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BCTYII

CyuacHi BUMOTH 10 IHTEJIEKTYaJIbHOTO, npodeciifHoro,
KOHKYPEHTOCIPOMOXKHOTO  (paxiBls CTaBIATh mepeln Bukiagadamu BH3
3aBJaHHS dbopMyBaHHsS BIANOBIAHUX YMIHb Ta HAaBUYOK MOBJIEHHEBOI
KOMYHIKaIlli 1HO3€MHOIO MOBOI MaMOyTHBOIO CIIelialicTa, IO BIAMOBIAAE
MTOCTABJICHUM BUMOTaM.

Mera METOAMYHMX BKAa3iBOK — HABUaHHSA CTYACHTIB MEPIIOTO KypCy
OBOJIOIHHIO Ta 3aCBOCHHIO AUJIOBOI aHTJIIMCBHKOI JIEKCUKHA 3a TEMOKO «3aco0u
JIJIOBOTO CHIJIKYBaHHS». B OCHOBY METOIMYHMX BKa31BOK 3aKJIaJIEHO TTPUHITUITN
noOyZI0BM HABYAJIBHOTO Marepiady 3a HaBYAJbHUMHU MOMAYJSIMUA Ta TPUHIIHI
opieHTaIlli Ha PoQeciiiHy CIPSIMOBAHICTh CTY/JICHTIB.

CTyaeHTH MaroTh MPUJIIUTH yBary CTPYKTypl METOJMYHUX BKa31BOK 3a
TeMOI «3acoOM JIJIOBOTO CHUIKYBaHHS», SIKa CKJIQJAEThCS 3 TPbOX YACTHUH 1
3aBEpIIYETbCS TECTOM JUIsl CaMOCTIMHOI TEpeBIpKM BMIHb Ta HAaBUYOK
OBOJIOJIIHHS TICBHUM JIEKCHKO-TpaMaTHYHUM MaTepiasioM. Pe3ymapTaTé TecTy
CTYIEHTH MOXYTh TICPEBIpUTH 3a KIIOYaMH, SKi HaJAPYKOBaHI BKIiHII
METOJMYHUX BKa3iBOK.

Yactuna | oxommtoe nBa po3auim: «MOBHUN €THUKET CHIJIKYBaHHS» Ta
«/{1moBa KOpecnoHAEHIIs», A€ MICTATbCS HAWBAXKJIMBILII MOBHI 3pa3K, LIO
MOJICTIIOIOTh €TUKET CHUIKYBaHHSA, 3pa3kd Tele(OHHOTO ETHUKETY Ta IMOpaau
010 TPABUJIBLHOIO HAMMWCAHHSA JUIOBUX JIMCTIB PI3HUX THINB Ta BHIIB,
3aMpoIIeHb, a TAKOXK €JICKTPOHHUX JIUCTIB.

Yactuna |l oxommoe po3gin: «JlutoBuil Bi3UT» 1 BKIIOYAE PIi3HY
TEMaTUKYy: MOOYTOBY, CIIOPTUBHY, Ta KOMEPLIHHY (0QOpMIIECHHS KOMEPIIHHOTO
JUCTa, 3alUT Ta TPOIO3HUIlisl, 3aMOBJEHHS KBUTKIB, BHJIU JUJIOBUX TOI3/IOK,
MOJIOPOK JITAKOM, JUTOBE BIIPSAIKEHHS, 3HAHOMCTBO 13 3apyO1>KHHM KOJIETOIO,
IpoAak TOBapiB, MiMUCAHHS KOHTPAKTIB, BI3UT JJO KOMEPIIIIHOTO 0dicy).

['pamatnunuii mMatepian mepeadadae BKUBaHHS OaraTO(yHKITIOHATBHIX
cme “it”, “that”, “one”.

I[JI;I 3aCBOEHHSI Ta 3aKPIIUICHHS JEKCUYHOTO Ta TPAMATHYHOTO MaTepiary
JAIOTHCS JICKCHUHI Ta TpaMaTU4H1 BITPaBH.

Yacrtuna |l mictuTe TekcTH, nepeadayeHi sl CaMOCTIMHOTO YWTaHHS Ta
BUKOHAHHS 3aBJIaHb JI0 HUX.

BnpaBu Ta 3aBnaHHsA, sKi IPOMOHYIOTHCS BHUKOHATH CaMOCTIMHO Y
yactuHax |-11l mo3naueni 3ipouxoro (*).



PART I

POLITE CONVERSATIONAL FORMULAS

I. Remember forms of address:

Forms of address | Translation Use
Mr. Brown! Mictep bpays! 3BEpHEHHSI /10 YOJIOBIKA, BUUTEIIS.
Mrs. Brown! Micic bpayn! 3BepHEHHS 10 3aMDKHBOI KIHKH, IO
BUUTEIBKH.
Miss Brown! Mic bpayn! 3BepHEHHS A0 HE3aMDKHBOI JKIHKH.
Ms. [m’z] Brown! | Mic BpayH! 3BepHEHHS 10  OKIHKH,  SIKIIO
HeBiIoMUHA  a00  HEBXIMBHMA i
CIMEWHUH CTaH.
Sir! Cep! 3BEepHEHHs 0  YOJOBIKA,  SIKUU
CTaplivii 3a BIKOM Ta 3a CTaTyCOM.
BaxuBaetncs:
1) nponmaBusMu, oOQilIaHTaMH TpU
3BEPHEHI J0 YOJIOBIKIB; 2) MIKOJIIpaMu
70 BUMTENIB; 3) sK BBIWwIMBa (opma
3BEpHEHHSI J10 He3Halomus;, 4) 'y
30poMHHX CcHJax [0 CTaplioro 3a
3BaHHSAM odirepa.
Madam! Mangam! 3BEepHEHHs 70 IPOJABIIIB, OQiIliaHTIB
JI0 JKIHOK-TIOKYIIIIIB.
Doctor! HoxkTtop! 3BEpHEHHSI TUIBKH JI0 MEIUYHUX
IpaliBHUKIB.
Doctor Brown! Joxrop bpays! 3BEpHEHHsS [0 JIOJWHH, SKa Mae
ctymiub JlokTopa ¢urocodii, ado
JlokTOopa HayK.
Professor! [Tpodecop! [Ipy 3BepHEHHI MOXKHAa Ha3UBaTH
Npi3BUILE, & MOXKHA 1 HE HA3UBATH.
Ladies and | Jleni i | [Ipu 3BepHEHHI 710 ayIUTOPIi.
Gentlemen! JOKEHTIIbMEHN !
Waitor/Waitress/ | Odimiant/ 3BepHEHHS  J0  JIOJeH  TMEeBHHX
OdimianTka/ npodeciid.
Poter/Nurse! Hocunbauk/
Mencectpa.
Officer! [Tan
TOJTIIIEUCHKUTA!
Excuse me, please. | [Ipobaute, Oyxb | [Ipu 3BepHeHHI 10 He3Haliomux (abo
Jacka Y0JIOBIKa, a00 KIHKH).
Your Majesty! Bama 3BepHEHHS 10 KOpOoJIsl (KOPOJIEBH)

BEJINYHICTH!




Mummy/Daddy!

Mum/Dad!

Mother/Falher!
Granny, Grand
ma/Grandpa,
Grandad

Grand
mother/Grand-
father!

Aunt Mary!

Uncle Richard
Auntie Mary!

Mamouko/
Tarouky!
Mawmo/Tarty!

Mamo/batbky!
Bbabycro/Jlimycro!

ba6o/diny!

Titko Mepi!
Hsanpky Piuapna!
Titonbpko Mepi!

3BEepHEHHS MaJIEHbKUX JAiTel 70
0aThKiB (HeOpMaTbHUM CTHIIB).
3BepHeHHs niteit BikoMm Big 10 mo 11
poKiB 0 OaThkiB (HehOopMaIbHUIA
CTHUJIB).

DopMaNbHUM CTUIIb 3BEPHEHHS.
Hedopmanbuuii cTHIG 3BEpHEHHS.

dopMarbHUN CTHIIb 3BEPHEHHS.

dopManbHUN CTUIb 3BEPHEHHS.
Hedpopmanbauii  cTUIL  3BEpHEHHS
MOJIOJIINX JITEH.

Illustrative Dialogues

1. Discussing Forms of address (formal, semi-formal).

Henry: The first rule is connected with the manner of addressing people. Don’t
use the words «Sir» or «Madam» in conversation with equals.

Boris: What should | say?

Henry: Say «Yes, Mr. Smith» or «No, Mrs. Brown».

Boris: | see. May | say «Yes, Mr. Doctor» or «No, Mr. Professor»?

Henry: Oh, no! Never! You will say «Yes, Doctor», «Yes, Professor».

2. At School (formal).

- Mrs. Claydon, May | go out?

- Yes, certainly.

3. On a Plane (formal).

- Coffee, sir?
- Yes, please.

4. In the Street (formal).

- Officer, could you tell me the way to the nearest post office?

- Thank you.

It’s over there, on your right.

5. In the Kitchen (informal)

1) Tea, Grandpa?




- Yes, please.

2) Sorry, Grandma.
- That’s OK.

3) Thank you, Mum.
- You are welcome.

Exercises

Ex.1. Read the dialogues, noting forms of address. Then learn three of them
and reproduce them in pairs.

Ex.2. Choose the best answer.

1. When you address a middle-aged man whose name you do not
know, you say:
a. Mister; b. Sir; c. Excuse me, please.

2. If it is a woman, you say: ,,
a. Madam; b. Lady; c. Excuse me, please.

3. If you want to address an American tourist (Mrs. Jane Hardy)
whom you have known for a few days, you say:
a. Madam; b. Mrs. Hardy; c. Jane.

4. 1f you want to address an eminent British scientist (Doctor John
Lonsdale), aged 50, you say:
a. Mr. Lonsdale; c. Doctor;
b. Dr. Lonsdale; d. John.

5 If you want to address a visiting English teacher called Helen
Rarker, aged 25-30 (unmarried), you call her:
a. Helen; c. Miss Parker;
b. Miss Helen; d. Miss.

Ex.3. How would you address the following people?

a girl of eighteen, not married (Judy Brown);

a married woman with two children, aged 35 (Elsie Smith);
a stranger of 25/75;

a university professor (David Clark);

your English teacher;

a doctor who is examining you (Stephen Powell);

a man with a PhD (Richard Haze);

your father;

your uncle (John Brighton);
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10. afriend of your own age (Peter Bennett);

11. Peter Bennett's father/mother;

12. the director of the company you work for (Alan Nott);

13. an older colleague (David Chambers);

14. an English audience;

15. an elderly woman in the street who seems to have lost her way. (You want
to help her.)

Ex.4. Insert a suitable form of address in the blank spaces.

1. "I hope it's nothing serious,..." (to your doctor, Jack Wilson)

2. "..., how nice to see you again after such a long time." (to your friend, Jane
Walsh)

3. "Yes, .., I'll 'try not to forget about it." (to a fellow-student, Martin
Blackwood)

4. "..., I wonder if you could find time to read my paper."” (to a university
professor, John Bridges)

5. "..., could you tell me the way to the nearest post office?" (to an elderly man
In the street)

6. "..., | have great pleasure in introducing Professor James, from the University

of London." (to an audience)
*Ex.5. Insert a suitable form of address for each case.

"Thank you..., | think I can manage by myself."
to your father;

to your friend Michael Black;

to a colleague whom you know only slightly;
to your teacher;

to your friend's father (William Grainger).

O

"Yes, ..., she is waiting for you."

1. to Peter Miller, aged 35 (you do not know him well);
2. to the family doctor, Alan Price;

3. to your sister Helen;

4. to Mrs. Alice Blackboot, a neighbour, aged 82;

5. to Norman Long, director of your firm.

I1. Remember forms of greetings:

Greetings Possible Answers Translation
Good morning! Good morning! Jlo6poro paHky!
Good afternoon! Good afternoon! JloOpuii AcHb!
Good evening! Good evening! Jlo6pwii Bewip!
How do you do! How do you do! 3npacTByiite!
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Hello!

Haven’t seen you for
ages.

| am glad we’ve met.
How are you?

How are you getting
on?

How’s life?
| hope you are feeling
well?

How are things with
you?

Hello!

| am well (fine), thank
you! And what about
you?

Fine, thanks OK, thanks.
Not so bad.

Not too well, |
afraid.

am

As usual. Just the same.

[TpusiT!
He ©6auuB T1ebe 1y
BIYHICTb.

A paguu, wmo Mu
sycrputacs. Sk BH
noxuBaere? — JloOpe,

JSIKYI0 BaM. A sik BU?
SIk BUM moxuBaere? —

Jisikyto, BIJIMIHHO
(100pe)

Ak xurts? — Henoraso.
CroopmiBaroch, BHU ce0e
nobpe  moyyBaere. —
30a€ThCsl HE  QIyXKe
noope.

Ak copaBu y Te6e? -
3BuuaiiHo. bes 3MiH.

Illustrative Dialogues

1. Formal (¢popmanbsHmii cTHIIB)

Mr. Jones: Good morning, Mr. Smith.

Mr. Smith: Good morning. How are you?
Mr. Jones: Very well, thank you. And you?
Mr. Smith: Quite well, thank you.

2. Semi-formal, informal (raniBdpopmanbamii, HeopMaTbHHIA CTHIIH)

Chris: Hello, Jenni.

Jenni: Hello, Chris. How are you?
Chris: Fine, thanks. What about you?

Jenni: Oh, not too bad.

3. Semi-formal, informal.

David: Hello.

Jack: Hello, David. How are you getting on?
David: All right, thanks. And how are things with you?
Jack: Oh, more or less the same as usual.

4. Informal.

Susan: Hello, Mary. How’s life?




Mary: A bit hectic (cymOypue) at the moment. | am very busy at work and
besides I’ve got my cousin staying with me.

Susan: | see. Well, don’t overdo (nepe6inburyBaru) things.

Mary: I’ll do my best.

Exercises
Ex.1. Read the dialogues, learn two of them and reproduce them in pairs.
Ex. 2. Choose the best answer.

1) When you meet someone whom you know only slightly (in the morning) you
say:
a) How do you do? b) Good morning. c) Hello.

2) When you meet an acquaintance at about 12.30 p.m. you say:
a) Good morning. b) Good afternoon. ¢) Good day.

3) When you come into a room where there is a group of your fellow-students,
you say:
a) Hello. b) Hello, everybody. c) Morning.

4) When a senior colleague asks How are you? you reply:
a) thank you. b) very well, thank you. ¢) OK, thanks.

5) When your hostess says Nice to see you you reply:
a) The same to you. b) It’s a pleasure. c) Nice to see you, too.

Ex.3. Translate from Ukrainian into English.

1.  —TIlpusit, Onbro! Pana Tebe 0auntu. Ak cnpaBu?
— Jlsxyto, no6pe. A K TH MOKUBA€EL?
— Tex nobpe. Jsikyto.
2. — Ocp 11€ BUKJIa[a4 aHTJI1MChKOI MOBH.
— JloOpuii neHb.
— JloOpuii eHb.
3. — Ilpusirt, JI)xon. He 6auuB Tebe 1iay BiUHICTh. SIK TH cebe MmouyBaern
MICJIST OCTaHHIX 3MaraHb.

— Jlyxe nobpe, IKyIO.

*Ex.4. Greet the following people. Make up short dialogues. Use the
greetings as the starting point for your dialogues.

1. aclose friend called Andrew;
2. an elderly neighbour (Mrs. Elsie Watson), at 3 p.m;

10
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I11. Remember forms of leavetaking.

a colleague whom you know only slightly, at 10 a.m;
your parents, on arriving home in the evening;

your English teacher.

at the beginning of a class (formal).
in the street (semi-formal);

a group of tourists to whom you are acting as a guide;
your sister Helen;

a shop assistant.

Leavetakings Answers Translation
Good bye! Good bye! Jlo mobauennst! [Iporasaiite.
So long! So long! J1o 3ycTpiui!
See you soon! See you soon! o ckopoi 3ycTpiyi.
(later, tomorrow). 3ycTpiHeMOCs Mi3HIIIe,
3aBTpa.
Good night! Good night! JloOpaHiu.
Bye-bye! Bye! Keep in touch. Bygaiil- Bysaii! Jlo 3B’s3Ky.
Good luck! Thanks. Ha Bce no6pe! — [lskyro.
| must be off now. Cheerio. A 3apa3 s TIOBHHEH WTH.
bygaii (ITpusit).
Say hello to... Thank you. [lepenaiiTe mpuBITAHHS ...

Remember me to...

— JIAKyro.

Illustrative Dialogues

1. Formal.

Mr. Adams: I’m afraid | must be going.
Mr. Brent: Must you really?

Mr. Adams: Yes, I’m afraid so. I’ve got some urgent work to do.
Mr. Brent: Well, I won’t keep you then.

