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1. ЗАГАЛЬНІ МЕТОДИЧНІ РЕКОМЕНДАЦІЇ
ДО САМОСТІЙНОЇ РОБОТИ

Методичні рекомендації до самостійної роботи з дисципліни «Іноземна мова спеціальності», призначені для підготовки бакалаврів за спеціальністю 232 «Соціальне забезпечення»  галузі знань 23 «Соціальна робота». Вони є складовою навчально-методичного комплексу з цієї дисципліни. Зміст навчально-методичного видання містить 10 розділів, кожен з яких включає перелік тем для самостійного опрацювання, тематичних матеріалів з питань, що вивчаються у курсі, індивідуальних завдань для роботи студентів та питань для самоконтролю. 
Основна мета вивчення дисципліни «Іноземна мова спеціальності» у немовному вищому навчальному закладі полягає у формуванні у здобувачів вищої освіти комунікативної компетенції, базою для якої є комунікативні уміння, сформовані на основі мовних знань і навичок. Вивчення дисципліни «Іноземна мова спеціальності» має забезпечити практичне оволодіння здобувачами вищої освіти діловою мовою; формування у них навичок та вмінь ведення ділового листування, переговорів; набуття здобувачами вищої освіти вміння аналізу та складання комерційних документів та контрактів; формування вмінь складання анотації та реферування наукової літератури за фахом іноземною мовою; поглиблення розуміння іншомовних соціокультурних реалій, сприяння формуванню здобувачів вищої освіти мовної, мовленнєвої та соціокультурної компетентностей. 
Курс «Іноземна мова спеціальності» для здобувачів вищої освіти освітнього ступеня «бакалавр» охоплює етап навчання на рівні В2 та забезпечує досягнення випускниками рівня незалежного користувача іноземної мови, що відповідає міжнародній практиці мовної освіти у вищих навчальних закладах. Критерії вказаного рівня володіння мовою (РВМ) визначено відповідно до дескрипторів, запропонованих  Загальноєвропейськими Рекомендаціями з мовної освіти.
Зміст методичних рекомендацій створює умови для досягнення здобувачами вищої освіти РВМ В2, як цього вимагає освітній ступінь бакалавра. Запропонований зміст також передбачає подальший рух у напрямі РВМ С1 для здобуття освітнього ступеня магістра.
Основними формами самостійної роботи студентів є вивчення запропонованого матеріалу, огляд наукових статей з тематики курсу, проходження тестів, складання списку правил успішної комунікації, комунікативні задачі, підготовка ділових листів за темою, перегляд відеоматеріалів за темою тощо. 
	Самостійна робота з дисципліни оцінюється як складова загальної 100-бальної шкали відповідно до критеріїв системи комплексної діагностики знань здобувачів освіти. 



2. ТЕМАТИЧНИЙ ПЛАН ДИСЦИПЛІНИ
	Назва теми
	Кількість годин
	Форми контролю

	
	Усього годин/ кридтів
	З них
	

	
	
	лекції
	Практичні (лабораторні) заняття
	СРС
	

	1
	2
	3
	4
	5
	6

	IV курс  
VIII семестр

	Unit 1. Applying for a Job in the Sphere of Social Welfare. The Adverb. 
	9
	
	4
	5
	

	1.1. Looking for a job.  Application form. Types of adverbs.
	5
	
	2
	3
	УО, ПЗ,  ІЗ, П

	1.2. Layout and content of the application form. Tips for successful application. Adverbs of probability and completeness.
	4
	
	2
	2
	УО, ПЗ, Т, ІЗ, МК 

	Unit 2. Resume & Curriculum Vitae in the Sphere of Social Welfare. 
The Preposition. The Numeral. 
	9
	
	4
	5
	

	2.1. Preparing a resume, CV. Preparing a cover letter. The Preposition. 
	5
	
	2
	3
	УО, ПЗ,  ІЗ, МК

	2.2. Job interview. DOs & DON’Ts for job seekers. Guidelines for a successful interview.
The Numeral. Cardinal and Ordinal numerals.
	4
	
	2
	2
	УО, ПЗ, Т, ІЗ

	Unit 3. Business letters of Social Sphere.
The Sentence. 
	9
	
	4
	5
	

	3.1. Business letters: general notions, layout.
Word formation: prefixes and suffixes: productive and unproductive. The Sentence.
	5
	
	2
	3
	УО, ПЗ,  ІЗ, ТЗ, МК

	3.2. Business letters: clichés. The Subject. The Predicate. The Object. 
	4
	
	2
	2
	УО, ПЗ, Т, ІЗ 

	Unit 4. Business letters of Social Welfare Sphere: general notions. The Verb.
	9
	
	4
	5
	

	4.1. Business letters: Advertising. Sales letter. 
Order letter. Regular and irregular verbs. Time, tense and aspect. Voice and Mood
	5
	
	2
	3
	УО, ПЗ,  ІЗ, МК 

	4.2. Complaint letter. Inquiry letter Adjustment letter. Simple, Continuous Present Tenses. Perfect Tenses.
	4
	
	2
	2
	УО, ПЗ,  МК

	Unit 5. Follow-up and reference letters of Social Welfare Sphere. Past Tense Forms.
	9
	
	4
	5
	

	5.1. Follow-up letter. Letter of Recommendation. Acknowledgement letter.
Simple, Continuous and Perfect Tenses: Past.
	5
	
	2
	3
	УО, ПЗ, ІЗ 

	5.2. Invitation letter. Letter of resignation
Past Simple vs Past Perfect. Past Perfect Continuous.
	4
	
	2
	2
	УО, ПЗ,
П

	Unit 6. Commercial Correspondence in the Sphere of Social Welfare. Future Tense Forms.
	9
	
	4
	5
	

	6.1. Types of contracts: oral and written. 
Future Simple vs Present Continuous / Present Simple. Future Continuous. 
	5
	
	2
	3
	УО, ПЗ, К, П

	6.2. Invitation to treat (offer). Agreement and third parties. Future-in-the Past tense forms.
	4
	
	2
	2
	УО, ПЗ

	Unit 7. Negotiations in the Sphere of Social Welfare. Modals.
	9
	
	4
	5
	

	7.1. Distributive and integrative negotiations.  Negotiation strategies. Negotiation style.
Ability. Obligation/ Duty. Necessity. Absence of necessity. Prohibition. Logical assumption. 
Expressing offers. Suggestions.
	5
	
	2
	3
	УО, ПЗ, МК

	7.2.Types of negotiators. Team negotiations. Non-verbal communication in negotiations. Ways of expressing criticism. Expressing advice. Promise. Expressions similar to modal verbs.
	4
	
	2
	2
	УО, ПЗ, Т, ІЗ,

	Unit 8. Modern means of business communication in the Sphere of Social Welfare. Sequence of Tenses. The Passive Voice.
	9
	
	4
	5
	

	8.1. Role of Technology in Business Communication. Business Etiquette.
Direct speech and reported speech.  
	5
	
	2
	3
	УО, ПЗ, T

	8.2. Electronic communication in business. Telephoning. Fax and e-mail. Websites. The Internet. Wikipedia and other Internet resources.Personal Passive constructions. 
Impersonal Passive constructions.
	4
	
	2
	3
	УО, ПЗ, МК

	Unit 9. Social media and networking in the Sphere of Social Welfare.
Сonditionals. The Infinitive.
	9
	
	4
	5
	

	9.1. Social media and networking: general notions. Netiquette. Skype.
Present and future conditionals.  
Unlikely/ unreal conditions.
Past conditionals: meaning and use.
	5
	
	2
	3
	УО, П, ІЗ

	9.2. Facebook. MySpace. YouTube.
Twitter. Instagram. Media mechanisms for growing the customer base. Conditionals.
The Infinitive: meaning.
The Infinitive: forms and use.
The Subjective Infinitive complex.
	4
	
	2
	3
	УО, ПЗ, I3, МК

	Unit 10. Business discourse in the Sphere of Social Welfare. Participles and Gerund.
	9
	
	4
	5
	

	10.1. Business written discourse: general notions. The Present Participle. The Past Participle. 
	5
	
	2
	3
	УО, ПЗ, T

	10.2. Business articles: lexical and grammatical peculiarities, style, register. Rendering business articles. Writing an annotation. Complexes with the Gerund. 
Inversion. Stylistic Use of Word Order.
Participles and Gerund: Revision.
	4
	
	2
	2
	УО, ПЗ, I3, МК


	Разом за семестр
	90/3
	
	40
	50
	

	Разом за курс
	90/3
	
	40
	50
	

	Підсумковий контроль – екзамен



Умовні позначення:

	УО – усне опитування;
ПО – письмове опитування;
Т – тестування;
К – кейс
	ІЗ – індивідуальне завдання;
П – проєкт;
МК – ментальна карта
  








3. МЕТОДИЧНІ РЕКОМЕНДАЦІЇ ДО ВИВЧЕННЯ
КОНКРЕТНИХ ТЕМ

UNIT 1.
Applying for a Job in the Sphere of Social Welfare. The Adverb.
Питання до самостійного вивчення:
1. Looking for a job. 
2. Application form.	
3. Layout and content of the application form.
4. Tips for successful application.	
Рекомендовані джерела:
Основні: 1, 2, 3, 6. 
Додаткові: 8, 9, 10, 14, 18, 20. 
Інтернет-ресурси: 23, 24, 26.

Перелік індивідуальних завдань:
Task 1. Match the following job, career, and employment terms with their definitions. Be ready to give their equivalents in Ukrainian.
Job-Seeker's Glossary of Job-Hunting Terms
Cold Call,  Internships,  Freelancer/Consultant/Independent Contractor, Offer of Employment, References, Recruiters/Headhunters, Benefits, Dress for Success, Compensation, Package, Salary, USP, Job Interviewing, Corporate Culture, Job Shadowing, Cover Letter,
Accomplishments, Networking, Job Skills, Job Application, Resume,
Contract, Employee
1) ... – these are the achievements you have had in your career. These key points really help sell you to an employer – much more so than everyday job duties or responsibilities. In your cover letters, resumes, and job interviews, focus on key career accomplishments – especially ones that you can quantify.
2) ... – an important part of your compensation package, and part of the salary negotiation process. Note that every employer offers a different mix of benefits. These benefits may include paid vacations, company holidays, personal days, sick leave, life insurance, medical insurance, retirement and pension plans, tuition assistance, child care, stock options, and more. Can be worth anywhere from 20 to 40 percent of your salary.
3) ... – when a job-seeker approaches an employer (usually through an uninvited cover letter) who has not publicly announced any job openings. See hidden job market and cover letters.
4) ... – the combination of salary and fringe benefits an employer provides for an employee. When evaluating competing job offers, a job-seeker should consider the total package and not just salary.
5) ... – where you work for one organization (and its salary and benefit structure) that sells your services to another company on a project or time basis. Compare to freelancer.
6) ... – the collection of beliefs, expectations, and values shared by an organization’s members and transmitted from one generation of employees to another. The culture sets norms (rules of conduct) that define acceptable behavior of employees of the organization. It’s important for job-seekers to understand the culture of an organization before accepting a job.
7) ... – should always accompany your resume when you contact a potential employer. A good cover letter opens a window to your personality (and describes specific strengths and skills you offer the employer). It should entice the employer to read your resume.
8) ... – first coined by the author John Malloy in the 1970s, the term Dress for Success signifies tailoring one's attire, grooming, and overall appearance toward making a great first impression in a job interview - as well as maintaining a professional look while on the job to aid career advancement. Will dressing properly get you the job? Not by itself, but it will give you a competitive edge and help you make a positive first impression.
9) ... – where you work for yourself and bid for temporary jobs and projects with one or more employers. Freelancing is not an alternative to hard work, but many people enjoy the freedom, flexibility, and satisfaction of working for themselves.
10) ... – one of the best types of work experiences for entry-level job-seekers because the majority of employers say experience is the most important factor in whether you’re hired. Internships involve working in your expected career field, either during a semester or over the summer. Besides gaining valuable experience, you get exposed to the business environment and gain valuable references and network contacts.
11) ... – sometimes also called an application for employment. Many organizations require you to complete an application (either to get an interview or prior to an interview). Even though many of the questions duplicate information from your resume, it is extremely important to complete the application neatly, completely, and accurately.
12) ... – all about making the best matches. Both the company and the job-seeker want to determine if the fit is right between them. First impressions are key (see dress for success), and preparation is critical to success.
13) ... – one of the most popular work-based learning activities because it provides job-seekers with opportunities to gather information on a wide variety of career possibilities before deciding where they want to focus their attention. Job shadows involve brief visits to a variety of workplaces, during which time you "shadow," observe, and ask individual workers questions.
14) ... – the skills you need to do a particular job. For example, an accountant needs to have good math and accounting skills; a doctor needs to have good medical, scientific, and personal skills.
15) ... – means developing a broad list of contacts – people you've met through various social and business functions – and encouraging them to assist you in looking for a job. People in your network may be able to give you job leads, offer you advice and information about a particular company or industry, and introduce you to others so that you can expand your network.
16) ... – an offer by an employer to a prospective employee that usually specifies the terms of an employment arrangement, including starting date, salary, benefits, working conditions. Also called a job offer.
17) ... – professionals who are paid by employers to find candidates for specific positions. They often recruit candidates, but job-seekers can also approach them. Avoid any firms that require job-seekers to pay for their services.
18) ... – a group of people who will say good things about you and who know specific strengths that you offer. Can include work references (current and past supervisors), educational references (former teachers or school administrators), and personal references (who can speak of your character). Never include references on your resume or cover letter; they should be listed on a separate references sheet. And always ask people before including them as a reference for you. Never provide a list of references unless they are requested.
19) ... – a key job-hunting tool used to get an interview, it summarizes your accomplishments, your education, as well as your work experience, and should reflect your special mix of skills and strengths.
20) ... – financial compensation an employee receives for performing the job, and part of your compensation package. Can be determined by hourly, daily, weekly, monthly, and yearly. Also can include overtime pay, bonuses, and commissions. See also benefits and compensation package.
21) ... – an advertising term – unique selling proposition – that refers to the one thing about a product that makes it distinct from all others. In job-hunting, job-seekers need to find the one thing that makes you more qualified for this job than anyone else. What can you offer that no other applicant can?

