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BCTVYII

Y wmam dac mepen ManOyTHIMH (DaxiBIIMHU CTaBUTHCS 3aBIaHHS HE TUIBKH
OBOJIOJIITH HABUYKAMHU Ta BMIHHSIMHM CIIUIKYBaHHS 1HO3€MHOIO MOBOIO, aje il HaOyTH
crieliayibHUX 3HaHb 3a (axoMm. OcCkiIbKM HaB4yanbHa nucuuriuiiHa «lIpodeciiino-
OpIEHTOBAHUM MPAKTUKYM 1HO3EMHOIO MOBOIO» 33 CBOEIO METOIO € IHTErPATUBHOIO, a 32
OPEIMETHUM 3MICTOM — MDKIUCIUIUTIHAPHOIO, BOHA MAa€ CIPHUATH PO3IIUPEHHIO
OCBITHBOT'O KPYT0O30py CTYJAEHTIB, colliaiizaiii ocoOucTocTi MaiOyTHIX (axiBIliB,
MIJTOTOBII 1X JI0 )KHUTTSA B YMOBaX 0araToHalliOHaJIbHOTO Ta MOJIIKYJIBTYPHOT'O CBITY.

MeroanuHi peKoMeHaallli 0 MpakKTUYHKUX 3aHATh 3 auctuiuiinu «IIpodeciiino-
OpIEHTOBAaHUN MPAKTHUKYM 1HO3EMHOIO MOBOIO» pO3po0JieH1 BIAMOBIAHO /10 cuiiadyca
auctuiuiia «IIpodeciiiHo-opleHTOBaHUI TPAKTUKYM 1HO3EMHOIO MOBOIOY.

Meroto Bukiananss kypey «lIpodeciiiHo-opieHTOBaHMI MPAKTUKYM 1HO3EMHOIO
MOBOIO» € (opMyBaHHS NMPO(DECIiHO-OPIEHTOBAHOT KOMYHIKATUBHOI KOMITETEHITIT JIst
3a0e3nedyeHHs] €(QEeKTHMBHOIO 3aCTOCYBaHHS, CHUIKYBaHHA B  aKaJeMIYHOMY,
npodeciiHoMy, HayKOBOMY, a TaKOX y NOOYTOBOMY, COLIOKYJIbTYPHOMY Ta I1HIIMX
CepeIOBHINAX.

[IporoHoBaHe BHUIaHHA CIIPSMOBAaHE HAa IPYHTOBHE 3aCBOEHHS aHTIIIACHKOI MOBH
npodeciiiHoro crnpsiMyBaHHs. BiH Mae Ha MeTI CIpUATH OMAHYBAHHIO CTYJEHTaMU
Cy4yacHOIO0 JIEKCHKOIO B Tally3i (piHAHCIB, OaHKIBCHKOi CITpaBH, CTpaxyBaHHS Ta
(hOHAOBOTO PUHKY, BUBYCHHIO OCHOBHUX IMOHATH Ta KOHIICTI{IH, PO3yMIHHIO IPUHITUIIIB
(GYHKIIIOHYBaHHS €KOHOMIYHUX CUCTeM 1 cTpyKTyp. [llupoke oxoreHus npodeciiHoi
TEMaTUKH JIO3BOJISI€ HAWOUIbII ITOBHO BHUIIIUTH HaBYAIBHUN TEPMIHOJOTTUHHI
CJIOBHUK.

MetoauyHi pexkoMeHJallli BKJIKOYAIOTh IIICTh TEM, SIKI OXOIUIIOIOTH OCHOBHI
acriekTu (iHaHCiB, OaHKIBCHKOI CIIpaBH, CTpaxyBaHHs Ta (oHI0BOTO pUHKY (INsurance,
Banking, Money and Monetary Policy, Taxation, Stock Exchange etc.). Takox
PO3TISAAAIOTECS  OCOOJIMBOCTI JIJOBOTO JIMCTYBAaHHSI 1HO3E€MHOIO MOBOIO, J1JIOBOTO
MOBJIEHHS, MIATOTOBKA JAOIMOBIJIEH Ta BUCTYIY HA HAYKOBUX KOH(EPEHIIISIX, HATMCAHHS
HayKOBHUX CTaTeil Ta aHOTaIlH.

3MiCT pO3/1IiB BIAMNOBIIa€ TEOPETUUHOMY MaTepiaiy, SKUil CTYJeHTH BUBYAIOTh
Ha 3aHATTSIX 13 cremnianbHocTl. Po3ainmm mociOHnka moOym0BaHO TaKUM YHMHOM, II00
CTYJIGHT MaB 3MOTY 30CEPEAUTHCS Ha PI3HUX BHUJAX MISUIBHOCTI, TAKUX SK YWTAHHA,
MOBJIEHHS (J1a7IOT1YHOTO 1 MOHOJIOT1YHOTO), TUCHMO T4 BUKOHAHHS CUCTEMH JICKCUIHHUX
BIpaB, sKi cropsiMoBaHi Ha ¢opMyBaHHS 0a30BUX KOMIMETEHIN mpodeciitHol
1HIIIOMOBHOI KOMYHIKaIlii, 0 3a0e3Me4y0Th €()eKTUBHE YCHE 1 TUChMOBE CIILIIKYBaHHS
y MaifOyTHiX (h1IHAHCHUCTIB.

OcHOBHMMH 3aBAaHHSIMU BHBYEHHsS aucuuiuiinu «lIpodeciiino-opieHTOBaHUI
MPaKTUKYM 1HO3EMHOIO MOBOIOY €:

— IPAKTUYHE OBOJIOJIIHHS TEPMIHOJIOTTYHOIO Ta 3arajibHOMOBHOIO JIEKCUKOIO;

— HaOyTTS HaBUYOK YMTAHHS, YCHOTO 1 MUCHbMOBOTO MEPEKJIay OpPUTTHAIbHHUX
TEKCTIB Mpo(deciiHOro CpsiMyBaHHS;

— HaOYyTTS YMIHHS BECTH O€Ciy Y MeKaX BUBUYEHOT TEMATHUKU;



— HaOyTTsl yMIHHS MPOBOAUTH HAYKOBE JTOCIIJKEHHS 3 BUKOPUCTAHHSIM J[Kepes
1HO3EMHOIO0 MOBOIO.

Y pe3ynbTaTi BUBYCHHS HABYAJIbHOI IUCHUIUTIHY CTYACHT IOBUHEH HA0YTH TaKUX
MPOrpaMHUX PE3yJIbTATIB HABYAHHS Ta KOMIIETEHTHOCTEH!

[TP05. BinbHO chiiKyBaTHCS 1HO3EMHOIO MOBOIO YCHO 1 TUCHMOBO 3 MPOQeCiitHIX Ta
HAyKOBHX MUTaHb, IPE3EHTYBATH 1 00TOBOPIOBATH PE3YIbTATU JOCIIIKEHb.

CKOS. 3partHicTe OIHIOBaTH MEX1 BIacHOi (axoBOi KOMIIETEHTHOCTI Ta
MiABUILYBaTH NpodeciiiHy KBamidikariiio.

3K02. 3gaTHICTh CHIJIKYBATHCS 1HO3EMHOIO MOBOIO.

3K06. HaBuuku M13k0cOOMCTICHOT B3aeMO/Iii.

3K08. 3naTHICTh NpaIfoBaTH B MIKHAPOTHOMY KOHTEKCTI.

BianoBiiHO A0 CTPYKTYPHO-JIOTIYHOI CXEMH OCBITHBO-TIPOGECIHHOI ImporpamMu
«®Dinancu 1 kpeaur» Kype «IIpodeciiiHO-Opi€HTOBAaHUN TMPAKTUKYM 1HO3EMHOIO
MOBOIO» TEMaTHYHO MOB’A3aHUM 3 Takumu jaucuuiuniHamu:  «llomaTkoBuit
MeHeDKMeHT»; «Ctpareriune ympaBliHHS»; «CydacHi TeHACHIT Tio0amizamiiy;
«|HHOBaLIMHUI PO3BUTOK MIANPUEMCTB»; «YTPaBIiHHS (DIHAHCOBOIO CaHALIEI0 Ta
O0aHKPYTCTBOM MIANPUEMCTB»; «bBaHKIBCBKHI MeHeKMEHT»; «(CBITOBa OaHKIBChKa
THAYCTPISD».

BiAnoBinHO 10 CTPYKTYPHO-JIOTIYHOI CXEMHU OCBITHBO-NPOQECIHHOT MporpamMu
«®i"aHcH 1 KpeauT» 3HaHHA 3 aucuuIiuliHA «IIpodeciiiHO-0pieHTOBAHMI TPAKTUKYM
1HO3EMHOI0 MOBOIO» 3a0e3MeuyloTh OCHOBY JJii BHUBUEHHS TAaKUX HABYAIBHUX
muciuiuiid:  «®iHancu  €Bponelicbkoro  Corozy»; «MDKHapOIHI PO3PAXYHKOBI 1
BaJIIOTHI onepartlii»; «IlogaTkoBi cuctemMu 3apyOoiKHUX KpaiHy.

VY nporieci HaBYaHHS CTYACHTH OTPUMYIOTh HEOOX1AH1 3HAHHSI T11]] 4aC BUKOHAHHS
MPAKTUYHUX 3aBJaHb. TakoX BEJMKE 3HAYEHHS B MPOLIECI BUBUEHHS Ta 3aKPIIICHHS
3HaHb MA€ CaMOCTIiHAa poOOTa CTY/ICHTIB.

[Ticns BuBueHHs Kypcey «lIpodeciiino-opieHTOBaHMI MPAKTUKYM 1HO3EMHOIO
MOBOIO» CTYJEHTH IOBUHHI OBOJIOAITH MpPAKTUYHUMU HaBUYKaMH CIIJIKYBaHHS
1HO3€MHOI0O MOBOIO 1O (p)aXxOBHM MHUTAHHSIM, HAMMCAHHS AUIOBUX JIUCTIB 1HO3EMHOIO
MOBOIO, YCHOTO CIUJIKYBaHHSI 1HO36MHOIO MOBOIO, MiJATOTOBKH JOMOBiJEH Ha HAyKOBI
KOH(epeH1li, HAaMCaHHA HayKOBHUX CTaTeil Ta aHOTAlll 1HO3EMHOIO MOBOIO.

[IpornoHoBaHe BUJIaHHS CHIPUSITUME palllOHAJIbHIN OpraHi3alli poOOTH CTYIEHTIB
HA TPAaKTUYHUX 3aHSITTAX.
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TOPIC 1. SCIENTIFIC AND PROFESSIONAL (PROFESSIONAL)
TERMINOLOGY IN A FOREIGN LANGUAGE IN THE FIELD OF FINANCE,
BANKING AND INSURANCE.

Merta: BuBuuMTH TpodeciiiHy TEepMIHOJOTi0 B ramy3i (piHaHCiB, OaHKIBCHKOI
CIpaBH, CTpaxyBaHHS Ta (OHIOBOro puHKY. OmnaHyBaTH HaBUYKU MEpeKIaLy
CHeIlaJIbHUX TEKCTIB B ramy3i (iHaHCiB, OaHKIBCHKOI CIpaBH, CTpaxyBaHHS Ta
(GOHIOBOTO PUHKY.

I[;1aH BUBUEHHA TEMU

Unit 1.1. Insurance.

Unit 1.2. Stock exchange.

Unit 1.3. Taxation.

Unit 1.4. Banking.

Unit 1.5. Money and monetary policy.

Unit 1.6. Central bank and financial institutions.
Unit 1.7. Enterprise. Profits and losses.

Unit 1.8. Job hunting.

NGO~ WDE

MeToan4Hi BKa3iBKH 10 BUBYCHHSA TeMH

BHBUMTH OCHOBHI TIOHATTS aHTJIiHChKOI0 MoBOIO (Active VVocabulary).

[Mpountatn ¢daxoBi Tekctu (TEXTS FOR READING), ckmactd CIOBHHK
OCHOBHHUX TEPMIHIB, sIK1 3yCTPI14alOThCS B TEKCTI ( 00csroM 12-18 JeKCUYHUX OTUHUILB).
[lepeknactu TEKCT, 3aCTOCOBYHOYM (haxOBY TEPMIHOJOTIO. SIKII0O BUKOPUCTOBYETHCS
aBTOMATUYHHN MepeKaaad, BiApeaaryBaT TeKCT.

Oo6roBopuTtu TekcT y rpymi. Ckiactu 5 nuTaHb J0 TEKCTA.

Bukonaru npaktuusi 3aBnands (PRACTICAL PART).

[MizroryBatu nmomoBigs mo mnpodiaemuomy nuranHio (OVER TO YOU) Tta
MPEACTAaBUTH HAa MPAKTUYHOMY 3aHATTI. HagaTu BiAMOBiJI HA MUTAHHS MO JOMOBII.
O6c¢sr nonosiai 200-250 cais.

UNIT 1.1. INSURANCE

rd

Active Vocabulary

Actuary AxTyapiit Insurance tariff CtpaxoBuit Tapud

Deposit insurance  Jlenmo3uTHe cTpaxyBaHHS Insured 3acTpaxoBaHHii

Flight insurance ABiartiiiHe cTpaxyBaHHS Insuredal reserves CtpaxoBi pe3epBu

Indemnify BinmkoayBaHHs 30UTKIB Insurer CTpaxoBHK

Insurable interest CrpaxoBuii iHTEpEC Liability insurance CrpaxyBaHHs
BIZIIIOBIJAJIBHOCTI

Insurable value CrpaxoBa oOIliHKa Life insurance/ assurance  CtpaxyBaHHS )KUTTS

Insurance CrpaxyBaHHS Non-life insurance PusnkoBe cTpaxyBaHHs

Insurance agent CrpaxoBuii areHT Policyholder CrpaxyBaJbHUK
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Insurance CrpaxoBuii cepTrdikaT Portfolio of insurance CrpaxoBuii moprdhenb

certificate

Insurance company CtpaxoBa KOMITaHis Property insurance MaiiHoBe cTpaxyBaHHS

Insurance coverage CtpaxoBe MOKPHUTTS Property risk MaifHOBHI pU3UK

Insurance funds CrpaxoBi honan Reinsurance [TepecTpaxyBaHHS

Insurance market CrpaxoBuii puHOK Risk Pusuk

Insurance premium  CtpaxoBa npemist (BHECOK, Sum insured CtpaxoBa cyma
TUTATIK)

m TEXTS FOR READING

TEXT A

Insurance, in law and economics, is a form of risk management primarily used to
hedge against the risk of a contingent loss. Insurance is defined as the equitable transfer
of the risk of a loss, from one entity to another, in exchange for a premium, and can be
thought of as a guaranteed and known small loss to prevent a large, possibly devastating
loss. An insurer is a company selling the insurance; an insured or policyholder is the
person or entity buying the insurance. The insurance rate is a factor used to determine
the amount to be charged for a certain amount of insurance coverage, called the
premium. Risk management, the practice of appraising and controlling risk, has evolved
as a discrete field of study and practice.

Any risk that can be quantified can potentially be insured. Specific kinds of risk
that may give rise to claims are known as “perils®. An insurance policy will set out in
detail which perils are covered by the policy and which are not. A single policy may
cover risks in one or more of the categories set out below. For example, auto insurance
would typically cover both property risk (covering the risk of theft or damage to the car)
and liability risk (covering legal claims from causing an accident). A homeowner’s
insurance policy in the U.S. typically includes property insurance covering damage to
the home and the owner’s belongings, liability insurance covering certain legal claims
against the owner, and even a small amount of coverage for medical expenses of guests
who are injured on the owner’s property. Business insurance can be any kind of
insurance that protects businesses against risks. Some principal subtypes of business
insurance are (a) the various kinds of professional liability insurance, also called
professional indemnity insurance, which are discussed below under that name; and (b)
the business owner’s policy (BOP), which bundles into one policy many of the kinds of
coverage that a business owner needs, in a way analogous to how homeowners insurance
bundles the coverages that a homeowner needs. Auto insurance protects you against
financial loss if you have an accident. It is a contract between you and the insurance
company. You agree to pay the premium and the insurance company agrees to pay your
losses as defined in your policy. Auto insurance provides property, liability and medical
coverage:

— Property coverage pays for damage to or theft of your car.

— Liability coverage pays for your legal responsibility to others for bodily injury
or property damage.



8

— Medical coverage pays for the cost of treating injuries, rehabilitation and
sometimes lost wages and funeral expenses.

An auto insurance policy comprises six kinds of coverage. Most countries require
you to buy some, but not all, of these coverages. If you’re financing a car, your lender
may also have requirements. Most auto policies are for six months to a year.

TEXT B.

Insurance or assurance, device for indemnifying or guaranteeing an individual
against loss. Reimbursement is made from a fund to which many individuals exposed to
the same risk have contributed certain specified amounts, called premiums. Payment for
an individual loss, divided among many, does not fall heavily upon the actual loser. The
essence of the contract of insurance, called a policy, is mutuality. The major operations
of an insurance company are underwriting, the determination of which risks the insurer
can take on; and rate making, the decisions regarding necessary prices for such risks.
The underwriter is responsible for guarding against adverse selection, wherein there is
excessive coverage of high risk candidates in proportion to the coverage of low risk
candidates. In preventing adverse selection, the underwriter must consider physical,
psychological, and moral hazards in relation to applicants. Physical hazards include
those dangers which surround the individual or property, jeopardizing the well-being of
the insured. The amount of the premium is determined by the operation of the law of
averages as calculated by actuaries. By investing premium payments in a wide range of
revenue-producing projects, insurance companies have become major suppliers of
capital, and they rank among the nation’s largest institutional investors.

Life insurance, originally conceived to protect a man’s family when his death left
them without income, has developed into a variety of policy plans. In a “whole life*
policy, fixed premiums are paid throughout the insured’s lifetime; this accumulated
amount, augmented by compound interest, is paid to a beneficiary in a lump sum upon
the insured’s death; the benefit is paid even if the insured had terminated the policy.
Under “universal life*, the insured can vary the amount and timing of the premiums; the
funds compound to create the death benefit. With “variable life, the fixed premiums
are invested in a portfolio (with earning reinvested), and the death benefit is based on
the performance of the investment. In “term life*, coverage is for a specified time period
(e.g., 5-10 years); such plans do not build up value during the term. Annuity policies,
which pay the insured a yearly income after a certain age, have also been developed.

Fire insurance usually includes damage from lightning; other insurance against
the elements includes hail, tornado, flood, and drought. Complete automobile insurance
includes not only insurance against fire and theft but also compensation for damage to
the car and for personal injury to the victim of an accident (liability insurance); many
car owners, however, carry only partial insurance. In many states liability insurance is
compulsory, and a number of states have instituted so-called no-fault insurance plans,
whereby automobile accident victims receive compensation without having to initiate a
liability lawsuit, except in special cases. Bonding, or fidelity insurance, is designed to
protect an employer against dishonesty or default on the part of an employee. Title
insurance is aimed at protecting purchasers of real estate from loss by reason of defective
title. Credit insurance safeguards businesses against loss from the failure of customers
to meet their obligations. Marine insurance protects shipping companies against the loss
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of a ship or its cargo, as well as many other items, and so-called inland marine insurance
covers a vast miscellany of items, including tourist baggage, express and parcel-post
packages, truck cargoes, goods in transit, and even bridges and tunnels. In recent years,
the insurance industry has broadened to guard against almost any conceivable risk;
companies like Lloyd’s will insure a dancer’s legs, a pianist’s fingers, or an outdoor
event against loss from rain on a specified day.

TEXT C. Main types of insurance:

Health insurance covers the cost of hospitalization, visits to the doctor’s office,
and prescription medicines. The most useful policies, provided by many employers, are
those that cover 100 percent of the costs of being hospitalized and 80 percent of the
charges for medicine and a doctor’s services. Usually, the policy will contain a
deductible amount; the insurer will not make payments until after the deductible amount
has been reached.

A disability policy pays a certain percentage of an employee’s wages (or a fixed
sum) weekly or monthly if the employee becomes unable to work through illness or an
accident. Premiums are lower for policies with longer waiting periods before payments
must be made: a policy that begins to pay a disabled worker within thirty days might
cost twice as much as one that defers payment for six months.

Automobile insurance is perhaps the most commonly held type of insurance.
Automobile policies are required in at least minimum amounts in all countries. The
typical automobile policy covers liability for bodily injury and property damage,
medical payments, damage to or loss of the car itself, and attorneys’ fees in case of a
lawsuit.

The insurance industry is easily the largest sector of the retail financial business,
though it does not have such a high profile as sectors such as banking and the stock
markets. The largest single market is in the USA, but that is mainly domestic, as are
those of Japan and Germany, which is Europe’s largest market. The United Kingdom
follows next in the size of its domestic turnover, but it is London which houses the
international centre — Lloyd’s.

Home insurance, also commonly called homeowners insurance (often abbreviated
in the real estate industry as HOI), is the type of property insurance that covers private
homes. It is an insurance policy that combines various personal insurance protections,
which can include losses occurring to one’s home, its contents, loss of the personal
possessions of the homeowner, as well as liability insurance for accidents that may
happen at the home. It requires that at least one of the named insured occupies the home.
The dwelling policy (DP) is similar, but used for residences which don’t qualify for
various reasons, such as vacancy/non-occupancy, seasonal/secondary residence, or age.
It is a multiple line insurance, meaning that it includes both propertyand
liabilitycoverage, with an indivisible premium, meaning that a single premium is paid
for all risks.

The insurance policy itself is a lengthy contract, and names what will and what
will not be paid in the case of various events. Insurance must be updated to the present
and existing value at whatever inflation up or down, and an appraisal paid by the
insurance company will be added on to the policy premium. Fire insurance will require
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a special premium charge, plus the addition of smoke detectors and on site fire
suppression systems to qualify.

The home insurance policy is usually a term contract. The insured must pay the
insurer the premium each term. Most insurers charge a lower premium if it appears less
likely the home will be damaged or destroyed.

Life insurance is an important tool for infusing long-term investments into the
economy through which the welfare of the population as a whole can increase. It is the
investment function that manifests itself through the contracts of accumulation life
insurance. According to the legal framework, the insurer, calculating the insurance rate
for life insurance, adds an investment premium to the structure of the insurance tariff,
which takes into account the interest rate and its changes in a specific time interval. In
the case of risk insurance, the insurer may periodically experience a threat to
insufficiency of the insurance fund upon occurrence of an insurance event and payment
of insurance indemnity.

Considering insurance, one should not forget about the social function performed
by insurance, including life insurance. Social function is expressed in the creation of the
security of subjects, ensuring socio-economic stability in society. The state recognizes
the need for social guarantees for the population, and their implementation is carried out
through state-owned insurance companies that provide minimum guarantees through
obligatory insurance. In foreign countries, private insurance companies actively
participate in the realization of social insurance functions through voluntary insurance
contracts.

In highly developed countries, life insurance companies have the following
functions:

— raise the standard of living of persons of retirement age;

— increase confidence in tomorrow;

— provide additional social guarantees in case of temporary or permanent
disability, loss of breadwinner;

—accumulating pension savings for investment in the economy;

— create social stability in society.

" PRACTICAL PART

1. Supply the words and phrases with the English equivalents:
1.CtpaxoBa kommanis, ctpaxoBuk. 2. [llopiunuii ctpaxoBuit BHecok. 3. CTpaxyBaHHS
MmaiiHa. 4. CrpaxyBanbHUK. 5. HominanbHa BapticTh; 6. IloHoBmoBanuit modic; 7.
OtpumyBaTtu ctpaxoBuil moxic; 8. 3acTpaxoBaHuil; 9. CTpaxyBaHHS Ha BHU3HAYCHUU
tepMmid; 10.CtpaxyBanHsi BianmoiganbHOCTi; 11. CtpaxoBe mokputts; 12. YMmoBu
cTpaxoBoro no’ica; 13. ®inaHcoBl 30UTKH, IpoloBi BTpaty; 14. JloBiuyHe cTpaxyBaHHS.

2. Complete the description below of some basic concepts in insurance using

the correct form of the words in the box.
Confidence | Judge | Loss | Concealed
Insurance | Risk | Premium | Disclose
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A contract of (1) contained in a fire, marine, burglary or any
other policy ( excepting life assurance and personal accident and sickness insurance) is
a contract of indemnity. This means that the insured. In case of (2)
against which the policy has been used issued, shall be fully indemnified. Since
insurance shifts risk from one party to another, it is essential that there must be utmost
good faith and mutial (3) between the insurer and the insured. The
insured is duty bound to (4) accurately all material facts to the
insurer, and nothing should be withheld or (5) . Itis only when the
insurer knows the whole truth that he is in a position to (6) (@)
whether he should accept the (7) and (b) what (8) he
should charge.

3. Sequencing a text. Put sentences in correct order to form a description of
reinsurance. There is one extra sentence which you do not need.

A. Hence, the reinsurers are liable to to pay the amount to the original insurer only
If the latter has paid to the insured.

B. In such cases, in order to safeguard his/her own interest, he/she may insure the
same risk, either wholly or partially, with other insurers, thereby spreading the risk.

C. Reinsurance can be resorted to in all kinds of insurance, and a contract of
reinsurance is also a contract of indemnity.

D. Reinsurance is subject to all conditions of the original policy and the reinsurer
is entitled to all the benefits which the original insurer is entitled to under the policy.

E. Howewer if a profitable proposal comes his/her way, he/she may insure it, even
the risk involved is beyong his/her capacity.

F. First and foremost, every insurer has a limit to the amount of risk he/she can
undertake.

G. This is called «reinsurance»

4. Agree or disagree with the following statements:

1) Insurance is a contract for reducing losses from accident incurred by an
individual party through a distribution of the risk of such losses among a number of
parties.

2) Insurance is an arrangement with a company in which you pay them money
each year and they pay the costs if anything bad happens to you, such as an illness or an
accident.

3) To insure means to sell insurance to protect yourself against something bad
happening to you.

4) The insurer is a person who plays a confidence trick on you in order to get your
money.

5) The insurer is someone who deceives people to gain money.

6) The insured is a victim of insurance fraud.

7) The insurer takes responsibility for paying the insured some specified amount
when the insured incurs losses.

8) The insurer is able to make up losses much more easily than would the
uninsured individual.
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9) To incur means to put yourself in an unpleasant situation by your own actions.

5. Fill in the gaps with the words from the list. There are some words you don’t
need to use:

Policyholders; predicted; exactly; protection; exposed; statistical; amount;
insurers; opposed; statistics; paid; policymaker; insurance; personal; fund; save;
covers; similar; compensation; occur; predict; good; assure; person; suffer; prepare
Insurance

1) risks you can’t 2) for, so you don’t have to 3) all your
money. But how can 4) provide 5) when so many losses 6) every
day? With lots of 7) risks insurers can 8) roughly the number of losses they
might have. They won’t know 9) , but experience and 10) data can give
them a pretty 11) idea. In fact, only a small proportion of 12) will
actually 13) a loss in any given year. An 14) company offers its 15)

by grouping together people who all feel 16) to the same risk. By
collecting an 17) of money, a premium, from each 18) , the insurer can
accumulate a 19) , called a pool, out of which losses can be 20)

SELF-EXAMINATION TESTS

Choose the correct item to fill in the gaps:
1. People or businesses cannot insure against ... .
a.theft;
b. natural disasters;
c. effects of a business depression;
d. damage of property.
2. A contract between the insured and the company is called a ... .
a. lease;
b. dividend:;
c. policy;
d. premium.
3. An ...is a representative of usually one insurance company and sells only that
company’s insurance.
a. insurance agent;
b. insurance broker;
C. insurance company;
d. insurer.
4. Credit insurance is required by many lenders when they ... small consumer
loans.
a. make;
b. underwrite;
C. take;
d. receive.
5. Term insurance may be either ... amount insurance or declining balance.
a. annual;
b. face;
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c. actual,
d. fixed.
6. A type of term insurance provided by employers for their employees is known
as .... insurance.
a. business life;
b. group life;
C. loss - of - income;
d. liability.
7. Whole life policies provide a fixed benefit on the death of the ... .
a. insurer;
b. beneficiary;
C. insured;
d. insurgent.
8. The premiums of the whole life insurance remain level from the date of the
inception of the policy until the ... of the policy.
a. end;
b. maturation;
c. lapse;
d. expiration.
9. During the lifetime of the insured, the creditor may ... the policy if a default on
the obligation occurs.
a. return;
b. surrender;
c. hand over;
d. refuse.
10. You are paid ... when insured property is damaged.
a. ransom;
b. premiums;
C. a compensation;
d. charges.

OVER TO YOU

How many different insurance policies do you or your family have? Are there
any risks you cannot insure yourself against? What insurance does your company or
employer have?
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UNIT 1.2 STOCK EXCHANGE

Active Vocabulary
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Bankrupt BaukpyrcTBO Own shares Brachi akiii

Blue chips brnakutHi dimrku Preference shares [TpuBineiioBaHi akirii
Bond O6umirarmii Primary market [TepBUHHUI PHHOK
Defensive stocks 3axwuineHi akiii Prospectus [Tpocmekt
Derivative JlepuBaTHBH Secondary market BropunHwmii puHOK
Dividend JuBinenau Security L{inxi manepu

Entity [TiampueMcTBO Spread Crpen

Flotation ®rnotaris Stock / share Axii

Stock exchange Bourse donzosa Oipika Stock broker bipskoBuii 6pokep

Income stocks JloxonHi akuii Stock market Bip>xoBuit puHOK

Investors IuBecTopu To underwrite
Liquidation JlixBigamis Transaction Tpan3zakuis
Listing Jlictunr Ordinary shares (BrE) 3Buuaiini akiii
common stocks
(AmE)
mTEXTS FOR READING
TEXT A

After banking and insurance, the financial sector with which the general public is
most familiar is the stock market. But even in the most developed industrial countries
only arelatively small proportion of the population invests personally and directly in the
industrial, commercial and financial enterprises which play an important part in
everyday life. Most people, however, participate indirectly in stock markets through the
large corporations, the so-called ‘institutional investors’, who run insurance companies,
pension funds and other financial operations. Stock markets are the same as any other
market: what are bought and sold in them are parts of companies or shares, as they
eventually came to be called.

The world’s stock markets today have highly regulated structures. They operate
under specific, and sometimes very different rules as to the kinds of companies that can
be traded, what criteria must apply before a quotation is granted, how new companies
are introduced to the market, and what information must regularly be made available to
those who invest in a company — share holders.

Each stock market has its own particular rules: some markets are very risky and
unregulated or ‘speculative’ (Hong Kong is the leading example), others quiet and
controlled, with activity dominated by financial institutions rather than individuals. The
major markets which balance controls and opportunities are the New York Stock
Exchange commonly called Wall Street and the London Stock Exchange.

Stock markets are true markets in the sense that anyone is free to deal in them but
a fundamental difference with, say, a fruit and vegetable market is that shares can be
both bought and sold (traded) and the dealer (the market trader) does not deal directly
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with the ultimate owner or seller of the shares but through an intermediary called a
broker. Now technology creates new trading systems where brokers can keep in touch
with one another by computer.

Today the jobber has been replaced by the broker/dealer who transacts business
via a computer terminal with other brokers or dealers . It was and is their roles that result
in highly efficient trading and keen prices.

Two prices are quoted : the higher is the buying price; the lower, the selling. The
difference or the profit for the dealer, who also collects a commission from the investor
on both purchases and sales.

Today, business is broken down into several markets. The “main board* will
quote the prices of shares in those companies which are major concerns. They have
stringent requirements for a quotation — a proved profits and dividend record, a certain
minimum market capitalization and percentage of the equity brought into the open
market, etc.

Then there are secondary markets, where the rules for gaining a quotation are
rather less strict. The companies listed are often smaller and do not meet the
requirements for a main board listing.

There exists in many markets what is called the “grey market™. This is strictly
unofficial. New shares coming to the market may be “traded™ before their actual date of
entry. Delivery takes place after quotation starts. Sometimes shares which have been
temporarily suspended from official dealings may, in fact, have a price in the grey
market.

As technology has developed, the financial markets are gradually becoming
interlinked, though they continue principally to serve their domestic economies.

The major functions of the Stock Exchange, in general, are:

— It provides a market where investors can buy and sell securities;

— It helps to ensure that the price of a deal is fair;

— The companies and others who wish to raise capital can easily do so at the ready
secondary markets;

— The investors short-term savings are prone to meet long term needs for finance
from companies, the government and other organizations.

Let’s describe the way how to make money in the Stock Market. Investors buy
stock for one simple reason: to make money. The surest way to earn money from
investing is to create as diverse a portfolio as possible and hang on to it for a long time.
To succeed at making money investors need good sources of information.

Much information is supplied by stockbrokers. They study market reports and get
information on the forecasted financial performance of companies. Brokers usually
recommend opportunities or provide special services such as newsletters: For this
brokers charge additional fees.

