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BCTYII

PoGoua mporpama, MeTOIUYHI BKA31BKM Ta IHAWBiAYyalbHI 3aBIaHHS 0
BUBYCHHS JUCHUIUIIHM “/[iToBa KOpECHMOHAEHIA®  CKIaJeHa 3 METOI0
OBOJIOJIHHS OI3HEC — JICKCHMKOIO Ta TEXHIKOIO HANWCAHHS JUIOBUX JIHCTIB,
JIOBOJICTBA, (DOPMYBaHHS Y CTYACHTIB OI3HEC — OPIEHTOBAHUX MOBJIEHHEBUX
KOMIIETEHI[1H /7151 3a0e3neueHHs e()eKTUBHOIO JINCTYBaHHA Y AUIOBiH cdepi.

Jlana mporpama siBiiss€ COOOH HaBUAJIbHHUI Marepian JJjisi CaMOCTIHHOI
poOOTH CTYJIEHTIB 3a04HOi ()OPMU HABYAHHS, SKI HABYAKOTHCS ISl OTPUMAHHS
KBaJi(piKaLIiHO-OCBITHROTO piBHSA “Marictp”.

Crpykrypa noOy/10BU KOHTPOJIBHUX 3aBJaHb € TAKOIO:

1. I'pamatuyHU KOMEHTAp;

2. 3aBmaHHS 115l CAMOKOHTPOJIIO;

3. Texkcrtu 3 MICAATEKCTOBUMU KOHTPOJIBHO-TPEHYBAJILHUMU BIIpaBaMHU.
Bianogiguo no [IporpamMu HaBYaIbHOT AUCIUILTIHUA
a) rpaMaTUYHUNA KOMEHTAp BKJIIOYA€ HACTYIHI TEMU:

1. Stepl. Conditionals. YMoBHi peueHHs

2. Step2. Sequences of Tenses. Y3rokeHHs Yacis.
B) TEMaTUYHUN MaTepian BKIIOYAE HACTYITHI TEMU:

1. Step 1 Writing Business Letters. Business Card. Contracts and their
Features
2. Minutes. Memorandums.

CryneHTaMm - 3a0YHUKAM PEKOMEHIYETHCS IMOCHTIIOBHA PoOOTa HAJ KOKHOIO
rpaMaTUYHOI0 TEMOIO Ta TEMAaTHYHUM MaTepiajoM, TOOTO O3HAMOMIIEHHS 3
rpaMaTUYHUM KOMEHTapeM 1 HaJlaHUMH TEKCTaMHU Ta BUKOHAHHSM 3aBJIaHb JJIS
CaMOKOHTpOJIIO. Jlami CTyJIEeHT MOXe TMEepPeXOJUTH [0 HACTYMHOI TeMH 4YH
TEeKCTy. YCIIIIHE BHUKOHAHHS BCIX 3aBJaHb JJIA CAMOKOHTPOJIO  (SIK
rpaMaTUYHUX, TaK 1 TEMATUYHUX) TapaHTye 3aJOBUIBHUA ayJTUTOPHUN 3aXUCT

KOHTPOJIbHOT pOOOTH.



Step 1
Conditionals. Ymoerni peuenns

B aHrmiificekii MOBI iCHye TpW THIIM YMOBHUX pedenb (conditional
sentences).
1. Ilepmnii THD YMOBHUX pE€YEHb B aHIJIINCHKIM MOBI1 BIINOBIJAE 32 «PEATbHY
yMOBY Jli, mnpenacraBieHoi B pedeHHi. [loaii 1mbOoro yMOBHOTO pEuYEHHS
BITHOCSTBHCS /10 MalOyTHBOro 4acy. Y BCIX YMOBHUX PEUYEHHSIX OOOB'A3KOBO
OyIyTh MPUCYTHI TaKl COIO3H, SIK «IKII0» — if, «komm» — when, «sIK TUIBKW» — as
soon as, «qo Toro sgK» — before, «go» — till, untill, «miciaa »- after abo ixmi.
Oco0nuBICTIO IILOTO TUITY YMOBHUX PEUYEHbB € TOHM (aKT, 0 MPOCTUI MalOyTHIN
yac (Future Indefinite) BxxuBa€eThCs Hille B TOJOBHOMY peUYEHHI. Y MIAPSAHOMY
pPEUYCHH1 TICIS 3a3HAYEHUX COI031B MU BHKOPHUCTOBYEMO TUIBKH MPOCTHM
tenepimHid yac (Present Indefinite). Ilepeknanatu #ioro Mmu Bce ogHO Oy/eMO

MalOyTHIM 4acoM.

If you hear her singing, you will be impressed by her voice. — fkio Bu mouyere,

SJK BOHa Cl'IiBa€, HaC BaC BCJIMKC BpPpaKCHHA CIIPABUTD 1i roJioc.

When this museum is open, we will go for an excursion there. — Konu mys3eii

BIJIKPHETHCS, MU ITJIEMO TYJU Ha €KCKYPCIIO.

Jlesiki aBTOpM OKPEMHM IYHKTOM BHJIUISIOTH HYJIBOBUW THUIl YMOBHHUX
pedenb. Llelt TN omucye yHiBepcalbHI CHUTyallli, B SKHX BHKOHaHHS YMOBHU 3
MIAPSIHOTO PEUYCHHS HEMHHY4Ye CIOPUYUHUTH pPE3YibTaT, 3a3HAYCHUH Yy
TOJIOBHOMY peueHHi. HalmpocTimwuii nmpukiaj mboro TUIMY YMOBHHX pEYEHBb —
SIBUIIA PUPOIN a00 3akoHU (Pi3uku. Bin meprnoro Tumy BiH Bipi3HAETHCS THM,
o0 B 000X YaCTHHAX PEUCHHS BUKOPHCTOBYETHCS TEIMEPINIHIA MPOCTUN Hac

(Present Simple).
If you heat ice, it melts. — SIkmio HarpiBatu Jix, BiH TaHe.

