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ВСТУП

Робоча програма, методичні вказівки та індивідуальні завдання до вивчення дисципліни  «Іноземна мова професійного спілкування»  складена з метою оволодіння економічною лексикою та технікою написання ділових листів, формування у студентів спеціальності 051 – міжнародна економіка (магістерський рівень) професійно – орієнтованих мовленнєвих компетенцій для забезпечення ефективного листування та спілкування у діловій сфері.

Навчальна дисципліна «Іноземна мова професійного спілкування» є нормативною і входить до циклу гуманітарних та соціально-економічних дисциплін та розроблена з метою набуття професійних комунікативних компетенцій, які включають у себе загальні мовленнєві/навчальні уміння, мовні знання, соціолінгвістичні та прагматичні компетенції.

Мета вивчення дисципліни – засвоєння знань з англійської мови та придбання навичок, необхідних для спілкування англійською мовою у професійному середовищі, перекладу іншомовних професійних матеріалів.

Програма реалізується шляхом досягнення таких цілей:
практичної, освітньої, пізнавальної, розвиваючої, соціальної,  соціокультурної.
У результаті вивчення дисципліни студент повинен

Знати:
- граматичні структури, що є необхідними для гнучкого вираження відповідних функцій та понять, а також для розуміння і продукування широкого кола текстів в академічній та професійній сферах;

- правила англійського синтаксису;

- мовні форми, властиві для офіційних та розмовних регістрів академічного і професійного мовлення;

- широкий діапазон слів (у тому числі термінологій), що є необхідним в академічній та професійній сферах;

Вміти:
- використовувати мовні одиниці;

- користуватися граматичними ресурсами мови як цілісним механізмом виконання комунікативних завдань;

- усвідомлювати та контролювати організацію змісту, відношення слова до його загального контексту, тощо;

- поводитися в різних культурних і професійних ситуаціях, та реагувати на них;

- адекватно діяти у конкретних професійних ситуаціях, мати різномовні професійні комунікативні компетенції.
Структура побудови контрольних завдань є такою:

1. Граматичний коментар;

2. Завдання для самоконтролю;

3. Тексти з післятекстовими контрольно-тренувальними вправами.

Відповідно до Програми навчальної дисципліни 

а) граматичний коментар включає наступні теми:

          1.  Step1. The Sequence of Tenses. 
2. Step2. Grammar Formula for Writing Business Letters. 
в) тематичний матеріал включає наступні тексти:

           1. Step 1 «The Global Economy», «International Finance»
            2. Step 2 «International Development», « The American Economic System», « International Trade ».

Студентам - заочникам рекомендується послідовна робота над кожною граматичною темою та тематичним матеріалом, тобто ознайомлення з граматичним коментарем і наданими текстами  та виконанням завдань для самоконтролю. Далі студент може переходити до наступної теми чи тексту. Успішне виконання всіх завдань для самоконтролю (як граматичних, так і тематичних) гарантує задовільний аудиторний захист контрольної роботи.
Розподіл навчальних годин Робочої програми «Іноземна мова професійного спілкування»:
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STEP 1
The Sequence of Tenses. Узгодження часів

При переказі тексту слід пам’ятати про узгодження часів, їх взаємодію у складі окремого складнопідрядного речення й особливо в непрямій мові. Якщо присудок у головному реченні виражений дієсловом в одній із форм минулого часу ( найчастіше формою Past Indefinite), то в додатковому підрядному реченні він виражатиметься дієсловом в одній із форм минулого часу чи в одній із форм відносного майбутнього часу. Ці форми утворюються так само, як і відповідні безвідносні форми майбутнього часу. Допоміжні дієслова shall  і will вживаються у формі минулого часу ( should і would) і лише тоді, коли дія, виражена дієсловом додаткового підрядного речення, є майбутньою по відношенню до дії, вираженої дієсловом у минулому часі головного речення. 

Слід пам’ятати, що дієслово, яке вводить непряму мову, замінюється в залежності від типу висловлювання. 

Розповідні речення вводяться дієсловами to say, to tell, to promise, to remark, to announce, to assure, to admit, to offer, to expect тощо. 

Додаткові речення приєднуються сполучником that або без нього. 

Отже, за правилами узгодження часів відбуваються такі зміни форм дієслів у підрядному реченні: 

   замість Present Continuous вживається Past Continuous:

   Present Indefinite         Past Indefinite

   Present Perfect             Past Perfect

   Future Continuous       Future Continuous in the Past

   Future Indefinite          Future Indefinite in the Past

   Future Perfect              Future Perfect in the Past

   Past Indefinite               Past Perfect 

Past Perfect і Past Perfect Continuous залишаються без змін.
При узгодженні часів змінюються також займенники і прислівники:

   замість                                              вживається

   this                                                      that

   here                                                     there

   now                                                     then, at that time

   today                                                   that day

   yesterday                                             the day before, on the previous day

   last night                                              on the previous night

   some days ago                                     some days before

Завдання 1. Знайдіть правильний переклад речень на англійську мову.

	1. Я знав, що він напише листа завтра.

2. Я знав, що він уже написав листа.

3. Вона запитала, що я читаю.

4. Вона запитала, що я читатиму в цей час завтра.

5. Я знав, він часто пише листи.

6. Вона запитала, як довго йшов дощ.

7. Він сказав нам, що вчителював уже 15 років, коли ви переїхали до Києва.

8. Він сказав нам, що вчителював уже 15 років, коли ви переїхали до Києва.

9. Він сказав нам, що він учителюватиме вже 15 років, коли ви переїдете до Києва.