Sometimes investors prefer to avoid high brokerage fees. They implement their
own investment strategy. Serious investors subscribe to investment newsletters and
carefully study the stock market.

A simpler investment strategy is to choose some reliable blue chip stocks and stick
to them. This strategy is safe and can earn money over the long run.
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Within the general trend in a stock market the prices of individual shares fluctuate
constantly, depending on supply and demand. When there is strong demand, dealers may
be prepared to raise the price they pay for a share because they can sell on at a better
price. This could happen when a company announces better- than- expected profit
figures and raises its dividend to investors. There are general conditions which can
stimulate or depress share prices. If the economy of a country is in a healthy state, share
prices may rise without any particular good news to push them up. The government may
issue figures showing that output is rising and dealers may them take the view that this
will show up in company profits in the future.

The generic term for the wide variety of stocks and shares offered by stock
markets today is “securities”. They represent what is known as the capital in a company.
Investors are the owners of the capital and of the company. The term “stock® or “share*
are interchangeable. Today, technological development has meant has there is an
increasing trend towards “scrip less* trading which simply means that the shareholder
does not receive a paper share certificate at all: ownership is simply recorded on a
register.

TEXT B. BUYING AND SELLING SHARES

After newly issued shares have been sold (usually by investment banks) for the
first time — this is called the primary market - they can be repeatedly traded at the stock
exchange on which the compzny is listed, on what is called the secondary market.

Major stock exchanges, such as New York and London, have a lot of requirements
about publishing for shareholders. Most companies use over-the-counter (OTC)
markets, such as NASDAQ in New York and the Alternative Investment Market (AIM)
in London, whuch have fewer regulations.

The nominal value of a share — the price written on it — is rarely the same as its
market price — the price it is currently being traded at on the stock exchange.This can
change every minute during trading hours. Because it depends on supply and demand —
how many sellers and buyers there are.

The nominal value of a share — the price written on it — is rarely the same as its
market price — the price it is currently being traded at on the stock exchance. This can
change every minute during trading hours, because it depends on supply and demand —
how many sellers and buyers there are.

Some stock exchaces have market makers: traders in stocks who quote bid
(buying) and offer ( selling) prices. The spread or difference between these prices is
their profit or mark-up. Most customers place their buying and selling orders with a
stockbroker someone who trades with the market makers.

New share issues

Companues that require further capital can issue new shares. If these are offered
to existing shareholders first this is known as a rights issue — because the current
shareholders have the first to buy them. Companies can also choose to capitalize part of
their profit or retained earnings. This means turning their profits into capital by issuing
new shares to existing shareholders instead of paying them a dividend. There are various
names for the process, including scrip issue, capitalization issue and bonus issue.
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Companies with surplus cash can also choose to buy back some of their shares on the
secondary market. These are then called own shares.

Categories of stocks and shares

Investorstend to classify the stocks and shares available in the equity markets in
different categories.

Blue chips: Stocks in large companies with a reputation for quality, reliability and
profitability. More than two-thirds of all blue chips in industrialized countries are owned
by institutional investors such as insurance companies and pension funds.

Growth stocks: Stocks that are expected to regularly rise in value. Most technology
companies are growth stocks, and don’t pay dividents, so the shareholders’ equity or
owners’ equity increases. This causes the stock price to rise.

Income stocks: Stocks that have a history of paying consistenly high dividends.

Defensive stocks: Stocks that provide a regular dividend and stable earnings, but
whose value is not expected to rise or fall very much.

Value stocks: Stocks that investors believe are currently trading for less than they
are worth — when compared with the companies’ assets.

TEXT C. STOCKS, SHARES AND EQUITIES

Stocks and shares are certificates representing part ownership of a company. The
people who own them are called stockholders and shartholders. In Britain, stock is also
used to refer to kinds of securities, uncluding government bonds. The word equity or
equities is also used to describe stocks and shares. The places where the stocks and
shares of listed or quoted companies are bought and sold are called stock markets or
stock exchanges.

Going public

A successful existing company wants to expand and decides to go public. Go
public — change from a private conpanyto a public limited company (PLC) by selling
shares to outside investors for the first time (with a flotation). The company dets advice
from an investment bank about how many shares to offer and at what price.

The company gets independent accountants to produce a due diligence report. due
diligence — a detailed examination of a company and its financial situation.

The company produces a prospectus which explains its financial position, and
gives detailes about the senior managers and the financial results from previous years.
Prospectus — a document inviting the public to buy shares, stating the terms of sale and
giving information about the company.

The company makes a flotation or IPO (initial public offering). Flotation — an
offer of a company’s to shares to investors (financial institutions and the general public).

An investment bank underwrites the stock issue, i.e. to give guarantees to buy the
shares if there are not enough other buyers.

If a company has only one type of share these are ordinary shares. Some
companies also have preference shares whose holders receive a fixed dividend (e.g. 55
of the shares’nominal value) that must be paid before holders of ordinary shares receive
a dividend. Holders of preference shares have more chance of getting some of their
capital back if a company goes bankrupt — stops trading because it is unable to pay its
debts. If the company goes into liquidation — has to sell all its assets to repay part of its
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debts — holders of preference shares are repaid before other shareholders, but after
owners of bonda and other debts. If shareholders expect a company to grow, howewer,
they generally prefer ordinary shares, because the dividend is likely to increase over
time.

PRACTICAL PART

1. Match the words in the box with the definitions below

A document describing a company and offering stocks for bankrupt
sale

A market on which companies stocks are traded going public
Buyers of stocks flotation

Changing from a private company to a public one, quoted on | investors
a stock exchange

The first sale of a company’s stocks to the public liquidation

To guarantee to buy newly issued shares if no one else does prospectus
Shares that pay a guaranteed dividend ordinary shares
The most common form of shares preference shares
Insolvent, unable to pay debts stock exchange
.The sale of the assets of a failed company to underwrite

2. Are the following statements true or false? Find reasons for your answers.

True False

New companies can apply to join a stock exchange

Investment banks sometimes have to buy some of the stocks in
an IPO

The due diligence report is produced by the company”s own
accountants

The dividend paid on preference shares is variable

If a company goes bankrupt, the first investors to get any money
back are the holders of preference shares

3. Make word combinations using a word or phrase from each box. Then usr
the correct forms of the word combinations to complete the sentsnces below.

offer an issue
go a prospectus

produce shares

underwrite public
After three profitable years, the company is planning to (1) 2

and we’re (3) 100,000 (4)

for sale. We’ve (5) a very attractive (6) , and
although a leading investmeny bank is (7) the(8) :

we don’t think they”ll have to buy any of the shares.
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4. Match the words in the box with the definitions below.

to capitalize

market price

primary market

own shares

rights issue

secondary market

nominal value

New shares offered to existing shareholders

The price written on a share, which never changes

To turn proifits into stocks or shares

The market on which shares can be re-sold

The price at which a share is currently being traded

Shares that companies have bought back from their owners

The market on which new shares are sold

5. Fill in the blanks with appropriate words:

a) to borrow b) keep control ¢) dividends d) corporation €) financial intermediaries
f) demand and supply g) ownership shares

1. Stock markets are one of the institutions that serve as ... . 2. A ... tends to be the
largest type of enterprise. 3. The corporation may choose to retain earnings or pay them
out to shareholders as ... . 4. In the bond market people buy and sell ... . 5. A bond is
issued when an institution wants ... money. 6. The advantage of borrowing funds is that
we can ... of the company. 7. Stock prices depend upon ... in financial markets.

6. Below is a definition of each of the words in bold from the above text. Choose
the correct word/phrase:
1. The name of a person who has/owns shares in a company, Iis

2. A type of company where its shares are not sold on the stock market, are called

3. The name for the money that a company pays to its shareholders, is called the

D

. The actual place where the shares of a company are bought and sold, is called

5. A different name for “shares™ that is commonly used in America, Is

(o))

. A type of company where its shares are sold on the stock market, are called

7. A verb that means “to buy* and “to sell* that is used in the stock market, is

8. A different way to say “profit™ when talking about investing your money, is

9. A way to say that a company “is on* a stock exchange, is

10. The name of the person who buys and sells shares for a client/customer, is

11. When you want to compare shares in companies to find out which will make

the most money for you, you don’t look at the dividend, but at the
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SELF-EXAMINATION TESTS

Choose the correct answer:

1. Adirect exchange of fish for corn is an example of:
a) storing value;
b) a modern exchange method,;
C) barter;
d) anon - coincidence of wants.

2. Which of the following is a store of value?
a) Money market mutual fund share;
b) Repurchase agreement;
c) All of the above are a store of value;
d) None of the above are a store of value.

3. Anything can be money if it acts as a:
a) unit of account;
b) store of value;
¢) medium of exchange;
d) all of the above.

4. The stock of money people hold to pay everyday predictable expenses is
the:
a) transactions demand for holding money;
b) precautionary demand for holding money;
c) speculative demand for holding money;
d) store of value demand for holding money.

5. The stock of money people hold to take advantage of expected future
changes in the price of bonds, stocks, or other nonmoney financial assets is the:
a) unit-of-account motive for holding money;
b) precautionary motive for holding money;
c) speculative motive for holding money;
d) transactions motive for holding money.

6. Which of the following statements is true?
a) The speculative demand for money at possible interest rates gives the demand for
money curve its upward slope;
b) There is an inverse relationship between the quantity of money de-manded and the
Interest rate;
c) According to the quantity theory of money, any change in the money supply will
have no effect on the price level,
d) All of the above.

7. Fill in the blanks with appropriate words: Stock markets are one of the
institutions that serve as ... .
a) corporation;
b) financial intermediaries;
¢) demand and supply;
d) ownership shares.
8. Fill in the blanks with appropriate words: A ... tends to be the largest type of

enterprise.



a) to borrow;

b) keep control,;
¢) dividends;

d) corporation.
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9. Fill in the blanks with appropriate words: The corporation may choose to
retain earnings or pay them out to shareholders as ... .

a) to borrow;

b) keep control;
¢) dividends;

d) corporation.

10. Fill in the blanks with appropriate words: In the bond market people buy

and sell ... .

a) to borrow;

b) keep control,
C) corporation;

d) ownership shares.

o

OVER TO YOU

Have there been any big flotations in the news recently? Are there any private
companies whose stocks you would like to buy if there went public?
If you had a lot of money to invest in stocks, what kind of stocks would you buy,

and why?
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Taxation

Tax payer -
Tax administration /
authority

To levy taxes
To charge taxes
Tax law / code
Tax return

Tax rate

Tax exemption
Tax revenues
Tax holiday

Tax avoidance / evasion

Tax haven -

» UNIT 1.3. TAXATION

Active Vocabulary

OTOAAaTKyBaHHS
IInaTHUK momaTKIB
[omaTkoBa amMiHICTpAIlis

OOknaaty i 30UpaT MoAaTKU

ObknanmaT, HapaxoByBaTH
IIOOaTKHN
IlogarkoBe 3aKOHOOABCTBO /
KOJIEKC

ITonatkoBa aexmapartis

CraBka nogatrky

ITonarkoBa minbra / 3BiAbHEHHS
BIJI CIUIATH

Gray market

TumyacoBe  3BUILHEHHS  BiJ
CIUIATH ITOAATKIB
Hesakonue YXHJICHHS BIX

CIUIATH ITOJATKH
Kpainu 3 HU3bKMMU MOJIATKAMU

Contractionary fiscal

policy
Discretionary
policy
Downturn

fiscal

Effective demand
Eliminate

Expansionary fiscal

policy

Laissez faire

Long-term investment
Maintain

Cipuii puHOK

Offset a recession cnap

Tax burden

Propensity

Crpumyroua (ickajibHa MOJITHKA

Huckperiitna
MOJIITHKA

1) mamiHHs, cmax;, 3aHemam; 2)
€KOHOMIYHHH craj
[TnarocnpoMokHUHA NOMUT
VYcysaru, BUKJIIOYATH,
3HUIIYBATH, JTIKBiTyBaTH

¢ickanpHa

Crumysmooda (hickanpHa
MOJIITHKA

Heptpyuanns

JIOBrocTpOKOBI iHBECTHIIIT
[igrpumyBaTH, 3aXMILATH,
BIZICTOIOBATH

CrpumyBaru; OoCIa0JII0BAaTH,

MOM’SIKIITYBaTH
HeiitpanizyBaru; 30anaHcyBatu

IlopaTkoBwii Tsrap

CXUIBHICTD
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Tax reduction 3HMKEHHS IOIaTKyY Soar CTpiMKO IIiIBUIIIYBATHCS

Direct / indirect taxes [psimi / HepsMi oAaTKH Shortage Hecraua, nedinur

Income tax IMogatrok Ha  npubyrok / Property tax ITonaTox Ha HepyxoMe MaliHO
npUOYTKOBHI MOJATOK

Sales tax ITomatox Ha goxomu  Bixm Estate / inheritance tax IMomaTok Ha criaAIUHY
MIPOAaXiB

Vat (value added tax) IMomaTok Ha JT0JaHy BapTiCTh Gift tax IMoxaTok Ha KapyBaHHS

Excise duties AxumsHi 360pH Willful failure to file Hasmucuo HE [IOJAaBaTH

return JEKIIaparito

Stamp duties I'ep6oBi 360pu Budget Bromxket

Black market TiHpoBHI pHHOK Money laundering BigmuBanHs rporei

Corporation tax KopnopaTtusHuii mogatok Income tax ITomaTok Ha 10X0x

Effective (average) EdexruBHa (cepeaHs) cTaBka Inheritance tax [onarok Ha caguMHy

rate

m TEXTS FOR READING

Text ABLACK ECONOMY

Illegal or semilegal goods and services, ranging from endangered animals and
foreign currencies to prostitution and drugs, are traded every day on the world’s black
markets. They will spring up wherever a good or service is prohibited or severely
controlled. In some countries, black markets are tolerated with little or no police
interference. In countries where currencies are artificially controlled, the black market
rates usually indicate the true market price. When the official rate has nothing to do with
the real value of a currency, people start trading outside the official market. In Brazil,
this was tolerated to the point that the black market rates were published as parallel
exchange rates in the newspapers. The black economy consists of those underground
transactions that, because of their illegality, go unreported.

The world economy is also full of semilegal or "gray market™ activities such as
transfers and deposits of legally earned but undeclared funds that have to be hidden from
the authorities at home. For example, normally law-abiding Italian, French, and Latin
American citizens have often transferred money to bank accounts abroad during periods
of domestic economic instability and exchange restrictions.

A tax haven is a country, often a small island nation with little local industry,
where income and profits are not taxed or are taxed at a very low rate. The purpose of a
tax haven is not to facilitate illegal international activities but to provide a low-tax
environment to otherwise overlooked economic centers. The most popular tax havens
are found on islands in the Caribbean and the Pacific, or in small countries in Europe
and Central America.

Many small states, such as the Cayman Islands or the Isle of Man, require little or
no taxes from the foreigners who come there to set up operations. Just as many U.S.
companies choose to register their headquarters in Delaware to take advantage of lower
taxes and favorable legal requirements, many international companies set up
subsidiaries on small islands like those of the Netherlands Antilles to benefit from
favorable international regulations and tax rates.

Although tax havens do attract some illegal operations, such as money laundering,
most activity in the world’s tax haven fully complies with international laws and
regulations.
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The formation of a shadow economy, where gray money transfers need to be kept
hidden even though they are legal, has opened the door to a wide variety of abuses. But
different laws in different countries can hinder authorities from tracking down and
prosecuting criminals who make their living in the interlinked global economy. Tax
evasion, for example, is severely punished in the United Stales, but it is considered a
civil rather than a criminal offense in Switzerland. An American living in Switzerland
who is accused of U.S. tax evasion would not normally be extradited.

A large amount of illegally earned money finds its way into the gray economy,
where it is hidden among the large quantities of legal money on the world economy that
require a certain amount of secrecy. The volume of gray money transfers, estimated to
be over $ I trillion per year, more than the GDP of most countries, is so big that regulators
cannot monitor it all.

TEXT B

To tax is to impose a financial charge or other levy upon a taxpayer (an individual
or legal entity) by a state or the functional equivalent of a state such that failure to pay
Is punishable by law. Taxes are also imposed by many subnational entities. Taxes consist
of direct tax or indirect tax, and may be paid in money or as its labour equivalent (often
but not always unpaid). A tax may be defined as a “pecuniary burden laid upon
individuals or property to support the government, a payment exacted by legislative
authority. “ A tax “is not a voluntary payment or donation, but an enforced contribution,
exacted pursuant to legislative authority” and is “any contribution imposed by
government [whether under the name of toll, tribute, tallage, gabel, impost, duty,
custom, excise, subsidy, aid, supply, or other name.

Taxation has four main purposes or effects: Revenue, Redistribution, Repricing,
and Representation. The main purpose is revenue: taxes raise money to spend on roads,
schools and hospitals, and on more indirect government functions like market regulation
or legal systems. This is the most widely known function. A second is redistribution.
Normally, this means transferring wealth from the richer sections of society to poorer
sections. A third purpose of taxation is repricing. Taxes are levied to address
externalities: tobacco is taxed, for example, to discourage smoking, and many people
advocate policies such as implementing a carbon tax. A fourth, consequential effect of
taxation in its historical setting has been representation.

Taxes are most often levied as a percentage, called the tax rate. An important
distinction when talking about tax rates is to distinguish between the marginal rate and
the effective (average) rate. The effective rate is the total tax paid divided by the total
amount the tax is paid on, while the marginal rate is the rate paid on the next dollar of
income earned.

Text C.

Direct taxes. Governments finance most of their expenditure by taxation. If they
spend more than they levy or charge in taxes, they have to borrow money.

Direct taxes are collected by the gove rnment from the income of individuals and
businesses.Individuals pay income tax on their wages or salaries, and most other money
they receive.Most countries have a capital gains tax on profits made from the sale of
assets such as stocks and shares. This is usually imposed or levied at a much lower rate
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than income tax.A capital transfer tax (commonly called death duty in Britain) is usually
imposed on inherited money or property. Other names for this tax are inheritance
taxorestate tax.Companies pay corporation tax on their profits. Business profits are
generally taxed twice, because after the company pays tax on its profits, the shareholders
pay income tax on any dividends received from these profits.Companies and their
employees also have to pay taxes (called national insurance in Britain) which the
government uses to finance social security spending — unemployment pay, sick pay, etc.

Indirect taxes. Indirect taxes are levied on the production or sale of goods and
services. They are included in the price paid by the final purchaser.

In most European countries, companies pay VAT or value-added tax, which is
levied at each stage of production, based on the value added to the product at that stage.
The whole amount is added to the final price paid by the consumer. In Canada, Australia,
New Zealand and Singapore, this tax is called goods and services tax or GST.In the
USA, there are sales taxes, collected by retailers, levied on the retail price of
goods.Governments also levy excise taxes or excise duties — additional sales taxes on
commodities like tobacco products, alcoholic drinks and petrol.Special taxes, called
tariffs, are often charged on goods imported from abroad.

Income tax for individuals is usually progressive: people with higher incomes pay
a higher rate of tax ( and therefore a higher percentage of their income) than people with
lower incomes. Indirect taxes such as sales tax and VAT are called proportional taxes,
Imposed at a fixed rate. But indirect taxes are actually regressive: people with a low
income pay a proportially greater part of their income than people with a high income.

Non-payment of tax

To reduce the amount of income that employees have pay, some employers give
their staff advantages instead of taxable money, called perks, such as company cars and
free health insurance.

Multinational companies often register their head offices in tax havens — small
countries where income taxes for foreign companies are low, such as Liechtenstein,
Monaco, the Cayman Islands, and the Bahamas.

Using legal methods to minimize your tax burden — the amount of tax you have
to pay — is called tax avoidance. This often involves using loopholes — ways of getting
around the law, because of an error or a technicality in the law itself. Using illegal
methods — such as not declaring your income, or reporting it inaccurately — is called tax
evasion, and can lead to big penalties.

«4 PRACTICAL PART

1. Answer the following questions:

1. Why do we have to pay taxes?

2. What are the most important kinds of taxes?

3. What are direct taxes levied on?

4. What are main types of income taxes?

5. What are income taxes levied on?

6. What are the main types of taxes on transactions?
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7. What do excise taxes include?

2. Fill in the table. What are the standart names for the tax or taxes paid on the

following?

. Alcoholic drinks and tobacco products

. Company profits

. Goods bought in stores

. Money received from relatives after their death

. Salaries and wages

. Goods made in other countries

N[OOI WINEF

. Money made by selling stocks at a profit

3. Fill in the table. Find corresponding words.

. An adjective describing taxes on revenue or income

. A tax that has one rate that is the same for everybody

. Money paid by the government to sick and unemployed people

. A tax that has a higher rate for taxpayers with a higher income

Ol WN|F-

. An adjective describing taxes on consumption or spending

4. Are the following statements true or false? Find reasons for your answers.

true

false

Capital gains are generally taxed at a higher rate than income.

The same sum of money can be taxed more than once.

Sales taxes can be both proportional and progressive at the same
time.

Excise duties are extra sales taxes on selected products.

Many international companies have their registered headquarters
in small countries where they do only a small proportion of their
business.

Employees will generally pay less tax is their employer reduces
their salary a little and provides them with a car.

Tax avoidance is illegal.

Perks and loopholes are forms of tax evasion.

5. Supply the words and phrases with the English equivalents:
1. [nmuBigyansHUN TPUOYTKOBHIA MOaTOK; 2. JIa3iBKM y MOIaTKOBOMY 3aKOHOJIaBCTBI;
3. Biacrpountn crnaty mopatkiB; 4. BimmuBanus Tpomieit; 5. Ilomatky mnomany
cTouMocTb; 6. HeononarkoByBanuit; 7. CtsaryBatu nogatku; 8. [logatkoBo-01opkeTHa
nomrtuka; 9. IlnatHuk mnonpartkie; 10. BamoBuii HamioHambHuMii TpomykT; 11.
OnonatkoByBanuii noxon; 12. Axmionep; 13. Vpsmosi Butpatu; 14. Bianimarwy,

yTpumyBaty; 15. Metoa 60poTsou 3 1HPIISITIETO.

6. Match the following Ukrainian common collocations with their English

equivalents:




26

A B
1) 30upaTu momaTku a. fiscal policy
2) muckpemiiHa dickanpHa nojitika | b. aggregate demand
3) CyKyITHUH TIOTIHAT c. take in taxes
4) (hickasibHA TOJITHKA d. discretionary fiscal policy
5) cTabimizyBaTH €KOHOMIKY e. to reduce the demand for goods and
services
6) CIIO)KUBYHI ITOITUT f. to depend on effective demand

7) nikBimyBaTHm ~ Oe3poOitts  Ta | g. to stabilize the economy
1HIISAIIO
8) cKOpOTHUTH TOMHWT Ha ToBapu Ta | h. government spending
OCTIYTH
9) ctumyioroda (pickaipHa moyituka | i. consumer spendings
10) medinut deaepaapHOro 6r0mKery | J. consumer demand

11) 3aJie)KaTUMe Bif | K. expansionary fiscal policy
IJIATOCIIPOMOKHOTO OaaHcy

12) nep>kaBHi BUTPATH . to eliminate unemployment or inflation
13) crioxuBYi BUTPATH m. income tax

14) mpuOyTKOBUI TTOJJTATOK n. federal budget deficit

SELF-EXAMINATION TESTS

Choose the correct item to fill in the gaps:
1. ... means that the product is worth to the customer at least as much as he paid
for it.
a. a fee;
b. value for money;
C. COSt;
d. tariff.
2. Value-added tax is paid by the ... of goods and services and is levied as a per-
centage of the selling price.
a. purchaser ;
b. manufacturer;
c. seller;
d. marketer.
3. Goods on which the buyer pays no value-added tax are ... .
a. no-rated;
b. low-rated;
c. reduce-rated,
d. ‘zero-rated’.
4. If the government taxes to a greater extent than it spends, it causes a net ... in
the flow of income to people and businesses.
a. increase;
b. reduction;
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consumption;
growth.
5. Companies and their employees also have to pay taxes called ... tax which the

government uses to finance social security spending.

b.
C.
d.

o O T oD
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6. national insurance;
indirect;
turnover;
purchase.
7. A tax levied at a higher rate on higher incomes is called a ... tax.

. regressive;

. progressive;
. proportional,
. wealth.

8. Using legal methods to minimize your tax burden is called ... tax.
evasion;

. avoidance;

heaven:

. penalty.

9. Most countries have a ... on profits made from the sale of assets such as stocks.

. estate tax;

capital transfer tax;

. sales tax;
. capital gains tax.

11. A (an) ... tax is usually imposed on inherited money or property.

. real estate;

. capital transfer;
. EXCISe;

. income.

12. A (an) ... tax is imposed upon immovable property.

. real estate;
. inheritance
. sales

excise

5

OVER TO YOU

In your country what percentage of national income goes to the government as

tax? Do you know this compares with other countries?
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UNIT 1.4. BANKING

rd

Active Vocabulary

Asset AKTHB liability BinnosiganbHICT
ATM (AmE)/ cash Bamxomar Liquid JIiKBiAHICTE
dispenser (BrE)
Banking sector BankiBchkuil cekTop Loan [o3uka
Banking system BankiBchKka crcTemMa Medium of 3aci6 oOMiny
exchange
Chryptocurrency Kpunrosantora digital wallet  ITu¢posuit ramanens
Commodity money TosapHi rpouri Savings (BrE) TepmiHOBHIi, HAKOTTMYYBAJILHHUI BKJIA]T
/ time (AmME)
Currency Bamora Deregulation  [lenenrpasizaris
Overdrawn Paxynox 3 HeratuBauM  Intermediary  IlocepenHuk
OanmaHcoM
Bankruptcy BankpyTcTBO Lend JlaBaTtu B 6Opr, HaaBaTH KPEIUT
Blue chip bnakutha  ¢imka  (akmii Loan KpenuT, no3uka
BEJTUKHNX KOMIIaHiH, 110
KOPHCTYIOTHCSI TIOBAroxo)
Bond O6miramis, HiHAKAHA mamip Maturity Tepmin matexy, HOrameHHs
Borrowing [To3uka, kpenut Mortgage [No3uka Ha KyMiBIIIO XKHUTIA, ITOTEKA
Cater OpienTyBartucs, Overdraft OsepapadT; cyma, [0 BHIAETHCSA
00CITyroByBaTH 0aHKOM KII€HTY TIOHAJA 3aJIHIIOK Ha
HOT0 IOTOYHOMY PaxyHKY
Charge IMpusHayatu winy, Bignocutu Offset BinmkomoByBaTH, KOMIIEHCYBaTH
Ha paxyHOK; Iuiata
Cheque (Bre) / Paxynox Paid-in- OmrayeHa  4YacTHMHA  aKI[IOHEPHOT'O
check (AmE) capital KariTainy
To clear a check / Omatutu paxyHOK Pledge BinnaBatu 3actaBy, 3aKlaiaTH
syn. To stop a check
Circulation 3BepHEHHS, KPYyroo0ir Portfolio Tepeik MiHHUX TTANEPiB
Collateral 3abe3nedeHHs kpeauty, Rate CraBka, piBeHb
3acTaBH
Credit Kpenut, nosaip Base [ O6mikoBa TPOIIEHTHA CTaBKa
discount Rate  nienTpobaHkKy
Extension of Credit Hananus kpeaury Interest Rate  IIpouenTtHa craBka
Deposit BHecok, geno3ut Reserve Pe3sepBHi BuMoru
requirements
Demand (BrE) / Bxuiaxg mo 3anuraHHs Quote [Ipu3Havaty winy, KOTUpYBaTH
checking (AmE)
Standing order IMocriitHe HOpydYeHHS Share Axirist
Statement 3BiT, OajaHC Shift [lepeminryBatu, HepeBOAUTH
Takeover [ornuuanns Spread (syn. Cupen (pi3HuLs MiX TIepea0adyyBaHUMH
Margin) [iHAMH KYTIIBII Ta MPOJIAXKYy)
Valuables L{iHHOCTI, KOLIITOBHOCTI Short notice KopoTKoCcTpOKOBE TOBIIOMIICHHS
Underwrite I"apanTyBaTH posmimenns, Yield Hoxin 3a UiHHUMH Tanepamu 3
MIIUCYBaTH (hiKCOBaHUM BIJICOTKOM
Withdraw Bigkimkaty Hazanm, 3HIMATH 3

paxyHKy
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m TEXTS FOR READING

TEXTA

The role of money and the banking system is an important part of the study of
economics. Money, after all, is involved in nearly all economic transactions. This section
explains the nature and functions of money, the demand and supply of money, and the
role of the banking system in the money-creation process.

What is money? Money is any good that is widely used and accepted in
transactions involving the transfer of goods and services from one person to another.
Economists differentiale among three different types of money: commodity money, fiat
money, and bank money. Commaodity money is a good whose value serves as the value
of money. Gold coins are an example of commodity money. In most countries,
commodity money has been replaced with fiat money, fiat money is a good, the value
of which is less than the value it represents as money. Dollar bills are an example of fiat
money because their value as slips of printed paper is less than their value as money.
Hank money consists of the book credit that banks extend to their depositors.
Transactions made using checks drawn on deposits held at banks involve the use of bank
money.

Money is often defined in terms of the three functions or services that it provides.
Money serves as a medium of exchange, as a store of value, and as a unit of account.

Medium of exchange. Money’s most important function is as a medium of
exchange to facilitate transactions. Without money, all transactions would have to be
conducted by barter, which involves direct exchange of one good or service for another.
Money serves as a medium of exchange that is accepted in all transactions, by all parties,
regardless of whether they desire each others’ goods and services.

Store of value. Money must hold its value over time; that is it must be a store of
value. As a store of value money is not unique and even is not the best one because it
depreciates with inflation. However, money is more liquid than most other stores of
value because as a medium of exchange, it is readily accepted everywhere. Furthermore,
money is an easily transported store of value that is available in a number of convenient
denominations.

Unit of account. Money also functions as a unit of account, providing a common
measure of the value of goods and services being exchanged. Knowing the value or price
of a good, in terms of money, enables both the supplier and the purchaser of the good to
make decisions about how much of the good to supply and how much of the good to
purchase.

The demand for money is affected by several factors, including the level of
income, interest rates, and inflation as well as uncertainty about the future. The way in
which these factors affect money demand is usually explained in terms of the three
motives for demanding money: the transactions, he precautionary, and the speculative
motives.

There are several definitions of the supply of money. Ml is the narrowest and most
commonly used. It includes all currency (notes and coins) in circulation, all checkable
deposits held at banks (bank money) and all traveler’s checks. A somewhat broader
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measure of the supply of money is M2, which includes all of Ml plus savings and time
deposits held at banks.

An even broader measure of the money supply is M3, which includes all of M2
plus large denomination, long-term time deposits — for example, certificates of deposit
(CDs) in amounts over $ 100,000.

Banking sector. Banks perform two crucial functions. First, they receive funds
from depositors and, in return, provide these depositors with a checkable source of funds
or with interest payments. Second, they use the funds that they receive from depositors
to make loans to borrowers; that is they serve as intermediaries in the borrowing and
lending process.

When banks receive deposits, they do not keep all of these deposits on hand
because they know that depositors will not demand all of these deposits on hand because
they know that depositors will not demand all of these deposits at once. The deposits
that banks keep on hand are known as the banks’ reserves. When depositors withdraw
deposits, they are paid out of the banks’ reserves. The reserve requirement is the fraction
of deposits set aside for withdrawal purposes. The reserve requirements is determined
by the nation’s bank authority, a government agency known as the central bank. The
central bank is unique in that it is the only bank that can issue currency. Deposits that
banks are nor required to set aside as reserves can be lent to borrowers, in the form of
loans.

Banks earn profits by borrowing funds from depositors at zero or low rates of
interest and using these funds to make loans at higher rates of interest. The balance sheet
summarizes the bank’s assets and liabilities. Assets are valuable items that the bank
owns and consist primarily of the bank’s reserves and loans.

Liabilities are valuable items that the bank owes to others and consist primarily
of the bank’s deposit liabilities to its depositors. In Table, the bank’s assets (reserves
and loans) total $ 1 million. The bank’s liabilities (deposits) total $ 1 million. A banking
firm’s assets must always equal its liabilities.

TEXT B. COMMERCIAL AND RETAIL BANKS

When people have more money than they need to spend, they may choose to save
it. They deposit it in a bank account, at a commercial or retail bank, and the bank
generally pays interest to the depositors. The bank then uses the money that has been
deposited to grant loans — lend money to borrowers who need more money than they
have available. Banks make a profit by charging a higher rate of interest to borrowers
than they pay to depositors.

Commercial banks can also move or transfer money from one customer’s bank
account to another one, at the same or another bank, when the customer asks them to.

Banks also create credit — make money available for someone to borrow — because
the money they lend, from their deposits, is usually spent and so transferred to another
bank account.