When it rains, the streets are wet. — SIkmo e gor, ByJIUII MOKDI.
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The dog is happy when it sees its master. — CoOaka pajie, Koau OaduTh

rocrnojiapsi.

2. Ipyruii Tl YMOBHUX PE€UYEHb B aHTITIICHKIM MOB1 BUCIIOBIIIOE MAJIOUMOBIPHY
YMOBY, sIKa MOK€ BITHOCUTHCS SIK JI0 TENEPIUIHbOT0, TaK 1 40 MailOyTHHOTO
yacy. Jlyig Toro mo0 yTBOPUTH TaKUU TUI YMOBHOI'O PEYEHHsI, HEOOX1IHO B
HiAPATHOMY pEYEHH1 BXKUTH A1€CIOBO Y (hOpMI MPOCTOro abo TPUBAJIOTO
munyioro yacy (Past Indefinite / Past Continuous), a B TOJIOBHOMY peUY€HHI
CTBOPUTH CKJIaHY (hOpMYy YMOBHOTO criocody 3 aieciiB should / would (V
Cy4aCHOMY aHIIIHCLKOMY MOBJICHHI 3aMicTh WOUld nepeBara namaetses should
JUTS BCIX OC10 OJTHMHU 1 MHOXKMHHM ) 1 MPOCTOro iH(iHITHBA JieciioBa 6e3 to .
SIK1no K y mipsIHOMY PEYeHHI MU MaeMO JIECIIOBO to be, To Horo ¢hopmoro
YMOBHOT0 crioco0y 0yne were ais Beix oci6. Kpim niecni should / would,

MO>KHA BXKMBATH MOJaIbHI jaiecioBa could / might. [Tpuknagu:

If I were you, | would discuss this question with your boss. — SIkiio 6 s 6yB Ha

TBOEMY MicIIi, s 6 OOTOBOPHUB 1€ MTUTAHHSA 3 TBOIM HauYaJIbHUKOM.

She would be happy, if she were invited at the party. — Bona Oyna 6 macnusa,

SIKOM i1 3aIIPOCHITA Ha BEUIPKY.

3. Tperiii TUIT YMOBHHMX pE€UYEHb B aHTJIIMCHKIN MOBI XapaKTEPU3y€EThCS CBOIM
CTaBIICHHSM JI0 HEpeaTbHUX Jii. Y IIUX peUeHHSIX HepeallbHa YMOBA
BITHOCUTKCS O MUHYJIOT'O Yacy, a 3HAaYUTh, BAKOHAHHIO HE TMIJIATAE KOTHUM
yiHOM. [Ipu CTBOpEHHI TakuX pedeHb HaM 3HA00MAThCS AiecioBa should /
would (monmaneHi could / might) 3 nepdexkTHum iHdiHITHBOM 06€3 to 11715
TOJIOBHOTO PEYEHHS 1 Al€CiioBa y (OpMi MUHYIIOTO TOCKOHaoro yacy (Past
Perfect) y miapsnaomy peuenHi. [lpuknamm:

If you had warned me about the danger, | would not have participated in this
competition. — SIkOu TH MonepeIUB MEHE PO HeOe3MeKy, s1 O He OpaB ydacTh y

[IUX 3MaraHHsaX (a 3MaraHHs BXK€ MPOUIILIH, 1 HIY0TO 3MIHUTH HE MOYKHA).



If I had known about your desease | would have visited you at the hospital. —
Sx6u 51 3HaB Npo TBOIO XBOpOOY, 51 O BiABIAaB TeOE B JIIKAPHI (a 5 HE 3HAB, a TU

BXKE€ OJy’KaB).

B okpemy rpyny yMOBHUX pedyeHb B aHTJIIMCHKIM MOB1 BUHOCSITh PEUCHHS
3 niecoBOM to wish, sike B JaHOMY BUMAAKYy Oy/ie MepeKIalaThCs SK IIKO/a.
Ocb sxi popMU BUKOPUCTOBYIOTHCS B IIUX YMOBHUX PEUCHHSX:
a) SKmio 1ig B MiAPSIAHOMY PE€YEHHI BIIOYBAETHCSA OJHOYACHO 3 JI€I0, 1110
BHpa)K€Ha B TOJIOBHOMY PE€UEHHI, MM BUKOPUCTOBYEMO B MIAPSITHOMY PEUYCHHI

dbopmy niecioBa MPOCTOrO MUHYJIOTO Yacy abo were JiJisi BCiX ocio:

| wish she were next to me. — Illkoza, 1o BoHa 3apa3 He 31 MHOIO.

I wish you I could call her. — Illkona, 110 51 HE MOXKY i 3aTene()OHYBATH.

0) dopwma miecniB y Past Perfect mist Bcix 0¢ib 0JHUHHN 1 MHOXKHHH O3HAYa€e
HE3IMCHEHHY 10, 1[0 BUPaXa€e YMOBY, MOOaKaHH, TOPIBHSHHS, KasATTS
CTOCOBHO MUHYJIOTO Yacy. SKIo Ais B MiAPsSTHOMY PEUCHHI BiI0yBa€ThCSI
OJTHOYACHO 3 JTI€T0, 110 BUPAKEHA B TOJIOBHOMY PEYCHHI, MH BUKOPHCTOBYEMO B
HiApsIAHOMY pedeHH1 popMy JiecaoBa MPOCTOTO MUHYJIOTO Yacy abo Were mis

BCiX 0Ci10:

I wish I had been more careful while writing my dictation yesterday. — I1Ikoxa,

1o A GYB HCYBAXXHUM BYOpPA, KOJIU ITNCAaB AUKTAHT.