10. Вона запитала, чи йде зараз дощ.
	a) I knew he had written a letter.

b) I knew he would write a letter the next day.
c) I knew he often wrote letters.
d) She asked what I was reading.
e) He asked what I should be reading that time the next day.
f) She asked if it would rain the next day.
g) She asked how long it had been raining.

h) He told us that he would have been teaching for 15 years by the time you moved to Kyiv.
i) She asked if it was raining then.
j) He told us he had been teaching for 15 years when you moved to Kyiv.


Завдання 2. Знайдіть правильний варіант доповнення речення.

1. I knew that Mercury (be) the closest planet to the sun, but I didn’t feel like answering the question.

a. was   
b. is

c. had been

2. Mike hoped that his friend (help) him with his car.

a. would help

b. will help

c. helped

3. We didn’t know the score, but we were sure their team (lose) the game.

a. has lost

b. had lost

c. lost

4. Yesterday Tom heard that his aunt (be ill) for five days.

a. was ill

b. has been ill

c. had been ill

5. The children were afraid of making any noise – Mom (sleep).

a. was sleeping

b. slept

c. had been sleeping

6. He gave all his money to me because he (trust) me. 

a. would trust

b. trusted

c. had trusted

7. We were told that Andrew (go) to enter that college.

a. is going

b. went

c. was going

8. The police found out that Bob Slant (live) in London’s suburbs at that time.

a. had been living

b. lives

c. lived

9. My parents decided that we (celebrate) my birthday on Saturday.

a. would celebrate

b. shall celebrate

c. celebrated

10. The pupil wasn’t able to do the translation because he (not/know) some special terms.

a. hadn’t known

b. didn’t know

c. doesn’t know

11. Ann hasn’t been informed that the lecture (not/take place) on Friday.

a. hasn’t taken place

b. wouldn’t take place

c. won’t take place

Завдання 2. Знайдіть правильний варіант відповіді.
1. John said, ‘I’m sorry to disturb you, Eliza’.

a. John told that he was sorry to disturb Eliza.

b. John told Eliza he was sorry to disturb her.

c. John said to Eliza he had been sorry to disturb her.

2. He said, ‘Where is Jill going?’

a. He asked where was Jill going.

b. He asked where Jill went.

c. He asked where Jill was going.

3. Sally said, ‘I would like to buy it’.

a. Sally said that she would like to buy it.

b. Sally said that she would have liked to buy it.

c. Sally said that she liked to buy it.

4. ‘If I had any instructions, I would know what to do’, said Mag.

a. Mag said that if she had had any instructions she would have known what to do.

b. Mag said if she had any instructions she knew what to do.

c. Mag said if she had any instructions she would know what to do.

5. Robby asked, ‘Bobby, do you know ‘Old Barn’? It is on the Shrewsbury Road’.

a. Robby asked Bobby if he knew ‘Old Barn’ that was on the Shrewsbury Road.

b. Robby asked Bobby did he know ‘Old Barn’, it was on Shrewsbury Road.

c. Robby asked Bobby where ‘Old Barn’ was.

6. The doctor asked, “How do you feel?”

a. The doctor asked how did I feel.

b. The doctor asked how I felt.

c. The doctor asked how I had felt.

7. ‘Will you be free tomorrow?’ Colin asked Richard.

a. Richard asked would Colin be free the next day.

b. Colin asked Richard if he would be free the following day.

c. Colin asked if Richard will be free tomorrow.

8. ‘Don’t open the door or answer the phone,’ said her parents.

a. Her parents said to her not to open the door or answer the phone.

b. Her parents told her not to open the door and to answer the phone.

c. Her parents told her neither to open the door not to answer the phone.

9. ‘Why hasn’t he locked the car door?’ the policeman said.

a. The policeman asked why he hadn’t locked the car door.

b. The policeman asked why hadn’t he locked the car door.

c. The policeman asked why he didn’t lock the car door.

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

a. The students said they wished their exams had been over.

b. The students said that they wished their exams have been over.

c. The students said they wished their exams were over.

TEXT 1
THE GLOBAL ECONOMY
Завдання 1. Зробіть письмовий переклад наданого тексту.
to benefit – отримувати користь;

transaction – справа, угода; ведення ділових операцій;

advantage – перевага;

to restrict – обмежувати;

revenue – прибуток; джерело прибутку;

to levy – оподаткувати;

surplus – надлишок;

revenue tariff – тариф на прибуток;

protective tariff – пільговий тариф для вітчизняного виробника; 

dumping – демпінг; розвантажування;

administrative red tape – адміністративне регулювання.
Nations trade with one another for the same reason that individuals and business firms within a country trade: both sides expect to benefit from the transactions. They benefit because trade enables them to exchange things they don’t need (their surplus goods and services) for the things they do need and want. Some areas can produce things that others cannot.
Manufacturing can also be performed more efficiently in some parts of a country than in others. Natural resources, an adequate labor supply, and transportation facilities have promoted the development of certain industries in particular regions of a country. 

Absolute advantage. Nations will gain because of differences in terms of climate, natural resources, labor supply, capital and technology. These differences make it sensible for them to specialize in the production of some products and to buy the other things they need from other countries. 

Despite the many advantages of trade between nations, most countries often restrict that trade in a number of ways.  Some of these ways are discussed below.

Tariffs. A tariff is a duty, or tax, on imports. There are two basic types of tariffs. Revenue Tariffs are levied as a way to raise money. Though most of its history (until 1910), the United States looked to the revenue tariffs as its principle source of income. Protective Tariffs are levied to protect a domestic industry from foreign competition. The goal is to make foreign product more expensive than a similar item produced in the country. Then people will stop buying the foreign made item and purchase its domestic counterpart.

