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UNIT 1

Review test

Exercise 1. Choose the correct answer.

1 Recent position:
a) OCTaHHS Iocaaa
b) BakaHTHA mmocazaa
2 Apply for a job:
a) MOJIaBaTH 3asBy Ha pOOOTYy
b) Oyt TOTOBHM 10
3 Negotiable salary:
a) CKacoBaHa 3apIiaTa
b) 3arpumana 3apmiara
4 Work overtime:
a) IpalroBaTy LI IHO
b) mparnroBaTy MOHAHOPMOBO
5 Recruit for a job:
a) HailmaTu Ha poOOTy
b) mrykatu poboty
6 Employment history:
a) MOCIIY>KHUH CITUCOK
b) icTopist KUTTS

7 Fill in an application form:

a) o01liMaTu mocany
b) mpocyBaTtu 110 Ci1y»K01

8 Vocational training:
a) npodeciiiHe HaBYaHHS
b) TexHIYHE HaBYaHHS
9 Pay and benefits:
a) oIUIaTta Ta CTpaxoBKa
b) omaTa Ta mijabru
10 Look for a job:
a) IIyKaTHl BaKaHCIIO

b) miHyBaTH, OYTH BISTYHUM
11 Part-time work:

a) oruiaTa Ta IJIbIH

b) BosloHTEpChKaA pOOOTA

C) TUMYacoBa Mocaja
d) mocagoBa ocoba

C) HaliMaTUCh HAa pOOOTY
d) 3BiIBHATHCS 3 pOOOTH

C) 3apruiaTa, sika 00rOBOPIOETHCS

d) norosipHa 3apruiata

C) mpaItoBaTH Yac BiJ] 4acy
d) mparroBaTu B4acHO

C) 3BUIBHATHUCH 3 POOOTH
d) mogaBatu 3asBy Ha POOOTY

C) momepeaHii 10CBia
d) octanHs nocaja

C) 3alIOBHUTH aHKETY
d) 3aroBHUTH TOJATKOBY
JeKIapartio

C) BOJIOHTEPChKa poOOTa
d) octanns mocama

C) oIuiata Ta mpuBiJIel
d) noroauHHa ormraTa

C) BKJIFOYUTHU JI0 KiHIIEBOTO
CITUCKY
d) mrykatu podoty

C) OCTaHHS Iocaja
d) HeroBHA 3alHATICTh



12 Short-list:
a) 3all0OBHUTHU aHKETY
b) 3poOutu BUOIp

13 Hold a position:

a) HaJlaBaTH, MOCTa4aTH

b) BiamroByBaTHCs Ha POOOTY
14 Fringe benefits:

a) T0JIaTKOBI IMUIBTH

b) cTpaxoBuii moJic
15 Long-term goals:

a) oruiara Ta Iijabru

b) BUnpoOHuUii TEpMiH

C) HaJaBaTH NEepeBary
d) BKJIIOYMTH 70 KIHIIEBOTO
CITUCKY

C) TOPKaTHUCh, BITHOCUTHUCH JI0
d) oGiiimaTu mtocaay

C) MOCIY>KHUU CITHCOK
d) xap’epHE 3pocTaHHS

C) THy4Kui rpadik podoTH
d) moBrocTpokoBi it

Exercise 2. Choose the correct answer.
1 bropo 3 npaueBJaITYBAHHS:

a) part-time work
b) flexible hours

2 Ilonmepenniii gocBin:
a) probation period
b) volunteer work

c) employment history
d) employment (recruitment)
agency

C) previous experience
d) negotiable salary

3 IlpanroBaTH it HATUCKOM:

a) recruit for a job
b) work overtime

c) work for pleasure
d) look for

4 3 HeTEepMIHHAM 4Y€KATH 3BICTKH:

a) to look at
b) work overtime
5 ABToOiorpadis:
a) CV (Curriculum Vitae)
b) employment history
6 CynpoBiaHMH JIHCT:
a) long-term goals
b) resume

7 BosioHTEepCchKa podoTa:

a) pay and benefits
b) volunteer work
8 Kap’epHe 3pocTanHns:
a) challenging work
b) career growth

¢) look forward to
d) work under pressure

¢) application form
d) entry

c) cover letter
d) recent position

c) flexible hours
d) charity organization

c) competitive salary
d) employment history



9 KoHKYypeHTOCIIPOMOIKHA 3apIiaTa:

a) negotiable salary
b) competitive salary

10 IlikaBUTHCH YUMOCDH:
a) be interested in
b) apply for a job

11 BignoBigaTu (mocanui):
a) fill in an application form
b) match (fit) the position

12 HaiimaTu Ha po0oTy:
a) be interrelated
b) work under pressure

c) employment history
d) long-term goals

c) be good at
d) be willing to do smth

c) look for a job
d) recruit for a job

¢) recruit for a job
d) apply for a job

13 TopkaTuch, BITHOCUTHUCH [10:

a) be good at
b) refer (relate to)

c) turn to
d) touch smth.

14 CkuaaHa, nepcrneKTuBHA podoTa:

a) challenging work
b) flexible hours

c) employment history
d) competitive salary

15 lomoBuTHCH PO criBOeCiqy:

a) arrange for an interview
b) perform functions

c¢) match the position
d) have experience in some field

Exercise 3. Match the expressions in column A with the
expressions in column B. Write the correct variant in the table

below.

A

1) look for

2) part-time

3) fill in

4) match (fit)

5) have experience
6) pay and

7) work

8) employment (recruitment)
9) work

10) flexible

B

a) hours

b) ajob

c) the position

d) in some field

e) an application form
f) agency

g) under pressure

h) benefits

1) overtime

J) work

D- [2)- [3)- [4)- [5)-

6)- |7)- [8)- [9)-

10) -




Exercise 4. Insert the following words in the gaps in the text
below. Write the correct variant in the table below.

a) white-collar; b) job; c) staff; d) blue-collar; €) workers, f) loose

Everybody wants to have a decent ...(1). It does not matter if you are
an unskilled worker cleaning the office, ...(2) worker in a factory or a
...(3) worker in one of the service industries. If you have a feeling that
you may ...(4) your job one day you will never feel happy. Today
many companies have a high turnover of ...(5). Such companies have
bad reputation among their ...(6).