Mr. Adams: Good-bye.

Mr. Brent: Good-bye. Remember me to your wife.
Mr. Adams: Thank you. I will.

2. Semi-formal, informal.

Paul: It’s time | was going.
Jane: But it’s only half past nine.
Paul: | know, but I’ve got to get up very early tomorrow.

Jane: | see.

Paul: Thank you for a lovely evening.

Jane: Not at all. It was nice to see you again.
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Paul: Bye then.
Jane: Bye-bye.

3. Informal.

Susan: Well, I must be off now.

Mary: Stay and have a cup of coffee first.

Susan: Thanks very much but I really must go. I’ve got an interview for a job
tomorrow morning.

Mary: Oh. Well, you’d better go to bed early then.

Susan: Yes. Well, cheerio then.

Mary: Bye. And good luck.

Susan: Thanks. I’ll let you know how I get on.

4. Semi-formal, informal.

Andrew: I’ve come to say good-bye.

Roger: When are you off?

Andrew: My plane leaves at 12.30 tomorrow.
Roger: Well, have a good journey.

Andrew: Thanks. Good-bye.

Roger: Bye. Keep in touch.

Andrew: | will. And thanks for everything.
Roger: Don’t mention it. Well, all the best.
Andrew: Thanks. Bye-bye.

Exercises

Ex.1. Read the dialogues, noting how people take leave of each other in
formal, semi-formal and informal situations. Learn two of them and
reproduce them in pairs.

Ex.2. Give your replies to the following phrases.

1. Good-bye.
2. Cheerio.

3. All the best.

4. See you at the meeting.

5. Bye for now.

6. Remember me to your mother.
7. Good-bye and good luck.

8. So long.

9. Good night.

10. Give my love to Marion.

12



Ex.3. What would you say:

1. when leaving a friend’s house after a party at about 11 p.m.?
2. to Professor Marsden, who is leaving for home after a short stay in your

town?

3. to your parents, when leaving your flat in the morning?
4. when leaving a friend whom you have arranged to meet

a) the same evening?

b) the next morning?

c) on the following Sunday?

5. to a group of tourists who are leaving Dnipropetrovsk?

6. when leaving a friend who is going for an interview for a job the next day?
7. when leaving a group of fellow-students after classes?

8. to a friend whom you are seeing off to Lviv?

*Ex.4. Translate from Ukrainian into English.

1. — Hy, a 3apa3 s noBuHeH itu. /o nodayenns, ["appi!
— Jlo mobGauenns, /[xon!
2. — Bixe nyxe mi3Ho. S noBuHeH itu. JloOpaHiy.

— HoOpaniuy.

3. — Hy, no noGauenns. I Oyab nacka, nepeail Bii MEHE IPUBIT TBOIH MaMmi.

— Jlsaxyro, nmepenam.

4. — Yac Bxe itu. [lo 3yctpiui MaprtiH.

— Jlo 3aBTpa.

V. Remember forms of introductions.

Forms of Introductions

Possible Answers

Translation

Let me introduce you.
Let introduce
myself.

Let me introduce my
friend to you.
Have you met
other be fore?
You’ve met Mr. Brown,
haven’t you?

Mr.  Smith, may |
introduce Mr. Frank?

me

each

I’d like you to meet
Doctor Jones.

Please, introduce me to

Glad to meet you!

How do you do!
Hello!

Mr. Frank
Smith.

-Mr.

Pleased to meet
you!

Meet my friend,

J103BOIBTE MpPEACTABUTH Bac.

— Panuit mo3HanioMUTHCS 3 BaMHU.
J103BOIBTE MPEACTABUTUCA. —
3apacTByMTE.
Jlo3BoIbTE  MEHI
BaM MOTO Apyra.
Bu 3ycTpivanucs panimie?

MIPECTABUTH

Bu 3yctpiyanuce 3 Mictepom
Bbpaynowm, uu He Tak?

Mictep Cmir, JI03BOJIBTE
NIPEACTABUTH BaM Mmicrepa
®penka. — mictep OpeHk, micrep
Cwmir.

Meni 6 xoTuIOCS TO3HAHOMUTH
BacC 3 JOKTOpoM JlxoyHCOM. —
Panuii no3HaliloMHUTHCS 3 BaMHU.
Byap macka, mo3HaiioMm MeHe 3i
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your friend. Victor. CBOIM JIPYTOM.
-ITo3Haitomcs, miii apyr Biktop.
This is Victor. - Ile BikTop.

Illustrative Dialogues
1. At a Conference (formal)

Mr. Cox: Mr. Steel, I’d like to introduce David Black, a colleague of mine (to

Mr. Ward) Mr. Steel, from Bristol University.

Mr. Ward: How do you do?

Mr. Steel: How do you do?

Mr. Steel: Are you finding the conference interesting?

Mr. Ward: Yes, there have been some very good papers. | find the discussions
very useful, too.

2. At Work (formal)

Mr. Pratt: Good morning, Mr. Dawes How are you?
Mr. Dawes: Very well, thank you. How are you?
Mr. Pratt: Fine, thanks. | don’t think you’ve met my secretary.
(To his secretary) This is Mr. Dawes. This is Miss Lloyd.
Mr. Dawes: How do you do?
Miss Lloyd: How do you do?

3. At the Theatre (formal)

Mrs. Briggs: Mrs. Hammond, I’d like you to meet my husband.
Mrs. Hammond: How do you do?

Mrs. Briggs: How do you do?

Mrs. Hammond: Are you enjoying the play?

Mrs. Briggs: Yes, it’s a very interesting production.

4. At an Exhibition (semi-formal, informal)

Mary: Mother, this is my friend Ann.

Mrs. Jay: Hallo, Ann.

Ann: Hallo, Mrs. Jay.

Mrs. Jay: What do you think of the exhibition?
Ann: It’s even better than | expected.

5. At a Party (informal)

Bill: Rosemary, this is my brother Stephen.
Rosemary: Hallo, Stephen.
Stephen: Hallo. Having a good time?

14



Rosemary: Yes. It’s the best party I’ve been to for ages.
6. A Ukrainian student in an English home (semi-formal)

Hostess: Mrs. Jones, 1’d like to introduce our Ukrainian friend Mr. Karpenko.

Mrs. Jones: How do you do?

Mr. Karpenko: How do you do?

Mrs. Jones: | hear you’ve come to study English. Do you find it difficult?

Mr. Karpenko: Well, | do, it’s quite different from what we learnt in our
textbooks. | understand the radio and TV all right, but I don’t
always understand people in the street.

Mrs. Jones: Yes, that’s difficult at first. And how do you find life in England?

Mr. Karpenko: Very interesting. | like it on the whole, although there are some

things | find rather strange.

Mrs. Jones: Don’t worry. You’ll soon get used to it.

Exercises

Ex.1. Read the dialogues, noting how people are introduced in various
situations and how they start a conversation. Then learn two of them and
reproduce them in pairs.

Ex.2. Choose the right answer.

1. When you are introduced to someone in a formal situation you say:
a) Hallo. b) How do you do? c) Pleased to meet you.

2. When someone says How do you do? You reply:
a) How do you do? b) Very well, thank you. c) The same to you.

3. If you do not know whether it is necessary to introduce two people, it is best

to ask one of them:

a) Are you acquainted? b) do you know Mr. Brent? ¢) Have you met Mr.
Brent?

Ex.3. Make up sentences using one item from each column. Make sure that
all the items in one sentence are of the same degree of formality.

Mr. Taylor Let me introduce Our visiting lecturer, Dr. Miller
Mrs. Bond I’d like to introduce My sister Janet

Professor Reed | I’d like you to meet My English teacher, Miss Sullivan a
Peter This is friend of mine, Alan Binns

Helen Meet My cousin Margaret

Father Some of my colleagues
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*Ex.4. Translate from Ukrainian into English.

1. — Bynp nacka, mo3HaloMTe MEHE 3 BaIlIOIO CECTPOIO
— I3 3agoBoeHHsAM. Bita, 11e miit npyr bopuc.
— Jo6pwii neHsb.
2. — Ilo3naiomMcs 3 moero Mamoro, JIino. Mawmo, 11e JliHa.
— Jlo6pwit neHsb.
— JloOpwuit 1eHb.
3. — 3npactByid, [Ixon! A Takuii paauii, mo Ty npuixas. Ak cnpaswy,
— Jlsxyto, nobpe. A sk y Tebe?
— Jlaxyro 1 y meHe Tex. Bu 3naiiomi 3 mictrepom biiekom, un He Tak?
4. — Ilpusit, McHe 3BaTH Malik.
— Ipusirt. 4 Iler.
— Paguii no3nalioMuTHcs.

Ex.5. Introduce the following people.

a friend to your mother;

a fellow-student to an English visitor (Robert Lord);

a guest speaker (Andrew Dent) to his audience;

yourself to a group of tourists to whom you are to act as a guide;

a friend of your own age to an elderly neighbour (Robert Brown);

a colleague (Janet Sutton) to your husband/wife;

yourself to a visiting lecturer (Dr. Graham Pegg) after the lecture (you
want to ask a question);

your sister to a fellow-student;

Your parents to your English teacher (John Tracey);

NogokowdPE

© ™

V. Remember forms of thanks.

Forms of Translation Possible Answers Translation

Thanks

Thank you. JISIKyT0 BaM. Not at all. You are | Hema 3a 1o0.
welcome.

Thanks. Jsikyro. Don’t mention it! Hewma 3a 1o

JSIKYBaTH.

Many thanks. Bemuke cacu6i. | That’s really Le npiOHMIIS.

Thanks a lot. nothing!

Thank you ever

so much.

Much obliged to |5 Bam myxe It was a real Meni OyJ10 ayxe

you. BJITIHHIA. pleasure for meto | mpuemHoO 11€

| am very do it. 3pOOUTH.

grateful to you.

How good of Hyxe mo06’si300 | The pleasure is Ile s moBuHEH
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you. 3 BaIIoro OOKy. entirely mine. BaM JISIKyBaTH.

It’s kind of you.

You’ve done me |Bu MeHi 3po0uiu

a great favor. BeJIMKY mociyry. | That’s really Lle npiOHMIIS.

You are Bu cama nothing!

kindness itself. |n1r00’s3HICTS.

Thank you for | /Isikyro Bam 3a Don’t mention it! Hewma 3a o

the pleasure. HIPUEMHY ISIKYBaTH.
HOCIIYTY.

Illustrative Dialogues

1. Thanks for Hospitality (informal, semi-formal)

John: It’s about time we made a move (rmocmimuTy)
Ruth: Really? Can’t you stay a bit longer?

John: I’m afraid not. You see, we promised our mum to be back by twelve.
Ruth: | see. What a pity.
Sheila (John’s wife): Thank you for a lovely meal.
Ruth: I’m glad you enjoyed it. You must come again some time.

2. Thanks for a Birthday Present (informal, semi-formal)

Ann: Happy birthday, Catherine.

David: Many happy returns of the day.
Cath: Thank you. (David gives her a bunch of flowers.) What beautiful flowers!

Thank you very much.
Ann: And here’s your present.

Cath: Oh, thank you. (She unwraps it.) Oh, a hair-drier! Just what | wanted.

Thank you ever so much.
Ann: I’m glad you like it.

3. Jill thanks her neighbour for helping her move into her new flat (semi-

formal)

Jill: Thank you so much for all you’ve done.

Brian: Don’t mention it. I’m glad | was able to help.
Jill: I don’t know what | should have done without you.
Brian: It’s nothing, really.
Jill: Well, I hope you’ll come to my flat-warming party.
Brian: That’s very kind of you.

Jill: I’ll let you know when I’ve fixed the date. Well, thank you again for your

help.

Brian: It’s a pleasure. Good-bye.
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4. Thanks for Information (formal, semi-formal)

Jean: Could you tell me the time, please?
Passer-by: Yes, it’s ten past nine.

Jean: Thank you.

Passer-by: You’re welcome.

5. Brenda thanks a stranger for returning her handbag (formal)

Stranger: Excuse me. You left your handbag on the bench.

Brenda: Oh! Thank you so much.

Stranger: | don’t know how to thank you. How careless of me. Thank you very
much indeed.

Brenda: Not at all.

Exercises

Ex.1. Read the dialogues, noting how people can be thanked for various
things and how they respond.

Ex.2. Reply to the following expressions of gratitude, taking the style into
account .

1. Thank you very much for your help.

2. Thank you for a most enjoyable evening.

3. What beautiful flowers! Thank you so much.

4. It was very kind of you to put my friend up (= give him a bed).

5. Thanks for the lift.

6. 1I’m very grateful to you for coming so quickly. (to a doctor)

7. Thank you for showing us the slides. They were very interesting.

8. Thank you ever so much for the present.

9. Thanks for letting me know.

10. It’s very kind of you to see (= receive) us at such short notice. (aeraiino).

*Ex.3. Translate from Ukrainian into English.

1. — Jlsxyro 3a komnadito. byso aificHO, pueMHO MO3HAHOMHUTHCS 3 BAMU
— Yomy, 11¢ s TOBUHEH BaM JISKYBAaTH.
2. — Tu 3po6uB MeH1 BETUKY TIOCIIYTY.
— Ile npiOHurs.
3. — 3 Bamoro 60Ky Oyio JIyxe Jr00’S3HO MOBIJOMUTH MEHE MPO HACTYIIHI
3Mara”Hs. S Bam qyKe BISYHUU.
— Hewma 3a mo askyBaru.
4. — Jlskyro, 1110 TiJIBi3 MEHE.
— Hewma 3a mo.
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5. — Benuke cniacu6i 3a Takuil rapHUii MOAAPYHOK. A sIKi TapHi KBiTH!
— S nyxe paauit, 1o T001 Mog00a€eThCs.

*Ex.4. Make up short dialogues, using an appropriate form of thanks for
the following situations.

. A friend gives you a birthday present.

. A stranger shows you the way to your hotel.

. A colleague gives you a lift.
. A friend has brought a book you asked him to lend you.

. A stranger holds the door open for you.
. A guest brings you some flowers.
. 'Your brother lends you some money.

A passer-by picks up a glove you have dropped and hands it back to you.

1
2
3
4
5. A neighbour brings back your dog, which ran away yesterday.
6
7
8
9.
1

0. A doctor cures your child of a serious illness.

V1. Remember forms of apologies.

Forms of Apologies

Possible Answers

Translation

| am sorry! Sorry!

| am so sorry!

Excuse me (for)!

| beg your pardon!
Pardon!

| must apologize.

That’s/It’s all right
Don’t worry.

Not at all.

It’s OK.

No need to be sorry.
Never mind!

No pardon needed!

It’s nothing to speak of!

[Tpo6aure! S nyxe Bubayarocs.-
Hiuoro. He xBuitroitecs.

Hema 3a 110 Bubavatwucs.

Bce B nopsaky.

Hagimo npocutu no6aueHHs !
[Ipo6aure. — Hiuoro. Ilycre!
[Ipomry npobaueHH:!

- Higoro, mo Bu!

Axi npiOuwmti!

Excuse me, sk mpaBuio, BXHMBAETbCA NEpe] TUM, SIK ILIOCh 3poOUTH, abo

CKa3aTu.

\Sorry! BoxuBaeThCs micis TOTO, SIK MM 3pOOHIIN IIOCH HE 30BCIM BIPHO, 11100

BUOAUUTHUCH .

~7Sorry? BixuBaerbcs, KOJIM MU HE 4yeMoO, ab0 HE pPO3yMi€EMO, IO KaXyTh
JIFOIM. BUMOBIISI€THCS 3 MUTAJIBHOIO 1HTOHAI[ICIO.

Illustrative Dialogues

1. — I’m sorry I’m late. I had to wait ages for a bus.
— That’s all right. We haven’t started yet.
2. — I’m terribly sorry. I’ve forgotten to bring the book I promised you.

— Don’t worry. I’ve got another one to read.

3. — I’m awfully sorry but I’ve broken a cup.

— Never mind.
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4.— T do apologize for not letting you know before. | couldn’t get through to
you on the phone.
— It’s quite all right.
5. — I’m so sorry to cause you all this trouble.
— No trouble at all.
6. — There’s a good play on television tonight.
— Sorry?
—1I said there’s a good play on television tonight.
— Oh, is there? What time?
— 8.45.
7. — Excuse me, That’s my seat.
— Oh, is it? Sorry, or — 1 (do) beg your pardon. (Emphatic, very formal).
8. — Oh dear. I’ve spilt tea on the tablecloth. 1‘m ever so sorry.
— It doesn’t matter. The cloth needs washing anyway.

Exercises

Ex.1. Read the illustrative dialogues, noting how people apologize and how
to respond appropriately. Then learn three of them and reproduce them in
pairs.

Ex.2. Choose the best answer.