Quotas. Restrictions on the numbers of certain specified goods that can enter the country from abroad are called quotas. Like protective tariffs, quotas limit the amount of foreign competition a protected industry will have to face. 
Other tactics. There are a number of other devices that directly affect the flow of trade among nations. One of these is the expect subsidy – a payment by a country to its exporters that enables them to sell their products abroad at a lower price than they could sell them for at home. Selling the same product for a lower price abroad than at home is called dumping. 
Still another tactic that has been used to restrict foreign trade can be classified as “administrative red tape”. This is the deliberate use of governmental rules and regulations to make it difficult to import goods from abroad.

Завдання 2. Знайдіть в тексті англійські еквіваленти наданих словосполучень:

	a) транспортні засоби;

b) природні ресурси;

c) джерело прибутку;

d) обмежувати торгівлю;
	e) отримувати прибуток від операцій;

f) спеціалізація з виробництва деяких товарів;

g) надлишок товару;
h) зробити можливою спеціалізацію


Завдання 3. У стовпчику праворуч знайдіть правильний варіант доповнення наданих  речень.
	1. Manufacturing can also be performed more … in some parts of our country than in others.

2. Natural resources, an adequate labor…., and … facilities have promoted the development of certain industries in particular regions of a country.

3. Nations will … because of differences in terms of climate, natural resources, …, capital and technology.

4. Differences make it sensible to … in the production of some products.

5. A … is a duty, or tax, on imports.

6. Restrictions on the numbers of certain specified goods that can enter the country from abroad are called … .

7. Another tactic that has been used to restrict foreign trade can be classified as … .
	a) transportation

b) supply

c) labor supply

d) quotas

e) specialize

f) tariff

g) efficiently

h) gain

i) administrative red tape




Завдання 4.  Дайте відповіді на запитання:
1. Why do countries trade with each other?
2. Why do nations gain when they specialize?
3. How can you explain the term “comparative advantage”?

4. What does the law of comparative advantage explain?

5. Why do most countries restrict trade?

6. In what way do some countries restrict trade?

7. What is tariff?

8. How can quotas restrict trade?

Завдання 5. У стовпчику праворуч визначте речення, еквівалентні англійським реченням у стовпчику ліворуч.
	1. Nations trade with one another for the same reason that individuals and business firms.
2. Natural resources, an adequate labor supply, and transportation facilities have promoted the development of certain industries. 
3. Differences in terms of climate, natural resources, labor supply make it sensible to specialize in the production of some products. 

4. Most of its history (until 1910), the United States looked to the revenue tariffs as its principle source of income.
5. States benefit because trade enables them to exchange things they don’t need (their surplus goods and services) for the things they do need and want.
6. Despite the many advantages of trade, most countries restrict that trade.  

7. Quotas limit the amount of foreign competition a protected industry will have to face.
	а) Держави ведуть торгівлю з тих самих причин, що й приватні особи та фірми.

в) Держави отримують зиск від торгівлі тому, що вона дає їм можливість обмінювати надлишок товару, який вони виробляють, на товар, у якому вони мають потребу.

с) Природні багатства , транспортні засоби, трудові ресурси дали поштовх розвиткові окремих видів промисловості. 

d) Різниця в кліматичних умовах, природних багатств, трудових ресурсах зробила можливою спеціалізацію з виробництва окремих видів товарів.
e) Незважаючи на значні переваги торгівлі, більшість країн запроваджує обмеження на торгівлю.
f) Упродовж історії свого існування США розглядали фіскальні тарифи як головне джерело надходжень.
g) Квоти знижують рівень конкуренції, з якою може зіткнутися вітчизняна промисловість, обмежуючи кількість імпортованого товару.


Завдання 6. Зробіть when і what запитання, звертаючи увагу на викорис-тання  the Past Continuous Passive:

	Model:
	The company was being managed extremely well, when he was president.
When was the company being managed extremely well?


1. Fiscal policy was being applied by the government successfully at that time.
2. Taxing was being controlled by the Congress.

3. Money was being spent by individuals and business firms for the things they wanted, when taxes were reduced.

4. Effective tools were being provided, when government fought recession and inflation.

5. Debts were being financed by the federal government, while they printed money.

Завдання 7. Зробіть запитання до виділених слів. 
	Model:
	Our nations will be trading with one another when governments of the two countries limit quotas.

When will our nations be trading with one another?


1. They will be exchanging their products at the international fair at this time tomorrow.
2. Our company will be manufacturing new devices from September to November the following year. 
3. The factory will be specializing in the production of automobiles when they change the management. 
4. The government if the country will be promoting transportation facilities for a number of reasons.

5. Using the expect subsidy, the government will be affecting the flow of trade among nations.
TEXT 2

INTERNATIONAL FINANCE

Завдання 1. Зробіть письмовий переклад наданого тексту.

exchange rate – валютний курс;
demand for foreign exchange – попит на іноземну валюту;
supply of foreign exchange – пропозиція іноземної валюти;
appreciation of currency – підвищення валютного курсу;
foreign-exchange market – ринок іноземної валюти;
gold standard – золотий стандарт;
balance-of-payment deficit – дефіцит платіжного балансу;
balance-of-payment surplus – активне сальдо платіжного балансу;
gold reserve – золотий запас;
flexible exchange rate – гнучкий валютний курс;
changes in product availability – коливання в забезпеченні ринку товарами;
relative interest-rate changes – відносні коливання відсоткової ставки за вкладом.
International trade would be inefficient without foreign exchange markets. We are able to exchange dollars for any national currency we may desire. Thus an exchange rate is simply the price of one currency in terms of another. 
Exchange rate changes have their own terminology.  Depreciation of currency refers to the fact that one currency has become cheaper in terms of another currency.
The other side of depreciation is appreciation, an increase in value of one currency as expressed in another country’s currency. Whenever one currency deprecates, another currency must appreciate.
Exchange rates change for the same reason that any market price changes. Among the important sources are

· Relative income changes.