1)- 2) - 3) - 4) - 5) - 6) -

Exercise 5. Choose and underline the correct past forms.
A job interview

I think that the interview (went, had gone) well. My employer
(wanted, had wanted) to know everything about me and what 1 (did,
had done) in the last few years. First, he (was interested, had been
interested) if 1 had a nice trip from London. Then he (asked, had
asked) me if I (was, had been married), and how old I (was, had
been). His next question was if 1 (had, had had) some previous
experience as a manager and how much I (was paid, had been paid) in
my previous job. The main question he asked me was how much I
(expected, had expected) to be paid. I think the interview (passed, had
passed) well.

Exercise 6. Complete the letter with the prepositions from the box.
Write the correct variant in the table below.

a) at; b) for; c) from; d) in; e) of; f) for; g)to;, h) with

Dear Mr. Black,

I am writing ...(1) reply ...(2) your advertisement ...(3) managers to
work ...(4) your bank. I have already heard ...(5) your bank from a
friend ...(6) mine, Jack Reed, who worked ...(7) you five years ago
...(8) personal department. I would be interested ...(9) applying ...(10)
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a full-time work. I am quite good ...(11) manager work and would
have no difficulty ...(12) the documents the current job involves. I am
quite skilled ...(13) promotion products and services. I also have
experience ...(14) improving client communications. | enclose a
reference ...(15) my previous employer and copies ...(16) my
certificates. I would be glad to be invited ...(17) an interview ...(18)
any time.

I look forward to hearing from you.

D- [2- [3- [9- [59- [6- [D- [8- [9-

10)y- |[11)- |12)- [13)- |[14)- [15)- [16)- |[17)- |18)-

Exercise 7. Match the expressions connected with work in column
A with the best meaning form in column B. Write the right
variant in the table below.

A B

1) to work shift-work a) to work regular day work

2) to be on flexi—time b) to love work too much

3) to work nine-to-five c) not to go to work because of
illness

4) to be on/take sick leave d) to work flexible working hours

5) to give up work e) to get a higher position

6) to be promoted f) to stop going to work

7) to be a workaholic g) to fill in forms, etc.

8) to apply for a job h) to work nights one week, days
next week

1) - 2) - 3) - 4) - 5) - 0) - 7) - 8) -

Exercise 8. There are samples of a functional, targeted and
chronological resume. Match the correct title and explicit your
choice. Translate the following samples.

1The first sample

Vladimir M. Belov
Accountant, Foreign Transactions Department, ‘Privatbank’
Mailing address: vad@abdc.com



mailto:vad@abdc.com

Ivanova Str., 7-14,

Kharkiv 61121,

Ukraine,

office: +38096778855

home: +383645578

Profile:

Organized, flexible, friendly, responsible. Fluent in English and
German.

Work history:

1997 - present - Manager, Financial department, ‘Privatbank’,
managed all transactions of the bank.

1996 - 1997 - Assistant accountant, Foreign Transactions,
‘Privatbank’, assisted managing foreign transactions, wrote and edited
financial statements .

Education:

1991-1995 - Department of Transport economics, honors. Bachelor of
Sciences Degree from the Ukrainian State Academy of Railway
Transport (Feyerbakh Square 7, Kharkiv, 61151, Ukraine).

Computer skills: Working knowledge of Microsoft Office, Word,
Excel, Powerpoint, and internet software.

References: Furnished upon request

2 The second sample

John A. Bowl

4120 Chevy Trail

Ann Arbor, Chicago 48111-9626
(111) 555-111

johndoe@abc.com

Employment Objective: A secretarial position/director assistant that
offers a greater challenge and more responsibility.

Secretarial Skills: Compiled and typed letters, reports and offers for a
company. Experienced and versatile professional with strong system
planning.




Organisational SKkills: A leading coordinator for the daily processing
of thousands of checks for payment and the mailing of confidential
reports, meeting strict deadlines.

Communication Skills: I have worked with the public as a
receptionist. I was responsible for providing in-home crises
counseling to families on a 24/7 basis. My written communication
skills consist of letter and report writing.

Work Experience:

2 years, Memphis High School, Memphis, Student Resource
Specialist

3 years, Memphis Business and Fine Arts Concentrations.

Education: 1996 University of California at Berkeley, BA in
Philosophy and German.

3 The third sample

Mary Adams
Oak street, New York, 334455, the USA
Tel.: +(423) 556677
Job Objective
A position as a personal manager

Profile

Experienced manager who works well under pressure, has good oral
and written communication skills, administrative abilities. I am very
creative with the ability to motivate staff and get results.

Qualifications
Established training programs for staff in regard to all aspects of
workplace performance and professional development.

Experience
Society of Human Resources Management. Responsible for hiring and
training staff (2005 -present).

Bank of New York, a marketing director. I was responsible for
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developing a sales strategy for the firm and for the work of the
advertising, sales and marketing personnel (2002-2004).

Education

Senior Professional Human Resources courses (SPHR), California
(2000-2003).

University of California at Berkeley, BA in Philosophy and German
(1995-2000).

Personal information Divorced, one child

References available upon request

UNIT 2
Review test

Exercise 1. Choose the correct answer.
1 Acquisition:

a) ¢uis C) HIJIPUEMCTBO
b) craTyT d) npunOGanus
2 Joint venture:
a) npua0aHHs C) CHUJIbHE MIATPUEMCTBO
b) minenHsis d) Bigain pexaamMu
3 Dissolve a company:
a) pO3LINPIOBATH KOMITaH1IO C) CTBOPIOBATH KOMIIAHIIO
b) KkepyBaTH KOMIaHI€I0 d) po3myckatu KOMITaHi1o
4 Joint stock company:
a) CHUJIbHE MIATPUEMCTBO C) IHTEpHET-KOMIIaHis
b) novipHs KOMIaHis d) akiioHepHE TOBapUCTBO
5 Limited liability:
a) KEPYIOUUN TUPEKTOP C) YCIHIIIHE MAIPUEMCTBO
b) oOMekeHa BiANMOBIAaIbHICTD d) mpuBaTHA BIACHICTh
6 Buy shares (stocks):
a) MaTH y BJIACHOCTI C) KyIlyBaTH aKIlii
b) npuiimMaT pilieHHs d) 36upartu rpouii
7 Private limited company (Ltd):
a) AepKaBHA KOMITaH1s 3 c) oOMeKeHa BiANOBIAaIbHICTD
00OMEKEHOIO BIAMNOBIAAILHICTIO
b) mepenpubopya KaMmaHis d) npuBaTHa KOMIaHIs 3

