MIHICTEPCTBO OCBITH TA HAVKH YKPATHUI
JAJNKAHCHKHUI KOJEIK BIHHUIILKOTO
HALIOHAJBHOI'O ATPAPHOI'O YHIBEPCUTETY

Po00o4nii 301IMT 3 aHIJIIHCHKOI MOBH 32 NpodecinHum

CIIPAMYBAHHAM

2018



VYxnagaui: Ctopoxyk [.B. - BuKiTamad iH03eMHOT MOBH, CHICIIIATICT
nepIoi Kareropii
Penienzent: Mazyp A.B. — Bukiamad iH03eMHOT MOBH, CTHIEIIIATICT BUIIIO]

KaTeropii;

PoGounii 30MUT OXOIUTIOE HIMPOKHUM Jlalla30H TeM Ta 3aBJaHb JJisi BUBUCHHS
TJOBOI  aHTUIMCHKOT MOBHM 3 ypaxXyBaHHSAM 3aCTOCYBaHHS Ha 3aHATTIX
1H(}OopMaIIHHO-KOMYHIKaIIMHOI TEXHOJIOT1I B CHCTEMI OCOOMCTICHO-OPIEHTOBAHOTO
HaBYaHHSA. 3aBISIKA JUIOBIM 1HO3EMHIM MOBI CHEIIANICTH PI3HUX KpaiH
OOMIHIOIOTBCSI JOCIIPKEHHSIMUA Ta JOCBIOM y PI3HMX raiy3sx Hayku. JlutoBa
1HO3eMHa MOBa CTaja KJIF0YeM JI0 MDKHAPOIHUX BIIHOCHH MK HayKoBIsIMHU. Kypc
JJI0OBOI  1HO3€MHOI MOBHM BpaxoBye crnenudiky oQopmieHHs HeOoOX1IHO1

JOKYMEHTAIIli Ta 3aCBOEHHS 0a30BO1 AIOBOT JIGKCUKH ¥ CHIEIiaJIbHOI TEPMIHOJIOT 1.

PexoMeH10BaHO ITUKIIOBOIO KOMICIE€I0 TYMaHITAPHUX TUCITUTLIIH

[TpoTokon No BIJT « » 2018p.




Lesson 1. BUSINESS trID. . ..veiei i e
Lesson 2. Travelling by train. ...
Lesson 3. Travelling by plain. ...,
Lesson 4. Customs CONLIOL..........ooeiirii e
Lesson 5. INthe tOWN. ...,
Lesson 6. Atthe hotel...... ...,
Lesson 7. At the dOCLOr™S. .....cue i,
Lesson 8. Telephone. ... ..o
Lesson 9. Business communication...............ooiiiiiiiiiiiiiii e,
Lesson 10. Applying for a job. Company............cccooiiiiiiiiii,

LesSON 11. BUSINESS IEHEIS. . ..o e e e



BCTVII

[Ipoiec pedopmyBaHHS CcHUCTEeMH OCBITH B  YKpaiHi, 3yMOBJICHHH
notpebamMu  yacy, Tmepeadadyae  ChOTOAHI  MIATOTOBKY  KBalli(piKOBAaHUX
CHEILIATICTIB 13 BUCOKHUM pIBHEM 3HAHHS 1HO3€MHOI MOBH.

Hapuanus anHrmiicekoi MoOBH 0a3yeThCs, TepeayciM, Ha BpaxyBaHHI
noTped CTYyAEHTIB y  BHBYEHHI  1HO3€MHOI  MOBH, IO  JUKTYIOThCS
XapaKTepHUMH OCOOIMUBOCTSAMU TMpodecii abo creriaabHOCTI.

BiamoBisHi HOBI BHMOTHM BHCYBAIOTBCA JI0 METOJUKUA BUKJIAJaHHS
1HO3€EMHUX MOB Yy PI3HHX HABUAJIBHUX 3akiafax. OCKUIbKH, 3acTapiial METOAM Ta
3aco0M HaBYaHHS HE BIAMOBIAIOTH HUHIIIHIM BUMOTaM cy4acHoOro 3aHatTs B BH3
[-II p.a 1 HEe MIAIATAIOTh TEHIEHIISIM CTPIMKOTO PO3BUTKY HAYKOBO-TEXHIYHOTO
porpecy, To 1€ CIIOHYKae BUKJIAJayiB J0 BIOPOBAIKCHHS 1HHOBAIITHUX METO/IIB
HaBuaHHsA 13 3actocyBaHHsM KT, 30kpema HOBUX Melia 3ac00iB B HaBYaJIbHUUN
nporiec. OcobnuBo 1151 MpobdiieMa TocTpo nocrae npu GopmyBaHHI MpodeciitHuX
3HaHb Ta HABUYOK, OCKUIbKM JJIsi €(QEeKTUBHIIIOrO iX 3aCBOEHHS, HAaBYAJIbHUU
MpoIIeC BUMAara€ BUKOPHUCTAHHS BEJMKOi KUIBKOCTI HOBOI 1H(OpMAIlii, HAOUHHX
MaTepiaiiB, Ta IHTEPaKTUBHUX 3aco0IB, SIKI B CBOIO YEpry MO3UTHUBHO CIPUSIOTH
MOKPAIICHHIO JOCATHEHHIO HaBYAJNbHOI METH.  3acTOCyBaHHs i1H(dOpMaIliiHo-
KOMYHIKAI[ITHUX TEXHOJIOTIN 13 BUKOPUCTAHHAM HOBUX MeJlla 3ac00iB y Mporieci
BUBYEHHS 1HO3EMHOI € €(pEeKTUBHUM 3aCO00M JOCATHEHHS HaBYaJbHO-BUXOBHOI
METH.

Meta poOOTHU: PO3KPUTHU 3MICT OCOOHMCTICHO-OPIEHTOBAHOTO HABYAHHS
1HO3€MHO1 MOBH.

3aBaaHHs pOOOTH:

- TIOKa3aTH OCOOMCTICHO-OPIEHTOBAHUM MIAX1J JO HaBYAHHS B Cy4acHUX
yMOBaXx;

- 0COOHUCTICHO-OpI€EHTOBAHE HABYaHHS HA ypOKax aHIHChKOI MOBH;



Lesson 1

Business trip
gv’l. Read the text and translate the second paragraph in writing way.
Millions of people all over the world spend their holidays travelling. They
travel to see other countries and continents, modern cities and the ruins of ancient
towns, they travel to enjoy picturesque places, or just for a change of scene. It is
always interesting to discover new things, different ways of life, to meet different

people, to try different food, to listen to different musical rhythms.

Those who live in the country like to go to a big city and
spend their time visiting museums and art galleries, looking at
shop windows and dining at exotic restaurants.
City-dwellers' usually like a quiet holiday by the sea or in

the mountains, with nothing to do but walk and bathe

and laze in the sun.

Most travelers and holiday-makers take a camera with them and take pictures
of everything that interests them — the sights of a city, old churches and castles,
views of mountains, lakes, valleys, plains, waterfalls, forests, different kinds of
trees, flowers and plants, animals and birds. Later, perhaps years later, the photos
will remind them of the happy time they once had.

People travel by train, by plane, by boat, and by car. All ways of travelling
have their advantages and disadvantages. And people choose one according to their
plans and destinations.

If we are fond of travelling, we see and learn a lot of things that we can never
see or learn at home, though we may read about them in books and newspapers and
see pictures of them on TV. The best way to study geography is to travel, and the

best way to get to know and understand people is to meet them in their own homes.
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i 2. Circle oror these sentences.

1. Millions of people all over the world spend their holidays travelling. True False
2. Those who live in the country like to go to the village. True False
3. Most travelers and holiday-makers take a camera with them. True False
4. People don’t travel by train, by plane, by boat, and by car. True False
5. All ways of travelling have their advantages and disadvantages.  True False
6. The best way to study geography is to travel. True False

.

® 3. Answer the following questions.

