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ПЕРЕДМОВА 

INTRODUCTION 

Інтенсивний розвиток міжнародних зв’язків, встановлення та 

налагодження ділових контактів із закордонними підприємцями вимагає 

високого рівня в опануванні навичками усного мовлення у типових 

комунікативних ситуаціях спілкування, вміння правильного складання та 

оформлення різноманітних видів управлінських документів та службової 

кореспонденції. 

У зв’язку з цим на перший план виступає аналіз лінгвотекстових 

особливостей текстів службового призначення з точки зору основного 

напрямку сучасної лінгвостилістичної науки – функціонально-комунікативного, 

згідно якого процес вербальної комунікації здійснюється не в ізольованому 

реченні, а шляхом текстів конкретного типу та призначення з урахуванням 

комунікативної інтенції та ситуації спілкування.  

Метою курсу «Ділова іноземна мова» є ознайомити студентів с сучасним 

діловодством англомовних країн, навчити орієнтуватися в потоці ділової 

інформації, дати знання будови та змісту головних зразків  ділових документів. 

У поєднанні із поглибленням вивченням таких розділів лінгвістики, як 

стилістика, культура мовлення, орфографія, пунктуація, лексика, фразеологія 

студент має отримати достатній запас знань для практичного діловодства. 

 І в результаті вивчення усіх тем студент повинен знати, як вірно добирати 

потрібні слова і складати речення відповідно до принципів письмової мови; 

досконало знати правопис слів і засоби використання пунктуації, яка впливає 

на структуру і стиль ділових паперів.  

Дані методичні вказівки мають за мету допомогти студентам в їх роботі 

над розвитком практичних навичок підготовки та проведення презентацій, 

переговорів, участі в зборах, перекладу ділових листів, телеграм, телексів та ін., 

над придбанням вмінь розуміти зміст кореспонденції з обов’язковим повним і 

точним перекладом всіх речень. 
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1.  Діловий етикет 

1.1. Знайомство 

1.  Ask questions to the text and retell it: 

INTRODUCING PEOPLE 

  There are some main rules of introduction which are useful to remember: men 

are introduced to women, young people to older ones, old friends to newcomers, and 

young girls to married. Usually women are not presented to a man unless he is the 

Head of State or a member of the Royal family. When introducing one says 

something like: "Mrs. Johnson, may I introduce Mr. Blake?" and then turning to Mrs. 

Johnson simply says "Mrs. Johnson". That is all that's necessary, but one can say a 

bit of information which will help the introduced people to start the conversation. 

The usual response to the introduction is "How do you do?" which is a kind of 

greetings and not a question, and the best answer to it is "How do you do?” 

Sometimes one may say less formally "I am glad to meet you", "Happy to have met 

you" or just "Hello". 

It is very good to add the name of the person introduced — "I am very glad to 

meet you, Mr. Sparks". If you do not remember the name it is enough simply to ask 

"What was your name, please?" or "Could you repeat your name?" Men may stand 

when introduced ladies may remain seated. 

British and American people usually shake hands especially when formally 

introduced but they do not always shake hands with people they see often. When an 

Englishman passes in the street he only touches his hat. 

Usually they smile and say: “Good morning”, “Good afternoon”, “Good 

evening”, “Hello”, or “Hi”. 

When two businessmen meet they usually shake hands. 

 

2. Act as an interpreter. 

- Вибачте, Ви містер Міллер з Бонна? - .Yes, that's right.   

- Радий познайомитися з Вами, містер Міллер. - Happy to  meet you too.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      

- Сподіваюсь, переліт не був стомливим? - Oh, not at all. It was fine. 
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- На нас чекає машина. Ми одразу ж поїдемо, якщо не заперечуєте. - Not in the 

least. 

- Ми трохи затримались, на дорогах «пробки». - It's all right. Mr. Stanton is 

waiting for you. 

- Це ваш перший візит до нашого міста? — Yes, I've always dreamt about going to 

Britain. 

- Я в захопленні від вашого знання англійської мови. - Thank you. 