1. After wrecking your brother’s car you say to him:

a) Sorry, Jack.

b) I hope you don’t mind, Jack. I’ve run the car into a wall.
c) I’mterribly sorry, Jack. I’m afraid I’ve damaged your car.

2. When you want to get to the front of the bus, past some standing passengers,
you say:

a) Sorry.

b) | beg your pardon.

c) Excuse me.

3. When you tread on someone’s toe, you say:
a) | must apologize for treading on your toe.
b) I’m so sorry.

c) | beg your pardon.

4. If a senior colleague apologizes for keeping you waiting, you say:
a) That’s OK.

b) That’s quite all right.

c¢) Don’t mention it.
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5. If you have not heard what someone said, you say:
a) Sorry.

b) Excuse me.

C) Repeat it, please.

Ex.3. Read the sentences and explain the using of expressions “Excuse me”
and “Sorry”:

1. ”Excuse me, could you tell me the way to the History Museum?,,
2. ”0Oh, sorry! Did | step on your foot?,,
3. I’msorry I’m late. I’ve been very busy.
4. There’s the key on the floor.
— Sorry?
— There’s the key on the floor, | said.
5. ”Excuse me, would you let me pass?,,
6. ”I’m very, very sorry about what | said just now.,,

Ex.4. Express apology, using one item from each column. Let another
student respond.

I’ve lost the key
very | can’t remember the address
ever so I’ve forgotten to buy bread
terribly sorry | but | I’ve let the dog out
awfully I’ve broken your favourite cup
dreadfully | forgot to water the plants
I’ve eaten all the cake
I’m I’ve scratched the record

I’ve rubbed off your recording

| dropped the alarm clock last night
I”ve spilt ink on your passport

I’ve burnt the potatoes

I’ve lost the book you lent me

| overslept this morning

I haven’t done the translation

afraid

Ex.5. Reply to the following apologies, avoiding repetition as far as possible.

I’m sorry.

So sorry.

| do apologize for keeping you waiting.

I’m terribly sorry but I burnt the collar of your shirt while | was ironing it.
I’m sorry, | didn’t quite catch your name.

I’m sorry to disturb you.

Do excuse me for looking so untidy.

NoakowbdPE

21



8. I’'msorry I’'m late.
9. | must apologize for our secretary’s rudeness.

*Ex.6. Translate from Ukrainian into English.

1. — IIpoGaure, 6ynpb Jacka. CKIJIbKM KOIITYE 11€i cBEeTp?
— 100 $.

2. — IIpobaure!
— Tak?

— Ile Bama cymouka?

— Ilpomy npobauenns?

— Ile Bama cymouka?

— Tak. [yxe rapHo askyro.

3. — IIpobGaure, 6yap nacka, ane Bac 3Batu bimn breiik?
— Hi, naxxans, Hi. Mene 3Batu bakcrep, CtiB bakcrep.
— O, BubOaure.

4. — 5 nyxe Bubayarocs, 110 3ami3HUBCS.

— He xBuntoiitecs, Mu MmaeMo 111e 10 XBUIUH 710 TOYATKy PLIbMY.

Ex.7. What would you say in the following situations? Do the exercise in
pairs.

You’ve broken a vase while visiting an elderly aunt.

You are late for a class.

You forgot to ring a friend last night.

You didn’t hear what your neighbour said.

You lost an umbrella which your sister lent you.

You want to pass someone to get to your seat in the cinema.

You have spilt coffee on a friend’s dress.

You made a noise coming in late last night (and woke your parents up).
You let the shop door swing back in someone’s face.

CoNOOR~ODE

TELEPHONE ETIQUETTE
Ex. 1. Remember rules for making calls. Express your ideas.

DO

plan the call thoroughly;

have all necessary information in hand;

be patient if there is no answer;

be polite and agreeable;

be efficient — you are representing your company or organization; use
questions to identify key issues; be concise, use short sentences — time is
money; speak clearly;

make sure the other person understands you and allow him to finish his speech;
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take notes during a call;
use humour with caution (it is often very personal and culturally specific);

finish with a positive phrase.

DON’'T

call if you are unprepared,;

lose control if someone becomes aggressive;

waste time;

pretend to understand,;

interrupt;

,rely on your memory for important details;

put the handset down too quickly. It can seem rude;

leave your mobile phone switched on in the theatre (museum, gallery, etc.)

Speaking on the Phone

While answering the phone, secretaries should be tactful, efficient, prompt,
helpful and very courteous. They must have a polite manner, sound friendly,
address people correctly and keep their private calls to a minimum. They are to
take messages when the boss is absent or in meetings.

Ex. 2. Choose the polite reply in each of these conversations. Read the
following sentences.

a) Can | speak to Loretta?
1) Who are you, please?
2) Who is calling, please?

b) Could I have your name, please?
1) Yes, I’'m Anna Long. Yes, it’s Anna Long

c) Thisis Terry Ranee
1) Sorry?
2) Repeat, please,

d) Is she free on Friday?
1) No, she isn’t.
2) I’'m afraid, not.

e) Would morning or afternoon suit you best?
1) 1 don’t mind.
2) | don’t care.

f) Is that everything?
1) Yes, of course.
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2) Yes, that’s all.

Telephone Instructions.
I. Making a call:

- First check the code (if any) and number.

- Lift the receiver and listen to a dialing tone (a continuous purring).

- Dial carefully and allow the dial to return freely.

- Then wait for another tone:
A ringing tone (burr-burr) means the number is being called. The line is
free.
An engaged tone (a repeated single tone); try again a few minutes later.
A number unobtainable tone (a steady / tone), replace the receiver, recheck
the code and number and then redial.

- At the end of the call replace the receiver securely.

I1. When answering the telephone:

- Always give your name or the name of the office or your telephone number.

- If you hear a series of rapid pips, the call is coming from a coinbox telephone.
- Wait until the pips stop and then give your name or telephone number.

I11. When making a call from a coin-box telephone:

- First drop a coin piece (or pieces) into the slot.

- Lift the receiver and listen to a dialing tone.

- Dial your number.

- On hearing a ringing tone, which means that the line is free, wait until your call
IS answered.

IV. Trunk-Calls via operator when booking a trunk-call:

- Give the country, the place concerned and the number you want your call to be
connected with.

- Say what kind of call you want to book.

- Indicate the duration of your call if possible.

- Give your name and telephone number.

V. Subscriber Trunk Dialing (STD):

- Dial codes and/or a number of people you are likely to call. This will save
your time in future.

- When you dial, do not pause too long between digits.

- If your hear a recorded announcement telling you that the trunk line is
engaged, replace the receiver and try again later.
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- Answer your telephone promptly, giving your name or the name of the office
or a telephone number. This saves the time and helps the caller.

V1. International Subscriber Dialing (ISD).

You can dial for yourself. If calls are made to most places in Europe and
North America:

- First dial the code of the country or the code of the place concerned and
then the subscriber’s number.

- If you wish to know the code for a place which is not shown in the
Telephone Directory, ask the exchange operator.

- When dialing to Europe or North America, do not pause more than two or
three seconds between digits, especially the last few digits. You will often
hear nothing for half a minute or a little longer after dialing.

Do not replace the receiver before you have given the equipment time to
connect the call. Sometimes you may hear a series of very rapid pips. It means
that the automatic equipment is putting your call through and asks you to
hold on.

Starting and Finishing Calls

Ex. 3. Make yourself a checklist for future reference. Study the table below,
then add these phrases:

Anyway ... I’ll look forward to seeing you on Tuesday, then.

How are things?  Let me know if there’s anything | can do.
I’m phoning to ask ... Thank you for calling

Welcoming the call Nice to hear" from you
Polite enquiries How are you?

Saying why you’re | The reason I’m phoning is
Indicating you’re ready to | Right then . ..

Give me a ring if you have
any problems

See you on the 26th, so
until Friday, then

Thanks for vyour help.
Ending on a friendly note. | You’re welcome. Have a

nice day

Offering help

Confirming future plans

Ex. 4. Read, learn, memorize the basic phrases and act out the following
dialogue.

Secretary: Hello, I’m wondering if you could help me.
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Mr. R. Brundon: May | use your telephone?

Secretary: Why, of course, sir. But prof. Berg is speaking on the telephone now.
He can’t get his office on the phone. There is no reply at his number. May be
there is nobody available there.

Mr. R. Brundon: Where can | make a call then? (to give a call, a ring, a buzz)
Secretary: I’m sorry. | didn’t catch your name. Will you spell it, please?

Mr. R. Brundcn: R-u-ss-e-11 B-r-u-n-d-o-n.

Secretary: What can | do for you?

Mr. R. Brundon: | want to book a long-distance call a (trunk-call). | want to
reverse the chargers.

Secretary: Where to, sir? Do you know the number, please?

Mr. R. Brundon: No, I’m afraid, | don’t, can you find it out for me?

Secretary: Yes, sir. I’ll get it from my directory and call you back.

Mr. R. Brundon: Thank you.

*Ex. 5. Put each of the following words or phrases into its correct place in
the passage below.

charge reversed connection dial

direct directory inquiries  engaged
international code-number  lift long distance
message number operator
person-to-person receiver telephone directory

Making a Telephone-call

When you make a telephone-call you ... the receiver. Then you ... the
number. If you ... don't know the you can look it up in the ... . If you can't find
it there you can call ... .

Making a call to a place far away is called a ... call. For most countries in
Europe you can phone ... ; first dial the ... .

If you don't have enough money you can ask for a ... call and have the

This means that the ... of the call has to pay for it.

When there is a difficulty with the ... the ... may tell you to hold the line.

If the person you want to call is already speaking to someone, the number
IS ...

When you call a friend and somebody else answers the phone, you can
leave a ..., or it may mean that you have dialed a ... .

*Ex. 6. Put each of the following words or phrases into its correct place in
the passage below.

answer call caller come through directory
hang up identify message mouthpiece number
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save telephone tone
Telephone Etiquette

1. Know the right number before making a... . When in doubt, consult a ...,
your personal number list, or the information.
2. Allow time to ... . Give the person you are calling enough time to ... his
telephone.

A little patience may ... you a second call.
3. Speak distinctly and in a normal ... of voice. Your lips should be about an
inch
away from the ... .
4. Answer promptly. Try to answer your telephone on the first ... . Otherwise
the ... may hang up and you might miss an important message.
5. ... yourself when you answer the ... .Do not merely say "Hello". Give your
name , your telephone ... , or the name of your firm.
6. Take messages for people who are not there. Write down the name and
telephone number of the person calling. Place the ... where it can be seen.
7. ... gently. Slamming the ... down is discourteous. Be sure the receiver is
always ... properly. Otherwise no calls can ... to you.

*EX. 7. Put the verbs into proper tense.
Mobile Phone — a Luxury or a Necessity?

Nowadays more and more people in the world (believe) that a mobile
phone (be) no longer a luxury but a necessity. What (start) in the mid-1980s as
an expensive toy (become) a pocket-sized communication aid for all kinds of
people on the move, from nurses to farmers, architects to electricians, social
workers to woman driving alone. For businessmen a mobile phone (be) an
invaluable professional tool. But convenience (take) mobiles far beyond
commerce. Working mothers (use) them to control their children before and
after school; business travellers (turn) to their mobile phones to avoid high
mark-ups on calls from hotel rooms; police (lend) pre-programmed mobiles to
victim of domestic violence who (have) no phone at home, so that they (can,
call) them in crisis. A choice of phones (be) available with various facilities at
different price levels. Some features (be) fairly standard, such as single-button
dialing for numbers you (call) regularly and back-lit displays showing the
number dialed or recalled from the mobile’s memory. Some models (may,
display) other information like signal strength and battery condition, (offer) last-
number redialing, a security code to prevent others using it, a “scratchpad” for
noting down numbers during a call, a call timer and a press-any-key facility for
answering calls.
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BUSINESS CORRESPONDENCE

Ex. 1. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary

InQuiry — 3amur

reply to inquiry — BiAMmoBias HA 3aMKT

letter of Credit (L/C) — akpenutus

INVOiCce — paxyHOK, GakTypa

letter of insurance — crpaxoBka

explanatory letter — mosicHOBaIbHUI JIHCT

letter of packing — muct mpo makyBaHHs

letter of shipment — snmct npo Bignpasky

letter of delivery — nmucT npo moctaBky

letter of complaint — pexnamariitia ckapra

indented line — wepBoHa cTpoka

form — Gmank

heading — 3arosnoBok nucra

stick (stuck, stuck) — HakieroBatu

salutation — 3BepHeHHSs

truly — Bigmanuii

subscription — miamumc

letter head — 3arooBok OyaHKy

recipient — ozmepxyBad

sender — BimpaBHUK

reply (to) — BignoBiap Ha

to affix signature — craBuTH ImiaIKC

position — mocana

p.p. (per pro) by warrant — 3a moBipeHicTO

subject — mpemMeT 0OTOBOpEHHS

enclosure — momatu = Encl to enclose — nomaearu a.l. = autograph letter a.l.s.
= autograph letter

sincerely — mupwuii ¢/0 = care of inst = instant P.P. = parcel post
P.P.p. = perprocuration — 3a goBipeHicTio p.p = post paid

P.R. = post restante (fr.) — mo 3anuranus PR — post registrated P.S. = post
scriptum — npunucka R.P. = reply prepaid — BiamnoBiap omiadeHa
R.S.V.P. — respondez s'il vous plaot (fr.) — naiite BixmoBias, Oy1b 1acka
S. — signature — migmnuc

signed — mianucaHui

mail — kopecmnoHeHIIis, momTa

with reference to — nmocunatounce

subject to reply — 3a mizoBuM oj1ep>KaHHSIM BiAITOBITI

under reply — Ha sike naeTbcs BiANOBIAb
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as requested — Ha Bare MpoOXaHHS
Ex.2. Read and translate the text.

Text
A Structure of a Business Letter

Business letters include all kinds of commercial letters, inquiries, replies
to inquiries, Letters of Credit (L/C), invoices, Bills of Lading (B/L), Bills of
Exchange or drafts, letters of insurance, explanatory letters, orders, letters of
packing, letters of shipment, letters of delivery, offers, letters of complaint,
replies to those of mentioned above, etc.

A business letter should be as short as possible, intelligible, polite,
benevolent and its language must be simple.

Rules and traditions of correspondence vary in time but some basic
principles of a commercial letter remain unchanged.

A private business letter is written by hand, each paragraph begins with an
indented line. But if a letter is sent by an organization, it is typed on the form of
this organization. In this case it is not necessary to use indented lines.

A letter is composed of the following elements: the heading, date, address,
salutation text, subscription.

A letter can be typed on the organization's form. Any form has its letter-
head printed typographically. The letter-head bears the name of the organization
or firm, sending this letter, its address, the address for telegrams, telephone,
telex, fax. If you do not use the form, write your address (as a sender) on the
upper right side of the letter. Do not indicate your name here, it will follow your
signature. Ukrainian names of foreign trade organizations are not translated into
foreign languages. They are written with Latin letters using the English
transcription. Your telephone number may be written below.

The date is written on the right side above (under your address if the letter
Is written on a form or under a typographical letter-head of the form).

In Great Britain the date may be indicated as follows: 7" April, 1998 or 23
March, 1998.

In the USA it is usually written like this: April 7, 1998.

As a rule, before the address of the recipient a reference is indicated
which the sender asks to mention in the reply to the letter. A common reference
represents the initials of the person who wrote the letter and those of the typist
who typed it.

Our Ref: MRE/JNK — (in the first letter);

You: Ref: BAT/SN — (in the second one after the reply has been
received);

MRE are the initials of the author of the letter (M. R. Erickson), JNK are
the initials of the typist.

The address of the recipient (inside address) is written on the left above,
under the reference. Lower, the name of the firm is written under which the
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number of the house, street, city or town, state or country is indicated, the last
element being the country.

The salutation is written on the left (not in the centre).

The salutation 'Dear Sir' is appropriate, when you write to a real person if
you do not know him. If you know this person, you should write 'Dear Mr.
Jones', for example.

If the letter is addressed to a firm, the salutation should be 'Dear Sirs'. In
modern business correspondence it is needless to use any other forms of
politeness.

As was mentioned above, the text of the letter should be as short, simple
and clear as possible.

In the subscription the expression 'Yours faithfully' is usually used if you
are not acquainted with the person (or 'Yours sincerely' if you write to a man
(woman) whom you know at least by correspondence. In American English the
above expressions are rarely used. More common are the expressions 'Sincerely
yours', or simply 'Sincerely’, and sometimes ‘Very truly yours'.

The signature is affixed by hand above the typed name of the author. It is
not obligatory to indicate your position. If near the signature there are two letters
p.p.' (per pro), it means that the letter is by warrant'.

The heading may be written above the main text of the letter. The heading
indicates the short contents of the letter or its subject.