1. Are you fond of travelling?

2. Men have travelled ever since they first appeared on earth. Why do people

travel?

3. Why do people take a camera with them? What do they usually photograph?

4. What do we see and learn while travelling?

5. How do different people spend their holidays?

6. What ways of travelling do you know? What are their advantages and

disadvantages?



4. Find in the text the synonyms to the following words.

Picturesque

View
Holidays
Holiday-makers
Pictures

x 5. Match the antonymes.
Easy Forget
Advantages Disappear
Appear Disadvantages
Answer Ask
Remember Difficult

=

6. Translate the following sentences into Ukrainian

1. The two biggest attractions in Ukraine are most likely the country's natural

beauty and its rich history.

2. The country's origins go back many hundreds of years and more than 500 of the

cities dates back some 900 years.



3. Cities such as these — as well as many others which are only a few hundred years
behind them — are enriched with monuments, buildings, archaeological sites and

majestic palaces.

4. They boast all sorts of interesting things to see and do.

5. This is the main reason why so many travels the Ukraine.

6.Ukraine is home to 300 museums, seven national historical and cultural preserves
and countless different examples of culture, history, archaeology, palaces, parks

and architecture.

N\

1. Most, will, their, in, historical, of Kiev, travelers, start, journey, the, city

7. Put the words into the correct order to make the sentences.




2. Lviv —, of, the, Lions, city

3.0dessa —, pearl, the, the, of, Black Sea

4. Also, are, notable, cities, the, of, Chernihiv, and, Uman

5.1f you, nature, appreciate, the, Sofiyivka, Dendrological, State, Park, is,

incredibly, beautiful.

>

® 3 Fill in the right word from the word column
a) go boating, b) to lie on the beach, ¢) a camping holiday, d) staying at a hotel,
e) explore the countryside, f) fresh air, g) bus tour, h) book tickets,
1) stay in town, j) summer vacations, k) go fishing, I) long walks, m) luggage,
n) country house, 0) packing things

1. During (1) we never

we usually go on a trip.

2. When | was a child our family usually lived in a

in summer. Now I find it boring.

3. As we decided to have we bought a nice tent
and a boat.
4. In summer you should always in advance as many

people make trips during their vacations.
5. Last year we went camping and we had two much

We won't take more than we need this time. | am not very good at

6. I've always dreamt to see some European capitals so | bought a

It is the cheapest way to travel.




7. This year we are spending out vacation at the seaside. I'm dreaming of getting

brown, so I'm going

8. | enjoy quiet life in the country. For me it is not boring. You can

or

9. Having a camping holiday is much cheaper than

We never do that.

10. Last year in August the weather was nasty, but we still could enjoy

and

11. | wanted to but the parents didn't allow me to do

that. They are afraid that we can have misadventure.

9. Speak on the topic “Business trip”
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Lesson 2

Travelling by train

Q’*/l. Read the text and translate the first paragraph in writing way.

Modern life is impossible without travelling. Of course, the fastest way of
travelling is by plane. But many people make their choice on travelling by train as
with a train you have speed, comfort and pleasure combined. Travelling by train is
of course slower than by air but it also has its advantages. If you are going to travel
by train, you'd better book seats beforehand because many people are fond of
travelling by train. There are some reasons why people choose railroad. Train is the
cheapest means of travelling. If it is summer outside it will be better to think of
your trip before the vocation starts. To understand how true this is, you only have
to go to a railway station. There you will see hundreds of people hurrying to catch
a train. You'll waste a lot of time standing near the booking-office trying to buy a
ticket.



Modern trains have very comfortable seats in all passenger cars, and there are
sleeping-cars and dining-cars which make even the longest journey enjoyable. You
can buy first-class, second-class and third-class sleepers in a separate
compartment. If you are early before the train starts you can leave your suit-cases
in the compartment and walk wup and down the platform.
Some people forget when and from which platform and track their train will be off.
They can always ask for the track, platform and train numbers at the railroad
station information bureau and also get information about next trains and their
schedules.

There are express, slow and long-distance trains. If you want to go
somewhere and get there as quickly as possible, you'd better know that express
trains only stop at the largest stations while slow trains stop at all stations. You can
get to far countries only by a long-distance train.

Once you are in your compartment you have to ask the guide to bring in
the bedding. There are usually two lower and two upper berths in a third-class
sleeper compartment. Some people like to occupy upper berths because it is more
convenient and exciting to travel.

During your way on the train you can read newspapers, books, look out of
the window, drink the tea, communicate with your neighbors or sleep. | prefer to
look out of the window, because you can see the country you are passing through,
and not only the clouds as when you are flying. You can have something to eat at
the stations when the train makes stops. Though we all seem to agree that the
future belongs to air transport, the railroads today still carry a lot of passengers and

goods.




x 2. Choose an o@k:' the correct variant and finish the sentence.

1. Modern life is impossible without

a) train
b) travelling
c) plane

2. The fastest way of travelling is

a) by ship
b) by car
c) by plane

3. Travelling by train is of course

a) slower
b) faster
c) longer

4. Modern trains have very comfortable

a) floor
b) seats
c) windows

5. During your way on the train you can

a) sleep
b) eat



c) read

6. There are usually two berths.

a) lower
b) upper

c) lower and upper

>

® 3 Answer the questions.

1. Is modern life impossible without travelling?

2. Do you like to travel by train?

3.Is it convenient to travel by train?

4.Why is it good to buy tickets beforehand?

5. Are there students discounts for travelling by train?

6.There are express, slow and long-distance trains, aren’t there?

4. Match the phrases with the translation.
railway station seat

non-smoker » adining car

carriage a luggage van



rack Oara)xHuil BaroH

IIOJIUIIS BaroH
BaroH JyIsl HEKYpIliB MICLIE
BaroH-pPeCcTOpaH 3aJII3HUYHA CTAHIIISA

5. Choose the correct, most natural-sounding response according

to the context of the conversation:

YOU: Hello. | two tickets to Manchester, please, for the 5:00 PM

train.

a) would buy

b) would like

c) would sell

CLERK: First or second-class?

YOU: What's the between the two?

a) difference in price

b) different price
C) cheaper
CLERK: First class tickets are £47 each and second-class tickets are £35 each.

YOU: I'll take two second-class tickets. Can | buy the tickets now

as well?

a) round

b) return

c) back

CLERK: If you like... When would you like to come back?

YOU: Is there a train that Manchester in the afternoon on Monday?

a) leaves
b) goes to

C) arrives in



CLERK: Yes... there's a train from Manchester to London leaving daily at 4:00
PM... Would you like me to book two tickets for you?

YOU: Yes, . Second-class as well.

a) can be
b) can do

c) please do

\

1. there/ express/ and /long-/ trains / slow/are /distance.

6. Put the words into the correct order to make the sentences.

2. the / carry/ a /of passengers/ /goods /still /railroads/ today /lot /and

3.life /impossible /modern / travelling /without /is

4.by / has / advantages/ travelling /train /its

5.a/you / speed/ comfort / pleasure /with/ train /have /and /combined

7.Translate into English

BU3HUPHYTHU 3 BIKHA

Ha BOK3aJl

iH(dopMaliitHe 610po




OTpUMAaTH 1H()OPMALIiIO PO HAUOIMKYI MOTATH Ta PO3KIIAT

3aJIUIIHATH CBOI BaJi3u

KYIIUTHU KBUTOK

3a0pOHIOBATH MICIS 3a3/1aJIeriah

BUTpayaTH 0araTo yacy

MOTAT AAJICKOI'O IIPAMYBAaHHA

8. Speak on the topic “Travelling by train”
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Lesson 3

Travelling by plane

Q’*/l. Read the text and translate the first paragraph in writing way.

No wonder that one of the latest means of travelling is travelling by
plane. Nowadays people mostly travel by air. It combines both comfort and speed
and you will reach the place of destination very quickly. No doubt, travelling by air
Is the most convenient and comfortable means of travelling. But if you are airsick
the flight may seem not so nice to you. Unfortunately, sometimes the flights are
delayed because of unfavorable weather conditions, and one more inconvenience is
jet-lag.