3asoannsn 1. Bubepimso diecnoeo y nompionii gpopmi. Conditional |

1. I can give Bob the message if I ........ him.
a) will see b) see c) have seen d) saw
2. IfT...... any news, .......... you.

a) will hear, will phone  b) will hear, phone c) hear, will phone d) hear,
phone

3. Call for an ambulance ifhe ...... worse.
a) will feel b) feel c) feels d) felt
4. WhenI......... in Manchester next week, I ...... you.
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a) will arrive, will phone  b) will arrive, phone c¢) arrived, phoned  d)
arrive, will phone

5. Your parents ........ ,ifyou........ late in the evening.

a) will worry, will be  b) are worry, will be c) will worry, are  d)
worry, are

6. Watch the football match on TV at 11p.m. if you ........ at home tonight.

a) will stay b) stay ¢) would stay d) stays
7. Plants die if you ... them.
a) will not water b) don’t water c) wouldn’t water d) didn’t

water

3asoanns 2. Bubepimo diccnoso y nompionin gpopmi.Conditional 1,11

1. If I had one million dollars, I ........ a yacht.

a) would probably buy b) will probably buy  c¢) probably bought d)
shall probably buy

2. What a pity my husband is away. Ifhe ......... here he ......... :

a) were  b)would be here  ¢)is d) will help  e)would help )
helps

3.IfT........ her,I......... to her. But I didn’t see her and speak to her.

a) saw b) had seen c) would have seen  d) would have spoken €) spoke f)
would speak

4. You look tired. If T ......... you, I......... a holiday.
a)be  b)were c)havebeen d)willtake e)wouldtake f)take
5. Would it be all right if I ....... round at about six.

a) come b) came  c¢) would come  d) will come

6. If pigs ....... wings, they ....... :

a)had Db) have c) would have d)will fly e) fly f) would fly

7. If Columbus ......... such a passion for traveling, ........ America in 1492.
a) hadn’t b) wouldn’t have had c) hadn’thad  d) hadn’t discovered e)
didn’t discover

f) wouldn’t have discovered

3aeoanna 3 Bubepimo diecnoeo y nompioniii ghopmi.

1. We wish our exams ....... over.



aywere b)are c)be d)willbe

2. IwishI........ so much money. Now I have to borrow some from my parents.
a) hadn’tspent  b) didn’t spend c) wouldn’t spent  d) spent

3. ’m hungry. I wish it ...... time for lunch.

a) was/were  b)are c¢)is  d) will be

4. It’s always difficult to get there by bus. I wish I ..... a car.

a)have  b)had c)shall have d) have had

5. Mag has lost her key. She wishes she ......... so careless.

a)wasn’t  b)hadn’tbeen c¢)isn’t  d) wouldn’t be

3aeoannsn 4. Bubepimu diecnoeo y nompionii ¢popmi.

1.IfT....... London by train, he will get there on Wednesday.

a) leaves for  b) will leave for c) leave for d) left for

2. 1wish1...... nearer my work because it takes me much time to get there.
a) live b) will live c) had lived d) lived

3.1fyou.......... to see Judie, ask her to phone me.

a) would happen  b) will happen c) happen  d) happened

4. 1 miss you. I wishyou ........ with us.
a) stay  b) staying C) to stay d) stayed
5.1f Tom...... hard, he would have passed his exams.

a) would work  b) had worked c¢) would have worked  d) worked

6. I’m tired, but if you ..... me strong coffee, I ...... working.

a) will make, goon  b) will make, willgoon  c) make, willgoon  d)
make, go on

7. If you .... at a loose end last month, you ..... pass exam. But you failed it.
a) hadn’t been b) wouldn’t have been c¢) were not d) would have passed ¢)
would pass f) will pass

8. If Dad ...... a new car, we ...... to the seaside by car next summer.

a) buy, shall go  b) buys, shallgo  c) will buy, shallgo  d) buys, go

9. Dad is angry with you. —I’m sorry. ITwish1......... those offensive words.
a) wouldn’tsay  b) hadn’tsaid c¢)didn’tsay  d) hasn’t said



Texcm Neol.
3aeoannsnl. 3poodims nuUCbMOBUIL NEPEKIAd HA0AHO20 MeKCmYy ma oaiime

RUCOMOGI 6I0N0GI0L HA 3aNUMAHHA.

Writing Business Letters

Correspondence is an essential part of business. In fact most telephoned
and telegraphed communications have to be confirmed in writing.

Every letter no matter what kind it is should be laconic, precise, to the
point and positive.

Letters are written on various occasions and on various subject matters.
Many business letters are connected with establishing business relations, doing
business and various different questions.

“GOLDEN RULES” for writing letters and memos:

1. Give your letter a heading; it will help the reader to see at glance what
you are writing about.

2. Decide what you are going to say before you start to write. In other

words always try to plan ahead.
3. Use short sentences.
4. Put each separate idea in a separate paragraph.
5. Use short words that everyone can understand.
6. Think about your reader. Your reader ...
e must be able to see exactly what you mean:
your letters should be CLEAR
e must be given all the necessary information:
your letters should be COMPLETE
e must be addressed in a sincere, polite tone:
your letters should be CORTEOUS
e may get a bad impression if there are mistakes in grammar,
punctuation and spelling:
your letters should be CORRECT.
The usual layout for the official business letter is known as the blocked style. In
this style all new lines of typing are ranged to the left including paragraph



openings and the concluding salutation. There is no punctuation in the address
and the greetings. The same style is followed on the envelope.