The capital a bank has and the loans it has made are its assets. The
customers’deposits are liabilities because the money is owed to someone else. Banks
have to keep a certain percentage of their assets as reserves for borrowers who want to
withdraw their money. This is known as the reserve requirement.



31

Before lending money, a bank has to assess or calculate the risk involved.
Generally, the greater the risk for the bank of not being repaid, the higher the interest
rate they charge. Most retail banks have standardized products for personal customers,
such as personal loans. This means that all customers who have been granted a loan have
the same terms and conditions — they have the same rules for paying back the money.

Banks have more complicated risk assessment methods for corporate customers —
— business clients — but large companies these days prefer to raise their own finance
rather than borrow from banks. Banks have to find a balance between liquidity — having
cash available when depositors want it — and different maturities — dates when loans will
be repaid. They also have to balance yield — how much money a loan pays — and risk.

TEXT C. BANKS

Banks perform two crucial functions. First, they receive funds from depositors
and, in return, provide these depositors with a checkable source of funds or with interest
payments.

Second, they use the funds that they receive from depositors to make loans to
borrowers; that is they serve as intermediaries in the borrowing and lending process.

When banks receive deposits, they do not keep all of these deposits on hand
because they know that depositors will not demand all of these deposits at once. Instead,
banks keep only a fraction of the deposits that they receive. The deposits that banks keep
on hand are known as the banks’ reserves.

When depositors withdraw deposits, they are paid out of the banks’ reserves. The
reserve requirement is the fraction of deposits set aside for withdrawal purposes. The
reserve requirements is determined by the nation’s bank authority, a government agency
known as the central bank. The central bank is unique in that it is the only bank that can
issue currency. Deposits that banks are not required to set aside as reserves can be lent
to borrowers, in the form of loans. Banks earn profits by borrowing funds from
depositors at zero or low rates of interest and using these funds to make loans at higher
rates of interest.

A central bank fulfils a number of key roles in the economy, acting as a bankers’
bank and as a lender of last resort, being responsible for monetary creation, and having
overall responsibility for monetary policy. The central bank can use control of interest
rates, open market operations and required reserves to influence the monetary base and
overall interest rates in the economy. In recent years, the interest rate has been prime
instrument. By influencing the amount of real money in the economy, the central bank
is able to influence aggregate demand, which in turn will influence prices. Thus the
central bank has to balance the need to restrain inflation with the desire to allow
economic growth.

Commercial or retail banks are businesses that trade in money. They receive and
hold deposits, pay money according to customers’ instructions, lend money, offer
investment advice, exchange foreign currencies, and so on. They make a profit from the
difference (known as a spread or a margin) between the interest rates they pay to lenders
or depositors and those they charge to borrowers. Banks also create credit, because the
money they lend, from their deposits is generally spent (either on goods or services, or
to settle debts), and in this way transferred to another bank account — often by way of a
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bank transfer or a cheque (check) rather than the use of notes or coins — from where it
can be lent to another borrower, and so on. When lending money, bankers have to find
a balance between yield and risk, and between liquidity and different maturities.
Investment banks, often called merchant banks in Britain, raise funds for industry
on the various financial markets, finance international trade, issue and underwrite
securities, deal with takeovers and mergers, and issue government bonds. They also
generally offer stock broking and portfolio management services to reach corporate and
individual clients. Investment banks in the USA are similar, but they can only act as
intermediaries offering advisory services, and do not offer loans themselves. Investment
banks make their profits from the fees and commissions they charge for their services.

PRACTICAL PART

1. Discuss the following questions:
1) How many functions do banks perform ?
2) What do banks do when they receive deposits ?
4) For what purposes may the central bank regulate interest rates?
5) How do the commercial banks earn money?
7) What is the difference between an interest rate and a discount rate?
8) How are interest rates determined?

2. Find words with following meanings
1. What you can earn when you leave money in the bank
2. An amount of money borrowed from a bank for a certain time, usually
for a specific purpose
3. Something that acts as a security or a guarantee for a debt
4. An arrangement to withdraw more money from a bank account than you
have placed in it
5. A long-term loan to buy somewhere to live
6. An arrangement for saving money to give you an income when you stop
working
7. To take back property that has not been completely paid for

3. A. Supply the words and phrases with the equivalents:

1. Bank liabilities; 2. In circulation; 3. Transaction; 4. Money order; 5. Treasury
bill; 6. To issue securities; 7. Financial intermediary; 8. Trustworthy; 9. Loanable funds;
10. Bonds issued in denominations of $100; 11. Commodity money; 12. To afford;
13. Competitor; 14. Current receipts of income; 15. Loan.

Ex 4. Supply the words and phrases with the English equivalents:

1. Mipa Baptocti; 2. KyniBenbHa CHpOMOXXHICTH, 3. Be3roTiBKOBHI IIaTikK;
4. IloTounuit 6aHKIBCbKUM paxyHOK; 5. [lnatixauit 3aci0; 6. ['0TIBKOBUI pO3paxXyHOK;
7. CnoxwuBau; 8. 3acid oominy; 9. Iloramaru no3uky, no3uky; 10. KoporkocTpokoBi
uinHux mamnepiB; 11. Hominanbna BapTicth; 12. BracHuk OaHKIBCBKOTO paxyHKY;
13. JlikBigni komtH (pouan); 14. Ilaneposa OankuoTa; 15. HaionaneHa BantoTa.
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Ex 5. Read the short conversations in a bank. Pay attention to the formula of
expressing request. Practice the conversations with your partner:

1. A. I want to change some English money into euro (Ukrainian hryvnyas/ dollars;
..). Can you help me?

B. Certainly, sir. The exchange rate today is ...euros to the pound (Ukrainian
hryvnyas to the dollar; ..). How much do you want to exchange?

2. A. Id like to transfer some money to my account in London, please.
B. You have an account here, madam? How urgent is it? Would you like us to send
it by mail transfer?

3. A. I’d like to know how long it takes for a cheque to clear. | paid the cheque into
the account on Friday.

B. Unless it’s a local cheque it will take a full five working days to clear. That
means we should be able to treat it as paid by this time next week.

6. Use a word or phrase from each box to make common word combinations.
You can use some words more than once.

apply for the balance
cancel a cheque
check an overdraft
set up a direct debit
transfer a loan
write money

a standing order

SELF-EXAMINATION TESTS

Choose the correct item to fill in the gaps:
1. At the moment we are experiencing some cash ... problems because little money
IS coming in.
a. fly;
b. stream;
c. flow;
d. run.
2. There doesn 't seem to be anyone working really hard for the business and yet
they all seem to earn .... money.
a. facile;
b. simple;
C. easy;
d. quick.

3. If you don 't want to use a cheque, you can always use a money ... .
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a. order;
b. command;
c. instruction;
d. directive.
4. You should have read the ... of payment as soon as you received the invoice for
the goods.
a. reasons;
b. types;
c. lists;
d. terms.
5. In view of our previous orders over the last year we were offered 10% ... on
any future dealings.
a. discord;
b. dispute;
c. dislike;
d. discount.
6. He appreciated the additional welcome and help he received from the depart-
ment store staff as he had after all been a longstanding ... .
a. customer;
b. courier;
c. courtier;
d. custom.
7. As the builder wanted cash for the work he had done, she had to go to the bank
personally to ...the money herself.
a. take off;
b. take out;
c. take over;
d. take in.
8. Every day money is ... from one bank to another in thousands of cities.
a. transferred;
b. contributed;
C. measured,;
d. replaced.

OVER TO YOU

Do you prefer to go to the local branch of your bank, or to use the internet or
the telephone? Why? Why do you think most customers still prefer to go to the bank?

Look at some commercial bank websites from your country. Which bank offers
the best rates to borrowers and lenders?

Can you name the largest investment banks in your country? Are they local or
international? Describe the services they offer.
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Medium of exchange

Monetary base

Commodity

Commodity money
Fiat / token money

IoU (I
money

owe you)

Store of value
Standard of deferred
payment

Securities
Government securities

Velocity

Available tools

To execute the
monetary policy
independently

Foreign currency
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Active Vocabulary

3acid MDKHapOTHUX
PO3paxyHKiB

rpomoBa  0a3a  (yacTuHA
IpOLIOBOI MacH, sKa

BH3HAETHCA B SIKOCTI pe3epBiB
0aHKIBCHKOi CUCTEMH )
TOBap, MPOIAYKT

TOBapHi I'poIti

HEPO3MiHHI ManepoBi Trpor,
I'POIIOBI 3HAKH

rpouii, sKi OyayTh OTpUMaHi
3a He3a0e311eYeHoro
3000B’SI3aHHSIM TUIATEXKY
3arac BapTOCTI
CTaHIapT
TIATeXKY

B1JICTPOYKH

[iHHI manepu
JiepKaBHI1 I[IHHI Nanepu

HIBUJIKICTB O0ITY TpoIei

JOCTYTIHI IHCTPYMEHTH
(UUIsIXY)

MIPOBOJUTH BaJIFOTHO-
I'POILIOBY HOJITHKY
CaMOCTIHHO

1HO3€MHAa BAJIFOTA

To affect world
prices
The wild
fluctuations of
prices

Durability

Portability
Divisibility

Stability in
value

Acceptability
To maintain
purchasing
power of money
Monetary policy

To alter the
money supply
Rates of interest

Treasury bills
Company bonds

Required
reserve ratio

m TEXTS FOR READING

TEXT A. MONEY

UNIT 1.5 MONEY AND MONETARY POLICY

BIUIMBATH Ha CBITOBI
LHU
HECTPUMHE KOJIMBAHHS
LiH

TPUBATICTh TEPMIHY 1
BUKOPUCTAHHS
MOPTATUBHICTh
MOIITBHICTB

CcTaOLIBbHICTE LIHHOCTI
NPUHHATHICTH

30epertd  KymiBeJIbHY
CIPOMO>KHICTB TPOLIEH
BaJIFOTHO-TPOIIIOBA
HOJIITUKA

MIHSTH 3aIacy Tpomiei
MPOIICHTHI CTaBKHU
Ka3HauehChKi BEKcel
oOJirauii KoMmaHii

Koe]ilieHT
000B’SI3KOBOT0 PE3EpPBY

Historically, many commaodities, ranging from precious metals to cigarettes, have
been used as money. In prisoner-of-war camps, cigarettes served as money. In the
nineteenth century money was mainly gold and silver coins. These are examples of
commodity money, ordinary goods with industrial uses (gold) and consumption uses
(cigarettes) which also serve as a medium of exchange. In most modern societies,
however, commodities are rarely used as money because they are expensive. Instead,
they use fiat money, that is mainly paper currency issued by governments and deposits
In checking accounts that are accepted as a means of payments for goods and services.
Fiat money is sometimes called token money. By collectively agreeing to use fiat money,
society economizes on the scarce resources required to produce money as a medium of
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exchange. The essential condition for the survival of fiat money is the restriction of the
right to supply it. Private production is illegal.

Society enforces the use of fiat money by making it legal tender. The law says it
must be accepted as a means of payment.

In modern economies, fiat money is supplemented by 10U (I owe you) money.
IOU money is a medium of exchange based on the debt of a private firm or individual.
A bank deposit is IOU money because it is a debt of the bank. When you have a bank
deposit the bank owes you money. Bank deposits are a medium of exchange because
they are generally accepted as payment.

Although the crucial feature of money is its acceptance as the means of payment
or medium of exchange, money has three other functions. It serves as a unit of account,
as a store of value, and as a standard of deferred payment. We discuss each of the four
functions of money in turn.

Money, the medium of exchange, is used in one-half of almost all exchanges.
Workers exchange labour services for money. People buy or sell goods in exchange for
money. Money is the medium through which people exchange goods and services.

To see that society benefits from a medium of exchange, imagine a barter
economy. A barter economy has no medium of exchange. Goods are traded directly or
swapped for other goods. In a barter economy, the seller and the buyer each must want
something the other has to offer. Each person is simultaneously a seller and a buyer.
There has to be a double coincidence of wants.

Trading is very expensive in a barter economy. People must spend a lot of time
and effort finding others with whom they can make mutually satisfactory swaps. The
use of money — any commaodity generally accepted in payment for goods, services, and
debts - makes the trading process simpler and more efficient.

The unit of account is the unit in which prices are quoted and accounts are kept.
In Britain prices are quoted in pounds sterling; in America in dollars. It is usually
convenient to use the units in which the medium of exchange is measured as the unit of
account as well. However there are exceptions. During the rapid German inflation of
1922-23 when prices in marks were changing very quickly, German shopkeepers found
it more convenient to use dollars as the unit of account. Prices were quoted in dollars
even though payment was made in marks, the German medium of exchange.

Money is a store of value because it can be used to make purchases in the future.
To be accepted in exchange, money has to be a store of value. Nobody would accept
money as payment for goods supplied today if the money was going to be worthless
when they tried to buy goods with it tomorrow. But money is neither the only nor
necessarily the best store of value. Houses, stamp collections, and interest-bearing bank
accounts all serve as stores of value. Since money pays no interest and its real purchasing
power is eroded by inflation, there are almost certainly better ways to store value.

Finally, money serves as a standard of deferred payment or a unit of account over
time.

To be used as money, an item must have certain characteristics. The five
characteristics of money are durability, portability, divisibility, stability in value, and
acceptability.
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Durability refers to money’s ability to be used over and over again. Metals such
as gold and silver are ideal because they withstand wear and tear well. In fact, many
coins minted in ancient times are still in existence.

Portability. Money’s ability to be carried from one place to another and transferred
from one person to another is its portability. As a medium of exchange, money must be
convenient for people to use.

Divisibility refers to money’s ability to be divided into smaller units, which
permits buyers and sellers to make transactions of any size.

Stability in value. For money to be useful as a store of value, it must be stable in
value. Stability in value encourages saving and maintains money’s purchasing power.
Most people who save money are confident that it will have approximately the same
value when they want to buy something with it as it had when they put it into savings.

Acceptability means that people are willing to accept money in exchange for their
goods or services. People accept money because they know they can spend it for other
products.

TEXT B. MONETARY POLICY

Monetary policy is a central government policy with respect to the quantity of
money in the economy, the rate of interest and the exchange rate.

Let us consider the demand and supply for money.

Why do people hold (demand) currency and checkable deposits (M1), rather than
putting their money to work in stocks, bonds, real estate, or other nonmoney forms of
wealth? John Maynard Keynes, in his work entitled The General Theory of
Employment, Interest, and Money, gave three important motives for doing so:
transactions demand, precautionary demand, and speculative demand.

The transactions demand for money is the stock of money people hold to pay
everyday predictable expenses. The desire to have “walking around money*" to make
quick and easy purchases is the principal reason for holding money. Without enough
cash, the public must suffer forgone interest.

People have a second motive to hold money, called the precautionary demand for
money. The precautionary demand for money is the stock of money held to pay
unpredictable expenses. This is the “mattress money* people hold to guard against those
proverbial rainy days.

The third motive for holding money is the speculative demand. The speculative
demand for money is the stock of money held to take advantage of expected future
changes in the price of bonds, stocks, or other non-money financial assets. It is the so
called “betting money.

As the interest rate falls, the opportunity cost of holding money falls, and people
increase their speculative balances.

Money supply comes in many forms, including currency, demand deposits, time
deposits, and plastic money.

The narrowest commonly used measure of money M1 consists of currency (bills,
coins, money orders and travelers checks) and current accounts (AmE — checking
accounts).

A broader measure M2 includes M1 plus saving accounts.
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When the money supply increases, people have more money to spend, and
demand for goods and services increases. As demand increases, businesses hire
additional workers to increase output. This is an economic growth scenario. But, if
output does not keep pace with demand, prices increase. When prices rise continuously,
inflation results. This tends to cause problems for people whose incomes do not increase
at a rate consistent with inflation.

Monetary policy rests on the relationship between the rates of interest in an
economy, that is, the price at which money can be borrowed, and the total supply of
money. Monetary policy uses a variety of tools to control one or both of these, to
influence outcomes like economic growth, inflation, exchange rates with other
currencies and unemployment. Where currency is under a monopoly of issuance, or
where there is a regulated system of issuing currency through banks which are tied to a
central bank, the monetary authority has the ability to alter the money supply and thus
influence the interest rate (to achieve policy goals). The beginning of monetary policy
as such comes from the late 19th century, where it was used to maintain the gold
standard.

A policy is referred to as contractionary if it reduces the size of the money supply
or increases it only slowly, or if it raises the interest rate. An expansionary policy
increases the size of the money supply more rapidly, or decreases the interest rate.
Furthermore, monetary policies are described as follows: accommodative, if the interest
rate set by the central monetary authority is intended to create economic growth; neutral,
if it is intended neither to create growth nor combat inflation; or tight if intended to
reduce inflation.

TEXT C. MONETARY POLICY TOOLS

There are several monetary policy tools available to achieve these ends: increasing
interest rates by fiat; reducing the monetary base; and increasing reserve requirements.
All have the effect of contracting the money supply; and, if reversed, expand the money
supply. Since the 1970s, monetary policy has generally been formed separately from
fiscal policy. Even prior to the 1970s, the Bretton Woods system still ensured that most
nations would form the two policies separately.

Within almost all modern nations, special institutions (such as the Federal Reserve
System in the United States, the Bank of England, the European Central Bank, the
People’s Bank of China, and the Bank of Japan) exist which have the task of executing
the monetary policy and often independently of the executive. In general, these
institutions are called central banks and often have other responsibilities such as
supervising the smooth operation of the financial system.

The main instrument used by a central bank to achieve its goals is the interest rate
—also known as the discount rate or base rate. This is the rate at which the central bank
is ready to lend to commercial banks.

Another instrument of monetary policy is open market operations. This entails
managing the quantity of money in circulation through the buying and selling of various
financial instruments, such as treasury bills, company bonds, or foreign currencies. All
of these purchases or sales result in more or less base currency entering or leaving market
circulation.
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Finally, the central bank also requires the commercial banks to hold a percentage
of their deposits as reserves. These are called required reserves, and the percentage is
known as the required reserve ratio. These reserves are meant to ensure some minimum
level of prudence, even if not all commercial banks want to operate as prudently as they
should.

Our discussion indicates that the level of cash deposits and commercial banks’
reserves held at the central bank plays an important role in transmitting the central
bank’s monetary policy to the banking sector and the financial markets. The cash in
circulation and the reserves of private banks together are called the monetary base. The
central bank has a monopoly over money creation, more precisely, over monetary base
creation. The power of a central bank rests on its ability to control the monetary base.

PRACTICAL PART
1. Answer the following questions:

1. What’s the main reason for having ‘walking around money’?

2. Why do people prefer to invest in stocks and bonds when the interest rate is
high?

3. What measures can be taken to regulate the money supply?

4. What are the main instruments of monetary policy?

5. In what way does the rise in interest rate influence the lending provided by
commercial banks?

6. Why does central bank require the commercial banks to hold a percentage of
their deposits as reserves?

7. What happens if the central bank increases/decreases the required reserve
ratio?

8. What is monetary base?

9. What instruments does monetary policy use in order to influence such
outcomes as economic growth, inflation and unemployment? What is money ?

10. What are the main functions of money?

11. What is the difference between commaodity and fiat money?

12. What factors may affect world prices, regardless of government actions?

13. Why do people accept money willingly in exchange for their goods and
services?

14. What does medium of exchange mean ?

15. Can you explain the meaning of “store of value”?

16. Which forms of money are the most suitable to be used as money?

17. What is the third function of money ?

18. Dwell upon the five main characteristics of money.

2. Match the Ukrainian word combinations with their English equivalents:
A B
1) monuT Ha rPoIiN I 3AIHCHEHHS yroJ a) forgone interest
2) momuT Ha rpomn g HemependOaueHux | b) cash receipts from sales
BUTpAT
3) CHeKyJISATHUBHI MOMKT Ha TPOIITi c) transactions demand for money
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4) mjaHOBaHI BUTPATH d) to keep pace with smth

5) ymyieHi BiJICOTKH e) withdrawal penalties

6) HecenHs 30uTkiB B pesynbrarti | f) to increase at a rate consistent
B1JIBOJIIKAHHS KaIliTATy with inflation

7) TPOIIOBI HAJIXOKCHHS B1JT TPOJIaXKiB g) the speculative demand

8) (iHaHCOBI aKTHUBH, 110 IPUHOCITH TOXI] h) interest-bearing financial assets
9) anbprepHaTHBHI BUTpaTH Bix 30epiranus | i) predictable expenses
rponeu

10) B3aeMHi ()OHIM TPOIIOBOTO PHHKY J) time deposits
11) 3pocratu Ha piBHI, BiamoBigHoMy piBHIO | K) the opportunity cost of holding
1HGIAIT money
12) BcTuratH 3a YUM-HEOY b I) the precautionary demand
13) cTpoKOBi BKJIaIH m) money market mutual funds
3. Complete the sentences:
1. Commodity money is...
2. Fiat money is ...
3. In modem economies, fiat money is supplemented by ...
4. Money is the medium through which...
5. The unit of account is the unit in which...
6. Money is a store of value because...
7. A standard of deferred payment or a unit of account...
8. In a barter economy, the seller and the buyer each must want something...

D

. Say whether the following is true or false:

True | False

1. The use of money is as convenient as barter.

2. Efficient barter means that the traders’ needs coincide.

3. Precious metals can’t be used as money because they are too
heavy.

4. Gold can serve the same functions as money.

5. Money eliminates the need for barter.

6. Any item can successfully serve as money.

7. Money is said to be liquid because it is immediately available to
spend for goods.

5. Complete the sentences using the following words. Some words you do not
need to use:

to eat to pay torealize |toserve |tolose to put
payment service debts currency | transaction | money

1) “When it’s a question of , everybody is of the same religion.*
Voltaire

2) “If you want to know what a man is really like, take notice of how he acts when
he money. “
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3) “Only when the last tree has died and the last river has been poisoned and the

last fish has been caught will we we cannot money.* Native
American Proverb
4) There are severe penalties for late of taxes.

5) Local banks give better rates for converting your traveler’s checks into foreign
6) The bank charges a fixed rate for each

6. Translate the following sentences from Ukrainian into English:

1. THusisa — 11e miABUIIICHHS PiBHS IIiH 1 3apIuiar.

2. bararo BueHUX HaMarajaucs BU3HAYUTH NMPUUUHU THOIAIIII.

3. MoHeTapucTi BBa)kaiu, 10 I1HGIANISL BUKIMKAETHCA 3aHAATO IBUIKUM
MIJBUILIEHHSM IPOIIOBOI MacH 1 BIATIOBIIHUM 3POCTAHHSAM IOIUTY Ha TOBAPHU.

4. Jlesiki €KOHOMICTH BBa)KalOTh, 0 KOPCTKA MOJITUKA JJOXO/AIB € TApHUM, aje
THMYaCOBUM CIIOCOOOM YTPUMAaHHS 1HQIISIIIT M1 KOHTPOJIEM.

5. Ilpu myaHOBI €KOHOMIIl 3pOCTaHHS LIH CTPUMYBAJIOCSA MPAMHM ypSAJIOBUM
PETYIIOBAHHSIM.

6. 3aBgaHHs ypsy — CTPUMATH 3pOCTAHHS TEMIIB 1H(IIALI].

SELF-EXAMINATION TESTS

Choose the correct answer:

1. The stock of money people hold to pay everyday predictable expenses is the:
a. transactions demand for holding money;
b. precautionary demand for holding money;
c. speculative demand for holding money;
d. store of value demand for holding money.

2. The stock of money people hold to take advantage of expected future changes
in the price of bonds, stocks, or other nonmoney financial assets is the:
a. unit-of-account motive for holding money;
b. precautionary motive for holding money;
c. speculative motive for holding money;
d. transactions motive for holding money.

3. Which of the following statements is true?
a. The speculative demand for money at possible interest rates gives the demand for
money curve its upward slope;
b. There is an inverse relationship between the quantity of money de-manded and the
interest rate;
c. According to the quantity theory of money, any change in the money supply will have
no effect on the price level;
d. All of the above.

4. A direct exchange of fish for corn is an example of:
a. storing value;
b. a modern exchange method,;
C. barter;
d. a non - coincidence of wants.

5. Which of the following is a store of value?
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Monetary policy  MomnerapHa mosiTuka Acquire
Investment bank  TaBecTuuiiinuii 6aHK Bonds

Bankrupt bankpyt Central bank
Merger 3nuTTS Clearing cheques
Bail out BpsiryBatn Lender

Last resort «OcTaHHIi TPUTYIOK» Retail bank
Merchant bank Komepuiitauii 6ank Takeover bid
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. Money market mutual fund share;

. Repurchase agreement;

. All of the above are a store of value;

. None of the above are a store of value.

6. Anything can be money if it acts as a:

. unit of account;

. store of value;

. medium of exchange;
. all of the above.

7. Demand-pull inflation occurs:

. when ‘too much money is chasing too many goods’;
. during a recession;

. rising production costs;

. hone of the above.

8. Cost-push inflation is due to:

. excess total spending;

. too much money chasing too few goods;

. resource cost increases;

. the economy operating at full employment.

OVER TO YOU

What kind of money market instruments are you familiar with? Which ones
would be must useful for your company you would like to work for?

UNIT 1.6. CENTRAL BANK AND FINANCIAL INSTITUTIONS

d

Active Vocabulary

[TpunGanus
Oonirarii
[enTpansHuit 6aHK
Knipunrosi ueku
[To3nyanbHUK
Po3npiOuuii 6ank
CraBka Ha
MOTJIMHAHHS
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m TEXTS FOR READING
TEXT A. CENTRAL BANK

Some central banks are responsible for monetary policy — trying to control the
rate of inflation to maintain financial stability. This involves changing interest rates.
The aim is to protect the value of the currency — what it will purchase at home and the
other currencies. In many countries, the central bank supervises and regulates the
banking system and the whole financial sector. It also collects financial data and
publishes statistics, and and provides financial information for consumers.

In most countries, the central bank prints and issues currency — putting banknotes
into circulation. It also participates in clearing cheques and setting debts among
commercial banks.

If one bank goes bankrupt, it can quickly affect the stability of the whole financial
system. And if depositors think is unsafe they might all try to withdraw their money. If
this happens it’s called a bank run or a run on the bank, and the bank will quickly use
up its reserves. Central banks can act as lender of last resort, which lending money to
financial institutions in difficulty, to allow them to make payments. But central banks
don’t always bail out or rescue banks in difficulty, because this could lead banks to take
risks are too big.

Central banks manage a country’s reserves of gold and foreign currencies. They
can try to have an influence on the exchange rate — the price at which their currency can
be converted into other currencies. They do this by intervening on the currency markets,
and moving the rate up or down by buying or selling their currency. This changes the
balance of supply — how much is being sold —and demand — how much is being bought.

What about exchange rates with foreign currencies?
“Central banks manage a country’s reserves of gold and foreign currencies. They can
try to have an influence on the exchange rate — the price at which their currency can be
converted into other currencies. They do this by intervening on the currency markets,
and moving the rate up or down by buying or selling their currency. This changes the
balance of supply —how much is being sold — and demand — how much is being bought.”

TEXT B. MONETARY POLICY

A central bank is an independent national authority that conducts monetary policy,
regulates banks, and provides financial services including economic research. Its goals are
to stabilize the nation’s currency, keep unemployment low, and prevent inflation.

Most central banks are governed by a board consisting of its member banks. The
country’s chief elected official appoints the director. The national legislative body
approves him or her.

Central banks affect economic growth by controlling the liquidity in the financial
system. They have three monetary policy tools to achieve this goal.

First, they set a reserve requirement. It’s the amount of cash that member banks must
have on hand each night. The central bank uses it to control how much banks can lend.
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Second, they use open market operations to buy and sell securities from member
banks. It changes the amount of cash on hand without changing the reserve requirement.
They used this tool during the 2008 financial crisis. Banks bought government bonds and
mortgage-backed securities to stabilize the banking system.

Third, they set targets on interest rates they charge their member banks. That guides
rates for loans, mortgages, and bonds. Raising interest rates slows growth, preventing
inflation.

That’s known as contractionary monetary policy. Lowering rates stimulates growth,
preventing or shortening a recession. That’s called expansionary monetary policy. The
European Central Bank lowered rates so far that they became negative.

Monetary policy is tricky. It takes about six months for the effects to trickle through
the economy. Banks can misread economic data as the Fed did in 2006. It thought the
subprime mortgage meltdown would only affect housing. It waited to lower the fed funds
rate. By the time the Fed lowered rates, it was already too late.

But if central banks stimulate the economy too much, they can trigger inflation.
Central banks avoid inflation like the plague. Ongoing inflation destroys any benefits of
growth. It raises prices for consumers, increases costs for businesses, and eats up any
profits. Central banks must work hard to keep interest rates high enough to prevent it.

Politicians and sometimes the general public are suspicious of central banks. That’s
because they usually operate independently of elected officials. They often are unpopular
in their attempt to heal the economy. For example, Federal Reserve Chairman Paul VVolcker
sent interest rates skyrocketing.

It was the only cure to runaway inflation. Critics lambasted him. Central bank
actions are often poorly understood, raising the level of suspicion.

Central banks regulate their members. They require enough reserves to cover
potential loan losses. They are responsible for ensuring financial stability and protecting
depositors’ funds.

In 2010, the Dodd-Frank Wall Street Reform Act gave more regulatory authority to
the Fed. It created the Consumer Financial Protection Agency. That gave regulators the
power to split up large banks, so they don’t become “too big to fail. * It eliminates
loopholes for hedge funds and mortgage brokers. The Volcker Rule prohibits banks from
owning hedge funds. It bans them from using investors’ money to buy risky derivatives for
their own profit.

Central banks serve as the bank for private banks and the nation’s government. That
means they process checks and lend money to their members.

Central banks store currency in their foreign exchange reserves. They use these
reserves to change exchange rates. They add foreign currency, usually the dollar or euro,
to keep their own currency in alignment. That’s called a peg, and it helps exporters keep
their prices competitive.

Central banks also regulate exchange rates as a way to control inflation. They buy
and sell large quantities of foreign currency to affect supply and demand.

Most central banks produce regular economic statistics to guide fiscal policy
decisions. Here are examples of reports provided by the Federal Reserve:

— Beige Book: A monthly economic status report from regional Federal
Reserve banks.
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— Monetary Policy Report: A semiannual report to Congress on the national
economy
—  Credit Card Debt: A monthly report on consumer credit.

TEXT C. U.S. FEDERAL RESERVE

Central banks are what they sound like: centralized financial institutions of a
country like the United States or a regional organization like the European Union.

Central banks are not, however, like the commercial banks (like Bank of America,
Chase, or TD Bank) in which you might deposit money. Central banks conduct monetary
policy, using various tools to influence the amount of money circulating in an
economy, interest rates charged on loans, and the rate of inflation.

Inflation occurs when prices continue to rise, meaning a country’s currency Iis
worth less than it was before because it can’t buy as much (also known as a decline in
purchasing power). Inflation is a sign that the economy is growing, often because
demand outpaces supply and consumers are willing to spend more money on goods. But
high inflation is a problem because it discourages investment and lending and wipes out
people’s savings as it erodes the value of money. For this reason, central banks work
hard to keep inflation in check.

Deflation is the opposite of inflation—when there is a decline in prices. Too much
deflation can drive higher rates of unemployment, and can eventually cause consumers
to default on debt obligations. For this reason, economists often consider a balanced
economy to allow for some inflation, but not too much—about 2% inflation is the ideal
rate.

Central banks are essential institutions, typically focused on keeping prices stable,
maximizing employment, and helping a country’s economy grow. Experts agree central
banks work best when they’re clear about their goals and policies, independent from the
government and not under the sway of politics, and credible, or trusted. Although they
share some similarity in goals, function, and structure, central banks in different places
work differently. To illustrate what they do, how they work, and why they’re important
to you, let’s examine the U.S. Federal Reserve System.

The U.S. Federal Reserve, sometimes called the Fed, is the central bank of the
United States. The Fed is the most powerful economic institution in the United States
and manages the country’s monetary policy. Central banks, like the Fed, lend money to
commercial banks in times of crisis so that they do not collapse; this is why a central
bank is called a lender of last resort. And this is one of the reasons central banks matter.
However, the Federal Reserve hasn’t always been around to save the day.

Today, the Fed has two primary goals in what is known as a dual mandate.

Those goals are price stability marked by; low inflation (at about 2 percent) and
maximum employment. The Fed acts on a Goldilocks principle: trying to ensure that the
economy grows and that new jobs are created while not letting it grow too quickly
lest inflation rise too much. Put more simply, the Fed tries to keep the economy not too
hot and not too cold.

While the dual mandate is the most essential part of the Fed’s job, it has other
responsibilities too. Beyond promoting the stability of the financial system, the Fed
supervises and regulates the practices of financial institutions including commercial
banks. It also works to make the systems used to conduct financial transactions safe and
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efficient, and advocates for consumer protections, such as banks prohibiting
discrimination on the basis of race, marital status, national origin, and other factors. The
Fed also puts the dollars we use into circulation by influencing money supply.