If some material is added to the letter, the words 'Enclosure' (‘'Enclosures')
or the abbreviation 'End' (momatok abo nomatkm) are writ-ten in the left lower
corner of the letter. You can also use the expression 'We enclose ..." (tomaemo

)
Ex.3. Answer the following questions:

. What letters are included into business correspondence?

. What are the major elements of a business letter?

. When is the letter-head used?

. What does the reference mean in a letter?

. What information is given in the address?

. What are the requirements established for the text of a business letter?

. What expressions are used in the salutation of a business letter?

. What should be indicated in the heading of a business letter?

. What should be the subscription in a business letter? What may be enclosed in
a business letter?

OCooO~NOoOOoTh~wpNDPEk

Ex.4. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary

to render — nagaBatu
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adjustment — peryiroBaHHS

in conformity with — BiamoBigHO 10
to carry out — BukonyBaru

to reimburse — BigmikomxyBaTu
allowances — 3a0e3neueHHs

to provide — 3a0e3ncuyBaTH
equipment — o0aHaHHS

delivery — mocraBka

dispatch — BignpaBka

to obtain permission — otpumaTH 103BiN
decision — pimeHHs

Text
Business Correspondence

Dear Sirs,

In connection with your enquiry and in confirmation of our talk with your
representative Mr. Delton we are informing you that if requested we could send
a group of highly qualified specialists to render technical assistance in
constructing a heavy-machine .building plant and preparing the equipment of the
shops of the above plant for adjustment and putting into operation.

As the construction and erection work shall be in full conformity with the
supplier's designs, we could include in this group specialists to carry out the
designer's supervision.

The general conditions on which we usually send our specialists abroad
are the following:

You are to reimburse us for the following expenses:

— monthly salaries in $ USA,

— transfer allowances for each specialist,

— round trip air travelling expenses, tourist class, for the specialists and their
immediate families,

— the insurance of specialists against professional risks and accidents.

You are also to provide at your own expense all the specialists,
interpreters and their families with adequately furnished air-conditioned
accommodation.

In addition you are to provide our specialists with medical service,
including hospitalization.

We should like to stipulate the fact that if a specialist falls ill during his
stay in ..., you are not to suspend payment of the reimbursement rates during his
ilIness.

The number of specialists sent by us will depend on the volume of the
work. The period of their stay in your country is to be agreed upon during
negotiations.

Awaiting your reply,

Yours faithfully,
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R. P.

Dear Madame Ivanenko,

Further to our discussion today with Mr. Detlon we are writing to confirm
our requirements for certain modifications and also to give you our suggestions
for the proposed visit program for Mr. Kramov

As Mr. Kramov will not be arriving in the USA until the 3 or 4™ of
January to inspect and test the equipment, this will not leave us enough time to
pack the equipment after inspection and to deliver it to FOB by the originally
agreed date of 15" January. We would therefore like to have your confirmation
that you agree to the delivery date to FOB being extended to 15" February
without the penalty clause applying.

It will also be necessary for us to receive before 3™ January at least four
rolls of the packaging material for the Monobags. Would you advise us by telex
of the method and date of dispatch of this material? Referring now to Mr.
Kramov's actual visit to the States, we have in mind to make our suggestions for
a suitable program and if he arrives in New York on 3" or 4" January, we
believe he will need to spend at least 15 days in New York inspecting and
testing the equipment. We are hoping to obtain permission from two snack food
factories in the area of Los Angeles to allow him to see their operation and study
their manufacturing techniques, and we should have a definite decision on this
within 10 days.

Yours sincerely,

James Nickles

Sales Director

Ex.5. Write letters in accordance with given assignments.

Inform the company that you are buyers of chemical equipment and you
would like to receive their quotation and the latest catalogues.

Let the company know that their terms of payment and delivery suit you,
but you cannot place an order with them as their prices are too high.

Set out the following dates and addresses as in the pattern:

Date Company Country |City Street House
5/V1/2000 |Blakeand Co |Great London |Conduit 40
Britain Street
20/X/2000 |Smith & Co, Ltd|USA Lima Park 25
(Ohio) Street
22/11/2000 |The export &|Great Hull Water 25
Transport Co  |Britain Street
23/1/2000 |The Liverpool|England |[Liverpool [High 19
Forwarding Street
Agency
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*EXx. 6. Copy the first letter and translate it into Ukrainian; memorize the
following expressions in this letter:

| should like on behalf of the Academy of Sciences to convey our thanks
to ...; I look forward to ... joining us on that occasion, as | know that they all will
be much pleased to meet you.

Yours sincerely,

(Signature)

OsHaifomMTech 3 TMpaBWIaMH BUKOPHUCTaHHS Oararo(yHKI[IOHAIBEHOTO
cioBa it Ta BUKOHAWTE rpaMaTUYHi 3aB/IaHHSI.
1. a) OcoboBwii 3aiiMeHHUK It 3aMiHIOE IMEHHUK 1 BiJIIIOBI1a€ 3aifMEHHUKAM GIH,
80Ha, 60HO. Y pEUYCHHI BUKOHYE (DYHKIIIIO MiAMETA:

The window is open. Bixno iouunene.
It is open. Bomno giouunene.

0) It B)XHUBa€eTHCS 3aMICTh Ha3B HEXKUBUX MPEIMETIB Ta TBAPHUH:

The cat is on the tree. Kim na oepesi.
It is on the tree. Bin na oepesi.

2. It — 6e30co00BuUil MiaMET (HE TIEpPEeKIaaaeThes). BUKOPUCTOBYETHCS B TaKUX
0€30C000BUX PEUCHHSX:
a) 3 IBUIIAMU [IPUPOJIN:

It is winter. Suma.
It is cold. Xonoomno.
It is getting dark. Temnie.

0) 3 miecioBaMu, SIKi BKa3yrOTh Ha craH morojau (to rain, to snow, to freeze,
TOIIO) :

It often snows in February. YV mromomy wacmo naoace chie.

It is raining. Hoe oow.

B) KOJIM MOBa MJ1€ MPO Yac 1 BiJICTaHb:

It is noon. Ionyoeno.
Itis 5 o’clock. IT smo 200un.
It is not far to the stadium. Mo cmaodiony neoanexo.

T') 3 TI€CIIOBAMH y MTACHBHOMY CTaHi:

It is said... Kaowcyms...
It is believed... Ipunyckaroms...
It is expected... Yekarome...
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n) micns BupasiB it’s nice to, it’s easy to, it’s difficult to, it’s impossible to, it’s
good to, it’s wonderful to, it’s useful to, it’s no use:

It was difficult to find a suitable steamer. byno sadcxcko 3natimu nioxoodsuwuti
naponas.

It’s no use telling him about it. Mapno kazamu iiomy npo ye.

¢) y 3Bopoti It is...that, xoiu moTpiOHO 3pOOHTH OCOOJMBHI HAroJioC Ha
OJTHOMY 3 WIEHIB PEUEHHS MEePEKIATAETHCS — came (ye).

It is sport that makes a man healthy and strong. Came cnopm pobume noouny
300p080I0 MA MIYHOI.

It was in the park that | met his sister. YV napky s 3ycmpis tioco cecmpy.
Ex.1.Read the sentences and define the function of the word “It”:

It was a warm spring day.

It was very windy.

It is cloudy today.

How far is it from London to Bristol?

It’s 20 miles from our village to the nearest town.
It’s impossible to understand her.

It’s nice ti see you again.

It is said that we can pass our exams in May.

. 1t’s 5 o’clock.

10. Football is one of the most popular games. It is played in most countries of
the world.

CoNoak~wWwNE

Ex. 2. Complete the sentences.Use “it's + (box 1) + to + (box 2)”.

It’s | box 1 dangerous to | box2 meet people
difficult impossible see you again go out alone
easy- nice wear sleep
easy stupid understand him save

1. It’s easy to understand him because he speaks very slowly.

2. e , Jill. How are you?

B e —————— at night. There is always a lot of noise.

4. A'lot of cities are not safe.........cccoceevveeiieiiniienne, at night.

5. If you haven't got a well-paid job, ..o, money.

B, e warm clothes in hot weather.

7. Everybody is very friendly in this tOWN. ... .ccccciiiiiiiini e
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Ex. 3. Translate into Ukrainian.

It is time to begin our training.

It is late.

Is it true that you are a top-class sportsman?

It was here that I first took part in a competition.

It is impossible to predict who will win to-day’s competition.
It is a business letter.

It was after the championship that we had a chance to talk.

It is about 2 miles from the airport to our office.

It was a storm last night. Did you hear it?

©CoNoRWNE

*Ex. 4. Translate into English.

1. Ile nmpaBaa, 1110 BiH BUTPAB 3MaraHHs?

2. XonoaHo. Yac 3akprBaTH BiKHA.

3. Came micmsg 3Maradds s OTpPHMaB 3alpOINICHHS TMPUUHATH y4YacTb Yy
MI>KHApPOJIHOMY YEMITIOHATI.

4. 5 6auuB, sk BY 320w 11eil ros. Bin OyB, JA1CHO, BpayKarounM.

5. 4 cnocrepiras 3a rporo KoMaH . BoHa, 6e3nepedno, Hailkpania.

6. HemoxnuBoO i 3p03yMiTH.

7. Bxe mizHo. Yac #itu qonomy.

8. Axmii croroani neub? Croroani 10 6epe3Hs.

Ex. 5. Write questions with “How far ...?”

1. (here/the airport?)  How far is it from here to the airport?

2. (New York/Washington?) How ................... Washington?
3. (your house/the station?)..........ccccvevvevie e, ?
4. (the hotel/the beach?) ..., ?

*Ex. 6. Put in it’s or there's.
1. ... acat in your bedroom.
2. ... hard to understand him.

3. ... cold tonight.

4. ... ice on the roads.

5. ... nice to see you.

6. ... somebody on the phone for you.
7. ... too late to go out.

8. ... a problem with the TV.

9. ... a funny smell in the kitchen.

10. What's that noise? ... the wind.

Planning a business letter
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In all writing we write to be understood. It should be easier to write a clear and
concise letter because in letter writing the reader is easily visualized. If you are
to write a good business letter, you must be clearly understood and you must
create the right impression, both in content and presentation.

Patterns for Writing Letters

Thanks

| shall appreciate your kindness in advising me immediately whether or
not you will be able to attend the Colloquium. 4 6yoy eosunuii Bam, sikuwo Bu
nogioomume MeHe He2auHo, Yu 3modceme Bu 6ymu npucymuim nHa KoJ10K8iyMi.

I would appreciate immensely your assistance in persuading them to
come. A naozsuuaiino eosunull Bam 3a Bauty donomozy emosumu ix npuixamu.

It would be greatly appreciated if you would kindly let us know the name
as soon as possible. Byno 6 oyosice 0obpe, sikwo 6 Bu moenu nogioomumu Ham
Bawe npizsuwye.

On behalf of the Symposium Committee | thank you for your letter of 2"
June, 2003. Bio imeni Komimemy Cumnosiymy 0sxkyemo Bam 3a nucm 8i0 2
uepens 2003 poxy.

I should like to thank you once more for all that you did. 4 6u xomis
noosxyeamu Baw we paz 3a me, wo Bu 3poounu.

I would be grateful if you let me know how many delegates will be in the
party and when they expect to come to and leave here. 5 6ys 6u Oyoice 60siunut
Bam, axou Bu moenu nogioomumu meri, CKibKu 40108iK O6yOe 8 denecayii i KOau
BOHU Malomb npuixamu ma 8i0oymu.

| express once again our thanks for your kind co-operation in this matter.
A we pa3z sucnosnioro nauty noosiky 3a Bawe cnispobimnuymeo y yiti eanysi.

Request

Could you please inform me whether they speak English or whether they
will need an interpreter? He moenu 6 su nosioomumu meni, uu 2080psims 60HU
AHeNIUCbKOT0, YU IM nompibeHn nepexiaoay?

Would you kindly hand the enclosed form to the person concerned? 5yos
nacka, nepeoaiime 000aHuli O1aHK 0codi, npo [Ky UdembCsl.

Please let us know, if you are in a position to provide us with extra copies.
byov nacka, nogioomme mam, uu 3modxceme 6u 3abe3nedumu HAC 3AUSUM
eK3eMNIIAPOM.

In case of non-arrival of the letter, please let us know. B pasi
HeoOmpUMauHs aucma, 6yow 1acka, nogioomme Hac.

Will you kindly send us reprints of your recent paper? byov nacka,
HAOTWims Ham 8i0OUMKU 8AULOT OCMAHHBLOL cmammi.
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Hope

We are indeed glad that they will be coming to London and we look
forward to meeting them and hearing about their recent work. Mu oyorce paoi
ixubomy npuizoy 0o JIoOHOOHY | cnodisaemMoch 3yCMpImMucsa 3 HUMU ma no4ymu
npo ix ocmawnHio pobomy.

We are all hoping that somehow you will succeed in obtaining the data.
Cnooisaemocs, Wo 8am nowacmums OMpuUMamu yi OaHi.

We are not only looking forward to meeting our Russian colleagues but
also to seeing their experimental work. Crnooisacmoco, wo mu me auwe
3YCMPIHEMOCL 3 HAWUMU POCIUCOKUMU KOJe2AMU, a U MAKoMC nobayumo ix
eKCnepuMenmanbHi pooomu.

Information

I have much pleasure in enclosing the Royal Society's formal invitation to
its Tercentenary Celebrations to be held in July next year. Maiw uecmo
gionpasumu eam oghiyitine 3anpouwtenus Koponiecokoco Tosapucmea Ha
ceamkyeants mpvoxcompivus K.O., saxe 8io6y0emubcs y MUNHI HACMYNHO20 POK) .

As requested by you we have much pleasure in sending you under
separate cover the book in question. 3eiono eawozco npoxanns maemo uecmo
8IONPABUMU 8AM 6 OKPEMOMY KOHBEPMI KHUSY, NPO SKY UOEmbCs.

We acknowledge the receipt of your letter of the 10" inst., for which, we
thank you. Mu niomeepoocyemo ompumanns eawoeo aucma 6i0 10 yvboco
Micays, 3a siKe BUCTIOBNI0EMO 8aM NOOSIK).

We inform you that your paper aroused much interest and will, of course,
be published in due course. Ilosidomnsiemo 6ac wo sawa cmamms SUKIUKALA
senuKe, 3ayikasients i 0008'13xK060 b6yde onyo.iKo8aua y ceiil uac.

We beg to confirm the receipt of your letter. Iliomeepooscyemo
OMPUMAHHA 8AULO20 TUCTNA.

We beg to inform you that enclosed are some data. Maemo uecmo
noBi0oOMUMU, WO 00 TUCTA 000AIOMbCSL OCSKI OAHI.

Confirming receipt of your letter of the first inst., we beg to draw your
attention to the fact that the main Congress proceedings will take place in
London. [Tiomeepoaicyouu ompumanus eéawozo aucma 6i0 1-eo uucia ybo2o
micays, 36epmaemo sauty yeazy Ha me, ujo poooma Konepecy 6yoe npoxooumu
v Jlonoowmi.

The body of a business letter usually includes:
a) Reference, b) Information, c) Purpose, d) Conclusion.

a) Reference

You should begin your letter with a reference to a letter you have received, an
advertisement you have seen, or an event which has prompted the writing of
your letter,
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e. g. Thank you for your letter of May 3.

In your letter of January 13" you inquire about....

It was a great pleasure.to receive your letter of July 1" that....

| recently called on your agent in this country to ask about... but he was unable
to help me.

b) Information
It is sometimes necessary to add some detailed information related to the
reference, in a subsequent paragraph.

c) Purpose

This is the most important part of the letter, where you are expected to state
clearly and concisely what you want and answer carefully and clearly all the
questions that you have been asked.

d) Conclusion.

This usually consists of some polite remark to round the letter off.

e. g. | look (am looking) forward to hearing from you soon.

| sincerely hope you will be able to help me in this matter.

| should greatly appreciate an early reply.

Please accept our sincere apologies for the trouble this mistake has caused you.
We apologize sincerely for the trouble caused to you, and will take all possible
steps to ensure that such a mistake does not occur.

Different Types of Business Letters

There are in general, three classifications of business letters:

 the formal letter

 the semi-formal letter

 the personal note

The type of the formal business letter is still used for the bulk of correspondence
between firms, companies and replies; requests for payment; status inquiries,
letters of reference; letters of instruction, circular letters; letters of application,
letters of invitations, thank-you letters and others.

3aMOBJIEHHSI HA KBUTOK JIITAKOM
Booking Seats in an Airplane

Your address

Date in full

The Manager,

International Air Service Agency
Regent's Street. W. I.

! ult.= ultimo — munayIOrO MicsIA

S. S. (or S/S) = steamship — naporuias
Sir,
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Please reserve me two (2) seats in the plane leaving London airport for Moscow
at 11 a. m. on Saturday, June 2.1 shall also be glad if you inform me of the
connections between Cambridge and London Airport.

