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Lesson 1

Defining Politics

Read the following text.

Defining Politics, in its broadest sense, is the activity through which
people make, preserve and amend the general rules under which they live. As
such, politics is inextricably linked to the phenomena of conflict and cooperation.
On the one hand, the existence of rival opinions, different wants, competing needs
or opposing interests guarantees disagreement about the rules under which people
live. On the other hand, people recognise that in order to influence these rules or
ensure that they are upheld, they must work with others. This is why the heart of
the politics is often portrayed as a process of conflict-resolution, in which rival
views or competing interests are reconciled with one another. However, politics
in this broad sense is better thought of as a search for conflict-resolution than as
its achievement, since not all conflicts are - or can be - resolved.

Nevertheless, when examined more closely, this broad definition of
politics raises as many questions as it answers. For instance, does 'politics' refer
to a particular way in which rules are made, preserved or amended (that is,
peacefully, by debate), or to all such processes? Similarly, is politics practised in
all social contexts and institutions, or only in certain ones (that is, government and
public life)? There are, in other words, a number of more specific definitions of
politics; indeed, it sometimes appears that there are as many definitions as there
are authorities willing to offer an opinion on the subject.

The main definitions nevertheless can be broken down into four
categories: politics as the art of government; politics as public affairs; politics as

compromise; and politics as power.



Politics as the art of government 'Politics is not a science... but an art',

Chancellor Bismarck is reputed to have told the German Reichstag.

Andrew Heywood
Assignment 1.
Translate into English:
1. 3BoauTH(Ch) 10 YOTrOChH, 5. mpomapok
00MEKyBaTUCI YUMOCh CyCHUIbCTBA
2. BIJOMUM; TOW, XTO Ma€ TapHy 6. 3HIMaTH OOMEKECHHS
penyTariito /. IPUMKHYTH
3. HemiiCHUHN, TaKui, SKHI HEe Ma€ 8. mo cyTi
3aKOHHOI CHJTH 9. xap’epa nepKaBHOTO
4. 3aiiMaTUCh YUMOCh, OpaTH y4acTh CITY>KOOBIIS
Yy YOMYCh 10.cycminpHi iHTEpecu

Assignment 2.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

1. Alcoholic drinks may not be served to (people, person) under the age of
21.

2. They are very important (people, person).

3. (People, person) in our country are doing their best to ensure a lasting
peace.

4. Itis for local (community, communal) to decide it.

5. | chanced to be at (popular, public) elections.
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6. She was speaking with absolute certainty: “(People, person) are selfish”.
7. There were quite a number of (people, person) watching the game.

8. They are important (people, person) in the ministry.

9. (People, person) leaving litter in the park will be prosecuted.

10.They are always neat in their (people, person).

Assignment 3.

Write antonyms:

1. effective 6. escapable
2. passionate 7. partial
3. competent 8. specific
4. political 9. attached
5. concealed 10.assertive

Assignment 4.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong word form, even if your choice of word is correct,

will be scored as incorrect.

to imply, to confine, to encompass, to restrict

to intervene, to define, to endure, to reject

1. Certain information ................... to government officials.

2. Our little and our great passions may ............. between our intentions
and our practices.

3. People ............. themselves by the choices they make.

4, Twill ... my remarks to one subject.
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5. It is not directly asserted, but it seems.................

Assignment 5.

Choose the most suitable word to complete each sentence.

| offered / suggested / propose to go and fetch the dictionary from the library.
Why do you refuse to take what he offers / suggests / propose you?

He offered / suggested / propose going to the cinema tonight.

We must do something. What can you offer / suggest / propose?

| offered / suggested / propose that my guests make a tour of the city.

Who offered / suggested / propose going to the Zoo?

We offered / suggested / propose to leave tonight?

Why didn’t you offered / suggested / propose her an apple?

| offered / suggested / propose a toast to the Queen.

10.He offered / suggested going to the cinema tonight.

Assignment 6.

Translate into English:

3aximHi ToJiapXii BIAPI3HSE HE TUIBKM TPECTABHUIIBKUNA XapakTep
JEMOKpaTii 1 KamiTaliCTUYHa OpraHi3alisi €KOHOMIKH, aje 1 MOBCIOJIHE
BU3HAHHS JIIOEPATILHOTO 1HAUBITyaTI3MY.

['onoBHMMH  pucaMu  TpoLecy  JeMOKpaTu3alii  CTald  BBEJIEHHS
OararonmapTiiHMX BHOOPIB 1 TMPOBEACHHS OPIEHTOBAHMX HA PHHOK
EKOHOMIYHHUX pedhopM.

CrnaamuHa KOMYHICTUYHOTO MHUHYJIOTO HE MOK€ OYTH MOJO0JIaHO LIBUAKO,
0COOJIMBO TaM, Jie sIK B YKpaiHi, KOMyHICTUYHA cucTeMa icHyBajna Oinst 70

POKIB.



4. , Tprox-monrocHa” kiacudikaiis MOJITUYHUX CUCTEM, sKa Oyjia OCOOJIMBO
MONYJSIPHOKO Yy Tepioa XOJO0JHOI BIMHHM, CTBOpIOBajia o0Opa3 CBITOBOI
MIOJTITUKY, TOJIOBHOIO JOMIHAHTOO sIKOi Oyia 60poTh0a MiX JIEMOKpATI€ro 1
TOTATITAPU3MOM.

5. ¥V nentpi kKoHYIIaHCHKOT €TUYHOI CUCTEMU JISKATh BIJIJIAHICTh, UCITUILIIHA

1 000B’SI30K.



Lesson 2

Politics as the Art of Government

Read the following text.

'Politics is not a science... but an art', Chancellor Bismarck is reputed to
have told the German Reichstag. The art Bismarck had in mind was the art of
government, the exercise of control within society through the making and
enforcement of collective decisions. This is perhaps the classical definition of
politics, having developed from the original meaning of the term in Ancient
Greece.

The word 'politics' is derived from polis, literally meaning city-state.
Ancient Greek society was divided into a collection of independent city-states,
each of which possessed its own system of government. The largest and most
influential of these was Athens, often portrayed as the cradle of democratic
government. In this light, politics can be understood to refer to the affairs of the
polis, in effect, 'what concerns the polis'. The modern form of this definition is
therefore: ‘what concerns the state'. This view of politics is clearly evident in the
everyday use of the term: people are said to be 'in politics' when they hold public
office, or to be 'entering politics' when they seek to do so. It is also a definition
which academic political science has helped to perpetuate.

In many ways the notion that politics amounts to ‘what concerns the state'
is the traditional view of the discipline, reflected in the tendency for academic
study to focus upon the personnel and machinery of government. To study politics
IS in essence to study government, or more broadly, to study the exercise of
authority. David Easton thus defined politics as the ‘'authoritative allocation of

values'2. By this he meant that politics encompasses the various processes through



which government responds to pressures from the larger society, in particular by
allocating benefits, rewards or penalties.

‘Authoritative values' are therefore ones that are widely accepted in society
and considered binding by the mass of citizens. In this view, politics is associated
with ‘policy’, with formal or authoritative decisions that establish a plan of action
for the community.

However, this definition offers a highly restricted view of politics. Politics
Is what takes place within a 'polity’, a system of social organisation centred upon
the machinery of government. Politics can therefore be found in cabinet rooms,
legislative chambers, government departments and the like, and it is engaged in
by a limited and specific group of people, notably politicians, civil servants and
lobbyists. This means that most people, most institutions and most social activities
are 'outside’ politics. Businesses, schools and other educational institutions,
community groups, families and so on, are in this sense 'non-political’, because
they are not engaged in ‘running the country'.

This definition can, however, be narrowed still further. This is evident in
the tendency to treat politics as the equivalent of party politics. In other words,
the realm of 'the political' is restricted to those state actors who are consciously
motivated by ideological beliefs and who seek to advance them through
membership of a formal organisation like a political party. This is the sense in
which politicians are described as 'political’ whereas civil servants are seen as
'nonpolitical’, so long as, of course, they act in a neutral and professional fashion.
Similarly, judges are taken to be 'non-political’ figures while they interpret the law
impartially and in accordance with the available evidence, but may be accused of
being 'political’ if their judgement is influenced by personal preferences or some
other form of bias.

Andrew Heywood



Assignment 1.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

It’s my (policy, politics) not to interfere.

They were made to go in for (policy, politics).

He dipped into (policy, politics) but he was successful.

Take the necessary steps in order to end the (policy, politics).

Who advise you to make a business of (policy, politics)?

Our government favours and follows a progressive (policy, politics).
You can buy everything here at (public, popular) prices.

He always shares (public, popular) opinion.

© ©o N o gk~ WD PE

He was not very (public, popular) with her after that.
10.(Public, popular) is cordially invited.

11.(Public, popular) is not permitted beyond this point.
12.1t is too (public, popular) here.

13.Pure (public, popular) goods are not supplied in a competitive market. The
chief characteristic of these goods is that their benefits are collective or
indivisible by nature.
14.The Italian (community, communal) in London is not very big.

15.The police were investigating (community, communal) activities.

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong word form, even if your choice of word is

correct, will be scored as incorrect.
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Addendum, agendum, analysis, bacterium, basis, crisis

criterion, curriculum, datum, denotatum, formula, hypothesis, index, medium

.Inthelast............ you are right.

. Things are coming to ................... .

. Whatis............... of your findings?

. Consult................... at the back of the book.

o B~ W DN -

. A microscope is a special instrument that lets you see ........ that are
impossible to see with the human eye.

6. Give me, please , ................ of the conference.

7. A rule or principle for evaluating or testing something is .................

8. Nowadays the issue of the improvement of international relations is on

9. The relation of language to the extralinguistic world involves three basic sets
of elements: language signs, mental concepts and parts of the extralinguistic
world which are usually called........... .

10. As you know , ....... of communication consists of the press, radio,

television and internet.

Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

1. Do not get mixed up in (policy, politics).

2. The duty and responsibility of the governing board is to get together on
matters of (policy, politics).

3. He stood aloof from (policy, politics).

4. We are united in foreign (policy, politics).

11



5. You need to understand how office (policy, politics) influence the working
environment.

6. Do you concern yourself with (policy, politics).

7. She run her husband down in (public, popular).

8. There is a separate (public, popular) for every picture, and for every book.

9. This fashion magazine is very (public, popular) with women.

10.In (public, popular) bar usually serving drinks at a cheaper price than in the
lounge bar.

11.(Public, popular) house is the formal name for a pub.

12.A coroner brought the evidence to (public, popular) notice.

13.Who supplies your (community, communal) with electricity?

14.(Community, communal) antenna has been broken.

15.Do you live in the (community, communal) apartment?

Assignment 4.

Translate into English:

. Ha Antuncekiéi koHdepeHuii Oyno 3HaineHo (GopmytoBaHHS, K1 103BOJISIN
3aMacKyBaTH 3pOCTar0di po301KHICTh Mk Pocieto 3 omHOro 60Ky 1 AHIIIEO 1
AMEpPUKOIO — 3 Ipyroro.

. Hami BmacHi 1711 MaroTh y3roJ’KyBaTUCh 3 TUM IO TIPUIHATO B CYCIIJILCTBI, B
SAKOMY MH JKHBEMO.

. Bupimenns koH(paiKTy M Tpo(coro30M Ta poOOTOAABIEM PO MOHATHOPMOBI
TOJUHHU Y poOoyYl AHI 1 poOOTY y BHXiJHI 1 MO HAI[lOHAJIBHUM CBSATaM OYyJIO
3HANACHO.

. T'onmoByrounii BiAYyB, 110 NPUIIIOB MOMEHT BTPYTHTHCS Yy CYNEpEUKy, sKa

BUHUKJIA Yy TIpOIleci 00rOBOpEHHSI MUTAaHHS Ha 3aciganHl Pagu be3neku.
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5. Jlokun MH HEe OTpHUMaeMO OQiIiifHOro 103BONy Ha (OpMyBaHHS Koamiiii BCi

CB1JIOMI TpOMaJIsTHUA OyAYTh 3HAXOJAUTHUCH Y CTaH1 HEBU3HAYECHOCTI.
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Lesson 3

Politics as Public Affairs
(Part 1)

Read the following text.

The second conception of politics moves it beyond the narrow realm of
government to what is thought of as ‘public life' or 'public affairs'. In other words,
the distinction between 'the political' and 'the non-political' coincides with the
division between an essentially public sphere of life and what can be thought of
as a private sphere. Such a view of politics is often traced back to the work of the
famous Greek philosopher, Aristotle. In Politics, Aristotle declared that ‘Man is
by nature a political animal'3, by which he meant that it is only within a political
community that human beings can live 'the good life'. Politics is, then, an ethical
activity concerned with creating a 'just society'; it is what Aristotle called the
'master science',

However, where should the line between ‘public' life and 'private' life be
drawn? The traditional distinction between the public realm and the private realm
conforms to the division between the state and civil society. The institutions of
the state - the apparatus of government, the courts, the police, the army, the society
security system and so forth - can be regarded as 'public' in the sense that they are
responsible for the collective organisation of community life. Moreover, they are
funded at the public's expense, out of taxation. By contrast, civil society consists
of institutions like the family and kinship groups, private businesses, trade unions,
clubs, community groups and so on, that are 'private' in the sense that they are set
up and funded by individual citizens to satisfy their own interests, rather than

those of the larger society.
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On the basis of this 'public/private’ division, politics is restricted to the
activities of the state itself and the responsibilities which are properly exercised
by public bodies. Those areas of life in which individuals can and do manage for
themselves - economic, social, domestic, personal, cultural, artistic and so on - are
therefore clearly 'non-political’.

An alternative 'public/private' divide is sometimes expressed in a further
and more subtle distinction, namely between ‘'the political' and ‘the personal'.
Although civil society can be distinguished from the state, it nevertheless contains
a range of institutions that are thought of as 'public’ in the wider sense that they
are open institutions, operating in public and to which the public has access. It is
therefore possible to argue that politics takes place in workplace. Nevertheless,
although this view regards institutions like businesses, community groups, clubs
and trade unions as ‘public’, it remains a restricted view of politics. According to
this perspective, politics does not, and should not, infringe upon 'personal’ affairs
and institutions. Feminist thinkers in particular have pointed out that this implies
that politics effectively stops at the front door; it does not take place in the family,
in domestic life or in personal relationships. Politicians, for example, tend to
classify their own sexual behaviour or financial affairs as 'personal’ matters,
thereby denying that they have political significance in the sense that they do not
touch on their conduct of public affairs.

Andrew Heywood

Assignment 1.

Translate into English:
1. nepxaBHUI NEPEBOPOT /. TOW, WO 3HAXOOUTHCA Y

2. HemIMCHUM, TaKUH, IKUM HE Mae BJIACHOCTI (KOTOCB)

3aKOHHOI CUJIN
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3. MpUTaMaHHUN TOJITHIII 8. cBimomi (poc.:

4. nonaTku CO3HATEJbHBIE) TPOMAISIHU
5. OCTaTO4HMIA, BUPIIIATHHUHI 9. npUHMKYBaTH, MPUHUKYBATU
6. nimoBi Kpyru YUiCh BaJu

10. (Bce)napoHa miaTpUMKa

Assignment 2.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

1. There were few (people, person) at the lecture.

2. They are very important (people, person).

w

(People, person) in our country are doing their best to ensure a lasting
peace.
. There were quite a number of (people, person) watching the game.

. All the best (people, person) go there.

. Some (people, person) spend a lot of money on clothes.

4

5

6. Whatever will (people, person) think?

7

8. The maximum load for this vehicle is 3 (people, person).
9

. Itis for local (community, communal) to decide it.

10.1 chanced to be at (popular, public) elections.

Assignment 3.

Write antonyms.

1. modest 6. reconciled

2. balance 7. agreeable
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3. popular 8. honest
4. civil 9. personal

5. effective 10.concerned

Assignment 4.

Fill in the appropriate form of the verbs:

to imply, to confine, to encompass, to restrict

to intervene, to define, to endure, to reject

1. Doctors are trying ................. the disease within the city.

2. Theenemy ..................... the city with their soldiers.

3. Youcan.................. the word 'difficult' as 'not easy.'

4. These politics of bad repute had ................ the punishment.

5. Tabsolutely ................... the notion that privatisation of our industry is
now inevitable.

Exercise 5.

Fill in the appropriate form of the borrowed nouns:

Curriculum, datum, denotatum, formula, hypothesis, index
medium, memorandum, nucleus, phenomenon, stimulus, stratum, terminus,

thesis

Lo Is the aggregate of courses of study given in school,
college, etc.
2. He advanced ............................ that the disecase was spread with
respiratory infection.
17




3. Tam persuaded that .......................... are true.

4, Consult ......cccovvvriiiiiii at the back of the book.

5. We should discuss .............ccovvvviinnnnn. acceptable to all parties.

6. Have you already processed ..........ccoevviiiiiiiiiiiiinnnn.n. ?

7. Rainisarare ...................... in the desert.

8. Sometimes a handsome salary is a good .......................... to be

working at boring jobs.
9. Wegetoffat.............................. .
10 is a document signed by two or more

governments or international institutions.

Assignment 6.

Translate into English:

. B anrmiicekiii MOBI ICHY€ J€KiJIbKa CMHCIIB 11010 BU3HAYEHHS YKPAiHCHKOTO
TE€pMiHa ,,[I0JIITUKA .

. IIoHATTS ,,I0NITHKA” BXKUBAETHCS JUISl BUSHAYCHHS KOHIICTIIII1, IPOTpaMu JIii 1o
BIJIHOIIICHHIO JI0 OJIHIET MPoOJieMH a00 CYKYITHOCTI MPOOJieM, sIKi CTOSATh Mepe
CYCHUIBCTBOM (30BHIIITHS MOITHKA, arpapHa MOJITHKA, TPAHCTIOPTHA MOTITHKA).
. IloHATTA ,,TONITUKA” BXKUBAETHCSA AJI1 BU3HAUEHHS CPEPU TISTILHOCTI TOJIOBHUX
YYaCHHUKIB MOJIITUYHOTO KUTTS, B CEPEUHI AKOT0 3MararThCsi OCOOMCTOCTI 1
TpyIH, SIKI MatOTh CBOT BJIACH1 IHTEPECH Ta CBITOTJISII.

