

3. They are European members ____ the IPQ team.

4. I’m meeting Mr. White ____ 8 o’clock in the evening.

5. What are you responsible ____?

6. Who are you responsible ____?

7. What do you do ____ the journey?

8. Mr. Higgins is ____ charge ____ R&D.

9. Who does Ms. Shaw report ____?

10. I’m ____ chemicals.

7. 

Перекладіть подані нижче речення англійською мовою.
1. Великі компанії – це малі компанії, які досягли успіху.
2. Керівник нашої компанії не вважає, що його головні конкуренти зменшать свої ціни до 25%.

3. Якщо ви бажаєте стати блискучим фінансистом, вам слід наполегливо працювати.

4. Президент фірми збирається провести зустріч з іноземними партнерами та обговорити важливі питання.

5. Сьогодні і завтра ми збираємося обговорити умови оплати та доставки наших товарів.

6. Минулого року продуктивність заводу різко впала.

7. Хто буде відповідати за реалізацію цього проекту?

8. Так як компанія мого партнера планує розпочати декілька нових проектів, кількість робітників зросте на 10%.

9. Я не піду на раду акціонерів наступного тижня, тому що зустріч скасована.

10. Згідно з діаграмою в 2003 році товарообіг нашого підприємства підвищився до 8%.

Контрольна робота №1

Варіант 2

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	agenda  
members  
briefing  
positive
propose   
criticize
office

attend


Memo

To:    
All staff

From:
Don Jones

RE:  
Staff meeting

This is just to remind everyone about the (1)____ for Friday’s meeting. The meeting will be a combination of a (2)_____ and brainstorming sessions. Please come prepared to (3)_____ ideas for reorganizing the (4)____ ! And remember that we want to maintain a (5)____ atmosphere in the meeting. We won’t (6)_____ any ideas you share. All staff  (7)_____ are expected to (8)_____the meeting.

2. 
Розташуйте фрази діалогу у правильному порядку. 

a. 
There is a quiet and very cozy snack bar near the jewelry store.

b. 
Well, it doesn’t suit me. Perhaps, I’ll be late a little.

c. 
Are you doing anything special tonight?

d. 
Nothing terrible. I am going to wait for you for ages.

e. 
Ok, see you later, then.

f. 
No, not really. I’m just going home and watching TV.

g. 
That’s a good idea! Where would you like to go?

h. 
How about coming out for a drink?

i. 
Ok, I think I guess where it is. What time?

j. 
Let’s make it 7 o’clock.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. The number of new contracts fell / felt by a small amount last year.

2. Between 1997 and 2000 its share rose to / at 10%.

3. You should keep an account of all your expenses / consumption.

4. The director of this firm suggests you to read the contract through careful / carefully.

5. The trade representatives of this organization lent / borrowed a lot of money from the bank last year.

6. At the meeting the directors of two prosperous enterprises solved / decided many problems of vital importance.

7. The manager of this department refused / gave up the work he had been doing for the last few years.

8. There was a sharp increase on / in sales at our market.

9. The Board of Directors never discuss money matters / affairs with him.

10. Last year our company came across / met with great difficulties.

4. 
Перекладіть поданий абзац українською мовою.

Preparation for a stand-up presentation (one person talking to an audience).

· Find out about the audience: how many people there will be, who they are, why they will be there, and how much they know about the subject.

· Find out about the venue and the facilities: the room, the seating plan, the equipment, etc.

· Plan the content and structure, but don't write the complete text of the presentation.

· Write notes on sheets of paper, not on cards.

· Try to memorize the first five sentences of your talk.

· Prepare visual aids: pictures, diagrams, etc.

· Rehearse your presentation (practise it so that it becomes very familiar) with friends or colleagues.

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. Would you like going to the new trade exhibition?

2. How you are going to save the money?

3. I think we should to privatize such industries like water and electricity.

4. Our director was not agree with the prices of his partner.

5. How about to go out for a walk?

6. When the London train leave?

7. I found it difficult to hear that the speaker was talking about.

8. The rate of unemployment increased at 8% last month.

9. Why we don’t receive the money on current account?

10. I am agree that our company needs a new computer equipment.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	for (3)
on
in
at
of
to (2)
from


1. Who does Ms. Snow report ____?

2. I’m ____ computers.

3. Are you the person responsible ____ marketing?

4. Mr. Brown comes ____ Britain.

5. He is 42 years ____ age.

6. He is bad ____ things like balance sheets and profit and loss accounts.

7. I’ll get him to call you as soon as he gets back ____ the office.

8. It's a high tech company. It invests a lot of money ____ research and development.

9. What is your position ____ the company?

10. Mr. Brown works ____ General Motors.

7. 
Перекладіть подані нижче речення англійською мовою.

1.  Мета кожної компанії – отримати гарний прибуток.
2. Тобі слід дістатись туди рано, тому що там завжди довгі черги.

3. Вони видіслали мені документи назад, тому що я забув їх підписати.

4. Вчора директори наших фірм зафіксували терміни доставки та кількість необхідного товару. 

5. Містер Сміт  збирається призначити зустріч з важливими клієнтами. 

6. В майбутньому наша фірма чекає хороших ділових відносин із американським підприємством. 

7. Оскільки наша корпорація збирається відкрити нові відділи, кількість робітників зросте на 5%. 

8. В минулому році продуктивність нашого заводу стрімко зросла. 

9. Зараз підприємство намагається поліпшити якість своєї продукції. 

10. В 1999 році рівень нашого виробництва знизився з 10% до 5%

Контрольна робота №1

Варіант 3

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	adjourn 
participants
nominate 
chair
items
place

writes up 
recommendations


Linda:
Do you know if any other (1)_____ are on the agenda for tomorrow’s meeting?

Mark:
All I know is that the (2) _____ will share his (3)_____ for new sales techniques and then he’ll ask all the (4)_____to share their ideas.

Linda:
Did the chair already (5)_____  someone to be the secretary for the meeting?
Mark:
I don’t think so. Usually Karen (6)_________ the minutes of meetings in our department. She’s always the unofficial secretary.

Linda:
What time is the meeting going to take (7)_______?

Mark:
It’s scheduled for 2:30 in the conference room.

Linda:
I hope it (8)_________ before 5:00.

Mark:
As long as no major issues arise, it’ll probably finish by then.

2.  
Розташуйте фрази діалогу у правильному порядку.
a. 
And the meeting’s here, isn’t it?

b. 
Phew! I start on that report then … Err … I signed all my letters, didn’t I?

c. 
Thank you for today’s information, Norma.

d. 
Yes, that’s right. With Henry and Ted.

e. 
Oh! I’m not having lunch with anyone, am I?

f. 
No, you didn’t actually. They are on your desk, waiting for you.

g. 
Now, what’s happening today? I’ve got a meeting this afternoon, haven’t I?

h. 
No, it isn’t. It’s in Ted’s office, at 3.00.

i. 
Not at all. Any time.

j. 
Right. You are free all morning.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. The prices at this market increased by / at 4% last year.

2. The rate of inflation felt / fell sharply in the early 1980s.

3. In 1985-1990 output per head rose by / in 25% in the economy as a whole.

4. In other countries unemployment had fallen from / since its peak of 3,2 mln. in 1986 to about 1,7 mln. in 1990.

5. Productivity has also grown sharp /  sharply in such industries like metal manufacturing and vehicle building.

6. About / of 81% visible export consists of manufactures or semi-manufactures.

7. The poor performance of our company last year was due to / resulted to increased competition.

8. This year the Director of the prosperous concern has met / come across with great difficulties.

9. Can we cancel / postpone our meeting until next week, please?
10. In 1989 direct investment assets held overseas by / with British residents came to £140.000 million.

4. 
Перекладіть поданий абзац українською мовою.

Presentations: key phrases (introduction)

1 
Introduce yourself and your subject. (My name's Anne-Marie Duval and I work for Gem Consultants. My talk is called 'Consultancy Skills for the 21st Century')

2 
Outline what you're going to talk about: describe the different sections of your talk. (There are three main skills areas I want to talk about today...)

3 
Say whether people should ask questions during the talk, or at the end. (If you have any questions, I'll be very happy to answer them at the end of the session.)

Rapport with the audience. Experts say that you can gain the audience's attention in a presentation by:

· telling an anecdote (a story, perhaps a personal one).

· mentioning a really surprising fact or statistic.

· stating a problem.


· asking a question.

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. I am not think we should buy this packaging machinery.

2. Why we don’t find out what staff is available for our company?

3. How about to go out for a drink?

4. Why our director is going to fly at the conference?

5. The sales manager was not agree with the proposal of another company.

6. Would you like going to that snack bar?

7. I think we should to nationalize telecommunications.

8. When your flight leaves?

9. It was difficult for me to understand that the Chairman was talking about at the meeting?

10. Why we should sign these documents?

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	for (2)
on (3)
over
at
to
outside


1. I’m giving a talk ___ satellite launches.

2. What’s your company name? – I work ___ Pentax.

3. Ms. Calvo also deals ___ retirement arrangements.

4. How do you do? – Fine. Is that Mr. Branford ___there?

5. I work ___ Guy’s Hospital in London.

6. I see, and what are you responsible ___?

7. The company’s headquarters are in Michigan, but it earns a lot of its annual $6,562 million revenue ___ the USA.

8. Could you copy a file ___ my computer?

9. Does she report ___Mr. Moses?

10. Our company spends over $1,5 million annually ___ marketing.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Ми використовуємо найпередовішу технологію.
2. Високі ціни обмежують бажання покупців купувати необхідні товари та послуги. 

3. Головне завдання торгівлі – це підвищення світового виробництва та внутрішнього споживання. 

4. Ви збираєтесь запросити на ці збори всіх чи тільки вище керівництво? 

5. Наша корпорація планує розширити свою діяльність в англомовних країнах. 

6. Хто відповідатиме за транспортування нашої продукції за кордон? 

7. Якщо ви хочете одержати більше інформації, вам слід зв’язатися з нашим агентством. 

8. Згідно з діаграмою в 2001 році, товарообіг нашої компанії знизився на 5%. 

9. Я не думаю, що нам слід підвищувати свої ціни до 20% через конкуренцію на ринку. 

10. Містер Бран захворів, тому нам необхідно скасувати його зустрічі.

Контрольна робота №1

Варіант 4

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	take minutes  
  apologies   
go around         department  
brainstorm  
  absence
meeting 
   target


Bob: 
 Ok. Let’s get down to business. First, I’d like to welcome everybody to today’s meeting. Jeff sends his (1)_____ for his (2)_____ from today’s meeting. His son is sick. The objective of our meeting today is to (3)_____ ideas for more effective sales techniques. That is our (4)_____ this afternoon. I have a few ideas I’d like to share first, and then we will (5) _____ the table and hear other ideas from each person here today. We’ll try to keep to ten minutes for the discussion of each idea. That's why the (6)______ won’t run too long. And I’ve asked Karen to (7)_____ for the meeting. So, as background I’d just like to take you through the standard sales techniques used in our (8)_____…

2.  
Розташуйте фрази діалогу у правильному порядку.
a. 
Oh, with pleasure. But I’m going too see an interesting film with Ann.

b. 
How about Thursday morning, then?

c. 
Let’s make it 10 o’clock.

d. 
Good. See you on Thursday. Bye.

e. 
It’s a pity.

f. 
Hello, Nick. It’s Alan. What are you doing tonight?

g. 
And would you like to have lunch afterwards?

h. 
What time?

i. 
Nothing special. Why?

j. 
I’d like to play golf. Are you with me?

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. The productivity has grown sharp /  sharply in food industry this year.

2. The sales representatives of this company lent / borrowed a lot of money from the bank last year.

3. The General Director of this enterprise never discusses money matters / affairs with her.

4. There was a sharp increase on / in sales at our market.

5. In this country unemployment had fallen from / since its peak to about 1,5 million in 1992.

6. The prices of this market increased at / by 4% last year.

7. The number of new contracts fell / felt by a small amount last year.

8. The manager of this organization suggested you to read the contract through careful /  carefully.

9. At the meeting directors of two promising concerns decided  / solved a lot of burning problems.

10. Can we cancel / postpone our flight until next week?

4. 
Перекладіть поданий абзац українською мовою.

Presentations: more advice

· Start on time. Don't wait for latecomers.

· Plan how long you're going to spend on each point and keep these timings.

· Don’t spend too long on some point.

· Don't talk about things that have nothing to do with the subject, unless you have a particular purpose in mind.

· Finish on time. Don't run over. 

· Project your voice to the back of the room, but don't shout. Don't ask if people at the back can hear. Check the volume of your voice beforehand.

· Use a microphone if you need one. Don't hold it too close to your mouth.

· Speak in a natural tone of voice. Don't speak in a monotone. Vary the pitch of your voice.

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. I think we should to privatize the railways.

2. Your main competitors is cutting their prices by 15%.

3. Why we should delay our business trip?

4. How about to go to the new trade exhibition?

5. Why we don’t open an account in this bank?

6. Our supplier’s prices increased at 8% last month.

7. When you are going to set up your own business?

8. I’m not think we should buy this laser printer.

9. Would you like working at this company?

10. When your train leaves?

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	for

on
in (4)
of
to
at


1. I don’t trust her data. She is bad _____ mathematics.

2. I’m _____ textiles.

3. Is he the person responsible _____ after-sales services?

4. What position do you hold _____ the company.

5. Mr. Brown is 52 years _____ age.

6. It's a large company. It invests a lot of money _____ advertising.

7. Who do you report _____?

8. Peter works _____ our Paris factory.

9. Could you tell _____ him I’m busy?

10. I’ll pass _____ the message as soon as I see her.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Ми виробляємо фотокопіювальні пристрої, апарати факсимільного зв’язку і інше офісне обладнання.
2. Нашому менеджеру слід надіслати проект контракту (draft contract) генеральному директору по факсу.