Before boarding the plane, you must check in at the airport. Passengers are
requested to arrive at the airport one hour before departure time on international
flights and half an hour on domestic flights.

You must register your tickets, weigh in and register the luggage.

The economy class limitation is 20 kg. First-class passengers are allowed 30 Kkg.



Excess luggage must be paid for. Passengers are permitted, to take only some
personal belongings with them into the cabin. These items include handbags, brief-
cases or attached cases, umbrellas, coats and souvenirs bought at the tax-free shops
at the airport. Each passenger is given a boarding pass to be shown at the departure
gate and again to the stewardess when boarding the plane.

Before the plane takes off the stewardess gives you all the information about
the flight, the speed and altitude. She asks you to fasten the belts and not to smoke.
She will take care of you during the flight and will help you to get comfortable in
your seat.

Inside the cabins the air is always fresh and warm. The captain will welcome
you on board, tell you all about the flight and the interesting places you are flying
over. During the flight you can take a nap or have a chat, you can read and relax. In
some planes you can watch video or listen to the music.

When the plane is landing or taking off you have an opportunity to enjoy the
wonderful scenery and landscapes. While travelling by plane you fly past various
villages and cities at the sight of which realize how majestic and tremendous our
planet is. Do not forget your personal belongings when leaving the plane.

Landing formalities and customs regulation are about the same in-all
countries. While still onboard the plane the passenger is given an arrival card to fill
in, he fills in (in block letters) his name in full, country of residence, permanent
address, purpose and length of visit; and address in the country he is visiting. After
the passenger has disembarked, officials will examine (check) his passport and visa
(to see if they are in order).

In some countries they will check the passenger's certificate of vaccination.
When these formalities have been completed the passenger goes to the Customs for
an examination of his luggage. The passenger is required to fill in a customs
declaration form. He must list all dutiable articles.
Personal belongings may be brought in duty-free.

Here is a partial list of prohibited articles: firearms, drugs, in some countries

— meat products, fresh fruit and vegetables. The Customs inspector may ask you



to open your bags for inspection. After you are through with all customs

formalities, he will put a stamp on each piece of luggage.

>

® 2 Answer the questions.

1. Why do people mostly travel by air nowadays?

2. Why may the flight seem not so nice to you?

3.What are other inconveniences of flying?

4.When are passengers requested to arrive at the airport?

5. What is the luggage limitation?

6.What can you do during the flight?




3. Match the words

convenient MOCaJIKOBUM TaJIOH
speed rpadcTBO

flight » [TOJIIT

departure 0OMEKEeHHS
limitation BiJINIpaBJICHHS
boarding pass MIBUIKICTh

4. Translate the following word combinations into Ukrainian.

fasten one's belts

weather conditions

to be airsick

to take a nap
to take off

to have a chat

5. Fill in the blanks with the necessary words.

airport / captain / check in / customs / flight/ landed / stewardesses / took / took
off / was reading

Last month | decided to visit my relatives in Great Britain. | travelled from New
York to London by plane. | arrived at New York an hour before
my . First, I had to and then | went

through My plane at 2 pm.




There was no delay. After a few minutes the greeted

us aboard and wished us a pleasant

Three pretty started to serve meals and

drinks. Then | a book for an hour or so and

a short nap. After about four hours

we at Heathrow Airport in London.

6. Translate the following sentences into Ukrainian

1. Before boarding the plane you must check in at the airport.

2. Passengers are requested to arrive at the airport one hour before departure

time on international flights and half an hour on domestic flights.

3.You must register your tickets, weigh in and register the luggage.

4.Before the plane takes off the stewardess gives you all the information about
the flight, the speed and altitude.




5. She will take care of you during the flight and will help you to get

comfortable in your seat.

\

1.Inside, cabins, the, air, always, fresh, warm, the, is, and

7. Put the words into the correct order to make the sentences.

2.The, will, you, on, board, captain, welcome

3.During, flight, can, take, nap, the, you, a

4.In, planes, watch, video, some, you, can

5.The, stewardess, you, fasten, belts, and, not, smoke, asks, to, the, to

=

according to the context of the conversation:

8.Choose the correct, most natural-sounding response

YOU: Could I get another , please? I'm a little cold.

a) coke

b) blanket

C) magazine

FLIGHT ATTENDANT: Certainly, sir. Would you like a pillow as well?
YOU: No, thanks. But could you please bring me a ?

a) coke



b) liquid
C) soft

FLIGHT ATTENDANT: Sure, would you like ice in that?
YOU: Yes, please... Oh! Could you also lend me a pen to

this immigration form?

a) write

b) fill out

c) make

FLIGHT ATTENDANT: I don't have one on me right now, but I'll get one for
you.

(THE FLIGHT ATTENDANT COMES BACK WITH YOUR DRINK AND A
PEN)

YOU: Thanks. Do you know when we will we be ?

a) landing
b) on land

c) grounding

FLIGHT ATTENDANT: In about 2 hours.
YOU: What's  the in  Seattle right now?
a) degrees

b) hot

Cc) temperature

FLIGHT ATTENDANT: I'm not sure.. [I'll check with the pilot.

8. Speak on the topic “Travelling by plane”
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Lesson 4

Customs Control

-
Q" 1. Read the text and translate it in writing way

At the customs control passengers must fill in a customs declaration and then
produce it to the customs officer, who checks the declaration

and inspects the passenger’s luggage. Any article (npemamer,

toBap) Which has not been declared or produced is liable to
confiscation and the person concernedis liable to prosecution (cymose
TIePECITiTyBaHH).

Some things are prohibited to be exported — weapons, narcotics, antiques,
and objects of art (paintings, drawings, icons, sculptures), precious metals, crude
and processed natural precious stones, valuables, etc.
Transportation of animals, birds, live fish, insects and products of animal origin
is under the inspection of the Veterinary control. A passenger should have a
medical certificate for his animal (a dog, a cat). to carry it in the passenger
cabin.

Any load or baggage containing seeds, bulbs (sykoBuis pocnmn), cuttings
(uepenok), vegetables and fruit are subjects to the Plant Quarantine inspection.

A passenger must have a special license to carry plant materials.




1. Fill in the declaration form

Full name

Citizenship

Arriving  form

Country of destination

Purpose of visit (business, tourism, private)

My luggage (including hand luggage) submitted for Customs inspection consists

of pieces.

With my luggage | have:
f’:'—- Weapons of all description and ammunition

é&;’, Narcotics and appliances for the use there of

E Antiques and objects of art (paintings, drawings, icons,
sculptures)

. Currency (bank notes, letters of credit, etc.), securities (shares,

bonds, etc.) in foreign currencies, precious metals, crude and



processed natural precious stones (diamonds, brilliants, rubies, emeralds,
sapphires and pearls), jewelry and other articles made of precious stones and

scrap thereof, as well as property in papers:

Other currency, payment vouchers, valuables and any objects belonging to other

persons

I’m aware that, in addition to the objects listed in the Customs Declaration, I
must submit for inspection: printed matter, manuscripts, films, sound recordings,

postage stamps, graphics, plants, fruits, seeds, live animals, birds, as well as raw

foodstuffs of animal origin and slaughtered fowl.
| also declare that my luggage sent separately consists of pieces.
(Date) 20 Owner of luggage (signed)

>

® 2 Answer the questions.

1. What must passengers fill in at the customs control?

2. Who checks the declaration and inspects the passenger’s luggage?

3. What things are prohibited to be exported?

4. What are under the inspection of the Veterinary control?

5. Should a passenger have a medical certificate for his animal?

6. A passenger must have a special license to carry plant materials, mustn’t he?




3. Translate into Ukrainian.

foreign currency

arrival card

nothing to declare

customs officer

duty free articles

4. Find in the text the English equivalents for:

npcameT, TOBap

CYyJIOBE MEpeCIIiTyBaHHs

ICPEBC3CHHS TBAPUH

3alIOBHIOBATH JEKJIapaIliio

3a00pOHEHO /1JIsl BUBO3Y

\

combination given in the brackets.