Task 2. Complete the following extracts from job advertisements using the words in the box which fit best.
	career \  salary \  leadership \  overtime \  atmosphere \  skills \  experience \  pressure \  CV \  company


[image: http://elearning.mslu.by/static/assignments/85/img/unit4_3.png]


Task 3. Spot all the mistakes in the text below.
My son Tom applied to dozens of jobs before he was finally taken up at Brown’s Home furnishings. We think he was very lucky to get a good work, with all unemployment round here and the number of people who’ve been made laid off because of the weak economics. Mr.Brown, his boss, has said that if Tom works more harder and does good job, he’ll give him a temporary job at the end of the year. At the moment Tom’s dealing of customer queries. I certainly wouldn’t like to face all those phone calls, but Tom seems to be getting up really well with it. He also likes being at flexi-time, because he was never any good in getting on in the mornings. Tom seems to benefit from a good work experience. His boss also gave him a very good advice to continue his education, which can help him to get by in life.

Task 4. Read between the lines! Be careful! Not all job ads are what they seem. Match the abstracts from Task 2 to what they may really mean.

[image: http://elearning.mslu.by/static/assignments/85/img/unit4_4.png]

Task 5. Read, translate and try to identify your interests.
1. What are you looking for: money, power, prestige, security, travel opportunities, spare time?
2. How important are the salary, environment, benefits, and job stability?
3. Do you enjoy working with people, information, or things?
4. Is it important to be your own boss?
5. What is your idea of a perfect job? A perfect boss? A perfect colleague?
Task 6. You are going to read an extract from a newspaper article. For questions 1-7, choose the answer which you think fits best according to the text.
A lot of advice is available for college leavers heading for their first job. In this article we consider the move to a second job. We are not concerned with those looking for a second temporary position while hunting for a permanent job. Nor are we concerned with those leaving an unsatisfactory job within the first few weeks. Instead, we will be dealing with those of you taking a real step on the career ladder, choosing a job to fit in with your ambitions now that you have learnt your way around, acquired some skills and have some idea of where you want to go.
What sort of job should you look for? Much depends on your long-term aim. You need to ask yourself whether you want to specialise in a particular field, work your way up to higher levels of responsibility or out of your current employment into a broader field.
Whatever you decide, you should choose your second job very carefully. You should be aiming to stay in it for two to three years.
This job will be studied very carefully when you send your letter of application for your next job. It should show evidence of serious career planning. More important, it should extend you, develop you and give you increasing responsibility. Incidentally, if the travel bug is biting, now is the time to pack up and go. You can do temporary work for a while when you return, pick up where you left off and get the second job then. Future potential employers will be relieved to see that you have got it out of your system, and are not likely to go off again.
Juliette Davidson spent her first year after leaving St. Aldate’s College working for three solicitors. It was the perfect first job in that ‘OK… they were very supportive people. I was gently introduced to the work, learnt my way round an office and improved my word processing skills. However, there was no scope for advancement. One day I gave in my notice, bought an air ticket and travelled for a year.’
Juliette now works as a Personal Assistant to Brenda Cleverdon, the Chief Executive of Business in the community. ‘In two and a half years I have become more able and my job has really grown,’ she says. ‘Right from the beginning my boss was very keen to develop me. My job title is the same as it was when I started but the duties have changed. From mainly typing and telephone work, I have progressed to doing most of the correspondence and budgets. I also have to deal with a variety of queries, coming from chairmen of large companies to people wanting to know how to start their own business. Brenda involves me in all her work but also gives me specific projects to do and events to organise.’

1. Who is intended to benefit from the advice given in the article?
a) Student who have just finished their studies.
b) People who are unhappy with their current job.
c) Those who are interested in establishing a career.
d) People who change jobs regularly.
2. According to the writer, why is the choice of your second job important?
a) It will affect your future job prospects.
b) It will last longer than your first job.
c) It will be difficult to change if you don’t like it.
d) It should give you the opportunity to study.
3. What does ‘it’ in paragraph 4 refer to?
a) First job.
b) Second job.
c) Application.
d) Career.
4. If you have a desire to travel, when does the writer suggest that you do it?
a) Straight after you have left college.
b) When you are unable to find a permanent job.
c) After you have done some temporary work.
d) Between the first and the second job.
5. What is meant by ‘you have got it out of your system’ in paragraph 4?
a) You have planned your career sensibly.
b) You are an experienced traveller.
c) You have satisfied your wish to travel.
d) You have learned to look after yourself.
6. How did Juliette Davidson benefit from the experience of her first job?
a) It was a good introduction to working in an office.
b) She met a variety of interesting people.
c) It enabled her to earn enough money to travel.
d) She learned how to use a word processor.
7. In what way is Juliette’s current job better than her first job?
a) She has a more impressive job title.
b) She now knows how to start her own business.
c) She has been able to extend her skills.
d) She is more involved in the community.

Task 7. Match the definitions in A with the correct adjectives or phrases in B. Try to describe your features of character for the future employer in 5 sentences.
А	В
	1. wants to get to the top
	a. sensitive

	2. open and friendly
	b. creative

	3. doesn't get tired easily
	c. attentiveto detail

	4. can change people's opinions
	d. ambitious

	5. doesn't get angry or irritated quickly
	e. adaptable

	6. can produce new ideas
	f. independent

	7. thinks of other people's feelings
	g. outgoing

	8. doesn't mind changing his/her habits
	h. energetic

	9. can work alone
	i. persuasive 

	10. regularly checks the quality of his/her work
	j. patient



Task 8. If you want to get a job about which you’ve read in the want ads, you have to send a letter of application. Read the instructions how to write it better.
1. Remember that the first impression is very important.
2. Type the letter neatly on good stationery.
3. Check for spelling mistakes. Use a dictionary if you are not sure of a word. Retype the letter if necessary.
4. Describe yourself, your qualifications, and your experience clearly.
5. If the ad tells you to write for an application form you do not need to give detailed information in your letter.
6. Follow standard business letter format. Address the letter and envelope clearly.

Task 9.Watch the video https://www.prospects.ac.uk/careers-advice/applying-for-jobs/write-a-successful-job-applicationand write down your application letter.

Example

Lisa Watson
1223 Hampton Boulevard
Lowell, MA 01854

November 15, 2009

Diane C. Strand
Manager of Human Resources
Atlantic Coast Industries, Inc.
2900 Commonwealth Avenue
Boston, MA 02135

Dear Ms. Strand:

I am applying for the position of Systems Analyst which was advertised November 12th on the UMass Lowell Office of Career Services’ eRecruiting site. The position seems to fit very well with my education, experience, and career interests.

As required by your position, I have experience in computer systems, financial applications software, and end-user consulting. With a major in management information systems, I have training on a variety of computer systems and software programs. My practical experience as a programmer and student consultant for system users at the Centers for Learning gave me valuable exposure to complex computer operations. Additionally, I worked as a cooperative education student in computer operations for a large bank where I gained knowledge of financial systems. My enclosed resume provides more details on my qualifications.

I am confident that I can perform the job effectively. Furthermore, I am genuinely interested in the position and in working for Atlantic Coast Industries, Inc. Your firm has an excellent reputation and comes highly recommended to me.

Please consider my request for a personal interview to further discuss my qualifications and to learn more about this opportunity. Please feel free to call me at (683) 454-2555. If I am not in, please leave a message and I will return your call promptly.

Thank you for your consideration. I look forward to talking with you.

Sincerely,

(Written signature)

Lisa Watson

Task 10. Make a presentation on the topic “Tips for a successful application”.

Перелік питань для самоконтролю:
1. What is the first step in a successful search for a job?
2. What questions must you ask yourself when beginning to search for a job?
3. What methods of finding a job do you know?
4. Why should you read the want ads?
5. What information can you find in a want ad?
6. Why isn’t it easy to read ads?
7. What suggestions will help you to use want ads effectively?
8. What general skills and knowledge do most employers look for in job applicants?
9. Apart from specific qualifications and technical expertise, what skills and knowledge have you got that make you employable?


UNIT 2.
Resume & Curriculum Vitae in the Sphere of Social Welfare.
The Preposition. The Numeral.
Питання до самостійного вивчення:
1. Preparing a resume, CV. 
2. Preparing a cover letter.
3. Job interview.
4. Guidelines for a successful interview.
Рекомендовані джерела:
Основні: 1-6. 
Додаткові: 8, 9, 11, 15, 16, 20.
Інтернет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read and discuss the text.

The Resume
A Resume or Curriculum Vitae (CV) is an objective written summary of your personal, educational, and experience qualifications. It packages your assets in the form of a convincing advertisement, which sells you for a specific job. A resume is a kind of written sales presentation. An effective resume creates a favorable impression of you while presenting your abilities and experience.
The basic requirements for a good resume are:
· brevity: оnе page ispreferable, but not more than two pages;
· top quality paper;
• perfect spelling and grammar; 
• no typographical errors;
• attractive layout.
Your personal data sheet contains most of the information you need, to prepare resume. Now you have to select and arrange that information in the way that best relates your background to the work you seek. Every resume is an individualized presentation of your qualifications for a particular job. It means that you may prepare a few different resumes, depending on the types of jobs you are applying for. You can choose from among four types of resumes:
· Chronological resume lists work experience or education in reverse chronological order. It describes responsibilities and accomplishments associated with each job or educational experiences.
·    Functional resume lists functional skills and experience separately from employment history.
· Combination (functional/chronological) resume draws on the best features of the chronological and functional resumes. It highlights applicant's capabilities and includes a complete job history.
· Targeted resume emphasizes capabilities and accomplishments relating to the specific job applied for. Work experience is briefly listed in a separate section.
The Requirements for a Resume
A resume should show an applicant’s qualification for a specific job. It should include your name, address, and telephone number; an employment objective; educational and training data: a list of previous work experience. The list should start with your present or with your last job that shows qualifications for the work you want now.
All this data should be listed in an easy-to-read form. If possible, all of the information should be on one page. Type your resume on standard size business stationery.
The interviewer usually sees the resume before he sees the applicant. The resume gives the first impression of the applicant to the employer. It should be neat and well organized.
Task 2. Study the important information before writing your resume.
[image: http://elearning.mslu.by/static/assignments/85/img/unit4_9.png]
Knowing what to exclude from your resume is as important as knowing what to include. Here is a list of details to exclude from your resume:
· Height, weight, hair or eye colour;
· Comments about yourfamily, spouse, or children;
· Your photograph (unlessyou are applying for modeling or acting job);
· Travel restrictions;
· Preferences for work schedule, days off, or overtime;
· Salary demands or expectations.

Very few people have good resumes. If English is not yournative language or if you come from another country, it can be even more difficult to know the right things to do. Some special suggestions will help you write a perfect resume:
1. Adapt your resume to the information you have gathered about the employer and the job you want.
2. Useaction verbs, they will bring your resume to life.
3. Avoid the pronoun “I”. Describe your skills and capabilities by using as many specific words as possible.
4. Highlight your accomplishments and achievements.
5. Keep it simple and clear: two pages at most.
6. Be truthful, don't exaggerate or misrepresent yourself. Remember that employers check the information.
7. Don't mention salary.
8. Avoid long sentences. Use the minimum number of words and phrases but avoid abbreviations.
9. Looks are important. The resume should be typed with plenty of white space and wide margins. Place headings at the left side of the page, and the details relating to them on the right side.
10. Make sure there are no errors in spelling, punctuation, or typing.
11. Don't sign or date the resume.
12. Always send an original of your resume. Don't send a photocopy.
13. Keep copies of resumes on file for future reference. Once you have a job, update your resume on a regular basis.

Task 3. When you give information about past work experience and achievements in a CV, use verbs in the past simple without a personal pronoun: Chaired weekly meetings (not I chaired weekly team meetings). Look at the following table of action verbs commonly associated with professional experience. Select five verbs and write sentences suitable for your CV that are true for you.
	achieved
	compiled
	edited
	improved
	operated
	researched

	anticipated 
	consulted 
	established 
	increased 
	organised 
	resolved

	approved 
	convinced 
	evaluated 
	interpreted 
	persuaded 
	scheduled

	arranged 
	coordinated 
	examined 
	investigated 
	planned 
	supervised

	budgeted 
	created 
	facilitated 
	led
	presented 
	taught

	calculated 
	delegated 
	formulated 
	listened 
	recommended 
	trained

	chaired 
	demonstrated 
	identified 
	motivated 
	repaired 
	translated

	clarified 
	designed 
	implemented 
	negotiated 
	represented 
	wrote

	collaborated
	developed
	
	
	
	



Task 4. Match the CV approaches (1- 2) to the effect (a-b) they will have on the layout of the work experience section of a CV.
1 chronological CV
2 skills-based CV
a With this approach your relevant achievements are listed separately under skills headings at the top of your CV. The names, dates and locations of your work experience are listed towards the bottom of your CV.
b With this approach your work experience is listed in chronological order, starting with your most recent job. Your main achievements and skills are tied to a specified job, at a specified time, in a specified place.

Task 5. Match the words with their meanings. Make your own sentences with them.
	1. anxiety
	a. including the latest information

	2. up-to-date
	b. exact place

	3. gather
	c. choose

	4. genuine
	d. a feeling of worry

	5. select
	e. collect

	6. location
	f. real 



Task 6. Discuss the following interview tips. Write do or don’t next to each tip.
1. Arrive ten minutes early.
2. Speak English with a friend before the interview.
3. Bring a close friend or relative with you for support .
4. Take a copy of your CV and examples of your work with you.
5. Learn some impressive words and phrases to use in the interview.
6.  Memorise long answers to questions that you anticipate being asked.