3. Комерційний директор збирається провести зустріч зі своїми партнерами по бізнесу.

4. Ми шукаємо нових партнерів в Східній Європі, так як збираємося розширити сферу нашої діяльності.

5. В 2000 році наша доля на ринку різко знизилась внаслідок підвищеного рівня конкуренції.

6. Чому ми не контактуємо із зарубіжними організаціями?

7. Згідно з діаграмою, в 2002 році, товарообіг нашого підприємства різко підвищився.

8. Нам слід проводити регулярні засідання, щоб підвищити якість нашої продукції.

9. Я можу влаштувати для вас зустріч з менеджером по виробництву.

10. В цьому році кількість працівників зросла на 5%.
Контрольна робота №1

Варіант 5

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	convenient
bye
what
busy
tied 

forward
suits
fine
free
make


A. Could we fix a time to meet? Are you (1) _____ on Thursday?

B. No, I’m (2) _____, I’m (3) _____ up all day on Thursday. (4) _____ about Friday?

A. 
Yes, Friday (5) _____ me. What time would be (6) _____ for you?

B. 
Can we (7) _____ at 10.30?

A. 
Yes, 10.30’s (8) _____.

B. 
Good. I’ll look (9) _____ to meeting you at 10.30 on Friday. (10) _____.

2.  
Розташуйте фрази діалогу у правильному порядку.
a. John, it’s lovely to see you.

b. John, meet Penny. Penny, this is John.

c. I don’t think we’ve met before.

d. I’m fine.

e. Hello, John.

f. Fine, thanks. And you?

g. Do you know Penny?

h. I’m sorry, we’ve got to go. Bye.

i. Hello, Susan. How are you?

j. Hello, Penny. Nice to meet you.
3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. What does your company do / work?

2. I leave / come from France.

3. Where is the company based / occupied?

4. What are the company’s annual sales / sells?

5. Where are your affiliate / branch offices located?

6. When I come home from work, we visit friends or connections / relations.
7. 30% of the company employees / employers work in Europe.

8. SMH manufactures / processes Swiss watches.

9. SMH sells 10 million watches annually / in a year.
10. Does the costs / price include breakfast?

4. 
Перекладіть поданий абзац українською мовою.

Preparation for a Presentation

Once you have a general idea of what you want to say, you'll have to decide how to say it. 

Here are a few tips to get you started:

1. Start preparing far in advance by thinking through what needs to be said. 

2. Identify the issues you plan to address. 

3. Arrange these issues in a logical sequence. 

4. Computer-based presentation programmes (PowerPoint, Persuasion, etc.) can be wonderful time-savers. These programmes are good tools for organizing your presentation, they can be used to create visuals for the presentation, and even project those visuals during the presentation. 

5. Use short sentences with simple constructions. 

6. Attempt to identify problems or questions the audience may have and address them in the talk, before the audience has a chance to think of these things themselves. 

7. The most important preparation factor is to REHEARSE! Do so in private at first. You can then try the presentation out in front of a few colleagues. Ask for feedback, then act on that information. 

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. Who's speaking? – Here is Inge Russ.

2. How many subsidiaries does your company have got?

3. If you want to make a copy, it's a photocopier in the next room.

4. The Research Division recruits more staff at the moment.

5. May I take a message?

6. He speaks to someone on the other line right now.

7. I’m afraid but Mr. Smith is out of the office at the moment.

8. Good morning. Bob Adams speaks.

9. Could you tell that for me? – Yes, it’s H-O-L-L-Y.

10. Just a moment, I’ll put you through, now.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	at(2)
in (3)
on (3)
over
up


1. If we leave now, we’ll be there _____ plenty of time for the meeting.
2. We work as a team, but we are all appraised _____ individual basis.

3. He must be retiring soon, because he’s ____ mid-sixties.

4. Guests are presented with a welcome pack _____ arrival.
5. She only stayed _____ a hotel for two days.

6. The Financial Director has asked me to remind you that you mustn’t go _____ budget on this promotion.

7. There is no need to shout – just speak _____ normal volume and everyone will be able to hear you.
8. What kind of canteen do you have _____ work?

9. I think we should move ____ to the next item on the agenda.

10. I hadn’t invited him so I was very surprised when turned ____ on my doorstep with a bouquet of flowers.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Керівник нашої компанії не вважає, що його головні конкуренти суттєво зменшать свої ціни.

2. Минулого року продуктивність нашого заводу впала.

3. Компанія мого партнера планує розпочати декілька нових проектів.

4. В 2003 році товарообіг нашого підприємства підвищився до 8%.

5. Вчора директори наших фірм підписали контракт. 

6. Я збираюся призначити зустріч з важливими клієнтами на вівторок. 

7. Наша корпорація збирається відкрити нові відділи. 

8. Зараз підприємство намагається поліпшити якість своєї продукції.
9. Наша найбільша філія розташована в Німеччині.
10. Я працюю в бухгалтерії.
Контрольна робота №1

Варіант 6

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	afraid
appointment
back
business
check

free
going
office
out 
sure


B. Could I speak to your manager? I have an (1) _____ to see him.

C. I’m (2) _____, she is (3) ____ at the moment. She is visiting a factory.

B. I see. What time will she be (4) _____ in the (5) _____ ?

C. I’m not (6) _____. I don’t know how long she is (7) _____ to stay there.

B. All right. What about lunchtime? Is she (8) _____ then?

C. Just one moment. I’ll (9) _____. No, she is having (10) _____ lunch.

2.  
Розташуйте фрази діалогу у правильному порядку.
a. Good afternoon. Can I help you?
b. How do you do, Mr. Jones.? I’m Susan Smith.

c. Welcome aboard, Mr. Jones.

d. Good afternoon. My name’s John Jones.

e. Mr. Jones, I’d like you to meet Miss Brown. Miss Brown, this is Mr. Jones.

f. How do you do, Mrs. Smith?
g. Mr. Jones is our new sales representative.

h. I’m pleased to meet you, Mr. Jones.

i. Thank you. I’ve always dreamt to work in this department.

j. How do you do, Miss Brown?
3.  
Виберіть вірний варіант з виділених курсивом слів.  Речення перекладіть.
1. There’s a need to start a new advertising / advertised campaign.
2. How do business people entertain visitors from oversea / abroad?

3. Sales have grown / growth by 80% over the last ten years.

4. My secretary is bilingual / bylingual. 

5. Now, the company is studying plans for expansion / extensions in Eastern Europe, Japan, and even China.

6. The clothes vary / weary from country to country.
7. Simons International isn’t making / doing well.

8. More and more people are purchasing / bying clothes and food from Marks & Spencer.
9. I attended the sales / sells conference last year and it was awful.

10. The length / longth of the Channel Tunnel is 48 km.

4. 
Перекладіть поданий абзац українською мовою.

Important Elements of Presentation

Keeping these elements in mind as you prepare and practice the presentation will reduce the amount of re-working you'll have to do as it evolves, and will result in a more streamlined and effective end product. 

1. Rate: The optimal rate for a scientific talk is about 100 words per minute. Use pauses, and repeat critical information. 

2. Opening: The opening should catch the interest and attention of the audience immediately, while avoiding trite filler phrases (Thank you for having me . . .) and technical jargon. 

3. Transitions: The link between successive elements of the talk should be planned carefully. You should make the relation between successive elements clear to the audience. 

4. Conclusion: Summarize the main concepts you've discussed. Aim to help your audience achieve high retention of this final information. Signal that the summary is beginning ("In summary, ..."), but don't begin the summary too soon or else the audience will start to leave before you finish! 

5. Length: Don't run over! Ever! Shorten your talk by removing details, concepts, and information, not by eliminating words. If it becomes absolutely essential to supply details, supplement your presentation with a handout. Make about 10% more handouts than you think you'll need. Always leave time for a few questions at the end of the talk. 

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. Can I introduce you to Mr. Takeuchi? He's engineer in our Osaka plant.

2. Have you met Edward Hanson? He’s responsible to new markets.

3. I'm afraid but he can't speak to you at the moment. Can I take a message?

4. Do you want to speak to Pilar? I call her.

5. He is usually playing tennis in his free time.

6. I’m afraid the line’s busy. May you hold?

7. Good morning. Kenwood. What will I do for you?

8. I’m sorry, can I give your name again, please?

9. Hold on a moment when I find a pen.

10. Let I repeat it to make sure I got it. 474-3006 and extension 204. – That’s right. 

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	about
for
in
of(2)
on
up
with(2)


1. I don’t mind how you deal _____ the problem. It’s up to you.

2. It didn’t matter what we did. He kept ____ complaining.

3. I’m surprised he didn’t take _____ your offer. It was a good one.

4. A decimal currency is much easier to work _____.
5. We hope to save time _____ subcontracting some of the work.

6. There’s an advertisement in the paper. It’s ____ your job.

7. The fall _____ sales revenues resulted from the recession.

8. He resigned because he was unhappy ____ the direction the company was going in.

9. Henry Ford began the mass production _____ the automobile.

10. The advantage _____ direct marketing is that it enables us to cut out the middle men.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Економічний спад вразив компанії на південному сході.
2. Наша корпорація має гарну репутацію. 

3. Хто відповідає за транспортування комплектуючих? 

4. Через конкуренцію на ринку ми знизили ціни на нашу продукцію.

5. Ми шукаємо нових партнерів в Азії.

6. Щоб бути конкурентноспроможними, нам слід підвищити якість нашої продукції.

7. В цьому році кількість працівників зросла на 5%.

8. Ми виробляємо великий асортимент меблів.

9. Товарообіг нашої компанії минулого року склав $10 мл.

10. Ми витратили багато грошей на цей проект.

Контрольна робота №1

Варіант 7

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	dividends 
inflation
margin 
recruit 
redundant

resign 
retirement 
shortage 
stockbrokers
target


1. His sales _____ was 3,000 units but he only sold 2.500. He didn’t achieve it.

2. Some people employ _______ to buy and sell shares.

3. Last year, no shareholders received any money; the company didn’t pay ______.

4. The age of ________ for men is 65.

5. I’m leaving my job; I’m going to _______ .

6. When there’s an increase in the money supply, the rate of _______ rises.

7. We can’t find the staff we need. There’s a ________ of well-qualified applicants.

8. We had to make 350 staff ________ due to the recession.

9. How much profit will we make? What’s our ________? 
10. Personnel Department is responsible for _______ and selection.

2.  
Розташуйте фрази діалогу у правильному порядку.
a. Hello, I’m Josephine Martin from IBM.

b. Not at all.

c. It’s good of you to meet me.

d. It was fine, thanks.

e. Mr. Jensen?

f. Have you been waiting long?

g. And you.

h. Yeah?

i. No, just a few minutes. How was the trip?

j. Hi, nice to meet you.

3.  Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.
1. It’s not a major / mayor problem. We can discuss it later.

2. It’s difficult to know how many people are visiting / attending each presentation.

3. We set / built up the publishing division six months ago, so we didn’t have a lot of money to spare.

4. They are thinking of relocating their headoffices / headquarters.
5. The suppliers have let us down / up. They didn’t fulfill their guarantee.

6. He employs / employees people he likes personally.

7. I have difficulty doing / making decisions.

8. I am afraid I can’t fax you a map with directives / directions.
9. Microsoft is fighting to preserve its market share / sector.

10. I’m giving / doing a presentation to the Board of Directors tomorrow.

4. 
Перекладіть поданий абзац українською мовою.

Before you begin preparing the presentation, you'll need to determine: 

1. The type of talk you will be expected to give: 

· will this be an informal chat, a seminar discussion, or a more formal presentation? 

· different talks have different purposes; the intent of a conference presentation is not the same as a job talk. When in doubt, ask for guidance from your host. 

2. The composition of the audience: 

· will you be speaking to a general audience or specialists? 

· how many people are expected to attend? 

· is this likely to be a friendly audience? An interactive audience? 

3. The time allotted for the talk: 

· the longer the talk, the more freedom you will have to explore the topic 

· a short talk needs to be very clear and to address the topic directly 

· is question time included? 

4. Expectations for information content: 

· is there a specific purpose for having you give a talk? Clarify the expectations beforehand and plan to address them during the presentation. 

· will you be presenting novel concepts to this audience, or building upon their prior knowledge? Either way, make sure you cover the basics clearly, and early in the talk, to avoid loosing the audience. 

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. So far this year, we are very busy.

2. We have achieved all our sales targets last year.

3. Can you help me? I need an information.

4. Can you hurry up, please? I haven’t got many time.

5. I’ll tell Peter the news when I will see him.

6. You’d better not to go now, go tomorrow instead.

7. Shall I to help you?

8. We expect increase our sales next year.

9. Own-brand products are more cheap than brand-name goods.

10. Of all the products on the market, you’ll find theirs to be the expensive.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.
	for          by         to (2)         at (2)          from           in (2)         on      


1. Export sales have fallen _______ 5%.
2. Sales _______ cheaper equipment are falling.

3. Many workers have resigned for personal reasons or retired _______ the age of 60.

4. How many people were there _______ the meeting?

5. How many times have you been _______ England?

6. Sales rose _______ 5500 to 6000 in September.

7. We invested much money _______ this business.

8. There was a huge increase _______ sales last year.

9. We spent much time _______ this project.

10. The rate of unemployment increased _______ 18% in January.

7. 
Перекладіть подані нижче речення англійською мовою.

1. П’ять працівників звільнилися з особистих причин.