This streamline style is considered to be efficient, modern and is designed
to save the typist time.

Business letters are usually quite formal. The different parts of them are
listed below.

Business letter format.

Brighter
Office
Supplies
Limited
13 Mill Street
Harlow
Essex CM20 2JR
Telephone Harlow 26721 1
Telex 81259
Ms A. Meiners
Simple Stationers Ltd 2
15 Mowbray Road
LondonNW®6 5EJ 23 May 1991 3
Your ref: AM/SN 4
Our ref: SY/JB
Dear Ms Meiners, 5

Thank you for your letter of 18 May. Our current catalogue is
enclosed as you requested, but |I am afraid our price list is
unavailable at the moment as it is being reprinted. However, | shall
send you one as soon as they are available.

Thank you for your interest in the company. We look forward to
doing business with your in the future.

Yours sincerely, 5
. %)vmw .//////7 7

Simon Young 3
Sales assistance 9
Enc1 10
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The company logo (a special design or symbol used by a company to
identify itself and its products) and letterhead (that is, the company name
and address)

Reader’s name and address

The date

The subject of the letter

The opening salutation

The closing salutation

The signature

The writer’s name

The writers job title

Pay attention on the opening salutation and signature block:

Reader’s | Simple Stationers Ltd | Sales Manager Ms A. Meiners

name 15 Mowbray Road Simple Stationers Ltd Simple Stationers Ltd

and LondonNW6 5EJ 15 Mowbray Road 15 Mowbray Road
LondonNW6 5EJ LondonNW6 5EJ

address

Opening | pear Sirs, Dear Sir, Dear Ms Meiners

Salutation Dear Sir or Madam,

Closing Yours faithfully, Yours faithfully, Yours sincerely,

salutation

3aeoanns 2 . Bcmasme adpecu, 36epmanna ma 0amu 6 HAOAHi 06a TUCHIU.

a) Mrs E Lant e) Sales Department i) 16" October 1991
31 Ilford Road London Goods Ltd
London SW1 2X]J 12 Martindale Road

London SE5 6BA

b) Mrs Lant, f)  london Goods ltd | J) 21 October 1991
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12 Martindale Road
London SES5 6BA
¢) E Lant (Mrs) g) Sirs, k) faithfully,
d) 31 llford Road h) Philip Gallagher I) sincerely,
London SW1 2XJ Sales Manager
1 7
2 3 8 9
Dear 4 Dear 10

| saw your advertisement in the
Daily Sun and | would be grateful
if you would send me a copy of
your catalogue.

Yours 5

Thank you for your letter of 16™
October. | enclose our catalogue
as requested.

Yours 11

12

3aeoanns 3. 3’conaitme hopmanvui supazu 3 6ionoGiOHUMU

HeopmanbHumu.

a) Sorry about the late delivery 1) We regret to inform you that we unable to

b) If you need more information 2) We are writing to thank you for your letter
dated ...
¢) I’m sorry but it’s not possible 3) | look forward to seeing you.

4) Please find enclosed a copy of ...
d) Let me know if you get the 5) We would like to apologize for the delay.
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parcel ... 6) Please do not hesitate to contact us.

e) Thanks for your letter of ... 7) I would be grateful if you could ...

f) Please send us your samples  8) | would be grateful if you could send us
some samples.

g) I hope to hear from you ... 9) Should you require further information?
h) Here is a copy of ... 10) Please acknowledge receipt of the parcel.
1) Just call the office ...

j) Could you ... ?

3aeoanns 4. 3’conaitme aopesiamypu, AKi 6)HCUBAIOMbCA Y OL106II
KopecnoHOeHnuyii, ma ix 3HA4eHHA.

a) ad; b) attn; c) dept.; d) Mr.; e)re; f) PLC; g)doc.; h)p.m. i)
a.m.; g) corp.; k)sig.; I) Admin; m)a.s.a.p.; n)PS; 0)B.Sc. p)inc.

1. attention; 2. document; 3. reference; 4. public limited company;
5.department; 6. Mister; 7.advertisment; 8. after noon; 9. before noon;
10. corporation; 11. Bachelor of Science; 12. Administration; 13. As soon as
possible. 14. postscript.  15. signature; 16. including.

3aeoannad. Iloougimsca na gizumny Kapmky ma oaiime 6i0nogioi Ha

3anumaHHA wooo Hei.

BSCS
Business Systems Consultancy Services
DALE CROSBY
VICE PRESIDENT
1049 DERWENT DRIVE SANTA BARBARA

CALIFORNIA
Tel: 805963 8593  fax: 805 962 9171

a) What is his name?

b) What nationality is he?

¢) Who does he work for?

d) Where does he work?

e) What is his position in the company?

13



3asoanns 5. 3’conaiime numabHi c106a 3 KIHYIBKOIO 3aNUMAHHAL.

1. ... are you here? To find out about IPQ’s newest product. a) Where
2. ... 1s it? The RM110 data communication system. b) Why
3. ... many people are attending? 76. c) What
4. ... are they? European members of the IPQ team. d) How
5. ... divisions do they work? Marketing and Sales. e) When
6. ... do we meet? At 6 o ’clock in the evening. f) Who
7. ... do we meet? In the Conference hall (1% floor) g) Which

3aeoannsa 6. 3’conaiime 3anumanns 3 6I0NOCIOHUMU GIONOBIOAMU.

1. How do you do? a) What languages do you speak?
2. Margarita Vidal Romero. b) Where are you from?

3. I’m Spanish. ¢) Who do you work for?

4. No, I’m single. d) What does your company do?
5. IBM. e) Where do you work?

6. They produce and sell computers.  f) How do you do?

7. The financial department. g) What is your position?

8. I’m an auditor. h) Are you married?

9. English, Spanish, Italian. 1) What is your name?

3asoannsa 6. Hanuwime nucm 3a 3pazkom. 3eepuimp 0codaugy ysazy Ha

0ompumanua popmamy 0inoeozo nucma.