Yours faithfully,

(Signature)

JIMCT Mpo miAroTOBKY AJIM1 Bi3UTY

A Letter Arranging a Visit

United States Department of Commerce
National Oceanic and Atmospheric
Administration,

Washington D.C.,

20658,

USA.

June 2"9, 2004 Prof. T. N. Loza, Dept. of Atmospheric Physics, University of
Kyiv, 61, Volodymirska Str, Kyiv Ukraine
Dear Professor Loza,

| learned two days ago that the USA/CIS Working Group on Natural
Environment is meeting in Minsk 30 July, 2004 Presumably our work will end
on Saturday, 5 July. You have twice in the past extended an invitation to me to
visit your laboratory in Kyiv. Would it be possible for Mr. James Robins, who is
also a member of the Working Group, and me to visit your laboratory on
Monday, 7 July? If this meets with your approval, we would fly from Minsk to
Kyiv on Sunday, 6 July, probably on Aerosvit Flight No. SU 643, which arrives
at 10.20 (Sun.).

If this proposed visit to Kyiv is convenient for you, could you assist us
with visas and by reserving a hotel room for us on Sunday and Monday nights?
If for any reason this visit would be difficult or inconvenient for you at this time,
plgase do not hesitate to tell me.

Yours sincerely,
Michael Stephens.

JIucT 1o ¢pipMu 3 MPOXaHHAM HAAICIATH KATAJOTHA 00JI1aTHAHHA
A letter to the company asking to send the catalogue of equipment
Your address Date in full
Messrs. Levy and Moore York, England
Dear Sirs,
We beg to send your catalogues for cases Land M 275/77, which we hope
might be of some use and help us to open larger transactions with you.
B/L! has been forwarded by the shipping agent. About the beginning of
next month we shall send you the second part of your kind order.
Hoping your Mr. Levy has had a pleasant voyage back and has returned
safely.
Yours very truly,
(Signature)
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JIHMCT, 110 CIOBINIA€ PO HAMICJIAHHA KaTAJIOTiB
A letter announcing the dispatch of catalogues
Your address Date in full

Messrs. Ukraine import.

Dear Sirs,

As requested by you, we have much pleasure in sending you our latest
illustrated price-lists and catalogues. We hope all will reach you satisfactorily
this time.

Yours truly Parker and Co.

JIucT i3 npoXaHHAM HAAICJATH KATAJIOT TA HiIHHUK HA 00/1aITHAHHSA
A request letter to send the catalogue and prices for equipment
Your Address Date in full
Messrs, Thompson Brothers and Co., Edinburgh, Scotland
Dear Sir,
Please send us as early as possible your latest catalogue and Price-List of
..., and we'll be much obliged to you.
Yours faithfully,
(Signature)

BinnoBigb Ha JHMCT i3 NPOXaHHAM HAMICJAATH KATAJOr TAa NIHHMK HAa
00 1aAHAHHS

The answer to the letter with the request to send the catalogue and price list
for equipment

Your address Date in full

Autoservice Kyiv

Dear Sirs,

We wish to inform you that we are in receipt of your letter of the 10%
inst.', and in accordance with your request are sending you our latest catalogue
and Price-List of ... Awaiting further news from you,

We remain yours faithfully,
(Signature)

3aMoOBJICHHS HA 00J1aHAHHSA
Orders for equipment
Your address Date in full
Name and address of addressee.
Gentlemen,

| am obliged by your prompt reply to my letter on the 10" inst., and | now
beg to place in your hands an order for a few additional devices for make to our
laboratory.

As these goods are wanted almost daily, | shall be glad to receive them as
early as possible. Enclosing an order sheet.
| am, gentlemen,
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yours faithfully,
(Signature)

Dear ...,

Will you be good enough to inform me at what time | may call to consult
you respecting the programme of Foreign Languages Teaching Conference
which you received from Kyiv yesterday?

Yours sincerely,

(Signature)

[To3uTHBHA BIAMOBIIb 13 J03BOJIOM 3pOOHUTH BI3UT
Your address Date in full

Name and address of addressee

Dear ...,

I shall be happy to see you tomorrow at any time which may be most
convenient to you between, say, 9a. m. and 5 p. m.

Yours sincerely
(Signature)

Ex. 1. Compose letters, using the patterns given above.

1. Mr. Brown is your British colleague, you have read his recent paper in the...,
you want to find out some details about it. 2. You have sent a book to your
colleague abroad, inform him about it and ask him to reply. 3. You have
received a letter from one of the participants of the Congress at which you had
read your paper. He wants to obtain some slides about your experiments. Inform
him about sending some under separate cover. 4. Thank your colleague for his
kind letter and express your hope of meeting him at the coming Congress.

Ex. 2. Fill the blanks with prepositions:

1. ... separate cover | send a letter from him. 2. I look forward ... meeting them.
3. Thank you ... your letter ... 10" Jan. It is kind ... you to send me these reprints.
4. On behalf ... the Academy of Sciences we convey our thanks ... the Royal
Society ... their invitation. 5. We beg to confirm the receipt... your letter ... 3"...
which we thank you. 6. Further ... our letter we inform you that three scientists
from our laboratory will be coming ... the future.

O3HaifoMTeCh 3 MPaBUIIAMU BUKOPUCTaHHS OaraTtoyHKIiOHaIpHOTO cioBa that
( those/ mHOX.) Ta BUKOHAWTE BIPABH.

1. That — Bka3iBHMIT 3aiMEHHUK, IKHH BKa3y€ Ha BiJJAJICHI IpeaMeTH (0COOH)
Ta HAJIEXKHICTh 10 MUHYJIOTO.

This is my method of training and that Ile meiti  memoo  mpenysanns,a
IS yours. mo meiil.
| was very busy that day. A 6y6 Oyoice 3aiinsimuil mozo OHsl.
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That Bka3ye Ha momnepeaHe BHUCIOBIIOBAHHS 1 MOXKE BIAMOBIAATH 3aiMEHHUKY

ye.

Is that all you wanted to say?
Who'’s that?
That’s right.

Lle ( mo ) sce, wo mu xomie ckazamu?
Xmo ye?
Ilpasunvho.

2. That of — 3amiHIO€ iMEHHUK, 1100 YHUKHYTH HOTO TOBTOPEHHS.

Our system of training is different Hawa

from that of some other countries

cucmema MpeHy8aHHs
8IOpI3HAEMbCS 8I0 MIET (cucmemu), wo
ICHY€ 6 IHWUX KDAIHAX.

3. That — y migpsiiHuX peYeHHSX I CIOJYUYCHHS.

Do you doubt that I can do it?

The article that ( which ) | translated
yesterday was very easy.

| saw that he was displeased.

| am so tired that | can’t go further.

Ex.1.Translate into Ukrainian.

. | gave her all the money that | had.

Tu eacacwics, wo s Moy 3pobumu
ye?

Cmamms,axy s nepekiag yuopa, oyia
0yoice J1ecKoro.

A bauus, wo
He3a0080J1eHUlL.
A makuti cmomieHut, Wo He MOAHCY
umu oaii.

6iH  0y8  Oyoice

1
2. The man told us that he was a businessman.
3. 1 won’t be able to do very much but I’ll do the best that I can.

4. | didn’t get the job that | applied for.

5. My friends told me that the exam would be easy.

»

. At that moment | heard a noise in the corridor.

. The price of tin is higher than that of copper.

. The Caucasian mountains are higher than those of the Crimea.
0. “I don’t think he is right”. That is what she said.

7
8. So that’s that.
9
1

*Ex. 2. Translate into English.

1. luBHO, 1110 BiH 3pOOMB MOMUJIKY Y TOMY JOKYMEHTI.

2. Bin ckazas, 1m0 npwuiize uyepe3 ToauHy.

3. [TokaxiTh MEHI Ti KaTAJIOTH HA CIIOPTHUBHE 00JIaTHAHHS.
4.V Tol yac Haill TpeHep OyB 1€ CTYJEHTOM.
5. Yce ne meHe He 1iKkaBUTh. JlaiiTe MeH1 JOKIaIHUM 3BIT PO BIAPSHKEHHS.
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6. XTo 1e 3poous? Illo 1e Take?

7. Bin O0yB y bputanii 2 poku TOMy Ha3zaj, ajie B TOHW yac BIH IlIe HE 3HaB
aHTJIACHKOT MOBH.

8. Lleit Tpenaxep xomrye 1000 qonapis, a Toi — 1500 momnapis.

9. Ile Bce, 110 ST MOKY PO3IIOBICTH BaM PO Hallll KOHTPAKTH.

10. KnimaT AHTapKTHKU CYBOPIIIUM, HIXK TOH, 10 Y APKTHIII.

Ex.3. Complete the sentences using “that”. Choose the most suitable ending
from the list. Translate the sentences.

invented the telephone H-makes-typewriters

runs away from home it gives you the meanings of words
are never on time it won the race

stole my car it can support life

used to hang on that wall it was found last week

Gerry works for a company.................... that (which) makes typewriters.

The book is about a girl ... .

What was the name of the horse ... ?

The police have caught the men ... .

Alexander Bell was the man ... .

Where are the pictures ...?

The police are still trying to identify the body ... .
A dictionary is a book ... .

| don't like people ... .

It seems that Earth is the only planet ... .

3anpomenns Invitation

JIMCT i3 3ampomeHHsAM B3SITH Yy4acTh y KOH(epeHuii Ta MOBIIOMHUTH NPO
TEeMY J0NOBIai

A letter of invitation to take part in the conference and inform the topic of
the report

Your address Date in full
Name and address of addressee
Dear...,

You or any other teacher of your Department are invited to take part in the
Conference on the Foreign Languages teaching problems which is to take place
in Odessa University this year.

You are asked to seld us a typed copy of your report or at least the title of
it to be included into the agenda.

Please reply to this invitation, when it arrives so that your report is
included into the Programme and we knew that you are coming. A post-card will
be enough.
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We are sure you will accept our invitation and write us as soon as
possible. Additional details will be sent to you later.
Organizational
Committee

IIpoxaHHA MPO X03BiJ1 HAHECTH BIi3UT
Requests for permission to pay a visit
Your Address Date in full

Name and address of addressee

Dear ...,

Will you be good enough to inform me at what time | may call to consult
you respecting the programme of Foreign Languages Teaching Conference
which you received from Kyiv yesterday?

Yours sincerely,
(Signature)

Ilo3uTHBHA BiANOBIAB i3 103B0JIOM 3POOUTH Bi3UT
A positive answer permitting to make a visit
Your address Date in full
Name and address of addressee
Dear ...,
| shall be happy to see you tomorrow at any time which may be most
convenient to you between, say, 9a. m. and 5 p. m.
Yours sincerely
(Signature)

CrBepaxyBajibHA BiINOBib HA 3aNIPOIIEHHA
Affirmative response to the invitation
Your address Date in full
Name and address of addressee
Dear ...,
I gladly accept your kind invitation for Thursday next.
It will afford me very great pleasure to meet my old friend N.
Yours very sincerely,
(Signature)

3anpouieHHs MiTH 10 ONIEPHOIO TeaTpy Ha OaJjieT
The invitation to go to the Opera House to watch ballet
Your address Date in full
Dear ...,
| have booked seats for the next Saturday's performance of the
‘Nutcracker' at the Opera House. The ballet begins at 7.30, so will you meet me
in the lobby at 7.00?
Your loving
(Signature)
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CrBepaxyBajibHa BiINOBiIb HAa TONEpPeIHE 3aNpoOlIeHHs BiABiAaATH
ONIEPHMH TeaTp

Affirmative answer to the previous invitation to visit the opera house

Your address Date in full

Dear ...,

I am so glad you have been able to book seats for the 'Nutcracker', as |
hear the ballet is excellent. So many thanks for the trouble you have taken in
fixing things up.

Much love
(Signature)

3anpoueHHs HA YaIIKY YaK0
Invitation for a cup of tea
Your address Date in full
Name and address of addressee
Dear ...,
It would give me great pleasure if you could have tea with me next
Tuesday at 5 p. m. It seems quite a long time since | saw you last.
Yours sincerely,
(Signature)

ITo3uTHBHA BiANOBIAb HA 3aNIPOILICHHA
Positive response to the invitation
Your address Date in full
Name and address of addressee
Dear ...,
| accept with great pleasure your kind invitation to tea for Tuesday. Yes, it
seems a long time since we met. I look forward to hearing all your news, and am
Yours sincerely,
(Signature)

Ex.1. Write the thank-you letters (a letter accepting an invitation, a letter
declining an invitation, a letter expressing thanks for hospitality), using the
following useful phrases.

- to have the pleasure of inviting

- to hope you will be able to

- unfortunately

- tohopetoarrivein ... on ..

- thanks for (many thanks for)

- to be delighted

- to be kind of

- to request the pleasure of the company
- to accept an invitation
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- to make it impossible to come

- to confirm, let me (us) know as soon as possible
- to be pleased

- to be sorry

- to return hospitality

*Ex.2. Translate into English.

1. Mu BneBHEHi, 10 BH IpUHAMETE HAIllE 3alpOIICHHS 1 JacTe BIATOBIAL SIK
MOXHa CKOpIIIIe.

2. Bac 3zampomyioTh NPUUHATH ydacTh Yy MIOPIYHIM 3yCTpiul AJis BCIX
BUITYCKHUKIB HAILIIOTO 1HCTUTYTY.

3. Mu 3anporryemo Bac BifBinatu Hamry pipmy 20 Bepecus 2015 poky.

4. byapTe Taki JackaBl TMOBIJIOMUTH HAC YW BU 3MOXKETE MPUMHATH HaIle
3aMpOIICHHS Ha BEYEPIO.

5. byap nmacka naifTe BIAMOBIAL HA HaIllle 3allpOIICHHS HAa HayKOBO-CIIOPTUBHY
KOH(EpEHIIIIO.

6. Mu OynemMo pajil BiAMOBICTH Ha Oy/1-K1 3alIUTaHHA, U0 LIKaBJISATh Bac.

7. Mu nipocumo npoiH(GopMyBaTH HAC PO MOKJIIMBICTh BIIBIJJaTH HAIl CEMIHAp.
8. MaeMo 4ecTh MOBIIOMUTH Bac, 110 MU TOTOBI MPUUHATH Ballle 3aIPOLIEHHS
Ta MIATPUMATH CIIBPOOITHUIITBO 3 BAIIUM IiIIIPUEMCTBOM.

9. Mu 6m xoTinu Matv iHGOpMAIl0 TPo 00’eMU BUPOOHMIITBA BaIIOTO
MIPHUEMCTRA.

10. Mu OGynemo pajai BIAMOBICTH Ha OyIb-sKl 3allUTaHHS, IO I[IKaBJISATH Bac 1
3amponryeMo Bac Ha AUIOBHIM J1aHY O 12 ro/iMHi 3aBTpa.

Ex.3. Complete the following sentences.

1. | receive many invitations from ....

2. When | want to send an invitation, | usually ....

4. May | have the opportunity to invite you ...?

5. It was a great pleasure to receive....

6. We back to inform you that ....

7. Please, let me know how....

8. I shall be happy ....

9. | accept with great pleasure your kind invitation....
10. Please, reply to this invitation, when....
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THE INTERNET
ELECTRONIC CORRESPONDENCE

Ex.1. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary

without doubt — 6e3 cymuiBy

network — mepexa

cable — xabeb

to exchange information — oOmiHIOBaTHCS 1H(OpPMAITIERO
to link computers — 3’exHaTu KoM r0TepU

to store information - 36epiratu iHpopmarriro

web site - BeO cropinka

to enter the address — BBecTu ampecy

to download a document — 3aBaHTaKUTH JTOKYMEHT
computer screen — expad (MOHITOD)

to look for information — mykaru indopmartiro

to click on — knikHyTH (HATUCHYTH)

to surf the net — G;1ykatu B iHTEpHET-MEPEKi

current events — ocTaHH1 HOBUHU

E-mail makes it possible — enekrpoHHa moOmTa JO3BOJIAE BiAIPABUTH
CIICKTPOHHE MOB1IOMJICHHS

to get started — mouatu

Ex.2.Read and translate the text.

Text
The Internet Frequently Asked Questions

The Internet is without doubt one of the most important inventions in our
history. It was started in 1968 by the US government, but at first it was used
mainly by scientists. Since 1990, when the World Wide Web was created, it has
changed the world, and its uses are growing every day.

The Internet is a network of millions of computers around the world,
connected by phone lines, satellite or cable, so that all the computers on the net
can exchange information with each other.

Not quite so. The Internet links computers, and the World Wide Web is a
system which links the information stored inside these computers.

A company or organization stores information its information in
electronic documents in one of the Internet computers, somewhere in the world.
This computer space — the company's web site — has an address, in the same
way that every telephone has a number. To visit a web site, you simply enter the
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address. The computer is connected to the web site, a document is downloaded,
and a page appears on the computer screen.