00MEXEHOIO BIAMOBIIAILHICTIO
10




8 Be liable for:
a) OyTH BIJIMOBIAAIBHUM 32
b) 6yTu HagiiHUM

9 Be in overall control:

a) BTPATUTH KOHTPOJIb

b) NOBHICTIO KOHTPOJIFOBATH
10 Take the risks:

a) OpaTu Ha cebe pU3UK

b) BiIUyBaTH pU3UK
11 Set up a company:

a) KEpyBaTH KOMIIAHIEIO

b) po3nyckaTy KOMMIaHio

C) IOTOBIAATH
d) ckacoByBaTH BiJNOBIIAJIBbHICTh

c) 0OMEXyBaTH BiMIOBIAATBHICTD
d) 3amexxaTu Bif

C) Ha/IaBaTH KariTal
d) OpaTtu y4yacTthb

C) peKJIaMyBaTH KOMITaH1kO
d) cTBOprOBaTH KOMIIaHIIO

12 Elect the Board of Directors:

a) obupaTu paay JUPEKTOPiB

b) kepyBaTH pagior0 AUPEKTOPIB

13 In the event of:
a) y BUIIAJIKY, 32 YMOBH
b) BITHOCHO, CTOCOBHO

14 Run a company:
a) BOJIOJITH KOMIAaHIEIO
b) KepyBaTu KOMITaHIE€O

15 Raise money:
a) 30upatu rpoiii
b) 3apo0asiTu rpouri

C) rOJIOCYBATH Yy pajil JUPEKTOPIB
d) posmyckatu paay JUPEKTOPIB

C) came O1JbIIIe
d) inakie

C) CTBOPIOBATH KOMIIAHIIO
d) pexiamyBaTi KOMMaHIO

C) MO3UYaTH rpouIl
d) BuTpauatu rpouri

Exercise 2. Choose the correct answer.

1 ®onxoBa Oip:ka:
a) joint venture
b) Stock Exchange

2 Bingisienus, ¢isis:
a) branch
b) company

3 FOpuauuna ocoda:
a) official person
b) law person

4 Jlo4ipHsa KOMIIaHIA:
a) headquarters
b) public company

¢) private limited company
d) public limited company

c¢) department
d) currency exchange

c) private person
d) legal person

C) private company
d) subsidiary

11



S BinnmosigarTu 3a:
a) to be in charge for
b) to be in charge of

c) to be in charge after
d) to be in charge in

6 BukonyBaTH BUMOI'M KPeIUTOPIiB:

a) to meet with shareholders
b) to meet annually

7 HapaBaTu KamiTaJ:
a) to provide (supply) capital
b) to order capital

8 OnHoociOHA BJACHICTD:

a) ownership

b) sole trader (proprietorship)
9 IHTepHeT-KOMIAHIsA:

a) dotcom

b) company account

10 KepyBaTu, ciocrepiraTu:

a) to supervise
b) to be responsible for

c¢) to meet creditors’ demands
d) to satisfy

c) to run capital
d) to create capital

c) partnership
d) private property

C) private company
d) public company

c) to report to
d) to be in charge of

11 I'otoBa nmpaBJIiHHSA paau AMPEKTOPIB:

a) Chairman of the Board
b) Managing Director

c¢) Chief Accountant
d) Freelance

12 ToproBeJibHUI NPEACTABHUK:

a) accountant
b) shop assistant

13 BupoOuuumii Bigain:

a) Production Department

b) Development Department
14 JIaHmIOT iIHCTAHIIN:

a) chain of commands

b) chain of events

15 puitMaTu pilieHHS:

a) to solve
b) to be decided

c) sales representative
d) salesman

c) Research and Development
Department
d) Legal Department

c¢) chain of thoughts
d) chain of enterprises

c¢) to make decisions
d) to promote decisions

12



Exercise 3. Translate the Ukrainian words in brackets into
English. Write the correct variant in the table below.

1 Being the oldest form of business (ogHOOCIOHa (hopmMa BIacCHOCTI
[1]) is the main form of ownership.

2 (Bnacuuk [2]) provides overall control over the capital.

3 The foundation of the company’s (mouipHs komra#nis [3]) in another
country has both advantages and disadvantages.

4 (Hemaua [4]) of advertising campaign showed low sales figures of
the new product.

5 (Jms Toro, mo6 kepyBatu [5]) a business properly one should hire a
professional director.

6 (Obmexena BignmoBiganapHICTh [6]) of the shareholders is one of the
main benefits of any company.

1)- 2) - 3) - 4) - 5) - 6) -

Exercise 4. There is a description of a sole proprietorship (A), a
partnership (B) and a joint-stock company (C). Give the right title
to each extract.

1 It is a form of business which is owned by one person, where all
profits belong to the owner and he is responsible for the losses and
profits of the business. This form of business has unlimited liability
due to which all the personal assets of the owner including all his car
and home can be sold to settle the debts of the business.

2 This form of business can be owned by two or more persons who
have agreed to combine their financial assets, labour and property and
other resources as well as their abilities and who carry on a business
jointly for the purpose of profit. The partners usually sign an
agreement which may include general policies, distribution of profits
and responsibilities. This form of business is easy to establish as well
as financing because the personal assets of the group are usually larger
and the chances of success are higher. In the case of failure each
partner is responsible for the debts of the business.

3 This kind of business is owned by different persons who get shares
in exchange for an investment of money in the company. Shares
represent parts of the company’s assets such as cash, real estate. It also
has a number of advantages. Firstly, investors can limit their personal
liability to the amount of money they have invested. Secondly, money,
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operating the business is received by the sale of stocks to the general
public and this allows this business to exist independently of its
owners.

1) - 2) - 3) -

Exercise 5. Choose the description of the following forms of
business: a) a sole proprietorship, b) a partnership, ¢) a joint-
stock company.

1 Personal assets can be sold for the business debts.

2 Having bought a share in a business, one risks to loose the invested
money.

3 One is personally liable for the debts of others.

4 A business society owned and run by its members who work
together and share the profits.

5 Being the oldest and the simplest form of business organization, it is
unlikely to account for a considerable share of all business operating
in the market.

6 It is a form of business which makes it possible for two or more
persons to combine their financial assets, property and abilities to
obtain higher profits.

1)- 2) - 3)- 4)- 5)- 6) -

Exercise 6. Replace the italicized words in column A with the
synonyms in column B. Write the correct variant in the table
below.

A B

1 The greater amount of money a a) ownership

stockholder gives, the higher

dividends he will expect to obtain.

2 Each form of possession has b) invests

both benefits and drawbacks; one

should consider all aspects before

making a decision.

3 The foundation of a company’s c) employees

branch will improve the business.
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4 The shares of a company are
sold to those who are interested in
1t.