· Relative price changes.

· Changes in product availability.
· Relative interest-rate changes.

· Speculation.

All these kinds of changes are taking place every minute of every day, thus keeping foreign-exchange markets active.

Places where foreign currencies are bought and sold are foreign-exchange markets.

Significant changes occur in currency values, however, only when several of these forces move in the same direction at the same time.

One way to eliminate fluctuations in exchange rates is to fix their value. To fix exchange rates, each country may simply proclaim that currency is “worth” so much in relation to that of other countries. The easiest way to do this is for each country to define the worth of its currency in terms of some common standard. The standard that has been most popular is gold. Under a gold standard, each country determines that its currency is worth so much gold.
A balance-of-payment deficit is an excess demand for foreign currency at current exchange rates. The same disequilibrium represents a balance-of-payment surplus.  Balance-of-payment surplus is an excess demand for domestic currency at current exchange rates. With flexible exchange rates, the quantity of foreign exchange demanded always equals the quantity supplied, and there is no imbalance.
Government may buy and sell foreign exchange for the purpose of narrowing rather than eliminating exchange-rate movements. Such limited intervention in foreign-exchange markets is referred to as managed exchange rates, or, more popular “dirty floats”.
Завдання 2. Знайдіть в тексті англійські еквіваленти наданих словосполучень:
	a) валютний курс;

b) національна валюта;

c) золотий стандарт;

d) вартість валюти;
	e) гнучкий валютний курс;

f) підвищення валютного курсу;

g) зниження валютного курсу;

h) надмірний попит на іноземну валюту.


Завдання 3. У стовпчику праворуч знайдіть правильний варіант доповнення наданих  речень:
	1. Depreciation of currency refers to the fact that one currency has become … in terms of another currency.

2. Appreciation is … in value of one currency as expressed in another country’s currency. 

3. One way to eliminate fluctuations in exchange a rate is … their value.
4. To fix exchange rates, each country may define the worth of its in terms of … .
5. A balance-of-payment deficit is an excess demand for … at current exchange rates..

6. Government may buy and sell foreign exchange for the purpose of … exchange-rate movements.
	a) narrowing
b) foreign currency 

c) to fix
d) an increase
e) cheaper
f) gold standard




Завдання 4.  Дайте відповіді на запитання:
1. What makes international trade so easy?

2. What is an exchange rate?
3. Give examples of exchange rate terminology.

4. What are the reasons for exchange rate changes?

5. What is the only way to eliminate fluctuations in exchange rate?

6. In what terms does each country define the worth of its currency?

7. What does the excess demand for any currency imply?
	Завдання 5. У стовпчику праворуч визначте речення, еквівалентні англійським реченням у стовпчику ліворуч.

1. Prices encourage producers to increase or decrease their level of output.

2. Demand is a consumer’s willingness and ability to buy a product or service at a particular time and place. 

3.In a free market economy, prices are determined by the interaction of the forces of supply and demand. 

4. Shifts in demand or supply will affect market price.

5. The market price is the only price that can exist for any length of time under perfect competition conditions.
6.The price at which goods and services actually change hands is known as the market price.  

7.Market economies are directed by prices.
	а)Ціни управляють ринковою економікою .

в)Ціни спонукають виробників до збільшення або зниження рівня випуску товарів.

с) У вільній ринковій економіці ціни визначаються взаємодією чинників пропозицій і попиту. 

d) Ціна, за якою фактично продають товари та послуги, називається ринковою ціною.

e) Зміни в попиті та пропозиції впливатимуть на ринкові ціни.

f) Ринкова ціна – одиниця, яка може існувати протягом певного часу в умовах цілковитої конкуренції.
g) Попит – це бажання та спроможність споживача купити товар чи послугу в певний час і в певному місці.


Завдання 6. Зробіть трансформаційну вправу за зразком, звертаючи увагу на використання Past Simple:
	Model:
	Economic incentives influence our decision about what and where to buy.
Economic incentives influenced our decision about what and where to buy.


1. What you see at the auction is the rationing effect of prices.

2. Prices encourage producers to increase their level of output. 
3. The law of demand describes the relationship between prices and quantity of goods and services.

4. They sell these goods because they want to have a profit from such transaction. 
5. Adam Smith describes the principle elements of the economic system in his book “The Wealth of Nations”.

Завдання 7. Поставте запитання до наданих речень: 
	Model:
	This work seemed easy.
Did this work seem easy?


1. The development of modern economics began in the 17th century.

2. Large corporations used economists to study the way to do business. 

3. Peter received his first paycheck of €135 yesterday. 

4. I went into business last year.

5. First of all we decided to learn the demand of our consumers.

STEP 2.
GRAMMAR FORMULA FOR WRITING BUSINESS LETTERS

Завдання1. Зробіть письмовий переклад наданого тексту.  