3. Translate into English. 

1. He думаю, що ви знайомі з м-ром Смітом.                                                                                                                                                                                                                                                                                                                                         

2. Я багато знаю про вашу країну, але це мій перший візит сюди. 

3. Сподіваюсь, що наше ділове співробітництво буде успішним. 

4. Ви добре долетіли? - Цілком. У літаку я переглянув деякі документи. 

5. Ми трохи запізнилися через "пробки" на дорозі. 

6. Називайте мене просто по імені.                                                                                                                                                                                                                                                                                                                                                             

7. Дуже люб'язно з вашого боку.  

8. Я з нетерпінням чекав на цю поїздку.  

9. Я не заперечую.                              

 

1.2.  Бронювання готелю та квитків. 

4.   What information do hotels need when you book? 

5.  Read the emails and answer the questions. 

1 What does Lotte want to book? 

2 Why does Erica Jackson apologize? 

3 What will the total bill come to? 

6.  You and your team want to stay in the Archway Hotel. Write to the hotel with 

the booking details. 

Number of people      3 

Type of rooms            3 doubles 

Meeting room            yes 

Dates           the nights of 24-26June 



7 

 

7.  Write another email changing the original booking. You want to change the 

dates to the nights of 2-4 July. 
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8.  Your colleague needs you to book a hotel for him. Read his email then complete 

the hotel booking form below. 
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1.3. Етикет спілкування по телефону 

9. Read the text and find out the information necessary to answer these questions: 

1. What is a pay telephone? 

2. Where are pay telephones located? 

3. What is a push-button telephone? 

4. What pages does the telephone book contain? 

5. What is the contents of the white pages? 

6. Is it possible to find in the telephone book the telephone number for a firm if you 

know only the services it offers? Why? 

7. What numbers do the first and front pages of the telephone book list? 

8. What is "a local telephone number"? 

9. How can you make sure that you are calling a local telephone number? 

TALKING ON THE TELEPHONE 

The telephone is an important tool in our lives. With a telephone, we can find out 

information, make appointments, and talk with our friends and families. Telephones 

are everywhere. Most homes and businesses have several. Pay telephones are located 

inside and outside gas stations and some stores. Here are steps to help you learn to: 

• Make a local telephone call. 

• Make a long-distance telephone call. 

• Use special telephone services. 

MAKE A LOCAL TELEPHONE CALL 

Telephones come in several types and styles: 

• Rotary-dial telephone. A telephone with numbers and letters in a circle 

around a dial. This is an old style telephone. 

• Push-button telephone. A telephone with a pad of buttons with letters and 

numbers on them. These are common. 

• Pay telephone. A telephone that requires you to deposit money before you 

can make a call. Most pay telephones are push-button phones. 

You must take three steps to make a local telephone call: 
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I. Find the telephone number vou want. You can find the telephone numbers you 

need in many ways: 

a) Use the telephone book. 

White pages. Look up the last name of the person you want to call. People's last 

names are listed in alphabetical order. Under each last name you will find: 

• First name. 

• Address. 

• Telephone number. 

Businesses are listed in the white pages alphabetically under the name of the 

business. 

Yellow pages. Look in the yellow pages for names of businesses and advertisements 

for businesses. The businesses are not listed alphabetically by name. They are listed 

under headings that tell: 

• The products they sell. 

• The services they offer. 

For example, you would not look up the telephone number for "Hadda Cab 

Company" under "H" for "Hadda." It would be listed under "Taxicabs," along with 

the names, addresses, and telephone numbers of all the other taxicab companies in 

your area. 

Emergency telephone numbers. The first page in the telephone book usually lists 

emergency telephone numbers. Use them if you need help. Other front pages of the 

telephone book have information about the telephone company and the services it 

offers. 

b)  Dial directory assistance (or information) and ask the operator for the number 

you want. Instructions for dialing directory assistance can be found in your telephone 

book. You must pay a small fee for using directory assistance. 

c) Ask friends to give you their telephone numbers. Write down the numbers and 

keep them together in a list. 
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2.  Make sure you are calling a local telephone number. Local telephone numbers will 

have seven numbers. Look at the first three numbers, which are called the prefix. You 

are making a local call if: 

• The prefix is the same as the prefix for your telephone number. 

