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Cxsaneno na 3acioanni Haguanbrno-memoouunoi paou
Hasuanvbrno-memoouunozo yenmpy npogecitino-mexniunoi oceimu

v Jlyeancoxiti oonacmi (npomoxkon Ne 4 6io 26 epyons 2018 poxy)

Yxkaanau: Ilinropua B. M. — roiosa 0651acHOT METOAUYHOT CEKIIil BUKIaAa41B
1HO3eMHO1 MOBH, BUKJIaJa4 aHIIIHCHKOI MOBH, creriamict [ kBamidikamiiaol
kareropii CeBEPOIOHEIIHKOTO BUIIIOTO MPO(dECIitHOTO yUHIIHIIA

[TociOHuk «/lutoBa aHmIIicbka MOBa» MPU3HAYEHHWM M7 Y4YHIB 3aKJIaJIB
npodeciiinoi (mpodeciiiHO-TEXHIYHOT) OCBITH, JIe 32 MPOrPaMoI0 MepeadavacThCs
Kypc AUIOBOI aHMiichbkoi MOBU. HaBuanbHUIl MaTepian Moxke OyTH BUKOPUCTAHUM
JUT CaMOCTIMHOT poOOTH 3 METOIO MOMIMIIEHHS PIBHS A1710BOT aHIIIIHCHKO].

l'omoBHUM TIPUHITUIIOM TMOCIOHMKA € HOro MOBHA CIIPSMOBaHICTh. BiH Mae Ha
METI BIOCKOHAJIEHHS KOMIETEHII MPAaKTUYHOTO BOJOIIHHA I1IJIOBOIO aHIIIIMCHKOIO
MOBOIO.

3aBIaHHs PO3pOOJIEHO HAa OCHOBI THIOBHUX CUTyallH, 3 SKUMH CTUKAIOTHCS
IrpOMaJsiHU YKpaiHU MpHU CHUIKYBaHHI 3 1HO3EMISIMU, [TEpeOyBatOUYH 3a KOPAOHOM.
Bxitoueno 3pa3ku gianoriB, SKi MOXKYTb BECTHCH Y TTOIIOHMX CHUTYaIlisAX, TIJTOBUX
Oecij] 3 aHIJIOMOBHUMHU PEICTaBHUKAMU.

[TociOHMK MOOymOBaHM 32 TIPUHIIUIIOM TEM-MOMYJIIB 1 Ma€ YiTKy CTPYKTYpY.
KoxxeHn Momynb CKIaga€eThes 31 CIMUCKY HEOOXITHOTO JIEKCHYHOTO MIHIMYMY, SIKHUH
CIpUSIE ONPALIOBAHHIO OCHOBHOI'O TEKCTY, MIKPOAI1AJIOT1B 32 TEMOIO, TPEHYBAJIbHHUX
1 TBOPYMX BIPAaB, CIPSIMOBAHUX HA 3aCBOEHHSI JIEKCUKH, IOBTOPEHHS IPAMaTUYHUX
SBUIL, MPUTAMAHHUX AHDIINCHKIM MOBI, 13 KOPOTKUM TEOPETUYHHM OJIOKOM 1

JICKCUKO-TpaMaTUYHUMHU BIIpaBaAMMU.



BCTVII

VY mepion robamizaiii Ta OypXJIMBOTO PO3BUTKY KOMEPIIMHUX CTOCYHKIB 13
MPEICTaBHUKAMHU JIIJIOBUX Ta MPOo(eciiHuX Kii 3apyOiKHHX KpaiH MOCHITIOETHCS
HEOOXITHICTh BHMBYATH JUIOBY AaHDIIMCBKY MOBY SIK MOBY MIDKHApOJHOTO
O13HEC-CIIJIKYBaHHS 3 OpPIEHTALIEI0 Ha ii MPAKTUYHE BUKOPUCTAHHA 3 METOIO
PO3BUTKY 30BHIIIHBOCKOHOMIYHHMX 3B'SI3KIB CIIELIANICTIB PI3HOMaHITHUX IpOdeciii.

VY cyyacHOMy CBITI O€3NpeLeNeHTHY Ba)XIMBICTh MAa€ BUBYECHHS JLIOBOI
AHIIIACHKOI, sSIKa CIpPHUS€ BCTAHOBJICHHIO CIEIaTiCTaMU HEOOXITHUX IJIOBUX
KOHTAKTIB 13 3aKOpJIOHHUMH Kojeramu. A 3700yBadi OCBITH, SIKI BOJIOAIIOTH
JIJIOBOIO aHIMIIIMCHKOIO HAa BUCOKOMY piBHI, 3/1aTHI B MallOyTHbOMY IOOYIyBaTH
Kap'epy ¥ e(peKTHUBHO 31HCHIOBATH CITIBPOOITHUIITBO 13 1HO3EMHUMH KOMIIAHISIMHU.

[TocriitHi ATIOBI KOHTAKTH 13 3apyOlKHUMM TapTHEpaMHU BHMAararoTh
BOJIOIHHS JIOCUTh BEJIUKHUM 3alacoM JUIOBOT JIEKCUKH JJiIsi  MPOBEICHHS
MIePEroBOPIB, YMIHHS KOPEKTHO TPaMAaTUYHO 1 JICKCUYHO CKJIQJIaTH J1JIOB1 JIUCTH Ta
KOPECIIOHICHITI0, aJICKBAaTHOTO PO3yMIHHS KOHTEKCTY KOHTPAKTIB Ta 1HINO1 A1JIOBOT
JOKYMEHTAIII1, a TAKOX YMIHHSI BUCTYIIATH B POJIi IepeKiiagada.

Po3noBcromkeHHa aHMIIACPKOI MOBH B CY4YaCHOMY CYIUIBCTBI NPHUIHSIO
mio0anpHUi po3Max. buIbIl HDK Ui MIBTOpa MUIbSIpAA JIIOAEH aHMIINMChKa €
MOBOIO OQiUIiHOrO criakyBaHHsA. Maibke 90% yciei 1Hdopmanii B IHTepHeTi
NepelaeThCsd  aHMIMChKOW. Y  HaWOmmk4oMy  MailOyTHbOMY — aHINIMCbKa
IPOJAOBKUTh CBOE TOMIMPEHHS, TOMY IO I[LOMY CIPHUSIOTH TaKi YHHHHWKH, 5K
BUKOPUCTAHHS aHDIIMCHKOI B HAYIll Ta HAYKOBO-TIpodeciitHii JiTepaTypi, a TAKOX Y
PO3BUTKY TEXHOJIOT1H 1 KOMepIlii, TOOTO y TpodeCiiiHOMY HAMPSMKY.

Takok HaBUYKK BUILHOTO BOJIOMIHHS J1JIOBOIO AHIIIIMCHKOIO JOMOMOXYTh
JIOMOTTHCSI HOBOTO PIBHSI Y BEACHHI CHpaB, y Kpamomy 3100yTTi mpodecii, Ta,
0€3yMOBHO, y PO3BUTKY BiacHOro Oi3Hecy. TakuM 4YMHOM, 3aCBOEHHS JIJTOBOT
AHTITIIICHKOT MOBHU 3MIIHIOE TUIAT()OPMY IJI BCTAHOBJICHHS! MIXKHAPOJIHUX 3B'SI3KIB,
10 € BEJTMKUM KPOKOM Ha NUISIXY J0 YCIIXy, TOCATHEHHS mpodeciitHol MeTH, 1 Jae
MOKJIUBICTh CTaTH JIOCBIIUYEHHUM, KOHKYPEHTOCHPOMOXXHUM CIICIIaJliCTOM Ta
OUIBLI PO3BUHEHOK OCOOUCTICTIO.
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UNIT1

BUSINESS CORRESPONDENCE

Topical words: 3arojIOBOK

heading HEIOpPEYHU

irrelevant MICTUTH (B cOO1) .

to include YepHeTKa

draft HEOOX1THUI, 000B'I3KOBUH
essential KOPOTKUH, CTUCIIANA
concise BBIWINMBUH, YEMHHI
courteous JPYKOBaHMM OJ1aHK (YCTaHOBH)
letterhead azpecar

addressee HU3Ka, PAT

range BKJIQIaTH (B MAKeET)

to enclose MPUKJIAJAaTH J0 JTUCTA
up-to-date Cy4YacHHM

p,p- 3a TIOPYYCHHIM

enc. BKJIaJIKA, TOJATOK
advertisement OTrOJIOILIEHHS, peKjiaMa
to cancel aHYJIIOBATH, CKaCyBaTH
quality SIKICTh

commodity TOBap

on the average y CepeTHbOMY

to reduce 3MEHIITYBaTH, 3HIKYBaTH
concession TIOCTYIIKa

letter of intent JUCT-3a00B's13aHHS
execution BUKOHAHHS

exclusive right

BUKJIFOYHE MIPABO

Read and discuss the text.
"Golden Rules'" for writing business letters
1. Give your letter a heading if it helps the reader to see at a glance what
you are writing about.
2. Decide what you are going to say before you start to write".
Use short sentences.
Put each separate idea in a separate paragraph.
Use short words that everyone can understand.
Think about your reader.

ARSIl

Your reader ...
... must be able to see exactly what you mean: your letters should be



CLEAR,

... must be given all necessary information: your letters should be
COMPLETE,

... 1s a busy person with no time to waste: your letters should be
CONCISE,

... must be addressed to in a polite tone: your letters should be
COURTEOUS;

... may get a bad impression if there are mistakes in grammar:

your letters should be
CORRECT.

Seven steps in planning a business letter

1. Write down your aim: Why are you writing this letter?

2. Assemble all the relevant information and documents.

3. Arrange the points in order of importance. Make rough notes.
4. Write an outline and check it through, considering these ques-
tions:

— Have you left any important points out?

— Can the order of presentation be made clear?

- Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.
6. Revise your first draft by considering these questions:
Information:

— Does it cover all the essential points?

- Is it correct, relevant and complete? .

English:

- Are the grammar, spelling and punctuation correct?

Style:

- Does it look attractive?

- Does it sound natural and sincere?

- Is it the kind of letter you would like to receive yourself?

- Is it clear, concise and courteous?

