Veretennikova V.P., Radius O.A.

English for Management
Students

A Coursebook of Professional
English




MINISTRY OF EDUCATION AND SCIENCE OF UKRAINE

STATE UNIVERSITY OF INTELLECTUAL TECHNOLOGIES AND
TELECOMMUNICATIONS

VERETENNIKOVA V.P., RADIUS O.A.

ENGLISH for MANAGEMENT
STUDENTS

A Coursebook of Professional English

ODESA 2022

2



UDC 811.111:005 (075)

Recommended as a coursebook by the Educational and Methodological
Council of State University of Intellectual Technologies and Communications
(Protocol No 2 from 8 February 2023).

Edited by: Professor O.P. Chukurna, Ph.D. in Economics, Associate Professor
K.O. Tanashchuk, Ph.D. in Economics, State University of Intellectual Technologies
and Communication

Reviewed by: Associate Professor O.S. Zinchenko, Ph. D. in Philology, the head
of the Department of Foreign Languages, Odessa National Academy of Food
Technologies;

Associate Professor [.A. Zhaboryuk, Ph. D. in Philology, the Department of
Foreign Languages, South Ukrainian National Pedagogical University named after
K.D. Ushinsky;

V.P.Veretennikova, O.A.Radius. English for Management Students. A Coursebook
of Professional English, 2022. — 190p.

The textbook «English for Management Students. A Coursebook of Professional
English» contains original texts borrowed from English and American popular
scientific publications and is accompanied by lots of lexical and grammatical
exercises. The book is comprehensive, covering the important areas of English
grammar. The main purpose of this coursebook is intended to be used as the
coursebook for students specializing in the field of management and economics.

It is aimed to train students for literature reading and topics discussion related to
many challenges of management and marketing as part of business communication in
which several kinds of methods, thoughts and techniques are used for getting the skills
development of the oral and written language as well as to keep students motivated
with contemporary and professional topics. This is a chance to connect what you have
studied with your own daily experience, either as a student or as a professional
working in business. The skills obtained from this course will be useful for those
preparing to start work and for those already in work.

ISBN First printing 2023
©



CONTENTS

UNIT I. MANAGEMENT
Text 1. Management ........oouuiiiiiiii e
EXOTCISES .ottt ettt
Vocabulary ... e
Text 2. Management concepts and styles ...........cooiviiiiiiiiiiiiiiiiiannn.ns
5] o) 11
Vocabulary ...

UNIT II. ORGANIZATIONAL DESIGN & CULTURE
Text 1. Designing effective organizations ..............ccoovviviiiiiiiiiiiiiinennnn
EXETCISES ...ttt ittt e
Vocabulary ...
Text 2. Organizational Culture ..o

|25 S (6 <
Vocabulary ...
Text 3. Five basic parts of an organization ................ccooeeviiiiiiiiinienneann...
) o3 11
VOCabUlary ... s

UNIT 1. ECONOMIC PLANNING & CONTROLLING

Text 1. Economic Planning .............coooiiiiiiiiiiiii e,
EXEICISES ... ettt e
VoCabulary .....ooii e

Text 2.Controlling .......ccoiiiniiii e e
R S5 (03 1<
Vocabulary ..o

Text 3. Staffing ...
EXICISES .ottt
Vocabulary .....o.oiii i

UNIT IV. MOTIVATION & LEADERSHIP
Text 1. MOtIVALION ..ottt e,
B X O IS ittt
Vocabulary ... e
Text 2. Leadership ...o..ooiiii e
B X O IS it
Vocabulary ...

UNIT V. NEGOTIATION & DECISION-MAKING

Text 1. NegOtIation. .....outt it reee e,
=) o3 11
VoOCabulary ....oo.oiii i



Text 2. Decision MmaKing...........ooiuiiiiiiiii i i, 79

|25 S (& < TSP 80
VOCabulary ....oo.oii i s 85
Text 3. Decentralization .............ooiiiiiiiiiiii e, 86
B X IS .ttt e, 87
Vocabulary ... 91
UNIT VI. MARKETING & LOBBYING
Text 1. Marketing ... ..c.ooiiiii e 92
B X O IS .ttt 93
Vocabulary .....o.ooii 97
Text 2. LobbYING. ...c.viiii i 98
|25 S (& < S T 100
VoOCabulary ... 103
Text 3. Differences Between Bribery And Lobbying .....................cooeni. 105
B X I CISES 1ttt e 106
Vocabulary ... 110
UNIT VII. BUDGETING, STAFF ASSESSMENT& STAKEHOLDER
IDENTIFICATION
Text 1. BUudget ..o e 112
B X I CISCS .ttt 113
Vocabulary ..o 116
Text 2. Staff ASSESSMENT .....oiiiiiii e, 118
|25 S (& < RPN 119
VOCabulary ..o 123
Text 3. Stakeholder Identification and Analysis ..............cooevviiiiiiiinnnnn.. 124
B X I CISES .ttt e 126
Vocabulary ... e 129
UNIT VIII. AUDITING & ACCOUNTING
Text 1. AUdIt ... e 131
B X I CISCS .ttt 132
Vocabulary ......ooii e 136
TeXt 2. ACCOUNTING ..onntiiettit ettt et e eee e 137
|25 S (6 1< S T 138
Vocabulary ... 143
TeXt 3. AUAITOTS ..ottt e e e e e 144
|25 (S (& T S PSPPI 145
Vocabulary ... 149
UNIT IX. BANKS & INVESTMENTS
Text 1. Bank ... 150
|25 (& (o 1L N 152



Vocabulary ... 156

Text 2. Investment: StOCKS.........ooiuiiiiiii e, 158
EX@ICISES .ottt e e, 159
Vocabulary ... 163

UNIT X. FINANCIAL SYSTEM & RISK MANAGEMENT
Text 1. Financial SyStem ........c.ooiiiiiiiiiiii e 164
EXETCISES .ttt et e 165
Vocabulary ... 170

Text 2. Risk Analysis in Managerial Economics ................coccooiiiiinnn.n. 171
|25 S (6 < 173
Vocabulary ......ooiii i e 177

TEXTS FOR HOME-READING AND ABSTRACTING ........cccccvvennenn.. 178

APPENDIX 1: IRREGULAR VERBS.........ooiiiie e 183

APPENDIX 2: SPELLING. ...ttt e e, 187



UNIT I Text 1

UNIT I
MANAGEMENT

I. Note the pronunciation of the following:
appropriate [a'pravpriit]
employee [ emplor'i:]
guidance [ 'gaidons]
hierarchical [ haror'a:kikal]
management [ manidsmont]
policies [ ‘polisiz]
resource [ri'so:s]
strategy ['streetidsi]
Supervisor ['sju:povaiza|

I1. Study the following text and retell it.

Text 1
Management

Management (or managing) is the coordination and administration of tasks to
achieve a goal, whether it is a business, a not-for-profit organization, or government
body. Such administration activities include setting the organization’s strategy and
coordinating the efforts of staff to accomplish these objectives through the application
of available resources, such as financial, natural, technological, and human resources.
Management can also refer to the seniority structure of staff members within an
organization. The term "management" may also refer to those people who manage an
organization - individually: managers.

Workplaces depend on the strength of those in management positions. In addition
to directing employees, managers must communicate with more senior professionals in
their company to ensure the team meets goals and furthers the company’s mission.
Although the duties of managers differ based on their industry and workplace, most
fulfill the same basic responsibilities.

To be an effective manager, you’ll need to develop a set of skills, including
planning, communication, organization and leadership. You will also need extensive
knowledge of the company’s goals and how to direct employees, sales and other
operations to accomplish them.

Large businesses and corporations often have three primary levels of management
organized in a hierarchical structure. You may have heard terms that refer to these
different layers of management, such as “middle management” or “senior
management.”

Low-level management
Low-level managers include roles like front-line team leaders, foremen, section leads
and supervisors. This level of management, the lowest in the three layers, is
responsible for overseeing the everyday work of individual employees or staff
members and providing them with direction on their work.
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Low-level management’s responsibilities often include ensuring the quality of
employees’ work, guiding staff in everyday activities and routing employee problems
through the appropriate channels. They also are responsible for the day-to-day
supervision and career planning for their team, as well as providing feedback on their
employees’ performance.

Middle management

Middle managers, the next layer in the management hierarchy, are overseen by
senior management. Middle management includes those working in the roles of a
department manager, regional manager and branch manager. Middle management is
responsible for communicating the strategic goals developed by senior management
down the line to front-line managers.

In contrast with senior management, middle managers spend more of their time on
directional and organizational functions. This includes defining and discussing
important policies for lower management, providing guidance to lower-level
management to achieve better performance and executing organizational plans at the
direction of senior management.

Senior management

Senior management, including the chief executive officer, president, vice
president and board members, is at the top layer of this management hierarchy. Senior
management needs to set the overall goals and direction of an organization. Senior
management develops strategic plans and company-wide policy and makes decisions
about the direction of the organization at the highest level. They also usually play an
essential role in mobilizing outside resources and are held accountable to the
company’s shareholders as well as the general public for the performance of the
company.

Social scientists study management as an academic discipline, investigating areas
such as social organization and organizational leadership. Some people study manage-
ment at colleges or universities; major degrees in management include the Bachelor of
Commerce (B.Com.), Bachelor of Business Administration (BBA.), Master of
Business Administration (MBA..), Master in Management (MScM or MIM) and, for the
public sector, the Master of Public Administration (MPA) degree. Individuals who aim
to become management specialists or experts, management researchers, or professors
may complete the Doctor of Management (DM), the Doctor of Business
Administration (DBA), or the PhD in Business Administration or Management.

(From Wikipedia, the free encyclopedia)

Notes:

1. The Bachelor of Commerce (B.Com.) [8s 'beetfsler ov 'koma(:)s] — OakanaBp
KOMEPIIii;

2. The Bachelor of Business Administration (BBA.) [8s 'baetfalar pv 'biznis ad
.mrnis'trexf(s)n] — OakanzaBp AUIOBOTO aJAMIHICTPYBAaHHS;

3. The Master of Business Administration (MBA.) [8s 'ma:star v 'biznis ad
‘minis'trerf(s)n] — MaricTp A1JI0BOTO aIMIHICTPYBaHHS;
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4. The Master in Management (MScM or MIM) [&s 'ma:ster in 'maenidzmant ] —
MaricTp MEHEKMEHTY;

5. The Master of Public Administration (MPA) [85 'ma:star bv'pablik ad
.mrnis'trexf(s)n] — MaricTp Jep>KaBHOTO YIPaBIIIHHS;

6. The chief executive officer [8s ffi:f 19'zekjutiv 'ofisa] — TOJTOBHHMI BUKOHABUMI
TPEKTOD;

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

KepiBHUKYN cepeHBOT JIAaHKH; TPUIMAE PIIICHHS; 17151 JOCSITHEHHS 1111, YPSIOBUI
oprad; Oe3mocepenHi MEHEIDKEPH; OCHOBHI CTyIeHi y cdepl YIpaBiIiHHS; 3a7yis
JOCSITHEHHS 1IMX 3aBJaHb; HAJaHHA BIATYKIB MO0 POOOTH CBOiX CIIBPOOITHHKIB;
OpraHi30BaHUM y 1€EpapXiyHy CTPYKTYpY; MiA3BITHI aKI[IOHEpaM KOMIIaHii; TAKOXK MOXE
HaJeXaTh [0 CTPYKTYpH CTAapIIMHCTBA MpAlIBHUKIB, BU3HAYEHHS CTpaTerii
oprasizailii; BIAMOBIJA€ 3a IIOJACHHUN HAIJISII; HAYAJIbHUKUA JUTHHUIIB; BIAMOBIIAE 3a
HI0JIEHHY po0OO0Ty; HACTYNHHUM pIBEHb Y l€papXii ympaBiiHHS; IparHe CTaTv; HaOIp
HAaBUYOK; HaJaHHS pPEKOMEHJallil KEepIBHUITBY HIKYOTO pIBHS; pi3HI PIBHI
YIPaBJIIHHS; BEPXHIH pIBEHb; 3aJI€KUTh B1J] CHIIH.

II. Memorize the following word combinations and make up your own
sentences or situations with them:

the chief executive officer; human resources; to achieve a goal; to develop
strategic plans; although the duties of managers differ.

I1I. Find in Text 1 antonyms of the following words:
limited, unimportant, to exclude, inside, in the same way, irresponsibility, to
coincide.

IV. Look through the text again and find the answers to the following
questions:

1. What is management? 2. What does the term "management" refer to? 3. Why
must managers communicate with more senior professionals in their company? 4.
What do you need to be an effective manager? 5. How many primary levels of
management do large businesses and corporations have? 6. How are these primary
levels of management organized? 7. What roles do low-level managers include? 8.
What are they responsible for? 9. What is the name of the next layer in the
management hierarchy? 10. What is the main role of middle management? 11. What
functions do middle managers spend more of their time on? 12. What layer do the chief
executive officer, president, vice president and board members belong to? 13. What is
the role of senior management? 14. Is management an academic discipline? 15. What
do major degrees in management include?


https://en.wikipedia.org/wiki/Human_resources
https://en.wikipedia.org/wiki/Master_of_Public_Administration
https://en.wikipedia.org/wiki/Master_in_Management

V. Retell the above text using as many of the word combinations from
Exercise I as you can.

WORKING ON WORDS

I. Study the following word combinations and use them in sentences of your
own:

To refer to; to make decisions about; spend time on; to be responsible for; at the
top layer.

II. Find in the above text and copy out phrases in which the preposition
through is used.

III. Complete the sentences with the words from the box:

skills relationships leadership successful compelling different activities
restaurant

1. My friend investigates social organization and organizational ..... at the college.
2. Our manager is also able to convey the objectives to the staff in a ..... manner. 3.
Their ..... manager reminds the employees that faster service increases revenue and
tips. 4. He guides staff in their everyday ..... and routes employee problems. 5. An
effective manager must know how to form and lead ..... teams. 6. Motivation includes
having the ..... to handle different types of personalities in a team. 7. Different
managers may have ..... styles of leadership. 8. Every organization consists of a series
of ..... among individual staff as well as departments inside the organization.

IV. Find in the above text and copy out sentences in which linking
expressions as well as, in contrast and although are used. Which of them
introduces a contrasting idea or an addition?

WRITTEN PRACTICE

I. Choose the correct preposition to complete each of the following

sentences:
by around on with at in among

1. Maximizing organizational arrangements can help businesses enhance the
company’s efficiency ..... the market. 2. This organization also requires a manager to
establish relationships of authority ..... their team members. 3. I am responsible for
coaching our team members ..... helping them recognize their strengths and
weaknesses and improve their performance. 4. Managers generate ways to measure
whether their team is ..... track to meet the set goals. 5. An effective manager must
know how to galvanize team members ..... a cause. 6. Managers can work ..... their
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team to help them set goals to move up in their careers. 7. A good manager is skilled
..... building interpersonal relationships among their team members.

IL. Fill in the blanks with corresponding adjectives from the box:

hierarchical —comfortable primary necessary strategic effective
new  responsible

1. Setting and achieving objectives is the ..... way a manager accomplishes and
maintains success. 2. He is ..... for communicating the strategic goals. 3. Regardless of
their style, managers should develop ...... leadership skills to be an ..... supervisor. 4.
Large corporations have three primary levels of management organized in a .....
structure. 5. Training will help your team learn ..... skills and fosters growth. 6. They
set the ..... goals of the organization and make decisions on how the overall
organization will operate. 7. He is positive during his interactions with his team so they
feel more ..... communicating with him.

ITI. Complete these sentences. Each time use the superlative form of one of the
following adjectives.
Good appropriate interested low essential bad successful high

1. Senior management develops strategic plans and company-wide policy and
makes decisions about the direction of the organization at the ..... level. 2. Perhaps the
..... way to acquire new skills is to practice them in a real-life management setting. 3.
The ..... level of management is responsible for overseeing the everyday work of
individual employees or staff members. 4. He wants to be the ..... manager so he
always invests in their staff’s development. 5. Brian is the ..... person in our team who
aims to become a management specialist. 6. The ..... way to understand the needs of
my team members is to communicate with them more often. 7. Yesterday he made the
..... decision on the overall direction of the organization. 8. Managers can make the
..... decisions as to the organizational design.

IV. Look at the following sentences and write questions using the question-
words in brackets.

1. Management includes the activities of coordinating the efforts of its employees
to accomplish its objectives. (Ask what?) 2. You evaluate the type of work and
effectively delegate it to staff. (Ask who?) 3. Larger organizations generally have three
levels of managers, which are typically organized, in a hierarchical, pyramid structure.
(Ask how many?) 4. My responsibility consists of ensuring the harmonic work of our
team members. (Ask whose?) 5. Your team members often confuse their assigned
duties. (Ask how often?) 6. They devote more time to organizational and directional
functions. (Ask how much?) 7. To improve the quality of their design decisions, chief
managers usually understand how the system in their organization behaves. (Ask
why?)

UNIT I Text 1
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SPEAKING

I. Comment upon the following statement.

"To manage is to forecast and to plan, to organise, to

and to control." (Henri Fayol)

VOCABULARY

RUSSIAN

BBIIIOJIHATB, COBCPIIATD,

ENGLISH
accomplish v. [s'komplif]

| a mission ['mifen]
| objectives [ab'dzektivz]
to accomplish | a promise ['promis]

| a task

| a feat
achieve v. [a'tfiv] JTOCTUTATh
appropriate [a'provprit] COOTBETCTBYIOIIUI
businesses ['biznisiz] IpeANPUATHUS

large businesses KpPYITHBIE TTPEATPUATHUS
career [ka'ris]

effort ['efat]

Kapbepa
yCUJINE, TIOTBITKA

| team members
the efforts of | staff

| leaders
employee [ emplor'i:] HaéMHBIN paboumii;
CITy>Kalun
extensive [1ks'tensiv] OOIIUPHBIN

feedback ['fi:dbaek] oOpaTHasi CBs3b,
OTBETHAs PEAKITUS
foreman

front-line team leaders

MacTep, HayaJbHUK 1[eXa
HETOCPEICTBCHHBIEC
PYKOBOJIMTEIA KOMAaH]T

fulfill v. BBITIOJIHAT,
OCYILIECTBIISITh

government ['gavnmant] IIPABUTEIBCTBO;
yIpaBleHUE

guidance ['gardans] PYKOBOJICTBO, yIIpaBJeHUE

12

command, to co-ordinate

URAINIAN
BUKOHYBAaTH, BUNHSITH;

IocAraTu
BIIOBITHUMN
MPUEMCTBA

BEJIMKI1 M1MPUEMCTBA
Kap'epa

3ycuiLIs, cripoba

HallMaHUM MpaliBHUK;
CITy>K0OBElIb

BEJIUKUHI

3BOPOTHIN 3B'SI30K,
BIJINOB1IHA peaKIlis
MaicTep, Ha4YaJdbHUK LIEXY
OesrnocepeiHl KEPIBHUKU
KOMaH]T

BUKOHYBATH,
3MIMCHIOBATH

ypsLIT; KEPIBHUIITBO

KEPIBHUIITBO,
YIPaBIIHHS


https://tophonetics.com/
https://en.wikipedia.org/wiki/Henri_Fayol

include v.
layer
leadership
make v.

| decisions
to make | an agreement
| a report

manage v. ['maenids]
meet v.

| goals

to meet | a requirement
| the situation
| smb.’s wants

not-for-profit organization

[not-fa:-'profrt 2:genar'zeifsn]

overall
OVersee V.
performance

refer to v.

responsibility [r sponsa'bilati]

senior ['si:njs]
set v.

| the goals
to set | the direction
| an example

setting

shareholder
staff

SUpErvisor [ 'sju:psvaizs |

BKJIKOYATh
YPOBEHb

PYKOBOJCTBO, JTUAECPCTBO
JeNaTh, U3TOTOBIISTH;
COCTAaBJIATH; 3aKJII0YATh

YIPABJISTh
COOTBETCTBOBATb,
YAOBIIETBOPSITH

HEKOMMepYeCcKast

OpraHu3aIus

o01mnit
Ha0JII01aTh
IPOU3BOIUTEIBLHOCTD,
3 PEKTUBHOCTE;
UCTIOJTHEHHE
CChUIAThCS Ha
00513aHHOCTb,
OTBETCTBEHHOCTD
CcTaplnn
yCTaHABIUBAThH

YCTaHOBKA,
MIOCTAaHOBKA
aKIMOHEP

IITaT COTPYIHUKOB,
nepCcoHal
PYKOBOJIUTEIH
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BKJIFOYATH

PiBEHb

KEpiBHUIITBO, JIAEPCTBO
pOOUTH, BUTOTOBIIATH;
CKJIaJaTH; YKIJIaJaTh

KepyBaTH
BIJIIOB1IATH,
3aJI0BOJILHATH

HEKOMepL1iiHa
oprasizartis
3arajJbHUN
CrocTepiraTu
IIPOTyKTHUBHICTb,
e(heKTUBHICTB;
BUKOHAHHSI
MOCHJIATUCS Ha
000B'S30K,
BI/IMOB1AQIBHICTD
cTaplun
BCTAHOBJTIOBATH

BCTAHOBJICHHS,
MIOCTaHOBKA
aKIlloHep

HITaT CiBPOOITHHUKIB,
epcoHal

KEepIBHUK


https://en.wikipedia.org/wiki/Not-for-profit

UNIT I Text 2

UNIT I
MANAGEMENT

L. Note the pronunciation of the following:
analyst [ 'enalist ]
archetype ['akitaip]
laissez-faire [ 'lerser ‘fea(r)]
manager [ maenidza(r) ]
objective [ab'dzektiv]
organizing [ '>:gsnaizin]
persuasive [pa'swersiv]
policies [ polssiz]
progress [ 'pravgres]

I1. Study the following text and retell it.

Text 2
Management concepts and styles

A manager needs to understand a few simple ideas to employ the five basic
operations. These concepts are essential to ensure their team comes together to reach
the business’ goals:

Control: Employees of an organization need to understand the goals that they are
aiming for as well as the measurement that will be used to determine whether they
have been successful. Different staff members in a company have different roles that
entail separate levels of responsibility. A manager must have control over what the
members do, how they do it and how to measure their progress. Control over these
factors helps a manager reach success.

Planning: The best managers know that planning is critical before the
implementation of any strategy, but it is also an ongoing activity. Planning does not
end when implementation begins. Rather, management needs to be prepared to answer
the questions of who, what, when and where a team is working to implement the
organization’s mission. Planning should include selecting objectives as well as
implementing them.

Staffing: Staffing is an underappreciated but crucial function of management.
Managers need to ensure that they have the right people for the job, but they also need
to pay attention to issues like organizing workplace policies. The company needs to
retain the best talent by providing incentives such as benefits, paid time off and a
thorough training program.

Analysts who study management have identified several effective leadership
styles. There is no one best style of management and some people will feel more
personally suited to one type or another. You can also select elements of different
styles of management to create the best archetype for you and your company.

Here, we briefly review three positive management styles that can help make any
manager a more effective leader.

14



Persuasive management style

A compelling leader spends a lot of time with their team members. Being engaged
with employees allows the persuasive manager to lead by example, and to gain buy-in
and compliance from the team by persuading rather than instructing or demanding.
Influential managers are aware of the work that their team members are doing on a
day-to-day basis and are involved in their work lives.

Democratic management style

A democratic manager invites the team to be directly involved in decision-
making. Open lines of communication between democratic managers and employees
allow these types of managers to understand the skills and advantages that each
employee brings to the table. Open participation and exchange of ideas among
different levels of employees allow everyone to contribute to the outcome of a decision
or a project.

This style of management is more successful when managers develop organized
and streamlined decision-making processes. Otherwise, accepting input from everyone
can make the process sluggish and disorganized.

Laissez-faire management

The laissez-faire manager functions almost more like a mentor than a manager.
They empower their employees to step up and make decisions. This allows the team to
feel like they own a part of each project. The manager takes a backseat role, stepping in
to offer advice or get things back on track when something goes wrong. Otherwise,
they stand aside, allowing their employees to flourish creatively and exercise their own
leadership.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

rpa€ JAPYTroOpsaHY pPoOJib; OCOOMCTO MIAXOAUTH TOMY YW IHIIOMY THILY; iXHS
KOMaH/1a 30MpaeThcsi pa3oM; OyTu OE3MOCEPEIHbO 3ATYYSHUM 10 TIPUUHSATTS pillieHb;
MOTOYHA JISUIbHICTh; 3PO3YMITH HaBUYKH Ta T€peBarv; HaNpUKIAJ, MUIbIH,
OIUIauyBaHYy BIAMYCTKY; TMPOIBITATH TBOPYO; CHPUYHHSAIOTH OKpeMi  piBHI
BIJIMOBIATILHOCTI; YapiBHUM JIJIEP; MEPEKOHIUBUIM MEHEIKED; HOCATTH YCIIXY.

II. Memorize the following word combinations and make up your own
sentences or situations with them:

to be involved in decision-making; to be prepared to answer the questions; to
contribute to the outcome; to have the right people for the job; by persuading rather
than instructing or demanding; a thorough training program.

III. Answer the following questions using the word combinations from
Exercises I and II:
15



1. Why does a manager need to understand a few simple ideas? 2. What must a
manager have control over? 3. Why is planning an ongoing activity? 4. What should
planning include? 5. What is the crucial function of management? 6. How can a
company retain the best talent? 7. What positive management styles do you know? 8.
What manager can lead by example? 9. In what way does a democratic manager invite
the team to be directly involved in decision-making? 10. When does the team feel like
they own a part of each project? 11. Does the laissez-faire management allow their
employees to flourish creatively and exercise their own leadership?

IV. Retell the above text using as many of the word combinations from
Exercises I and II as you can.

WORKING ON WORDS

I. Complete the sentences with the words from the box:

leader team employees targets right skills activity|

1. Managers must have leadership ..... to use operations successfully. 2. Managers
need to set ..... or key performance indicators that the team aims for. 3. It is important
to communicate with your ..... so you can understand their needs, evaluate their
progress and help them achieve their goals. 4. I think you can improve this area of .....
with training. 5. Unfortunately he didn’t serve as a ..... and treat his team fairly. 6. An
organization is more stable if members have the ..... to express their differences and
solve their conflicts within it. 7. Lower managers usually oversee the work of regular
..... and provide direction on their work.

I1. Study the table and learn phrasal verbs with ‘step’:

Step aside means to leave an official position or job, especially so that someone
else can take your place (Syn. to resign):
Our manager announced he is stepping aside soon.
Step back means to stop for a moment in order to consider something (Syn. to
think carefully or a lot about things):
Let’s step back and have another look at this problem.

Step in means to become involved in a difficult situation or argument in order to
help find a solution:

An outside buyer has stepped in to save the company from going out of
business.
Step up means to increase something:

The senior manager has stepped up the pressure on the group to come to an
agreement.
(From Macmillan Dictionary)

16



https://www.macmillandictionary.com/dictionary/british/increase_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/solution
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/involved
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/become
https://www.macmillanthesaurus.com/topics/to-think-carefully-or-a-lot-about-things
https://www.macmillanthesaurus.com/topics/to-think-carefully-or-a-lot-about-things
https://www.macmillandictionary.com/dictionary/british/consider
https://www.macmillandictionary.com/dictionary/british/order_1
https://www.macmillandictionary.com/dictionary/british/moment
https://www.macmillandictionary.com/dictionary/british/stop_1
https://www.macmillandictionary.com/dictionary/british/aside_1
https://www.macmillandictionary.com/dictionary/british/step_2
https://www.macmillandictionary.com/dictionary/british/announce
https://www.macmillandictionary.com/dictionary/british/manager
https://www.macmillandictionary.com/dictionary/british/place_1
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III. Choose the correct preposition or adverb to complete each of the
following sentences:

aside back in up

1. Their middle manager always steps ..... to contribute to the outcome of a
decision or a project. 2. You stepped ..... the influence on the subordinate manager to
agree on specific goals and make decisions. 3. He must step ..... and then try to reach
these goals during certain period of time. 4. Your personnel manager decided to step
..... to allow a more qualified candidate to take his position. 5. They were weeks
behind schedule and I decided to step ..... and take charge of the team. 6. He stepped
..... the deadlines and we managed to get the project done in time. 7. Our superior
usually steps ..... in a difficult situation and then makes the most appropriate decisions
to support organization objectives. 8. Our manager always steps ..... requirements for
risk analysis to estimate the probability of every uncertain factor.

IV. Find in the above text and copy out sentences containing the phrasal verb
“Step”.

V. Find in the above text and copy out sentences in which linking expressions
as well as and otherwise are used. Say which of them:

a) introduces an addition?

b) suggests a warning?

WRITTEN PRACTICE

I. Complete the sentences below by choosing the correct prepositions:
among of on with to for at

1. Gaining on-the-job experience in these skills will help you ..... the
promotion ladder. 2. Senior managers are generally executive-level professionals, and
provide direction to middle management, who directly or indirectly report ..... them. 3.
..... the end of the agreed period, the superior and subordinate meet to review and
appraise the subordinate’s performance. 4. An enterprise environment generally
implies human motivation and implies some sort ..... successful progress
or system outcome. 5. Some organizations have experimented ..... other methods (such
as employee-voting models) of selecting or reviewing managers, but this is rare. 6.
When one member of a group is promoted, there may be bad feeling ..... the others. 7.
As a project manager I have the responsibility and authority ..... a given project.

I1. Ask questions to which the following statements may serve as the answers.

1. Middle managers usually communicate the strategic goals of senior
management to the front-line managers. 2. Management involves identifying
the mission, objective, procedures, rules and manipulation of the human capital of an
enterprise to contribute to the success of the enterprise. 3. She doesn’t know what she
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can do to help her teammates. 4. Making decisions allows the group members to feel
like they own a part of each project. 5. The manager doesn’t like to answer many
important questions about workplace policies. 6. The project manager has the
responsibility and authority for a given project. 7. In most models of management
and governance, shareholders vote for the board of directors. 8. Like the other
functions of management, measurement is critical to improving business performance.

III. Use the Infinitive in brackets in the appropriate form after the modal
verbs. Remember that the modal verbs are followed by the Infinitive without the
particle zo with the exception of ought.

1. Managers must (to understand) where and how they can (to implement) their
policies and strategies. 2. In smaller organizations, a manager may (to have) a much
wider scope and may (to perform) several roles. 3. You can (to focus) on controlling
and directing regular employees. 4. I think I must (to discuss) all policies and
strategies with all managerial personnel and staff. 5. Some members of the senior
management may (to serve) as the public face of the organization, and they may (to
make) speeches to introduce new strategies. 6. Plans, measurements, motivational
psychological tools, goals, and economic measures may (to be) necessary components
for there to be management. 7. We can (to accomplish) organization's goals creating a
necessary structure. 8. I suppose you oughtn’t (to cause) the conflicts within the team.

IV. Fill in the gaps using the Present Simple Passive Voice form of the verb in
brackets.

1. Management and marketing generally (understand) as two different branches of
business administration knowledge. 2. In profitable organizations, the satisfaction of a
range of stakeholders (consider) the management's primary function. 3. Management
(include) as one of the factors of production — along with machines, materials and
money. 4. A planning unit (create) to ensure that all plans are consistent. 5. Their
policies and strategies (aim) at achieving the same mission and objectives. 6. These
managers (classify) in a hierarchy of authority, and perform different tasks. 7. A good
manager (skill) at building interpersonal relationships among their team members.

SPEAKING

I. Imagine you are a good manager. Speak about your responsibilities and
how you can troubleshoot when staff members confuse their encounter challenges.

UNIT I Text 2
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ENGLISH
aim v. [eim]

archetype [ a:krtarp]
backseat [ "baek sit ]
be aware of [bi a'wea(r) av]

compelling [kem'pelin]

compliance [kem'plarans]

contribute to v. [ken'tribju:t ts]

decision [ dr'sizn |
demand v. [dr'ma:nd]
employ v. [1m'pl]

empower v. [1m'paver]

engage v. [in'gerds]
entail v. [in'terl ]
flourish v. [flarf]
function v. [ 'fank/n]

gain v. buy-in

get back on track
implement v. [ 1mpliment]
implementation
[tmplimen'tezfn]

incentive [in'sentiv]
laissez-faire [ 'leiser ‘fea(r)]

lead v. [li:d]
measure v. [ 'meza(r)]
mentor

objective [sb'dzektiv]
otherwise [ rdswaiz]
outcome [ avtkam]

participation [pa: tsi'perfan]

VOCABULARY

RUSSIAN
CTPEMUTHCA

apxertu, o0paseil
3aJIHEE CUJICHBE;
BTOPOCTEINEHHAs POJib
OBITH B Kypce, CO3HaBaTh

yOeTUTEIBHBIMN,
MNPUHYXKIAFOIINH
COOTBETCTBHE
CIT0COOCTBOBATH
pelieHue

TpeboBaTh

HaHUMAaTb, UCIIOJb30BaTh

YIOJTHOMOYHBATb,
JIaBaTh BO3MOKHOCTb
3aHMMAThCS, IPUBJICKATH
BJIEYD 32 COOOH

IMpOoLBCTATh, IIPCYCIICBATDH

(GYyHKIITMOHUPOBAT,
NEUCTBOBATH
MOJIYYUTh MOJACPIKKY
BEPHYTHCA B CTPOM
OCYILIECTBIISITh

peanu3zanus, OCylIECTBICHUE

CTUMYJI
HEBMEIATEIbCTBO,
MOMYCTUTEIHCTBO
BECTH, BO3IJIABJIATH
U3MEPSATh, OLICHUBATh
HACTaBHUK

3aja4a, 11eJb

B IIPOTUBHOM CJly4dae
pe3yJsbTar

y4acTue
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UKRAINIAN

MIparHyTH

apXeTuI, 3pa3oK
3aJIHE CUIHHS;
JIpyTropsiIHA POJIh
OyTH B Kypcl,
YCB1JIOMJTIOBATH
MIEPEKOHJIMBUH,
[IPUMYIIIYBarOUU I
BIJIMTOBIAHICTH
CIPUSITH
pileHHs

BUMAaraTu

HaliMaTH,
BUKOPHUCTOBYBATH
YIOBHOBa)KYBAaTH,
JTaBaTU MOYKJIUBICTD
3aiMaTucs, 3ajy4yaTu
TATHYTH 32 COOO0I0
MIPOIIBITATH
GyHKIIOHYBaTH,
IATH

OTPUMATH MIATPUMKY
MOBEPHYTHUCS HA MUISX
3MIIHCHIOBATH
peanizailisi, 3111CHEHHS

CTUMYJI
HEBTPYYaHHs, TOTypaHHs

BECTH, OYOJIFOBATH
BUMIPIOBAaTH, OL[IHIOBATH
HAaCTaBHUK

3aBJaHHs, METa

B IHIIOMY BUTIIAAKY
pe3ysbTar

y4acTh



pay off v. [per of ]
persuade v. [pa'sweid]
persuasive [ ps'swerstv |
reach v.

| goals
to reach | success

| the result

retain v. [r1'temn]
sluggish [ ‘slagy ]
staffing [ sta:fin]

stand aside v.
step aside v.

step back v.

step in v.
step up v.

streamline v. [ 'strimlain]
suit to v. [sju:t]

team
thorough [ '6ars]

pac IIaTUThCS
yOeInTh, yrOBapuBaTh
yOeIUTEBHBIM
JIOCTHYD

COXPaHUTh, YJICPKUBATH
BSUIBIN, MEIJIUTCIILHBIN

YKOMINJICKTOBAHUC KaaApaMU

0CTaBaTLCA B CTOPOHE

yCTynaTh JOPOTy IPYTOMY

JieNiaTh 1ar Hazaj,
yCTYIaTh

BMCIINBATbLCs, BKIIIOYATbCA
YCHUINBATh, YBCIINUMBATD,

ITOBBIIIIATH
PallOHAJIN3NUPOBATD,
MOACPHU3UPOBATH
COOTBCTCTBOBATH

KOMaH1a

TIIATEIbHBIN, TTOAPOOHBII

pO3ILIATUTUCS
MEPEKOHATH, YMOBJISITH
MEPEKOHIUBUI
JOOCSTTH

30eperT, yrpuMyBaTu
MJISIBUM, TOBLIEHUI
YKOMIUICKTYBaHHS
KaJpaMu

3aJTUIIIATUCS] OCTOPOHD
MOCTYIIATHUCS TOPOTOFO
IHIIOMY

POOUTH KPOK Ha3a,
MOCTYTIATHCS
BTpYyYaTUCs
aKTHBI3yBaTH,
MTOCHITFOBATH
MIPUCKOPIOBATH,
MOJICPHI3yBaTH
MIAXOINUTH 10,
BJIAIITOBYBATH
KOMaH/1a

pETENbHUH, TOKIATHUN

underappreciated HEJIOOIICHEHHBIN HEJIOOIIHECHU
[ 'Anda &'pri:frertid]
UNIT II Text 1
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UNIT 11
ORGANIZATIONAL DESIGN & CULTURE

I. Note the pronunciation of the following:
competitive [ kam'petstiv |
designing [ di'zainin |
dynamic [ dar'neemik ]
environment [ mn'varrenmant ]
ever-changing [ "eva(r) 'tfeindzin ]
reorganization [ 'ri:o:gsnar'zein ]
reward [ rr'wod ]
survive [ sa'varv |
theorist [ 'Brarst |
variable [ 'vesriabl ]

I1. Study the following text and retell it.
Text 1
Designing effective organizations

Most companies have been through multiple reorganizations, however, not all
successful. To determine the best organizational design for their purposes, managers
must answer many important questions. How do leaders who want to keep ahead of the
competition develop the right organization to support their vision? How do they organize
in order to ensure that the necessary tasks are performed, the necessary people are in
place, and the organization has appropriate channels of communication? In short, how do
managers design an organization to be effective in an ever-changing, competitive
environment?

There are three basic principles to keep in mind when analyzing organizations and
making organizational decisions.

1. Organizations are complex social systems. This means that the parts of the
organization are independent.

2. Organizational designs are dynamic. Organizational design is the congruence
between different parts of the organization: the people in the jobs, the jobs they do, and
the normal recruitment, selection, reward and reporting structures of the organization.

3. There 1s no one best way to design an organization. Organizational research has
shown that the more we know about particular types of organizations, the less we can
generalize about the optimal design for an effective organization. Organizational
theorists believe that no one structure or method of staffing is appropriate for every
organization.

Organizational design does depend on some particular factors, such as
environment, strategy, and technology. A manager uses the combination of these
variables to design an organization for maximum effectiveness.

However, most of the dynamic interactions and relationships between people in
an organization are not shown in an organizational chart. For example, the person with
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the most effective vision for the organization or with the most ability to accomplish
organizational goals in a firm may not be the person at the top of the chart. Because
organizational designers try to specify and order formal processes to achieve
organizational outcomes, it i1s important for them to understand the complex nature of
the relationships between the design of the organization, the people in it, the jobs they
are supposed to perform, and the environment the organization is in.

Each organization has a set of key success factors. To survive, the organization
must do well in their key areas — product innovation, quality production, fastest time to
market, or customer service.

Every organization must detect and adapt to changes in the competitive
environment and in the key success factors because the organizational design respond to
these changes.

(Allan R. Cohen. The Portable MBA in Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

oprasisaimiiiHa CTPYKTypa; YIMOPSAKYBaTH (OopMajibHI MPOIECH; MPOUIUIH Yepe3
KiJTbKa peopranizalliii; KOHKypeHTHE CEPEIOBHIIES; METOJ YKOMIUICKTYBAaHHS KaJpamMH €
BIJIMOBIAHUM; OyTH MOIEpeay KOHKYPEHTIB; Y BEpXHIM YacTHHI TaOIMIll; KOMOIHAIisA
IIUX 3MIHHUX; BIJMOBIIHICTh M PI3HUMH YaCTMHAMU; BIATIOBIHI KaHAIH 3B'S3KY; IS
JOCSATHEHHS OpTraHi3aiiHuX IiIeH.

I1. Find in Text 1 synonyms of the following words.
To finish, a project, teamwork, to succeed, a result, to attempt, award, specific.

II1. Answer the following questions using the words and word combinations
of the topical vocabulary:

1. Have most companies been through multiple reorganizations successful? 2.
What questions must managers answer to determine the best organizational design for
their purposes? 3. How many basic principles do we have to keep in mind when making
organizational decisions? 4. What factors does organizational design depend on? 5. Why
does a manager use the combination of different variables? 6. May the person with the
most ability to accomplish organizational goals in a firm be the person at the top of the
chart or not? 7. Why is it important for organizational designers to understand the
complex nature of the relationships between the design of the organization and the
people in it? 8. What key areas must the organization do well in to survive? 9. What
changes must every organization detect and adapt to?

IV. Retell the above text using as many of the word combinations from
Exercise I as you can.
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WORKING ON WORDS

I. Find in the above text and copy out phrases in which the preposition for is
used. Translate them.

II. Memorize the following word combinations and use them in sentences of
your own:

to support one’s vision; to respond to the changes; to depend on some particular
factors; to keep ahead of the competition; to be at the top of the chart; to be supposed
to perform the jobs; the necessary people are in place.

III. Find in the above text and copy out sentences in which the linking
expressions however, such as and in short are used. Which of them introduces a

contrasting fact, an exemplification and summation or clarification?

IV. Study the table and learn the phrasal verbs with ‘keep’:

‘Keep at something’ means to persist with something; carry on with something
difficult.
Don’t quit studying! If you keep at it you’ll eventually pass your exams.

‘Keep from doing something’ means to stop yourself from doing something.
My new haircut looked so funny so that my wife couldn’t keep from laughing.

‘Keep on’ means to continue doing something.
If you keep on being late for work, you will be sacked.
(From Macmillan Dictionary)

V. Translate the following sentences containing the phrasal verbs with keep:

1. Last week our manager kept on detecting to changes in this competitive
environment. 2. I didn't want to quit developing the consistent patterns and kept at
organizational strategies. 3. At the conference our manager recommended to keep from
adapting to changes in this bad competitive environment. 4. If your brother kept hard at
his studies at the University, he would do well in his exams. 5. We couldn't keep from
looking for the key factors because we sought to achieve maximum effectiveness. 6.
She kept on doing her job not good enough so she couldn't expect on her salary
increase. 7. Their ideas were not flexible and innovative so that I was not able to keep
from criticizing them.

VI. Make up three sentences of your own on each pattern in the box using
words of the topical vocabulary.

VII. Find in the above text and copy the sentences containing English idioms
with “keep”.
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WRITTEN PRACTICE

I. Choose the correct preposition to complete each of the following

sentences:
at for by on over of in

1. Top managers typically spend a great deal of their time ... various
improvement projects, whereby they seek to impose strategic changes on their
organizations. 2. To improve the quality ... their design decisions, managers must first
understand how the system that is their organization behaves. 3. Managers ... all levels
appear to perform a basic set of interpersonal, informational, and decisional roles; in
that sense their work is specialized horizontally. 4. Professionals are trained ... long
periods of time, before they ever assume their positions. 5. If the decisions are made ...
a single person or group, the organization is strictly centralized. 6. Environment
changes may result ... changes in the systems themselves, so the organization can
maintain itself in its environment. 7. Our organization has already looked for ways to
adjust its system to meet the key factors ... success.

II. Choose the proper verb form and translate the sentences.

1. Decision processes have also ..... by their functional area-new product
decisions in marketing, investment decisions in finance and hiring decisions in
personnel. 2. Standardization of work means that every work process ..... a predefined
path and a set of rules. 3. Planning and control systems measure and evaluate the
organizational system, its outputs and processes, ..... everything goes as planned. 4.
Organizations that rely primarily on the formalization of behavior to achieve
coordination are generally ..... to as bureaucracies. 5. He ..... that this structure of
staffing is appropriate for our organization. 6. An organization can be structured in
many different ways, ..... on its objectives. 7. A functional organizational structure is a
structure that ..... of activities such as coordination, supervision and task allocation. 8.
I have already evaluated the organizational system and its processes to determine if
tighter control ..... .

K e y s: referred, follows, is needed, been categorized, depending, to determine,
consists, can’t believe.

ITII. Ask questions to which the following statements may serve as the
answers.

1. The managers of the strategic apex must spend a good deal of their time acting
in the roles of spokesman, in informing influential people in the environment about the
organization's activities. 2. Strategy formulation has to involve the interpretation of the
environment and the development of consistent patterns in streams of organizational
strategies to deal with it. 3. In order to achieve the targeted goal, every organization
needs to complete a number of tasks. 4. Both environmental and strategy changes may
drive the organization to a restructuring. 5. You can specify and order all formal
processes to understand the complex nature of the relationships between the design of

the organization and the people in it. 6. Each organization must look for the key factors
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to achieve maximum effectiveness. 7. Organizations need to be efficient, flexible,
innovative and caring in order to achieve a sustainable competitive advantage. 8.

The bureaucratic
organization.

structure can discourage creativity and

SPEAKING

I. Explain and expand on the following.
A manager seeking to change an established organization should retain at least a
shadow of the ancient customs.

ENGLISH
adapt to v. [ a'deept ta]
be through [ bi 6ru:]
change n. [ tfeindsz]
chart [ tfa:t]
competition [ kompa'tin]
competitive [ kam'petativ]

congruence [ 'kongrusns]
customer [ "kastama(r)]
design n. [ di'zain |
design v.

detect v. [d1'tekt ]
ensure v. [in'foa(n)]

environment [in'varranmant]

generalize v. [ dzenarslaiz]
independent [, ind1'pendant]
job [dzpb]

innovation [ mna'veifan]
keep ahead of [ki:p a'hed]

keep in mind [ kizp 1 'maind]

market [ ‘'makt |
order v. [ 2:da(r)]

VOCABULARY

RUSSIAN
aZanTUPOBATHCS K

3aKaHYMUBaTh
U3MEHEHHE
quarpamma, cxema
KOHKYPEHIIUS
KOHKYPEHTHBIMH,
KOHKYPEHTOCTIOCOOHBIH
COOTBETCTBHE

KJIMEHT, 3aKa3HUK
MPOEKT, KOHCTPYKIIMS
MPOCKTUPOBATD,
pa3pabaTbIBaTh
oOHapyKHBaTh
00CCIICUYNTh,
rapaHTUPOBaTh
OKpY’Karolas cpesa

00001mmare
HE3aBUCHUMBIN
pabota
MHHOBAIYsI, HOBOBBEACHIE
oriepekaTh
UMETh B BUITY
PBIHOK
3aKa3bIBaTh
25

innovation in the

UKRAINIAN
aJanTyBaTUCs 10

3aKIHYyBaTH

3aMiHa, epeMiHa
Jiarpama, cxema
KOHKYPEHITis
KOHKYPEHTOCTIPOMOXHUI

BIIIIOBIIHICTH
KJIIEHT, 3aMOBHHUK
MIPOCKT, KOHCTPYKITisI
MIPOCKTYBATH,
pO3p0o0IATH
BUSIBIISITH
3a0€e3IICUnTH,
rapaHTyBaTH
HaBKOJIUIITHE
CepEIOBHIIIEC
y3arajbHIOBaTH
HE3aJIC)KHUMN

poboTa, ciyx0a
1HOBAIIi1, HOBATOPCTBO
BHIICPEKATH
3amaM'siTaTu

PUHOK
3aMOBUTH



outcome [ "avtkam ]
particular [pa'tikjsla(r)]
recruitment [r1'kru:tmant]
relationship [r1'lexnfip]
respond to v. [ r1'spond ts]
reward [r1'wa:d]

specify v. [ 'spesifar]

successful [sak'sesfl]
support v. [ sa'pot |

suppose v. [ sa'pavz |
to be supposed to do smth.

survive v. [sa'vawv |
variable [ 'veariabl]

UNIT IT

pe3yabTar, MOCIEeACTBUE
0COOBIH, OTICIBHBIN
Ha0op nepcoHana
OTHOIIIEHUE, CBS3b
OTBETUTbH HA

Harpaja

YTOUHHUTb,
cnenupuuupoBaTh
YCIIEUIHBIN

MOJIIEP>KUBATH,
COJZICMCTBOBATH
MPEANOJIOKUTD, TOIYyCKATh
UMETH ONPEACIEHHBIE
00sI3aHHOCTH JIJIST
BBIKMBATh

nepeMeHHast

pe3yIbTaT, HACIII0K
0COONHMBUH, OKPEMHIA
HaO1p Ha poOOTY
BIJTHOCHHH, 3B'SI30K
BI/IMIOBIJIaTH Ha
HAropojia, BUHaropojaa
YTOYHUTH
1HUBITyalli3yBaTH
YCIIIITHAN
MIATPUMYBATH

JOTyCKaTH
MAaTH II€BHI 000B’A3KHU
IS

BIDKUTH

3MIHHA BEJINYHHA

Text 2

UNIT 11
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ORGANIZATIONAL DESIGN & CULTURE

I. Note the pronunciation of the following:
assumption [s'sampfan]
culture ['kaltfa(r)]
employee [1m'plo1i]
encourage [in'karidz]
guide [gaid]
nitiative [1'nifativ]
measure ['meza(r)]
priority [pra1 prati]
subordinate [sa'b>:dinat]
vision ['vizn]

I1. Study the following text and retell it.
Text 2

Organizational Culture

Every organization has a culture that sets the rules for behavior in that
organization. Culture is the important concerns, goals, and values that are shared by
most people in the organization and that are likely to persist over time. In addition, at
another level of abstraction, the culture is the style or behavior patterns that
organizational members use to guide their actions. For example, an organization whose
culture values the initiative of all its members will have a different climate than an
organization in which decisions are made by senior managers and enforced their
subordinates. Most likely, the people in the first organization will feel more positive
about the effects of their actions on organizational success and will have a greater
sense of ownership than those in the latter organization, who may feel that they have
no stake in the organizational outcomes. The combination of design factors drives
behavior, which both shapes and reflects the values and patterns of the culture;
however, the culture itself often determines the arrangement of design factors. For
example, when an organization values attention to customer service issues, measures
that emphasize (internal and external) customer service may be in place. These
measures in turn drive further attention to serving the customer.