2. Я не збираюся звільняти працівників.

3. У наступному році я піду на пенсію.

4. Сьогодні він виконав багато (роботи).

5. Наша компанія не буде скорочувати робітників (work force).

6. Ціни на товари зростуть.

7. Товари прибули не в той день.

8. Тобі б краще піти завтра до лікаря.

9. Кейнс – найвідоміший економіст (Keynes).

10. 
Багато молодих людей хочуть бути економістами, тому що це найпопулярніша професія.
Контрольна робота №1

Варіант 8

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	achieved 
appointed
competition 
employees 
postpone

redundant 
resigned 
retirement 
turnover 
wastage



1. How many staff have you made                  because of recession?

2. Many workers have taken early                  at the age of 55. 

3. You’d better               tomorrow’s meeting. The MD can’t come back from France.

4.               form abroad will increase.

5. The company has reduced the work force by natural _______.

6. French company hasn’t               the target.

7. How many workers have                   because of bad management?

8. The company is expanding and they are looking for new ________.
9. This company has the largest               . It’s about $2 bln a year.

10. The Board of Directors _______ a new CEO.
2.  
Розташуйте фрази діалогу у правильному порядку.
a. How do you do?

b. Oh yes?

c. Then let me introduce you. Signora D’Andre, this is Dietter Nittel, our Sound Technician.

d. That’s great. We have big plans for developing video support with our reporters.

e. No, I haven’t.

f. Mrs. D’Andre is from Italian press office.

g. Well, Herr Nittel’s the man to speak to.
h. Pleased to meet you.

i. Have you met Signora D’Andre?

j. We plan to install a video suite in Milan and I’d like to see the set-up here.

3.  Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. Your company makes / does a loss.
2. Governments are reducing consumption / expenditure on defence.

3. Our new community / alliance with Federal Express will lead to better information systems.

4. We are constantly improving the flow of goods within our supply chain / cannel.

5. Managers should encourage staff / stuff to spend time together outside work to develop a team spirit.

6. It’s better to motivate workers as a team rather than trying to motivate them personally / individually.
7. We ought to get larger discounts from our suppliers / buyers.

8. Guinness is one of the most profitable spirit / spirits companies.
9. In preparation for the introduction of high-speed trains, British Rail is recruiting / enrolling volunteers for unusual jobs.
10. The tobacco industry has today hit back at the department of health about cigarette advertising / advertisement.

4. 
Перекладіть поданий абзац українською мовою.

Presentations. Dealing with questions

Be aware that a number of ‘questions’ may in fact be regarded as ‘comment’; or may result from a participant wishing to confirm her / his understanding. Accordingly, a range of responses is possible from the presenter.

1. 
If you receive a question which you are confident to answer:

• 
thank the participant

• 
repeat or summarise the question in case others have not heard clearly

• 
respond briefly.

2. 
If the question is a difficult one:

•
 thank the participant

• 
repeat or summarise the question in case others have not heard clearly

THEN…

• 
Could you say a little more about that…?

• 
That’s something I’d like to:






- think about [more deeply].

• 
That’s an interesting point…Would anyone like to:









- comment?

3. 
If several people are trying to speak at one time:

• 
nominate the first, and indicate to the others that you will come to them 2nd, 3rd, etc.


Thank you – this gentleman / lady first, and then your question next; and then…

4. 
If a speaker is taking longer than you wish to make a comment:

• 
use body language first, followed by verbal intervention if necessary.

I’m sorry, we’re running out of time, and I’ll have to interrupt there – thank you for your interesting  comments….
5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. Export sales have fell by 5% but gross profit has grown by 3%.

2. We haven’t got many money left.

3. Demand for our products will to rise.

4. How much times have you been to London?

5. You’d better to speak to your lawyer.

6. We were been very busy so I didn’t have many time yesterday.

7. Shall I to change your flight?

8. Pasta dishes are the more popular ready meals.

9. I will start the venture when I’ll prepare a schedule.

10.
Sales in September were more good than sales in August.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.

	from (2)            to (2)  
by (3)      
for   

in

on


1. Inflation went down from 5,5% in December _______ 5% in January.

2. Sales went down  _______ $1,000.

3. Last year prices rose _______ 3%.

4. The rise in rent in June resulted _______ a move to larger premises.

5. Mr. Jones is responsible _______ delivery of goods.

6. Could you transfer me _______ the Finance Department?

7. They borrowed much money _______ the bank.

8. We had an increase _______ market share in 1998.

9. The number of employees went up _______ 5%.

10. We wasted a lot of money _______ unnecessary equipment.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Продажі дешевшого морозива падають.

2. Тобі б краще подзвонити містеру Сміту та відмінити заплановану зустріч на п’ятницю.

3. Ми вклали багато грошей у цьому році, щоб поліпшити якість.

4. Наші ціни зростуть на 5%.

5. Ми збираємося перевести 7 працівників до іншого відділу.

6. Скільки вам необхідно обладнання?

7. Продажі у листопаді були кращі ніж продажі у жовтні.

8. Котра компанія має найбільший товарообіг?

9. Вони звільнили 3 працівників за неналежну поведінку.

10.
Він пішов на пенсію у 60 pоків.

Контрольна робота №1

Варіант 9

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	capital 
competition
 dismissed
 employees
 interest 
loss 

retirement 
revenue 
telecommuting 
teleworkers


1. Your ______ is the amount of money you receive from selling your service.

2. If you get a loan in the bank, be sure you can afford to pay the _______  .

3. Some workers have taken early _______ choosing to accept package of financial incentives.

4. Economic ________ is the means whereby the self-interest of buyers and sellers acts to serve the needs of society.

5. The company is expanding and they are looking for new ______.
6. ______ are people who do company work at home, usually on computers.

7. In the USA teleworking is called _______ . 
8. _______  is the amount of money you need to start a business.

9. The company _______ 5 workers for misconduct.
10. The company operated at a _______ last year. 

2.  
Розташуйте фрази діалогу у правильному порядку.
a. That’s a pity. When are you flying back?
b. That’s right. I live in Alicante. What a good memory you’ve got.

c. Yes, we met at last year’s conference in Vancouver.

d. Hello, Ulla.

e. I hope I’ll come back soon.

f. This evening.

g. Juan Carlos! Nice to see you. Do you know Mr. Shingu?

h. It’s a beautiful city. We’re just sorry we have no time to see around.

i. What a shame! If you had more time, I’d take you sightseeing.

j. Yes, and this time we are in your home town, aren’t we?

3.  Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. We have to improve the staff’s / stuff’s level of English.
2. We must increase our market part / share.

3. People perform better when they are relaxed than when they are under press / pressure.
4. I didn’t know the company was in trouble and bought their shares / actions.

5. Before positioning the product in the market, you should do some market research / study.
6. We’ve been able to reduce / shorten our budget and still improve our turnover.

7. We have plans to expand / widen our business in China.

8. Suppliers guaranteed to deliver / distribute and install the equipment within five weeks of receiving our order.
9. Building a team spirit is always the focal / middle point of what I try to do as a manager.

10. There isn’t much point in advertising / advertisement in papers that attract the wrong groups of customers.

4. 
Перекладіть поданий абзац українською мовою.

Before Presentation

Having spent a lot of time preparing the talk itself, there are still a few things you can do at the last minute which will help ensure a successful presentation. Or, if you are the nervous type, help fill time . . . 

1. Before the day begins, or last thing the night before, run through your talk once more. Use a mirror or visualize standing in front of an audience as you practice. 

2. If you need specialized equipment, make sure it is available ahead of time – don't spring that information on your host at the last minute. 

3. Irrespective of what your presentation medium might be, letting your presentation slides, disk, CD, etc. out of your sight before the presentation begins can lead to disaster. 

4. If the room is large, or your voice small, use a microphone. Try it out before the audience arrives (blowing into the mike or counting '1-2-3' they have arrived is tacky, so don't do it). 

5. Check to see that accessories are present; chalk, eraser, markers, and especially a pointer. If it is a laser pointer, does it have fresh batteries loaded? 

6. Avoid standing behind a lectern or desk during the presentation. Stand to one side of the projection screen or blackboard, and closer to the audience if possible. 

7. Moderate movement and hand gestures are OK, but avoid pacing and flapping. 

8. Remember to check carefully your appearance before your talk. 

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. The price of furniture have risen dramatically in recent years.

2. He proudly told reporters that the company had produce software to prevent the recent increase in computer crime.

3. How many equipment do we need?

4. There isn’t many difference between this and last years’ sales.

5. You’d better to cancel tomorrow’s appointment.

6. Shall I to phone for a taxi for you?

7. Fruit is the small sector of the food market.

8. Tea is most favourite drink in Japan.

9. This year ice-cream sales are high that last year.

10. I’ll call you when I’ll be in the office.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.

	at           from         to (2)            in          on (4)            of


1. Sales began the year _____ 30,000 units in February and increased slightly to 32,000 units in March.

2. The rise f units to 45000 in October resulted ______ the launch of the new autumn range.

3. There has been a huge increase ______ sales this year.

4. The government should spend more ______ education.

5. There should be higher taxes ______ education.

6. We saved a lot of money ______ our energy bills.

7. The sales rose from 5000 ______ 6000 in August.

8. We owed a lot of  money ______ our suppliers.

9. We produce a wide range ______ products.

10. The goods arrived ______ the wrong day.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Скількох робітників вони звільнили за погану роботу (performance)?

2. У США жінки виходять на пенсію у 60 років.

3. Скільки часу тобі потрібно, щоб завершити цю роботу?

4. У мене залишилося небагато грошей.

5. Наші ціни – найнижчі у цій області.

6. Хто відповідальний за цей проект?

7. Рівень продаж цього року нижчий за минулорічний.

8. Якщо у вас немає власних грошей, ви можете взяти позику в банку.

9. Цього року ми взяли на роботу 15 робітників.

10. Тобі краще відмінити сьогоднішню зустріч.

Контрольна робота №1

Варіант 10

1. 
Заповніть пропуски, використовуючи слова, що подані в рамці.
	business 
competitors 
employees 
increase
 interest 
loss 

profit   
redundant 
resigned 
turnover


1. We had to make 30 staff _______ due to the recession.

2. Your business will make a _______  if your revenue for a year is more than your costs.

3. _______ is the amount of money you pay for borrowing money from the bank.

4. We expect _______ in our sales next year from $1 mln to $1.5 mln.

5. Who are your main _______?

6. We have taken on 20 new _______.

7. Five workers have _______ for personal reasons.

8. If your costs are higher than the revenue, you’ll make a _______.

9. If you want to start a _______ you can ask the bank for a loan.

10. What company has the largest _______?

2.  
Розташуйте фрази діалогу у правильному порядку.
a. I see.

b. Right, Mr. Sand. Would you like to take a seat?

c. OK, I’ll call Mr. De Vyst.

d. I’m afraid you’ll need security clearance first.

e. Could I have your name?

f. Yes, please. Don’t worry, I’ll help myself.

g. I’m in a hurry, actually. May I got straight up? I know the way.

h. Hi, I have an appointment with Peter De Vyst.

i. It will take a few minutes, I’m afraid. There’s fresh coffee over there if you’d like a cup while you wait.

j. Sure. Here’s my business card.

3.  Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. We should employ fewer people at senior management level / layer.
2. Managers should select their crew / team, tell them what to do and then leave them alone to get on with it.
3. As my assistant didn’t check the invoices before I paid them, I overpaid a buyer / supplier by $6000.
4. I was invited to make a presentation to 500 top / head business people in Singapore.

5. An American soft drink company is planning to introduce / present a fizzy fruit drink in our home market.
6. Guinness, Britain’s largest drinks group, has announced plans to make 700 staff redundant at its United Distillers subsidiary / subsidy in Scotland.

7. In Hong Kong , the total production costs / spending work out at two pounds fifty-one a copy.
8. There was a dramatic / dramatical increase in sales last year.

9. Last year, our market share increased to / at 25%.
10. Our main / major office is in Munich.

4. 
Перекладіть поданий абзац українською мовою.
During the Presentation

Take several deep breaths as you are being introduced. Visualize your rehearsed opening statement; don't improvise at the last moment. 

1. State your objectives at start of your talk, then restate them again at the end of the talk. In between, discuss how your material relates to these objectives. 

2. Avoid making jokes. The results can be disappointing, and may suggest an unprofessional attitude. 

3. Choose a natural, moderate rate of speech and use automatic, moderate gestures. 

4. Monitor your behaviour, and avoid habitual behaviours (pacing, fumbling change in pocket, twirling hair). 

5. Laser pointers are wonderful pointing devices, but remember not to point them at the audience. 

6. Enthusiasm for your topic is contagious, but don't overdo it – you'll alienate the audience. 

7. Converse with your audience. Involve them in the process of the presentation by posing questions and making eye contact. Be patient if you ask a question – answers sometimes take time to formulate. 

8. Keep an eye on your time, and don't run over your limit. Ever. 

5.  
В кожному реченні знайдіть помилку і виправте її. Речення перекладіть.
1. I need some informations about this company.

2. You’d better to cancel the meeting.

3. Shall I to help you?

4. They achieve sales targets this year.

5. Our prices are the most low.

6. There will be a huge increase sales next week.

7. I’ll write you a letter when I will come to France.

8. I haven’t got many time.

9. Our products are more cheap than the products of other firms.

10. We found the products on this market to be the expensive.

6.
Заповніть пропуски, якщо це необхідно, прийменниками, що подані у рамці. Речення перекладіть.

	at         to          by (3)           in (3)         on           about             of


1. Sales remained steady       6,000 units in January and February.

2. A fall in prices was due       increased competition.

3. Sales went down       8,000 units in November when Christmas orders stopped.

4. British Gas has reported a 5% drop       profits for the first half of the year.

5. I must be in London       10 p.m.

6. We need better information       the market.

7. The company’s revenues have grown       20% since 1987.

8. We invested a lot of money       new machines.

9. A report based       anonymous interviews showed that a large number       call centre employees felt stressed and depressed.