Task 7. References provide further evidence to potential future employers that you are who you say you are, and that you have done what you claim to have done for previous employers.
Match the questions (1-7) to the following expert advice (a-g). Do you agree with the advice?
1. Why are references important?
2. How many referees do you need, and who should you choose?
3. When is a referee no longer useful?
4. What happens if you don’t get on with the most obvious choices for your referees?
5. Is it OK to use someone you know well who works for the organization where you are applying for a job?
6. Do you have to give your current employer?
7. How can you find out what a reference says about you?

a. Usually two - an academic one and either an employer or a personal/ character referee. They should be of professional standing so that they can comment on your suitability for the job. Do not use a relative; a family friend is OK. Always ask permission before using someone as a reference. Provide them with a copy of your CV and an indication of the jobs you are applying for. Let them know how you got on, and thank them afterwards. 
b. Yes, but they may feel uncomfortable, so be sensitive. They are putting their reputation on the line.
c. You can’t easily - that’s the point of a confidential reference. If you suspect a poor reference is causing you problems, try changing your referee.
d. It is normal to ask for your current employer not to be contacted yet. Offer another referee. Ask to be alerted before your employer is contacted.
e. When they don’t remember who you are or become uncontactable.
f.  Choose another who will represent you in the best light.
g. References provide confidential information about your character, skills and experience. A positive recommendation will greatly support your application.



Task 8.  Write your Resume using the example below or https://zety.com/blog/student-resume 
Example

[image: Social Work Resume Examples in 2023 - ResumeBuilder.com]
Task 9. Prove that proverbs (sayings) have sense:
· The work shows the workman. 
· Practice makes perfect. 
· Jack of all trades is master of none. 
· The hardest work is to do nothing. 
· Business before pleasure.
· Ninety per cent of inspiration is perspiration. 
· Through hardship to stars. 
· What is worth doing at all is worth doing well. 
· He that will not work shall not eat.

Task 10. Read two texts about two different people. Write two CVs – one for Violet and one for Peter – using the information in the texts.
Violet Scott is 33. She was born March 8, 1967. She is not married and lives alone in a small apartment 4C in a big apartment house number 15 at 120 Street in New York City, USA. She is a US citizen, but would like to work abroad. Recently she has read an advertisement that Lucia Enterprises Ltd. in Bacardia needs computer programmers. Violet is an experienced programmer. She graduated from Columbia University in mathematics in 1991 and got her MS «Master of Science) degree. Since then she was trained in two advanced computer technology programs at the same University in 1995 and 1998. Since 1993 Violet has been self-employed and has been developing computer programs at different companies' orders. But orders are running low, and Violet has no contracts after July 2002. That is why she is looking for a mil-time computer programmer position and is eager to be employed after August 1, 2002.
Violet speaks three European languages fluently (German, French, and Spanish). She considers it as her important personal asset - a good addition to her advanced skills in computer programming.
She likes swimming and often takes part in swimming competitions. She is also very interested in modern history and in environmental issues.
One of her professors at Columbia University (who also trained her in both advanced computer technology programs), Dr. Higgins, knows her very well and is always ready to write a reference for her.
Peter Shevchuk lives in Ukraine, in Kyiv, in an apartment house number 6, apartment 4 at Malyshko Street. He is 22 and was born September 5, 1978. He is a Ukrainian citizen and would like to work abroad for some time after graduating from his University. He is graduating this (2000) in July from the Mathematics Department of Kyiv National University. He specializes in computer programming and, after graduating, he will receive the Diploma of a specialist in computer programming. He has read an advertisement that Lucia Enterprises Ltd. 3acardia needs computer programmers and wants to mail his application for a full-time position. He will indicate on it that he will be available after August 1, 2002 (after his graduation).
Peter has no professional experience, but he hopes that his excellent results in studies and the fact that he is going to graduate with honors will be taken into account.
He is married and has a one-year old daughter. If he gets the position in Lucia Enterprises, they will go to Bacardia with him. 
Peter speaks fluent English, besides his mother-tongue, Ukrainian. He is interested in theater. He is a good sportsman (boxing and karate).
He can ask Professor Matveychuk from his University for a reference. He knows Peter very well as an excellent student and a promising programmer.

Перелік питань для самоконтролю:
1. What is a resume? 
2. What are the basic requirements for a good resume?
3. How many types of resumes do you know? What do they differ in?
4. What type of resume is the most popular with the recruiters?
5. What information is recommended to exclude from your resume?
6. Which of special suggestions that can help you write a perfect resume do you think are the most important?
UNIT3.
BUSINESS LETTERS OF SOCIAL SHERE.
THE SENTENCE.
Питання до самостійного вивчення:
1. Business letters: general notions.
2. Business letters: layout.
3. Business letters: clichés.
4. Types of Business letters.

Рекомендовані джерела:
Основні: 1-6.
Додаткові: 11, 12, 13, 14, 15, 17, 18, 20. 
Інтеренет-ресурси: 21-23.

Перелік індивідуальних завдань:
Task 1. Read the text. Study new words.
[image: http://elearning.mslu.by/static/assignments/85/img/unit14_4.png]
Business Letter
Business Letter is a letter which is used by organizations to communicate in a professional way with customers, other companies, clients, shareholders investors, etc. Business letter uses formal language and a specific format.
Companies use it to convey important information and messages. 
Business Letter Definition
A letter written for business purpose is a business letter. Inquiry letter, offer letter, order letter, cover latter, notices, termination of employment are some of the business letters. Suppose a person wants to write any of these business letters. The main question is to how to write a business letter?
There is a pre-specified format for writing a business letter. There are some parts of a business letter and rules associated with them. Let us start to know how to write a business letter by knowing the parts of a business letter.
Parts of Business Letter
A business letter will be more impressive if proper attention is given to each and every part of the business letter.
There are 12 Parts of Business Letter
· The Heading or Letterhead
· Date
· Reference
· The Inside Address
· Subject
· Greeting
· Body Paragraphs
· Complimentary Close
· Signature and Writer’s Identification
· Enclosures
· Copy Circulation
· PostScript
Need for a Business Letter
In business, letter writing is a major thrust area of communication. The modern goal of nations for a free global trade and the need to cut across national, linguistic and cultural barriers to promote trade have made the letter an important business tool.
Advertisements
A business letter serves certain important functions :
1. A business letter acts as a representative of the organization. It is an inexpensive substitute for a personal visit. i
2. It seeks to provide information on subjects connected with business.
3. A business letter provides valuable evidence for a transaction and thus serves a legal purpose.
4. A business letter becomes a reference material to future transactions between organizations and individuals.
5. A business letter promotes and sustains goodwill.
6. A business letter motivates all the people involved in a business to a higher and better level of performance.
7. A business letter enlarges and enhances the business. We can elaborate each of the functions thus.
Every organization has to continuously promote and expand its business. All information on its product and service gets updated through a business letter sent to customers and clients. It is a micro-level substitute even for advertisements. Agents and retailers in turn pass on the information to clientele spread over a large area. It promotes goodwill. New business contacts are forged and the already existing ones get reinforced. Goodwill promotes the image of an organization and gives scope for fair, ethical business values. Letters sent from an organization and received by it when classified and filed serve the purpose of reference. Precedents are available to guide future actions from files of outgoing and incoming letters. It has great archival value in helping to draw a graph of the growth or a slump in trade and business. Business letters have legal validity. In times of dispute and doubt they can provide substantial evidence to solve them. Many issues can be sorted out if mutual positions taken by transacting organizations are available through letters written by them.
Functions of a Business Letter
There are many functions of a business letter. We discuss here some functions depending on its paragraphs.
The main function of a business letter is to carry and deliver a message to an intended receiver. Such message is written in the body of a letter and such body is usually short but written in three (3) parts. Each paragraph reflects a particular task i.e.
· The first paragraph states the main idea,
· Second paragraph states supporting details; and
· Third paragraph highlights concluding message.

Task 2. Use the given phrases in the business letter of your own.
Opening Phrases:
•   Dear Madam				- Шановна пані
•   Dear Sir					- Шановний добродію
•   Dear Mister Malforn			- Шановний пане Малфорн
•   Dear Sirs					- Шановні панове
•   We have received your letter of... 	- Ми отримали Вашого листа від ...
•   We thank you for your letter of...		- Дякуємо за лист від ...
•   We have the pleasure to inform you	- Ми раді повідомити Вас
•   In reply to your letter of…			- У відповідь на ваш лист від...
•   To inform you…				- Повідомляємо вас…
•   We apologize for the delay 			- Просимо пробачення за затримку з
in answering your letter.   			відповіддю на ваш лист.
Linking Phrases:
•   There is no doubt that…				- Безперечно…
•   It is necessary to note…				- Необхідно відзначити, що…
•   We'd like to draw your attention to the fact... 	- Звертаємо вашу увагу на той 
•  Considering the above said…			- Беручи до уваги сказане…
•  In this connection…					- У цьому зв 'язку…
•  In connection with your request…			- У зв'язку з вашим проханням…
•  Otherwise we shall have…				- У противному разі ми будемо 
								змушені…
•  As regards your request…				- Щодо вашого прохання…
•  Up till now we have received no reply.		-Дотепер ми не отримали
•   In case of delay…					- У випадку затримки…
•   Incase of your refusal…				- У випадку вашої відмови…
•    In case you fail to make payments…		- У випадку несплати…

Closing Phrases:
•   We are looking forward to receiving your         	-Чекаємо вашої згоди/схвалення/
consent/approval/confirmation.                                 підтвердження.
•  Your prompt execution of our order would       	- Будемо вам вдячні за швидке
be appreciated.                                                            виконання нашого замовлення.
.•  We wish to maintain cooperation with you.        – Сподіваємося підтримувати
                                                                                    співробітництво.
• Your early reply will be appreciated.                  	- Будемо вам вдячні за швидку 
								відповідь.
• We are looking forward to hearing from you.     	- Сподіваємося отримати від Вас 
								відповідь найближчим часом.
•   If we can be of any assistance, please do not    	-Просимо звертатися до нас, 
hesitate to contact us.                                                 якщо потребуєте допомоги.
•  Yours faithfully/ sincerely                                     - З повагою

Task 3. Look through the structure of a business letter.[image: Structure of business letter]
Task 4. Read the article “10 NEW rules of business writing” (https://www.beledit.com/articles/10-new-rules-business-writing/) and say if the following sentences are True or False. Correct the false sentences.
1. In the UK it is not usual to write the sender’s name after the sender’s address.
2. A printed letterhead of a company gives a great deal of information about the type of a company.
3. References never appear in figures.
4. The month in the date should always be written in figures.
5. Inside address is written below the sender’s address and in the middle of the page. 
6. Ms is used for unmarried woman.
7. If you do not know the name of the person you are writing to, you should always find it out.
8. Attention line is used to draw attention of a company to a letter.
9. The comma after the salutation is optional.
10. Always type your name after your handwritten signature andyour position in the firm after your typed signature.

Task 5. Put the following phrases in the right column.
﻿
	Starting a letter
	Closing remarks



We are writing to inform you that ...
We are writing to enquire about ...
For further details ...
I recently read / heard about ..... and would like to know ....
We hope you are happy with this arrangement.
Having seen your advertisement in ..., I would like to ...
We hope you can settle this matter to our satisfaction
If we can be of any further assistance, please let us know.
If I can help in any way, please do not hesitate to contact me.
If you require more information ...
I received your address from ... and would like to ...
Thank you for taking this into consideration.
I am contacting you for the following reason.
Thank you for your help.
I would be interested in (obtaining / receiving) ...
I am writing to tell you about ...

Task 6. Put the following words in the correct order to make complete sentences and remember some basic ideas about the rules of writing the business letters.
1. Advertisement/ job/ people/ and/ If/ sitting/ home/ you/ want/ write/ you/ letters/ read/ it’s/ at/ a/ ring/ should/ use/ no.
2. Information/ me/ require/ hesitate/ please/ If/ to/ any/ not/ additional/ contact/ do/ you.
3. Accept/ Manager/ I/ offer/ Sales/ pleased/ the/ am/ your/ of/ post/ to/ of/.
4. In/ personal/ lay-out/ differs/ The/ respects/ the/ letter/ of/ some/ letter/ that/ the/ from/ business/ of/.
5. Some/ round/ consists/ off/ Conclusion/ the/ usually/ polite/ letter/ remark/ of/ to.

Task 7. Agree or disagree with the following statements.
1. In business letter print your signature and your name with the big letters.
2. There are no contractions in a formal letter.
3. It is becoming more frequent to address women as Ms in business letters, whether you know they are married or not.
4. The complimentary close is the most important part of the business letter.
5. The connectives are used for better comprehension of the contents.
6. The Letter Heading usually consists of two or three words, not more.
7. There is no any difference in writing the formal and informal letter.
8. If you do not know the name of the person for whom your letter is intended you may write as Mr. X or Mrs. X.
9. There are five parts which are necessary in any business letter.
10. It is not so important to observe the rules in writing business letters.

Перелік питань для самоконтролю:
1.When is a business letter usually used?
2.What does the overall style of letter depend on?
3.What are the main reasons to write a business letter?
4.Why is a business letter still very useful even today?
5.What kind of structure does a business letter of international standard have?
6.What structural elements does a complete business letter include?
7.Do some basic principles of a business letter remain unchanged?
8.There are some variants of layouts for business letters, aren’t there?
9.What does a printed letterhead of a company give?
10. What do references indicate?

UNIT 4.
BUSINESS LETTERS OF SOCIAL WELFARE SPHERE: GENERAL NOTIONS. THE VERB.
Питання до самостійного вивчення:
1. Business letters: general notions.
2. Sales letter. 
3. Order letter.
4. Complaint letter. 
5. Adjustment letter.
6. Inquiry letter.