Some companies can be characterized as very friendly or as highly competitive;
these behaviors are quickly learned by new organizational members.

No one organization has the same culture as any other. In fact, cultures across one
organization differ in some ways from unit to unit, although the core values and
assumptions may be similar. Cultures vary on their content (the set of basic
assumptions held by the organization) and on their strength (the intensity of the

behavior that exhibits the culture).
Content of a culture is affected by the business environment and industry itself.

For example, an organization is an industry characterized by rapid technological
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change may hold the value of cooperation and readiness to change as part of their
culture’s content. Content is also shaped by the formal structures, plans, and policies
of the organization. An organization that states it “values all its employees and
encourages their learning” may have extensive development programs that validate
those assumptions. In addition, the culture is affected by the visions of the
organization’s leaders and the stated strategies they have implemented to achieve those
visions.

A culture’s strength is influenced by the number of shared assumptions people in
the organization have, the extent to which those assumptions are shared, and the
priority of those assumptions. Few elements of a culture are completely shared, but
each organization usually has several that are seen as crucially important to the

organization.
(Allan R. Cohen. The Portable MBA In Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:
Cuna KynbTypH; TOTOBHICTH JIO 3MIHU; BCTAHOBIIIOE MpaBUia MOBEIIHKH; B CBOIO

yepry; MaTu OuIblIe MOYYTTS MPUYETHOCTI; BEJIMKI MPOrpaMH PO3BUTKY; BlIOOpakae
LIHHOCTI Ta 3pa3Ku KyJbTYpH; IIBUJIKO BHUBYAIOTHCS; HAOIp OCHOBHHUX INPUITYIIEHb; Ha
IHIIOMY piBHI aOcTpakiii; 3a/uisl JTOCATHEHHS LMX BU[IHb, BU3HAYa€ PO3TAIlyBaHHS
(bakTopiB MPOEKTYBaHHS.

II. Make up your own sentences using the word combinations from the list.

To hold the value of cooperation, to set the rules for behavior, to be affected by
the business environment, most likely, to be shared by most people in the organization,
the core values and assumptions, to be learned by new organizational members.

I11. Put 5 questions to the text.

IV. Retell the above text using as many of the word combinations from
Exercises I and II as you can.

WORKING ON WORDS

I. Find in the above text and copy out phrases in which the preposition by is
used. Translate them.
I1. Complete the sentences with the words from the box:
manager  shared  skills  occupation @ way  culture relationship
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1. Training always helps your team learn new ..... and fosters growth. 2.
Organizational culture affects the ..... people and groups interact with each other, with
clients, and with stakeholders. 3. When I, as a ....., tried to change the behavior of my
subordinates, I encountered “resistance to change” at a level that seemed beyond reason.
4. He considers the .... between leadership and culture is not one-sided. 5. If we violate
some of these norms, we can be thrown out of the ..... . 6. Organizational subcultures
are groups whose common characteristic is a ..... norm or belief. 7. Organizational ....
may influence how much employees identify with their organization.

III. Find in the above text and copy out sentences in which linking
expressions in fact, although, in addition and however are used. Translate the
sentences with them. Which of them expresses an addition, reality, and a contrast?

WRITTEN PRACTICE

I. Complete the sentences below by choosing the correct prepositions:
over on through between for in of

1. With growing size and complexity of organizations, a distinction .... owners
and day-to-day managers has gradually become more common. 2. Organizational
culture is expressed ..... member self-image, inner workings, interactions with the
outside world, and future expectations. 3. The group begins to focus ..... the items on
the chart and finds that this really helps their communication and decision process. 4.
Top managers are responsible ..... making organization-wide decisions and establishing
the plans and goals that affect the entire organization. 5. I have changed the micro
culture ..... their group to enable them to accomplish what their organizational culture
dictates. 6. These written and unwritten rules have been developed ..... time and are
considered valid. 7. It is your duty to convince your employees of the benefits of change
and show ..... collective experience with new behaviors that the new culture is the best
way to yield success.

I1. a). Study the grammar table and learn.

Comparison construction as.....as
We use as + adjective/adverb + as to make comparisons when the things we are
comparing are equal in some way:
I can sing as well as you can. The weather this winter is as cold as last year.

b). Find in the text and copy out the sentence containing as + adverb + as.

¢). Make up your own sentences using the comparison construction as.....as
and the words of the topical vocabulary.
I11. Study the grammar table and learn.

We use each when we think of things separately, one by one.
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We use every when we think of things as a group. The meaning is similar to all.
Each is more usual for a small number.
Every is more usual for a large number.

IV. Read and translate the following sentences containing each and every.

1. You must remember that each individual is seen as more valuable than the
organization itself. 2. In many organizations, the number of managers in every level
resembles a pyramid. 3. The culture of every organization is affected by the visions of
the organization’s leaders. 4. Organizational culture affects every aspect of your
business, from punctuality to contract terms and employee benefits. 5. He gave your
manager a good idea of the future plans for each department in an organization. 6.
When everyone on the team supports each other, employees will get more done and feel
happier while doing it. 7. Your employees, partners, and customers always recognize
and appreciate that your organization puts its values into practice every day. 8. Each
management level is explained in the specification of their different responsibilities and
likely job titles.

V. Put in each or every.

1. ..... employee resisted this new arrangement violently and threatened to leave
the organization. 2. In order to have an efficient team, ..... subordinate needs to be
working at full potential. 3. The missions, objectives and weaknesses of ..... department
must be analyzed to determine their roles in achieving the business's mission. 4. .....
organization’s culture is different, and it’s important to retain what makes your
company unique. 5. In great companies, talented employees motivate ..... other to excel,
and greater profitability and productivity are the results. 6. Your leadership team can
help build the culture you need by prioritizing it in ..... aspect of their work lives. 7.
You need to focus on ways to help ..... team member identify with your culture. 8. .....
organization puts an emphasis on certain functional areas.

VI. Find in the above text and copy out sentences having each or every.

VII. Read the sentences and define the italicized verb forms.

1. Organizational culture includes an organization’s expectations, experiences,
philosophy, as well as the values that guide member behavior. 2. Culture is based on
shared attitudes, beliefs and customs. 3. A deeply embedded and established culture
illustrates how people should behave, which can help employees achieve their goals. 4.
The current organizational culture is usually due to factors that ~ave worked well for the
organization in the past. 5. An organization's culture defines the proper way to behave
within the organization. 6. In my human relations training culture, [ have learned the
value of involving people to get better implementation of decisions. 7. We explained in
detail why something different had to be done, yet people continued to act as if they had
not heard us. 8. The whole week I was trying to build that kind of microculture in this

group.
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VIII. Ask all types of questions to the following sentence:
Employees whose organizations have strongly defined cultures can justify their
behaviors at work because those behaviors fit their culture.

SPEAKING

I. Comment on the following statements.

1. “Organizational culture is civilization in the workplace.” (Alan Adler)

2. “While leaders are the principal architects of culture, an established culture
influences what kind of leadership is possible” (Edgar H. Schein)

I1. Explain and expand on the following.
Culture is not only all around us but within us as well.

ENGLISH
affect v. [a'fekt]
although [>:1'8s0]
arrangement [s reindzmant]

assumption [s'sampfan]
attention [s'ten|n]
behavior [br'hervjar]
competitive [kam'petstiv]
concern [kan's3:n]
content ['kontent]

core [ko:(r)]

crucially ['kru:fali]
customer [ kastoma(r)]
decision [d1'si3n]
determine v. [d1't3:min]
differ v. ['difar]

drive v. [dra1v]
emphasize v. ['emfasaiz]
employee [1m'plori]

encourage V. [in karidz]

VOCABULARY

RUSSIAN
BJIMATH, 3aTparuBaTh
HECMOTPS Ha TO YTO
JIOTOBOPEHHOCTD,
yperyJIMpOBaHUe
IIPEIIIOI0KEHNE
BHUMAaHUE
IIOBECHUE
KOHKYPEHTHBIN
UHTEPEC, JEJI0, 3HAUYCHUE
COZIEp)KaHUE
CYILIHOCTb, SIpO
KPUTHYECKU
[IOKyIaTelb, 3aKa34nuK
pelieHue
OIIPENEIUTD
OTJINYATHCS
YIIPaBJIATh
IIOYEPKHYTh
COTPYZHUK, CIIy>KaIllUN

MOOIIPSTH, MOIJICPKUBATH
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UKRAINIAN
BIUIMBATH
HE3Ba)Kalo4M Ha Te, 1110
JIOMOBJICHICTb, 3r0j1a

MIPUITYIIICHHS
yBara

MOBE/[IHKA
KOHKYPEHTOCTIPOMOKHUU
3aIliKaBJIEHICTb, IHTEPEC
3MICT, 00CST

AJIPO, CYTHICTh
HAJA3BUYANHO BaXIJIMBO
MOKYTIEIh, 3aMOBHUK
pilIeHHS

BU3HAYHTH

BIJIPI3HATHCS

KepyBaTH

M1JIKPECIUTH
CIIBpOOITHHK,
CITy>KOOBEIIb
320X04yBaTH,
MiITPUMYBATH



enforce v. [in'fr:s]
environment [in'varranmant]

external [1k'st3:nal]

guide v. [gaid]

hold v. [havld]
implement v. ['tmpliment]
initiative [1'nifatrv]
intensity [in'tensrti]
internal [in't3:nl]

issue ['1fu:]

measure ['meza(r)]
outcome [‘autkam]
ownership ['sunafip]
pattern [ petn]
persist v.

policy ['polssi]
rapid ['reepid]
readiness ['redinas]
reflect v.

set

share v.

similar ['szmala(r)]
stake ['stetk]
state v.

strength [strend]
subordinate [sa'ba:dinat]
success [sak'ses]

unit

validate v. ['veel.r.dert]
value v. ['veelju:]

MPUHYXKAATh
OKpY>Karolas cpeaa

BHEIIIHUI

HaIPaBJIATh, PYKOBOJIUTh
JepKaTh, 3aHUMATh
OCYILIECTBIISITh
WHUIIMATHUBA
MHTEHCUBHOCTb; TITyOHHA
BHYTPECHHUM

npobiema,

CIIOPHBIN BOIIPOC

Mepa, KpuTepui
pe3yJbTar, MociaeACTBUE
BJIaJIEHHE, COOCTBEHHOCTH
ma6JioH, 00paserlt
HacTauBaTh, yIIOPCTBOBATh

MOJIMTUKA; KYPC
OBICTPBINA, CKOPBIN
TOTOBHOCTH

OTpaXkaTh

Ha0Op, KOMIUIEKT
pa3AensTh,

BJIaICTh COBMECTHO
aQHAJIOTHYHBIN, 110100HBII

JIOJISA, Y4aCTHE
YTBEPXK/ATh,
KOHCTAaTUPOBATh

CWJIa, TPOYHOCTh
MMOJYMHEHHBIN

ycrex
MOJpa3IelICHUE, YacTh
MOJATBEPKAATh
LICHUTh, OLICHUBATH

IPUMYIITYBaTH
HABKOJIMIITHE
CEpEeIOBUIIIEC

30BHIIITHIN

BECTH, KEpyBaTH
TpUMaTH, BMIIIYBaTH
peaiizyBaTH, BAKOHYBaTH
1HII[MaTHBAa
IHTCHCUBHICTD
BHYTPIITHIN

npoliema,

CIIpHE MUTAHHS

3axifi, MipHIIO
pe3ynbTaT, HaCI1 0K
BJIACHICTb, BOJIOIIHHS
3pa3oK, MOJIEIb
MIPOJIOBXKYBATH,
HaIloJIsTaTH

MOJTITHKA, KypC
IIBUIKHH, CTPIMKHIA
TOTOBHICTh
B1JI0OpakaTu

Ha01p, KOMILJIEKT
PO3ILIATH,

BOJIOJITH CITIJIBHO
AHAJIOTIYHUM, TTOA10HUI
CTaBKa, 4acTKa
CTBEP/UKYBaTH,
KOHCTaTyBaTH
MIIIHICTh, €(EKTUBHICTh
I JTET TN
ycmix

P03 LT, YaCTUHA
N1ATBEPAUTH

IIHUTH, OI[IHIOBATH

value n. 3HAYCHUE, BEINYHNHA 3HAYECHHA, BapTiCTB
vary v. ['veari] BapbHUpOBaTh, U3MCHSTBHCS 3MIHIOBATHUCS
UNIT IT Text 3
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UNIT 11
ORGANIZATIONAL DESIGN & CULTURE

I. Note the pronunciation of the following:

adjustment [a'dzastmant]
apex [ erpeks]

authority [>:'Gorati]
dimension [ dar'menfsn]
employee [1m'plo1i: ]
hierarchy [ "harsra:ki]
mechanism [ 'mekanizem]
parameter [pa'reemitar]
specialize [ 'spefslaiz]
standardize [ 'steendadaiz]
supervision [ su:pa'vizen|

II. Study the following text and retell it.

Text 3
Five Basic Parts of an Organization

Organizations can be described in terms of their use of the coordinating
mechanisms. In theory, the simplest organization can rely on mutual adjustment to
coordinate its basic work of producing a product or service. Its operators - those who
do this basic work - are largely self-sufficient. As the organization grows, however,
and adopts a more complex division of labor among its operators, the need is
increasingly felt for direct supervision. So, whereas the division of labor up to this
point has been between the operators themselves, the introduction of a manager
introduces a first administrative division of labor in the structure - between those who
do the work and those who supervise it. And as the organization further elaborates
itself, more managers are added - not only managers of operators but also managers of
managers. An administrative hierarchy of authority is built.

As the process of elaboration continues, the organization turns increasingly to
standardization as a means of coordinating the work of its operators. The responsibility
for much of this standardization falls on a third group, composed of analysts. Some,
such as work study analysts and industrial engineers, concern themselves with the
standardization of work processes; others, such as quality control engineers,
accountants, planners, and production schedulers, focus on the standardization of
outputs; while a few, such as personnel trainers, are charged with the standardization
of skills (although most of this standardization takes place outside the organization,
before the operators are hired). The introduction of these analysts brings a second kind
of administrative division of labor to the organization, between those who do and who
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supervise the work, and those who standardize it. Whereas in the first case managers
assumed responsibility from the operators for some of the coordination of their work
by substituting direct supervision for mutual adjustment, the analysts assume
responsibility from the managers (and the operators) by substituting standardization
for direct supervision (and mutual adjustment). Earlier, some of the control over the
work was removed from the operator; now it begins to be removed from the manager
as well as the systems designed by the analysts take increasing responsibility for
coordination.

Managers can be divided into two groups. Those at the very top of the hierarchy,
together with their own personal staff, form the strategic apex. And those below, who
join the strategic apex to the operating core through the chain of command, make up
the middle line.

The bricks of all organizations are its employees, so how their jobs are designed
and how they adjust to the organization has a high impact on the entire organization.
The first of the three parameters in this category is job specialization, and can be done
in two dimensions. Horizontal job specialization is the most dominant form as it
defines the breadth of tasks assigned to an organizational position. Vertical job
specialization happens when an employee both administers the tasks, and performs
them. Changes in the job specialization parameter is known as either job enlargement
or job enrichment, depending on the dimension the job is expanded in. If an employee
simply 1s assigned more tasks, the job is enlarged, but if the employee instead is given
more control over the tasks already assigned, the job is enriched. Obviously, job
enlargement seldom generates the same motivation with the worker as job enrichment
does. Jobs of complex nature, which are specialized primarily in the horizontal
dimension, are referred to as professional.

(Henry Mintzberg. The Structuring of Organizations)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:
AK 3aci0 KoopAMHAIil poOOTH; TOPU3OHTANbHA CHeliani3alis poOOTH; B3a€EMHE

KOPUTYBAHHS; IMIJABUIIEHHS IO POOO0Ti; HEOOXIHICTh BITYYBAETHCA AeAaii OLIbIIE;
NPUHOCUTh  JPYTUA  BHUJ  QJAMIHICTPATUBHOTO PO3MOAUTY Tpali; JOPYYEHO
CTaHJAPTHU3AIlI0 HABUYOK; IIJBUIICHHS BIAMOBIJAIBLHOCTI 3a KOOpJWHAILIO; Ha
caMOMy BEpXy l€papxii; B MepIIOMYy BUNAAKY; aIMIHICTpATUBHA l€papXis BIaau; y
MIpy PO3BUTKY OpraHizariii.

I1. Find in the above text synonyms of the following words.
Become larger, to employ, whole, clearly, observation, staff.

I11. Explain in English the meaning of:
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job enrichment, horizontal job specialization, self-sufficient, personnel trainers,
administrative division of labor.

IV. Answer the following questions using the words and word combinations
of the topical vocabulary:

1. What terms can organizations be described in? 2. What organization can rely
on mutual adjustment to coordinate its basic work of producing a product or service?
3. When is the need felt increasingly for direct supervision? 4. Why does a first
administrative division of labor in the structure take place? 5. What is an
administrative hierarchy of authority? 6. Which group does the responsibility for much
of the standardization fall on? 7. Who concerns himself with the standardization of
work processes? 8. Who is charged with the standardization of skills? 9. What brings a
second kind of administrative division of labor to the organization? 10. Who do the
analysts assume responsibility from? 11. How many groups can managers be divided
into? 12. What managers make up the middle line in the hierarchy? 13. What are the
bricks of all organizations? 14. What do you know about horizontal job specialization?
15. When does vertical job specialization happen? 16. What do we call changes in the
job specialization parameter? 17. What is the difference between enlarged job and
enriched job? 18. What jobs are referred to as professional?

V. Retell the above text using as many of the words and word combinations
of the topical vocabulary as you can.

WORKING ON WORDS

I. Memorize the following verbs followed by prepositions and use them in the
sentences of your own:

adjust to, be specialized primarily in, fall on, be referred to as, rely on, be divided
into, focus on.

I1. Complete the sentences with the words from the box:

ways manager decisions skills level responsibility subordinates effort

1. Training is the process where job related .... and knowledge are acquired. 2.
The common purpose is achieved through the coordinated .... of all individuals and
groups within an organization. 3. As their organization further elaborated itself, one
more .... was added. 4. He took some of the .... for coordinating their work. 5.
Coordinative .... guide and coordinate the operating decisions. 6. Leaders usually
gather political and ideological information on their .... to maintain their authority. 7.
Analyzers decide on the best .... to perform jobs and seek to standardize skills. 8. The
regulated control system of the organization also includes a specification of the kinds
of decisions that can be made at each .... of the hierarchy.

II1. Complete the sentences below by choosing the correct prepositions:
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from of with at in on for to(2)

1. We have already ended up ..... an organization that consists of a core of
operators and an administrative component of managers and analysts. 2. Planners
decide ..... outputs and define quality requirements. 3. People need to relate ..... each
other as human beings, whether for purposes of friendship or to let off steam. 4. .... the
end of the agreed period, we met with our superior to review and appraise the
performance. 5. They attempted to identify the problem and to coordinate their work
..... that period. 6. I have involved a team of people ..... throughout the company to
help with the design. 7. When employees encounter obstacles or problems, they
report back ..... the appropriate manager. 8. Job enlargement gives employees
motivation as it gives them a bigger chance to participate ..... the organization’s
operations. 9. Departments are usually sorted on the basis of the kinds ..... tasks the
workers in each department perform.

WRITTEN PRACTICE

I. Choose the proper verb form and write down the translation of each
sentence.

1. His ideas ..... us to the conceptual description of the organization. 2. This staff
..... the functioning of the operating core indirectly, that is, outside the basic flow of
operating work. 3. In order to perform effectively, an organization ..... clear and
realistic goals. 4. We can use his skills and capabilities ..... to deliver business value in
the new operating model. 5. Good organization design ..... new ways of operating, of
relating to one another, of getting work done. 6. Labor in our department ..... in such a
way in which different people perform discrete parts of a task for greater efficiency. 7.
Authority in the organization is the right of the person ..... the position to exercise
discretion in making decisions affecting others. 8. An ineffective structure .....
significant problems for a company, including lost profits, rapid employee turnover
and loss in productivity. 9. In any business, employees at all levels typically ..... a
description of their duties and the expectations that come with their positions.

K e y s: establishes, are given, have led, must have, occupying, can cause,

needed, is arranged, supports.

II. This sentence includes examples of both ing-forms, the gerund and the
present participle. Say which word in italics is the gerund and which is the
present participle.

Your analyst can assume increasing responsibility from the manager by
substituting standardization for direct supervision and mutual adjustment.

II1. Study the grammar table and learn.
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Between means 'in or into the space which separates at least two places, people or
objects.'

E.g. Their Company is between the bank and the school.

Among means 'in the middle of or surrounded by other things.' It is used to refer
to more than two persons or things. We see the people or things as part of a group.

Amongst has the same meaning, but is more formal.

E.g. 1 searched among my things for my report about the main coordination
mechanism.

There are no co-operations among the party leaders.

(© Godot MediaGodot Media)

IV. Translate the following sentences having the prepositions among and
between, pay attention to their use.

1. The interactions between these core parts determine the strategy of the
organization. 2. The middle level managers perform the essential function of acting as
a buffer between the senior management and the rank and file employees. 3.
Decentralization occurs when decision-making authority is dispersed among the lower
organizational levels. 4. Too much environment change can be very disruptive, so
there is a constant tension between initiating change and maintaining equilibrium in
the system. 5. Among the four of us, I don’t think there is one who can achieve those
tasks. 6. We spent a lot of time coordinating our basic work between producing a
product and service. 7. There are a few personnel trainers among the employees. 8. We
can decide among ourselves and then tell our manager. 9. The conflict between the line
executives and the staff usually poses the problem of coordination by the chief
executive.

V. Find in the above text and copy out sentences in which the prepositions
among and between are used. Translate them.

VI. Make up your own sentences with between and among using words of the
topical vocabulary.

SPEAKING

I. Comment on the following quotation.
“Memory is the diary that we all carry about with us” (O. Wilde)

I1. Develop the idea.
Your business strategy you are trying to achieve is to accomplish a more complex

administrative division of labor and to avoid the conflict between the executives and
the staff.
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UNIT II

Text 3
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
accountant [a'kavntant] Oyxranrep Oyxranrep
adjust v. [a'dzast] OTpETyJIMPOBATh, HaJaITyBaTH,
pUCcocadIuBaTh BIJIpETyJIIOBATU
adjustment [s'dzastmant] KOPPEKTUPOBKA, KOpUT'YBaHHS,
peryJiupoBaHue peryJitoBaHHS
administer v. [ad'minister] yIPaBIIATh aJIMIHICTPYBaTH,
KEPYBAaTH
adopt v. [a'dopt] MIPUHUMATh, MPUUHSATH, 3a1103UYyBaTH
3aMMCTBOBATh

apex [ erpeks]
assign v. [a'sain]
assume v. [a'sju:m]
authority [>:'Gorati]

breadth [bred6]
brick

chain [tfein]

charge with v. [tfa:dz wid]
dimension [ dar' menfen]
dominant [ dominant]

division [d1'vizn]
claborate v. [1'leebarat]
employee [1m'plb1i: ]
enlarge v. [1n'la:d3]
enlargement [1n'la:dzmant]
enrich v. [in'r1tf]

entire [1n'tara(r)]
expand v.

hire v. [ 'hama(r)]
increasingly [in'kri:sinli]
labor [ 'letbar]

BEpIIMHA, BBICIIAsi TOUKA
Ha3Ha4aTh, IPUITUCHIBATH
Mpeanojiarath

OpraH BJIACTH, ITOJIHOMOYHC

IMpOTa
KApIUY
L[EII0YKa,
NIOCJIEIOBATENBHOCTD
nopy4aTh
U3MEPEHUE
JOMUHHUPYIOLINH,
npeo0J1aaroIui
JIeJIEHNE
pa3padaThIBaTh
CITyauuii, pabOTHUK
YBEJIUYHUBATh
yBEJINYECHHE
o0oramare, yiydaTh

BECb, LICJIbIN
pacIIupsTh
HaHUMAaTh
BCE 0OJIbIIIE
TpynH, paboTa
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BEpIIIMHA, BEPX
MPU3HAYUTH, BABHAYATH
MPHUITYCTUTH, BBOKATH
opraH BIIaJiH,

TTOBHOBAKCHHS

IMPOTA
IeTJInHa
JIAHITFOT
MOCITITOBHICTh
Jopydartu
BHMID
JOMIHYIOUHH,
MEepEeBAKAOYNI
MOALT
pO3pOo0IIATH
CIIy’00Bellb, POOITHUK
301IBITYBaTH
301TIBIICHHS
30arauyBaru,
MOJIIIIITYBATH
IIUTMH, TIOBHUI
PO3IINPIOBATH
HaiiMatu (Ha poOoTYy)
BCE OiybIIIe i OibIme
npais, podbora



mutual [ 'mju:tfusl]
obviously [ 'pbvissli]

rank and file

scheduler [ 'fedju:lar]
self-sufficient [ selfsa'fifont]
specialize v. [ 'spefslaiz]
standardize v. [ 'steendadaiz]
substitute v. [ 'sabstitju:t]
supervise v. [ 'su:pavaiz]
supervision [ su:pa'vizen]

B3aMMHBIN

OYEBHUIHO
psAI0OBbIE, OOBIKHOBEHHBIE
TJTAHUPOBIIUK
CaMOJ0CTaTOYHBIN
CIICIIMATTU3UPOBATHCS
CTaHIApPTU3UPOBATH
3aMCHSATH
KOHTPOJINPOBATh
HaOII0/ICHHUE, HAa130P
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B3a€EMHUMU

OYEBHJIHO

PAIOBUM CKIAL
IUTaHYBAJIbHUK
CaMOJOCTaTHIN
creriani3yBaTucs
CTaHAApTU3YBaTH
3aMIHSITH, 3aMIIyBaTH
KOHTPOJIIOBATH
CIOCTEPEIKEHHS, HarJIs



UNIT IIT Text 1

UNIT III
ECONOMIC PLANNING & CONTROLLING

I. Note the pronunciation of the following:
accumulation [s kju:mju'letfon]
allocation [ zels'ke1fon]
capitalism [ ‘keepitalizam]
centralization [sentrslar'zeifn]
hierarchical ['harerakikal]
intergovernmental [integaven'mentl]
mechanism ['mekanizam]
necessitate [na'sesrtert]
obsolescence [ pbsa'lesans]
procedure [pra'si:dza(r)]
society [sa'sarati]
subsidiary [ssb'sidiari]

I1. Study the following text and retell it.
Text 1

Economic Planning

Economic planning is a resource allocation system in which the government
makes economic decisions based on an economic plan. Planning is a mechanism for
the allocation of resources between and within organizations contrasted with
the market mechanism.

There are various forms of economic planning that vary based on their specific
procedures and approach. The level of centralization or decentralization in decision-
making depends on the specific type of planning mechanism employed. In addition,
one can distinguish between centralized planning and decentralized planning. An
economy primarily based on planning is referred to as a planned economy. In a
centrally planned economy, the allocation of resources is determined by a
comprehensive plan of production which specifies output requirements. Planning can
also take the form of indicative planning within a market-based economy, where the
state employs market instruments to induce independent firms to achieve development
goals. A distinction can be made between physical planning (as in pure socialism) and
financial planning (as practiced by governments and private firms in capitalism).

Physical planning involves economic planning and coordination conducted in
terms of disaggregated physical units whereas financial planning involves plans
formulated in terms of financial units.

When planning for economic development, the goal is to create and maintain a
strong, vibrant local economy. Local government economic development planning is
part of a region's overall economic development strategy and involves intergovernme -
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ntal coordination. The economic development plan provides a comprehensive
overview of the economy, sets policy direction for economic growth, and identifies
strategies, programs, and projects to improve the economy.

In the first volume of Das Kapital, Karl Marx identified the process of capital
accumulation as central to the law of motion of capitalism. The increased industrial
capacity caused by the increasing returns to scale further socializes production.
Capitalism eventually socializes labor and production to a point that the traditional
notions of private ownership and commodity production become increasingly
insufficient for further expanding the productive capacities of society, necessitating the
emergence of a socialist economy in which means of production are socially owned
and the surplus value is controlled by the workforce. Many socialists viewed these
tendencies, specifically the increasing trend toward economic planning in capitalist
firms, as evidence of the increasing obsolescence of capitalism and inapplicability of
ideals like perfect competition to the economy, with the next stage of evolution being
the application of society-wide economic planning.

Large corporations use planning to allocate resources internally among their
divisions and subsidiaries. Many modern firms also use regression analysis to
measure market demand to adjust prices and to decide upon the optimal quantities of
output to be supplied. Planned obsolescence is often cited as a form of economic
planning that is used by large firms to increase demand for future products by
deliberately limiting the operational lifespan of its products. Thus, the internal
structures of corporations have been described as centralized command economies that
use both planning and hierarchical organization and management.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

JMHAMIYHA MiICIIeBa E€KOHOMIKA; CHCTeMa PO3MOAULY PECYpCiB; IJIsi BHUMIPY
PUHKOBOTO TIOMUTY; HAKONWYCHHS KaIliTally; ONTUMabHI OOCSATH MPOMYKIlii, IO
MOCTABJISIETHCS;  y3arajibHIOE TMpaIio Ta BUPOOHHUIITBO; 3aAisTHUM  MEXaHi3M
IUIaHYBaHHS; IJJAHOBAHE MOpAJbHE CTapIHHA;, MOTpeOM B 00CsSrax BUPOOHUIITBA;
TEPMiH CIIyKOHM CBO€I MPOYKIlli; TPaJAMINIHI CTABJICHHS O MPUBATHOI BIACHOCTI;
PUHKOBa €KOHOMIKa; BUPOOHHWY1 MOKJIMBOCTI TOBApPHUCTBA; JOJATKOBA BapTICTh; IS
JOCSITHEHHS IIUJICH PO3BUTKY.

II. Memorize the following word combinations and make up your own
sentences with them:

To be based on an economic plan, caused by the increasing returns, to increase
demand for future products, to employ market instruments, economic growth, means
of production, to improve the economy.

II1. Ask your own questions to the text for class discussion.
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IV. Retell the above text using the words and word combinations of the
topical vocabulary.

WORKING ON WORDS

I. Complete the sentences with the words from the box:

economic objective economies automation management types
demand

1. Many transactions in some ..... do not pass through anything resembling a
market. 2. Much economic activity is centrally planned by managers within firms in
the form of production planning and marketing ..... and in the form of production
planning. 3. This economist noted that large firms manage both prices and consumer
..... for their products by sophisticated statistical methods. 4. The requirement for an
..... development element was conditioned on the availability of state funds, which
have not been provided to date. 5. They have already prepared other ..... of economic
development plans, including strategic action plans and plans targeted at downtown
areas. 6. The use of modern electronic devices has led to increasing ..... without any
need for human labor. 7. A plan is a specific intention consisting of an ..... and an
action statement.

II. Find in Text 1 and copy out phrases in which the preposition within is
used. Translate the phrases.

II1. Complete the gaps in this passage using these linking expressions:
however but and because otherwise

Since the days of the French Revolution, great disparities in income have been
considered destabilizing. Public policy considerations must be based on factors that
affect not only economic growth ..... also income differences, while aiming at
reducing economic inequities. ....., the increasing masses of the impoverished and
unemployed can impart major political upheavals. ....., poverty alleviation should
precede democratization ..... political information is costly ..... wealth concentration
in the hands of a few means not only market control but also political control by a few.

WRITTEN PRACTICE

I. Translate the following sentences paying attention to the form of the
infinitive after the modal verbs.

1. We must achieve broad-based and sustainable economic growth by
enhancing the contribution of the private, government and the co-operative sectors to
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the development process. 2. A complete development plan should determine its
objectives to be achieved during the proposed plan period. 3. These programs should
to be achieved within an intermediate time frame. 4. In the absence of any
improvement, economists and planners should decide on the economic policy
corrections that might be considered. 5. Planning must be based on the planned
accumulation of capital in order to either stabilize the business cycle or to maximize
profits. 6. This economic development plan might have provided a comprehensive
overview of the economy. 7. We can distinguish between centralized
planning and decentralized planning.

II. Ask questions to which the following statements may serve as the
answers paying attention to the grammar.

1. His economic development plan has set policy direction for economic
growth of our firm. 2. I have already identified the criteria on the basis of which
economic development is planned. 3. Development economists have concentrated
most of their efforts on the analysis of the conditions currently facing various
countries. 4. The internal structures of corporations have been described as centralized
command economies that use both planning and hierarchical organization and
management. 5. Human development resource has been the most important factor in
implementing different plans successfully. 6. These publications and guides have
provided useful background on the economic development planning process. 7. We
have just formulated a new plan with reference to the previous evaluation of plans
including evaluation and monitoring of the existing plan.

III. Choose the correct preposition to complete each of the following
sentences:

of (2) in(2) into with(2) by

1. Enterprise resource planning is the integrated management of main business
processes, often in real time and mediated ..... software and technology. 2. Many
developed countries estimate input—output accounts annually and ..... greater recency.
3. Their program emphasizes wide coordination ..... economic development planning.
4. ... the process of evaluation success and failure of the current and past plans are
evaluated. 5. Economic development transforms a traditional dual-system society .....
a productive framework in which everyone contributes and from which receive
benefits accordingly. 6. Many countries aspire to formulate economic development
strategies to improve their quality ..... life. 7. Almost all-economic planning models
deal ..... causal forecasting or economic growth determination. 8. This input-output
analysis forecasts the dynamics ..... both the final and intermediate goods.

IV. a) Translate the following sentences paying special attention to the
infinitives as parts of compound nominal predicates.
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The infinitive after the linking verb BE is part of the compound nominal
predicate.

1. The basic objective of development planning is to achieve sustainable an
economic development in primary, secondary and tertiary sectors of the nation. 2. One
important aim of planning is to increase economic condition of a country. 3. The main
importance of planning is to reduce the imbalance by implementing effective plans and
programs. 4. Their main goal is to decrease the proportion of the population living
below the poverty line by triggering broad-based, employment-oriented and equitable
economic growth. 5. Our objective is to bring about a direct positive change in the
living standards by reducing the economic and human poverty. 6. Your next step is to
discuss the current plan as well as the proposed plan. 7. The perspective of this paper is
to present an analysis of a unique set of forecasting models which have been
developed independently over five years. 8. Your purpose is to allocate resources
internally among your subsidiaries. 9. My task is to determine a comprehensive plan of
production which will specify output requirements.

b) Find in the above text the sentence containing the infinitive in the function
of a compound nominal predicate and write it out.

TOPIC FOR DISCUSSION

I. Comment upon John Galsworthy’s words.
“If you do not think about the future, you cannot have one.”

VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
accumulation HAKOTUICHUE HAKOIMYCHHS
[5 kju:mju'lerfsn]
adjust v. [a'dzast] OTpETyJIMPOBATh, HaJaITyBaTH,
IpPUCIOCa0INBATh KOPEKTyBaTH
allocation [ zels'kerfon] pacripeneeHue BUJIUICHHS, IPU3HAYCHHS
approach [s'praut/] TOXO/I TT1JIX 1]
capacity [ka'paeesati] MOIITHOCTb, MOTYKHICTb,
IPOU3BOUTEIHLHOCTh 3/IaTHICTh
commodity [ka'modati] TOBap, TOBap, MPOIYKT
npeaMeT NOoTpeOIeHus
competition [ kompa'tyn] KOHKYpPEHLUS KOHKYPEHLIS
comprehensive BCEOOBEMITIONIIH, BCEOCSKHUI
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[ komprr1'hensiv]
contrast v. ['kontra:st]
deliberately [dr1'lzbaratli]
demand [dr'ma:nd]

disaggregate v. [ dis'aegrigst]

distinction [d1'stipkfen]

distinguish v. [d1'stingwif]
division [dr'vizn]
emergence [1'm3:.dzans]

employ v. [1m'pl1]
eventually [1'ventjuali]
evidence [ 'evidans]
growth [grauB]

identify v. [ar' dentifa1]

improve v. [1m'pru:v]

inapplicability [ins pliks biliti]

indicative [in'dikstiv]

induce v. [in'dju:s]
insufficient [ nsa'fifont]
labor ['letbar]

lifespan ['larf.speen]

market ['ma:kat]

means [mi:nz]

measure v. ['meza(r)]
necessitate v. [na'sesttert]
notion [ 'naufen]
obsolescence [ pbsa'lesans]
output ['avtput]

overall [ svver'>:]
own v. [sun]

HCUEPIBIBAOIIUI

IPOTUBOTOCTABIISATh
CO3HATEJbHO, 00 TyMaHO
MOTPeOHOCTH, CIIPOC
pa3beAUHATD

pasziuuue, OTIHYne

pasauyarh, OTJIMYATh
JICTICHHE, pa3IeiICHUE
IIOSIBJICHHE,
BO3HUKHOBEHHE
HCIIOJIB30BaTh, HAHUMATh

B KOHIIE KOHIIOB
JI0OKa3aTeIbCTBA, IAHHBIC
POCT, YBEJIMUCHHE
UACHTU(PUIIUPOBATD,
pacro3HaBaTh
YIY4IIUTb,
COBEPIIECHCTBOBATh
HEIIPUMEHUMOCTh
MIOKA3aTeNbHbIN
OPUEHTUPOBOYHBIN
BBI3bIBaTh, MOOYKATh
HEJIOCTATOYHBIN
Tpya, pabota
CPOK KU3HH;
CPOK IKCIUTyaTaluu
PBIHOK
CpEeJICTBO, CIIOCOO
U3MEPSTh, OLICHUBATH
TpeOOBaTh, BHIHYK/IATh
MOHSTHE, PEJICTABICHUE
yCTapeBaHUE
MPOU3BOJIUTEILHOCTD;
MPOAYKIUS
OOIIHH, TOJTHBIN

BJIAJICTh, 00JIaaTh
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BCEOIYHMIA

MIPOTUCTABUTH
CB1JIOMO, 00, TyMaHO
IOTHUT, ToTpeda
po3’€HyBaTH
PO3pI3HEHHS,
BIIMIHHICTb

TO1J1, PO3IIOILIT
1osiBa

MpareBIamTyBaTH,
BXKUBATH

3pENITO0

JIOKa3H, HasIBHICTh
3pOCTaHHS, PICT
imeHTudikyBartH,
po3IMi3HaBaTH
MOKPAIIUTH,
yIOCKOHAJIOBATH
HEMPUIATHICTD
OpIEHTOBHUH, AIACHUM

CIIOHYKaTH
HEJIOCTaTHIN

npais, podora
TPUBAJICTh KUTTS,
TPUBATICTh EKCILTyaTalii
PUHOK

3aci0, crnocid
BUMIPIOBATH, OI[IHIOBaTH
BHMAaratu

TTOHSTTS

3aCTapiIiCTh
MOTYXHICTb,

POy KITisT

3arajlbHUM, HOBHUM
BOJIOJITH



ownership ['sunafip]
resource [r1'sa:s|
return [rr'ta:n]

socialize v. ['saufslarz]

subsidiary [sab'sidiari]
supply v. [sa'pla1]
surplus ['s3:plss]

vary v. [ 'veari]
vibrant ['vaibrant]

workforce ['wz:k.f:s]

COOCTBEHHOCTD
pecypc, 3amnac
BO3BparT, J0XO0J;
JIOXOJTHOCTh
0000IIEeCTBIIATD,
HallMOHAJIM3UPOBATh
bunuan

IIOCTAaBJIATh, CHA0XKAaTh
M30BITOK
BapbUPOBATH, U3MEHSATHCA
APKHAM, TPETEUTyIINN;
JTMHAMUWYHBIN

pabouas cuia,
TPYJI0BBIE PECYPCHI
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BJIACHICTh

pecype

BiJlTaBaHHS, 3BOPOT,
MPUOYTKOBICTb
yCYCHIJIBHIOBATH,
HaI[lOHAJI13yBaTH
binis

TIOCTABJISITH, IOCTAYATH
HAJIAIIIOK
3MIHIOBATUCS
SICKpABUN, IPUKAYUN;
ITUHAMIYHUN

poboua cuia,

TPYAOB1 pecypcu



UNIT IIT Text 2

UNIT 111
ECONOMIC PLANNING & CONTROLLING

I. Note the pronunciation of the following:
budgetary ['badzitar1]
controlling [ken'travlin]
deviation [ di:vi'ern]
managerial [ meens'dzarial]
performance [pa'f>:mans]
personnel [ p3:san’el]
qualitative [ 'kwolitativ]
quantitative [ kwontitativ]
rationalization [reefnslar'zeifn]

I1. Study the following text and retell it.
Text 2

Controlling

Controlling consists of verifying whether everything occurs in conformities
with the plans adopted, instructions issued and principles established. Controlling
ensures that there is effective and efficient utilization of organizational resources so as
to achieve the planned goals. It measures the deviation of actual performance from the
standard performance, discovers the causes of such deviations and helps in taking
corrective actions.

Control is one of the managerial functions like planning, organizing, staffing
and directing. It is an important function because it helps to check the errors and to
take the corrective action so that deviation from standards are minimized and stated
goals of the organization are achieved. According to modern concepts, control is a
foreseeing action; earlier concepts of control were only used when errors were
detected. Control in management includes setting standards, measuring actual
performance and taking corrective action in decision making.

From these definitions it can be stated that there is the close link between
planning and controlling. Planning is a process by which an organization's objectives
and the methods to achieve the objectives are established, and controlling is a process
which measures and directs the actual performance against the planned goals of the
organization.

First step in establishing control system is setting standards. Standards serve as
a basic for measuring performance. They may be expressed in quantitative or
qualitative terms. A standard is a criterion against which results can be measured. In
quantitative terms they are expressed in numbers.

The second important element in the process of control is the measurement of
the actual performance. It is not only knowing what has happened but also what is
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likely to happen. It means that deviations are to be predicted in advance to take
corrective action in advance for the achievement as soon as the operations are
completed. Concurrent control, i.e., it should also be measured while the activity is in
the course of operation which makes the appraisal possible in time.

Control over organization is accomplished through the development of the
organization chart and organization manual. The organization manual attempts at
solving organizational problems and conflicts, making long-range organization
planning possible, enabling rationalization of organization structure, helping in proper
designing of organization and departments.

The statement that management is getting the work done through people,
underlines sufficiently the importance of control of personnel. All employed working
at different levels must perform their assigned duties well and direction of their efforts
and controlling their behaviour is the process of control over personnel. Personnel
director or personnel manager prepares a control plan for having control over
personnel. Cost control is experienced by the cost accountant by setting cost standards
for material, labour and over-heads and making comparison of actual cost data with
standard cost. Cost control is supplemented by budgetary control system.

The most popular type of control relies on feedback. As the term suggests,
post-action controls measure the results after the activity is done. The focus is on
results of operations. Examples of feedback controls include periodical (weekly,
monthly, quarterly, annual) reports.

They guide future planning, inputs and process designs. Post-action controls
are also used as a basis for rewarding or encouraging employees. For example,
meeting a standard may result in a bonus. The major drawback of this type of control
is that by the time the manager has the information, the damage is already done.

(From Wikipedia, the free encyclopedia)

NOTE:
i.e. ['ari:] is an abbreviation for id est (Latin for "that is")
It 1s used especially in writing after a general statement to introduce specific
information or examples.
E.g. The hotel is closed during the off season, i.e., from October to March.
(Cambridge Academic Content Dictionary © Cambridge University Press)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

BXKUTH KOPUTYBAIBHUX il 3a37aJIeTi/ib; TUIAH KOHTPOJIIO; TOJIOBHUH HEIOJIK;
y MpoIieci eKCIuTyararlii; BiIMOBIIHO A0 MPUHHATHX IUIAHIB, JJIs JOCSATHEHHS IIICH;
CJIEMEHTH KepyBaHHS TCIs [li; BHUpPAXalOTbCd Yy UWCIaX; pallioHai3arlis
OprafizamiifHOi ~ CTPYKTYpH; Ha  pI3HMX pIBHSX; BiAXWJeHHA  (aKTHYHOI
MPOYKTUBHOCTI BiJl CTAHJAPTHOI MPOAYKTUBHOCTI; MO0 TIEPEBIPUTH MOMUIIKH; HOPMU
BUTpAT Ha MmaTepiaiv, poOody CWIy Ta HaKJIaAHI BHUTpPATH; KOJIU Oyl BUSBICHI
MTOMUJIKH; JOTIOBHIOETHCSI CUCTEMOIO OFOPKETHOTO KOHTPOJTIO.
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II. Memorize the following word combinations and make up your own
sentences or situations with them:
to take the corrective action; in the course of operation; to perform their
assigned duties; to have control over personnel; to rely on feedback; to meet a
standard; to make long-range organization planning possible.

III. Answer the following questions using the words and word
combinations of the topical vocabulary:

1. What does controlling consist of? 2. What measures the deviation of actual
performance from the standard performance? 3. Why is control an important function?
4. What does control in management include? 5. Is there the close link between
planning and controlling? 6. What is the difference between controlling and planning?
7. What is a criterion against which results can be measured? 8. What is the second
important element in the process of control? 9. What is control over organization
accomplished through? 10. The organization manual attempts at solving organizational
problems and conflicts, doesn’t it? 11. What statement underlines sufficiently the
importance of control of personnel? 12. Who prepares a control plan for having control
over personnel? 13. How is cost control experienced by the cost accountant? 14. What
system is cost control supplemented by? 15. Why is feedback the most popular type of
control? 16. What i1s used as a basis for rewarding or encouraging employees? 17.
What drawback does this type of control have?

IV. Retell the above text using as many of the word combinations from
Exercise I as you can.
WORKING ON WORDS

I. Choose the correct preposition to complete each of the following
sentences:
with on of for over in per against

1. Controlling is one of the important functions ..... every manager. 2. In order to
seek planned results from the subordinates, a manager needs to exercise effective control
..... the activities of the subordinates. 3. The chief manager has already checked the
actual performance ..... the standards with a view to ensure adequate progress. 4. The
cost accountant set cost standards for material, labour and over-heads and then made
comparison of actual cost data ..... standard cost. 5. The meaning of
controlling function can be defined as ensuring that activities in an organization are
performed as ..... the plans. 6. The personnel manager prepared a control plan .... having
control over personnel _in time. 7. He checked errors in the actual performance .....
order to take corrective actions. 8. The manager should concentrate ..... major
deviations while making the appraisal of performance.

II. Complete and translate:

Word-building: to announce v. + ment = announcement n.
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to abate, to arrange, to govern, to fulfill, to require, to improve, to settle, to
punish, to argue, to appoint.

III. Find in the above text and copy out nouns with the suffix -ment,
explain what base words these derivative nouns are formed from, translate them.

IV. Find in the above text and copy out phrases in which the preposition
against is used. Translate them.

V. a) Write down the irregular plural forms of the following singular
nouns. Use a dictionary if necessary.

There are certain words we use on a regular basis, especially in scientific
contexts, that are borrowed from Latin or Greek. They have kept their Latin or Greek
plural endings.

Phenomenon, basis, stimulus, analysis, medium, datum, hypothesis, maximum,
index.

b) Find in the above text and copy out borrowed singular nouns which
form the irregular plural form.

WRITTEN PRACTICE

I. Put the verb in brackets into the present simple passive:

1. Comparing the actual performance with the standards (to know) as appraisal.
2. This (to do) to minimize the deviation from standards and ensure that the stated
goals of the organization (to achieve) in a desired manner. 3. If corrective action
(not/to take) properly in time against the major deviations then it will lead to heavy
losses. 4. The area and scope of control also (to determine) by the authority and
responsibility of management. 5. Depending on the nature of this feedback, certain
adjustments in strategy and tactics often (to make) in an attempt to achieve the desired
result. 6. The nature, scope and level of control usually (to govern) by the level of
manager exercising it. 7. Post-action controls also (to use) as a basis for rewarding or
encouraging employees. 8. Due to the corrective actions the deviation from standards
(to minimize) and stated goals of the organization (to achieve).

II. Translate the following sentences containing the present participle used
as an adverbial modifier of time and introduced by the conjunction while.

1. While comparing the actual with standard, it is necessary to find out the
extent, nature and the basic causes for deviations. 2. He always solves organizational
problems and conflicts while making long—range organization planning possible. 3.
The manager can correct problems as they occur while directly overseeing the actions
of a subordinate. 4. The control process requires establishment of clear standards of
performance while ensuring and measuring performance against these standards. 5.
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Controlling helps to check the errors and to take the corrective action while achieving
stated goals of the organization. 6. While exercising control an executive needs all
kinds of timely information. 7. The manager should concentrate on major deviations
while making the appraisal of performance. 8. While overseeing the actions of a
subordinate, the manager can concurrently monitor the employee’s actions and correct
problems as they occur. 9. While setting cost standards for material, labour and
overheads the cost accountant usually experiences cost control.