• The prefix is listed on the map of local prefixes in the front of your 

telephone book. 

If you accidentally call a prefix that is not in your local calling area, you will get a 

recording that says, "Your call cannot be completed as dialed." You are not charged 

for the mistake. If you want to check whether a number is a local call, you can dial 

"0" and ask the operator. You may be charged a small fee for the service. 

3. Dial the number. Usually, someone will answer the telephone on the other end. 

However, you may get an answering machine. An answering machine tells you that 

the person you are calling is not there and asks you to leave a message. 

MAKE A LONG-DISTANCE TELEPHONE CALL 

You can make two kinds of long-distance calls: within the USA and international. 

Within the USA long-distance calls are those made to places outside your area code. 

You must arrange for long-distance service with the telephone company when you 

have your telephone service set up. 

You can call long distance two ways: 

1.  Dial directly. You can dial the number yourself if you know the area code of 

the place you are calling. If you don't know it, dial "0" and ask the operator. You will 

pay a small fee for this service. 

2.  Dial "0" to get the operator and ask for assistance in placing the call. You 

will pay a fee for the help. By using the operator, you can call station-to-station, 

person-to-person, and collect. 

• Station-to-station call The operator dials the number for you and connects you . 

You must pay for the operator's help. 

• Person-to-person call. The operator dials the number for you. When someone 

answers, the operator asks for the person you wish to speak to. You do not pay for the 
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call if you cannot reach the person you want. But you must pay for the operator's 

help. 

• Collect calls. The operator dials the number for you. When someone answers, the 

operator tells your name to the person who answers and asks if he or she will pay for 

the call. The person can say yes or no. He or she will pay extra for the operator's help. 

• International calls outside the USA can be made three ways: 

3.  Arrange for international calling with your long-distance company. Use the 

steps they give you. 

4.  Ask the operator to help you. Dial directory assistance and ask for the code 

numbers for the country and city you want to call. 

5.  Dial directly. 

USE SPECIAL TELEPHONE SERVICES 

Telephone companies offer many different options you may want to try. You will pay 

extra fees for these options. 

• Call waiting. When you are talking on the phone, you can answer another call 

without hanging up on the first call. You can have two phone calls at the same time. 

• Call forwarding. When you are away from home, you can change your telephone 

to make your calls go to the number you are at. When you come home, you can 

change it back again. 

• Speed calling. Allows you to make calls to certain phone numbers by dialing only 

two numbers. 

ANSWERING MACHINES 

An answering machine takes messages for people when they are away from their 

telephone or choose not to answer the telephone. If you dial a telephone number and 

get an answering machine, here's what to do: 

1.   Listen to the message. Follow the instructions in the message. Most often, 

messages say to wait for the beep before you start talking. But some machines don't 

have a beep, so you just begin talking when the message is done. 

2.   Talk to the machine. It may seem strange at first. But the person you called wants 

to know that you called. Be sure to tell: 
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• Your name. 

• Your telephone number. 

• When you called. 

• When to call you back. 

• Any information you want the person to know. 

3.   Hangup. 

Perhaps you'd like to have an answering machine at your house. Shop for one at 

department stores or discount stores. The answering machine will come with 

instructions about how it works. 

 

10.  Choose the correct variants to complete these instructions (each instruction 

may have several wordings): 

1.  To make a long-distance call 

within the    USA,... 

2.  To answer another call without 

hanging       up on the first call,... 

3.  If you want to make your calls 

go to  

some other number you are at,... 