5 Like the sole proprietorship, the
partnership is easy to establish.

6 A sole proprietorship has
difficulty in hiring and keeping
good workers.

d) stocks

e) subsidiary

f) set up

D - 2) - 3) -

4) - 5)- 6) -

UNIT 3
Review test
Exercise 1. Choose the correct answer.

1 Brand awareness:
a) CTBOPECHHS TOPTOBEILHOT
MapKu
b) po310/11J1 TOProBeNbHOI MapPKH
2 Property rights:
a) 3a00pOHEHE MPABO
b) aBTOpCHKE MTPaBO
3 Execute the conception:
a) CTBOPIOBATH KOHUEIIIIIO
b) BUBYATH KOHIICIIIIIIO
4 Reach the customer:
a) 10CsATaTh MOKYIIIIS
b) gocsratu miABUIIICHHS
5 Launch a new campaign:
a) pO3TJIsAaTH HOBY KaMIIaHito
b) 0O6roBoprOBaTH KaMIIaHiIO
6 Long-term profitability:
a) JOBrOCTPOKOBA CIiBIIpalls

b) 1OBrocTpokoBa TOPTiBIA

7 Market research:
a) BUBUECHHS MOYKJIMBOCTEW PUHKY
b) puHKOBa TOPIiBJIs

C) BIJIOMICTh TOPTOBEJILHOT MapKu
d) Ha3Ba TOProBebLHOI MApKHU

C) EPEKOHJIUBE MPABO
d) ToproBenbHe MpaBo

C) PO3pO0IATH KOHIIEIIIIIO
d) 3a1iiCHIOBAaTH KOHIICTIIIIIO

C) 3a0X04yBaTH MOKYMIIA
d) HamaBaTu poOOTY MOKYTIIIIO

C) BUBYATH HOBY KaMIIaH1IO
d) mounHaTH HOBY KaMIaHito

C) JOBrOCTPOKOBA
peHTa0ENbHICTD
d) ToBrocTpokoBa KOHKYPEHIIISI

C) pO3MOALT PUHKY
d) puHKOBI MOTpEOU
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8 Public relations:

a) TpoMaJichbKa JisUTBHICTh C) TpOMaJIChbKa TyMKa
b) 3B’S130K 3 rPOMAJICHKICTIO d) o3Haka rpoMaichbKOCTI
9 Merchandise trade:
a) po3zipiOHa TOPTIBIIS C) OIITOBA TOPTiBJIsS
b) Toprisis ToBapamu d) TopriBis aKkTUBaMHU
10 Product development:
a) po3poOka 30yTy C) po3poOKa MPOAYKTY
b) po3pobOka pekiiamu d) po3pobka nieBi3y
11 Sales promotion:
a) IpOCYBaHHS TOBApy C) MPOCYBaHHs 00JaHAHHS
b) npocyBaHHs cTpaTerii d) mpocyBaHHS JTOTOTUITY
12 Satisfy wants and needs:
a) NOKpauryBaTu OakaHHS Ta C) BU3HAUUTH Oa)KaHHS Ta
noTpeou noTpeou
b) BiamoBigaTH OaXKaHHSIM Ta d) 3amoBOIBHATH OakKaHHS Ta
norpedam noTpedu
13 Brand loyalty:
a) pO3MIILICHHSI OpeHy C) MOMYJISPHICTh OpeHAY
b) BiAIaHICTh criOKKUBaviB OpeHny d) neMoHcTpartist OpeHay
14 Key activity:
a) KJI04OBUH (HaKTOP C) KJIFOUOBUH 3B'A30K
b) ocHOBHA TOPT1BIIS d) ocHOBHA HisJIBHICTH
15 Counterfeiting of money:
a) BUITYCKaHHSI TpoLIEH C) migpoOJIEHHS TPOIIEH
b) po3po0baeHHs rporieit d) po31oBCIOI)KEHHS TPOIIIei

Exercise 2. Are these statements to the text “What is marketing?”
true or false? Write T (for true) and F (for false) in the table
below.

1 The object of marketing research is to find out what consumers want
and advise producers the style of packaging and choice of brand name.
2 Four P’s mean Product, Place, Promotion and Purchase.

3 Marketing is the process of studying wants and needs and satisfying
them by exchanging goods and services.

4 General marketing strategy includes new product development,
planning, market research and communications mix.

5 Information about customers isn’t essential for marketing research.
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6 A key activity in any modern business 1s signage.
7 A marketing mix is the strategic combination of product decisions
on packaging, pricing, distribution, etc.

1) - 2) - 3) - 4) - 5) - 6) - 7) -

Exercise 3. Complete the following sentences with a suitable word.
In the table below choose the right variant.

a) Unfortunately; b) selling methods; c¢) to; d) wants; e) synonymous,
f) develops; g) under, h) should; i) a product; j) difference;
k) satisfying

According ...(1) marketing concept all company activities ...(2) be
devoted to determining customers' wants and then ...(3) them, while
still making a profit. ...(4), many people, including some business
activities, still do not understand the ...(5). between selling and
marketing. In fact, many people think the terms are ...(6). Under the
selling concept, a company makes ...(7) and then uses various ...(8)
to persuade customers to buy the product. Just the opposite occurs
...(9) the marketing concept. The company determines what the
customer ...(10) and then ...(11) a product to satisfy that want and
still yield a profit.

- [2)- [3)- [49)- [5)-16)- |- [8)- [9)- [10)-]11)-

Exercise 4. Match the expressions in column A with the
expressions from column B. Write the correct variant in the table
below and translate them.

A B

1) strategic a) research

2) brand b) margins

3) specific c) orientation

4) pricing d) name

5) marketing e) activity

6) key f) planning

7) retail g) packaging

8) customer h) model

1) - 2) - 3) - 4) - 5) - 0) - 7) - 8) -
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Exercise 5. Find the correct definition in column B to the word in
column A. Write the correct variant in the table below.

A B

1) competitor a) form an idea of the amount or
number, assess

2) distinguish b) a thing that is not original

3) profit c) a person who purchases goods
and services for personal use

4) evaluate d) a financial gain

5) appeal to e) attract

6) consumer f) recognize something as

different
7) fake €) an organization or person

engaged in commercial
competition with others

D- (- [3- [4- [59H- TJo- [D-

Exercise 6. Replace the italicized words in column A with the
synonyms in column B. Write the correct variant in the table
below.

A B

1 This document will highlight a) misleading
the more advanced characteristics

of the new version of that

company.