10. The President and more than half of his Cabinet took part       the conference.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Вона пішла на пенсію у 55 років.

2. Вам би краще відмінити завтрашню зустріч.

3. Скільки часу тобі потрібно, щоб завершити цю роботу?

4. Скільки грошей ми витратили у цьому році?

5. Котра компанія має найбільший товарообіг?

6. Ціни різко піднялися у цьому році.

7. Якщо ви берете позику у банку, упевніться, що ви зможете виплачувати відсотки.

8. Робітники, які працюють вдома, зазвичай передають інформацію зі свого комп’ютера на комп’ютер компанії за допомогою електронних засобів.

9. Я знайшов багато інформації про цю компанію.

10.
У наступному році рівень продаж залишиться незмінним.

Контрольна робота № 2

Варіант 1

1.
Завершіть наступні речення, використавши ago, long, since, times або already. Речення перекладіть.
1. It’s ages ___ I last had a good Chinese meal.

2. How long ___ was it that you lived in Odessa?

3. I have ___ finished my report.

4. Jack has asked for a pay-rise three ____ this year.

5. How ___ have you worked here?

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
This has been my home for thirty years.           
lived

I _________ here for thirty years.

2.
Eating Chinese food is new to me.                   
never

I _________ before.

3.
Tony hasn’t been to Paris before.                     
first

It’s _________ Paris.

4.
Mary started learning French five years ago.   
has

Mary _________ five years.

5.
I have been working for ABC for ten years.
joined

I _________ ten years ago.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If I lose / lost my job tomorrow, I will find another one. 

2. If the terms of the contract were different, we may / might accept it. 

3. If I am / were you, I would think carefully before investing. 

4. If our labour costs are / were lower, we could produce cheaper goods. 

5. If you had rung 060, they will give / would have given you more information. 

6. If you subscribed / subscribe now, you will save 30%. 

7. If I have time this weekend, I will / would go to Paris.  

8. If I finish / finished work early, I visit some friends. 

9. If I feel / felt tired this evening, I will go to bed early. 

10. If I didn’t finish / hadn’t finished it yesterday, I would have missed the deadline.

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	goods
services
competitors’
produces
society 

sellers
individuals
exchange   
price
interact


1. One of the ways to attract potential customers is to set a price that is as cheap or cheaper than _______.

2. Microeconomics also describes the way that markets enable these supplies and demands to _______.
3. Unlike countries specializing in very different products which they _______ by trade, countries with similar labour-capital endowments sell very similar products to each other.
4. Consumption, in economics, is the using up of _____ created by production.
5. When we speak about market, we mean any established operating means or exchange for business dealings between buyers and _____.
6. The term “_____” covers a huge range of activities, including retailing, banking, insurance, catering, medicine, law, accountancy, cleaning, teaching, television production, sport, and transport.
7. There are a lot of problems in contemporary American _____, particularly those affecting young people.
8. A free market economy provides an environment in which _____ are free to pursue their own economic welfare in whatever way they think best, and free of government regulation and restriction.
9. The Royal Mint _____ ordinary circulating coins and coinage blanks for approximately 100 countries.
10. The economies of countries rich in commodities or natural resources may be less dependent on the effort of their inhabitants, but they are dependent on the market for commodities, which determines _____.
5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	negotiations 
settlement  
haggle (bargain)   
established 
discount

party         
relationship  
mutually          
beneficial    
contract


Linda:
Has our company had a long-term 1)_______with the other 2)_____?  

Bob:   
Our history together goes back several years. In any case I fully expect these negotiations to turn out as a win-win 3)_____. That company is small and depends on commission from us, and we also get a good 4)_____ on orders. 

Linda: 
You seem pretty confident the 5)_____ will go well.   

Bob:  
I’m sure we can come up with a 6)_____ 7)_______ agreement. 

Linda: 
Has management 8)_____ any conditions for you to meet?

Bob:  
I have the basis for a 9)______ outlined, but management did leave me some room to make concessions (поступки) in case I need to 10)_____ in the deal. 

6. 
Перекладіть поданий абзац українською мовою.
The Role of Motivation
Why do we need motivated employees? The answer is survival. Motivated employees are needed in our rapidly changing workplaces. Motivated employees help organizations survive. Motivated employees are more productive. To be effective, managers need to understand what motivates employees within the context of the roles they perform. Of all the functions a manager performs, motivating employees is arguably the most complex. This is due, in part, to the fact that what motivates employees changes constantly. For example, research suggests that as employees' income increases, money becomes less of a motivator. Also, as employees get older, interesting work becomes more of a motivator. 

7. 
Перекладіть подані нижче речення англійською мовою.

1. Конкуренція – необхідна складова існування вільної ринкової економіки.

2. Я працюю в Нью-Йоркській філії.

3. Ми використовуємо найпередовішу технологію.

4. Новопризначений виконавчий директор запровадив ряд змін, щоб раціоналізувати (streamline) методи діяльності компанії.

5. Є два шляхи вирішення проблеми: або споживчий підрозділ починає заробляти гроші, або його закриють.

6. Завдання уряду – забезпечення рівної конкуренції.

7. Нажаль, більшість доходу телевізійних каналів надходить від комерційної реклами.

8. Чеки та кредитні картки набагато зручніші за готівку, так як вам не треба носити великої суми грошей.

9. Прямий обмін товарів у великій кількості погано впливає на економіку.

10. Великі бази даних стали доступні завдяки Інтернету.

Контрольна робота № 2

Варіант 2

1.
Завершіть наступні речення, використавши yet, this, time, for або since. Речення перекладіть.
1. This is the first ___ I have made a presentation.

2. Bill didn’t get this job but he has never complained about it ever ___.

3. Have you made a decision ___?

4. She’s been ill ___ three days.

5. I’ve finished the report ___ morning.

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
I haven’t had a vacation for ages.

since


It’s ages_________ a vacation.
2. 
I’m on the twentieth page of the report I’m reading. 
 twenty

So far I _________ pages of this report.


3. 
It’s over twenty years since I joined ABC.

for

I have _________ than twenty years.

4.
The last time I saw Mr. Brown was in 2003.
seen

I haven’t _________ 2003.
5.
There is a definite improvement in your work.   
has

Lately _________ improved.
3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. What would you do, if you are / were redundant? 

2. If the investment grows / will grow at 8% a year, it will be worth $ 25.000 

3. If I am / were you, I would think very carefully. 

4. If everyone contributed 10% of their salaries to charity, there will / would be no poverty. 

5. What laws would you change, if you are / were in Parliament?

6. I’m leaving now; I will be back at 8, if the traffic is not / won’t be too bad. 

7. What would you do, if you design / designed a new product?                                      

8. If you loose / lost a mobile phone, what will you do? 

9. If I am / were Peter, I would go to the University. 

10. If we dump / dumped some of the wastes in the river we will poison the surrounding wild life.
4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	efficiently
influence
antitrust
individual
costs 

amount
intervention
exchange  
regulations
instance


1. Countries specialize in very different products which they _____ by trade.

2. Economists focus on the way in which individuals, groups, business enterprises, and governments achieve economic objectives _____.

3. Production _____ can increase, helping create a rise in prices, and consumers buy less.

4. To buy something we have to pay a definite _____ of money.

5. Fraud, in law, is a general term for any _____ in which one party deceives or takes unfair advantage of another.

6. Social workers deal directly with the _____ or the family.

7. Monetary authorities _____ the money supply by adjusting the level of reserves that commercial banks must maintain by buying or selling government bonds in the open market.

8. Automation makes it possible to control sequences of operations without human _____.

9. The tendency towards corporate control of manufacturing led to many attempts to create monopolies and the Congress of the United States had to pass _____ legislation.

10. Even the economic activities that are carried out by the private sector are usually constrained by government _____.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	company
 agenda
offer
nice
colleague
negotiations
introduce 
head
in charge of
nice to see


Bob:
Good afternoon, Roger. It’s 1)_______you again. Allow me to 2)_____ Linda Strait, a 3)_____ of mine. She’ll be sitting in on our 4)________. 

Roger:  
5)______ to meet you, Linda. 

Linda :  
Likewise. Can I 6)_______ you some coffee or tea? 

Roger:  
No, thanks. I’m fine. So, Bob, I heard William took over as a 7) ____ of personnel here at your 8)_____. 

Bob:     
That’s right. William left sales, so now I’m 9) _______these contract negotiations. Since we’ve got a full 10)______ today, should we get started? 

6. 
Перекладіть поданий абзац українською мовою.

At one time, employees were considered just another input into the production of goods and services. But research changed this way of thinking and showed that employees are not motivated solely by money and employee behaviour is linked to their attitudes. Today the needs and motivation of employees become the primary focus of managers. Among motivating factors are: a) job security, (b) sympathetic help with personal problems, (c) personal loyalty to employees, (d) interesting work, (e) good working conditions, (f) tactful discipline, (g) good wages, (h) promotions and growth in the organization, (i) feeling of being in on things, and (j) full appreciation of work done.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Він відповідає за міжнародні розрахунки.

2. Боб мені сказав, що ти нещодавно приєднався до нашої компанії.

3. Щоб забезпечити ефективність, слід централізувати бізнесовий процес.

4. В Європі Філіпс будує нову високотехнічну штаб-квартиру, якa, як сподіваються, сприятиме гнучкості  і організації мережі.

5. Монополія унеможливлює конкуренцію.

6. Компанія керує основними нафтоперегонними заводами по всьому світові і продає свою продукцію у більш ніж 100 країнах.

7. Крім інших функцій, гроші також є засобом зберігання (вартості).
8. Перші паперові гроші з’явилися в Китаї, а потім розповсюдилися по всьому світу.

9. Реальний вміст металу у більшості монет не відповідає їх номінальній вартості.

10. Компанії витрачають гроші на такі речі: сировину, працю і накладні витрати.

Контрольна робота № 2

Варіант 3

1.
Завершіть наступні речення, використавши long, just, yet, how або for. Речення перекладіть.
1. I’ve ___ seen an accident! It was terrifying!

2. I’ve lived here ___ the past ten years.

3. ___ long have you had driving lessons?

4. Have you stayed there ___?

5. Have you taken your test ___?
2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
This is my second business trip to Hungary.
visited


This is the _________ Hungary.
2.
The price of petrol is now 15% higher than last year. 
risen

The price of _________ by 15 % over the past year.

3.
Visiting a Thai restaurant is new to me.
never


I _________ a Thai restaurant before.

4.
Today is the Smiths thirtieth wedding anniversary.
ago


On this day 30 years _________ married.

5.
Quite a few books are missing from the library.
returned

Several students __________ their library books.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If these machines are not /  were not so expensive, we would buy them. 

2. If we have / had the finance, we would expand much more rapidly. 

3. If the investment grows / grew at 6% a year, it will be worth $20.000 in 10 years.

4. If the trains are / were more reliable, more people would use them. 

5. If the terms of the contract are / were different, we might accept them.

6. If the goods get / got damaged in transit, we’ll make a claim. 

7. The strike will be successful as long as we all will stay / stay together. 

8. He is going to book a room in advance in case the hotels will be /  are busy.

9. If nothing goes / went wrong, we will sign the contract tomorrow. 

10. If sales improve dramatically, we will not /  would not make a loss this year.   
4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	efficiently
regulated
instance
antitrust
intervention
amount
influence
exchange  
organization
cost


1. In a barter economy, a person having something to trade must find another who wants it and has something acceptable to offer in _______.

2. Minicomputers were built to perform complex computations while dealing _____ with a high level of input and output.

3. _____ is the amount of money paid to buy or produce something.

4. Public assistance programmes provide at least a minimum _____ of economic security to people whose incomes are insufficient to maintain an adequate standard of living.

5. Devices can be built into the economy to help prevent severe business declines, for _____, unemployment insurance provide most workers with some income when they are fired.

6. Public ownership is by the government. Private ownership is by an individual, a group of individuals, a corporation, or some other form of _____.

7. Monetary authorities _____ the money supply by adjusting the level of reserves that commercial banks must maintain by buying or selling government bonds in the open market.

8. All organized economic systems today mix free market activity and government _______ to some degree.

9. To ensure orderly and fair competition _____ regulations were developed in many countries.

10. Private firms operating public utilities also usually closely _____ by economic and environmental supervisors appointed by the government.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	drawn up  
sitting in
at this point
be signed
concentrate
negotiations 
procedure
proposals
contract terms 
sounds


Bob:    
May I suggest the 1) _______ for today’s 2)_____ meeting? 

Roger: 
Certainly.

Bob:   
I assume you've brought the outline for the 3) ____ ____ your company prefers. Of course, we've 4) _____ __ some of our own. So after we both run through the 5) _______, we can 6) _____ on the areas that don't agree. Does that sound alright with you? 

Roger:
That 7) ______fine.

Bob:    
Since Linda is 8) _______ __ on our negotiations, I've also asked her to take minutes for us. So, 9) __ ___ ____, I think the new contract can be 10) ______.

6. 
Перекладіть поданий абзац українською мовою.