Рекомендовані джерела:
Основні: 3-6. 
Додаткові: 9,12, 15, 18, 19, 20.
Інтеренет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read the text. Study new words.
 [image: Business Communication: How to Write a Formal Business Letter]

The Types of Business Letters.
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: 
· Appreciation letter –a letter of gratitude and appreciation for help extended, or a good business deal. 
· Thank you – is a letter of gratitude. 
· Congratulations – is a letter that praises the recipient for a job well done. 
· Letter of recognition – a written statement of recognized efforts similar to an appreciation letter. 
· 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. 
· Recommendation – is an endorsement letter to hire a certain person. 
· Sympathy letter – is a letter of condolences to a person or family. 
· Invitation letter – is a letter persuading a person or a company to join an event or an occasion. 
· Letter of credit – is a way of endorsing a certain business to be considered a credit loan. 
· Letter of interest – a reply to an invitation that confirms presence on the event/occasion. 
· Business memorandum – notices that are distributed to the staff. They are reminders of company activities, or imminent changes in the company. 
· Business introduction – is done to introduce a new business to the readers. 
· Business letter – a letter that talks about the plans for the business. 
· Donation letter – a letter asking for donations. 
· Termination letter – more popularly known as a resignation letter. It signifies someone's desire to leave a job permanently.
Business-to-Client letters are: 
· Welcome letter – welcomes the client and thanks him for choosing the company. 
· Letter of appreciation – thanks the client for having business with the company.
· Apology letter – asks the client for reconsideration, and apologizes for failing to deliver. 
· Collection letter – notices outstanding payments due. 
· Invoice letter template – this is asking the clients to state the invoice number of their transactions. 
· Letter of invitation – invites a client to join a certain gathering. 
· Marketing letter – is stating the newest products that the company will provide soon or is presently providing. 
· Rejection letter – is stating the rejection of the client's request.
Business letters are more formal in writing. Follow the formats strictly. Be concise, clear and direct to the point.

Task 2. Write these letters in the appropriate style using 120 – 180 words. Make sure to use the active vocabulary properly.
1) You need to buy new furniture for your company. Write an enquiry letter. EXAMPLE https://byjus.com/english/enquiry-letter/
2) Write an order letter for the new furniture for your company.
EXAMPLE https://byjus.com/english/order-letter/
	Referring to previous contact
	Thank you for your letter of March 15.
Thank you for contacting us.
In reply to your request, ...
Thank you for your letter regarding ...
With reference to our telephone conversation yesterday...
Further to our meeting last week ...
It was a pleasure meeting you in London last month.
I enjoyed having lunch with you last week in Tokyo.
I would just like to confirm the main points we discussed on Tuesday.

	Making a request
	We would appreciate it if you would ...
I would be grateful if you could ...
Could you please send me ...
Could you possibly tell us / let us have ...
In addition, I would like to receive ...
It would be helpful if you could send us ...
I am interested in (obtaining / receiving) ...
I would appreciate your immediate attention to this matter.
Please let me know what action you propose to take.

	Offering help
	Would you like us to ...?
We would be happy to ...
We are quite willing to ...
Our company would be pleased to ...

	Giving good news
	We are pleased to announce that ...
I am delighted in inform you that ..
You will be pleased to learn that ...

	Giving bad news
	We regret to inform you that ...
I'm afraid it would not be possible to ...
Unfortunately we cannot / we are unable to ...
After careful consideration we have decided (not) to ...

	Complaining
	I am writing to express my dissatisfaction with ...
I am writing to complain about ...
Please note that the goods we ordered on ( date )
have not yet arrived.
We regret to inform you that our order n° 3 is now
considerably overdue.
I would like to query the transport charges which seem unusually high.

	Apologizing
	We are sorry for the delay in replying to ...
I regret any inconvenience caused (by) ...
I would like to apologize for the (delay, inconvenience)...
Once again, please accept my apologies for ...

	Orders
	Thank you for your quotation of ...
We are pleased to place an order with your company for..
We would like to cancel our order n° .....
Please confirm receipt of our order.
I am pleased to acknowledge receipt of your order n° .....
Your order will be processed as quickly as possible.
It will take about (two / three) weeks to process your order.
We can guarantee you delivery before ... (date)
Unfortunately these articles are no longer available / are out of stock.

	Prices
	Please send us your price list.
You will find enclosed our most recent catalogue and price list.
Please note that our prices are subject to change without notice.
We have pleasure in enclosing a detailed quotation.
We can make you a firm offer of ...

	Referring to payment
	Our terms of payment are as follows ...
Our records show that we have not yet received payment of ...
According to our records ...
Please send payment as soon as possible.
You will receive a credit note for the sum of ..





Task 3. Read one of the examples of a business letter. State to what type it belongs to.

JACKSON & MILES
118 Regent Street
London WIC 37D
UK
Oct. 28, 2022
 
HOWARD & PRATT
Ladies' Clothing
306, 3d Avenue
Chicago, 111. 60602
USA
      Dear Sirs,
      We are pleased to make you a firm offer regarding our products in the size you require. Nearly all the models are obtainable and can be delivered to you by the end of November. All other models of dresses can be supplied by the middle of December 2000, subject to our receiving your order by 15th of November. If you prefer the goods tobe shipped byair freight,this kind of shipment will be charged extra at cost.
Yours faithfully,
D.A.Leary
Manager
Export Department
Sellers

Answer the questions.    
1.  When can the Sellers deliver the goods to the Buyers?
2. When can the Sellers supply all other models of dresses?
3.  What is charged extra at cost?

Task 4. Give a free translation of the following text.
1) Шановні добродії!
Торговельне представництво України в США повідомило нас, що Ви є єдиними імпортерами бавовняної тканини у західному регіоні України.
Наша компанія займається протягом багатьох років продажем такої продукції фірмам з пошиття постільної білизни на східному узбережжі США. Ми зацікавлені в закупівлі таких товарів безпосередньо на місцях їх виробництва. Ми хотіли б встановити з Вами ділові стосунки, та, за умов Вашого бажання, наш директор містер А. Бранстоун був би готовий виїхати до Києва, щоб вести з Вами перемовини щодо купівлі різного асортименту бавовняних тканин.
2) Шановні добродії!
Щиро вдячні за Ваш лист з повідомленням про Вашу зацікавленість нашими товарами. Ми будемо раді зустрітися з містером А.Бранстоуном в будь-який зручний для нього час. Ми будемо також вдячні, якщо Ви заздалегідь повідомите про день прибуття містера А. Бранстоун до Києва для того, щоб ми зустріли його в аеропорту. У відповідності до Вашого прохання ми надіслали Вам сьогодні окремим пакетом взірці з нашого останнього каталогу готової продукції.

Task 5. Match the letters with their definitions.

	1. Letter of request
	a) letter written to explain how a problem with a product or service may (or may not) be resolved

	2. Credit letter
	b) a letter sent by a customer to a business or agency to identify a problem with a product or service

	3. Letter of application
	c) a letter issued by bank at the request of the customer to pay for goods or services

	4. Letter of complaint
	d) a letter providing detailed information about a person while applying for a job

	5. Social-business letter
	e) a letter written to convince the recipient to purchase acertain product

	6. Sales letter
	f) a letter which is business-relatedbut social in nature

	7. Adjustment letter
	g) a letter written when you need certain information, permission, favour, service or any other matter which requires a polite and humble request



Перелік питань для самоконтролю:
1. What types of business letter do you know? 
2. What letters of two types are often used? 
3. What is the main aim of an offer? 
4. What information do the offers usually include? 
5. What are the types of the quotation? 
6. What phrases do usually open a free offer? 
7. How do a free and a firm offers differ from each other? 

UNIT 5.
FOLLOW-UP AND REFERENCE LETTERS OF SOCIAL WELFARE SPHERE. PAST TENSE FORMS.

Питання до самостійного вивчення:
1. Follow-up letter.
2. Letter of Recommendation.
3. Acknowledgement letter.
4. Invitation letter.
5. Letter of resignation.
Рекомендовані джерела:
Основні: 1-6. 
Додаткові: 8, 9, 10, 12, 17, 19, 20.
Інтернет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read the text. Make notes, study unknown words. 

[image: How to Write a Joining Letter? [Step-by-Step Guide] - Leverage Edu]

What is a business recommendation letter?
A business recommendation letter, or reference letter, is a recommendation for the services or products supplied by one company to another business or a person. The third party that produces the letter can either be an individual or a company, as long as there is a positive assessment of the subject business or individual.
The reference letter can serve several different uses:
· It can endorse the quality of products and services provided by a business to potential clients.
· It can act as verification of claims for services provided.
· It can positively influence job candidates wishing to know more about a business.
What to include in a business recommendation letter.
The format you use for a business recommendation letter will depend on the area and industry that the letter serves. The requirements for recommending a service-oriented business or vendor, for instance, will be different from that of a retailer, as they will include different elements. However, there a few common contents needed in almost every business letter of recommendation.
· The contact information of the recipient of the letter
· The purpose and reach or extent of the recommendation letter
· The date when you wrote the letter
· The information of the business entity or person that you're recommending
· Your name and contact information
· Your business or organization name and the name of the business or entity that receives the recommendation letter
· The date you wrote the letter
· A formal business salutation
· A statement that describes why you can write the letter
· Your overall knowledge or impressions of the entity that you're recommending (this can include operations of a business and the quality of services provided, or the character traits of a person.)
· The nature of your relationship with the entity that you recommend
· Details that demonstrate why the business or person is recommended
· If it is a directly related recommendation, you should indicate your willingness to interact with the person or business again.
· Tell the reader how you can be contacted for more information.
How to write a business a reference letter.
After defining the purpose of the letter, there are a few steps to follow to create an effective recommendation, including:
1. Collect all the required information
Make sure that you have all the related information about the company that you are recommending. For instance, you will need their contact info, business hours and area(s) of specialty. If you can't find all the information online, consider calling the company and asking.
2. List positive experiences with the company
List all the positive aspects of the company that you have experienced during your interactions. Detailing your history with the company or individual you're recommending will help ensure the person receiving your recommendation has a thorough understanding of why they should work with who you're recommending.
3. Obtain the names of all key people of the company
Obtain the names and titles of the key individuals of the company such as the CEO, managers and the owner or owners of the company.
4. Address the recipient by name and title
Begin your letter by formally addressing your recipients with their complete names.
5. Enter the subject line as "Recommendation" or "Reference."
If you're sending the letter as an email, the subject line would include "Reference" or "Recommendation."
6. Write the contents
The content of the body of the letter is where you state all of the related facts of who you are, your relationship to the entity, why you are writing, what interactions you've had, when they occurred and why you are recommending the business or person.
7. State the results of dealing with the company
In your recommendation, you should also mention how happy you were with the result of any interactions and offer to provide additional details.
8. End with a cordial professional salutation or invite
Your letter should close with a professional salutation that reflects the contents and tone of your relationship.




Task 2. Here is a sample recommendation letter to help guide you in writing your own reference letter:

Landon Simmons
Director of Operations
Forever Quest, LLC
459 Oldtown Pkwy

12/04/2022

To: Leandra Naves
Office Manager
Venue Tech Artist Management
17759 Greenbriar Blvd.

Subject: Letter of Recommendation

Dear Leandra Naves,

I am extremely delighted to recommend to you the exemplary quality services of Halford Tech, Inc. They provide all clients prompt and efficient 24-hour service. You will find that compared to other providers in the market, the quality of services and pricing is among the best in the region.

Halford Tech, Inc. has developed an outstanding reputation in the industry because there have been very few complaints over the last few years. I have never experienced a network interruption in the last five years that we have used the services. I also note that the company has received two consecutive gold star awards for internet service providers for the last two years, and I believe that it mainly due to a sterling reputation.

I strongly recommend Halford Tech, Inc. for all your Internet accounts and know that you will not be disappointed.

Feel free to contact me for more information.

Yours Sincerely,

Landon Simmons





Task 3. Familiarize yourself with the way of writing letters of acknowledgement.
Specimen 1.

Dear Mrs. N.,

We are pleased to confirm your order of 5th April 2003.

The goods will be forwarded according to your instructions, delivery by refrigerated lorry to your warehouse.

A copy of the waybill will be sent to you within a week.

The special shock-proof packing will be charged $ 10 per package.

Yours sincerely

Notes: warehouse - склад 
waybill- вантажна накладна 
shock-proof packing - протиударне пакування

Specimen 2.

Dear Sirs
As you requested in your letter of 7th April, we are sending 200 boxes by rail to Boulogne where our agent will personally supervise loading on board the Boulogne-Folkestone ferry.

We would remind you that these new boxes must not under any circumstances be stored in an enclosed space or near a heat source.

Please confirm receipt of goods immediately. 

Yours Sincerely

Notes: by rail - залізницею 
to store - зберігати
an enclosed space -закрите приміщення

Task 4. Find the English equivalents for the following:
1.	Ми повинні отримати ці товари до 20 березня.
2.	Сподіваємось, що Ваші поточні тарифи залишаються іце в силі.
3.	Ця позиція значиться у Вашому каталозі під номером 5618.
4.	Додаємо наше замовлення на ... .
5.	Ці товари є в наявності для негайної відправки.
6.	Здається, що цей матеріал відповідає потребам наших клієнтів.
7.Ми гадаємо, що Ви надасте нам 10% знижку за розміщення великого замовлення.
8.	Ваш представник порадив звернутися безпосередньо до Вас.
9.Сподіваємось, що для Вас буде можливим направити їх нам протягом тижня.
10.	При цьому направляємо бланк замовлення №....
11.	Ваша нова серія відповідає тому рівню якості, якого ми від неї чекали.
12.	Повідомте, будь-ласка, коли Ви зможете виконати наше замовлення.
13.	Будь-ласка, направте 50 одиниць ....
14.	Слідом за пробним замовленням надходитимуть регулярні замовлення.