5. Fill in the gaps with the appropriate word or word

1. At the customs control passengers must fill in

2. Any article which has not been declared or produced

3.The person concerned is

4. Some things are prohibited to

5. A passenger should have a medical certificate for his animal
(liable to prosecution, be exported, a medical certificate for his animal,

a customs declaration, is liable to confiscation).



6. Put the words into the correct order to make the sentences.

1. As arule, officers, your, the, passports, customs, check

2. The, officers, ask, to, you, your, customs, may, show, luggage

3. Usually, for, articles, use, personal, not, are, to, liable, duty

4. If, are, you, you, a, permit, need, weapons, carrying

5. Do, try, break, not, to, rules, customs, the

7. Translate the following sentences into Ukrainian.

1. Where is your luggage, sir?

2. Open the suitcase, please.

3. I have only articles for personal use and wear.

4. Could you produce your visa and declaration form?

5. The passport control officer is coming.

>

® 3 Make up all types of questions to the sentence:

These things are duty free.



-
&" 9. Translate the dialogue into English

-Jle Bam nacriopt?
-Ocs BiH. i imy no Jlongona.
-Slk noro Bu 30upaerech Tam OyTu?

-Mos Bi3a Ha TpH MicCsLli, ajie 1 i1y THKHIB Ha JIBa.

10. Speak on the topic” Customs control”
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Lesson 5

In the town

g;l. Read the text and translate the third paragraph in writing
way.

People use various means of communication to get from one place to
another. In the old days people had to travel several days, weeks and months to
get to the place they needed. They either went on foot, by coaches driven by

horses or on horseback or by boats and ships.



Then trains, trams, cars, buses, airplanes, underground and other means

appeared. Many people like to travel by air as it is the fastest way of travelling.
A lot of people like to travel by train because they can look at passing villages,
forests and fields through windows. Some people like to travel by car. There
they can go as slowly or as fast as they like. They can stop when and where they
want.
People who live in big cities use various means of communication to get from
one place to another. Do you know what means of communication Londoners
use? Londoners use the underground railway. They call it “the tube». London’s
underground is the oldest in the world. It was opened in 1863.Londoners use
buses. The first bus route was opened in London in 1904. Today there are
hundreds of routes there. The interesting thing is that some of the routes are the
same as many years ago. London’s buses are double-decked buses.
Londoners do not use trams, though London was the first city where trams
appeared. And now it is one of the biggest cities in the world where there are no
trams. The last tram left the streets of London many years ago.

Londoners use cars. You can see a lot of cars in London streets.

When Londoners leave the town, they use trains, ships or airplanes.




< <>

= 2. Circleorfor these sentences.

1. People use various means of communication

2. In the old days people had to travel one day.

3. London’s underground is the oldest in the world.
4. It was opened in 1853.

5. Londoners use buses

6. The first bus route was opened in London in 1804

>

® 3 Answer the questions.

1. Which is the most convenient way of getting about town?

true
true
true
true
true

true

false
false
false
false
false

false

2.When do you have rush hours in your city?

3. Is it easy to get on the bus during it? Why not?

4. What’s the bus fare in your city? What about London?

5. What happens if someone hasn’t paid the fare?

4. Find the Ukrainian equivalents to the English words.

electric railway = — taxci

tram=> — METPO




trolleybus'::> — TpaMBai

bus=> — micuesa EJIEKTPUUKA

double-decker = — TpOJICHOYC

coach= — JIBOITIOBEPXOBUM aBTOOYC B AHTIIIT

metro, underground, tube (London)'::?’ — MDKMICBKUH TYPUCTHYHHUI aBTOOYC

taxi, cab=> — aBTOOYC

5. Fill in the gaps with the appropriate word or word
combination given in the brackets.

1. People use various means of communication to get from

2. Then trains, trams, cars, buses, airplanes, underground and

3. Londoners use the
4. They call it

5. London’s underground is the

(other means appeared, underground railway, “the tube”, oldest in the world,

one place to another, tractors)

>

® (. Put the words into the correct order to make the sentences.

1. In, vehicles, England, on, drive, left, the

2. In, the, drives, Ukraine, traffic, the, right, on

3. At, crossroads, big, are, there, for, pedestrians, subways, crossings




4. Along, streets, the, see, also, we, tram, bus, trolley-bus, stops

5. People, off, on, and, get, there, transport, public

=

: Pardon me, where is the taxi stand?

7. Complete the followings dialogues

: Oh, yes. Thank you.

: Excuse me, is this Brest-Lytovsk Prospect?

A
B:
A: Thank you.
B

B: No, take the street on the left, go straight and the theatre is in front of you
across the river,
A:

B: You are welcome.

8. Write a short information about public transport in your town
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Lesson 6
At the hotel

’/
&' 1. Read and translate the text in writing way

When travelling people almost always stay at hotels. It is advisable, therefore, to
remember the following:

1) The first thing to do is to book a room in advance either by letter, telephone
or fax. Otherwise you may arrive at the hotel and be told that there are no rooms.
2) On arrival at the hotel go to the reception desk in the lobby and confirm your
reservation. The clerk will then give you a registration form to fill in and sign
(the form is filled in block letters (Benmukumu npykoBaHuMH JiTepamu). In
smaller hotels you simply sign the visitor’s book and give your permanent
address.

3) In large hotels you may ask for any service by telephone. You tell the
operator if you wish to be called at a certain time. You call room service when
you want a meal or drinks sent up to your room, and you can have a lot of maid
service if you need something (a suit or dress) cleaned or pressed.

4) Let the hotel management know well in advance the day and time of your

departure.




= 2. Circlgtrueoralse)for these sentences.

1. The first thing to do is to book a room in advance.

2. On arrival at the hotel go to the booking office in the lobby.

3. The clerk will then give you a registration form to fill in and sign.

4. In large hotels you may not ask for any service by telephone.

5. You call room service when you want a meal or drinks sent up to your room.
6. Let the hotel management know well in advance the day and time of your

departure.

>

® 3 Answer the questions.

1. Do you have any vacancies?

2. How long will you be staying for?

3. What sort of room would you like?

4. Do you have wheelchair access?

5. Do you have a car park?




\

4. Match the words and word combinations.

aZMiHICTpaTOP bill

HOMEp y roTeni reserve
pPaxyHOK receptionist
JaloBi suit

OpoHIOBaTH tip

HOMEP IFOKC) accommodation

5. Fill in the gaps with the appropriate word or word
combination given in the brackets.

1. | have got

2. Let the hotel know well in advance the day and time of

your departure.

3. The clerk says he can give me on the third floor.

4. | ask the hotel to carry my luggage to the room.

5. When travelling people almost always stay at the

(hotel, manager, a reservation, a room, porter)

\

6. Match the synonyms

tip check out
co blank
form doorman
depart room
porter check in
accommodation arrive

engage extra pay



>

® 7/ Put the words into the correct order to make the sentences.

1. my, reaches, car, hotel, the

2. get, 1, to, out, the, go, and, office, hotel

3. I, about, price, ask, the, the, of, room

4. 1, my, in, hand, passport

5. Next, ask, hotel, I, the, to, porter, my, to, carry, the, luggage, room

8. Translate the following sentences into English.

1. Moe npizBuiie J[>xoHcoH. 151 MeHe 3a0pOHbOBAaHO HOMED.

2. Meni noTpiOHi Ba OTHOMICHI HOMEPH.

3. Bu Mmokere oTpuMaty OIMH HOMEp Ha JIB1 0COOH.

4. Mu npoOyauMo TYT OJIN3BKO THXKHSI.

5. Mu maiixe He MaeEMO BUTBHUX HOMEDIB.



8. Complete the following dialogues

: Do you have a double room for three nights?