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

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

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

“GOLDEN RULES” for writing letters and memos: 

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

2. Decide what you are going to say before you start to write. In other words always try to plan ahead.

3. Use short sentences.

4. Put each separate idea in a separate paragraph.

5. Use short words that everyone can understand.

6. Think about your reader. Your reader …

· must be able to see exactly what you mean:

     your letters should be CLEAR

· must be given all the necessary information:

     your letters should be COMPLETE

· must be addressed in a sincere, polite tone:

     your letters should be CORTEOUS

· may get a bad impression if there are mistakes in grammar, punctuation and spelling:

     your letters should be CORRECT.
The usual layout for the official business letter is known as the blocked style. In this style all new lines of typing are ranged to the left including paragraph openings and the concluding salutation. There is no punctuation in the address and the greetings. The same style is followed on the envelope.

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

Business letters are usually quite formal. The different parts of them are listed below:
	1
	The company logo (a special design or symbol used by a company to identify itself and its products) and letterhead (that is, the company name and address)

	2
	Reader’s name and address

	3
	The date

	4
	The subject of the letter

	5
	The opening salutation

	6
	The closing salutation

	7
	The signature

	8
	The writer’s name

	9
	The writers job title


Business letter format.

	Brighter

Office

Supplies

Limited

13 Mill Street

Harlow

Essex CM20 2JR
                                                                                  Telephone Harlow 26721______1
                                                                                  Telex 81259

      Ms A. Meiners

      Simple Stationers Ltd__________________________________________2

      15 Mowbray Road

      LondonNW6 5EJ                                                 23 May 1991__________3

      Your ref: AM/SN_____________________________________________4

      Our ref: SY/JB

      Dear Ms Meiners,_____________________________________________5

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

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

       Yours sincerely, _____________________________________________6

       Simon Young _____________________________________________7

       Simon Young________________________________________________8

       Sales assistance ______________________________________________9

       Enc 1 ______________________________________________________10




Pay attention on the opening salutation and signature block:

	2

5

6


	Reader’s

name

and

address

Opening 

Salutation

Closing

salutation
	Simple Stationers Ltd

15 Mowbray Road

LondonNW6 5EJ

Dear Sirs,

Yours faithfully,


	Sales Manager

Simple Stationers Ltd

15 Mowbray Road

LondonNW6 5EJ

Dear Sir,

Dear Sir or Madam,

Yours faithfully,


	Ms A. Meiners

Simple Stationers Ltd

15 Mowbray Road

LondonNW6 5EJ

Dear Ms Meiners

Yours sincerely,




Завдання 2. З’єднайте формальні вирази з відповідними неформальними.
	a) Sorry about the late delivery …

b) If you need more information …

c) I’m sorry but it’s not possible …

d) Let me know if you get the parcel …

e) Thanks for your letter of …

f) Please send us your samples …

g) I hope to hear from you …

h) Here is a copy of …

i) Just call the office …

j) Could you … ?
	1) We regret to inform you that we unable to …

2) We are writing to thank you for your letter dated …

3) I look forward to seeing you.

4) Please find enclosed a copy of …

5) We would like to apologize for the delay.

6) Please do not hesitate to contact us.

7) I would be grateful if you could …

8) I would be grateful if you could send us some samples.

9) Should you require further information?

10) Please acknowledge receipt of the parcel.


Завдання 4. З’єднайте абревіатури, які вживаються у діловій кореспонденції, та їх значення. 

a) ad;  b) attn;    c) dept.;   d) Mr.;  e) re;  f) PLC;  g) doc.;    h) p.m.   i) a.m.;  g) corp.;  k) sig.;  l) Admin;    m) a.s.a.p.;   n) PS;   o) B.Sc.   p) inc.   
1. attention;   2. document; 3. reference;  4. public limited company;  5.department;  6. Mister;   7.advertisment;   8. after noon;   9. before noon; 

10. corporation;  11. Bachelor of Science;  12. Administration;  13. As soon as possible.  14. postscript.    15. signature; 16.  including. 
Завдання 4. Подивіться на візитну картку та дайте відповіді на запитання щодо неї.
	B S C S

Business Systems Consultancy Services 

	DALE CROSBY

VICE PRESIDENT

	1049 DERWENT DRIVE SANTA BARBARA CALIFORNIA

Tel: 805 963 8593     fax: 805 962 9171


a) What is his name?

b) What nationality is he?

c) Who does he work for?

d) Where does he work?

e) What is his position in the company?

Завдання 6. Напишіть лист за зразком. Зверніть особливу увагу на дотримання формату ділового листа.
TEXT 3.
INTERNATIONAL DEVELOPMENT

Завдання 1. Зробіть письмовий переклад наданого тексту.

LDC (less developed country) – країна, що розвивається;

productivity – продуктивність;

subsistence level – прожитковий рівень;

hard currency – тверда конвертована валюта;

debt servicing – обслуговування боргу, капітальної сум боргу або відсотків;

market shortage – недостатня ринкова пропозиція;

infrastructure – інфраструктура;

World Bank – Світовий банк.
It is difficult to comprehend just how poor the Third World is. 

Most less developed countries (LDCs) are characterized by both low GNP per capita and slow income growth. They are also far less able to satisfy basic human needs. High birth rates limit a country’s ability to raise GNP per capita. Rapid population growth also tends to retard education, saving and investment. Rapid population growth is only one dimension of the labor problem. Ironically, the other dimension consists of labor shortage. In LDCs there is typically a severe shortage of skilled labor and managers. 