. TepMmiH ,,OMNITIA” O3HAYAE THCTUTYLIOHATILHUNA TIPOCTIP, AKIA BU3HAYAETHCSA 32
normoMororo KoHcTutyIlii, mpaBOBOro TOPSAKY Ta TpaAuIlii, BU3HAYCHUI
BJIQIHUH JIa]] CyCIJIbCTBA, 3aCi0 MOT0 OpraHi3allii, MOJITUYHE CYCIIbCTBO.

. Bnaga — 1ie 31aTHICTh IKUM-HEOYIb OaKaHUM YMHOM BIUIMBATH Ha MOBEIIHKY

IHIIHAX.

18



Lesson 4

Politics as Public Affairs
(Part 2)

Read the following text.

The third conception of politics refers not so much to the arena within
which politics is conducted as to the way in which decisions are made.
Specifically, politics is seen as a particular means of resolving conflict, namely
by compromise, conciliation and negotiation, rather than through a resort to force
and naked power. This is what is implied when politics is portrayed as 'the art of
the possible'. Such a definition is evident in the everyday use of the term. For
instance, a 'political’ solution to a problem implies peaceful debate and arbitration,
by contrast with what is often called a 'military" solution. Bernard Crick, a leading
proponent of this view, defined politics as follows:

Politics is the activity by which differing interests within a given unit of
rule are conciliated by giving them a share in power in proportion to their
importance to the welfare and the survival of the whole community.

The key to politics is therefore a wide dispersal of power. Accepting that
conflict is inevitable, Crick argued that when social groups and interests possess
power they must be conciliated, they cannot merely be crushed. Therefore, he
portrayed politics as 'that solution to the problem of order which chooses
conciliation rather than violence and coercion'.

Such a view of politics reflects a resolute faith in the efficacy of debate and
discussion, as well as the belief that society is characterised by consensus rather

than by irreconcilable conflict. In other words, the disagreements that exist can be
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resolved without a resort to intimidation and violence. Critics, however, point out
that Crick's conception of politics is heavily biased towards the form of politics
that takes place in western pluralist democracies; in effect, he equated politics
with electoral choice and party competition. As a result, his model has little to tell
us about, say, one party states or military regimes.

Andrew Heywood

Assignment 1.

Translate into English:

1. Oyrtu 3aiiBuM 6. 3HIMaTu

2. Ba)XKKUH, aye IIKaBU1 0OMEKCHHS

3. HemiiicHWA, Takud, SKUH HE Mae 7. NPUMKHYTH
3aKOHHOI CHJIN 8. mo cyrti

4. mpomapoK CyCHibCTBA 9. kap’epa

5. 3aliMaTUCh YHMMOCh, OpaTh y4yacTb Yy JEPKaBHOTO
4YOMYCh CITyKOOBIIS

10.cycninpHI iHTEpECH

Assignment 2.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

1. The (policy, politics) was changed by the course of events.

2. Our state conducts (policy, politics) of non-intervention in the domestic
affairs of other states.

3. What are your (policy, politics)?
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4. It is not company (policy, politics) to dispense with our older workers.

5. Did you effect an insurance (policy, politics)?

6. (policy, politics) is the exercise of power and influence on matters that
affect the community.

7. Abraham Lincoln carried (public, popular) with him.

8. Many adult cats, contrary to (public, popular) opinion, dislike milk.

9. The loan will shortly be placed before (public, popular) for subscription.

10.The city is selling of a large number of small lots at (public, popular)
auction.

11.Trade unions are regarding the poll as a test of (public, popular) confidence
in the government.

12.The President is attempting to drum up (public, popular) support for his
economic program

13.We will force them to obey the will of the international (community,
communal).

14.Their (community, communal) volume wasn't very large.

15.The police haven't really done anything for the black (community,

communal) in particular.

Assignment 3.

Write antonyms:

1. effective 5. concealed 7. specific
2. passionate a. escapable 8. attached
3. competent 6. partial 9. assertive
4. political
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Assignment 4.

Fill in the appropriate form of the borrowed nouns:

Basis, crisis, data, medium, memorandum

nucleus, phenomenon, stimulus, stratum, terminus, thesis

1. They belong to the different social .............................. .

2. Have you already studied ...........................l. of a cell?
3. Tgostraighttomy...................c.oeee , Wherever it is.
A, is a dissertation resulting from original research, esp.

when submitted for a degree or a diploma.
5. The facts of the matter were interpreted in ...................coeeennei. .
6. Rain, snow, storm, tornado, heat are natural .............................. :
7. Our relations are founded on a sound .................. :
8. The patient has passed ............... :
9. Have you already processed..................... ?

10.The two sides would only meet indirectly, through .................

Assignment 5.

Fill in the appropriate form of the verbs:

to imply, to confine, to encompass, to restrict,

to intervene, to define, to endure, to reject

1. Certain information ................... to government officials.
2. Our little and our great passions may ............. between our intentions and
our practices.
22




3. People ............. themselves by the choices they make.
4, Twill ..., my remarks to one subject.

5. Itis not directly asserted, but it seems.................

Assignment 6.

Translate into English.

1. JIna mo3HAUYEHHS MEX TMOMITHKH, ii JpKepen (MOoYaTKiB) 1 KOMIIOHCHTIB
BXKMBAETHCS MOHATTS ,,[IOTITHYHA c(pepa cycniibeTBa”.

2. JIns mo3Ha4yeHHS CYO’€KTIB TOJITUKA BXKHUBAETHCSH TIOHSTTS ,,ITOJITHYHUN
CeKTOp”’ — 0coba uu rpyma oci0, SKi BIUIMBAIOTh HAa MPUUHSATTS PIllICHb Y TaH1H
MOJIITUYHINA CUCTEMI.

3. Y caMoMy HIMPOKOMY CEHCI i MO TUKOIO PO3YyMI€ThCS HaAyKa Ta MUCTELITBO
YKUTHU B CyCHUIbCTBI, KEPYBATH 1M, YIIPABISTH JIOAbMHU.

4. Bigomo, 1o MNOJITHKA Oararo B 4OMY 3aJleUTh Bl 4Yacy, KOHKPETHHUX
ICTOPUYHUX 1 KYJIbTYPOJOTTYHUX YMOB.

5. 3nmaerbes Himme cka3aB, 1o ,,BTeda 3 IIOJITUKM HE 3BUIBHIOE Bl Ti

HETaTUBHUX HACIIIKIB .
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Lesson 5

Politics as Power
(Part 1)

Read the following text.

The fourth definition of politics is both the broadest and the most radical.
Rather than confining politics to a particular sphere - the government, the state or
the 'public' realm - this sees politics at work in all social activities and in every
corner of human existence. As Adrian Leftwich put it: 'Politics is at the heart of
all collective social activity, formal and informal, public and private, in all human
groups, institutions and societies'.

In this sense, politics takes place at every level of social interaction; it
can be found within families and amongst small groups of friends just as much as
within nations and on the global stage. However, what is it that is distinctive about
political activity? What marks off politics from any other form of social
behaviour?

At its broadest, politics concerns the production, distribution and use of
resources in the course of social existence. Politics, in essence, is power: the
ability to achieve a desired outcome, through whatever means. This notion was
neatly summed up in the title of Harold Lasswell's book Politics: Who Gets What,
When, How?

True, politics is about diversity and conflict, but this is enriched by the
existence of scarcity, by the simple fact that while human needs and desires are
infinite, the resources available to satisfy them are always limited. Politics is
therefore a struggle over scarce resources, and power is the means through which
this struggle is conducted.

Andrew Heywood
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Assignment 1.

Translate into English:

BIJITOBIIaTH HOBUM BUMOTaM /. TOW, IO 3HAXOIWUTHCS Y BIACHOCTI

HaJ[3BUYANHI TOBHOBAKEHHS (Koroch)

MpUTaMaHHUHN TOJITHIT 8. cBimOMI rpoMaIsTHHA

JIOJTaTKH 9. mpuHMXKYyBaTH, MPUHUKYBATH 4YHUICh
OCTAaTOYHUH, BUPIIIATLHUAN Baau

J1IOB1 KPYTH 10.(Bce)napoaHa miaATpUMKA

Assignment 2.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

Whose duty and responsibility is to lay down a general (policy, politics)?
The key question in British (policy, politics) was how long the prime
minister could survive.

(Policy, politics) is a set of ideas or plans that is used as a basis for making
decisions, especially in politics, economics, or business.

(Policy, politics) are the actions or activities concerned with achieving and
using power in a country or society.

In the conduct of global (policy, politics), economic status must be backed
by military capacity.

In general terms, social (policy, politics) encompassed those activities
oriented toward the education, health and welfare of the population.

He kept his private life out of (public, popular) eye.

The facts could cause embarrassment if they ever became (public, popular).
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9. (Public, popular) front is a coalition that was organized from 1935 onwards
to oppose the spread of fascism.

10.(Policy, politics) are the actions or activities concerned with achieving and
using power in a country or society.

11.(Public, popular) bills which seek to change the law effecting the public as
whole are themselves divided into two types: government bills and private
bills.

12.(Public, popular) sovereignty or direct democracy has strongest expression
in the American political system but is derived from the writings of British
political philosopher, John Locke.

13.According to (public, popular) choice theory positions of theorists vary, but
share the assumption that human behavior is based on individual economic
rationality and the maximization of individual benefits.

14.(Community, communal) conflict has been resolved.

15.Unfortunately it is the town where violence is (community, communal) way
of life.

16.He developed a wide range of (community, communal) interests.

17.We must do something. What can you (offer, suggest)?

18.1 (offered, suggested) that my guests make a tour of the city.

Assignment 3.

Fill in the appropriate form of the borrowed nouns.

Basis, crisis, data, medium, memorandum

nucleus, phenomenon, stimulus, stratum, terminus, thesis

1. Rain, snow, storm, tornado, heat are natural ...................cceet... )

2. Our relations are foundedonasound .................. )
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3. The patient has passed ............... :
4. Have you already processed..................... ?

5. The two sides would only meet indirectly, through ................. :
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Lesson 6

Politics as Power
(Part 2)

Read the following text.

Advocates of this view of power include feminists and Marxists. Modern
feminists have shown particular interest in the idea of 'the political’. This arises
from the fact that conventional definitions of politics effectively exclude women
from political life. Women have traditionally been confined to a 'private’ sphere
of existence, centred on the family and domestic responsibilities. Radical
feminists have therefore attacked the ‘public/private’ divide, proclaiming instead
that 'the personal is the political’. This slogan neatly encapsulates the radical
feminist belief that what goes on in domestic, family and personal life is intensely
political, indeed it is the basis of all other political struggles. Clearly, a more
radical notion of politics underlies this position. This was summed up by Kate
Millett as, '‘power-structured relationships, arrangements whereby one group of
persons is controlled by another".

Feminists are therefore concerned with 'the politics of everyday life'. In
their view, relationships within the family, between husbands and wives, or
between parents and children, are every bit as political as relationships between
employers and workers, or between government and citizens.

Marxists have used the term politics in two senses. On one level, Marx
used 'politics' in a conventional sense to refer to the apparatus of the state. In the
Communist Manifesto he thus referred to political power as 'merely the organised
power of one class for oppressing another'.

For Marx, politics, together with law and culture, are part of a

'superstructure’, distinct from the economic 'base’, which is the real foundation of
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social life. However, he did not see the economic 'base’ and the legal and the
political 'superstructure’ as entirely separate, but believed that the 'superstructure'
arose out of, and reflected, the economic 'base’. At a deeper level, political power
is therefore rooted in the class system; 'Politics is the most concentrated form of
economics'. Far from believing that politics can be confined to the state and a
narrow public sphere, Marxists can be said to believe that 'the economic is
political'. From this perspective, civil society, characterised as Marxists believe it

to be by class struggle, is the very heart of politics.

Andrew Heywood
Assignment 1.
Translate into English.
1. mpuOyTKOBHI, BUT1THUN 9. Tarap
2. mependadInBICTh, 10.00MipKoByBaTH,
00auIMBICTh 00roBOprOBaTH
3. Opatu Ha cebe 11.6yTtu nanexkuM Bif...., HE
3000B’s13aHHS, OOIIATH JlocsIraTh
1I0Ch... 12 .mapaniu (meperpyska)
4. BigmaBaTH BCl CUJIHA JEPKABHOT CUCTEMHU
4OMYCh 13.BigTBOpIOBATH,
5. 3ycrTpiyaTucs, CTBOPIOBATH,
3UTHKATHUCS BITPOBA)KYBAaTH BIIaay
6. moBepHYTHUCH JJO YOTOCh 14 . Tepruigunii 10 4Oroch
/. BUpIBHEHHS 15.NIpUXUTBEHUKU YOTOCh

8. mpucrapinuii
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Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.

To submit for, to submit to, to set out to,
to condemn, to overlap with one another, repudiation, deny, be empower,
ultimately, to lack,to revolve around, stipulated, entitled to, to provide,

to provide for, to construe, to lay down, to override the will

The whole local community ............. him for treason.
The conversation ................ various trumped-up charges against him.
When canyou .................. pursue research into the causes of damage?

The interests of those organizations never....................

A A

The conceived project must be completed by the end of the month

accordingtothe ...................... conditions.

6. You........eennennn. do what is right and honourable.

7. The jury was surprised by his sudden ........................ of all his former
beliefs.

8. One s entitled to human rightsand .................... them.

9. The reward for finding lost things...................

10.At first they didn’t get on well togetherbut ..................... they made
friends to their dying day.

11.Their report .......c.oovvvviiniinnn.... approval only yesterday.

12.They always ....................... that I am right.

13.The Constitution ......................... equal rights for men and women.

14.People ................. resources necessary to satisfy their wants.

15.She promised that she ......................... the core of her beliefs to me.
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Assignment 3.

Choose the most suitable word to complete each sentence.

1. He gave us an account of / for / to the problem.

2. You should take account of / for / to the guilty of this girl by the
circumstances of the case.

The bishop was condemned /applied / abandoned to be beheaded.

To buy goods retail at that price is not economic / economical.

| ask you to be economic /economical of your time.

o o b~ w

An economic / economical creed developed that condemned all forms of

government intervention.

7. The twins are so alike. I can’t tell one from another / other / others.

8. They will not reach Venice for another / other / others two days.

9. Did your boss go to Paris oneself / by oneself or did he send the Sales
Director?

10. The 11.45 train left in time / on time.

11. | offered / suggested to go and fetch the dictionary from the library.

Assignment 4.

Match the notions with the definitions.

1. Rationalism e A political and social philosophy advocating
individual freedom, representational forms of
government, progress and reforms, and

protection of civil freedom.
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. Pragmatism

. Majoritarianism

. Fundamentalism

. Liberalism

¢ A theory or practice in which priority is accorded

to the will of the numerically strongest

e A style of thought in which certain principles are
recognized as essential ‘truths’ that have
unchallengeable and overriding authority,

regardless of their content.

e The doctrine that the content of a concept consists
only in its practical applicability; action or
policy dictated by consideration of the practical

consequences rather than by theory.
e A philosophic doctrine that reason alone is a

source of knowledge and is independent of

experience.
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Lesson 7

Liberalism and Conservatism

Read the following text.

Liberalism and conservatism are opposing political ideologies: liberalism
focuses on embracing social change, equality, and individual rights, while
conservatism prioritizes tradition, established institutions, and social stability.
Liberals often support government intervention to promote fairness, whereas
conservatives typically advocate for limited government, free markets, and
personal responsibility.

Liberalism

« Core Values: Focuses on social justice, equality, progress, and
individual liberty.

« Social View: Embraces change, often supporting LGBTQ+ rights,
abortion access, and policies aiming to reduce inequality.

. Government Role: Often supports a stronger government role in
regulation, social safety nets, and protecting minority rights.

«  Moral Focus: Tends to emphasize harm prevention and fairness.

Conservatism

«  Core Values: Emphasizes tradition, order, stability, and hierarchical
structures.

« Social View: Resists rapid change, often favoring traditional family
values, religious institutions, and community cohesion.

«  Government Role: Advocates for limited government, free-market
capitalism, lower taxes, and strong national defense.

«  Moral Focus: Places higher value on loyalty, authority, and sanctity.

Liberal Conservatism & Related Terms
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https://www.google.com/search?q=Liberal+Conservatism+%26+Related+Terms&oq=Liberalism+and+Conservatism&aqs=chrome..69i57j0i512j0i22i30l8.28335j0j15&sourceid=chrome&ie=UTF-8&mstk=AUtExfCiRx07cxUhDD65kczCT3QbW4CK42m7rP40LLVv_UcixK25Sek8F80l_W4cv2ekDrpYMaJrXoDulCLxoNdkWQ9x8lchu67Erm2UEmYzslenjEExUrASeEhuNhe5kMZ5Q-o&csui=3&ved=2ahUKEwi_zazDtZCTAxVqFRAIHfFkBzEQgK4QegQIBhAB

o  Liberal Conservatism: A blend of traditional conservative values
with support for classical liberal economic principles (free markets, private
property) and social institutions.

o  Conservative Liberalism: Closely related, often referring to classical
liberals who support both free-market economies and some traditional social
principles.

While the two are often seen as fundamentally different, they can overlap
in the support of liberal democracy and market economies, with conservatives
focusing on the preservation of these institutions. Liberal conservatism is a variant

of conservatism that is strongly influenced by liberal stances.

Andrew Heywood

Assignment 1.
Translate into English.

1. rojociiBHE CTBEPIKEHHS 9. Tarap

2. HE3aMO>XHI, 0e3Ma€eTH1 10.06mipkoByBaTH,

MPOIIAPKH CYCHIIbCTBA 00roBOpIOBaTH

3. MIUPOKE BU3HAHHS 11.6yTu nanexkuM Bif...., HE

4. BigAaBaTH BCl CUJIM YOMYCh nocsraTh

5. 3ycTplyaTucs, 3SUTUKATHUCS 12 mapatiu (meperpyska)

6. moBepHyTHUCH JJO YOTOCh JepXKaBHOI CUCTEMHU

/. BHUpIBHEHHS 13.BiATBOpIOBATH, CTBOPIOBATH,

8. mpucrapinmii BIPOBAI’)KYBAaTH BIady

14.nioBasieHuii, NEPEMOKEHUI

15.migpocTaroue MOKOJIIHHS
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Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.