III. Write down questions to which the following statements may serve as
the answers paying attention to the grammar.

1. A manager attentively monitored the employee’s actions after he had got the
necessary information from various departments. 2. Before this action was undertaken
the necessary human, material, and financial resources had been estimated. 3. You
established new organization's objectives after you had measured the actual
performance against the planned goals of the organization. 4. After your accountant
had checked the cost control she set cost standards for over-heads. 5. Before cost
control was supplemented by budgetary control system, the comparison of actual cost
data with standard cost had been made. 6. The manager set proper goals after he had
controlled men and business circumstances. 7. Before they devised the enterprise
objectives and plans, the manager had measured and corrected restructuring
performance.

SPEAKING

I. Comment upon the following statement.

The success of any business organization to a large extent depends upon that
how far its objectives are implemented. Hence, the need of control over objectives and
goals 1s self- evident, in many enterprises.

I1. Suppose you've been asked to prepare control on results of operations
for rewarding or promoting your employees.

UNIT 111 Text 2
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ENGLISH
accountant [s'kavntant]

annual [ 'zenjual]
appraisal [a'preizal]
bonus ['baunas]
budgetary ['badzitari]
check v. [tfek]
comparison [ksm'paerisn]
concurrent [kan 'karant]

conformity [ken'fo:mrti]
controlling [ken travlin]
correct v. [ka'rekt]

deviation [ di:vi'egn]
discover v. [dr'skava(r)]
drawback ['dro:bak]
encourage V. [in'karidz]

feedback [ fi:dbaek]

foresee v. [f:'si:]

guide v. [gaid]

in advance [1n ad'va:ns]
inputs ['1npots]
managerial [ maens'dzzarisl]
manual [ meenjusl]
measure v. ['meza(r)]
over-heads ['svva(r) hedz]
performance [pa'fo:mans]

predict v. [prr'dikt]
qualitative [ 'kwolitativ]
quantitative [ 'kwontitativ]
rely on v. [r1i'la1 on]

reward v. [[r1'wa:d]
UNIT 111

VOCABULARY

RUSSIAN UKRAINIAN
Oyxranrep Oyxranrep, paxiBHUK
€KETOIHbIN HIOPIYHUI
OLICHKA OIliHKa
OoHyC, mpeMus OoHycC, mpeMis
OIOKETHBIN OIOKETHUH
MIPOBEPUTH NEPEBIPUTH
CpaBHEHHUE MOPIBHSHHS
OJTHOBPEMEHHBIM, OJIHOYACHUH,
COIIACOBAaHHBIN Y3TOJKEHU N
COOTBETCTBHE BIJIMTOBITHICTh, KOHTPOJIb
KOHTPOJIb
UCTIPABIISITH, BUTIPABIISITH,
KOPPEKTHUPOBAThH KOPHUTYBaTH
OTKJIOHEHUE BiIXVJICHHSI
0OHApYKHUTh, PACKPHITH BUSIBUTH, JIOBITyBaTUCS
HEJI0CTAaTOK HEIOJIK

MooIpATh, IHOAACPKNBATH 3a0X049yBaTH,

MiATPUMYBaTH
oOpaTHas CBs3b 3BOPOTHIH 3B'SI30K
MIPEABUICTD nepeadavynuTH
HaIpaBJIsATh, pYKOBOAUTh  KEPYBAaTH, BECTH
3apaHee 3a3eieriab
BBOJIUMBIE JIaHHBIE JlaHi, 110 BBOASTHCS
YIIPaBJICHYECKU I yIPaBIIHCHKUAN

PYKOBOJICTBO, CHIPABOYHUK  MIAPYYHUK, JOBIIHUK

U3MEPSITh, OIICHUBATH BHMIPIOBaTH, OI[IHIOBATH
HaKJIaJIHbIE PACXO/Ibl HaKJIaJHI BUTPaTH
MIPOU3BOAUTEILHOCTD, IPOTyKTUBHICTD,
3 PeKTUBHOCTH BUKOHAHHS
MIPEICKa3bIBATh IIPOTHO3yBaTH
Ka4eCTBEHHBIN SKICHUH
KOJIMUECTBECHHBIN KUIbKICHUH
1oJjiaraTbCs Ha MOKJIaJaTHCS Ha
BO3HArpaXkJaaTh, HaropoHKyBaTH

Text 3
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BO3JaBaTb JOJIDKHOC BiI[I[aBaTI/I HaJICXKHC

staffing [ 'sta:fin] YKOMILIEKTOBAaHHE KaJIpoBe 3a0e3MeueHHs

KaJpamu
state v. [stert] YTBEPKIATh CTBEpKYBaTU
statement [ 'stertmant] 3asBJICHUE, YTBEPKIACHUE  3asBa, KOHCTAaTyBAHHS
sufficiently [sa'fifontlr] B IOCTaTOYHOM CTEIICHU JIOCTaTHBO
supplement v. ['saplimant] JTOTIOJTHSATH JIONTOBHIOBATH
verify v. ['verifar] IIPOBEPSATH EPEBIPUTH

UNIT 111

PLANNING, CONTROLLING & STAFFING

I. Note the pronunciation of the following:
candidate ['kaendidst]
experience [1k'spiarians]
qualification [ kwolzft ken]
recruitment [r1'kru:tmant]
referral [r1'fs:ral]
staffing ['sta:fin]
vacancy [ 'veikansi]

I1. Study the following text and retell it.
Text 3
Staffing

Staffing refers to the process of finding the right employee with appropriate
qualifications or experience and recruiting them to fill a position, role, or job. Through
this process, organizations acquire, deploy, and retain a workforce of sufficient
quantity and quality to create positive impacts on the organization’s effectiveness. In
management, staffing is an operation of recruiting the employees by evaluating their
skills and knowledge before offering them specific job roles accordingly. Staffing in
management has less to do with staffing and recruitment companies and more to do
with internal hiring practices. The staffing model refers to data that measures work
activities, how many labor hours are needed, and how employee time is spent.

Staffing helps to find and hire people who are qualified for the job position and
will benefit the company. It also improves the quality and quantity of work done by
the company because they have staffed the optimum people. Job satisfaction rates are
likely to increase because everyone is well-suited for their position and is happy to be
doing their specialty of work. Higher rates of productive performance from the
company are also common, as they have staffed the right people to do their jobs. It
provides employees the opportunity for further growth and development.
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The quantity is the number of staff. The organization forecasts workforce
quantity requirements and then compares it to the available workforce. If the
headcount matches the requirement, then the organization is fully staffed. If the
requirement exceeds the number of available employees, then the organization is
understaffed. If the available staff exceeds the requirements, then the organization is
overstaffed and may need to stop hiring and lay off employees. When a company is
understaffed, the staffing process may restart.

The quality 1s having the right person for the job. The right person should have
a job and an organization match. The job match involves the employee's knowledge,
skills, abilities, and other characteristics and how they work with the job's tasks. The
organization match is when the person has the same organizational values as the
organization.

As part of the recruiting process, the organization will have to decide to recruit
internally or externally. Internal recruiting is when an organization intends to fill a
vacancy from within its existing workforce. External recruitment is when an
organization looks to fill vacancies from applicants outside of the company. There are
advantages and disadvantages to both methods of recruitment, and they may be used at
the same time.

If the organization chooses internal recruitment, there are some options on how
to communicate the job announcement: open, closed, or hybrid recruitment. In an open
recruitment system, all employees are made aware of the job vacancies and they can
apply to the job. In a closed recruitment system, only the employees that the
organization is interested in know about the job vacancy. In a hybrid recruitment
system, the organization uses a mix of open and closed recruitment systems.

The benefits of external recruitment are that it increases your chances of
recruiting experienced and qualified candidates.

If the organization chooses external recruitment, they will have to decide how
to promote the vacancy so it can be filled. Promotional examples include posting the
advertisement on their website, using employment agencies, attending job fairs, using
social networks, and checking employee referrals.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:
BIJIBIIyBaHHA SPMapoOK BaKaHCIM; Opraxizaiis IepeBaHTaXXEHA IITaTaMH;

30BHIIIHIA HaOIp; JIsI 3alMOBHEHHS TOCAAM; PIBEHb 3aJ0BOJICHOCTI POOOTOIO;
JIOCBITUEHI Ta KBami(iKOBaHI KaHIWJATH; OIIHIOIYM iX HABUYKHA Ta 3HAHHS,
MIIXOMAsINa JIIoJAuHA s poOOTH; TOAMHW POOOTH; BIAMOBIAHA OpraHizallis;
MPOIYKTUBHA pOOOTA; MOKJIMBICTh MOJAIBIIOTO 3POCTAHHS, MPUHHATH PIIICHHS PO
HallMaHHS 3CepeIMHU a00 330BHI.

I1. Explain in English the meaning of:
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staffing, an internal recruitment, an external recruitment, the right person for
the job, an appropriate qualification.

II1. Answer the following questions:

1. What process does staffing refer to? 2. What can you say about staffing in
management? 3. What kind of people will benefit the company? 4. Why does staffing
improve the quality and quantity of work done by the company? 5. When does the
company have higher rates of productive performance? 6. What provides employees
the opportunity for further growth and development? 7. Why does the organization
compare workforce quantity requirements to the available workforce? 8. What does
the job match involve? 9. What do we call internal recruiting? 10. What does an
external recruitment mean? 11. What do know about an open recruitment system? 12.
Which
recruitment system in do only the employees that the organization is interested in know
about the job vacancy? 13. Does an organization use a mix of open and closed
recruitment systems in a hybrid recruitment system? 14. Which recruitment system
increases the chances of recruiting experienced and qualified candidates? 15. How does
an organization usually advertise the vacancy to be filled?

IV. Outline the main ideas of Text 3 and write a summary.

WORKING ON WORDS

I. Memorize the following word combinations and make up your own
sentences or situations with them:
To be interested in; to be made aware of; to be qualified for the job position; to
fill vacancies; to find the right employee with the appropriate qualification; to be well-
suited for the position; to apply to the job.

II. Find in the above text and copy out phrases in which the preposition on
is used. Translate them.

III. Complete the sentences with the words from the box:

lemployees staffing jobs recruitment vacant chances analysis recruitg

1. Job analysis involves the collection of information about ... in the
organization. 2. This company will need to find a replacement for the ..... position. 3.
To get the optimum output, the ..... function should be performed in an efficient manner.
4. Job.... is generally considered the backbone of effective human resource
management. 5. Outside ..... had a limited understanding of our company and company
culture. 6. The existing ..... felt that they were more suited for these positions. 7.
Recruiting from within generally limits the ..... of innovation and will leave a gap in the
workforce. 8. I think internal ..... is generally cheaper and faster and promotes loyalty.
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IV a). Study the table and learn phrasal verbs with “lay”.

Lay down means to establish rules or procedures.

Lay into means to criticize angrily.

Lay off means to make an employee redundant.

Lay out means to spend money; to plan or arrange smth.

UNIT IIT Text 3

b). Choose the correct preposition or adverb to complete each of the
following sentences:
down into off out

1. The manager laid ..... several employees because they could not exhibit any
creativity. 2. Our superior laid ..... the subordinate when he arrived ten minutes late.
3. They laid ..... a lot of money on the recruiting process. 4. The approval of new job
vacancies was laid ..... on Monday. 5. My colleague will really lay .....me if I tarnish
the image of our department. 6. The personnel manager regrets to inform that he will
have to lay ..... some employees without the creative ability next week. 7. We usually
lay ..... the management of information about jobs in the organization to meet the
needs of our staff within an organizational and societal context. 8. Your specialists
must lay ..... programs of recruiting the employees by evaluating their skills and
knowledge before offering them specific job roles accordingly.

¢). Find in the above text and copy out the sentence containing the phrasal
verb “lay”.

WRITTEN PRACTICE

I. Put the verb in brackets into the present perfect tense.

1. They already (hire) eligible candidates for the specific positions in the company.
2. Our organization (recruit) for the positions internally so far. 3. My friend (attend) the
job fair recently. 4. The headcount (not/match) the requirement yet. 5. Their organization
just (assess) jobs through the systematic study of job analysis. 6. Before to start the
recruiting process I (define) the goals and job descriptions. 7. We already (staff) the
right people to do their jobs. 8. His analysis (focus) on duties, responsibilities,
knowledge, skills, and other characteristics required to perform the job this week. 9. We
(define) staffing as one of the most important functions of management.

II. Read and translate the following sentences containing linkers of results
and conclusions.

1. Therefore it is very important that each and every person should get right
position in the organization so as to get the right job, according to their ability and
specializations. 2. Thus, it can be said that staffing is an essential function of every
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business organization. 3. Therefore by performing the staffing function effectively and
efficiently, the management is able to describe the importance which it attaches to the
personnel working in the enterprise. 4. Hence, filling the vacant position of the right
personnel at right time will occur in the right manner. 5. Therefore the management has
also to train and develop the existing personnel for career advancement. 6. Therefore the
workers can also be motivated by financial and non-financial incentives in order to
perform their functions properly in achieving the objectives. 7. Therefore these activities
are performed by the chief executive, departmental managers in relation to their
subordinates. 8. Our company is concerned with different types of training and
development of human resource and therefore the managers should use human relation
skills in providing guidance and training to the subordinates. 9. I think you are not well-
suited for this position and thus I must fire you.

III. Ask questions to which the following statements may serve as the
answers.

1. If an organization does not have the competent personnel, then it cannot
perform the functions of management like planning, organizing and control functions
properly. 2. In every organization, the behaviour of individuals is influenced by various
factors which are involved such as education level, needs, socio-cultural factors, etc. 3.
Staffing is concerned with categories of personnel from top to bottom of the organization.
4. The right type of climate should be created for the workers to contribute to the
achievement of the organizational objectives. 5. He is actively associated with the
recruitment, selection, training, and appraisal of his subordinates. 6. In your organization
all resources can be utilized effectively and efficiently by the positive efforts of human
resource.

COMMUNICATIVE SITUATION

I. Imagine you are a staffing manager. As a staffing manager, your main
duty is to oversee all aspects of the staffing of your office or company, which
includes recruitment of new employees, workforce training and retention, and,
occasionally, the firing of employees. Skills necessary for this career include great
people management, the ability to spot talent, negotiation expertise, and the ability
to strategize to retain employees.

Exchange impressions of a person who is applying for a position in your
company.
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UNIT IIT

Text 3

ENGLISH
acquire v. [a'kwara(r)]

advertisement [ad'v3:tismant]
announcement [a'navnsmant]

applicant [ 'eplikant]
apply to v. [a'plar ta]
appropriate [s'prauvpriat]

attend v. [s'tend]

available [a've1lsbl]
benefit v. ['benfit]
decide v. [d1'said]
deploy v. [d1'plo1]
exceed v. [1k'si:d]
experience [1k spiarians]

forecast v. ['f>:ka:st]
headcount [ hedkaunt]

hire v. ['hara(r)]

impact [ impaekt]

intend v. [in'tend]

job match ['dzpb 'maet/]
job position ['dzpb pa'zin]
lay off v. ['lei.of]

layoff [ lei.of]

match v. [meet/]
opportunity [ pps'tjunati]

overstaff v. ['svva(r) sta:f]
promote v. [pra'maut]

VOCABULARY

RUSSIAN

npuoOpeTaTh; OBJIAACBAThH

00BsIBIICHUE; pEKIIaMa
00BSIBIICHHE, U3BEIICHUE
3asIBUTEINh, MPETEHICHT
oOparmiarbcs K
COOTBETCTBYIOILMNM,
MOJXO IS I

IPUCYTCTBOBATH, TOCEIIATh

AMEIOIIMNICSA, TOCTYITHBIN
MIPUHOCUTB TMOJIb3Y
pemarb

pa3BEPTHIBATh, MPUMEHSTh

IIPEBOCXOUTH
OIIBIT,

CTa)X IPAKTUYECKOU
JEATEIbHOCTH

MpCaABUACTD, IIPCACKA3bIBATH

YHUCJI0 pabOTaIOIINX
(Ha MpeanpPUSITIH)
HaHUMAaTh
BJIIUSIHUE, BO3JICHICTBUE
HaMepeBaThCs
COOTBETCTBHE padoTe
MeCcTO paboThI
YBOJIbHSITh
YBOJIbHEHHE H3-32
OTCYTCTBUS pa0OOTHI
COOTBETCTBOBATH
BO3MOYHOCTb;
OJIaroNpUATHBIN Cilydaii
neperpyxarb, pa3ayBaTh
MIPOJIBUTATH,
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UKRAINIAN
npuadaTH, 10cAraTu

OTOJIOLIEHHS, pEeKJIaMa
00’s1Ba, OTOJIOIIECHHS
3asiBHUK, IPETEHACHT
3BEPTATUCH JI0
B1AITOBITHHHA,
JNOPEYHHAN

OyTH MPUCYTHIM,
BiJIB1TyBaTH

HassBHUU, JOCTYITHUI

BUPIIIUTH

po3ropratu
MIEPEBUIITYBATH

JIOCBIS,

CTa)X MPAKTUYHOL
ISJIBHOCTI
nepeadayvaTu,
nepenpikaTu
KUIBKICTh MPAIIOI0YNX
(Ha T AIPUEMCTBI)
HanMaTu

BILIMB, IMITYJIbC

MaTH HaMip
BIJIMOBIAHICTE POOOTH
MicIie poOoTH
3BUIBHATH

3BIJILHCHHS Yepe3
BIJICYTHICTh POOOTH
BIIIOBIIATH
MOJKJIUBICTB;

CIIyIlIHA Haroja

MaTH HAJJIAIIOK IITATy
CIIPHUSTH, IPOCYBATH
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promotional [pra'maufenal]
quantity [ kwontati]

rate [rert]

recruit v. [rr'kru:t]
recruitment [r1'kru:tmant]
referral [r1'fs:ral]

retain v. [r1'tein]
staff v. [sta:f]

staffing [sta:fin]

sufficient [sa'fijnt]
understaffed [ anda'sta:ft]
well-suited ['wel ‘su:tid]
workforce ['wz:kfa:s]

CIIOCOOCTBOBATh
PEKJIaMHBIN
KOJIMYECTBO
CTaBKa; TEMIT
KOMITJIEKTOBATh
Ha0op mepcoHana
peKoMeHaaIis

yYAEPKUBATh, COXPAHSITh
YKOMILIEKTOBBIBATh
HITaThl
YKOMILIEKTOBAaHHE
KaJpaMmu
JIOCTaTOYHBIN
HEJIOYKOMIUJIEKTOBAHHBIN
XOPOUIO MOJIXOAUT
pabouast cuia
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pEKJIaMHHUI
KUIBKICTh
CTaBKa; HOPMa; TEMIT
HaOpatu, BepOyBaTH
Ha01p nepcoHary
HaIPaBJICHHS,
peKoMeHaaIs
30epiraTv, yTpuMyBaTu
YKOMIUJIEKTOBYBATH
ITaTH
YKOMIUICKTYBaHHS
KaJipaMu

HEJIOYKOMILJICKTOBAHU I
J00pe MiAXOAUTh
poboua cuna



UNIT IV Text 1

UNIT 1V
MOTIVATION & LEADERSHIP

I. Note the pronunciation of the following:

absenteeism [ aebsan 'ti:zam]
colleague [ 'koli:g]

comment ['koment]

loyal ['Io1al]

motivation [ mauti'verfon]
procedure [pra'si:dza(r)]
punctual ['panktjual]
remuneration [rr,mju:nar eifon]
schedule [ ‘fedju:l]

symbolize ['simbslaiz]

II. Study the following text and retell it.
Text 1
Motivation

Motivation is concerned with the strength and direction of behaviour and the
factors that influence people to behave in certain ways. The term ‘motivation’ can
refer variously to the goals individuals have, the ways in which individuals chose their
goals and the ways in which others try to change their behaviour. Motivation is an
important part of managing that inspires employees to maintain and improve their
efficiencies.

Motivated employees have the ability and willingness to work and improve
their performance level by obtaining relevant education and training. For example, a
highly educated employee with experience of working in abroad is employed because
this employee has new learning from her/his experiences to share, implement and
improve performance levels of themselves and her/his colleagues. Motivation also
helps organizations in improving their image due to efficient performance,
maintenance of self-discipline and productive internal environment. It creates a good
impression and enhanced image among people outside the organization.

Motivated employees attempt to change indifferent or negative attitudes of
employees by engaging in supporting conversations without resorting to belittling and
complaining comments, speaking up with a dismissive employee and addressing an
employee’s inability to work in a team situation. Motivated employees could also
privately discuss negative attitudes, recognize HR (human resource) policies and
procedures and involve HR, to make them listen their problems and support them.
With such high morale building exercises the possibility of conflicts and industrial
disputes could be minimal.

Motivating other people is about getting them to move in the direction you
want them to go in order to achieve a result. Motivating yourself is about setting the
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direction independently and then taking a course of action that will ensure that you get
there. Motivation can be described as goal-directed behaviour. People are motivated
when they expect that a course of action is likely to lead to the attainment of a goal and
a valued reward — one that satisfies their needs and wants. Well-motivated people
engage in discretionary behaviour — in the majority of roles there is scope for
individuals to decide how much effort to exert. Such people may be self-motivated,
and as long as this means they are going in the right direction to attain what they are
there to achieve, then this is the best form of motivation. Most of us, however, need to
be motivated to a greater or lesser degree. There are two types of motivation, and a
number of theories explaining how it works.

The two types of motivation are intrinsic motivation and extrinsic motivation.
Intrinsic motivation can arise from the self-generated factors that influence people’s
behaviour. It is not created by external incentives. It can take the form of motivation
by the work itself when individuals feel that their work is important, interesting and
challenging and provides them with a reasonable degree of autonomy (freedom to act),
opportunities to achieve, and scope to use and develop their skills and abilities.

Extrinsic motivation occurs when things are done to or for people to motivate
them. These include rewards, such as incentives, increased pay, praise, or promotion;
and punishments, such as disciplinary action, withholding pay, or criticism. Extrinsic
motivators can have an immediate and powerful effect, but will not necessarily last
long. The intrinsic motivators, which are concerned with the ‘quality of working life’,
are likely to have a deeper and longer-term effect because they are inherent in
individuals and their work and not imposed from outside in such forms as incentive
pay. Money, in the form of pay or some other sort of remuneration, is the most obvious
extrinsic reward. Money seems to provide the carrot most people want. Money may in
itself have no intrinsic meaning, but it acquires significant motivating power because it
comes to symbolize so many intangible goals. It acts as a symbol in different ways for
different people and for the same person at different times.

Highly motivated employees are considered to be the most reliable and
valuable assets to the organization. They are more loyal, punctual and regular in their
work schedule and stay on-job for a longer period of time in the organization. In case
of poor working conditions, lack of recognition and poor relations with colleagues and
superiors absenteeism could increase as these conditions demotivate employees to
work harder.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

3 JIOCBIIOM POOOTH 3aKOPJOHOM; OLIBIIOK YW MEHIIOK MIPOI0; YTPUMAHHS
3apOOITHOI MJIaTH; HEBU3HAHHS Ta MOTAaHI CTOCYHKHU 3 KOJIETAMU; BECTH ceOe MEBHUM
YUHOM; SKach IHIIA BUHAropoJa; 3MIHUTH Oaliy)kKe YW HETaTUBHE CTaBJICHHS
MpaliBHUKIB, HE HAaB'A3y€ThCA 330BHI; HE3AATHICTh MpAI[IBHUKA; MOTHBOBaHI
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MpaIliBHUKKM; PO3BHBATH CBOI HABHYKH Ta 3JI0HOCTI; 3aJ0BOJIbHSE iX IMOTpPEOH Ta
OaxaHHS; IUIECTIPSIMOBaHA TIOBEIIHKA; 32 PaXyHOK €()EeKTUBHOT POOOTH; MOKIIUBICTh
KOH(ITIKTIB; 3HaYHA MOTUBYIOYA CHJIa; HAMHAIIMHIII Ta HANIIHHIIII AaKTHUBH.

I1. Explain in English the following quotation from the text:
Money seems to provide the carrot most people want.

II1. Answer the following questions.

1. What is motivation concerned with? 2. What is an important part of
managing that inspires employees to maintain and improve their efficiencies? 3. In
what way do motivated employees have the ability and willingness to work and
improve their performance level? 4. Why can a highly educated employee with
experience of working in abroad be employed? 5. What else helps organizations in
improving their image? 6. How can motivated employees change indifferent or
negative attitudes of employees? 7. When can the possibility of conflicts and industrial
disputes be minimal? 8. What does motivating other people mean? 9. When are people
usually motivated? 10. What people are self-motivated? 11. What types of motivation
are there? 12. What do we call intrinsic motivation? 13. When does extrinsic
motivation occur? 14. Which motivators are likely to have a deeper and longer-term
effect? Why? 15. What is the most obvious extrinsic reward? 16. What kind of
employees are considered to be the most reliable and valuable assets to the
organization? 17. What conditions can demotivate employees to work harder?

IV. Reproduce Text 1 in your own words using the topical vocabulary.

WORKING ON WORDS

I. Memorize the following word combinations and make up your own
sentences or situations with them:

To be imposed from outside; to behave in certain ways; to work in a team; to
lead to the attainment of a goal; to maintain and improve the efficiencies; to enhance
an image among people; by obtaining relevant education and training.

II. Complete the sentences with the words from the box:

need  emphasis scientist approach motivation  subordinates

theories ambition

1. The ..... suggests that intrinsic motivation is based on the needs to be
competent and self-determining (that is, to have a choice). 2. There are a number of
motivation ..... which, in the main, are complementary to one another. 3. ..... 1s still
widely adopted and can be successful in some circumstances. 4. This theory emerged
in the second half of the 19th century with its emphasis on the ...... to rationalize work
and on economic outcomes. 5. Average people are naturally lazy and without ..... ,
dislike responsibility and prefer to be led. 6. The traditional reward-punishment ..... is
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widely used in this organization. 7. These ..... must be forced, rewarded, and punished
in order to get them to make an effort. 8. In the process theory, the ..... is on the
psychological processes or forces that affect motivation, as well as on basic needs.

II1. Find in the above text and copy out phrases in which the preposition
with is used.

IV. Explain or comment on the following word combinations from Text 1
containing different forms of the word “motivate”. Translate them in writing.

Motivation is concerned with; motivated employees; motivating other people
is; people are motivated; well-motivated people; people may be self-motivated; to be
motivated to a greater or lesser degree; to motivate them; intrinsic motivation and
extrinsic motivation; extrinsic motivators; it acquires significant motivating power;
highly motivated employees.

WRITTEN PRACTICE

I. Choose the proper verb form and translate the sentences.

1. His theory assumes that people ..... to work if rewards and penalties are tied
directly to their performance. 2. Our superior often ..... the importance of the core job
dimensions as motivators, namely skill variety, task identity, task significance and
feedback. 3. Cognitive theory can be more useful to managers because it ..... more
realistic guidance on motivation techniques. 4. He believes intrinsic motivation ..... by
job or role design. 5. Your theory ..... on the content of motivation in the shape of
needs. 6. Nevertheless, money is a powerful force because it ..... directly or indirectly
to the satisfaction of many needs. 7. We perceive that certain actions help ..... our
goals while others are less successful. 8. Motivation is only likely when a clearly .....
and usable relationship exists between performance and outcome.

(Missing verbs: provides, perceived, emphasizes, focuses, to achieve, will be
motivated, is linked, can be enhanced)

II. Read and translate the following sentences having the gerund governed
by the prepositions.

1. Some people are better at learning from experience than others, just as some
people are more easily motivated than others. 2. I suggest that successes in achieving
goals and rewards act as positive incentives and reinforce the successful behavior. 3.
Your model follows his ideas by suggesting that there are two factors determining the
effort people put into their jobs. 4. In making decisions, their manager analyzed all
factors in order to achieve a result. 5. Employees should be motivated in an
organization to embrace changes (if any) positively by developing transparency and
trust during the process of change in an organization. 6. The members work as the
team to carry out properly the activities in achieving the goals which the organization
has undertaken. 7. If you are going to become a manager you need to learn
management techniques aimed at helping you to be effective in your new position. 8.
This motivation can be created by the management along with their employees by
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identifying and recognizing the benefits of possible changes. 9. Without much
searching I couldn’t explain the best form of motivation.

III. Find in Text 1 and copy out sentences containing gerunds preceded by
the prepositions.

IV. Read and translate the following sentences. Pay attention to the
function of the infinitive.

1. Conversely, failures or punishments provide negative reinforcement,
suggesting that it is necessary to seek alternative means of achieving goals. 2. The
success of an organization ultimately depends on how effectively managers are able to
motivate their subordinates. 3. Money can provide positive motivation in the right
circumstances not only because people need and want money but also because it serves
as a highly tangible means of recognition. 4. All the members will try to co-operate
and co-ordinate their activities with a view to achieve the goals which they are
required to achieve. 5. People should not receive less money than they deserve
compared with their fellow. 6. Motivation creates a need and desire on the part of the
workman to present his better performance. 7. Workers are often invited to participate
in the decision-making.

SPEAKING

I. Explain and expand on the following:

Motivation is an important tool in the hands of management to direct the
behavior of subordinates in the desired and appropriate direction and thus minimizing
the wastage of human and other resources. It is the best way to achieve the
organizational and individual goals in an economical and efficient manner.
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UNIT IV Vocabulary
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
absenteeism [ aebssn'tizam]  TPOTYJIBI IPOTYJIH

acquire v. [a'kwara(r)]
arise v. [a'raiz]

assets ['aesets]

attain v. [s'tein]
attainment [s'tetnmant]
attempt v. [a'tempt]
attitude [ eetrtju:d]
behave v. [br'herv]
belittle v. [br'lti]
complain v. [kem'plern]
concern with v.

[kon's3:n wid]
discretionary [dr'skrefonari]
dismissive [dr'smisiv]
dispute [d1'spju:t]

exert v. [1g'z3:t]

extrinsic [ek'strinzik]
immediate [1'mi:diat]
implement v. [‘1mpliment]

impose v. [1m'psvz]
indifferent [in'diferant]

inherent [1n'herant]
inspire v. [in'sparar]
intangible [in'teendzibl]

intrinsic [in'trinzik]

involve v.

level

praise [preiz]
punishment ['panimant]

puoOpeTaTh, OBJIA/IEBAThH
BO3HUKATh, MOSBIATHCA
AKTUBBI, PECYPCHI
JIOCTUTaTh, JOOUBATHCS
JNOCTUKEHUE
IIBITAThCS
OTHOILIEHUE
BECTH ce0s1, IOCTyNnaTh
MIPUHIKATh
YKaJIOBaThCS
3aHUMAThCH,
UHTEPECOBATHCS
JTACKPEIHMOHHBIN
CHHUCXOJIUTEJIbHBIN
CIIOp, Pa3HOTJIACHUs
IIPUKJIAJIbIBATh, BBI3bIBATH
BHEIIIHUH, HETPUCYIIUI
HEMeIJICHHBIN
BOILIOIIATH B KU3Hb,
OCYILIECTBIISITh
HaBs3bIBATh
0e3pa3uyHbIN,
PABHOIYLIHBIN
CBOWCTBEHHBIH, IPUCYLLIUN
BJIOXHOBJISITh
HEMaTepUAJIbHBIMN,
HEOCA3aEMbII
MIPUCYIIUI, CBOVCTBEHHBIN

BKJIFOUATh B ce04
YPOBEHb

IIOXBaJia
HaKa3aHHC
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noOyBatu, HaOyBaTH
BUHUKATH, 3’ SIBJIATUCH
aKTUBH, PECypcU
IOCSTTH, TOCATATH
JIOCSATHCHHS
HaMaraTucs
CTaBJICHHS
ITOBOIMTHUCS
MIPUMEHIITYBATH
CKapKUTHUCS
TypOyBaTucs Mmpo,
[IKABUTHUCH
JTUCKPEIiHHNN
3HEBAXKJIMBUM
cymepeuka, mojeMika
JISITH, BUSBJISATH
30BHIIIHIN, HEBJIACTUBUHU
HEralHUM
peanizyBaTH,
BUKOHYBATH
HaKJIaJaTy, HaB ‘a3yBaTH
0aiiyxuii, 0e3KOpPUCHUI

IPUTAMaHHUH, BIACTUBUI
HaJUXaTu
HEeMaTepiaJIbHUI
HEBJIOBUMUU
BHYTPIIITHIHN,
MIpUTAMaHHU N
3aJly4aTH, BTATYBaTH
PiBEHb
MoxBaja, 3aciyra
MOKapaHHS



UNIT IV

Text 2

relevant [ relsvant]

reliable [r1'latabl]

COOTBETCTBYIOLIUH,
YMECTHBIN
HaJIEKHBIN

remuneration [r1,mju:nar'erfon] BO3HarpaxkJaeHue, oriaTa

scope [skaup]

satisty v. [ 'seetisfar]
schedule [ ‘fedju:l]
superior [su:'praria(r)]

willingness [ 'wilinnis]
withhold v. [wi1d hauld]

BO3MOXKHOCTH,

cthepa nericTBus
YJIOBJICTBOPSATH
pacrucaHue
HAYaJIbHHUK; HAYaJIbCTBO

T'OTOBHOCTH
YACPKUBATDH, BEIYNTATDH

UNIT 1V

BIJIMOBIAHUH, JOPEUHUIN

HaIHHUNA
BUHAropoJia,
KOMIIEHCAIlIs
MO>KJIUBICTh, PO3Max

3aJJ0BOJIBHATH
PO3KIaI
BUILIECTOSIINH,
HaYaIbHUK
TOTOBHICTh
yTpUMaTu

MOTIVATION & LEADERSHIP

I. Note the pronunciation of the following:
aggression [a'grefen]
authoritarian [ >:6or1'tesrian]
democratic [ dema kreetik]
persuasive [pa'swersiv]
psychology [sar'koladzi]
satisfy ['seetisfai]
subordinate [ss'ba:dinat]
thoroughly ['Oarali]

I1. Study the following text and retell it.

Text 2
Leadership

Leadership is the ability to lead, to handle the human aspect of management. It
calls for an understanding of the psychology of motivation in order to induce differing
individual employees to support organization objectives. Leadership includes the
ability to delegate authority wisely, so that subordinates who will accept responsibility
can exercise it productively under the superior’s guidance. Leadership also involves
mastering techniques for effective written and spoken communication with
subordinates, so as to secure their cooperation.
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Leadership, then, can be analyzed into skills that can be learned and developed
with the proper encouragement, and yet leadership as such can apparently not be
taught to any great extent. Some people simply appear to be born leaders. They have
the ability to inspire other people with trust and a desire to satisfy their own needs by
following the leader to ward group goals. Leaders enjoy exercising power or influence
over other people to get things done. They are generally forceful and persuasive
talkers. Leaders also need to make sure they manage change effectively. This helps to
ensure that the changes needed to deliver the vision are implemented smoothly and
thoroughly, with the support and backing of the people affected.

A leader will then ensure that team members have the necessary skills and
abilities to do their job and achieve the vision. They do this by giving and receiving
feedback regularly, and by training and coaching people to improve individual and
team performance.

Of course, there are different types of leadership. There is the authoritarian
system, in which leaders make all the decisions without listening to their subordinates,
whose primary motivation is fear of punishment. There is the newer, more democratic
type of leadership, in which managers have full confidence in their subordinates and
make use of their ideas. The researchers found that authoritarian leadership
produces high levels of frustration and hostile feelings toward the leader. Pro-
ductivity remains high so long as the leader is present, but it slackens appreciably in
the leader's absence. Under democratic leadership members are happier, feel more
group-minded and friendlier, display independence (especially in the leader's
absence), and exhibit low levels of interpersonal aggression.

Leadership also depends on the situation in which the manager operates. If the
enterprise is highly organized with widely understood policies and methods of
operation, there may be little need for strong leadership. Moreover, the same executive
may be extremely effective in one situation — ‘the right person in the right place at the
right time’ — and far less effective in another situation. Thus, an element of chance
may affect judgments of a person’s leadership ability.

(Allan R. Cohen. The Portable MBA in Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

MIOKH JIiIep € MPUCYTHIN; MUCbMOBE Ta YCHE CIUJIKYBaHHS; HE CIIyXarOyd CBOIX
MIJJIETNINX; 100 JOCSATTH METH; 3aJICKHUTh Bl CUTyaIllli; 100 3aJ0BOJIbHUTH CBOi
noTpeOu; MOKHA MPOAHAJII3YyBaTH Ha HABUYKH; 3JaTHICTh BECTH; NIPABUIIbHA JIIOJIMHA;
CTpaxX MOKapaHHsS, 1100 CIIOHYKaTH PI3HUX CHiBpOOITHUKIB;, MOBHA JIOBIpa /IO CBOIX
MiIETJINX; HaIuXaTH IHIOMX JIFOJEH; BKIIOYA€ OCBOEHHS TEXHIK, HJAO4Yd Ta
OTPUMYIOUYHU 3BOPOTHHM 3B'SA30K; JUISI 3aXUCTY TPYMOBUX IILICH.

I1. Find in the above text the synonyms of the following words.
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Stimulation, noticeably, to require, to train, convincing, to loosen, to guard.
III. Make up your own sentences using the word combinations from the list.

To accept responsibility, far less effective, hostile feelings toward the leader, to
be born leaders, under the superior’s guidance.

IV. Outline the main ideas of the text and write a summary.

WORKING ON WORDS

I. Study the table and learn phrasal verbs with ‘call’:

Call for Meaning: Demand

Example: The Opposition party called for the minister’s resignation after the
scandal broke.

Call in Meaning: Get someone to come and do a
job.

Example: We had to call in a plumber because the sink was leaking and I had no
idea how to fix it.

Call in Meaning: Stop and visit (to visit somebody)
Example: [ called in on Jenny on my home because she’s not very well at the
moment and I wanted to see if she needed anything.

Call off Meaning: Cancel

Example: The meeting had to be called off because the speaker went down with
a bad case of flu.

Call on Meaning: Ask for help

Example: The President called on the wealthy countries for financial aid after
the floods destroyed much the country’s agriculture.
(From Macmillan Dictionary)

II. a) Choose the correct preposition to complete each of the following
sentences:
for in off on

1. My job as a manager calls ..... excellent communication and networking
skills. 2. Yesterday I had to call ..... the electrician as all the lights went out. 3. My
friend called ..... on me last Monday when I was working in the garage. 4. You must
call ..... your executive to address the team members to improve individual and team
performance. 5. They have called ..... the wedding because the bridegroom had an
accident. 6. If you are not feeling well, I will call ..... a doctor. 7. Leadership qualities
must call ..... innovation and creative thinking to be a good leader. 8. When the
situation gets out of hand, you will call ..... the police. 9. The conference on the
problems of leadership types was called ..... because of the speaker’s absence. 10. The
situation in the enterprise has called ..... drastic measures immediately. 11. The
executive always calls ..... the subordinate to support organization objectives.
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b) Find in the above text and copy out the sentence containing the phrasal
verb “call”.

I11. Complete the sentences with the words from the box:

difficult capacity managerial leader openly leaders principles

1. An individual who is appointed to a ..... position has the right to command
and enforce obedience by virtue of the authority of their position. 2. Every organization
needs ..... at every level. 3. Probably the most ..... job for a leader is to persuade others
to follow. 4. Instead of hiding information, you should ..... share it with your
employees. 5. The leadership quality builds on the ..... of the situational leadership
theory. 6. Leaders are recognized by their ..... for caring for others, clear
communication, and a commitment to persist. 7. To be an effective ....., you should be
confident enough to ensure that other follow your commands.

WRITTEN PRACTICE

I. Choose the proper verb form and write down the translation.

1. Great managers understand that building trust is crucial ..... a strong work
relationship. 2. Innovation and creative thinking, as well as the futuristic vision, are a
couple of leadership qualities that ..... good leaders. 3. Many key leadership qualities
..... and improved over time, such as effective communication, goal-setting, and
strategic thinking. 4. He usually ..... everything from organizational goals to specific
tasks and objectives in concise language. 5. Your enterprise is highly ..... with widely
understood methods of operation that is why there is little need for strong leadership.
6. We are ready ..... responsibility and exercise it productively under the superior’s
guidance. 7. They ..... the instructions of their supervisor for fear of punishment. 8.
Our employees ..... to support organization objectives.

K ey s: explains, were motivated, to create, to accept, can be learned, followed,
organized, make up.

II. Make up sentences, using expressions furnished below. Pay attention to
the diversity of the functions of the gerund and complexes with the gerund in the
sentence.

Innovation and creative thinking is; it calls for an understanding of the
psychology; by following the leader; enjoy exercising power or influence; by giving
and receiving feedback regularly; by training and coaching people to improve team
performance; without listening to their subordinates.

III. Complete and translate:

Word-building: usual adj. + Iy = usually adv.
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Independent, chief, different, crucial, respective, real, great, creative, common,
brief, particular, broad, similar, external.

IV. Find in the above text and copy out phrases containing adverbs with
the suffix -ly. Say what adjectives are these derivative adverbs formed from,
translate them.

SPEAKING

I. Prepare your arguments for the following statement or against it.
Most people believe that charisma is something mystical or magical — you are
either born with it, or not.

VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
ability [s'bilatr] CIIOCOOHOCTH, BOBMOXXHOCTh 3aTHICTD,
CITPOMOJKHICTh
accept v. [ak'sept] IIPUHUMATh, JIOITYCKAaTh
| responsibility
accept | an offer
| the rules
affect v. [a'fekt] BIIUATH, 3aTParuBaTh BILUTMBATH
apparently [a'paerantli] 110 BCEM BUAMMOCTH OYEBUHO, 0€3CYMHIBHO
appreciably [a'prifsbli] 3aMETHO MOMITHO
authoritarian [ >:6or1'tesrion] ~ aBTOpUTAPHBIHA aBTOPUTAPHUHN
call for v. [ko:l fa(n)] TpeOOBaTh; 3BaTh BUMarartu, 3000B’s13yBaTH
coach v. [kautf] TPEHUPOBATh, HATACKUBATh  TPEHYBAaTH
confidence [ 'konfidans] YBEPEHHOCTb, IOBEpUE BIIEBHEHICTb, JIOBIpa
desire [d1'zars(r)] JKellaHue OakaHHS
encouragement MIOOIIPECHUE 3a0X0YCHHS
[1n'karidzmant]
ensure v. [in'fua(n)] 00ecIeunTh, rapaHTUPOBATh 3a0€3MEUHTH,
rapaHTyBaTh

executive [1g'zekjstiv] JIOJDKHOCTHOE JIMIIO, BHMKOHABYa BJIa/a,

PYKOBOIUTEID KEpIBHUK
exercise v. ['eksasaiz] OCYILECTBJISITh, TPOSIBIATh  31HCHIOBATH
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fear [fra(r)]
forceful [ 'fsfal]
frustration [fras'trezfon]

group-minded
[.gru:p ‘marndid]
guidance ['gaidans]]
handle v. [*heendl]

hostile ['hostail]
improve v. [1m'pru:v]

induce v. [in'dju:s]
inspire v. [in'sparar]
judgment ['dzadzmant]
leadership ['li:dafip]
performance [pa'fo:mans]

persuasive [pa'sweisiv|
proper ['propa(r)]
punishment ['pangmant]
remain v. [rr'mein]
satisfy v. ['seetisfar]
secure V. [st'kjua(r)]

slacken v. ['sleekan]
smoothly ['smu:dli]
superior [su:'praria(r)]
thoroughly ['6arsli]
ward v. [wa:d]

| goals

to ward

| an attack

wisely ['warzli]

| the danger

CTpax, OMaceHue
CHJIbHBIN, ICHCTBEHHBIN
pa3odapoBaHue,
KPYILLICHUE HAJICK]T
IpyIIIOBOM

PYKOBOJICTBO, yIIPaBIICHUE
oOpabaThIBaTh,

PETyIMpOBaThH
BPaXICOHBIM

YIIYYIINTD,

COBEPIIICHCTBOBATh

cTpax, MoOOIOBaHHS
CHJILHUH, T1€BUH
po34apyBaHHs, Kpax

IPYIIOBO HAJAIITOBAHUM

KEpIBHUIITBO, YIIPABIIHHS
o0pobiaTH,
peryiaoBaTu

BOPOKUH, HEAPYKHUMN
HOKPALIUTH,
BJOCKOHAJIUTH

noOyX1aTh, CTUMYJIMPOBATh  CHOHYKATH, CIPUIUHATH

BHYIIIATh, BOOAYIIEBIIATh
CyXIECHHE

JUJIEPCTBO
MPOU3BOAUTEIBHOCTD,

BBLITIOJTHECHHE
yOeIUTEIbHBIN
IIPaBUJIbHBIN, HAJIEKAIUA
HaKa3aHHue

OoCTaBaTHCS
YIIOBJIETBOPSIThH
00€30MacHTh,

rapaHTHUPOBATh
0C1a0aITh, 3aMeJISITh
IUIaBHO, TJ1aJIKO
Ha4vaJIbHUK

TIHIATEIbHO

OXpaHATh, OTPAXKATh

C YMOM
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HAJMXaTH, IHCIIPYBaTH
CYJIKCHHS
JJEPCTBO
MPOJIyKTHUBHICT,
BUKOHAHHS
IIEPEKOHJIMBUI
HaJIC)KHUH, B1AITOBITHUMN
MOKapaHHs
3QITUIIATUCS
3aJJ0BOJIbHUTH
yOe3MeunTH,
rapaHTyBaTH

po3cinabuTucs

IJIaBHO, TJIAJIKO
HavyaJIbHUK

pETENBHO

BapTyBaTH, OXOPOHSTH

MYJIpO



UNIT V Text 1

UNIT V
NEGOTIATION & DECISION-MAKING

I. Note the pronunciation of the following:
arbitration [ a:br'treifon]
autonomous [>:'tonamas]|
beneficial [ ben:'fifsl]
compromise ['kompramaiz]
concession [kan'sefsn]
negotiation [ns gsufi'erfon]

I1. Study the following text and retell it.
Text 1
Negotiation

Negotiation is a dialogue between two or more people or parties intended to
reach a beneficial outcome over one or more issues where a conflict exists with respect
to at least one of these issues. Negotiation is an interaction and process between
entities who aspire to agree on matters of mutual interest, while optimizing their
individual utilities. This beneficial outcome can be for all of the parties involved, or
just for one or some of them. Negotiators need to understand the negotiation process
and other negotiators to increase their chances to close deals avoid conflicts,
establishing relationship with other parties and gain profit and maximize mutual gains.

It is aimed to resolve points of difference, to gain advantage for an individual
or collective, or to craft outcomes to satisfy various interests. Distributive negotiations,
or compromises, are conducted by putting forward a position and making concessions
to achieve an agreement. The degree to which the negotiating parties trust each other
to implement the negotiated solution is a major factor in determining whether
negotiations are successful.

Business negotiations can range from a worker’s request for higher pay to
discussions of an international business deal. There are basically two kinds of
negotiation ideologies being followed up in business communications:

(a) Competitive strategies assume a “win-lose” situation in which the
negotiating parties have opposing interests. Hostile, coercive negotiation tactics are
used to force an advantage, and pre-negotiation binding agreements are not allowed.

(b) Cooperative: Negotiation is based on a win-win mentality and is designed to
increase joint gain; the pie to be divided is perceived as expanding. Attributes include
reasonable and open communication; an assumption that common interests, benefits,
and needs exist; trust building; thorough and accurate exchange of information;
exploration of issues presented as problems and solutions; mediated discussion;
emphasis on coalition formation; and a search for creative alternative solutions that
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bring benefits to all players. This negotiation is also called integrative problem solving
or soft bargaining.

People negotiate daily, often without considering it a negotiation. The
negotiation occurs in organizations, including businesses, non-profits, and within and
between governments as well as in sales and legal proceedings, and in personal
situations such as marriage, divorce, parenting, etc. Professional negotiators are often
specialized, such as union negotiators, leveraged buyout negotiators, peace negotiator,
or hostage negotiators. They may also work wunder other titles, such as
diplomats, legislators, or brokers. There is also negotiation conducted by algorithms or
machines known as autonomous negotiation. For automation, the negotiation
participants and process have to be modeled correctly.

Mediation is a form of negotiation with a third-party catalyst that helps the
conflicting parties negotiate when they cannot do so by themselves. Negotiation can be
contrasted with arbitration, where the decision lies with the third party, which the
conflicting parties are committed to accept. Negotiation theorists generally distinguish
between two types of negotiation. The difference in the usage of the two types depends
on the mindset of the negotiator but also on the situation: one-off encounters where
lasting relationships do not obtain are more likely to produce distributive negotiations
whereas lasting relationships are more likely to require integrative
negotiating. Different theorists use different labels for the two general types and
distinguish them in different ways.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

YHUKATH KOH(DIIKTIB; MOkKHA MPOTUCTABUTH apOITpaxy; Mo PI3HOMY; 3aJICKUTh
BiJl MUCJICHHSI TIEPETOBIPHUKA; HE Paxyouu; 30UIbIIUTH CHIIbHUN MPUOYTOK; TAKTUKA
BOPOXKUX, NPHUMYCOBUX II€PETOBOPIB; JOCATHEHHS TMO3UTHBHOTO pPE3YIbTaTy; Y
mpojJlaXkax Ta CYJOBUX TPOIECax; CTBOPIOBATH PE3yJbTAaTH; PETEIbHUN Ta TOYHUN
oOMiH iH(OpMalli€l0; EPETOBOPHUKH 13 3ay4EHHSIM MO3MKOBUX KOIITIB; Mi>KHAPOHA
KOMeEpIIiiiHa yTroJia; MaKCUMI3yBaTH B3aEMHY BUTOJY.

I1. Find the synonyms of the following words.
Differently, to carry out, talks, frequently, durable, transaction, to seek.