Texcm No2.

3aeoannsnl. 3podims nucbMo6UIl NEPEKIA) HAOAHO20 MEKCMY .

Contracts and its Features
By law contracts are made by Ukrainian foreign trade organizations in
writing. When striking a deal standard contracts are used. Standard contracts are
not a must. Some articles may be altered and supplemented.
Here are some of the items which are part and parcel of any contract: legal
title of the contracting parties, subject of the contract, quality, price, delivery and

payment terms.
14




Subject. This section names the product for sale or purchase. It also
indicates the unit of measure generally employed in foreign trade for specific
commodities. Contracts for bulk cargo contain a stipulation “about” or “plus or
minus ... per cent”, denoting the permitted quantity tolerance.

Quality. The quality of machines and equipment is to be in conformity
with the technical specification of the contract.

The quality of raw materials and foodstuffs is determined, as a rule,

by standards

by sample

by description.

Price. The price stated in a contract may be firm, fixed or sliding.

Firm price. Firm prices are not subject to change in the course of the
fulfillment of the contract.

Fixed price. It is the price governing in the market on the day of delivery
of for a given period.

Sliding prices are quoted for machinery and equipment which require a
long period of delivery.

3aeoanns 2. /laiime nucomogi 6i0noeioi Ha 3anumanHs 00 RPOUUMAHO20
meKcmy.
1. Why are standard contracts widely used?

2. What are the essential parts of a contract?

3. What information is contained in different sections of a contract?
4. How is quality determined in a contract?

5. What sort of prices may be indicated in a contract?

3aeoannsa 3. 3naidimv yYKpaiHCbKi eKeisanieHmu HACMYNHUX AHZAIUCbKUX

C/1060CROJIYUEHb:

a) The matter to be submitted for 1) V noBHil BIANOBIAHOCTI 3 TEXHIYHHUMHU
supplement to Arbitration; XapaKTepUCTUKAMHU

b) The circumstances of force-majeur 2) ObnagHaHHS TOBUHHO BiIOBIIATH
preventing from execution of the Contract | TexHiYHOMY CTaHy

c¢) The notification is to be confirmed 3) IloB'a3aHi 3 BUKOHAHHSM I[LOTO

d) The Buyers have the right to terminate | loroBopy

the Contract 4) IIpomaBenb 3000B'I3aHUI
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e) In full conformity with the technical BigmkoayBatu [lokyrmieBi moHeceHy

characteristics IIKOTY

f) The allocation of the costs of the 5) Tlokymers Ma€e MpaBo po3ipBaTh

arbitration between the parties KOHTPAKT

g) The Sellers are to reimburse the Buyers | 6) OGcTaBunu Gopc-Makopy, o

for the incurred damages HIEPEIIKO/KAIOTh BUKOHAHHIO JOTOBOPY

h) Connected with the execution of the 7) TToBimomiieHHs: Ma€e OyTH

present Contract M1 TBEPIKEHO

1) The equipment is to conform to the 8) IluranHs Mae OyTH MMOJAHO HA

Technical Condition JIOTIOBHEHHSI 10 apOiTpaxy;

J) In default of such agreement 9) Posmonit BUTpaT apOiTpaky Mix
CTOpOHAMH

10) Ipwu BifiCyTHOCTI TaKO1 yroau

Step 2
The Sequence of Tenses. Y3zo00icenns uacie

IIpn mepeka3i TEKCTy CIiJ TaM’sATaTH NP0 Y3TO/DKCHHS dYaciB, IX
B3aEMOJIII0 Y CKJIaJi OKPEMOI'o CKJIATHOIIIPSAIHOTO pEeYeHHS H 0COOJMBO B
HEMpsAMii MOBI. SIKIIIO MPHUCYOK Y TOJOBHOMY PEUCHHI BUPAKEHUU JTI€CTOBOM
B OJHIl 13 ¢opM Munymaoro dacy ( Haituactimre ¢gopmoro Past Indefinite), To B
JIOIATKOBOMY TIPS AHOMY PEYEHHI BIH BUPAXKATHUMETHCS JIIECIOBOM B OJIHIN 13
¢bopM MHHYJIOTO 4Yacy 4d B OJHIN 13 ¢opM BigHOCHOro MaiOyTHporo vacy. Lli
dbopMu yTBOPIOIOTBCS TaK caMo, SK 1 BIANOBIAHI O€3BiIHOCHI (GopMu
MaioyTHporo "acy. JlomomixkHi miecmoBa shall 1 will BxuBatorecs y dopmi
munHyJoro dacy ( should i would) i nwume Tozi, Ko nist, BUpakeHa JiECIIOBOM
JOJATKOBOTO IIAPSTHOTO PEYCHHS, € MalOYTHHOIO IO BITHOIICHHIO JIO i,
BHPaKEHOI JIIECTIOBOM Y MUHYJIOMY 4Yaci TOJIOBHOTO PEUCHHS.

Cnig mam’ATaTy, 010 AI€CTIOBO, SIKE BBOJAUTH HEMPSIMY MOBY, 3aMIHIOETHCS
B 3QJIC)KHOCTI BiJ TUITY BUCIIOBJIIOBAHHS.

PosmoBinHI peueHHs BBOAATHCS aiecioBamu to say, to tell, to promise, to
remark, to announce, to assure, to admit, to offer, to expect Tormo.