4.  Speed calling allows ... 

5.  If you dial a telephone number 

and get        an answering 

machine,... 

a) ...you try the call waiting service. 

b) ...you to make calls to certain phone number 

by 

dialing only two numbers. 

c) ...dial "0" and ask the operator to dial the 

code the area you need. 

d) ...you would use the call forwarding service. 

e) ...be sure to tell your name, telephone 

number, 

time you called, when to call you back, the 

information you want the person to know. 

f) ...you dial first the area code of the place you 

are calling 
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2.  Влаштування на роботу 

2.1  Типи резюме та CV.  

1.  Discuss the following questions. 

1 Which countries would you like and not like to go and work in? 

2 What problems do you think people who work abroad have? 

3 Do you think working abroad is essential for a successful career? Why / Why 

not? 

 

2. Read the article and mark the sentences T (true), or F (false). Change any false 

sentences to make them true.  

1 To have a successful career these days you need to have experience of working 

abroad. 

2 A work placement abroad will help your application attract attention. 

3 Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when 

looking for a job. 

4 You need to check that your employers will recognise your degree subject. 

5 CVs are more important than cover letters. 

6 A cover letter in France may be studied by a specialist. 

7 Sarah Hall withdrew her application for a job in Spain because she didn't like the 

questions in her interview. 

8 When working abroad you should behave in a similar way to those around you. 

 

CULTURAL CHAMELEONS 

mirror the kind of messages you get about communication and appearance 

In today's competitive job market, not spending time abroad can seriously 

damage your chances of climbing the career ladder. It is no surprise then that more 

and more graduates and professionals are looking for opportunities to live and work 

in a foreign country. 

With record numbers of workers hoping to relocate, it is no longer enough to 

have done a .work, placement abroad or to speak a foreign language. 'This is no 
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longer something that makes you different,' says Nannette Ripmeester, director of 

Expertise in Labour Mobility. 'It is something employers expect.' 

But even if you are a strong candidate, the application process for foreign jobs is 

far from straightforward. The EL has introduced the Euro CV to standardise 

application procedures throughout Europe, but Ripmeester believes that a culturally 

adapted CV is better. 'What do I mean by that? For example, in the UK, it is 

customary to add hobbies and interests at the bottom of the page. In Italy however, 

that information is not necessary.' 

When you write your CV it is also a good idea to check whether a photo is 

necessary and whether English-language CV should be written in American or British 

English. Another point to think about is whether or not employers will recognise your 

degree subject, especially when you have studied a subject, such as Wireless Network 

Systems, which doesn't necessarily translate into another language and culture. 

You also need to consider the cover letter, the first thing that an employer will 

read. Approaches differ from country to country: get the CV right but the cover letter 

wrong and you destroy your chances of getting shortlisted for interview because the 

cover letter is the first thing that an employer will read. The British usually write long 

letters to draw attention to relevant sections on the CV, the Italians want one or two 

sentences and the French expect candidates to handwrite detailed letters which may 

be analysed by handwriting experts. 

When it comes to interviews, make sure you know about the work culture and 

understand the importance different countries place on language and speech. For 

example, the French use short sentences and hate silence, while the Scandinavians 

have a deep respect for pauses. You may think these points are not important but by 

not paying attention, you are showing that you do not respect the culture of the 

country you wish to work in. 

Making a mistake at the interview is something Sarah Hall knows all about. She 

is from Liverpool in the UK  and has worked in Germany, Sweden and Spain.  

'My advice is be aware of 'culture clash.' In Britain there is usually a maximum 

of two interviews. In southern Europe they will call you back for a third or fourth 
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interview. I lost a very good job in Spain when I thought they weren't serious. I 

withdrew my application because they asked me to go for a fourth interview. Looking 

back, I now realise they were doing as they always do. I behaved wrongly.' 

'It's important to show that you understand the working culture. Adapting a 

similar style of dress to your co-workers, eating the kind of food they eat, enjoying 

similar activities - these things help to win trust and respect.' 

'Think of yourself as a cultural chameleon, mirror the kind of messages you get 

about communication and appearance. People like people who remind them of 

themselves, and nobody likes what they don't understand.'  

 

CVs 

3.  Discuss the questions. 

• Why are CVs important? 

• What information do job applicants put in a CV? 