A lack of capital resources poses a second major barrier to growth. The LDCs are desperate for plans and equipment that will raise the productivity of labor. But their average incomes are so low that they can rarely afford to save enough to finance the required investments. Domestic saving can finance only some of the inputs, that is why external financing is usually required. Foreign investments, loans, and aid are all sources of external financing. The improvements in management, technology and labor training accompany foreign investment. Despite the substantial benefits, foreign investment is often discouraged by LDC governments. The resistance reflects a fear of becoming dependent on foreign investors.

Like foreign investment, loans represent an opportunity to increase current investment without reducing current consumption. The most prominent lending agency is the World Bank. A loan requires repayment. Hence LDCs that borrow must have the capability to service (repay) that debt. The economy of the LDCs must grow enough to generate a surplus foe debt servicing. Debt servicing requires an LDC to increase its export potential in order to earn hard currency. 

Unlike loans, foreign aid refers to money or resources given to LDCs for which no repayment is required. Foreign aid is given on a bilateral basis or through multinational agencies. 

Technology. Capital and labor are basic factors of production. However, technology is also a primary determinant of production possibilities. LDCs could greatly increase their growth with improved technology.

Institutional Structure. Another problem in LDCs is a lack of infrastructure. Roads, telephones, schools, hospitals and electricity are all essential ingredients of a viable economy. 

Finally, many LDCs are reluctant to rely on the market mechanism to allocate resources and distribute incomes. They prefer to use nonmarket prices to pursue specific economic or political objectives. The end result is a market shortage. This distortion of market process has been a barrier to growth. 

Growth strategies. Many economists have concluded that the LDCs will not be able to achieve sustained economic growth until they can master enough resources to overcome all of these barriers simultaneously. Many of the poorest LDCs must choose between agricultural development and industrialization. Improved farm productivity can create food, labor and capital surpluses for industrialization. 

There is no “correct” strategy for economic development. Each country confronts a unique set of barriers and growth possibilities. All LDCs, however, could benefit from more foreign aid. 

Завдання 2. Знайдіть в тексті англійські еквіваленти наданих словосполучень:

	a)  іноземні інвестиції;

b) позики;

c)  Світовий банк;

d) іноземна допомога;
	e) швидке зростання чисельності населення;

f)  високій рівень народжуваності;

g) країни, що розвиваються;

h) нестача кваліфікованої робочої сили


Завдання 3. У стовпчику праворуч знайдіть правильний варіант доповнення наданих  речень:
	1. Debt servicing requires an LDC … its export potential. 

2. It is difficult to comprehend just how … the Third World is. 

3. Another … in LDCs is a lack of infrastructure.

4. High birth rates … a country’s ability to raise GNP per capita.

5. Most LDCs prefer to use … .

6. All LDCs could benefit from … .

7. Foreign investment is often … by LDC government.

8. In LDCs there is typically a … of skilled labor and managers. 
	a) problem

b) to increase

c) foreign aid

d) poor

e) discouraged

f) limit

g) shortage

h) nonmarket prices




Завдання 4.  Дайте відповіді на запитання:
1. What are the most common features of the LDCs?
2. What are the barriers to the growth?

3. What does the labor problem consist of?

4. What does a lack of capital result in?

5. Can domestic saving finance the whole output?

6. What are the sources of external financing?

7. What is the difference between loan and foreign aid?

8. What is the role of the market mechanism?

9. What are the growth strategies?

Завдання 5. У стовпчику праворуч визначте речення, еквівалентні англійським реченням у стовпчику ліворуч.

	1. The economy refers to all our production and consumption activities. 

2. Factors of production are the inputs – land, labor and capital (building and machinery) we use to produce final goods and services.

3. We must give up ever-increasing quantities of other goods and services in order to get more of a particular good. 

4. We cannot produce everything we want in the quantities we desire.

5. The study of economics focuses on “getting the most from what we’ve got” on making the best use of our scares resources. 
6. Available resources force us to make choices. 
	а) Ми не можемо виготовляти все, що ми бажаємо, і в кількостях, які нам потрібні.

в) Обмеженість ресурсів ставить нас перед вибором.

с) Економічна наука вивчає виробництво та споживання. 

d) Нам доводиться відмовлятися від випуску певного виду товару, щоб забезпечити випуск іншого. 

e) Чинники виробництва – це земля, трудові ресурси, основний капітал (обладнання та будівлі), якими ми користуємося для виробництва товарів і послуг.

f) Економічна наука займається питаннями розміщення ресурсів, яких немає в достатній кількості, та тим, як їх краще використовувати.




Завдання 6. Зробіть трансформаційну вправу за зразком:
	Model:
	I insist that he should examine the documents.

I insisted on his examining the documents.


1. We insist that government should favor foreign investment.

2. We insist that government should increase current investment without reducing current consumption.

3. We insist that the lending agencies should give loans to the LDCs.

4. We insist that LDCs should rely on the market mechanism.

Завдання 7. Доповніть речення за зразком: 
	Model:
	I am fond of (to travel by air).

I am fond of travelling by air.