: How much is it?

. Can | see it, please?

©w > w > m >

: What can | do for you, sir?

A
B
A: You can have room 45 on the third floor.
B
A

- Yes, of course. Come this way, please.
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Lesson 7
At the doctor’s

&’* 1. Read the text and translate the first paragraph into

Ukrainian.
When we have a headache, a stomach-ache, a sore throat, a cold, or a pain

in some other part of the body, we call the doctor. He takes our temperature and




feels our pulse. He examines our heart, our lungs, our stomach or pressure, the
part of the body which hurts us, and tells us what the matter is with us. He says:
“You have the flu”, or “You have caught a cold”, or “You have heart disease».
The doctor gives us a prescription and says: “I shall prescribe some medicine.
You must take the prescription to the chemist and he will make up the medicine
for you. Take the medicine twice a day before meals”.

If we follow the doctor’s instructions, we get better; if we disobey the doctor, we
may get worse, and even die. We must follow the doctor’s instructions, if we
want to get better. If we have a temperature, we must stay in bed and take the
medicine he prescribes. If we cannot get better at home we must go to hospital.
If we need an operation, for example, if we have appendicitis, a
surgeon performs the operation on us. If we are too ill, we go to

hospital in the ambulance. After our illness we can go to a

sanatorium until we are strong again.
‘W When we have toothache, we go to the dentist’s. The dentist

' examines our teeth and asks:” Which tooth hurts you?” He says:”
That tooth has a cavity. I must stop it, I must put in a filling”. If the tooth is too

bad, the dentist extracts it.




>

® 2 Answer the questions.

1. What do you do when you fall ill?

2. When do you send for the doctor?

3. What does the doctor do?

4. What do you feel when you have the flu?

5. Why must one follow the doctor’s instructions?

N\

3. Match the synonymes.

influenza extract

recover / ill

pain hospital

ache flu

sick be on the mend

pull out policlinic
X 4. Match the antonyms.

strip better

il lie down

improvement stand up

lose consciousness worse



healthy come around

dress up deterioration

5. Fill in the gaps with the appropriate word or word
combination given in the brackets.

1. You must take two before each meal.

2. If you follow my you will feel better tomorrow.

3. When you have a toothache you must consult

4, operates on people.

5. The doctor put down everything she found into my mother’s

(patient’s file, tablets, a dentist, instructions, surgeon)

6. Put the words into the correct order to make the sentences.

1. 1, a, headache, have

2. What, your, are, symptoms?

3. you, if, my, follow, you, feel, will, better, instructions

4. Have, a, stomach, you, pain, your, in?

5. What’s, matter, the?

7. Translate the dialogue into English

-111o 3 Bamoro autuHO0O? BoHa 3axBopina?



-Borock, 10 Tak. it moMipsany Temmeparypy B IIKOJI i Biflicaanu 1070My.
-BoHna ckapxkutbcs Ha 1110-HEOyAb?
-Tak, BoHa kaxe, 1110 B He1 OOJIUTH roOpJIo.

- O, BoHa MBUAKO oxyxye. L1 TKu JOMOMOXKYTS iHi 3a IBa-TpH JIHI.

8.Read and translate the text in writing way.
"" Health protection in Great Britain"'

The chief Medical Officer for England has published a strategy for health
protection and announced the formation of a new body, the Health Protection
Agency, to deal with the threats to health from infectious disease, chemicals,
toxins and radiation hazards.

This reflects international recognition of the need to combat threats to
health from the likes of tuberculosis, influenza, antimicrobial resistance,
chemical accidents and bio-terrorism, and the risks to health associated with
increased movements of people, animals and goods, climate change and
industrialization. The strategy will strengthen surveillance and response linking
contributions from clinical specialties with public health, microbiology,
toxicology and radiation science within the health protection family.

The Agency will be formed by combining a number of national and
specialist public bodies and personnel delivering local protection services. The
strategy represents a unique opportunity to strengthen local and national

structures and develop a world-class health protection service. Detailed plans are



being developed by the Department of Health with a variety of stakeholders for
the launch of the Agency in 2003. A number of challenges will have to be met
including developing and training the workforce in health protection, providing
career structures for public health scientists and nurses, strengthening electronic
communications and developing health protection networks within broader
public health structures. Health protection should now be recognized as a

subspecialty of public health.
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LLesson 8

Telephone

’/
Q’ 1. Read the text and translate the text in writing way.

The techniques of telephoning are very much the same in all countries.
Only remember your good telephone manners:

1.When talking on the telephone — speak clearly. Don’t shout and take your
cigarette out of your mouth.

2. Make sure that your conversation with a busy person is as brief as
possible.

3. When calling a friend who does not recognize your voice — don’t play
“Guess who?”” Announce yourself promptly.

4. When you get a wrong number don’t task: “What number is this?” It is
good a manner to ask: “Is this two — three — four — five — six?” If not —
apologize.

5. If a wrong number call comes through don’t lose your temper. Simply
say: “Sorry, wrong number” — and hang up.

6. Always identify yourself when making a call, especially if you are
calling on business, e.g. “This is Mr. Grey of the Ukrainian Trade Mission.
Could I speak to Mr. Jones...”?

7. If you have a visitor don’t carry on a long chat while your visitor tries

hard to avoid listening to your conversation. The best thing to do is to say you



are busy at the moments and ... “May I call you back in a little while?”” But

don’t forget to do so.

.

® 2 Answer the questions

1. What is the most convenient means of communication?

2. Whom do you usually ring up?

3. What do you do if the line is engaged?

4. Do you often ring your friends up?




5. How many telephone calls have you made today?

6. Do you ever make appointments by telephone?

True False

N

3. True or False

1. The techniques of telephoning are not very much the same in all countries.

2. When talking on the telephone — speak clearly.

3. Make sure that your conversation with a busy person is as brief as possible.

4.1f a wrong number call comes through don’t lose your temper.

5.Not always identify yourself when making a call, especially if you are calling

on business.

6. When you get a wrong number task: “What number is this?

N\

1. 1, ring, shall, tomorrow, up, you

4. Unscramble the sentences

2.A, constant, showed, buzzing, the, was, that, number, engaged

3. Something, be, with, must, wrong, line, the

4. There, message, you, morning, was, for, this




5. Can, book, 1, a, in, advance, call?

=

5. Translate the words into Ukrainian
to dial, to ring up/to call smb. up, long distance/international call/trunk call,

the line is busy, to call back, schedule, to pick up, receiver

6. Complete the sentences

1. | believe the is out of order.

2. Something must be wrong with the It does not go back
into position.

3. There was for you this morning.

4. Can | book a call in advance?

5. As he was walking along the street, he saw a on the corner.

N\

. Is Mr. Brown in?

7. Match up the two parts of the sentences

. Can I call again in twenty minutes?

. Could you please ask him to call Harold?
. Hello! Is this Wilson and Co.?

. May | speak to George?

aa B~ W N -

A: O.K. I'll give him a message
B: Quite right. What can | do for you?



C: I am not sure
D: Well, perhaps!

E: I’'m sorry, he isn’t here right now.

8. Fill in the gaps with the missing letters

Rec ver, C l, me ge, con t, S ule

9. Translate the sentences into English

1.Tenedon- Hal3py4HiIINii 3aCi0 3B S3KY.

2. SIxmo miHis 3aifHATa, BU modyeTe KOPOTKI TyIKH.

3.4 xouy 3arenedoHyBaTH CBOEMY JIPYTOBI.

4 Tlepen TuM SIK miAHATH TPYyOKy, Bu MaeTe onmycTUTH MOHETY B IIUIUHY

aBTOMarta.

5. ko Bu nox3BoHuTe Mi3HO BBEUEepi, Bu Moxkere po30yauTu JUTHHY.