New research provides some interesting insight into employee motivation. If managers wish to address the most important motivational factor of employees, self-actualizing factor (interesting work), physiological (good wages), safety (job security), social (love and belongingness), and esteem factors (full appreciation of work done) must be satisfied. We can see that employees rank interesting work as the most important motivational factor. Job enlargement can be used (by managers) to make work more interesting (for employees) by increasing the number and variety of activities performed. Job enrichment can be used to make work more interesting and increase pay by adding higher level responsibilities to a job and providing monetary compensation (raise or bonus) to employees for accepting this responsibility.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Це може бути предметом подальшого обговорення. 

2. Я був інформований, що компанія підпише контракт. 

3. Якщо ми погодимося платити на 5% більше, вони почнуть з нами переговори. 

4. Якщо хтось прочитає мою  особисту кореспонденцію, я дуже розсерджуся. 

5. Компанія не витрачала б так багато на рекламу, якби це не працювало. 

6. Загальна ціна становить 10000 доларів США. 

7. Ми б хотіли оформити довгостроковий кредит. 

8. Потрібно поліпшити умови оплати . 

9. Банк позичає гроші клієнтам, які їх потребують. 

10. Це стандартні умови доставки такого виду продукції. 

Контрольна робота № 2

Варіант 4

1.
Завершіть наступні речення, використавши since, yet, for, ago або already. Речення перекладіть.
1. Have you finished the financial report ___?

2. I’ve known our Personnel Director ___ three years.

3. I’ve ___ faxed the invoice.

4. He has been in Washington ___ Wednesday.

5. I started my furniture business two years ___.
2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
I haven’t met Mr. Davidson before.
first


This is the _________ Mr. Davidson.

2.
I didn’t receive the order for a month.

before


It was a month _________ the order.

3.
I’m on the tenth page of the report I’m writing.   
ten

So far I _________ pages of this report.

4.
I haven’t been to an Indian restaurant for ages.
since


It’s ages _________ to an Indian restaurant.

5.
It’s a long time since our conversation.

spoken


We _________ for a long time.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If the management tell / told us what they wanted, we’d know what to aim at.

2. What would you do if you are / were made redundant?

3. If someone offered you a job in Saudi Arabia at twice your present salary will / would you take the job?

4. If we search / searched people’s bags, we might create bad feeling among the staff.

5. If I will hear / hear any more news, I will tell you.

6. If I don’t finish / won’t finish this tonight, I will miss the deadline.

7. If we have / had the finance, we could expand much more rapidly.

8. If I are / were you, I would have another look through those figures.

9. If the investment grows / will grow at 6% a year, it will be worth 20,000$ in ten years.

10. If I have / had as much money as Bill Gates of Microsoft, I would retire.
4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	ideal
criteria
crash
dominant
vagueness
depression
determine
niche
drawback
theoretical


1. Computer science combines both _____ and practical aspects of engineering, electronics, information theory, mathematics, logic, and human behaviour.
2. The theoretical _____ that describes the conditions under which competition would achieve maximum effectiveness is known as perfect competition.
3. The Roman numeral system’s one _____, however, is that it is not suitable for rapid written calculations.
4. Greek philosopher Plato stated that only abstract reasoning yields genuine knowledge, whereas reliance on sense perception produces opinions which are characterized by _____ and inconsistency.
5. Linguists subdivide Indo-European group in various ways, using geographic as much as linguistic _____.
6. Productivity is difficult to calculate because it is hard to _____ what the contribution of individual inputs is when output changes.
7. _____ a relatively small, specialized group or sector identified as a market for a particular range of products or services
8. Most of the 1920s were a time of prosperity, but in 1929 there was a stock market _____, facilitating the start of the Great Depression that spread worldwide.
9. A condition of reduced trade activity and prosperity is called d____ .
10. Depending on the electoral system, a multi-party system may produce governments where no one political party is clearly _____, in which parties have to compromise on policies and majorities may be unreliable.
5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	bargaining 
extend    
suppliers   
fee    
signed

procedure  
negotiation 
contract    
deal   
idea


Bob : 
I have a contact negotiation coming up this week, Linda. It might be a good 1)_____ for you to see the 2)_____.

Linda: 
That sounds very interesting. Who is the other party in this 3)_____ ?

Bob:  
One of the 4)______. The company wants to renegotiate the 5)______ we initially 6)_____ with them.

Linda: 
What kind of 7)______ are they looking for?

Bob:  
I was informed that the company will only 8)_____ their contract with us  if we agree to pay them a higher 9)_____. They didn’t specify how much, so the agenda of the negotiation will include 10)_____ on the new fee.

6. 
Перекладіть поданий абзац українською мовою.

Variable pay is employee compensation that changes as compared to salary which is paid in equal proportions throughout the year. Variable pay is used generally to recognize and reward employee contribution toward company productivity, profitability, team work, safety, quality, or some other metric deemed important. 

The employee who is awarded variable compensation has gone above and beyond his or her job description to contribute to organization success. Variable pay is awarded in a variety of formats including profit sharing, bonuses, holiday bonus, deferred compensation, cash, and goods and services such as a company-paid trip or a Thanksgiving turkey. 

7. 
Перекладіть подані нижче речення англійською мовою.

1. На компанію по всьому світу працює близько 220 000 людей.
2. Ми тісно працюємо з постачальниками, щоб впевнитись, що вони можуть задовольнити технічні вимоги компанії.

3. Щоб зберегти долю на ринку, необхідно сфокусувати дослідження на нові інноваційні товари / продукти.

4. Виконавчий директор – оптиміст.  Він вірить, що його бачення майбутнього компанії знову  приведе компанію до прибутковості.

5. Всі злиття і об'єднання призводять до усунення конкуренції і створення монополії. 
6. В 2000 році наша доля на ринку різко знизилась внаслідок підвищеного рівня конкуренції.
7. Глобальна економіка – це безпрецедентне явище, його не треба плутати з економічною інтернаціоналізацією.

8. Ціна за одиницю продукції становить 1000 доларів США.

9. Паперові банкноти легко переносити, вони досить довговічні і їх легко розпізнавати. 

10. Невеликі портативні кoмп’ютери зручні для бізнесменів, які їздять у відряження, так як їх легко брати з собою.

Контрольна робота № 2

Варіант 5

1.
Завершіть наступні речення, використавши ago, long, since, times або already. Речення перекладіть.

1. It’s ages ___ I last watched a good French film.

2. How long ___ was it that you worked in McDonald’s?

3. I have ___ finished correcting my financial statement.

4. Jack has made a product presentation three ____ this year.

5. How ___ have you worked as a Financial Director?

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
This house has been my home for three years.           
lived

I _________ here for three years.

2.
Eating Indian food is new to me.                   
never

I _________ before.

3.
Petrenko hasn’t been to London before.                     
first

It’s the_________ to London.

4.
Mary started driving lessons five days ago.   
has

Mary _________to drive for five days.

5.
I have been working for Microsoft for five years.
joined

I _________ five years ago.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If I feel / felt tired this evening, I will go to bed early. 

2. If I didn’t finish / hadn’t finished it yesterday, I would have missed the deadline.

3. If I lose / lost my job tomorrow, will find another one. 

4. If the terms of the contract were different, we may / might accept it. 

5. If I will hear / hear any more news, I will tell you.

6. If I don’t finish / won’t finish this tonight, I will miss the deadline.

7. If we have / had the finance, we could expand much more rapidly.

8. He is going to book a room in advance in case the hotels will be /  are busy.

9. If nothing goes / went wrong, we will sign the contract tomorrow. 

10. If sales improve dramatically, we will not / would not make a loss this year.   

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	shares
refund
contract
overheads
reduce
discount
extend
job  
office
production


1. Our new model is almost ready for ___.

2. The lawyers have drawn a _____ so we can sign it.
3. It’s not an easy matter to find a good __ in this country.

4. The company went public in 1995 and its ___ were listed on the London stock exchange.

5. Our stocks of materials are too large. We need to ___ our inventory.

6. Many companies open a branch ___ to improve distribution in countries where a good market exists.

7. He wanted us to give him a ___[his money back].

8. If you pay by cash, we will give you a ___.So you’ll have to pay less.

9. We spend too much on rent, heat, light, salaries etc. We need to reduce our ___.

10. There was a one year guarantee but the suppliers agreed to ___ it to two years.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	ground
months
proposal
plan
discussion
start
questions
agenda
meeting
areas


Françoise:
I’d like to start by saying a few words about the 1)_______ today and what we expect to achieve. One thing I’d like to clarify from the 2)_______ is that we see Okus as a strong candidate, but, of course, not the only one. What we hope to do today is to find enough common 3)_______. Is that clear?

Karen:
Fine.

Francoise:
I’ve drawn up an 4)_______. First we’d like you to present your 5)_______. We have read it, but we’d like you to go over the critical 6)_______. Andrew, I understand you’ve come prepared to do this?
Andrew:
It should take about ten, fifteen minutes. Please feel free to ask any 7)_______ while I’m talking.

Françoise:
Good. That will help to identify issues which need more 8)_______. After that I suggest we try and resolve any outstanding differences and then, finally, assuming that we can agree, I thought we could draw up an action 9)_______ for the next few 10)_______.

6. 
Перекладіть поданий абзац українською мовою.

Nations trade with one another for the same reason that individuals and business firms within a country trade: both sides expect to benefit from the transaction. They benefit because trade enables them to exchange things they don’t need (their surplus goods and services) for the things they do need and want.

Some areas can produce things that others cannot. Because of its warm climate and the type of soil it has, Florida grows oranges but not wheat. Kansas grows no oranges, but it does grow wheat. The people in Florida and Kansas would like to have wheat and oranges, and so each specializes in one of those crops and trades its surplus with the other.   

7. 
Перекладіть подані нижче речення англійською мовою.

1. Мінімальне замовлення становить 20 одиниць.

2. Якщо ми не підпишемо цей контракт, наша компанія понесе значні збитки.

3. Потрібно поліпшити умови праці.

4. Ми би хотіли отримати довгостроковий кредит.  

5. Містер Грін виглядає схвильованим, тому що клієнти не заплатили нам за останнє замовлення. 

6. Компанія занадто багато витрачає на рекламу. 

7. Ми багато витратили на модернізацію фабрики, і тепер вона дуже добре обладнана.

8. З кожним днем ситуація на ринку погіршується. 

9. Глобалізації сприяло винайдення нових технологій, особливо в сфері телекомунікацій.
10. Щоб виживати і зростати компаніям необхідно, щоб їхні прибутки перевищували витрати.

Контрольна робота № 2

Варіант 6

1.
Завершіть наступні речення, використавши since, yet, for, ago або already. Речення перекладіть.

1. Has he finished the presentation ___?

2. I’ve worked with Mr. Brown ___ five years.

3. I’ve ___ faxed the invitation.

4. He has been in Birmingham ___ Thursday.

6. I started my computer business three years ___.

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
I haven’t had a vacation for ages.

since


It’s ages_________ a vacation.
2. 
I’m on the fourth page of the newspaper I’m reading. 
 four

So far I _________pages of this newspaper.


3. 
It’s over twenty years since I joined Financial Department.
for

I have _________ than twenty years.

4.
The last time I saw Mr. Green was in 2010.
seen

I haven’t _________ 2003.
5.
There is a definite improvement in your English.   
has

Lately your English _________ improved.
3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If you subscribed / subscribe now, you will save 30%. 

2. If I have time this weekend, I will / would go to Paris.  

3. If I finish / finished work early, I visit some friends. 

4. If I feel / felt tired this evening, I will go to bed early. 

5. If I didn’t finish / hadn’t finished it yesterday, I would have missed the deadline.

6. If I lose / lost my job tomorrow, I will find another one. 

7. If the terms of the contract were different, we may / might accept it. 

8. If I am / were you, I would think carefully before investing. 

9. If our labour costs are / were lower, we could produce cheaper goods. 

10. If you had rung 060, they will give / would have given you more information. 

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	contract
high
job
order
old
businesses
cash
lines  
business
department


1. We have introduced some new product ___ this year to meet customers’ requirements.

2. Because of the recession, many ___ have not been investing in capital equipment over the last couple of years.

3. The factory where they made shoes used very ___ machinery. It needs re-equipment.

4. The Accounts ___ did all the book-keeping by hand.

5. We did ___ with that company a few years ago, but then we stopped dealing with them.

6. He couldn’t find a suitable ___ in his own country, so he went abroad to look for work.

7. They didn’t want ___ or cheque, so I paid by credit card.

8. The lawyers have been looking through the ___ for two days, but they say they need another day to read it all before making a decision whether to sign it or not.

9. I’m going to send them a reminder. They haven’t paid us for their last ___.

10. Unemployment is very ___ here because all of the coal mines have been shut down.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	interrupt
talked
spent
draw
supervise

put
hope
need
worry
know


Andrew:
So we’ll 1)_______ up a schedule of projects, which we both feel need to be clarified out over the following year. These could be introducing new software, training, hardware updates…
Sean:
Sorry to 2)_______, Andrew, but I still need to 3)_______ when your guys are doing support work and when they’re doing project work.

Andrew:
That does 4)_______ to be clarified.

Karen:
What if we 5)_______ something in the contract?

Sean:
That’d be a start. It’s more the logging I 6)_______ about. You know if one of your guys has 7)_______ a couple of hours sorting out the problem with one of the PCs and then an hour back on our customer databases, won’t he just think: “Well, that’s three hours of project work?:

Andrew:
I 8)_______ not, Sean. Our team will be working to your budget.

Sean:
I know that Andrew, but who’s going to 9)_______ all this?

Andrew:
We have 10)_______ about taking one of your team as our IT manager.
6. 
Перекладіть поданий абзац українською мовою.

Manufacturing can be performed more efficiently in some parts of the country than in others. Natural resources, an adequate labour supply, and transportation facilities have promoted the development of certain industries in particular regions of the country. For example, the computer industry is concentrated in northern California, the steel industry developed in western Pennsylvania, and large automobile factories were first built in southern Michigan.  