To submit for, to submit to, to set out to, to condemn
to overlap with one another, repudiation, deny, be empower, ultimately
to lack, to revolve around, stipulated, entitled to, to provide, to provide for

to construe, to lay down, to override the will

1. At first they didn’t get on well togetherbut ..................... they made
friends to their dying day.

2. Theirreport .........ccovvvvviiinnnn... approval only yesterday.

3. They always ...........ccocennnee that [ am right.

4. The Constitution ......................... equal rights for men and women.

5. People ................. resources necessary to satisfy their wants.

6. She promised thatshe ......................... the core of her beliefs to me.

7. The whole local community ............. him for treason.

8. The conversation ................ various trumped-up charges against him.

9. Whencanyou.................. pursue research into the causes of damage?

10.The interests of those organizations never....................

11.The conceived project must be completed by the end of the month according

tothe ...l conditions.

12.You ..o, do what is right and honourable.

13.The jury was surprised by his sudden ........................ of all his former
beliefs.

14.0ne is entitled to human rights and .................... them.

15.The reward for finding lost things...................
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Assignment 3.

Choose the most suitable word to complete each sentence.

O N o gk~ W N PE

9.

There were few people / persons at the lecture.

| offered / suggested to go and fetch the dictionary from the library.

Why do you refuse to take what he offers / suggests you?

He offered / suggested going to the cinema tonight.

We must do something. What can you offer / suggest?

| offered / suggested that my guests make a tour of the city.

He gave us an account of / for / to the problem.

You should take account of / for / to the guilty of this girl by the
circumstances of the case.

The bishop was condemned /applied / abandoned to be beheaded.

10.To buy goods retail at that price is not economic / economical.

11.1 ask you to be economic /economical of your time.

12.An economic / economical creed developed that condemned all forms of

government intervention.

13.Few people / persons can afford such expensive things now.

14.People / persons leaving litter in the park will be prosecuted.

15.They are important people / persons in the ministry.

16. Why do you refuse to take what he offers / suggests you?
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L_esson 8

The Role of Business Letters in the Development of International
Relations. Their classification
(Part 1)

Read the following text.

Official business letter and official business style. Strict and fixed norms
of writing business letters. Entering of business letter into the sphere of
international relations. Diachronic analysis of official business letters. Business
letters and emotional expressive means of influence. Business letter and its status
of legal document. Classification of business legal letters according to their
pragmatic purpose.

At present, when international relations — economic, cultural and political
—are being rapidly developed, the role of business legal letters in this development
is difficult to be overestimated. Any official business letter including legal letter
serves for connection of institutions, organization and firms with each other and
separate persons. The specific character of business legal letters is that they do
not only serve as a means of delivering information or(and exerting influence on
the addressee, but appear to be legal documents. They are a variety of official
business documents realizing official business style with all attributes inherent in
it.

Serving to business interrelations between people business legal letter
passes into the sphere of international links (for example, transportation of cargo
to different ports of the world, joint cruises with foreign companies and
concluding an agreement in this connection, certain agreement, contracts between

interested parties (parties concerned); filing a suit for the damage done during a
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cargo carriage or for the failure to fulfill undertaken commitments according to
the concluded agreements etc). Thus, the letter which fixes the whole process of
negotiations for settlement of this conflict and the agreement reached by two
parties as a result of these negotiations and in accordance with the letter of the law
acquires significance and status of the legal document. Hence follows a specific
character of its formalization, namely: strict sequence and accuracy in stating
factual, space and time information, objectivity of estimation, precision in
formulating proposed decisions. That is why the language of business legal letters
Is characteristic of traditional linguistic means namely: strictness of composition,
the use of special phraseology and syntactical clichés, and refusal of all variety of
expressive linguistic means because the language of a document demands, first of
all, accuracy and impossibility of false interpretations.

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English:

. IPyKyBaTH IIAIKy Ha (ipMOBOMY OJIaHKY
. IIBUJKA MPOIIeIypa
. yroja npo NorjauHaHHs (Mpua0aHHs KOHTPOJILHOTO MAKeTy aKIlii)

. 0e3710raHHUN KOMEPIIMHUI JIUCT

1

2

3

4

5. xapakTep IIsUTbHOCTI
6. BCTyIHE 3BEpTaHHS
7. anpecat

8. JmoTpumyBaTucs 3BUYAiB

9. mocrayaTu MapTio TOBApPiB

10.xaHUENSIpChKE TPHIAIAS, SIKAM TPUUHATO KOPUCTYBATHCSI B MeEXax

KOMITaH11
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11.3a nonoMoroxo

12.ipoBOANTH A1MOBY JISUIBHICTD
13.mepeBipuTH KaTanor HasBHUX TOBApiB
14.06po6saTH 3aMOBJICHHS

15.BKa3iBKa Ha MOCUJIAHHS

16.mali0yTHIH Micsllb (CKOPOYEHHS, CHMBOJI)
17.gepBoHa cTpoKa (HOBUU PSTOK)

18.many I'neny uepe3 nani Jlaita

19.a came (ckopodeHHs) (CKOPOUYEHHS, CHMBO)

20.miiTMpKa, BUNIpaBIeHHs (Ha JIUCTI)

Assignment 2.

Write synonyms or synonymic word-combinations:

1. liveupto 6. Looking forward to your early
2. for the reason that reply

3. I call your attention to 7. on the order of

4. even 8. in accordance with

5. bear in mind 9. ult. (ultimo)

10.inst. (instant)

Assignment 3.

Fill in the appropriate form of the borrowed nouns.

Basis, crisis, data, medium, memorandum

nucleus, phenomenon, stimulus, stratum, terminus, thesis

1. They belong to the different social .......................o..... .
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2. Have you already studied ......................oels of a cell?

3. Tgostraighttomy............ccoeeenennnnn. , Wherever it is.

A is a dissertation resulting from original research,
esp. when submitted for a degree or a diploma.

5. The facts of the matter were interpreted in ............................. .
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L_esson 9

The Role of Business Letters in the Development of International
Relations. Their classification
(Part 2)

Read the following text.

Business speech because of its communicative pragmatic properties, as a
rule, does not have emotional expressive nuance, emotional means of expression.
But it does not mean that the style of writing (narrative style) in official business
letters is always neutral in its tone. Depending on a concrete content of a letter it
can be deliberately impartial, emphatically official and demanding, ironic and
solemnly enthusiastic.

It was considered for a long time that the style of official correspondence
represents once and for all times a given pattern of official cliché expressions and
formulas of politeness subjected to demands of straightforwardness
(monosemantic words and expressions) clearness, strictness of stating, in other
words an official business letter was regarded as a type of communication
absolutely free from displaying any kind of emotion. A letter writer was obliged
to submit to the elaborated canon and conform to the strict rules which were
compulsory in composing business letters.

The use in official business style of some specific speech means, a
characteristic of some other language styles (first of all fictional and publisistic
styles) was perceived as violation of the accepted norm. The use of jargon, popular
speech, colloquial and emotional tinged words, expressions or constructions was
forbidden in the language of business documents.

Diachronic analysis of official business letters allows to speak of their

evolution, some change of demands made on official correspondence. Under the
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conditions of sharp competitive struggle, high demand for quality of services,
complex corporative interrelations a letter must evoke interest and attract an
addressee’s attention, stimulate certain positive emotions in him, create an
atmosphere of successful personal contact, at last influence him to accept the
decision necessary for a sender. And this requires bringing into a letter some other
stylistic elements, emotional and expressive means of influence. Some foreign
authors dealing with business correspondence point out the necessity of creating
the atmosphere of personal contact: «when we write a letter we enter into personal
relations with our reader. He has feelings like we have and we cannot ignore them.
The whole secret of a good business letter consists of writing it in a simple, natural
language resembling a friendly conversationy.

Lyudmyla Nyzhnikova

Assignment 1.

Fill in the appropriate form of the borrowed nouns.

Basis, crisis, data, medium, memorandum

nucleus, phenomenon, stimulus, stratum, terminus, thesis

1. They belong to the different social .......................ooel. .

2. Have you already studied .................cooeivinntt, of a cell?
3. I'gostraighttomy............cccoeveninnn. , Wherever it is.
A i, is a dissertation resulting from original research,

esp. when submitted for a degree or a diploma.

5. The facts of the matter were interpreted in ............................. .
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Assignment 2.

Fill in the appropriate form of the words:

Open, delay, to bear in mind, to comprise to deem
to delay, to finalize, to infer from, to prejudice, to present

Instant, prior, proximo

1. The few pointswhich ............... any difficulties have been already
discussed at the cabinet meeting.

2. Youmust ................ that your people might not like the idea of starting
your own business.
Stockholders' meeting to be held on the 11th .................
That problem remained...................
We ... sending the telegram.

...................... his Business Plan worthy of support.

About 7 percent of special staff .................. of women.

They have not ................... the deal with the sales manager.

© ©® N o s W
<
(@)

Whatdoyou ...................... the voting figures?

10.Please, complete the job .................... to my arrival.

Assignment 3.

Translate into English:

1. Ha mizncraBi OU1bII MIMOOKOTO BUBUYCHHS MTUTAHHS MU 3POOUIIH

BHUCHOBOK, 110 HaM MOTPIOHO 301IBIITUTH KITBKICTh 3aMOBJICHb.
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2. Bamr 6i3Hec miaH Mae BiMOBIAATH TEHICHIII pUHKY.

3. Ile mpomaeThes Ayke 100pe 4acTKOBO uepes (13-3a) MpuBabIIBY
0OropTKy (ymaKkoBKY).

4. Ha 3aciganni akiionepiB Oynu 3HaiineHi GopMyIIOBaHHS, SKi
JO3BOJIAIOTH  3aMackyBatu  (disguise) 3pocTaroun  pO30LKHOCTI  MIXK
MIPOBITHUMH KOMTIaHISIMHU.

5. KepiBHUK ClIy»KOM JOCTaBKM MIATBEPAMB TEPMiH MOCTa4aHHS
(maty mocrayaHHs1) TOBapy.

6. Messrs (MHOKMHA) B 3BEepTaHHI A0 (GipMHU BKHUBAETHCS TOI,
KOJIM B Ha3B1 pipMH € BilacHa Ha3Ba 0e3 Oy/Ib SKUX IHIIUX TUTYJIIB 32 3BUYAEM
1 Jumie ToAl, KOJW 1€ TOBapucCTBO. MESSIS HIKOJM HE BXKUBAETHCS MPHU
3BEpTaHHI JI0 3apEECTPOBAHOI KOMIIAHIi, YU TO MyOJIYHA YU TPUBATHA
KOMITaHisl.

7. Axmo nuct aapecoBaHo ¢ipmi, a HOro BiANPAaBHHUK Xoye, 100
BOHO OyJIO OTPUMaHO NEBHOIO 0CO00I0, TPOIIKH BUYKYE BCTYITHOTO 3BEPTAHHS

29

JIPYKYIOThCSl clioBa : ,,JIo yBaru maHa ...” (IIOTIM APYKY€ETHCS MPI3BUIIIEC
ocobmn).

8. 3 yCiX MyHKTyalliiHUX 3HAKIB KOMa B AHTJINCHKHX JIJIOBHX
JUCTaX € BaXJIMBUM 3acO000M JUIsl YITKOI Mepefadl 3HAUYECHHsSI PEUYEHHS.
HemnpaBunbHe BXXUBaHHS KOMHU MOXE TMPU3BECTH IO CIIOTBOPEHHS 3MICTY
peuenns. [lopiBusiiite: V 6y0086i po3miwyromebcs KOHMoOpu, 08a pecmopaHu i
naaeanvHull dacein — i 8ce ye y nioganbHomy npumiwjeHui. 1YV 6y0086i

POSMIWYYIOMbCA  KOHMOPU, 084 pPecmopanu 1 NiasaivHuil Oaceun y

ni0BAILHOMY NPUMIWYEHHI.
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9-10.

[HTanoBuuii mane I neue!

CrtocoBHO: 00agHaHHS JIJIs1 Oy IIBHUIITBA 3aBOTY

Binnosigno Kontpakry Ne ... moctadyanns oOnaaHaHHA Ui Oy1IBHUIITBA 3aBOTY

MIHEpAJIbHUX BAOOPUB Ma€ OyTH 3/IIMICHEHO TPhOMa MAPTISIMH .....

B ouikyBanHi Bamoi Biinosiui.

Jonatok: 3amoBiieHHs Ne 142,

3 oBarom ...
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LLesson 10

The Role of Business Letters in the Development of International
Relations. Their classification
(Part 3)

Read the following text.

In accordance with the pragmatic purpose and subject-matter of legal
business letters we can single out the following types: information letters,
covering letter; inquiry letter (which can be of two types (request letter and
petition letter); reply to inquires; claim (which is divided into pretension letter and
protest letter); letter of thanks and letter of guarantee. Their classification Official
business letter and official business style. Strict and fixed norms of writing
business letters. Entering of business letter into the sphere of international
relations. Diachronic analysis of official business letters. Business letters and
emotional expressive means of influence. Business letter and its status of legal
document. Classification of business legal letters according to their pragmatic
purpose. At present, when international relations — economic, cultural and
political — are being rapidly developed, the role of business legal letters in this
development is difficult to be overestimated.

Any official business letter including legal letter serves for connection of
institutions, organization and firms with each other and separate persons. The
specific character of business legal letters is that they do not only serve as a means
of delivering information or(and exerting influence on the addressee, but appear
to be legal documents. They are a variety of official business documents realizing
official business style with all attributes inherent in it. Serving to business
interrelations between people business legal letter passes into the sphere of

international links (for example, transportation of cargo to different ports of the
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world, joint cruises with foreign companies and concluding an agreement in this
connection, certain agreement, contracts between interested parties (parties
concerned); filing a suit for the damage done during a cargo carriage or for the
failure to fulfill undertaken commitments according to the concluded agreements
etc). Thus, the letter which fixes the whole process of negotiations for settlement
of this conflict and the agreement reached by two parties as a result of these
negotiations and in accordance with the letter of the law acquires significance and
status of the legal document. Hence follows a specific character of its
formalization, namely: strict sequence and accuracy in stating factual, space and
time information, objectivity of estimation, precision in formulating proposed
decisions. That is why the language of business legal letters is characteristic of
traditional linguistic means namely: strictness of composition, the use of special
phraseology and syntactical clichés, and refusal of all variety of expressive
linguistic means because the language of a document demands, first of all,
accuracy and impossibility of false interpretations.

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English:

BIJIMTOBIJIATH YOMYCh; y3TOJKYBaTH 3 YUMOCH
BUT1JIHO TIPEACTABIIATH 3 HAaKpaIoro 00Ky
HassBHUI aCOPTUMEHT TOBapiB

TenerpadHa agpeca

JOIATKOBI BIJOMOCTI MPO MPOAYKIIIFO
HE3BaKAr0YM Ha

OJIHOOCI0HE BOJIOIIHHS

© N o g B~ w NP

TUTYJI 32 3BUYAEM
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9. 3Ha4yHa KUIBKICTh TOBApiB B aCOPTHUMEHTI
10.dipmoBuit J0TOTHUII

11.ynepemxeHHs (yrnepeaKeHHE CTaBICHHS)
12 .marictp (CKOpOYEHHSI, CHMBOJ)

13.1706TO (CKOpOYEHHS, CHUMBOJI)

14 3HaK OKIIMKY

15.T1ymMa4uTH, JTIKyBaTH

16.cymicHuii 3

17.10KyMeHTH, 10 A0JaI0ThCS

18.xepiBHUK CITyk01 IOCTaBKH
19.paxyHOK-dakTypa

20.3BopoTHa azpeca

Assignment 2.

Write synonyms or synonymic word-combinations:

1. plain

2. in advance of the
amount of

3. endeavor

4. inviting

5. neat

Assignment 3.

Fill in the appropriate form of the verbs:

48

6. Hoping to hear from
you soon

7. due to the fact that

8. kindly

9. despite the fact that

10.prox. (proximo)



Open, delay, to bear in mind, to comprise to deem

to delay, to finalize, to infer from, to prejudice, to present, instant, prior,

proximo
1. Youmust................ your people needs ................ooele when you
make your decision.
2. Administrative staff of the company ..................... of women.
3. Ifwedont..................... the project tonight, they will get suspicious.
4. Whatdoyou ..........cceevnvennnnns the voting figures?
5. I 'am going to do the job .............. to my arrival
6. Whathas ........................... you against the proposal to reduce taxes?
7. Previous proposals not related to the ............... wholesale business.
8. Isthejobstill................. ?
9. General manager apologized forthe ..................... in answering.
100We oo, stockholders’ meeting worthy of attending.

Assignment 4.

Fill in the appropriate form of the borrowed nouns:

Basis, crisis, data, medium, memorandum,

nucleus, phenomenon, stimulus, stratum, terminus, thesis

Rain, snow, storm, tornado, heatare natural .............................. )
Our relations are foundedonasound .................. )
The patient has passed ............... :

Have you already processed..................... ?

o &~ W Do

The two sides would only meet indirectly, through ................. .
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Assignment 5.

Translate into English:

1. Ha 3acimanHi akiionepiB Oy 3HaiIeH] (POPMYITFOBAHHS, K1 T03BOJISIOThH
3amackyBatu (disguise) 3pocraroud pO30IKHOCTI MK MPOBIAHHUMH
KOMIIaHISIMH.

2. He3Baxkarouu Ha Te, 110 YYACHUKHU IEPEroBOPIB HE MIMILIMA 3rOAu, MU
3aKJTFOYIIIA YTOY MPO TTOTJIMHAHHSI.

3. Ha mixcraBi 61s1b1 TTMOOKOTO BUBYCHHS TUTAHHS MU 3POOMIIN BUCHOBOK,
110 JIHISA MOHTaXy MOTpeOye pEeKOHCTPYKIIII.

4. PeKOMEHIYEThCS HAMpPaBIATH KOPECIOHJCHIII0 Oe3MocepeHb0  Tiit
nocajioBii 0co01, it $KOi 11 MpPU3HAYEHO, TOOTO KOMEpPIiHHOMY
JTUPEKTOPY, KEPIBHUKY EKCIIOPTHUMHU OIEpaIlisiMi, KEPIBHUKOBI CIY>KOU
JIOCTABKHU 1 TOMY MOAI0HE.