Task 5. Remember the following phrases and sentences for writing Letters of Acknowledgement.
1.	Your order of 8 April is receiving our attention.
2.	We are pleased to advise you that the order has been dispatched today by car to San Francisco.
3.	We acknowledge receipt of your order for ... . This will be dispatched immediately upon receipt of your remittance for ... $.
4.	We thank you for your order of... which is being attended to and will be dispatched carriage forward.
5.	Your order will be completed by the stipulated date.
6.	The goods are to be collected at our works.
7.	Your agent will be notified when the order is ready to be called for.
8.	We are holding your order pending precise shipping instructions.
9.	Your order is being processed for immediate dispatch.
10.	Your order has been passed to our forwarding agents.
11.	As requested we have enclosed a packing note with the goods.

Task 6. Find the English equivalents for the following:
1.	На Ваш запит додаємо пакувальний лист до товару.
2.	Ми тримаємо Ваше замовлення в очікуванні чітких інструкцій щодо відправлення.
3.	Ми працюємо над Вашим замовленням для його негайного відправлення.
4.	Ми займаємось Вашим замовленням від 8 квітня.
5.	Ми передали Ваше замовлення нашому експедитору.
6.	Ваше замовлення буде виконано до призначеної дати.
7.	Ми раді Вам повідомити, що товар на Ваше замовлення було сьогодні відвантажено залізницею (вантажним автомобілем) до Сан-Франциско.
8.	Підтверджуємо отримання Вашого замовлення на ... . Воно буде відправлене негайно після отримання від Вас переказу на ... доларів.
9.	Товари необхідно отримати у нас на заводі.
10.	Дякуємо Вам за Ваше замовлення ..., яким ми займаємося і яке буде відвантажене з оплатою доставки одержувача.
11.	Ми повідомимо Вашого агента, коли буде готове замовлення для відправки.
Перелік питань для самоконтролю:
1. What is a business recomendation letter?
2. What does a recomendation consist of?
3. What should you state in the content of the body of the letter?
4. What is expressed in an acknowledgement?
5. What should an acknowledgement contain?

UNIT 6.
COMMERCIAL CORRESPONDENCE IN THE SPHERE OF SOCIAL WELFARE. FUTURE TENSE FORMS.

Питання до самостійного вивчення:
1. Types of contracts: oral and written. Formalities of writing contracts. Oral contracts peculiarities.
2. Invitation to treat (offer).
3. Agreement and third parties.
4. Contractual obligations.
5. Warranties.
6. Representation vs warranties.

Рекомендовані джерела:
Основні: 1, 4, 5.
Додаткові: 8, 9, 10,12, 14, 16, 17, 19. 
Інтеренет-ресурси: 22, 23, 25.

Перелік індивідуальних завдань:
Task 1. Agreements and contracts contain a lot of legal terms rarely used in everyday speech. Study the list of words and combinations of words given below and be sure you understand their meaning before you read the text of the contract. Study the text of the contract. Translate it into Ukrainian.
[image: What's next after signing the contract? (Part 1) - Silverthorne Homebuilders]

Hereinafter, refer, of the one part, of the other part, appendix, shipment, clause, bill of lading, certificate of quality, insurance policy, party, execution, non-execution, amendment, supplement, come into force, on behalf of, Chamber of Commerce, notification, entail, release.

Contract
Lucia, Bacardia			 June 6, 2021
Basic Machinery Inc., Lucia, Bacardia, hereinafter referred to as "the Seller", of the one part, and Solaro Industries of Djakarta, Indonesia, hereinafter referred to as "the Buyer", of the other part, have concluded the present Contract for the following:
1. Subject of the Contract.
1.1. The Seller has sold and the Buyer has bought the machinery as listed in Appendix 1, being an integral part of this Contract.
[bookmark: bookmark2]2. Total Value of the Contract.
2.1. The Total Value of the Contract includes:
Machinery + documentation	$20000,000
Installation, putting intooperation, and training personnel $250,000
Spare parts	$500,000
Shipment	$50,000
Discount	$60,000
Total Contract Value	$20740,000
[bookmark: bookmark3]3. Time of Delivery.
3.1.The machinery listed in Appendix 1 is to be delivered within four (4) months from the date of payment specified in Clause 4.1. of this contract.
3.2.The delivery date is understood to be the date of the clean Bill of Lading issued in the name of the Buyer, destination Djakarta, Indonesia.
4. Terms of Payment.
4.1.Within forty five (45) days from the date of signing this Contract, the Buyer is to make a wire transfer of one hundred percent (100%) of the total contract value to the account of the Seller at the Bank of Lucia, Lucia, Bacardia.
4.2.Wire transfer payment at the rate of hundred percent (100%) of the total contract value is to be effected in US dollars against the following documents:
4.2.1.	Original Bill of Lading issued in the name of the Buyer, destination Djakarta, Indonesia.
4.2.2.	Shipping specification.
4.2.3.	Certificate of Quality.
4.2.4.	Insurance policy.
5. Guarantee of Quality.
5.1.The guarantee period is 18 month from the date of putting the machinery into operation, this date specified in an appropriate Act signed by representatives of the Parties to the present Contract.
5.2.If the machinery proves to be faulty within the Guarantee period, the Seller must replace it at his expense, as well as deliver the replaced machinery or parts to the Buyer.
6. Terms of Shipment.
6.1.The machinery is to be shipped by sea in containers packed and marked as specified in Appendix 2 of this Contract.
6.2.The Buyer is to be informed by the Seller regarding the date of shipment, the Bill of Lading number, number and weight of containers, the vessel name. Notification is to be done by fax within twenty-four (24) hours after shipment.
7. Insurance.
7.1. Insurance policy is to be provided by the Seller who covers the insurance expenses from the moment the machinery under this contract is dispatched until the moment it is delivered to the Buyer at the port of destination.
8. Sanctions.
8.1.In the event of delay in delivery of the machinery, the Seller is to pay the Buyer a penalty at the rate of 3% of the total contract value for every five (5) days of delay.
8.2.The delay of less than five days entails no penalty.
9. Force Majeure.
9.1.The Parties are released from their responsibility for partial or complete non-execution of their liabilities under the Contract should this non-execution be caused by force majeure circumstances, including: fire, flood, earthquake, war, strike, catastrophe at sea, and not limited to these circumstances if they had a direct damaging effect on the execution of the present Contract.
9.2. The Party unable to fulfill its obligations under the present Contract is to inform the other Party within one week (7 days) of the beginning of force majeure circumstances.
10. Arbitration.
10.1.	The Seller and the Buyer will do everything in their power to settle any disputes or differences which may arise out of the present Contract.
10.2.	If the parties do not come to an agreement, all disputes and differences will be submitted to arbitration in Helsinki, Finland, in accordance with the regulations of the Chamber of Commerce in Helsinki and applying the laws of Finland.
11. Other Terms.
11.1.	Any changes, amendments, and supplements to the conditions of this. Contract are valid only if set forth in a written document signed by author - sized representatives of both Parties to this Contract.
11.2.	The Contract becomes effective and comes into full force from the date of its signing.
12. Legal addresses of the Parties.

	Seller
	Buyer

	Basic Machinery Ltd.
	P.O. Box 505

	17 Rose Lane
	Djakarta, 77077

	Lucia, Bacardia
	Indonesia

	for and on behalf of the Seller
	for and on behalf of the Buyer

	Jennifer Masumi
	Richard Johnson

	Senior Executive Officer
	Managing Director

	


Task 2. Find the words or word combinations that mean the following:
1) the period during which goods have to be given or sent to the Buyer;
2) conditions of paying for the goods bought;
3) the process of settling a dispute between two parties by a third party acting according to some norms and regulations;
4) the total cost of getting the goods – what the Buyer has to pay to the Seller;
5) the practice by which an individual or company secures financial compensation for loss or damage;
6) the way of confirming that the products manufactured by a firm are as good in reality as announced or that they fully meet a certain standard;
7) punishment (usually by imposing some fine to be paid) for not observing certain conditions of a contract or agreement;
8) circumstances that cannot be controlled.
 
Task 3. Complete the text with the words and phrases from the box, using them in the appropriate form.
	to be concerned, to be defined, to refer, to make, to exist, to enforce, to seek, 
to be brought, to be involved, to be, to fail, to happen



There are many exciting and challenging sectors in the world of business, such as marketing, accounting, and computers, but possibly none is quite so intriguing as the part that involves business law. Much of business law _____________ with business transactions and the contracts that accompany them.
A contract is a binding agreement between two or more parties. The word “parties”__________ to the people or organizations involved in the contract. Most consumers __________ thousands of contracts in their lifetime. You will probably be involved in at least one today. For example, did you ride on the bus or subway to school this morning? Or did you purchase something in the cafeteria today? If you did, then you ___________ in a contract. You may have noticed from the examples that not all contracts are written on paper. Actually, there are three different types of legal agreements: implied contracts, which develop from certain actions that a person takes, such as getting on a bus; oral contracts, which are spoken agreements; and written contracts, which contain the details of the transaction and the signatures of the parties.
For a contract to be valid or enforceable in court, certain conditions must ________ present. There must be mutual agreement between the parties. There must be consideration involved in the transaction (each side gives up something of monetary value). All parties must be mentally competent and be able to understand the implications of the contract, and none must be a minor. The contract must not involve anything illegal. Certain contracts such as real estate deals and agreements lasting longer than one year must be in writing.
When one party ___________ to fulfill any part of the contract, a breach of contract has occurred. When this ___________, the other party is freed from all or part of the obligations under the contract.
People considering the purchase of a house or property should __________ legal advice from a lawyer. A lawyer’s research may prevent the buyer from being involved in hidden costs, such as unpaid taxes, mortgages, or unpaid repair bills.
Most consumer transactions in retail stores are covered by the Sale of Goods Act. Those set of laws requires that three conditions exist before such transactions can ___________ to court. There must be written evidence of the sale; part of the transaction must have already occurred; and value of the item must be above a certain amount, depending on the province.
Most major department stores, however, offer to handle product returns of any amount as long as the customer can produce the bill of sale and any manufacturer’s warranty that might have come with the product. This customer policy __________ because the store management wants good public relations rather than because the law ___________ the stores to accept the returns.
Most labour agreements ____________ as master and servant relationships, in which the employer, the master, defines and directs the work that the employee, the servant, is expected to do. Civil court cases, over the years, have established basic guidelines that outline the duties of both parties.
Government statutes and collective agreements often further define the relationship, depending on the group involved.

Task 4. List each of the following transactions and, beside each, state whether it represents an implied, oral, or written contract.
* Taking a bus
* Purchasing clothing on credit. Alterations are required.
* Buying a house.
* Bidding at an auction.
* Buying a magazine at a variety store.
* Purchasing life insurance.
* Getting a bank loan.
* Purchasing a bicycle from a neighbour.

Task 5. Find the words or word combinations that are often used in contracts and mean the following:
	1) in what follows;

	2) transportation of goods, goods transported.

	3) something added;

	4) an addition to a document or book;

	5) a revision or change made in a document, law, etc.;

	6) informing somebody about something;

	7) an article in a legal document;

	8) a contract between an individual or company and an insurance company;

	9) to bring as a consequence;

	10) to become valid, to start operating.


Task 6. Use the words and word combinations from the exercise above to complete the sentences below.
a) The Company will __ be referred to as the Seller.
b) We hope to receive your __ of delivery on the day of __.
c) The contract __ on the date of its signing.
d) __ 2.1. needs some __. We cannot sign the documents if it is not changed.
e) Your breaking an agreement on time of delivery will	 __ penalty.
f) All __ to the conditions of this Contract are valid only after both parties have agreed tothem in writing.
g) You should get an __ before starting on such a long journey.

Task 7. Agree or disagree with the following statements.
1. Contract is a legally binding agreement between two or more parties.
2. It is essential that the parties to a contract have legal capacity (power) and freedom of contract.
3. Legal contract is one that is for a purpose which is an offence against the law, or against the national interest.
4. Oral contracts are spoken agreements.
5. Written contracts contain the details of the transaction and the signatures of the parties.
6. Insurance is the practice of sharing among many persons risks to life or property, but contract mustn’t be insured as a rule.
7. Disputes are strong disagreements which are tried in court.
8. It’s not necessary for all the parties to be mentally competent and be able to understand the implications of the contract.
9. A buyer is a person who purchases something.
10.A seller is a vendor.

Task 8. Give a free translation of the following text.
Контракт - юридично обов’язкова угода між двома або кількома особами, в якій визначаються певні економічні дії (постачання і придбання товарів, виконання робіт та ін.) збоку учасників і відповідальність за їх виконання. Контрактом вважається також особлива форма трудового договору, за яким наймають працівників державні, орендні, кооперативні підприємства та в інші організації й установи.
Основними елементами контракту є його предмет, базисні умови постачання товарів або виконання робіт чи надання послуг, кількість та якість товарів тощо, упаковка та маркування товарів, ціни й умови контракту, умови оплати, страхування.
Існують такі види контрактів:
1) гарантійні (надається гарантія на надання послуг упродовж
періоду його дії);
2) зв’язані (угода продажу товарів забороняє укладати аналогічні
угоди з іншими партнерами);
3) на термін (постачання товарів у певній кількості в обумовлений
термін у майбутньому тощо).
Перелік питань для самоконтролю:
1. What is acontract?
2. What are the clauses of a contract?
3. What are the parties of a contract?
4. What is an agreement?
5. What are the clauses of an agreement?
6. What are the parties of an agreement?
7. What are the difference between a contact and an agreement?
8. What parts are similar and what parts are totally identical?

UNIT 7.
NEGOTIATIONS IN THE SPHERE OF SOCIAL WELFARE. MODALS.
Питання до самостійного вивчення:
1. Distributive and integrative negotiations. 
2. Negotiation strategies.
3. Negotiation style.
4. Types of negotiators.
5. Team negotiations.
6. Non-verbal communication in negotiations.