III. Answer the following questions using the words and word
combinations of the topical vocabulary:

1. What is a negotiation? 2. Can the outcome be beneficial for all of the parties
involved? 3. Do negotiators need to understand the negotiation process and other
negotiators? 4. How are distributive negotiations conducted? 5. What are distributive
negotiations called in another way? 6. What is a major factor in determining whether
negotiations are successful? 7. What can business negotiations range from? 8. How
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many kinds of negotiation ideologies being followed up in business communications
are there? Name them. 9. What kind of situation do competitive strategies assume? 10.
What do we call a negotiation based on a win-win mentality? 11. Where can the
negotiation occur? 12. Who are professional negotiators? 13. What can you say about
mediation? 14. What does the difference of the two types depend on?

IV. Retell the above text using as many of the word combinations from
Exercise I as you can.

WORKING ON WORDS

I. Study the following word combinations and use them in sentences of
your own:

to bring benefits to; to achieve an agreement; with respect to; to be based on a
win-win mentality; to aspire to agree on matters; a negotiation participant; lasting
relationships; to gain profit; to conduct a negotiation.

I1. Study the table and learn phrasal verbs with PUT.

Put away means ‘to return something to the place where it is usually kept’.

E.g. Please put away the dictionary when you've finished using it.
Put forward means ‘to propose or recommend something’.

E.g. The chairman put forward a proposal to move to bigger offices.
Put off means ‘to postpone; to delay; to arrange a later date’.

E.g. The meeting has been put off until next week because of the strike.

Put out means ‘to extinguish’.
E.g. It took the fire fighters a long time to put out the fire.
Put through means ‘to connect two people (on the phone)’.
E.g. Just a moment please. I'll put you through to Mr. Brown.
(From LEARN ENGLISH TODAY)

III. Choose the correct preposition or adverb to complete each of the

following sentences:
away forward off out through

1. He asked me to wait because he had to put me ..... to their executive. 2. In
the morning you have put ..... a proposal to conduct the negotiation after clarifying
some matters. 3. [ always put ..... all documents after the preparation for a negotiation.
4. We must put ..... our agreement until we are aware that it will comprise the
accepted negotiated proposal. 5. Why couldn't your secretary put me ..... to your
number? 6. I recommended putting ..... this business deal when I had studied all the
alternatives and prioritizing issues. 7. Don't forget to put ..... the light when you leave
the office. 8. The negotiator put ..... a new proposal so we asked for a concession.

74


https://en.wikipedia.org/wiki/Mediation
https://en.wikipedia.org/wiki/Mediation

IV. Find in the above text and copy out the sentence containing the phrasal
verb ‘put’.
V. Complete the sentences with the words from the box:

people goal negotiations minimum results parties  win-win

1. We usually use ..... as a way of resolving disputes. 2. We can define these
negotiations as a channel of communication intended to reconcile differences between
our ..... . 3. The process of negotiation is instrumental in achieving the desired ..... in
the company’s run of transactions. 4. Yesterday the ..... outcome left all parties of the
negotiation satisfied. 5. A distributive negotiation usually involves ..... who have
never had a previous interactive relationship, or are they likely to do so again in the
near future. 6. Each negotiation must involve ..... of two parties. 7. Your ..... of these
business negotiations should be to obtain a win-win outcome.

WRITTEN PRACTICE

I. Choose the correct preposition to complete each of the following

sentences:
before of on in with at between by

1. They took part ..... the negotiation to settle conflict jointly. 2. The parties

aimed ..... achieving a win-win position. 3. The aim of this negotiation is understood

..... both parties. 4. The basic stages ..... negotiation may be enlisted as: preparation,

discussion, proposal and agreement. 5. A negotiation is a meeting ..... two parties over

issues, which is important in the opinion of both parties. 6. The next stage involves

further discussion of the issues ..... the members so as to choose the best strategies .....

the actual negotiation. 7. Then we had to focus ..... long-term goals and consequences.

I1. Put the verb in brackets into the Simple Infinitive Passive form.

The Simple Infinitive Passive is formed with the auxiliary ‘to be’, followed by
the past participle of a main verb: fo be + written; to be achieved.

1. In every negotiation, there are opportunities (create) especially while using
social skills and effective communication. 2. The proposal (present) depends upon the
existing needs of the presenter and revolves around a set of issues and alternatives. 3.
The parties (involve) in the negotiation need to be flexible. 4. We hope the negotiation
(conduct) will not have a winner or loser. 5. Nonetheless, there are many advantages
(gain) by both parties, when they take a cooperative approach to mutual problem
solving. 6. At the early stage the parties explored each other’s position and identified
the issues (discuss). 7. The agreement (reach) was based on the effective
communication between our businesses. 8. To fully understand the situation I must
realistically know their interests (realize) in my objective. 9. The process of integrative
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negotiations usually entails a multitude of issues (negotiate). 10. More agreements can
usually (reach) with negotiators with positive affectivity.

II1. Choose the necessary verb form and translate the sentences.

1. This outcome ..... acceptable to both parties. 2. You ..... to bring both
parties together toward win-win outcomes in which mutual interest of the parties were
involved. 3. Our agreement finally ..... of the accepted negotiated proposal that was in
accordance with the norms of both the negotiating parties. 4. First of all he made sure
he fully ..... his client’s objectives and interests, needs and priorities. 5. The seller
wanted to go after the best price they could obtain, while the buyer wanted ..... the
lowest price to achieve the best bargain. 6. The president of our company ..... to build
a relationship and sought to understand each other’s concerns. 7. The first step in
achieving this outcome was to involve ..... what the other party wanted. 8. I
remembered that even friends or business acquaintances ..... a hard bargain just as
well as any stranger.

(Missing verbs: to pay, could drive, was, understood, knowing, comprised,
aspired, wanted)

IV. These sentences include examples of both ing — forms, the gerund and
the present participle. Say which words are gerunds and which are present
participles.

1. We couldn’t solve the problem without knowing each other's problems. 2.
Before starting a negotiation the parties involved in it, try to get the information on the
topic. 3. Angry negotiators pay less attention to opponent’s interests and are less
accurate in judging their interests, thus achieve lower joint gains. 4. The degree to
which the negotiating parties trust each other is a major factor in determining whether
negotiations are successful. 5. Purchasing products or services are simple business
examples where distributive bargaining is often employed. 6. When we are dealing
with someone unknown to us, we really have no particular interest in forming a
relationship with them, except for the purpose of the deal itself. 7. I think you are trying
to protect the interest of your employees and owner. 8. A cooperative bargainer always
seeks to exchange information, first identifying common interests. 9. If you gain a
reputation as a very competitive negotiator, it could make it difficult when negotiating
on behalf of future clients.

V. Ask questions to which the following statements may serve as the
answers.
1. Our parties are willing to arrive at a mutually agreeable outcome. 2. Business
negotiations require a lot of homework, such as asking what is the need of a negotiation,
who is involved, what are your aims, what is expected from this negotiation. 3. In a
business organization, a negotiation occurs between employers and employees on
wages, terms and conditions of the employment, between sales representatives and
buyers on price and contracts. 4. The proposal is designed keeping in view that it
appeases the parties at the other end of the negotiation table. 5. Throughout the whole

process of the negotiation, the individual parties listened to each other very carefully in
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order to make it successful. 6. During the negotiation, our party showed less contentious
behavior, used less aggressive tactics and more cooperative strategies.

TOPICS FOR DISCUSSION:

I. What considerations are important in preparing to negotiate? In pairs,
suggest as many as you can.

II. Imagine you are the leader of a team of sales representatives. Your pay
and commission have not been increased for two years. You have a meeting with
your sales manager to try to renegotiate your contracts.

II1. Explain and expand on the following:

Negative affect has detrimental effects on various stages in the negotiation
process. Angry negotiators plan to use more competitive strategies and to cooperate
less, even before the negotiation starts. These competitive strategies are related to
reduce joint outcomes. During negotiations, anger disrupts the process by reducing the
level of trust, clouding parties' judgment, narrowing parties' focus of attention and
changing their central goal from reaching agreement to retaliating against the other side.

Moreover, because anger makes negotiators more self-centered in their
preferences, it increases the likelihood that they will reject profitable offers.
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UNIT V Text 1
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
advantage [ad'va:ntidz] IIPEUMYILIECTBO nepesara
agreement [a'gri:mant] COIIAIIEHUE; TOTOBOP yroja, I0TOBip
arbitration [ a:br'trezfon] apouTtpax apOiTpak, KOMIPOMIC
aspire v. [a'sparer| CTPEMUTHCS IparHyTu

bargaining ['ba:.ginin]
beneficial [ ben:'fifsl]
broker ['bravkar]

buyout [ 'baraut]

catalyst [ kaetalist]
coercive [kau's:siv]
competitive [kam'petativ]
compromise [ kompramaiz]
concession [kan'sefan]
craft v. [kra:ft]

deal [di:l]

distributive [dr'stribjotiv]
encounter v. [in'kaonts(n]
entity [‘entti]

gain v. [gein]

hostage [ hostidz]
legislator ['ledzslerter]
leverage [ 'li:varids]

mediation [ mi:di'erfon]
mindset ['maind.set]
mutual ['mju:tjusl]
negotiate v. [na'gaufiert]
negotiation [ns gaufi'erfon]
one-off [ wan'of]
participant [pa:'tisipant]
proceeding [pra'si:din]

range v. [reindz]

TOPT, 3aKJIIOUCHHUE CICIIKU
BBITOJTHBIN

OpoKkep, MOCPETHUK
BBIKYII, 3aEMHBIE CPEJICTBA
KaTaJIn3aTop

IIPUHY IUTENbHBIN
KOHKYPEHTHBIN
KOMIIPOMHUCC

YCTYyIKa; KOHIIECCHS
CO3/1aBaTh

c/elika, J1e10
pacnpenenuTeNbHbINA
CTAJIKUBATHCS
IOpUINYECKOE JIUILIO,
OopraHu3anus

MOJIYYHTh, MPUOOPETATh
3AJI0KHUK
3aKOHOJATENb

CPEIICTBO JOCTHKEHUS

11 (017

MOCPEAHUYECTBO

00pa3 MBIILUICHHS
B3aUMHBIN

BECTHU IIEPETOBOPHI
MEPEroBOPHI

pa3oBbIN

Y4aCHUK

MIPOJIOTKEHUE;
pazouparTenbCTBO

KJ1accu(uIpoBath,
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TOPT, YKJIaJICHHS YTOIN
KOPUCHHM

OpoKep, MocepeTHUK
BUKYTI, TO3UKOBI KOIITH
KaTai3aTop
IIPUMYCOBUU
KOHKYPEHTOCHPOMOXKHUI
KOMITIPOMIC

MOCTYTIKA, KOHIIECIS
MalCTpyBaTH

yrojaa

PO3MOITEHUAM
HAIITOBXYBAaTHUCS
IOpUJIMYHA 0c00a,
opraizaris

3100yBaTH

3apy9IHHK

3aKOHO/IABELb

3aci0 JOCATHEHHS METHU

IOCEPETHUIITBO
MUCJICHHS
B3a€EMHUU

BECTHU MIEPETOBOPH
MEPETOBOPH
OJIHOPA30BUH
YYaCHHUK
TIPOJIOBKCHHS;
PO3IIISAT
KJacuQpiKyBaTH,


https://en.wikipedia.org/wiki/Mediation
https://en.wikipedia.org/wiki/Arbitration

UNIT V

Text 2

request [r1'kwest]
resolve v. [r1'zolv]

pacrionararthb (B
OTPENEIEHHOM MOPSIIKE)
3anpoc, TpeboBaHue
pa3pelInTh,

MPUHUMATh PEIICHUE

po3TamoByBatu (y
BU3HAYEHOMY TOPSIKY)
3aIMuT, JOMaraHHs
BUPIIINTH,

YXBAJTIOBATH PE3OJIIOIIIO

thorough ['6ars] TIATEIbHBIN peTenbHU
trust v. [trast] JIOBEPSITh JIOBIPSITH, TTOKJIAIATUCS
UNITV

NEGOTIATION & DECISION-MAKING

I. Note the pronunciation of the following:
alternative [2:I't3:nat1v]
analysis [s'naelesis]
criteria [krar'traris ]
decision-making [d1'sizen-'merkin]
environment [in'varranmant]
priority [prar'prati]
research [r1'sz:tf]
simultaneously [ siml'ternissli]
solution [sa'lu:fn]

I1. Study the following text and retell it.
Text 2
Decision-Making

Decision-making is a vital step in every part of planning. The first task in
making any decision is to find the exact problem, which requires considerable study.
The second job is to develop different alternative solutions — different possible
choices. Thirdly, the best or least or bad solution must somehow be chosen.

This choice can be made with perfect certainty, largely because the future
always includes unknown factors, and because a human being can hardly think of all
possible alternatives for solving a problem. Logical decision-making is an important
part of all science-based professions, where specialists apply their knowledge in a
given area to make informed decisions.

As a business leader, you should remember that you are, first and foremost, a
leader. If you have to make a decision for yourself, then things are generally very easy.
You know yourself well enough to know what works for you and what doesn’t and
carrying out internal debates with yourself isn’t nearly as difficult as doing the same
with a whole other human being when deliberating potential solutions to a problem.
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Decision-making process is a reasoning process based on assumptions of values,
preferences and beliefs of the decision-maker. Every decision-making process
produces a final choice, which may or may not prompt action. The decision-maker's
environment can play a part in the decision-making process. For example,
environmental complexity is a factor that influences a cognitive function. A complex
environment is an environment with a large number of different possible states which
come and go over time.

A manager must identify the limiting factors that make it difficult to attain an
objective, and then he or she must look for alternatives that can get around these
limiting factors. For example, if a company’s objective is to grow, and if the limiting
factor is a lack of money, the manager must find alternatives that do not require large
amount of cash. In comparing and judging alternatives, a manager must consider
qualitative factors as well as quantitative ones, which are easier to measure. Cost-
effectiveness analysis or cost-benefit analysis is a method of analyzing or weighing all
such factors in order to find the differences that can be obtained for different costs, so,
that a manager can choose the alternative that gives the most benefit for the least cost.
Cost-benefit analysis is a part of the broader field of operations research, which is the
study of human and machine systems by constructing mathematical models, often with
the aid of computers.

In making decisions, managers encounter huge numbers of factors that are
unknown or uncertain. To help to handle this problem of uncertainty, a risk analysis is
a method of estimating the probability of every uncertain factor. Thus, the risk analysis
can make an operations research more realistic and more nearly exact. A major part of
decision-making involves the analysis of a finite set of alternatives described in terms
of evaluative criteria. Then the task might be to rank these alternatives in terms of how
attractive they are to the decision-maker(s) when all the criteria are considered
simultaneously. Another task might be to find the best alternative or to determine the
relative total priority of each alternative (for instance, if alternatives represent projects
competing for funds) when all the criteria are considered simultaneously.

All such research is difficult and expensive, but it is cheaper than a full-scale
experiment. All these new tools can give important assistance to a manager who must
make a decision, especially in analyzing the problem, in developing alternatives, and
in estimating probable results. But models and computers cannot decide questions. In
the end, the manager must still exercise thought and judgment in order to make the
decision.

(Allan R. Cohen. The Portable MBA in Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

i 9ac OOMIPKOBYBaHHS IMOTEHI[IWHUX PINIEHb;, aHaIi3 BUTOIU Ta BUTPAT;
BXJIMBA JIONIOMOTa MEHEIDKEPY; PO3POOIISITH PI3HOMAaHITHI albTePHATHUBHI PIIICHHS;
aHaJTi3 KIHIIEBOT MHOKWHHU aJbTEPHATHB; 3aCTOCYBATH CBOI 3HAHHS Y I11H TaJTy31; METO
OLIIHKM HMOBIPHOCTI; B MEpIIy Yepry; MOBMHEH SK 1 paHIlle BUSBIATH AYMKH Ta
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CYJDKEHHS; Ha OCHOBI MPUITYIICHb PO IIHHOCTI; K1 MPUXOAATH 1 HAYTh 13 4acOM; BCI
KpUTEpil PO3TIAAAIOTECS OJHOYACHO; HE BHMAraiTh BEJIMKOI CyMH TOTIBKH;
oOMexyroul (PaKTOpH.

II. Find in the above text and copy out phrases in which the preposition for
is used.

III. Look through Text 2 again and find the answers to the following
questions:

1. What is a vital step in every part of planning? 2. What is the first task in
making any decision? 3. The second job is to develop different alternative solutions —
different possible choices, isn’t it? 4. Why can the choice be made with perfect
certainty? 5. Why are things generally very easy when you make decisions for
yourself? 6. What kind of process is a decision-making process? 7. What factor
influences a cognitive function? 8. Who must identify the limiting factors? 9. When
must a manager consider qualitative factors as well as quantitative ones? 10. Why does
a manager analyze or weigh all such factors while carrying out a cost-effectiveness
analysis or cost-benefit analysis? 11. Why is the cost-benefit analysis a part of the
broader field of operations research? 12. When do managers encounter huge numbers
of factors that are unknown or uncertain? 13. What can make an operations research
more realistic and more nearly exact? 14. What does a major part of decision-making
involve? 15. Who can all these new tools give important assistance to?

IV. Retell Text 2 using as many of the word combinations from Exercise 1
as you can.

WORKING ON WORDS

I. Complete the sentences with the words from the box:

collaborative  continuous individual alternative different final Ileast

1. Decision-making is regarded as the cognitive process resulting in the
selection of a belief or a course of action among several possible ..... options. 2.
Management may take a ..... decision as to the selection of the best alternative, on the
basis of its experience. 3. Participative decision-making occurs when an authority
opens up the decision-making process to a group of people for a ..... effort. 4.
Decision-making techniques can be separated into two broad categories: group
decision-making techniques and ..... decision-making techniques. 5. A manager can
choose the alternative that gives the most benefit for the ..... cost. 6. Choosing the
alternative may involve considering the opportunity cost of ..... alternatives. 7. He
regarded the decision-making process as a ..... process integrated in the interaction
with the environment.
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II. Find in the above text and copy out sentences in which linking
expressions so, as well as and for example/for instance are used. Translate the
sentences with them. Say which of these linking expressions:

a) expresses exemplification;

b) introduces a result;

¢) expresses an addition.

II1. Study the table and learn phrasal verbs with ‘gef’:

Get across
Meaning: Communicate successfully/ to make something understood, clear
Example: Sarah got her ideas across at the meeting.
Get around
Meaning: Become known
Example: It didn’t take long for the news to get around once it got into the
newspapers.
Meaning: Avoid a problem
Example: You can’t get around the fact that smoking kills.
Get at
Meaning: Criticize
Example: His boss is always getting at him for arriving late.
Get together
Meaning: Meet socially
Example: We got together in the cafe for a cup of coffee.
(https://www.eslbuzz.com)

IV. Complete the sentences with across, around, at, together.

1. We have to get ..... for our presentation of compared and judged alternatives
on Wednesday. 2. You need to get these new decision-making techniques ..... at the
next conference. 3. Your successful results got ..... very quickly once they were
presented at the meeting. 4. My manager has just got ..... me for my incorrect analysis
of the problem. 5. I can’t get ..... the risk analysis to make an operations research more
realistic and more exact. 6. They want to get ..... to deliberate potential solutions to a
problem. 7. Yesterday he got ..... him for carrying out internal debates.

V. Find in the above text and copy out the sentence containing the phrasal
verb “get”.

WRITTEN PRACTICE
I. Choose the correct preposition to complete each of the following
sentences:

into on at for with by of
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1. Individual decision-making techniques can also often be applied ..... a group. 2.
Decision-making can be regarded as a problem-solving activity yielding a solution
deemed to be optimal, or ..... least satisfactory. 3. My analysis is concerned ..... the
logic of decision-making, or communicative rationality, and the invariant choice it
leads to. 4. This area of decision-making has attracted the interest ..... many
researchers and practitioners. 5. After the decision has been put ..... practice, the
management must watch consequences which arise from the implementation of the
decision. 6. First of all we must develop cost models to show cost estimates ..... each
alternative. 7. You usually rely ..... information that is objective and can readily be
observed.

I1. Choose the proper verb form and translate the sentences.

1. Decisions ..... in all functional areas of management like production,
marketing, finance, personnel. 2. ..... the best alternative on the basis of experience our
manager put the selected alternative to experimentation, before finalizing the decision.
3. 1..... people to implement the decision with enthusiasm and then exercised general
supervision over the implementation of the decision. 4. In order to improve the quality
of decisions, managers ..... very fast processing and transmission of a huge mass of
data. 5. There ..... four types of strategic decisions you can begin to apply
straightaway. 6. This tool enables a decision-maker ..... the available alternatives based
on price, fixed cost and variable cost per unit. 7. Managers at lower levels in an
organization have to take a large number of routine decisions during the normal course
of ..... their organizational duties.

(Missing verbs: require, performing, are made, to evaluate, motivated, are,
having selected)

III. Read and translate the sentences with at the end/in the end, pay
attention to their use.

At the end (of something) = at the time when something ends.
e.g. They are going away at the end of the week.

In the end = finally.
e.g. I had a lot of problems with my car. I sold it in the end.

1. T was advised to use this technique of decision-making at the end of the
meeting. 2. At the end of the conference you presented the analysis of a finite set of
alternatives described in terms of evaluative criteria. 3. But in the end they maximized
the attainment of organizational objectives. 4. At the end of the course, studies done at
our university have shown that more complex environments correlate with higher
cognitive function. 5. The decision can be influenced by the risk analysis in the end. 6.
In the end he couldn't decide the manner in which the limited resources of the
organization had to be allocated among different uses. 6. At the end of the month we
considered the problem confronting any management. 7. In the end an experienced
manager evaluated huge numbers of factors that had been unknown or uncertain before.
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8. At the end of developing different alternative solutions a business leader will have to
utilize feedback of his past experiences in judging the soundness of present decisions.

IV. Find in the above text and copy out the sentence containing the
expression ‘in the end’.

V. Translate the following sentences containing the modal verb ’might’
with a compound nominal predicate.

We use might to indicate possibility or to suggest an action. It expresses a
suggestion of a possible course of an action rather than asserting what is correct or
right to do.

might + the compound nominal predicate
(the infinitive after the linking verb BE)

1. Then the task might be to rank these alternatives in terms of how attractive
they are to the decision-makers when all the criteria are considered simultaneously. 2.
Another task might be to find the best alternative or to determine the relative total
priority of each alternative when all the criteria are considered simultaneously. 3. Your
duty might be to weigh all such factors in order to find the differences that can be
obtained for different costs. 4. His assistant's main task might be to gather information
about methods of analyzing for operation research. 5. Our function might be to
exercise general supervision over the implementation of this decision. 6. My plan
might be to make informed decisions. 7. Her next approach might be to identify the
limiting factors that make it difficult to attain an objective. 8. Our main purpose might
be to choose the alternative that gives the most benefit for the least cost.

SPEAKING
I. Comment upon the following statement. Share opinions.

It goes without saying that consensus requires a majority to approve a given
course of action, and the minority to agree to go along with the course of action. But if
the minority opposes the course of action, consensus requires that the course of action
will be modified to remove objectionable features.

UNIT V Text 2
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ENGLISH
aid [erd]
apply to v. [a'plar ta]

assumption [s'sampfen]
attain v. [a'tern]
attractive [a'traektiv]
belief [br'li:f]

benefit ['benifit]

carry out v. ['keeri avt]
certainty [ 's3:tonti]

choice [ts]

choose v. [tfu:z]
cognitive [ kognrtiv]
complexity [kem'plekstti]
considerable [kan'sidarabl]
cost-benefit [kost-'bensfit]
cost-effectiveness
[kost-1'fektivnas]
decision-making
[d1's139n-'merkin]
deliberate v. [d1'libarat]

encounter v. [1n'kaunta(r)]

estimate v. [‘estimat]
exact [1g'zaekt]
factor ['feekta(n)]
first and foremost
['f3:st and'fo:maust]
full-scale [ fol'skerl]
handle v. [*heendl]
huge [hju:dz]
judge v. [d3ad3]
lack [laek]

UNIT V

VOCABULARY

RUSSIAN
MOMOIIb

PUMEHSITD,
oOparmaTbcs K
IPEANOJIOKEHUE
JIOCTHTaTh, JOOUBATHCS
MPUBJIEKATEbHBIN
Bepa; yoexaeHue
BBITO/1a; MOJIb3a
BBITIOJTHSATh; MPOBOIUTH
HECOMHEHHBIN (PaKT;
YBEPEHHOCTH

BBIOOD

BBIOMpATh
[M03HABATEIbHbBIN
CJI0KHOCTb
3HAYUTEIILHBIN; Ba)KHbBIN
3aTpaThl U BBITOJIBI
pEHTa0ETbHOCTD

IIPUHATUE PELICHUN
00CyXK1aTh, 00 IyMbIBaTh
CTAJIKAUBATHCS

OIICHUBATh
TOYHBIN

daktop, k03P huIeHT
B [IEPBYIO OYEpe/lb

MOJTHOMACIITaOHBI
oOpararbcsi, yrnpasisiTh
OTPOMHBIU

CYJIUTh, OLICHUBATH
HEJI0CTAaTOK, OTCYTCTBUE

UKRAINIAN
JOTIOMOra

3aCTOCYBATH 0,
3BEPTATHUCH JI0
PUITYIIICHHS
IOCATTH, JOOUBATHUCS
pUBAOIUBUI

Bipa, IEPEKOHAHHS
KOPHCTh
BUKOHYBATH, ITPOBOIUTH
oe3nepeuHuid paxr;
BIICBHCHICTH

BUOIp

BUOpaTu
M3HaBAJILHHUI
CKJIAJHICTD

3HAYHUM, BaXKJIUBUI
BUTPATU-BUTOIN
pEHTA0EIBHICTD

OPUIHATTS pillIEHb

00roBOpPIOBATH,
0OMIpPKOBYBAaTH
CTUKATHUCA,
HAIITOBXYBAaTHUCS
OI[IHIOBATH

TOYHUH

dhakTop, KoedimieHT
B TIEPIITYy Yepry

IMOBHOMACIITAaOHUMN
00poOsATH, TPAKTYBATH
BEJIINYE3HUM

CYJWTH, OLIIHIOBaTH

HecTaya, AediuT
Text 3
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look for v. [luk fa(n] HCKaTh ITyKaTH
preference [ 'prefrans] MPEANOYTCHUE nepesara, BUOip
probability [ probas’bilzti] BEPOSATHOCTD WMOBIPHICTb
prompt v. [prompt] IIOICKA3bIBaTh M1JKa3yBaTH
rank v. [raenk] KJ1accu(UIMpOBaTh KJ1acu(ikyBaTu
simultaneously [ siml'temnissli] 0THOBpeMEHHO OJIHOYACHO
solution [sa'lu:fn] pelieHue pillIEHHS

vital ['vartl] YKU3HECHHO Ba)KHBIN YKUTTEBO BAXKJIMBUI

UNIT V
NEGOTIATION & DECISION-MAKING

I. Note the pronunciation of the following:

authority [>:'Gorati]

command [ka'ma:nd]
decentralization [di:sentrslar'zein]
delegate ['deligat]

subordinate [ss'bo:dinst]

I1. Study the following text and retell it.
Text 3

Decentralization

Decentralization is the process by which the activities of an organization,
particularly those regarding planning and decision making are distributed or delegated
away from a central, authoritative location or group.

When a superior assigns responsibility for certain tasks to a subordinate, the
superior must also delegate matching authority — the right to make decisions affecting
that responsibility. The less authority is delegated, the more it remains centralized. But
the greater the number and importance of the decisions that the subordinate may make,
and the fewer the people that must be consulted, the more authority has been delegated
or decentralized. Without some degree of decentralization of authority, subordinate
managers could not carry on their day-to-day activities to attain their objectives.

There 1s a general agreement on certain other principles regarding
decentralization of authority. Firstly, effective decision making requires a clear line of
authority from the top to the bottom of an enterprise. Secondly, when a subordinate has
accepted from a superior an assignment and sufficient authority to achieve results, he
or she is responsible to that superior for carrying out the assignment. At the same time,
the superior remains responsible for the subordinate’s organization activities. Thirdly,
the authority must match the responsibility; that is, it must be neither more nor less.
Fourthly, according to the principle of unity of a command, a subordinate must report

to a single superior, so as to avoid conflicting instructions and confused responsibility.
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Finally, subordinates must make all decisions within their delegated authority and must
not refer these decisions to their superior.

This last principle requires not only that the subordinate dare to exercise his or
her delegated authority, but also that the superior accepts this situation. This means that
the subordinate must be allowed even to make mistakes. All people make mistakes,
which are a necessary part of every person’s training and experience. The superior has
to trust the subordinate, but at the same time there must be effective controls. That is,
there must be good communication, so that there is a feedback to assure the superior
that the subordinate is using the delegated authority for the objectives of the
organization.

Since some decentralization of authority is unavoidable, the problem is what
degree of decentralization to allow. In general, decisions involving high costs are
reserved to the top levels of management. On the other hand, if too little authority is
delegated, valuable time will be lost, because the superior will be too busy to decide
everything quickly. Centralized decision making offers the advantage of uniform
policy throughout the organization, but in a very large enterprise centralized decisions
are very slow and therefore costly. Thus, all these various considerations must be
balanced to determine the proper degree of decentralization to advance organization
objectives.

(Allan R. Cohen. The Portable MBA In Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

TOYHA JIiHISA TOBHOB&XEHB, BIJAMOBIIAJNBHICT, 3a TIEBHI 3aBJaHHS; IPaBO
NpUiiMaTH pIIICHHS; TIepeBara €IuHOi MOJIITUKY; JOPOTOIIHHUN Yac OyJie BTpayeHo;
3aIuTyTaHa BiAMOBIAANBHICTH; JI€JErOBaHI ITOBHOBAXKCHHS; HI OUIbIIE, HI MEHIIE;
poOWTH TIOMWJIKH; JJisi TIPOCYBaHHS IIIJIEH OpraHizailli; HadaJdbHUK 3aJUIIAETHCS
BIJIMOBITATLHUM; JOBIPSITH MIJIETIIOMY; BIIMOBITHUN OpraH; 3BepXy /10 HHU3Y.

II. Find in Text 3 antonyms of the following words:
disadvantage, to forbid, the same, to distrust, ineffective, low, changing.

III. Find in the above text and copy out phrases in which the preposition
regarding is used. Then make up your own sentence with it.

IV. Answer the following questions using the words and word combinations
of the topical vocabulary:

1. What kind of process is decentralization? 2. When must the superior delegate
the right to make decisions affecting the responsibility to a subordinate? 3. When
couldn’t subordinate managers carry on their day-to-day activities to attain their
objectives? 4. What does effective decision making require first of all? 5. What must a

87



subordinate do when he or she has accepted from a superior an assignment and
sufficient authority to achieve results? 6. Why must a subordinate report to a single
superior? 7. Must subordinates make all decisions within their delegated authority? 8.
Must the subordinate be allowed to make mistakes according to the last principle? 9. Is
it important to trust the subordinate? 10. Why will valuable time be lost if too little
authority is delegated? 11. What considerations must be balanced to determine the
proper degree of decentralization?

V. Retell Text 3 using as many of the word combinations from Exercise I
as you can.

WORKING ON WORDS

I. Complete the sentences with the words from the box:

decentralization decisions interrelations top objectives privatization

making
1. In a decentralization concern, authority in retained by the ..... management
for taking major decisions. 2. Distribution of the power of decision ..... along with the

related responsibilities among the different managerial levels is necessary for better
management. 3. In a decentralized system, there is no single centralized authority that
makes ..... on behalf of all the parties. 4. Market decentralization can be done through

. of public owned functions and businesses. 5. Decentralization strategies must
account for the ..... of global, regional, national, sub-national, and local levels. 6. Fiscal
..... means decentralizing revenue rising and/or expenditure of money to a lower level
of government while maintaining financial responsibility. 7. In business,
decentralization leads to a management by results_philosophy which focuses on
definite ..... to be achieved by unit results.

I1. Study the table and learn the phrasal verbs with ‘carry’:

Carry forward
Meaning: Make something progress
Example: They hope the new management will be able to CARRY the
project FORWARD.
Carry on
Meaning: Continue
Example: CARRY ON quietly with your work until the substitute
teacher arrives.
Carry out
Meaning: Perform a task
Example: The government is CARRYING OUT test on growing
genetically modified crops.
Carry through
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Meaning: Complete successfully
Example: They CARRIED the reforms THROUGH despite the
opposition.

(http://www.usingenglish.com)

III. a) Choose the correct preposition to complete each of the following

sentences:
forward on out through

1. I moved to this city to carry .... my work and to apply my knowledge in a
given area. 2. He carried ..... several experiments to prove his theory. 3. They try to
carry their ideas ..... while deliberating potential solutions to a problem. 4. It is
difficult to carry ..... a conversation if you do not know the language. 5. We have
already carried the process of control ..... . 6. You always attempt to carry ..... the new
cost standards for over-heads. 7. Our superior carried ..... the discussion of conflicts
and industrial disputes yesterday. 8. Though I was extremely tired, I carried an
undertaking ..... to the end. 9. As my subordinate, your duty is to carry ..... my
instructions for economic development strategy in our organization. 10. He cannot
carry ..... spending money like that if he does not want to end up in debt.

b) Find in the above text and copy out the sentences containing the phrasal
verb “carry”.

WRITTEN PRACTICE

I. a) Find in the above text and copy out sentences containing the
organization linkers (e.g. firstly, finally etc.).
b) Make up your own sentences using organization linkers.

I1. State functions of the past participles in the following sentences.

1. A decentralized system is one which requires multiple parties to make their
own independent decisions. 2. We have stated the most important goals and objectives
in various analyses of decentralization. 3. The subordinate is using the delegated
authority for the objectives of the organization. 4. Decentralization is often linked to
concepts of participation in decision-making, democracy, equality and liberty from a
higher authority. 5. Your managers are motivated by having the freedom to exercise
their own initiative and creativity. 6. In our department all decisions are made without
centralized control or processing. 7. The specific functions may be more effective if
carried out at the local level to enable locally relevant preparedness measures to be
adopted. 8. Decentralization of responsibilities to regions may be limited only to those
regions which want or are capable of handling responsibility. 9. Devolution is the most
advanced form of decentralization because it entails the transfer of powers towards an
institution or a local association with high autonomy. 10. The managers and divisions
are encouraged to prove that they are profitable, instead of allowing their failures to be

masked by the overall profitability of the company.
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III. Choose the necessary verb form and translate the sentences.

1. Decentralization ..... to the assignment of authority along with the
responsibility at each level of the organization. 2. The larger the subsidiary is the more
boundaries and functions it ..... . 3. By controlling access to assets, local institutions

affect different livelihood assets or capital that people ..... for their livelithoods. 4. One
of the major objectives of decentralization is to promote local participation and .....
transitional costs. 5. Firms prefer decentralization because it ensures efficiency by .....
sure that managers closest to the local information make decisions in a more timely
fashion. 6. In business, decentralization leads to a management by results philosophy
which ..... on definite objectives to be achieved by unit results. 7. Economic and
political decentralization can help ..... or reduce conflict because they reduce actual or
perceived inequities between a region and the central government. 8. The necessary
standards ..... soon that satisfy needs of a modern economy.

(Missing verbs: making, will be created, has, prevent, use, refers, focuses,
reduce)

IV. Find in Text 3 the sentences containing adjectives in the comparative
degree expressing the comparison of parallel increase or decrease (the...
the... with comparative adjectives).

V. Ask all types of questions to the following sentence.
All these various considerations must be balanced to determine the proper
degree of decentralization to advance organization objectives.

TOPIC FOR DISCUSSION

I. Express your opinion on the following point of view. What could you add
to prove it?

Decentralization empowers employees by giving them autonomy and real
decision making authority and responsibility. Empowerment makes it easier for
people to accept and make a success of more responsibility. Since departments and
employees have more authority, they are able to respond faster to hurdles and
changes. When employees have more power, they feel more respected and are often
willing and able to work harder and take on more tasks.

UNIT V Text 3

VOCABULARY
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ENGLISH RUSSIAN UKRAINIAN

according to [s'ko:din ta] B COOTBETCTBHUH C BIIIIOBITHO 10

advance v. [ad'va:ns] POJBUTATH POCYBaTH

affect v. [a'fekt] OKa3bIBaTh BO3JACHCTBHUE BILTUBATH

agreement [a'gri:mant] COIJIalllCHUE yroaa

assure v. [a'fua(n] rapaHTUpPOBaTh rapaHTyBaTH

authoritative [>:'Goritstiv] ABTOPUTETHBIH, aBTOPUTETHUH,
BJIUSITEIIbHBIN BILJINBOBUM

avoid v. [s'vord] n3oeraTh YHUKaTH

carry on V. [ 'keeri on] MPOIOIKATh IIPOJIOBXKYBATH

carry out v. [ 'keeri aut] IIPOBOJIUTH, BBITOIHATH BUKOHYBaTH

confuse v. [kan'fju:z] cOMBATh C TOJKY, CIIYThIBAaTh 3aIlIyTaTH, OCHTEKUTH

consideration [ken sids'reiin] paccMoTpeHHE O3S

enterprise [ 'entspraiz] npeAnpUsITHE T IITPHUEMCTBO

exercise v. ['eksasaiz] OCYILECTBIISTh, MPOSIBIATh  31ACHIOBATU

match v. [meetf] COOTBETCTBOBATh, COBNAJATh ITIAXOJUTH, CIIIBIIagaTH

matching ['meetfin] COOTBETCTBHUE, B1/ITIOBIIHICTh
COTIOCTaBJICHUE

offer v. ['ofa(n] npejiarath MIPOTIOHYBAaTHU

proper ['propa(r)] MPABWIbHBIN, HAJJICKAIIUA  [PABUIbHUM, HAJIEKHUN

remain v. [rr' mein] OCTaBaThCS 3aJTUIIATUCS

slow [slau] MeIJICHHBIN MTOBLILHHM

sufficient [sa'fint] JIOCTaTOYHBIN JTOCTaTHIN

throughout [6ru:'aut] Ha MPOTSHKEHUU; TIOBCIOJTY  BCIOJIN; TIOBHICTIO

trust v. JIOBEPSATH JIOBIPSITH

uniform [ju:nif>:m] €MHbBII; paBHOMEPHBII OJTHOMaHITHUN

unity [ ju:nti] €JIMHCTBO €IHICTD

UNIT VI Text 1
UNIT VI
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MARKETING & LOBBYING

I. Note the pronunciation of the following:

campaign [keem'pein]

commerce ['koms:s]

consumer [kan'sju:ma(r)]

demand [dr'ma:nd]

distribution [ distr1'bju:fn]

guerrilla [ga'rils]

marketing ['ma:kitin]
promotion [pra'maufn]
storefront ['sto:frant]

I1. Study the following text and retell it.
Text 1

Marketing

Marketing as a discipline involves all the actions a company undertakes to draw
in customers and maintain relationships with them. It is one of the primary components
of business management and commerce. The term marketing, what is commonly
known as attracting customers, incorporates knowledge gained by studying the
management of exchange relationships and is the business process of identifying,
anticipating and satisfying customers' needs and wants.

Networking with potential or past clients is part of the work too, and may include
writing thank you emails, playing golf with prospective clients, returning calls and
emails quickly, and meeting with clients for coffee or a meal. Marketers can direct
their product to other businesses or directly to consumers.

At its most basic level, marketing seeks to match company's products and services
to customers who want an access to those products. Matching products to customers
ultimately ensures profitability.

Product, price, place, and promotion are the Four Ps of marketing. The Four Ps
collectively make up the essential mix a company needs to market a product or service.

Product

Product refers to an item or items the business plans to offer to customers. The
product should seek to fulfill an absence in the market, or fulfill consumer demand for
a greater amount of a product already available. Before they can prepare an appropriate
campaign, marketers need to understand what product is being sold, how it stands out
from its competitors, whether the product can also be paired with a secondary product
or product line, and whether there are substitute products in the market.

Price

Price refers to how much the company will sell the product for. When establishing
a price, companies must consider the unit cost price, marketing costs, and distribution
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expenses. Companies must also consider the price of competing products in the
market-place and whether their proposed price point is sufficient to represent a
reasonable alternative for consumers.

Place

Place refers to the distribution of the product. Key considerations include whether
the company will sell the product through a physical storefront, online, or through both
distribution channels. When it's sold in a storefront, what kind of physical product
placement does it get? When it's sold online, what kind of digital product placement
does it get?

Promotion

Promotion, the fourth P, is the integrated marketing communications campaign.
Promotion includes a variety of activities such as advertising, selling, sales promotions,
public relations, direct marketing, sponsorship, and guerrilla marketing.

Promotions vary depending on what stage of the product life cycle the product is
in. Marketers understand that consumers associate a product’s price and distribution
with its quality, and they take this into account when devising the overall marketing
strategy.

The process of marketing is that of bringing a product to market, which includes
these steps: broad market research; market targeting and market segmentation;
determining distribution, pricing and promotion strategies; developing a
communications strategy; budgeting; and strategizing regarding long-term market
development goals. Many parts of the marketing process (e.g. product design, art
director, brand management, advertising, inbound marketing, copywriting etc.) involve
use of the creative arts.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following words and
word combinations and write them out:
MapTU3aHCHKUIT MAapKETHHT; MIATPUMYBATH CTOCYHKH; PUHKOBE HAIIUICHHS Ta

CErMEHTAIllsl PUHKY; 3araJIbHOBIIOMO; 1100 JOBIOCTPOKOBUX IIIJIEH PO3BUTKY PHUHKY;
HNOLIMPEHHS TOBAapy; 3allOBHUTH BIJICYTHICTh HA PUHKY; HAIMCAHHS JIMCTIB MOJSKU;
KUTTEBUM LMKJI TPOJIYKTY; MiJ 4Yac BCTAHOBJICHHS LIHM; 33/J0BOJICHHS MOTpeO Ta
OakaHb KIIEHTIB; MiAIOpaTH MPOAYKTH Ta MOCIYTM KOMIIaHii JJIsl KJIIEHTIB; 3PELITOIO
3a0e3Meuye peHTa0eIbHICTb.

I1. Find the synonyms of the following words.
To foresee, significant, a rival, general, rentability, to perform.

III. Look through the text again and find the answers to the following
questions:
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1. What does marketing as a discipline involve? 2. What does the term marketing
incorporate? 3. What activities may networking include with potential or past clients?
4. Who directs products to other businesses or directly to consumers? 5. At which level
does marketing seek to match company's products and services to customers? 6. What
ensures profitability? 7. What are the Four Ps of marketing? 8. What refers to an item
or items the business plans to offer to customers? 9. What do marketers need to
understand before to prepare an appropriate campaign? 10. When must companies
consider the unit cost price, marketing costs, and distribution expenses? 12. What does
the third P refer to? 13. What are key considerations concerning the distribution of the
product? 14. Why is promotion the integrated marketing communications campaign?
15. What do promotions depend on? 16. What steps does the process of marketing
include?

IV. Outline the main ideas of the text and write a summary.

WORKING ON WORDS

I. Match the words with their definitions:
Key words: promotion, marketer, guerrilla marketing, consumer, alternative,
needs, business

1. A person who purchases goods and services for personal use.

2. The practice of making one's living by engaging in commerce.

3. The publicization of a product, organization, or venture so as to increase sales or
public awareness.

4. One of two or more available possibilities.

5. An innovative, unconventional, and low-cost marketing technique aimed at
obtaining maximum exposure for a product.

6. Something necessary for people to live a healthy, stable and safe life.

7. A person or company that advertises or promotes something.

I1. Complete the sentences with the appropriate adjective from the box:

new long-term competitive innovative wide potential higher financial

1. They want to use this ..... and low-cost marketing technique aimed at
obtaining maximum exposure for a product. 2. To complete its organizational
objectives, an organization should anticipate the needs and wants of ..... consumers
and satisfy them more effectively than its competitors. 3. All companies must look
beyond their present situation and develop a ..... strategy to meet changing conditions
in their industry. 4. Our company is prepared to make some ..... contribution to the
sales program. 5. Unit costs can only come down if we invest in ..... plant and
machinery. 6. If we upgrade the product, we can charge ..... prices and get larger
profits. 7. The new products will require a ..... advertising campaign to support them in
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the market. 8. Undoubtedly, you have a ..... advantage on any company which is just
beginning to introduce this communication equipment to the market.

I11. Study the table and learn the phrasal verbs with ‘draw’:

draw away: To take the focus of a situation away from someone or
something else.
E.g. I can’t believe my own sister got engaged a week before my wedding,
totally drawing the attention away from me!
draw down: To reduce an amount of money by using it.
E.g. Some firms have dealt with the problem by drawing down their cash
reserves.
draw in: To involve somebody or make somebody take part in something,
although they may not want to take part at first.
E.g. Training is also crucial in the context of increasing the pool of qualified
managers from which the department can draw in replenishing its ranks.
draw up: To prepare and write something such as a document or plan.
E.g. Guidelines have been drawn up for dealing with emergencies.
(From The Oxford Advanced Learner’s Dictionary)

IV. a) Choose the correct preposition to complete each of the following
sentences:
away down in up

1. Their company wants to draw ..... extra funding for IT provision. 2. It will be
important to sustain that trend and to draw .... those communications strategies that are
lagging behind. 3. To receive governmental aid, we must draw ..... a development plan
of selling and sales promotions. 4. Modest amounts of official aid can draw ..... up to
10 times that amount in distribution channels investment. 5. I must ask him not to draw
me ..... from preparing an appropriate marketing campaign. 6. Every month the chief
manager considers the unit cost price, marketing costs and distribution expenses, and
then draws ..... pricing and promotion strategies. 7. Your desire to accelerate bringing
a product to a market is to draw attention ..... from requirements regarding long-term
market development goals. 8. Following the last decision of the Board of our company,
its remaining personnel will gradually be drawn ..... :

b) Find in the above text and copy out the sentence containing the phrasal
verb “draw”.

WRITTEN PRACTICE

I. Ask all types of questions to the following sentence.
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Companies must also consider the price of competing products in the market-
place.

I1. Supply the correct prepositions. If necessary, consult a dictionary.

1. Marketing refers ..... any activity undertaken by a company to promote the
buying or selling of a service. 2. When needs and wants are backed ..... the ability to
pay, they have the potential to become economic demands. 3. A great deal .....
advertising and promotion is designed to show how a given product's benefits meet the
customer's needs, wants or expectations in a unique way. 4. Customer needs are central
to market segmentation which is concerned ..... dividing markets into distinct groups
of buyers. 5. I conducted this marketing research for the purpose ..... new product
development or product improvement. 6. Our needs can be objective and physical,
such as the need for food, water, and shelter; or subjective and psychological, such as
the need to belong ..... a family or social group. 7. Market segmentation consists of
taking the total heterogeneous market for a product and dividing it ..... several sub-
markets or segments. 8. You frequently forget the concept of the product life cycle .....
marketing planning which leads to wrong decision-making.

III. Put the Infinitive in brackets into the Present Continuous Passive
form.
(is/are + being done)

1. The management of exchange relationships widely (to study) by our
advertising department at the moment. 2. The broad market research (to finance) by a
combination of different sources nowadays. 3. The consumer's unmet needs (to
identify) by our manager. 4. This product (to promote), including the use of coupons
and other price inducements. 5. The decision on the overall marketing strategy (to
make) by the financial manager urgently. 6. Competing products in the market-place
(to discuss) at a meeting of the board of directors of our organization just now. 7. Extra
sales support based on consumer requirements research (to give) due to the decline in
the sales. 8. Regardless of who (to market) to, we want to apply several factors,
including the perspective the marketers will use. 9. Before they can prepare an approp -
riate campaign, marketers need to understand what product (to sell).

IV. Choose the proper verb form and translate the sentences.

1. In the past, marketing practice tended ..... as a creative industry, which
included advertising, distribution and selling. 2. Consumer-to-business marketing is a
business model where the end consumers create products and services which ..... by
businesses and organizations. 3. His market review ..... with identifying the
consumer's unmet needs. 4. Customer to customer marketing represents a market
environment where one customer purchases goods from another customer using a
third-party business or platform ..... the transaction. 5. A firm in the market
economy ..... by producing goods that people are willing and able to buy. 6. A similar
concept is the value-based marketing which ..... the role of marketing to contribute to
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increasing shareholder value. 7. The marketing department .....

within the functional level of an organization.
K e y s: to facilitate, is mainly concerned, is, to be seen, states, are consumed,

can survive.

of prime importance

TOPICS FOR DISCUSSION

I. What could you add to prove it?
A marketing orientation has been defined as a "philosophy of business manage

ment" or "a corporate state of mind" or as an "organizational culture".

I1. Arrange short debates on the following question:
In what way should management respond to changes in market demand?