 

4.  Read the CV. Where do the headings go? Write them in.  

Interests   Skills   Personal Information    Education and qualifications 

Work experience 
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5.   Now write your own CV. Use the CV above as a model. 

 

6. Rewrite the following bad resume to make it more precise and persuasive. Include 

additional details where necessary and excide any details that you think would hurt the 

job seeker's chances. Also correct any inconsistencies. 

Resume of  

Olexandr Trohymenko  
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5 Perova Bulvard, Kyiv-189 252189, Ukraine  

(044)547-22-81 

Personal   Confidential 

Career 

Objective     Seeks good pay hg position with progressive Sunbelt company. 

Education    Will receive degree from National University of Kyiv  

Mohyla Academy                                                            (1993-1997)  

Earned high average last semester. Took necessary courses for major; 

interested in systems, plans, and design development 

(1983-1993) Attended school in Kyiv; took all courses required.  

Took part in student con tests in geography, volley ball, and gymnastics. 

Experience    Note, except for numerous part-time jobs. As part of student 

programmer worked with focal firm for two months.  

Hobbies     Watching MTV, playing Nintendo video games. Member Drama Society  

References   Please write for names and addresses. 

 

2.2.  Заява поступаю чого на роботу 

7. Fill in the missing words in the passages below. Choose from the following. 

forms                                  chosen 

personnel functions            interview 

references                           holiday 

short list                             applicants 

employment 

promotion 

round holes 

 

pay 

square pegs 

advertisements 

Making appointments is one of the main 1) _____. 2) _____ are placed in newspapers 

and in trade journals. 3) _____ who reply to these, or who are found in other ways, 

are sent application 4) _____. From these the best candidates are 5) _____ and a 6) 

_______ is drawn up. The employers try to avoid fitting 7) _______ into 8) _______. 

The short-listed applicants are called for an 9) _____. During this, the 10) _____ 

package is explained; this includes the annual 11) _____ entitlement, the rates of 12) 

_____, and the opportunities for 13) _____. When the successful candidate is decided 
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on, there is one last step: 14) _____ are taken up before the appointment is finally 

confirmed. 

8.  Use the words and phrases in the box to complete the application form; then fill 

in the form to apply for a bank account. 
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Job applications 

9.   Read the advertisement and make a note of the experience, skills, and qualities 

you have that make you a candidate for the job. 

10.  Read and complete the letter of application with these phrases. 

□ As you can see 

□ For example 

□ I am writing to apply for 

□ My duties included 

□ In addition I have 

□ Although my work 

experience 

□ I am fluent in 
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11.  Write a letter of application to Diamond Travel. Include addresses, the date 

and a reference to any enclosed documents.  

 

2.3.  Написання супроводжувального листа. 

12.  Read the job ad, then put the expressions in the correct places in the letter. 

 

I am interested in    I believe        to meet with you 

relevant    work experience     to apply for 

Dear Mr Olsen 

I am writing ____________
1
 the job advertised In the Evening Mail of 5 June. I'm 22 

years old and I have a degree in sports science. I also have ____________
2
. 

I have been an assistant in a sports centre, and I have worked in an IT department. 

Last summer I worked in a travel agency where I dealt with customers. I speak 

Spanish, English, and French fluently and I have studied in the US. 

I have never worked in a stadium before, but ________________' that I have the 

necessary skills and qualifications ______________ 
4
 working for your company 

because it would give me valuble experience in the sports industry. 

I would welcome an opportunity ________________ 
5
. 

My phone number is 01568 553281.1 enclose a copy of my CV. 

Yours sincerely 

Juan Diaz 
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13.  Ali Prasad, the leisure centre Assistant Manager in It's my job, has put an ad 

on the leisure centre noticeboard for a part-time receptionist and office assistant. 

Write to him to apply for the job. 

 

14.  Read this advertisement for a Personal Assistant. 

 

Write a letter to Mr Mead: 

• explaining why you are writing 

• pointing out your relevant skills and qualifications 

• giving information about your work experience 

• referring to future contact between you and Mr Mead. 