When you visit a web site looking for information, some words on the
page may be underlined, showing that there is more information about the
subject in another document. If you click on one of these words, the Web
automatically connects your computer to a new document or web site, even if
this is stored thousands of kilometers away. You're surfing the net!

The main use of the Internet is to find information — for your job, about
your hobbies, sports or current events. You can also use the Internet to read
newspapers and magazines, play games, plan your holiday or buy things from
your favourite shop. E-mail makes it possible to send electronic messages
anywhere in the world in seconds, and you can use the Internet to chat with
people and make new friends.

If you don't use the Internet, all you need to get started is a computer, a
modem and a phone line. Using the Internet is getting cheaper and easier all the
time. There is an exciting Internet world out there waiting for you.

Ex. 3. Say what you have learned from the text about:

1. What exactly is the Internet.
2. The main use of the Internet.

Ex. 4. Find English equivalents.

Bunaxin, B4eHi, KOpUCTYBau, OOMIHIOBATUCS 1HHOPMAIIIEO, IECh Y CBITI, €KpaH
KOMIT'IOT€pa, OCHOBHE KOPHUCTYBaHHS IHTEPHETOM, OCTaHHI TOJIi, pPOOUTH
MO>KJIMBHM, 3aXOILTIOIOYHH CBIT IHTEPHETY, 3HAHOMUTHUCS 3 HOBUMH JIPY3SMHU.

Ex.5. Think and answer.

1. What can you use the Internet for?

2. What does the I-net link?

3. What is a web site?

4. What do you do to visit a web site?

5. What do you need in order to use the I-net?

Ex. 6. Supply the articles where necessary.

1. We often use ... I-net to find information about sports.

2. To use the I-net, we need ... computer.

3. ... World Wide Web has changed ... world.

4. The World Wide Web links ... information from the I-net computers.

5. We can also use the I-net to read ... newspapers, play ... games, watch ...
films.

6. Using the I-net is getting cheaper and easier all ... time.
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7. The I-net is one of ... most important inventions in our history.
*Ex. 7. Ask questions to the underlined words.

1. The I-net was started in 1968.

2. At first the I-net was used mainly by scientists.

3. All the computers on the net can exchange information with each other.
4. We can use the I-net to chat with people and make new friends.

5. Students often use the I-net.

6. The Web automatically connects your computer to a new document.

Ex. 8. Supply the correct prepositions.

1. ...1990the I-net has changed the world.

2. The I-net is a network of millions ... computers ... the world.

3. Store this information ... your computer.

4. The computer is connected ... the web site.

5. Our students often visit a web site to look ... different information.
6. Click ... one of these words, please.

7. My friend often uses the I-net to buy things ... her favourite shop.
8. Try to find some information ... current events.

Ex. 9. Answer the questions. Discuss and share your opinions.

1. Do you use the I-net?

2. Which of these things do you (or would you like) to use the I-net for:
finding information

playing games

joining chat groups

on-line shopping

sending e-mail

downloading songs, films, etc.

3. Have you got any problems using the I-net? What are they?

Writing E-mail Messages

Many companies send messages both internally and externally through
their computers. These messages are called e-mail (or email)or electronic mail.
E-mail is a fast and inexpensive way to communicate and a less formal method
of correspondence. The language is more spoken than in a letter. But be careful
that your messages still respect the formality of a professional relationship.

The way you start shouldn't be too formal. You may not use Mr. or Ms.

The usual endings are:
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'Yours sincerely/yours faithfully' (for formal e-mail) 'Best wishes/Best
regards/All the best/Best' (for informal/chatty) Your message should be short,
polite and informative. Use plain English.

Do not send inappropriate e-mail messages.

You shouldn't send an e-mail all in capital letters. It's like SHOUTINC in
someone's ear.

You don't have to use the abbreviations. But some people use them for fun
writing their friends. For example:

'RUOK" means ‘Are you OK?'
'‘AFAIK' — 'As far as | know'

'CU L8ER 2NITE' — 'See you later tonight'
TIA'— ‘Thanks in advance'.

How to read an e-mail address?

Example: leif@intra.se leif at intradotse v
Practise reading e-mail addresses: flo@perry.uk
timsmith@superpic.co.uk f rank@notor. com

Ex. 1. Look at the e-mail messages and find out the examples of:
— e-mail addresses

— greetings

— the purpose of each message

— endings

Subject: Intra Information 1

FROM: leif@intra.se

TO: Andy Snales, snales@compuserve.com
Date: 27/5/0309:21 Re: Intra information

Hi! We'll send the equipment today, Thursday.

Best regards

Leif

leif@mtra.se

Tel 018-56 30 00 Fax 018-564010 http://www.intra.se

TO: Leif Nordlund, leif@intra.se

FROM: Andy Snales, sales(5)compuscrve.com
DATE: 29/5/98 09:06

Re: Intra information

Good morning! Everything has arrived safely. Just one more thing. Have
you got a list of the international companies you've worked with? I'd be grateful
if you could e-mail it.

Thanks again for your help.
All the best, Andy

50




TO : Hotel des Beaux Arts, beauxarts@franconet.com
FROM: Alan Janiurek, ianiurek@bignet. com

DATE: 27/5/98 21.14

Re: Reservation

Do you have a double room with bath for 2 nights of June 21/22? If so,
please let me know the room rate. Is a no-smoking room available? Also need to
know if you have a car park.
ianhirek@bignet.com
Tel: +44 1666 33001 Fax: +44 16633002

TO: Mr Alan Janiurek.ianiurek@bignet. com

FROM: Hotel des Beaux Arts, beauxarts@franconet.com
DATE: 28/5/980 9.14

Re: Reservation / June 21-22

Thank you for your enquiry. I'm afraid the hotel is fully booked for the
nights, of June 21-22. Please let me know if we can be of help on any other
occasion.

Yours sincerely
J. Dumas, Manager
beauxarts@f ranconet.com

*Ex.2. Write an e-mail message for the situation 4 from exercise 1. Imagine
that you work at the Hotel des Beaux Arts. Write another reply to Alan's e-
mail. Use this information:

a double room with shower available; => satellite TV;

- free car park;

- two restaurants and a bar;

- room rate $160;

- type of payment (credit card / cash / traveller's cheque).

Ex. 2. Cross an odd word or word-combination out and give your reason as
in the example.

Example: modem, radio, mouse, keyboard {the others are used with computers)

1) to chat, to talk, to have a conversation, to visit;

2) to send e-mail, to do on-line shopping, to post a letter, to play computer
games;

3) a resume, an electronic message, a modem, a CV;

4) good points, advantages, disadvantages, pros and cons.

Ex. 3. Use the notes below to talk about the Internet.
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The Internet a network of computers around the world

We need computer / modem / phone line

We can use itto (find information for hobbies /job/, current events, read a
newspaper/ma'‘gazines, plan holidays, buy things, send
electronic messages (e-mail), ‘chat' with people,, make new
friends. Disadvantages: a lot of advertising material (some-
times) difficult to find necessary information forming a
habit of having no feelings/real communication

Ex. 4. Speak on the topic “The I-net in our life”.

O3naliomMTech 3 TMpaBWIaMU BUKOPUCTaHHS Oarato(yHKIIOHAIBHOTO
cJI0Ba ONE Ta BUKOHAWTE rpaMaTHYHI 3aBaHHS.

1. One — yucniBHuk. Ha ykpaiHChKy MOBY nepeKiafaeTbes — OAUH(3):

He gave me one of his favourite books to read

Bin 0ae meni nouumamu 00HYy i3 c80ix y0bIeHUX KHUE.

2. One — HEO3HAYECHO-OCOOOBUH 3aliMEHHUK ( MIAMET ) 1 BIAMOBITHO SK
O3HAYCHHS

y dopmi mnpucBifiHoro BigMiHka ( ONE’S ). Ha yKpalHChKy MOBY HeE
NepeKIaaaeThCs:

One should always keep one’s promise.

Cnio 3a624c0u 6UKOHY8amMU C8OI 0OIYAHKU.

It is possible to gain good results in sport if one trains systematically.

Moowcna odocsenymu xopowiux pesyibmamie y CHopmi, AKWO mMpeHy8amucs
cucmemamuydHo.

3. One ( ones/MH. ) — CIIOBO-3aMiHHHMK paHIIlIe BXHTOIO IMCHHHKA, a TaKOX
miciist OPSAKOBUX YHCIIIBHMKIB 1 3aiiMenHukiB this, that, another, the other,
which, 11100 yHUKHYTH TOBTOPEHHS OJJHOTO 1 TOTO X CJIOBA:

This film is more interesting than that one.

Leu ginom yixkasiwui, Hisie mou ( ghinom ).

| don’t like white boots. Give me the red ones.

Meni ne nooobaromwcs yi 6ini 6ymcu. /lavime meni uepgoni (oymcu ).
Here are some interesting books for you. Which one do you prefer?

Ocb OekinvKka yikasux kHue 01 mede. AKiu KHu3i mu eiooacut nepesazy?

Ex. 1. Read the sentences and define the function of the word one.

1. He was one of the first to join the construction team.
2. One never knows what will happen.
3. My tape-recorder is old. | want to buy a new one.
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4. One of the two medals won was gold and the other was silver.
5. One must keep one's promise. 6. | don't like this book, show me another one.

Ex. 2. Complete the sentences.Use a/an ... one. Use these words in your
answers:
clean Dbetter big different new old

2. 1 am going to sell my ball and then I’m going to buy ..........

3. That’s not a very good jump but thisis .......... :

4. This tennis racket is too small! | need......... .

5. | want today’s newspaper. Thisis ......... :

6. Why do we always train in the same swimming-pool? Let’sgoto ......... :

*Ex.3. Translate into Ukrainian.

1. A: We stayed at a hotel.
: Which one?
: The one near the station.

B

A

A: Do you know that businessman?
B: Which one?

A: The tall near the window.
A

B

A

B

: Which hotel did you stay at?
The one near the station.

. 1 don’t like that camera.

. Buy the other one.

5. A: Which flowers do you want? These or those?
B: The ones on the table.

6. A: | want to buy green apples.
B: Don’t buy those apples. Buy the other ones.

7. A: Is there a bank near here?
B: Yes, there’s one at the end of this street.

*Ex.4. Translate into English.

1. L{i mpaBuia MOKHA 3HANUTH B IHTEPHETI.

2. 3apa3 MO>XKHA PO3MOBIISATH MO Tene(OHy Ha pi3HIN BIACTaHI.
3.V mene crapuii MoO1TbHUHN TenedoH. S Xxouy KynmuTyu HOBHIA.
4. Illo Take BeO-caiT? I sk MeHI 3aiiTH HA BeO-caliT?

5. lle manuit komn’1otep. Ham moTpiOHO BETUKHIA.
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6. Mene myxke 3amikaBuia 115 iH(QopMarlris, ajne MEHe He 3allikaBWiIa Ta, SIKy BU
HaJaJIi HaM y4opa.

7. Tenedon i€l ¢pipMu MOXKHA 3HAUTH HA JIFOOOMY CaMTI.

8. Moro odic xopomui, ajie Toil, B IKOMY TH IIPAIIO€NI, HaGATaTo KPALLIHIL.
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PART Il

BUSINESS VISIT
Business trip

Ex. 1. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary

to represent - mpeacTaBisATH

reason - npu4rMHa

to sign a contract - mianucaTi KOHTPAKT

to discuss terms of delivery - o6roBoputu yMOBH OCTaBKH
payment - oruiara

shipment - BigBaHTa)KEeHHS

to improve one's professional skills - moninmuT npodeciiiHi HABUYKH
to provide support - HamaBaTH HIATPUMKY

preliminary arrangement - momnepeaHs JOMOBJICHICTb

itinerary - mapmpyt

executive - KepiBHHUK

financial accounting - ¢inancoBuii 3BiT

gift - mogapyHox

to contribute to the expansion - 3poOuTH CBili BHECOK y PO3IIUPEHHS
relationship - BigHOCHHM

to succeed in - gocATTH yCHiXy B

experience - g0cBin

convention - 3Buuait

to get some advice from somebody - otpumaTs mopaay BijJ KOroch
valuable - minnmi

profitable - Burigauii

Ex. 2. Read and translate the text.

TEXT
Business trip

Business trips are just part of doing business. A company tries to choose
only its best people to represent it. Trips can happen in or out of the country.

And there are many reasons to go on business trips: to sign contracts, to
discuss terms of delivery, payment or shipment, to have tests, to consult, to
improve one's professional skills, to provide support. Representatives of the
companies usually make preliminary arrangements in order to meet. Whether a
long-term or short-term trip, the itinerary must be carefully planned by the head
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of a department or another executive. After the trip, an employee gives a full
financial accounting of the trip to his boss. Sightseeing, cultural, events and just
plain relaxing are a regular part of every business trip. Usually businessmen buy
gifts for relatives, friends and colleagues while on a business trip to an
interesting, new location. These trips are important because they contribute to
the expansion of a company's business relationships and help that company
succeed in the competitive world market.

Business today is international in character, and business people often
have to travel. On a business trip people might meet colleagues and business
partners for the first time. Often, colleagues from different countries experience
cultural difficulties, that is, they are surprised by strange, to them, social
conventions in a new place. Different cultures do things differently!
Management styles also differ from country to country. It's often useful when
doing business in a foreign land, to get some advice from a special agency
which consults on questions of international business. These days business trips
are very important because face to face meetings are more valuable to profitable
business than any other type of strategy.

Ex. 3. Say what you have learned from the text about :

1. Kinds of business trips.
2. The preliminary arrangements of the companies for business trips.
3. The importance of business trips.

Ex. 4. Find English equivalents:

[linmucyBaTM KOHTPAKTH, 3IIMCHIOBATH MIATPUMKY, MPEICTaBHUKU
KOMITaHIi, NI 3yCTpiyl, JOBIOCTPOKOBE Ta KOPOTKOCTPOKOBE BIIPSKEHHS,
rojioBa JenaprameHTy ( BIAAUIEHHS ), OIVIAJATH KYJbTYpHI Ham’ sITKH, JT1JI0B1
BIJIHOCUHH, CBITOBHI pUHOK, OOJIUYYSIM JIO OOJIUYYS, CITYKOOBEIIb.

Ex. 5. Think and answer.

1. What kind of people can represent a business company?

2. What must be carefully planned by the head of the department before a trip?
3. What does the employee give to his boss after the trip?

4. Why is it useful to get some advice from a special agency when doing
business?

*EX. 6. Ask questions to the underlined words.

1. Business today is international in character.

2._Representatives of the companies make preliminary arrangements in order to
meet.

3. Usually businessmen buy gifts for relatives, friends and colleagues.
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4. Often colleagues from different countries experience cultural difficulties.

5. After the trip an employee gives a full financial accounting of the trip to his
boss.

6._Management styles differ from country to country.

Ex. 7. Supply the correct prepositions.

1. Trips can happen ... or ... ... the country.

2. There are many reasons to go ... business trips.

3. Before a business trip the itinerary must be carefully planned ...the head ... a
department.

4. Business trips contribute ... the expansion ... a company’s business
relationships.

5. Business trips help a company succeed ... the competitive world market.

6. Special agencies consult ... questions ... international business

7. There are many reasons to go ... a business trip.

8. ... some cases it is useful to get a piece ... advice ... a special agency.

Ex. 8. Supply the articles where necessary.

1. Business trips are just ... part of doing business.

2. It is important that our company succeed in ... competitive world market.

3. It is always a pleasure to do ... important and interesting work.

4. ... time plays an important part in the daily life of business people.

5. We are proud of ... progress which is made by our company in the field of
science.

6. Management styles differ from ... country to ... country.

7. ... face to ... face meetings are very valuable.

Ex.9. Answer the questions. Discuss and share your opinions.

1. Are business trips for you just part of doing business?

2. Which of the reasons when doing business would you prefer:
to sign contracts

to discuss terms of delivery

payment or shipment

to have tests

to consult

to improve professional skills

to provide support

to buy fitness equipment

3. Have you got any ideas of doing business? What are they?
4. Speak on the topic “ Business Trips in our life”.
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Correspondence Concerning the Purchase of Fitness Equipment

Ex. 1. Read the following words and word-combinations and learn their

meanings by heart.

concern

equipment

to send the enquiry for ...
seller

purchase

further to ...
conversation

CoNoaRLNE

. quotation

10.to supply smb.with smth.
11.best prices
12.delivery

13.to require

14.to hear from smb.
15.mutual benefit
16.particulars

17.to promise
18.order

19.to solve
20.business matters
21.to enclose with

Ex. 2. Read and translate the text.

to be obliged to smb.for smth.

Vocabulary

MaTH BiJTHOIICHHS, CTOCYBaTHUCS
001aHaHHS

MOCJIaTH 3aITUT JJIA...