     1. She is afraid of (to be alone).

     2. We are sorry for (to be late).

     3. They couldn’t help (to smile)
TEXT 4.

THE AMERICAN ECONOMIC SYSTEM

Завдання 1. Зробіть письмовий переклад наданого тексту.

a pillar – опора, стовп

to use one’s assets – використовувати (чиє-небудь) майно

economic incentives – економічні стимули 
 to switch one’s deposits from one bank to another -  переводити депозити з одного банку в інший

to receive higher interest rates – одержувати вищі відсотки за вкладом

profit motive –мотив прибутку

entrepreneur – підприємець

to set the price – встановити ціну

gross national product – валовий національний продукт

household – домашнє господарство; сім’я

The “pillars” of economic system are private property, the price system and competition.
The right to private property gives the owners of natural resources and capital the incentive to use their assets as they can. The price system provides the answers to the fundamental questions: “What goods and services will be produced?”; “How they will be produced?” and “Who will receive them?”. Competition refers to the rivalry among buyers and among sellers.
Economic incentives influence our decisions about what and where to buy. The desire to achieve the greatest profit for our efforts is the principal economic incentive in the American and other market economies. Economists refer to this as economic self-interest.
Profits are what remain after the costs of production have been deducted from sales. The quest for profits, or the profit motive, as it is often called, is the force that drives our economic system.
People in business buy or sell land or other natural resources if they think they can profit from the transaction. They also put those resources to use in such a way as to make the greatest profit. Profits affect the allocation of  labour, influence  the allocation of capital resources. Profits drive entrepreneurs to risk capital, hire employees and purchase the things they need to produce goods and services. Profits also provide the incentive to improve products, reduce costs and outsell the competition.
Government in America functions at three levels: federal, state and local.

Завдання 2. Знайдіть в тексті англійські еквіваленти наданих словосполучень:

	a) економічні стимули
	g) мотив прибутку

	b) підприємець
	h) домашнє господарство

	c) кінцевий продукт
	i) стабільні ціни

	d) обмежувати діяльність
	j) наймати на роботу

	e)  товари та послуги
	k) валовий національний продукт

	f) використовувати (чиє-небудь) майно
	l) опора


Завдання 3. У стовпчику праворуч знайдіть правильний варіант доповнення наданих  речень:
	1. Property owners know they will make  … if they can produce goods and services that buyers want, at …  they are willing to pay.

2.  Government in America functions at three … .

3. In our economic lives we spend … to buy the things we want.

4. Price stability refers to time during which … remain constant.

5. As a national goal, economic efficiency refers to the entire economy’s ability to get the most out of its limited … .

6. … are people who use goods and services to satisfy their wants.

7. The price system provides … to the fundamental questions of what goods and services will be produced, how they will be produced, and who receive them.

	a)  money

b)  resources

c)  a profit

d)  the answers

e)  prices

f)   consumers

g)  levels

h)  a price


Завдання 4.  Дайте відповіді на запитання:
1. What are the “pillars” of economic system?

2. What does the right to private property give the owners of natural resources and capital?

3. How do prices influence American economic system?  Give your own examples.

4. What does competition refer to?

5. How do you understand the term “profits”.

6. What is the force that drives our economic system?

7. What is the role of profits  in the economic system?

8. What economic responsibilities are best fulfilled by government?

9. What is “the gross national product”?
Завдання 5. У стовпчику праворуч визначте речення, еквівалентні англійським реченням у стовпчику ліворуч:
	1. Приватна власність, цінова система, конкуренція – головні «опори» економічної системи.

2. Цінова система відповідає на такі питання: а) які товари та послуги вироблятимуться? б) як їх вироблятимуть? в) хто їх отримуватиме?

3. Економічні стимули впливають на наше рішення що і де купити.

4. Бізнесмени купують або продають землю чи інші природні ресурси, якщо сподіваються на прибуток від цієї угоди.

5. Валовий національний продукт – це загальна вартість усіх товарів і послуг, вироблених за один рік.

6. Для того щоб купити щось, треба мати гроші.

7. Споживачі – це люди, які користуються товарами та послугами для задоволення своїх потреб.
	a) Economic incentives influence our decisions about what and where to buy.

b) People in business buy or sell land or other natural resources if they think they can profit from the transaction.
c) The total value of the goods and services produced by the economy in a single year is called the gross national product.
d) The price system provides the answers to the questions: a) what goods and services will be produced?
e) Private property, the price system, competition are the “pillars” of economic system.
f) Consumers are people, who use goods and services to satisfy their wants.
g) In order to buy something, you need have money.



Завдання 6. Відкрийте дужки, використовуючи дієслова в формі Present Simple Tense Passive Voice:
Model: Every society (to face) with the identical problem of scarcity.

            Every society is faced with the identical problem of scarcity.

1. Human wants (to unlimit), but the resources necessary to satisfy those wants (to limit).

2. The total value of the goods and services produced by the economy in a single year (to call) the gross national product (GNP).

3. Mr. Redd (to offer) an excellent price for selling his land.

4. The term “capital” (to use) often by business people.

5. Monopolies can set the price at which their goods (to sell).

Завдання 7. Зробіть трансформаційну вправу за зразком:
Model: Adam Smith describes the principal elements of the economic 

            system in his book “The Wealth of Nations”.

             The principle elements of the economic system are described by   

             Adam Smith in his book “The Wealth of Nations”.

1. Everything concerning the American economic system interests me.

2. They consider Adam Smith “the father of modern economics”.

3. Economic incentives influence our decisions about what and where to buy.

4. Economic forces affect decisions in the world of business.

5. Prices direct market economies.

 TEXT 5.
                         INTERNATIONAL TRADE
Завдання 1. Зробіть письмовий переклад наданого тексту.
trade delicit – дефіцит торговельного балансу