Рекомендовані джерела:
Основні: 1-6. 
Додаткові: 11, 12, 15, 16, 20. 
Інтернет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read and translate the text “What is Negotiation?”. Make a list of new words.
[image: What is Negotiation & What are the Best Negotiation Tactics — Negotiating  Wisdom]
Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute.
In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps an organisation they represent). However, the principles of fairness, seeking mutual benefit and maintaining a relationship are the keys to a successful outcome.
Specific forms of negotiation are used in many situations: international affairs, the legal system, government, industrial disputes or domestic relationships as examples. However, general negotiation skills can be learned and applied in a wide range of activities. Negotiation skills can be of great benefit in resolving any differences that arise between you and others.
Stages of Negotiation
In order to achieve a desirable outcome, it may be useful to follow a structured approach to negotiation. For example, in a work situation a meeting may need to be arranged in which all parties involved can come together.
The process of negotiation includes the following stages:
· Preparation
· Discussion
· Clarification of goals
· Negotiate towards a Win-Win outcome
· Agreement
· Implementation of a course of action
1. Preparation
Before any negotiation takes place, a decision needs to be taken as to when and where a meeting will take place to discuss the problem and who will attend.  Setting a limited time-scale can also be helpful to prevent the disagreement continuing.
This stage involves ensuring all the pertinent facts of the situation are known in order to clarify your own position.  In the work example above, this would include knowing the ‘rules’ of your organisation, to whom help is given, when help is not felt appropriate and the grounds for such refusals.  Your organisation may well have policies to which you can refer in preparation for the negotiation.
Undertaking preparation before discussing the disagreement will help to avoid further conflict and unnecessarily wasting time during the meeting.
2. Discussion
During this stage, individuals or members of each side put forward the case as they see it, i.e. their understanding of the situation. 
Key skills during this stage include questioning, listening and clarifying.
Sometimes it is helpful to take notes during the discussion stage to record all points put forward in case there is need for further clarification.  It is extremely important to listen, as when disagreement takes place it is easy to make the mistake of saying too much and listening too little.  Each side should have an equal opportunity to present their case.
3. Clarifying Goals
From the discussion, the goals, interests and viewpoints of both sides of the disagreement need to be clarified. 
It is helpful to list these factors in order of priority.  Through this clarification it is often possible to identify or establish some common ground. Clarification is an essential part of the negotiation process, without it misunderstandings are likely to occur which may cause problems and barriers to reaching a beneficial outcome.
4. Negotiate Towards a Win-Win Outcome
This stage focuses on what is termed a 'win-win' outcome where both sides feel they have gained something positive through the process of negotiation and both sides feel their point of view has been taken into consideration. 
A win-win outcome is usually the best result. Although this may not always be possible, through negotiation, it should be the ultimate goal.
Suggestions of alternative strategies and compromises need to be considered at this point.  Compromises are often positive alternatives which can often achieve greater benefit for all concerned compared to holding to the original positions.
5. Agreement
Agreement can be achieved once understanding of both sides’ viewpoints and interests have been considered. 
It is essential to for everybody involved to keep an open mind in order to achieve an acceptable solution.  Any agreement needs to be made perfectly clear so that both sides know what has been decided.
6. Implementing a Course of Action
From the agreement, a course of action has to be implemented to carry through the decision.
Failure to Agree
If the process of negotiation breaks down and agreement cannot be reached, then re-scheduling a further meeting is called for.  This avoids all parties becoming embroiled in heated discussion or argument, which not only wastes time but can also damage future relationships.
At the subsequent meeting, the stages of negotiation should be repeated.  Any new ideas or interests should be taken into account and the situation looked at afresh.  At this stage it may also be helpful to look at other alternative solutions and/or bring in another person to mediate.
In any negotiation, the following three elements are important and likely to affect the ultimate outcome of the negotiation:
· Attitudes
· Knowledge
· Interpersonal Skills
Attitudes
All negotiation is strongly influenced by underlying attitudes to the process itself, for example attitudes to the issues and personalities involved in the particular case or attitudes linked to personal needs for recognition.
Always be aware that:
· Negotiation is not an arena for the realisation of individual achievements.
· There can be resentment of the need to negotiate by those in authority.
· Certain features of negotiation may influence a person’s behaviour, for example some people may become defensive.
Knowledge
The more knowledge you possess of the issues in question, the greater your participation in the process of negotiation.  In other words, good preparation is essential.
Do your homework and gather as much information about the issues as you can.
Furthermore, the way issues are negotiated must be understood as negotiating will require different methods in different situations.
Interpersonal Skills
Good interpersonal skills are essential for effective negotiations, both in formal situations and in less formal or one-to-one negotiations.
· Effective verbal communication.
· Listening.
· Reducing misunderstandings is a key part of effective negotiation.
· Rapport Building.
· Problem Solving.
· Decision Making.
· Assertiveness.
· Dealing with Difficult Situations.

Task 2. Put the following words in the correct order to make complete
sentences and remember some basic ideas about business dealings.
1. When / of / Americans / Ukrainians, / making business decisions, /
tend / contracts and prices / to focus on / personal relationships. / comparing, /
on the other hand, / compare / the depth /
2. Most Ukrainians / are / with / friends. / prefer / people / to do business /
who / close /
3. For Americans, / is / the centre / sessions. / the contract / usually / piece
of / negotiating /
For the Ukrainian, / often / the relationship / is / and / are / merely thought of / as
polite ceremonies, / and starting points / contracts and protocols / for further
negotiation. / the focal point, /
4. Because Ukrainians / have trouble / (or do not want to) / often /
consider / to be friends, / saying no, / their business partners / and will promise
things / they cannot / deliver. / Ukrainians business leaders /







Task 3. Read the sentences and make up the text.
Problem Negotiations
	1
	The other side may be richer, better connected, with a larger staff, or have more powerful weapons.

	2
	It can create the impression of a stalemate, which the other side will be impelled to break by offering something different

	3
	You can't change that, but you can protect yourself from making a bad agreement

	4
	Sometimes, Fisher and Ury note, you're not negotiating on a level-playing field.

	5
	Know what you'll do if the negotiations fail.

	6
	Before negotiations start, know the worst outcome you'll accept

	7
	At the same time, make the most of your assets.

	8
	Keep that in mind as your bottom line.

	9
	Silence is your best weapon.

	0.
	Don't push back

	1.
	You may encounter opponents who won't budge from their positions.

	2.
	Be willing to break off negotiations if you can’t reach an acceptable agreement.



Task 4. Which of these expressions are used for the purposes specified in the table below? Complete the table with these expressions.
	Purpose

	Expressions

	Starting a letter
	•	One at a time, please. First Claudia, then Steven.
•	What's your view on this, Nadine?
•	Perhaps we could get back to the main point?
•	Mike, after we've heard from David. Can we have your views? I know you have some experience of this problem.
•	I think we should move on now.
•	Is there anything else we should consider?
•	Can we come back to this later?
•	We need to analyze this in a little more depth.
•	Could you just hang on a moment please?
•	Let's leave that aside for the moment.
•	Can we go round the table to see if everyone agrees?
•	Pavel, could you just let Nikolay finish? I'll come back to you in a moment.
•	So, basically, what you're saying is ...
•	OK, let's go over what we've discussed so far.
•	Antonio, this is your field. In a few words, can you tell us what you think?
•	I'm not sure that's relevant.
•	How do you feel about this, Bob?
•	I think we need to look at this in more detail.
•	What other ways are there to approach this?

	Deal with interruptions
	

	Keep moving
	

	Focus the discussion
	

	Check agreement
	

	Widen the discussion
	

	Summarize
	



Task 5. Complete the text with the words and phrases from the box, using
them in the appropriate form.
	Reasons, recommendations, specific, best, accurate, essential, discussion, 
awkward, reaction, brief


Meeting is an _____part of your work in business. They are held for three main ______: 1) to carry out training, 2) to transmit information, 3) to solve a problem.
Read the following __________ and try to follow them in your life.
Before you call the meeting:
-decide if the meeting is the _______ method of achieving the objective;
-put the objective in writing;
-collect all the information necessity;
-select ______ items for discussion;
-anticipate difficulties, _______ members and prepare documents and courses
of notion to overcome the difficulties expected;
-prepare the agendas with no more than 5 objectives.
During the meeting:
-state the purpose of the meeting;
-outline the objectives it is hoped to achieve;
-do not impose your views on the group;
-direct ________ toward the objectives;
-develop participation by contrasting different viewpoints;
-watch the clock and note ______ of members who appear to be loosing interest;
-where opinion is divided a vote is to be taken.
After the meeting:
-the secretary of the meeting prepares “minutes”;
-minutes must be an ________ account of the substance of the meeting. No opinions, no discussions, no irrelevant talk. They should be ________;
-minutes should follow the agenda of the meeting.

Task 6. Agree or disagree with the following statements.
[image: http://elearning.mslu.by/static/assignments/85/img/unit15_2.png]


Tips for better meeting:
1. Hold meetings early in the day and don’t allow phone calls to interrupt the proceedings.
2. Pay particular attention to meeting; chairs should not be plasticcovered but fabriccovered and firm.
3. If you know you are going to have a difficult person at the meeting, sit that person on your fight or left. If this person is allowed to sit opposite you, the meeting will often be split into two.
4. Get everyone to contribute to the discussion but don’t put people on the spot by asking: “What do you think, Jane?”.
5. Place your watch on the table in front of you so that people can see you are going to run to time; start on time; finish when you say you will.
6. Avoid letting people know what you think before they have made their views known.

Task 7. Watch the video (https://www.youtube.com/watch?v=225-UFdBU4c). Write an essay on one of the following topics.
[image: Strategic Negotiations: Essential Skills and Knowledge - Shapiro  Negotiations]
1. Successful negotiations and their principles. 
2. Your experience in carrying the negotiations or business meeting.
 3. Main drawbacks of the meetings you’ve been present at. 

Перелік питань для самоконтролю:
1. What negotiating techniques can you name?
2. What are the basic points of negotiation?
3. Are there three groups of strategies? Can you characterize them?
4. Will you seek an agreement?
5. Can you define your limits?
6. What is the most important in concluding strategies?
7. What governs the length of the negotiation?
8. How can information be gathered?
9. Can you tell the ways for exercising the power?
10. What way is the most important to negotiate successfully?

UNIT 8.
MODERN MEANS OF BUSINESS COMMUNICATION COMMUNICATION IN THE SPHERE OF SOCIAL WELFARE.
SEQUENCE OF TENSES. THE PASSIVE VOICE.

Питання до самостійного вивчення:
1. Role of Technology in Business Communication.
2. Business Etiquette.
3. Electronic communication in business.
4. Telephoning. Fax and e-mail. Websites. The Internet.

Рекомендовані джерела:
Основні: 2, 3, 6. 
Додаткові: 8, 9, 10, 13, 15, 14, 20. 
Інтернет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read and discuss the text. Write out the unknown words.
[image: Яким буде інтернет в 2030 році - TechToday]

INTERNET
The best way to think of the Internet, or Net as it is often called, is a vast global network of networks connecting computers across the world. At present, more than 33 million people use Internet and over three million computers worldwide are linked in. They use the Net for transferring data, playing games, socializing with other computer users, and sending e-mail.
The Net was dreamt up in the late 1960s by the US Defense Department's Advanced Research Projects Agency which decided that it needed a means by which messages could be sent and received even if phone lines were inoperative. In 1969, there was a network of just four computers. By 1972 the number had risen to 40. About this time the idea of electronic mailbox was born. By 1984 the Internet began to develop into the form we know it today.
The Internet can be divided into five broad areas.
Electronic mail, which is much faster than traditional mail. Anything that can be digitized (converted into digital form) – pictures, sound, video – can be sent, retrieved, and printed at the other end.
Information sites.This is perhaps the fastest growing area of the Internet as more and more people put their own information pages on line. Computers process vast amounts of information very fast, by specifying a key word or phrase. The computer can then search around the Net until it finds some matches. These information sites are usually stored on big computers that exist all over the world. The beauty of the Net is that you can access all of them from your home, using your own PC.
The World Wide Web,usually referred to as WWW or 3W, is a vast network of information databases that feature text, sound, and even video clips. On the WWW you can go on a tour of a museum or exhibition, see the latest images from outer space, go shopping, and get travel information on hotels and holidays.
Usenet is a collection of newsgroups covering any topic. Each newsgroup consists of messages and information posted by other users. There are more than 10,000 newsgroups and they are popular with universities and businesses.
Telnet programs allow you to use your personal computer to access a powerful mainframe computer.

Task 2. Watch the video https://www.youtube.com/watch?v=ne2jN_wMNfw and make a list of advantages and disadvantages of the Internet. 
Task 3. Put the following words in the correct order to make complete sentences and learn some basic ideas about “Doing Business on the Internet”.
[image: Що таке Інтернет? ⋆ FutureNow]
1. Тhe Internet / millions / the world / ever / opens up / been / communication / makes / vast / and / users / the easiest / opportunities / resources / business / for / of / around / and / it / has.
2. The Internet / from / you / is / holding / of data / can / a worldwide / vast / access / a PC / network / directly / that / quantities / of computers.
3. An intranet / which / the same / as / is / uses / a network / the Internet / technology.
4. The World Wide Web / the most / users / as the Web (WWW) / to be / also / considered by / aspect / is / of / referred to / the Internet / many / exciting.
5. The pages / form / interesting / a vast / of the Web / accessible / of topics / cover / and easily / presented in / range / an attractive.