Write 60-80 words. 

 

15. Determine what is wrong with the following sentences in a letter of application. 

Rewrite them to eliminate any mistakes, to focus on the "you attitude" or to make 

more precise. 

a.  Even though I have very little actual job experience, I can make up for it in 

enthusiasm. 

b. My qualifications will prove that I am the best person for you job.  

c.  I would enjoy working with your оther employees. 

d. This letter is my application for any job you now have open or expect to fill in the 

near future. 
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e. Next month, my family and I will be moving to Odessa, and I must get a job in the 

area. Will you have anything open? 

f. If you are interested in me, then I hope that we make some type of arrangements to 

interview each other soon. 

g. I have not included a resume since all pertinent information about me is in this 

letter. 

h. My GPA is only 2.5,butl did make two B's in my last term. 

i. I hope to graduate soon. 

j. Your company, or so I have heard thorough the grapevine, has excellent fringe 

benefits. That is what I care about most, so I am applying for any position which you 

may advertise. 

k. I am writing to ask you to kindly consider whether I would be a qualified person 

for the position you announced in the newspaper. 

1. I have made plans to further my education. 

m. My resume speaks for itself. 

n. I could not possibly accept a position which required weekend work, and 

nightwork is out, too. 

o. In my own estimation, I am a go- getter—an eager beaver, so to speak. 

p. My last employer was dead wrong when he let me go. I think he regrets it now. 

q. When you want to arrange an interview time, give me a call. I am home every 

afternoon after four. 
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3.  Ділова кореспонденція 

3.1.  Ділові листи 

 

 

1. This letter has been revised so many times by Mr Thomas that it has become all 

mixed up, and his word processor has failed to reorganise it. Arrange the letter so 

that everything is in the right place. The first point in the letter is: 
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Thanking 

2.   When did you last write a letter (or email or text message) 

• asking for information? 

• giving information? 

• saying sorry? 

• saying thank you? 

• accepting an invitation? 

• congratulating someone? 

• Who was it to? What was the result? 

 

3.   Read the letter and answer the questions. 

1 What kind of letter is it? 

2 What did the writer and recipient do yesterday? 

3 What extra information does the writer give? 

 

4.  Label the parts of the letter. 

    opening salutation 

□ closing sentence 

□ full name (typed) 

□ closing salutation 

□ writer's address 

□ signature 

□ date 

□ body 

□ recipient's address 
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5.  Lay out this letter correctly on a computer. 

128 Springfield Drive, Seattle, WA 98199 

Raglan Business Solutions 860 Lincoln House, Spokane, WA 99201 

4 March, 20—  

Dear Ms Moran I am writing to thank you for your offer of an internment in June. I 

am very excited by the opportunity of working in your company. 

I look forward to receiving your information pack. 

Yours sincerely    Irene Porter      Irene Porter 

 

Enquiries 

6.  Work in groups. Make a list of all the reasons why a business makes enquiries 

of a supplier. 

EXAMPLES 

to  ask for a brochure to check on an order 

 

7.  Read and complete the letter with these words. 

would    recently    also    planning    future    know    stand    including 
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8. When you write a letter or an email you should organize your ideas clearly. 

Number these items in the order you find them in the letter. 

□ Reference to reply 

□ Your enquiry 

□ Polite ending 

□ Description of your company 

□ How you know about the supplier 
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9.  You recently saw an advert in a trade magazine for GFC Designs. You are a 

quality gift supplier and would like to improve your website. Write to them and ask 

for a brochure. You also want to know if they deal with small businesses. Invent a 

name and address for your company. 

 

Following up 

10. Imagine you meet someone at a careers fair and you want to write a follow-up 

letter. What information would you include? 

11.  