5. HouipHa kommaHis 3 JOCTaBKM 3MIHWJIA TEPMIH TMOCTa4yaHHs (JaTy
MOCTa4YaHHs ) HOBOI NapTii TOBAPIB.

6. Hamri BmacHi MpOEKTH MarOTh BiATIOBIIATH MTOITHII HAIIOT KOMITaHI].

7. Slkmo MM HE 3HAEMO, XTO OCOOMCTO 3aMMaeTbCd  HAIIOIO
KOPECTIOHJICHITIEI0, PEKOMEHAYETHCS aapecyBaTH JIMCTH CEKpeTapeBi
KOMITaHii, OCKLIbKH 3TiHO 3 ,,Companies Act” Bci ipmu 30008’ s13aHi MaTh
CeKpeTapsi KOMIIaHi1.

8. 3 ycix myHKTyaliiiHMX 3HaKiB KOMa B AHTJIHCHKUX IJIOBHUX JIHCTAaX €
BKJIMBUM 3aC000M JIJIsl 4ITKOI Mepeiadi 3HaueHHs peueHHs. HenpaBuibHe
B)KMBAaHHS KOMH MOJKE TPHU3BECTH IO CIIOTBOPEHHS 3MICTY PCUCHHSI.
[TopiBusiiiTe: Bonu 3unatioyms 11020 (OoKymenm), xoua ye i 8adxcko. 1 Xoua

BOHU 3HAUOYMb Ye BANCKUM (CKDYMHUM,).
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9. -10

ITanose!

CrocoBHO: 3arpeOCbKuil spMapoK

VY miaTBepIKEeHHS HAmoi Tele@OHHOI PO3MOBH BiJ 2 JIOTOTO IILOTO POKY

IIPOCUMO

Bac mpuitHaTH 3aMOBJICHHA Ha MyOJIKAIlI0 PEKIAMHHUX OTOJIOIIECHb

HaITMX KJITIEHTIB B KaTajao31 MaiOyTHHOTO 3arpeOChKOro sIpMapKy...

3a3naneriap BIS4YHI 3a Barry yBary 10 Hamoro 3aMOBJICHHS.

Honatok: hoTo — 5 ek3.
TEKCTH — 5 €K3.
MapKH — 5 €eK3.
3 1oBaroxo. ..
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Lesson 11

Structure of a Business Letter
Writing an Effective Business Letter
(Part 1)

Read the following text.

Business speech because of its communicative pragmatic properties, as a
rule, does not have emotional expressive nuance, emotional means of expression.
But it does not mean that the style of writing (narrative style) in official business
letters is always neutral in its tone. Depending on a concrete content of a letter it
can be deliberately impartial, emphatically official and demanding, ironic and
solemnly enthusiastic. It was considered for a long time that the style of official
correspondence represents once and for all times a given pattern of official cliché
expressions and formulas of politeness subjected to demands of
straightforwardness (monosemantic words and expressions) clearness, strictness
of stating, in other words an official business letter was regarded as a type of
communication absolutely free from displaying any kind of emotion. A letter
writer was obliged to submit to the elaborated canon and conform to the strict
rules which were compulsory in composing business letters. The use in official
business style of some specific speech means, a characteristic of some other
language styles (first of all fictional and publisistic styles) was perceived as
violation of the accepted norm. The use of jargon, popular speech, colloquial and
emotional tinged words, expressions or constructions was forbidden in the
language of business documents. Diachronic analysis of official business letters
allows to speak of their evolution, some change of demands made on official
correspondence. Under the conditions of sharp competitive struggle, high demand

for quality of services, complex corporative interrelations a letter must evoke
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interest and attract an addressee’s attention, stimulate certain positive emotions in
him, create an atmosphere of successful personal contact, at last influence him to
accept the decision necessary for a sender. And this requires bringing into a letter
some other stylistic elements, emotional and expressive means of influence. Some
foreign authors dealing with business correspondence point out the necessity of
creating the atmosphere of personal contact: «when we write a letter we enter into
personal relations with our reader. He has feelings like we have and we cannot
ignore them. The whole secret of a good business letter consists of writing it in a
simple, natural language resembling a friendly conversationy. (Gartside L. Model
Business letters).

In accordance with the pragmatic purpose and subject-matter of legal
business letters we can single out the following types: information letters,
covering letter; inquiry letter (which can be of two types (request letter and
petition letter); reply to inquires; claim (which is divided into pretension letter and
protest letter); letter of thanks and letter of guarantee.

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English:

JIMCTHU BIAMOBI/II HA peKJIaMalliiiHi JIUCTU
IT031BaY

HEMpaBOMIpHA BUMOTa

JIUCTH —ITi ITBEPHKCHHS

1HKacyBaTH IrpouIl

BPETYJIIOBATH MPETEH3110

N o g b~ DR

JUCTU-TIPOIO3ULIT MPOIAXKY TOBApY
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8. OyTu mIaToCIPOMOKHHUM

9. BIIMOBHTH Y 3aJI0BOJICHHI IIPOXaHHSI

10. 3amacHi merani

11. pexomeHAOBaHMI1 JIUCT

12. rapanTOBaHMI

13. xpaii, kpomka ( JHCTa)

14. 3amuTtyBaTH AesKy iHpopMmaIlito npo

15. xiHneBuit TepMiH (i KapTKU, TACTIOPTY)
16. wnasBa ¢ipmu

17. poOuTu BHECOK, CIIPUSITH

18. MuHYIHI MicsIb (CKOPOYESHHS, CHMBOJI)
19. mnone (yucra)

20. o yBaru nana ['nena (2 BapiaHTH)

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

To arrange, to emend, to imply, to abjure, to arraign, carefully
to adjure, back, to assure, to ensure, decline, pick-up, felt tip, adverse, averse

to accent, to apprise, to insure, to appraise

1
2
3. She promised that her papers ......................... at the end of the day
4

. Whencanyou ....................... research into the causes of damage?
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5. He said that the whole local community ............................ him for
gossip.

B, service is rendered by the hotel.

7. Theyearsofdrought ..............ccoooiiiiiiiii to the agriculture

development.

8. They always .......ccooviviiiiiiiiiiiiiiie, that I was right.

9. Their report .....ovviiiiiiieeci e, equal rights for men and
women

10.The judge .......oovvvvvviiiiiiiannen the reward for finding lost things.

11.The depression was caused by the ...................coooni of industrial

development
12.We received the letter written by............................
13.Y0Uu oo by the time you delivered the spare parts.
14.The jury was surprised by his sudden decision
.................................. of all his former beliefs.

15.Theowner ...........coooeiiiiiinn.... the coins to be genuine

Assignment 3.

Choose the most suitable word to complete each sentence.

12.Who is that fair-haired girl wandering among / between the passengers?

13.They bought the car among / between the four of them.

14.They had only $10 among / between the two of them.

15.Among / between us we’ll do it very quickly.

16.Among / between one thing and another, I’ve not got down to it yet.

17.The numerous addenda / agenda to his article were unreadable.

18.Thank you for your enquiry / inquiry.

19.Few people / persons can afford such expensive things now.
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20.People / persons leaving litter in the park will be prosecuted.

21.They are important people / persons in the ministry.

22.There were few people / persons at the lecture.

23.Didn’t your doctor advice / advise a complete rest?

24.1f you have something to sell, you can involve advising /advicing customers to

buy it.

25.Hers / her / her’s sensible suggestion was approved yesterday.

26.These days realty / reality is becoming more and more expensive.

Assignment 4.

Fill in the appropriate form of the borrowed nouns:

Curriculum, datum, denotatum, formula, hypothesis, index, medium

memorandum, nucleus, phenomenon, stimulus, stratum, terminus, thesis

© N o g Bk~ W

Lo is the aggregate of courses of study given in
school, college, etc.
2. He advanced ............................ that the disease was spread with

respiratory infection.

[ am persuaded that .......................... are true.

Consult .....ccoveiiiiiee, at the back of the book.

We should discuss ..........c.coeeviiiniinnnn. acceptable to all parties.

Have you already processed ...........ccoeeiiiiiiiiiiinn.n. ?

Rainisarare ...................... in the desert.

Sometimes a handsome salary isa good .......................... to be working

at boring jobs.
Wegetoffat ..................oooiiill. :
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10, o Is a document signed by two or more governments

or international institutions.

Assignment 5.

Match the notions with the definitions.

1. consul
2. council
3. counsel

4. immigration

5. emigration

An assembly of persons convened for consultation,

deliberation, or advice.

Interchange of opinions as to future procedure;

consultation; deliberation

An act or instance of migration to another country,

usually for permanent residence.
An official appointed by the government of a country
to look after its commercial interests and the welfare

of its citizens in another country.

An act or instance of leaving one place, native country
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Lesson 12

Structure of a Business Letter
Writing an Effective Business Letter
(Part 2)

Read the following text.

E-mail may be the quick and convenient way to relay daily business
messages, but the printed business letter is still the preferred way to convey
important information. A carefully crafted letter presented on attractive letterhead
can be a powerful communication tool. To make sure you are writing the most
professional and effective letter possible, use the business letter format and
template below and follow these basic business letter-writing guidelines.

Select a professional letterhead design for your small business: Your
business letter is a representation of your company, so you want it to look
distinctive and immediately communicate "high quality."

Use a standard business letter format and template: The most widely used
format for business letters is "block style," where the text of the entire letter is
justified left. The text is single spaced, except for double spaces between
paragraphs. Typically margins are about 1 inch (25.4 mm) on all sides of the
document, which is the default setting for most word-processing programs. If you
are using Microsoft Word, you can turn to its built-in Letter Wizard for additional
formatting assistance (look on the Tools menu).

Business Letter Template Fields:

Date: Use month, day, year format, e.g., March 3, 20xx or 3 March 20xx

Sender's Address: It is a good idea to include sender's email and url, if

available. Don't include this information if it's already incorporated into the
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letterhead design. This will allow customers to find your small business more
quickly.

Inside Address: Use full name. Mr./Ms. is optional

Salutation: Be sure to use a colon at the end of the name, not a comma as
in personal letters

Body Text: State why you are writing. Establish any connection/mutual
relationship up front. Outline the solution, providing proof in the way of examples
and expert opinions. Group related information into paragraphs

Closing "Call to Action": State what the reader needs to do and what you
will do to follow up

Signature Block: Sign your letter in blue or black ink

Enclosures: Use if you have an enclosure

Carbon Copy: Use if you are sending a copy to additional person(s)

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English.

PEKOMEHIOBAHHUM JIUCT

HEeIMpaBoOMipHa BUMOTA

1HKAacyBaTH rpouli

BPETYJIIOBATH MPETEH3110

BIJINOBICTH 3BOPOTHOIO MOIITOO (pOc. 00paTHOM MOYTOM)
KOH(11eHIIIITHO

J0JJaTKOB1 IOCTYTH

rapaHTOBAHUU

e A L o R

Kpaii, KpoMKa ( JIcTa)

10.xiH1IEBU# TEpMIH (111 KQPTKH, TACTIOPTY)
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11.nucTyH BIAMOBLI HA peKJIaMalliiHl JTUCTH
12.mo3uBau

13.BIAMOBHTH y 3a/10BOJICHH] TIPOXaHHS

14 .3amacHi nerani

15.Hac nikaBuTh, uu 3MoxkeTe By HanpaBuTH HaMm
16.stma (Ha JTUCTI)

17.10KTOp MOJITHYHUX HAYK (CKOPOUYCHHSI, CAMBOJ)
18.mampukiaa (CKOPOYCHHS, CHUMBOJ)

19.nedic

20.He000B’I13KOBHH, (PaKyIbTATUBHUN

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

To arrange, to emend, to imply, to abjure, to arraign, carefully
to adjure, back, to assure, to ensure, decline, pick-up, felt tip, adverse, averse

to accent, to apprise, buffet, to insure, to appraise

1. Shealways ......coovviiiiiiiiiiiiiiiiie e that [ was quite wrong.

2. Their report .......c.oovviiiiiiiiiiii i, equal rights for men
and women

3. Thejeweler ..........coooiviiiiiiiiiiiiiiins the seal-ring at four

thousand dollars.
4. The depression was caused by the ...............cocooivvininnin of
industrial development

5. We received the letter written by..................coeeeenn.
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7. Stand.................. ! Explosive force can be very powerful!

8. It is not directly asserted, but it seems.......................

9. She promised that her papers ......................... at the end of the day

10.Whencanyou ...............c.....e research into the causes of damage?

11.He said that the whole local community ............................ him for
gossip.

12, supper service is rendered by the hotel.

13.The years of drought ..., to the
agriculture development.

14.The jury was surprised by his sudden decision
.................................. of all his former beliefs.

15. The owner ...........ccoovviiinniinnn... the coins to be genuine.

Assignment 3.

Choose the most suitable word to complete each sentence.

N o g bk~ D

8.
9.

The maximum load for this vehicle is 3 people / persons.

Have you met her people / persons?

All the best people / persons go there.

Whatever will people / persons think?

They are always neat in their people / persons.

Didn’t your doctor advice / advise a complete rest?

If you have something to sell, you can involve advising / advicing
customers to buy it.

Our garden is bigger than their / theirs / their’s.

These days realty / reality is becoming more and more expensive.

10.The village among / between the hills was lent to Mary Panton.
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11.He is numbered among / between the dead.

12.Among / between ourselves.

13.They quarrelled among / between themselves.

14.The numerous addenda / agenda to his article were unreadable.

15.Thank you for your enquiry / inquiry.

Assignment 4.
Fill in the appropriate form of the borrowed nouns.

Addendum, agendum, analysis, bacterium, basis, crisis

criterion, curriculum, datum, denotatum, formula, hypothesis, index, medium

ok WD P

Inthelast............ you are right.

Things are coming to ................... :

Whatis ............... of your findings?

Consult.......c.ce...... at the back of the book.

A microscope is a special instrument that lets you see ........ that are
impossible to see with the human eye.

Give me, please , ................ of the conference.

A rule or principle for evaluating or testing something is ................ :
Nowadays the issue of the improvement of international relations is on
The relation of language to the extralinguistic world involves three basic
sets of elements: language signs, mental concepts and parts of the

extralinguistic world which are usually called...................... :

10.As you know, ................ of communication consists of the press,

radio, television and internet.
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Lesson 13

Business Letter
(Part 1)

Read the following text.

Use a professional tone: Save casual, chatty language for email - your
printed business letter should be friendly but more professional. As Scott Ober
suggests in his book Contemporary Business Communication, "The business
writer should strive for an overall tone that is confident, courteous, and sincere;
that uses emphasis and subordination appropriately; that contains
nondiscriminatory language; that stresses the "you" attitude; and that is written at
an appropriate level of difficulty.” That said, be sure to sound like yourself - you
don't want your letter to read as if a machine wrote it.

Write clearly: State your point early in your letter. To avoid any
miscommunications, use straightforward, concise language. Skip the industry
jargon and instead choose lively, active words to hold your reader's attention.

Organize your information logically: Group related information into
separate paragraphs. In a long, information-packed letter, consider organizing
information into sections with subheads.

You may want to highlight key words to make them "pop" - this technique
Is possible with most word-processing programs and your color multifunction
printer.

Use Color To Emphasize Words In Text: It's easy to put a few words in
color to draw attention to them. Just select the type and click the arrow to the right
of the Font Color button, choose the color you want, then click the button. Or, try
highlighting a few words in the text.
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https://www.xerox.com/uk-ua/office/multifunction-printers/cap-color
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Select the type you want to emphasize, then click the Highlight button.

Note: When highlighting parts of a document you intend to print, use a light color

such as yellow, light green, or light blue. If you wish to remove the highlighting,
select the text and click the Highlight button again.

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English.

Mu MaeMO MIMPOKUIN aCOPTUMEHT TOBapiB
JOBIyBaTHUCS PO

MOBIJIOMTE HaM IPO OIJIaTy

yMOBHU O0(hepTH € HE3MIHHUMU MPOTATOM 3 JTHIB
akmo Bu nificHo 6axkaeTe po3MICTUTH 3aMOBJICHHS
CHIBIIPAIIOBATH 3 KUMCh

MOCTa4YaJIbHUK

HajJIcWiIaeMo Bam Harll 1Tr0cTpaTUBHUN KaTaior

© © N o gk~ WD e

OyIb J1acka, OIUIATITh PaXyHOK (DaKTypy IUIATI)KHUM JOPYUYECHHSIM Yepes

Bam 6ank

10.miaTBepmKyemMo oTpuMaHHs Baioro 3anuty Bij 20 4epBHS

11.nomaemo nomnepeHii paxyHOK-(pakTypy Ha

12.6ynp nacka, mpu3HayTe MiHYy MOCTAaBKH TOBAPIB, 3a3HAYCHUX Y OJIAHKY
3aMOBJICHHSI, 110 JJOJAETHCS

13.1McTU-TIPOTNO3HIIIT MPOIaXy TOBapiB

14.mpocumo HaxaicnaTu Bairy BiAMOBiIb 3BOPOTHOIO MOLITOO

15.miaum mivicHi 3 1 ciubs
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Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

To offend, to negotiate, to provide, to advise, to entail
to be effective acquaintance, transfer, associate, specimen, fittings, steady

closely, prompt, thoughtful

1. Twouldlike ..............oeoveniln. everyone the meeting of shareholders will

be held in a month.

2. They .coooviiiiiiins that nobody paid attention to their request.
3. Everymistake ..............ccooiiiiiininnL. make will be charged against them.
A i, reduced spending is our best weapon against inflation.

5. We based our analysis on a random of more than 200........................... .

6. If you are going to buy real estate | recommend you to investigate
...................... the history of prices.

7. There is no way that our company can ...................... the subsidiary with
the large sum of money.

8. The town council made the resolveon ........................ of an immense
sum of public money to refugees.

9. In spite of the fact that the project ........................ considerable expense
we are ready to make necessary changes.

10.What does it cost to install such splendid.......................... ?

Assignment 3.

Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.
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One or (another, other, others) of them will do it.

We help each (another, other, others).

Some boy or (another, other, others) told me that.

(Another, other, others) might do it differently.

That’s quite (another, other, others) matter.

She left him without (another, other, others) word.

Did your boss go to Paris (oneself, by oneself) or did he send the Sales
Director?

Did your boss go to Paris (oneself, by oneself)? He must be mad if he took
such a risk.