MPOJIaBEeIlh

MOKYIIKa

B JIOIOBHEHHS JI0 ...

po3MoBa, Oecina

OyTH BISYHUM KOMYChH 32 III0-HEOYIb
KOTHPYBaHHS

3a0e3nevuyBaTi KOroch YuM-HEOY b
HaWHWKY1 [[IHA

IIOCTaBKa

3HAA00IATHCS, BUMaraTu
oJiepKaTH 3BICTKY (JIMCTa) B KOTO-HEOY b
B3a€MHAa BUT0a

JIOKJIaJH1 BIJOMOCTI

0011TH

3aMOBJICHHS

BUPIIIATH

JIJIOB1 MATAHHS

TOKJanaTh (JOKYMEHTH, JTUCTA) ...

Text

Correspondence Concerning the Purchase
of Fitness Equipment

After V. Kostenko had seen the gym fitness equipment of Argos Sports at
the exhibition and had a talk with Mr. Adams Dnipropetrovsk Sports Committee
sent the following enquiry to the Sellers.

Argos Sports Itd,
Unit 20, Listerhills
Campus Road
Bradford,

West Yorkshire,

20" March, 2009
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England. B D7 1 HR

Dear Sirs,

Further to our conversation with your Sales Manager during the exhibition
of sports equipment at Olympia in London we shall be obliged if you will send
us your quotation for Multi Gyms.

Please let us know if you can supply us with 4 Multi Gym machines and
quote your best prices. Delivery will be required within 4 weeks after we place
the order. We would also like to know if our specialists could be sent to your
country to be trained as machine instructors.

We are looking forward to hearing from you soon and hope that our future
business relations will be of mutual benefit.

Yours
faithfully,
Sports Committee

After Argos Sports had studied the enquiry of Sports Committee they sent
the following reply:

Dnipropetrovsk Committee 27-th March, 2009
75 Karl Marx Avenue

Dnipropetrovsk

Ukraine

Dear Sirs,

Thank you for your enquiry of the 20-th March 2009 in which you inform
us that you are interested in purchasing the multi gyms from us. We enclose
with the letter all particulars concerning technical characteristics of the
machines.

Our company enjoys a first-class reputation and our products are exported
to many countries. Our fitness equipment is widely known in many countries
and used by high profile sports teams. We are happy to inform you that we can
offer you multi gyms at the price of 1000 £ (pounds) per unit. As you know
Argos Sports guarantee the lowest prices with first class service. We offer the
advantages of the buying power of Europe’s largest sports buying group. The
price includes packing. We can promise delivery in 4 weeks if we receive your
order immediately. As for the training machine instructors we can help yon to
solve this problem. We invite the representatives of your company to visit us in
April to discuss business matters.

Yours faithfully,
Argos Sports, Ltd.
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Ex.3. Say what you have learned:

a) from the first letter about:
1. the type and the number of sports equipment Dnipropetrovsk Sports
Committee was interested in;
2. the time of delivery.

b) from the second letter about:
1. Argos Sports as exporters of fitness equipment;
2. the price which Argos Sports quoted;
3. the time of delivery.

Ex.4. Think and answer.

1. Why were the Buyers interested in sports equipment of Argos Sports?
2. Why did the Buyers ask the Sellers to send them their quotation?

Ex.5. Supply the articles where necessary.

1. We have been regular buyers of ... exercise bikes from this company for
many years.

2. ...treadmills which we have bought from York Fitness have excellent,
technical characteristics.

3. ...reliability is one of the most important features in the performance of ...
machines.

4. ...reliability of ... Model AC rowing machines is very high.

5. We enclose with the letter all particulars concerning ... technical
characteristics of the model.

6. ...technical characteristics of the machines are not as good as we expected.

7. We are sure ... above information will be helpful to you.

8. We are interested in receiving ...various information concerning the situation
on the world market.

*Ex.6. Supply the correct forms of the verbs.

1. The goods can (to deliver) only six months after we sign the contract.

2. From the quotation which (to enclose) with the letter you (can, to get) all
particulars concerning the model.

3. New features (to develop) in our machines not long ago, and now they quite
(to satisfy) market demands

4. Export packing (to be, to include) into the price.

5. The capacity of the treadmills (must, to increase) in the shortest possible
time.

6. Shipment of trampolines (can, to make) from Bradford next week.

7. We (can, to supply) the model to your company of the price of ... per unit.
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EX.7. Supply the correct prepositions.

1. We enclose ... the letter our quotation ... boxing equipment.

2. Further ... our telephone talk with your Mr. Smith (3 Bamum npeacTaBHUKOM
nanom Cwmitom) we’ll be obliged if you will send us all particulars ... the Model
CB machines.

3. We thank you ... your enquiry ... the 23 rd. March ... tennis tables ...
delivery ... June.

4. The elliptical cross trainers can be delivered ... Dnipropetrovsk two weeks
... We sign the contract.

5. The price depends ... the quality of the fitness equipment.

6. The capacity of Model A is similar ... that of Model B.

Ex.8. Speak on the topic ,,Sending an Enquiry”.
Booking the Tickets

Ex. 1. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary
1. todeal in smth (with smb.) - MaTu CcHOpaBy 3 KHUM-HEOyb,
3aliMaTHCS, TOPryBaTH 4YUM He-
Oyab (3 KuM-HeOy1b)

2. to make a reservation for a - monepemHe 3aMOBJICHHS KBUTKA Ha
flight JTaK.

3. toleave for — BWIETITH (BHIXaTH) JI0 ...

4. to have some preference — BIJJIaBaTH IepeBary

5. I’d rather — MeHi 0 kparie

6. check-in — peecrpailis

7. to put luggage on the scales — MOKJIACTH Oarax Ha Baru

8. aboarding-pass — TIOCaJIOYHUI TAJIOH

9. this way, please — croau, Oy/b Jlacka

10. arow - pin

11. refrain from smoking — HE MaJTUTH

12. peppermint — M sATHA I[yKepKa

13. take-off — 3T

14. altitude - BHCOTA

15. apurpose - MerTa

16. atrip (to be on a trip) — moi3aKa

17. to go through passport control - HPOXOAUTH MACIOPTHUI KOHTPOJIb

18. to be in order — OyTH y HOPAAKY

19. to go through the customs — MPOXOAWTH MUTHHHA  KOHTPOIb

(norusin)
20. to declare — 3ajABJIATH MPO pedl, sIKi 3a00pOHEHI
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IUISL IPOBE3EHHSI Yepe3 KOPIOH

21. liable to duty —  OIIOJIATKOBAHI MUTOM

22. immigration officer — CIy’KOOBEIlb MACIIOPTHOTO
KOHTPOJTIO

23. acustoms officer — YYUHOBHUK MUTHHUII

24. to be duty free — HE OIOJATKOBYBaTH MUTOM

25. to mark — BIAMITUTH

26. have a nice stay, sir - TPHEMHOTO MepedyBaHHS, cep.

Ex. 2. Read and translate the text.

Booking the Tickets
Victor Kostenko, a representative of Dnipropetrovsk Sports Committee,
who deals in fitness equipment, got instructions to buy multi gyms and
treadmills from Argos Sports.
Kostenko went to the airport to make a reservation for the flight in
advance as there are only 2 flights a week to London.

At the Booking-office

Kostenko: I’d like to fly to London next week.

Travel Agent: What day are you going to leave for London?
Kostenko: On the 10ht of April.

Travel Agent: Do you have any preference about the time of the day?
Kostenko: I’d rather leave at 10 a.m.

Travel Agent: Are you going to travel tourist class?

Kostenko: I’d like business class. How much will it be?

Travel Agent: 980 dollars.

Check-in Desk

Kostenko: Can | check in for the flight to London.
Clerk: Yes, sir. May | have your ticket and passport, please?
Kostenko: Certainly. Here you are.
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Clerk:

Kostenko:

Stewardess:

Kostenko:

Stewardess:

Stewardess:

Kostenko:

Will you put your luggage on the scales? It’s all right. You
may take your ticket and passport and here is your boarding-
pass.

Thank you.

On Board the Plane
May | have your seat number? It is given on your boarding
pass.

Here you are.

This way please. Your seat is over there-third row on the
right, next to the window. You may put your things on the
luggage shelf.

Ladies and gentlemen, please, fasten your seat belts and
refrain from smoking. Will you have some chewing gum or
peppermint now?

Yes, please. My ears often ache during take-off. At what
altitude are we going to fly?

Stewardess: The altitude will be about twenty five thousand feet.

Kostenko:

Thank you.

Kostenko enjoyed the flight. Three and a half hours later the plane landed
at Heathrow Airport in London. The airport is very large. Hundreds of planes
land and take off and thousands of passengers get on and off planes at Heathrow
every day. Kostenko is going through passport control.

Immigration officer: Your passport, please.

Kostenko: Here you are.

Immigration officer What’s the purpose of your visit to London?
Kostenko: Id’s a business trip.

Immigration officer How long will you stay in Britain?
Kostenko: For 5 days.
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Immigration officer Your passport is in order. Please go through the
customs in the next room.

Kostenko: Thank you.
At the Customs House

Customs officer: Is this your luggage, sir? Have you got any things to
declare?

Kostenko: I’ve got two blocks of cigarettes. Are they liable to
duty?

Customs officer: You can have them duty-tree.

Kostenko: Shall 1 open my suit-case? I’ve only got my personal
things in it.

Customs officer: No, that won’t be necessary, I’ll just mark it. Have a

nice stay in Great Britain, sir.
Ex.3. Agree or disagree. Give your reasons.

1. Kostenko went through passport control at the airport.
2. He came to London for pleasure.

3. Kostenko had some things to declare.

4. Kostenko’s passport was in order.

Ex.4. Say what you have learned from the text about:

1. Kostenko’s talk with the travel agent at the booking-office;
2. a) how he checked-in for the flight to London;
b) his talk with the stewardess.
3. Kostenko’s talk with the immigration officer;
4. his talk with the custom’s officer.
5. Heathrow Airport.

Ex.5. Think and answer.

1. Why do people make reservations for flights to London in advance?

2. Why is it necessary to go through passport control and customs inspection
when you arrive in a foreign country?

Ex.6. Supply the articles where necessary.

1. — Can | make a reservation for ... flight 10 to London?
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—Yes, | have got tickets for ... flight.
2. —What gate is the plane to New York leaving from?

— It’s leaving from gate 12, ... 3 rd gate from here.
3. — There is an airport in Dnipropetrovsk. It’s ... large airport. Planes from
different countries land and take off from ... airport every day.
4. —Is Mr. Blake in the office?

— No, he isn’t. He has just left for ... airport to meet the French trade
delegation.

*Ex.7. a) Supply the correct tenses.

Douglas [‘dales] (to arrive) at Kennedy Airport and (to come) up to the
check-in desk. He (to put) his luggage on the scales, but the man at the desk (not
to look) at his things.

«You (to go) for a holiday?» he (to ask).
«Yes,» Douglas (to answer).

«You ever (to be) to Switzerland?»

«No, I never (to be) out of the United States.»
«You (to be going) to ski?»

«Certainly.»

«Why you (not to have got) skis with you?»
«l (to buy) them there.»

«Hope the weather (to be) good.»

Douglas (to show) the clerk his ticket and passport and the man (to give)
him a boarding-pass. He (to be) early and he (to have) time to drink a cup of
coffee and to read the evening newspaper.

Half an hour later he (to get on) the plane together with the other
passengers.

b) Say what you have learned from the text about:

1. what Douglas did when he arrived at the airport; 2. what he did after the
conversation with the man at the check-in desk.

c) Act out the conversation between Douglas and the clerk.
Ex.8. Supply the correct prepositions where necessary.

1. — Will the train arrive ... time or will there be a delay?
— The train will arrive ... a delay ... 40 minutes.

2. The charge ... aroom ... this hotel is not very high.

3. —What are you doing here?
— I’m waiting ... the director. 1’d like to speak ... him ... the offer of Blake
& C°.
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Ex.9. Speak on the topics.

1. Dnipropetrovsk airport.
2. The flight you have made lately.

Meeting a Businessman

Ex. 1. Read the following words and word-combinations and learn their
meanings by heart.

Vocabulary
1. assoon — SIK TIIbKH
2. to get an appointment — Ha3HAYUTH 3YCTPIYU
3. to expect — YeKaTu
4. abitearly — TPOXHU PAHO
5. actually — (haKTUIHO
6. that’s all right — HIYOT'O CTPAITHOTO; BCE HOPMAJILHO.
7. this way, please — TpoIiy croau (KOJIH IMOKa3yiTh JI0POry,
HaIpsIM)
8. wet — BOJIOTO, MOKPO
9. to meet requirements — BIAMNOBiIaTH oTpedaM
10.to look through — MEPETISHY TH
11.a contract form — TUTIOBHUI KOHTPAKT
12.a discount on the price — 3HIDKKA Ha IiHY
13.in great demand — Y BEJIMKOMY TIOIUTI
14.to sign — mianucaTu
15.to require goods — BUMaraTH TOBapH
16.say in May — CKaXXiMO, y TpaBHi
17.to clarify another point — YTOYHUTH III¢ OJTHE MUTAHHS
18.to suit — 33J0BOJILHSITH, IT1AXOIUTH

Ex. 2. Read and translate the text.

Text
Meeting a Businessman

As soon as Kostenko arrived in London he contacted Argos Sports. Mr.
Blake, the manager of the company, invited him to come to his office at 2 p.m.
It’s 1.30 p.m. Mr. Kostenko has come to the office.
Kostenko: Good morning! My name is Kostenko. | am from
Dnipropetrovsk Sports Committee. I’ve got an appointment
with Mr. Blake at 2 o’clock.
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Receptionist: Good morning, Mr. Kostenko. Mr. Blake is expecting you.
Will you take a sit, please?

Kostenko: Thank you. I’m a bit early, actually.

Receptionist: That’s all right, Mr. Kostenko.

(in a few minutes the manager comes downstairs to meet him).

Blake: Oh, Mr. Kostenko, it’s nice to see you here. How are you?
Kostenko: Fine, thanks! And you?
Blake: Pretty well too, thank you. This way, please.

(they come into the conference room and take their seats at the table).

Blake: Would you like a cup of coffee?
Kostenko: Yes, please. It’s very cold and wet outside today.
Blake: Yes, the weather hasn’t been very good lately. Now Mr.

Kostenko, have you looked through our quotational
catalogues?

Kostenko: Sure. Your machines meet our requirements and we are
interested in buying them. Can | look through our contract
from?

Blake: Certainly. Here you are, Mr. Kostenko, and how many sport

machines would you like to buy?

Kostenko: We can buy 4 multi gyms and 4 treadmills. But could you
give us a 10% discount.

Blake: That’s a bit difficult. The fact is our equipment is in great
demand. However we can offer you a discount of 5% as we
are going to be good partners bat a long time.

Kostenko: I” think we can agree to a 5% discount and to sign the
contract.
Blake: Yes, certainly. And when do you require the goods?
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Kostenko: As soon as possible, say in May. And I’d like to clarify
another point. It’s about training machine instructors. When
can we send our specialists to your company to acquire
necessary skills?

Blake: | think you can do it in a week.
Kostenko: That suits us all right. Thank you, Mr. Blake. Good-bye.
Blake: Good-bye, Mr. Kostenko.

Ex.3. Agree or disagree. Give your reasons.

Kostenko got an appointment with Mr. Blake.

Kostenko would like to have a cup of coffee.

Mr. Blake didn’t agree to give a discount.

Kostenko and Mr. Blake decided to sign the contract the next day.

. Mr. Blake refused to invite the Ukrainian specialists for acquiring necessary
skills.

O E

Ex.4. Say what you have learned from the text about:

1. Argos Sports;
2. the time of delivery.

Ex. 5. Think and answer.

1. Why was Dnipropetrovsk Sports Committee interested in buying fitness
equipment from Argos Sports?
2. Why did Mr. Blake agree to a 5% discount?

Ex.6. Supply the articles where necessary.

1. The Seller offered us ... 3% discount, but ... discount did not suit us.

2. We usually give ... discount to the Buyers if we have known them for a long
time.

3. ... demand for tennis tables is very big in the UK.

4. The company offers rowing machines at ... high price.

5. What’s ... weather like today? ... weather is very cold.

6. | don’t like to go out in ... wet weather.

7. York Fitness equipment is in ... great demand.

8. Exercise bikes are of ... high quality and they meet ... requirements of our
customers.
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*EX.7. Supply the correct tenses.

a) Petrenko, a manager of Vasil, (to phone) Mr. Hunt of York Fitness.
Petrenko: Good morning, Mr. Hunt. This (to call) Petrenko.