The Fed wants to keep prices stable and inflation at around 2 percent, and it seeks
to maximize employment rates. But the Fed isn’t Congress and can’t make laws to
regulate the economy. So it acts indirectly, by changing the money supply or the
amount of money in the economy. The Fed has several policy tools at its disposal to do
this, including setting a target interest rate.

The Fed can undertake contractionary monetary policy—that is, use tools to
decrease the money supply—when it wants to slow down the economy and curb
inflation; it undertakes expansionary monetary policy —that is, uses tools to increase
the money supply — when it wants to energize the economy and stimulate growth.

PRACTICAL PART

1. Answer the following questions:

What necessitated the creation of central banks in the twentieth century?
Describe the ways in which central banks are created.

Reveal the relationship between central banks and public authorities.

Explain the importance of the central bank’s economic independence.

What are the similarities and differences between the operations of the central
bank and commercial banks?

Describe the establishment and activities of the Ukrainian State Bank.

Describe the main tasks of regulating the activities of banks

What is the increased financial vulnerability of banks?

Describe the current trends in the development of the banking regulation system.

Wb E
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2. Match the two parts of the sentences

1. The central bank will sometimes lend | a) if they could always be sure of rescue
money by the central bank.

2. Banks would probably start taking too | b) if there is a run on a commercial bank.
many risks

3. Central banks are usually responsible | ¢) if monetary policy is successful.
for

4. The central bank can alter d) printing and and distributing banknotes.

5. There will be low and stable inflation | e) the amount of money commercial banks

are able to lend.

3. Make word combinations using a word from each box. One word can be used
twice. Then use the word combinations to complete the sentences below.

bank currency exchange |financial | monetary | markets
run system policy rate stability
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1. , including setting interest rates, is designed to
maintain :
2. If there’s a and the bank goes bankrupt, this can

have a rapid effect on the whole

3. On one day in 1992, the Bank of England lost over £1 billion ( more than half
of the country’s foreign reserves) in the , trying to protect
the of the pound.

4. Find words with the following meanings.

A company offering financial services

The money a company uses, raised by way of shares and bonds

When two formerly separate companies agree to join togetyer

A company formed by the merger or takeover of several other
companies

The ending of some rules and restrictions

When a company offers to buy the shares of another of another
company to gain control of it

5. Translate the following sentences from Ukrainian into English:

1. [lenTtpanbauii OaHK — ycTaHOBa (31€0LIBIIOTO JEpKaBHUM OpraH), sKa
pEryJIlo€e  isUTbHICTh OaHKIB Y KpaiHi, NPOBOAWTH MOHETapHY (IPOIIOBO-KPEIUTHY)
Ta BAJIFOTHO-KYPCOBY MOMITHKY AepxaBu (PenepanbHa pezepBHa cucrema CIIA) abo
CHUIBHOTH JiepxkaB (€Bponecbkuid ieHTpanbHuil 0aHk). B Ykpaini ue Hamionansuuii
O0aHK YKpaiHu.

2. llenTpanpHuii 6aHK MOXKE€ BHKOHYBATH (3aJI€)KHO Bia KpaiHH) Taki (yHKINI:
3M1MCHEHHS] OaHKIBCHKOTO peryJItoBaHHS Ta Harsny (3abe3neueHHs
CTablIBHOCTI OaHKIBChKOT ~ cHcTeMH), (opMyBaHHS Ta BHMKOHAHHS MOHETAPHOI
(TpOIIOBO-KPEAUTHOI)  TOJITUKH JEPKABU, PETYJIIOBAHHS IPOIIOBOI  MacH, IO
nepeadavae  TaKOX ~ MOHOMOJBHE  MpaBo eMicii rpomedd,  GopmyBaHHsS  Ta
BUKOHAHHS BaJIOTHO-KYPCOBO1 TOJNITHKH, BKJIIOYAIOYM 3a HEOOXIIHOCTI BaJIFOTHI
IHTEpBEHIIli, YIPaBIiHHS 30JI0TO-BAIIOTHUMH pE3€pBaMU KpaiHW, BEIACHHS PaxyHKIB
JUTSL 3A1MCHEHHSI MIKOAHKIBCBKUX PO3PAXyHKIB.

3. llenTpanbHi 0aHKU 3 METOIO 3/IMCHEHHS CBOET A1STILHOCTI MPOBOSATH aHAI3 1
MPOTHO3YBAaHHS CTaHY CKOHOMIKM KpaiHW, 1 HacaMIiepe] TPOIIOBO-KPEIUTHUX,
BAJIFOTHHUX 1 LIHOBUX BIJTHOCHH.

4. HarionanbHuii 6aHK YKpaiHu 3/11MCHIOE aHAJI3 CTaHy, CTPYKTYPH Ta JUHAMIKH
TOTIBKOBOTO OOITy 1 po3po0Jisi€ 3aX0u MO0 HOoro BIockoHaleHHs. OCHOBHI 00’ €KTH
aHaJli3y: MOKa3HUKH FOTIBKOBOTO 00Iry B yB 513111 3 MOKa3HUKAMHU, 1[0 XapaKTePU3YIOTh
€KOHOMIYHMI CTaH KpaiHM Ta TEHIEHIIi i1i EeKOHOMIYHOTO PO3BHUTKY; JIKepela
HAJIXOJPKEHHS TOTIBKM y Kacu OaHKIB 1 IIJIbOBA CIIPSIMOBAHICTh iX BHIa4 3 Kac OaHKIB;
IIBUKICTh TOBEPHEHHS TOTIBKM y Kacu OaHKIB, YMHHHKH, 110 BHU3HAYAIOTh 3MIHY
00CsTiB TOTIBKM y T103a0aHKIBCHKiHM cepi; TepuTopiaibHE PO3MIIIECHHS TOTIBKH Ta ii
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BUJIyYEHHSI 3 00OpOTYy; piBEHb 1HKAacalii TOTIBKOBOI BUPYYKH; CTaH 1 PO3BUTOK
0€3roTiBKOBUX PO3PaxXyHKIB MK MiAMPHUEMCTBAMH 1 TPOMaJITHAMU TOIIIO.

6.Use a word or phrase from each box to make combinations from the text. You can
use some words more than once. Then use the correct form of some of the word
combinations to complete the sentences below.

identify exchange rates
implement policies
influence risks
maintain stability
reduce threats
1. Just like the central bank, all companies have to try to ...... potential financial ...... .
2. The Bank can spend the country“s currency reserves in order to ....... .......
3. The Bank can try to ....... ....... to the financial system, but it can’t ellmlnate them
completely.
4. The Bank has to ....... the ....... of the financial system, but that doesn’t mean it
rescues irresponsible banks.
5. The Bank ....... ....... that should enable it to meet the inflation target set by the
government.

SELF-EXAMINATION TESTS

Choose the correct answer:
1. What is a central bank?
a) The emission center of the country;
b) The center of monetary regulation of the economy;
c) The body of state monetary regulation of the economy;
d) All answers are correct.
2. The main functions of the central bank are:
a) Issue of money and organization of money circulation;
b) Control and regulation of the banking system;
¢) Maintaining the exchange rate of the national currency in the international financial
market;
d) All answers are correct.
3. What do the powers of the central bank depend on?
a) the procedure for appointing its leadership from the participation of the state in the
formation of its capital;
b) the political situation in the country;
c) the goals and objectives of its functioning;
d) reflected in the legislation.
4. What does the function of the central bank “bank of banks* entail?
a) acting as an interbank center and lender of last resort;
b) activity as a fiscal agent of the government and carrying out operations related to
public debt servicing;
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c) availability of a flexible mechanism for monetary regulation of macroeconomic
processes;
d) monopoly right to issue banknotes, which are the only legal means of payment.
5. The profitability of the bank s activities is:
a) The ratio of profit to the share capital of the bank;
b) The ratio of total assets to the bank’s expenses;
¢) Interest and dissidents on capital placed in securities;
d) Correct answer 1 and 2.

6. In the process of performing the function of the financial agent of the state,

the central bank:

a) Issues banknotes;

b) Serves the public debt;

¢) Organizes interbank settlements;

d) Provides credit services to commercial banks.

7. A commercial bank can actively issue non-cash money into circulation within
the limits of:

a) the money of the National Bank, which is at its disposal;
b) its deposits;

C) its cash reserve;

d) its excess reserve.

8. What operations does the central bank perform as a cash circulation issuing

center?
a) excludes worn-out and counterfeit money from circulation;
b) regulates the exchange rate of the national currency;
c) places government securities on the market;
d) reorganizes or liquidates commercial banks.
9. Who can be clients of the central bank?
a) individuals and legal entities;
b) state-owned enterprises and institutions;
¢) commercial banks;
d) enterprises and organizations in various sectors of the economy.

10.  What is the name of the monetary policy aimed at expanding the volume of
credit operations, reducing the level of interest rates and the general growth of the
money supply?

a) expansionary interest rate;
b) policy of minimum reserves;
C) restrictive.

=5

Is the central bank in your country independent from the government? What
powers and responsibilities does it have?

OVER TO YOU
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UNIT 1.7. ENTERPRISE. PROFITS AND LOSSES

d

Active Vocabulary

Bill paxyHOK Stock aKIis

Board of Panma aupexTopis Stockholder aKIioHep

Directors

Bond oOJriramis Tax rate PIBEHb MOJATKY

Consumer CTHOXHBaY To borrow MO3UYaTH

Corporation KOpIopairis, akiionepue TO  conduct a Becru cpaBy
TOBapUCTBO business

Debt 6opr To contribute BHOCHTH, POOMTH BHECOK

Double taxation  mopgiiiHe onogaTKyBaHHS To do  book- Bectu Oyxranrepiro

keeping

Earned 3apo0IIeHUi To hire HaiMaTu

Expense BUTpaTa To incur losses 3a3HaBaTH BTpAT

Legal 3aKOHHUU To issue BHUITYCKAaTH, BUNABAaTH

Liable (for) BIJOBiqanbHUi (3a) To own BOJIOJIITH

Partnership TOBAPUCTBO(KOMITAHis) To raise money OTpUMYBATH (3apo0sTH)

Private PHUBATHHIMA To reap profit OTPUMYBATH MPUOYTOK

Proprietorship BJIACHICTH (IIpUBATHA) To signify 03HAYaTH

Share YyacTKa, mai, aKiis To state [MOB1IOMJISITHA

m TEXTS FOR READING

1. Read the texts. Compile a glossary of terms (20LU).
2. Translate texts (edit automatic translation).
3. Discuss the texts read in the group. Formulate 5 questions to the text.

TEXT A Types of firms

Consumers, firms and markets are the basic elements that make up the private, or
non-governmental, sector of the economy. A firm is an organization that produces a
good or a service for sale. In contrast to non-profit organizations, firms want and try to
make a profit. It is obvious that the activity of firms is the centre of the economy, and it
IS hard to overestimate the importance of business firms in the economy. They produce
goods and services; hire most of the nation’s workers, and issue stocks and bonds that
represent a large percentage of the nation’s wealth.

Economists define the following types of business firms: proprietorships,
partnerships and corporations. A proprietorship is a legal form of business organization,
the most common form in most countries, and also the simplest. A proprietorship is one-
owner business. Many entrepreneurs start their own businesses as sole proprietorships.
The proprietorship’s owner hires the people he needs to wait on customers, deliver
orders, do the bookkeeping etc. He borrows, if he can, whatever money he feels he
needs. He reaps the profit, or incurs losses. The advantages of this form of business are:

— owners of proprietorships have complete control over their businesses;
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— aproprietorship is easy and inexpensive to establish.

But proprietorships have important disadvantages as well — and for this reason,
they are seldom found in many important industries. First, it is difficult for a proprietor
to put together enough financial resources to enter industries like automobiles,
computers etc. Another disadvantage is that proprietors are liable for all the debts of the
firm. A partnership is more complicated than a proprietorship. It is a form of business
organization where two or more people agree to own and conduct a business. Each
partner agrees to contribute some proportion of the capital and labour used by the
business, and to receive some proportion of the profits or losses.

A partnership also has certain advantages:

— it can be established without great expense;

— it can usually put together more financial resources and specialized knowledge
than a proprietorship. Though a partnership also has certain drawbacks:

— each partner is liable without limit for the bills of the firm;

— it is not a very effective way to obtain the large amounts of capital required for
some modern industries.

Corporation is a legal person, separate and distinct from its owners. It is a far more
complicated form of business organization. A corporation is formed by having lawyers
draw up all the necessary papers stating what sorts of activities the owners of the
corporation, the stockholders, should perform. Stock, pieces of paper signifying
ownership of the corporation is issued to the owners, in exchange for their cash. Each
share of stock gives its owner one vote. The corporation’s board of directors is elected
by the stockholders. The firm’s owners can sell their stock to someone else. The
corporation has many advantages. In particular, each of the corporation’s owners has
limited liability, the corporation has unlimited life; it can raise large sums of money.
One disadvantage of the corporation is double taxation of income: the tax rate is often
almost one-half of every extra dollar earned.

TEXTB COMPANY’S ASSETS AND LIABILITIES

The term ““asset™ means anything of value that is owned by a company and can be
expressed in term of money. Economic resources that provide a potential future service
to the organization are called assets in accounting. A company’s total assets include such
items as cash, buildings, equipment, and other property and accounts receivable, that is,
money owned by its customers. Assets are usually classified as current and long-term,
both types consisting of tangible as well as of intangible items. Current tangible assets
including cash, account receivable, stock-in-trade as usually converted into cash within
one year and sometimes can be used as means of payment. On the other hand, current
intangible assets consist of short-term investments in stocks and bonds. Long-term
intangible assets are not really visible and include such items as goodwill, patents,
trademarks, copyrights, these assets often being the most important factor for obtaining
future incomes. For example, goodwill means an intangible asset which takes into
account the value added to a business as a result of its reputation which cannot be really
calculated. In contrast, the real estate belongs to long-term assets. Liabilities are
obligations that a company owes to another organization, to an individual or to the
government. Like assets, liabilities are divided into current and long-term ones. Current
liabilities are usually amount that are paid within one year, including accounts payable,
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taxes on income and property, short-term loans, salaries and wages, and amounts of
money owed to suppliers of goods and services. Noncurrent liabilities often called long-
term are usually debts, such as bonds and long-term loans. All companies keep proper
accounting system in order to know whether or not they are operating profitably, each
of the assets and the liabilities and the equity being shown in a company’s accounts
separately. The balance sheet prepared by the company’s accountants is one of the
Important financial report showing the value of the total assets, total liabilities and equity
on the given date.

TEXTC COST

The demand for the firm’s product is the first of two basic factors that determine
the profitability of a firm. The second of these factors is the cost of production. Cost and
production are inseparable concepts for a firm. Efficient production is a goal of all firms
which want to increase their profits.

But an accountant’s understanding of cost is different from an economist’s view
of cost.

Accountants concentrate on explicit costs. Explicit costs are the costs for items
for which the firm has paid in the past or for which it must pay in the future. Explicit
costs are objective and based only on facts.

But implicit costs are not an adequate basis for decision-making. Implicit costs
are the opportunities that a firm gives up using a resource in another way. Implicit costs
are less objective than explicit cost figures.

According to economists, the economic cost of a firm includes both explicit and
implicit costs. A firm cannot make profit-maximizing decisions if resources supplied by
the owner are free.

To understand rent, one must know what economists mean by “land”. They define
“land” as any input that is fixed in supply; limits of land are established by nature.
Certain types of minerals and natural resources are in relatively fixed supply, that’s why
economists also include them in the definition of land.

The supply of land, an essential natural resourse, is limited and it cannot be easily
increased to meet an increase in demand except in certain cases. Another essential
characteristic of land is that it s durable, that is, land is not used up in he production
process, although it may be depleted by use.

Price of or income from land, as well as from other natural resources, is called
rent. Land itself has no cost of production, so rent depends on the degree of scarcity and
on the demand for it.

Suppose that the supply of an input is completely fixed. Increases in its price will
not increase its supply and decreases in its price will not decrease its supply. Thus, as
the classical economists of the 19th century said, rent is the price of such an input.

In other words, rent is a payment for a factor of production that is fixed in terms
of the supplied quantity.

Rent which is paid for the use of an apartment or office space does not really
constitute payment to a fixed factor of production. An apartment complex may be
converted into an office building. Also, apartments or office may be built on unoccupied
land. Thus, even land is not fixed in usage.
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PRACTICAL PART
1 State which of the sentences are true and which are false:

1. The governmental sector of the economy is based on consumers, firms and
markets. 2. Goods and services are produced for sale by the firms which want and try to
make a profit. 3. A proprietorship is owned by a group of individuals. 4. Corporation is
the most complicated form of business organization. 5. Only the president of the
corporation is liable for all the debts of the firm.

6. Partnership can be established without great expense.

7. Each share of stock gives its owner one vote.

8. All the corporation’s owners have unlimited liability. 9. Proprietors are liable
for all the debts of the firm.

10. Many entrepreneurs start their own businesses as stockholders of a
corporation.

2. Find in the text and say the following in English:

HenpubOyTtkoBi (pipmu Ta opranizailii, BUpoOJIATH TOBapU Ha MPOJIaX, 3aKOHHA
dbopma Oi3HECy, BECTH CIpaBH, JISIIBHICTH (ipMH, HaMaTh POOITHUKIB, BUITYCKATH
akIi Ta ooOiramii, BKJIaJaTH KamiTand y 0i3Hec, 0OCIyroByBaTH KJII€HTIB, TOCTABIATH
3aMOBJICHHSI, BECTH OyXTaJITepit0, OTpUMATU MPHUOYTOK, 3a3HaBaTH BTpPAT, (HiHAHCOBI
pecypcH, BecTH Oe3MeKHY BIIOBIIAJIBHICTh, OTPUMYBATH KalliTall, KOKHA aKIlis J1ae
OJIMH TOJIOC, paja JIUPEKTOPIB, aKIIOHEp, OOMEXKEHa BiAMOBIIAIBHICTh, KOXEH
J0JIaTKOBO 3ap00JIeHUi 0J1ap.

3. Choose the correct statement:

1. The governmental/non-governmental sector of the economy is formed by
consumers, firms and markets.

2. Like/in contrast to non-profit organizations, firms want and try to make a
profit.

3. It is hard to overestimate the importance of consumers/business firms in the
economy.

4. A corporation/proprietorship is a legal form of business organization, the most
common form in most countries, and also the simplest.

5. Owners of proprietorships have limited/complete control over their businesses.

6. A partnership is more/less complicated than a proprietorship.

7. A proprietorship/partnership is a form of business organization where two or
more people agree to own and conduct a business.

8. One disadvantage of the partnership/corporation is double taxation of income.

9. Each of the corporation’s owners has unlimited/limited liability.

10. Corporation is a legal person, unseparable/separate and distinct from its
OWners.
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4. Fill in the blanks with the appropriate words:
contribute amounts bonds entrepreneurs | to own
incurs sale income cash legal

1. A firm is an organization that produces a good or a service for

2. Firms issue stocks and that represent a large percentage of the natlon S
wealth.

3. A proprietorship is a form of business organization, the most common
form in most countries.

4. Many start their own businesses as sole proprietorships.

5. A proprietor reaps the profit or losses

6. It is a form of business organization where two or more people agree and
conduct a business.

7. Each partner agrees to some proportion of the capital and labour used
by the business.

8. A partnership is not a very effective way to obtain the large of capital.

9. Stock is issued to the owners, in exchange for their
10. One disadvantage of the corporation is double taxation of

Ex 5. Put the words in the correct order to make sentences.

1. business/ it/ is/ the/ of/ economy/ the/ to/ in / overestimate/ hard/ importance/
firms

2. goods/ nation’s/ firms/ most/ produce/ the/ hire/ services/ of/ and/ workers/

3. have/ their/ control/ owners/ complete/ businesses/ proprietorships/ of/ over/

4. their/ sole/ many/ businesses/ as/ entrepreneurs/ own/ proprietorships/ start/

5. a/ to/ easy/ proprietorship/ and/ establish/ is/ inexpensive/

6. all/ the/ debts/ proprietors/ of/ liable/ the/ firm/ for/ are/

7. al proprietorship/ more/ complicated/ a/ partnership/ is/

8. of/ without/ the/ each/ than/ partner/ for/ is/ limit/ bills/ the/ firm/ liable/

9. and/ distinct/ is/ legal/ separate/ its/ a/ owners/ corporation/ person/ from/

10. elected/ directors/ corporation’s/ of/ is/ the/ stockholders/ board/ by/ the/

6. State which of the sentences are true and which are false:
True | False

1. Economists define “land” as any input that is fixed in supply.

2. Certain types of minerals and natural resources are in completely
fixed supply, that’s why economists also include them in the
definition of land.

3. Increases in the price of a completely fixed input will not
increase its supply and decreases in its price will not decrease its
supply.

4. The classical economists of the 19th century said, rent is the
price of such an input.
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5. Rent is a payment of interest on a factor of production that is
fixed in terms of the supplied quantity.

6. Rent which is paid for the use of an apartment or office space
constitutes payment to a fixed factor of production.

7. An apartment complex may be converted into an office building.

8. Also, apartments or office may be built on unoccupied land.

9. Thus, even land is fixed in its usage.

10. In the most economic systems, businesses are formed with a
primary goal of making a profit.

11. A loss is incurred when the expenses of the business are less
than the sales.

12. In order to make a profit, businesses must offer products or
services that are needed by suppliers.

13. There must be a demand for the products or services being
offered for sale.

14. When economic losses exist in an industry, this is the signal for
resources to leave it.

SELF-EXAMINATION TESTS

Choose the correct answer:
1. The main purpose of enterprise finance:
a) implementation of economic activity;
b) distribution of income and savings received ;
c) ensuring the competitiveness of products ;
d) implementation of socio-economic development programs.
2. The financial resources of the enterprise are:
a) monetary funds that are formed in the process of distribution and use of GDP for a
certain period;
b) charter, capital of enterprises funds that are at the disposal of the enterprise;
¢) valuation of the property owned by the enterprise.
3. The capital of the enterprise is financial resources that:
a) invested to ensure economic activity, expansion and development of production;
b) directed to consumption;
¢) directed to the maintenance and development of social facilities;
d) remain in reserve.
4. A payment order is:
a) a document containing an order from the drawer of the cheque to the bank to
transfer a certain amount from his account;
b) a written promissory note that gives the right to demand payment of the relevant
amount from the debtor;
c) a written order from the account holder to transfer the appropriate amount from his
account to the account of the recipient of funds;
d) a combined document containing the supplier’s request and the payer’s order.
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5. What are the company ’s costs that cannot be attributed to the cost of products
sold?
a) payroll expenses in accordance with the established tariffs;
b) sales expenses;
c) depreciation deductions related to accelerated depreciation.
6. The cost of production affects
a) production efficiency;
b) the amount of taxes paid,;
¢) he amount of sales costs;
d) the amount of profit on the level of profitability of production.
7. The profit of the enterprise is:
a) cash receipt;
b) cash flow;
c) excess of income from activities over the amount of expenses;
d) the amount of financial resources of the enterprise that ensure its production and
economic activity.
8. What are the possible ways of using the net profit of the enterprise?
a) payment of interest for the use of short-term bank loans;
b) administrative expenses;
) payment of income tax;
d) payment of dividends.
9. Give a correct definition of the economic essence of profitability?
a) the absolute amount of the company’s profit;
b) the level of profitability of the enterprise;
c) excess of income from the sale of products over its cost;
d) the amount of financial resources of the enterprise that ensure its production and
economic activity.
10. Specify the indicators that characterize the use of working capital:
a) return on assets, fixed assets turnover ratio, profit margin;
b) capital intensity, return on assets, capital-labor ratio;
¢) labor productivity, return on capital,
d) turnover ratio, load factor, duration and turnover of working capital.
11. The turnover ratio of working capital characterizes:
a) payback of working capital;
b) the ratio of the amount of working capital per 100 hectares of agricultural land;
c) the amount of working capital to the value of gross production;
d) the number of turnovers per year.

5

Look at a company’s financial statements. Which of the financial ratios can be
calculated: from the balance sheet? from the profit and loss account? using both
these statements?

When ratios require additional information?

OVER TO YOU
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UNIT 1.8. JOB HUNTING

d

Active Vocabulary

Ad (advertisement) OrosomeHHs Junior Monoamuii
Legal contract Odiniitae Make a career PobutH kapepy
IpanecBJIaliTyBaHHA
Be self-employed Camo3zaitHATHI Marital status CiMeiinuii cTan
Compensation Kommencarris Offer a job 3anpornoHyBaTu
poboty
Contructual (treaty) J[lorosipHi Personnel / human Biggin  ynpaBiiHHS
obligation 3000BsA3aHHS resourses department IIEPCOHAIOM
Deadline Jemaiin Personnel / human Menemxep 3
resourses manager HIEPCOHATY
Unqualified / unskilled  HexBamidikoBanuit  Post/ appointment Baxkancis
/position /vacancy
Education Ocgira Qualified / skilled KganidikoBanuit
Employed | BaitasTuii Salary 3apobiTHa 1u1aTa
unemployed 0e3po0ITHHI
Experience | ocsin | Senior Crapimii
experienced JOCBITUCHHI
Fee roHopap First time job seeker JIronuHa, sIKa eI
pa3 mykae podoTy
Fringe benefits Wages 3apobiTHa 1uaTa
Interview IaTepBIO Work by shifts [pamroBaT 3a
3MiHaMH
Interviewee Jronuua, aka  Work full-time IToBHa 3afHATICTE
IpoXOoaAUThH
IHTEPBIO
Interviewer IaTepBBIOED Work part-time YacTkoBa 3aiHATICTh

m TEXTS FOR READING

TEXTA

Getting a job is a very hard period in the life of most people. Companies choose
an employee from hundreds of candidates according to special rules, that’s why there’re
special typical factors, influencing on employer’s choice. Among such factors are: age,
sex, experience, family background and marital status, personality and references. If
you’re to go to an interview tomorrow, sleep well before it and don’t forget your CV at
home — is the basic rule. Moreover, there’re some recommendations, which can help
you, for example, to read annual report, or company newspaper of the company to show
your understanding of the corporate strategy on the interview. What’s more, you should
choose corresponding dress code for the interview. Even such advices are to help you
make a good impression; some companies don’t want to hire a man, who follows every
advice.

After getting a job, you may have some unexpected troubles with boss, too: e.g.
if you dye your hair or wear something not appropriate. The best solution of such
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situation is to ask a trade union for advice, which can always help you in your fight with
an employer. Of course, if you affect company discipline not coming in time or working
badly, your dismissal wouldn’t be unfair. To conclude, | can say that it is sometimes
hard not only to get a job, but also to work in the staff, and if you don’t want to be laid
off, you should follow company rules, it is a must.

Employment Documents

The purpose of any education or training is further employment.

Finding employment takes hard work in itself; so does finding a better position
once employed. A wide variety of skills is required for almost any job, anything from
taking instructions to giving them, from being supervised to supervising. Often what
makes a prospective applicant stand out is the attitude that comes through in the cover
letter.

A cover letter/ letter of application is necessary in the following situations: (a)
when answering a specific ad from the newspaper, (b) when writing to a specific person
whose name you got from someone else, and (c) when writing to a specific company
that you feel is a good place for you to get a job. The letter has one main objective: to
interest the employer in your qualifications so you will get an interview. It should
accompany either a CV/ resume or a completed application form.

A letter of application should be prepared very carefully. It can decide whether an
employer will pass it to the personnel department with the note, This looks worth a
follow-up, or will quietly drop it into the nearest wastebasket. Employers receive many
letters and cannot pay attention to all of them; if you want yours to set you apart, or to
attract attention, observe the following rules.

1. Whenever possible, address your letter by name to the appropriate person in the
company.

2. Use standard-size, good-quality white bond paper.

3. Type the letter or have it typed. Make sure there are no errors!

4. Be very careful with spelling and punctuation.

5. Be brief — your letter should take up no more than a page. Businesslike letters
will receive more attention. Three paragraphs is an ideal length.

6. In your first paragraph, mention the job you are applying for and where you
saw it advertised. If you are not applying for a specific job, identify yourself, mention
who referred you, if anyone, and why you are applying to this company.

7. In the second paragraph, state (a) why you think you are qualified for this job;
(b) what contribution you can make to this company; and (c) any related work
experience. If in the past you worked for a good company, it is important to mention
that. Tell how many years of experience you have and add that you are enclosing a
resume. Mention your most outstanding qualification as stated on the enclosed resume.

8. The closing paragraph should ask for an interview and say where and when you
can be reached. You may suggest that you will phone for an interview. Make sure you
telephone the company within a week after mailing the letter.

9. Keep a copy of every letter you sent.

The purpose of mailing any letter of application and resume is being granted an
interview. If you are lucky, remember the following things.

What we do is often more important that what we say. The way we dress, the way
we walk, the way we sit and where we sit, the way we look or don’t look at other people,
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how early or late we are — these things, which are all elements of nonverbal
communication, are responsible for over 60 percent of the impression we make on other
people. Keep in mind that the employer is not only considering the way you speak, but
Is looking at you as a whole. Don’t underestimate the importance of qualities other than
job skills, which you can bring to the job: maturity and life experience, responsibility,
willingness to learn new things, willingness to work hard, ability to adapt to difficult
situations, initiative, pride in your work, dependability, creativity, or the ability to work
In an organized way. These are qualities to emphasize.

When you leave an interview, thank the interviewer for his or her time and
consideration. Ask when you will be notified of the company’s decision. Most
companies will inform you within two weeks. If you have not received an answer after
a reasonable amount of time, follow up with a letter or telephone call.

Of course, you may decide on the basis of your interview that you do not want the
job. If you are offered the job, ask for a day or two to consider the offer and then inform
the interviewer what you have decided. Never accept a job and then fail to show up.
Keep in mind that employers in the same field often know each other. Unprofessional
behavior with one employer could cause you trouble with another employer.

Answer the questions.

1. Why is it difficult to find a good job?

2. What qualities are of value among employers? How should cover letters be
prepared?

4. In what cases does one write these letters?

5. Why should one prepare for an interview? How will you behave after the
interview?

6. What personal qualities should one emphasize during the interview?

TEXT B. Common interview questions.
Tell me about yourself.
Why did you leave your last job?
What experience do you have in this field?
Do you consider yourself successful?
What do you know about this organization?
What have you done to improve your knowledge in the last year?
Why do you want to work for this organization?
Do you know anyone who works for us?
What kind of salary do you need? What salary are you expecting?
10.  Are you a team player?
11. How long would you expect to work for us if hired?
12. Have you ever been asked to leave a position?
13.  Why should we hire you?
14.  What irritates you about co-workers?
15. What is your greatest strength/weakness or deficiency?
16.  Tell me what «success» means to you. Tell me about your dream job.
17.  What is more important to you: the money or the work?
18.  Tell me about your ability to work under pressure.
19.  Are you willing to work overtime? Nights? Weekends?

CoNOOR~LDNE
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20.  What is more important on your job, written or oral communication?
21. Tell me about a deadline you had to meet.

22. What do you do when you’re having trouble with your job?

23.  What do you do when you’re having trouble with a boss?

24. What has been your biggest professional disappointment?

25.  What are your future plans? What are your 5-year goals?

26. What are your hobbies? Do you play any sports?

27. Do you have any questions for me?

PRACTICAL PART

1. Agree or disagree with the following statements. “Golden rules” for writing
CV

1. Adapt your resume to the information you have gathered about the employer
and the job you want.

2. Use action verbs, they will bring your resume to life (analyzed — anamizyBas
administered, managed — BiB cnpaBm, kepyBaB; completed — 3aBepmuB; created —
cTBOproBaB; evaluated — Bu3HauaB (KiJIbKiCTh, BAPTICTh), IMiipaxoByBaB; implemented —
BIIPOBaJKyBaB, Improved — ymockonamroBas; investigated — mocmikyBaB, BHBYaB;
organized — opranizysas; participated — 6pas yuacts; performed — Bukonas; planned —
mianyBaB; proposed — 3ampomonyBaB; provided — 3aGe3neumB; researched —
nociipkyBas; solved — BupimmB (mpoOiieMy, 3amady); streamlined — monepHi3yBas,
supervised — 3aBigyBaB; supported — miaTpUMyBaB).