Could you take this letter to the post office? | am too busy to do it (oneself,

by oneself).

10.What other languages do you know (beside, besides, except) English and

Spanish?

11.There were four guests (beside, besides, except) myself.

12.The cases are quite parallel. (Beside, Besides, Except), A. is a younger man

than B.

13.She seems dull (beside, besides, except) her sister.

14.She was (beside, besides, except) herself with rage.

15.1 get up early every day (beside, besides, except) Sunday.

Assignment 4.

Translate into English.

MomnTax - erection
HeraOapuTHI BaKKI TEXHOJIOTIYHI METATOKOHCTPYKIii — Oversized heavy-weight

technological metal structures
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V BignosinnocTi 3 Kontpaktom Ne ......... , TITACAHUM MIXK ..eoveenreernrennneene
TA teeeeerereeerieeeneeens 12 GepesHs LLOTO POKY, MOCTa4aHHs OOJaJHAHHS AJIs
PO3IIMPEHHS MEPIIO] YePTH 3aBOY MOYMHAETHCS B JIMCTOMA/1 IILOTO POKY.
Bce ocHoBHE 005aHaHHS TTOCTA9aTUMETHCS C.1.Q. ......

J11st TOrO, 00 YHUKHYTH IIPOCTOIO BArOHIB 1 3aTPUMKH 3 TIEPEBAHTAKCHHIM
oOJaZHaHHSA Ha CTaHMI............. , a TakoX 3puBYy Tpadika MOCTaYaHHS
oOnagHaHHS Ha IUIOIIAJIKY 3aBOJY 1 MOPYIIEHHS CTPOKIB HOTO MOHTaxYy,
nmopocuMo Bac miaroryBaTte BiANOBIAHI TUIOMAAKA ISl TIEPEBAaHTAKCHHS
OOJIaAHAHHS B ............... BaroHMU.

VY BiAMOBIIHOCTI 13 rpadikoM MocTayaHHs 00JIaJHAHHS 1 HOrO0 MOHTAXy B
nepury 4epry IocTayaTUMyThCS HerabapuTHI BaxKKi TEXHOJIOT1YH1
METaJTOKOHCTPYKIIIi.

[TocTaBKy KOHBEpTIB MPOMOHYEMO 3IIMCHUTH MOPEM Ha CIEliaIbHUX
Oapkax, OCKUIBKA 3HAYHA HETra0apUTHICTh 3a3HAYEHOTO OOJIaJIHAHHS HE

A03BOJIAE€ TPAHCIIOPTYBATH Horo 3aJ'Ii3HI/I]_IeIO.
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Lesson 14

Business Letter
(Part 2)

Read the following text.

AutoText automates applying color (or any type style), which would
ordinarily take numerous clicks or commands. Say you're creating a report that
compares your organization's performance against that of your competitor. Word
can automatically color your company's name every time it appears, making those
entries easy to locate.

Be persuasive: Establish a positive relationship with your reader right
away. If you have a connection to the reader - you've met before or have a mutual
colleague, for example - mention it in your introductory paragraph.

Whether you think your reader will agree with the point of your letter or
not, it is important to find common ground and build your case from there.

Understand your reader well enough to anticipate how he or she will react
when reading your letter.

Address his or her needs or wishes, or a specific problem, and then outline
your solution. Provide proof in the way of examples and/or expert opinions to
back up your point. Make sure to maintain a friendly tone.

Conclude your letter with a "call to action.” State clearly what your reader
needs to do or believe to achieve the desired solution and then state what you, the
writer, intend to do next to follow up.

Proofread your letter: All your careful crafting and printing can't cover up

spelling or punctuation errors, which leave a lasting negative impression.
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Now that you've learned the secrets of writing an effective business letter,
you're ready to start composing. Good luck!

Lyudmyla Nyzhnikova

Assignment 1.

Translate into English.

1. BimMoBuUTH y 32/10BOJICHHI 10.Bu 3aBxqu MoxeTe
MIPOXaHHS 3B’S3aTUCH 3 HAMH

2. Po3MinryBatu 3aMOBJICHHS Y 11.JlolaeMO BUYEPITHUIA 3BIT
KOMITaHi1 po / IeTayIbH1 B1JIOMOCTI

3. mocraydaibHUK po

4. nmocsaratéi METH 12.SIx1o Mu MOXKEMO

5. yci notpi6Hi Bam BizomocTi JIOTIOMOTTH OY/Tb-SIKUM

6. IIF0 MOJIEND .... TAMYACOBO YUHOM
3HITO 3 BUPOOHUIITBA 13.BperymtoBaTy MpeTEH3110

/. crnoJiBa€MOCS Ha MOJANIBIITY 14 . magcunaemo Bam Hat
CITIBIIPAITIO UTFOCTpaTUBHUM KaTajaor

8. mpocumo Haxicnatu Bamry 15.sxmo Bu aiticHo 6axkaere
BIJIMOB1b 3BOPOTHOIO PO3MICTUTH 3aMOBJICHHS
ITOILITOO

9. Oynp nacka, mpU3HAUTE IHY

3aMOBJICHHS, 1110 JTOJA€THCS
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Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

To offend, to negotiate, to provide, to advice, to entail
to be effective, acquaintance, transfer, associate, specimen, fittings, steady

closely, prompt, thoughtful

1. The town council made the resolveon ............................ of an
immense sum of public money to refugees.

2. In spite of the fact that the project ....................oooiiii considerable
expense we are ready to make necessary changes.

3. Iwouldlike ..., everyone the meeting of
shareholders will be held in a month.

4. Everymistake .............oooiiiiiiiiiiii. make will be charged against
them.

5. If you are going to buy real estate | recommend you to investigate

................................ the history of prices.
6. Oncloser ...........ccovvvviinnnn. he proved to be a nice person.
7. Thelaw .....cooooiiiiiiii, as from the last year
8. He sent ambassadors ...............c.oeevvieniinnin, an equal alliance with the

Chinese Empire.

9. The chairman broke up the stockholders' meeting ...........................
at seven o'clock.

10 reduced spending is our best weapon against

inflation.
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Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

A good actor must have talent (beside, besides, except) a charming face.
What other poems do you know (beside, besides, except) “If*?

| have done all the exercises (beside, besides, except) the first one.
(Beside, besides, except) Latin our language seems to be quite easier.
Let me sit down (beside, besides, except) you.

Her remarks were (beside, besides, except) the point.

N o g bk DR

Did your boss go to Paris (oneself, by oneself) or did he send the Sales

Director?

8. Did your boss go to Paris (oneself, by oneself)? He must be mad if he took
such arisk

9. Could you take this letter to the post office? | am too busy to do it (oneself,
by oneself).

10.Where shall we be in (another, other, others) ten years?

11.1°11 do it (another, other, others) time.

12.How many (another, other, others) do you want?

13.0ne or (another, other, others) of them will do it.

14.We help each (another, other, others).

15.Some boy or (another, other, others) told me that.

Assignment 4.

Translate into English.

TpaHchopMaTOPHUX MiACTaHIIiK — constant-current transformer substations
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[linTBepKyrouM Hamly Tenerpamy Binx 29 TpynHS MHUHYJIOTO pPOKY,
nositomisieMo BaM, 110 ypsa KpaiHM OroJjOCHB TEHIEP Ha BUKOHAHHS
MPOEKTHUX  POOIT, MOCTaBKY oOnaHaHHS 1 OyI1BHULITBO
TpaHc(HOPMATOPHUX TMiJCTaHIIH. MU BBakaeMo, IO y4acTh y TEHIEpi
npeacTaBisiTuMme Juist Bac iHTepec.

[Ipocumo Bac BUBUMTH TeHAEPHI NOKYMEHTH, SIKI JIOAAIOTHCS IO IHOTO
aucTa. Sk 0OyMOBJIEHO B ar€HTChKIN yro/il, BATPATH Ha KYIIIBIIIO TEHAEPHOI
TOoKyMeHTarlii OyayTh 3a Bamr komrt. BapTo B3sTH 110 yBaru, o oCTaTOYHUN
TepMiH HagaHHs nporno3uiiii — 21 tpasus 2007 poky.

Bamry mpono3unito Mu MmaeMo otpumatu 3a 10 qHIB 10 KIHIEBOI JaTH, 110
HaJaCTh HAM MO>KJIMBICTh BUPIIIUTH JIOKaIbHI (POPMATBHOCTI 1 MPEACTABUTH
Bairy npono3sutito TeHIepHOMY KOMITETY.

[ToBinomnsiemo Bam, mo mia Toro, mo0 BUrpaTH TEHAEpP, OakaHO
MPEACTABUTH KOMEPLIHHUN KpeauT Ha niepiot 7-10 pokiB 3 He O1IbII HIX 6%

PIYHUX.
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L_esson 15

Business Letter
(Part 3)

Read the following text.

Letter writing is an essential part of communication, an intimate part of
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 emphasized that
the routine in writing of official business letters requires certain accepted idioms,
set phrases, fixed patterns, grammar and even a certain arrangement of their parts
on a sheet of paper. Therefore certain skills must be acquired by practice and
details of writing must be carefully and thoroughly learnt.

A cheque, a contract, a pure list or any other business paper sent by mail
should always be accompanied by a letter. The letter says what is being sent so
that the recipient should know exactly what you intended to send. It is a typical
business letter.

Letter writing is not only a means of communication and a contact, but
also a record of affairs, information, events, complaints etc. So it is necessary to
feel the spirit and trend of the style in order to write a perfect letter.

Doing business means working out agreements with other people, some-
times through elaborate contracts and sometimes through nothing but little
standard forms, through exchanges of letters.

Thus everybody who is involved in any kind of business should study
thoroughly the complex science of writing letters and contracts.

Lyudmyla Nyzhnikova
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Assignment 1.

Translate into English.

. 3aMOBJICHHSI TOBapiB (CTaHIAapTHA
dopma)

. JTOBiyBaTHUCS TIPO

. TIOBIJIOMTE HaM MO OILIATy

. BiH YIIOBHOBaXCHHI 0OTOBOPUTH 3
Bamu ymMoBH BUKOHAHHS
3aMOBJICHb

. saxmo Bu miiicHo Oaxkaete
PO3MICTUTH 3aMOBJICHHS

. CHiBHpaHIOBaTI/I 3 KMMCb

. IIO0CTa4YaJIbHHUK

. Hajcuiaemo Bawm Ham
UTFOCTpaTUBHUM KaTajaor

. Oyab nacka, orjIaTiTh paXyHOK
bakTypy MIaTiKHUM JOPYUYCHHIM

yepe3 Bamn 6aHk

10.miaTBEpAKYEMO OTPUMAHHS
Bamoro 3anuty Bix 20 yepBHs

11.nomaeMo momnepeaHii
paxyHOK-(}akTypy Ha

12.6yap nacka, Ipu3HAUTE MiHY
MOCTAaBKHU TOBApiB, 3a3HAYCHUX
y OJaHKy 3aMOBJIEHHS, 1110
TOJAETHCS

13. 1M CTU-IPONIO3UIIIT TPOJIAKY
TOBapiB

14 mpocumo  Hagicmatu  Bamry

BIJINIOBI/Ib 3BOPOTHOIO MOIITOIO

15.51k1110 Mu MOKEMO TOIIOMOI'TH

OyJ1b-SIKUM YHHOM

Assignment 2.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

The twins are so alike. I can’t tell one from (another, other, others).
They will not reach Venice for (another, other, others) two days.
Some students are diligent and (another, other, others) aren’t.

(Another, other, others) might do it differently.

ok~ WD

That’s quite (another, other, others) matter.

74



6. She left him without (another, other, others) word.

7. Did your boss go to Paris (oneself, by oneself) or did he send the Sales
Director?

8. Did your boss go to Paris (one self, by oneself)? He must be mad if he
took such a risk.

9. Could you take this letter to the post office? | am too busy to do it (one
self, by oneself).

10.What other languages do you know (beside, besides, except) English
and Spanish?

11.There were four guests (beside, besides, except) myself.

12.The cases are quite parallel. (Beside, besides, except), A. is a younger
man than B.

13.She seems dull (beside, besides, except) her sister.

14.She was (beside, besides, except) herself with rage.

15.1 get up early every day (beside, besides, except) Sunday.

Assignment 3.

Complete these sentences with prepositions AT, IN, ON.

. Open your books ... page 54.

. They had a nice cottage ... the river.

. You mustn’t lie ... the sun so long.

. See you ... our party.

. He has a pain ... his throat.

. Does your uncle live ... Boiko Street?

. They tried a lot of different medicines but they didn’t do any good ... the
end they had to agree to an operation.

. At first they didn’t get on well together but ... the end they made friends.
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9. They live in the big house ... the end of the street.

10.Please don’t be late for the meeting with barrister. He wants to begin

Assignment 4.
Complete these sentences with MUCH, MANY and A LOT OF and open the

brackets. Make all necessary changes.

1. He’sgotso............ (money), he doesn’t know what to do with it.

2. She always eats ............. (bun).

3. Wedidn’ttake .................. (photograph) when we were on holiday.
4. There (is, are) ............... (grape) on the plate.
R (important person) like flying.

6. Tom drinks ......... (cup of coffee) a day.

7. She is very quiet person. She doesn’t say............... :

8. Iput....coooviinnnia. (salt) in the soup.

9. Don’t disturb me. I’ve got ......... (task) to do.

10.1t’s a very lively town. There (is, are) ............... (theatre) here.
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Lesson 16

Kinds of Business Letters

Read the following text.

The language of business, professional and semi-official letters is formal,
courteous, tactful, concise, expressive, and to the point. A neatly arranged letter
will certainly make a better impression on the reader, thus good letters make good
business partners.

This course of lectures considers the most essential questions concerning
official business letters such as obligatory and optional elements of business
letters and their arrangement on a sheet of paper, arrangement and writing of
addresses, classification of business legal letters according to their pragmatic
purpose and detailed analysis of all these types, linguistic formalization of official
letters in accordance with their communicative intention and pragmatic function
and some changes of demands made on official correspondence at present,
presence of certain emotional means of expression in letters of influence, lexical
composition and syntactical structure of letters, standard expressions, clichés, set
phrases and fixed patterns used in business letters and some others.

The practical course consists of 6 Seminars analyzing different types of
business letters. Each Seminar contains certain set phrases which are supposed to
be learnt by the students, several examples of business letters for translation into
Russian and at last a certain task to write some letters according to the proposed
situation.

The aim of the practical part is not only to acquaint students with the
phrases used in business letters and to acquire some knowledge and skills in

translation them from English into Ukrainian but to teach students how to write
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business letters taking into account all the peculiarities and specific character of

their composing.

Assignment 1.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

To offend, to negotiate, to provide, to advise, to entail, acquaintance

transfer, associate, specimen, fittings, steady, closely, prompt, thoughtful

1. There is no way that our company can ...................... the subsidiary with
the large sum of money.

2. In spite of the fact that the project ........................ considerable expense
we are ready to make necessary changes.

3. What does it cost to install such splendid.......................... ?

4, They ccoovviiiiiiiiiien, that nobody paid attention to their request.

5. We based our analysis on a random of more than 200........................... :

Assignment 2.
Complete these sentences with MUCH, MANY and A LOT OF and open the

brackets. Make all necessary changes.

1. He’sgotso ............ (money), he doesn’t know what to do with it.

2. She always eats ............. (bun).

3. Wedidn’ttake .................. (photograph) when we were on holiday.
4. There (is, are) ............... (grape) on the plate.
R (important person) like flying.
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Assignment 3.

Complete these sentences with prepositions AT, IN, ON.

1. My relatives live ... the seaside.

. Your towel is ... the drawer.

. Our children are playing ... the street.

. She must be standing ... the wind waiting for us.

. Is he still ... hospital? — No, he has already recovered.

. ...the end the police let him go home.

. She tried many times to pass the driving test and ... the end she succeeded.

. Will he really go to France ... the end of December?

© 0O N O O BB W DN

. Regardless of the overcrowding they have a very good train service. The
trains always run ... time.

10. Our car is being repaired. I hope vehicle’s ready ... time for our holidays.

Assignment 4.
Translate into English the following conjunctions and preposition (use

participles).

1. 3a ymoBw, fIKIO; OepyuH 10 yBary, 110; 3BayKar04u Ha; BPaxoBYIOUH (2
CUHOHIMH)

BignocHo (2 cuHOHIMNU)

3a yMOBH, SKILO; Oepy4dH 0 yBaru, mo (2 CHHOHIMU)

OckiJIbKu

[Ticns

Jo; ouikyrouu

N o g bk DN

Kpim
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Lesson 17

Structure of a Business Letter

Read the following text.

A business letter is a letter from one company to another, or such
organizations and their customers, clients, or other external parties. The overall
style of letter depends on the relationship between the parties
concerned. Business letters can have many types of content, for example to
request direct information or action from another party, to order supplies from a
supplier, to point out a mistake by the letter's recipient, to reply directly to a
request, to apologize for a wrong, or to convey goodwill. A business letter is
sometimes useful because it produces a permanent written record, and may be
taken more seriously by the recipient than other forms of communication. It is
written in formal language.

General format

Margins

Typically, side, top and bottom margins are 25-32 millimetres (1-
1+Y, in) inches, and one-page letters and memos are vertically centered.

Font formatting

No special character or font formatting is used, except for the subject
line, which is usually underlined.

Punctuation

The salutation or greeting is generally followed by a comma in British
style, whereas in the United States a colon is used in formal contexts and a

comma otherwise. The valediction or closing is followed by a comma.
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Assignment 1.

Translate into English.

© ©o N o 0k~ w DN PE

11.
12.