- Will it give the right impression?

Write, type or dictate your final version.

NOTES ON LETTER WRITING

Structure of the letter:

1. Sender's address / Date. 2. Inside address (receiver's address).
3. Attention line. 4. Salutation.

5. Body of the letter. 6. Complimentary close.




7. Signature.

1. |GIMBEL& CO Ltd
21 High Street, Blackheath,
London SE3B 5SHY

The address of the firm sending the
letter (the letterhead) is often printed
on the paper

Dear Mr Lawson,

Tel: 01-564-8843 The date
7" May 2002
2. [M.Lawson Esq, Manager, The name, position, firm
Filbury & Johns, and address of the addressee
20 Shaftsbury Avenue,
London W1A 4WW
Ourref£ DM/SK The reference (the initials of the

person writing the letter and the
person who types it)

Thank you for your letter of 4™
4. |May enquiring about our range
of office equipment.

The first paragraph says why
you are writing

5. |l enclose an up-to-date price list
and our latest catalogue which I
hope includes something of in-
terest to you. You will notice that
we offer very favourable terms

The second paragraph says what
you want or what you are doing
(the real reason for writing the let-
ter)

of payment.
6. |I look forward to hearing from The final paragraph is a polite
you again. ending

7. |Yours sincerely

You write 'Yours sincerely", if you
know the name of the addressee and
'"Yours faithfully" if vou don't

The signature

8. ]S);l\élsdl\l/}elllr)l;ezg},]er The person writing the letter
His position in the firm

9. |Enc Here the enclosures are the
catalogue and price list
[IlanoBHa maHi

Opening Phrases [ITanoBHU#M 7100pOAiI0

* Dear Madam [ITanoBHu# nane Mandopx

* Dear Sir [1lanoBHI MaHOBE

* Dear Mister Malforn Mu orpumanu Baroro

e Dear Sirs JIUCTA BIJ ...

* We have received your letter of ...
* We thank you for your letter of ...

* We have the pleasure to inform you
* In reply to your letter of

JIsikyemo 3a JIUCT Bif . . .
Mu pani moBimomutu Bac
V BiAMOBIIb HA BaIll JUCT
BIZ ...

IToBimomisieMo Bac




* To inform you

» We apologize for the delay in
answering your letter

Linking Phrases

* There is no doubt that

« It is necessary to note

» We'd like to draw your attention
to the fact ...

* Considering the above said

* In this connection [

* In connection with your request
* Otherwise we shall have

« As regards your request

[Ipocumo nmpobayeHHs 3a
3aTPUMKY 3 BIITOBIITIO HA
BaIll JIUCT

besnepeuno

HeoOx11H0 Bia3HAUYNTH, 1110
3BepTaEMo Bally yBary

Ha TOW (paxT, 1o . . .
bepyunu 1o yBaru ckasane
VY ubomy 3B's13Ky

V 3B's13Ky 3 Baum
IPOXaHHIM ,

VY npoTuBHOMY pasi MU
OyzeMo 3MyIIeHi

* Up till now we have received no reply [l{lono Bamoro nmpoxanss

* In case of delay

* In case of your refusal

* In case you fail to make payments
Closing Phrases

* We are looking forward to
receiving your

consent / approval / confirmation

* Your prompt execution of our

- order would be appreciated

* We wish to maintain cooperation
with you

* Your early reply will be appreciated
* We are looking forward to hearing
from you

* [f we can be of any assistance,
please do not hesitate to

contact.us

* Yours faithfully

* Yours sincerely

Read and discuss the letter.
D. Clark,

Sales Manager,

Priston & Co Ltd,

28 Kolas Court,

North Middletown, NJ
07734 USA

JloTenep M1 HE OTPUMAIIH
BIJIITOBI1

VY BUnNaaKy 3aTpUMKH

VY BumaaKy Bamioi BiIMOBH
VY BUIIaJIKy HECIUIATH
Yekaemo Bamoi 3rogu /
CXBaJICHHS / M1 ATBEPKEHHS
Bynemo Bam BisiuHI 32
IIIBUJIKE BUKOHAHHS HAIIIOTO
3aMOBJICHHS

CriomiBaemMocs MiATPUMYBaTH
CHiBpOOITHHUIITBO

Bynemo Bam BisiuHi 3a
IIBUJIKY BIATOBIIb
CrnioniBaemMocsi OTpUMaTH
B11 Bac BiamoBiab
HaNWOJIMKIUM 4aCoOM
[Ipocumo 3Beprarucs no
HAac, SIKIIO BU MOTpedyeTe
JIOTIOMOTH

3 moBaroxo

3 1IoBaroo



5™ March

2001

Our ref: MP/NK

Dear Mr. Clark,

Thank you for your offer of 3d March.

We are favourably impressed by the quality of your commodity,
but feel that the price is rather high. The prices quoted by other
suppliers are, on the average, 10% lower. However, in view of the
high quality of your commodity, we are ready to make a deal with
you if you re-examine your prices.

If you reduce your price by 5% we will place an order for some
10.000 items. We trust that in view of the size of the order you will
see your way of making this concession.

Your early reply will be appreciated.

Yours sincerely,

Mike Parson

Sales Manager

Ex. 1. Answer the questions.

1. Who is sending the letter?

Who is receiving it?

What is the opening phrase?

The company is ready to purchase the commodity, isn't it?
What is its requirement?

What quantity is it ready to buy?

Do you think it is worth to make this concession?

What is the closing phrase?

i A il

Ex.2. Translate into English.

1. Mu orpumanu Bamioro nucta Bin 13 Bepecus 2002.

2. JIskyeMo 3a IMCcT-3a00B'13aHHs Big 1 Oepes3Hsi.

3. S Hajcunaro BaM LIEW JIUCT 3 TPOXAaHHIM HaJIiCclIaTH KaTajaor
BalIOi MPOJYKLII.

4. Mu roToBi CHiBIPaIIOBATH 3 BAMH.

5. Mu xoueMo 3aKyIuTH TaKy TPOAYKIIiIO.

6. Kommanisi Ma€ BUKITIOYHE MPABO HA BUTOTOBJIEHHS LIUX TOBAPIB.

GRAMMAR

MODAL VERB "MAY'

We use may to show permission.

You may smoke here.

(You are permitted to smoke here)

We also use may to indicate possible future action.



He may come tomorrow.
(It is possible that he will come tomorrow)

Ex.1. Change the following sentences so as to introduce "may"".
It is possible that Mr. Jones will help us with the work.
Perhaps he will lend us some money.

It is possible that the manager will write the first draft.
Perhaps they will enclose an up-to-date price list.

Perhaps the manager will answer the letter himself.

It is possible that the prospective customer will enquire about
the range of office equipment.

7. Perhaps we will receive the answer tomorrow.

S N

EXx.2. Ask permission to do the following.
MODEL: to use the typewriter
May I use the typewriter?
Yes, you may. (Yes, certainly).
to take a day-off tomorrow;
to come a bit later;
to smoke now;
to look through the documents;
to read the first draft;
to type the letter;
to use the telephone.

NO LR W

MODAL VERB "CAN"
We use can to express physical or mental ability, possibility, polite
request.

Ex.1. Translate into Ukrainian:

1. A heading can help a reader to see at a glance what you are
writing about.

Can you decide what you are going to write about?

One can use short sentences.

We could not assemble all the relevant information.

Could you give us all the necessary information?

He could not revise your first draft. He had no time for it.
She can type the letter herself.

Nk

EXx.2. Answer the questions using "can’'.
1. Can you type?

2. Can you read and write English?

3. Could you speak English well last year?
4. Could you lend me some money?

10



5. Can you write this letter yourself?
6. Why couldn't you assemble all the necessary information?
7. Can you write the first draft yourself?

MODAL VERBS "MUST", "HAVE TO"

We use must or have to to express necessity.or strong obligation.
The sales manager must work tonight.

The sales manager has to work tonight.

Ex.1. Translate into Ukrainian:

You must send the letter by airmail.

He must give us all the necessary information.
The reader must know exactly what you mean.
We have to think about our reader.

She has to assemble all the documents.
Information must cover all the essential points.
We have to consider these questions.

They have to make rough notes.

Your letters must be courteous.
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Topical words:

UNIT2

ELECTRONIC CORRESPONDENCE

facsimile dakcimine

design TJ1aH, MPOEKT

means 3acio . /. £
socket THI3110, 11a3

charge IiHa

to measure MIpSTH

to vary MIHATH(CS), 3MIHIOBATH(Cs1)

evidence JIOKa3, CBIIUCHHS

to transfer
chain store
to circulate

nepenaBaTu
OJTHOTHUITHI MarasuHu OfHi€l GhipMu
MOIIMPIOBATH, TIepeaaBaTH

receiver OJIepKyBay

memo nam'aTHa 3amnucKa

branch BIJUTUICHHS, (piTist -

damaged MOIITKOJKEHU '
consignment BaHTaX, NapTis TOBapiB u\’é
supplier MoCTa4aIbHUK -4
urgent TEPMIHOBHI

to replace 3aMIHSTH —

delivery JIOCTaBKa, IOCTaBKa

airfreight BaHTaX

item KOYXHUN OKpeMUuil npeaMeT (y CIUCKY)

Text 1.

Read and discuss the text.

FAX

The word "fax" comes from the word "facsimile". A fax machine will send a
duplicate of the message, document, design or photo that is fed into it. Faxing is a
means of telecommunication that has developed very quickly over the past few
years. There are various models of fax ma-chine which connect to a telephone
socket and which work on a system similar to the telephone system.

Charges are measured in telephone units and therefore vary according to the time
of day and where the fax is being sent. The advantages of fax include instant
reception of documents and documentary evidence of what has been transferred. A
document can be relayed from one source to hundreds of other receivers, for

12



example, if the head office of a chain store wants to circulate a memo or report to
its branches.

Read and discuss the following faxes.

1. This fax is from Lynk & Co, who received a damaged consignment
and were told by their supplier, Mr Causio, to return it.