Nations will gain because of differences in terms of climate, natural resources, labour supply, capital, and technology. Despite the many advantages of trade between nations, most countries often restrict that trade in a number of ways. 

7. 
Перекладіть подані нижче речення англійською мовою.

1. Ми не підпишемо контракт, якщо вони не нададуть нам додаткову знижку. 

2. Ми зможемо розпочати цей проект як тільки керівництво вирішить, що це хороша ідея. 

3. Що ви будете робити, якщо вас звільнять? 

4. Одне з головних завдань, які глобалізація ставить перед співдружністю націй – це боротьба з бідністю. 

5. Глобальна економіка – це безпрецедентне явище, його не треба плутати з економічною інтернаціоналізацією. 

6. Глобальна економіка має здатність діяти як єдине ціле.

7. Постачальник рекомендував їм іншого потенційного клієнта.

8. Політика нашої компанії: наша продукція повинна бути доступною кожному покупцю.

9. Ціна за одиницю продукції становить 1000 доларів США.

10. 
Я б хотів купити у вас комп'ютери та програмне забезпечення.

Контрольна робота № 2

Варіант 7

1.
Завершіть наступні речення, використавши yet, this, time, for або since. Речення перекладіть.
1. This is the first ___ I have chaired a meeting.

2. Harry didn’t get a promotion but he has never complained about it ever ___.

3. Have you finished your driving courses ___?

4. She’s been absent ___ three days.

5. I’ve faxed the report ___ morning.

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
This is my second vacation in the Alps.
visited


This is the second time_________ the Alps.
2.
The price of meat is now 25% higher than last year. 
risen


The price of _________by 25 % over the past year.

3.
Visiting a construction site is new to me.
never


I _________ on a construction site before.

4.
Microsoft started a new advertising campaign five days ago.   
has

Microsoft _________a new advertising campaign for five days.

5.
Quite a few files are missing from the filing cabinet.
returned

Several workers __________ their files.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If I am / were you, I would ask for promotion.

2. I will be back at 7, if the traffic is not / won’t be too bad. 

3. What would you do, if you design / designed a new product?

4. What laws would you change, if you are / were the President of Ukraine?
5. If I leave / left for work earlier, I wouldn’t get stuck in a traffic jam.
6. If we dump / dumped some of the wastes in the river we will pollute the environment.

7. What would he do, if he receive / received a pay-rise? 

8. If company profits grow / will grow at 8% a year, they will be $ 25.000.000. 

9. If our company loses / lost this contract, it will become bankrupt. 

10. If the government developed a new programme, there will / would be no unemployed. 

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	spend
liabilities
globalisation
finance
asset 

cash

income
loss
deposits
balance


1. Branch of economics concerned with providing funds to individuals, businesses, and governments is called _____.
2. A bank acquires large amounts of money from the _____ of individual savers.

3. Corporate finance centres on how businesses can best raise and ______ their funds.

4. The purpose of the _____ statement is to show managers and investors whether the company made or lost money during the period being reported.

5. Records of the values of each account or line in the _____ sheet are usually maintained using a system of accounting known as the double-entry bookkeeping system.

6. Examples of types of _____ include: money owing on a loan, money owing on a mortgage, or an IOU.

7. An _____ is a resource controlled by the enterprise as a result of past events and from which future economic benefits are expected to flow to the enterprise.

8. The _____ of production has occurred through investment in other countries by multinational corporations which, as a result, own and operate industrial plant and other facilities in more than one country.

9. Profit and _____ Statement indicates how revenue is transformed into net income.
10. Income statements should help investors and creditors determine the past performance of the enterprise, predict future performance, and assess the capability of generating future _____ flows.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	hear
manage
include
quote
propose
understand
agree
discussed
cover
make


Kate:
We’ve 1)_______ this problem of logging support and project work, and we’d like to 2)_______ a proposal.
Bob:
Let’s 3)_______ it.

Kate: 
Firstly, we do 4)_______ your concerns about the pricing systems. Level A is too expensive and Level B holds too many potential surprises. So, we 5)_______ a level of support between A and B. We 6)_______ all maintenance and support work at a fixed price, plus a minimum project load. How does that sound?

Bob:
Good, in theory. But I can’t see any difference between that and Level A. We want to 7)_______ a monthly rate for essential support and project work.

Kate:
What about urgent, additional work?
Louise:
You could 8)_______ for that when it’s necessary.
John:
Wouldn’t that be difficult to 9)_______ in reality? We could get delays while we waited for your approval.

Kate: 
How would it work, Louise?

Louise:
Maybe we could agree a contingency sum at the start of the year to 10)_______ urgent projects.

6. 
Перекладіть поданий абзац українською мовою.

People around the globe are more connected to each other than ever before. Information and money flow more quickly than ever. Goods and services produced in one part of the world are increasingly available in all parts of the world. International travel is more frequent. International communication is commonplace. This phenomenon has been titled "globalisation."

"The Era of Globalisation" is fast becoming the preferred term for describing the current times. Just as the Depression, the Cold War Era, the Space Age, and the Roaring 20's are used to describe particular periods of history; globalisation describes the political, economic, and cultural atmosphere of today.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Це може бути предметом подальшого обговорення. 

2. Я був інформований, що компанія підпише контракт. 

3. Якщо ми погодимося платити на 5% більше, вони почнуть з нами переговори. 

4. Якщо хтось прочитає мою  особисту кореспонденцію, я дуже розсерджуся. 

5. Компанія не витрачала б так багато на рекламу, якби це не працювало. 

6. Загальна ціна становить 10000 доларів США. 

7. Ми б хотіли оформити довгостроковий  кредит. 

8. Потрібно поліпшити умови оплати . 

9. Банк позичає гроші клієнтам, які їх потребують. 

10. Це стандартні умови доставки такого виду продукції.

Контрольна робота № 2

Варіант 8

1.
Завершіть наступні речення, використавши long, just, yet, how або for. Речення перекладіть.

1. I’ve ___ seen a car crash! It was terrifying!

2. I’ve worked in this department ___ the past three years.

3. ___ long have you had bookkeeping practice?

4. Have you prepared you report ___?

5. Have you had a pay-rise ___?

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
I haven’t met Mr. Jensen before.

first


This is the _________ Mr. Jensen.

2.
I didn’t receive the invoice for a month.

before


It was a month _________ the invoice.

3.
I’m on the twentieth page of the report I’m writing.   
twenty

So far I _________ pages of my report.

4.
I haven’t been to London for ages.

since


It’s ages _________ to London.

5.
It’s a long time since our last conversation.

spoken


We _________ for a long time.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If the goods get / got damaged in transit, we’ll make a claim. 

2. The product will be successful as long as there will be / is a heavy advertising campaign. 

3. He is going to make a reservation in advance in case the hotels will be / are busy.

4. If nothing goes / went wrong, the negotiations will be successful. 

5. If sales improve, we will not / would not make a loss this year.   

6. If these iPods are not / were not so expensive, we would buy them. 

7. If we have / had the adequate finance, we would expand in Europe much more rapidly. 

8. If the investment grows / grew at 5% per year, it will be worth $20.000 in 5 years.

9. If the planes are / were less expensive, more people would use them. 

10. If the terms of the contract are / were different, we could accept them.

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	banknotes
value
objects
acceptability
tender
coins
credit
money
barter
foreign


1. Globalism embodies cultural diffusion, the desire to consume and enjoy _____ products and ideas, adopt new technology and practices, and participate in a "world culture"; loss of languages (and corresponding loss of ideas)

2. The currency issued by the government is usually the legal _____ of each country as by law they must be accepted as payment of a debt, or for a product or service. 
3. In a _____ economy, a person having something to trade must find another who wants it and has something acceptable to offer in exchange.
4. Money, especially paper money, has no inherent _____. 
5. In Japan, cellular phones act as mobile and personal ATMs, _____ cards, and check books. 
6. There are around 2 billion Bank of England _____ in circulation. That’s between £750 and £800 per adult in the UK. 

7. The success of a banknote can be gauged by its _______: in short, whether people have confidence in it and trust it. That confidence is inspired by the security features built into the note itself.
8. Some of the stone _______ weighed over 120 kilos.

9. Different societies used various _____ for religious, philosophical or other reasons.

10. In the 1200s, people in China used iron _______ for their currency. 
5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	base
products
business
project
service


conversation
person
aim
markets
image


A
Right, shall we get down to 1)_____? I suggest we start by clarifying what is needed, and then we’ll see whether we can do business together. OK?

B
Fine.

A
Well, I’m sure you’re aware from our telephone 2)_____ and email exchange that Leclerc Electronics is looking to expand into new 3)_____.We have a solid client 4)_____ in France, Belgium, Spain and Luxembourg, but we’re hoping to open up in the rest of Europe and possibly into the USA. An important consideration for us is to portray the correct 5)_____ – a good-quality electronics firm with modern ideas and up-to-date 6)_____. We want a new image that will be recognised internationally.

B
Right. Design is keen to work with well-known companies like Leclerc Electronics, but we 7)_____ only to accept contracts where we can be sure of providing a top-quality 8)_____, which means we need to have a detailed brief and one contract 9)_____ who remains the same throughout the 10)_____.

A
That sounds reasonable. We should be able to assign….

6. 
Перекладіть поданий абзац українською мовою.

Globalisation is usually defined as a process of growing independence between all people of this planet. People are linked together economically and socially by trade, investments and governance. These links are spurred (spur - стимулювати, спонукати) by market liberalization and information, communication and transportation technologies.

A global economy is an unprecedented phenomenon, not to be confused with economic internationalization. In fact, a world economy has existed since the 16th century, based on the development of international trade, foreign direct investment and migration. The engine of the world economy is the national state.

7. 
Перекладіть подані нижче речення англійською мовою.

1. Мені підпорядковуються п’ятеро людей. 

2. Який номер Вашого телефону? Це мобільний? 

3. Перед цим я був директором. 

4. Потрібно поліпшити умови оплати. 

5. Ви будете платити додаткову платню (гонорар)? 

6. Я не люблю працювати с цифрами. 

7. Я впевнена, що компанія підпише контракт. 

8. Ми заплатимо їм у доларах. 

9. Що ви будете робити, якщо ваша компанія збанкрутує?
10. З кожним днем наша доля на ринку стає менше й менше.
Контрольна робота № 2

Варіант 9

1.
Завершіть наступні речення, використавши ago, long, since, times або already. Речення перекладіть.

1. It’s ages ___ I last visited a theatre.

2. How long ___ was it that you had a vacation?

3. I have ___ finished my financial report.

4. Jack has lost his key three ____ this year.

5. How ___ have you studied audit?

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
This is my second flight to London.

visited


This is the second time _________ London.
2.
The price of gas is now 10% higher than last year. 
risen


The price of _________by 10 % over the past year.

3.
Visiting a car factory is new to me.

never


I _________ a car factory before.

4.
Today is the Joneses twentieth wedding anniversary.
ago


On this day 20 years _________ married.

5.
I didn’t receive the order for a month.

before


It was a month _________ the order.

3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. If the computers get / got damaged during shipping, we’ll make a claim. 

2. The product will be popular provided customers will start / start buying it. 

3. He is going to reserve a room in advance in case the hotels will be / are busy.

4. If nothing goes / went wrong, the monitors will be delivered on time. 

5. If our sales improve, we will not / would not make a loss this year.   

6. If these faxes are not / were not so expensive, we would buy them. 

7. If we have / had capital, we would expand in Latin America much more rapidly. 

8. If I were you I won’t / wouldn’t invest in this project.
9. If the BMWs are / were less expensive, more people would buy them. 

10. If the terms of the contract are / were more favourable, we could sign it.

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	feathers
political
globalisation
free
swap
trade
fiscal
exchange
marketplace
cards


1. Miniature bronze knives, axes, and other tools, used in place of the real tools which served as items of ______ , were circulating in China as early as 1100 bc. 
2. To survive people need to ______ goods and to exchange goods people have to measure their value.

3. To be used as means of ______, objects should be rare.

4. ______ were used as money on some of the islands in the Pacific Ocean because they were beautiful.
5. From the earliest times when commodities such as tobacco and beaver pelts were used as money, to the present when credit and debit ______ are commonplace, money has always played a central role in the American experience.
6. Rich countries and large corporations dominate the global _____ and create very unequal relations of power and information. 
7. Critics of _____ trade point out that many of the world’s richest countries sheltered their economies by protection when they were at the start of their own growth.
8. _____ described as a process by which the people of the world are unified into a single society and functioning together.

9. A _____ year (or financial year) is a period used for calculating annual ("yearly") financial statements in businesses and other organizations.

10. _____ globalisation is the creation of a world government which regulates the relationships among nations and guarantees the rights arising from social and economic globalisation.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	pay
missed
speak
supply
look
agree
ring
go over
think
delivered


Purchaser:
So, can I just 1)_____ what we’ve agreed? You’re going to 2)_____ us with 1000 bottles of still and 2000 bottles of sparkling water, to be 3)_____ directly to the Hotel Splendid in Milan on the 15th of March. The total cost to us will be €456, which we have agreed to 4)_____ in full within 25 working days of receiving the delivery. Have I 5)_____ anything out?
Supplier:
No, I think that’s all. Emily, … oh, one final point we need to 6)_____, I 7)_____, is a suitable delivery time.

Purchaser:
Oh, yes, as I said before, the earlier, the better! Shall we 8)_____ on the phone next week?

Supplier:
Good idea. I’ll 9)_____ you on Tuesday.