13.
14.
15.

yepe3 apiOHy MOMUIIKY B HaIlIiil MOBCAKACHHINA pOOOTI

BIJIMOBJISITUCS CIIJIa4yBaTH 32 3000B’A3aHHSMU

KOHTPOJIIOBATH BUKOHAHHS 3aMOBIICHHS

TOBapH OyJIM 3aMOBJICHI 32 YMOBH IXHbOI TOCTaBKH

BUIIPABUTH MTOMUIIKY

3aJ1ar0JIUTH Ipo0IeEMy

JOTPUMYBATHUCh TEPMIHIB IOCTABOK

JMCTH BIANOBIAI HA peKJIaMalliiiH1 JINCTU

3aJIMIIAEMO 3a COOOI0 MPABO BIIMOBUTHCH BiJl MOCTABKH, SKIIO TOBAPH HE
MOKYTb OyJId TOCTABJICH] Y IPU3HAYCHUN TEPMIH

PO3MOPSAIUTHUCH, 11100 TOTPi1OHI TOBapu OyJIu HaJICIaHI 3aMICTh TUX, 10 MU
HE 3aMOBJISLIIU

gy He Moriu O By npu3HaunTy OUIBII NPUAHATHY AJIs HAC LIHY

nepes; HaMu TIOCTald CEpHO3HI MpoOJIEeMHM 3 BHUKOHAHHSM HAIIHUX
3000B’s13aHb Mepe] KITEHTaMH

B 00YMOBJIEHUH CTPOK

MU TIaHyeMo 3aMoBuTH npuom3Ho 5 000 meTpi

pOOHE 3aMOBJIEHHS aCOPTUMEHTY

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.
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To reject, to justify, to presume, to complain, to commence
to rectify, attainment, complaint, forwarding agent, courteous, second rate,

sound, considering, notwithstanding, provided that, barring

1 all is safe, you may make a contract on the delivery of the
oversized heavy-weight technological metal structures.
2. The committee .................... the proposal to reduce taxes on export of

the oversized heavy-weight technological metal structures.

3. Themeeting ...................... with bad news, and looks like getting
Worse.

4, My grandfather likes to repeat: “A .................. mind in a
.................... body”

5. His presentation of the company was enough successful
........................... their lack of experience.

6. The motion passed, our industrial goods are rarely used for fraud
......................... textiles.

7. This is not the kind of behaviour pertaining to

B can absolve himself of the guarantee after
proving that the goods reached their destination.

9. We will not place your advertisement in our newspaper, because we do
NOt adVertise .......c.ovviviiiiiiiiie e, goods.

10We o him to be guilty in delay of the delivery

of the required number of metalcutting machine tools would improve.
Assignment 3.

Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

82




16.There (be) a number of reasons.

17.A large number of people (have) lost their work.

18.The number of traffic accidents (reduce).

19.He is studying the customs of (people, person) of Central Asia.

20.1 (suggest, propose, offer) to begin translating the article tomorrow.

21.1 saw that he had no pencil and (suggest, propose, offer) him mine.

22.Why did he (suggest, propose, offer) changing the subject of the
conversation?

23.My son couldn’t do the sum so I (suggest, propose, offer) my assistance.

24.He always (suggest, propose, offer) to settle the most difficult problems.

25.0ne of the students (suggest, propose, offer) to fetch a tape-recorder.

26.They (suggest, propose, offer) us many solutions to a problem.

27.He (suggest, propose, offer) to help me.

28.1 (suggest, propose, offer) waiting.

29.Who (suggest, propose, offer) his taking part?

30.1 (suggest, propose, offer) a toast to the Queen.

Assignment 4.

Translate into English.

[ITanoBHI na”HoBeE!

Mu Oynu 31MBOBaHI, KOJIM 13HAIKCH, 1110 BU He mianucamy Ham 3BIT PO
BUKOHaHHS poOiT B IIl kBapTam 11bOro poKy y 3B’SI3KYy 3 TUM, LIO MU, K Bu
CTBEP/IKYETE, HE BUKOHAJIM 3aTUTAHOBAHUM 00CST pOOIT.

Mu peTtenbHO pO3TisHYJIM 3BIT 1 BBaXKa€MO, 10 TpuurMHa Baioi BiaMoBH
MiMUcaTé Horo HeoOrpyHTOBaHA. B miATBepIKEHHS HAIIOi TOYKU 30py MH

XOTLIM O Haragatu Bam Take:
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HesBakarouun Ha BCi Hall yMoBH 3 foTpuManHs rpadika Il kBaprany, mu
JeK1IbKa pa3iB 3a ek yac OyJu NpUMYIlIeH] MPUIMUHUTH OyAiBEIbHI 1 MOHTaXHI1
poboTH 3a He3aJNeKHUX BiA Hac oOcTaBuH, iHQopmyroun Bac y KoxHOMY

BUIAJIKY.

3 orsiny Ha BHILE3a3HAuY€HE, MU 1€ pa3 MiJKPECITI0EMO, [0 BBAXKAEMO
Bamni BikasyBaHHsI HEOOIPYHTOBAaHUMH 1 MPOCUMO HETAWHO MiJMUCATH 3BIT MPO
X171 BUKOHAHHS poOOIT, 110 JacThb HAM MOKJIUBICTh OTpUMAaTH (DiHAHCYBaHHS,
HEOOX1JHE AJIA MOAAIBIIOT0 BUKOHAHHS POOIT.

B ouikyBaHHI cKOpilIoi BIAMOBIII.

3 1oBarox...
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Lesson 18

Kinds of a Business Letter
(Part 1)

Read the following text.

Indentation formats

Business letters conform to generally one of six indentation formats:
standard, open, block, semi-block, modified block, and modified semi-block.
Put simply, "semi-"" means that the first lines of paragraphs are indented,;
"modified" means that the sender's address, date, and closing are significantly
indented.

Open-format letter

The open-format letter does not use punctuation after the salutation and
no punctuation after the complimentary closing.

Block-format letter

In a block-format letter, all text is left aligned and paragraphs are not
indented.

Modified block

In a modified-block format letter, all text is left aligned (except the
author's address, date, and closing), paragraphs are not indented, and the author's
address, date, and closing begin at the center point.

Semi-block format is similar to the Modified block format, except that
the first line of each paragraph is indented.

Modified semi-block

In a modified semi-block format letter, all text is left aligned (except the
author's address, date, and closing), paragraphs are indented, and the author's

address, date, and closing are usually indented in the same position.
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Assignment 1.

Translate into English.

1. moBTOpHE BUHUKHEHHS 9. 4u He Mornu 6 Bu npusHaunTH
npoOJieMu O1IBII MPUHHATHY JJIS HAC IIHY
2. BHCIIOBIIOEMO TIOJISKY 32 10.mpuitHATHA IiHA € BOXKJIUBUM
MIBUKE BUKOHAHHS bakTopom
3aMOBJICHHS 11.mu rapaHTy€EMO X JOCBIA 1
3. MOTOAUTHUCS 3MEHIIUTH LIHY e(EeKTUBHICTh MOCITYT
4. HeoOrpyHTOBaHa cKapra 12.BiIMOBISATUCS ~ CILJIa4yBaTH  3a
5. PEKOMEHIYEThCS MOBEPHYTH 3000B’A3aHHAMU
TOBapH 13.TpaHCOpPTHO-EKCTICAMITIHA
6. 3aBepmIUTH BUKOHAHHS yCTaHOBa
MTOCTaBOK HAIIMM KJIIEHTaM 14 . po3nopsauTucek, 1mO0 NOTPIOHI
7. MM 3aJIMIIaEMO 3a COOO0IO0 MPaBO TOBapu OyJIM HaJiclIaHl 3aMiCTh
CKacyBaTH 3aMOBJICHHS Ta TUX, 110 MU HE 3aMOBJISITH
BIIMOBHUTHCS B1J ITOCTABKH, 15.mepen HaMM TOCTaIM CEPHO3HI
SKIIO TOBAPH HE MOXKYTh OyTH po0JIeMu 3 BUKOHAHHSIM HaIINX
JIOCTaBJICHI Y TPU3HAUYCHU I 3000B’s3aHb Mepe]l KIIEHTaMu
TEPMIiH

8. ToBapu Oynm 3aMOBIeHI 3a

YMOBH 1XHBOI ITOCTaBKH

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.
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To complain, to reject, to justify, to presume, to rectify
to commence, attainment, complaint, forwarding agent, courteous, second rate

sound, notwithstanding, considering, provided that, barring

1. The chairmen .................... the discussion and introduced the items to
be discussed.

2. The capital punishment wasn’t abolished, public opinion objection

3. Itis not your business ...................c....e my mistakes, even if they are
foolish.

4. They felt resentment that nobody paid attention to their

D must provide the guarantee because he has legal
possession of the goods and is responsible for duty and taxes.

6. You shouldn't advertise ......................... goods.

tools would improve.
8. The City Council ......................... the land-reclamation project
because of its expensiveness.

9. This is not the kind of behaviour pertaining to

10.twasnothard .....................ooeel L. responsibility of the company to

its shareholders.

Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary
changes. Pay attention to some uses of articles.

1. One of the students (suggest, propose, offer) to fetch a tape-recorder.
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9.

He (suggest, propose, offer) going to the cinema but his wife refused.

My sister (suggest, propose, offer) to cook dinner when she learnt that we
couldn’t cook.

| (suggest, propose, offer) that my guests make a tour of the city.

| (suggest, propose, offer) going on a picnic.

We must do something. What can you (suggest, propose, offer)?

| saw that he had no pencil and (suggest, propose, offer) him mine.

Why did he (suggest, propose, offer) changing the subject of the
conversation?

Why do you refuse to take what he (suggest, propose, offer) you?

10.My son couldn’t do the sum so I (suggest, propose, offer) my assistance.

11.He always (suggest, propose, offer) to settle the most difficult problems.

12.The Dutch are an unsentimental and practical (people, person).

13.A number of trains (run) from London to Gatwick every day.

14.There (be) a great number of beautiful flowers in the mountains.

15.There (be) a small number of exceptions.

Assignment 4.

Translate into English.

[[TanoBHMY Tane MoHpo!

C xanem noBigomisieMo Bam, 1110 70 TeNepilmHbOro 4acy MU HE OTPUMAIH

Bi/1 Bac 6OaHKIBCHKY T'apaHTIilo.

B 3B’s13Ky 3 uuM Mu x0T 0 Haragatu Bam npo Bam nuct Big 20 TpaBHs

IILOTO POKY, B IKOMY Bu ipocuii Hac 3MIHUTH aKpeTUTUBHY (DOPMY pO3paxyHKiB

B 3B’SI3KY 3 TPYJHOIIAMU 1 I0JJAaTKOBUMHU BUTPATAMHU, OB’ I3aHUMU 3 BIAKPUTTAM

AKpEIUTHUBY.
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Posymiroun Bami ckmagoir, O6’ennanns minuio Bam Ha3ycTpid 1 gano
3roJly Ha iHKacoBy (opMy pO3paxyHKiB. By MpHIHSIN 3allpOIIOHOBaHY (OpMy
PO3paxyHKIB 1 3000B’A3aJIMCS MPEACTABUTH B TPHOXHEAUTBHUN TEPMIH TapaHTIIO
nepIIokIacHoro 6anky Ha 80% BapTOCTI KOHTPAKTY.

B 3B’s13Ky 3 3aTpUMKOIO B IIpEeCTaBIICHH] 0aHKIBCHKOI rapaHTii, MU OyJu

3MYIIIEH]I 3aTPUMATH BiJIBAHTAKCHHS 3aIT9aCTHH

Mu npocumo Bac HerailHO MOBIJOMUTH Ham, KOJU Oyne MpelCTaBICHO
OAaHKIBCHKI TapaHTIi 1 MIATBEPAUTH 3TOAY CIUIATUTH BUTPATU 31 30€peKEeHHS

3aM4acTUH y HOPTY.

3 MoBarox...
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Assignment 1.

Translate into English.

Lesson 19

Kinds of Business Letters

(Part 2)

1. ToproBenbHUI paxyHOK-

daxTypa

2. BantaxeorpumyBad

3. HaBmucHa gig

4. bnaHK HaJCUJIAETHCA PA30M

3 THAMYaCOBUM
MOCBITYEHHSIM TIPO

CTpaxyBaHHs

5. Tparra, TepMiHOBA 110

Ipex’ IBJICHHIO

6. 3 mpu3HAYCHOT IiHU,

BIJIMOBIAHO JI0 BapTOCTI

7. TloBimomieHHs PO

BIJIMPaBJICHHS KOHACAMEHTIB

90

8. BaHTtaxHa HakjaJgHa

9. IloBHwmi1 HaOIp
YHUCTUX
KOHOCAMEHTIB

10. IMTopT 3aBaHTaKCHHS

11. be3 mkoau s
npaBa NepeBI3HUKA
Ha (paxT

12. IlinTBEepaKYyBaTH,
10

13. [lloxo 1poro, mpo
1e

14. ITicns nporo, 3 TOro
qacy, 3roJioM,
BIJITaK; BIJIOBIIHO,
3T1IHO

15. 3 mi€i npuyuHU,
BHACJI1I0K

[bOT'0;TOMY, OTKE



Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.

Carrier, consignee, consignor, detention, discrepancy
port of destination, negligent acts, vessel, in triplicate, overland, to encourage,
to indemnify Carrier against all claims, to load cargo of bananas
to make arrangements for shipping the goods, to specify

hereof, therein, therefrom, thereupon

1. The  European  Community’s  Transit  System  allows
............................. to transport goods without repeatedly having
to pay and reclaim customs duty with every country.

2. The freight forwarder is able to absolve himself of the guarantee after
providing that the goods reached. ITepeBo3unk MOXKET OCBOOOAUTHCS
OT OTBCTCTBCHHOCTHM. ..

3. Criminals abuse the system by pretending to be legitimate consignors
wishing ..., though the EU customs area to a
consignee outside the EU.

4. Pay attention that the document should be signed...................... .

5. I gave him all the informationbut I didn't ............................ him

one way or another.

6. If someoneallows .......ccovvvvevieinennnnn... he can lose his business.
7. The instructions ................... how the medicine is to be taken.
8. Hetravelled ...................... to India.
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9. Their continuing ..............cccccceeeveereneeennne. 1S @ violation of the
United Nations Universal Declaration of Human Rights.

10.The freight forwarder provides the guarantee ....................... he
has legal possession of the goods and is responsible for duty and

taxes.

Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

He is studying the customs of (people, person) of Central Asia.

| (suggest, propose, offer) to begin translating the article tomorrow.

He always (suggest, propose, offer) to settle the most difficult problems.
One of the students (suggest, propose, offer) to fetch a tape-recorder.

| saw that he had no pencil and (suggest, propose, offer) him mine.

Why did he (suggest, propose, offer) changing the subject of the
conversation?

. My son couldn’t do the sum so I (suggest, propose, offer) my assistance.

8.
9.

He always (suggest, propose, offer) to settle the most difficult problems.

One of the students (suggest, propose, offer) to fetch a tape-recorder.

10.1 (suggest, propose, offer) waiting.

11.Who (suggest, propose, offer) his taking part?

12.1 (suggest, propose, offer) a toast to the Queen.
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Assignment 4.

Translate into English.

1. Buctymnaru sik mocepeTHuK,
JOBIpeHa ocoba

2. Henbana mis

3. JlokymeHTapHe 1HKaco

4. BHyTpiniHe niepeBe3eHHs (110
TEPUTOPIi KpaiHu)

5. IlpaBoBuii TUTYN MapTii
TOBapiB

6. LlBuakomncyBH1 TOBapH

7. Omuc ToBapiB

8. TlopT po3BaHTaKCHHS
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9. Po3BaHTaxyBatu

10.3amMoBIIATH 32 BHILIEBKA3aHUM
HOMEPOM

11.TlepenaBaTt mpaBO BIACHOCTI
Ha TOBapHU

12.06poOka BaHTaKHUX
JIOKYMEHTIB

13.Hwxue, mamni, Hamami, TYT 1
HaJ1ail

14.3BiaTH, 3 TOrO MICIIA; 32
JOTIOMOT'O0 YbOT0, Yepe3 11e

15./1o Toro, 10 11bOTO, TYJHU; KPIM
TOT0, IO TOTO 3K; JJIs1 TOTO, 3

1€ METOIO



Lesson 20

Useful Information for Business Correspondence

(Part 1)

Assignment 1.

Translate into English.
1. 1migwu givicHi 3 1 ciydsg 10.BaHTaXH1 JOKYMCHTH
2. Mu MaeMo MHAPOKUN 11.toBapu Oy
aACOPTHUMEHT TOBapIB 3aMOBJICHI 32 YMOBH
3. 3a MomepeaHbOI0 iXHBOT TOCTaBKH
JIOMOBJIEHICTIO 12.ToBapu TaKoi SIKOCTI
4. MM DOKJIAgeMO BCIX 3HAWIYTh TOMUT Ha
3yCHUJIb, 100 TOOMOTTH HAIIOMY PUHKY
BaM 13.mpuiiHsATHA 1T1HA €
5. ekcreauTop BOXKJIMBUM (DaKTOPOM
6. w™u Oymemo 14.nmuct BIADOBIAI Ha
BUCTABJISITHUCS Ha Balll peKIamariiiti JIMCTH
PaxyHOK LIOKBAPTaIbHO 15.3anumaemo 3a coboro
7. BIIMOBIISITHUCS paBO  BIMOBUTHCH
CIJIadyBaTH 3a BiJl TIOCTaBKH, SKIIIO
3000B’ I3aHHIMU TOBApH HE MOXKYTh
8. TrapaHTyeMmo 110 OyIu JOCTaBIEHI Yy
9. po3paxyHOK 3a MpU3HAYCHUHN TEPMiH

O0aHKIBCHKUM TepeKa3oM
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Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.

Attainment, notice, headquarters
executable form, production department, forwarding agent, perk, complaint

to presume, notwithstanding

R most women still have less physical
strength than men, that doesn’t prevent them from having strong opinions
on a subject.

2. The consignor (owner of the goods) asks ..............ccooviiiiiiiiiiii. to
put up a guarantee to cover any customs duty.

3. We him to be guilty in delay of the delivery
of the required number of metalcutting machine tools would improve.

4. Human rights are the greatest ................cooeviiiininn.. of humanity.

5. If you need department in charge of making a product you should look for

6. Employees of our company have such ............................ as
automobile and apartments.

7. The chairman called the board meeting at the

B was amended and then approved by

board.
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9. They felt resentment that nobody paid attention to
their............cooiiiiii :

10.Advance warning that a person intends to quit his or her job is
Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

1. Some (people, person) spend a lot of money on clothes.

2. The maximum load for this vehicle is 3 (people, person).

w

My nephew divides his time (among, between) English, Physics and
Russians literature.

There (be) a number of reasons.

A large number of people (have) lost their work.

(Among, between) one thing and another, I’ve not got down to it yet.
One (among, between) a thousand

The number of traffic accidents (reduce).