3. Avoid pronoun “I’. Describe your skills and capabilities by using as many
specific words as possible.

4. Highlights your accomplishments and achievements.

5. Keep it simple and clear: 2 pages at most.

6. Be truthful. Don’t exaggerate or misrepresent yourself. Remember that the
employers check the information.

7. Don’t mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases but
avoid abbreviations.

9. Looks are important, the resume should be typed with plenty of white space
and wide margins. Place headings at the left side of the page, and the details relating to
them on the right side

2. Complete the text with the words and phrases from the box, using them in
the appropriate form.

Conditions of employment in Ukraine (a) by the Labour Code. The main
requirements under Ukraine’s employment legislation are as follows: Ukrainian labour
legislation requires employers to follow statutory requirements as to the working time,
overtime and time-off from work. In Ukraine, working time (b) to 40 hours a
week. An employer may introduce a six-day working week, in which case the working
day may not exceed seven hours. Shorter working time is ensured for some categories
of employees; the amount of (c) shall meet the minimum threshold established
by the legislation in force (as of 1 January 2009 it is UAH 605). Wages and all other
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payments due to employees shall be in UAH only; employees may at any time (d)

the employment relationship. The notice period is at least two (e) .1In
contrast, employers may terminate the employment relationship only in cases that are
expressly envisaged by the Ukrainian Labour Code and provided that all applicable
formalities are met. The statutory termination notice is two months; an employee’s
minimum annual holiday entitlement is 24 (f) days, However, it may be longer
depending on the number of years worked, working conditions and the employee’s (g)

; normal (h) age is 55 years for women and 60 years for men All
enterprises must ensure employment of (i) persons according to quotas specified
in the law. The quota for any enterprise equals to 4% of the total number of employees
or one (j) where the enterprise employs from 15 to 25 (k) . Failure to
employ handicapped within the quota can attract a (I) amounting to the
enterprise’s annual average salary per each working place for handicapped not (m)

by a handicapped person.

Individual, to govern, to occupy, monthly wage, retirement, to limit, handicap,
workplace, fine, calendar, week, position

3. Put the following words in the correct order to make complete sentences and
remember some basic ideas about using job advertisements effectively.

1. Remember / want ads / you / that / only / are / use / of / the methods / may /
one.

2. Reading / the want ads / will / useful / information / all / you / learn / general.

3. Avoid / make / offers / ads / unrealistic / that / ads.

4. Analyze / which / to / interest / you / ads / are / of.

5. Determine / for / job / your / qualifications / that.

6. Act / effectively / cheerful / quickly / stay / and.

4. Give the Ukrainian versions for:

CV, resume, to submit, education, background experience, a letter of application,
interview, salary, housing loans, bonuses, attractiveness of a job, secretarial work,
arranging and attending presentations, working with clients, solving problems,
qualifications and experience. Exercise

5. Give the English versions for:

3BepraTucs 3a poOOTOIO; HAJAaBaTH peE3OME; JOKYMEHTH, IO JO0Jal0ThCH,
poOoToaBelh; MEPCIEKTHUBA; PeKIamMa; 3aco0M MacoBoi iHoOpMaIrii; JOCBi POOOTH;
BUpIIIEHHSI MPOOJieM; OO0OB’SI3KH; OYIKYBaTH HEOUYIKYBAaHOTO; OYyTH caMHM CO0OI0;
cXxema HapaxyBaHHS TIEHCIT; MO3UKa; TPUBAOIHUBICTH POOOTH.

6. Work in pairs. Produce an interview. Complete your application form and
CV( resume )( for 1 page). Use the sample.
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SELF-EXAMINATION TESTS

Choose the correct answer:

1. Motivation of personnel in the organization involves the following actions:
a) A. setting the goals and objectives of the organization;
b) control over the execution of tasks;
c) organization of the labor process in the organization;
d) material and moral incentives.
2. The personnel management process includes:
a) attraction and selection of personnel in the organization;
b) assessment and training of personnel;
c) dismissal of personnel,;
d) only the first two answers;
e) he first three answers.
3. The object of personnel management of the organization is:
a) managers of the organization;
b) main and auxiliary workers;
c) specialists;
d) all answers are correct.
4. What is the definition of "salary™?
a) This is the remuneration, calculated mainly in monetary terms, which the owner
pays to the employee for the work performed under the employment contract.
b) This is the establishment of the rate of remuneration at such a level that ensures that
the employee receives remuneration for his work.
¢) This is full compensation (monetary, non-monetary) for the employee’s efforts.
d) These are all payments to the employee, including additional payments and bonuses.
5. /lo ocHnosHux @yHkyit 3apoOimHOI niamu AK eKOHOMIYHOI Kame2opii
Hajlexxcumbs
a) reproductive;
b) stimulating;
c) Social.
d) All answers are correct.
6. What is the definition of “nominal wage*?
a) This is the amount of money that an employee receives for the work performed. These
are legally fixed tariff rates and tariff rates;
b) This is the minimum amount of wages that takes place at the enterprise in a certain
period,;
c) Itis the monetary equivalent of material goods that can be purchased with wages.
7. What is the definition of “real wages*?
a) It is a nominal wage adjusted for the percentage of inflation in a given period,;
b) It is the monetary expression of the quantity of goods and services that an employee
can purchase;
¢) It is the sum of the employee’s basic and additional wages;
d) This is the sum of the basic salary and payments under bonus and other motivational
systems.
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8. The minimum wage is.....
a) any earnings that depend on the results of the employee’s work and are determined
by tariff rates, prices, official salaries,
b) the amount of salary established by the state, less than which payment cannot be made
for the work actually performed for a full month;
C) any earnings paid to an employee under an employment contract for work performed
or services rendered,;
d) salary for one working week.

9. The basic salary is.....

a) any earnings that depend on the results of the employee’s work and are determined
by tariff rates, prices, official salaries;
b) the amount of salary established by the state, below which payment for the work
actually performed cannot be made;
c) any earnings paid to the employee under the employment contract for the work
performed and services rendered;
d) wages for overtime work.

10. What belongs to the basic salary fund?
a) Allowances and surcharges;
b) Award,;
¢) Wages according to salaries and piecework rates.
d) Payment for temporary disability.

11. What forms of remuneration are available in Ukraine?
a) Hourly and chord.
b) Piecework, hourly, tariff.
c) Piecework-bonus, hourly-bonus, under contract.
d) Contract.

12. The system of remuneration used for certain categories of auxiliary workers
who do not directly produce products, but serve the main piece-rate workers, is called

a) direct piecework;
b) indirect piecework;
c¢) indirect hourly;

d) Tariff.

OVERTO YOU

How to calculate an employee’s salary with a direct piecework wage system?
How is the employee’s salary calculated under the piece-rate bonus system of
remuneration? How is an employee’s salary calculated with a simple hourly wage
system?
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TOPIC 2. PROFESSIONAL COMMUNICATION IN A FOREIGN
LANGUAGE (ENGLISH) IN WRITING

Meta: BUBUMTH OCOOJMBOCTI KOMYHiKallli aHTJIIHCHKOIO MOBOIO B MHUCHMOBIM
¢dbopMi, BU3HAUUTH OCOOJIMBOCTI Ta MOBHI KIIIIE IIIOBOTO JHUCTYBaHHS, OMAaHyBaTH
HAaBUYKY HAMMMCAHHS JUTOBUX JIUCTIB.

MeTOI[l/I‘IHi BKa3iBKH A0 BUBYCHHHA TECMH

BuBUNTH OCHOBHI HOHATTS aHIJIiHCHK0I0 MOBOIO (Active VVocabulary).

[Mpountatn ¢axosi Texkctu (TEXTS FOR READING), ckiactd CIOBHHK
OCHOBHHX TEPMIHIB, 5IK1 3yCTpi4atoThcs B TEKCTI ( 00csiroM 12-18 nekCUYHUX OAUHUILS).
[lepexnacTtu TEKCT, 3aCTOCOBYIOUM (PaxOBY TEPMIHOJOTIIIO. SIKIIO BUKOPUCTOBYETHCS
aBTOMATUYHUI Tepekiagad, BipenaryBaTd TeKCT. OOTOBOPUTH TEKCTH B TPYIIi.
Ckiactd 5 muTaHb J0 TEKCTA.

Buxonatu npakrnuni 3aBnanns (PRACTICAL PART).

[MlizroryBatu nmomoBigs mo mnpodremuomy muranHio (OVER TO YOU) Tta
MPEACTABUTH HAa NMPAKTUYHOMY 3aHATTI. HagaTu BiANOBi/I HA MUTAHHS MO JOMOBIL.
O6csr nonosiai 200-250 chis.

rd

Active Vocabulary

Acknowledgment Jlucr- Letter of PexomennamiiHuit

letter HiATBEPKCHHS recommendation. JIACT

Adjustment letter Jluct i3 Letter of resignation 3asBa npo
BPETYJTIOBaHHSI 3BUTbHEHHSL.
CyIepeyoK

Body I'onoBHA yacTHHA Motivation letter MoTuBaiiHui JIUCT

Closing [Mincymox, Name and address of IM’st oTpriMyBaua ta
BHUCHOBOK recipient ajpeca

Complaint letter. JIucT-cxapra Order letter JIucT-n0pyueHHs
(pexmamarris) (JTMCT-3aMOBIICHHS)

Cover letter Cymposiguuii tuct  Reference [Mocunanns

Date Jlara Sales letter Komepuiitauii muct

Enclosures Honatku Salutation [MpuBiTanus

Follow-up letter Jlucr-HaragyBanHs — Signature ITigmuc

Inquiry letter Jlucr-3anut Typist initials [Himianm BignpaBHUKA

TEXTS FOR READING

TEXT A. Business Writing

Letter writing — is an essential chapter of communication, an intimate chapter of
business and life experience. Each letter-writer has a characteristic way of writing, his
style of writing, his way of expressing thoughts, facts, etc. But it must be emphasised
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that the routine of the official or semi-official business letters requires certain accepted
idioms, phrases, patterns, and grammar which are found in general use today. Therefore
certain skills must be acquired by practice, and details of writing must be carefully and
thoroughly learnt.

Proper business letter writing is very important for normal commercial activity. In
spite of the development of telephone, telex and telegraphic ways of communication and
the increasing personal contacts in international trade, the writing of letters continues.
In fact, most telephoned and telegraphed messages have to be confirmed by letters.

So, every good businessman should be competent in writing effective business
letters in English. It is not just the matter of translating Ukrainian business phrases
literally into English because each language has its own characteristic forms and phrases.

It is useful to remember that the subject of the routine business letters in export-
import trade lacks variety. Therefore, first, certain accepted standard phrases are in
general use and secondly, Form letters (= standard letters) may be used: it facilitates the
communication because the repetitive nature of many business transactions and
situations makes the use of standard letters a time-saving service. However, whether you
write a special letter or make use of a standard letter, you should know the main parts of
any business letter and its layout. Business letters are usually written on printed
company-forms (letter-paper).

The letterhead (the heading) gives the name of the company, the postal and
telegraphic addresses, the telephone number(s), the number of the telex (-es) and when
telefaxes appeared, their number, too; sometimes some other information such as: the
names of important officials, the particular official, to whom the company may wish to
have all communications addressed, spaces for letter indexes (references) and the date.

There are some styles in modern business correspondence. The most important are:
the traditional Semi-indented Letter Style and Fully-blocked Letter Style. According to
this there are two types of punctuation: the closed pattern of punctuation and the open
pattern of punctuation.

Punctuation: 1. Comma (koma) 2. Full stop (kpanka) 3. Colon (0eéokpanka) 4.
Semicolon (kpanka 3 komore) 6. Dash (Tupe) 5. Question mark (3uax numanns) 6.
Exclamation mark (Knuunui 3nax) 7. Quotation marks (zanku) 8. Brackets (oyarcku)
9. Apostrophe (Anocmpodgh) 10. Hyphen (/eghic).

When getting started, remember, if you gain control of yourself, you will gain
control of your topic.

— First of all you ask yourself the question about the purpose of your writing:
Are you writing to inquire, inform, persuade, motivate, or do you have more than one
purpose?

— Second, get interested in its scope:
Given your needs and your reader’s needs, how much information should you include?

— Third, see clearly the contents of your writing:
What kind of information will help you to achieve your purpose? Do you have all
information you need? How, or where, can you get additional information?

At last, you should ask yourself about the available constraints:
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Put yourself in your reader’s place and look at the message through his eyes. Most
of the readers want the results of your thinking, not the thinking itself. Remember that
there is a difference between thinking and communicating. When experimenting with
various ways to organize the information be guided by two factors: (1) your reader’s
knowledge and interest and (2) your purpose and the information itself. The contents of
any letter may be summarized as follows: (1) opening, (2) purpose; (3) action, and (4)
polite expressions.

Tips for Writing a Business Letter When writing a business letter, it is important
to keep it simple and focused so that the meaning of the letter is clear and
understandable. Stick to the principle of brevity. Use normative and understandable
vocabulary. The best way to start a letter is to be clear about the purpose. This is the so-
called direct approach, which determines the further content of the letter and attracts the
interest of the reader. However, if the letter describes bad news, then a direct approach
Is not advisable. Instead, it’s a good idea to take an indirect approach by putting the
negative news in the second or third paragraphs of the email. The address and the
introductory part of the letter should be polite. Always pay attention to the reader’s
feelings.

Always put your readers’ interests before your own. Instead of talking about
your expectations, state what you have to offer. Be careful with the recipient’s name and
company name. Stick to a conversational tone, but at the same time professional; Avoid
excessive formality. Avoid jargon, arrogance, arrogance, and self-aggrandizement. Use
the active mood and personal pronouns in the letter. Always end the email with a request
for action. Leave a blank line after the address (greeting) and before the final part.
Double indent between the last sentence and the end of the letter.

If necessary, leave 4 or 5 indents for handwritten signature. Business letters are
always printed on white A4 paper, and not on colored paper or on any stationery paper.
Business letters are usually formal in nature, and the tone of the letter should always be
polite. For example, it is not correct to write: "I want you to come to our office on
Wednesday." Instead, it’s a good idea to write, *Would you be able to come to our office
on Wednesday?" For example, if there was a late delivery and, as a result, a delay in
production, then it would be correct to write: "The delivery was six days late and that
caused severe disruption to our production.” If you report bad news or apologize, you
need to be very polite and tactful about the reasons for the problem.MoxHa
BUKOpUCTOBYBatH Bupasu: «l regret to inform you», «Unfortunately» a6o «I’m afraid
thaty.

End the letter professionally and politely as well. Don’t forget to edit the email,
correct existing errors (double-check the email).

TEXT B. CONTENTS OF ABUSINESS LETTER

Length

How long should a letter be? The answer is as long as necessary and this will
depend on the subject of the letter. It may be a simple subject, e.g. thanking a customer
for a cheque, or quite complicated, e.g. explaining how a group insurance policy works.

It is a question of how much information you put in the letter: you may give too
little (even for a brief subject), in which case your letter will be too short, or too much
(even for a complicated subject), in which case it will be too long. Your style and the
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kind of language you use can also affect the length. The right length includes the right
amount of information.

Different people in reply to the same enquiry from a Mr. Arrand write the three
letters that follow about the company’s product:

Too long

Dear Mr. Arrand,

Thank you very much for your enquiry of 5 November which we receive today. We
often receive enquiries from large stores and always welcome them, chaptericularly at
this time of the year when we know that you will be stocking for Christmas. We have
enclosed our winter catalogue and are sure you will be extremely impressed by the wide
range of watches that we stock. You will see that they range from the traditional to the
latest in quartz movements and include ranges for men, women and children, with prices
that should suit upper-market bracket priced at several hundred pounds. But whether
you buy a cheaper or more expensive model we guarantee all merchandise for two years
with a full service.

Enclosed you will also find our price-list giving full details on c.i.f. prices to
London and explaining our discounts which we think you will find very generous and
which we hope will take full advantage of. We are always available to offer you further
information about our products and can promise you personal attention whenever you
require it. This service is given to all our customers throughout the world, and as you
probably know, we deal with countries from the Far East to Europe and Latin America.,
and this fact alone bears out our reputation which has been established for more than a
hundred years and has made our motto a household world — Time for Everyone. Once
again may we thank you for your enquiry and say that we look forward to hearing from
you in the near future?

Yours sincerely,

There are a number of things wrong with a letter of this sort. Though it tries to
advertise the products and the company itself, it is too wordy. There is no need to explain
that stores or shops are stocking for Christmas; the customer is aware of this. Rather
than draw attention to certain items the customer might be interested in, the letter only
explains what the customer can already see, that there is a wide selection of watches in
the catalogue covering the full range of market prices. In addition, the writer goes on
unnecessarily to explain which countries the firm sells to, the history of company and
its rather unimpressive motto.

Too short

Dear Sir,

Thank you for your enquiry. We have a wide selection of watches which we are
sure you will like. We will be sending a catalogue soon. Yours faithfully,

There are number of points missing from this letter, quite achapter from the fact
that, since the writer knew the name of his correspondent he should have begun the letter
Dear Mr Arrand and ended Yours sincerely. There is no reference to the date or reference
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number of the enquiry. Catalogues should be have sent with a reply to the enquiry; it is
annoying for a customer to have to wait for further information to be sent. Even if a
catalogue is sent, the customer’s attention should be drawn to chaptericular items that
would interest him/her in the line of business. He / she might be concerned with the
upper or lower end of the market. He might want moderately priced items, or expensive
ones.

The Right Length. Here is a letter that is more suitable.

Dear Mr Arrand,

Thank you for your enquiry of 5 November.

We have enclosed our winter catalogue and price-list giving details of c.i.f. London
prices, discounts and delivery dates. Though you will see we offer a wide selection of
watches in our catalogue, which we think might suit the market you are dealing with?
On page 34 you will notice our latest designs in pendant watches, which are becoming
fashionable for both men and women. As you are probably aware, all our products are
fully guaranteed and backed by our world-wide reputation. If there is any further
information you require, please contact us. Meanwhile, we look forward to hearing from
you soon.

Yours sincerely,

Let’s sum up the basic rules concerning the letter length. The letter should be
neither too long nor too short. It is better to include too much information than too little.
Your reader cannot read your mind. If you leave out vital information, he won’t know
what he wants to know, unless he writes back again and he may not bother to do that. If
you include extra information, at least he’ll have what he wants, even though he may
irritate by having to read the unnecessary chapters. Provided, of course, that you include
the vital information as well as the extras: the worst letter of all is the one that gives very
piece of information about the product, except for the price.

Order & Sequence

As well as containing the right amount of information, the letter should also make
all the necessary points in a logical sequence, with each idea or piece of information
linking up with the previous one in a pattern that can be followed. Do not jump around
making a statement, switching to other subjects, then referring back to the point you
made a few sentences or paragraphs before.

Unclear Sequence
Consider this badly written letter. There is no clear sequence to the letter, which
makes it difficult to understand.

Dear Sir,

We are interested in your security system. We would like to know more about the
prices and discounts you offer. A business associate of ours, DMS (Wholesalers) Ltd.,
mentioned your name to us and showed us a catalogue. They were impressed with the
security system you installed for them, so we are writing to you about it. Do you give us
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guarantees with the installations? In your catalogue we saw the Secure 15 which looks
as though it might suit our purposes.

DMD had the ‘Secure 18’ installed, but as we mentioned, they are wholesalers,
while we are a chain of stores. We would like something that can prevent robbery and
shoplifting, so the ‘Secure 15’ might suit us. How long would it take to install a system
that would serve all dechapterments? Could you send us an inspector or adviser to see
us at some time? If you can offer competitive prices and guarantees we would put your
system in all our outlets, but initially we would only install the system in our main
branch. We would like to make a decision on this soon, so we would appreciate an early
reply. Yours faithfully,

Clear Sequence
Here is a better version of the same letter, in which the ideas and information are
in logical order.

Dear Mr. Jerry,

We are a chain of retail stores and are looking for an efficient security system. You
were recommended to us by our associates DMS (Wholesalers) Ltd. for whom you
recently installed an alarms system, the Secure 18. We need an installation which would
give us comprehensive protection against robbery and shoplifting throughout all
dechapterments; and the Secure 15 featured in your catalogue appears to suit us.

However, if one of your representatives could come along to see us, he would
probably be able to give us more advice and details of the available systems. Initially,
we will test your system in our main branch, and if successful. Then extend it throughout
our other branches, but of course a competitive quotation and full guarantees for
maintenance and service would be necessary.Please reply as soon as possible as we
would like to make a decision within the next few months.

Thank you Yours sincerely,

PARAGRAPHS

The opening paragraph should always state why you are writing. Then, in a simple
and straightforward manner, explain the situation, the solution, the suggestion. Be as
brief as possible since long complicated messages often distract readers. Starts one line
below greeting. The body of the letter contains whatever you have to say. When writing
a letter using block form, no lines are indented. You then include the name & address
the person you are sending a letter to. With new paragraphs just skip a lien instead of
indenting.

First Paragraph

The first sentence or paragraph of a letter is an important one since it gets the tone
of the letter and gives your reader his first impression of you and your company.

Generally speaking, in the first paragraph you will thank your correspondent for
his letter (if replying to an enquiry), introduce yourself and your company if necessary,
state the subject of the letter, and set out the purpose of the letter.

Here are two examples.

“Thank you for your enquiry dated 8 July in which you asked us about our range
of cosmetics.
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As you have probably seen in our advertisements in fashion magazines, we appeal
to a wide age-group from the teenage market trough to more mature women, with our
products being retailed in leading stores throughout the world." "Thank You for your
letter of 19 August which | received today. We can certainly supply you with the
industrial floor coverings you asked about, and enclosed you will find a catalogue
illustrating our wide range of products, which are used in factories and offices
throughout the world.

Middle Paragraphs

This is the main chapter of your letter and will concern the points that need to be
made, answers you wish to give, or questions you want to ask. As this can vary widely
with the type of letter that you are writing, it is dwelt in other chapters of this diploma
work. It is in the middle paragraphs of a letter that planning is most important, to make
sure that your points are made clearly, fully and in logical sequence.

Final Paragraph

When closing the letter, you should thank the person for writing, if your letter is a
reply and if you have not done this at the beginning. Encourage further enquiries or
correspondence, and mention that you look forward to hearing from your correspondent
soon. You may also wish to restate, very briefly, one or two the most important of the
points you have made in the main chapter of the letter. Here are some examples. Once
again thank you for writing to us, and please contact us if you would like any further
information. To go briefly over the points | have made — all prices are quoted c.i.f.
Yokahama. Delivery would be six weeks from receipt of order. Payment should be made
by bank draft. | look forward to hearing from you soon.

| hope | have covered all the questions you asked, but please contact me if there are
any other details you require. May | just point out that the summer season will soon be
with us, so please place an order as soon as possible so that it can be met in good time
for when the season starts. | hope to hear from you in the near future. We are sure that
you have made the right choice in choosing this chaptericular line as it is proving to be
a leading seller. If there is any advice or further information you want, we shall be happy
to supply it, and look forward to hearing from you.

Business writing should be clear and concise. Take care, however, that your
document does not turn out as an endless series of short, choppy sentences. Keep in
mind that concise does not have to mean blunt — you still need to think about your tone
and the audience for whom you are writing. Consider the following examples:

After carefully reviewing this proposal, we have decided to prioritize other projects
this quarter. Nobody liked your project idea, so we are not going to give you any funding.

The first version is a weaker statement, emphasizing facts not directly relevant to
its point. The second version provides the information in a simple and direct manner.

However, you don’t need to be an expert on style to know that the first phrasing is
diplomatic and respectful (even though it’s less concise) as compared with the second
version, which is unnecessarily harsh and likely to provoke a negative reaction.
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LEXICS OF BUSINESS LETTERS

From the lexicological point of view isolated words and phrases mean very little.
In context they mean a great deal, and in the special context of contractual undertakings
they mean everything. Contract English is a prose organised according to plan.

It includes, without limitation, the right but not the obligation to select words from
a wide variety of verbal implements and write clearly, accurately, and/or with style.

Two phases of writing contracts exist: in the first, we react to proposed contracts
drafted by somebody else, and in the second, which presents greater challenge, we
compose our own. A good contract reads like a classic story. It narrates, in orderly
sequence that one chapter should do this and another should do that if certain events
occur, the outcome will be changed. All of the rate cards charts, and other reference
material ought to be ticked off one after another according to the sense of it. Tables and
figures, code words and mystical references are almost insulting unless organised and
defined.

Without organisation they baffle, without definition they entrap. In strong stance
one can send back the offending document and request a substitute document in
comprehensible English. Otherwise a series of questions may be put by letter, and the
replies often will have contractual force if the document is later contested.

TEXT B. CATEGORIES OF BUSINESS LETTERS

Business letters can be divided into two broad categories, based on the intended
recipient: business-to-business letters and business-to-customer letters.

It is important to note that a lot of confusion exists as to what are true business
letters and what are NOT business letters. For example, a cover letter for a resume or
c.v. is NOT a business letter — it is a personal employment-related letter. On the other
hand, a cover letter used to transmit a report or a legal document IS a business letter.

Letters that some people loosely define as business letters which are NOT business
letters at all include: resume cover letters, personal character and job reference letters,
complaint letters, letters to landlords, personal thank you letters, resignation letters, job
inquiry and application letters; and other letters of a personal nature such as letters of
apology, congratulations, invitation, and condolence, among others.

Business-to-business letters are letters that businesses send in normal business
situations, including internal correspondence. The term business is used here in the
broad sense to include any kind of enterprise, for-profit or non-profit, for which activities
focus on the creation and/or delivery of a good or service to customers. Customer refers
to any recipient of a good or service delivered by a business. The links below will take
you to typical sample letter templates for each of the two main categories of business
letters:

Appreciation letter thanking a conference speaker.

Business introduction letter introducing yourself and/or a service.
Business letter confirmation follow up after business meeting.
Business memorandum internal memorandum to employee.

Business thank you letter to another company for assistance.
Congratulations letter to a former employee.
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Contract letter

request to expedite payment.

Contract letter

notification of audit.

Cover letter

transmit annual report to a business.

Donation letter

typical fundraising solicitation letter.

Fundraising letter

request business donation for school project.

Invitation letter

invite conference speaker.

Letter of commendation

commend an employee.

Letter of credit

construction project guarantee.

Letter of introduction

to introduce professional contact.

Letter of interest

to participate in a project.

Letter of recognition

to recognize and thank a speaker.

Letter of reference

business customer reference.

Performance evaluation letter

medical residency candidate.

Recommendation letter

former employee

Reference letter

former employee

Sympathy letter

death of long

Termination letter

when terminating an employee.

Business-to-customer letters are defined as typical letters that businesses send to
their customers under normal operating circumstances. The term “business™ is used here
in the broad sense to include any kind of enterprise, for-profit or non-profit, which
activities focus on the creation and/or delivery of a good or service to customers.
“Customer* refers to any recipient of a good or service delivered by a business, including
internal customers. The following links go to real-life templates for the most requested

business-to-customer letters:

Apology letter

customer service error.

Collection letter

third notice letter in a standard series.

Contract letter

request for more information.

Cover letter

transmit franchise application forms.

Donation letter

hospital fundraising campaign.

Follow up letter

after customer’s initial visit.

Invoice letter template

for professional services.

Letter of acceptance

mortgage application accepted.

Letter of appreciation

to special customer list.

Letter of condolence

death of customer and friend.

Letter of invitation

for special event.

Letter of rejection

turned down for loan.

Marketing letter

to promote a conference event.

Rejection letter

to unsuccessful job applicant.

Sales letter

to promote a product or service.

Welcome letter

to welcome a new customer.
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TEXT D. WHAT ISAMOTIVATION LETTER?

Applying to a university abroad or trying to get a job involves writing a motivation
letter. A motivation letter is a 1-2 page essay in which the candidate describes his/her
interests (academic), experience, goals, life position, and achievements. A motivation
letter can tell about the author, provide important information: firstly, the admissions
committee will be able to get an idea of the candidate, his ability to think critically,
analytical skills. secondly, about the candidate’s ability to express his/her thoughts in a
logical, coherent and grammatically correct written manner.

1. The Purpose of Writing a Letter

2. The main purpose of the letter is to convince the members of the admissions
committee that you are the best candidate who should be preferred. With the help of a
letter, you establish communication with members of the admissions committee, and in
order for this communication to be successful for you, you need to: know what exactly
the target audience expects from you; clearly understand what exactly you want to get
out of the process of studying at the university; It is right to talk about those unique
qualities that give you advantages. A document such as a motivation letter in English
helps to find a job and get a prestigious education. That is why, when writing a letter,
remember the following key rules:

Commissions of different faculties evaluate letters according to different criteria.
Mentioning short-term and long-term learning goals is appropriate. A description of
personal experience and achievements is mandatory. A brief description of training and
achievement in this area is necessary.

The motivation letter should include:

— an analysis of personal qualities (this will be used to make a conclusion about
how you evaluate yourself, and therefore others);

— sincerity (falsity is felt immediately — keep that in mind!);

— description of training and motivation (work experience, achievements, skills,
specific instructions why you chose this particular specialty, how you plan to develop
and improve in this area); the presence of goals and the validity of the chosen program
(it is important to indicate what exactly you want to achieve by studying in this specialty
and how the learning process will help you achieve your goals); the logic of constructing
the text.

What to avoid when writing a motivation letter.

First, try to avoid clichés and generic sentences that are devoid of useful
information. Secondly, a motivation letter should never turn into a retelling of a resume.
Rather, it should complement the admissions members’ perceptions of you, not give
them the same information they might read on a resume. In addition, avoid dangerous,
ambiguous topics, refrain from expressing opinions on politics or religion, especially if
your point of view is too different from the generally accepted one. Use simple words
and sentences, do not complicate the reader’s perception of the text. And most
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importantly, don’t write too much. These are the general rules of good manners in a
motivation letter.
Preparation of a motivation letter

Of course, you can download motivation letter templates in English and compose
your letter according to the samples you find. However, the best thing to do is to try to
write your own essay letter based on general guidelines.

Essay formats: unstructured. You will be able to freely state your goals, objectives
and describe your experience, personal qualities and achievements; essays in the form
of answers to questions. In this case, the motivation letter will consist of short essays
answering individual questions. Approaches to text organization: Thematic approach.
You focus on 2-4 topics and talk about them. The advantage of the approach is that you
get the opportunity to draw a parallel between two non-chronologically related events
that you want to compare. Chronological approach. You describe events in
chronological order.

How to organize the text correctly?

1. Present the most interesting facts at the beginning of the letter, because there is
no guarantee that the letter will be read to the end.

2. Try to present the facts logically in such a way that the reader can see your
development both personally and professionally.

3. Divide the text into paragraphs. Use linking words to move from one paragraph
to the next. Aim for every paragraph of your email to be a mini-story with a tie, a climax,
and a logical outcome. The introduction is exactly the part of the letter that should make
the reader read it to the end.

4. Make the letter interesting: use quotes, descriptions of a life event, unusual
facts.

5. The conclusion is an equally important part of the letter. The conclusion should
leave a positive impression of what you read. In the end, there is no need to summarize
each point, but you can look at the problems proposed in the letter from a different angle,
relate them to more global problems, or describe your goals and motivation more fully.

6. Edit your email in several steps. At first, just write the text, read it in a day or
two, and a little later, proofread it in detail, correct grammatical and spelling mistakes.

A motivation letter can be written immediately in English or written in Ukrainian
first, and then translated. However, a number of inaccuracies and errors may arise during
translation. The most common mistakes when translating a motivation letter into English
are the coordination of tenses in complex sentences, the wrong order of words (so the
translation will require a sentence restructuring!), the incorrect use of singular and plural
in translation.

A motivation letter consists of 4 paragraphs:

The first paragraph should clearly state what position you are applying for and how
you learned about the offer.

The second paragraph should outline your skills and qualifications, making you the
most worthy candidate for the position. But here it is not enough just to list them, it is
worth justifying them. To do this, you need to give a few examples from experience that
show how you acquired and developed specific qualities in yourself. Ideally, you should
start your motivation letter with examples. As a result, what is described should
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characterize you as an independent, creative person who can take the initiative and cope
with the tasks at hand (the second paragraph should show why you are suitable for the
job).

The third paragraph should motivate your desire to get this job. Here it is worth
mentioning the interest in the skills that you will acquire when you get the right position.
You should get the impression that you will make a significant contribution to the
development of the company, as well as enjoy your work.

The fourth paragraph should contain information about the most convenient time
for the interview, thereby demonstrating strong motivation. After the fourth paragraph,
leave some space and put your signature.

&5
e

~< PRACTICAL PART
1. Fill in the blanks in the letter below.

Dear Mr. Watson,

Q) (nocunanns) your letter of 26 August,
(2) (niomeepoacenns) my participation at the Sales Workshop in
October. (3) (npoxanns) if you could send me the program.
4) (npuxpinnenns ooxkymenmis) some suggestions for contribution.

(5) (urooysanns) that | will not have the chance to see you
before the workshop but (6) (3asepwanvrua wacmuna) to meeting
you in October.

Yours (7) (saxinuenns)

J. Hardy.

2. Fill in the blanks with the most appropriate word in parentheses.

1. We were pleased to (1) (receive/ get/ send) your letter
of September, 26.

2. With (2) (relation/ reference/ connection) to our telephone
conversation we would like to tell you the following.

3. We would welcome (3) the (desire/ reason/ opportunity) to
cooperate with you.

4. We have (4) (decision/ permission/ pleasure) of inviting you
to visit our company.

5.We would be grateful if you (5) (may/ should/ could) come to
see us next week.