10. Translate the dialogue into Ukrainian

Leaving a message



A: Hello! This is Richard Baker. May | speak to Mr. Reeds, please?
B: I’'m sorry, Mr. Baker. He has just left. Any message?

A: Will you tell him to call me back?

B: Yes, certainly. Does he know your telephone number?
A: Well ... I’'m not sure. Will you put it down?

B: Yes, what is it?

A: 340-1906. Thanks a lot.

B: No trouble. Good bye.
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LESSON 9

Business communication

-
&’ 1. Read the text and translate it in writing way.

When you meet a new person the first four minutes are very important.
Every time you meet someone in a social situation, give him your undivided
attention for four minutes. First impressions count so much.

Don’t forget to:

- give personal attention to a man you are talking to;
- be friendly, polite and businesslike;

- use questions to encourage the conversation;
facebook ELCIN)
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) LS tebemcati g n

.."m| A fhickr
i,
l“l"\'l),“j!’,’l £S5

& oropa



- look interested while you listen;

- introduce yourself or let your secretary do it. Cards can be

=N useful;
- never call anyone in business “baby”, “honey”, and “darling”. Use the formal
address.
There are several methods of business communication, including:

-Web-based communication (Be6-38's30k) for better and improved

communication, anytime anywhere ...

-video conferencing which allow people in different locations to hold interactive

meetings;

-e-mails, which provide an instantaneous medium of written

communication worldwide;

Reports - important in documenting the activities of any

?;,1
-Presentations - very popular method of communication in all & W,

types of organizations, usually involving audiovisual material, like

copies of reports, or material prepared in Microsoft PowerPoint or Adobe
T, Flash;

-telephoned meetings, which allow for long distance speech;




.

® 2 Answer the questions

1. What is very important when you meet a new person?

2. What do you do when you meet someone in a social situation?

3. What mustn’t you forget to do?

4. What methods of communication do you know?

5. What method of communication is very popular in all types of organizations?

True False

N

3. True or False
1. Every time you meet someone in a social situation, give him your undivided

attention for four minutes.




2. First impressions don’t count so much.

3. There are many methods of business communication.

4.e-mails provide an instantaneous medium of written communication

worldwide.

5. Web-based communication_is for better and improved communication,

anytime anywhere.

4. Match the antonyms

forward worse
enter later
confirm many
much read
earlier exit
write hard
easy cancel
better receive

5. Match the synonyms

receive appointment
expect settle
meeting fix

arrange begin

get down get

start wait

6. Choose Ukrainian equivalents to English words



an appointment, have an appointment, make an appointment, arrange a lunch
appointment, to discuss, to concern, to expect, to get down, thoroughly, rather,

servicer

MpU3HAa4YaTH JAUIOBY 3YCTpi4, CepBep, MOCTATHHO, OUIKyBaTH, OOTOBOPIOBATH,
3yCTpi4, MaTH AUIOBY 3YCTpPi4, TOMOBJISITUCH MIPO 3yCTPIY JUIsl CYMICHOTO JIaH4Y,

IMO4YMHATH, PCTCIILHO, CTOCYBATUCA

7. Unscramble the sentences

1. We, like, clarify, would, to, program, the, our, of, visit

2. We, send, will, information, telex, b, additional

3. I’m, to, postpone, appointment, a, later, date, calling, my, till

4. Let’s, fix the, fix, date, the

5.1t’s, right, me, all, with

8. Translate the sentences into English

1. loGporo panky, mictepe ['peit. Panuii Bac 6auuntu.




2. bynp nacka, cimaiite. Bu mpornsHynn nHamii katamoru? Illo Bu mpo Hux

nymMaere?

3. 51 pamuit, mo 1€ 00MaTHAHHS BIJOBIAA€ BAIIMM BUMOTAM.

4. Yynoso. Toal Hamii (axiBii po3poOssiTh MPOEKT KOHTPAKTY 1 HaAaayTh Ha

Balll po3risig. Mu noitomuMo Bac, ik TUTBKH POEKT OyJ1€ TOTOBUM.

5.[lo mo6auenns. Paauii OyB 3ycTpiTucs 3 Bamu.

9. Add the phrases to the dialogue.

: Good morning, Mr. Manson.

: I’ve come to discuss some problems concerning the services for local nets.

A
B

A
B:
A
B

A

- Our firm is interested in buying this equipment.

. All right. Then our experts will make a draft contract and forward it for
negotiations.
B:
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LESSON 10
Applying for a job. Company

’/
Q’ 1. Read the text and translate it in writing way.

Getting the job, you want can sometimes depend on the success of the job
interview. During the interview the employer will try to find out what kind of
person you are, what experience you have, and how you can fit into the job
situation.

After you have got an appointment, review the information that you wrote on
your application form and resume.

> Be prepared to explain your skills and abilities specifically.

» Go to the interview alone.

» Plan to arrive about ten minutes before the appointment time.

> Wear appropriate clothing; a neat appearance will make a good
impression.

» During the interview look directly at the interviewer and answer all
the questions as specifically as you can.

» Ask any questions that you have about the job, such as hour, salary or
job benefits. Write down these questions before you go to the
interview.

> At the close of the interview, express your thanks and be sure that the

interview knows how to contact you if she wants to hire you.




>

® 2 Answer the questions

1. Did you work while going to college?

2.How do you envisage your future?

3.Are you able to work on several assignments at once?

4.Would you be successful working in a team?

5. What motivates you most on a job?

True False

N
3. True or False

1. Be prepared to explain your skills and abilities specifically.

2. Go to the interview with your friends.
3. Plan to arrive about twenty minutes before the appointment time.

4. Wear appropriate clothing; a neat appearance will make a good impression.




5.Ask any questions that you have about the job, such as hour, salary or job

benefits.

4. Find the translations of the words
chairman of the board, chief (general) manager, managing director,
deputy managing director, accounting director, personnel manager,
production manager, training manager, supervisor, goods expert, clerk, data

processing

rojioBa MPaBIIHHA /paayd NUPEKTOPIB, T€HEPAIbHHUN IUPEKTOpP , BUKOHABUYUI
JTUPEKTOP, 3aCTYIMHUK BUKOHABYOTO AMPEKTOpA, TOJIOBHHUMA OyXTayiTep , TOJI0Ba
BIJUTITY KaapiB, MUPEKTOP 3 BUPOOHHUIITBA , 3aBiJyBay BIAJLIOM ITiIBUIICHHS
KBamiQikaiii (MAroToBKM KajpiB) , IHCIEKTOP, TOBApO3HaBELb, 0h1CHUN

ci1y>k00Bellb, 00poOKka JaHUX

5. Fill in the gaps with the missing letters

Su ssful, man r, superv r,C rk, dir r




6. Guess “Who?”

1. ? is a person who manages the affairs of a business
company.
2 ? is a group of people controlling a company or

some other organization.

3. ? is a permanent president of a committee, board

of directors of a company.

4. ? is the head of a business firm or a bank.

5. ? is a person whose profession is to keep or

inspect financial accounts.

6. ? is a person controlling a business.

7. ? is an employee in an office, usually working

for another person, dealing with letters, typing, filing and making appointments
and arrangements.

8. ? IS a person who audits accounts.

7. Unscramble the sentences

1 Go, the, interview, to, alone

2. Plan, arrive, ten, before, appointment, to, about, minutes, the, time

3. Be, prepared, explain, skills, abilities, to, your, and, specifically

4.Ask, questions, you, about, job, any, that, have, the,




5. Express, thanks, your

8. Translate the sentences into English

1.11To Bu 3Haete npo Halry oprasizariito,

2. Yomy BM mojayiv 3asBy Ha 110 poOOTYy?

3. UoMy BU aymMaere, 0 BIOPAETECH 3 IT1€I0 pOOOTOrO?

9. Write a dialogue according to this topic
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LESSON 11

Business letters

&;1. Read the text and translate the paragraph in bold type in
writing way

There are different kinds of business letters, used for different purposes.
They are divided into two types: the business to business type and the business
to client type.