ENGLISH
anticipate v. [een tisipert]

appropriate [a'pravpriat]
attract v. [a'traekt]
budgeting ['badzrtin]
compete v. [kem'pi:t]
competitor [kem'petitar]
consumer [kan'sju:ma(r)]
demand [dr'ma:nd]
distribution [ distrr'bju:jn]
devise v. [d1'vaiz]

draw in v. ['dr: 1n]
expense [1k'spens]

gain v. [gein]

guerrilla [ga'rils]
inbound [ 'inbaund]
market v. ['ma:kit]

VOCABULARY

RUSSIAN
MIPEABUIETH
MOAXOSAIUN
IIPUBJIEKATH
OIO/DKETHPOBAHUE
KOHKYpHUPOBaTh
KOHKYPEHT
NOTPEOUTEND
crpoc
pacnpeneneHue
nu300peTaTh
BOBJICKATh, BTSTUBATH
pacxo, u3AEPKKH
MoJy4aTh
MMapTU3AHCKUI
BXOSIIUHN, TPUOBIBAIOIIIUMA
poJiaBaTh, COBIBAThH

UKRAINIAN
nepeaoaYnTH

BIIIIOBITHAM
3aJIy4aTu
OrOKETYBaHHSI
KOHKYPYBaTH
KOHKYPEHT
CIIOKHBaY

MOIUT
PO3IOBCIOIKEHHS
[IpUIyMaTH, BUHAUTH
BTSTHYTH

BUTpPaTH

OTpUMATH, 3apOOJIATH
MMAPTU3aHCHKUH
BX1IHUH

[IPOJABaTH, TOPTryBaTU

market 7. ['ma:kit] PBIHOK PUHOK
marketer ['ma:kita(r)] MapKeTOJIOT MapKETOJIOT
UNIT VI Text 2
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match v.

offer v.

profitability [ profrts bilzti]
promotion [pra'maujn]

prospective [pra'spektiv]
seek v. [sik]

storefront ['sto:frant]
sufficient [sa'fijnt]
targeting [ 'ta:grtin]
ultimately [ altimatli]
undertake v. [ ands'teik]

noaOupaTh

npesjaraTh
pEHTa0ETbHOCTh
peKiamMa; IpoIBUKECHUE,
COJICHCTBUEC
NEPCIIEKTUBHBIN

HCKaTh, CTPEMUTHCS
BUTPUHA

JTOCTaTOYHBIN
HalleJIMBaHUE, TAPT€TUHT
B KOHCYHOM CUETE

MIAXOAUTH, 30IraTUCh
MIPOTIOHYBATH
pEHTA0CIBbHICTh
pekama; MpoCyBaHHSI,
CIPHSTHHS
MEPCIIEKTUBHUM
ITyKaTH, HAMaraTucs
BITpMHA Mara3uHy
JOCTATHIN
HAIIJTFOBAHHS
3pEITO0, HAKIHEI[h

NpeATPUHUMATH Opartwucs, ToOYnHATH
UNIT VI
MARKETING & LOBBYING

I. Note the pronunciation of the following:
critique [krr'tik]
dual-edged [ 'dju()sl-edzd]
ethics [ 'eBiks]

law [Io:]

legislator [ 'ledzislerts]

lobbying [ 'lobimn]

majority [ ma'dzorati]

minority [mar norati]

official [s'fifl]

socioeconomic [ sausi i-ke nomik]
unique [ju'ni:k]

volunteering[,volan'tiarin]

I1. Study the following text and retell it.

Lobbying (also lobby) is the act of attempting to influence decisions made
by officials in the government, most often legislators or members of regulatory
agencies. Lobbying is done by many types of people, associations and organized
groups, including individuals in the private sector, corporations, fellow legislators

Text 2
Lobbying

or government officials, or interest groups.
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Lobbyists may be among a legislator's constituencies, meaning a voter or
block of voters within his or her electoral district, or not; they may engage in
lobbying as a business, or not. Professional lobbyists are people whose business is
trying to influence legislation on behalf of a group or individual who hires them.
Individuals and nonprofit organizations can also lobby as an act of volunteering or
as a small part of their normal job. Governments often define and regulate
organized group lobbying that has become influential.

This system is a very important resource that governments use — and it could be
argued abuse — for keeping control of information flows to the media and hence to the
general public. It is also clear, despite claims to the contrary by those who have
utilized it, that it is a unique system within Western democracies. This does not mean
that other governments do not attempt to manage information — of course they do — but
it is normal practice to appoint a party political spokesperson who openly represents
the government position and is attributable.

The ethics and morality of lobbying are dual-edged. Lobbying is often spoken
of with contempt when the implication is that people with inordinate socioeconomic
power are corrupting the law (twisting it away from fairness) in order to serve their
own interests. When people who have a duty to act on behalf of others, such as
elected officials with a duty to serve their constituents' interests or more broadly the
public good, stand to benefit by shaping the law to serve the interests of some
private parties a conflict of interest exists. Many critiques of lobbying point to the
potential for conflicts of interest to lead to agent misdirection or the intentional
failure of an agent with a duty to serve an employer, client, or constituent to
perform those duties. The failure of government officials to serve the public interest
as a consequence of lobbying by special interests that provide benefits to the
official is an example of agent misdirection.

In contrast, another side of lobbying is making sure that others' interests are
critique defended against others' corruption, or even simply making sure that
minority interests are fairly defended against mere tyranny of the majority. For
example, a medical association may lobby a legislature about increasing the
restrictions in smoking prevention laws, and tobacco companies lobby to reduce
them: the first regarding smoking as injurious to health and the second arguing it is
part of the freedom of choice.

All the national newspapers and television and radio broadcasters are
represented in the lobby. Clearly the lobby works well for the media, in the sense that
it is relatively easy to obtain a news ‘story’ in time for the evening news or the
morning editions. It also works well for the government of the day by providing a
system of information management which allows it to control and structure the
media’s political news agendas.

WORKING ON THE TEXT
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I. Find in the above text English equivalents for the following word
combinations and write them out:

O00OB'SI30K  CIIYKUTH pOOOTOMABITIO; YMHUCHA OE3MISUTBHICTR; I1HTEpECH
MEHIIIUHU; CBIIYUTDH MPO MOKIUBICTh KOH(DIIIKTIB; BiJl IMEHI TPYIIHA YA OKPEMOI 0COOH;
BIUIMBAaTH Ha pIIICHHS; TPy 3a IHTEpecamu; 100 CIyryBaTh I1HTEpEcaM CBOIX
BUOOPIIIB; €TUKA Ta MOpajb JIOOIFOBAHHSI; pO30CIIYIOTh 3aKOH; IKUM HaliMae 1X; MOXKe
3aiiMaTHCs JIOOIIOBaHHSAM; HAMaralroThCsl BUTPATH BiJ CTBOPEHHS 3aKOHY; MOXHAa
CTBEP/DKYBAaTH TMPO  3JOBKHBAHHS, IIIIXOM HaJaHHSI CUCTEMH KEPYBaHHS
iH(opMalli€ro; TpU3HAYATH TOJITUYHOTO TMPEJACTaBHUKA IMapTii; 3axUIIECHUNA BiJ
KOPYMIi 1HIIKNX; HaJIMIpHA COIIaIbHO-€KOHOMIYHA BJIaJa.

II. Find in the text and copy out sentences in which the preposition within
is used. Translate them.

I11. Explain in English the meaning of:
professional lobbyists, dual-edged, a nonprofit organization, inordinate
socloeconomic power.

IV. Answer the following questions using the word combinations from
Exercise I:

1. What is lobby? 2. Who is lobbying usually done by? 3. What are
professional lobbyists? 4. Do governments define and regulate organized group
lobbying? 5. Do all governments attempt to manage information? 6. Why are
the ethics and morality of lobbying dual-edged? 7. What do many critiques of
lobbying point to? 8. Is the failure of government officials to serve the public
interest as a consequence of lobbying by special interests an example of agent
misdirection? 9. What another side of lobbying do you know? Give an example. 10.
Does the lobby work well for the media and the government? Why?

V. Retell the above text using as many of the word combinations and
phrases from Exercise I as you can.

WORKING ON WORDS

I. Choose the correct alternative in each of the following sentences.

1. The spokesperson / legislator travels to target cities and spreads the word
about a product or service. 2. Products with well-known logos / brands are always
very popular. 3. Professional lobbyists are people whose business/legislature 1is
trying to influence legislation on behalf of a group or individual who hires them. 4.
The proposed new law/claim is supported by the tobacco lobby. 5. In order to
accomplish their goals, interest/ influential groups develop a strategy or plan of action
and execute it through specific tactics. 6. He lobbied our voters/company for a new
computer. 7. Lobby groups may concentrate their efforts/ failures on the legislatures,
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where laws are created. 8. They lobbied the government to take action/duty on petrol
prices.

II. Complete the sentences with the words from the box:

legislator light process judgment activity interests

1. Lobbying is every ..... carried out with the objective of directly or
indirectly influencing the formulation or implementation of the policy and
decision-making. 2. Lobbies can often circumvent the democratic ..... and commonly
conduct what most people call back-office deals. 3. Practical-minded people usually
note that competing ..... in a democratic process is natural. 4. A communication with a
..... or government official can be treated as a direct lobbying communication. 5. This
conclusion will enable the legislature to form an independent ..... . 6. Lobbyists are
commonly held in a negative ..... because they are able to circumvent the democratic
process.

III. Study the following word combinations and make up your own
sentences or situations with them:

defended against corruption; to corrupt the law; to influence decisions; on
behalf of an individual; the morality of lobbying is dual-edged.

WRITTEN PRACTICE

I. Complete the sentences below by choosing the correct prepositions:
with at by of for on in

1. Lobbyists are particularly active and well-funded ..... certain industries,
notably pharmaceuticals, o1l and gas, banks, andreal estate. 2. Because of the
influence the minister exerted and the amount of power he held, he was often seen .....
a negative light. 3. This week, a coalition of unions and liberal advocacy organizations
will officially begin its lobbying ..... a higher minimum wage. 4. The internal rule of
the government forbids members of the Parliament to be linked ..... a particular
interest. 5. His proposed sponsor model constitutes lobbying because it refers to and
reflects a view ..... a specific legislative proposal. 6. These potential conflicts of
interest could be avoided if a stronger ethics framework was established ..... the
necessary level. 7. You tried to persuade an elected member ..... the government to
support laws that give your organization an advantage.

I1. Study the grammar table and learn.
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Word-building: Suffix -ness is appended to adjectives to form nouns meaning
"the state of being (the adjective)", "the quality of being (the adjective)", or "the
measure of being (the adjective)".
e.g. assiduous adj. — assiduousness 7.

III. a) Find in the above text the noun with the suffix —ness, and copy it
out.

b) Add the suffix —ness to the following stems, make any necessary spelling
changes, and translate the words:

effective, useful, heavy, aware, productive, silly, mean, certain, rude.

IV. Choose the proper verb form and translate the sentences.

1. Globalization and the internationalization of Ilegislative and
regulatory matters often mean for lobbyists that it is essential ..... their efforts
on influencing decision-makers at all relevant levels. 2. Lobbies and lobbyists....
substantial amounts of money by their clients to sway the decisions of lawmakers to
pass advantageous legislation for the industries they serve. 3. It ..... fair to the average
citizen that resources can be bought on behalf of this interest group to produce those
medical goods and services. 4. Their project does not constitute lobbying because it

. information on both sides of the issue and presents a full and fair exposition of the

facts. 5. I know that no bill ..... yet. 6. Several lobbyists are now using social
media ..... the cost of traditional campaigns, and to more precisely target public
officials with political messages. 7. In my speech I stressed that I ..... in the firm's
lobbying.

(Missing verbs: has been introduced, was not involved, are paid, to reduce,
may not seem, to focus, presents)

V. Find in the above text and copy out sentences in which linking
expressions despite, in contrast, and hence are used. Say which of these linking
expressions:

a) expresses results and conclusions?
b) introduces a clear contrast?

VI. Ask all types of questions to the following sentence:
This group of persons will be engaged in trying to influence legislators or
other public officials in favor of a specific cause.

SPEAKING

I. Discuss the following problem.
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UNIT VI Text 2

Lobbying refers to the activities of individuals, acting either for
themselves or on behalf of others, that attempt to influence political decision
makers. Lobbying as an activity is usually informal, that is, communication
between lobbyists and political decision makers is seldom public. Lobbying has
come to be synonymous with so-called special interests, the implication being
that lobbying and lobbyists somehow work against "the will of the people."

(From Encyclopedia of Business)

VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
abuse [a'bju:s] 37I0ynoTpeOeHre 3JI0B>KMBAHHSI
agenda [5'dzends] IIOBECTKA JTHS MOPSAOK ACHHUMN
appoint v. [s'point] HA3Ha4yaTh, ONPEIEIISTh NPU3HAYUTH,
3aTBEPKYyBATH
argue v. ['a:gju:] CHOPUTH, ApPTyMEHTUPOBATH ~ CIIEpPEYaTUC
attempt v. [a'tempt] NBITAThCS, TPEANPUHUMATh HaMaraTucs, mpooyBaTu
attributable [s'tribjotabl] PUITMCAHHBIN MPUIIMCYBAHUI
benefit v. ['benfit] MPUHOCUTH TIOJIB3Y, JlaBaTH KOPHUCTh,
oMoraTh JlaBaTH MPUOYTOK
claim [klerm] UCK, IPETEH3US M030B, IPETEH315
consequence ['konsikwens]  TOCJIEACTBUE, BHIBO/I HACJI1JI0K, BHCHOBOK
constituency [ken'stitjuansi]  U30UpATEIBLHBIN OKPYT, BUOOPYHI OKPYT,
AIEKTOpaT eJIeKTOpaT
contempt [kan'tempt] npe3peHue
corrupt v. [ka'rapt] pas3BpalliaTh, HICKaXaTh M1JIKYTIOBYBaTH,
po30emyBaTu
defend v. [d1'fend] OTCTauBAaTh, BIJICTOIOBATH,
NOAAEPKUBATh (MHEHUE)  MIATPUMYBATH (IYMKY)
define v. [di'fain] OTNpeeaTh BHU3HAYaTH
despite [d1'spart] HECMOTpS Ha HE3Ba)Karouu Ha
dual-edged [ dju(:)sl-edzd] nepeH. ObITh nepex. OyTu
00010100CTPHIM JIBOTOCTPUM
duty [ 'djuti] JIOJIT, 00S13aHHOCTh 000B's130K
electoral [1'lektaral] n30MpaTeNbHbIH, BUOOpUUi
BBIOOPHBI
engage v. [in'geids] 3aHUMATbHCS 3aliMaTucA
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failure [‘feilja(r)]

fairly [ fesli]

fellow [‘felsu]
government ['gavenmant]
implication [ implr'keifn]

influential [ influ'enfal]
injurious [1n'dzvariss]
intentional [in'tenfanal]

law [Io:]
legislation [ ledzr'slerfon]
legislator ['ledzrslerts]

legislature ['ledzislerts]

lobby v. ['lobi]

majority [ma'dzorasti]
mere [ms(r)]
minority [mar norati]
obtain v. [ab'tein]
official [[a'f1fl]

on behalf of [opn br'ha:f av]

point to v. [pont ta]
prevention [prr'venfen]

restriction [r1'strik/n]

HEeyJla4ya, mpoBaJl
CIIPABEAJIUBO
TOBApUILL, IPUATEIIb
IIPaBUTEIILCTBO

3HAa4YCHHUCEC, ITIOATCKCT

BIIUATENbHBIN
BPEIHBIN
IIpEAHAMEPEHHBIN,

YMBILIJIEHHBIN

3aKOH
3aKOHOAATCJIbCTBO

3aKOHOOATCJ/Ib

3aKOHOJIaTeJIbHAasl BJIACTb,
3aKOHOJIATEJIbHBIA OpTaH

am. IBITaThCA BO3AEN —
CTBOBAaTh HA YJIEHOB

InapjaMEeHTa B I10JIb3Yy TOT'O
HJIN UHOTI'O 3daKOHOITPOCKTA

OOJIBIINHCTBO

MPOCTOM

MEHBIITUHCTBO
MOJIYYUTh, IPUOOPETATh
JIOJKHOCTHOE JIMIIO,

YUHOBHUK; O(UIIUATIBHBIN

OT UMEHHU
yKa3aTh Ha
MpEeOTBpAILCHUE

OTpaHUYCHUE

HEBJIaua, MpoBaj
CIIPaBEJINBO
TOBApHUIL, CyITyTHUK

ypaa
HTEKCT, TPUXOBAHE

3HAa4YCHHA

BIUIUBOBUU
KPUBJIHUMN
HaBMHCHHH

3aKOH
3aKOHOIAaBCTBO

3aKOHO/IABELb
3aKOHOJIaBYa BJIAJa,
3aKOHOJIaBYHUM OpraH

am. oOpoOIATH YICHIB
napJiaMeHTy Ha KOPUCTh
TOT'O UM 1HIIIOI'O 3aK0 —
HOIIPOCKTY

OLJIBIIICTE

IPOCTUU

MEHBIIICTD
OTpUMaTH, TPUAOATH
ypsaoBa ocoba,
YUHOBHUK; OQIIIAHUN
B1JI IMEH1

BKa3yBaTH Ha
npodiIaKTHKa,
3a1ro0iraHHs
0OMEKEHHS

spokesperson ['spsuks p3:ssn]| MpeACTaBUTENb, JOKIAIUAK IPEACTaBHUK, TOMOBIIAY

twist away v. [twist o'wei] OTBEPHYTHLCSA BIJIBEPHYTHUCS
utilize v. ['ju:tilaiz] UCII0JIb30BaTh BUKOPHCTOBYBATHU
volunteering [,volen'tiarin] ~ 100pPOBOJILYECTRO, T0OPOBOIBYICTh

BOJIOHTEPCTBO BOJIOHTEPCTBO
voter ['veutar] n30upaTenpb BUOOpELb
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UNIT VI Text 3

UNIT VI
MARKETING & LOBBYING

I. Note the pronunciation of the following:
bribery ['braibari]
colleague ['koli:g]
corruption [ka'rapfan]
criteria [krar'traris]
democracy [d1r' mokrasi]
environmental [in varren'mentl]
financial [far'naenfl]
lobbyist ['Ipbbirst]
negotiation [na gaufi'erfon]
vulnerable ['valnarabl]

I1. Study the following text and retell it.
Text 3

Differences Between Bribery And Lobbying

Lobbying can provide governments with valuable insights and data but it can
also lead to unfair advantages for vested interests if the process is not transparent and
carried out with integrity. Citizens’ interests are put at risk when negotiations are
carried out behind closed doors. Lobbying is also used by civil rights and
environmental support groups. In that sense, lobbying becomes a critical and important
tool in influencing public policy. Lobbyists can influence government decisions and
are part of the policy-making process in modern democracies. A lobbyist tries to
influence political opinion to his or her benefit. Lobbyists traditionally were consider-
ed "information givers," usually in support of their cause to swing legislation and
government agencies in their favor. Lobbyists are either individuals or organizations
fueled by the money of various industries to influence decision makers at all stages.

It has been argued that the current economic crisis was partly caused by the
influence of specific interests on government decision-making. An International
Monetary Fund report links intensive lobbying by the financial, insurance and real
estate industries with high-risk lending practices. The report concludes that “the
prevention of future crises might require weakening political influence of the financial
industry or closer monitoring of lobbying activities to understand the incentives behind
better.”

Many decisions are made as a direct result of lobbying — the influencing of
members' votes either by parliamentary colleagues, constituents or outside pressure
groups. There is an increase in the number of lobbyists and in the amount of money
spent on lobbying. For example, cigar lobbyists have campaigned for cigars not to be
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grouped with cigarettes. They lobbied for years to avoid government scrutiny and to
propagate an image that cigars were not harmful, when in fact cigars are as harmful as
cigarettes.

The impact of lobbying is massive. It affects policy by influencing policy
makers and therefore citizens, rather than just individuals. Critics of lobbying suggest
that it's bribery in a suit. A bribe giver usually gives an offer of money "under the
table" in order to subvert standard processes. A bribe occurs on an individual level.
The bribe may be in the form of a donation or favor in kind. A company's purchase
manager may award an order to a supplier in return for undue favor in the form of
money, against his company's policy of awarding orders based on criteria of quality
and price. Public officers are offered bribes to enable evasion of taxes and the
corresponding liabilities at an individual or company level. Bribery is the first step of
subversion of the system. Slowly but steadily, a parallel system is formed. This results
in an unfair advantage for the bribe giver. Over time, the system erodes the economic
foundation of the country, hurting the most vulnerable members of the society and
filling the middle class with a sense of hopelessness and cynicism. Corruption is seen
as endemic and at the heart of the systemic failure in some countries. Bribery is
considered illegal, while lobbying is not. Bribery is considered a sale of power.
However, lobbying is considered an influence of political power by offering
contributions that affect political outcomes.

Bribes may seem like small amounts compared to lobbying contributions, but
therein lies the problem. Bribes cannot be accounted for and therefore a parallel
economy blossoms. It creates inefficiencies in systems and obstacles and also
increases the cost of doing business.

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:

00 YHUKHYTH KOHTPOJIO 3 OOKy Ypsay; BIUIMBAlOYM Ha TMOJITHUKIB; L€
Xa0apHUITBO Yy KOCTIOMI; MpOMO3Ullis rpomed "mig crosoMm"; HecnpaBeIIuBi
nepeBary; BapTICTh BelIEeHHS Oi3Hecy; (iHaHCcOBa randy3b; CTpaxyBaHHS Ta
HEPYXOMICTh; HApaKalOThCS HA PU3HUK; MOXKEPTBYBAHHS 4YM IOCIyra HaTyporo; B
bOMY CEHCI; B OCHOBI CHCTEMHOro 30010; pO3roWayBaTh 3aKOHOJIaBCTBO;
M1HKUBIIOBaHI TPOIIMMA; TPOMOHYIOThCS Xalapl I YXWIEHHsS Bia;, xabapi He
MUISITal0Th  00JIKY; KUIBKICTH Tpollled, BUTpAdeHUX Ha JI0OIFOBaHHs; B OOMIH Ha
HaJMIpHY MOCIYTY.

II. Memorize the following word combinations and make up your own
sentences or situations with them:

To carry out negotiations, an important tool in influencing public policy, to
influence decision makers, a bribe giver, to offer bribes, to subvert standard processes,
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to erode the economic foundation of the country, corruption is at the heart of the
systemic failures.

II1. Explain in English the meaning of:
corruption, bribery, a sense of hopelessness, a company's purchase manager.

IV. Look through Text 3 again and find the answers to the following
questions:

1. What can lobby lead to? 2. Whose interests are put at risk when negotiations
are carried out behind closed doors? 3. Can lobbyists influence government decisions?
4. Are lobbyists fueled by the money of various industries to influence decision
makers at all stages? 5. Whose report links intensive lobbying by the financial,
insurance and real estate industries with high-risk lending practices? 6. What does this
report conclude? 7. Is there an increase in the amount of money spent on lobbying? 8.
What do critics of lobbying suggest? 9. What does a bribe giver usually give an offer
of money for? 10. What form may the bribe be in? 11. Why are public officers offered
bribes? 12. What is the first step of subversion of the system? 13. Is bribery or
lobbying considered illegal? 14. Why does a parallel economy blossom? 15. When
does the cost of doing business increase?

V. Retell the above text using as many of the words and word
combinations of the topical vocabulary as you can.

WORKING ON WORDS

I. Complete the sentences with the words from the box:

kickbacks employee contracts lobbying payment economic level

1. The incentive ..... will fall to $3 million if the company is sold next year. 2.
Unfortunately, corruption occurred at the highest ..... of government and in the
management of large multinational companies. 3. Companies can be prosecuted if their

. , or an agent, bribes another person to obtain or retain business. 4. Your

questionable deals are eroding the country's ..... foundations. 5. You want to accept
this payment to influence these ..... for the benefit of the payer. 6. Your manager was
always interested in obtaining ..... dealing with different companies. 7. This company
usually spends a lot of money on ..... their business.

II. Complete the sentences below by choosing the correct prepositions:

for of on within by at with to in
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1. A kickback is a form of a bribe paid to a person of influence ..... an
organization, in return for them securing some kind of benefit. 2. Investors are often
unwilling to invest ..... countries where systems are perceived to be corrupt. 3. The
manager paid secret commissions to prevent a contract being entered into ....a compe -
titor. 4. Our executive didn’t pay the bribe to influence the contracts ..... favourable
terms. 5. ..... years they lobbied an image of their company ..... all stages. 6. We think
that offering a discount or a refund ..... all purchasers is a legal rebate and is not a
bribery. 7. When examining the fact of bribe taking, we primarily need to understand
that any action is affected ..... various elements. 8. You want to design a program .....
bribery prevention for your company.

III. Find in the above text and copy out phrases in which the preposition
behind is used.

IV. Find in the above text and copy out sentences in which linking
expressions in fact, therefore, and however are used. What idea do they introduce?
Translate the sentences with them.

V. Explain or comment on the following word combinations from Text 3
containing different forms of the word “influence”. Translate them in writing.

By influencing policy makers, an influence of political power, an important
tool in influencing public policy, to influence political opinion, by the influence of
specific interests, might require weakening political influence, the influencing of
members' votes.

WRITTEN PRACTICE

I. Ask questions to which the following statements may serve as the
answers.

1. He was accused of receiving a bribe and was sacked immediately. 2. We
needed the incentive of seeing our subsidiary improve and develop in other areas to
sustain their effort. 3. The purchasing manager granted a contract to a supplier that had
paid a bribe. 4. I found out that kickbacks had been paid by this company seeking to
secure profitable contracts. 5. The organization granting the contract was not aware of
the payment to its official. 6. Their company used an agent to enter into contracts on
his behalf to make sales in an overseas market. 7. You had to know that it was a secret
commission whereby an agent requested a payment to influence these contracts for
your benefit. 8. Last month the $1000 incentive package comprised tax refund credits
and a grant payment program.

I1. State functions of the past participles in the following sentence.

Citizens’ interests are put at risk when negotiations are carried out behind
closed doors.
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I1I. Find in the text and copy out sentences containing the structure either
... or, translate them.

IV. Read and translate the sentences containing complex subject.

1. In clarifying these matters the contract with the supplier turns out to be legal.
2. It has proven to be quite difficult to evaluate the probability of the bribe giving. 3.
The public officer was considered to award an order to a supplier in return for undue
favor in the form of money, against our company's policy of awarding orders. 4. He
has been said to request a payment to influence this contract in his favor. 5. You are
known to give an offer of money "under the table". 6. The payment documents are
assumed to have been sent. 7. I was made to sign the agreement with this company. 8.
The sales manager seems to be busy today.

V. Read and translate the sentences paying attention to complex object.

1. We heard them swing legislation and government agencies in their favor. 2. I
believe it to be the best way out of this situation with payments. 3. You supposed me
to be fueled by the money of that commercial organization to influence various
decision makers. 4. She hates you to have campaigned for the policy of awarding
business orders. 5. We believe him to receive an unearned reward to influence the
behavior of the company’s purchase manager. 6. The executive manager doesn’t want
the company to pay kickbacks to secure profitable contracts. 7. I know him rather to
forego business or lose money than to become involved in corruption even on the
smallest scale. 8. Black found the sums of money to be paid to an official to speed up
or "facilitate" the actions. 9. They want you to prevent awarding an order to a dubious
supplier. 10. I assumed you to gain an advantage through illegitimate means. 11. We
expect our company not to receive serious fine and damage to our reputation. 12. I
know the company to have been prosecuted for giving bribes to obtain business. 13. I
expect the payment documents to be sent without delay.

TOPICS FOR DISCUSSION

I. Prove this point of view.

The problem of bribery and corruption is significant because it creates a major
distortion of trade as well as undermining the democratic development of economic
markets.

I1. Discuss the following question and express your opinion.
How to keep a good business reputation?
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UNIT VI Text 3
VOCABULARY

ENGLISH RUSSIAN UKRAINIAN

account v. [s'kaunt] MIPUXOJIUTHCH, BU3HABATH, 3BITYBATH
OTYUTHIBATHCS
advantage [sd va:ntids] [IPEUMYILIECTBO nepesara
avoid v. [a'vod] nuzberathb YHUKATH
award v. [s'woud] IIPUCYXKaTh, HArPAXKAATh IIPUCYKYBATH,
HAropoJKyBaTH

blossom ['blosam] [IBETCHUE, PACI[BET IBITIHHS, PO3KBIT
bribe [braib] B3sITKA xabap
bribery [ 'braibari] B3SITOYHUYECTBO Xa0apHUIITBO
campaign v. [keem'pein] aruTUPOBATh ariTyBaTu

conclude v. [kan'klu:d]

corresponding [ korz'spondin]

donation [dav'netfen]

endemic [en'demik]

erode v. [1'reud]
evasion [1'verzen]
favor [ fewva]
harmful ['ha:mfl]
impact [ 1mpaekt]
incentive [in'sentiv]
insurance [in'fusrans]
integrity [in'tegrati]
intensive [in'tensiv]
kickback [ 'kikbaek]
liability [ lars'blrti]

lend v.

negotiation [ns gaufi'erfon]
obstacle [ pbstikl]

3aKJII04aTh, ACJIaTh B3BO/J

COOTBETCTBYIOLIUI
MOKEPTBOBAHUE,
repeayda B aap
SHAEMUYECKUIM,
CBOMCTBEHHBIN JAHHOM
MECTHOCTH

pasbenaTh, pa3pyuiaTh
YKJIIOHEHUE, OTTOBOPKA
OJ0JDKECHHUE

BpEIHBIN, TYOUTEIbHBIN
BIIMSIHUE

CTUMYJI

CTpaxOBaHHUE
1IEJIOCTHOCTh
WHTCHCUBHBIN

OTKaTt
OTBETCTBEHHOCTb,
00513aTeILCTBO

JlaBaTh B JIOJIT,
OJAKUBATh
MEPETOBOPHI
MIPEISITCTBUE
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3pOOUTH BUCHOBOK,
BUPIIIUTH

B1IOBITHA
MO’KEPTBYBaHHS, TAPYHOK

CHICMIYHUH,
BIIACTUBUM JaHIN
MICILIEBOCTI
HiapUBaTH, po3’iTaTh
YXWJICHHS

IIK1JUTMBUH, HeOEe3IeYHNI
BIUINB

CTUMYJI, 3A0X0UYCHHS
CTpaxyBaHHS

1IHTEHCUBHUH
BIJKAT
BIIITOB1IAIbHICTD
3000B’I3aHHS
[IO3UYaTH

[IEPErOBOPH
HEepeKoaa



real estate [rial 1'stert]

scrutiny [ 'skru:tini]
subversion [sab'va:fan]
subvert v. [sab'va:t]
suggest v. [sa'dzest]

supplier [sa'plarer]

swing v. [swin]

tax [teeks]

therein [ dea'rin]
transparent [treens'paerant]
undue [an'dju]

unfair [ an'fea(r)]

vest v.

vulnerable ['valnarabl]

HEJIBUKUMOCTb,
HEJBH)KMMOE UMYIIECTBO
IIPOBEPKA, U3yYCHUE
HHUCIIPOBEPKEHUE
HUCIIpOBEpraTh, CBEPraTh
IIpEAJIaraTh,

HaBOJIUTh HA MBICJIb
MOCTABIIUK
pacKaunBaThCS

HaJIoT

B TOM, B 3TOM OTHOILICHUU
MPO3PAYHbIN, TOHITHBIN
HEYMECTHBIN
HECIIPaBEJINBO

HAJEIATh

YSA3BAMBIN
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HEPYXOMICTb,

HEPYXOME MalHO

YBa)KHE BUBYEHHS
NOBAJICHHS

MipUBaTH, MTOPYLIyBaTH
3aMpONOHYBATH, HABIBATH

MOCTAYAJIbHUK
romaaTy, po3MaxyBaTu
MOJIATOK

y IIbOMY BIJTHOIIIEHHI
MIPO30PHii, 3p0O3yMIITUIA
HEBJIACTUBUU
HECMPABEIJIUBO
HaIUISATH

BpA3JIMBUHI



UNIT VII Text 1

UNIT VII
BUDGETING, STAFF ASSESSMENT& STAKEHOLDER IDENTIFICATION

I. Note the pronunciation of the following:
adjust [a'd3ast]
budget [ 'badzt]
earning [ 's:nin]
expenditure [1k'spendrtfor]
output [ ‘avtput]
receipt [r1'siit]
revenue [ 'revenju:]

I1. Study the following text and retell it.
Text 1
Budgets

Budgeting is the process of creating a plan to spend your money. This spending
plan is called a budget. Probably the oldest and most widely accepted control
technique is the budget. A budget is an itemized estimate of expected revenue
(income) and expense, and thus it expresses the plans and objectives of the
organization. There are budgets of time, space, and materials, but most budgets are
expressed in financial terms.

The most common type of budgets is an operating expense budget, lasting
expected receipts and expenses for the coming year, based on the experience of the
past year and adjusted for expected changes. For a private company, the principle
source of revenue is sales, but operating expenses must be listed in extensive detail,
under headings such as labor, materials, heating, and travel. Plans for new capital
expenditures call for special capital expenditure budgets. Sti// another kind of budget is
the cash budget, or cash flow analyses, to help management maintain a sufficient
supply of cash to meet obligation without tying up funds that could be more profitably
invested elsewhere.

A private enterprise with revenue chiefly from sales may not be able to predict
its income and therefore may not be unable to plan expenses reasonably. One answer
to this problem is to set up two or more alternative budgets for different levels of
income and then to use the one that agrees with actual income. If seasonal variation in
revenues can be expected, then a similar variation in expenses can also be budgeted.
But the most common solution to the need for variability is the flexible or variable
budget. A flexible budget is a budget that adjusts or flexes with changes in volume or
activity. The flexible budget is more sophisticated and useful than a static budget.

In this system, come operating expenses are regarded as unchanging or fixed,
and other expense allowances are tied directly to different levels of output. Still other
expenses are considered to be mixed (varying slightly) — for example, personnel costs,

112



since employees cannot be hired, trained, and released several times a year. Then
every month subordinate managers are informed of the latest estimates of output for
that month, so that expenses can be adjusted accordingly.

When department heads estimate their budget needs for the coming year on the
basis of the past year, there is always a danger that they will fail to reduce their
estimate for needs that are no longer real. This problem has caused the development of
zero budgeting, in which all costs are calculated from base zero, without regard to the
previous year’s budget. Budgets are then built around what is needed for the upcoming
period, regardless of whether each budget is higher or lower than the previous one.
The goal is that your income minus your expenditures equals zero by the end of the
month. You can repeat expense categories and amounts every month or mix it up. This
forces managers to explain and justify every item in their budgets and helps to
eliminate unnecessary expenditures.

After budgets have been prepared for all the departments in an enterprise, they
are all added fogether in what is called a budget summary. If the separate budgets have
been calculated carefully and in accordance with objectives, the budget summary will
give the top executives an excellent picture of overall sales, earning, and return on
capital. Thus, the budget summary is perhaps the most widely used device for overall
control, in that it shows exactly what the organization’s objectives are and how they
are to be realized.

(Allan R. Cohen. The Portable MBA in Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following words and
word combinations and write them out:

3BEJIEHHS OIO/KETY; PO3PaxOBYIOThCA 3 HYJIA; MOTOYHI OMEpaliiiHi BUTPATH;
BIJIMOBIJHUM YMHOM CKOPHUT'YBAaTH BUTPATH; JJI PI3HOTO PIBHS JOXOJyY; JI€Taal30BaHa
OI[IHKa OYIKYBAaHOI'O JI0XO1y; y (hiHAHCOBOMY IUIaHI; BIAMOBIJIHO 1O IUIEH; M0XiA
NEepPEeBaXHO BIJ MPOJAXiB, OIOHKET ONepalliHUX BHJATKIB; KOPUTYEThCS abo
3MIHIOETHCSA 13 3MIHaMH O0OCATY; HOBI KaliTajlbHI BUTPATH; Ha MallOyTHIM mepioj; Ball
JI0XOJT MIHYC Ballli BUTpaTH.

II. Find in Text 1 synonyms of the following words:
according to, long-term, preceding, to put money into, to be unsuccessful, to
dismiss, to compel.

III. Answer the following questions wusing the words and word
combinations of the topical vocabulary:

1. What do we call the process of creating a plan to spend your money? 2.
What kinds of budgets are there? 3. What is the most common type of budgets? 4.
Must operating expenses be listed in extensive detail, under headings such as labor,
materials, heating, and travel? 5. What do plans for new capital expenditures call for?
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6. What is the purpose of the cash budget? 7. When may a private enterprise not be
unable to plan expenses reasonably? 8. In which case can a variation in expenses be
budgeted? 9. What budget do we call a flexible budget? 10. What are subordinate
managers informed every month of? 11. What can happen when department heads
estimate their budget needs for the coming year on the basis of the past year? 13. What
is called a budget summary? 14. Why is the budget summary the most widely used
device for overall control?

IV. Retell the above text using as many of the word combinations from
Exercise I as you can.

WORKING ON WORDS

I. Study the following word combinations and use them in sentences of
your own:

An alternative budget; an operating expense budget; an expenditure budget; a
flexible budget; a cash budget, a separate budget; special capital expenditure budgets,
a static budget.

I1. Use the following word combinations in dialogues (to be done in pairs):

Expected revenue, expenses for the coming year, to be listed in extensive
detail, the latest estimates of output, based on the experience of the past year, to
explain and justify every item in the budget, to eliminate unnecessary expenditures.

II1. Complete the sentences with the words from the box:

budget income budgets costs period amounts debf

1. Zero-based budgeting can help lower ..... by avoiding blanket increases or
decreases to a prior period's budget. 2. Many people don't realize that they spend more
than they earn and slowly sink deeper into ..... every year. 3. Budgeting is simply
balancing your expenses with your ..... . 4. The static budget amounts remain
unchanged from the ..... established at the time that the static budget was prepared and
approved. 5. Using a realistic ..... to forecast our spending for the year can really help
us with our long term financial planning. 6. Zero-based budgeting is a method of
budgeting in which all expenses must be justified for each new ...... 7. We must set up
two or more alternative ..... for different levels of income and then use the one that
agrees with actual income.

IV. Give the adjective of each of the following nouns:

ability, actuality, difference, finance, flexibility, necessity, reality, season,
separation, similarity, sufficiency, variability.
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WRITTEN PRACTICE

I. Study the grammar table and learn.

Adverbs of manner describe how something is done. These adverbs describe
the manner of an action or the way of the occurrence of an action.

Adverbs of degree tell us the level or extent that something is done or
happens.

Adverbs of frequency give an idea about the frequency of the occurrence of
an action.

Adverbs of place describe where something is done.

Adverbs of time tell the time of an action. It answers the question — When is
the action carried out?

Linking adverbs show a relationship between two clauses or sentences (e.g. a
sequence in time, cause and effect, contrast between two things).

II. Find in the above text and copy out the italicized adverbs. Say what
kind each one is.

II1. Translate the sentences paying attention to the position of adverbs.

1. Following a budget or spending plan will also keep you out of debt or help
you work your way out of debt if you are currently in debt. 2. He prefers to deal
directly with the organizational designer. 3. The detailed cost estimate has already
become the standard for keeping costs in line. 4. The detailed source for all labor
estimates generally comes from estimating the individual tasks. 5. Many our problems
can be directly linked to the decline in manufacturing. 6. They simply allocated all of
their money to expenses, savings and debt payments. 7. Everyone — customer,
management, project manager, and team — is better served when a cost target is
realistically calculated from a detailed plan. 8. Finally, during the course of the project,
this detailed cost information will help in controlling the project, monitoring the
progress, identifying problems, and finding solutions. 9. The actual calculation of a
budget involves adding up figures simply.

IV. Choose the proper verb form and translate the sentences.

1. If you ..... enough money to do everything you would like to do, then you
can use this planning process to prioritize your spending and focus your money on the
things that are most important to you. 2. The process of zero-based budgeting .....
from a "zero base," and every function within an organization is analyzed for its needs
and costs. 3. Creating this spending plan we determined whether we ..... enough
money to do the things we would like to do. 4. If he doesn't balance and he spends
more than he makes, he ..... a problem. 5. The team ..... how the goal was created, and
customers and management can be more confident that the project will stay within
budget. 6. By doing this you ..... which months your finances might be tight and which
ones you would have extra money. 7. The principle source of revenue is sales, but
operating expenses ..... in extensive detail.
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K e y s: would have, could forecast, starts, must be listed, will have, don't have,
understands.

TOPIC FOR DISCUSSION

I. Explain and expand on the following.

Extending your budget out into the future also allows you to forecast how
much money you will be able to save for important things like your vacation, a new
vehicle, your home renovations, an emergency savings account or your retirement.

VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
adjust v. [a'dzast] peryJupoBarhb, HaJalTyBaTH,
KOPPEKTUPOBATH KOPEKTYBaTH
agree with v. [a'gri: wid] COTJIaIIaThes C TIOTOTUTHUCS 3
allowance [a'lavans] paspelieHue; J0MyIeHrue Haj0aBKa, JT03B1J
budget [ 'badzt] Or0IKET OI0IKET
budget v. [ 'badzt] COCTAaBJISITh OFOJKET nepeadavaT B OFOIKETI
budgeting [ 'badzitin] OI0/PKETUPOBAHKE Or0IKETyBaHHS,
CKJIaJIaHHS OIODKETY
calculate v. [ keelkjulert] BBIYUCIIUTD, PACCUYUTHIBATh  OOUYHCIIUTH,
BHUPaXOBYBaTH
call for v. [ko:l fa(n)] pe1yCcMaTpuBaTh; BUMAarartu; 3000B’43yBaTu
TpeboBaTh
cash [keef] HAJIMYHBIC JICHBI U rOTiBKa
cause v. [ko:z] OBITh TPUYUHOMN OyTH IPUUMHOIO
earning [ 's:nin] 3apabaTbIBaHUE 3apo0ITOK
eliminate v. [1'limmnert] JMKBUIUPOBATh, YCTPAHATh  JIIKBIyBaTH, BUKIIIOUUTH
enterprise [ 'entspraiz] NpEANPUITHE 1IPUEMCTBO
equal v. ['ikwal] paHSThCS JIOPIBHIOBATH
estimate [ estimat] OILICHKA, KAJIbKYJIALUS OIlIHKa, KOLITOPHUC
expenditure [1k'spenditfor] pacxonpl BUTPATH
expense [1k'spens] pacxol, pacxoJ0BaHUE BUTpPATH, BUAATOK
fail v. [fe1l] TEpIETh Heylauy, TEPHITH HEBJAYY,
HE y/1aBaThCs HE BJIaBATUCS
flex v. [fleks] CcrudaTh; U3MEHSTh 3TMHATH
flexible [ 'fleksibl] TUOKUI THYYKUH
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fund [fand] dboH, KaruTa dboH, KamTa

hire v. ['hata(n)] HAaHUMAaTb HanMarTu
income [ 'inkam] JI0XO/1, TPUOBLIH TOX1JT, TIpUOyTOK
itemize v. ['artemaiz] nepevyucisaTh ( Mo MyHKTaM) TepepaxoByBaTH ( 3a
IYHKTaMH)
Justify v. ['dzastifar] OOBSACHATD, MOATBEPKIATh  OOIPYHTOBYBATH,
M1TBEPIKYBaTH
list . NePEYUCIIATh nepepaxyBaTu
obligation [ obl:'geifon] 00513aTENILCTBO, 3000B's13aHH,
00513aHHOCTD 000B'S30K
output [ 'autpot] MPOAYKIIUS; POTYKITIS;
IPOU3BOIUTEIHEHOCTh MPOTYKTUBHICTh
profitably [ 'profitabli] BBITOJIHO; C MMPUOBLIBIO BHT1JIHO, KOPHCHO
receipt [r1'siit] KBUTAHIINS; TTOJTyUYEHHE KBUTAHILIS, OJIepKaHHS
release v. [r1'lis] 0CBOOO0XK/1aTh, YBOJIBHSITH 3BUIBHATH, ITO30aBISATH
return on capital JI0XOJ1 Ha KaluTall; pEHTa0ENbHICTh KamiTalry
[r1't3:n on 'keeprtl] pEHTa0eTbHOCTD
revenue [ 'revanju:] JTOX0JT TOX1Q
spend v. TpPaTUTh, PACX0JI0BAThH BUTpAYaTH
supply [sa'pla1] MOCTaBKa, CHA0XEeHUE MOCTa4yaHHs, MOCTaBKa
tie up v. [tar ap] CBSI3aTh, COCTUHUTD 3B’s13aTH, 3000B’SI3yBaTH
variation [ veari'e1n] U3MEHEHHE, OTKJIOHEHUE Bapiallis, mepeMiHa
volume ['volju:m] 00béM, Maca 00’eM, Maca
UNIT VII Text 2
UNIT VII
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BUDGETING, STAFF ASSESSMENT& STAKEHOLDER IDENTIFICATION

I. Note the pronunciation of the following:
assessment [a'sesmant]
circumstance [ 's3:kamstans]
contribution [ kontr1'bju:[n]
encourage [in'karidz]
interview [ 'intavju:]
occasion [a'kerzn]
performance [pa'fo:mans]
salary [ 'saeleri]

I1. Study the following text and retell it.
Text 2
Staff Assessment

Few managerial activities have such potential for improving the efficiency of
an organization as staff assessment, and few are such regular sources of frustration and
dissatisfaction. The annual interview is often embarrassing, and the report difficult to
write — and without a well thought-out and systematic approach to staff assessment
throughout the organization it will often seem a waste of time.

The purpose of staff assessment is not to make immediate decisions about
promotion or salary increases — although it will certainly provide a necessary record
when these decisions have to be made. The primary purpose is to improve performan —
ce — the performance of the individual and thereby the performance of the organiza —
tion. As managers, one of your main responsibilities is for the contribution of others.
The annual staff assessment interview is an excellent opportunity to improve this
contribution.

You must approach to encourage your staff to see it in the same way — as an
occasion when you can work together to resolve problems and develop possibilities.
This means preparation, by both of you. If your company’s report form is suitable give
him a copy some days before the interview and ask him to complete it with his own
assessment of his performance. If the form is not suitable give him several questions to
consider. He should know what aspects of his work you will be looking at. You should
have a clear idea of what his functions are and of the circumstances in which he has to
carry them out.

At the beginning of the interview he may be rather tense. Encourage him to
speak openly of his successes and failures and to give his opinion of their causes. Not
only will he see both obstacles and possibilities that you are unaware of, but, if he
doesn’t feel that his perceptions and experiences are understood, he will have difficulty
accepting your analysis and suggestions.

In the first part of the interview, then, your comments should be brief. They
should encourage him to speak openly about his work and help him to analyze it. Be
prepared to learn things about his work, in particular the problems he has to deal with,
that you didn’t know about.
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When you come to give your own views still treat the interview as a two-way
discussion. Focus exclusively on the actual performance in the job and on behavior
that is directly related to this. Don’t talk about personality traits that have no
connection with his work. Don’t compare him with other employees. Undoubtedly
there will be occasions when you can see negative aspects of his work that he is
unaware of, or at any rate doesn’t refer to. When necessary, negative feedback must be
given but, in criticizing his performance, do so with reference to concrete examples
and always with the focus on the future. Don’t dwell on mistakes. Treat them as
experiences from which to learn. Positive feedback is equally important. Praise his
achievements. He must know that his successes have been recognized.

Finally if the interview is to have lasting value, two things are needed — an
agreement on a plan of action to improve performance and commitment to carrying it
out. This means agreeing on performance standards — he must know what is expected
of him. It means deciding on specific steps to be taken and assuring him of your
support in carrying them out. The employees should leave the interview knowing what
to do to improve his work, and feeling confident that he can do it.

(Allan R. Cohen. The Portable MBA in Management)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following words and
word combinations and write them out:
TaKUM K€ YMHOM; I10 BCIM opraHizailii; BC€ OJIHO CTaBTECS JO 1HTEPB'IO 5K JI0

JIBOCTOPOHHBOTO OOTOBOPEHHS; OIlIHKA IMEpPCOHANly; JDKepela po3dapyBaHHSA Ta
HE3aJIOBOJICHOCT]; yroja Mpo TUIaH Jiil; 3aBKIU 3 YIIOpOM Ha MaOyTHE; MPOyMaHUN
Ta CHUCTEMHHUH MIXiJ; SIK TMEPEmKOIU, TaK 1 MOXKJIMBOCTI; BHpPINTyBaTH MPOOIEMU;
KOHKPETHI KPOKH, SIKI TOTPIOHO 3pOOUTH.

II. Find in Text 2 synonyms of the following words:
unquestionably, evaluation, personnel, instant, to make better, fitting, an event.

II1. Ask your own questions to the above text for class discussion.

IV. Retell Text 2 using as many of the word combinations from Exercise I
as you can.

WORKING ON WORDS

I. Study the following word combinations and use them in sentences of
your own:

To be unaware of, to dwell on mistakes, to improve one’s contribution, to
complete company’s report form, to be suitable, the annual staff assessment interview.

119



I1. Add the suffix —ment to the following verbs and translate the nouns:
to accomplish, to depart, to develop, to embarrass, to employ, to encourage, to
engage, to induce, to invest, to manage, to move, to state.

II1. Find in the above text and copy out phrases containing nouns with the
suffix —ment, explain what base words these derivative nouns are formed from,

translate them.

IV. Complete the sentences with the words from the box:

behavior development  salary benefits staff ~ interactions  opportunity
praise

1. Our organization gives employees an ..... to formally respond to
performance evaluations. 2. The assessment meeting includes an evaluation of annual
goal accomplishments and a discussion about ..... development. 3. Continuous ..... and
learning is important for all staff members. 4. An increased willingness to share
knowledge and collaborate may provide mutual ..... to you and your team. 5.
Supervisors and staff should have frequent ..... throughout the course of the year. 6.
Many workers like to receive ..... in front of their peers. 7. If a staff member exhibits
more negative than positive ..... , disciplinary action should already be in progress. 8.
A positive outcome from performance evaluations that virtually all employees look
forward to is a ..... increase.