6. If you have any (6) (problems/ questions/ inquiries) do not
hesitate to contact us again.

7. We would (7) (want/ like/ appreciate) if you give us a ring.

8. We would like to continue this (8) (trend/ tradition/
communication) with the educational program.

9. We look forward to (10) (hearing/ listening/ seeing) from you

soon.
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3. Write a reply to the letter.

P. Watson Sales

Manager Pan Engineering Unit3

Dear Mr. Watson

We have pleasure in inviting you to our annual conference. It will take place at the
Sheraton Hotel, Glasgow from 15 to 18 April. We enclose details of the conference,
accommodation arrangements and a provisional program. We would appreciate it if you
could confirm your participation at your earliest convenience.

Yours sincerely,

J. Cooper

Conference Organizer

Your response should include the following information:

1. A link to the letter above.

2. Confirmation of your participation in the conference.

3. Request for more information about the conference program.

4. Write a letter by choosing the right word from the words in parentheses.

Dear (Sir/Mr. Smith/Mr. President)1.:

With (relation/reference/connection) to our telephone
(dialogue/chat/conversation). | am (enclosing/posting/ including) our latest catalogue.
I (shall/will/would) be grateful (that/if/when) you (may/should/could) come to see us
on Monday 7th June at 11.00 a.m. to discuss our business. If this date is not
(correct/comfortable/convenient) | would (want/like/appreciate) (if/whether/when)
you could give me a call.

If you have any further (problems/questions/inquiries) please do not
(pause/delay/hesitate) to (connect/ contact/correspond) us again.

In the meantime, | (look/ expect/wait) forward to (listening/hearing/seeing) from
you.

(Regards/Yours faithfully/Love)

5. Complete the numbered spaces in the text with the most appropriate variant
of the word from the pairs below.

As At the end want But look sincerely | About
regards forward

With Finally would like | However | wait Faithfully | In
reference addition

March 16, 2007

Dear Sir or Madam,

@) to your recent advertisement in Kyiv Post,
I (2 to apply for the position of Sales Manager for Central and
Eastern Europe.
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| have been working as Fast-Track Regional Manager for the south of Poland for
five years. During this period of time, | focused on developing sales, so that they
increased by 12%.

3) , | also gained extensive experience of sales and of
managing teams in a wide variety of industries in Poland and in neighboring countries.

4) my academic background, | have a degree in financial
engineering from the university of Krakow.

(5) , I am bilingual in Polish and English and I know the region
extremely well, as | travelled frequently through Poland and other central European
countries.

| believe this combination of practical experience and qualifications makes me an
ideal candidate for the Warsaw post.

I (6) to hearing from you.

Yours (7)

6.  Align the numbered and lettered parts of the letter. Translate the
invitation letter into Ukrainian.
Dear Mr. Strauss,

1. As the Sales Manager of Sigma, |
would like

a) to run a workshop on how to
prepare a budget

2. | have read many of your articles on
successful planning in the Financial Times,

b) to your reply

3. At Sigma, we believe

¢) would be convenient

4. Therefore, we arrange

d) would be particularly helpful for
our junior team members

5. We would be very grateful if you
agreed

e) you can find time to accept our
invitation

6. In addition, a focus on how to make
accurate sales forecasts

f) and found them

interesting

extremely

7. We realize that you are very busy, but
we hope

g) regular professional development
seminars

8. Any Wednesday or Friday in the next
five weeks

h) staff training is of great importance

9. We look forward

1) to invite you to give a presentation
to our Sales Team

Yours sincerely, Alfred Axelrod Sales Manager

7. Translate the useful sentences.

1. We much regret that we have to complain about the insufficient (inadequate)
packing (or carelessness in packing, or a packing of the wrong type, i.e. unsuitable to
local conditions). 2. The packing inside the case was too loose as a result of which there
was some shifting of the contents and several things have been broken; the attached list
will give you all the details. 3. The cartons must have been very roughly handled during
loading or discharging and the contents appear to have been slightly damaged.
Therefore, we reserve the right to call on you for compensation. 4. We hope you will
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pay more attention to packing to avoid any breakage in future. 5. A number of cases
arrived in a badly damaged condition, the lids were broken and the contents were
crushed. 6. The goods shipped by you against our Order do not correspond to the sample
on the basis of which our order was placed. 7. As the period of guarantee has not yet
expired, we ask you to replace the machine by another one. 8. We have examined the
goods in the damaged cases and find that we cannot use them. 9. We cannot make use
of the goods and are very sorry to have to return them to you. 10. We must ask you to
carry out our orders more carefully in future.

SELF-EXAMINATION TESTS

Choose the correct answer:
1. What is a personal business letter?
a) A letter from an individual to a business dealing with business of a formal nature;
b) A formal letter from a business to you that is typed on business letterhead;
c) A letter written from you to a friend about a business deal that is written on lined
paper;
d) A letter to deal with business of a formal nature from you and written on lined paper.
2. When using open punctuation in a letter,
a) The writer chooses what punctuation would be used and when;
b) A colon is used after the salutation and a comma is used after the complimentary
close;
¢) No punctuation is used after the salutation or complimentary close;
d) No punctuation is used anywhere in the letter.
3. The writers signature in a letter is handwritten directly above the
a) Enclosure;
b) Complimentary closing;
c) Writers identification reference;
d) Initials.
4. The enclosure notation represents
a) The writer would like closer to a situation;
b) That there is something else besides the letter included in the envelope;
¢) The typist name;
d) A document physically attached to the letter.
5. Style that serves the sphere of formal business relations
a) Business;
b) Formal;
c) Business;
d) Official,

OVER TO YOU

Analyze the first & the second category of business letters. Write a small essay
on the topic on the letter writing nowadays and in the past.
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TOPIC 3. PROFESSIONAL VERBAL COMMUNICATION

Merta: BUBUHTH OCOOIMBOCTI KOMYHIKAIlii aHTTIHCHKOI0 MOBOIO B YCHIN (opmi,
BHU3HAUUTH OCOOJMBOCTI Ta MOBHI KJIIIE YCHOTO CIIJIKyBaHHS, OMAaHYBaTH HAaBUYKHU
J1aJIOT1YHOTO YCHOTO J1JIOBOT'O MOBJICHHS.

MeTOI[l/I‘IHi BKa3iBKH A0 BUBYCHHSA TECMH

BuBUMTH OCHOBHI OHATTS aHTJIiHChKOI0 MoBOIO (Active VVocabulary).

[Mpountatn ¢axosi Texkctu (TEXTS FOR READING), ckiactd CIOBHHK
OCHOBHHUX TEPMIHIB, sIK1 3yCTPI4atOThCs B TEKCTI ( 00csiroM 12-18 JIeKCHYHUX OTMHUILB).
[lepexnacTtu TEKCT, 3aCTOCOBYIOUM ()axOBY TEPMIHOJOTIIO. SIKIIO BUKOPUCTOBYETHCS
aBTOMATUYHHN MepeKiiagay, BiApearyBaT TeKCT.

Oo6roBoputH TekcT y rpymi. CKJIacTH 5 TUTaHb O TEKCTA.

Bukonatu npaktuysi 3aBnands (PRACTICAL PART).

[ligroryBatu nmomoBigs mo mpodremuomy muranHio (OVER TO YOU) Tta
MPEACTABUTH HAa MPAKTUYHOMY 3aHATTI. Hamatu BIAMOBIAlI HAa MUTaHHSA MO JOIOBIJII.

Oocar gonosim 200-250 ciiB.

rd

Disconnect/ to cut off

Active Vocabulary

Po3’enqnaru

Conversation

Po3moBa, miajgor

Get someone over the Conversationalist CriBpO3MOBHHK
phone
Answer phone Bignmosictu Ha Line Jlinis
3/13BIHOK
Answering machine AstoBianmosimau  Long-distance/ trunk call
Book/ to order a call 3amMoBUTH Make a call 3ateneoHyBaTH
JI3BIHOK
Buzzing J13BiHOK Message [ToBigoMeHHs
Call back IMepenzBonut  Mobile/mobile phone MobinbHui
TeneoH
Hold on/ to hold the line Banumiatice Ha Operator Omneparop
TiHiT
Leave a message BaHIIuTH Personal call Ocobucrtuit
MIOB1IOMJICHHS Tene(OHHUI
NI3BIHOK
Call/ to phone/ toringup  3Brenedonysatu Phone numbers Howmep tenedona
Chat Yar Put down/ to write down 3amucatn
the message. MOB1JOMIIEHHS
Connect/ to put through 3’eHaTH Receiver OTtpumyac
Connection 3’eHAHHSA Switchboard Tabno
Dial /to dial HaGupatu Take a message [Mpuitasita
HOMED MOB1JOMIICHHS
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TEXTS FOR READING

TEXT A. TALKING TO PEOPLE
Everyone must try to use tact in all human contacts and to make people feel
at ease in your company.
There are no reasons why you should not become a good and interesting
conversationalist in English. Here are some tips on the art of talking.
— Overcome embarrassment and fear of making mistakes in English;
— To chat is to exchange ideas. Mental vitamins are as important as other kind;
— Silence is the essential part of conversation.
— If you do not like what a person is saying, change your point of view or

change the subject.

MISCELLANIOUS EXPRESSIONS
Expressions of agreement.

I think so. Jymaro Taxk. I am all for it. S OBHICTIO «3ay.
Exactly. Touno. | also think so. 51 Tex Tak BBaXKaro.

| agree. 3rojieH. I’m of the same Tak s 1 gymas.

mind.

| totally agree. S1 WiNIKOM 3roJIeH. I go along with... S1 moroJpKyrocs 3 ...

| couldn’t agree He moxy He Absolutely! AOGCOIIOTHO MPaBUILHO!
more. TIOTOTUTHCh.

| agree with you. S 3rozen 3 Bamu (3 Exactly! Touno!

T00010).

| am sure about that.

51 BEBHEHUH B LILOMY.

That’s (absolutely)
true!

Ile (abcomroTHa) mpaBza!

| am positive.

] BIeBHEHUH.

That’s just how | see
it!

Ile came Tak, 5K 5 11€
Oauy.

You are right. Tu npaBwuid. Partly agree YacTKOBO 3roJHi.

I am with you. 51 3rozeH 3 T06010. Well, you have a Tak, Bu yacTkoBO MaeTe
point there, but... partito, anue ...

Correct. [TpaBuibHO. Perhaps you’re right, | Moxugo, Bu maete
but.. partito, anue ...

| support the idea.

S miaTpuUMyIo 110 171€10.

| agree up to a point,
however...

Sl 3rofieH MEBHOIO MipOIO
(OCTLIBbKH, OCKUIIBKH),
poTe ...

Probably.

Hanesno.

That’s worth

thinking about, but...

ITpo ue BapTo nogymary,
ane ...

Expression of disagreement

I don’t agree with
you / | disagree with
you

1 3 BaMH He 3roJIeH.

| can’t imagine this
happening.

He moxy ysBUTH €001, 1110
TaKe MOXKE TPATTUTHUCS.

| don’t think so

] Tak He BBaXKaro.

This can’t be true.

[{poro He MOXe OyTH.

| have a different

VY MeHe Ha [e 1HIIUR

This can’t be right.

I[poro He MOxe OyTH.

take on it TIOTJISA .

You can’t actually He moxe 0yTH, 106 Bu | | can’t agree with S1 He Moxy 3 Bamu 11010

mean that! 1I¢ MaJIi Ha yBa3i! you on this. IIbOTO TIOTOIUTHUCS.
(EMortiitHo).

You can’t be Bu x He cepito3HO! | am against it. 51 mpoTH 1BOTO.

serious! (Emoriiino).
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No way! Hizamo! Hy nemae! | don’t have an VY MeHe HEMa€ TyMKH 3
(EMortiitHo, opinion on it. I[bOTO TIPUBOJTY.
He(OpMaTbHO).

Come off it! Toxi! Jocuts! It doesn’t feel right. | ¥V mene Take BiguyTTs, 1110
(EMortiitHo, e HerpaBuibHO. (Y MeHe

3By4YaTH Ipy0o0).

HePOpPMAIBLHO, MOXKE

JTUBHE BIIYYTTS 3 IIHOTO
MIPUBO.Y.)

Partly disagree
TaK KaTCTOpPHUYHO.

YacTKoBO HE 3rOJHi, HE

Let’s agree to
disagree.

JlaBaiiTe moroguMocs He
norogutucs (asaiite
JIOMOBUMOCSI, III0 KOXKEH 13
HAC 3AJIMIIUTHCA [IPU CBOIN

JyMIIi.)

Well, I’m not sure
about that...

S1 He BIIEBHEHMIA, 11O ...

That’s incorrect. e HenmpaBUIILHO.

Well, it depends.
0o0CTaBHH.

Kounu 5K, 3amexHo Bifg

Not really. He nyxe (He 30Bcim).

I’m afraid | can’t

agree with you here | me moromkycs.

Hanesno, g TyT 3 Bamu

That’s not how | feel
about it.

A BiguyBaro cede B 1IbOMY
BiTHOIIICHH] MO-1HIIIOMY.

I’m inclined to S cxunpHUMA Probably not. HanesHo Hi.
disagree... [IOTOUTHUCH ...
It is not true. Hemnpagna. Most likely not. [IBumie 3a Bce HEMae.

| strongly disagree. | SI kaTteropuuno He

That’s not the case./ | Lle ue Toii Bunanox / Le ne

3TOJICH. That’s not exactly the | 30Bcim Toit BumagoK.
case.
Not exactly. He 308Bcim. It’s not what you Lle He Te, mpo 1O TH
think. JYMA€IT

Expressions of doubt

| am not so sure.

51 He 30BciM (y IbOMY) BIIEBHEHUH.

I’m not sure | can agree with that.

He 3HAK0, Y1 MOXKY A 3 UM IMOTrOAUTHCS.

| am not sure about it.

51 He BIIEBHEHUH Y ILOMY.

| doubt it.

CyMHIBarocs.

You might be right.

MosxmmBo, Bu maete partito.

I don’t think you are right.

He nymaro, mo Bu maere partiro.

May be. Moxe OyTH.
It is possible. I{e MOXXIIHBO.
Possibly. MOKITHBO.

Phrases giving you time to think

That’s an interesting point

I1e nikaBuii MOMeHT (iesl, TyMKa).

I’ve never really thought about that

S Hikoam B AliCHOCTI HE TymaB (J1a) Tpo IIe.

Um, let me think/see

MM, 103BOJIBTE MTOyMAaTH.

It’s hard to say

CxJj1agHoO CKa3aTu. ..

How to express that you didn’t

understand or didn’t hear something clearly

Sorry, could you repeat that, please?

Bubaure, He Mmoriu 6 Bu noBTopuTH, OyIb 1acka?

Sorry, 1 didn’t get your point

Bubaure, 51 He 3po3yMiB, npo 110 Bu.

I’m not sure | understand what you mean

51 He BIIEBHEHHMIA, 110 PO3yMilo, 1110 Bu MaeTe Ha yBasi.

I beg your pardon (pardon)?

Bu6aute? (IIpomry BubaueHHs?)

I don’t quite see what you are getting at

51 He 30BCIM PO3YMIIO, IO YOTO TH BECTIL.

Come again?

e pa3? (HegopmanbHo).
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Ask for clarification

What do you mean by...?

[llo Bu maere Ha yBaszi min...?

Could you clarify that, please?

Uu He Mori 6 Bu mosicauty, Oynb nacka?

Could you give me an example, please?

Uwu ve mori 6 Bu HaBecTn npukian, Oynp macka?

Could you be more specific, please?

Uu He morin 6 Bu ckazatu kKoHKpeTHile?

Could you elaborate on that, please?

Ywu ve morim 6 Bu koHkpeTn3yBaTtu me?

Clarifying your opinion

I’m trying to say that

S1 Hamararocs cKa3aTH, IO ...

I mean/ What I mean is...

S maro Ha yBasi, mo / ll{o s Maro Ha yBa3i, Tak 11¢ ...

All I’'m saying is that...

Bce, 110 4 rosopro, 11e. ..

Let me explain it —

I[03BOJ'H>TC MEHI IOSICHUTH Ie.

Let me put it in another way

J103BOIIBTE MOSICHUTH 1€ TTO-1HIIIOMY.

in other words...

[HIIIIIMYA clTOBaMU. . .

TEXT B. TELEPHONE SPEAKING

You will find especially difficult to talk over the telephone — especially if you do
not know the person on the other end of the line very well.

Good telephone manners include answering promptly, greeting the caller kindly,
and giving your whole attention to the call. Telephone messages must be accurate and
complete. Do not forget that the person you are talking to may be having difficulties
too. Remember that the other person:

—  Wants to understand you easily, so try to speak clearly;

— Cannot see your reactions, so always confirm that you have (or have not)
understood each point that has been made;

— Cannot see you and does not know what a nice person you are, so make
sure you sound polite and agreeable;

— Cannot spend much time, so make sure your call is brief;

— s getting an impression of your company while talking to you, so make
sure that you sound efficient.

How to make arrangements on the phone:

Identifying — UMC. Can I help you? (a typical switchboard response)
yourself/ your — John Smith speaking.
company — This is John Smith.

— John here.
— Who is calling, please?

Asking the caller
to identify himself/

herself

Asking for a|-  I’d like to speak to , please.

connection —  Id like to speak to someone about , please.
— Canltalk to , please?
—  Could you put me through to , please?
—  Am | speaking to ?

—  Just a moment, please.
—  Hold the line, please.




83

—  Canyou hold?

—  I’ll connect you.

—  Sorry to keep you waiting.
—  Could you call back later?

Taking/ leaving a

— I’m afraid he is out/ away/ off at the moment. Can | take

message a message?
— Can you ask him/ her to call me back?
Explaining — The reason | called is

reason for the call

— | am (just) calling to

— Just a moment, I’ll get my diary.
— Could you manage Tuesday?
—What about Wednesday?

— Shall we say two o’clock?

— I’m sorry, I’m out all day.

— Tuesday would be fine.

— That suits me.

Signing off

—I look forward to seeing you.
— Thanks for calling.
— Goodbye.

Complete telephone messages usually include important details such as names,
telephone numbers, appointments, and addresses. For example, you might request
the caller’s telephone number. Be specific. Request only the information you need.
Getting the message right in the first place is quicker and easier than phoning back later
for details.

Phone numbers are pronounced in groups: first, the international code, then the
country and city code, and then the number itself. Each digit is read separately, with the
exception of the same digits next to each other.

double o [d™bl ou] (Br E);

00 double zero [d”bl zi: rou] (Am E);
77 double seven;
1777 seven double seven.

00 7 (095) 967 77

00

double ou ... seven ... ou nine five ... nine six seven double
seven double ou.

Answer the questions

Why isn’t it easy to make a telephone call?
What should be telephone messages like?

How do you usually begin or finish your phone message?
What phrases do you use to make an appointment?

OO E

How should we take into consideration the receiver of our information?
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TEXT C. Read the dialogues.

Dialogue 1.

A: Pan Electronics. Can | help you?

B: Yes, I’d like to speak to Mr. Jones, please.

A: Who is calling, please?

B: Alan Phillips.

A: Just a moment, Mr. Phillips, I’ll put you through.

: Lisa Bird speaking.

- Alan Phillips here. May | speak to Mr. Jones?

. I’m afraid he’s away at the moment. Could you leave a message?
- Yes, I’d like him to call me back as soon as possible.
: Certainly, sir. Can I have your number?

: He’s got it, but just in case, it’s 023276581.

: 023276581, isn’t it?

- Yes, that’s right. Thank you. Bye.

: Goodbye.

OTOWOWO O

Dialogue 2.

A: Alan Phillips speaking.

B: This is Gerald Jones. My secretary said you called.

A: Yes, thanks for getting back. Look, the reason | called was we’re having
installation problems with E 137.

B: Really? That surprises me. What sort of problems?

A: Well, it’s a bit complicated. Can you send a technician round?

B: Certainly, I’ll get one round this afternoon.

A: That would be great.

B: Good, I’m sure we’ll sort it out in no time. Bye.

A: Bye.

Dialogue 3.
A: Black & Co. Can | help you?
B: This is Peter Reynolds from Delta. Could | speak to Mrs. Foster?
A: Just a moment, Mr. Reynolds, I’m putting you through.
C: Dyane Foster speaking.
B: Hello Dyane. This is Peter Reynolds.
C: Oh hello, Peter. How are you?
B: Fine. As you may remember, we’ve got to discuss something. I’m just calling
to see if we could fix a meeting for next week.
. Yes, of course. Just a moment, I’ll get my diary... Could you manage Monday?
: I’msorry. I’m off all day on Monday. I’m available any day except Monday.
: What about Tuesday then?
: Yes, Tuesday in the afternoon would suit me fine.
: That suits me too. Shall we say here at 3 p.m.?
- Yes, that’s probably easiest.
: Good, I look forward to seeing you. Bye.
: Bye.

WOWOWOWO
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Dialogue 4.

A: I’m phoning about the group of visitor from Germany.

B: Yes, have you got any details?

A: Well, a few — they are arriving on August 1 on Flight Number BA 435 . . .
that’s due in at 11.40 a.m.

B: Good. Do you want me to pick them up?

A: That would be fine.

B: Let me check: August 1, Flight No. 435, 11.40 a.m.

A: Everything is correct. I’ll confirm the details by telex

B: Right, see you soon.

Dialogue 5.

A: Alpha. Can I help you?

B: Yes. Could I speak to Ms Bird, please?

A: Bird speaking.

B: Good morning, Ms. Bird. My name is Anthony Jones from Pan Electronics.
| am the Regional Manager.

A: Good morning, Mr. Jones.

B: As you probably know, we are one of your suppliers of customized software
products.

A: Yes, | believe we handle some of your products.

B: Ms. Bird, I’m planning to be in London on 12th and 13th September and would
like to meet you to discuss your needs in further detail.

A: I’mso sorry, Mr. Jones, but | won’t be available at all that week. But if you have
some new documentation about your products, | would like to see it.

B: All right, Ms. Bird. I’ll put some information into the post for you. Well,
perhaps we could meet when I’m in London again this year.

A: Yes, | hope so. Please contact me before your visit.

B: Certainly, I will.

A: Thanks for your call.

B: Not at all. Goodbye.

A: Goodbye

" PRACTICAL PART
1. Put the phone clips in the correct order.

1. —Just a moment, Mr. Green, I’m putting you through. ()
— Yes, I’d like to speak to Mr. Brown. ( )

— Alan Green. ()

—Who’s calling, please? ( )

— Pan Electronics. Can | help you? ()

2. He has got it, but just in case, it’s (0732) 47568. ()
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—Yes, could you ask him to return my call? ( )

— John Hurt here. Could | speak to Mr. Jones? ( )

— Certainly, sir. May | have your number? ( )

— I’m afraid, he is out at the moment. Can | take a message? ( )

3. —I’m sorry, I’m not available on Tuesday. ( )

— Good, that suits me too. What about 11 o’clock? ( )

— Just a moment. I’ll get my diary . . . you said next week? ( )
—Yes, could you manage Tuesday? ( )

— Shall we say Wednesday then? ( )

— All right, Wednesday morning would suit me fine. ( )

2. Complement short dialogues.
1. —My name’s Jensen.

—Yes,itisJ,E, N, S, E, N.

2. —The address is 32 Tunnyside Lane.

—Certainly. It is 32 Tunnyside Lane.

3. — My phone number is 043272853.
726537

043272853.

3. Choose the most correct answers.

1. I am in fashion design. What
about you?
(@) Oh, I live in London.
(b) Well, I work in the Sales Department.
(c) My sister is in fashion too.

2. | am asecretary to Mr. Smith. He
is our General Manager.
(a) Ah, that’s interesting.
(b) Is that one of your colleagues over
there?
(c) Oh, I have met him.

3.
you?
(@) I am a student.

(b) I come from England.
(c) I work not far from home.

I live in London. What about

4. My brother is in the Sales
Department.
(@) Iam in the Marketing Department.
(b) Not a bad job.
(c) Yes, I think I’ve met her.

5. Hello, I am Susan. | have not
seen you around before.
(@) What do you do?
(b) Are you one of my colleagues?
(c) I'am new here.

6. Sheila Rogers speaking.
(@) Who’s calling, please?
(b) Peter Jones here.
(c) Hello, Sheila. This is Peter Jones.
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7. Can | take a message? 8. The reason | am calling is we are
(@) I’d like to leave a message. having problems.
(b) Yes, could you ask her to call me | (a) | don’t believe it.
back? (b) Really? That surprises me.
(c) Please tell him to give me a ring. (c) That’s all right.

9. Could you manage Monday? 10. So that’s fixed — Tuesday at 2 p.m.
(@) No, I can’t. (a) Right, I look forward to seeing you
(b) No. then.
(c) I’mafraid I can’t. (b) Goodbye.

(c) I’m afraid that’s impossible.

4. Place the cues of the marked persons in their places.
S = switchboard HJ = Hilary Jones AP = Alice Pinkerton

AP: Fine thanks, and you? ( )

S: Who’s calling, please? ( )

AP: It was very kind of you indeed. ( )

AP: Could I speak to Hilary Jones, please? ( )

AP: Hello, Hilary. This is Alice Pinkerton. ( )

HJ. Notatall. ()

HJ.  Oh, hello, Alice. How are you? ( )

S:  Jones and Co. Good morning. ( )

AP: Hilary, I’m ringing to thank you for your recommen—dation ( )
AP: My name is Alice Pinkerton. ( )

AP: Thanks. Bye. ()

HJ.  Very well, too. ()

S: One moment, please. ( )

HJ. Glad to hear that. Feel free to contact me again. ( )
HJ. Hilary Jones. ()

5. Translate the useful sentences.

1. Could you put me through to this number? 2. Will you tell me the cost of the call
afterwards? 3. Hello, would you connect me with the overseas operator for Paris? 4. |
would like to book a call to Rome? 5. There is no answer. 6. Please, answer the phone.
7. May I speak to John? 8. He’s out at the moment. 9. Would you try again later, please?
10. Will you tell him I called? My name is Jane. 11. Would you ask her to call me back?
12. Would you take a message for her, please? 13. There is a telephone call for you. The
line is busy. 14. The phone is out of order. 15. Hold the line, please. 16.We were
disconnected. We have been cut off. 17. You are wanted on the phone. 18. May | take
the message? 19. He is still on the phone. 20. Am | through? Go ahead. 21. 1°d like to
have a phone installed in my flat. 22. What is the charge for...? 23. Just a minute /
moment, please. 24. I’m afraid he is out at the moment. Sorry, he is not in. He is
unavailable at the moment. 25. Could you call back later, if that is not too much trouble?
26. Could you call back, say, in an hour? 27. Just tell him N. called. 28. N. called and
left a message.
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SELF-EXAMINATION TESTS

Choose the correct answer:

1. Choose the correct answer regarding the rules for using the telephone:
a) When receiving visitors, problems must be solved immediately, so the phone cannot
be turned off;
b) When receiving visitors, the use of telephones is carried out in a limited mode;
¢) When receiving visitors, the phones must be switched off or switched to the secretary.
2. Choose the right model of behavior when communicating with the help of the
phone:
a) A business telephone conversation requires solving a problem as soon as it arises;
b) A business telephone conversation requires careful preliminary preparation;
c) A business telephone conversation requires careful preliminary preparation and
solving problems only after the next acquaintance with them.
3. Choose the right model of behavior when communicating using the phone:
a) It is better to turn a business conversation into an ordinary everyday dialogue;
b) A business telephone conversation allows you to quickly resolve all the cases that
have accumulated,;
¢) In a business telephone conversation, the most important matters should be presented
first.
4. Choose the right model of behavior when communicating with the help of the
phone:
a) During a business phone conversation, you need to say everything quickly, so the
pace should be high, and the pronunciation should be emotional,
b) During a business telephone conversation, the pronunciation should be clear, the
messages should be concise, but with pauses, the dialogue should be polite without
excessive emotionality and brutality;
¢) During a business telephone conversation, pronunciation, behavior, tone — it all
depends on the position held.
5. Choose the most acceptable recommendation for conducting a business
conversation:
a) A business conversation should not begin with criticism, turning a productive
dialogue into a humiliating monologue of the manager;
b) The productivity of a business conversation depends on the active attack of the
manager on the subordinate;
c) The effectiveness of a business conversation depends on the manager’s ability to
criticize everything, focusing on his problems.

OVER TO YOU

Analyze the rules of telephone interruptions and use them in practice. Make
up short dialogues using phrases from the previous exercise.
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TOPIC 4. PREPARATION AND PARTICIPATION IN INTERNATIONAL
SCIENTIFIC CONFERENCES (RESEARCH PROGRAMYS)

Mera: BHUBYMTH OCOOJIMBOCTI ITJTOTOBKM JOIOBIZEH 1HO3€MHOIO MOBOIO,
OTIaHyBaTH MOBHI KJIIIIIE.

MeTOI[I/I‘IHi BKa3iBKH A0 BUBYCHHSA TECMH

BuBUMTH OCHOBHI OHATTS aHTJIiHChKOI0 MoBOIO (Active VVocabulary).

[Mpountatn ¢axosi Texkctu (TEXTS FOR READING), ckiactd CIOBHHK
OCHOBHHUX TEPMIHIB, SIK1 3yCTPIUalOThCA B TEKCTI ( 00csroM 12-18 IeKCHYHUX OTMHUILB).
[lepexnacTtu TEKCT, 3aCTOCOBYIOUM ()axOBY TEPMIHOJOTIIO. SIKIIO BUKOPUCTOBYETHCS
aBTOMATUYHHN MepeKiiagay, BiApearyBaT TeKCT.

Oo6roBoputH TekcT y rpymi. CKJIacTH 5 TUTaHb O TEKCTA.

Bukonatu npaktuysi 3apnanis (PRACTICAL PART).

[MlizroryBatu nmomoBigs mo mnpodremuomy muranHio (OVER TO YOU) rta
MPEACTABUTH HAa MPAKTUYHOMY 3aHATTI. Hamatu BIAMOBIAlI HAa MUTaHHSA MO JOIOBIJII.
O6csr nonosiai 200-250 cis.

TEXT A. REPORTS

The purpose of a scientific report is to convey essential information in an organized,
useful format. And despite technological advances, the ability to accumulate data,
organize facts, and compose a readable text remains a highly marketable skill.

A wellprepared report will provide complete, accurate information. This
information is often meant to influence decisions, to be used in determining changes,
improvements, or solutions to problems. Therefore, the report must also be clear, concise
and readable.

Reports can be analytical (analyzing the information available) and informational
(providing necessary information), formal (following an established form or
convention), and factual (containing information obtained through investigation).
Reports are made for the benefit of others — supplying the readers or the audience
with the information they need in a form they can understand. Each report must serve at
least one of the following purposes:

Each report must serve at least one of the following purposes:
1. To inform — Circulate new ideas;
— Inform others of work done or progress made;
— Provide update on the progress of the project.

2. To instruct — Tell others how to put new ideas into practice;
— Explain how a new system will operate;
3. To influence — Sell your ideas and persuade the reader or the audience to

make a decision;

— Recommend a course of action;

— Reveal the benefits of the start up of a new project;
4. To interpret — ASSess a situation;
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— Draw up conclusions;

— Analyze the performance of the company;

5. To interest — Use the presentation to appeal to a wide audience;
Summarize the findings.

The typical structure of a written report is as follows: Preliminary Sections; Preface
or Foreword; Acknowledgements; Table of contents; Summary; Main part of the report;
Introduction; Body of the report; Conclusions; Recommendations; Supplementing
material; Appendices; Bibliography; Glossary; Indices.

It is desirable to include into a report different illustrations such as tables, charts,
graphs, photographs, and line drawings.

Scientific Style

The research process aims at facts and other information discovering and
interpretation. The purpose of a research prose is to analyze and interpret information
while making valid conclusions based upon the research.

The scientific writing style is called expository writing — that is, it explains and
clarifies information. The reliability of sources and the careful documentation is
important, but its effectiveness depends on how well ideas are communicated. While
writing, you should avoid excessive technical detail or jargon. When you are writing
a research paper, areport, abstracts, it is as if you are having a conversation with your
reader.

Speaking on Public
You may speak on public for different reasons, on different subjects, to people of
different business culture and personal taste. The speaker may want
— to inform the audience about some subject matter;
— to introduce some subject matter;
— to encourage the audience to make a decision;
— tosell goods/ services.

However, delivering speeches will be almost the same in structure. Language
points will differ a little. All good speeches have two things in common: the underlying
structure and the language points which typically arise to serve this structure.