P. Lynk & Co. Ltd

(Head office), Nesson House, Newell Street, Birmingham B3 3EL.
Telephone: 021-327 5385 Cables: MENFINCH Birmingham Telex:
556241

Fax transmission

Message for: D Causio From: K. Pane
Address: Satex S.p.A.. Via di Pietra Papa, Date: 24 January 20
00167

Fax number: (06) 394 8629

Dear Mr. Causio,

This is an urgent request for a consignment to replace the damaged
delivery which we received, and about which you have already been
informed.

Please airfreight the following items:

Cat.no. Quantity
PN40 ' 60
AG20 75
L28 100

The damaged consignment will be returned to you on receipt of the
replacement.

Yours sincerely, ;

KPane

Chief Buyer

2. This fax is an example of an informal message from a sales repre-
sentative, who needs something to be done urgently by his Head Of-
fice. Notice that the fax is kept brief and clear.

MANSON OFFICE SUPPLIER LIMITED

Canal Street, Manchester M12 4KQ

Fax transmission

From: Nick Manson To: Sue Bresson

Can you send send some more samples and about twenty more catalogues? Please
send them Datapost, then I'll definitely get them tomorrow.

Also, just to let you know I'll be in Norwich on Thursday 18" and
Friday 19", and back at the office on the Monday.

Thanks, and see you next week.

Ex.1. Complete the dialogue.
A: Where does the word "fax" come from?

13



B Leeeeee e
A: What can a fax machine do?

B e ————————a e e e e e
A: When did this means of communication

develop?D:.ccc i

A: How does it function?

A: And how are charges measured?
B eeedeeen
A: What are the advantages of fax?

Ex.2. Write two faxes: one - formal, the other - informal.

Text 2.
Read and discuss the text.

TELEX
Telegrams and cables can be sent at any time and from any post
office. This means of communication is available for twenty hours a
day, but between sending a message and its arrival there can be short
delay. Telex is as direct as using the phone.
The telex 1s a machine like a typewriter but the difference is that
it has a dial on its casting. You can send messages by dialing the
receiver's number or by asking the operator at the exchange to con-
nect you. An answerback code will appear on the teleprinter indicat-
ing that the sender is through as soon as the operator has dialed the
code. The message is typed and will appear on the receiver's machine.
Besides the advantages of sending a cable, telex is available right
in the office, you needn't go to the post office. It offers a direct line with
immediate reply.
Layout of telexes
Answerback - 154738 RG VS L
CONSIGNMENT LD 1846 ONLY
ACCEPTABLE 12 O/0O TRADE DISK
Message - NOT THE 37 0/0 OFFERED
PLEASE CONFIRM
Sender's name -  Dan Rolling
Telecommunicators have developed their own language. It is very
similar to English but it has its own vocabulary and its own gram-
mar. A sentence like "The meeting has been arranged for the 9" Oc-
tober" becomes "MEETING ARRANGED TO OCTOBER".
Telex charges depend on the time it takes to send the message
(like telephoning, but cheaper), so telex operators have developed their
own abbreviations.

14



Abbreviations in telexes:

ABS — absent subscriber,

office closed

ASAP - as soon as possible

BK- 1 cut off

CFM — please confirm / 1 confirm
CRV — Do you receive well?

D ER - out of order

DF — you are in communication with
the called subscriber

EEE - error

FIN - 1 have finished my message(s)
GA — you may transmit / May 1.
transmit?

INF — subscriber temporarily
unobtainable, call the information
(Enquiry) Service

MNS - minutes

MOM - wait / waiting

NCH — subscriber's number has
been changed

OCC - subscriber 1s engaged

OK - agreed / do you agree?

P* (or Figure 0) - stop your
transmission

PPR- paper

R - received

Rap - 1 shall call you back

RPT- repeat

SVP- please

TAX - What is the charge? /

The charge is ...

TEST MSG - please send a test
message

U -you

W — words

WRU - Who is there?

XXXXX- error

aOOHEHT BiJICYyTHiH, odic
3aYUHEHUN

110 MOKJIMBOCTI CKOpIIIIe

s BIIKJIFOYAOCh
NiATBEPAITh, Oy/lb Jacka
Bu nobpe npuiimaere?
31IICOBaHUM

Bac 3'eqHanu 3 aboHEHTOM,
10 BUKJIMKABCSA

MOMMJIKA-

s 3aKIHYUB Tepeaavdy

Bu moxere nepenaBaru /
A moxy nepenaBatu?

3 a0OHEHTOM TUMYAacCOBO HEMAE
3B'SI3KY, I3BOHITH y TOBIAKOBE
oropo

XBUJTMHY

MOYEKaANTE

HOMEp aOOHEHTa 3MIHEHUM
aOOHEHT 3alHATHI

3roxen / Bu 3roaH1?

>

NPUIHUHITE TIEpeady
narip

IIPUKAHSATO

s BaM TIepeA3BOHIO
MIOBTOPITh

OyIb Jacka

SIxa BapTicTh? /

Bapricts . . .

Oyzb J1acka, 1aiTe npooHy
nepenagy

Bu

CclioBa

XT10 1e?

MTOMMJTKA

Ex.1. Write these sentences as if you are sending a telex.

. I'm arriving at 6 p.m.
. I'm staying in Kyiv for five days.

. Will you cancel order number 5874 immediately.

1
2
3. Could you please arrange a hotel for me from the 5" of April to 10"
4
5

. I will send you a letter of confirmation.

15



6. Your order number 9846 has not arrived yet.
7. Please send a test message as soon as possible.

Ex.2. Rewrite this telex as a short letter.

Tony Rendell (of Rendell Bros., 15, Newell Street, Birmingham B3
3EL) sent this telex to Max Stewart (of Winford & Co. Ltd, Preston
New Road, Blackpool FG 4 4UL):

ARRIVING 17.00 TUESDAY 215" BOOK HOTEL THREE NIGHTS
REGARDS RENDELL.

Text 3.
Read and discuss the text.

ELECTRONIC MAIL
(E-MAIL)
Electronic mailis a means of sending and receiving messages -
internally, nationally, or internationally.
Subscribers to e-mail need a terminal, such as personal computer, a

telephone line, and a modem, which is a device for converting signals to

text. Messages appear on the receiver's computer screen.

E-mail users can also have access to a mailbox, which they can call
from anywhere in the world and retrieve messages. They receive a
mailbox number and a password for confidentially. Messages can be
printed out and kept for reference.

In comparison with telex, e-mail is relatively low in cost, and does
not require a trained operator. It is also fast, relatively reliable, and
messages can be sent or picked up anywhere in the world, and stored
in the mailbox until they are retrieved.

This can be particularly advantageous for users who are com-
municating across international time zones.

Ex.1. Read and discuss the following e-mail.

Here is an example of one type of message, with the capitals repre-
senting data on the Visual Display Unit (VDU) and the ita- lies, the
messages.

Notice the codes which are the personal numbers of subscribers
(e.g. ABC 536), and the prefixes (e.g. 40): which is the number of that
computer system. Also the dot (.) before the word SEND (.SEND),
which is a command to the computer.

mail

SEND, READ OR SCAN: read

TO: British Shipping Lines 50: (ACL 678)

FROM: Grizzler Shipbrockers Ltd. 80: (HDR 321)

POSTED: 15-May-96 12..45

SUBJECT: Charter of the MV Orion
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MORE: .yes

Our clients, Wissarey Grain, are willing to accept the character of
the MV Orion at $30.45 per ton. Please confirm that the vessel
will be in Rotterdam ready for loading on 29 June '96.

ACTION REQUIRED: reply

TEXT:

Confirmation, the MV Orion will be in Rotterdam loading on 29
June '96, and the charter rate is $30.45 per ton.

SEND

FGH 246 - - SENT

ACTION REQUIRED: delete

END OF MAIL

Ex.2. Complete the dialogue.
A: What do subscribers to e-mail need?

A: What is modem?

A: Who is e-mail particularly advantageous for?
B e

Text 4.
Read and discuss the text.

INTERNET
The best way to think of the Internet, or Net as it is often called,
is a vast global network of networks connecting computers across the
world. At present, more than 33 million people use Internet and over
three million computers worldwide are linked in. They use the Net for
transferring data, playing games, socializing with other computer
users, and sending e-mail.
The Net was dreamt up in the late 1960s by the US Defense
Department's Advanced Research Projects Agency which decided that
it needed a means by which messages could be sent and received even
if phone lines were inoperative. In 1969, there was a network of just
four computers. By 1972 the number had risen to 40. About this time
the idea of electronic mailbox was born. By 1984 the Internet began to
develop into the form we know it today.
The Internet can be divided into five broad areas.



Electronic mail which is much faster than traditional mail. Any-
thing that can be digitized (converted into digital form) - pictures,
sound, video - can be sent, retrieved, and printed at the other end.
Information sites. This is perhaps the fastest growing area of the
Internet as more and more people put their own information pages on
line. Computers process vast amounts of information very fast, by
specifying a key word or phrase. The computer can then search around
the Net until it finds some matches. These information sites are usu-
ally stored on big computers that exist all over the world. The beauty
of the Net is that you can access all of them from your home, using
your own PC.

The World Wide Web, visually referred to as WWW or 3W, is a

vast network of information databases that feature text, sound, and
even video clips. On the WWW you can go on a tour of a museum or
exhibition, see thi latest images from outer space, go shopping, and
get travel informal ion on hotels and holidays.

Usenet is - a collection of newsgroups covering any topic. Each
newsgroup consists of messages and information posted by other us-
ers. There are more than 10,000 newsgroups and they are popular
with universities and businesses.

Telnet programs allow you to use your personal computer to ac-

cess a powerful mainframe computer.

Ex.1. Match verbs in A to the phrases in B

A B

1. to link in a. information from one computer file
2. to transfer b. to a global computer network

3. to retrieve c. to a magazine or a special interest
4. to access d. information from a database

5. to subscribe e. information in a database

Ex.2. Make the following sentences complete.

More than 33 million people use the Net for........c.cccevvevieeennne.
It was in the late 1960S When..........ccccoevieriiinieniiiceee
By 1984......cccoviiiies ettt e et et e e et e e et e bt e e e bt e e be e e bt e e sabeeenareas
Internet.......cc.oovuieiiiieiiieie e five broad areas.
Anything that can be digitized, can...........ccocceveeeeiiieeecieeeeiieene
One thing that computers do very well is..........cccceeeviveeeeciieeennee.
On WWW yOu Can......coeviviiieeeieiiieee e .