Business-to-business types are intended for company to company
communication. Examples are:

e Appreciation letter — a letter of gratitude and appreciation for help
extended, or a good business deal.

e Thank you —is a letter of gratitude.



e Congratulations — is a letter that praises the recipient for a job well
done.

e Letter of recognition — a written statement of recognized efforts similar
to an appreciation letter.

e Letter of reference — is a character reference letter. It is a letter building
up the character of a person to be accepted in a job.

e Recommendation — is an endorsement letter to hire a certain person.

e Sympathy letter — is a letter of condolences to a person or family.

e Invitation letter — is a letter persuading a person or a company to join
an event or an occasion.

e Letter of credit — is a way of endorsing a certain business to be
considered a credit loan.

e Letter of interest — a reply to an invitation that confirms presence on
the event/occasion.

e Business memorandum — notices that are distributed to the staff. They
are reminders of company activities, or imminent changes in the company.

e Business introduction — is done to introduce a new business to the
readers.

e Business letter — a letter that talks about the plans for the business.

e Donation letter — a letter asking for donations.

e Termination letter — more popularly known as a resignation letter. It
signifies someone's desire to leave a job permanently.

Business-to-Client letters are:

e\Welcome letter — welcomes the client and thanks him for choosing the
company.

e Letter of appreciation — thanks the client for having business with the
company.

e Apology letter — asks the client for reconsideration, and apologizes for
failing to deliver.

e Collection letter — notices outstanding payments due.



eInvoice letter template — this is asking the clients to state the invoice
number of their transactions.

e |_etter of invitation — invites a client to join a certain gathering.

>

® 2 Answer the questions

1. Are there different kinds of business letters?

2. How many types are they divided into?

3.Business-to-business types are intended for company to company

communication, aren’t they?

4. \What is Business-to-Client letter?




5. Are business letters more formal in writing or in reading?

\

(a purchase , to give, to send, to owe, to obtain, correspondence, big, to

3. Fill in the gaps with the necessary words in brackets

thank, wrong, to inform, to improve, to show, our idea)
Formal style = Informal style

= letters
to indicate =

= to get better
to be grateful =

incorrect =

to supply =

= to tell
substantial =
to be obliged =
to forward =

= a buy
= to get

the company’s proposal =

\

4. Match the antonyms

sender’s address write
colle limited
rightg\pen
wide left

introductory paragraph unlimited



give recipient’s address
narrow concluding paragraph

read close

5. Match the synonyms

wrong purchase
send satisfactory
big obtain

get indicate
S0-SO forward
tell substantial
buy inform
show incorrect

\

sender’s address, recipient’s address, reference introductory paragraph, main

6. Choose Ukrainian equivalents to English words

paragraph, concluding paragraph, complimentary ending , position (post, title),

reduce the prices, give a discount of 3%, new rate for quantity orders




BBiwIKBa (hopMa 3aBEpIICHHS JIMCTA, BCTYNHUH maparpad, gaBatu 3-x
MPOLIEHTHY 3HWKKY, OCHOBHHI maparpad, ajpeca OTpuMyBaya, MOCHIAHHS,
3aKJIIOYHUHN naparpad, 3HWKYBaTH LIHW, HOBUW Tapu( st KpYIMHUX 3aMOBJICHb,

nocaja (3BaHHs), aapeca BiJIMpaBHUKA

7. Translate the words into English
give the reason for, apologize for, price-list, extremely, accept apologies, give
reasons, | am pleased/delighted, advise, collect, regret, dead line, delay,

delivery, be grateful

8. Translate the sentences into Ukrainian
1. It was a great pleasure for us to receive your letter of May,21.

2. We would welcome the opportunity to cooperate with you.




3. We would like to get your catalogues periodically.

5. May | have the pleasure of inviting you to visit our firm.

9. Write what you can and cannot/could not do

We must apologize for (not delivering the cargo in time).

We apologize for sending the invoice to the wrong address.

We are extremely sorry for losing your order.

We are extremely sorry that we did not send our price lists to your new address.

Please accept our apologies once again.

With apologies once again.
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LESSON 12

Communication Methods

&’ 1. Read the text and translate the paragraph in bold type in
writing way
There are different methods of communication in the office for each

problem depending upon your task or desire; you may want to contact or meet



someone, to discuss something with a person or a group of people, to have a
brief talk or some information for your partners or members of the staff, etc.

In each case you will choose the best way to communicate with people you
need. You can hold a meeting, arrange an appointment with the person you want
to see, you can use a phone or the intercom, write a letter, send a fax or use a E-
mail, occasionally you prefer to talk to him or her face to face.

If you want to let your people know some document you can circulate it
with a distribution list. After the document is read it is passed on to the next
person on the list. Putting a notice on the notice board is also practiced very
often. Sometimes you write a note to a person, or write a memo (memorandum)
to all the staff.

Memorandum
TO: All departments
FROM: Managing director

Re: Annual corporate plan

May | remind you all to send me your suggestions as to participating in the next
year fairs and exhibitions. After detailed discussion the approved propositions
will be included into our corporate plan. A report on the previous participation
experience, with the drawbacks and efficiency analysis, should be submitted by
1st October.

Telecommunications

In its basic form, the telephone (the terminal) and the network (local and local
distance) make up the basic components of telecommunications. It is an
effective tool that can easily change with seasonality and growth. How you use
telecommunications can affect how efficiently and profitably your company
grows in the future.

Let’s Talk About Modern Means of Communication

To begin with I’d like to point out that means of communication have
changed greatly. When we think of it, we cannot understand how people who

lived 50 years ago were able to keep in touch. Nowadays we cannot imagine



human contact without modern technology devices such as mobile phones,
smartphones, i-Pods, i-Pads, Tablets, laptops and so on.

Thanks to the new technologies people are communicating more than ever
before. Modern means of communication have made the distance between
people unimportant. Unlike 20 years ago we usually call someone, not visit.

Mobile phones are portable and let us contact others wherever they and
we are. Furthermore, mobile phones offer the possibility of texting.
Text messagingis the most convenient and the cheapest form of
communication when we need to pass a quick note containing only a few
words.

E-mails have replaced letters and postcards almost completely. People
prefer e-mails, which are quicker to write and send and surer to reach the
addressee.

Video conferences are often used by business people and scientists and
they don’t need to travel to remote places.

To keep in touch with our families and friends that live abroad we use the
Internet and such programs as Skype or Messenger, we use video chats or
instant messaging. Thanks to them we can talk with our relatives for free and
without time limits.

A lot of people especially teenagers communicate in social networks such
as vkontacte, Facebook, twitter, odnoklassniki. They share the news, pictures,
funny videos, jokes, songs and so on.

The Internet is very helpful for those who have a hobby. You can
communicate with those who share the same passion from all over the world.
You can learn the news and discuss your favorite pop star, or a movie actor, a
TV show, sport competitions and what not. On forums people share their
experiences and help each other to solve the problems they have run into.

To sum it up I’d like to point out that modern means of communication have

changed our life, they influence our social life, politics, commerce, everything.
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® 2 Answer the questions
1. What kind of modern means of communication do you know?

2.Have means of communication changed greatly?

3.Can we imagine human contacts without modern technology?

4. What are the possibilities of modern mobile phones?

5.Why do people prefer to use E-mail?