WRITTEN PRACTICE

I. Define the functions of the Simple Infinitive in the following sentences:

1. To keep the lines of communication open, it is important for a supervisor to
have regular discussions with his or her staff. 2. The supervisor and staff member need
to make specific plans and commitments for development and should document these
commitments. 3. Your ability to build positive relationships with team members has
helped the team work better. 4. If the company’s report form is not suitable give him
several questions to consider. 5. Employees must also have sufficient autonomy over
their work so that their efforts can make a significant impact on their performance. 6.
The manager always encourages him to speak openly of his successes and failures and
to give his opinion of their causes. 7. Managers should implement the performance
management and review process properly to deliver the intended organizational
benefits. 8. You accept responsibility for mistakes and use them as an opportunity to
learn and develop. 9. The annual staff assessment interview is an excellent opportunity
to improve this contribution. 10. I asked him to complete the report with his own
assessment of his performance. 11. You should have a clear idea of what his functions
are. 12. We should encourage him to speak openly about his work. 12. To prevent a
desired reform project from being vetoed, it is necessary to understand the interests of
the actors.
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II. Translate the following sentences paying special attention to the
infinitives as parts of compound nominal predicate.

1. The intent is to recognize a staff member’s strengths and also identify areas
for improvement or development. 2. Our aim is not to talk about personality traits. 3. A
common approach is to compromise in situations where opposing ideas and opinions
are being discussed. 4. My purpose is to conduct employee assessments in order to
improve their performance. 5. This approach is to be used with performance standards
and evaluations to award our employees at appraisal time. 6. Your task is to generate
significant motivation for increased effort. 7. Your main task is to create awareness
among employees about whether they are adequately contributing to the
organizational goals. 8. Our objective is to remain constructive and open to ideas of
our company. 9. Your responsibility is to justify every item in the budget.

III. Find in Text 2 the sentences containing the infinitive in the function of
a compound nominal predicate and write them out.

IV. Ask questions to which the following statements may serve as the
answers.

1. The staff development component includes a review of the general
competencies i.e. the knowledge, skills and abilities. 2. Human resource management
conducts employee assessments in order to monitor what the employee is doing. 3.
Feedback is an essential element of effective performance management. 4. When an
employee falls short of the company's performance expectations, a negative
evaluation or rating can have a number of effects, both positive and negative. 5.
Employers usually want their employees to succeed. 6. Our manager always tells us
not to dwell on mistakes but focus on the future performance.

V. Study the grammar table and learn.

Relative clauses — who, that/which, whose and where
We use who in a relative clause when we are talking about people (not things):
my friend —ives in the country — is a senior manager
— My friend who lives in the country is a senior manager.
We use whose in relative clauses instead of my/his/her/your/our/their:
we praise some employees — ftheir] successes has been recognized
— We praise some employees whosgl successes has been recognized.
We use whose mostly for people.
When we are talking about things, we use that or which (not who) in relative
clauses:
My husband works for a telecommunications company makes
low-cost videoconferencing equipment.
We can use where in a relative clause to talk about places:
the hotel — we stayed fthere — was very busy
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—The hotel where we stayed was very busy.

I1. Translate the following complex sentences paying attention to the word
order in relative clauses with who, whose that/which and where.

1. Employers who connect their performance standards and evaluations to
their compensation structure often award a certain percentage raise at appraisal time.
2. She wants to create and maintain a unique website where professional
management is needed. 3. Managers, human resources leaders, and team members
who work together can make coming back to work safer while enhancing
connectivity and collaboration. 4. I have already spoken with the manager whose
report revealed negative aspects of our department's work. 5. Employees who believe
that they have opportunities for advancement within the company as well as the
chance to develop their skills are often motivated to perform well. 6. Each employee
must focus exclusively on the actual performance that is directly related to his job. 7.
The manager who carried out the annual staff assessment suggested an excellent
opportunity to resolve problems and develop possibilities. 8. The supervisor doesn't
usually talk about personality traits which have no connection with the staff work.

SPEAKING

I. Explain and expand on the following:

Assessing employees is a task that requires balancing criticism with praise,
recognition, and setting realistic goals. While it is a tricky job to handle, however, if
executed well with constructive feedback, it will motivate employees to perform
better.

I1. Discuss the following question.

You are a participant of a conference which considers different models of staff
assessment. You are to make a report on the work of your employees. You should be
ready to answer all kinds of questions.

UNIT VII Text 2

VOCABULARY

ENGLISH RUSSIAN UKRAINIAN
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annual [ 'senjusl]
assessment [a'sesmant]
assure v. [a'fua(n)]

be related to v. [r1'lertid]
be unaware of v.

[ .Ana'wear av]

brief [bri:f]

carry out v. [ 'keeri avt]

circumstance [ 's3:kemstans]

commitment [ka'mitmant]
complete v. [kem'pli:t]
confident [ konfidant]

contribution [ kontrr 'bju:fn]

€)KETOHBIN

OIIEHKA, CYXKJICHUE
rapaHTUPOBATh,
oOecrieunBaTh
MMETH OTHOIIIEHHE K
HE I0JI03PEBATH O

KPaTKUU

OCYHICCTBJIIATDH, BBIIIOJIHATD

00CTOSTEIBLCTBO
00513aTENILCTBO
MOJIHBIN, 3aKOHUYCHHBIM
YBEpPEHHBIN

BKJIQ]T

dissatisfaction [ dis'seetisfeekin] HEYJOBIETBOPEHHOCTh

dwell v. [dwel]
embarrass v. [1m'baeras]

encourage v. [in'karidz]
failure [ ‘fe1lja(n]
frustration [fras'trerfon]
immediate [1'mi:dist]
improve v. [1m'pru:v]

obstacle [ 'obstikl]
occasion [a'kerzn]
perception [pa'sepfon]
performance [pa'fo:mans]

praise v. [preiz]]
recognize v. [ 'rekagnaiz]
salary ['salori]
suggestion [sa'dzestfon]

3aLMKIIMBATBCS;
OCTaHaBJIIMBAThCS
CMyLIaTh, 3aTPYAHATH

MOONIPATH
HeyJlaua, MpoBal
pazodapoBaHue
HEeMeJJICHHBIN
yJIy4IllaTh,
COBEPIIICHCTBOBATh
NPENsSTCTBUE

MOBO/I, CITy4yaun
BOCIIPUATHE
MPOU3BOIUTEIILHOCTD
BBITIOJTHEHHE

XBaJINTh, BOCXBAJISITh
pacrno3HaBaTh, y3HABaTh
3apruiaTta
MPEITIOKEHNUE, COBET

OPIYHHMA

OlLIIHKA, CyI>KEHHS
rapaHTyBaTH,
3a0e3neuyBaru

MaTH BIJHOIIEHHS JI0
OyTu HE B Kypci

KOPOTKHUM, TAKOHIYHUM
BUKOHYBATH,
3I1CHIOBATHA
oOcTaBMHA
3000B’ I3aHHS
ITIOBHUM, 3aKIHYCHUI
BIICBHCHUM
BHECOK
HEBJIOBOJICHHS
3aIMKIIFOBATHCS;
3YITUHATHCS
30CHTEKHUTH,
YCKJIaJIHIOBATH
3a0X04yBaTH
HeBJa4ya, HeBUKOHAHHS
po3uapyBaHHS
HETalHUMN
MOKpaITyBaTH,
BJIOCKOHATIOBATH
nepenIkoaa
Harojia, BUIaJI0K
CIIPUMHSATTS
MPOyKTUBHICTbD,
BHUKOHAHHS
XBaJIUTH
pO3IMi3HATH, BUBHABATH
3apo0iTHA IJ1aTa
MIPOTIO3UILisl, HABIFOBAHHS

UNIT VII Text 3
suitable [ 'sju:tabl] IIOAXOAAIIUN npuaaTHUN
tense HaNPSKEHHBIN HApPyXCHUU

123



thought-out [ 6>:t'avt] MPOTyMaHHBII 0OMIpKOBaHHIA

trait [trert] 4yepTa, 0COOEHHOCTh puca, 0cCoOJIMBICTh

undoubtedly [an'dauvtidli] HECOMHEHHO, O€CCIIOPHO 0€3CYyMHIBHO

waste [werst] IycTas Tpara MapHa Tpara
UNIT VII

BUDGETING, STAFF ASSESSMENT& STAKEHOLDER IDENTIFICATION

I. Note the pronunciation of the following:
advocate [ 'aedvakert]
auditor [ '>:drter]
authority [>:'Gorati]
expertise [ eksps: 'tiz]
project ['prodzekt]
stakeholder [ 'steik hauvldar]

I1. Study the following text and retell it.
Text 3
Stakeholder Identification and Analysis

Successful projects have to meet all stakeholder expectations. This is a tough
target because each stakeholder has a different idea of what constitutes success on the
project. In addition, they often pop up later in the project with new demands and
requirements. That’s why it is critical for project managers to know who the
stakeholders are and what they want from the start. While project managers must
satisfy each stakeholder, they also receive valuable contributions from each one. All
parties involved in a project have a vital interest in the project’s success, and each has
an essential contribution to make. Whether it is authority, funding, or expertise in
product requirements, all these contributions are needed to ensure success. Some
stakeholders are obvious; others are a surprise. Stakeholders can be divided into two
categories: primary and secondary.

Secondary stakeholders often create our unexpected surprises. They can have a
large impact on the project, but they are classified as secondary because they do not
conduct transactions with the project. To find them, the project team should ask “Who
else will be impacted by or care about what we do on this project?” The answer often
includes other people in your organization who are the customers of your customers.
This is particularly true in information technology projects where a change in one
system can influence a dozen more.

Another way to find secondary stakeholders is to play the devil’s advocate. You
know why your project is valuable. But take the opposing view. Why is your project
harmful? Every project has its share of opponents. Whether these opponents are right
or wrong is a matter of perspective. It is certain that without planning for secondary
stakeholders, they will arise and do their best to derail the project. Secondary

stakeholder analysis is a form of risk management. As with all risks, an ounce of
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prevention is worth a pound of cure. Because risks can be managed only after they are
identified, invest some critical thinking in finding secondary stakeholders and trying to
understand their perspectives.

Primary stakeholder analysis should be less mysterious, but it still requires
diligence. Primary stakeholders, such as project owner, members of the project team,
customers, and suppliers, are legally bound to the project and conduct transactions
with it. For example, whenever a project exists, somebody pays for it. Whoever pays
usually gets the first and last word on product description, budget, and success criteria.
This sounds simple enough, but in reality, determining the true customer can be much
more complex. Here are some guidelines:

* The project manager must distinguish between the people with final authority
over the project, those who must be consulted as the project is developed, and those
who simply need to be informed of what the project is or what product it will produce.

 One of the responsibilities of upper management is to make timely decisions
based on the facts provided by the project team.

* For each of these managers, keep in mind why they are interested in the project
and which decisions they will influence.

* In the case of industries whose products have many customers (automobiles,
software, appliances, etc.), the project manager must ascertain which departments
should be included as stakeholders. Marketing departments often fill this role, but
other departments may also want to be included.

» Regulators are stakeholders. Regulators can be government agencies, banks,
and auditors. You can also include support people who can veto project decisions, such
as a purchasing manager.

» The people who perform the work on the project are stakeholders. The core
team, suppliers, subcontractors, support staff, and the project manager have
expectations about the way the project will be performed. Both primary and secondary
stakeholders will emerge throughout the project, but the sooner you find them, the
better you will be able to prepare for their interests.

The purpose of projects is to satisfy stakeholders. Project managers say that their
best bosses understand the language of project management. This language allows
them to speak precisely about problems and progress. Decisions are made based on
facts and rational analysis. When the organization adopts consistent formats for the
project management tools, the communication between projects and management
becomes even clearer. The advantage of clear communication in the language of
project management extends to customers, support staff, and other stakeholders.

The only disadvantage to project managers and their management team is that
using consistent project controls makes it hard to hide problems. Everybody, parti -
cularly the team, knows the truth about whether the goals are realistic and whether
they will reach them.

(by Eric Verzuh)

WORKING ON THE TEXT
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I. Find in the above text English equivalents for the following words and
word combinations and write them out:

K BUKOHYBAaTUMEThCSI MPOEKT; IMPOBOJUTH TpPaH3aKIIli; KOMYHIKAIIS MIX
MPOCKTaMH Ta MEHEIKMEHTOM; 1100 BHUMpaBAaTH BCl OUIKYBAHHS 3alliKaBJICHUX
CTOpIH; MaiiTe Ha yBa3l; PIIIEHHS, U0 IPYHTYIOThCSA Ha (PaKTax; XTO MOXKE HAKIACTH
BETO Ha TMPOEKTHI pIIICHHS; KEPIBHUK MPOEKTy MAa€ YIEBHUTHCS; >KUTTEBA
3aIliKaBJICHICTh Y YCHIXY MPOEKTY; 3IrpaTH ajBoKaTa JWsABOJIa, Ha0araTo CKJIAJIHIIIE,
NPOTUJICKHUN TOTJIAN; BENUMKUM BIUIMB HA TMPOEKT; 31pBaTH MPOEKT; NUTAHHS
MEPCIEKTHUBH.

II. Memorize the following word combinations and make up your own
sentences or situations with them:

to meet the stakeholder expectations, to manage risks, to make an essential
contribution, to conduct transactions with, to derail the project, to be informed of, to be
interested in, to get the first and last word, to veto project decisions.

III. Look through the text again and find the answers to the following
questions:

1. Why do successful projects have to meet all stakeholder expectations? 2.
What is critical for project managers to know? 3. How many categories can
stakeholders be divided into? 4. Do primary or secondary stakeholders create
unexpected surprises? 5. Why are secondary stakeholders classified as secondary
ones? 6. What is another way to find secondary stakeholders? 7. Why do you have to
take the opposing view? 8. When can risks be managed? 9. What stakeholders are
legally bound to the project and conduct transactions with it? 10. Who usually gets the
first and last word on product description, budget, and success criteria? 11. Who must
the project manager distinguish between? 12. What is one of the responsibilities of
upper management? 13. What can you say about regulators? 14. Who performs the
work on the project? 15. What are made decisions usually based on? 16. What is the
disadvantage to project managers and their management team?

IV. Find in the above text and copy out phrases in which the preposition in
is used.

V. Outline the main ideas of the above text and write a summary.

WORKING ON WORDS
I. Match the words with their definitions:

Key words: project controls, a marketing department, a regulator, a project
manager, a stakeholder, a project team.
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1. A person who is in overall charge of the planning and execution of a
particular project.

2. A person with an interest or concern in something, especially a business.

3. Processes for gathering and analyzing project data to keep costs and schedules
on track.

4. The team that includes the project manager and the group of individuals who
work together on a project to achieve its objectives.

5. The department which is responsible for creating and disseminating images,
messages and ideas that best communicate the brand values.

6. A person or thing that regulates something.

I1. Complete the sentences with the words from the box:

impact  stakeholder  services  improvements  managers  system
foundation  gap  project

1. We considered a project to upgrade the operating ..... on all desktop
computers at the company yesterday. 2. The opponents challenged the project
approach and deliverable quality and offered constructive ..... . 3. A manager could
significantly influence the outcome of the ..... . 4. Your project team prepared for and
managed timely the challenges presented by each ..... . 5. We prepared a
communications strategy to close the ..... between current and required commitment.
6. Their clear expectations and consistent, honest communication formed the ..... of
successful, long-term stakeholder relationships. 7. Your suppliers and contractors
provided products (hardware, software and infrastructure) or specialized ..... (training,
product installation, or technical expertise) to the project. 8. Project ..... cited timely
decisions, sufficient staffing and participation in customer status meetings as signs of
management support. 9. The project sponsor ensured that other management
stakeholders understood the strategic ..... of the project.

I11. Explain in English the meaning of:

valuable contribution, the core team, upper management, secondary
stakeholders.

IV. Find in the above text and copy out sentences in which the linking

expressions in addition, such as, because, as and but are used. Which of them
introduces a reason and purpose, a contrast, addition or clarification?

WRITTEN PRACTICE

I. Complete the sentences below by choosing the correct prepositions:

into on of with for to by in
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1. Managers ..... multiple projects must use regular status reports, issue logs,
and the other control tools to sufficiently understand their project portfolios. 2. Time
devoted ..... the project manager, sponsor, and team members in stakeholder analysis
pays off in fewer disagreements, less rework, and overall better relationships. 3. Some
stakeholders will remain silent until their interests come ..... conflict with the project.
4. The only way to effectively support multiple projects and devote our time ..... the
projects was to monitor and control our portfolio using the project control systems. 5.
Business users are primarily concerned ..... the usability and quality of the project and
deliverables. 6. Customers are rarely directly involved ..... the product development
but they need to be kept informed on project progress. 7. Creditors and investors
provide the project funding and are interested in the return ..... their investment. 8.
Funding authority stakeholders are accountable ..... the outcome of the project and
grant approval for provision of resources.

II. Read the following sentences and analyze the use of the italicized tense
forms of the verb.

1. After the department in our organization had begun to use the communication
tools its customers began to adopt these techniques on their own projects. 2. Business
management has a stake in the project cost and schedule and will want reports on
expenditures towards schedule milestones. 3. Support stakeholders generally include
application and technical support groups. 4. The project team is closest to the action
and will provide much of the information that goes into project reports. 5. Program
management is coordinated by the designed program to achieve strategic objectives
and benefits. 6. They are the corporate owners of the project and support the
achievement of project objectives. 7. In addition, business management participates in
risk management, resource allocation and change approval. 8. Stakeholder
identification is considered the first step in planning communications with project
stakeholders. 9. Once a set of stakeholder groups has been identified, a decision must
be made about how to sample each stakeholder group.

I11. Ask all types of questions to the following sentence:
I have already figured out who our stakeholders are because it is important for
this project.

IV. Translate the following sentences containing comparisons and analyze
forms of adjectives used to show varying degrees of comparison: the positive, the
comparative, and the superlative.

1. One of the most difficult aspects of a project is to understand, extract, and
solidify in documented form the requirements of a project. 2. A well-designed project
will not only clarify key stakeholder roles, but will define as much as possible who
participates when. 3. Both primary and secondary stakeholders will emerge throughout
the project, but the sooner you find them, the better you will be able to prepare for
their interests. 4. Stakeholder analysis is a way of determining who among

stakeholders can have the most positive or negative influence on your company. 5. In
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reality, determining the true customer can be much more complex. 6. These
stakeholder identification techniques can assist in making more complete identification
of parties affected by any proposed action. 7. By focusing on actual stakeholder
groups, our analysts developed a greater sense of the total impact of the proposed
action. 8. Our analysts can provide a quantitative estimate of the proportions of various
stakeholder populations embracing particular positions on that action as soon as
possible. 9. When the organization adopts consistent formats for the project
management tools, the communication between projects and management becomes
even clearer.

TOPIC FOR DISCUSSION
I. Explain and expand on the following:

“Any activity becomes creative when the doer cares about doing it right, or
doing it better.” (John Updike)

VOCABULARY

UKRAINIAN
ayJMTOP, PEBI3OP
BUHHKATH, 3’ IBJIATUCS

ENGLISH
auditor [ o:drter]

RUSSIAN
ayJIuTop, PEBU30P

arise v. [s'raiz] BO3HHUKATh, MOSBJISITHCS

ascertain v. [ eesa'tein] KOHCTaTHUPOBATb, KOHCTAaTyBaTH,
yCTaHaBIUBATh YCTaHOBJIFOBATH

authority [>:'Gorati] BJIACTh BIIAJa

bind v. [baind] CBSI3BIBATh 3B's13aTH, 3000B'13yBaTH

care about v. [kea(r) a'bauvt] 3a00TUTHCA O MIKJTYBaTUCS PO

conduct v. [ kondakt] MPOBOAUTH MPOBOJAUTH
| transactions
to conduct | the study
| the assessment
consistent [ken'sistant] MIOCJIENOBATEIbHBIN [IOCJIIIOBHUHA
constitute v. ['konstrtju:t] COCTaBJISITh, 0OPa30BBIBATh  3aCHOBYBATH,

SIBJISITA COO0I0

contribution [ kontrr'bju:[n] BKJIaJl, COACHUCTBHE BHECOK, CIIBPOOITHHUIITBO

derail v. [ di:'re1l] COpPBaTh;
MTyCKaTh MO/ OTKOC
diligence [ 'd1lidzans]

distinguish v. [d1'stingwif]

ycepaue, crapaHue
pas3iuyaTh, OTINYATh

emerge v. [i'm3:dz] MOSIBIISITHCS
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expectation [ ekspek tein]
expertise [ eksps: 'tiz]
funding ['fandin]
harmful ['ha:mfl]

hide v. [haid]

impact ['impaekt]
obvious [ 'pbviss]
opponent [s'pavnant]
ounce [avns]
particularly [pa'tikjalsli]
pop up v.

precisely [prr'sasli]
prevention [pri'venfon]

purchase v. [ 'p3:tfos]
satisfy v. [ 'seetisfai]

share [fea(r)]

stakeholder [ 'sterk hauldar]
valuable [ 'vaeljusbl]

veto v. ['viitau]

UNIT VIII

0XHUJIAaHUE, BEPOSITHOCTh
AKCIEPTU3a; KOMIIETCHIIUS
¢uHaHCHpOBaHHE
BpPEIHBIN

CKpBIBATh, NPSITaTh
BIIMSIHUE, BO3/ICHCTBHUE
OYCBUIHBIN

ONIIOHEHT, MPOTUBHUK
YHIIUS

0COOCHHO

HEOKUIAHHO BO3HUKHYTH
TOYHO

IIPpO(PHUIaKTHKA
b

IIPEI0TBPAILCHUE
NOKyTaTh, MPUOOpPETaTh

YAOBJIETBOPSTH,

COOTBCTCTBOBATH

JI0J1s, 4aCTh, aKIUs
3aMHTEPECOBAaHHAsI CTOPOHA
LIEHHBIN

HaJIaraTh BETO, 3apPEUlaTh

OUIKYBaHHS, UMOBIPHICTh
eKCTIePTH3a, KOMIICTCHITIS
(iHaHCYBaHHSA

LK1 UTUBU A

XOBaTH, MPUXOBATH
BILIUB, IMITYJIbC
OYEBUJIHUMN, 3pO3yMIITUI
OTIOHEHT, CYIIEPHUK

YHITISI

0CO0JIMBO

BHUCKOYUTHU

TOYHO, IMEHHO
npodinakTHKa,

3amoOiraHHs

KYIlyBaTH, 3100yBaTH

3aJI0BOJIBHUTH,

1 IXOUTH

T1ai, YacTHHA, aKI[is
3alliKaBJieHa CTOPOHA
LIHHUH, KOPUCHUI
HaKJIaJaTH BETO,

3a00pOHSATH

Text 1

UNIT VIII

AUDITING & ACCOUNTING

I. Note the pronunciation of the following:
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assurance [a'[o:rans]
auditor [ '>:dstar]
compliance [kam'plazans]
financial [far'neenfl]
measure [ 'meza(r)]
mediation [ mi:di‘erfon]
safeguard [ 'serfga:d]

I1. Study the following text and retell it.
Text 1

Audit

An audit is an independent examination of financial information of any entity,
whether profit oriented or not, irrespective of its size or legal form when such an
examination 1s conducted with a view to express an opinion thereon. Auditing also
attempts to ensure that the books of accounts are properly maintained by the concern
as required by law. Auditors consider the propositions before them, obtain evidence,
and evaluate the propositions in their auditing report. Audits provide third-party
assurance  to  various stakeholders that the  subject matter is  free
from material misstatement. The term is most frequently applied to audits of the
financial information relating to a legal person. Other commonly audited areas include:
secretarial and compliance, internal controls, quality management, project
management, water management, and energy conservation. As a result of an audit,
stakeholders may evaluate and improve the effectiveness of risk management, control,
and governance over the subject matter.

Auditing has been a safeguard measure since ancient times, and has since
expanded to encompass many areas in the public and corporate sectors.
An information technology audit, or information systems audit, is an examination of
the management controls within an Information technology (IT) infrastructure. The
evaluation of obtained evidence determines if the information systems are
safeguarding assets, maintaining data integrity, and operating effectively to achieve the
organization's goals or objectives. These reviews may be performed in conjunction
with a financial statement audit, internal audit, or other form of attestation
engagement.

There are three main types of audits — internal, external and government audits:

Internal audits are performed by the employees of a company or organization.
These audits are not distributed outside the company. Instead, they are prepared for the
use of management and other internal stakeholders.

Internal audits are used to improve decision-making within a company by provi-
ding managers with actionable items to improve internal controls. They also ensure
compliance with laws and regulations and maintain timely, fair, and accurate financial
reporting.

Management teams can also utilize internal audits to identify flaws or
inefficiencies within the company before allowing external auditors to review the
financial statements.
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Performed by external organizations and third parties, external audits provide an
unbiased opinion that internal auditors might not be able to give. External financial
audits are utilized to determine any material misstatements or errors in a company’s
financial statements.

When an auditor provides an unqualified opinion or clean opinion, it reflects
that the auditor provides confidence that the financial statements are represented with
accuracy and completeness.

External audits are important for allowing various stakeholders to confidently
make decisions surrounding the company being audited.

The key difference between an external auditor and an internal auditor is that an
external auditor is independent. It means that they are able to provide a more unbiased
opinion rather than an internal auditor, whose independence may be compromised due
to the employer-employee relationship.

Government audits are performed to ensure that financial statements have been
prepared accurately to not misrepresent the amount of taxable income of a company.

Performing a government audit may result in a conclusion that there is:

1. No change in the tax return;

2. A change that is accepted by the taxpayer;

3. A change that is not accepted by the taxpayer.

If a taxpayer ends up not accepting a change, the issue will go through a legal
process of mediation or appeal.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in the above text English equivalents for the following word
combinations and write them out:
Jlnst BUSBIICHHS HEIOJIKIB 4Yd HEe(PEKTHBHOCTI; Yepe3 IOPHIMYHHKA IMpOoIec

MTOCEPEAHUIITBA UM amleIAllii; 3 JaBHIX YaciB; 4yepe3 BIIHOCHHHU MK poOOTOJaBIEM Ta
MPAIiBHUKOM; JIJIsl TIOKPAIEHHS BHYTPINIHHOTO KOHTPOJIO; (iHaHCOBa iH(MOpMAITis
Oynb-sKOi Oprasizailii; cyma OIOJaTKOBYBAHOTO JOXOJY KOMITaHil; Ja€ 00'€KTUBHY
JYMKY; HE3aJE€XHO BIJI 1l pO3MIpy UM IOPUAMYHOI (DOPMH; 3aXUCT aKTUBIB; TyMKa 0e3
3acTepeKEHb UM YHCTA JyMKa; KEPIBHUIITBO MO0 MPEIMETa BUBUCHHS; PO3TIISAIAIOThH
nojaH1 iM MPOIMO3HUIIIi.

I1. Explain in English the meaning of:
the third parties, a taxpayer, taxable income of a company, an auditor, energy
conservation.

III. Look through Text 1 again and find the answers to the following
questions:
1. What do we call an audit? 2. What are the books of accounts properly
maintained by? 3. Who considers the propositions before them, obtains evidence, and
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evaluates the propositions in an auditing report? 4. What do audits provide to
various stakeholders? 5. What do audited areas commonly include? 6. How long has
auditing been a safeguard measure? 7. What is called an information technology audit?
8. How many main types of audits are there? 9. Who are internal audits performed by?
10. Are these audits distributed outside the company? 11. What is the main goal of
internal audits? 12. What are external financial audits used for? 13. Why are external
audits important? 14. What is the key difference between an external auditor and an
internal auditor? 15. Why are government audits performed? 16. What conclusion may
performing a government audit result in? 17. What will the issue go through if a
taxpayer ends up not accepting a change?

IV. Reproduce the above text in your own words using the topical
vocabulary.

WORKING ON WORDS

I. Study the following word combinations and use them in sentences of your
own:
to provide an unbiased opinion, an independent examination, to represent the
financial statements, a safeguard measure, in conjunction with, to improve the
effectiveness of risk management, to ensure compliance with laws and regulations.

II. Find in Text 1 and copy out sentences in which the preposition within is
used. Make up your own sentences with it.

III. Find in the above text and copy out sentences in which linking
expressions as a result and instead are used. Translate the sentences with them.
Say which of these linking expressions:

a) introduces alternatives;

b) suggests that one event is in the direct cause of another (a reason).

IV. Complete and translate:

Word-building: mis- in front of the word = opposites: trust — mistrust
This prefix is applied to various parts of speech, meaning “ill,” “mistaken,”
‘erong”’ (13

99 ¢6y

wrongly,” “incorrectly,” or simply negating.

understand, inform, behave, remember, take, aiming, meeting, an incentive,
suggestion, behavior, management.

V. Find in the above text and copy out words with the prefix mis- , translate
them.

WRITTEN PRACTICE

I. Read and translate the following sentences. Pay attention to the function
of the past participle.
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1. Audit selections are made to ensure that companies are not misrepresenting
their taxable income. 2. There are many well-established accounting firms that
typically complete external audits for various corporations. 3. Financial statements
capture the operating, investing, and financing activities of a company through various
recorded transactions. 4. Internal audit is conducted by an internal auditor, usually an
employee of the organization. 5. This review identifies which elements of the project
were successfully managed and which ones presented challenges. 6. A project audit
provides an opportunity to uncover issues, concerns and challenges encountered during
the project lifecycle. 7. If done at the close of a project, the audit can be used to
develop success criteria for future projects. 8. Because the financial statements are
developed internally, there is a high risk of fraudulent behavior by the preparers of the
statements.

I1. Choose the proper verb form and translate the sentences.

1. Auditing ..... to the critical examination of the financial records or statements
of a business or an organization. 2. The auditors, usually external, ..... the task of
auditing under the provisions of the applicable laws on behalf of shareholders or
regulators. 3. The aim of a regulatory audit is ..... that a project is compliant with
regulations and standards. 4. External audit ..... by an external auditor, appointed by
the shareholders. 5. This Internal Revenue Service ..... audits that verify the accuracy
of a taxpayer’s tax returns and transactions. 6. Auditing is crucial to ensure that
companies ..... their financial positioning accurately and in accordance with
accounting standards. 7. The scope of their auditing work ..... by the applicable laws.
8. A system of quality audits ..... the effectiveness of a quality management system.

(Missing verbs: is being conducted, is determined, refers, may verify, carry out,
performs, represent, to verify)

II1. Read and translate the sentences paying attention to different functions
of the Present Participle Passive.

The Present Participle Passive is a compound form composed of being and the
past participle. - (being done/used)

1. The taxable income being misstated by your department will be considered tax
fraud. 2. This week the quality audit is being performed to verify conformance to
standards through review of objective evidence. 3. Financial statements being typed
now must be given to him urgently. 4. Being asked a lot of questions, the auditor went
home. 5. The external financial audit being performed is utilized to determine any
errors in a company’s financial statements. 6. Being left alone the employee carried
out the analysis of the actual financial position of the firm. 7. The final preparation of
the financial statements and accounts is being performed. 8. Being slightly
embarrassed the auditor gave a fair and unbiased opinion on identifying flaws within
the company. 9. These audits being prepared accurately by an external organization
were distributed outside the company. 10. Being audited the books of accounts must be
maintained properly by the concern as required by law. 11. Being provided with
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actionable items managers managed to improve internal controls. 12. The review is
now being performed in conjunction with a financial statement audit. 13. They have
avoided repeating the same mistakes being eliminated in their projects.

IV. Find in Text 1 and copy out the sentence containing the Present
Participle Passive, define its function.

V. Translate the following sentences and define the italicized verb forms.

1. Without proper regulations and standards, preparers can easily misrepresent
their financial position fo make the company appear more profitable or successful than
it actually is. 2. There must be audit professionals who specialize in information
systems audits. 3. Probably, you are able to provide a more unbiased opinion rather
than the internal auditor. 4. The auditor must give a fair and unbiased opinion on the
actual financial position of the firm. 5. An objective examination and evaluation of a
company’s financial statements can be performed by an external third party. 6. Other
departments may share information and amend their working practices as a result, also
enhancing continual improvement. 7. To benefit the organization, quality auditing
should report non-conformance and corrective actions and highlight areas of good
practice as well.

COMMUNICATIVE SITUATION

I. Speak about things which have happened to you recently and which really
made you angry.

UNIT VIII Text 1
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
appeal [a'pi:l] arneIsAnus 3BEPHEHHS, anesilis
apply to v. [a'pla1] MIPUMEHUTH K; 3aCTOCYBATH 10,
oOparnaTbes K 3BEPTATHUCH 10
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asset ['aeset] aKkTHUB(bI) aKTUB, MAalHO

assurance [a'f:rans] YBEPEHHOCTb; CTPAXOBAaHUE TapaHTisl, CTpaxyBaHHS

compliance [kam'plarans] corjacue, yCTym4MBOCTb I11aTIUBICTb,
BIJIMOBIAHICTH
confidence [ 'konfidans] YBEPEHHOCTb BIIEBHEHICTh
confidently ['konfidantli] YBEPEHHO BIIEBHEHO
distribute v. [dr'stribju:t] pacIpoCTpaHsTh, PO3MOILIATH,
pacnpenensirTb MOIITUPIOBATH

engagement [in'gerdzmant]  0053aTeNbCTBO; BKIIOYEHUE 3000B’sI3aHHA,

BKIIIOUCHHA

entity [ entti] IOPUIMYECKOE JINTI0, 0OBEKT FOpUJIUYHA 0c00a, 00'€KT

error ['era(r)]

evaluate v. [1'veeljuert]
evidence [ 'evidens]

fair [fea(r)]

flaw [fl>:]

governance [ 'gavenants]

irrespective of [ ir1'spektiv av]

measure [ 'meza(r)]
mediation [ mi:di'egfan]

misstatement [ mis'stertmant]

profit ['profit]

reflect v.

safeguard [ 'serfga:d]
statements

surround v. [sa'ravnd]
tax [teeks]

taxable [ 'teeksabl]

omuoOKa, 3a0yKIeHne
OIICHUBATh
CBUICTEILCTBO, JTAHHBIE

CIIPABEIJIMBbIN, YECTHBIN

HEJIOCTATOK, U3bsH
yIIpaBJICHUE, BJIACTh
HE3aBHCHUMO OT
Mepa, KpuTepun
MOCPETHUYECTBO
HCKa)KEHHE,
JIO)KHOE MOKa3aHHue
BBIT0J1a, MPUOBLTH
OTpakaTh
OoXpaHa, rapaHTus
OTYETHOCTH
OKPY’KaTh
HaJjor
o0araeMbIii aHAJIOTOM

IMOMMJIKA
OLIIHIOBATH

JI0Ka3H, ITIOKa3aHHS
CIIpABEJINBUM, YECHUI
HEJIOJIIK, TTporajrnHa

YIPaBJIIHHS, KEPIBHUILITBO

HE3aJIeXKHO Bij
MIPUJIO, CTYIIHb
MOCEPETHULITBO
BUKPHBJICHHS,
HEenpaBUBa 3asBa
npuOyTOK, BUTOJIa
B1JI0OpaxaTu
3aXHCT, 3aII00DKHUK
3BITHICTh
OTOYYBaTH
MO/IATOK
OITOJIATKOBYBAHUM

taxpayer [ 'taeks peror] HaJIOrOTUIaTEIbIIUK IJIATHUK MOJIaTKiB
thereon [ 8ea'ron] Ha TOM, BCJIE]I 32 TEM Ha [IbOMY
UNIT VIII Text 2
unbiased [An'barsst] OeCIIPUCTPACTHBIN HEyTepeKEHU N
UNIT VIII
AUDITING & ACCOUNTING

I. Note the pronunciation of the following:
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accounting [s'kauntin]
analysis [a'neelasis]
double-entry ['dabl ‘entri]
financial [fa1'neenfl]
fraud [fro:d]

percentage [pa'sentids]
taxation [taek'serfon]

I1. Study the following text and retell it.
Text 2

Accounting

Accounting or accountancy is the measurement, processing, and communication
of financial and non financial information about economic entities such as businesses
and corporations. Accounting, which has been called the "language of business",
measures the results of an organization's economic activities and conveys this
information to a variety of users, including investors, creditors, management, and
regulators. Practitioners of accounting are known as accountants.

Financial audits include taxation, misselling and other forms of fraud to misstate
financial information. Accounting can be divided into several fields including financial
accounting, management accounting, external auditing, tax accounting and  cost
accounting. Accounting information systems are designed to support accounting
functions and related activities. Financial accounting focuses on the reporting of an
organization's financial information, including the preparation of financial statements,
to the external users of the information, such as investors, regulators and suppliers; and
management accounting focuses on the measurement, analysis and reporting of
information for internal use by management. The recording of financial transactions
may be presented in financial reports known as bookkeeping, of which double-entry
bookkeeping is the most common system.

Cost accounting is a process for verifying the cost of manufacturing or producing
of any article, on the basis of accounts measuring the use of material, labor or other
items of cost. In simple words, the term, cost audit means a systematic and accurate
verification of the cost accounts and records, and checking for adherence to the cost
accounting objectives. In most nations, an audit must adhere to generally accepted
standards established by governing bodies. These standards assure third parties or
external users that they can rely upon the auditor's opinion on the fairness of financial
statements or other subjects on which the auditor expresses an opinion. The audit must
therefore be precise and accurate, containing no additional misstatements or errors.

Management accounting focuses on the measurement, analysis and reporting of
information that can help managers in making decisions to fulfill the goals of an
organization. In management accounting, internal measures and reports are based on
cost-benefit analysis, and are not required to follow the generally accepted accounting
principle. Management accounting reports often include financial and non financial
information, and may, for example, focus on specific products and departments.
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Tax accounting usually concentrates on the preparation, analysis and presentation
of tax payments and tax returns. Corporate and personal incomes are taxed at different
rates, both varying according to income levels and including varying marginal rates
(taxed on each additional dollar of income) and average rates (set as a percentage of
overall income).

Accounting fraud is an intentional misstatement or omission in the accounting
records by management or employees which involves the use of deception. It is a
criminal act and a breach of civil tort. It may involve collusion with third parties. An
accounting error is an unintentional misstatement or omission in the accounting
records, for example misinterpretation of facts, mistakes in processing data, or
oversights leading to incorrect estimates. Acts leading to accounting errors are not
criminal but may breach the civil law, for example, the tort of negligence.

The primary responsibility for the prevention and detection of fraud and errors
rests with the entity's management.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in Text 2 English equivalents for the following word combinations
and write them out:

HaJaHHs 1HGOpMaIlil; MOJATKOBA JAEKJIapallisi; MOKe BKIJIFOUYATH 3MOBY; 3JI0UYMHHE
TiSTHHS Ta TMOPYIICHHS [MBUIBHOTO MPAaBOMOPYIICHHS;, HEAOTIAIN, IO BEIyTh JO
HEBIPHUX OLIHOK; BIJOMI SIK OyXTajJTepH; CHOTBOPIOBAaTH (PiHAHCOBY 1H(POPMAIIiIO;
aHaJ i3 BUTpAT Ta BUTOJ; BUSBIICHHS IIaXpailCTBa; 1HII CTAaTTI BUTpaT; 3aCHOBaHI
KEpIBHUMH OpraHamu; MiAroToBKa ()iHAHCOBOI 3BITHOCTI; TOYHA MEpEeBIpKa PaxyHKIB
Ta 3aMKCiB BUTpAT.

II. Find in the above text synonyms of the following words:
to distort, a bargain, to violate, a piece of merchandise, medium, point of view.

III. Answer the following questions using the words and word combinations
of the topical vocabulary:

1. What do we call accounting? 2. Who is known as an accountant? 3. What do
financial audits include? 4. How many fields can accounting be divided into? Name
them. 5. What does financial accounting focus on? 6. What documents may the
recording of financial transactions be presented in? 7. What kind of process is cost
accounting? 8. What does the term cost audit mean? 9. Who are generally accepted
standards established by in most nations? 10. Why can management accounting help
managers in making decisions to fulfill the goals of an organization? 11. What do
management accounting reports often include? 12. What does tax accounting usually
concentrate on? 13. What can you say about accounting fraud? 14. Are acts leading to
accounting errors criminal?
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IV. Reproduce the text in your own words using the topical vocabulary.

WORKING ON WORDS

I. Match the words with their definitions:
Key words: double-entry bookkeeping, collusion, tax returns, fairness, an
account, oversight, an accountant, a tort.

1. A wrongful act or an infringement of a right (other than under contract) leading
to civil legal liability.

2. Someone who keeps or examines the records of money received, paid and
owed by a company or person.

3. A record or statement of financial expenditure and receipts relating to a
particular period or purpose.

4. A form on which a taxpayer makes an annual statement of income and personal
circumstances, used by the tax authorities to assess liability for tax.

5. Secret or illegal cooperation or conspiracy, especially in order to cheat or
deceive others.

6. Impartial and just treatment or behavior without favoritism or discrimination.

7. An unintentional failure to notice or do something.

8. A fundamental concept underlying present-day bookkeeping and accounting,
states that every financial transaction has equal and opposite effects in at least two
different accounts.

I1. Fill in the blanks with corresponding adverbs from the box:

closely particularly early successfully fairly mainly legally

1. A statutory audit is a ..... required review of the accuracy of a company's or
government's financial statements and records. 2. The ..... development of accounting
dates back to ancient Mesopotamia. 3. Traditionally, audits were ..... associated with
gaining information about financial systems and the financial records of a company or
a business. 4. Accounting can be traced to ancient civilizations and is ..... related to
developments in writing, counting and money. 5. Quality audits are essential to verify
the existence of objective evidence showing conformance to required processes, to
assess how ..... processes have been implemented. 6. The double-entry accounting
system in use today was developed in medieval Europe, ..... in Venice. 7. The auditor
determined whether financial statements had been presented ..... , in all material
respects without any material misstatement.
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I1I. Find in the above text and copy out sentences in which the preposition 7o
is used. Translate them.

IV. Study the following word combinations and make up your own sentences
or situations with them:

to adhere to generally accepted standards, a breach of civil tort, to be taxed at
different rates, to present in financial reports, to misstate financial information, to
breach the civil law.

WRITTEN PRACTICE

I. Read the sentences and define the italicized verb forms.

1. We performed the financial audit to ascertain the validity and reliability of
information, as well as to provide an assessment of a system's internal control. 2. Due
to constraints, an audit seeks fo provide only reasonable assurance that the statements
are free from errors. 3. Our tax law covers four basic forms of business ownership:
sole proprietorship, partnership, corporation, and a limited liability company. 4.
Accounting refers to the process of capturing, classifying, analyzing and presenting the
financial transactions, records, statements, profitability and financial position of an
organization. 5. The opinion given on financial statements will depend on the audit
evidence obtained. 6. The regulatory audit must be accurate, objective, and
independent while providing oversight and assurance to the organization. 7.
Accountants record financial information, such as financial reports, tax returns, budgets,
and financial transactions. 8. Accounting work for our organization is usually done by
our own employees.

II. Choose the correct alternative in each of the following sentences paying
attention to the Present Perfect tense (Active or Passive).

1. The auditor has already provided | has already been provided the fair
representation of the financial position of our firm by examining information such as
bank balances, bookkeeping records, and financial transactions. 2. Accounting has
been existed /| has existed in various forms and levels of sophistication throughout
human history. 3. Auditing has been become / has become a legal requirement for
many entities who have the power to exploit financial information for personal gain.
4. Accounting, which has called |/ has been called the "language of business",
measures the results of an organization's economic activities. 5. Analysis and
presentation of tax payments and tax returns has just been carried / has just carried
out due to the latest tax accounting. 6. Recently the true and fair concept of statistical
sampling has been gained / has gained momentum. 7. The opinion about the fairness
of the given assessment has been expressed / has expressed by an independent
professional. 8. This review has been identified / has identified clearly what we need
to do to avoid repeating the same mistakes on future projects.
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III. Translate the following sentences paying attention to different forms of
the passive voice.

1. In the case of financial audits, financial statements are said to be true and fair
when they are free of material misstatements. 2. All financial statements of our
company were audited by the accounting firm last week. 3. The examples of the
financial statements will certainly be published after the end of the accounting period.
4. In management accounting, internal measures and reports are always based on cost-
benefit analysis. 5. Management accounting is defined as a process of providing
financial information and resources to the managers in decision making. 6. These
financial statements have just been prepared in accordance with generally accepted
accounting principles. 7. The budget was extensively used as a quantitative expression
of the company's plan of operation. 8. The variable costs have been tied simply to a
company's level of production. 9. The standard costs are always based on an efficient
use of labor and materials to produce the good or service under standard operating
conditions. 10. The cost accounting has been used up to now to measure and identify
those costs, in addition to assigning overhead to each type of product created by the
company.

IV. Ask questions to which the following statements may serve as the
answers paying special attention to modal verbs and their equivalents.

1. Your management accounting must encompass the future-oriented report such
as the budget. 2. Depending on their business, accounting managers may also prepare
annual budgets, track financial data, and make recommendations on financial decisions. 3.
Quality audits had to provide evidence concerning reduction and elimination of problem
areas. 4. The finance department may oppose required capital expenditures since it would
undermine a healthy cash flow for the organization. 5. This information can be used by
managers to plan marketing activities, to estimate the nature of a firm's marketing
environment and to obtain information from suppliers. 6. A distinction should be made
between marketing research and market research. 7. A marketing plan can also pertain
to a specific product, as well as to an organization's overall marketing strategy.

V. Translate the following sentences paying special attention to the infinitives

as parts of compound nominal predicate.
1. The aim of this finance check audit is to understand the current state of your
project in order to increase project success. 2. The task of this assessment is to measure
the quality of performance or calculate a value for it. 3. The objective of this
management accounting is to use the statistical data and take a better and accurate
decision, controlling the enterprise, its business activities, and development. 4. The
purpose of the statutory audit is to determine whether your organization provides a
fair and accurate representation of its financial position. 5. The main goal of our lean
accounting 1s to improve financial management practices within the organization. 6.
The primary purpose is to enable our company to maintain sufficient cash flow to
meet its short-term operating costs and short-term debt obligations. 7. The main goal
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of their market research is to involve gathering information about a particular target
market.

VI. State functions of the past participles in the following sentence.
All the expenditures connected with the purchase of fixed assets are called
capitalized expenditures e.g. wages paid for the installation of machinery.

COMMUNICATIVE SITUATION
I. A friend of yours has made up his mind to choose accounting as his future

profession. You doubt that he will succeed. Try to persuade him that he is not suited
for this career. What can you say to get him to change his mind?

UNIT VIII Text 2
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
account [s'kaunt] CUéT paxyHOK
accountant [s'kavntant] Oyxranrep Oyxranrep
accounting [s'kauntin] OyXTanTepCcKui yI&T OyXranTepchbKuii 00K
adhere v. [ad'h1er] IPUAECPKUBATHCS JOTPUMYBATHUCS
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adherence [ad'hrerans] MPUBEPKEHHOCTD

article ['a:tikl] CTaThs, IPEIMET

assure v. [a'fus(n] rapaHTUpPOBaTh,
obecrieunBaTh

average [ 'eeveridsz] cpeaHui

breach v. [bri:tf] HapylaTh

bookkeeping [ 'buk ki:p1n] Oyxrajirepust

collusion [ka'lu:zen] YTOBOP
convey V. [kan'ver] nepeaaBarh, COOOIIATh
deception [d1'sepfen] oOMaH, )XyJIbHHYECTBO

double-entry bookkeeping naBoiiHas Oyxrantepus
fairness [ 'feanas] CIIPaBeIJTUBOCTD
financial audits [far'neen|l]  puHAHCOBBIE TPOBEPKH

AJOTPHUMAHHA,

MPUXUIBHICT

MPEMET, IPOIYKT
rapaHTyBaTH,
3a0e31eUnTH
cepeaHii
MOPYIITYBaTH
BEJICHHS OyXTaJITepChKOTO

00JTIKYy

3MOBa
nepeaaTH, MOBIIOMIISATH
oOMaH, 1maxpancTBo
noBiiiHa Oyxranrepis
CIIPaBEeIJIUBICTh
(dh1HAHCOBI TIEpPEBIPKHU

fraud [fro:d] MOILICHHUYECTBO 1axpancTBo
intentional [in'tenfonal] npeHaMEpPEeHHbBIN HAaBMHUCHUMN
marginal ['ma:dzinal] peaeTbHBIN IpaHUYHUN
measure v. ['meza(n)] M3MEPATh, OLICHUBATD MIpSATH, OLIIHIOBAaTH
misselling [ mis'selmn] HEINPaBWIbHAS MTPOAAXKA MTOMUJIKOBUH ITPOJIAK
misstate v. [ mis'stert] HCKaXaTh pOOUTH HEMPABIUBY 3asiBY
omission [su'mifan] yIyIIeHUe, OTIONTHOCTh yOYIICHHS, HEJOTIIsAT
negligence [ 'neglidzens] XaJaTHOCTh, HEOPEXKHOCTh ~ HEI0ATICTh
oversight ['svvesart] HaJ30p, HEJOCMOTP HarJIsI, Heo0ayHICTh
prevention [pri'venfan] npouIaKTHKA, npodiIaKkTHKa,
pe0TBpAIICHUE 3aro0iranHs
tax [teeks] HaJIoT II0JIaTOK
taxation [teek'serfon] HAJIOT000JI0KEHNE ONOaTKyBaHHS
tort [ 'to:t]] rpakIaHCKOE TPOMAASHCHKE
IPaBOHAPYIICHUE IPABOTIOPYIIICHHS
verify v. ['verifai] POBEPSTH MEPEBIPUTH
UNIT VIII Text 3
UNIT VIII
AUDITING & ACCOUNTING

I. Note the pronunciation of the following:
auditor [ '>:drter]
expertise [ eksps: ti:z]
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finance [ 'famnaens]

fraud [fro:d]

penalty [ 'penalti]
secretarial [ sekra'tearial]
statutory [ 'steetjuteri]
sub-committee [ sabkas'miti]

I1. Study the following text and retell it.
Text 3

Auditors

Auditors of financial statements and non-financial information (including
compliance audit) can be classified into various categories:

External auditor/Statutory auditor is an independent firm engaged by the client
subject to the audit to express an opinion on whether the company's financial
statements are free of material misstatements, whether due to fraud or error. For
publicly traded companies, external auditors may also be required to express an
opinion on the effectiveness of internal controls over financial reporting. External
auditors may also be engaged to perform other agreed-upon procedures, related or
unrelated to financial statements. Most importantly, external auditors, though engaged
and paid by the company being audited, should be regarded as independent and remain
third party.