Purchaser:
OK. I 10)_____ forward to speaking to you again then. Goodbye!
6. 
Перекладіть поданий абзац українською мовою.

Globalisation is a relatively recent phenomenon that has an enormous influence on the future of our planet. It elicits contradictory reactions from economists, politicians, scientists and ordinary people. In addition to its benefits, globalisation has dangers and risks. It is responsible for environmental problems, the population explosion, extreme poverty, mass unemployment, etc.

But what does globalisation mean for different countries?  Most commentators agree that two types of globalisation are underway in today’s world. One of them (the only one, according to many) is Westernization or rather the imposition of Western norms, values and advances in science and technology as the only recipe for survival in the modern world.

7.
Перекладіть подані нижче речення англійською мовою.

1. Ми не підпишемо контракт, якщо вони не нададуть нам додаткову знижку. 

2. Ми зможемо розпочати цей проект як тільки керівництво вирішить, що це хороша ідея. 

3. Що ви будете робити, якщо вас звільнять? 

4. Одне з головних завдань, які глобалізація ставить перед співдружністю націй – це боротьба з бідністю. 

5. Глобальна економіка – це безпрецедентне явище, його не треба плутати з економічною інтернаціоналізацією. 

6. Глобальна економіка має здатність діяти як єдине ціле.

7. Постачальник рекомендував їм іншого потенційного клієнта.

8. Політика нашої компанії: наша продукція повинна бути доступною кожному покупцю.

9. Ціна за одиницю продукції становить 1000 доларів США.

10. Я б хотів купити у вас комп'ютери та програмне забезпечення.

Контрольна робота № 2

Варіант 10

1.
Завершіть наступні речення, використавши yet, this, time, for або since. Речення перекладіть.
1. This is the first ___ I had an argument with my boss.

2. Sally didn’t get this post but she has never complained about it ever ___.

3. Have you studied the specifications ___?

4. She’s been unemployed ___ three months.

5. I’ve sent the invoice ___ morning.

2. 
Завершіть друге речення так, щоб воно мало таке ж саме значення, як і перше, використавши подане слово (подане слово змінювати не можна). 
Example:
I started to work as an accountant in 2005.    
been


I have been an accountant for 3 years.

1.
I haven’t had a promotion for ages.
since


It’s ages_________ a vacation.
2. 
I’m on the tenth page of the report I’m reading. 
 twenty

So far I _________pages of this report.


3. 
It’s over thirty years since I joined BP.
for

I have _________ more than thirty years.

4.
The last time I saw Michael was in 2003.
seen

I haven’t _________ since 2003.
5.
There is a definite improvement in your work.   
has

Lately your work _________ improved.
3.  
Виберіть вірний варіант з виділених курсивом слів. Речення перекладіть.

1. I’m leaving now, I will be back at 7, if the traffic is not / won’t be too bad. 

2. What would you do, if you invent / invented a new product?
3. If you loose / lost a laptop, what will you do? 

4. If I am / were you, I would join Microsoft. 

5. If we dump / dumped some of the wastes in the river we will poison the surrounding wild life.

6. What would he do, if he is / was redundant? 

7. If company shares grow / will grow at 8% a year, they will be worth $ 25,000.
8. If our company loses / lost this contract, it will become bankrupt. 

9. If everyone contributed 10% of their salaries to charity, there will / would be no poverty. 

10. What laws would you change, if you are / were in Parliament?

4. 
Заповніть пропуски, використовуючи слова, подані в рамці.
	transportation
capital
value
objects
currency
investment
growth
bills
exchange
precious


1. At first, people used _______ metals such as gold and silver, to make coins.
2. Today, our _______ is a mixture of coins and paper money.
3. Before metal coins and paper _______ existed, people used a lot of unusual things to buy what they needed.
4. The smaller sized bills are worth less money. This makes it easier for people to tell the _______ of their money at a glance.
5. Today, unprecedented changes in communications, _____, and computer technology have given the globalisation process new impetus.

6. It was difficult to ______ with such objects as whale teeth, salt and grain as it was difficult to measure their value.

7. Feathers were the lightest _____ ever used as money.
8. The Foreign Direct _____ by the Multinational Corporation may take the form of acquisition of an existing company, or of “greenfield” investment which develops a new productive activity.

9. After WWII, the Western capitalist nations enjoyed economic _____ and rising standards of living, although inflation and unemployment continued to be intermittent problems. 

10. _____ markets (where stocks and bonds are traded) are used by companies to raise additional funds.

5. 
Завершіть діалог, використовуючи слова, подані в рамці. 

	need
agree
add
covered
require
know
recap
offer
use
contact


A
I think we’ve finally decided on a delivery service for our company to 1)_____ in future. So, let’s 2)_____ what we’ve agreed. Out of the three delivery companies that were suggested, we’ve decided against LMP Mail as they are too dear. Despatch-2-u don’t 3)_____ a same-day delivery service, which we 4)_____, so they’re out. So, we’ve agreed to use Go Places, which offers the range of services we 5)_____ at reasonable rates. Do you have anything to 6)_____? Teresa?

T:
No, I 7)_____.
A:
Lucas?

L:
No, I think you’ve 8)_____ everything.

A:
Good, so, as agreed, Lucas, you’ll 9)_____ the delivery companies concerned and tell them our decision. I’ll e-mail the rest of the team and let them 10)_____. If that’s all, thank you all for your time.
6. 
Перекладіть поданий абзац українською мовою.

Ukraine has a highly advantageous geopolitical location, which it must exploit fully. Currently, the Ukrainian economy is completing the first stage of its transition to stabilization, establishing the legal and institutional framework of an open market-oriented system.

Success in this enterprise depends on taking advantage of opportunities and on a pragmatic approach in foreign affairs. Integration with Europe is the foundation for addressing key priorities such as strengthening national security, ensuring economic progress, consolidating democratic values and human rights, and conducting an efficient regional foreign policy.  It is important also to encourage international cooperation in science, culture and education, and in particular the participation of Ukrainian intellectual and creative circles in common regional and global projects.
7. 
Перекладіть подані нижче речення англійською мовою.

1. Глобалізації сприяло винайдення нових технологій, особливо в сфері телекомунікацій.
2. Деякі люди вважають, що глобалізація призводить до більшої кількості робочих місць, вищої заробітної плати та кращого рівня життя.
3. Глобалізація – двосторонній процес: капітал надходить в країни та виходить із країн.
4. Переговори потребують ретельної підготовки.

5. Під час переговорів краще казати «якщо» замість «ні».

6. Домовляючись («торгуючись»), віддавайте те, що не є цінним для вас, але \ цінним для іншої сторони.

7. Кожна країна має свою власну валюту.

8. Окрім грошей, функцію збереження багатства можуть виконувати банківські рахунки, колекції монет, антикваріат.

9. І монети і паперові гроші мають номінальну вартість.
10. Найбільш сприятливі фінансові ринки приваблюють інвесторів, які сподіваються максимально збільшити свої доходи.
ДОДАТОК

PRESENTATIONS

Presentation is a short talk by one person to a group of people introducing and describing a particular subject (for example: a new product, company figures or a proposed advertising campaign).

Basics of presentation

· preparation

· structuring

· language

· visual aids

Preparation

Good preparation is very important. Good preparation and planning will give you confidence. Your audience will feel your confidence and have confidence in you. This will give you control of your audience and of your presentation.

Consider these points when preparing:

Objective 
'Why am I making this presentation?' Your objective should be clear in your mind.

Audience 
'Who am I making this presentation to?'
How many people? Who are they? Business people? Professional people? Political people? Experts or non-experts? A small, intimate group of 4 colleagues or a large gathering of 400 competitors?

Venue 
'Where am I making this presentation?'
A small hotel meeting-room or a large conference hall? Facilities and equipment? Seating arrangements?

Time and length 
'When am I making this presentation and how long will it be?'

Method 
'How should I make this presentation?'
Formal or informal? Lots of visual aids or only a few? With or without anecdotes and humour?

Content 
'What should I say?'
Include only relevant information. Create a title for your presentation. The title will help you to focus on the subject. Prepare your visual aids, if any.

Structure

Organise your presentation in a logical structure. Most presentations are organised in three parts, followed by questions:

1 Introduction

· welcome your audience

· introduce your subject

· explain the structure of your presentation

· explain rules for questions

2 Main body of presentation

· present the subject itself

3 Conclusion

· summarise your presentation

· thank your audience

· invite questions

+ Questions

Language

Simplicity and Clarity 

If you want your audience to understand your message, your language must be simple and clear:

· use short words and short sentences

· do not use jargon, unless you know that your audience understands it

· talk about concrete facts rather than abstract ideas

· use active verbs instead of passive verbs

Equipment

Your most important piece of equipment is YOU! Check your personal appearance carefully.

Overhead Projector

The overhead projector (OHP) displays overhead transparencies (OHTs or OHPTs). It has several advantages over the 35mm slide projector:

· it can be used in daylight

· the user can face the audience

· the user can write or draw directly on the transparency while in use

Whiteboard

The whiteboard is a useful device for spontaneous writing – as in brainstorming, for example. For prepared material, the OHP may be more suitable.

Duster

The duster is used for cleaning the whiteboard.

Markers

Markers are used for writing on the:

· whiteboard (delible – you can remove the ink)

· flipchart (indelible – you cannot remove the ink)

Flipchart

The flipchart consists of several leaves of paper that you 'flip' (turn) over. Some people prefer the flipchart to the whiteboard, but its use is limited to smaller presentations.

35mm Slide Projector

A slide projector must be used in a darkened room. Most slide projectors take 35mm transparencies or slides, but projectors for 6x6cm slides are also available.

Notebook Computer

The notebook computer is often used with an overhead projector, to project an image from the computer screen onto the wall screen.

Handouts

Handouts are any documents or samples that you 'hand out' (distribute) to your audience. It is not usually a good idea to distribute handouts before your presentation. The audience will read the handouts instead of listening to you.

Presenting at a glance

	Introduction

	Great
	Good morning everyone. Thank you for coming today.

	Introduce yourself
	My name is…(Andrew White). I’m a…(controller) for…(ABC).

	State objective
	As you know, today I’m going to talk about…

	Outline structure
	My presentation will cover 3 main points: 

1. _____

2. _____

3. _____

	Timing
	My talk will last about…(15 minutes).

	Questions
	Please interrupt at any time if you have any questions.

	Link
	OK. To begin I’d like to look at…


	Main Body

	Part one
	So, the First Part of my presentation is…

	Closing first part
	So, that’s all I have to say on the First Point. Any questions on that?

	Opening part two
	OK, let’s move to the Second Section which I have called…

	Sequencing
	There are three questions to look at here: Firstly… Secondly….Finally…

	Closing / moving on
	OK, that’s everything on Part Two. I will now move to Part Three.

	Highlighting
	Here I would like to highlight two items.

	Using a visual
	As you can see on this chart…

	Recommending
	I would suggest…

	Digressing
	Could I digress for a second?

	Returning
	Let me now return to…

	Closing
	OK, that’s all I wanted to say on Part Three.

	Ending

	Signal end
	That brings me to the end of my presentation.

	Summarise
	· To sum up, I talked about __________

1. _____

2. _____

3. _____

	Conclude
	That concludes my presentation.

	Invite questions
	Do you have any questions?

	Handle questions positively
	That’s a good question.

	Closing
	I’m sorry we are out of time.  

	Thanking
	Thank you very much for your attention.


COMPETITION
Competition, in economics, conditions that are present in markets where buyers and sellers interact to establish prices and exchange goods and services. Economic competition is the means whereby the self-interest of buyers and sellers acts to serve the needs of society as well as those of individual market participants. Society is served when the maximum number of goods is produced at the lowest possible prices.

Perfect Competition 
The theoretical ideal developed by economists to establish the conditions under which competition would achieve maximum effectiveness is known as “perfect” competition. Although rarely possible, perfect competition, as a concept, provides a useful benchmark for evaluating performance in actual markets. 

Perfect competition requires that the following five parameters be fulfilled. 

1. Atomicity   An atomistic market is one in which there are a large number of small producers and consumers on a given market, each so small that its actions have no significant impact on others. Firms are price takers, meaning that the market sets the price that they must choose. 

2. Homogeneity   Goods and services are perfect substitutes; that is, there is no product differentiation. 

3. Perfect and complete information   All firms and consumers know the prices set by all firms.

4. Equal access   All firms have access to production technologies, and resources (including information) are perfectly mobile. 

5. Free entry    Any firm may enter or exit the market as it wishes. 

Workable Competition 
The absence of perfect competition in most markets led to a search for a more realistic alternative to evaluate performance in specific instances. Among the best-known alternatives is the concept of “workable” competition, developed by the American economist John M. Clark in 1940. Clark recognized that in most industries the number of business firms is not so great as to preclude an individual firm from having some power to influence market prices and conditions. In addition, participants rarely have complete knowledge of market conditions. According to Clark, however, departures from the ideal of perfect competition often are not great enough to warrant government intervention into the market (through antitrust action or direct regulation) in order to improve the situation. Competition may be workable in the sense that the results achieved are roughly comparable to what is supposed to happen under the theoretical ideal of perfect competition. The chief drawback to the workable-competition concept is its vagueness; no precise criteria have been developed to determine when workable competition actually exists.

Imperfect competition

In economic theory, imperfect competition, is the competitive situation in any market where the conditions necessary for perfect competition are not satisfied.

Forms of imperfect competition include:

· Monopoly, in which there is only one seller of a good. 

· Oligopoly, in which there is a small number of sellers. 

· Monopolistic competition, in which there are many sellers producing highly differentiated goods. 