3. Choose Ukrainian equivalents to English words
database, hardware, floppy drive, hard disk, floppy disk, input, inject printer,

key, mouse pad, output, programming language, software

0a3a JaHuX, KOPCTKUU JNHCK , TUCKOBOJ JUIS JUCKET, armapaTtHe 3a0e3IeueHHs,
JIMCKETa, BX1J, CTPYMEHEBHUI MPUHTEp, KJaBillla, KWIMMOK JJii MHUIII, BUXI],

MOBa MIPOrpaMyBaHHs, MPOrpaMHe 3a0e3MeUeHHS

1.The hardware inside the machines expresses arithmetical and logical

4. Complete the following sentences

2.A computing machines can take in and store

3.The part of a computer which store information is called

4.Computer is the most amazing




5.The basic job of computers is the processing of

5. Fill in the blanks with the necessary words in brackets

1.The store a numerical quantities and data which are to

be processed. (contains, concludes, consist of)

2. The arithmetic unit normally the operation of

addition, subtraction, multiplication and division and certain other special
operations. (performs, carries out, carry)

3.The input and output devices are to supply information and to

It from the computer. (obtain, receive, get)

4.Computers are a million times than humans in

performing computing operation. (faster, quicker, rapid)
5.The number of electronic computers used in any given field of human activity

IS sometimes believed to the degree of its

modernity. (indicate, show, testify)

True False

S

6. True or False
1. Skype is a downloadable software that enables users to make free phone calls

and send messages via the Internet.

2. Although e-mail is not brand new, there are definitely new and innovative

ways of accessing this tool remotely and without the usage of a computer.

3. The word ““fax” comes from the word ‘““facsimile”.

4. Charges are measured in telephone units and therefore vary according to the

time of day and where the fax is being sent.




5. The capabilities of cell phones have continued to increase since their
introduction in the late 1980s.

7. Translate the sentences into Ukrainian

1. There are different methods of communication in the office.

2.In each case you will choose the best way to communicate with people you

3. If you want to let your people know some document you can circulate it with
a distribution list.

8. Complete the following dialogues
A: Hello. Glad to see you. Where are you going?
B:
A: What is your job?
B:

A: My company has an immediate opening for a software programmer. Are you
a specialist in this field?
B:

A: Can you come for an interview tomorrow?
B:

A: You shouldn’t miss such an opportunity.
B:




A: O.K. Bye-bye. See you tomorrow.

9. Make up your own dialogue using the following expressions
good morning, glad to see you, a computer, to perform operations, an ordinary
business, adding machine, calculate, multiplication, subraction, addition,

division, with the help of computer
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BUCHOBKHM

ChoroHi y mejaroriyHiii HayIll sSICKpaBO 3asBJisIE PO ce0e 0COOUCTICHO-
OpIEHTOBAHUH MIIX1J, IKUH 3a0e31euye CTBOPEHHS HOBUX MEXaH13MIB HaBUaHHS
1 BUXOBaHHS Ta IPYHTYETHCS HA MPUHITUIIAX TIMOOKOI MOBAaru 10 0COOMCTOCTI,
CaMOCTIMHOCTI 0COOH, BpaxXyBaHHS 1HIUBITyaTbHOCTI.

OcoOuCTICHO-OpIEHTOBAaHE  HAaBUAaHHS Ma€ CYTTEBO  TyMaHi30BaTH
HABYAJIbHO-BUXOBHUW TPOIEC, HANMOBHUTH HOTO BHCOKMMH MOPAJIBHO-
JYXOBHUMH TNEPEKUBAHHAMHM, YTBEPAUTH MPUHIIMIIK CHPABEIIUBOCTI 1 MOBArH,
MaKCHUMaJbHO PO3KPUTH MOTEHLIWHI MOXIMBOCTI JUTHHH, CTUMYJIOBATH ii J10
OCOOHMCTICHO PO3BUBAIIBHOI TBOPYOCTI.

B yMmoBax HaBuaHHA BiZIOyBa€TbCS CTAHOBIIGHHA Ta PO3BUTOK TaKUX
BAKJIMBUX  SIKOCTEH  OCOOMCTOCTI, SIK pepIEKTUBHICTh, CIOHTaHHICTD,
KPUTUYHICTh MUCJICHHSI, BMIHHS TpaItoBaTH 3 1H(QOpMaIli€ro, CIJIKyBaTUC Ta
HECTH BIAIIOBIIAJILHICTH 3a HACJIIIKU BJIACHUX 1.

OpieHTaliss HaBYaHHS HAa  OCOOMCTICTH  IHependadyae  CTBOPEHHS
ONTUMAJIbHUX YMOB BUKOPHCTAHHS PI3HUX JKEpEN HAyKOBOi 1H(popMaIii ais
KOXKHOTO CTYyJICHTa TpH ONaHyBaHHI 3HAHb.

Takum YMHOM, TPU3HAYEHHS OCOOMCTICHO-OPIEHTOBAHMX TEXHOJIOTIH
NOJIArae B TOMY, 00 MIATPUMYBATH Ta PO3BUBATH MPUPOJIHI AKOCTI IUTHUHU ii
3M0pOB’ST Ta 1HAMBIAyaldbHI 3I0HOCTI, JOoMOMaraTd B CTaHOBJEHHI il
Cy0’€KTUBHOCTI, COIIAJIBHOCTI, TBOPUOT camopearizailii 0COOMCTOCTI.

[3 mocBimy poOOTH MOXKY CTBEPIKYBaTH, IO peanizaiisi 0COOMCTICHO-
OpIEHTOBAHOTO MIAXOAY € JOIIJIBHUM THCTPYMEHTOM (DOPMYBAaHHS Ta PO3BUTKY
COIIAJIHO aKTHUBHOI TBOPUYOi ocobucTocTi cydacHoi yroauau. [ligdbip dopm i
METOJIB poOOTH, a TaKOXk 3acO0IB HABUAHHS Mae€ 31MCHIOBATHCS BUKJIaJadeM
pPEeTEeNbHO 3 ypaxyBaHHSM ICUXOJOTIYHHUX Ta 1HTEJIEKTyaJlbHUX OCOOJUBOCTEN
CTYJICHTIB. 31ACHIOOYM TaKWi MIIX1J] y HaBUYaHHI, BUKIAga4 Mae Moa0aTu
nepeayciM Ipo CBOK MCUXOJOTIYHY TOTOBHICTh BUCTYNATH HE JUKTATOPOM, a

NapTHEPOM y HaBYaHHI.



CITMCOK BUKOPUCTAHOI JITEPATYPU

1. bynanoB C.I., bopuconsa A.O. [linoBa aHrmiiicbka MoBa: HaB4. MOCi0.-
X.: Torsing Publishing House, 2006

2. NanunoBa 3.B. HapuanpHuMil Kypc 10BOT aHIJIIHACHKOI MOBHU. —
Tepuominb, 1998.

3. OcHoBU HOBUX 1H(pOpPMAIIHHUX TeXHOJOT1H HaBuyaHHS: [lociOHMK s
BumnTeNiB/ABTOpCchKa Kojeriga 3a pena. FO. I. Mamb6ums. — K.: I3MH, 2010. —
217c.

4. Poraenko I1. Ta in. MynsTuMeniiti 3acoou HaB4yanus // [npopmaTtuka. —
2003. — Ne6. — C. 11-15.

5. ClIOBHUK-IOBIIHHUK 3 AUIOBOI aHIIIMchKol MoBH/ Yknan.: K.3ammmHa. —
X.:B/J1 «IlIkoma», 2010. — 544c.

6. [lImax B. AHrmilickka Jj1s TOBCSKICHHOTO CiKkyBaHHS. - K., 2005

7. http://referat-ok.com.ua/movoznavstvo/osobistisno-orijentovanii-pidhid-

u-vivchenni-inozemnoji-movi-angliiskoji

8. http://svitppt.com.ua/angliyska-mova/vikoristannya-ikt-na-urokah-

angliyskoi-movi2.html



http://referat-ok.com.ua/movoznavstvo/osobistisno-orijentovanii-pidhid-u-vivchenni-inozemnoji-movi-angliiskoji
http://referat-ok.com.ua/movoznavstvo/osobistisno-orijentovanii-pidhid-u-vivchenni-inozemnoji-movi-angliiskoji
http://svitppt.com.ua/angliyska-mova/vikoristannya-ikt-na-urokah-angliyskoi-movi2.html
http://svitppt.com.ua/angliyska-mova/vikoristannya-ikt-na-urokah-angliyskoi-movi2.html