Task 4. Give a free translation of the following text.
Проблеми охорони інтелектуальної власності сьогодні вийшли в світі на перший план і стали вже не просто юридичними або комерційними питаннями. Унаслідок всеосяжної інтелектуалізації сучасної світової економіки вони дедалі більше стають політичною проблемою, пов’язаною з економічною безпекою та вимагають стратегічних підходів до їх вирішення.
Процеси інтелектуалізації досягли надзвичайно високої інтенсивності, немислимої ще десятиліття тому. Нині у світі діють понад 4 млн. патентів; щороку подається приблизно 700 тис. заявок на патентування; у 2020 році дохід від продажу ліцензій на запатентовані об’єкти становив 100 млрд. дол., що вдесятеро більше, ніж 2019 року.
Слід підкреслити, що протягом останнього десятиліття в Україні відбувався досить інтенсивний процес становлення системи охорони інтелектуальної власності.
На сьогодні система органів регулювання сфери охорони інтелектуальної власності в Україні перебуває в завершальній фазі формування й уже спроможна виконувати свої основні функції. Її регулюють 37 законів і понад 100 підзаконних актів, дія яких поширюється щонайменш на 16 самостійних об’єктів авторського права в галузі науки, літератури й мистецтва, три види об’єктів суміжних прав, дев’ять видів промислової власності й на сферу захисту від недобросовісної конкуренції. Однак ефективність системи знижує цілий комплекс проблем, що вимагають невідкладного розв’язання.

Task 5. Read and discuss the text. Try to retell it.
[image: Замена отправителя apache в email уведомлениях | Нотатки системного  адміністратора]
Topical words
to retrieve – отримувати; знайти
password – пароль
userid – ідентифікація користувача; ім’я або псевдонім
personal handle – приватне користування, особистий код
domain – домен (місцезнаходження або сфера діяльності адресанта)
server – сервер, накопичувач
login – логін (комп’ютерне ім’я)
E-mail
The electronic mail (e-mail) was started in the late 60s by the U.S. military that were searching for a way of communication in the event of a large-scale nuclear war. They needed a system that would be decentralized, reliable, and fast in case the central institutions were destroyed. They came up with e-mail.
In the early 70s, e-mail was limited to the U.S. military, defense contractors, and universities doing defense research. By the 70s it had begun to spread more broadly within university communities. By the 80s, academics in a number of fields were using e-mail for professional collaboration. The 90s saw an explosion of the use of e- mail and other computing networking. It is estimated that more than 25 million people throughout the world were using it in the mid-90s.
E-mail is a way of sending a message from one computer to one or more other computers around the world. A subscriber to e-mail needs a terminal, such as a PC, a telephone line, and a modem, which is a device of converting signals into text. E-mail users must also have access to a mailbox, which they can call from anywhere in the world to retrieve messages. They receive a mailbox number and a password for confidentiality.
E-mail is fast, cheap, and relatively reliable. It permits to send large amounts of information to different addressees and allows people to retrieve messages at any time.
A typical e-mail address is: direct@askbooks.kiev.ua (the e-mail address of the A.S.K. Publishers House). The part to the left of the @ sign, called use rid, has been chosen as a personal handle. The part to the right is called the domain and represents the particular computer that receives and delivers the message.
E-mail message usually comes into two parts: the heading and the body. The heading includes: the date, the writer's name, the addressee's name, which is to receive a copy (c.c.), if any, and the subject. The body of the message bears an ordinary content of a letter but a bit shorter.
The golden rule for writing e-mail messages is KISS (keep it short and simple). Use short phrases instead of long, active voice instead of passive; avoid foreign words, metaphors, and scientific terms.
There's no bold in e-mail, so use capitals or asterisks. Among the abbreviations used in e-mail there are: BTW – by the way; IMHO – in my humble opinion; CONT – container; SHPT – shipment; RQST – request; BUZ – business; MESS – message.

Task 6. Complete the sentences with the enlisted words.
a) INBOX		
b) OUTBOX		
c) SENT ITEMS	
d) NEW MSG/NEW/NEW MAIL/COMPOSE
e) REPLY
f) FORWARD
g) ADDRESS BOOK
h) SEND/RECV/SEND&RECEIVE
i) capital/small/at/dot
j) DRAFTS
1) My address is HollyWoods@hotmail.com, that’s ______ H ______ o-l-l-y ______W ______ o-o-d-s ______ hotmail ______ com.
2) I need my ______ to add/remove/amend e-mail addresses.
3) My ______ is where my incoming messages are stored.
4) If I ______ a message it goes on to another person.
5) With “______” I can write a new letter.
6) If I press ______ I connect with Internet.
7) I look at ______ to see what messages I have sent.
8) Before being sent across Internet, my messages are stored in the ______ .
9) I need to send an answer to that message, I’ll use ______ .
10) I’ll have to finish that e-mail later, I’ll store it in ______ .

Task 7. There are a lot of words/phrases for the Internet. Match the following terms and phrases with their explanations.
	1. attachment
	a) where you incoming messages are stored.

	2. bandwidth
	b) pass along an e-mail to another address.

	3. bcc
	c) the speaker is considered incompetent or ignorant. 

	4. bounce message
	d) a quotation added to a signature.

	5. forward
	e) error message returned by an e-mail system.

	6. mailbox
	f) an emotional and often angry or rude message.

	7. sig quote
	g) blind courtesy copy.

	8. spam
	h) a measure of how much information can be sent.

	9. a flam
	i) unsolicited e-mail messages (usually unwanted).

	10. burble
	j) a file linked to an e-mail message. 



Task 8. Choose the correct definition.
 1. E-business	a) economic business    b) electronic business
2. T-commerce	a) total commerce          b) television commerce
3. C2B		a) customer to business b) client to boss
4. B2B		a) buyer to boss              b) business to business
5. IMO		a) international monetary organization
			          b) in my opinion
6. IMHO		a) in my humble opinion
     b) international monetary help organization
7. OTL		a) over the limit              b) out to lunch
8. HSIK		a) how should I know     b) have something in kit
9. SPAM		a) unwanted mail            b) compacted meat
10. LOL		a) look over lengthily     b) laugh out loud
11. BBL		a) bring back later          b) be back later
12. TTYL		a) talk to you later          b) the time you left
13. NOYB		a) not only your business
			          b) none of your business
14. FWIW		a) for what it’s worth      b) full with internet words
15. IRC		a) internet relay chat       b) internal relay comment

Task 9. Write an essay on one of the following topics.
1. Advantages and disadvantages of online services.
2. When do we use E-commerce?
3. The popularity of the Internet system today.

Перелік питань для самоконтролю:
1. Tell the story of creating the Internet.
2. What is the purpose of using the Internet?
3. Which main spheres/branches of using the Internet do you know?
4. What is e-mail?
5. How does a typical e-mail address look like? Give examples.
6. What does an e-mail message consist of?
7. Name abbreviations used when writing an e-mail message.

UNIT 9.
SOCIAL MEDIA AND NETWORKING IN THE SPHERE OF SOCIAL WELFARE. СONDITIONALS. THE INFINITIVE.

Питання до самостійного вивчення:
1.  Social media and networking: general notions.
2. Netiquette.
3. Skype.
4. Facebook.
5. MySpace.
6. YouTube.
7. Twitter. Instagram.
8. Media mechanisms for growing the customer base.

Рекомендовані джерела:
Основні: 1-6. 
Додаткові: 7, 8, 9, 11, 15, 19, 20. 
Інтернет-ресурси: 21-27.

Перелік індивідуальних завдань:
Task 1. Read and discuss the text. Write out the unknown words.
Top ten tips to get started in social networking.

[image: 26 Social Networking Websites To Strengthen Your Network]

1. Join some discussion groups. A good place to start is Yahoo! Groups (http://groups.yahoo.com/). Search for groups discussing topics you are interested in, set up an account and join. Some groups are terrible, some are deathly quiet, but some are fantastic. If you find a lively group, get involved by replying to other people’s messages, even if it’s just “Great idea – thanks”.
2. Join LinkedIn (http://www.linkedin.com/) and use it to build your professional network. Invite lots of people to connect: most people will be happy to connect with you, if your profile shows that your work or experience is in some way similar to their own, even if they don’t know you yet. LinkedIn is also full of amazing groups: join as many as you can, and get involved.
3. Join Facebook (http://www.facebook.com), but be careful to keep your business contacts separate from your close friends. The last thing you want is for your ex- school friends and your cheeky cousins to get involved in conversations with your important business contacts. You also don’t want to bore your friends and family with posts about work all the time. The safest approach is to have two accounts, one for work and one for fun.
4. Join Twitter (http://www.twitter.com) and find some people to follow – start with one of your contacts who you know is well connected, and follow his/her followers. Build as large a network as you can – no-one minds being followed on Twitter, and you can always stop following someone who only posts spam. The easiest way to get involved in conversations is to re-tweet someone’s link, perhaps with a short comment: “Great post” or “Really interesting”.
5. Join the blogosphere. There’s no one website for you to go to, but if you find one great blog, it’s usually easy enough to find related blogs. Most bloggers have a ‘blog roll’ – a list of other blogs they recommend. Find a few that you like and post some comments. You’ll be amazed how easy it is to start conversations. If you’re feeling brave, you can start your own blog. Don’t worry that you have nothing interesting to say – just find a topic that you find interesting and that you want to learn about. You can simply blog about what you’ve learned. But if someone makes the effort to comment on your blog post, make sure you always respond.
6. The real key to social networking is to integrate the different elements (and all the other great social networking tools that are available). Connect with the people who seem to be at the centre of social networks, tweet about the blog posts you like and read the blogs that are recommended by your contacts.
7. Be systematic – make sure you always thank people who are nice to you, even if all they’re doing is following you on Twitter. If you’re really well organised, you can write a short message to each and every one of your contacts at least once a year. It can be just a quick one-line message, asking what they’re doing, but your contacts will feel great that you’ve remembered them and made a little effort to keep your connection alive.
8. Never, ever, get angry in public. You’ll probably see all sorts of posts, tweets and messages that irritate you, but resist the temptation to be negative. Remember that your messages can be seen by hundreds or even thousands of potentially useful contacts, so a single angry message can do a huge amount of damage. If you really are angry, turn your computer off and go for a walk – just make sure you don’t post something that you’ll regret later.
9. Don’t use social networking only as a sales channel: if you are only trying to sell to the people in your network, rather than trying to engage with them, they will soon get bored with you. But if you show a genuine interest in what they’re doing, and if you make an effort to friendly and positive, you’ll find your next international conference much, much easier, as all your online contacts will be delighted to meet you face to face at last.
10. Finally, just as you use your online contacts to help you meet people face to face, you can bring your face-to-face contacts into your social network. Every time you meet a new person, try to get a business card – or at least their name or email address, so that you can find them later online. When you then invite them to join your network on LinkedIn, Facebook or Twitter, include a short message to show that you enjoyed meeting them and that you’d like to stay in touch.

Task 2. Social networking game
1. Write a short blog post about your experiences of social networking: what you’ve used, what you’ve learned, and what you’d recommend. If you have never tried social networking, you could explain why. If you have had a bad experience, you could describe that. Be quick – you’veonly got five minutes. But make sure other people will be able to read your handwriting.
2. Make sure you’ve included a name for your blog (e.g. Kim’s Blog) and a title for the blog post (e.g. What I learned through social networking). Display your blog post somewhere in the classroom, for example on a wall or a desk.
3. Go around and read other people’s blog posts. Add a short comment at the bottom. Try to be positive, but at the same time try to bring in some new ideas if you can. Make sure you include your name.
4. There is also a separate sheet of paper, called The Social Network, which represents sites like Twitter and Facebook. Use this sheet of paper to recommend the blog posts you have read. Remember to include the name of the blog and its location (e.g. on the wall by the door).
5. Monitor your own blog, so you can respond to other people’s comments, as well as the Social Network site, to thank people for their recommendations, and other blogs you have commented on.
	EXAMPLE
 Blog post 
Name of blog: ______________________________________ 
Title of post: ______________________________________ 
Comments 
Comment by: ______________________________________ 
Comment by: ______________________________________ 
Comment by: ______________________________________




Task 3. Complete the telephone conversation with sentences A – E.
A. Hold the line, please.
B. May I help you?
C. I’m putting you through.
D. Can I take a message?
E. Who is calling, please?
A: Hello, Susan Pelly speaking. 1) …………………………..… ?
B: Yes, can I speak to Mrs. Mitchell please?
A: Sorry sir, but Mrs. Mitchell is not here at the moment. 2) …..?
B: No thank you. Can I speak to Mr. Smith please?
A: Mr. Smith, right. 3) …………………………………………..?
B: This is Mr. Franklin from the Jackson & Perkins Law firm.
A: All right Mr. Franklin. 4) …………………………………..?
B: Is it going to be long?
A: No. 5) ……………………………………………… right now.
B: Ok. Thank you very much.

Task 4. Complete the text with the words from the box.
	community, shake, behavior,  formal,  impress, paragraph
 capital, polite, respect, spelling, instead, misunderstanding



NETIQUETTE IN BUSINESS CORRESPONDENCE
People in the West usually 1) … hands when they first meet. Good friends in Middle
Eastern cultures kiss each other three times on the cheeks and the Japanese bow their headsto show 2) … . The online 3) … , too, has its own culture and customs. Good Internet 4)… is called Netiquette.
Netiquette in business e-mails includes more than good 5) … and grammar. Typing inall upper case is bad as it is the same as SHOUTING. Not starting your sentences with 6)… letters is lazy.
Try to use 7) … or semiformal style. So start you letters with “Dear sir/madam” and usephrases like “Thank you for … ”.
Do not use slang. You will not 8) … your supervisors by typing LOL 9) … of a period(.) after each sentence. Make sure your notes are clear and logical. It’s perfectly possible towrite a 10) … that contains no errors in grammar or spelling, but still makes no sense at all.
Finally, be pleasant and 11) … . Primarily you should never make jokes about people
from other cultures as this can lead to 12) … and bad feelings. Don’t use offensive language,and don’t be confrontational for the sake of confrontation.