Cost auditor/Statutory cost auditor is an independent firm engaged by the client
subject to the cost audit to express an opinion on whether the company's cost
statements and cost sheet are free of material misstatements, whether due to fraud or
erTor.

Government Auditors review the finances and practices of federal agencies.
These auditors report their finds to congress, which uses them to create and manage
policies and budgets.

Secretarial auditor/Statutory secretarial auditor is an independent firm engaged
by the client subject to the audit of secretarial and applicable law/compliances of other
applicable laws to express an opinion on whether the company's secretarial records and
compliance of applicable laws_are free of material misstatements, whether due to fraud
or error and inviting heavy fines or penalties. For bigger public companies, external
secretarial auditors may also be required to express an opinion on the effectiveness
of internal controls_over compliances system management of the company.

Internal auditors are employed by the organizations they audit. They work for
government agencies (federal, state and local); for publicly traded companies; and for
non-profit companies across all industries. Internal auditing is defined as follows:
"Internal auditing is an independent, objective assurance and consulting activity
designed to add value and improve organization's operations. It helps an organization
accomplish its objectives by bringing a systematic, disciplined approach to evaluate
and improve the effectiveness of risk management, control, and governance
processes". Thus professional internal auditors provide an independent and objective
audit and consulting services focused on evaluating whether the board of directors,
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shareholders, and corporate executives have reasonable assurance that the organizati -
on’s governance, risk management, and control processes are designed adequately and
function effectively. Internal audit professionals are governed by the international
professional standards. While internal auditors are not independent of the companies
that employ them, independence and objectivity are a cornerstone of the professional
standards; and are discussed at length in the standards and the supporting practice
guides and practice advisories. Professional internal auditors are mandated by the 1A
standards to be independent of the business activities they audit. This independence
and objectivity are achieved through the organizational placement and reporting lines
of the internal audit department. Internal auditors of publicly traded companies are
required to report functionally to the board of directors directly, or a sub-committee of
the board of directors (typically the audit committee), and not to management except
for administrative purposes.

Consultant auditors are external personnel contracted by the firm to perform an
audit following the firm's auditing standards. This differs from the external auditor,
who follows their own auditing standards. The level of independence is therefore
somewhere between the internal auditor and the external auditor. The consultant
auditor may work independently, or as part of the audit team that includes internal
auditors. Consultant auditors are used when the firm lacks sufficient expertise to audit
certain areas, or simply for staff augmentation when staff are not available.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in Text 3 English equivalents for the following word combinations
and write them out:

JUIST BUKOHAHHS IHIIMUX Y3TOJDKEHHX IMpoleayp; (IiHaHCH Ta AISUIBHICTB; IO
nependavyae Benuki mrpadu; HApLKHUN KamiHb TPOodeCciiHUX CTaHAApTIB; MPOBECTU
HE3aJIeKHUN Ta OO0'€KTUBHUU ayJuT; 3alMIIATUCS TPEThOI CTOpoHOow0; Pana
JTUPEKTOPIB; TPOCTO Il 30UIBIICHHS IITATy; 4Yepe3 IIaxpaiiCTBO YW TOMMIIKY;
JETATBHO OOTOBOPIOIOTHCS y CTAaHAAPTax; JJIsi CTBOPEHHS Ta YIPABJIIHHS MOJITHKOIO
Ta OIO/P)KeTaMHu; CBOi BJIACHI CTaHAApTH ayauTy; ¢ipMa HE Mae€ JOCTaTHHOI
KOMIIETEHIIII.

I1. Explain in English the meaning of:
an external auditor, an internal auditor, the board of directors, heavy fines or
penalties.

III. Answer the following questions using the word combinations from
Exercise I:

1. Why does the client engage an external auditor subject to the audit? 2. What
auditor should be engaged by the client to express an opinion on whether the
company's cost statements and cost sheet are free of material misstatements? 3. What
is the duty of government auditors? 4. What auditor expresses an opinion on whether
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the company's secretarial records and compliance of applicable laws are free of
material misstatements? 5. What companies do internal auditors work for? 6. Do
professional internal auditors provide an independent and objective audit and
consulting services? 6. What are internal audit professionals governed by? 7. Are
internal auditors independent of the companies that employ them? 8. What is this
independence and objectivity achieved through? 9. What is the difference between a
consultant auditor and an external auditor? 10. When are consultant auditors used?

IV. Retell Text 3 using the words and word combinations of the topical
vocabulary.

WORKING ON WORDS

I. Study the following word combinations and phrases and make up your
own sentences or situations with them:

due to fraud or error; a firm engaged by the client; to express an opinion on; to
lack sufficient expertise; a cornerstone of the professional standards; to provide an
independent and objective audit.

II. Give the plural of each of the following:

There are some nouns that end in *“y” that make the plural by changing the “y”
into “ies”. They do so when a consonant (b, d, [, m, etc.) comes before the y.
E.g. an army — armies
a city — cities

ability, authority, body, duty, entity, lady, policy, responsibility, secretary,
security, specialty, strategy, vacancy.

I1I. Find in the above text and copy out nouns making the plural by changing
“y” into “ies”.

IV. Complete the sentences with the words from the box:

appropriate objective effective financial confidential auditing
unauthorized

1. The circumstances in which the auditor is required by statute to make a report
direct to a regulator include matters which are not considered as part of the audit of
. statements or of work. 2. The ..... firm is responsible for conducting the
engagement according the legal requirements. 3. The concept of independence of the
external auditor requires the auditor to carry out his or her work freely and in an .....
manner. 4. Auditors should not disclose ..... information to other persons, against their
client's wishes. 5. The auditor is required to carry out ..... procedures sufficient to form
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an opinion on the matters concerned. 6. Confidentiality, in particular, requires that
certain information, such as payroll data, be protected from ..... disclosure. 7.
Professional internal auditors also use control self-assessment as an ..... process for
performing their work.

WRITTEN PRACTICE
I. Choose the correct preposition to complete each of the following sentences:

to through into for by with from
1. An auditor is a person authorized to review and verify the accuracy of financial

records and ensure that companies comply ..... tax laws. 2. Auditors are not
responsible ..... transactions that occur after the date of their reports. 3. The source of
accounting evidence can be obtained directly ..... the company or externally. 4. In
making such an assessment the auditor takes ..... account the control environment,

including the procedures for complying with the requirements of its regulator. 5. Due

. constraints, an audit seeks to provide only reasonable, rather than absolute,
assurance that the statements are free from material error. 6. Accountants, therefore,
must implement appropriate controls to preserve that trust as required ..... the
professional code of conduct. 7. Auditors employed ..... the government ensure that
revenues are received and spent according to laws and regulations.

II. Read and translate the following sentences. Pay attention to the function
of the past participle.

1. The main duty of an auditor is to determine whether financial statements
follow generally accepted accounting principles. 2. The final judgment of an audit
report can be either qualified or unqualified. 3. Once complete, the auditor’s findings
are presented in a report that appears as a preface in financial statements. 4. Auditors
assess financial operations and ensure that organizations are run efficiently. 5.
Moreover, they are not necessarily required to detect all instances of fraud or financial
misrepresentation; that responsibility primarily lies with an organization's management
team. 6. The auditor of a regulated entity normally has responsibilities for reporting on
particular aspects of its compliance with the regulator's requirements. 7. Companies
awarded government contracts are subject to government audits to verify the
contractor has established a system of internal controls to deter fraud in the
workplace. 8. External secretarial auditors may also be required to express an opinion
on the effectiveness of internal controls over compliances system management of the
company.

II1. Choose the proper verb form and translate the sentences.

1. The auditor also ..... the client’s audit committee of the fraud. 2. The auditor is
also required to identify and assess the risks of material misstatements ..... a basis for
designing and performing further audit procedures. 3. The confidentiality principle

. a business from its competitors, supports a company's efforts to maintain the
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company's competitive advantages. 4. Business owners and decision makers ..... full
and objective data when reviewing business operations and making critical
decisions. 5. Bookkeepers cannot fabricate records and ..... incomplete records. 6.
Internal audit professionals ..... by the international professional standards. 7. The
auditor’s report has a high degree of assurance and reliability because it ..... the
auditor’s opinion on the financial statements. 8. You ..... the right of access to the
accounting and other records, including registers, of any subsidiary if necessary.

(Missing verbs: should not submit, protects, have, to provide, contains, require,
notifies, are governed)

COMMUNICATIVE SITUATION

I. Explain the following situation.
Have you experienced a situation when you felt you needed your friends’ support
and you either had it or you didn’t have it?

UNIT VIII Text 3
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
advisory [ad'vaizeri] KOHCYJIbTaTUBHBIN KOHCYJIbTATUBHUI
at length [st 'len®] oAPOOHO JIOKJIaTHO
auditor [ '>:drtar] ayJIUTOpP, PEBU30P ayJauTop, PEBI30P
augmentation [ >:gmen'terin] yBeIMYCHUE 301IBIICHHS
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compliance [kem'plarans]
cornerstone [ 'ko:nastaun]
engage v. [in'gerds]
executive [1g'zekjstiv]

expertise [ eksps: 'tiz]

fine [fain]

fraud [fro:d]

governance ['gavenants]
lack v.

misstatement ['mis’'stertmant]
penalty ['penalti]

secretarial [ sekra tearial]
sheet [[i:t]

statutory [ 'steetjutari]

sub-committee [ sabks'mirti]
subject to ['sebdzekt ta]

COOTBETCTBHE, COTTIACUE
KpaeyroJibHbId KAMEHb
3aHUMATbCS, BKIIFOYAaTh
PYKOBOJUTEND,
JOJKHOCTHOE JINLIO;
VICIIOJIHUTEIbHBIN
KOMIIETEHTHOCTb; OIIBIT

mrpad, nexHs
MOIIICHHHYECTBO, 0OMaH
yIpaBjeHue, pyKOBOJACTBO
HE XBaTaTh, HEIOCTABaTh
HCKaXXEHUE

mrpad, HakazaHue
CEKpETapCKuu

BEJIOMOCTD
00s13aTENILHBIH,
Y3aKOHCHHBIN
MOJAKOMUTET
MIOJIBEP>KEHHBIN uemy aubo,

MOICKAIIMKN yemy 1ubo;

BIAIMOBIAHICTD, 3r0a
HapKHUAN KaMiHb
3aMmaTucs
KEpIBHUK,
BHKOHABYA BJIAJIA;
BUKOHABYMI
EKCIIepTH3a,
crieriajgbH1 3HaHHS
mrpad, neHs
naxpancTso, oOMaH
YIPABJIIHHS, KEPIBHULITBO
HE BUCTa4yaTH, OpaKyBaTu
HeIpaB/IUBa 3asBa
mTpad, ToOKapaHHs
CEKpETAPChKUI
BIJIOMICTh
CTaTyTHHUM,
YCTaHOBJIEHUM 3aKOHOM
M IKOMITET
CXUJIBHUH 10 Y020Ch,
IO MiJJISTAE YOM)YCb,

MIPH YCIIOBUU 32 YMOBH
sufficient [sa'fijnt] JIOCTaTOYHBIN JIOCTaTHIN
UNIT IX Text 1
UNIT IX
BANKS & INVESTMENTS

I. Note the pronunciation of the following:
ancient [ emnfant]
archaeology [ a:ki'oladsi]
capital [ 'keeprtl]
dynasty ['dinasti]
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economy [1'konami]
jurisdiction [ dzvers'dikfen]
liquidity ['ltkwidstr]
profitability ['profrtebilrti]
Renaissance [ra'neisans]
reserve [ri'zav]

I1. Study the following text and retell it.
Text 1

Bank

A bank is a financial institution that accepts deposits from the public and creates a
demand deposit while simultaneously making loans. Lending activities can be directly
performed by the bank or indirectly through capital markets.

Because banks play an important role in financial stability and the economy of a
country, most jurisdictions exercise a high degree of regulation over banks. Most
countries have institutionalized a system known as fractional reserve banking, under
which banks hold liquid assets equal to only a portion of their current liabilities. In
addition to other regulations intended to ensure liquidity, banks are generally subject
to minimum capital requirements based on an international set of capital standards, the
Basel Accords.

Banking in its modern sense evolved in the fourteenth century in the prosperous
cities of Renaissance Italy but in many ways functioned as a continuation of ideas and
concepts of credit and lending that had their roots in the ancient world. In the history
of banking, a number of banking dynasties — notably, the Medicis, the Fuggers, the
Welsers, the Berenbergs, and the Rothschilds — have played a central role over many
centuries. The oldest existing retail bank i1s Banca Monte dei Paschi di Siena (founded
in 1472), while the oldest existing merchant bank is Berenberg Bank (founded in
1590).

The concept of banking may have begun in ancient Assyria and Babylonia with
merchants offering loans of grain as collateral within a barter system. Lenders in
ancient Greece and during the Roman Empire added two important innovations: they
accepted deposits and changed money. Archaeology from this period in ancient China
and India also shows evidence of money lending.

Banks act as payment agents by conducting checking or current accounts for
customers, paying cheques drawn by customers in the bank, and collecting cheques
deposited to customers' current accounts. Banks also enable customer payments via
other payment methods such as Automated Clearing House, Wire transfers or
telegraphic transfer and automated teller machines.

Banks borrow money by accepting funds deposited on current accounts, by
accepting term deposits, and by issuing debt securities such as banknotes and bonds.
Banks lend money by making advances to customers on current accounts, by making
installment loans, and by investing in marketable debt securities and other forms of
money lending.
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Banks provide different payment services, and a bank account is considered
indispensable by most businesses and individuals. They can create new money when
they make a loan. New loans throughout the banking system generate new deposits
elsewhere in the system. The money supply is usually increased by the act of lending,
and reduced when loans are repaid faster than new ones are generated. If all the banks
increase their lending together, then they can expect new deposits to return to them and
the amount of money in the economy will increase. Excessive or risky lending can
cause borrowers to default, the banks then become more cautious, so there is less
lending and therefore less money so that the economy can go from boom to bust.

Banks face a number of risks in order to conduct their business, and how well
these risks are managed and understood is a key driver behind profitability, and how
much capital a bank is required to hold. Bank capital consists principally of equity,
retained earnings and subordinated debt.

The capital requirement is a bank regulation, which sets a framework within
which a bank or depository institution must manage its balance sheet. The
categorization of assets and capital is highly standardized so that it can be risk
weighted.

(From Wikipedia, the free encyclopedia)

Commentary

The Basel Accords [6s 'bazl a'ko:dz]are a series of three sequential banking
regulation agreements (Basel I, 1I, and III) set by the Basel Committee on Bank
Supervision. The Committee provides recommendations on banking and financial
regulations, specifically, concerning capital risk, market risk, and operational risk.

Babylonia [ bzbr'lovnis] was an ancient Akkadian-speaking state and cultural
area based in central-southern Mesopotamia (present-day Iraq and Syria). A small
Amorite-ruled state emerged in 1894 BC, which contained the minor administrative
town Babylon. It was merely a small provincial town during the Akkadian
Empire (2335-2154 BC).

The Medicis [8s 'meditfiz] — The Medici Bank (Italian: Banco dei Medici [ bagko
dei ‘'me:ditfi]) was a financial institution created by the Medici family in Italy during
the 15th century (1397-1494). It was the largest and most respected bank in Europe
during its prime. There are some estimates that the Medici family was, for a period of
time, the wealthiest family in “urope.

The Fuggers [85 'fugez] — the Fugger family, German mercantile and banking
dynasty that dominated European business during the 15th and 16th centuries,
developed capitalistic economic concepts, and influenced continental politics.

The Welsers — Welser was a German banking and merchant family, a slave
trading empire, originally a patrician family from Augsburg, that rose to great
prominence in international high finance in the 16th century as bankers to
the Habsburgs and financiers of Charles V. Along with the Fugger family, the Welser
family controlled large sectors of the European economy, and accumulated enormous
wealth through trade and the German colonization of the Americas.
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The Berenbergs — The Berenberg (Dutch for "bear mountain") Bank is a
Hamburg-based multinational full-service investment bank. It was founded by the
Flemish-origined Berenberg family in 1590 (431 years ago) and is the world's
oldest merchant bank. The Berenbergs were originally cloth merchants and became
involved in merchant banking in the 17th century. Having existed continuously since
1590, Berenberg Bank is the world's oldest surviving merchant bank.

The Rothschilds — The Rothschild family ([ rofstfaild]) is a wealthy Jewish
family originally from Frankfurt that rose to prominence with Mayer Amschel
Rothschild (1744-1812) in the Free City of Frankfurt, Holy Roman Empire, who
established his banking business in the 1760s. Rothschild established an international
banking family through his five sons, who established to businesses in London, Paris,
Frankfurt, Vienna, and Naples. The family's documented history starts in 16th century
Frankfurt; its name is derived from the family house, Rothschild, built by Isaak
Elchanan Bacharach in Frankfurt in 1567.

Banca Monte dei Paschi di Siena (Italian pronunciation: ['banka ‘monte dei 'paski
di 'siena]), known as BMPS or just MPS, is an Italian bank. Tracing its history to
a mount of piety founded in 1472 (549 years ago) and founded in its present form in
1624 (397 years ago), it is the world's oldest or second oldest bank, depending on the
definition, and the fourth largest Italian commercial and retail bank. In 1995 the bank,
then known as Monte dei Paschi di Siena, was transformed from a statutory
corporation to a limited company called Banca Monte dei Paschi di Siena (Banca
MPS).

WORKING ON THE TEXT

I. Find in Text 1 English equivalents for the following word combinations
and write them out:
JICIOHOBAHMM Ha MOTOYHHMX paxyHKax; KOHIEIMIli KPeIUTy Ta TO3UKH;, TpUiiMae

JIETIO3UTH B1J] HACENIEHHS; K 3aCTaBy B OapTepHii CUCTEMI; HaaMIPHE YW PU3UKOBAHE
KpPEIUTYBaHHS; MOTOYHUM PAXyHOK; II MOXXHA 3BaXyBaTH 3 ypPaxyBaHHSIM PHU3UKY;
3MIIACHIOBATH BUCOKWW DPIBEHb PETYJIOBAHHS OaHKIB; HAJAI0YM IMO3WKH HA BHILIAT;
YeKH, BUMHICAHI KJIIEHTaMH Y OaHKY; €eKOHOMIKa MOKe UTH Bi OyMy /0 crazny.

II. Find in the above text and copy out sentences in which the preposition
from is used. Make up your own sentence with it.
II1. Ask your own questions to the text for class discussion.

IV. Outline the main ideas of the text and write a summary.

WORKING ON WORDS

I. Memorize the following word combinations and make up your own
sentences with them:
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To face a number of risks, to increase the money supply, to play an important role
in financial stability, to provide different payment services, to issue debt securities.

I1. Complete the sentences with the words from the box:

|risk market interest borrowers banks banknotes supp1y|

1. Banks are financial intermediaries that lend money to ..... to generate revenue
and accept deposits. 2. Fractional reserve banking and the issue of ..... emerged in the
17th and 18th centuries. 3. Banks are susceptible to many forms of ..... which have
triggered occasional systemic crises. 4. The bank profits from the difference between
the level of ..... it pays for deposits, and the level of interest it charges in its lending
activities. 5. In 2007, there was an increase in the money ....., largely caused by much
more bank lending, which served to push up property prices and increase private debt.
6. The bank is regulated heavily, as it provides ..... stability and consumer protection.
7. Currently, commercial ..... are regulated in most jurisdictions by government
entities and require a special bank license to operate.

II1. Explain in English the meaning of:
installment loans, a bank, a bond, profitability, a capital market.

WRITTEN PRACTICE
I. Complete the sentences below by choosing the correct prepositions:

by from of at on for in to with

1. The Bank of England originated the permanent issue ..... banknotes in 1695. 2.
The bank lends the deposited money ..... customers who need capital. 3. With a
deposit account the customer undertakes to leave his money in the bank ..... a
minimum specified period of time. 4. A bank’s ability to create money is affected .....
the amount of reserves it must hold for its checkable deposits. 5. An organization
issuing bonds is liable to redeem the bonds and pay the interest promised ..... the
stated period. 6. By the beginning of the 19th century Lubbock's Bank had established
a bankers' clearing_house ..... London to allow multiple banks to clear transactions. 7.
The buyers and sellers usually interact ..... each other and participate in the trading of
bonds, shares and other assets in the financial market. 8. Historically, profitability .....
lending activities has been cyclical and dependent ..... the needs and strengths of loan
customers and the stage of the economic cycle.

I1. a) Study the grammar table and learn.

The perfect infinitive has the following structure: (to) have + past
participle. Examples are: to have missed, to have written, to have worked, to have
left etc.
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The perfect infinitive can have the same kind of meaning as perfect or past
tenses. It is often used after the modal auxiliary verbs could, would, might, ought,
should and needn’t to denote an action that was not fulfilled (unreal situations).

e.g. You should have asked my permission before going out. (The person
didn’t.)

With the modal verbs must, may (might), the perfect form of the infinitive
expresses probability with regard to a prior action.

e.g. The manager must have forgotten to ring him up.

b) Translate the following sentences containing modal verbs with the perfect
infinitive.

1. My friend is glad to have found a new job. 2. Now you discussed what you
ought to have said instead of what you said. 3. One of us ought to have weighted the
risks. 4. We were told to be careful and we ought not really to have left England for at
least another month. 5. They may have reached the office by now. 6. You shouldn't
have provoked him. 7. Now I see I needn't have worried about their payments. 8. The
customer should have arrived by now. 9. Our bank must have invested in marketable
debt securities and other forms of money lending. 10. I would have made installment
loans. 11. Our country must have institutionalized a system known as fractional reserve
banking. 12. How could it have been otherwise? 13. She should have discussed the
matter with the investor. 14. Her manager told himself she should have foreseen this
risky lending. 15. I would have given a great deal to know what was behind that affair.
16. Your bank must not have closed the customer's account without the reasonable
notice. 17. The bank would have made installment loans rather than have generated
new deposits.

¢) Find in Text 1 the sentence having the modal verb with the perfect
infinitive.

III. Translate the following sentences paying special attention to the perfect
participle.

Perfect participles demonstrate that an action was completed in the past. You
form the perfect participle by putting the present participle having in front of
the past participle.

Examples of perfect participles include having watched, having arrived, and
having slept.

1. Having delivered the message, the personnel director left immediately. 2.
Having experienced the advantages, we plan to enable customer payments via
telegraphic transfer and automated teller machines. 3. Having improved his German
Brian's promotion prospects were much better. 4. Having taken all these factors into
account, the latest investment paid for itself. 5. Having finished his report, Harry was
ready to present lending activities performed by the bank. 6. Having exchanged current
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funds to finance projects, our investors pursued a return on their financial assets. 7.
Having said this, she stopped speaking. 8. Having established the bank regulation, the
deposits analysis illustrates that excessive or risky lending can cause borrowers to
default. 9. Having prepared the accurate financial reporting today, we are very
exhausted. 10. Having repaired the computer, I finished the cost-benefit analysis by
constructing mathematical models.

IV. Make up sentences using the perfect participle.

SPEAKING

I. Discuss the following questions. Share opinions.

1. How does an electronic funds transfer payment work?
2. Is an electronic funds transfer safe? Why?

3. What is the purpose of electronic funds transfer?

I1. Say what circumstances can influence your decision to follow some career
(to take some course of training: to turn to somebody for advice; to change your
mind).

UNIT IX Text 1
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
accept v. [ak'sept] MIPUHUMATh npuiMaTu
account [a'kavnt] CYET pPaxyHOK
ancient ['ernfont] JIPEBHUM CTapoIaBHIN
automated teller machine OaHKoOMaT OaHKOMAaTr
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['o:temerttid 'telor ma'fi:n]
balance sheet ['beelans fi:t]
banking ['baenkin]

bond

boom [bu:m]

bust [bast]

cautious [ 'ka:fes]

capital ['keeprtl]

collateral [ka'leetarsl]
conduct v. ['kondakt]
continuation [ksn tinju’eifan]

default [d1'f>:It]

deposit [d1'pozit]
depository [di'pozitari]

debt [det]

earning [3:nm]

equity ['ekwrti]
excessive [ek'sesiv]
exercise v. [ 'eksasaiz]
face v. [fers]

fractional ['fraekfonal]
framework ['frermws:k]
hold v. [heuld]
indispensable [ ind1i'spensabl]
institutionalize v.

[ 1nstr'tju:fenalaiz]
jurisdiction [ dzveris'dikfon]

lending [lendin]
liability [ laza baltti]
liquidity ['ltkwidrt1]
loan [laun]
merchant ['ms:tfont]

OanaHC
0aHKOBCKOE JICIIO
oOuranus
OyM, aXKUOTaX
criaji, 0aHKPOTCTBO

OCTOPOXKHBIM,
[IPEyCMOTPUTENBHBIN
KaIuTall, COCTOSIHUE
3aJ10r

MPOBOUTH
MPOJOJIKEHUE,
BO300HOBJICHHE

nedoinr,

OyxranTepchbKuii Oanmanc
OaHKIBChbKa CIIpaBa
oOmirartis
oym
cnaj, OaHKPYTCTBO;
30aHKPYTLITUH
o0epeKHHH,
nepeaoadUTuBUi
KaItiTaj, MaiiHO
3acraBa
MIPOBOJIUTH
IPOJOBKEHHS,
TIOHOBJICHHSI
nedoinr,

HEBBITIOJIHEHHE 00513aTEJILCTB HEBUKOHAHHS 3000B'13aHb

JICTIO3UT, BKJIAI
XPaHWIHIIE; JETO3UTHBIN

JIOJIT
3apabaTbIBaHUE
COOCTBEHHBIN KamuTasl
V3JIMIIHUN, YpEe3MEPHBIN
OCYIIIECTBIISITh
CTaJKUBAThCS
(hpaKIMOHHBIN, YaCTUUHBIN
CTPYKTypa
JIepKaTh, IPOBOAUTH
HE3aMEHUMBIN
WHCTUTYLIUOHAJIU3UPOBATH,
HAJICJISITh 3aKOHHBIM
CTaTyCcoM
FOPUCIUKIIHS,
chepa noTHOMOUMI
KpEIUTOBAHUE
00s13aTeILCTBO
JUKBUIHOCTh
3aéMm, ccyaa
TOProBell
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JIETIO3UT, BHECOK
JIETIO3UTapiif;

JETIO3UTHUH

oopr
3apo0ITOK
BJIACHUH KaITiTall
HaJMIpHUI, 3alBUI
3I1HCHIOBATH
CTHKATHCS
TpiOHUHN, YaCTKOBUIA
CTPpYKTypa
BMIIIATH, TIPOBOJIUTH
HE3aMIHHUH
IHCTUTYLI1AT13yBaTH,
HAJUISATHA 3aKOHHUM
CTaTyCcoM
FOPUCIUKITIS,
CYJIOYHHCTBO
KpeIUuTyBaHHS
3000B'13aHHS
JIIKBIIHICTD
IIO3HKA, 3aII03HYCHHS
TOPTOBEIlb, KOMEPCAHT


https://en.wikipedia.org/wiki/Collateral_(finance)
https://en.wikipedia.org/wiki/Balance_sheet

merchant bank TOPTOBBIN OaHK TOProBUM OAHK

money supply ['mani sa'plar] aeHexHast Mmacca rpoIIoBa Maca
profitability [ profrtabilzti] peHTa0EbHOCTh peHTa0EbHICTh
prosperous [ 'prosparas] MIPOIBETAIOIIU I MIPOIBITAIOYNI
retail bank ['ri:terl baenk] PO3HUYHBIN OaHK po3apiOHMI OaHK
retain v. [r1'temn] YAEPKUBATH yTpUMYBaTH, 30epiratu
teller [ 'telor] Kaccup Kacup
UNIT IX Text 2
UNIT IX
BANKS & INVESTMENTS

I. Note the pronunciation of the following:
business [ 'biznas]
dividend ['dividend]
investment [1n'vestmant]
liability [ lars'bilxti]
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liquidity [ 'likwidsti]
priority [prar'orati]
profitable [ 'profitabl]

I1. Study the following text and retell it.
Text 2

Investments: Stocks

Stocks are the way of investing money. Investing in stocks is quite different from
investing in bonds. When you invest in bonds, you lend money. When you invest in
stocks, you become a part owner of a firm. If a business is profitable, part of the profits
may be distributed among the stockholders proportionally to the number of stocks they
own.

Stocks are popular with many people because they are attracted by the chance of
earning a high rate of return. But the risk of losing your savings invested in stocks is
usually greater with stocks than with bonds. Bonds are an unconditional liability
whereas stocks are not. This means that a company must pay its bondholders the rate of
interest promised regardless of whether its business has been profitable or not and
before it can pay any dividends to stockholders.

The dividend rate on stock, however, changes up and down depending on whether
the company has been profitable or not. If there is not enough money left to pay
dividends, or if the general meeting of the company on the proposal of the Board of
Directors decides to use the money earned for business expansion, stockholders might
get nothing back from their investment. On the other hand, if the corporation does well
and the Board of Directors declares dividends the stockholders can get a lot of
dividends.

There are two major classes of stocks issued by corporations, preferred and
common stocks. A preferred stock has priority over a common stock in the payment of
dividends. A preferred stockholder, for example, is paid first if profits are used to pay
any stock dividends. The dividends paid to preferred stockholders are usually limited to
a certain rate, which is indicated on the stock certificate. The preferred stock is less
risky than the common stock.

The common stock provides ownership in a stock company and a share of its
profits. Common stockholders are eligible to vote at the general meetings to determine
the strategy of the company. On a show of hands every stockholder has one vote and on
a poll he has one vote for every stock he owns. A common stock, however, has no stated
dividend rate. Common stockholders only receive dividends after preferred stockholders
receive their share of dividends. Yet, if the profits of a company are large the common
stockholders may receive more in dividends than preferred stockholders.

In selecting a stock to purchase, you need to determine for yourself, which of these
factors are most important to your personal investment plan: safety, liquidity, or rate of
return? If you buy stocks of a company with good business record, your investment can
be very safe, i.e. you can be sure that the money you have invested will be returned to
you but the profit it earns might be low.
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On the other hand, an investment can earn you a very high rate of return but might
not be liquid. In other words, if you need money right away you may find it difficult to
turn your investment into cash quickly. You should be aware that no single investment
can give you the highest possible rate of return and still be very liquid and safe.

(K.Dibrova, D.Nossamen, “English for Moneyholders”. SPb)

WORKING ON THE TEXT

I. Find in Text 3 English equivalents for the following word combinations and
write them out:

KOMIIaHisI 3 TapHOIO JUIOBOI0 pEIyTaIli€l0; BUCOKAa MPHOYTKOBICTh, MOXKYTh
OTpUMaTd OLIbIe Yy BUTISAAI JUBINEHIIB; CHoci®d BKIAJACHHS TPOIIEH; Oe3ymMOBHA
BI/IMOBIAANBHICT; 3asBJCHA CTaBKA JAUBIJICH]IIB BIJICYTHS; 3MIHIOETHCS BrOpy Ta BHU3,
Iy’)K€ BUCOKA MPHUOYTKOBICTh;, YacTKa MPUOYTKY; MPOMOPIINAHO A0 KUIBKOCTI aKIiif;
MpUBLICHOBAaH1 Ta 3BUYAMHI aKIlii, TAHIBIIN PYKH.

I1. Explain in English the meaning of:
an investment, the Board of Directors, a stockholder, to be profitable.

ITI. Answer the following questions:
1. Is investing in stocks quite different from investing in bonds? 2. What is the main
distinction between investing in stocks from investing in bonds? 3. Why are stocks
popular with a lot of people? 4. When is the risk of losing your savings greater? 5. What
does an unconditional liability mean? 6. When might stockholders get nothing back
from their investment? 7. When can the stockholders get a lot of dividends? 8. What
classes of stocks can be issued by corporations? 9. What stock has priority in the
payment of dividends? 10. What is indicated on the stock certificate? 11. Is the preferred
stock less risky than the common stock? 12. Common stockholders are eligible to vote
at the general meetings to determine the strategy of the company, aren’t they? 13. Does
a common stock have the stated dividend rate? 14. What stockholders may receive more
in dividends if the profits of a company are large? 15. What do you need to determine
for yourself in selecting a stock to purchase? 16. What can a company
with good business record guarantee you? 17. In which case may you find it difficult to
turn your investment into cash quickly?

IV. Find in the above text and copy out phrases in which the preposition on is
used. Then make up your own sentence with it.

V. Retell the above text using the words and word combinations of the topical
vocabulary.

WORKING ON WORDS

I. Memorize the following word combinations and make up your own
sentences with them:
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To have priority over, to turn your investment into cash, to get nothing back from,
to change up and down, on a show of hands, to determine for yourself.

I1. Complete the sentences with the words from the box:

money exchanges transaction accounts investor investors  index

1. In financial accounting, debt is a type of financial ..... , as distinct from equity. 2.
Stocks offer ..... the greatest potential for growth (capital appreciation) over the long
haul. 3. A bond is a fixed income instrument that represents a loan made by an ..... to a
borrower. 4. The amount of ..... you need to buy an individual stock depends on how
expensive the shares are. 5. Rates on money market ..... may be higher than comparable
savings accounts. 6. A market ..... is a popular measure of stock market performance. 7.
Stock ..... are secondary markets, where existing owners of shares can transact with
potential buyers.

III. Choose the correct preposition to complete each of the following
sentences:
over between without to by of at

1. Some companies allow you to buy or sell their stock directly through them .....
using a broker. 2. Direct stock plans usually will not allow you to buy or sell shares .....
a specific market price or at a specific time. 3. A stock’s price can be affected .....
factors inside the company, such as a faulty product, or by events the company has no
control over. 4. The stockbroker usually acts as the middleman ..... the buyer and the
seller. 5. The value ..... the stock is set by many people trading it in a free, open market,
most often a stock exchange. 6. Preferred shares are so named because they have
preference ..... the common shares in a company to receive dividends as well as assets
in the event of liquidation. 7. Debt is an obligation that requires one party, the debtor,
to pay money or other agreed-upon value ..... another party, the creditor.

IV. Explain and comment on the following word combinations from text 2
containing different forms of the verb “to earn”. Translate them in writing.

By the chance of earning a high rate of return, the money earned for business
expansion, the profit it earns might be low, an investment can earn you.

WRITTEN PRACTICE

I. Read the following sentences and comment on the functions of the infinitive
in the sentence.

1. If a company goes bankrupt, a preferred stock shareholder will have dibs on
assets before common stock shareholders. 2. If buyers outnumber sellers, they may be
willing to raise their bids in order to acquire the stock. 3. Stock markets of high quality
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generally tend to have a small bid-ask spread, and high liquidity. 4. An investment in
the stock market should be made with an understanding of the risks associated with
common stocks, including market fluctuations. 5. When a company establishes itself, it
may need access to much larger amounts of capital than it can get from ongoing
operations or a traditional bank loan. 6. If a company goes bankrupt and its assets are
liquidated, common stockholders are the last in line to share in the proceeds. 7.
Common stockholders are eligible to vote at the general meetings to determine the
strategy of the company. 8. To help manage risks, many investors spread their
investment dollars strategically among different assets and asset categories. 9. A typical
investing mistake is to concentrate a large percentage of your money in one stock or one
type of stock.

I1. Ask questions to which the following statements may serve as the answers
paying attention to the grammar.

1. Preferred stockholders usually don’t have voting rights. 2. Stocks offer long-
term growth potential, but may fluctuate more and provide less current income than
other investments. 3. Dividend stocks are considered safer than high-growth stocks,
because they pay cash dividends. 4. There are various types of shareholders of which
some can have voting rights. 5. The price of a stock fluctuates according to supply and
demand and many factors influence both. 6. If you have to sell shares on a day when the
stock price is below the price you paid for the shares, you will lose money on the sale.
7. This investment can earn them a very high rate of return. 8. Stocks are purchased
through the stock exchange or through a stockbroker.

I11. Choose the proper verb form and write down the translation.

1. Stocks are pieces of ownership of publicly ..... companies that clients purchase
with the hopes of turning a profit. 2. If you don't have sufficient knowledge of investing
you ..... most or even all of your investment capital. 3. Before my friend got into
investing of this kind, he first ..... sure that his overall financial situation had been in a
position to accommodate the new activity. 4. An investment involves putting capital to
use today in order ..... its value over time. 5. Because investing is oriented toward the
potential for future growth or income, there is always a certain level of risk ..... with an
investment. 6. This investment bank ..... a variety of services to individuals and
businesses last month. 7. As an investor I don’t ..... higher returns from riskier
investments. 8. An investment ..... any income, or may actually lose value over time.

Keys: provided, had made, may not generate, can lose, to increase, expect, traded,
associated.

IV. Read and translate the following sentences containing modal verbs must,
can’t/couldn’t with the perfect infinitive.

must + perfect infinitive is used for affirmative deductions,
can’t/couldn’t + perfect infinitive is used for negative deductions.
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1. The lender must have invested the funds during that period instead of providing
a loan, which would have generated income from the assets. 2. He must have borrowed
money to fund this project or launch business 3. Their investor must have looked for
principal protection and income in the form of regular dividends. 4. The company can't
have obtained money from some external source, such as loans or credit when it lacked
sufficient funds to operate. 5. This common stockholder can't have had a higher claim to
dividends or asset distribution. 6. My uncle must have borrowed to pay for college
tuition of his son. 7. Your investors must have demanded equity stakes in order to
capture future profitability and growth that debt instruments did not provide. 8. The
borrower couldn't have had a lower interest rate because was considered high risky by
the lender.

V. Choose the best alternatives in the following sentences:

1. If the competition will get /gets tough they’ll start business elsewhere. 2.
Liquidity refers to the speed and the certainty with which an asset can be converted/be
converting back into money, whenever the asset-holders desire. 3. In the event of a
liquidation, preferred/preferring stockholders' claim on assets is greater than common
stockholders but less than bondholders. 4. In economics, inflation refers/ refer to a
simultaneous progressive increase in all prices (including wages) in an economy. 5. The
interest rate is the amount a lender charges a borrower and is a percentage of the
principal — the amount loaning/loaned. 6. Financial institutions, such as banks, are in
the business of providing capital to businesses, consumers, and investors to help them
achieve/to achieve their goals. 7. Debt is a loan that must pay/be paid back often with
interest, but it is typically cheaper than raising capital because of tax deduction
considerations.

TOPICS FOR DISCUSSION

I. Discuss the following question. Use the topical vocabulary.
What are the benefits and risks of stocks?

I1. What is your opinion on the following problem? Prove your point of view.
Many people say that learning foreign languages is a waste of time.

UNIT IX Text 2
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
attract v. [a'treekt] MIPUBJICKATh 3aJIy4aTtu
bond obnuramnus obJiraris
bondholder ['bond hauvldar] nep>KaTeNb O0aUranu BJIACHUK OOJiramii
business record [ ‘reko:d] JIeJI0Basi penyTalus JIJTIOBHI 3aIIKC;

JIJI0Ba pemyTaltis
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cash [keef]
common stock [ 'koman stok]
eligible [ elidzabl]

ivest v. [in'vest]
liability [ lara balrti]

liquidity ['ltkwidrti]

own v. [sun]

poll [pavl]

preferred stock [pr1'fz:d stok]
profitable ['profrtabl]
purchase v. ['p3:tfos]

rate of return ['rert sv rr'ta:n]

record

saving(s) ['sewvin]

share [fea(n]

stock [stok]

stockholder [ 'stok hauvldar]
susceptible [sa'septibl]
unconditional [ ankan'difsnal]
vote v. [vaut]

UNIT X

HAJMYHbBIE JCHBTH
OOBIKHOBEHHAS aKIINs
HMMEIOLINH TPaBo,
MOAXOASIIIUN
WHBECTHPOBATh,
BKJIQJILIBATh JICHBI'U
0053aHHOCTb,
00513aTeIbCTBO
JUKBUIHOCTh
BJIA/IETh
OTIPOC, TOJIOCOBAHUE
MPUBUJICTUPOBAHHBIC AKITUU
MPUOBLITHHBIN
MOKYyTaTh, MPUOOPETAThH
HOpMa PUOBLIH
(10XOMHOCTH)
3aIACh, PETUCTPALTHS
cOepEIKEHUS; SKOHOMMUS
JTOJISI; aKIIMs
AKIIHSI
aKIMOHEP
BOCIIPUMMYMBBIN
0€3yCI0BHBIM
roJI0COBaTh

TOTIBKA
3BHYAliHa aKIis
MPUNHATHUI

1HBECTYBAaTH,

BKJIaJIaTH TPOILII
BIJIITOB1AIbHICTb,
3000B’ sI3aHHS
JIIKBIIHICTD

BOJIOXITH
OIHUTYBAHHSI, TOJIOCYBaHHS
MpUB1JICHOBaH1 aKIlii
pUOY TKOBHIA

KyIyBaTH, 3100yTH
HOpMa MPUOYTKY
(mpuOYTKOBICTB)

3aIKC, PeECTpaLis
320111 PKCHHS; EKOHOMIS
yacTKa; aKIlis
aKIis

aKITloHep
CIIPUMHATINBUI
0e3yMOBHMI1
TOJIOCYBATH

Text 1

UNIT X

FINANCIAL SYSTEM & RISK MANAGEMENT

I. Note the pronunciation of the following:
assets [ 'eesets]
borrower [ 'boraver]
equity [ ekwrti]
financial [far'neenfl]
insurance [in'fuarans]
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mechanism [ 'mekanizem]|
schedule ['fedju:l]
securities [s1'kjuarttiz]
supply [se'pla1]

I1. Study the following text and retell it.
Text 1
Financial system

A 'Financial system' is a system that allows the exchange of funds between
financial market participants such as lenders, investors, and borrowers. Financial
systems operate at national and global levels. A financial system is a set of institutions,
such as banks, insurance companies, and stock exchanges that permit the exchange of
funds. Financial systems exist on firm, regional, and global levels. Borrowers, lenders,
and investors exchange current funds to finance projects, either for consumption or
productive investments, and to pursue a return on their financial assets. The financial
system also includes sets of rules and practices that borrowers and lenders use to
decide which projects get financed, who finances projects, and terms of financial deals.

In other words, financial systems can be known wherever there exists the
exchange of a financial medium (money) while there is a reallocation of funds into
needy areas (financial markets, business firms, banks) to utilize the potential of ideal
money and place it in use to get benefits out of it. This whole mechanism is known as
a financial system.

Financial markets involve borrowers, lenders, and investors negotiating loans and
other transactions. In these markets, the economic good traded on both sides is usually
some form of money: current money (cash), claims on future money (credit), or claims
on the future income potential or value of real assets (equity). These also include
derivative instruments. Derivative instruments, such as commodity futures or stock
options, are financial instruments that are dependent on an underlying real or financial
asset's performance. In financial markets, these are all traded among borrowers,
lenders, and investors according to the normal laws of supply and demand.

Most financial systems contain elements of both give-and-take markets and top-
down central planning. For example, a business firm is a centrally planned financial
system with respect to its internal financial decisions; however, it typically operates
within a broader market interacting with external lenders and investors to carry out its
long term plans.

At the same time, all modern financial markets operate within some kind of
government regulatory framework that sets limits on what types of transactions are
allowed. Financial systems are often strictly regulated because they directly influence
decisions over real assets, economic performance, and consumer protection.

Multiple components make up the financial system at different levels. The firm's
financial system is the set of implemented procedures that track the financial activities
of the company. Within a firm, the financial system encompasses all aspects of finances,
including accounting measures, revenue and expense schedules, wages, and balance
sheet verification. Financial systems allow funds to be allocated, invested, or moved
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between economic sectors, and they enable individuals and companies to share the
associated risks.

On a regional scale, the financial system is the system that enables lenders and
borrowers to exchange funds. Regional financial systems include banks and other
institutions, such as securities exchanges and financial clearinghouses.

The global financial system is basically a broader regional system that
encompasses all financial institutions, borrowers, and lenders within the global
economy. In a global view, financial systems include the International Monetary Fund,
central banks, government treasuries and monetary authorities, the World Bank, and
major private international banks.

(From Wikipedia, the free encyclopedia)

WORKING ON THE TEXT

I. Find in Text 1 English equivalents for the following word combinations
and write them out:

TOBapHi (p'rouepcu 4u OMINIOHM Ha aKIlii; HaOlp peani30BaHUX MPOIEIyp; MOX1IHI
THCTPYMEHTH; TIpeTeH3li Ha MaiOyTHI rpoii; 0OOMIH KOIITIB; MOMHUT 1 MPOIO3HUIIis;
NO3UYAJIBbHUKU Ta KpeaAUTOpH; MiXKHApOAHUN BaIOTHUN (QOH; OipiKi MIHHUX ManepiB
Ta (piHAHCOB1 KJIIPUHIOBI MaJIaTH; IPArHyTH NOBEPHEHHS CBOIX (PIHAHCOBUX AKTHBIB;
K B3a€EMOBUTIJIHI PUHKH, TaK 1 [IEHTpaJII30BaHE MJIaHYBaHHS 3BEPXY BHU3; MEpEBipKa
OaJlaHCy; 3aXUCT CIOKUBaya.

II. Find in the above text antonyms to following words:
impermanent, to loosen, expenditure, loaner, narrower, to deregulate, to disable,
bottom-up, similar.

III. Look through the text again and find the answers to the following
questions:

1. What is called a financial system? 2. Do financial systems operate at national
and global levels? 3. What do borrowers, lenders, and investors exchange? 4. What do
you know about financial markets? 5. Are commodity futures or stock options financial
instruments? 6. What elements do most financial systems contain? 7. Why are financial
systems strictly regulated? 8. What does the financial system encompass within a firm?
9. Between what sectors do financial systems allow funds to be allocated, invested, or
moved? 10. What do regional financial systems include? 11. What is the global
financial system?

IV. Retell Text 1 using the words and word combinations of the topical

vocabulary.

WORKING ON WORDS
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I. Match the words with their definitions:
Key words: treasury, a supply, consumption, schedule, clearinghouse, trade,
insurance, borrower, to permit, a fund, negotiation.

1. A bankers' establishment where checks and bills from member banks are
exchanged, so that only the balances need be paid in cash.

2. The discussion aimed at reaching an agreement.

3. A place or building where treasure is stored.

4. A person or organization that takes and uses something belonging to someone
else with the intention of returning it.

5. The using up of a resource.

6. To give authorization or consent (to someone) to do something.

7. The action of buying and selling goods and services.

8. A sum of money saved or made available for a particular purpose.

9. A stock of a resource from which a person or place can be provided with the
necessary amount of that resource.

10. A practice or arrangement by which a company or government agency provides
a guarantee of compensation for specified loss, damage, illness, or death in return for
payment of a premium.

11. A plan for carrying out a process or procedure, giving lists of intended events
and times.

I1. Complete the sentences with the words from the box:

system  markets  media linkage savings  mediator funds

1. Money, credit, and finance are used as ..... of exchange in financial systems. 2.
All financial institutions are acting as a ..... between the investors and borrowers. 3. A
modern financial ..... may include banks, financial markets, financial instruments, and
financial services. 4. The investor's ..... are mobilized either directly or indirectly via
the financial markets. 5. To be able to provide home buyers and builders with the .....
needed, banks must compete for deposits. 6. The products which are traded in the

financial ..... are called financial assets. 7. Financial institutions consist of complex,
closely related services, markets, and institutions intended to provide an efficient and
regular ..... between investors and depositors.

III. Find in the above text and copy out phrases in which the preposition
within is used. Translate them.

IV. Study the following word combinations and make up your own sentences
or situations with them:

to exchange funds, in financial markets, stock exchanges, to influence decisions
over real assets, claims on future money, to carry out long term plans, to invest funds.
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WRITTEN PRACTICE

I. Choose the correct alternative in each of these sentences paying attention
to modal verbs and infinitives active/passive.

1. These goods and services can be exchanged/can exchange as an alternative
to bartering. 2. A bank can be generated/can generate revenue in a variety of different
ways including interest, transaction fees and financial advice. 3. Individuals or groups
that want to establish a financial intermediary, such as a bank or an insurance company,
must be obtained/must obtain a charter from the state. 4. A financial intermediary’s low
transaction costs mean that it can provide/can be provided its customers with liquidity
services. 5. Financial intermediary can define/can be defined as an organization that acts
as a bridge between the investor and the borrower. 6. This financial intermediary can
make/ can be made profits by reducing transactions costs. 7. The funds must
allocate/must be allocated between economic sectors to enable the company to share
the associated risks.

II. Supply possessive pronouns in agreement with their nouns in the
following sentences:

1. Our employees become more responsible for the financial activities of .....
company. 2. Last year we had ..... English classes twice a week. 3. I know the
personnel manager but I don’t know ..... assistant. 4. You always go to see .....
friends on Saturdays. 5. Our manager couldn’t use ... notebook because it was
broken. 6. The loan officer looks through ..... business documents every morning.
7. My sister likes ..... new job in the bank very much. 8. I want to phone the
department manager. Do you know ..... phone number? 9. Does he think most
people are happy in ..... jobs? 10. Some of these financial intermediaries help
businesses carry out ..... long term plans. 11. I and ..... twin sister have an identical
interest in innovation and creative thinking. 12. The business firm is a centrally
planned financial system with respect to ..... internal financial decisions.