If you are going to deliver a speech, you must first have a plan. You should know
exactly where and when the report is to be made. Having a clear idea of what the people
in the audience are: their knowledge on the subject, status, age, business culture, specific
interests — these help identify the needs of the audience. The information you are going
to present should be tailored to meet the needs of the listeners. You should also devise
the most appropriate format and sketch out for the use of demonstration materials and
handouts. After providing answers to seven basic questions: why?, to whom?, what?,
where?, when?, how long?, how?, you get down the plan of the report. It may be as
follows:

1. Greeting/Introducing oneself; 2. Introducing the subject; 3. Describing the
sequence; 4. Starting the report itself; 5. Moving to the next point; 6. Summarizing; 7.
Concluding; 8. Thanking/ inviting questions.

You should make all the necessary preparations (audiovisual material, etc.)
beforehand. Pay special attention to the opening and closing courtesies as the most
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memorable bits. Appear before the audience well groomed. Maintain eye contact and
use bc’dy language to emphasize your talk. When answering questions from tne
audience, be sure you understand the question. Keep to the point, make your answers as
brief as possible. Be friendly and flexible, keep the time limit of your talk.

TEXT B. APRESENTATION
A presentation is a speech in front of one or more listeners. A message can only
be considered effective if it has reached the listeners, that is, it has been heard and
correctly understood. To do this, you need to:

1. Properly organize information;

2. Effectively convey it to listeners;

3. Use the language adequately (follow the style and accurately formulate your
thoughts).

In order to properly organize information, it is necessary to clearly structure it,
distinguishing the beginning, middle and end. As for its content, it is necessary to clearly
distinguish the main and secondary ideas.

Effective use of language involves using introductory words to connect thoughts
with each other. These words can reflect various forms of connections between ideas,
the main of which will be: temporal, logical, textual. It is advisable to learn some of the
language forms.

Bi}lOﬁpa?KalOTb TeKCTya.]'II)Hi 3B’ SI3KM Bi)]oﬁpa)](a[o'[‘], JIOTIYHI 3]3’;[3](]/[

JlonOBHEHHS also [MosicueHHsI that’s why
in addition (informal)
V3aranbHeHHS to sum up IIpotucraBnenna  yet
then however
in brief but
in short
BucnoBok in conclusion YMoBa then
finally in that case
lastly
to conclude
ExBiBaneHTHICTP in other words [TopiBHsSHHS similarly
that means in the same way
namely
BBeneHHs HOBOT TyMKHU for example [Toctynka anyway
for instance at any rate
such as
Buninenus in particular [Tpotupivus in fact
especially actually
[TinkpeciaenHs OyaeHHOCTI usually YepryBaHHs instead
cuTyarii normally alternatively
asarule
in general
O4eBUIHICTD Obviously
of course

clearly
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BigoOpaxawTs THMYaCOBi 3B’A3KH (B NOPAAKY BiJl IOYaTKY 10 KiHIIA):

Then / after that / next

First/ first of all

To start with

Second/ secondly
Finally / last of all

/ lastly
< PRACTICAL PART
1. Ilpueedimp y ionosionicme mepminu ma ix nepexnao.

Introduction TaOJIUIS Terms of reference ayauTopis

Analytical MOSICHIOE Audience HAKUJIaTH

Conclusion BCTYII Handout nporpama

Table BHCHOBOK Plan for 3anam’SITOBYETHCS

Reveal pE3IOMyBaTu Encourage TUIaHYBaTH

Draw up BUSIBIISITH Outline TE3U JIOTOBII

Summarize CKJIQIaTH Appropriate CIIOHYKaTH

Expository AHATI THIHUI Memorable BiJIIIOBITHUI

2. 3naiidimov 6i0noGiOHicmMb Midic mepMiHAMU MA (X MIYMAUEHHAM.,

Recommendation extra information or further | Flexibility send or direct for
discussion of a subject placed information
after the end of the main text.

Glossary an introduction by the author. Followup in the limits of a

specific time

Foreword list of words and expressions and | Mention inform, speak of
the special or technical meanings briefly
they have in a particular subject.

Chart a line or a curve, which shows | Refer carefully dressed
how two or more sets of numbers
or measurements are related.

Appendix a chart of facts and figures which | Impression adaptability
are shown in rows going across
the page and columns going
down the page.

Index an alphabetical list printed at the | Deadline a second or
back of a book or an immediate following
article action

Graph a diagram, illustration, or table | Within time limit before or
which shows information in a by which something
visual form. must be completed

Table advice or suggestion as to what is | Well groomed what someone
the best thing to do thinks about another

3. Match the English phrases in the left column with their functions in the right

column.

Phrase

Function

1. By the way

a) [loyatn HOBUM NyHKT

2. As | was saying earlier

0) 3aKpUTH MYHKT

3. In a nutshell

B) Binilitu
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4. That deals with the question of actions | r) 3’eaHaru aBa MyHKTH

5. I’ll come to that point later n) IMocmatucs Ha monepeIHe

6. Let me conclude by saying ¢) [TocnaTucs Ha OJAJIBIIE

7. Let’s turn to the question of k) [ToBepHYTHCS JI0 BaIIOi CTPYKTYPI
8. There’s a further point I’d like to make | 3) /lomaTu 10AaTKOBHIA TyHKT

9. This brings me to the next point 1) PesromyBaTu

10. Let me get back to what | was saying | k) Ykmactu

4. Replace the italicized phrases with their equivalents.

| am sure that 1. As | see it, we should leave this project.

From this point of view What we have to do is withdraw from this project.
We could discuss | think we can 't continue as we are.

In my opinion | am convinced that we must stay in this project.

It is certain / am inclined to believe we should leave this project.

| tend to think There is no doubt we cannot leave it any later.

What we must do From this angle, we have no alternative.

N O iwiN

| feel We might consider a gradual leaving this project.

5. Replace the periods with phrases of your choice.
Sample of Presentation

Friends and colleagues, May | welcome you on behalf of. ... My name is. .., let
me start by giving our terms of reference. My aim today is to discuss ... | have divided
my report into two parts. First, | would like to talk about . .. Secondly, | am going
to analyze ... This will take about twenty minutes. To save time, could we leave
questions until the end? Right. First of all, just a few words about the history of the
subject . . .

Now for the main problem. There is an essential difference between . . .
Turning now to the possibilities, | must say that there is a choice of two courses of
action. . . . Next we come to our recommendations. ... | have prepared a detailed
list of issues to discuss . . . Could you hand around these leaflets, please? That concludes
my talk. Please feel free to ask questions.

SELF-EXAMINATION TESTS

1. Choose the correct answer:
a) The second stage of preparation for the speech is the expansion and complication of
the information presented in the abstract;
b) At the second stage of preparation for the lecture, it is necessary to polish the written
version of the text;
c) At the second stage of preparation for the lecture, it is necessary to prepare the text
for oral presentation, selecting the simplest, most vulnerable and understandable
information, choosing tone, gestures, facial expressions, etc.

2. Choose the correct answer:
a) The third stage of working with the materials of the lecture is its sounding in front of
the audience and constant correction of the text after each speech;
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b) The third stage of working with the materials of the lecture is its announcement in
front of the audience;
¢) The third stage of working with the lecture materials is the voice-over of the text one-
on-one.

3. Choose the correct version of the speech characterization:
a) The speech, like the lecture, is characterized by preliminary preparedness with a
well-thought-out coverage of all the problems covered in the report;
b) A speech differs from a lecture by spontaneity, conciseness and unpreparedness. It
touches on only a few of the issues highlighted in the report, so it is built as a set of
replicas;
c) It is better to build a speech as a final conclusion from the report.

4. Choose the correct version of the speech characterization:
a) A speech is an unprepared speech that is born during a rally;
b) A speech is an oral prepared presentation with information that should affect the mind,
feelings, and will of the listeners;
c) Speech and report are synonymous.

5. Mark the option that you think is wrong:
a) Controversial issues are discussed during the discussion, so you need to choose
arguments that would not deviate from the topic and testify in favor of your position;
b) When discussing, try to "sidestep" those issues where you cannot prove anything.
Give up to your opponent what you can give up, emphasizing common positions;
¢) Do not compromise on any principle when discussing. Try to convince your opponent
that all your positions are correct.

6. Choose the most appropriate recommendations for holding a press conference:
a) At a press conference, the main element is a report that programs follow-up questions
and determines the answers;
b) At a press conference, the main element is discussion;
c) At a press conference, the main element is questions and answers.

7. Choose the right conclusion about the impact of non-verbal means of
communication on the audience:
a) Non-verbal means of communication (smile, look, gestures, facial expressions,
intonation) have three times the strongest impact than words, so it is necessary to
gesticulate continuously;
b) Non-verbal means of communication (smile, look, gestures, facial expressions,
intonation) have a three times stronger impact than words, so you should always be
tactful in business communication;
¢) Non-verbal means of communication (smile, look, gestures, facial expressions,
intonation) have a three times stronger impact than words, so in business communication
it is necessary to speak with a heightened intonation.

OVER TO YOU

Prepare a report on the topic of your master’s thesis or your own scientific
article. Create a presentation. To prepare a report, use standard phrases and linking
words. Present the report in a practical lesson. Provide the text of the report in writing.
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TOPIC 5. STAGES OF CONDUCTING SCIENTIFIC RESEARCH AT
THE INTERNATIONAL LEVEL

Mera: BHBYUMTH OCOOJMBOCTI TMPEJCTaBICHHS pPE3yJIbTATiB HayKOBHX
JOCTIIKEHb; BU3HAYUTH 0COOIMBOCTI IpadiyHOTO MPEACTABICHHS YNCIOBUX JIaHUX.

MeTOI[l/I‘IHi BKa3iBKH A0 BUBYCHHSA TECMH

BuBUMTH OCHOBHI IOHATTS aHTJIiHChKOI0 MOBOKO (Active VVocabulary).

[Mpountatn ¢axosi Texkctu (TEXTS FOR READING), ckiactd CIOBHHK
OCHOBHHUX TEPMIHIB, SIK1 3yCTPI4atOThCs B TEKCTI ( 00csroM 12-18 IeKCHYHUX OTMHUILB).
[lepexnacTtu TEKCT, 3aCTOCOBYIOUU ()axOBY TEPMIHOJOTIIO. SIKIIO BUKOPUCTOBYETHCS
aBTOMATUYHHN MepeKiiagay, BiApearyBaT TeKCT.

Oo6roBoputH TekcT y rpymi. CKJIacTH 5 TUTaHb O TEKCTA.

Bukonatu npaktuysi 3aBnands (PRACTICAL PART).

[MlizroryBatu nmomoBigs mo mnpodremuomy muranHio (OVER TO YOU) rta
MPEACTABUTH HAa NMPAKTUYHOMY 3aHATTI. Hajatu BiAMOBi/I HA MUTAHHS MO JOMOBIAL.
O6csr nonosiai 200-250 cis.

rd

Active Vocabulary

a bar graph cToBOuacTta giarpama  a paired bar chart napHa rictorpama,

a bubble diagram  giarpama crasis a pie chart KpYroBa giarpama

a diagram niarpama, rpadik a stacked bar chart CKJIaJI0Ba CTOBOYACTOT
JiarpamMu

a flow chart OJ0K-cxema

TEXTS FOR READING
TEXT A. TYPES OF GRAPHS AND CHARTS AND THEIR USES

If you are wondering what are the different types of graphs and charts, their uses
and names, this page summarizes them with examples and pictures.

As the different kinds of graphs aim to represent data, they are used in many areas
such as: in statistics, in data science, in math, in economics, in business and etc.
Every type of graph is a visual representation of data on diagram plots ( bar, pie, line
chart) that show different types of graph trends and relationships between variables.

Although it is hard to tell what are all the types of graphs, this page consists all of
the common types of statistical graphs and charts (and their meanings) widely used in
any science.

1. Line Graphs
A line chart graphically displays data that changes continuously over time. Each
line graph consists of points that connect data to show a trend (continuous change). Line
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graphs have an x-axis and a y-axis. In the most cases, time is distributed on the horizontal
axis.

Uses of line graphs:

—  When you want to show trends. For example, how house prices have
increased over time.

—  When you want to make predictions based on a data history over time.

—  When comparingtwo or more different variables, situations, and
information over a given period of time.

2. Bar Charts

Bar charts represent categorical data with rectangular bars (to understand what is
categorical data see categorical data examples). Bar graphs are among the most popular
types of graphs and charts in economics, statistics, marketing, and visualization
in digital customer experience. They are commonly used to compare several categories
of data.

Each rectangular bar has length and height proportional to the values that they
represent.

One axis of the bar chart presents the categories being compared. The other axis
shows a measured value.

Bar Charts Uses:

- When you want to display data that are grouped into nominal or ordinal
categories (see nominal vs ordinal data).

- To compare data among different categories.

- Bar charts can also show large data changes over time.

- Bar charts are ideal for visualizing the distribution of data when we have
more than three categories.

3. Pie Charts

When it comes to statistical types of graphs and charts, the pie chart (or the circle
chart) has a crucial place and meaning. It displays data and statistics in an easy-to-
understand ‘pie-slice’ format and illustrates numerical proportion.

Each pie slice is relative to the size of a particular category in a given group as a
whole. To say it in another way, the pie chart brakes down a group into smaller pieces.
It shows part-whole relationships.

To make a pie chart, you need a list of categorical variables and numerical
variables.

Pie Chart Uses:

When you want to create and represent the composition of something.

- Itis very useful for displaying nominal or ordinal categories of data.

- To show percentage or proportional data.

- When comparing areas of growth within a business such as profit.

- Pie charts work best for displaying data for 3 to 7 categories.


http://intellspot.com/categorical-data-examples/
http://intellspot.com/digital-customer-experience/
http://intellspot.com/nominal-vs-ordinal-data/
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4. Histogram

A histogram shows continuous data in ordered rectangular columns (to understand
what is continuous data see our post discrete vs continuous data). Usually, there are no
gaps between the columns.

The histogram displays a frequency distribution (shape) of a data set. At first
glance, histograms look alike to bar graphs. However, there is a key difference between
them. Bar Chart represents categorical data and histogram represent continuous data.

Histogram Uses:

- When the data is continuous.

- When you want to represent the shape of the data’s distribution.

- When you want to see whether the outputs of two or more processes are different.
- To summarize large data sets graphically.

- To communicate the data distribution quickly to others.

5. Scatter plot

The scatter plot is an X-Y diagram that shows a relationship between two
variables. It is used to plot data points on a vertical and a horizontal axis. The purpose
Is to show how much one variable affects another.

Usually, when there is a relationship between 2 variables, the first one is called
independent. The second variable is called dependent because its values depend on the
first variable.

Scatter plots also help you predict the behavior of one variable (dependent) based
on the measure of the other variable (independent).

Scatter plot uses:

- When trying to find out whether there is a relationship between 2 variables.

- To predict the behavior of dependent variable based on the measure of the
independent variable.

- When having paired numerical data.

- When working with root cause analysis toolsto identify the potential for
problems.

- When you just want to visualize the correlation between 2 large datasets without
regard to time.

6. Venn Chart

Venn Diagram (also called primary diagram, set diagram or logic diagrams) uses
overlapping circles to visualize the logical relationships between two or more group of
items.

Venn Diagram is one of the types of graphs and charts used in scientific and
engineering presentations, in computer applications, in maths, and in statistics.

The basic structure of the Venn diagram is usually overlapping circles. The items
in the overlapping section have specific common characteristics. Items in the outer
portions of the circles do not have common traits.

Venn Chart Uses:

- When you want to compare and contrast groups of things.

- To categorize or group items.

- To illustrate logical relationships from various datasets.

- To identify all the possible relationships between collections of datasets.


http://intellspot.com/discrete-vs-continuous-data/
http://intellspot.com/root-cause-analysis-tools/
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7. Area Charts

Area charts show the change in one or several quantities over time. They are very
similar to the line chart. However, the area between axis and line are usually filled with
colors.

Despite line and area charts support the same type of analysis, they cannot be
always used interchangeably. Line charts are often used to represent multiple data sets.
Area charts cannot show multiple data sets clearly because area charts show a filled area
below the line.

Area Chart Uses:

- When you want to show trends, rather than express specific values.

- To show a simple comparison of the trend of data sets over the period of time.
- Todisplay the magnitude of a change.

- To compare a small number of categories.

The area chart has 2 variants: a variant with data plots overlapping each other and
a variant with data plots stacked on top of each other (known as stacked area chart —
as the shown in the following example).

8. Spline Chart

The Spline Chart is one of the most widespread types of graphs and charts used
In statistics. It is a form of the line chart that represent smooth curves through the
different data points.

Spline charts possess all the characteristics of a line chart except that spline charts
have a fitted curved line to join the data points. In comparison, line charts connect data
points with straight lines.

Spline Chart Uses:

- When you want to plot data that requires the usage of curve-fitting such as a
product lifecycle chart or an impulse-response chart.

- Spline charts are often used in designing Pareto charts.

- Spline chart also is often used for data modeling by when you have limited
number of data points and estimating the intervening values.

9. Box and Whisker Chart

A box and whisker chart is a statistical graph for displaying sets of numerical data
through their quartiles. It displays a frequency distribution of the data.

The box and whisker chart helps you to display the spread and skewness for a
given set of data using the five number summary principle: minimum, maximum,
median, lower and upper quartiles. The ‘five-number summary’ principle allows
providing a statistical summary for a particular set of numbers. It shows you the range
(minimum and maximum numbers), the spread (upper and lower quartiles), and the
center (median) for the set of data numbers.

Box and Whisker Chart Uses:

- When you want to observe the upper, lower quartiles, mean, median, deviations,
etc. for a large set of data.

- When you want to see a quick view of the dataset distribution.

- When you have multiple data sets that come from independent sources and relate
to each other in some way.

- When you need to compare data from different categories.
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10. Bubble Chart

Bubble charts are super useful types of graphs for making a comparison of the
relationships between data in 3 numeric-data dimensions: the Y-axis data, the X-axis
data, and data depicting the bubble size.

Bubble charts are very similar to XY Scatter plots but the bubble chart adds more
functionality — a third dimension of data that can be extremely valuable.

Both axes (X and Y) of a bubble chart are numeric.

Bubble Chart Uses: When you have to display three or four dimensions of data.
When you want to compare and display the relationships between categorized circles,
by the use of proportions.

11. Pictographs

The pictograph or a pictogram is one of the more visually appealing types of
graphs and charts that display numerical information with the use of icons or picture
symbols to represent data sets.

They are very easy to read statistical way of data visualization. A pictogram
shows the frequency of data as images or symbols. Each image/symbol may represent
one or more units of a given dataset.

Pictograph Uses:

- When your audience prefers and understands better displays that include icons
and illustrations. Fun can promote learning.

- It’s habitual for infographics to use of a pictogram.

- When you want to compare two points in an emotionally powerful way.

12. Dot Plot

Dot plot or dot graph is just one of the many types of graphs and charts to organize
statistical data. It uses dots to represent data. A Dot Plot is used for relatively small sets
of data and the values fall into a number of discrete categories.

If a value appears more than one time, the dots are ordered one above the other.
That way the column height of dots shows the frequency for that value.

Dot Plot Uses:

- To plot frequency counts when you have a small number of categories.

- Dot plots are very useful when the variable is quantitative or categorical.

- Dot graphs are also used for univariate data (data with only one variable that
you can measure).

13. Radar Chart

A radar chart is one of the most modern types of graphs and charts — ideal for
multiple comparisons. Radar charts use a circular display with several different
quantitative axes looking like spokes on a wheel. Each axis shows a quantity for a
different categorical value.

Radar charts are also known as spider charts, web charts, star plots, irregular
polygons, polar charts, cobweb charts or Kiviat diagram.

Radar Chart has many applications nowadays in statistics, maths, business, sports
analysis, data intelligence, and etc.

Radar Chart Uses:

- When you want to observe which variables have similar values or whether there
are any outliers amongst each variable.
- To represent multiple comparisons.
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- When you want to see which variables are scoring low or high within a dataset.

This makes radar chart ideal for displaying performance.

14. Pyramid Graph

When it comes to easy to understand and good looking types of graphs and charts,
pyramid graph has a top place.

A pyramid graph is a chart in a pyramid shape or triangle shape. These types of
charts are best for data that is organized in some kind of hierarchy. The levels show a
progressive order.

Pyramid Graph Uses:

- When you want to indicate a hierarchy level among the topics or other types of
data.

- Pyramid graph is often used to represent progressive orders such as: “older to
newer”, “more important to least important”, “specific to least specific” and etc.

- When you have a proportional or interconnected relationship between data sets.

Conclusion:

You might know that choosing the right type of chart is some kind of tricky
business.

Practically, the choice depends on 2 major things: on the kind of analysis you are
you want to perform and on the type of data you have.
Commonly, when we aim to facilitate a comparison, we use a bar chart or radar chart.
When we want to show trends over time, we use a line chart or an area chart and etc.

Anyway, you have a wide choice of types of graphs and charts. Used in the right
way, they are a powerful weapon to help you make your reports and presentations both
professional and clear.

TEXT B. DESCRIPTION OF GRAPHS, CHARTS, AND TABLES

Graphs, charts, and tables contain a wealth of information that is presented in an
accessible and easily understandable way. When you work with a graph or chart, it is
Important to understand the purpose, that is, how the information is presented and what
exactly it shows: the frequency of actions, the percentage of shares, the division of
something into categories, the growth rate, etc.

There are many types of charts. The figures below illustrate the graphical
difference between the two. All graphs or charts, in whatever form they are presented,
display information sequentially. Therefore, the main task in describing them is to find
the so-called start, during which, following the algorithm below, you will be able to
describe Algorithm for describing the graph (diagrams, tables):

1. Carefully read the graph (diagram, table), concentrate on the facts. It is clear
that information is not important, but it can be omitted.

2. To fold an approximate plan, to see the introduction, the main part and the
visnovok. For this purpose, the introduction and visnovok is the price of all two two
proposals: the introduction of the proposal, as a rule, is described, which is depicted in
the graph (tables, diagrams), and one enclosed proposal — visnovok.

The graph (diagram) shows the rate of smoking people in ...

Figure 5.1 shows sales of mobile phones per month.



101

Pie Bar Column Line Area Doughnut

Bubble Chart Spider and Radar Scatter Comparison Chart Stacked bar chart Gauges

Fig.5.1- Types of charts

3. In such tasks, you can use the words “I think®, “it seems to me*. Also, you
should not evaluate the information, whether it is bad or good from your point of view,
you do not need to explain the possible reasons for growth or decline. It’s unnecessary.
Use a more formal style.

4. Do not be distracted by details, do not go to the description of trifles. It is
impossible to talk separately about the data of a graph, a chart, that is, to lose the main
idea. In the same way, it is not necessary to describe each item on the graph separately
(for example, what data was in each year), but make generalizations, note trends,
growth/fall, etc.

5. Choose synonyms for words. Don’t use the same grammatical constructions.

TEXT C. BASIC VOCABULARY FOR DESCRIBING CHARTS
In order to describe the graph, it must first be studied and analyzed in detail and
carefully. Any chart shows rises and falls, so the first pair of words you need to
remember is:
to increase 301IbLIyBaTHC
to decrease IaJiaTi, 3SMCHIITYBaTHCS

The following vocabulary is used to describe the growth of the graph indicators:

To raise migHiMaTruCs Growth 3pOCTaHHs

To grow pocTu Jump CTpUOOK

To pick up migHIMaTH Rise MM BUILEHHS

To rise BHUPOCTATH Soar MTOCHJICHHS

To move Up | IpocyBaTHUCS BIOPY To come up ITi IBUIITYBATUCS

To shoot up | BucTpintoBaTH To rocket CTPIMKO 3pOCTATH

To go up 301IbLTYBaTHCS Upsurge CILIECK

To jump cTpuOKONOAiIOHO 301IBIIYBaTHCS Upturn 3pOCTaHHs, MOJIMIIECHHS
To surge 3TiTaTH Upward trend BHCXiJHA TEHICHIIis

The following vocabulary is used to describe the decline in indicators:
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Downward trend | temnenmis mo 3amxenas | Downturn 3MiHa B 01K 3HIKEHHS

To come down OITYCKAaTHUCS Decline SHIDKEHHS

To decline criagatu Drop o0Baj

To drop maJaT Deduction SHIDKEHHSI, ITOTi PIIEHHS

To fall 3HUKYBATHCS Shrinkage CIaj1, 3BY)KECHHSsI, 3HHKCHHSI
To go down 3HIKYBATUCS Slump SHIDKEHHS

To plummet CTPIMKO 3HUKYBaTHUCS To shrink CKOPOYYBAaTHCS, CTUCKATHCS
To reduce CKOPOYYBaTHCS Fall naiHHs

To slump pi3Ko mamaTu To fall off Pi3KO 3HIKYBATHCS

Alignment of indicators on the graph:

To remain stable 3QITUIIAETHCS Stabilization crabimizais
HE3MIHHUM

To stagnate 3aCTOIOBATHUCS To stabilize cTabiIi3yBaTHCs

To remain constant 3aJIIIAETHCS To stay at the same level 3aJIMIIATHCS HA TOMY K
MTOCTIHHUM piBHI

To level off BUPIBHIOBATHCS Stagnation CTarHailisi, 3aCTii

Peak values on the described graph can be denoted as follows:

To reach a low point

JIOCATTHA TOYKU MIHIMAJIbHOTO TTIOKA3HUKA

To peak JOCSTTH BEPIIUHU
To reach a peak JOCATTH TMIKOBOT'O 3HAYCHHS
To top out JIOCSITaTH HAMBUIIIOTO PIBHS

To reach a trough

Jociaratu HaWHMKIO0T TOUYKH

To reach a low point

JIOCATTH MIHIMYMY

To bottom out

JOCATTH «IHa»

Here is a list of phrases that can be useful when describing charts:

The line of the graph clearly shows...

niHig rpadika UIIOCTPYeE, IO ...

According to the graph...

3TiHO 3 UM TpadikoM ...

The graph presents data showing...

rpagik BijoOpaxae aHi, 10 NOKa3ykOTh ...

As it is evident from the graph...

SK BUJHO 3 rpadika, ...

There is a strong correlation between the X and
the Y...

MK KpUBUMH € ICTOTHA KOPEJIALis. . .

The graph provides strong evidence that...
rpaduk

IPE3eHTYE HECIIPOCTOBHI I0KA31 TOTO, IO ...

The curve X is significantly...

KpuBa X 3HA4HO ...

to level off = level out

BHPIBHIOBATH, POOUTH PIBHUM; BUPIBHIOBATUCS

negligibly

JOCHUTHb HE3HAYHO

moderate = modest=slight HOMIpHHUH

to fluctuate (fluctuation ) KOJIUBATUCS (KOJMBAHHS)
gradual=steep MOCTYTIOBHIA

Periodic nepioMYHAN, TUKITIYHUR
Temporarily THMYacOBO

to plunge PI3KO 3HHUKYBATHUCS
steadily Oe3nepepBHO

strikingly pasioue

marginally TPOXH, JIC/b

to surge PI3KO 30UTBIINTHCS

to soar CTPIMKO 3pOCTaTH

to dip 1a/IaTH, 3HWKYBATHCS
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~< PRACTICAL PART

1. Draw a graph to illustrate the information.

At 10 a.m. the library had 50 people. At noon it had a big increase to 200 people.
Between 2 p.m. and 4 p.m. the number of people was stabilized at 150. Not many
people were there at 5 p.m. The same thing happened after 6 p.m. It declined a lot to 60
people and 70 people at 7 p.m. and 8 p.m. respectively.

2. Read the following model answer. Complete the answer by filling the gaps
with a word from the box below.
periodic temporarily and steadily from
period remained steady by trend

il

Model answer

The graph shows changes in the price of fresh fruits and vegetables, sugar and
sweets, and carbonated drinks over a thirty-year .....period..... in the US between 1979
.....and..... 2009. The graph also shows the general ....trend...... in the consumer price
index during this time.

While the consumer price index showed a slow and .....steady..... increase from
1979 to 2009, the same cannot be said for the price of carbonated, or soft drinks. After
rising briefly between 1979 and 1981, they ....remained...... fairly constant until 1999,
when the price did begin to increase slowly.

In contrast, there was a marked difference in the price of fresh fruits and
vegetables, which, despite.....periodic..... fluctuations, rose ....steadily...... throughout
this period. In fact, fresh food prices only levelled out....temporarily...... between 1990
and 1992 and again .....from..... 2000 to 2001. However, .....by..... 2008 the price had
increased by more than 300%.
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3. Name the kinds of charts you can see.

Percentage world population by region

Reasons for no longer attanding school
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a. After peaking early in 2001, Deutsche Bank shares declined for nearly two
years, apart from a slight rise in the autumn of 2001. They bottomed out in early 2003,
and climbed steadily for most of the year. They fell again in the summer of 2004, but
the end of the year saw an improvement.

b. Following a sharp fall early in 2001, UBS shares were up and down for a couple
of years, reaching a low of CHF40 in September 2002, They improved steadily in 2003
and after a moderate drop in the middle of 2004 they began to increase again.
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c. Barclays shares a peak in spring 2002, and then fell steadily for six months,
before rising slightly and then dropping again until the end of the year. Howewer, 2003,
saw an almost uninterrupted growth, which despite a couple of moderate falls continued
in 2004.

5. Describe graphic dependencies. Characterize the type of graph.

JlnHamika iIHO3eMHUX 1IHBECTHIIIHHUX MOTOKIB B YKpaini 3a mepiox 2016-2020 pp.
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SELF-EXAMINATION TESTS

Choose the correct answer:
1. It is advisable to use a pie chart for:
a) displaying the average daily air temperature during the month;
b) showing the ratio of the population of one country on a national basis;
c) illustrating the ratio of excellent students and underachieving students of several
grades;
d) constructing a graph of a mathematical function.
2. What type of charts doesn 't exist? Mark one correct answer
a) Circular (sector);
b) Columnar;
¢) Dot;
d) Color.
3. It is advisable to use a scatter chart for:
a) showing the ratio of prices for basic goods in several stores;
b) showing the ratio of the population of one country on a national basis;
c) illustrating the ratio of excellent students and underachieving students of several
grades;
d) building a graph of a mathematical function.
4. Match the chart names (1-4) to their appearance (A-D).

1. Pie
a)
2. Columnar ol
b) »|
10‘
0 ‘ ? -
3. Spot ™
2 ::L
4. Graph .
d) .
1: i =
gl OVER TO YOU

Discuss the advantages and disadvantages of each type of chart as a group.
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TOPIC 6. FEATURES OF WRITING SCIENTIFIC ARTICLES IN A
FOREIGN LANGUAGE

Merta: BUBUHTH OCOOTMBOCTI HAMMCAHHSA HAYKOBUX CTATEH aHTIIHCHKOIO MOBOIO,
OTaHyBaTH HABUUYKH HAIMCAHHS aHOTAIll aHTTIHCHKOIO MOBOIO.

MeTOI[I/I‘IHi BKa3iBKH A0 BUBYCHHSA TECMH

BuBUMTH OCHOBHI IOHATTS aHTJIiHChKOI0 MOBOKO (Active VVocabulary).

[Mpountatn ¢axosi Texkctu (TEXTS FOR READING), ckiactd CIOBHHK
OCHOBHHUX TEPMIHIB, SIK1 3yCTPI4atOThCs B TEKCTI ( 00csroM 12-18 IeKCHYHUX OTMHUILB).
[lepexnacTtu TEKCT, 3aCTOCOBYIOUU (HaxOBY TEPMIHOJOTIIO. SIKIIO BUKOPUCTOBYETHCS
aBTOMATUYHHN MepeKiiagay, BiApearyBaT TeKCT.

Oo6roBoputH TekcT y rpymi. CKJIacTH 5 TUTaHb O TEKCTA.

Bukonatu npaktuysi 3aBnands (PRACTICAL PART).

[MlizroryBatu nmomoBigs mo mnpodremuomy muranHio (OVER TO YOU) rta
MPEACTABUTH HAa MPAKTUYHOMY 3aHATTI. Hamatu BIAMOBIAlI HAa MUTaHHSA MO JOIOBIJII.
O6csr nonosiai 200-250 cis.

TEXT A. HOW TO WRITE RESEARCH PAPERS?

In many ways a research paper is an effort to answer a question or a series of
questions. From this the researcher forms a main idea (that is, a thesis) on which to base
the writing of the paper. So a research paper is a form of writing based upon a thesis
supported by facts, figures, statistics, and other writers’ carefully documented ideas.
The purpose of a research paper is to analyze and interpret information while
making valid conclusions based upon the research.

Remember that to write a research paper you must:

1. Rely on more than your own personal opinions and experiences.

2. Choose a topic and explore it (narrow down the topic; formulate a research
focus; gather data; write a thesis statement).