· Monopsony, in which there is only one buyer of a good. 

· Oligopsony, in which there is a small number of buyers. 

Summary

Competition in business is the effort of two or more parties acting independently to secure the business of a third party by offering the most favourable terms. Seen as the pillar of capitalism in that it may stimulate innovation, encourage efficiency, or drive down prices, competition is touted as the foundation upon which capitalism is justified. According to microeconomic theory, no system of resource allocation is more efficient than pure competition. Competition, according to the theory, causes commercial firms to develop new products, services, and technologies. This gives consumers greater selection and better products. The greater selection typically causes lower prices for the products compared to what the price would be if there was no competition (monopoly) or little competition (oligopoly).

However, competition may also lead to wasted (duplicated) effort and to increased costs (and prices) in some circumstances. Similarly, the psychological effects of competition may result in harm to those involved.

TELEWORKING
Teleworkers are people who work for companies, but not in companies. That is to say, they do company work at home, usually on computers.

Teleworkers communicate with their supervisors by telephone or fax. They usually transfer information from their own computer to the office computer by electronic means. Some companies also give video phones to their home workers so they can see colleagues when they speak to them.

Teleworking is becoming popular in Ukraine. There are many reasons for this increase. The biggest advantage for companies is that teleworking reduces their running costs. Fewer employees at work means less office space. Also, computers are now quicker and easier to use, and the price has fallen sharply. For a company which needs more manpower, one of the cheapest solutions can be to train employees in computer skills and to give them a personal computer to use at home.

But before you apply for a job as a teleworker, you should ask yourself if it is really the best situation for you. Bill Farrar, who works for a big paper recycling company, hasn't enjoyed his last three months at home. 'I often fall asleep at the computer because I don't have anybody to talk to,' he says. 'So, at lunchtimes, I often go to the nearest bar – which is just at the end of my road – and then the afternoon is gone!' Next week, he's starting a new job in a company where there are five people in one small office. 'I can't wait!' he says.

Current trends

Teleworkers need not necessarily work from the home. A more recent extension of teleworking is distributed work. Distributed work entails the conduct of organizational tasks in places that extends beyond the confines of traditional offices. It can refer to organizational arrangements that permit or require workers to perform work more effectively at any appropriate locations, such as their homes and customers' sites – through the application of information and communication technology. An example is financial planners who meet clients during lunchtime with access to various financial planning tools and offerings on their mobile computers, or publishing executives who recommend and place orders for the latest book offerings to libraries and university professors, among others. 

Summary

Advantages of teleworking

· Teleworking options increase the employability of marginalised groups, such as mothers with small children, the handicapped and people living in remote areas. 
· Teleworking can ensure that a company is virtually open for business around the clock. 
· Teleworking has also enabled offshore outsourcing.
· Teleworking has actually forced service providers to increase network performance, improve reliability, architecture, and their strategies.
· Teleworking allows for travel avoidance that saves on time, traffic jams, office and parking space; and, therefore, results in cost savings for the employer. 
· Teleworking provides employee flexibility, eases the working parent's burden, increases employee productivity, and reduces absenteeism.
· Virtual offices allow employers to keep valuable employees, allow employers to hire employees otherwise not available, and have facilitated productive re-engineering of order-management and customer service processes.
· From an environmental point of view, if 10 % of the workforce teleworked once a week, we'd save more than 1.2 million gallons of fuel, resulting in 12,963 tons of avoided air pollution. 
Disadvantages of teleworking

· Teleworking has come to be viewed as more a complement rather than a substitute for work in the workplace. 

· Intranet access for the teleworker may be slow due to telephone or modem connections and may be blocked for security reasons. Remote use of groupware, browsing, and downloading may be excruciatingly slow; and therefore, the capacity for work over a telephone line is greatly reduced, although the advent of broadband is changing this limitation. 

· As for the life of the home teleworker, fellow employees in the home office sometimes resent home teleworkers. The home teleworker becomes socially isolated and further job advancement is more difficult to achieve. Work hours at home can either be not enough or too much, and there may be too many distractions at home. 

· Employers risk loss of data confidentiality and integrity because of the lack of access control in the home office. 

· Certain office functions such as corporate culture, loyalty, communication, access to people, and managerial control have yet to be replaced by the virtual office. 

· Lastly, the cost of computing at the main office is increased.

MEETINGS
In a meeting, two or more people come together for the purpose of discussing a (usually) predetermined topic such as business or community event planning, often in a formal setting.
In addition to coming together physically (in real life, face to face), communication lines and equipment can also be set up to have a discussion between people at different locations, e.g. a conference call or an e-meeting.

Meetings are vital for management and communication. Properly run meetings save time, increase motivation, productivity, and solve problems. Meetings create new ideas and initiatives. Meetings diffuse conflict in a way that emails and memos cannot. Meetings are effective because the written word only carries 7% of the true meaning and feeling. Meetings are better than telephone conferences because only 38% of the meaning and feeling is carried in the way that things are said. The other 55% of the meaning and feeling is carried in facial expression and non-verbal signals. That's why meetings are so useful.
The main types of meetings are:

· Decision making meeting

· Information giving meeting

· Spontaneous / emergency meeting

· Routine meeting

· Internal meeting

· Customer / Client / Supplier

· first meeting

· established relationship

Meeting aims include:

· giving information 

· training 

· discussion 

· generating ideas 

· planning 

· workshops 

· consulting and getting feedback 

· crisis management 

· setting targets and objectives 

· setting tasks and delegating 

· making decisions 

· motivating 

· finding solutions / solving problems

· performance reporting / assessment

· special subjects – guest speakers

Meetings consist of a chairperson and participants. Both have specific responsibilities to guarantee that a meeting is effective. A combination of language and general communication skills is essential.

The process

Before the meeting takes place, it is important to invite participants to propose items or points for the agenda. Drawing up the agenda is usually the responsibility of the secretary or the chair. When the chair opens the meeting, it is usual to run through the agenda quickly. The first item is usually Matters Arising, to allow participants to go through the minutes of the previous meeting. After this, the discussion of the other points can begin. During the discussion, participants make recommendations and proposals in order to solve problems. If the meeting is scheduled for a whole day, it is typical to take breaks and to adjourn for lunch. Of course, it is necessary to resume [start again] after lunch. In the middle of the afternoon, participants often ask for a time out if they are feeling tired. At the end of the meeting, the last or next-to-last point is often AOB (Any Other Business) which gives participants the opportunity to raise other issues not included in the main agenda. During the meeting someone is nominated to take the minutes and after the meeting this person will write up the minutes for circulation to the other participants before the next meeting. Finally, the chair will close the meeting.

MONEY


Money is any medium of exchange that is widely accepted in payment for goods and services and in settlement of debts. Money also serves as a standard of value for measuring the relative worth of different goods and services. The number of units of money required to buy a commodity is the price of the commodity.

The most important types of money are commodity money, fiat money, and credit money. The value of commodity money is about equal to the value of the material contained in it, usually gold, silver, and copper.  Until the 18th and 19th 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. Most governments now issue paper money in the form of bills, which are really "promises to pay". Such money is known as fiat money. Paper money is obviously easier to handle and much more convenient in the modern world. Credit money is paper backed by promises by the issuer, whether a government or a bank, to pay an equivalent value in the standard monetary metal. Both the fiat and credit forms of money are generally made acceptable through a government decree that all creditors must take the money in settlement of debts; the money is then referred to as legal tender.

Nowadays checks and credit cards are being used increasingly. At present, paper bills and coins are less widely used as a means of payment than checks and electronic transfers and it is possible to imagine a world where "money" in the form of coins and paper currency will no longer be used.

Functions of Money

Money is something which people generally accept in exchange for a good or a service. Money performs four main functions:

· a medium of exchange for buying goods and services; 

· a unit of account for placing a value on goods and services; 

· a store of value when saving; 

· a standard for deferred payment when calculating loans. 

Properties or Characteristics of Money
Any item which is going to serve as money must be:

· acceptable to people as payment; 

· scarce and in controlled supply; 

· stable and able to keep its value; 

· divisible without any loss of value; 

· portable and not too heavy to carry. 

PAY. MOTIVATION

Pay is a reward people receive for the work done. 

Virtually every study on the importance of pay compared with other potential rewards has shown that pay is important. It consistently ranks among the top five rewards. 

Companies have developed various compensation systems and practices to achieve pay satisfaction and motivation. The traditional view of managers and compensation specialists is that if the right system can be developed it will solve most problems. 

Rewards and Motivation


From the organisation's point of view, rewards are intended to motivate certain behaviours. The following conditions are necessary for employee motivation.

1. Employees must believe effective performance (or certain specified behaviour) will lead to certain rewards. For example, attaining certain results will lead to a bonus or approval from others.

2. Employees must feel that the rewards offered are attractive. Some employees may desire promotions because they seek power, but others may want a fringe benefit, such as a pension, because they are older and want retirement security.

3. Employees must believe a certain level of individual effort will lead to achieving the corporation’s standards of performance.


As indicated, motivation to exert effort is triggered by the prospect of desired rewards: money, recognition, promotion, and so forth. If effort leads to performance and performance leads to desired rewards, the employee is satisfied and motivated to perform again.


Rewards fall into two categories: extrinsic and intrinsic. Extrinsic rewards come from the organisation as money, perquisites, or promotions or from supervisors and co-workers as recognition. Intrinsic rewards accrue from performing the task itself and may include the satisfaction of accomplishment or a sense of influence. The process of work and the individual's response to it provide the intrinsic rewards. But the organisation seeking to increase intrinsic rewards must provide a work environment that allows these satisfactions to occur, therefore, more organisations are redesigning work and delegating responsibility to enhance employee involvement.

NEGOTIATING

In simplest terms, negotiation is a discussion between two or more disputants who are trying to work out a solution to their problem. This interpersonal or inter-group process can occur at a personal level, as well as at a corporate or international (diplomatic) level. Negotiations typically take place because the parties wish to create something new that neither could do on his or her own, or to resolve a problem or dispute between them. 

Types of negotiations

There are three main types of negotiations:

1. The win-win format: two parties try to find a mutually beneficial agreement and establish the basis for a lasting relationship.

2. Both teams look more for independent advantage with less emphasis on a long-term relationship.

3. The win-lose format: when two sides see their counterparts as opponents.

Planning negotiations
Effective planning is crucial to meeting negotiation objectives. If the parties are to reach a stable agreement, specific events must take place before the parties ever come to the table.

1. Parties must frame the problem, and recognize that they have a common problem that they share an interest in solving. 

2. In the early stages of framing, negotiators must also determine their goals, anticipate what they want to achieve, and prepare for the negotiation process. The combined list of issues and priorities from each side determines the negotiation agenda. 

3. After assembling issues on an agenda, the negotiators must prioritize their goals and evaluate the possible tradeoffs among them. 

4. Planning involves assessing the other party's priorities and interests and trying to get a better idea of what that party is likely to want. .Don’t forget the cultural peculiarities of the other side!

5. Planning for negotiation also involves the development of supporting arguments. Negotiators must be able to present supporting facts and arguments, anticipate how the other side will respond to these arguments, and respond to the other party's claims with counter-arguments. 

6. Work out different scenarios ahead of time. Being caught by surprise will NOT strengthen your position! Think through all the different possibilities which may eventuate and plan for each and every one of them. 

7. Set up the negotiation meeting itself, if this is appropriate. If you can choose the time and the place, you can add further control over the tone of the meeting.

8. Invite the other party to the negotiation meeting.

The negotiating process

After small talk to establish a good rapport, both groups normally present their opening position. However, strategies and tactics have been prepared and there is usually room to maneuver. Parties will prepare an ideal position but will be prepared to make concessions and move to a fallback position to meet the required conditions. Proposals and counter-proposals will be made as part of this process. It may also be necessary to identify and overcome obstacles to a settlement. After a great deal of bargaining or haggling, both parties should compromise without losing face. Finally, a deal will be reached and a contract will be signed.

GLOBALISATION

Although the term globalisation has become a buzzword with different meanings to different people, there does not appear to be any precise, widely-agreed definition.  Most agree it refers to the increasingly rapid movement of goods, services, capital, people and information around the world. Much of this increased pace has resulted from technological advances such as the Internet. However, the most common or core sense of economic globalisation surely refers to the observation that in recent years a quickly rising share of economic activity in the world seems to be taking place between people who live in different countries (rather than in the same country). This growth in cross-border economic activities takes various forms: 

International Trade
A growing share of spending on goods and services is devoted to imports from other countries. And a growing share of what countries produce is sold to foreigners as exports. 
Foreign Direct Investment (FDI)
Firms based in one country increasingly make investments to establish and run business operations in other countries. Overall world FDI flows more than tripled between 1998 and 2008 and the share of FDI to GDP is generally rising in both developed and developing countries. This is now the largest form of private capital inflow to developing countries. 

Capital Market Flows
In many countries (especially in the developed world) savers increasingly diversify their portfolios to include foreign financial assets (foreign bonds, equities, loans), while borrowers increasingly turn to foreign sources of funds, along with domestic ones. While flows of this kind to developing countries also rose sharply in the 2000s, they have been much more volatile than either trade or FDI flows, and have also been restricted to a narrower range of ‘emerging market’ countries.

The best way to deal with the changes being brought about by the international integration of markets for goods, services and capital is to be open and honest about them. Globalisation brings opportunities, but it also brings risks. Advocates for globalisation say that it drives human progress and worldwide economic growth, and they are convinced the emergence of a global market economy will bring unprecedented prosperity to millions. Critics say that without proper rules and restraints, economic globalisation will cause profound consequences affecting democracy, human welfare, local economies and the natural world.
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