More than 10,000............euuememeiieieeeeeeeeeeeeeeeeeeeeeeeeeeeee

XN R W=
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PARTICIPLE 1
We form Participle I Active by adding "ing" to the stem of the verb
and Participle I Passive by "being + Participle I1" of the verb.

Active Passive
asking being asked
writing being written

Participle I may be an attributive or an adverbial modifier:
Asking - 3anuTy10uHii;
Being asked - xonu #ioro 3anutanmn

Ex. 1. Translate into Ukrainian.

1. When sending a fax one could correct errors at once.

2. Being relayed to hundreds of receivers, the document lost its

significance.

3. Being measured in telephone units, the charges are not always
exact.

. Head office to its branches.

Being damaged, the delivery must be returned to the supplier.
Enclosing catalogues or price list, one should write "encs" in the letter.
The firm, sending these goods, is rather prospective.

Clients buying this commodity are supplied with samples. *
Being kept brief and clear, the fix is an economical means of

communication.

© 0 N oL A

Ex.2. Translate into English using Participle 1.

1. Ieit 3acib KomMyHIKaIlii, IO JO3BOJISIE IPSIMUIA 3B'S30K 1
HETaliHy BIAMOBI/Ib, TyKe 3pYUHHI.

2. BianoBiaHM KOJ, SIKWI1 CBITYUTH, 110 BIMPABHUK 3'€THABCS,
3'SIBISIETHCS HA TEJICHPUHTEDI.

3. Abpesiarypa EEE, 110 o3Hauae «momMuikay, Bijoma BCIM, XTO
KOPUCTYETHCS TEIIEKCOM.

4. OnepaTopu TEJNEKCiB, MalO4H 111 adpeBlaTypH, 3a0IIAKYIOTh
gac nepeaaul.

5. Marouu Tenekc B odici, He Tpeda XOAUTH Ha TOIITY.

6. PoOmstun BUIIpaBIIeHHS, ONIEpaTop APYKYyeE M'sTh X.
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UNIT 3
A BUSINESS CALL

Topical words:

to concern CTOCYBATHUCS

equipment oOnagHaAHHS

to get down NePenTH 110, MOYMHATH
thoroughly CTapaHHO, PETEJILHO
servicer cepBep

local net MiCIIeBa Mepexa

to forward BIJIIIPABJISATH, HA/ICUIIATH
negotiations NEPEroBOpu

to settle BUPIIIIYBaTH, JOMOBIIATHUCS

Read and discuss the text.

Today, at 3 p.m. Mr. Parker has an appointment with Mr. Manson,
the manager of Blake Electronic Corporation. They are going to dis-
cuss some problems concerning the supply of electrical equipment from
this company.

At a quarter to three Mr. Parker entered the office.

Secretary: Good afternoon. Can I help you?

Mr. Parker: Good afternoon. My name is David Parker. I'm from
Jackson Marketing Ltd. I've got an appointment with. Mr. Manson
at3.

Secretary: Mr. Manson is expecting you. Will you take a seat,
please?

Mr. Parker: I'm a bit early, am I not?

Secretary: That's all right. I'll find out if Mr. Manson can see

you. (Presses the button). Mr. Manson, Mr. Parker from Jackson Marketing Ltd

has come. Yes, Mr. Manson. (To Mr. Parker): Mr.

Manson is ready to see you. This way, please.

Mr. Manson: Ah, Mr. Parker! Come in, please.

Mr. Parker: Good afternoon.

Mr. Manson: Good afternoon. Please, sit down. Would you like a
cup of coffee?

Mr. Parker: With pleasure. It's rather cold today.

Mr. Manson: Yes, nasty weather we are having. Well, let's get
down to business.

Mr. Parker: W'e have thoroughly studied the catalogue of your
firm and the latest models of services for local nets. Our firm is inter-
ested in buying this equipment. It meets our requirements.

Mr. Manson: Yes, it's of high quality. We've just started produc-
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ing the model and we've already received a lot of orders.

Mr. Parker: Fine. Then our experts will take a draft contract

and forward it for negotiations. When it is ready we'll inform you.
Mr. Man s on: O.K. That's settled.

Ex.1. Answer the questions

1. Who is interested in buying the latest models of services for
local nets?

Where did Mr. Parker come?

Who did speak first?

Did he wait for a long time?

What did the secretary tell him?

What is Blake Electronic Corporation offering?
. Why is Mr. Parker interested in buying this
equipment?

8. What agreement did they come to?

N U AW

Ex.2 Fill in the missing remarks
A: Good morning, Mr. Manson.

A: I've come to discuss some problems concerning the servicers for
local nets.

A: All right. Then our experts will make a draft contract and for
ward it for negotiations.

Ex.3. Act as an interpreter.

A: lobporo panky, mictepe ['peit. Pagmii Bac 6a4ntw.

B: Hello, Mr. Baily. So am I.

A: Bynp nacka, cinaiite. Bu npormsnynu Hani kataigoru? [llo Bu
PO HUX Tymaere? .

B: We have studied them carefully and we are interested in the
latest model of'servicers for local nets.

A: S panuit, mo 1ie oOnaHaHHA BIAMNOBIIAa€ BalllUM BUMOTaM.
B: Yes, I think it's what we need.

A: Yynoso. Toxi namri axiBiii po3poOiasiTh IPOEKT KOHTPAKTY
1 HaJayTh Ha Ball po3rsa. Mu nmoBimomuMo Bac, sk Timbku
POEKT Oyjie TOTOBUH.

B: Settled. O.K., I won't keep you then. Good-bye.

A: Jlo noGauenns. Panuit 6yB 3yctpitucs 3 Bamu.
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Ex.4. Agree or disagree with the following statements.

Mr. Parker is the director of Blake Electronic Corporation.

. Mr. Parker has come to offer the product of their firm.

. He was late for the appointment, wasn't he?

. Mr. Manson was not available at' the moment.

. The firm offers the latest models of servicers for local nets.

. Mr. Parker didn't care for a drink.

. They didn't come to an agreement.

. The draft contract will be forwarded for negotiations in some
time.

0 1L AW~

Ex.5. Translate into English.

1. ¥V micrepa beiini cboroHi 3ycTpid 3 MEHEIDKEPOM ITi€T (hipMu.
2. Bonu 306upatoTbcsi 0OTOBOPUTH JEKUTbKA TUTAHbD.

3. Micrep beiini npuiimos g0 odicy 3a 10 XBWIHMH 10 3yCTpidi.
4. CekpeTapka IoIpocuia Horo 3a4eKaTu JSKiIbKa XBUJIMH.

5. Ilicnst 06roBOpeHHs BCiX AeTaleil BOHU MOMPOCHIN (haxiBIliB
CKJIACTH MPOEKT KOHTPAKTY.

6. L1 Mozenpb LIJIKOM BiJINOBIJIa€ BUMOTaM (pipMH.

7. BoHr HagaayTh MPOEKT KOHTPAKTY, K TUIbKU BiH OyJl€ TOTOBHIA.
8. Cekperap Mictepa MeiicoHa npuHecsa iM KaBy, KOJIM BOHH
00TrOBOPIOBAJIM OCTAHHIO MOJIEITb.

9. Hamni maptHepu 3aKiHUMIIM OOTOBOPIOBATH KOHTPAKT OJIU3BHKO
4-1 TOMVHYU JHA.

GRAMMAR

PARTICIPLE I

It is the 3d form of the verb. It is formed by adding -ed to the stem of
a verb if it is sta'ndard or has its own 3d form.

Translate - translated;

Take - taken.

It can be an attribute or an adverbial modifier in the sentence.

The article translated by him — cTaTTs, 1110 TIepEBE/ICHA HUM;

When asked he couldn't answer anything - xonu #oro

3allMTaId, BIH HE MIT HIYOTO BIJIIIOBICTH.

Ex.1. Open the brackets and make Participle II of the verb.

1. The question (concern) is very essential.

2. When (study) thoroughly, the catalogue seems to be complete.
3. Here you can buy everything (make) in this country.

4. The message (leave) for me was rather important,

5. If (publish) in time, the article could be of great help.
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6. The equipment (offer) was of high quality.
7. The agreement (achieve) wasimportant.
8. The contract (sign) two days ago was mutually beneficial.

EXx.2. Translate into English and complete the sentences.
[TutanHs, 110 OOTrOBOPIOBATOCS HA 300PAX...cccceereeeeerreennne
8F:1107(0) & IIcT:1) 07011 (S35 2210 5 F: I & X0 ) § A
3yCcTpiy, OPraHi30BaHA KOMIIAHIEIO. .....ccccvveeeeerreeennereeennnnes
Howmep, 110 OyB 3aIMCAHUN HUM ....ooovveeeiieeiiieeiieeeieeennen.
Komu 11 CTamm 3aIUTYBATH ....ceovevvveeeeeeiiiieeeeeeiireeee e
CrarTsi, HAIPyKOBAHA B LIBOMY HOMEP1,..eeeuveeenireennreeenneennne
SIKIIO BIATIPABUTH BUACHO. .....vveeeuereenrieeeeeenneeeennreesneeennne

NownkLh=
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UNIT4
DISGUSSING A CONTRACT

Topical words: MyHKT (JI0TOBODPY)

clause 3aMpoBaPKEHHS, BUKOHAHHS
implementation Opatu 10 yBaru

to take into account e(eKTUBHUI

efficient JI0JaTOK

appendix BIJIIIOBIJTHO

respectively 3yCTpi4HAa MPOTMO3HUIIis

a counter offer pO3B'sI3aTH MMUTAHHS B

to solve problems there and then poOOYOMY TTOPSIAKY

Let it be so 3rOfICH

Read and act the dialogue out.

Mr. M a n s o n: Good afternoon, gentlemen. Mr. Parker, glad to see
you again.

Mr. Parker: Good afternoon, Mr. Manson. Good afternoon,
gentlemen.

Mr. Manson: Well, Mr. Parker, let's get down to our business.