JlonaTKOB1 peYeHHSI MPUETHYIOTHCS crionydHrKoM that aGo 6e3 Hporo.
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OTxe, 3a MpaBUJIaMH y3TOPKEHHS 4aciB B1I0OyBalOThCs TaKl 3MIHU (GOPM J1€CTIB

y OiAPSAHOMY PEYEHHI:

3amicthb Present Continuous BxuBaetrbcsa Past Continuous:

Present Indefinite Past Indefinite

Present Perfect Past Perfect

Future Continuous Future Continuous in the Past
Future Indefinite Future Indefinite in the Past
Future Perfect Future Perfect in the Past
Past Indefinite Past Perfect

Past Perfect i Past Perfect Continuous 3anumarTscs 0€3 3MiH.

[Ipu y3romxkeHH1 4aciB 3MIHIOIOTHCS TAKOXK 3aiMEHHUKH 1 TPUCITIBHUKHU:

3aMICTh BXXHNBA€THCA

this that

here there

now then, at that time

today that day

yesterday the day before, on the previous day
last night on the previous night

some days ago some days before

3aeoannsa 1. 3naitdims npasunbHUIL NEPEKIAO PeUeHb HA AH2NIUCLKY MOEY.

1. 51 3HaB, 110 BiH HAIHMIIIE JIUCTA 3aBTPA.
2. 51 3HaB, 110 BiH y)K€ HAIIMCAB JINCTA.

3. Bona 3amnmTaia, 1o s 4uTaro.

4. Bona 3anuTasna, 110 s YUTaTUMY B LIeH
yac 3aBTpa.

5. 51 3HaB, BIH YaCTO ITHIIIEC JUCTH.

6. Bona 3anuTana, sik JIOBro MILIOB JOIII.
7. BiH cka3aB HaMm, 1110 BUATEIIOBAB yiKE
15 pokiB, Koy BU niepeixanu 10 Kuesa.
8. BiH cka3zaB Ham, 110 BUUTEIIOBAB yiKe
15 pokiB, konu BU nepeixanu 10 Kuesa.

9. BiH ckazaB HaM, 10 BIH

a) | knew he had written a letter.

b) I knew he would write a letter the
next day.

c) | knew he often wrote letters.

d) She asked what | was reading.

e) He asked what | should be reading
that time the next day.

f) She asked if it would rain the next
day.

g) She asked how long it had been
raining.

h) He told us that he would have been
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yuuTeNIOBaTUME Bxke 15 pokis, koiu Bu | teaching for 15 years by the time you
nepeinere 1o Kuena. moved to Kyyiv.

10. Bona 3anuTana, 4u e 3apa3 JoIl. 1) She asked if it was raining then.
J) He told us he had been teaching for
15 years when you moved to Kyyiv.

3aeoanns 2. 3naindims nPAsUIbHUN 6aPiAHM 0ONOBHEHHS PEYEHHA.
1. T knew that Mercury (be) the closest planet to the sun, but I didn’t feel like
answering the question.
a. was
b. is
c. had been
2. Mike hoped that his friend (help) him with his car.
a. would help
b. will help
c. helped
3. We didn’t know the score, but we were sure their team (lose) the game.
a. has lost
b. had lost
c. lost
4. Yesterday Tom heard that his aunt (be ill) for five days.
a. was ill
b. has been ill
c. had been ill
5. The children were afraid of making any noise — Mom (sleep).
a. was sleeping
b. slept
c. had been sleeping
6. He gave all his money to me because he (trust) me.
a. would trust
b. trusted
c. had trusted

7. We were told that Andrew (go) to enter that college.
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a. is going
b. went
C. was going
8. The police found out that Bob Slant (live) in London’s suburbs at that
time.
a. had been living
b. lives
c. lived
9. My parents decided that we (celebrate) my birthday on Saturday.
a. would celebrate
b. shall celebrate
c. celebrated
10.The pupil wasn’t able to do the translation because he (not’know) some
special terms.
a. hadn’t known
b. didn’t know
C. doesn’t know
11.Ann hasn’t been informed that the lecture (not/take place) on Friday.
a. hasn’t taken place
b. wouldn’t take place
c. won’t take place
3aeoannsa 2. 3naidims npagunbHuil eapianm @ionogioi.
1. John said, ‘I’m sorry to disturb you, Eliza’.
a. John told that he was sorry to disturb Eliza.
b. John told Eliza he was sorry to disturb her.
c. John said to Eliza he had been sorry to disturb her.
2. He said, ‘Where is Jill going?’
a. He asked where was Jill going.
b. He asked where Jill went.
c. He asked where Jill was going.
3. Sally said, ‘I would like to buy it’.
a. Sally said that she would like to buy it.
b. Sally said that she would have liked to buy it.

c. Sally said that she liked to buy it.
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. ‘If I had any instructions, I would know what to do’, said Mag.
a. Mag said that if she had had any instructions she would have
known what to do.
b. Mag said if she had any instructions she knew what to do.
c. Mag said if she had any instructions she would know what to do.
. Robby asked,’Bobby, do you know ‘Old Barn’? It is on the Shrewsbury
Road’.
a. Robby asked Bobby if he knew °Old Barn’ that was on the
Shrewsbury Road.
b. Robby asked Bobby did he know ‘Old Barn’, it was on Shrewsbury
Road.
c. Robby asked Bobby where ‘Old Barn’ was.
. The doctor asked, “How do you feel?”
a. The doctor asked how did | feel.
b. The doctor asked how | felt.
c. The doctor asked how I had felt.
. ‘Will you be free tomorrow?’ Colin asked Richard.
a. Richard asked would Colin be free the next day.
b. Colin asked Richard if he would be free the following day.
c. Colin asked if Richard will be free tomorrow.
. ‘Don’t open the door or answer the phone,’ said her parents.
a. Her parents said to her not to open the door or answer the phone.
b. Her parents told her not to open the door and to answer the phone.
c. Her parents told her neither to open the door not to answer the
phone.
. “Why hasn’t he locked the car door?’ the policeman said.
a. The policeman asked why he hadn’t locked the car door.
b. The policeman asked why hadn’t he locked the car door.
c. The policeman asked why he didn’t lock the car door.