© © N o g &

A number of fashionable dresses (be) displayed in the shop window last
night.

10.There were quite a number of (people, person) watching the game.
11.All the best (people, person) go there.

12.Whatever will (people, person) think?

13.They bought the car (among, between) the four of them.

14.(Among, between) us we’ll do it very quickly.

15.The supreme law-making power is (people, person), that is, the qualified

voters, acting in a prescribed way.
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Assignment 4.

Match the notions with the definitions.

FOB, agenda, range
choice, COD, CIF, selection, FAS, addenda, at cost price

1. Service entailing payment to the carrier on delivery of merchandise.

2. Additional items.

3. The act or instance of alternative.

4. The seller is obliged to have the goods packaged and ready for shipment from
the agreed point, whether his own place of business or some intermediate point,
and the buyer normally assumes the burden of all inland transportation costs and
risks | the exporting country, as all subsequent transportation costs, including the
costs of loading the merchandise on the vessel.

5. The seller is obligated to pay the costs and assume all risks for transporting the
goods from his place of business to point of embarkation.

6. List of things to be done; matters to be attended to, as at a meeting.

7. The seller arranges and pays for all relevant expenses involved in shipping
goods from their point of exportation to a given point of importation.

8. The payment the cost of a commodity that varies directly with the amount of it
produced, principally comprising materials and labour.

9. The seller is obligated to pay the costs and assume all risks for transporting the
goods from his place of business to point of embarkation.

10.List of things to be done; matters to be attended to, as at a meeting.

11.An aggregate of things displayed for choice, purchase, use, etc.; an act or
instance of selecting; a process that results in some members of a population

having greater success in perpetuating their genetic traits.
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Lesson 21

Useful Information for Business Correspondence

(Part 2)
Assignment 1.
Translate into English.
. po3mnodYaTt J0CTaBKY 9 IMOBTOPHC BUHUKHCHHA
IIPOTATOM 06YMOBJICHOFO HpO6J’I€MI/I

TEPMiHYy

. IpoOHE 3aMOBJICHHS
ACOPTUMEHTY

. Ll TOBapH
BIIMOBIIaTUMYTh Barmmm
BUMOTaM

. MU TJITAHYEMO 3aMOBUTH
npubauzao 5 000 merpis
. MM TapaHTY€EMO iX JOCBIT
1 €()EeKTUBHICTb MOCITYT

. I'apanTtyemo HEraHy
JIOCTaBKYy

. Bu 060B’s13k0BO
CKOPHUCTAETECH TAKOIO
HaroJ1010

. YMOBH odepTH

H1JJISTal0Th 3aKPITICHHIO
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10. ToBapu Oynu 3aMOBJIEHI
3a YMOBH IXHBOI IIOCTaBKH

11. TOBHICTIO BUKOHYBATH
Balll crenudukarii

12. Ham ACOPTUMEHT
TOBapiB Mai’Ke BUYEPIaHO

13. 3aBepUIUTH BUKOHAHHS
MOCTaBOK HAIIUM KJIIEHTaM
14. Oynemo BIs4YHI BaM 3a
IIBUJIKY BIJITOBI/IbA

15. wmm 3anumaemo 3a
co0010 MpaBo CKacyBaTu
3aMOBJICHHS Ta B1JIMOBUTHCS
B1JI ITOCTABKH, SIKIIIO TOBApPH

HE MOXYTbh OyTH JIOCTaBJICH1 Y

MpU3HAYEHUN TEPMiH



[UITXOM II1ITUCAHHS

YMOBU

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is

correct, will be scored as incorrect.

Attainment, executable form
headquarters, executable form, marketing department
production department, forwarding agent, reception area, perk, notice

to presume, to complain, notwithstanding, considering

. If there is anything wrong, if the service isn’t good, customers can
..................... to the manager.

e they vary in their opinions on the inflationary
recession they came to common conclusion.

. Today, transit is organized by ..............ccciiiiiinn... acting as

intermediaries to a transaction in countries with no internal borders.

Ifyouamend ... it can be approved by board.
. Your project is the excellent ........................... of our company.
T him to be guilty in delay of the

delivery of the required number of metalcutting machine tools would
improve.

. If you need department in charge of promoting a product you should look
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8. Company Boeing has the most important factories in Seattle and its
................................ 1s situated there.

9. When visitors and clients arriving at a company they go
10 .

10.Employees of our company have such ............................. as

automobile and apartments.

Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

11.Are there any girls (among, between) his close friend?

12.(Among, between) all the books on the desk there was none that interested
me.

13.Who is that fair-haired girl wandering (among, between) the passengers?

14.There were few (people, person) at the lecture.

15.They are very important (people, person).

16.(People, person) in our country are doing their best to ensure a lasting
peace.

17.She was speaking with absolute certainty: “(People, person) are selfish”.

18.The number of marriages (decrease) recently.

19.A number of trains (run) from London to Gatwick every day.

20.There (be) a great number of beautiful flowers in the mountains.

21.There (be) a small number of exceptions.

22.The supreme law-making power is (people, person), that is, the qualified
voters, acting in a prescribed way.

23.Alcoholic drinks may not be served to (people, person) under the age of
21.
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24.(Among, between) one thing and another, I’ve not got down to it yet.

25.They had only $10 (among, between) the two of them.

Assignment 4.

Translate into English.

Butpatu, 1110 BUHUKIN Yyepe3 abo CTalu HAC1KOM IMOPYIICHHS
[HI111 TONTOKEHHS PO BiANOBIIATBHICTS

[Ipu3HaYEHHSAM J10 IEBHOTO MOPTY

> W e

3abpatu ToBapH 31 CKJIaay B OPTY, aeponopTy adbo Ha 3aJi3HUYHINA

cTaHIl

o

JloTpuMyBaTHCh BCiX MPABUJII Ta IHCTPYKIIIH

6. 3actpaxyBaTu, rapaHTyBaTH MEPEBI3HUKY BIIIIKOAYBaHHS BCIX MO30BIB,
30UTKIB, YIIKOJKEHb, IITpadiB 1 BUTpAT

7. 3aBaHTaxxyBaTu

8. Bucrymaru sk moBipeHa ocoba

9. 3abesmneuyBaTu MO3UKY, TAPAHTYBATH TTO3UKY

10.11IBuAKO 3aBEPIIATH OTIEPAIIiIO

11.byTu HECTTPOMOXKHIM BUILJIATH TTO3UKY

12.3iticHIOBaTH omepariii 3 iIHO3eMHOIO BaIIOTOIO

13.1{uM; 0TKe, TAKMM YHHOM, TIPH IIBOMY

14.Ha ToMy, Ha 1IbOMY; Ha T€, Ha I1e, TYAH; IICJSA TOTO, CIi0M 32 HUM

15.Huwxue (B TOKYMEHTI), i [UM, i TUM; Ii]T [[1€F0 HA3BOIO
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L_esson 22

Useful Information for Business Correspondence

(Part 3)
Assignment 1.
Translate into English.
1. Omiatut BEeKCiIb 8. O6opoTHHIT KOHOCAMEHT
2. HanaBatu no3uky 9. Hackpi3uuii KOHaCaMeHT
3. Ilepeka3yBaTu KOIITH IS 10.I"apanTis
3I1HCHEHHS BUILIAT a00 11.TTepeBanTakxyBatu
1HBECTHULIII 12.Buctynaty ik Opy4uTeNb
4. TngocyBaTH KOHOCAMEHT 13.TyT, TaM, y IbOMY MICIIi;y TOMY
5. Martu nipaBo Ha apemT MICIIi; TYyJIH, Y T€ MICIIE; Y LIbOMY
TOBapiB a00 TOKYMEHTIB BIJIHOIIEHH]1; IPOTATOM TOT'O
6. BaHTaxxeBiampaBHHUK (1poro) yacy
/. HeuucTtuii KOHOCaMEHT, 14.Y upomy, TyT, IpPH [ILOMY
KOHOCAMEHT 13 15.11poro, TOTO; 3 LHOTO, 3 TOTO;
3aCTEPEIKECHHIMHU BHACIIIJIOK ITLOTO

Assignment 2.
Fill in the gaps with the topical vocabulary units from the box, making all
necessary changes. The wrong verb form, even if your choice of word is correct,

will be scored as incorrect.
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Carrier, consignee, consignor, detention, discrepancy
port of destination, negligent acts, vessel, in triplicate, overland, to encourage
to indemnify Carrier against all claims, to load cargo of bananas
to make arrangements for shipping the goods, to specify

hereof, therein, therefrom, thereupon

1. The destination of some goods requires the freight forwarder to become

responsible for payment of customs duty instead
Of e, .
2. Switzerland's national................cooiiii , Swissair,

has been having a hard time recently.
3. The goods arrive at port of entry and customs are told these are Community
Transit goods destined for ..o, outside the EC
customs area.
4, How much does it COSt.......oiiiiiiiiiiiii e, ?
5. The boat calls at the main port...............oooiiiiiiiiiiii i, :
T , a general name given to the different sorts
of ships. It is, however, more particularly applied to those of the smaller kind,
furnished with one or two masts.
7. Isitkind oo the singer in her hopes?
8. The analysts are unable to discover the cause
Of :
9. The contract .........ccooiiiiiiiiiii e, that a penalty
must be paid if the work is not completed on time.

10.Hewas Keptin ......oooeiiiiiiiii e for two hours.
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10.

11.
12.

13.
14,
15.

Assignment 3.
Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.

| (suggest, propose, offer) going on a picnic.

We must do something. What can you (suggest, propose, offer)?

| saw that he had no pencil and (suggest, propose, offer) him mine.
(Another, other, others) might do it differently.

That’s quite (another, other, others) matter.

She left him without (another, other, others) word.

Did your boss go to Paris (oneself, by oneself) or did he send the Sales
Director?

Did your boss go to Paris (one self, by oneself)? He must be mad if he took
such a risk.

Could you take this letter to the post office? | am too busy to do it (one self,
by oneself).

What other languages do you know (beside, besides, except) English and
Spanish?

There were four guests (beside, besides, except) myself.

The cases are quite parallel. (Beside, besides, except), A. is a younger man
than B.

She seems dull (beside, besides, except) her sister.

She was (beside, besides, except) herself with rage.

| get up early every day (beside, besides, except) Sunday.
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Lesson 23

Useful Information for Business Correspondence

(Part 4)

Assignment 1.

Translate into English.

16.3aMoOBIeHHS TOBapiB (CTaHAApTHA
bopma)

17.1oBimyBaTHCs TIPO

18.moBiTOMTE HaM PO OIIATY

19.BiH ynoBHOBaXX€HUI OOTOBOPUTH 3
Bamu ymMOBH BUKOHAHHS
3aMOBJICHb

20.axmo Bu nificHo 6axkaere
PO3MICTUTH 3aMOBJICHHS

21.criBrpairoBaT 3 KUMCh

22.1ocTavabHUK

23.HaacuiaacMo BaM Hamn
UTFOCTpaTUBHUMN KaTajaor

24.6ynp acka, OTIATITh PaXyHOK
bakTypy MIaTiKHUM JOPYUYCHHIM

yepes Bamn 6ank

Assignment 2.

25.1MITBEPHKYEMO OTPUMAHHS
Bamioro 3anuty Big 20 yepBHs

26.1012€M0 TIOTIEpEAHIN
paxyHOK-(akTypy Ha

27.0ynapb nacka, MpU3HauTe IIHY
MTOCTaBKH TOBAPiB, 3a3HAYCHHUX
y OJIaHKY 3aMOBJICHHS, 110
T0JTA€THCSA

28.1MCTU-TTPOTIO3UIIIT TIPOIAKY
TOBapiB

29.mpocumo  HajicnaTd  Barmny

B1/IMOBI[b 3BOPOTHOIO MOIITOIO

30. K110 MA MOXKEMO JOITIOMOTITH

OyJ1b-SIKUM YAHOM

Choose the most suitable word complete each sentence. Make all necessary

changes. Pay attention to some uses of articles.
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16.The twins are so alike. I can’t tell one from (another, other, others).

17.They will not reach Venice for (another, other, others) two days.

18.Some students are diligent and (another, other, others) aren’t.

19.(Another, other, others) might do it differently.

20.That’s quite (another, other, others) matter.

21.She left him without (another, other, others) word.

22.Did your boss go to Paris (oneself, by oneself) or did he send the Sales
Director?

23.Did your boss go to Paris (one self, by oneself)? He must be mad if he
took such a risk.

24.Could you take this letter to the post office? | am too busy to do it (one
self, by oneself).

25.What other languages do you know (beside, besides, except) English
and Spanish?

26.There were four guests (beside, besides, except) myself.

27.The cases are quite parallel. (Beside, besides, except), A. is a younger
man than B.

28.She seems dull (beside, besides, except) her sister.

29.She was (beside, besides, except) herself with rage.

30.1 get up early every day (beside, besides, except) Sunday.

Assignment 3.

Complete these sentences with prepositions AT, IN, ON.

11.0pen your books ... page 54.
12.They had a nice cottage ... the river.
13.You mustn’t lie ... the sun so long.

14.See you ... our party.
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15.He has a pain ... his throat.

16.Does your uncle live ... Boiko Street?

17.They tried a lot of different medicines but they didn’t do any good ... the
end they had to agree to an operation.

18.At first they didn’t get on well together but ... the end they made friends.

19.They live in the big house ... the end of the street.

20.Please don’t be late for the meeting with barrister. He wants to begin

Assignment 4.
Complete these sentences with MUCH, MANY and A LOT OF and open the

brackets. Make all necessary changes.

6. He’s gotso ............ (money), he doesn’t know what to do with it.

7. She always eats ............. (bun).

8. Wedidn’ttake .................. (photograph) when we were on holiday.
9. There (is, are) ............... (grape) on the plate.
100 (important person) like flying.

11.Tom drinks ......... (cup of coffee) a day.

12.She is very quiet person. She doesn’t say............... :
13.Iput.cccovvvviennnnnnn. (salt) in the soup.

14.Don’t disturb me. I’ve got ......... (task) to do.

15.1t’s a very lively town. There (is, are) ............... (theatre) here.
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Supplementary Unit

Card 1

Read the article.

Mercedes Star Twinkles Once More
by Richard Milne

The Mercedes star is gleaming again. In 2002, it suffered as dramatic a fall
as any luxury brand could, as it reported its first losses for nearly two decades
and saw its quality slip so far that newspapers were full of stories of cars that kept
on breaking down.

‘Mercedes should not make losses. That is absolutely clear,’ says Dieter
Zetsche, who became Head of Mercedes in September 2005 and Chief Executive
of its parent company, Daimler, three months later. 'But we have great results now
and we are starting to change (he culture in many ways."'

Indeed, so much has Mercedes changed that in three years it has gone from
the worstperforming of the large luxury car makers to the trailblazer. Execlitives
at its bigger-selling rival BMW look enviously at its 9.1 per-cent return on sales
last year (and even more so at the 10 .4 per cent it made i n the fourth quarter -
compared with MW's 5.4 per cent in the third quarter).

Much of that turnaround is due to Mr Zetsche, famous for his walrus
moustache. He was not the first automotive executive to take on two jobs, but he
has been one of the most successful with it, using his operational experience at
Mercedes to help him at Daimler.

Mr Zetsche says that combining roles is essential for his management style.

He is also keen to stress that Mercedes has a team approach. Mr Zetsche was hard
108



from the outset, cutting 1 4,500 jobs - 8,500 in production and 6,000
administrative staff. That broke the pattern of Mercedes providing a job for life
to workers. But it had a dramatic effect on the bottom line. Mr Zetsche says:
'Productivity gains don't get you anything if you don't reduce personnel.’
Mercedes' recent success is also linked 10 a big improvement in its product quality
and the launch of some well-praised models, headed by the new C-Class saloon.'
Mercedes is building cars that people want to buy again and, for once, they even
look better than MWs,' says one London-based analyst.

The debate on reducing carbon- dioxide emissions could hit Mercedes hard.
But the company, for now, is choosing to highlight the launch of 20 fuel-efficient
models this year.

All of this has put a spring back in the step of a company that, in Mr
Zetsche's words, also acts as a 'mirror on German society' . It has also restored
lustre to Mr Zetsche's star, which was tarnished by the poor performance of

Chrysler, the US car maker that was owned by Daimler.

Write if the statements are true (T) or false (F), according to the article. If

the statements are false, write the correct answer.

1 The fall of the Mercedes luxury brand was not as severe as other brands.
2 In 2002, Mercedes' losses were its first for three decades.
3 In 2002, Mercedes cars were famous for their reliability.

4 Dieter Zetsche is the boss of Mercedes and Daimler.
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Card 2

Read the article.

Success can be a game with many players

by Sarah Murray

One or the side effects of the free food for Google staff is what is known
as the 'Google 15 ' - the number of pounds that employees typically gain after
joining the Internet company. But whether it is providing snacks and gourmet
meals in the canteen, annual skiing trips or games rooms at the office. the
philosophy behind such perks is the same - gelling slaff to meet each other,
interact in infomal settings and encourage teamwork.

One way the company does this is to hold competitions in everything,
from office decorating to dancing and football, with prizes for the winners.
Managers also receive a quarterly 'celebratory fund' either 10 reward
accomplishments or to build teamwork by going bowling, go-karting or dining
out.

The Best Workplaces survey indicates that such initiatives have a
powerful effect. At Google Italy, for example, 90 per cent of the employees
agreed that 'people celebrate special events around here '. Also in Italy, 100 per
cent agreed that 'this is a friendly place to work' and 96 per cent agreed that
'there is a "family" or "team" feeling here'.

Another part of Google's objective is to make its workplace feel fun.
Massage chairs, table-tennis tables, video games, lava lamps, hammocks,
beanbags, bicycles, large rubber balls, couches and scooters arc all part of the

furniture in Google offices.
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However, when it comes to the serious business of work, great emphasis
is placed on engaging employees. "What makes Google a great workplace is that
the nature of the work itself is very challenging and interesting.' says Nick
Creswell, the company's university programmes manager for Europe, the Middle
East and Africa. 'And for the type of people who really enjoy an intellectual
challenge, that's the biggest appeal of working here.'

Fostering this intellectual activity is a policy giving employees a large
degree of independence in deciding how to work - both in terms of the hours
they work and how they do their jobs. 'There's a real culture of autonomy and
empowerment,' says Mr Creswell. 'Individuals within the business understand
what their own goals are within the context of their teams, and they have a lot of
freedom to go out and make those happen.'