Mr. Parker: O.K. You are sure to get acquainted with our draft

of the contract for buying your equipment. We'd like to know whether
you agree with all the clauses of the contract. As soon as we make the
final version of the contract we can sign it and come to practical imple-
mentation.

Mr. Manson:! fully agree with you, Mr. Parker. I and my experts

have thoroughly studied the clauses of the contract. Mr. Baretti, our
sales manager, will speak about our proposals as to some alterations.
Mr. Baretti: Thank you. Gentlemen, having analyzed the

proposed draft contract and taking into account our methods of work,
I'd like to stress the following. First, the price per unit of equipment
also includes the price of all parts providing the efficient functioning
of the equipment, as it is pointed out in the appendix to the contract.
So the unit price will be $5,879 instead of $5,240 which changes the
total contract price respectively.

Mr. Parker: (Looking through the catalogue and appendix):

We'll, I think we are not going to have any problems with this.

Mr. Hammer: (Buyer's representative). 1 think the same, but I

have a counter offer. As you are so strict on the quality of your equip-
ment, couldn't you prolong the guarantee period from 24 to 36 months?
Mr. Baretti: Dear Mr. Hammer, the matter is that the 24

months period is our confirmed term. However, having analyzed all
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the data, we decided that we could meet your requirement.

Mr. Hammer: Thank you.

Mr. Manson: Are there any other points in the contract you'd like
to clear up?

Mr. Parker: No, I think we have settled all the points quite
clearly.

Mr. Bare 11 i: If we come across any problems later, we shall solve
them there and then.

Mr. Parker: Fine. Then our contract may be prepared for signing.
We'll ask our experts and lawyers to do it. [ don't think it will take
them long to come up with it.

Mr. Manson: All right, let it be so.

Ex. 1. Find the English equivalents for the following.

[IpoekT KOHTpaKTy; paauii Bac OauyuTH; IEpPeiIeMo 10 cripaBu; OyTu
BIICBHCHUM; O3HAHOMUTHCS; HAM XOTUIOCS O 3HATH; 3TO/KYBATHUCS;
IMYHKT KOHTPAKTY; SIK TITbKH; MPAKTHUYHE 3[1HCHEHHS,; s IIIJIKOM 3TOJICH;
pPETEeNbHO BUBYATH; YIPABISIOUUN CITyK0010 30yTYy; MiAKPECIIOBATH;
BKJIIOYATH; SIK 3a3HAYAJI0Ch; JIOJIaTOK; MPOIISAaTH; 3yCTpiuHa
IPOIO3HULIIS; AaHi1; pid y TOMY, II0; FOPHUCT.

Ex.2. Answer the questions.

How did these businessmen start their conversation?
What did the buyer want to know?

When could they sign the contract?

What post does Mr. Baretti hold?

What did he stress in his speech?

Who has made a counter offer? What was it?
What is the confirmed term of the guarantee period?
How will other problems be settled?

Who will the contract be prepared for signing by?

WA W=

Ex.3. Make these sentences complete.

1. Let's 20 dOWN t0....uviiieciiiieeiiee e Jerreeeenrreeennaaes
2. Have you got acquainted With............ccccovveeriiiiiniiiiieciee e
3. We'd like to know whether..........ccoocivviiiiiiiiee,
4. As soon as we make the final Version..........ccceeceeevceeenieeniieenienns
5. We have thoroughly studied.............cccovveiiiiiiiiiiiiiecie e,
0. I'd K€ 10 eeoetieeiieeeiiceeece e, ISR
7. The price per unit of €qUIPMENL.........c.ccevveereieeriiieeiieeriie e
8. AS YOU Are SO SLIICE ON..evireriiiieeiiiieeeiiieeeeireeeeeiiee e e e e e eareeeeeaeeas
9. The 24 months Period.........cccuvieiriiiiiiiiiie e
10. Are there any other points of the contract.............ccceevveeeennennnee.
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Ex.4. Translate into English.

1. BoHM yKJ1a7a¥ KOHTPAKT HAa NOCTAaBKY KOMIUIEKTHOIO yCTaTKyBaHHS.

2. Pemrra mutaHb MoXe OyTH BHpIIICHA B POOOYOMY TOPSIJIKY.

3. IlpencraBHUKY MOKYTILSA, 6€3yMOBHO, O3HAHOMUIIHCS 3 IPOCKTOM
KOHTPAKTY.

4. S TIIBKU MM MIATOTYEMO OCTAaTOYHHI BapiaHT KOHTPAKTY, BIH
OyJie peACTaBICHUM BaM Ha PO3IJIS/IL.

5. Excriepts Ha1oi ¢pipMu peTeIbHO BUBYMIIN BC1 MYHKTH KOHTPAKTY.

6. Ynpapisrounid ciyx0010 30yTy 3alpONOHYBaB BHECTH JACSIKI
KOPEKTHBH.

7. LliHa 3a OAMHMINIO YCTAaTKYBaHHS BKa3aHa B IOAATKY A0 KOHTPAKTY.

8. Mu 31TKHYIHCH 3 ACSIKUMHU MTpoOiemMamu, ajie 3SMOKEMO PO3B'si3aTu
iX y poOouoMy MOPSIKY.

9. Mu 3a/10BOJTMMO Ballle MPOXaHHs PO MPOJOBKEHHS TapaHTIMHOTO
nepiony.

GRAMMAR

PASSIVE VOICE

We form the Passive Voice of Present, Past and Future Tense sen-
tences with the appropriate form of 7o be and the Past Participle of
the main verb.

Active Passive

He delivers the mail. The mail is delivered by him.

He delivered the mail. The mail was delivered by him.
He will deliver the mail. The mail will be delivered by him.

We form the Passive Voice of Present Perfect sentences with have
(has) been and the Past Participle of the main verb.

He has delivered the mail. "The mail has been delivered
by him.

Ex.1. Change the following sentences from active to passive.
Be sure to keep the same tense.

They signed the contract.

The company has bought the equipment.

We'll make the final version.

The sales manager took the proposal.

They have analyzed the proposed draft.

. The manager had looked through the catalogue before he came
to this conclusion.

7. Mr. Hammer confirmed the terms.

8. We have settled all the points.

9. We are preparing the contract for signing.

A
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Ex.2. Translate into English.

1. i muransas OyayTh po3B'sa3aHl y poOOYOMY MOPSIKY.
2. [IpoeKT KOHTpakKTy OyB y>K€ MiATOTOBICHUIA.

3. Li myHKTH OyJI0 BKITIOYEHO JJO KOHTPAKTY.

4. OcTraTouHui BapiaHT 3apa3 pO3pOOISIETHCA.

5. KonTpakr Oyzie minucaHo HaCTYITHOTO THUXKHS.
6. Yci naH1 aHaIi3yrOThCS.

7. l'apanTiitnuii cTpok Oyio MpoaoBxkeHo BiJ 24 10 36 MicsIIIB.
8. L1 muTaHHA B)Ke BUPIIICHO.

9. Lle moso’keHHS MiIKPECIIOETCS B T0/IATKY.

10. SIx mpaBuIio, poOIATHCS MPOTO3UILT Y BIAMOBIIb.

b
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UNITS
CONCLUDING CONTRACTS

Topical words: Jajl, HUKIe
hereinafter MOCUJIATUCS Ha
to refer to YKJIagaTh KOHTPAKT
to conclude a contract peMeT, TeMa
subject cenudikaris
specification 3MiHa, epepodKa
alteration npuitmaru
to accept CTaBJICHHS
respect CTpaxyBaTH
to insure yCyBaTu (HEIOMIKU, TOMUIIKH
to eliminate TOIIIO)
arbitration apOITpaK, TPETEUCHKUM CYI
to dispute 00roBOPIOBATH
to entitle JIaBaTy MPaBo Ha
consent 3roja, J03B1I
GIF - cost, insurance and freight CI® - BapricTh, CTpaxyBaHHS
Ta (hpaxr

Read and discuss the contract.
CONTRACT NO 018.006

Blackville 20 , February 24
The company Blake Electronic Corporation, Blackville, USA, repre-
sented by Mr. J.P. Manson, General Manager, hereinafter referred to
as. the "Seller”
and
the company Jackson Ltd. Marketing, Reno, USA, represented by Mr.
L.C. Parker, Commerce Director, hereinafter referred to as the "Buyer”,
have concluded the present Contract to the effect that:
1. Subject of Contract
The Seller sells and the Buyer buys the goods indicated in the Specifi-
cation (Enclosure N1), which is an integral part of this Contract. The
goods should be delivered in accordance with Terms of Delivery.
2. Prices and Total Sum of Contract
2.1. The prices for the goods are in US dollars as indicated in the
Specification amount to $5,879 for each set.
2.2. The total sum is $129,497 (one hundred twenty nine thousand
four hundred ninety seven).
2.3. The prices as per this Contract have been fixed firmly and are
not subject to alteration.
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3. Terms of Delivery

3.1. Delivery of the goods shall be made GIF San-Francisco, Interna-

tional Airport. The goods are delivered according to the terms printed

in the Specification (see Enclosure N1) but not later then 20 days from

the date signing of the Contract.

3.2. The representatives of the Buyer make the inspection of the de-

livered goods before accepting them in respect of quality and quan-

tity.

3.3. Partial deliveries are authorized.

4. Terms of Payment

The Buyer is obliged to make payment in US dollars. 100 per cent

value of Contract is to be paid in advance to the Seller's Bank in 10

days from the date of the Contract's signing (as indicated in Enclosure

N1).

S. Insurance

The Seller shall insure goods to be delivered on GIF terms against

usual transport risks in accordance with the Insurance Agreement.

6. Guarantees

6.1. The Seller guarantees the quality of the delivered goods for 36

months from the date of putting the equipment into operation.

6.2. If during the guarantee period the equipment proves to be defec-

tive, the Seller at his cost eliminates defects within the shortest pos-
sible time or replaces the defective equipment.

7. Packing and Marking

Each set of the goods shall be packed and marked according to the

Buyer's inquiry. Marking Information is the following:

Name of the consignee;

Name of the consignor;

Contract N (Code);

Air Way Bill N;

Gross Weight;

Net Weight;

BoxN.