 

11.  Read and complete the letter with these phrases. 

    have also 

□ for taking the time 

□ to learn more about 

□ Thank you again 

□ enclose a copy 

□ mentioned to you 

 

 



30 

 

 

 

12.  Imagine you were at the Birmingham Careers Fair. You spoke to one of the 

companies below. Write a follow-up letter 
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13.  Choose a student in your group and address this letter to him or her. Then use 

the notes in the box to complete the letter. 
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14.  Write a sales letter to your partner for the product you gave a presentation 

about. Look at the model, then write your own letter. 
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15.    -   Read the part of a fax message from Mrs Beverley Harrison, the owner of a 

сompany providing chauffeur services. 

 

I have seen an advertisement in the Evening Mail for your car insurance 

services, and I notice that you offer discounts when insuring fleets of cars. I own a 

fleet of 25 cars and I would like to know what kinds of discounts you can offer. I 

would also like a quotation for insuring the whole fleet. 

I look forward to hearing from you earliest convenience. 

 

 

- Write a letter to Mrs Harrison: 

-  Thanking her for her fax and interest. 

-  Saying that you are enclosing a brochure outlining your insurance services. 

-  Informing her of the discounts you can normally offer for fleets of cars. 

-  Explaining that you will phone her for more information about the cars in 

order to give her a quotation. 

-  Write 60 – 80 words. 
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1  

2  
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3 15.  Answer the questions. 

• What is a report? • Who writes reports? • Who reads them? 

 

16.   Read the extracts from a report and number the items below.  

□ Title □ Introduction □ Body □ Conclusion 

17.  Read the report again. Do you think you are a typical mobile phone user? 

 

 

18.  Write a brief report entitled: The difference in use of mobile phones by 15-21 

year old males andfemales. Use the information below and any relevant 

information in the report. 
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3.2.  Повідомлення 

 

 

19.  You are going to your company's warehouse tomorrow. Write a note to your 

colleague: 

• saying where you are going 

• explaining the reason for your visit 

• asking him or her to go with you. 

Write 30-40 words. 

 

20.  You have arranged a trip for Dr Brook from London to Paris. Write a message 

telling her about the arrangements for her journey. 
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3.3.  Факси 

 

 

21.  Write the following headings in the right place on the fax below. One heading 

is used twice. 

Company 

Date 

Fax number 

From 

Message 

Number of pages 

Position 

Subject 

To 
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Giving directions 

22.  Read the text messages and answer the questions. 

1 Where is Javier? 

2 What does he need? 

3 How will Krystyna send him the information? 

4 Why is a fax useful in this situation? 
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23.  Read and complete Krystyna's fax. 

opposite      on        left       signs       lost get      take 
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24.  Write a fax giving directions to a visitor to your school or college. They are 

arriving from the town centre by car. Include a map if necessary. 

 

25.   
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26.  

 

 
27.  Rosalind Harrison is travelling to Poland again to meet the sales director and 

sales team of the Gdansk office. You are Rosalind's PA. 

• Send a fax to Krystina Duda telling her about the arrangements for Rosalind's 

next visit. 

• Ask Krystina to meet Rosalind at Krakow, take her to Gdansk for her meetings 

and to make the arrangements for her stay. 
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- Travel: London to Krakow 17 March/Krakow to London 19 March. 

- Arrange meetings 18 March: Sales Director/sales team to discuss progress of 

advert. 

 

 
28.  Read this advertisement. 
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Write a fax to Mr Smith: 

• saying who you are and what you do 

• giving information about your company 

• explaining why you would like to join the society 

• providing your contact details. 

Write 60-80 words. 

 

 
 
29.  Read this advertisement about a product. 
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Write a fax to the company: 

• saying where you saw the advert 

• asking specific information about the bike 

• requesting a company brochure 

• giving your contact information. 

Write 60-80 words. 

 

3.4.  Електронні повідомлення 
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Making contact 

30.  Discuss these questions. 

• What sort of information do you give when you introduce yourself to somebody? 

• Do you find it easy to introduce yourself to someone you don't know? 