10. The students said, ‘We wish our exams were over’.

a. The students said they wished their exams had been over.
b. The students said that they wished their exams have been over.
c. The students said they wished their exams were over.

Texcm Nol
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3aeoannsnl. 3poodims nucbMOBUIL NEPEKIA0 HAOAHO20 MEKCHLY.

Minutes

In business, you will probably have opportunities to attend meetings.
Whether a meeting is formal or informal, a written record of the meeting will
usually be prepared and distributed to everyone who attended the meeting
and, perhaps, to other interested people as well. This written record of the
proceedings of a meeting is called the minutes of the meeting. Since most
meetings in business are informal (that is, do not follow the rules of
parliamentary procedure), the minutes are also informal. The minutes usually
include the date, time, and place of the meeting; the name of the presiding
officer; a list of those present (and frequently those absent); the items of
business and the decisions reached (in the same order as the meeting agenda).
They should be a faithful record of the meeting but brief and to the point.

Usually the minutes are signed by the person who took them and
sometimes by the presiding officer as well. Minutes are usually duplicated,
and copies are sent to each person present at the meeting and to other
designated officials. Below are some sample minutes of a recreation
committee.

Minutes of meetings that follow parliamentary procedure are some-
what different in form from the informal minutes. Formal minutes do not
include discussions. Only motions, resolutions, committee assignments and
reports, and other specific accomplishments are included. Note in the
example below how topical headings are used for easy reference and how the
recorder has briefly summarized a speaker’s remarks. Note, too, that motions
should be worded specifically as shown and should be followed by the name
of the person who made the motion and the name of the seconder.

The example of the minutes:

THE SOONER STATE CLUB OF CHICAGO
MINUTES OF MEETING, JULY 27, 2000
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TIME AND PLACE The regular monthly meeting of the Sooner
State Club of Chicago was called to order by the President, Jordon Thomas,
on Friday, July 27, 2000, at 2 p.m., in the Pioneer Room of the Bismarck
Hotel.

MINUTES The minutes of the last meeting were read and
approved.
TREASURER’S REPORT The following report was given by CIliff
Downs, the Treasurer.
Balance on hand, July 1, 2000 $1,676.40
Collected during the year
(July 1, 2000 to June 30, 2000) 3,042.12
Total $4,718.52
Paid out during the year 3,004.19
Balance on hand, July 1, 2000 $1,714.33

The Treasurer’s report was accepted.
b) COMMITTEE REPORT The report of the Nominating Committee was
given by the Presiding Officer, Paul Rykers. A state of nominees for next
year is to be presented at the next meeting.

The report of the Half-a-Century Celebration was given by the Presiding
Officer, Verna Millstone. Three area banquets are being held on August 21--
Gary, Winnetka, and Aurora.

OLD BUSINESS It was moved, seconded, and passed, THAT DUES
FOR THE CURRENT YEAR BE INCREASED TO $10 AYEAR AND A
SPECIAL ASSESSMENT BE PERMITTED IF ADDITIONAL FUNDS
ARE NEEDED.

(Brenda Simpson/Duane Joiner)

NEW BUSINESS After a discussion about designing a gold “Sooner” pin
for the members, a committee consisting of Paula Myers, Presiding Officer;
Mary Weir; Ed Maestro; and Jenny Morris was appointed to report at the
next meeting.

PROGRAM Meredith Cave introduced Mr. Alexander Hayhurst,
whose topic was “What’s new in the Sooner State”. Mr. Hayhurst’s remarks
are summarized briefly here. “The Sooner State is experiencing rapid

economic growth. Many new industries have moved there - including
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chemical, manufacturing, and government enterprises. New sources of water
supply - hundreds of lakes have been built - make it an attractive place from
both a recreational and an industrial standpoint. There is still a large supply
of labour too. Transportation is improving rapidly each year - several new

highways are now under construction”.
The meeting adjourned at 4:45 p.m.

C.A.Miller, Secretary

3aeoanna 2. 3podims nadaui peuenHs 3anepeyHUMU:
a) This written record of the proceedings of a meeting is called the minutes
of the meeting.
b) The minutes usually include the date, time, and place of the meeting.
¢) Note, too, that motions should be worded specifically.
d) Minutes are usually duplicated, and copies are sent to each person
present at the meeting and to other designated officials.

3aeoannsa 3. /laitme 6ionogioi Ha 3anumanHs:

1) What do we call a written record of a meeting?

2) What are the minutes written for?

3) Who are the minutes signed by?

4) What information should the minutes contain?

5) Is there any difference between the formal and informal minutes?

3aeoannsn 4. Bunuwimso i3 mexcmy peueHHA, 8 AKUX 3YCMPIUAOMbCA

oiecnoea ¢ Passive Voice.

Texcm Ne2
3agoannsnl. 3podime nucomMo6uIl nepexiao Ha0aHo20 MeKcmy.
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Memorandums

In business, a letter is used to communicate with someone outside the
company. When you wish to write to someone within your own company, you
will send a memorandum. Memos are used to communicate with other
employees, regardless of where the employees may be located - whether in the
same office, in the same building, or in a branch office hundreds of miles away.

In most companies and organizations, memorandums (memoranda) are
written in the first person. The tone of the memo is influenced by the position
held by the writer in relation to that held by the receiver. Also, the topic under
consideration plays an important part in determining the tone. Obviously a
person writing to a company official to report the results of a financial audit will
be more formal than a person writing a co-worker about the company bowling
league.