III. Copy the following sentences. Underline personal pronouns in the
objective case:

1. The superior is very busy. Please don’t disturb him. 2. My parents never used
to let us go out on our own in the evening. 3. I really enjoy meeting my friends and
talking to them over coffee. 4. Our manager says he knows you and your business
firm. 5. An unauthorized person with access to your personal information could use
it for blackmail. 6. She may contact him by phone tomorrow morning. 7. My friend
has already sent me useful information about financial services for clients. 8. You must
inform her about decisions over real assets immediately. 9. These security procedures
limit freedom to access the personal information, so we must implement them carefully.
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IV. Use the absolute form of possessive pronouns instead of the conjoint in
the following word combinations according to the model:

Mo del: my task — a task of mine
her plan — a plan of hers

your activities, his personal banking, our manager, your problem, its services, my
investment, their insurance policies, her transaction, my program, our assets, his
deposit, my loan.

V. Translate the following sentences paying attention to the reflexive
pronouns.
1. We can do this transaction by ourselves. 2. Our manager was so sick that he
wasn’t able to look after himself. 3. She blamed herself for the accident yesterday. 4. I
want to introduce myself to my future senior manager. 5. He can give me a piece of
advice, but I want to solve the problems myself. 6. A virus might attach itself to a
program such as a spreadsheet program. 7. The investors pursued a return on their
financial assets by themselves. 8. Please sit down and make yourself comfortable. 9. A
worm is a computer program that has the ability to copy itself from machine to
machine. 10. Why didn’t you introduce yourself to the meeting? 11. Although the text
on regional financial systems was very difficult we translated it by ourselves. 12. You
often deceive yourselves.

VI. Translate the following sentences containing different forms of
pronouns:

1. The most effective action you can take is to educate your employees and
administrators on why your financial plan is important. 2. All employed working at
different levels must perform their assigned duties well. 3. We need to mobilize public
and private resources to invest in the development projects of our company. 4. Did the
employees take the corrective action in decision making by themselves? 5. My
colleague often talks to himself. 6. This management theory concerns itself with
different types of training and development of human resource. 7. Some programs are
designed to transmit information to advertisers unbeknownst to you. 8. Financial
intermediaries offer claims against themselves known as indirect securities, tailored to
the risk, return and liquidity requirements of the lenders. 9. Financial intermediaries
provide a proper structure to carry forward their financial transaction in a proper
manner. 10. This lobbyist is trying to influence financial decision to her benefit. 11. He
gathers information and transmits it to interested parties. 12. Maybe, a bribe giver has
given him an offer of money "under the table". 13. The agent requested a payment to
influence these contracts for his benefit. 14. The purchasing manager granted a
contract to us. 15. The organizational culture itself has determined the arrangement of
design factors of our organization. 16. This can be used to develop success criteria for
future projects of hers. 17. The manager explained me the terms of financial deals. 18.
My elder brother works together with them on the project of productive investments.
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VII. Choose the proper verb form and write down the translation of each
sentence:

1. Financial institutions ..... financial services for members and clients. 2. One
source of deposits for banks is brokers who ..... large sums of money on behalf of
investors through trust corporations. 3. Activities ..... by banks include personal
banking, corporate  banking, investment banking, private _banking, transaction
banking, insurance, consumer finance and trade finance.4. When a financial

transaction ..... place, the lender wants to ensure that his money is invested in a secure
place, and he would be paid back the amount that he has lent. 5. Financial
intermediaries ..... services to organizations who want to raise funds from markets and

take care of financial assets (deposits, securities, loan, etc). 6. This insurance company
.. insurance policies to individuals that can ensure that individuals and companies
are procured against unprecedented events. 7. Through the process of financial
intermediation, certain assets or liabilities ..... into different assets or liabilities. 8.
Savers (lenders) give funds to an intermediary institution (such as a bank), and that
institution ..... those funds to spenders (borrowers). 9. The bank ..... a very important
role in determining the supply of money, which in turn affects many aspects of the
economy. 10. The regulation of these financial intermediaries ..... to improve control
over the money supply.
(Missing verbs: is intended, undertaken, provides, gives, deposit, is taking, plays,
provide, are transformed, offer)

SPEAKING

I. What could you add to prove this point of view? Give your reasons.

The role of financial intermediaries in creating and establishing a good resonance
in the financial system is quite important to facilitating transactions between the buyer
and seller.

I1. Express your opinion on the following questions:
Do you know people who put their whole life into their work? Is it a quality to be
admired? Say what you appreciate in a person’s attitude towards work.

UNIT X Text 1
VOCABULARY
ENGLISH RUSSIAN UKRAINIAN
allocate v. ['elskert] pacnpenensiTh; aCCUTHOBaTh  BUJAUIUTU, aCUTHYBATH
assets [ 'asets| PECYpPCBhI; aKTHUBBI aAKTUBU
benefit [ 'benifit] BBITOJ1a; IT0JIb3a; TPUOBLIbH KOPHUCTh; BUTOJ1a
borrower [ 'boravar] 3aEMIIUK MO3UYaJIbHUK
claim [kletm] npeTeH3us, TpeboBaHue, MpEeTEeH31s, BUMOTa,
UCK 030B
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clearinghouse [ 'klzarinhaus]
commodity [ka'modati]

consumption [kan'sampfen]
demand [dr'ma:nd]
derivative [d1'rvativ]
encompass v. [in'kampas]
equity [ ekwrti]

framework ['frermws:k]
fund [fand]
future [ fju:tfa(n]

insurance [in'[uarans]
investment [1n'vestmant]

lender [ 'lendar]

loan [lsun]

negotiate v. [na'gaufiert]
permit v. [pa'mit]
pursue v. [pa'sju:]

reallocation [r1,eele 'ketfn]
return [rr'tz:n]

schedule [ ‘fedju:l]
securities [s1'kjuarrtiz]
stock

supply [sa'pla1]

pacuérHas nanara
TOBap,

npeaMeT NoTpeOIeHHs
noTpedieHne

CIpoc, NOTPeOHOCTh
JepUBaT; IPOU3BOIHAS

OXBaTHTh; 3aK/II0YaTh B ceOe
KaIuTaj; CIIPpaBeIJInBOCTh

CTPYKTYypa, OCHOBA
dbonp, pesepn

CPOYHBIN KOHTPAKT;
brrouepc

CTpaxOBaHUE
WHBECTULINS,
WHBECTUPOBAHUE
3aMMOJIaBEL, KPEIUTOP
3aéM, ocyza

BECTH IIEPETOBOPEI
paspemnarb

MpeciIeIoBaTh, MPOAOJKATh

nepepacnpeesieHue
BO3BpaT, BO3MEILLEHUE
pacnucaHue

LIEHHbIE OyMaru

aKuus

IIOCTaBKa, MPEII0KEHUE

pO3paxyHKOBa nauara
TOBAp, MPOIYKT

CIIO’KMBaHHS
MOTIUT, BUMOTA
JiepyBaT; OX11Ha
OXOILTIOBATH;, MICTUTH
BJIACHMH KaIliTa;
CIIPaBEJIUBICTh
CTPYKTypa, OCHOBA
dbonp, pesepn
TEPMIHOBUI JOTOBID;
¢’ rouepc

CTpaxyBaHHS
IHBECTHIIIA,
1HBECTYBaHHSI
MO3UKOJIaBellb, KPEUTOP
3arMo3UYCHHS, MO3UKa
BECTHU MEPETOBOPH
JI03BOJISITH, JTOTTYCKaTH
nepeciiayBatu,
IPOJIOBKYBATH
nepepo3noALI
MOBEPHEHHS; 00iT
po3KIan

[[IHHI Manepu

aKIis

MOCTaBKa, MPOTIO3UIIisS

UNIT X Text 2
top-down [ top'daun] HUCXO AN HU3X1IHAN
trade v. TOProBaTh TOPryBaTH
treasury [ 'trazer] Ka3Ha4euCTBO; Ka3Ha4euCTBO;
COKPOBHUIITHHUIIA CKapOHHUIISA

wage [werds]

3apa0oTHas IJiaTa

UNIT X

3apo0iTHA mIaTa

FINANCIAL SYSTEM & RISK MANAGEMENT
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I. Note the pronunciation of the following:
concession [kan'sefan]
elasticity [ 1lees trsti]
finance [ 'fainaens]
fluctuation [ flaktju'etfon]
managerial [ maena dz1arisl]
microeconomic [ markrauvi:ka' nomik]
minimization [ minimar zein]
quantification [kwontifi'keifn]
stochastic [sts'kaestik]

I1. Study the following text and retell it.
Text 2

Risk Analysis in Managerial Economics

Managerial economics is a branch of microeconomics that uses analysis
techniques of microeconomics in decision making for business and other management
units. It applies the microeconomic theories pertaining to pricing and cost into
practice. It uses statistical and econometric calculations to provide optimal decisions.
Due to constraints in resources, firms and households try to maximize their objectives
subject to budget constraints. Business management adopts usage of managerial
economics when dealing with critical decisions making policies. These include risk
analysis, pricing analysis, capital budgeting and production analysis.

Risk analysis means that optimal decisions have to be made to minimize the
variability of expected returns from the actual returns. It may also involve minimizing
loss on capital and delay in receiving the returns.

Pricing analysis adopts the microeconomic theory of demand and supply to get
optimal and feasible price levels. It also incorporates price discrimination behaviors
for monopolists and the price elasticity of demand.

Capital budgeting involves corporate finance decisions geared towards asset
investments and valuations of investment expenditures. Project analysis is also a vital
part of decision making.

Optimal production decisions are paramount to minimize wastage and excess
output. Production analysis is centered on allocation of factors of production like
capital and labor, production efficiency and cost minimization.

Every investment decision carries the element of return and risk associated with
it. Returns can be earned from capital gain or yield from equities and other fixed
income investments. Variability and deviation of returns from the expected level is the
risk associated with the investment. The risk—return trade off is the fact that those
investments that offer high returns have a higher associated level of risk and vice
versa. Risk analysis is therefore an integral part of business decision-making process.

Risk analysis lies in the everyday volatilities and uncertainty of investments.
According to Cornelius Keating, risk analysis is the study of “the unwanted subset of a
set of uncertain outcomes”. By analyzing risks through probability, various possible
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outcomes are listed and a probability assigned to each likely outcome. Probability
distribution is then used to calculate expected outcome. If a manager wants to calculate
expected profit from a certain project, the weighted average, which is the expected
return from the project, is got by summation of the product of possible profit and the
probability distribution. If the project has a higher probability distribution, then its
actual profit is more highly chanced to be close to the expected value. Any variations
might be stochastic risk that is not explained by the probability model.

There are several risks that managements face every day and such it is important
for such risks to be minimized. The most common form of risk is the political risk
associated with changing political environments. Political authorities change with time
but stability in market environment changes with every change. Markets are highly
sensitive to new policies that might be adopted by new governments therefore eroding
expected returns to investments. Radical changes in tax structure, currency reforms,
and restrictions in capital transfer possess a risk premium to returns.

The second risk investors’ face is the exchange rate risk. Fluctuations in
exchange rates cause changes in earnings for foreign holding and trade, and
profitability of foreign firms. Since trade involves import and export, any sudden
change in the exchange rates is a risk to investors. Thus, variability in exchange rates
causes variability in returns.

Liquidity risk is another risk associated with investment. Management is
interested in easiness with which a certain investment can be converted into cash
without concession of the price. When significant amount of capital is invested, there
should not be a problem when the investment is to be liquidated. When such a problem
occurs, the investment is said to possess a liquidity problem. Equities and fixed income
investments like bonds are more liquidity than fixed assets like machinery. Various
secondary markets have their different liquidity risks.

When an operation has been identified to possess uncertainty that borders on
risk, implementation of risk analysis lies in three basic steps. The first step involves
identification of possible opportunity where the risk analysis tools can be used. It
involves identification of all possible sources of risks. The second step involves
quantification of various possible outcomes. It involves quantifying associated risks.
The last stage is concerned with assessing, within the possible outcomes, the estimated
best economic or operational result. The third and second stages involve data
collection, cost analysis, probability, and economic determination.

(From https://phdessay.com/risk-analysis-in-managerial-economics/)

WORKING ON THE TEXT

I. Find in Text 2 English equivalents for the following word combinations
and write them out:
iHBeCTHIlIi B akImii Ta (IKCOBAaHUM JOXIJ; KOMIIPOMIC MIX pPH3UKOM Ta
npuOyTKOBICTIO; Ham0aBKa 3a PHU3HK JIOXIMHOCTI; Taly3b MIKPOCKOHOMIKH;
palioHaJIbHI PIIIEHHS; pO3paxyBaTH OYIKyBaHUW PE3yJIbTAT; PU3HKH, K1 MAIOTh OyTH
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3BEICHI JI0 MIHIMyMY; OIliIHKa I1HBECTHI[IMHUX BUTpAT; BUKJIMKAE MIHJIUBICTD ¥y
JI0X0J1aX; BU3HAUYEHHS MMOBIPHOT MOXUIMBOCTI; Y MeXaX MOXJIMBHUX PE3yJbTaTiB; AJIs
1HO3EMHOT'0 XOJIIUHTY Ta TOPTiBIIi.

I1. Explain in English the meaning of:
An investment, managerial economics, cost minimization, the probability
model.

III. Answer the following questions:

1. What does managerial economics use? 2. When does business management
adopt usage of managerial economics? 3. What does risk analysis mean? 4. What does
pricing analysis adopt the microeconomic theory of demand and supply for? 5. What
corporate finance decisions does capital budgeting involve? 6. Why are optimal
production decisions paramount? 7. What can returns be earned from? 8. What does
the risk—return trade off represent? 9. When are various possible outcomes listed and a
probability assigned to each likely outcome? 10. In which case is the actual profit of
the project more highly chanced to be close to the expected value? 11. Why is it
important for the risks to be minimized? 12. What is the difference between political
authorities change and stability in market environment changes? 13. What do
fluctuations in exchange rates cause? 14. Why is any sudden change in the exchange
rates a risk to investors? 15. What is liquidity risk associated with? 16. What does the
first step of risk analysis involve? 17. Which step involves quantifying associated
risks? 18. What is the third stage concerned with?

IV. Sum up your ideas of Text Two.
WORKING ON WORDS
I. Memorize the following word combinations and make up your own
sentences with them:
To be centered on, to be interested in, to apply into practice, to be converted into

cash, be close to the expected value, due to constraints in.

I1. Complete the sentences with the words from the box:

component interest decisions managers analysis rate inflation

1. For investments like fixed deposit in banks, when the ..... on return is lower
than the prevailing market inflation, then there exists a risk. 2. Knowing the risks
makes it possible for the ..... of the business to formulate a plan for lessening the
negative impact of them. 3. When an investment’s return is affected by the ..... rate, it
is also most likely to be affected by inflation risk. 4. Risk management is recognized as
an integral ..... of good management and governance. 5. Interest rates generally tend
to rise when ..... rises. 6. Risk ..... is a proven way of identifying and assessing factors
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that could negatively affect the success of a program. 7. You haven’t made optimal
production ..... to minimize wastage and excess output.

I11. Study the table and learn phrasal verbs with “deal”.

Deal with somebody means to take an appropriate action in a particular
situation or according to who you are talking to, managing, etc.
Our manager is used to dealing with all kinds of people in his job.
Deal with somebody/something means to do business with a person, a
company or an organization.
We have dealt with their company for many years.
Deal with something means to solve a problem, perform a task.
Have you dealt with these contracts yet?
Deal something out means to share something out among a group of people.
The profits were dealt out among the investors.
Deal in something means to buy and sell a particular product.
Our company deals in computers and computer-based equipment.
(From the Oxford Advanced Learner’s Dictionary)

IV. Choose the correct preposition to complete each of the following

sentences:
with out in

1. The Seller deals ..... computers of the latest model and gives a 10% discount
for large orders. 2. Low-level managers deal ..... ensuring the quality of employees’
work and guiding staff in everyday activities. 3. The authorization rights to view
payroll data are dealt ..... only among the financial group of users. 4. Labour
economics deals ..... problems of the labour market as viewed by firms, workers, and
society as a whole. 5. The responsibilities must be dealt ..... fairly among employees
of our department. 6. The government must now deal ..... the problem of high
unemployment. 7. The company deals ..... compressors of high reliability and
guarantees the prompt delivery. 8. Last week he dealt ..... recovering information that
had been corrupted by an unexpected system failure. 9. Our marketing department is
dealing ..... a new type of product and a new usage for an existing product. 10. Tasks
such as risk analysis, minimizing loss on capital and evaluating an investment’s return
will be dealt ..... among our special authorized personnel.

WRITTEN PRACTICE

I. Translate the following sentences paying special attention to modal verbs
and their equivalents with the Infinitive Passive.

1. The consideration can be given as to how the project may be redesigned to
reduce risks to an acceptable level. 2. If something needs to be done, we take steps to
eliminate or control the risks. 3. Organizational members and an advisor must always
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be informed about the outcome of the risk assessment. 4. A decision then has to be
made on which project to adopt or if it is worthy implementing. 5. Ideally, the same
level of expected benefits may be found to be achievable with less risk. 6. Each
project’s incremental cash flow expected during a certain period is to be discounted
and valued at the present time. 7. There are two types of events i.e. negative events can
be classified as risks while positive events are classified as opportunities. 8. In my
opinion, the risk management decisions may be prioritized within overall company
goals. 9. In estimation of price elasticity of demand, sensitivity analysis can be used to
estimate how revenue will be affected. 10. Each model must be used to estimate the
individual effect of interest rates and time on total project cost. 11. Sensitivity analysis
has to be used to gauge the strength and reliabilities of constructed models, estimate
source of model variability, optimum allocation of resources, form basis for future
collection of data.

I1. Find in the above text and copy out sentences containing modal verbs and
their equivalents with the Infinitive Passive.

III. Choose the correct preposition to complete each of the following

sentences:
of on at from with in for

1. Risks can come ..... various sources including uncertainty in international
markets, threats from project failures, legal liabilities, credit risk, accidents, natural
causes and disasters. 2. When a business is aware ..... the potential risks that are
associated with their business, it is easier to take steps to avoid them. 3. Risk
assessment should produce such information ..... senior executives of the organization.
4. In pricing decisions, management can also adopt various models to estimate effect
of a change in supply ..... the total unit cost of production. 5. This analysis allowed us
to examine the risks that we or our organization face, and decide whether or not to
move forward ..... a decision. 6. When there are more parameters ..... hand, sensitivity
analysis is used to measure what parameter has the biggest weight effect. 7. In the
assessment process it is critical to make the best educated decisions ..... order to
properly prioritize the implementation of the risk management plan.

IV. Read the following sentences and state the function of complexes with the
gerund.

1. Business management adopts usage of managerial economics when dealing
with critical decisions making policies. 2. Do you mean you object to my bringing Mr
Smith here? 3. I had called there twice now without him being able to see me. 4. The
most common form of risk is the political risk associated with changing political
environments. 5. When embarking on capital budgeting and investments, management
always wants to know the chance that its long term projects like research and
development projects are worthy the resources. 6. Certain risk management standards
have been criticized for having no measurable improvement on risks. 7. Everyone
liked his idea of adopting the microeconomic theory of demand and supply to get
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optimal and feasible price levels. 8. Risk identification consists of determining which
risks are likely to affect the project and documenting the characteristics of each. 9. The
responsibility for managing risk is shared amongst all the stakeholders of the project.

TOPICS FOR DISCUSSION

I. Comment upon the following statement. Share opinions.
In order to select the right response for each risk, the project team will need the best
possible assessment of the risk and description of the response options.

II. Imagine that you are a television reporter. You are interviewing:

a successful project manager. Ask him about his career, his risk analysis techniques
of microeconomics in decision making for business, the last project he took part in, his
successes and failures; his likes and dislikes and the way he spends a typical day.

UNIT X Text 2
VOCABULARY

ENGLISH RUSSIAN UKRAINIAN
allocation [ als'keifon] pacmpezesieHue, pa3MenieHlue BUAUICHHS, PO3MIIICHHS
calculation [ keelkju'lern] pacy€r, BHIYUCICHHE PO3paxXyHOK, KaJbKyJIsAL1s
concession [kan'sefon] YCTYIIKa, KOHIIECCHS MOCTYTIKa KOHIIECis
constraint [kan'streint] OTrpaHUYEHUE, IPUHYKJECHUE OOMEXKEHHS, TPUMYC
delay [dr'le1] 3aJiep)KKa, OTOPOUYKa 3aTpUMKa, BIAKIadaHHS
distribution [ distr1'bju:jn] pacrpeseneHue PO3IOBCIOIKEHHS
earn v. [3:n] 3apabaThIBaTh 3apo0IIATH
erode v. [1'roud] pa3pymatb iIpUBATH
excess [1k'ses] M30BITOK, IPEBHIIIICHHUE HaJIMAIIIOK
feasible [ 'fi:zabl] OCYILIECTBUMBIH, 3MIMCHEHHHUH, MOKIIUBUI

BBITIOJTHUMBIA
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fluctuation [ flaktju'eifon]
gear v. [ga(n]

liquidate v. [ 'ltkwidert]

loss

managerial [ maena'dzarial]

paramount [ 'paersmaont]
pertain v. [p3:'tein]
possess V. [pa 'zes]

quantification [kwontift'kein]

quantify v. [ 'kwontrfai]
return [rr'tz:n]
stochastic [sts'kaestik]
sudden [ 'sadn]

trade off [ 'trerd of]
volatility [ vola'tilit1]

wastage [ 'werstidz]
yield v. [ji:ld]

KoJebaHue
npucnocabIuBaTh

KOJINBaHHA
IMPUCTOCOBYBATHU

JIMKBUIAUPOBATb, YHUYITOXATb J'IiKBiILYBaTI/I, 3HHUIIINTH

noreps, yoyTok
YIIPaBJIEHYECKUN,
aIMHUHUCTPATUBHBIN
IIEPBOCTENICHHBIN

IMPpHUHAAJIC)KAThb, OTHOCUTBLCA

BJIaJIETh, 00JIaNaTh
KOJWYESCTBECHHAS OI[CHKA
KOJIMYECTBEHHO OLICHUTh
JIOXOOHOCTh
CTOXACTUYECKUM
BHE3aIHBIN

KOMITPOMHUCC
HEIMOCTOSHCTBO,
W3MEHUYMBOCTD

MOTEPH, YObLIb

J1aBaTh

BTpaTH, 30UTOK
YIPaBIIHCHKUM,
aJMIHICTPaTUBHUN
MEePLIOPSIHUN
OyTH BJIACTUBUM
BOJIOJITH
KUTBKICHA OI[IHKA
BU3HAYUTH KIJBKICTh
00ir, MpuOyTKOBICTh
CTOXaCTUYHMU
panrToBui
KOMITPOMIC
BOJIATUJIBHICTb,
HETNOCTIHHICTD
BTpaTa
BUPOOJIATH

TEXTS FOR HOME-READING AND ABSTRACTING

Text 1

Study the following information and discuss problems mentioned in it.

Relationship between Organizational Culture and Leadership
Behavior

Organizational culture refers to the beliefs and values that have existed in an
organization for a long time, and to the beliefs of the staff and the foreseen value of
their work that will influence their attitudes and behavior. Administrators usually
adjust their leadership behavior to accomplish the mission of the organization, and this
could influence the employees’ job satisfaction. It is therefore essential to understand
the relationship between organizational culture, leadership behavior and job
satisfaction of employees.

The organization consists of the staff, with the behavior of its individual members
affecting outcomes. Leadership implies authority in the broadest sense of the word and
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not simply the power to wield the stick. It is based on objective factors, such as
managerial ability, and more subjective characteristics that include personal qualities
of the leaders.

It is discovered that within the research and development as well as within
administrative environments, leadership behavior of a manager is closely related to
work satisfaction of the employees.

Culture i1s socially learned and transmitted by members; it provides the rules for
behavior within organizations.

The core values of an organization begin with its leadership, which will then
evolve to a leadership style. Subordinates will be led by these values and the behavior
of leaders, such that the behavior of both parties should become increasingly in line.
When strong unified behavior, values and beliefs have been developed, a strong
organizational culture emerges. Leaders have to appreciate their function in
maintaining an organization’s culture. This would in return ensure consistent behavior
between members of the organization, reducing conflicts and creating a healthy
working environment for employees.

Organizational culture expresses shared assumptions, values and beliefs, and is
the social glue holding an organization together. A strong culture is a system of rules
that spells out how people should behave. An organization with a strong culture has
common values and codes of conduct for its employees, which should help them
accomplish their missions and goals. Work recognition and job satisfaction can be
achieved when employees can complete the tasks assigned to them by the
organization.

The culture within an organization is very important, playing a large role in
whether it is a happy and healthy environment in which to work. In communicating
and promoting the organizational ethos to employees, their acknowledgement and
acceptance of it can influence their work behavior and attitudes. When the interaction
between the leadership and employees is good, the latter will make a greater
contribution to team communication and collaboration, and will also be encouraged to
accomplish the mission and objectives assigned by the organization, thereby enhancing
job satisfaction.

(From Wikipedia, the free encyclopedia)

Text 2
Share your opinions of different kinds of types of motivation. Make use of the
following text.

Types of motivation

There are two types of motivation, intrinsic and extrinsic motivation. It's
important to understand that we are not all the same; thus effectively motivating your
employees requires that you gain an understanding of the different types of motivation.
Such an understanding will enable you to better categorize your team members and

apply the appropriate type of motivation. You will find each member different and
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each member's motivational needs will be varied as well. Some people respond best to
intrinsic which means "from within" and will meet any obligation of an area of their
passion. Quite the reverse, others will respond better to extrinsic motivation which, in
their world, provides that difficult tasks can be dealt with provided there is a reward
upon completion of that task. Become an expert in determining which type will work
best with which team members.

Intrinsic Motivation

Intrinsic motivation means that the individual's motivational stimuli are coming
from within. The individual has the desire to perform a specific task, because its
results are in accordance with his belief system or fulfills a desire and therefore
importance is attached to it.

Examples include exploring opportunities for personal development for the
satisfaction of being competent in a task, or setting the standards to become a role
model or mentor. Whatever you take on, you do it for personal accomplishment and
gratification.

Extrinsic Motivation

Extrinsic motivation means that the individual's motivational stimuli are coming
from outside. In other words, our desires to perform a task are controlled by an
outside source. Note that even though the stimuli are coming from outside, the result
of performing the task will still be rewarding for the individual performing the task.

Extrinsic motivation is external in nature. The most well-known and the most
debated motivation is money. Below there are some other examples:

«  Employee of the month award;

o  Benefit package;

. Bonuses;

o  Organized activities.

There are three major components of motivation: activation, persistence, and
intensity.

The degree of each of these components of motivation can impact whether or
not you achieve your goal. Strong activation, for example, means that you are more
likely to start pursuing a goal. Persistence and intensity will determine if you keep
working toward that goal and how much effort you devote to reaching it.

All people experience fluctuations in their motivation and willpower. Sometimes
you might feel fired up and highly driven to reach your goals, while at other times you
might feel listless or unsure of what you want or how to achieve it.

(From Wikipedia, the free encyclopedia)

Text 3
Read the text and outline its main ideas.

Decision-making: Theory and practice
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by Marita Turpin and Mario Marais

There are a number of theoretical models of decision-making with the way in
which senior managers make decisions in practice.

Decision support consultants are employed or decision support systems are
implemented in order to support decision-making in an organisation. This assumes that
the way in which decision-making actually takes place in the organisation is
understood. There are many models of decision-making. A comparison is done
between the theoretical models and the extent to which they reflect the actual practices
and thinking about decision making by the decision-makers.

The rational manager view assumes a rational and completely informed decision-
maker (“economic man”) as described by neoclassical microeconomic theory around
the middle of the previous century. The process of rational decision-making comprises
a number of steps, such as those given by Simon (1977):

* Intelligence: finding occasions for making a decision;

* Design: inventing, developing and analysing possible courses of action;

* Choice: selecting a particular course of action from those available; and

» Review: assessing past choices.

In classical or perfect rationality, methods of decision analysis are used to attach
numerical values or utilities to each of the alternatives during the “choice” phase. The
alternative with the highest utility (or maximum subjective expected utility) is
selected. When using the rational model in this fashion, it is assumed that managers:

* “know of all possible alternatives;

» know the consequences of implementing each alternative;

* have a well organised set of preferences for these consequences; and

* have the computational ability to compare consequences and to determine which
is preferred.”

According to Simon, “human rational behaviour is shaped by a scissors whose
two blades are the structure of task environments and the computational capabilities of
the actor.” These scissors cut the problem space into a much smaller area that is
feasible to search. Bounded rationality is characterised by the activities of searching
and satisficing. Alternatives are searched for and evaluated sequentially. If an
alternative satisfies certain implicitly or explicitly stated minimum criteria, it is said to
“satisfice” and the search is terminated. The process of searching might be made easier
by the identification of regularities in the task environment.

The political view sees decision-making as a personalised bargaining process,
driven by the agendas of participants rather than rational processes. People differ on
the organisation’s goals, values and the relevance of information. The decision-making
process never ends, but remains a continuous battle between different coalitions. After
one group wins a round of the battle, other parties might regroup or become even more
determined to win the next round. Influence and power is wielded in a deliberate
manner and to further self-interest. The goals of the coalitions are defined by self-
interest rather than by what is good for the organisation as a whole.

(From Wikipedia, the free encyclopedia)
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Text 4
Read the text and then comment.

Everything is Marketing and Marketing is Everything
by Dr. Praveen Pillai

“Marketing” seems to mean
different things to different
people. Perhaps no other

‘Marketing’ seems to mean different things to different people. Perhaps no other
business function is more misunderstood than that of marketing. Most businesses view
as simply a fancy advertisement or a new company catalogues, while others may think
of the circulars and coupons they get in their Friday paper. Many also think of the
spam in their inboxes and the junk mail the mailman delivers every day. In reality all
these views are correct, but marketing is much, much more.

“Marketing” seems to mean different things to different people. Perhaps no
othview marketing as simply a fancy advertisement or a new company catalogues,
while

MARKETING is virtually everything a company does whether conscious of it or
not, from the logo on its letterhead to what the staffs wears and even to whether
the uniformed personnel keep their shirts tucked in. Marketing even spans across all
aspects of the business, and across all customer contact points including how your
team members answer the phone, to every email that leaves the office, to a
conversation in a hallway, even the comments you make in online forums, the speed of
your computers, the presentation of your website, how you manage your
customers including the efficiency and kindness employed when a customer calls
with a question or complaint and potentially even the car that you drive has an
impact on your customer and is a marketing opportunity.

People will often tell that "marketing is everything." And it's true also. The
success of a business relies on how well you market your product or service. Every
experience customers have or belief they hold about your business has been crafted by
your products and employees. From the product engineers, the financial analysts, even
the warehouse managers - contributes to how customers perceive a brand. In that
sense, everything they do is marketing.

But what many people fail to realize is that while marketing is everything,
everything is marketing! Marketing isn’t a department, it’s the sum total of everything
you do, it’s every interaction that you have with any human being on the planet,
because each one of those people is either a current or potential customer.
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Everyone is going to form an impression of your business; if you aren’t creating
an impression proactively, then it will occur by default and that may not be the
preferred one. So it’s just a question of how actively you are participating in the
creation of that impression.

From your customer’s perspective, marketing is what they see everyday relating to
the products and services. People make choices based on their perceptions. In other
words, the way they perceive something will dictate their actions. If they see value in
something, they will invest in it their time and/or money, if they don't see value; they
will invest their time and/or money elsewhere. Marketing is the process of influencing
perceptions to create value. Since marketing is the process of influencing perceptions
and everything you do influences perceptions, you're always marketing.

Marketing is an important part of any business. Without it, there is no way for
people to know what you have to offer. Marketing is a sophisticated combination of
being in the right place at the right time with the right product and is arguably the
most important aspect of business growth.

From your customer’s perspective, marketing is what they see every day
relatingthe products and services. People make choices based on their perceptions.
In otherwords, the way they perceive something will dictate their actions. If they
see value in something, they will invest in it their time and/or money, if they don't
see value; theyMarketing is the process of influencing

From your customer’s perspective, marketing is what they see every day
relatiperceptions and everything you do influences perceptions, you're always
marketing.

APPENDIX 1

IRREGULAR VERBS
182



Infinitive

arise
awake

be

bear
beat
become
begin
bind
bite
blow
break
bring
broadcast

build
burn
buy
catch

choose
come
cost
cut

deal
do
draw
drive
eat
fall

feed
feel

Past

Indefinite

arose
awoke /

awaked

was / were
bore

beat
became
began
bound
bit

blew
broke
brought
broadcast

built
burnt
bought
caught

chose
came
cost
cut

dealt
did
drew

drank
drove

ate

fell
fed
felt

Past
Participle

arisen
awoke /

awaked

been
born(e)
beaten
become
begun
bound
bitten
blown
broken
brought
broadcast

built
burnt
bought
caught

chosen
come
cost
cut

dealt

done
drawn

drunk
driven

eaten

fallen
fed

felt
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Translation

BO3HHUKATh, ITOABJIIATHCA
6y,JII/ITB; IMPOCHIINIATHCA

OBITH
HOCHTb, BBIHOCUTh
OUThH
CTaHOBHUTHCS
HayuHAaTH(Cs)
CBSI3BIBATh, 00S3BIBATH
KycaTh
Ty Th
JOMaTh
MIPUHOCHUTD
nepeaBaTh Mo Pajauo
(TEJICBUICHUIO)

CTPOUTH
rOpeTh, Keub
HOKYIaTh
JIOBUTB,
CXBaThIBaTh
BBIOMPATH
NPUXOANUTH
CTOUTD
pesartb

UMETh JIeJI0,
TOProBaTh
JenaTh
TaIllUTh; PUCOBATH;
BBIBOJIUTH (3aKITIOUYCHUE)
IUTh
THaTh; BE3TH; €XaTb
YIPAaBIISATH
ecTb (IPUHUMATH
THIILY)
nasaTh
NUTAaTh, [10JIaBaTh
4yBCTBOBATh



flee

fight
find

fly
forbid
forecast

forget
forgive
foresee
freeze

get

give
g0
grow

hang
have
hear
hide
hit
hold
hurt

keep
know

lead
learn

leave
lend

lie
light

fled

fought
found
flew
forbade
forecast

forgot
forgave
forsaw
froze

got

gave
went
grew

hung
had
heard
hid
hit
held
hurt

kept
knew
laid
led
learnt /

learned
left

lent

lay

lit / lighted

fled

fought
found
flown
forbidden
forecast

forgotten
forgiven
forseen
frozen

got

given
gone
grown

hung

had

heard

hid / hidden
hit

held

hurt

kept
known
laid
led
learnt /

learned
left

lent
lain

lit / lighted
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OeKaTh, criacaThbCs

6ercTBom
00pOThCS, CpaKaThCs

HAXOIUTH
JIeTaTh
3ampeniaTh
MPEIBUICTD,
MPE/ICKa3bIBaTh
3a0BIBaTh
IPOIIATh
peABUIETh
3aMep3aTh,
3aMOpPaKHBaTh
MOJIy4aTh;
CTAaHOBUTHCS
J1aBaTh

WJITH, €XaTh
pacTH,

BbIpallinuBaTb

BHCETh, BEIIATh
UMETb

CIIBIIIATD

pATaTh

yAapsiTh; HOpaXxaTb
JiepxKaTh
MOBPEIUTD,
ymubaTh
JiepKaTh, XPAHUTD
3HATh

KJIacTh

BECTH

YUUTHCS

OCTAaBJISITh,
y€3XKaTh
JlaBaTh B JIOJIT,
OJlAJKUBATh
JICKAaTh
3a)KUTraTh,



lose lost lost
make made made
meet met met
pay paid paid
put put put
read read read
ride rode ridden
ring rang rung
rise rose risen
run ran run
say said said
see saw seen
seek sought sought
sell sold sold
set set set
send sent sent
shine shone shone
show showed shown
shut shut shut

sit sat sat
sleep slept slept
speak spoke spoken
speed sped sped
spend spent spent
stand stood stood
string strung strung
sweep swept swept
swim swam swum
take took taken
teach taught taught
tell told told
think thought thought
throw threw thrown
understand understood understood
undertake undertook undertaken
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OCBEIIATh
TEPATh

JIeJIaTh; 3aCTaBIIATh
BCTpEYaTh
IIJIATUTh

KJIACTh
YUTATh

€37IUTh BEPXOM
3BOHUTH; 3BEHETH
[IOJHUMATHCS
OexaThb

TOBOPHUTH, CKa3aTh
BUIETH

HCKATh,

PAa3bICKMUBATh, CTApPaThCA

IIPOJIaBaTh
yCTaHaBJIUBATh,
pacronarartb
MOCHLJIATh
CUSITh, CBETUTD
MTOKa3bIBaTh
3aKpBIBATh
CUJETh

craTh
TOBOPUTh
CHEIINTh; YCKOPATH
TPaTUTh,
pacxo10BaTh

CTOATH
IIPUBA3bIBATH

MECTH
1aBaTh

Opathb

o0y4aTh, yYUTh
pacckas3biBaTh
yMaTh

Opocatb
MOHUMATh
pEeANPUHUMATD



wake

wear
win

withhold
write

woke /
waked
wore
won
withheld
wrote

woken /
waked
worn

won
withheld
written

APPENDIX 2

SPELLING
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OyIUTB;
IIPOCHINATHCS
HOCHUTH
BBINTPATh
yJIeP)KUBATh
[IACATh



2.1 -s and —es (birds/ watches)

noun + s (plural)

bird — birds place — places question — questions
verb + s (he, she, it -s)
think — thinks live — lives remind — reminds
but
+ es after hissing —s, -sh, -ch or —x:
bus — buses pass — passes address — addresses
dish — dishes wash — washes finish — finishes
watch — watches teach — teaches sandwich — sandwiches
box — boxes
also
potato — potatoes do — does
tomato — tomatoes g0 — goes

-f/ - fe — ves:
shelf — shelves knife — knives but roof — roofs

2.2 -y—-i (baby — babies/study — studied etc.)

-y — les:
study — studies (not ‘studys’) story — stories (not ‘storys’)
try — tries family — families

marry — marries city — cities

fly — flies baby —babies

-y — -ied:
study — studied (not ‘studyed’) marry — married

try — tried copy — copied

-y — -ier/iest:
casy — casier / easiest (not ‘easyer / easyest’)  lucky — luckier / luckiest
happy — happier / happiest funny — funnier / funniest
heavy — heavier / heaviest

-y — -ily:
easy — easily  (not ‘easyly’) lucky — luckily
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happy — happily heavy — heavily

y does not change to i if the ending is -ay /ey / oy / uy:

holiday — holidays (not ‘holidaies’) key — keys
enjoy — enjoys / enjoyed stay — stays / stayed
buy — buys
but
say — said pay — paid (irregular verbs)
2.3. —ing

Verbs that end in —e (make / write / drive etc.):
-e — eing:
make — making

write — writing  drive — driving

come — coming

Verbs that end in —ie (die / lie / tie):
-ie — -ying:

lie — lying die — dying

2.4. stop — stopped (p — pp)/ big — bigger (g — gg) etc.
vowel letters (V):a e 1 0 u
consonant letters (C):bcd fgklmnprst

Sometimes a word ends in a vowel + consonant (V + C) — for example, stop, big.
Before -ing / -ed / -er / -est, the consonant at the end (-p,/ -g/ -t etc.) is ‘doubled’

(— -pp-/ -gg-/ -tt- etc.). For example:

V+C
stop STO P P pp stopping stopped
run RU N n nn running
get GE T t ot getting
swim SWI M m mm swimming
big BI G g gg bigger biggest
hot HO T t tt hotter hottest
thin THI N n nn thinner thinnest
This does not happen
a) if the word ends in two consonant letters (C + C):

C+C
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help HEL P helping  helped
work WOR K working worked
fast FAS T faster fastest

b) if the word ends in two vowel letters + a consonant letter (V +V + C):

V+V+C
need NE E D needing needed
wait WA I T waiting waited
cheap CHE A P cheaper cheapest

¢) in longer words ( two syllables or more) if the last part of the word is not stressed:

stress
happen = HAP —pen — happening/happened (not ‘happened’)
visit = VIS —it — visiting /visited
remember = re- MEM —ber — remembering/remembered
but
prefer = pre- FER (stress at the end) — preferring/preferred
begin = be- GIN (stress at the end) — beginning

d) if the word ends in —y or —w ( at the end of words, y and w are not consonants.):

enjoy — enjoying / enjoyed
snow — snowing / snowed
few — fewer / fewest
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	III. Find in Text 1 antonyms of the following words:
	II. Complete and translate:
	Word-building: to announce v. + ment = announcement n.
	to abate, to arrange, to govern, to fulfill, to require, to improve, to settle, to punish, to argue, to appoint.
	Product
	Price
	Place
	Promotion
	Auditors

	Investments: Stocks
	Stocks are the way of investing money. Investing in stocks is quite different from investing in bonds. When you invest in bonds, you lend money. When you invest in stocks, you become a part owner of a firm. If a business is profitable, part of the profits may be distributed among the stockholders proportionally to the number of stocks they own.
	Stocks are popular with many people because they are attracted by the chance of earning a high rate of return. But the risk of losing your savings invested in stocks is usually greater with stocks than with bonds. Bonds are an unconditional liability whereas stocks are not. This means that a company must pay its bondholders the rate of interest promised regardless of whether its business has been profitable or not and before it can pay any dividends to stockholders.
	The dividend rate on stock, however, changes up and down depending on whether the company has been profitable or not. If there is not enough money left to pay dividends, or if the general meeting of the company on the proposal of the Board of Directors decides to use the money earned for business expansion, stockholders might get nothing back from their investment. On the other hand, if the corporation does well and the Board of Directors declares dividends the stockholders can get a lot of dividends.
	There are two major classes of stocks issued by corporations, preferred and common stocks. A preferred stock has priority over a common stock in the payment of dividends. A preferred stockholder, for example, is paid first if profits are used to pay any stock dividends. The dividends paid to preferred stockholders are usually limited to a certain rate, which is indicated on the stock certificate. The preferred stock is less risky than the common stock.
	The common stock provides ownership in a stock company and a share of its profits. Common stockholders are eligible to vote at the general meetings to determine
	the strategy of the company. On a show of hands every stockholder has one vote and on a poll he has one vote for every stock he owns. A common stock, however, has no stated
	dividend rate. Common stockholders only receive dividends after preferred stockholders receive their share of dividends. Yet, if the profits of a company are large the common stockholders may receive more in dividends than preferred stockholders.
	In selecting a stock to purchase, you need to determine for yourself, which of these factors are most important to your personal investment plan: safety, liquidity, or rate of return? If you buy stocks of a company with good business record, your investment can be very safe, i.e. you can be sure that the money you have invested will be returned to you but the profit it earns might be low.
	On the other hand, an investment can earn you a very high rate of return but might not be liquid. In other words, if you need money right away you may find it difficult to turn your investment into cash quickly. You should be aware that no single investment can give you the highest possible rate of return and still be very liquid and safe.
	(K.Dibrova, D.Nossamen, “English for Moneyholders”. SPb)
	1. Is investing in stocks quite different from investing in bonds? 2. What is the main distinction between investing in stocks from investing in bonds? 3. Why are stocks popular with a lot of people? 4. When is the risk of losing your savings greater? 5. What does an unconditional liability mean? 6. When might stockholders get nothing back from their investment? 7. When can the stockholders get a lot of dividends? 8. What classes of stocks can be issued by corporations? 9. What stock has priority in the payment of dividends? 10. What is indicated on the stock certificate? 11. Is the preferred stock less risky than the common stock? 12. Common stockholders are eligible to vote at the general meetings to determine the strategy of the company, aren’t they? 13. Does a common stock have the stated dividend rate? 14. What stockholders may receive more in dividends if the profits of a company are large? 15. What do you need to determine for yourself in selecting a stock to purchase? 16. What can a company
	with good business record guarantee you? 17. In which case may you find it difficult to turn your investment into cash quickly?
	Risk Analysis in Managerial Economics
	TEXTS FOR HOME-READING AND ABSTRACTING
	Text 1
	Study the following information and discuss problems mentioned in it.
	Relationship between Organizational Culture and Leadership Behavior
	Organizational culture refers to the beliefs and values that have existed in an organization for a long time, and to the beliefs of the staff and the foreseen value of their work that will influence their attitudes and behavior. Administrators usually adjust their leadership behavior to accomplish the mission of the organization, and this could influence the employees’ job satisfaction. It is therefore essential to understand the relationship between organizational culture, leadership behavior and job satisfaction of employees.
	The organization consists of the staff, with the behavior of its individual members affecting outcomes. Leadership implies authority in the broadest sense of the word and not simply the power to wield the stick. It is based on objective factors, such as managerial ability, and more subjective characteristics that include personal qualities of the leaders.
	It is discovered that within the research and development as well as within administrative environments, leadership behavior of a manager is closely related to work satisfaction of the employees.
	Culture is socially learned and transmitted by members; it provides the rules for behavior within organizations.
	The core values of an organization begin with its leadership, which will then evolve to a leadership style. Subordinates will be led by these values and the behavior of leaders, such that the behavior of both parties should become increasingly in line. When strong unified behavior, values and beliefs have been developed, a strong organizational culture emerges. Leaders have to appreciate their function in maintaining an organization’s culture. This would in return ensure consistent behavior between members of the organization, reducing conflicts and creating a healthy working environment for employees.
	Organizational culture expresses shared assumptions, values and beliefs, and is the social glue holding an organization together. A strong culture is a system of rules that spells out how people should behave. An organization with a strong culture has common values and codes of conduct for its employees, which should help them accomplish their missions and goals. Work recognition and job satisfaction can be achieved when employees can complete the tasks assigned to them by the organization.
	The culture within an organization is very important, playing a large role in whether it is a happy and healthy environment in which to work. In communicating and promoting the organizational ethos to employees, their acknowledgement and acceptance of it can influence their work behavior and attitudes. When the interaction between the leadership and employees is good, the latter will make a greater contribution to team communication and collaboration, and will also be encouraged to accomplish the mission and objectives assigned by the organization, thereby enhancing job satisfaction.
	(From Wikipedia, the free encyclopedia)
	Text 2
	Share your opinions of different kinds of types of motivation. Make use of the following text.
	Intrinsic Motivation
	Extrinsic Motivation

	Text 3
	Read the text and outline its main ideas.
	Decision-making: Theory and practice
	by Marita Turpin  and Mario Marais
	 
	There are a number of theoretical models of decision-making with the way in which senior managers make decisions in practice.
	Decision support consultants are employed or decision support systems are implemented in order to support decision-making in an organisation. This assumes that the way in which decision-making actually takes place in the organisation is understood. There are many models of decision-making. A comparison is done between the theoretical models and the extent to which they reflect the actual practices and thinking about decision making by the decision-makers.
	The rational manager view assumes a rational and completely informed decision-maker (“economic man”) as described by neoclassical microeconomic theory around the middle of the previous century. The process of rational decision-making comprises a number of steps, such as those given by Simon (1977):
	• Intelligence: finding occasions for making a decision;
	• Design: inventing, developing and analysing possible courses of action;
	• Choice: selecting a particular course of action from those available; and
	• Review: assessing past choices.
	In classical or perfect rationality, methods of decision analysis are used to attach numerical values or utilities to each of the alternatives during the “choice” phase. The alternative with the highest utility (or maximum subjective expected utility) is selected. When using the rational model in this fashion, it is assumed that managers:
	• “know of all possible alternatives;
	• know the consequences of implementing each alternative;
	• have a well organised set of preferences for these consequences; and
	• have the computational ability to compare consequences and to determine which is preferred.”
	According to Simon, “human rational behaviour is shaped by a scissors whose two blades are the structure of task environments and the computational capabilities of the actor.” These scissors cut the problem space into a much smaller area that is feasible to search. Bounded rationality is characterised by the activities of searching and satisficing. Alternatives are searched for and evaluated sequentially. If an alternative satisfies certain implicitly or explicitly stated minimum criteria, it is said to “satisfice” and the search is terminated. The process of searching might be made easier by the identification of regularities in the task environment.
	
	Text 4
	Read the text and then comment.
	Everything is Marketing and Marketing is Everything
	by Dr. Praveen Pillai
	4. Cambridge English Pronouncing Dictionary by Daniel Jones.18th Edition.
	7. Edgar H. Schein, Organizational Culture and Leadership (4th Edition). Hoboken, NJ, USA: Jossey-Bass, 2010.
	8. Mary Munter. Guide to Managerial Communication: Effective Business Writing and Speaking. Sixth Edition, Pearson Education, 2011.
	9. Сухачова Н.С. Англо-українсько-російський словник із менеджменту і економіки праці для студентів напряму підготовки 6.030601 «Менеджмент», 6.030508 «Фінанси і кредит», 6.030505 «Управління персоналом та економіка праці», 6.030504 «Економіка підприємства», 6.030510 «Товарознавство і торгівельне підприємництво» / ПУЕТ, уклад. Н.С. Сухачова. – Полтава : ПУЕТ, 2017. – 295 с. – Текст : англ., укр., рос.
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