Task 5. Fill in the words from the box to complete the sentences.
	responsible, engaged, fluent, message, put you through,
directory, dial, answering machine, text, hold on


1. I don’t remember the Mayor’s phone number but I’ll look it up in the … .
2. Yesterday I phoned our business partner but the line was … .
3. I can’t call back later, as I am going out. Can I leave a … for Mr. Grant?
4. Thanks to technology, now you can leave a message on the … .
5. Can you … , please? Mr. Smith won’t be long. He knows you are waiting.
6. Yes, Mr Boyd is in his office. I’ll … to him in a moment.
7. Nowadays people don’t have to … phone numbers as all of them are in their smartphones.
8. Although Jane is a very young assistant, she is … for telephone conversations with foreign partners because of her … English.
9.During the conference Angela couldn’t phone her boss, so she decided to … him.

Task 6. Read the text and find out how culture influences business etiquette.
[image: Workplace Etiquette – Modern Trends to Avoid When Wanting to Make a Good  First Impression - Astrix]
CULTURE MATTERS …
Every culture is different, and has different styles of etiquette. Every day deals are lost because cultural misunderstandings. These misunderstandings do not have to be huge to have a negative effect on your business – a poor first impression could leave your prospective partner with a bad feeling. Knowing the right etiquette can help you avoid this and save you a great deal of time and money. Mr Thompson shares what he has learned from his experience: Greeting. Handshakes are the typical form of physical greeting in most countries. But they are longer in the Middle East than in Western countries. It is recommended that you wait for the other person to withdraw his/her hand before you do. If you are a man greeting an Arab businesswoman, wait for her to initiate a hand shake as some conservative women may choose to not shake hands with men. Time and Space. Being punctual is one of the easiest ways to make a good impression without a lot of effort. In some cultures, it is not expected that people will be on time. For example in Latin America it is acceptable to be a little late. But if your colleague or customer is late for a meeting, it is best to take a relaxed view. People from different cultures also have different ideas about personal space. Standing close or touching another person during the conversation is considered appropriate. In Mexico, it is OK to give a friendly pat on the back, but in China you should never touch the other person. Business cards. Nowadays people rarely use business cards in the U.S and in Europe because you can do more things with a smartphone. But in many countries you won’t be taken seriously if you don’t have a business card to give someone when you greet. The business card exchange is extremely important in Japan – almost ceremonial. Always give business cards with two hands and remember to admire and examine the card when you receive it. The more time you spend looking at it indicates the more respect you have for the person. Meals. Very often international business is negotiated and discussed at social events, like business lunches and dinners. Never eat with your hands, even if it is a sandwich or a pizza. Use a napkin or other utensils. In the US business may be conducted over breakfast, lunch or dinner. In Germany business matters are usually discussed before or after the meal; never during. The Chinese do not discuss business at any meal. In Japan you should never service yourself to pour a drink. Your host, or someone else at the table, will fill your glass for you. In Australia, alcohol is discouraged at business lunches. Drinking moderately at business meals is acceptable in Germany; in Russia, you are expected to drink to establish closer relationships. In most European countries and in the US it is considered polite to thank your host for a meal. But never do this in India – it is considered a form of payment and, therefore, insulting. Gifts. Depending on where you’re going, gifts in business may be expected in some countries, and could be considered a bribe in others. Always wrap your gifts for Japanese partners. The value of a gift is less important than thoughtfulsness with which it was prepared. In China you have to give and receive gifts with both hands. Besides, it’s considered rude to open a gift in front of the person who gave it. On the contrary in Africa, gifts are opened immediately upon receipt. Many US companies discourage or limit gift giving as it may be seen as a bribe. Mostly it is polite to give small gifts when meeting someone, but avoid giving very expensive gifts. Otherwise this can make your partner might feel uncomfortable. Agreeing and disagreeing. When offering a deal to your business partner you are expecting a ‘yes’ response. But be ready for the unexpected. For example, the Japanese typically respond with ‘yes’ as you talk to them even if they disagree with you. They say it just to acknowledge that they understand what you are saying. It is similar to Indian culture where saying ‘no’ is impolite. So instead of saying ‘no’, respond with ‘possibly’, ‘I’ll try’, ‘we’ll see’. And remember that Bulgarians nod if they disagree with you and shake their heads to say ‘yes’.

Task 7. Decide if the following statements are true (T), false (F) to check how you have understood the text. Comment on your opinion.
1. In Brazil it is acceptable to be a bit late for the meeting.
2. Women don’t do business in Saudi Arabia.
3. Business cards are losing popularity all over the world.
4. Give business cards with both hands in China.
5. In Germany business matters are usually discussed during the meal.
6. It’s not appropriate to eat pizza or sandwich with your hands.
7. In Japan you can help yourself if you want a drink.
8. In the US gifts may be regarded as a bribe.
9. In China your business partners open gifts as they receive them.
10. If Japanese says ‘I’ll try’ or ‘possibly’ it is likely to mean ‘no’.

Перелік питань для самоконтролю:
1. What exactly is networking? 
2. What’s the difference between networking and social networking?
3. Which social networking sites / tools have you heard of? Which have you used? Which would you recommend?
4.  What is the relationship between social networking and face-to-face socialising?
5. Do you see social networking as something you do for work or for pleasure?
6. What can you do to get the most out of social networking for work?
7. What nationality do you think is easier to communicate with? Explain why.
8. How can we avoid making culturally related business blunders?
9. Give some examples of cultural differences between the two cultures you are familiar with. How could these differences lead to problems in business relationship?

UNIT 10.
BUSINESS DISCOURSE DISCOURSE IN THE SPHERE OF SOCIAL WELFARE. PARTICIPLES AND GERUND.

Питання до самостійного вивчення:
1. Business written discourse: general notions.
2. Business articles: lexical and grammatical peculiarities.
3. Business articles: style, register. Rendering business articles. Writing an annotation.

Рекомендовані джерела:
Основні:1-6. 
Додаткові: 8, 9, 11, 13, 14. 
Інтернет-ресурси: 21-25.

Перелік індивідуальних завдань:
Task 1. Read the text. Study new words and terms.
[image: Complete Guide to Making Great Business Presentations in 2021]
BUSINESS PRESENTATIONS
Businesses commonly use presentations to improve their prospects and profile with clients or customers. For example, in the hotel industry, presentations are used for promotion of conference packages to potential corporate guests. Marketing and sales managers present their hotels as suitable venues for meeting facilities and overnight stay along with ideal entertainment. They offer special rates and benefits to persuade companies to hold their conferences at their hotels. Brand managers propose ideas to management and explain new product lines to the sales force. Department heads and supervisors brief superiors on recent developments and subordinates on new company policies. Accountants give financial reports to their superiors and explain paperwork requirements to everyone else. You are also delivering a presentation when you teach the office staff how to use the new phone system. Most people who work in organizations eventually find that their effectiveness and success depend on their ability to organize their ideas and present them effectively. A speaker’s knowledge, enthusiasm, and apparent confidence can influence people to accept or reject an idea in a way that a written document cannot. Realizing that effective speakers carry their message to the public in ways that print and electronic media cannot match, companies send representatives to 186 communities to deliver speeches in a wide variety of settings. For example, over 90 percent of the 2,200 talks General Motors employees give each year are delivered by middle managers. Organizations realize the need to help their employees learn to give presentations. Some of the world’s biggest corporations sponsor training. Toastmasters International, a group dedicated to helping business people present their ideas effectively, now has 1,700 members around the world. Research confirms that speakers can become more effective with training. Whatever your field, whatever your job, speaking to an audience is a fact of life.

Task 2. Put the following words in the correct order to make complete sentences and remember some basic ideas about making presentations: 
1. to start/ to give /a/ present/some/ yourself/ /information/ A/ good/way/ very/ about/ is /. 
2. you /If/ are/ with/ presenting/ your/ physically/ audience/,/ eye/ maintain/ contact/. 
3. very/ Be/ clear/ in/ your/ mind/ own/ what/ are/ you/ trying/ to/ accomplish/ with/ presentation/ your/. 
4. If/ want/ you/ to/ at/ people/ the/ end /of/ your presentation /questions/ ask/,/at /say/ so/ the/ beginning. 
5. are/ several/ There/ ways/ to /presentation/,/ different/ any/ your/ of /which/ structure/ can/be/effective/.

Task 3. Complete the following text with the words and phrases from the box below using them in the appropriate verb-form. 
	Stress, to put them into practice, group, delivery, modelling, to achieve, confident, video, skills, improvements.


Presenting yourself and influencing people, whether in a ______ or on a one to one basis, is not just about knowing what to do, but being able to do it. So it is important not only to learn the skills but also _______ as often as possible so that when you are faced with presentation of any description you will be able to replicate the necessary skills unconsciously. This will then allow you to focus on the ______ of the message and the content of your presentation. One way to develop you presenting ______ is to learn from three different perspectives. The first is to actually stand in front of people and present. The more often you do this, the more comfortable and ______ you will become. The second way is to learn from watching the way others present themselves. Analyse what works and what doesn’t work, and try to incorporate those bits that do work into your own presentations. This process is called ______. Concentrate on what you think is good about what they do. What do you like about them? What don’t you like? The third way involves watching yourself on ______ and listening to feedback from others, so that you can make ________. Now think of the last presentation you did. How did it go? How did you feel during the presentation and what results did you ______? Trine result wasn’t what you wanted or expected, then there’s likely to be 188 areas that we can develop together. If you felt under _____, lacking in confidence or overcome with nerves, these are things we can also work on. 
(It is the excerpt from Lawrence Leyton`s talk “Effective presentations”)

Task 4. Give a free translation of the text, presenting a successful British business. 
Маркс і Спенсер (чи M&S, компанія відкритого типу) – один з найбільш відомих магазинів у Великій Британії. Він привертає увагу великої кількості туристів, а також жителів Англії від домогосподарок до мільйонерів. Герцогиня Йорку, прем’єр міністр, Дастін Гофман – це лише декілька з відомих покупців цього магазину. Минулого року прибуток М&S становив 529 мільйонів, тобто ніж 10 мільйонів в тиждень. M&S був заснований 105 років тому. 
Mолодий польський іммігрант Міка ель Маркс торгував на базарі, маючи маленький кіоск. У нього не було багато речей для продажу (бавовняна тканина, вовна, багато ґудзиків і декілька пар шнурівок для взуття). Над прилавком він повісив добре відому сьогодні вивіску: “Не питай скільки коштує – лише пенс”. Через 10 років він зустрів Тома Спенсера і вони разом заснували продаж товарів під назвою Penny Stalls у багатьох містах на півночі Англії. Сьогодні у світі існує мережа у 564 магазини M&S – в Америці, Канаді, Іспанії, Франції, Бельгії, Угорщині. 
Чому M&S має такий великий успіх? Магазин будує свій бізнес на основі трьох принципів: добра якість, велика кількість і високий рівень послуг. Змінюється також асортимент товару. Якщо раніше у продажі були лише джемпери і бриджі, то зараз вони також пропонують продовольчі товари, меблі, квіти. Але найважливішим ключем успіху у бізнесі – кваліфікований персонал. Умови праці – чудові. Компанія має власних лікарів, дантистів, перукарів, які надають послуги працівникам M&S і всі штатні працівники можуть поснідати на суму менше 40 пенсів.

Task 5. Read what professional speakers say about good presentation practices. Do you agree? Comment on your opinion.
· I almost always start with a story. I love telling stories. I’m good at it. People like stories.It works for me.
· Never put your best material right up in front. People don’t pay full attention at first.They’re thinking about your appearance, voice, the room, the rest of the audience, etc.So you need to gain their attention. Start with something that’s good, but keep your best for a bit later.
· In general it is not a good idea to memorize your entire speech. However it is a good idea to memorize the beginning 4 – 10 sentences. This is critical because it allows you to feel confident and ride the wave of confidence as you continue your presentation.
· I usually open with a question. People don’t expect my question, but they raise their hands, answer. We laugh for a moment and at that point I know that I’ve created a friendly and a positive atmosphere. So far, so good.

Task 6. Prepare a presentation on one of the following topics: 
1. Colleague’s Promotion (This speech covers the usual topics that should be mentioned, acknowledging and thanking the person for his/her contribution, praising some of his/her personal qualities and wishing him/her well in the new position; some thanks for all he/she has done for you personally; some thoughts about what it means to be promoted and good wishes for the future). 
2. You are a marketing consulting in a perfumery shop. Learn about your potential customers and competitors and present the information in class at a simulation of a business meeting. (To find about your customers and competitors ask yourself about which different kinds of customers you are trying to sell to; what products or services they want and why do they want them; where, when how often and how much they buy the product; the other businesses selling products and services similar to yours). 
3. You are going to start a business. Try to persuade your potential investors to invest their money in your business. (Prepare a persuasive talk).

Task 7. Read the text below and choose the best option from: A, B, C, or D. Disaster Presentation
Last year I 1) … to give a talk to some students at Imperial College in London. It’s the science and technology department of London University, so I didn’t think there 2) … any problems with the equipment. I 3) … the auditorium before and it was a nice room, good sound and screen, etc. But as soon as I 4) … my talk, people started 5) … that they couldn’t see the slides -there was something wrong with the projector and the screen was too dark. So I started 6) … keys on my laptop, and I don’t know what I did, but I managed 7) … the whole presentation. So there I was with no presentation notes at all, nothing, and I had to improvise from what I 8) … remember. It was all very embarrassing.
1 A have B had C must D should 
2 A have been B had C would be D was 
3 A will see B was seen C have seen D had seen 
4 A begin B begun C began D beginning 
5 A complaining B expecting C following D advising 
6 A touched B touching C moved D moving 
7 A solving B deleting C to solve D to delete
8 A could B can C must D have

Перелік питань для самоконтролю:
1. What key elements of any presentation do you know?
2. What individual characteristics should the speaker possess to succeed in
his or her presentation?
3. How do you understand the term “speaker’s intention”?
4. What is the first step in planning any presentation?
5. Explain how the speech situation may influence your presentation.
6. What can you tell about the time of lasting the business presentation?
7. What role does the audience analysis play in making your presentation
successful? What are the ways to analyze the audience?
8. What circumstances of your presentation may present difficulties in
delivering it?
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