. Arbitration

8.1. All disputes and disagreements which may arise due to this Con-

tract or in connection with it shall be settled through friendly negotia-

tions between the parties. Disputes and disagreements that cannot be

settled by parties through negotiations are subject to settlement ex-

cluding the court in the Federal Arbitration of California State in

accordance with the law in force.

8.2. The award shall be final and binding upon both parties.

9. Other Conditions

9.1. All amendments and alterations to this Contract are valid only

in written form and should be signed by both parties.
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9.2. Upon signing this Contract, all preceding talks and correspon-
dence on it lose their force.

9.3. Neither party is entitled to transfer rights and obligations to any
third party without a written consent of the other contracting party.
9.4. The present Contract has been drawn up in.2 (two) copies;,both
copies having equal rights.

9.5. Enclosure N1. Specifications on 2 pages.

10. Legal Addresses of the Parties

The Buyer: The Seller:

Company: Jackson Ltd. Company: Blake Electronic
Marketing Corporation

1867, Albert Road, 2811, Pine Line :
Reno, CA, 3.1 137, USA Blackville,MD, 57348, USA
Phone N: .

FaxN: Fax N:

Account N: Account N:

Ex.1. Give English equivalents to the following.

[Iponagerip; MOKyIEIb; MOCUIIATUCS HA; KIJIBKICTD 1 AKICTh; 3arajbHa
CyMa; BIJIMOBIIHO JI0; SIK 3a3HAUYCHO; TBEPJI0 BCTAHOBJIIOBATH; IOCTABKA
TOBApiB; MJIATaTH 3MiHAM; PUMUMATH Y BIATIOBITHOCTI J10; T1HACY-
BaTH KOHTPAKT; YKJIaJIlaTH KOHTPAKT; MPECTaBHUK (hipMU; TIJIAaTUTH
Harepes; J01aToK; MOKyTellb 3a00B'13aHUI; CTpaxyBaHHS TOBapY;
o0JaTHaHHS, SIKE TTOCTABISIEThCS Ha yMoBax CI®; 3BuuaifHuil pU3UK;
npoaaBels ycyBae AedeKTH; 3aMIHATH; HalO1IbII KOPOTKHUM TEPMIiH;
MaKyBaHHS 1 MAPKUPOBKA; PO301’KHOCTI; Bara HETTO; IIISIXOM
MIEPETOBOPIB; TOBAPUCHKHIA, EpEaBaTH; MICHMOBA 3Tr0/Ia.

EXx.2. Answer the questions.

1. Who is referred to as the "Seller" in this contract? What firm

does he represent?

Who is.the "Buyer"? What post does he hold?

What is the subject of the contact?

What is the price for each set of equipment? Can it be changed?

When should the goods be delivered?

Why should the goods be insured and who is to do it?

. What should be done if the equipment proves to be defective?
8 Who is to eliminate the defects?

9. How should all disagreements be settled?

NGO LR W

Ex.3. Make these sentences complete.

1. The equipment should be delivered...........ccccoeevvivevniiiiniieeeen.
2. THhe PIICES WETC....ceccurieeeeiieeeeiieeeeteeeertreeeeeaeeeesereeessraaesennseeeennns
3. The goods should be delivered not later...........cccceeevveeeeciieeenneenn.
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4. Before accepting the goods the representatives of the Buyer......
5. The goods should be insured against............cccceeeeevieieiciiieenineeen,
6. The quality of the delivered goods are guaranteed...................

7. If the equipment proves to be defective.........covveeveiiiieiiiieeeenneenn,
8. Disputes that cannot be settled by parties.........cccceeevveeecrieennennns
9. After the contract has been signed..........cccoccvvveeriiieiiciiiienniieeee,
10. All alterations in this contract are valid...........c.cccoeeveereriieennnnn..

Ex.4. Insert the prepositions.

Our company is represented ... Mr. Stone.

The goods are delivered in accordance ....these terms.

The prices are not subject... alteration.

The date signing ... the contract is October, 17.

The whole sum 1is to be paid ... advance.

Our firm will buy ... GIF terms.

The firm will eliminate the defects ... its cost.

Disputes that cannot be settled ... parties ... negotiations will be
settled ... court.

AN e

Ex.5. Translate into English.

1. [Ticnsa miagnucaHHs KOHTPAKTY BCl MOMEPEIHI IEPErOBOPH 1 JIU-
CTYBaHHSI BBAXKAIOThCS HEJINCHUMHU.

2. llokyneup npuadae ToBapu, BKazaHi B crienudikarii.

3. Omnara ToBapy BifgOyBaeTbes B gojapax CILIA 1 cranoButh 950
nonapiB CIIA 3a KoXXHY OAUHHIIIO.

4. Iliau Ha TOBap yCTAHOBJIECHI TBEP/IO 1 3MiHI HE T1UISITAI0Th.

5. OGnagHaHHA MOBUHHO OyTH JOCTaBJCHE HE Mi3HImIe 25 THIB 3 JHS
MMTUCAHHS KOHTPAKTY.

6. [Iponaserb cTpaxye oOmagHaHHS, IO TOCTaBIsEThCSA HA yMoBax ClO.

7. [IponaBertb TapaHTye SIKICTh MTOCTABIEHOTO O0JIaTHAHHS TTPO-
TATOM 12 MicCSIIiB 3 MOMEHTY BBEICHHSI OOJIaTHAHHS B JIITO.

8. SIKI10 MPOTATOM IapaHTIMHOIO TEPMIHY B 00JaAHAHHI  BHSIBIIS-
I0TbCS 1Ie(PEKTH, TO TOCTABHUK 3aMIHIOE JIeeKTHE 00IaTHAHHS.

9. Hedextu obnaiHaHHS yCYBAIOTHCS MPOAABIIEM 32 BIIACHUM KOIIT y
HAWKOPOTILHNA TEPMiH.

10. Yei po361:KHOCTI, MOB's3aH1 3 KOHTPAKTOM, TOBUHH1 BUPI-
IIYBATUCS NUISIXOM [IEPEroBOPIB CTOPIH.

Ex.6. Make up a contract using the given above as a model.

GRAMMAR
INFINITIVE
Active Passive
Indefinite to ask to be asked
Continuous to be asking
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Perfect to have asked to have been asked

[ like to ask questions. - A mrobnio 3a0asamu nUMarHsL.
[ like to be asked questions. - A nro6nio, xonu meni 3a0arome
NUMAHHAL.
Hike to be asking questions
at the lectures. - A o6 3a0asamu numarHs
Ha JIeKYIAX.

He is known to have worked

on this problem. - Bioomo, wo 6in npayrosas nao
sUpIUEeHHAM Yiei npobiemu.

He is known to have been sent

on business trip. - Bioomo, wo tioco nocranu
V 8IOPAOHCEHHS.

Ex.1. Use the appropriate form of the Infinitive.

1. The contract (sign) tomorrow is important.

2. He is said (analyze) the proposed draft.

3. (Conclude) the contract we must discuss it first.

4. The goods (deliver) according to the terms are of high quality.
5. Partial deliveries are (authorize).

6. The seller should insure goods (deliver).

7. All disputes (arise) must be settled.

8. The prices are to (fix) firmly.

9. Who is to (eliminate) the certificate?

10. All disagreements are to (settle) through negotiations.

Ex.2. Translate into English, using the Infinitive.
1. Cyma noBuHHa OyTH BUIUIaY€HA HAMepes.

2. SIxuio obnagHaHHS BUSBUTHCS A€()EKTHUM, MOTO CIIiJl TOBEPHYTH.

3. Cynepeuku, 1110 TOBUHHI Oy/IM OyTH YCYHEH1 CTOPOHAMM ...

4. 11100 y3ronuty 1ie MUTAHHA ...

5. XKoaHiit CTOpOHI HE TO3BOJISIETHCS TEpeaBaTH CBOI MpaBa TPETii
CTOPOHI.

6. [TocTaBHUK, 1110 TapaHTYBasB ...

7. IMoxyners 3000B's13yeThest omatute B nonapax CIIA.

8. IIpencTaBHUKY TTOKYMIIS BUPIIIMIINA OTJISTHYTH MTOCTaBIIEH]

TOBApH.

9. Yci BunpaBiieHHs NOBHHHI OyTH 3p00JIeH] B MUCbMOBOMY BUITISIAL.

32



UNITG
HANDLING YOUR MONEY

Topical words: 3aJIy4aTH, IPUTSITaTu

to attract MaTH CIIpaBy 3

to deal with BaJIIOTa, TPOIIIi

currency MIHATH(CS), 3MIHIOBATH(Csl)
to vary JKHUTIIO

lodging BUIBHHUH BiJl MUTQ

toll-free MOCBITYEHHST 0COOU
[D-identification BapTICTh (TPOLIOBHUX 3HAKIB)
denomination ranysb

branch NOBEPTATUCS OAHKOM ( npo ek
to bounce - yepe3 8IOCYMHICMb KOUIMIB

HA PaxyHKy NIAMHUKA)

Read and discuss the text.

Most banks in the US open at 9:00 and close between 3:00 and

5:00, but stay open later on Fridays. Some banks have longer hours in
order to attract customers.

What's the best way to carry money safely while you are travel-

ling? There are three possibilities - personal checks from your country,
traveller's checks and credit cards. Some American banks accept for-
eign checks such as Eurocheques, the problem is that only banks that
are used to dealing with foreigners will know what Eurocheques are.
It may be more convenient to carry traveller's checks, which are
insured against loss. They should be in dollars, because only a few
banks do much business in foreign currencies. If your checks are not
in dollars, it may take you a long time to find a bank that will ex-
change them. You can use traveller's checks almost anywhere -in
restaurants, stores or ticket offices — without having to go to a bank.
If you run out of them, you can buy more at most banks. Their service
charge will vary, though, so ask what it is before you buy your checks.
Americans would say the best way to carry money is to have a

major credit card like Visa, MasterCard or American Express. Credit
cards can be cancelled if they are lost or stolen. And because they are
widely accepted in the US, it is easy to use them to pay for lodging,
transportation, meals and things you want to buy from larger stores.
Of course, you can't get along without cash, but you don't need to
carry much with you
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Ex. 1. Answer the questions.