Hunt: Good morning, Mr. Petrenko. What | (can, to do) for you?
Petrenko: The fact (to be) I (to send) you our offer last week. In my letter | (to

ask) you to study it and to give us your answer but we not (to
receive it yet).

Hunt: You see, Mr. Petrenko, we (to receive) your offer 5 days ago, but |
(cannot, to study) it as | (to be) outside London and just (to come
back).

Petrenko: When you (can, to look through) it?

Hunt: | (to think) I (can, to do) it today. Will you call me tomorrow at 10
If that (to be) convenient to you.

Petrenko: That (to suit) me all right. Thank you, Mr. Hunt. Good-bye.

b) say why:
1. Petrenko has phoned Mr. Hunt;
2. Mr. Hunt hasn’t studied the Seller’s offer.

Ex.8. Supply the correct prepositions where necessary:

We’d like to have an appointment ... you to clarify some details.
Our company is interested ... buying heart rate monitors.

We haven’t looked ... your quotational catalogues.

This company sells skate boards ... hight quality.

We can’t agree ... the sellers ... that their price is attractive.
When can we discuss the terms ... the contract?

We can deliver the goods ... May.

The Sellers couldn’t give us a discount ... the price.

NI PE

Ex.9. Speak on the topics.

1. Business talks you have with foreign companies.
2. The talks you had last.
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*PART 111

TEXTS FOR INDIVIDUAL READING

Ex. 1. Read the following text and learn the dialogues.

Text |
Wrong Numbers

| have invented a new telephone game. It is a thoroughly discreditable,
anti-social game, and | am not proud of it, but it has been forced upon me by
circumstances. It is now clear that my telephone number is the only one the
operators know, and my game follows the line of all the best modern
movements, the principle of which is that if you cannot hit the man you are
annoyed with, you hit somebody else instead. Nowadays, when some perfect
stranger is introduced to me in error on the telephone, I no longer murmur,
‘Wrong number, I'm afraid’, in my usual accents of sweet sympathy, cool
resignation, irritation, hatred or black dispair; I pretend that it is the right num-
ber. | lead my fellow-victim on into a morras of notification; I worm out his
precious secrets; | waste his precious time. If you can square your conscience,
you will find it is a glorious game, though | ought to add that considerable skill
Is required. It is best, perhaps, to make a general rule of answering the call in the
first instance in a high feminine voice, as much like a housemaid, or a
charwoman, or a Government typist as possible; then you are prepared for any
development. The following are some of the best matches | have played:

Me. Hullo!
A V. (Voice). Is that the Midland Railway?
Me. Yes, Madam. Which Department do you require?
A V. It's about some eggs. An egg-box was dispatched from Hitchin —
Me. (Obsequious), | will put you through to the Goods and Transit Department,
Madam.
A V. (Fervent). Oh, thank you.
Me. (After a short stroll round the garden — in a gruff railway-voice). Hullo!
Motor-vans and Haulage Department —
AV. Oh, it's about some eggs. An egg-box —
Me. (More in sorrow than in anger). You require the Goods and Transit
Department. | will put you through.
A'V. Oh, thank you!
Me. (After planting a few more of those confounded cuttings — very suddenly).
The 4.45 to Bundy Major is suspended, Sir.
A V. (Apologetic). | want to speak about some eggs —
Me. (Horrified). Some legs!
A V. (Patient). No, some eggs: — E — double G — S, eggs. An egg-box was
dispatched from Hitchin by a friend of mine on the 21™ —
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Me. (Sharply). What name, Madam?

A'V. Major Biudyer. It was dispatched on —

Me. Is he one of the Buckinghamshire Bludyers?

A'V. What? Hullo! Hullo! It was dispatched on—

Me. | mean, is he the Major Biudyer — that well grown old boy?!..

AV. (Growing fainter). | can't hear you very well. It's about some eggs —

Me. Well, I'm very glad to have had this little talk. Remember me to old
Biudyer. Good-bye.

Me. (Squeaky). Hullo!

AV. (Business-like, in a great hurry). Hullo! Is that you, Mortimer?

Me. (Very deliberate). Mr. Mortimer is in the next room. If you will hold the
line, | will fetch him. Who is it speaking, please?

A V. Oh, never mind that.

Me. (Firm). Who is it speaking, please?

A'V. Oh! Say it's George. And be quick, please.

Me. (After a good deal of unavoidable delay). Hullo, George!

A V. Hullo, Mortimer! You have been a time! Look here about this meeting:
have you got your minutes ready yet?

Me. Not quite. Practically. | am just doing them —

A V. Oh! Well, it's like this: I've had a talk with Donald and he thinks you'd
better leave out that scene about the Atkins and the Debentures. He thinks we
might have trouble with the Manchester lot if you read that out, but if you don't
say anything about it they'll never know —

Me. You dirty dog!

AV. What's that?

Me. (Innocent). | didn't say anything. I think there's someone on the line — (in a
brand-new voice) Cuckoo!

A V. (Indignant), | say, do you mind getting off the line? Hullo! Hullo!.. He's
gone now. Well, don't forget that. So long, old man. Sorry you couldn't come
round the other night; | wanted you to meet my fiancee — you haven't, have
you?

Me. Which one?

A'V. (Skittishly). You old ass — Miss Tickle, of course.

Me. Oh, | know her. As a matter of fact | was engaged to her myself once — but
that's many years ago.

A V. What's that? You sound as if you'd got a cold.

Me. | rather think | have. You always make such a draught down the telephone.
Good-bye, old man.

Ex.2.Work in pairs. Read the following dialogues, pay attention to the
intonation and learn them by heart.

Text 11

A V. Is that the Box-Office?
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Me. Which Box-Office?

A V. Is that the Paragon Theatre?

Me. Yes.

A'V. Oh, have you two seats for next Thursday?

Ale. Yes. There is a stall in row D and | have one seat left in the back row of the
dress-circle — a very good view of the stage.

A'V. Oh, but | want them together.

Me. I'm afraid we never sell seats together. Lord Chamberlain —

AV. Oh, but —

Me. May | ask why you want to see this play?

A V. | can't hear you... Hullo!

Me. | mean, between ourselves, it's a thoroughly bad adaptation of a thoroughly
bad foreign play thoroughly badly acted by a rotten lot of actors. Letty Loo is
perfectly awful, and there's no room for your legs, unless you would care for a
box, and there isn't one if you would; so if | were you, | should stay quietly at
home with Henry. Au revoir!

AV. (Most important). Hullo! Is that the Treasury?

Me. (Sweetly feminine). Treasury speaking. A V. (As if the end of the world was
in sight). | want to speak to the Prime Minister's Private Secretary.

Me. The Prime Minister's Private Secretary is engaged. | can put you through to
the Whip's Office.

A V. (Angrily). I don't want the Whip's Office. | want —

Me. One moment, please.

(A good many moments pass).

A V. (Menacing). Hullo! Hullo! Hullo!

Me. (Sweetly, as if conferring some priceless boon). Put three pennies in the slot
and turn the handle, please.

AV. (Spluttering). Look here; put me through to the supervisor at

once.

Me. (Very far off). Supervisor speaking.

A V. (With suppressed passion, yet pompous withal). Look here — I'm a
Member of Parliament. I've been —

Me. (Gently). Do not shout into the receiver, please. —

A V. Hullo! I'ma—

Me. Do not say 'Hullo!

A V. (Maddened). What's that? Hullo! Look here — I'm a Member of
Parliament, and I've been trying for half an hour to get through to

the Prime Minister's —

Me. | am sorry you have been trrrr — roubled. You are thrrr —rough now.

A V. Hullo! Is that the Prime Minister's Private Secretary? Me. (Quiet, weary
and competent). Which one do you want? A V. Hullo! Sir Thingummy Jig
speaking. | want to speak to the Prime Minister's —

Me. Yes. | heard that. But do you want the Principal Private Secretary, or the
Assistant Principal Private Secretary or one of the Personal Private Secretaries?
| mean there are forty-seven of us altogether and it makes a lot of difference —
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AV. (Weakening). | can't quite hear. Perhaps you can help me. It's about —

Me. One moment, please. Here is the Prime Minister himself.

Would you mind speaking to him? I'm rather busy.

A V. (Awestruck). Of course... Hullo!

Me. Hullo! The Prime Minister speaking... Look here, Jig, | want to have a word
with you. Would you mind holding the line a moment while | speak to my
secretary?

AV. (Fazening). By all means... There's no hurry — no hurry at

all.

Ex. 3. Supply articles where necessary. Translate the text.

Text 111
Formal and Informal Conversations

... language used for speaking on ... telephone is basically very similar to
that of ... ordinary conversation, but limited in ... certain important respects by...
special situation which imposes ... number of restrictions. Attention should be
paid to some of ... essential differences between ... formal and informal
telephone conversations. ... most notable difference is that ... formal telephone
conversation is carried on at... much more formal level because ... people
speaking are taking care to maintain ... high level of politeness usually felt
appropriate in this kind of discussion. Another difference is that... formal
discussion is very precise and factual, keeping to ... point and never straying off
into ... chatty vagueness which can be found at ... times in ... informal telephone
conversations. Finally, there is of course ... considerable difference in ...
vocabulary, with more technical terms .than one would expect to find in ...
average informal telephone conversation, and ... mixture of formal and informal
words and phases. ... informal chatty telephone calls usually take place between
friends who have nothing in particular to discuss. In this kind of a telephone
conversation there is ... great deal of informal idioms.

CHECK UP YOURSELF
Test

1. 3aKiH4iTh peYyeHHS] BUKOPUCTOBYIOYH MO/IaHi BUPa3u:

1. You must find this book, .... a) It’s dangerous to go out alone at
2. You should try to practise Chinese night.

fitness exercises, ... . b) It’s very useful to perform them.
3. You’ll never lose weight, ... . c) It’s very pleasant to wear it.

4. You shouldn’t leave home now ... . d) It’s very interesting to read it.

5. Your parents are very friendly, ... . e) It’s stupid to have heavy meals at
6. What a nice dress! ... . night.
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f) It’s very pleasant to communicate
with them.

2. BuzHaute mnepexiaja pedyeHb 3 3aiiMeHHHMKOM ONE sikuii BHKOHY€ poJib

nmiiMeTa B pe4YeHHi.

1. Hikoau He 3Haem, 1O BiH
BI1IIIOBICTb.

2. Tpeba Oytu oOepeXHUM, KOJIU
MIePEXOJIUIII BYJIUIIIO.

3. MosxHa 3HaMTH ...

4. Tpeba 1OTpUMYBATUCH ...

5. Cnig npuitHATH 10 YBary ...

a) One can find ...

b) One never knows what his answer
may Dbe.

c) One must observe ...

d) One should be careful when
crossing the street.

e) One should take into consideration.

3. 3an0BHITH NPONMYCKH B PEYECHHSAX.

| a) what b) that c) that one |

1. Your performance is much better than ... of your friend.
2. ... we saw surprised us.

3. This method of training is more effective than ... .

4. ... heis ill now, is know to everybody.

5. ... street is very long.

6. This gymis not so large as ... .

4. 3a3Haure peveHHsl, B AKUX OarartodyHkumioHanbHe cJaoBo “‘it” He
NepeKIaJa€ThCA:

1. It was some years ago.

2. | am fond of my beautiful city and I want to show it to my friend.
3. Is it difficult to take exams?

4. It is our teacher.

5. It will be difficult to win this tournament.

6. It is clear that he doesn’t know this rule.

5. BubepiTh npaBujbHUI BapiaHT:

1. Are the curtains longer than the old ...? a) one
2. ... of the two medals won was gold and the other was b) one’s
silver. C) ones
3. These articles are easier than the ... we translated last

week.
4. ... must do it.
5. Oxford University consists of twenty-seven men’s colleges
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and five women’s ... .

6. When ... does not know grammar, ... often makes
mistakes.

7. One must always do ... duty.

6. 3anoBHiTHL Mponmyckn npuiimenankamm: from, in, for, into, at, to, of, per, by ne
HeOoOXiTHO.

. Mr. Sedov has come ... the Hotel.

. Now he is checking ... the reception desk.

. My name is Ivan Sedov, I’'m ... Kyiv.

. I suppose I’ll be staying ... London ... three weeks.
. What’s the price ... the room ... night?

. Where can | fill ... the registration card?

. Shall I pay ... cash or .. credit card?

. Room service is available ... 6 a.m ... 10 p.m.

coNOoO OTh WDN B

\‘

. BuzHauTe npaBuIbLHUI BapiaHT.

1. In new York he’ll be able ... some of the city.
a) to see b) see

2. But first he must ... an appointment with the bisiness parther.
a) to make b) make

3. We were ... at 5.
a) to meet b) meet

4. Why didn’t you call me? - But Harry was ... this.
a) todo b) do

5.Samis ... us if he cam ... next week.
a) to come b) come c) inform d) to inform

6. Where did you plan to meet with Jack? - We ... meet at the Supermarket.
a) must b) have to

8. BubepiTh npaBuibHy (popMy aiecsioBa:

a) clarifies g) will be clarifying
b) is clarifying

c) has clarified

d) clarified

e) was clarifying

f) will clarify
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. Mr. Wilson ... some details with Mr. Collins next time.

. Mr. Wilson ... some details with Mr. Collins every morning.

. Mr. Wilson ... some details with Mr. Collins already.

. Mr. Wilson ... some details with Mr. Collins yesterday.

. Mr. Wilson ... some details with Mr. Collins now.

. Mr. Wilson ... some details with Mr. Collins when | came in.

. Mr. Wilson ... some details with Mr. Collins tomorrow at 9 a.m.

~NOoO Ol h~ WDN -

9. IlpoyuTaiiTe TEKCT Ta BUKOHAWTE 3aBIaHHS.

The Internet

to create - cmeoprosamu

to store - 36epicamu

to download - zasanmaorcysamu
to underline - niokpecnosamu

to click on - namucxkamu xknasiuy

The Internet

The Internet is one of the most important inventions in our history. It was
started in 1968 by the US government, but at first it was used mainly by scientists.
Since 1990, when the World Wide Web was created, it has changed the world, and
Its uses are growing every day.

The Internet is a network of millions of computers around the world,
connected by phone lines, satellite or cable, so that all the computers on the net can
exchange information with each other.

The Internet links computers, and the World Wide Web is a system which
links the information stored inside these computers.

A company or organization stores its information in electronic documents in
one of the Internet computers, somewhere in the world. This computer space — the
company's web site — has an address, in the same way that every telephone has a
number. To visit a web site, you simply enter the address. The computer is
connected to the web site, a document is downloaded, and a page appears on the
computer screen.

When you visit a web site looking for information, some words on the page
may be underlined, showing that there is more information about the subject in
another document. If you click on one of these words, the Web automatically
connects your computer to a new document or web site.

The main use of the Internet is to find information — for your job, about
your hobbies, sports or current events. You can also use the Internet to read
newspapers and magazines, play games, plan your holiday or buy things from your
favourite shop. E-mail makes it possible to send electronic messages anywhere in
the world in seconds, and you can use the Internet to chat with people and make
new friends.
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Using the Internet is getting cheaper and easier all the time. There is an
exciting Internet world out there waiting for you.

Busnaure siKki 3 TBepzKeHb € npaBuiabHAMuU: T (true) or F (false).

1. The Internet was started in 1990.

2. The Internet links computers.

3. To visit a web site, you simply enter the telephone number.
4. The main use of the Internet is to find mistakes.

5. Using the Internet is getting more expensive.

10. IixOepiTts 10 cjaiB a00 CJOBOCHOJYYEeHb 3 JIiBOI KOJOHKH O3HAYEHHA 3
NpaBoi.

1) the Internet a) a system linking millions of documents stored on the
Internet computers around the world.

2) the World Wide Web |b) a network of computers all over the world, joined by
phone lines or cable.

3) a web site c) electronic messages sent to someone over the Internet.
4) e-mail d) the place on the Internet where a company stores its
documents.
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Keys to the test

1.1)d,2) b, 3) e, 4)a, 5)f, 6)c 36*6 = 186
2.1)b,2)d,3)a 4)c, 5)e 36*5 = 156
3.1)b,2)a,3)c,4)b,5)b,6)c 36*6 = 186
4.3,5,6 2063 =60

5.1)c,2)a, 3)c,4)a,5)c,6)a 7)b 16*7 =76

6. 1) into, 2) in, at, 3) from, 4) in, for, 5) of, per, 6) in, 7) —, by, 8) from, to
126

7.1)a,2)b,3)a 4)a 5)d,b,6)b 16*6 = 66
8.1)f,2)a 3)c,4)d,5)b,6)e 7)g 16*7 = 76
9.1)f,2)t,3) f, 4) f,5) f 16*5 = 56
10.1) b, 2) a,3) d, 4) ¢ 16*4 = 46

Bceworo — 100 oaJiB.

100-90 — “5”
89-75 - “4”
74-60 - “3”
59-35 - “2”
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