2 The governments of the world b) retail

are going to have to decide that

coals need to be made high-

priced.

3 Lots of companies stimulate c. leaflet
their employees to attend different

trainings.

4 General Manager was d) execute
responsible for the realization of

the plan.

5 Advertisements that represent €) expensive
untrue facts about product would

be described as deceptive.
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6 The shop decided to sale goods f) implementation
to the public in relatively small

quantities.

7 A supervisor departed to fulfill g) features

his task.

8 The company released a printed  h) encourage
sheet of paper containing

information or advertising to raise

attention to its product.

D- [2- [3- [9- [5- [e- [D- [8-

Exercise 7. Complete the sentences sing the words in the table.
Write the correct variant in the table below.

a) brand name, b) trademark; c) brand; d) generic brands;
e) own-label brands; f) manufacturer brands, g) brand mark

1 A type of product manufactured by a particular company under a
particular name is ...

2 That part of a brand that can be spoken, including letters, words and
numbers is ...

3 The element of a brand that cannot be spoken, often a symbol is ...

4 The legal designation indicating that the owner has exclusive use of
the brand is ...

5 ... are developed by producers.

6 ... are developed and owned by wholesalers or retailers, also called
private labels.
7 ... indicate the product category.

D-  [2- [3- [&- [5- [6)- [7-

Exercise 8. Are these statements to the text “Advertising and
Promotion” true or false? Write T (for true) and F (for false) in
the table below.

1 Companies have to use various promotional tools to generate
sales.
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2 The most important element of public relations is place.
3 Free samples, coupons, price reductions are designed to stimulate

sales of a product.

4 The most expensive promotional tool is personal selling.
5 Fake is considered to be a synonym of marketing communications.
6 The world of outdoor advertising involves billboards, transport and

‘street furniture’.

7 TV commercials are very expensive and effective medium for

advertisers.

D- (- [3)-  [4-

5) - 6) - 7) -

Exercise 9. Choose the correct answer.

1 Draw attention to:
a) BIABEpPTATH yBary Bij
b) MatoBaTH TOPTOBEJIBHY MAPKY
TS
2 Endorse a product:
a) pEKOMEH/1yBaTH TOBAP
b) BIAIIpaBIISITH TOBAP
3 Institutional ad:
a) ByJIM4HA peKjiama
b) nocTiiiHa pekinama
4 Product placement:
a) PO3MIIIECHHS CKPUTOT pEKJIaMHU
b) mpocyBaHHSI CKpUTO1 peKIaMHU
S Unique selling point:
a) yHIKaJbHa BJIaCTUBICTb
MOKYIKH
b) yHiKa/lbHA BIACTUBICTH
IPOIYKIIii
6 Street furniture:
a) ByJIMYHUN TPAHCIOPT
b) ByIMuHUN Mpogax
7 Private label:
a) mpuBaTHa (ipMa

b) mapka 30yTy

C) MaJIFOBAaTH peKJIaMy AJis
d) mpuBepTatu yBary 1o

C) OLIIHIOBATH TOBap
d) 3aMoBIIsITH TOBap

C) KOpIIOpaTUBHA peKJiaMa
d) ronoBHa pekiiama

C) PO3MIIIICHHS! BUCTaBKH
d) npocyBaHHsI BUCTaBKHU

C) yHIKaJbHa peKjiama

d) yHiKanpHHUI TTpOIaBellb
C) BYJIMYHUM JIIXTap

d) BynuuHe oOaHaHHS
C) MapKa TOProBeJILHOIO

M1AMPUEMCTBA
d) mpuBaTHMII moKa3
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8 Be concerned with:
a) 3B’s13aTHUCH 3
b) MaTu BITHOIIIEHHS J0

9 Harm reputation:
a) IMIKOJIUTH peIryTarii
b) BTpaTUTH pemyTarlito

10 Point-of-purchase:
a) MICIIE TTOKa3y
b) miciie NOKyIKu

11 Generate sales:
a) KepyBaTH 3aKyIIBISIMU
b) kepyBaTu TOBapoM

12 Target customer:
a) [JIbOBA TOPTIBIIS
b) mocCTIMHUM CrIOKUBaAY

13 Trade fair:
a) sSipMapokK
b) TopropenabHa pekiiama

14 Use promotional tools:

a) BAKOPUCTOBYBATH BYJINYHE
oOJagHaHHI

b) BUKOpPUCTOBYBATH 3aCO0U
CTUMYJIIOBaHHS 30yTy

15 Outdoor advertising:
a) JIbOBA peKiamMa
b) pekomMeH0BaHa peKiaMa

C) NIAXOIUTH [0
d) 3ycTpitucs 3

C) BITHOBUTH PEIyTaIif0
d) 3100yTH pemyTaliro

C) MiCII€ TIEPErOBOPIB
d) micue pexknamu

C) BTpaTUTH 30yT
d) mopoxyBatu 30yT

C) IJIbOBUM CIIOXKHUBAY
d) mocriiiHa Topriis

C) TOproBa Mapka
d) TopropeabHa CIIPOMOKHICTH

C) BUKOPHUCTOBYBATH PO3POOKY
TIPOJIYKTY
d) BUKOpUCTOBYBaTH
MapKETHUHIOBI
KOMYHIKaIrii

C) ByJIMYHaA peKjiama
d) 6e3komTOBHA pekiIama

Exercise 10. Replace the italicized words in column A with the
synonyms in column B. Write the correct variant in the table

below.

A

1) to arise from the contract
2) to have extra profit

3) to ban a leaflet

4) the show of the street furniture

B

a) to prohibit
b) to purchase
c) to emerge
d) to persuade

5) to obtain price discount for e)to improve

these
goods
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6) to make the service of the f) reduction
company better

7) to buy a new product g) income

8) to convince customers to buy  h) display

D- [2- [3- [4- [59- [e)- [D- [8)-

Exercise 11. Read the extract of the text and underline the correct
answer.

Advertising/Research is undoubtedly the most/less powerful way to
inform/give people about your brand, product or service. Whether
online or offline, for sales & marketing, advertising/research is the
factor that you just can’t ignore/persuade. Many companies
invest/appeal millions dollars per year in advertisements. The most
important fechnique/fake in advertising is grabbing your audience’s
attention/exhibition. You do not want to write cliché’s or boring,
headlines/publicity. In the headline, the pronouns “I” and “my” are
often used. However, people want to know how they can make
money/do money, not how “I” can do it. Using the pronoun “you”
makes a person feel individualized/word-of mouth.