An important factor is the personality of the individual receiving the
memorandum. The president for example, may insist on informality, whereas a
peer might like a formal impersonal tone. Therefore, the effective business
writer must evaluate the position of the reader, the topic under consideration,
and the personality of the reader when setting the tone of the memorandum.

There are usually three main parts to a memorandum:

1. The heading.
2. The subject and date.
3. The message.

Occasionally, when official approval or authority is required, the
memorandum may be concluded with a line for the signature of the person
originating the correspondence.

The heading of a memorandum is usually printed.

When are Memorandums written? May business firms tell their
employees to put in writing all important information that crosses their desks.
Written records help to (1) determine responsibility, (2) clear up in onsistencies,
and (3) record needed information. If you are sending important papers or
documents to another person, for example, it is best to transmit them by
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memorandums so that if they become lost, there will be a record - your file copy
- providing when they were actually sent, and recording exactly what they were.

3aeoanns 2. 3po6imv HA0aHi peueHHs 3anepeyHUMU:

a) When you wish to write to someone within your own company, you
will send a memorandum.

b) Memos are used to communicate with other employees, regardless of
where the employees may be located.

¢) The heading of a memorandum is usually printed.

d) The effective business writer must evaluate the position of the reader,
the topic under consideration, and the personality of the reader when setting
the tone of the memorandum.

3aeoannsn 3. /laiime 8ionoeioi Ha 3anumMaHHA:

1) What will you send if you wish to write to someone within your own
company?

2) What should the tone of a memorandum be?

3) Describe the main parts of a memo and its forms.

4) When are memorandums written?

5) What can you tell about the heading of a memorandum?

3aeoanna 4. Bunuwimo i3 mexkcmy ma npomokoyy peueHHs, 6 AKUX

sycmpiuaromuca dieciosa ¢ Passive Voice.

Jlooamkoei mexcmu.

Texcm 1.
3aeoanns 1. Ilepexnadimos mexkcm ma oaiime 8i0noeioi Ha 3anNUMAHHA.
Business Letter Writing
The exact composition of any letter depends on the purpose for which it is
written. However, any good letter should be concise, courteous and correct in
tone. It consists of:
1. Introduction; 2. Development; 3. Conclusion.
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Letters of Inquiry
A New York businessman writes to an English producer.

Spiners & Windson
Ready-Made Clothing
552 Green-Blue Avenue
New York, 757 44003

Messrs. Goodman & Jackson

888 Marine Street

Leeds WIG 48C

England November 24,20..

Gentlemen:

We saw your children’s dresses and suits at the London Children Fashion
Show. It was held here in New York at the beginning of this November. We
think that the lines shown there would be the most suitable for our market,
especially the ‘Thompson’ dresses and suits. We have heard you are
interested in finding new markets in the USA. Would you kindly let us know
your conditions. And would you send us your quotation for spring and
summer clothing that you might supply by the beginning of next January.

We would need 1.500 dresses and suits in each of the sizes 6-8. payment is
made by letter of credit.

Thank you in advance.
Yours sincerely,
277

S. Jackson

Buyer.

3anumanna 00 nucma:

1. What does the company “Spiners & Windson” deal with?

2. What are they interested in?

3. How did they know about the company “Goodman and Jackson” and their
products?
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4. Who told them that the English company is looking for new markets?
5. What do “Spiners & Windson” want a quotation for?
Texcm 2

3aeoanns 1. Ilepexknadimv mexcm Ha PiOHY MOBY.

Letter of Accommodation

Doing business one has to travel from town to town, from country to
country. When writing to a hotel to ask about accommodation it is important,
first of all, to be specific about the type of accommodation you want. It is also
necessary to state if you are interested in bed and breakfast accommodation.

You should not only mention but give details about the number of
rooms and beds you need. If you are ready to accept alternative accommodation,
say a few words about it.

Besides, give the dates when you will need the accommodation; the
number of nights you want, the room being stated here too. Don’t forget to ask
about prices.

At the end of the letter it is recommended to ask confirmation of
booking.

Letter of Accommodation

Dear Sir/Madam...,

Please reserve one single room with bath or shower or both from Tuesday, 8
October 20..to Friday, 11 October 20..

| expect to arrive on Tuesday morning and | am going to leave on Friday
afternoon.

What are your terms?

Will you confirm this booking?

I would be pleased to hear from you as soon as possible.

Yours faithfully...

Texcm 3

3aBnanns 1. [lepekaamiTh TeKCT Ta AaiTe BIANOBIAI HA 3aNIMTAHHSI.
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Letter of Confirmation of Booking

M/H Metro Hotel
15 Peace St
Liverpool W 13

Mr. N. Grigorenko

L. Ukrainka St 5, pt.25

Kyiv

Ukraine 13" May, 20..

Dear Mr. N. Grigorenko

Thank you for your letter asking for hotel accommodation in June. We were
pleased to hear that you wish to stay at the Metro Hotel again during your
forthcoming business-trip to Liverpool.

Our terms are:

Bed & Breakfast Room & Full Board
One night per person de luxe room —50 pounds -70 pounds
One night per person single room - 10 pounds -15 pounds

Accommodation is still available for June.

Would you let us know your wishes as soon as possible, so that we can reserve
the room you want.

We look forward to the pleasure of seeing you here again soon.

Yours sincerely,

Reception Desk.

Jaitme 6i0noeioi na 3anumanHs .
1. What indicates that Mr. N. Grigorenko has already stayed at the Metro
Hotel in Liverpool before?
2. Why do they give the prices of two different types of room?
3. What indicates that service provided by the personnel of the Metro Hotel
is of high quality?
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