Even when it comes to learning and development, many programmes are
voluntary and informal. Often it may be a case of inviting university faculty in
to discuss their latest research. Google also invites prominent writers to give

lunchtime talks about their books.

Write if the statements are true (T) or false (F), according to the
article. If the statements are false, write the correct answer.
1 Google promotes the idea of staff getting together.
2 Every month, managers get money to build teamwork or reward staff.
3 Ninety per cent of Google Italy workers thought it was a friendly place to
work.
4 The furniture in Google offices is different to that in most offices.
5 The work is challenging, and you need a university degree to work there.
6 Employees know what their objectives are and have the freedom to achieve
them.

7 Employees have the opportunity to listen to well-known or important authors.
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Card 3

Read the article.

Advertising
by Andrew Edgecliffe-Johnson

In a new definition of a publicity stunt, Channel 4 and Honda have tumcd
to a learn of skydivers to tackle the problem of viewers tuning out of traditional
tclevision advertising.

On Thursday night, the broadcaster was due to devote an entire 3 minute
20 second break in the middle of Come Dine With Me, its dinner party
programme, to a live skydiving jump in which 19 stuntmen spelt out the
carmaker's brand name. Described as the first live advertisement in modem times,
the campaign is the latest attempt by advertisers and broadcasters to find
alternatives to the 30-second spot.

The development of digital video recorders such as Sky+ and Tivo, which
allow ads to be skipped, has forced advertising agencies and channels' sales teams
to collaborate on more innovative attempts to keep the viewer's attention.

'‘We wanted to create something unmissable.' said Andy Barnes, the
broadcaster's Sales Director. 'This concept breaks the boundaries of TV
advertising: he added, highlighting a Channel 4 campaign called 'innovating the
break '.

The campaign follows initiatives such as LG's 'Scarlet' campaign, in which
the television manufacturer ran advertisements appearing to trail a glamorous new
television show, which turned out to be a promotion for the design features of its

'hot new series' of screens.
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Thursday night's live advertisement, while designed to demonstrate the
power of television advertising, was backed up by a complex multimedia and
public-relations campaign.

The campaign's developcrs - including Channel 4's in-house creative team.
Wieden + Kcnncdy,Starcom, Collective and Hicklin Slade & Partners - spent
more than a month pushing the Honda slogan of ‘difficult is worth doing' before
Thursday night's slot.

A poster campaign, a series of television 'teaser' advertisements and a
website have been backed up by digital advertising and press coverage. AJl are
building up to a traditional 30-second advertising campaign, staning on June | .
said lan Armstrong, Marketing Manager of Honda UK.

‘The 30-second ad is alive and well." Mr Barnes said. pointing to data
released this week which showed that commercial television had enjoyed its best
April in five years.

For Honda, however, the elements surrounding the core 30-second
campaign are designed to generate the intangible buzz of word-of-mouth
advertising, Mr Barnes added.

Thursday night's skydive would almost cenainly go on YouTube, Mr
Amlslrong predicted.

‘Commercially, that's a fantastic result. as it means our marketing
investment becomes more efficient because consumers are doing our marketing

for us.'

Answer the questions.

1 Why did Honda need a new publicity stunt with skydivers?
2 Why was the Honda advert unique?

3 Why are Sky+ and Tivo a problem for advertisers?

4 What happened in the Honda advert?
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5 What happened in LG's 'Scarlet' campaign?
6 What did the Honda campaign's developers do?
7 What different types of advertising did Honda use?
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Card 4

Read the article.

Standard Bank Overcomes Culture Shock

It is increasingly common for multinational businesses to send employees
on international assignments, but without the right cross-cultural skills, staff will
often struggle. Wayne Mullen. Head of Learning and Development at Standard
Bank, discusses the impact that cultural challenges can have on employees
relocating to another country. In order to be successfully transferred, employees
must understand the host-country culture, he argues.

Colleagues from different countries might share similar professional
knowledge and skills within a single international organisation, but their ways of
working, social skills, body language and ways of doing business are likely to be
completely different. They may have different patterns of behaviour which need
to be understood and appreciated in order for everyone to work together
successfully. For example, while it may be acceptable for Chinese office workers
in Hong Kong to use the door-close button on a lift no matter how many people
are also getting in, doing such a thing in London would make people extremely
angry. It is common for South Africans to ask personal questions of their
counterparts shortly after being introduced, while a British colleague may
perceive this as impolite and inappropriate. Latin Americans' need for personal
space is much less than that of their British colleagues.

Global companies should never underestimate the effect that culture can
have on international assignments. Cultural awareness is much more than simply
knowing about a country's history and geography. It is about understanding how

and why cultures work differently.
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It is also important to understand your own cultural make-up in order to
work more effectively, maximize teamwork and strengthen global competence.

The Standard Bank group operates in 38 different countries, and its London
office alone has 56 nationalities. This wide range of nationalities needs to
communicate effectively in order to work as one team. The bank recognised that
in order to harmonise working practices within its culturally diverse office, it
needed to provide foreign workers with a meaningful understanding of British
business culture and communication styles. It also needed to offer practical
support which allowed employees to cope with the challenges of living and
working in an unfamiliar environment; their reactions to day-to-day issues such
as the weather, public transport and social etiquette are often the most visible
manifestations of culture shock.

Standard Bank has engaged Communicaid, a European culture and
communication skills consultancy, to design a tailored training solution which
introduces delegates to some of the key cultural differences that they are likely to
face in the UK.

Answer the questions.
1 What things are people from different countries in an organisation:
a) likely to have in common

b) likely not to have in common?

2 What is 'cultural awareness'?
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Card 5

Read the article.

Women at Work

When Nguyen Thu Hang was a child, her mother was a housewife i n a
small village whose women residents had no say in decision making, either at
home or in the community. Now a mother herself, Hang not only shares her
husband's burden of earning money for the family and bringing up children, but
also has a career and social ambitions.

'Women are much happier than before. They have a good education and
careers of their own,' says the 39-year-old who lives and works in Hanoi. 'And, of
course, they are more respected in the family and society.' Hang, who carries a
sleek laptop in her hand, gets out of an elegant black Mercedes and enters a
building where she works as the General Director of Viet Hoang Trade and
Invesunent Company, which specialises in construction and real estate.

Like Hang, many other Vietnamese women also pursue careers these days
and have stonned the corporate boardroom to affirm, their increasingly important
roles.

Whether in remote farms or in companies, they have become much more
self-confident and are discovering their worth and fulfilling their potential.

Women account for nearly 52 per cent of the workforce in the service
sector, 50 per cent in the agricultural and fisheries sector and 37 per cent in
industry and construction. Almost a quarter of all companies are run by women,
many of whom are also the driving forces behind them. As for their status in the

family. Hang says that women's position has improved remarkably. "We jointly
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decide important issues in our life, such as work or education for our children. My
husband always respects my opinions.'

The greater role of women is attributed to the effective policies of
promoting them. The state and party are interested in women's advancement. The
NA, the national legislature, has approved Law the on Gender Equality and the
Anti-Domestic Violence Law.

The government has national programmes for vocational training and
preventing trafficking of women and children.

Women's own efforts to acquire knowledge and education have, of course,
been a major factor in their advancement. They make up over 40.2 per cent of all
university graduates, including nearly 9.8 per cent of Ph Ds and 30.5 per cent of
Master's degree recipients.

But women still face a number of difficulties, including poverty,
underemployment, domestic violence, prostitution and gender inequality. "I think
the best way to help women overcome these challenges is to help them study and
lead an active lifestyle,” says Hang, whose entry into the boardroom began after

she obtained a Master's degree in Britain at the age of 27.

Write if the statements are true (T) or false (F), according to the article. If
the statements are false, write the correct answer.

1 The position of women in Vietnam has improved.

2 Women make up less than half of the workforce in the service, agricultural,
fisheries, industry and construction sectors.

3 Nearly 25% of Vietnamese companies are run by women.

4 More than a third of all university graduates and holders of Master's degrees
are women.

5 Nguyen Thu Hang lets her husband make important decisions.

6 Nguyen Thu Hang's position with regard to decision-making is different to

that of her mother.
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Card 6

Read the article.

Article 1
by Xin Zhiming

‘The us should focus on improving its overall economic competitiveness
instead of seeking protectionism to combat its economic slowdown,' said the latest
2008 White Paper: American Business in China.

And it should not argue for a stronger currency to reduce its trade deficit
with China, since the value of the yuan is not the fundamental cause of the deficit,’
said the White Paper, which was released by the American Chamber of Commerce
(AmCham) China, AmCham Shanghai and AmCham South China Tuesday.

The US economy is currently slowing, while its trade deficit with Chin<I
remains high, standing at $ 1 63.3 billion last year. The deficit has led to
protectionism against Chinese goods and investment i n the US.

The two countries should make 'defending and preserving the openness of
the trade relationship a core commitment' , the White Paper said. ' Instances of co-
operation between China and US far exceed instances of dispute.

'‘An open US and an open China will lead to sustained benefits for both US
companies and citizens back home,' said Harley Seyedin, Chairman of AmCham
South China.’

from China Daily
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Article 2
by Andrea Hopkins

The US trade deficit with China cost 2.3 million American jobs over six
years, the Economic Policy Institute said on Wednesday.

Even when they found new jobs, workers who had lost jobs to Chinese
competition saw their earnings decrease by an average of S8, 146 each year
because the new jobs paid less, according to the report, funded in part by labor
unions.

"(We hope) it will help to focus the debate on trade to where it needs to be
right now with respect to China," said Scott Paul, Executive Director of the
Alliance for American Manufacturing.

US manufacturers, labor unions, and many lawmakers have long accused
China of manipulating its currency to give Chinese companies an unfair advantage
in international trade, and are pressing China to continue to allow the yuan to rise
against the U S dollar.

China has said the United States should recognize how much its yuan
currency has already risen against the dollar-it is about 20 per cent higher since
China revalued its currency in July 2005.

China has also said the fact that Americans save much less of their incomes
than the Chinese do has increased the trade deficit. Chinese-made goods have
been extremely popular in recent years with US consumers looking for low prices.

from Reuters

Write if the statements are true (T) or false (F), according to the article. If

the statements are false, write the correct answer.
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Article 1

1 The US should concentrate on being more competitive economically,

2 The US should be protectionist.

3 The US should argue for a stronger Chinese currency in order to reduce the
US's trade deficit with China.

4 The US and China should focus on the openness of their trading relationship.

Article 2

5 The US should recognise how much the Chinese currency has already risen
against the doliar.

6 US labour unions say China has manipulated its currency to give Chinese
companies

an unfair advantage in international trade.

7 The Chinese save less of their income than Americans.
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Card 7

Read the article.

Doing Business Internationally

Part 1

Tim Collins goes to Saudi Arabia

Tim Collins, Sales Manager, travelled to Riyadh to present his company's
TV sets to Karim Aljabri, president of a retail group.

The meeting, arranged for Monday, was postponed two days later. When
Collins finally met Al-jabri, he was surprised that several other Saudi visitors
attended the meeting. He turned down Al-jabri's offer of coffee, and when asked
about his impressions of Riyadh, said that he had been too busy dealing with
paperwork to see the sights.

During the meeting, Al-jabri often interrupted the conversation to take
telephone calls. Collins wanted to get down to business, but Al-jabri seemed to
prefer to talk about English football teams. When Collins admired a painting on
the office wall, Al-jabri insisted on giving it to him as a gift. Collins was very
embarrassed.

Two days later, Collins presented his company's new products. A large
number of staff attended and asked technical questions which Collins couldn't
answer. The following day, Collins asked Al-jabri if he wanted to place an order
for the TV sets. 'If God pleases: was the answer. Collins thought that meant
'Yes'.

Collins did not secure the contract. When he e-mailed Al-jabri a month

later, he was informed that Mr Al-jabri was away on business.
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Part 2

Carson Martin visits Japan

Carson Martin, Managing Director of a Canadian golf equipment
company, travelled to Osaka to meet VVasuo Matsumoto, General Manager of a
sports goods business.

Martin arrived punctually for his meeting with Matsumoto. He hoped it
would be with Matsumoto alone, but some of Matsumoto's colleagues were also
present. After introductions, they exchanged business cards. When Martin
received Matsumoto's card, he put it away in his wallet. However, Matsumoto
examined Martin's card closely for some time.

After a short discussion, Martin said, "Well, are you willing to be an
exclusive agent for us or not?' Matsumoto looked embarrassed, then he said, "It
will be under consideration.' Martin was not clear what Matsumoto meant.
Matsumoto went on to say that he had to consult many colleagues in other
departments before they could make a decision.

After the meeting, Matsumoto invited Martin to join him for dinner.
Matsumoto complimented Martin on his ability to use chopsticks. Later, Martin
gave Matsumoto two gifts: a guide book for Ontario, Canada, wrapped in red
paper, and a bunch of beautiful white water lilies for his wife. 'l hope they
appreciate my gifts: he thought.

He did not hear from Matsumoto for some while. However, six months
later, he received an e-mail from Matsumoto: 'Please return to Osaka as soon as

possible. We would like to meet you to discuss the agency agreement.’

Answer the questions.

1 Why was Martin disappointed when:

a) he first entered Matsumoto's office?
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b) Matsumoto said, ‘It will be under consideration'?

2 What mistakes did Martin make when he:
a) exchanged business cards?
b) asked the question about an exclusive contract?

) gave Matsumoto's wife white water lilies?
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Card 8

Read the article.

The Ethics of Resume Writing. It's never OK
to lie on a resume. But what about stretching the truth?

by Clinton D. Korver

How much can you "dress up " your resume to make yourself as strong a
candidate as possible without crossing the ethical line of deception? Consider a
few conflicting thoughts:

* Over 50% of people lie on their resume.

* A Monster.com blog about the dangers of lying on your resume elicited
60 comments from job seekers recommending lying and only 46 discouraging it.
Recommenders justified lying by claiming, everyone else is doing it, companies
lie about job requirement, and it's hard to get a good job.

* Executives caught lying on their resumes often lose their jobs.

| f you are reading this blog, you probably are not tempted by dishonesty.
But what about the following:

* Claiming a degree that was not earned because you did most of the work
and were only a few credits short.

* Creating a more impressive job title because you were already doing all
of the work of that position.

» Claiming a team's contributions as your own, because other members did

not carry their weight.
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* Inflating t h e number of people or range of functions for which you had
direct responsibility because you really did have a great deal of influence over
them.

These are called rationalizations-constructing a justification for a decision
you suspect is really wrong. You create a story that sounds believable but
doesn't pass close examination. You begin to fool yourself. You develop habits
of distorted thinking.

So where is the line? You need to decide that for yourself. Here are some
tests to keep your thinking clear:

* Other-shoe test: How would you feel if the shoe were on the other foot
and you were the hiring manager looking at this resume? What assumptions
would you draw and would they be ccurate?

» Front-page test: Would you think the same way if the accomplishment in
question were reported on the front page of the Wall Street Journal? Or your

prior employer's internal newsletter?

But wait, you say. My resume doesn't quite pass these tests, but there is
something real underneath my claims, and | do not want to sell myself short.

When in doubt, ask an old boss. While asking an old boss may be
difficult, it has many benefits. Precisely because it is difficult, it forces you to
think clearly and sometimes creatively. Asking also checks the accuracy of your
claims, trains your old boss in how to represent you during reference checks,
and sometimes your old boss may give you better ways to represent yourself.

from Business Week

Answer the questions.

1 What reasons are given for not being totally honest on your CV?

2 What can happen to senior managers who lie o n their CVs?
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3 Which of the four rationalisations do you think is the most serious? Why?
4 What happens to you when you start using rationalisations?

5 What are the advantages of asking an old boss?
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Card 9

Read the article.

by Alison Maitland

Nissan Motor's sales execlitives in Japan used to take cars to customers'
homes for viewing, often late in the evening. Now the showrooms and
salespeople operate more regular working hours.

The change of approach might sound like a decline in personal service. In
fact, it is signed to be the opposite. Cars are no longer just ‘boys' toys', even in
conservative Japan. Nissan's research shows that women make a third of car
purchases, and women and men jointly make another third. Female customers
overwhelmingly would like there to be more women in the sales teams, but the
late hours made the job unappealing to women in a country where there is still
often a stark choice between work and family.

These findings prompted Carlos Ghosn, Chief Executive of Nissan and
Renault, to adopt a strategy to hire and promote more women into the leadership
ranks.

Since 2004, Nissan's 'Women in the Driver's Seat' initiative has more than
doubled recruitment of female engineering graduates to 17 per cent this year and
recruitment of female salespeople has jumped from 15 per celli to 34 per cenl.

The number of women managers at Nissan, while still tiny, has risen from
2 per cent to 5 per cenl. 'In an ideal situation, we should mirror the market we
serve - 50 per cent - but there is a long way to go," says Miyuki Takahashi,
General Manager of the Diversity Development Office that runs the initiative to

woo female employees and customers.
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At a conference organised by Catalyst, which researches and campaigns
for the advancement of women in business. Nissan was one of this year's two
award winners, not least for having hit its initial target of women making lip 5
per cent of its managers in an industry in which the average is just 0.6 per cent.

Nissan says that getting more women engineers into the company, in
which 80 per cent of employees are engineers, is important to its success. 'Males
are attracted by big pictures of cars and specifications about performance, says
Ms Takahashi, who was previously Marketing Director in Japan. 'We found
most mothers were attracted by pictures of a family having a great time with the
car.’

To prioritise female customers, three years ago Nissan launched the
Serena people carrier, which was designed by and for women. Last year, it won
the top-selling spot in Japan. Ms Takahashi says, 'l am convinced that this hit is
closely related to women's advancement in Nissan in terms of marketing and

sales.

Write if the statements are true (T) or false (F), according to the article. If

the statements are false, write the correct answer.

1. Men on their own make a third of car purchases in Japan.

2. Women prefer to buy cars from women.

3. Since 2004, Nissan has more than doubled recruitment of female
engineering graduates and saleswomen.

4. The number of female managers at Nissan has increased to 50%.

5. Women make up 5% of managers in the Japanese car industry.

6. Nowadays, men and women are attracted by pictures of families enjoying

themselves in a car.
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