UNIT 4
Review test
Exercise 1. Choose the correct answer.
1 Deduct from one's wage:

a) OTpUMAaTH 3apIuiaTy C) 10JIaTH 10 3apIuiaTu

b) BUTpaTUTH 3apriaTy d) BizpaxoByBaTH 13 3apIjiaTu
2 Approve payment of invoices:

a) 3aTPUMAaTH OIUIATY BEKCEJIB C) BIAKJIACTHU OIJIaTy PaxyHKIB

b) mATBEpAUTH OIJIATY paxyHKiB- d) MIATBEPIUTH OIJIATy YEKiB

baxkTyp
3 Be subject to a test:

a) MPOBECTH MEPEBIPKY C) MiJIAraTy nepesipiii
b) ckiacTu nepeBipKy d) npoiiTu nepeBipKy
4 Clear the account in due course:
a) CINIaTUTH PAXyHOK y C) CIJIATUTU PAaxXyHOK 3a3JaJIeTiIb
BIAIOBIIHUM Yac
b) 3aKpuTH paxyHOK Y d) BiZKpHUTH paxyHOK 3a3/aJieTiIb

BIAMOBIIHUAM Yac
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5 Receive an advance on royalties:

a) OTpUMAaTU KOPOJIBCbKUI aBaHC

b) BUMaraTu KOpoJIiBCbKUI aBaHC
6 Endorsement of drawee:
a) MATBEPPKCHHS TJIATHUKA 32
BEKCeJIeM
b) miaTBEepHKEHHS OaIaHCy
7 Apply for a concession:
a) KJIOMOTATH MPO HATaHHS
KpeIuTy
b) KJomoTaTH NMPO HAJIAHHS
MOCTYTIKU
8 Settle an account:
a) BIIKPUTHU PaxXyHOK
b) 3aKpUTH paxyHOK

9 Pay interest on overdrafts:

a) IJIATUTH B1JCOTKH 32
3000B’I3aHHIMU

b) maTUTH BiJACOTKH 3a
JIOMOBJIEHICTIO

C) OTpUMAaTH aBaHC Y PaXyHOK
rOHOpapy
d) BuMaratu aBaHC Hamepe;

C) HiATBEPIPKCHHS aKPEIUTHUBY
d) miaTBEepIKEHHSI TOHOPApy

C) KJIONOTATH MPO HATAHHS
TUIATeXKY

d) kionoraTtu po HaJaHHS
3apIuiaTu

C) 3a0JI0KyBaTH PaxyHOK
d) crimaTuTH paxyHOK

C) IJIaTUTH B1JCOTKH 3a
JTOPYYECHHSIM

d) miaTuTH BIJICOTKH 3a
MIEPEBUIIICHHSIM KPEAUTY

10 Generate annual revenue:

a) 1aBaTH PIYHUI JOXI1]T
b) maBatu MOCTiHY MOCTYIIKY
11 Expiry of a contract:
a) 3aKIHYCHHS] TEPMIHY i1
KOHTPAKTY
b) BUKOHATH YMOBH KOHTPAKTY

C) JaBaTH BUCOKI BUHArOpoju
d) maBaTu piuHi BiJICOTKH

C) HIAMUCAHHSA KOHTPAKTY

d) BiakIageHHS M AIUCaAHHS
KOHTPAKTY

12 Bring stores at short notice:

a) OCTaBJISATH MaTepialibHi
3acoou

3a3/1aJeri/ib
b) mocraBiasTH MaTepiaabHi
3acoou

32 KOPOTKHUM TEPMIH

13 Reimburse all expenses:

a) KOMIICHCYBATH yCl TJIaTexk1
b) KOHTpOIIOBATH yC1 paXyHKH

C) IOCTaBJISATH MaTepiaibHi
3acoou

y BCTAaHOBJICHOMY ITOPSIKY
d) mocraBnsaTH MaTepiaabHi
3acoou

aBaHCOM

C) KOMIICHCYBATH yCi BUTpaTH
d) KOHTpOJIIOBATH yC1 TPUOYTKH
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14 Foreign exchange rate:
a) 1HO3EMHI1 KaIliTaJl0BKIaACHHS C) 1HO3EMHUHN IETTO3UTHUM

paxyHOK
b) 1opokHiit yek d) kypc oOMiHy BaItOTU
15 Charge a commission:
a) HapaxoOBYBaTH KOMICIIO C) CIJIauyBaTH KOMICiIO
b) BIAKIACTH KOMICiIO d) 3a0yTu npo KoMiciro

Exercise 2. Are these statements to the article about on-line
banking true or false? Write T (for true) and F (for false) in the
table below.

1 On-line banking can offer procedures that other types of banking
can’t.

2 A bank’s opening hours are limited to clients who want to bank on-
line.

3 It will take you long hours to transfer money from a savings account
to a current account.

4 Ordering cheque books is the service that is only made in banks
themselves.

5 SWIFT stands for the Special Worldwide Interbank Financial
Telecommunications.

6 SWIFT provides the network that enables financial institutions to
send and receive information about financial transactions in a secure,
standardized and reliable environment.

1)- 2) - 3)- 4) - 5)- 6) -

Exercise 3. Complete the following sentences with a suitable word.
In the table below choose the right variant.

a) cents; b) currency, c) exchange office; d) production, e) dollars,
f) foreign; g) in advance; h) issued, i) rates; j) counterfeiting

The official ...(1) of Great Britain is the pound of sterling.
English banknotes are ...(2) by the Bank of England. The American
dollar is subdivided into one hundred ...(3). The ...(4) are issued by

the Federal Reserve System.
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It is recommended to buy and sell ...(5) currency in the ...(6) or
banks because you can face with ...(7) of money which is one of the
oldest crimes in history. Modern photographic and printing devices,
laser scanners have made the ...(8) of counterfeiting money relatively
easy. And one little advice what you should do ...(9) before going
abroad and it is to find out the exchange ... (10) of the country which
you are going to visit.

D- [2)- [3)- [4- [59- [6)- [D- [8)- [9- [10)-

Exercise 4. Answer the questions to the text about bank accounts
1 Which are the most popular accounts?

2 What kind of accounts pays no interest?

3 What are the advantages of a current account?

4 Who decides whether the applicant is likely to keep the account in
credit?

5 What information is needed to open a current account?

6 Which account is it easier to open current or deposit?

Exercise 5. Find the correct definition in column B to the word in

column A. Write the correct variant in the table below.