1. What are the opening hours in most banks of the USA?

2. Which bank sells traveller's cheques (B.E.)?

3. Isit a good idea to have a credit card when you travel in the USA?

4. What is the best way to carry cash?

5. What currency should traveller's cheques (B.E.) be in?

6. Is it convenient to carry them in Euro?

7. Where should you go if you want to cash a Eurocheque?

8. Can you buy traveller's cheques (B.E.) in banks?

9. What is to be done when a credit card is lost?

10. Why is it not convenient to have personal cheques from your
country?

Ex.2. Give the English for:

3aJIy4aTy KIIIE€HTIB; KPAIIUid CII0Ci0 MaHPyBaTH; MOXKJIUBICTS;
IpUMaTH Y€K, MaTH CIIPaBy 3 1HO3EMIIMU; BTpaTa; OOMIHIOBATH;
3aKIHYyBAaTHUCS; KPACTH; HOCUTH.

Ex.3. Complete the following:

The working hours for most banks in the USA...........ccocceeviinnnen.
The best way to carry Mmoney........ccceeeeevveeeervveeeenveeennnnes Jeveeeeereeenns
If your cheques are not in dollars..........cccccveeeerciieennciiieeieeeee,
Traveller's checks can be used..........coccvvveviiiiiinciiiece e,
If you run out of them.........coooeiiiiiiiiiiie e,
Credit cards can be cancelled............ccccoeeveieiiiiiieineeeee e,
Credit cards are widely accepted in the USA, SO......cccevveeinennen.
You can't get along without cash...........cccccoeeeviiiiiiiiiiie,
To have a major card like Visa, MasterCard and American
EXPIESS. . ittt ettt e e e e e e e e e e e e e naee
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Ex.4. Match the expressions on the left with the definitions on
the right.

1. blank check = ask a bank not to pay a cheque you
have written

2. bouncing check = exchange a cheque for cash (B.E)

3. sign a check = sign on the front of a check to show

that you authorize the bank
to pay the money from your account

4. check card = check which cannot be cashed because
the person writing it has not enough
money in the account
to pay it

5. cash a check = plastic card from a bank which
guarantees payment of a check



6. stop a check = check with the amount of money and
the payee left blank, but signed by the
drawer

Ex.5. Give English definitions as in the model.

MODEL: Safety - without risk

Travel, traveller's cheque, accept, to deal with, currency, charge, lodg-
ing.

Read and discuss the text.

David lost his traveller's checks. He went to the traveller's cheque
office and they told him that he had to call New York before they could
do anything. They let him use their phone - it was a toll-free number.
The clerk asked him how much he had lost and what the cheque
numbers were. Luckily, he had them written down. Then the clerk
wanted to know where he bought the cheques and if he had any ID.
David gave him his passport number. The clerk gave David "a file
number" and told him where the nearest refund office was. David told
the clerk he had already been there and the clerk spoke to the agent.
After that David filled out a form with all the same information on it.
Then finally the agent okayed the thing, the supervisor initiated it

and David got his cheques.

Ex. 1. Answer the questions.

. What happened to David?

2. Where did he go then?

3. What did he want the traveller's cheque company to do when he
went to their office?

4. What did he have to do first?

5. Did he have to pay for the phone call?

6. What were the four things the clerk in New York wanted to know?

7

8
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. Why was it easy for David to get new cheques?
. What would have made it more difficult?

Ex.2. Complete the following.

David 10St.....cooiiieiieciieee e e
In the traveller's cheque office he was told..........cccccccvverviennnennnnen.
The clerk asked David...........cccovvviviiiiiniiieeeeee e
The clerk also wanted to Know...........cccceeeveiiiiiiiiieinciieeeiee e,
David gave the clerk.........ooooiiiiiiiiii e,
David filled out the form............ccooeviieirciiiieee e
David got his checks after...........cccceeevieeeennnnns yeteeeanree e e e eaaeeas

NownkL =
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Ex.3. Fill out this lost traveller's cheque form.
Name

Address

Date, location and circumstances of loss
Documents of identification lost

Currency of checks
Amount of loss .
The lost traveller's checks were:

Check one:

+ Signed by me only in the upper right corner

 Signed by me in the upper right corner and countersigned by
me in the lower left corner

» Neither signed or countersigned by me in the upper right or
lower left corner
Date of purchase
Amount of purchase

Read and discuss the text.

American money comes in coins worth 1 (pennies), 5 (nickels), 10
(dimes), 25 (quarters), and 50, though half dollars aren't very com-
mon. Paper money is in denominations of 1, 5,10 and 20 dollars. Two,
fifty and one-hundred dollar bills exist, but they are not common, so
don't be surprised if a store clerk looks very closely at a hundred dol-
lar bill to make sure it's real.

When you pay for something with your credit card, the salesman

will take your card and fill out a form using a computer. He will ask
you to sign the form and then give you a copy. The credit card com-
pany will send you a bill once a month, showing the purchases you've
made.

If you write a personal cheque and it bounces, you'll have to pay

the bank a high service charge. So be sure you have enough money in
your bank account to cover any cheques you write.

Ex.1. Answer the questions.

What American coins do you know?

What are the denominations of American paper money?

Are fifty and one-hundred dollar bills common?

What is the procedure of paying with a credit card?

Why are the bills sent by a credit card company? How large is

the interest the companies charge?-

6. Why is it necessary to have enough money in your account if you
have a credit card?

7. What happens if your check bounces?

Nh W=
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Ex.2. Insert the prepositions.

American money comes ... Coins.

Paper money is in denominations ... 1, 5,10, 20 dollars.
If your traveller's check is lost, you'll have your money ...
The clerk looked closely ... the bill.

He paid ...the purchase ...his credit card.

Do you have enough money ... your account?

A

Ex.3. Complete the following.

1. American moNey COMES 1N COIMNS.....ccrurrrerrrurereerrreeeerreeeesereeeensnnens
2. Half dollars.......c.uveeeeiiieeeee et e
3. Don't be surprised if.......ccoeeeeeiiiieeiieeeeee e

4. If traveller's cheque 1S L0St.......ooviiiiriiiiiiiieieeeee e,
5. Your checks should be in dollars, otherwise...........cccccvvvvvvviviveennnnnn.
6. Keep a record of your cheques...........cooovvveieiiiiiinciiiceciee e,
7. The sales person will ask youU........cccceecveiviiiiiiiiieiiieieceeee e,
8. The credit card company sends you a bill..........c.cccccveevciiiiiiiennnnnne.
9. If your check bOUNCES.........ccocviieiiieeiiecciee e
10. Be sure you have enough money...........ccccceveeviiieiniiieiciiee e

Ex.4. Complete the sentences with the correct preposition from
the box. Then answer the questions.

To on by for off from into

Are you currently paying ... a loan?

Does your bank pay interest... your cheque account?

Do you often get money ... a cash machine?

Is your salary paid directly ... your bank account?

Do you ever borrow money ... friends?

Do you ever lend money ... friends?

Do you usually pay ... clothes and shoes ... credit card?
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GRAMMAR
CONDITIONAL SENTENCES
Future Possible
A conditional sentence has two clauses: the dependent clause begin-
ning with if'and the main clause. The dependent clause is in the
Present Tense and the main clause is in the Future Tense.
If he studies hard, he will pass his exam.

Present Unreal

In a present-unreal conditional sentence, the dependent clause is in
the Past Tense and the main clause uses would, should, could or
might.



If he studied hard, he would pass his exam.

Past Unreal

In a past-unreal conditional sentence, the dependent clause is in the
Past Perfect and the main clause uses would have, should have or
might have.

If he had studied hard, he would have passed his exam.

Ex. 1. Supply the correct form of the verb in brackets.

1. If the bank is open, he (take) money.

2. If the bank were open, he (take) money.

3. If the bank had been open, he (take) money.

4. If your checks had not been in dollars,' it (take) you a long time
to exchange them.

. If you (run out) of money, you-can take it from your bank.

. If you (have) a credit card, you can travel safely.

. If (sell) traveller's cheques, it wouldn't have happened.

. If you (want) to buy a Eurocheque, you should go to an American
bank.

9. Credit cards can be cancelled, if they (be lost).

10. If you (take) my advice, you would have carried money safely.

0 J O\ D

Ex.2. Translate into English:

1. SIxOm Ham GaHKM MPAIFOBAJIM ITi3HIIIE, BOHU O 3aTy4yain

O1JIbIIIE KITIEHTIB.

Sk1o y.Bac 3aKiHYMIIACS TPOLIi, BU MOXKETE B3SITH iX y OaHKY.

Sx6u BU oymanu, Bu 6 He Opaiu 3 COO0I0 CTIJIbKU TOTIBKH.

Sx6m BiH OyB OUTBIN yBAXXKHUM, BiH OM HE 3aTryOMB CBOT YEKH.

SIK110 MEHE MOTIPOCSTH, 5 TOKAXKY IpaBa BOIS.

SIxOu BU 3a011aJ1)KyBaJiy TPOILI, B O 3MOIIIM MOIXaTH y

BIJIITYCTKY. .

7. SIxmo moi3xa 3ami3HUTHCS, BU HE 3MOXKETE IT0OQUUTHCS 3
JPY3SIMH.

8. SIxOwu 51 OyB Ha BalIoOMy Miciii, si 6 HE MAMUCYBaB KOHTPAKT.

9. SIxuio BOHU AINIYTH 3roJu, KOHTPAKT Oy/Ie MiMUCaHO.

10. SIxOu BY MOKBaNUINCh, BU O BCTHIIIM J10 OAHKY 70 3aKPUTTS.

AR el

Ex.3. Write what you will or may do if the following happens.
MODEL: If my employer offers me a job in Great Britain, I'll accept.
1. Your organization closes down.

2. You get a new job.

3. You get a chance to do a month's English course in Australia.

4. You fall down and break your leg.

5. You lose your traveller's card.
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6. You win a Ferrari in a competition.