3. Make an argument (select the supporting details, facts, and statistics; prepare a
working outline).

4. Bring a conclusion (bring together the main ideas of the paper; repeat the thesis
on the paper).

5. Write your notes, records, and plans in English.

6. Always ask your instructor for make sure of the direction of your paper before
proceeding with the research.

Once you have collected and analyzed the information you need you can begin to
determine your article design. When writing a research paper you must communicate
your own ideas, but you must also include other writers’ and speakers’ ideas. In addition,
you will need to refer to facts, figures, statistics, and other information from other
sources. Therefore, it is your responsibility to document your writing by making clear
which ideas are your own and which ideas belong to others. All of this must follow
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special rules for documenting sources that are not your own opinion by making
references.

Another concern is how to illustrate your writing. Most people are familiar with
tables, charts, and graphs — they are a common staple of business reports, newspapers,
and even television news. But few people understand why particular data are shown
using particular kinds of tables, charts, or graphs. In determining when to use words and
when to use tables and other illustrations, keep the following criteria in mind as you are
developing a draft. Tables, charts, and graphs are better than words when:

— You have complex numerical or statistical data to convey;

— You are describing something that requires the reader to form a mental image
in order to understand it;

— You want to present information in a form the reader will be able to recall
easily.

TEXT B. ABSTRACT, SUMMARY AND ANNOTATION

Abstracts are far more than a one or two page piece of writing on a particular
subject written for publication in scientific journals. They are also considered as
a way to answer a particular question but only one in contradistinction to the
research paper. Abstracts should contain at least an introduction to the matter, its brief
description, and sometimes probable benefits for the interested party. As a rule, they
lack illustrations and references.

The reading of original literature is crucial to get the latest information.
Summary and annotation have become important forms of such information
providing. These forms can essentially reduce the specialists’ time of information
(data) processing.

Summary is a short written account of something , which gives the important
points but not the details. It is usually opens an article or a report. It can be considered
as a shortened version of an original. The summary is expected to be about a sixth or a
tenths of the original in length. It is usually far easier to write it after you have read the
original. First go through it lifting out important information, findings, conclusions
and recommendations. It is necessary to avoid including excessive background and
detail. Sometimes the summary may take a spoken form.

To prepare a summary you should:

1. Study the work carefully;

2. Make definite opinion of what has been read;

3. Develop the appropriate style of writing;

4. Communicate accurately the author’s conclusions;

5. Write briefly and clearly.

Annotation is the extremely brief account of the main contents like the list of major
problems. If the purpose of summary is to get the reader acquainted with the main
contents of the original and the substitute it to some degree, the annotation considers
only the article’s or the book’s topic and facilitates search of necessary information on
the subject.
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Opening The article is concerned with . . .
annotations | This work deals with . . .
This work is devoted to . . .

Main part Mention was made of the new achievements in the field of. . .
Special emphasisislaidon. ..

Particular attention is givento . ..

Notice has been taken to . . .

It is known (thought) that. . .

A new method (approach) has been proposed . . .

Conclusion | The author comes to the conclusions . . .
The work is of primary interest (importance, value) for . . .

TEXT C. HYPOTHESIS

From their Latin translations, an hypothesis is what you “suppose” a thesis is what
you “pose™ (or “posit™). An hypothesis is what you do before you examine, analyze,
critique, argue, and verify the evidence for or against your hypothesis. A thesis is what
you conclude to after you do all this difficult work. Thus an hypothesis is what you
suppose just “off the face™ of things. A thesis is what you pose after deeper examination.
However all this work does not make a thesis necessarily correct. All we can say is that
a thesis is the best-supported explanation of the evidence, and that it has many things to
say for it. However the true explanation may require something even deeper or more
extensive than you have posed in your thesis, and so theses are to a certain extent
somewhat incomplete.

If a thesis ever should reach complete understanding and explanation of an issue
(such that no questions are left to be asked) it transforms itself into Episteme which is
Immediate, present, total, and thorough knowledge or comprehension of an issue (““from
the top down®). This happens in the standarization of a science after many years of
experimentation. Opposed to Episteme then, Hypotheses and Theses then involve
knowledge from the bottom (i.e. base experiences) up. The process of trying to rise to
an understanding of the highest causes of something is known as Dialectic. The process
of dialectic involves repeatedly deciding between two opposed and usually contradictory
hypotheses (e.g. «Is justice always the same or Is justice sometimes different? Is there
only one form of justice or are there multiple forms of justice? Is justice a thing or a
process? If it is a thing, then is justice a substance, a relation, or an accident?) The
answers to a long string of such opposed hypotheses forms a thesis (e.g. Justice is
relation, or rule or measure that is itself unchanging, but takes different forms—
commutative or distributive — in different situations). Hypotheses can then be regarded
as the lowest explanation that an uneducation person would give to a particular
phenomenon; thesis is a higher explanation that rests upon many facts and experiments;
and episteme is the highest explanation that explains everything about an issue from the
highest and deepest questions, all the way down to the tiniest and most insignificant
details and effects.
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PRACTICAL PART

1. Read and analyze the text of the essay for the master’s thesis. Identify the
main components and key phrases.
SUMMARY

Qualifying work: 116 pp., 19 fig., 27 tab., 6 annex, 76 references.

Object is the investment portfolio management of commercial bank.

The subject of the study is a set of theoretical, methodological and applied aspects
of portfolio management of commercial bank.

The purpose of qualification master’s work is development of theoretical,
methodological and organizational provisions and elaboration of  practical
recommendations of investment portfolio management of JSC CB “PrivatBank".

Methods: logical synthesis — to summarize scientific experience problems with the
study and teaching sequences provisions of qualifying work; deductive — to study the
theoretical aspects of investment portfolio management; financial and economic, factor,
statistical analysis, comparison, construction and grouping methods, quantitative and
qualitative comparison; synthetic methods and methods of expert estimation, graphical
method; methods of critical analysis and analysis of theoretical studies — for theoretical
generalization of the results and defining the conclusions.

The information base of research involves legislative acts and regulations,
professional literature, materials of conferences and periodicals, statistics, annual
financial statements of JSC CB «PrivatBank», results of personal researches and
analysis.

The results: the algorithm of investment strategy formation of JSC CB
«PrivatBank». Its efficiency has been achieved on the assumption of passing such steps
as: determination the period of strategy formation; formation of investment activity
strategic targets; elaboration of the most effective ways of strategic objectives
implementation; development of investment strategic areas and development of
investment resources strategy; concrete definition of investment strategy on periods of
its implementation; assessment of developed investment strategy.

Investment portfolio assessment methodology based on the quantitative estimation
of the investment portfolio using definite integral index has been improved.

Scientific novelty: Got further development the practical recommendations on the
composition of the investment portfolio, and it has been proved that investment
portfolio involves commercial potfolio; portfolio for sale; paying-off portfolio; and
investments in associated companies and subsidiaries.

Results of investigation allows the management of commercial banks to
qualitatively assess the effectiveness of the existing investment portfolio management
process and to adjust strategic management decisions and to fill identified gaps.

Results of the qualifying work are adapted to domestic financial commercial
institutions characteristics and also can be used by non-commercial interested
organizations.
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2. Translate the abstracts into English using key phrases. Choose a room by
number from the list.

1. ¥V crarTi po3MIsIHYyTO TEOPETHUYHI aCMEKTH BU3HAYEHHS CTPaxOBOTO PUHKY,
Horo cTpykTypy. JeranizoBaHo IuHAMIKY KUIBKOCTI CTpaXOBUX KOMIaHIM y po3pi3l ix
BHJIIB Ta OCHOBHI IMOKAa3HWUKH MiSUTBHOCTI CTPaxoBOTO pWHKY. Jlmsi aHamizy craHy
CTPaxOBOTO PHUHKY PO3IIISIHYTO OOCSITH CTPaxoOBUX MpPeMid Ta CTPaxoOBUX BHILIAT,
KUTBKICTh YKJIQJCHHX JOTOBOPIB CTpaxyBaHHs, OOCSAT HAIXO/HKEHb Ta MHUTOMY Bary
BaJIOBUX CTPAaXOBHUX IpPEMil, CTpaxoOBi pe3epBU, aKTUBU CTPaxXOBUKIB. PoO3risHyTO
(hakTOpH BIUIMBY Ha CTPAaxXOBUM PUHOK YKpaiHu. HaBeneHo peWTHHT JiJIepiB cepen
CTpPaxOBUX KOMITaHIM YKpaiHM 32 YUCTUMH CTPaxOBUMHU IpeMisiMu. BusHaueHo HU3KY
npo0JseM, AKi HEOOXITHO BUPIMIUTU JJII KOHKYPEHTOCTIPOMOKHOTO (hYyHKIIIOHYBaHHS
CTpaxoBoro puHky. [lnsg moponaHHs npoOieM A eheKTUBHOro (PyHKIIOHYBAHHS
CTPaxoOBOI'0 PUHKY YKpaiHl HABEJECHO IUISXU MOKPAIEHHS HOro JisIbHOCTI.

2. PO3KpUTO BUTOKM 3apOJIKEHHS ONOJATKyBaHHS Ta TEHJAEHII PO3BUTKY
noAaTkoBoi cuctemu. Jlociikeno npairo Aynama CmiTa, ik OCHOBOIIOJIOKHUKA TTEPIIOL
HayKOBOI Teopii onoAaTKyBaHHA. [IpoaHani3oBaHO CYTHICTh MOAATKY Ta PO3IJISHYTO
BUJIM TOAATKIB. BHCBITIEHO OCOOIMBOCTI OIMOJATKYBAaHHS B PI3HUX KpaiHax.
PO3riasitHyTo MOXJIMBICTH 3aCTOCYBAHHS JESIKUX METOJUKH 3apyOlKHOTO JIOCBILY Y
ctepi onogaTkyBaHHs Ha YKpaiHi. MEeTOIO CTATTi € JOCHIXKEHHSI peTPOCIIEKTUBH CTa-
HOBJICHHSI Ta PO3BUTKY MIXKHApPOJHUX CHUCTEM OINOJATKYBaHHS y B3a€MO3B’SI3KY 3
BITUM3HSIHOIO TIPAKTUKOI0. [locmikenHs yHidikaIii 1 rapMoHi3allii Ta iIMIIeMeHTaIll
CUCTEM OIOJIaTKYBaHHS y €BPONECHCHKUX KpaiHaX 3 METOIO YAOCKOHAJICHHS MEXaHI3My
OMoJaTKyBaHHs B YKpaiHi. KitouoBl ciioBa: mojaTKoBa MOJITHKA, OMOJATKYyBaHHS,
dhopMHU ONOTaTKYBaHHS, TIOIATKOBI HAIXO)KCHHS, ITOJATKOB1 CTaBKU

3. CrarTio IPUCBSYEHO AOCIIHKEHHIO 3MiH, 110 B1IOYIMCA Y TIOJIaTKOBIH cucTeMi
VYkpainu 3 yaciB ii He3zasmexHocTi. [IpoBeeHO MOPIBHSAIBHUN aHali3 MOJAaTKOBOI
cucteMu Ykpainm 3a mnepion 1991-2016 pp. IlpoananizoBaHO CydacHH cTaH
MOJATKOBOI CUCTeMH YKpaiHU, BUSBJICHO OCHOBHI ii HEOJIKW. JlOCTiKEeHO CKiaa
3arajibHOJIEPKaBHUX Ta MICIIEBUX MOJATKIB 1 300piB. MeTOr0 CTaTTI € JOCIIIKEHHS
3MiH, 0 BiAOyJIMCA B MOJATKOBIM cucTeMl YKpaiHu npotsrom 1991-2016 pp.,
BUSBJICHHS OCHOBHHUX 1i HEIOJIKIB Ta mepeBar 3a e mepioa. KirowoBi criosa:
MoJaTKOBa CHUCTEeMa, MOAaToK, 30ip, 3arajbHOJAEp>KaBHI MOJATKH 1 300pU, MICIEBI
MOIATKH 1 300pH, CTaBKa MOJATKY.

4. Y crarTi nNpoaHaiai30BaHO Cy4acHHMH cTaH OaHKIBCHKOI CUCTeMM YKpaiHU 3a
TaKMMU MMOKa3HUKAMH: TUHAMI Ka KIJIbKOCTI JIIF0YMX 0aHKIBCHKUX YCTaHOB Ha TEPUTOPIT
VYkpainu 3a 2018-2024 pp.; nruHaMika OCHOBHUX MOKA3HUKIB OAHKIBCHKOI MISITBHOCTI
(axTHBH, 3000B’sI3aHHS, KaIMiTall, J0XO1, BUTPATH Ta ()iIHAHCOBUN PE3yJIbTAT), a TAKOK
JMHaMiKa MOKa3HUKIB PEHTA0eIbHOCTI aKTUBIB Ta Karitainy. Ha mijcraBi nmpoBeieHOro
aHaji3y 3a3HAYCHUX  TIOKA3HHWKIB  BHUSBJICHO, M0 OCHOBHMMH  IPOOJIEMHU
(yHKIIIOHYBaHHsSI OaHKIBCHKOI CHCTEMH YKpaiHM Ha Cy4acHOMY €Talll €: HU3bKUM
pIBEHB JOBIPU HACEJIEHHS 10 0AHKIBCHKOI CUCTEMU; 3Ha4YHA JIeBaIbBalllsd HAI[IOHATBHOT
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BaJIIOTH; TIOTIPIIIEHHS SKOCTI aKTUBIB OaHKIB 32 paXyHOK HU3bKOTO PIBHS MTOBEPHEHHS
BaJIFOTHUX TO3MK 1, SIK pe3yJIbTaT, HASIBHICTh B1JI’€MHOTO (hiHAHCOBOTO PE3yJIbTaTYy.

5.V cTaTTi 10CTiKEHO peaii Ta BU3HAYEHO MEepCleKTUBHU OaHKiBChKOI CUCTEMHU
VYkpainu. [IpoananizoBaHo TUHAMIKY 3MiHH KIJTbKOCTI OaHKIB Ta BCTAHOBJICHO OCHOBHI
OPUYMHU CKOPOYEHHS iX KITBKOCTI. BH3HaueHO CTpPyKTypy BIIAaCHOCTI aKTHBIB
0aHKIBCBbKOI cucTeMd YkpaiHnu. JloCmimkKeHO o0O0CSIr KIIEHTCHKOTO KPEAUTHOTO
nopT¢ero Ta BCTAHOBIEHO MPUYMHU HOT0 CKOpodeHHs. HaBeieHO OCHOBHI MOKa3HUKHU
pe3yNbTaTIB AiSUNIBHOCTI OaHKIBCHKOI CUCTEMH 3a JOCIIKYBaHHUM niepiof. Po3risnyTo
SWOT-anani3 po3BUTKY OaHKIBCbKOT CHCTEMH Y KpaiHH, BCTAHOBJICHO CHJIbHI Ta C1a0Ki
CTOPOHHU, MOKJIMBOCTI Ta 3arpo3u. BHOKpeMIICHO OCHOBHI MEPCIEKTUBHI 3aXOAH IS
HOPMAaJIbHOTO (DYHKIIIOHYBaHHSI 0aHKIBCHKOI CUCTEMH Y KpaiHH.

6. CTatTTiO MPUCBIYEHO JIOCIII)KEHHIO €KOHOMIYHOT CYTHOCTI OOOPOTHUX KOIIITIB
Ta iX opraxizaiii Ha mianpueMcTBi. [IpoBeneHo aHaIi3 HAYKOBUX I1X0/11B BITYU3HIHUX
Ta 3aKOPAOHHHMX AaBTOPIB CTOCOBHO TPAaKTyBaHHS IMOHATTA «OOOPOTHI KOILITH.
PosrnsaHyTo OCHOBHI (DakTOpH, IO JIEKAaTh B OCHOBI BHU3HAYEHHS ONTUMAaJIbHOI
CTPYKTypH OOOpPOTHHUX KOIITIB, sika O BiAMOBIJajda Cy4aCHUM YMOBAaM 1CHYBaHHS
BITUM3HSAHUX MiANPUEMCTB. OCOOIMBOCTI CTPYKTYpH OOOPOTHHX KOIUTIB Yy PI3HHUX
rajiy3sx Ta BUMYIICHICTh BITYM3HSHUX MIAIMPUEMCTB HECTU (PIHAHCOBI PU3UKU YEpE3
HETaTMBHI CHUCTEMHI YMHHUKHU BITYM3HAHOI €KOHOMIKM BHMAraloTh MOIIYKY HOBHUX
MIIXOJIB JI0 ONTHUMI3alli BUKOPUCTAHHS OOOPOTHMX KOIITIB 3 METH ajamnTarii
BITUM3HSIHUX MIANPUEMCTB JIO CYYaCHUX YMOB TOCIIOAaPIOBAHHS.

7. Y cTarTi BU3HAYE€HO HEOOXIMHICTh €(PEKTUBHOTO YMPABIIHHS (PIHAHCOBUMU
pecypcamMu  OaHKIBCBKMX yCTaHOB. Bingrak, mnpoBefaeHo ¢aKTOpHUI  aHamI3
IHBECTHUIIIMHOI JISUILHOCTI SIK OJIMH 13 €JIEMEHTIB YIPABIIHHSA Ta BU3HAYCHHS BIUIUBY
HEraTMBHUX YMHHHKIB Ha Hei. [3 ypaxyBaHHSM 3apyOi’KHOTO JIOCBITY YIPaBIIHHS
noptdesieM (IHAHCOBUX I1HCTPYMEHTIB 3alpOIOHOBAHO BPaxOBYBATH JOXIJTHICTh
noptdens Bix nepioxy BonoaiHHs aktuBamMu (HPR) npu mnpuiiHsaTTi mMalOyTHIX
IHBECTULIIMHUX  pimeHb. KirodoBi  cioBa: 1HBECTHIIMHA JISUIbHICTh  OaHKY,
1HBECTULIIMHMI OpTQens OaHKy, IHBECTULIINHUN pU3UK, LIHHI MANEpH.

8. CTaTTIO MPUCBIYCHO aKTyaJIbHUM IMUTAHHSIM YIPABIIHHS MOPTQEIEM IIHHUX
narnepiB 0OaHKIBCHKUX YCTaHOB. PO3IJIsiHyTO cTpaTerii ynpaBiiHHS MOPTQHEIeM HIHHUX
narnepiB komepiniiiHoro 6anky. IIpoaHanizoBaHO CTPYKTypy Ta IDMHAMIKy TopTdens
I[IHHUX TafnepiB KOMEPIIHHOTO OaHKy. 3amporOHOBAHO 3aXOJW MO0 aKTUBI3aIlil
TISTBHOCTI OaHKIB SIK 1HBECTOPIB HAa PHWHKY IIHHMX TamnepiB. Meroro cTaTTi €
BU3HAYCHHS CYTHOCTI CTPATETIi MPOIeCy yIpaBIiHHSI OAaHKIBCHKUM MOPTQEsIeM IHHUX
marnepiB 3 METOI0 CIPUSHHS aKTHBI3AIll MIsUTbHOCTI OaHKIB SIK 1HBECTOPIB Ha PUHKY
IIHHUX IafnepiB. 3 METO CHPHUSHHS aKTHBI3aIil AiSILHOCTI OAaHKIB SK 1HBECTOPIB HA
PUHKY IIIHHUX TanepiB HEOOX1HO 31HCHUTH PsI/T 3aXO/IIB.

9. PosrnsiHyTO Ccy4acHUW CTaH CTpaxyBaHHS B YKpaiHi, BU3HA4YE€HI OCHOBHI
npobieMu Mpu Horo 3A1MCHEHHI Ta 3ampoBaPKEHHS CTpaTerii pO3BUTKY PHUHKY
CTpaxyBaHHs. 3alIPOINIOHOBAHO IUISIXY BAOCKOHAJIEHHS CTPAXOBOIi IISNIBHOCTI B Y KpaiHi.
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Mertoro CTarTi € aHalli3 Cy4yaCHOTO CTaHy CTPAaxOBOTO PUHKY YKpaiHW, BU3HAUEHHS
OCHOBHHX NpOOJIeM Ta HampsSMKiB PO3BUTKY, HAJaHHS TMPOIO3UIIM 100 cTparterii
nojajibioro oro gyukuionyanss. [lokazano, mo peanizamis CtpaTerii po3BUTKY
CTPaxOBOTO PHUHKY YKpaiHH CTBOPUTH YMOBHU JJIA CTaJOTO 3POCTaHHS CTPaxoOBOTO
pPUHKY YKpaiHu, HOro KOHKYPEHTOCIPOMOXKHOCTI B YMOBax IHTErpamii y CBITOBHUM
(hiHaHCOBHIA MTPOCTI.

10. ¥V pobGoti oOrpyHTOBaHO, MO ISl OIIHKK CTAaHY AUTOBOI aKTMBHOCTI Ha
MaKpOpPIBHI JJOPEYHO 3aCTOCOBYBATH KOE(IIIEHT CTIHKOCTI €KOHOMIYHOTO 3pOCTaHHSI.
Takox mna 3a0e3neyeHHs JIJIOBOI  AKTUBHOCTI MIANPUEMCTBA MPOMOHYETHCS
3aCTOCOBYBATH JISl OI[IHKM TaKi IMOKa3HUKH, SK KOe(illleHTH O0OOPOTHOCTI OKPEMHX
€JIEMEHTIB aKTHUBIB 1 KOE(IIi€EHTH OOOPOTHOCTI OKPEMHX €JIEMEHTIB IacHBIB
MIIIPUEMCTBA, a TAKOXK MOKA3HUKU TPUBAIOCTI 000pOTy. POo3risiHyTO o1iHKa A110BOT
AKTUBHOCTI Ha KUIbKICHOMY pIBHI — OINTHUMAaJbHE CIIBBIJHOIICHHS MDK TEMIIOM
3pOCTaHHs MPUOYTKY, TOXOAY Ta aKTUBIB, SIKE MAa€ Ha3BY «30JI0TE MPABUIIO EKOHOMIKHU
MIJIMPUEMCTBA», IO HAJA€ MOXJIUBICTh IMPOAHANI3yBaTH KOHKYPEHTHI Iepe-Baru
MIAIPUEMCTBA AJI1 CTUMYJIFOBAHHS JIIJIOBOI AKTUBHOCTI.

11. 'V crarti po3risiHyTO TEOPETHYHI OCHOBUM KOHKYPEHTOCHIPOMOKHOCTI
MiANpueMcTBa. Bukopuctano Moienb 1’ atu cuit koHkypenitii M. [Toprepa ansa ananizy
MIIIPUEMCTBA METAypriiiHo1 mpomucioBocTl. Halbunbmmii Tuck ITAT «3®3» 3a3Hae
B1JI MOCTAaYaJIbHUKIB €JIEKTPOEHEPrii Ta MPUPOJIHOIo rasy. 3arpo3a 3 OOKy TOBapiB-
3aMIHHHKIB Ta CIIOKHBadiB € MiHIMajabHOI0. OgHAK HE CJIiJ] MMOBHICTIO ITHOPYBATH IIi
CWJIHM, OCKUJIbKM KOHKYPEHTHE CEpEIOBHINE TOCTIMHO 3MIHIOEThCS Ta MOTpedye
MEPMAHEHTHOTO MOHITOpUHTY 3 OOKy mianpueMctBa. CyTTEBOIO 3arpo30r0 s
MIAMPUEMCTBA B HAHOIMKYOMy MailOyTHROMY CTaHyTh HOBI 3aBoau Kutato Ta IHmii.
HoBi moTy>XHOCTI 3MOXYTh CTAaTH IIOIITOBXOM JUIsI TIEPEPO3MOALITY PHUHKIB 30YyTYy.
[Tomanpiia cutyalliss B Taimy3i 3ajie)KUTh Bl CTaHy CIpaB y KIHIIEBUX CIIOKHBAYiB
(hepocrIaBHOI IPOAYKIlli— CTaJeIMBAPHUX KOMOIHATAX, a TAKOXK MOJITUYHOI CUTYyaIlii
B YkpaiHi. O4iKy€eTbCs, 1110 B HAMOIMAKYIM MEepCIeKTUBI METANYPriiiHI MiINPUEMCTBA
OynyTh 3I1ACHIOBATM 3aXOQU WIOJI0 CKOPOYEHHA BIAXOAIB  (epocIuiaBiB 1
BIIPOBA/)KYBAaTH y BUPOOHUIITBO EKOHOMHOJIETOBaHI MapKH CTaJIH.

12. Crarts npucBsueHa 3actocyBaHHio SWOT-ananmizy Ha NIIIPHEMCTBI.
Po3kpuTo 3MiCT aHamizy, HOTO CTaHJApPTHY MATPULIIO, €Talu peai3alii, a TaKoxX
nepeBaru Ta HeJJoJiku Mozeni. PosrisHyTo npaktuuny peanizanito SWOT-ananizy Ha
KOHKpEeTHOMY TianpueMcTBi. [IpoBeneHe merambHe BUBYEHHS 30BHINIHBOTO Ta
BHYTPIIIHKOTO cepenoBuill mianpueMmctsa. CHopMOBaHO CTpATETito, JOTPUMAHHS SKOT
pexomennoBane [TIAT «Iurepnaiin HT3». Mertoto nocnimxkenns € npoenenas SWOT-
aHaJli3y, pe3yslbTaTd SIKOTO NaAyTh 3MOTY IMEPEKOHATHUCA B J1€BOCTI ab0 MapHOCTI
3aCTOCYBaHHS TMPEACTABICHOTO0 METOAY JJIS PO3POOJICHHS CTpaTerii miAnpueMcTBa3a
pesymbraTamu  nposemeHoro  SWOT-amamizy ITAT  «IHTEPITAMIT  HT3»
PEKOMEHI0BAHO JOTPUMYBATHCS cTpaTerii AudepeHiniaii npoayKIii 1 miH.

13. CraTTs npucBsiu€HA BUKIIAJCHHIO KOHIENITYATbHUX ACIEKTIB €KOHOMIY-HOI
Oe3MeKyu MIAMPUEMCTBB PUHKOBIM e€KOHOMIIll. 3a0e3neueHHss eKOHOMIY-HO1 Oe3neKu
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BUPOOHUYOI MiSUTBHOCTI BHUMAara€ CTBOPEHHS Ha IIINPUEMCTBI BJIACHOI CHCTEMH
Oe3neku, MeTor (YHKIIIOHYBaHHS SIKOi € CBO€YacHE BHSBJICHHS 1 3amoOiraHHs
Hebe3nmeKaM 1 3arpo3am, 3a0e3MeYeHHs JOCATHEHHS MiIPUEMCTBOM METH JTISITBHOCTI.
Peanizarist nanoi MeTH BifOyBa€eThCSl HA OCHOBI BUPIIIIEHHS I[JIOT0 KOMILJIEKCY 3aB/IaHb,
cepel SIKUX —BHSBJICHHS PealbHUX 1 MPOTHO3YBAaHHS MOTEHIIMHUX HEOe3MeK 1 3arpos,
3HAXOJKEHHS CIoco0iB 3amo0iraHHs iM, ocia0ieHHsT a00 JiKBigaIisg HACHIAKIB iX fii,
aHai3 3yCuiIb 1 3ac00iB, HEOOXITHUX JIJIs 3a0€3MeUeHHS O€3MEeKH MiANPUEMCTBA, TOIIIO.

14. ¥V wMexax cCTarTi pO3IJSIalOThCSl OCHOBHI MpoOjemMHu  3a0e3neyeHHs
€KOHOMIYHOI O€3MeKH MIANPUEMCTBA SIK YUHHUK CYy4YacHOTO KOPIIOPAaTUBHOTO
yOpaBiaiHHS 3 (OPMYBaHHSM IIIJIICHOI KOPHOPATUBHOI KYJIBTYPH. AHAII3YIOTHCS
BHYTPIIIIHI Ta 30BHIIIHI 3arpo3u. Po3risgaloTbes CyTHICTh Ta BUMOTH 10 (POpMyBaHHS
Oe3MeKku MiANPUEMCTBA, HAJAIOThCSI PEKOMEH Iallli 1100 MIJBUIIEHHS iX YCIIIIHOCTI,
HABOJIUTHCS BU3HAUCHHS €EKOHOMIYHOI O€3M1EKH B TEpMIHAX Cy4aCHOT0 KOPIIOPATUBHOTO
MOJIEPHOTO YHPaBIiHHA. 3aCTOCYBaHHS PO3POOJIECHUX MPOIMO3ULIN 3 yIOCKOHAJIECHHS
VIOPABIIHHA W pEKOMEH/IALIN 3 OLIIHKKA €KOHOMIYHOI O€3MeKH, a TAaK0X MOJIEITFOBAaHHIO
€KOHOMIYHMX 1 HTEPECIB M1 AMPUEMCTBA JACTh 3MOT'Y He Jinile c(hOpMYyBaTH MEXaHI3MU
3a0€e3Ne4eHHs] EKOHOMIYHOI O€3MeKr MiANPUEMCTBA, aje i MIJHATH HOro CTajJiCTh Ta
(1HaHCOBO-€KOHOMIYHY €(EKTHUBHICTh Ha HOBHMH piBeHb. llepcrnekTuBY MoganbIIMX
JIOCIIKEHb BOAYaeMoO Yy 3M1MCHEHH1 aHajiizy 3apyOiKHOrO JOCBIIYy 3 MpoOJeMu
3a0€e3Ne4YeHHs] eKOHOMIYHOI O€3I1EeKH, BA3HAYEHH1 MEXaH13MIB peajiizallii 3a0e3neueHHs
€KOHOMIYHOI Oe3MeKHu.

15.V cTarTi po3riIssHYyTO OCHOBHI ITIIXO/IH 0 BU3HAYEHHS TEOPETUIHUX aCIeKTiB
MOHATTS «€(PEKTUBHICTH MEXaHI3My AaHTUKPHU30BOTO YIPaBIIHHSI», BU3HAYEHO HOTO
MPUHITUIIOB] BIZIMIHHOCTI Ta B3a€MO3B 130K MK HUMH;, IPYHTOBHO JOCIIHDKEHO HOTO
CYTHICHI PUCH Ha MiANPUEMCTBAX MAIIMHOOYTyBaHHA. 3alPONOHOBAHO METOJIUYHUMN
MIIX1A A0 OLIHKK €(PEeKTUBHOCTI MEXaHI3My aHTHKPHU30BOTO YIMPABIIHHSI, IO Ja€
MOXJIUBICTh OUIbII JI€TabHO, O0’€KTMBHO Ta IPYHTOBHO HAaJaBaTH MPAKTHYHI
pEeKOMEeHJalli 1010 3aCTOCYBaHHS BIANOBIIHOI ()OPMU MEXaHI3MYy aHTUKPHU30BOIO
YIOPAaBIIHHA Ta BUOOPY IHCTPYMEHTIB 1 3aXO0AIB ii peasnizali. 3anpornoHOoBaHa aBTOPOM
OIliHKa €()eKTUBHOCTI MEXaHI13My aHTUKPHU30BOTO YIPABJIIHHS A€ MOXIJIMUBICTH OIbII
JeTaabHO, O0’€KTUBHO Ta IPYHTOBHO HaJaBaTU MPAKTUYHI PEKOMEHAIlll II10J0
BIJIMOBIJIHOT ()OPMU MEXaHI3MYy aHTHUKPU30BOIO YMNPABIIHHS Ta BUOOPY BIAMOBIAHMX
THCTPYMEHTIB 1 3aXO0/IIB ii peaizailii.

SELF-EXAMINATION TESTS

Choose the correct answer:

1. An abstract is:
a) a brief summary of the content of the book;
b) an article, a brief story about the author of the book;
C) an article;
d) a brief description of the content of the book, articles.
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2. The volume of the abstract should not exaggerate:
a) 200 — 300 characters;
b) 300 — 500 characters;
¢) 500 — 600 characters.
3. Most often, the abstract is placed:
a) in the middle of the printed edition;
b) on the back of the title page or at the end of the book;
c) before the list of references.

4. The text of the abstract is preceded by a bibliography, which includes the
following data:

a) surname, initials of the author, place and year of publication, name of the publishing
house, total number of pages;

b) surname, initials of the author, year of publication, total number of pages, price of
the book;

C) surname, initials of the author, title of the publication, place and year of publication,
review.

5. Areview is:

a) an informative document that informs about any news it is a critical review (analysis
and evaluation) of a printed scientific work;

b) article or work of art written or that resolves issues related to the procedure of
consideration of the case, and other procedural issues

c) article or work of oral court decision that resolves issues related to the procedure of
consideration of the case, and other procedural issues

6. Can the help contain tables, graphs, appendices?

a) yes;
b) no;
c) partially.

7. A scientific or journalistic work of small size in a collection, magazine,
newspaper is:
a) abstract;
b) synopsis;
c) article.

8. A document, which is a written statement of one’s own results of scientific
research and the purpose of which is to identify students’ knowledge of a particular
discipline at a certain stage of study, is called:

a) scientific work (diploma);
b) article;

c) abstract;

d) coursework.

OVER TO YOU

Discuss your scientific article on the results of the qualification work in the
group. Present research results and provide answers to questions.
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