A B

1) advance payment a) a record of deposits and
withdrawals held be depositors at
certain banks

2) issuing authority b) a written order to pay a
specified sum

3) pass book c) a part, number, or quantity that
is left over

4) currency d) something paid partially before
the total amount is due

5) remainder ¢) money received for work or

through investments
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6) reimbursement

f) means any political or
governmental subdivision which
is empowered to issue private
activity bonds.

7) draft g) compensation paid for damage
or losses money already spent

8) income h) a system of money in general
use in a particular country

1) - 2) - 3) - 4) - 5) - 0) - 7) - 8) -

Exercise 6. Replace the italicized words in column A with the
synonyms in column B. Write the correct variant in the table

below.
A
1 Not all shareholders in that
company make high income.
2 You will not have any fine if
you clear your account on time.
3 Our firm prefers Vivid Bank
because it charges little fee.
4 Tt is much more convenient and
quicker to pick up money from
ATM than from banks.

B
a) withdraw

b) commission
C) supervise

d) transfer

5 Sign up in on-line banking and e) earn

you can remit money whenever

you want.

6 She was employed to take the  f) settle

lead of the bank record.

1) - 2) - 3) - 4) - 5) - 6) -

Exercise 7. Complete the sentences sing the words in the table.
Write the correct variant in the table below.

a) amount; b) interest; ¢) cash, d) foreign currencies,
e) current account, f) board; g) open market
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1 ... are bought and sold through a bank.

2 Exchange rates are usually displayed on a(n) ....

3 You can’t find foreign exchange in a(n) ....

4 Exchange Regulations is subject to the ... of currency that can be
imported or exported.

5 If you want to open a joint ..., first you have to see the manager.
6 A deposit account earns ... for the customer.

7 To ... the cheques, you need to have your passport.

D- [2- [3- [o- [59H- [e)- [7-

Exercise 8. Match abbreviations you can meet in business
documents with their Ukrainian equivalents. Write the correct
variant in the table below.

A B

1) b/t a) neoer

2) N/C b) kpeaut

3)c/t C) TOTIBKOBUH PO3PaXyHOK MPHU
OTPUMaHHI 3aMOBJICHHSI

4) Dt. deb. d) 6ananc

5) Bal. e) 0e3 HapaxXyBaHb

6) a/c f) mepeneceno Ha OLIBII MI3HIN
TEPMIH

7) c.w.0. g) paxyHOK

8) Cr. h) nepeneceno

1) - 2) - 3) - 4) - 5) - 6) - 7) - 8) -

Exercise 9. Replace the italicized words in the dialogue with the
words in the table without changing the meaning of the sentence.
Write the correct variant in the table below.

a) up, b) hang up, c) busy, d) back, e) put you through; f) cut off;
g) leave

- Hello. Vivid Bank. Can I help you?
- Yes, please. I have been calling for 2 hours and your number is
always engaged(1). I would like to speak to Mr Swift.
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- Sorry. I can’t hear you well. Could you speak loud/y(2), please?

- I would like to speak to Mr Swift!

(Short code dialling. Some minutes later).

- Hello, again. We have been disconnected(3). Can | speak to Mr
Swift?

- Sorry, we have problems with lines today. I’ll see if he is in the
office and then I’'ll connect you(4). Don’t put down the receiver(5). (A
few seconds later). Mr Swift is out. Can you call again(6) or would
you like to give a message(7)?

D- (- [3- [o- [59H- TJo- [D-

Exercise 10. Complete these sentences using in, on, by, at, within.
Write the correct variant in the table below.

1 Since your bill is overdue, we would be pleased if you send us your
check ... return of mail.

2 The Vice President of LTD Company will become President ... due
course.

3 If you wish to clear your account, would you be so kind to inform us
... advance.

4 We were told that our deposit account would be open ... short
notice.

5 The contract will be signed ... your arrival.

6 The manager studied a draft of the Contract ... Thursday.

7 The meeting should be held ... two weeks.

8 All the goods will be delivered ... end of the month.

D- [2)- [3- [4- [5- Te- [1- [8-

UNIT 5
Review test
Exercise 1. Choose the correct answer.
1 Be in charge of recruitment:

a) MOBIIOMJISITH MPO TIATIK C) 3pOOUTH 3aMOBJICHHS
3a3aieriab
b) BiamoBigaTy 3a HAOIp d) moroguTHch HA yMOBU
nepcoHay IIOCTaYaHHS
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2 Execute a trial order:
a) BUKOHYBAaTH MPOOHE
3aMOBJICHHS
b) BIAXWJIUTH MOBTOPHE
3aMOBJICHHS

C) HONPOCUTH ONTOBE

3aMOBJICHHS

d) oTpumaTu HacTymHE
3aMOBJICHHS

3 Depend on a forwarding agent:

a) 3yCTPITUCS 3 ar€HTOM TIO
POJIaXy

b) npuBiTaTH EKCIIEAUTOPA

4 Quote terms of payment:
a) NJIKUCATH YMOBHU MMOCTAYaHHS
b) BCTaHOBJIIOBaTH YMOBH
IIATeXY

5 Settlement of an account:
a) BIIKPUTTS paxyHKa
b) 3aKpuTTA paxyHKa

6 Offer without engagement:

a) mpomno3uilis 6e3 3000B’13aHb
b) 3aMoBNIeHHS 0€3 KOHTPAKTy

C) 3aMOBUTHU HACTYIIHY
MPOAYKIIIFO
d) 3anmexxaTu Bij eKcrieauTopa

C) HaJaTu KBOTU Ha MPOJAK
d) BigmpaBUTH BaHTaX
C) cruiaTa paxyHkKa

d) BimkiIacTH miaTix

C) BUpIIIEHHS MIpo0jIeM
d) mokymka 6e3 0OMeKEHb

7 Place an order with the firm:

a) Micle 3aMOBJICHHS (hipMHU

b) 3acHyBaTu BenuKy Ppipmy
8 Merchandise on call:
a) (PIHAHCOBUIA 3BIT
b) ocHOBHUI KaImiTaj
9 Decline a standing order:
a) MOJIIMIITYBaTH ONTOBE
3aMOBJICHHS
b) BIAXHIMTH MOCTINHE
3aMOBJICHHS