trade surplus – активне сальдо торговельного балансу

domestic industries – національна економіка

mix of output –номенклатура продукції

embargo – ембарго

tariff – тариф

quota – квота

trade-adjustment assistance – компенсація втрат від міжнародної торгівлі

U.S. imports represent 9 percent of total GNP. These imports include the consumer items as well as capital equipment, raw materials and food. While the country is buying goods and services from the rest of the world, foreigners are buying U.S. exports.
U.S. exports represent 7 percent of total output. As the figures indicate, U.S. imports and exports were not equal in 1989. Quite the contrary: the USA had a large imbalance in the trade flows, with many more imports than exports. The trade balance is computed as the difference between exports and imports: that is trade balance = exports – imports.
During 1989 the USA imported more than exported and so had a negative trade balance. A negative trade balance is called trade deficit.
If the United States has a trade deficit with the rest of the world, then other countries must have an offsetting trade surplus. On a global scale, imports must equal exports, since every good exported by one country must be imported by another.
When countries engage in international trade, they are expressing the commitment to specialization, and the reason is: specialization increases total output.
Two countries that trade together produce more output than they could in the absence of trade. So, the gain from trade will be increased world output and thus a higher standard of living in both countries.
We must recognize one central fact of life: some producers have a vested interest in restricting international trade. Microeconomic resistance to international trade arises from the fact that imports mean fewer jobs and less income for some domestic industries. Thus on a microeconomic level there are gainers and losers from international trade. Trade not only alters the mix of output but also redistributes income from import-competing industries to export industries.
The means of restricting trade are money and diverse. Embargoes are outright prohibitions against import or export of particular goods. Quotas limit the quantity of good imported or exported. Tariffs discourage imports by making them more expensive. Trade-adjustment assistance is a mechanism for compensating people who incur economic losses as a result of international trade, thus it represents an alternative to trade restrictions. To summarize: International trade permits each country to concentrate its resources on those goods it can produce efficiently. This kind of productive specialization increases world output.

Завдання 2. Знайдіть в тексті англійські еквіваленти наданих словосполучень:

	a) заборона торгівлі окремими товарами 
	g) міжнародна торгівля

	b) змінювати номенклатуру продукції
	h) зазнати збитків

	c) активне сальдо торговельного балансу
	i) за повний період

	d) торговельний баланс
	g) податок на імпорт

	e) дефіцит торгівельного балансу
	

	f) обмеження на кількість імпортованих чи експортованих товарів


Завдання 3. У стовпчику праворуч знайдіть правильний варіант доповнення наданих  речень:
	1. During 1989 the USA imported more than Exported and so had a … trade balance.

2. If the United States has a trade deficit with the rest of the world, then other countries must have an offsetting trade… .

3. Imports must … exports, since every good exported by one country must be imported by another.

4. A negative trade balance is called a trade …

5. When countries engage in international trade, they are expressing commitment to specialization and the reason is: specialization … total output.

6. Two countries that trade can together … more output than they could in the absence of trade.

7. Imports mean … jobs and … income for some domestic industries.
	a) equal

b) produce

c) increases

d) deficit

e) fewer

f) less

g) negative

h) surplus


Завдання 4.  Дайте відповіді на запитання:
1. What do US imports include?

2. What are the gains from international trade? 

3. What does resistance to international trade mean?

4. What are the means of restricting trade?

5. What is trade-adjustment assistance?

6. What is the role of specialization in the increasing of the total output?

7. In what sense does international trade restrain the exercise of domestic market power?
Завдання 5. У стовпчику праворуч визначте речення, еквівалентні англійським реченням у стовпчику ліворуч:

	1. Ембарго - це не що інше, як заборона на торгівлю конкретними товарами.

2. Сума, на яку вартість імпорту перевищує вартість експорту за певний період часу, є дефіцитом торгового балансу.

3. Країна може встановлювати квоти, обмеження кількості певного товару, який може бути імпортовано.

4. Компенсація учасникам ринку за збитки, понесені міжнародною торгівлею, - це допомога з регулювання торгівлі.

5. Одним з найбільш популярних і видимих ​​обмежень торгівлі є тариф, спеціальний податок на імпортні товари.

6. У відсутності контактів із зовнішнім світом можливості виробництва для кожної країни визначають його можливості споживання.

7. Міжнародна торгівля дозволяє кожній країні зосередити свої ресурси на товарах, які вони можуть ефективно видобувати.
	a) In the absence of contact with the outside world, the production possibilities for each country defines its consumption possibilities.
b) International trade permits each country to concentrate its resources on those goods it can produce efficiently.

c) An embargo is nothing more than a prohibition against trading particular goods.
d) The amount by which the value of imports exceeds the value of export in a given time period is a trade deficit.
e) A country can impose quotas, restrictions on the quantity of a particular good that may be imported.

f) One of the most popular and visible restrictions on trade is the tariff, a special tax imposed on imported goods.
g) Compensation to market participants for losses imposed by international trade is a trade-adjustment assistance.



Завдання 6. Зробіть трансформаційну вправу за зразком:
Model: Ask your friend if Sam knows what is the basic economic problem. 

             Do you know what is the basic economic problem?

1. Ask your friend if Ann knows the answers to the fundamental economic questions.

2. Ask your friend if rent becomes income to the owner of the land.

3. Ask your friend if he wants to study economics.
4. Ask your friend if economic forces affect decisions in the world of business.

5. Ask your friend if the resources go into the creation of goods and services.

Завдання 7. Зробіть трансформаційну вправу за зразком:
Model A: I don’t like it when you miss lectures.

                I don’t like your missing lectures.

1. He enjoys it when she sings. 2. I hate it when he takes my things. 3. I don’t mind it if you play the piano. 4. She dislikes it when they make noise.

Model B: What did he say about the film?
                He said it was worth seeing.

1. What did they say about the agreement? (to reach) 2. What did he say about the document? (to sign) 3. What did he say about the proposal? (to think over) 4. What did she say about the article? (to read) 5. What did they say about his ideas? (to listen to).
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