7. A friend offers to lend you his car for a month.

8. Your company asks you to learn Chinese.
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UNIT 7

OPENING AN AGCOUNT

Topical words:
savings account
spare money
checking account
initial deposit

to maintain
average daily balance
cash withdrawal
to avoid

interest
profitable
application
deposit ticket
pass-book

OIIAHUN PaXyHOK

BUIbHI PO

YEKOBUH paxyHOK
[IOYaTKOBUI BHECOK
30epiratu

cepeaHii MoICHHNHN OaTaHc
BUJIYYEHHs, 3HIMAHHS IPOIIEH
YHHUKATH, YXWIATUCH
MIPOLICHTH (Ha Kanimai)
npuOyTKOBHM, BUT1IHHIMA
dbopma, 6raHK
npuOyTKOBHI OpIep

OllaJHa KHIKKA
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Read and discuss the dialogue.

— Good morning.

- Good morning, sir. Can I help you?

- Yes, I think so. I would like to open an account.

- What kind of are you interested in?

- You see, | have some spare money to put into the bank.

- Then you should open either a savings or a checking account.

- I'm afraid I know nothing about either of them. Could you tell me
the difference between these two accounts?

— A small initial deposit 1s necessary to open a savings account at
our bank. If it is more than five hundred dollars and you maintain
this amount, then you won't be charged for banking services. Oth-
erwise you will be charged five dollars a month.

- So, I must keep a minimum balance of $500, is that correct?

- Yes, that's right. Our computers check your average daily balance.
— And will I get a banking card after opening an account?

- Yes, certainly. And then you can get your money through machine
services. You can make deposits, cash withdrawals and

balance inquiries with your card. The machine is at work 24 hours a day.
- Oh, it's very convenient. And may I ask what a checking account
means?

- Certainly, sir. After opening a checking account you are
supposed to maintain an average daily balance of $1,000.

- And what if I fall below this limit?

- Then you would have to pay a service charge of six dollars a
month, and besides you will be charged 25 cents for each check
and the same amount for each cash withdrawal.

- Hmm, I see. And can I avoid it somehow?

- Yes, of course. It may be done by keeping your $1,000 in your
checking account.

- And how much interest do you pay?

- Interest of 6,5% is paid when your average daily balance is over

$2,500. We credit the interest you've earned automatically to your account.

- Well, it's clear enough, but I intended to put only $1,000 into the
account.

- Then it would be more profitable for you to open a savings account.
- Okay. I've made up my mind. I will open a savings account with

a deposit of one thousand dollars.

— Fine. Will you fill out this application? (The client fills out the
application)

- Is everything correct?
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- Yes, everything is all right. And now you need to write a deposit
ticket for $1,000.

— Just a moment.

- Thank you, sir. Here is your pass-book. The bank will pay you
5,5% interest.

- Thank you. You were most helpful.

Ex. 1. Answer the questions.
1. What is savings account?
2. What is required in order not to be charged for banking services?
3. How large is an initial deposit?

4.-How much is the charge?

5. What is the minimum daily balance?

6. How could you get your money?

7. When is the machine at work?

8. What is the checking account?

9. What is the average daily balance for checking account?
10. And what if you fall below this limit?

11. How much interest is paid if the daily average balance
is over $2,500?

12. What is the payment for each check made out and for
each cash

withdrawal?

13. How can you avoid it?

Ex.2. Give the English for:

OILAJHUI PaxXyHOK; BUTBHI TPOIII; TOYaTKOBUI BKJIaa; OaHKIBCHKI
ornepatii; cepeH1i MOoACHHUI OaNaHc; 3HIMaHHS I'POIIEH; YHUKATH;
OuIbLI BUT1AHO; B 1HIIOMY pa3i; npuOyTKOBHIA Opliep; AaBaTH MPOLICHTH;
MaTH Hamip; 3all0BHIOBATH (HOpMY; OIllaJHA KHUXKKA; PUKMaTH
plLIEHHS.

Ex.3. Insert prepositions where necessary.

1. What kind ... account are you interested ... ?

2.1 know nothing ... it.

3. What is the difference ... them?

4. You would be charged ... banking services.

5. I'll get my money ... machine services ... my card.
6. You should not fall... this limit.

7. You would have to pay a service charge ... six dollars.
8. Can I avoid it... somehow?

9. It may be done ... keeping it.

10. And now fill... this application.




Ex.4. Act as an interpreter.

1. — What kind of account are you interested in?

— MeHi 6 XOTUIOCS BIIKPHUTH OIIATHUNA PaXyHOK.

2. - Is the initial deposit large?

- Hi. Ycworo mume 1000 gonapis.

3. - Why should I maintain this amount?

- Inakime Bam noBeneThCs MIaTUTH 32 0AHKIBCHKI MOCIIYTH.

4. - What do computers check?

-Ham komn'toTep mizicymMoBye BCl BiIMOBIIHI HIOJEHH] U pH.

5. - When could I get my money?

- Bu moxeTe oTpumaru cBoi rpouri y Oyzib-akuil yac 100U, KOPUCTYIOUUCh HAIIUMU
aBTOMaTaMHU.

6. — What else is required?

-3anoBHITS 1110 PopMy 1 MPUOYTKOBUI OpAep.

7. - Is there a minimum balance required?

- [lepenbavaernes, mo Bu 30epexere cepenniil moaennuii 6aganc posmipom 1000
J0TIapiB.

8. - What else is required?

- Bam noBeneThbes miaTtuTH 25 IEHTIB 32 KOKHUM BUIIMCAHUM YeK 1 25 1IEHTIB 3a
KOYKHE BUJTyYEHHS rpouieii 3 0aHKIBCHKOTO paxyHKa.

9. — How much interest do you pay?

- SIxmo Ha Bamomy paxyHky Oyne He meniie 2500 nonapiB, BaM HaJIEKUTh 6,5%.
10,-1 would like to open a checking account with a deposit of $1,500. Is that O.K.?
— VYce rapasna. Bu mokere 3aMOBUTH Y€KOB1 KHMIKKH SIK TUIBKU 3aIIOBHUTE OJaHK
3as1BY 1 TQJIOH Ha JICTIO3UT.

Ex.5. Match the banking terms in A with their definitions in B.

1. loan a. put money into a bank account
2. interest b. take money from a bank account
3. check account c. money which is lent
4. deposit d. account used for investment
5. mortgage e. piece of business done
6. withdraw f. loan to buy property
7. savings account g. account used for day-to-day
8. transaction banking
h. money earned from investments
or paid on a loan

Ex.6. Translate into English.
1. S xoTiB O BiAKpUTH OAHKIBCHKUI paxyHOK.
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2. MeHi OUIBIIT BUT1AHO BIKPUTH OIATHUN PaXyHOK.

3. Bu moBUHHI BHECTH JIMIIIE HEBETUKHM MMOYATKOBUN BHECOK.

4. SAxmo Ha BamomMy paxyHKy BUSIBUTHCS MeHIne, Hb 500 monapis,

3 Bac OynyTh yTpuMyBaTH 10 5 1071apiB HA MICSIIb.

5. Ham 6ank Bumarae, mo6 Bu 36epiranu MiHIManbHy Cymy.

6. Lle HAa3uBaEeTHCS MIOACHHUM OaIaHCOM.

7. Konu 51 3MOXKy OTpUMaTH KapTKy JJ1sl OaHKIBCHKOTO aBTOMara?

8. 5 Bxe npuiiHsB pilieHHs. S 3p00II0 BHECOK Yy pO3MIp1 TUCAY]
JI0J1apiB.

9. 3anoBHiTH, Oyzb Jacka, opmy 1 TprUOYTKOBUIA OpJIEP.

10. Sxmo y Bac € nutanus ctocoBHO (popmu, 5 3 panictio Bam
JIOTIOMOXKY.

Ex. 7. Make the sentences complete.

I'd TIKE 0.
What kind of account...........ccoceeviiniiiiiiniiiieeeeeeee
Could you tell me the difference...........cccceevvviviiiiniiieiiiierieeeee
I MUSE KEEP..eeeneiieeiie et
What if Tfall..c...ooi e
How much Interest.........oovviiiiiiiiiiiiieieceeeeeeeee e
YOU €an aVOId t....ccoeeeeiiiiiiiiieiie e
You are supposed t0 MaINtAIN.........cccveeeerciieeeriiieeeriiee e e eiree s
. It would be more profitable............cccoccviiiriiiiiiiii e,
10, Will you fill.....ooeiieiiieeeeee e e
11. Thank yOu, YOU WEIE......cccccviriieiiieeeiiieeesiieeeeiveeeesveeeeeireeeesanaeeens
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Ex.8. Read the text about a direct banking service and an-

swer the following questions:

1. Do banks in our country offer services similar to those offered by
Bankserve?

2. Which of Bankserve's services would be the most useful fon you
personally?

Bankserve is the banking service for busy people. With a Bankserve
check account you may enjoy the following benefits:

« Competitive interest rates when your account is in credit.

* Interest is calculated daily and added to your account every
month.

* You will receive a check book and a $100 check guarantee card.

* You can withdraw up to $500 per day through a network of 1,000
cash machines across the country.

* You can transact all your business over the telephone day and night.

* You can pay bills with just one telephone call.

Ex.9. Dramatize the situation.
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1. You want to open a bank account. Make inquiries about it.

2. You are a clerk at the bank. Give the client all the necessary
information concerning opening a savings account.

3. You are a client. You would like to know how to open a checking
account.

GRAMMAR

REVISION

Translate into Ukrainian.

1. The labor productivity gains recently,achieved by British
manufacturers have been substantial.

2. Extra output per hour has flowed overwhelmingly from
substantial reductions in the hours worked.

3. Among the most frequently used systems are various forms of
individual payment — by results schemes and schemes which

pay a flat rate and broadly come under the day-work heading.

4. Detailed market research must be undertaken before entering
any new market.

5. A thorough understanding of the distribution system and its
options is vital.

6. There are four distribution options: to use a trading company, to
use a well-established wholesaler or agent, to set up your own
distribution system or to set up your own manufacturing operation.
7. It is also vital to prepare for initial contacts.

8. The central question which management has to resolve is which
of the various methods of acquiring commodity is the right one

for a particular company at a given time.

9. In spite of the flexibility and availability of allowances, outright
purchase has its disadvantages.

10. Cash flow can be predicted, which simplifies budgeting and fi-
nancial planning.
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