C) PO3MICTUTH 3aMOBJICHHS Y
dbipmi
d) 3akyIr0uuTH TOTOBIP 3 PIPMOIO

C) MOBE/IHKA CTI0KMBaya
d) ToBap Ha BUMOTY

C) 3rajiaTu Iepiie 3aMOBJICHHS

d) mporuo3yBaTu «TBepe»
3aMOBJICHHS

10 Owing to unforeseen circumstances:

a) KOMIUIEKC MAapKETHHTOBUX
KOMYHIKaIii

b) 3aBAsKHM Herepen0aueHUM
oOcTaBMHAM

C) BIJOMICTh TOPTOBEJILHOI MapKu

d) 3B's130K 3 TPOMAICHKICTIO
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11 Complimentary close:

a) BUPa)KCHHS BBIYJIMBOCTI C) OMM3BKUI 10 M AIHACAHHS
HaIPUKIHII JIUCTA
b) 3aKkpuUTH paxyHOK d) mpocyBaHHs TOBapy

12 Body of the letter:
a) JIMCT-CKapra C) TOJIOBHA YacTHHA JINCTA
b) nmucT-3amuT d) cknaganHs MHrcTa

13 Monitor solicited offer:
a) OTpUMAaTH BUT1IHY C) 3p0OUTH MTOBTOPHE 3aMOBJICHHS
MIPOTIO3UILI0
b) BIAKJIACTH CILIATy paxyHKa d) BiacTexxyBaTH 3aTpeOyBaHy

MPOTIO3HUIIIIO

14 Mailing indications:
a) peKJaMHa JINCTIBKa C) 3BOPOTHOIO MOIITOK)
b) MicIie mpoaaxy d) momToBi Mo3HAYKH

15 The immediate dispatch of supplies:
a) YMCJICHHA ONTOBA TOPTIBJIS C) OCHOBHA JIISUIbHICTh KOMMaHI1i
b) HerailiHe BipaBICHHS d) pi3HOMaHiITHA TOPTiBIIA
oOnagHaHHS TOBapamMu

Exercise 2. a) Read the letter and define what kind of letter it is.

Glaston Pietra Ltd.
Cane Street

Cardiff

b95ex
Telephone+49(0)54
68 923
Fax+49(0)42537825
Email
glast(@piera.co.uk

4 October 2016

The Sales Department
Northern Supplier Ltd
Bremen, PK 25698

Dear Mr Shelby,
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I am an owner of a large sports shop and I would like to enquire about
a new sports equipment for boxing and tackwondo that you advertised
in this month’s edition of New Sports Equipment. 1 am interested in
purchasing the product as one of the products I would sell in my shop.

Could you tell me if the accessories are available in various colours, if
the accessories pass government standards, what discount I could get
if I purchase the accessories by wholesale, if you could send me some
samples.

I am a regular customer of yours and I really like your products. They
are of high quality and I am impressed by your designs. Please course
the response to my enquiry through the address above. You may
contact me at 248-356-8695.

I am looking forward to hearing from you.

Yours Sincerely

Glaston Pietra Ltd

Ted Hanks

Director

b) Answer the questions to the above letter.
1 Who wrote the letter?

2 How did he learn about Northern Supplier Ltd?

3 What product was Ted Hanks interested in?

4 Did he ask for samples?

5 What words did he use to ask the company to send a reply as
quickly as possible?
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Exercise 3. Write the Letter of Offer to the Letter written above.
Include the information about type of goods, quantity of goods,
prices, discounts, delivery times, terms of delivery, terms of
payment and samples.

Exercise 4. Match abbreviations you can meet in e-mails with
their English full forms. Write the correct variant in the table
below.

A B

1) rsvp a) pieces

2) pcs b) for your information
3) iow c) no reply necessary
4) nb d) please reply

5) fy1 ¢) on the other hand
6) otoh f) as soon as possible
7) pls g) in other words

8) asap h) to be confirmed
9) nrn 1) please

10) tbc j) please note

D- [2)- [3)- [9- [5H- [6- [D- [8)- [9)- [10)-

Exercise 5. Are these statements about the Letter of Enquiry true
or false? Write T (for true) and F (for false) in the table below.

1 An enquiry is a letter in which you advertise your production.

2 You cannot ask for information about terms of delivery in an
enquiry.

3 A first enquiry should include a brief mention of how you received
the supplier’s name.

4 All enquiries should have a closing letter.

1)- 2) - 3) - 4) -
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Exercise 6. Find the correct definition in column B to the word in

column A. Write the right variant in the table below.

A B

1) distinguish a) a commercial document that
itemizes a transaction between a
buyer and a seller

2) enquiry b) the act of greeting someone

3) invoice c) something that 1s included
with a letter or in a package

4) signature d) a person who obtain something
(e.g. letters, goods)

5) omit ¢) to notice or understand the
difference between two things

6) enclosure f) to prevent from being included

7) salutation g) someone who transmits a
message

8) sender h) an act of asking for information

9) receiver 1) the words (such as sincerely

yours ) that come before the
signature of a letter

10) complimentary close 1) the name of a person or a mark
representing his name, marked by
himself

D- [2- [3- [o- [59- [6)- [D- [8)- [9)- [10)-

Exercise 7. Read the Letter of Complaints and underline the most
appropriate word or phrase.

Dear Sir or Madam,

I am writing to complain/confess about a fault with a modem TL-
WR340G that I have recently bought/sold from your website.

When it arrived, 1 connected/forwarded it to my PC, but it doesn’t
work. I cannot access/satisfy the Internet or send/spend e-mails.
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[ am putting/ am enclosing the modem together with the receipt. I
would be grateful if you replace/reverse the modem as soon as
possible.

I can’t wait/am looking forward to hearing from you.

Yours faithfully/sincerely
Megan Swift

Exercise 8. Use the appropriate words to fill in the gaps. Write the
right variant in the table below.

a) faithfully, b) catalogue, c¢) number, d) forward; e) place an order;,
) letter; g) receive; h) confirmation

FOURNIER ET CIE
Omega TechCom

Avenue Ravigny 14
Paris XV

Importers of Kitchen Equipments 3 April 2016
353 Ivyland Road
Warminster, PA 18765-8766 USA

Dear Sirs,

Thank you for your ...(1)of 22 March. We are writing to formally
...(2) for twenty (20) individual stand mixers (Model #8765), all

in the colour blue. The catalogue ...(3) is 897-678-149-BK.
Please, include your latest ...(4) with the order.

As soon as we receive your ...(5) and pro-forma invoice, we will
arrange for settlement by banker’s transfer.

We hope to ...(6) this order no later than Thursday, April 15, 2016.
We are looking ...(7) to hearing from you shortly.

Yours ...(8)
Omega TechCom

D- [2- [3- [4- [5- TJ6- [D- [9-
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