 

31.  Read the email and answer the questions. 

1 Who is Angela? 

2 Does she know Sabina Zawadzki? 

3 What does Angela want ? 

4 How do you think Sabina will reply? 

 

32.  Label the parts of the email. 

6 closing sentence 

□ closing salutation 

□ sender's name 

□ opening salutation 

□ introduction 

□ recipient's name / email address 

□ subject line 

□ reason for writing 
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33.  Read Sabina's email and answer the questions.  

1 Can she offer Angela work experience? 

2 What does she suggest? 

 

 

33. Write an email introducing yourself to Tim White. He is a friend of your 

teacher and he runs a small business. You would like to interview him for a project 

 

34.  You have decided to leave your job. Write an e-mail to a colleague: 

• telling him or her about your decision 

• saying when you are leaving 

• explaining the reason for your decision. 

Write 30-40 words. 

 

Arranging a meeting 

35.  What information do you need to give when trying to arrange a meeting?  

 

36.  Read the emails. Who... 

1 suggests a meeting? 

2 suggests an alternative time? 

3 agrees to a meeting time? 

4 confirms the meeting? 
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37.  Imagine you are Hugo. You discover you are busy on Wednesday afternoon. 

Write to Vanessa and Paul.  Apologize and suggest an alternative day and time 

 

38.  Write emails to your partner to arrange a meeting. First invent names and 

decide what you want to discuss. 

Student A 

suggests a meeting  

Student B 

apologizes and suggests an alternative 

time  

Student A 

agrees to the meeting time  

Student B 

confirms the meeting 

 

 

Inviting 

39.  Discuss these questions. 

• When do you send and receive invitations? 

• What information does an invitation include? 

 

40.  Read the correspondence and answer the questions. 

1 Why is Space Fashion having a party? 

2 What does RSVP mean? 

3 How well do you think Jim knows Stefano? 

4 Who doesn't accept the invitation? 

 

41.  Imagine you are Melissa. You can't go to the party. Write an email to Selina. 

Then imagine you are Jim. You can go for the drink. Write an email to Stefano. 

 

42.  Write an invitation to your partner. Your partner writes an email back, 

accepting or refusing. 



50 
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42.   

 

 
 

Enquiries 

43.  Companies often receive letters from business students and other members of 

the public asking for information about their company's performance. Write an e-

mail to a company asking them to send you some company information. 

 

Answering enquiries 

44.  Look at the website and answer the questions. 

1 What sort of products is this company selling? 

2 Who are their target customers? 
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45.  Put the sentences in the correct order in each email. 
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46.  You work for PromoPerfect. Answer the following enquiries. Use the 

information in the table. 

• I would like to know what colours the Hand Track Mouse comes in. Also, can 

it be used by left-handed people? (Kristin Archer) 

• Could you give me more details about the USB Pendrive? (Martin Vidmar) 

 

47.  You are visiting Switzerland on a business trip next week with your colleague. 

Write an e-mail to your colleague: 

• thanking him or her for booking your tickets 

• apologising for losing the itinerary he or she gave you 

• asking him or her to send it to you again. 

Write 30-40 words. 

 

48.  Read the note and e-mail. Complete the form. Write a word or phrase or a 

number on lines 1-5. 
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Complaining 

49.  What problems can you have when you buy something online or by mail 

order? Add to the list.  

missing parts 

wrong quantity 

 

50.  Read the emails and answer the questions. 

1 What problem does Megan Byrne have? 

2 What does she want to happen? 

3 Who does Derek Adams think is responsible for the problem? 

4 What is he going to do? 

5 Do you think that Megan Byrne will be happy with the solution? 

 



56 

 

 



57 

 

51. Read the following problem. Write an email of complaint. Then write the reply 

from the company. 

You have ordered two DVDs from the online company DVD Direct -The Last 

Samurai and Spiderman, Deluxe Edition (Order No. 92670 BF). You have received: 

The Lost Princess andLord of the Rings Part 1. 

 

Apology 

52.  Read this memo from Phil Murphy about problems with his company's 

computers. 

 

Write an e-mail to Mr Murphy: 

• thanking him for his memo 

• apologising for not replying earlier 

• explaining the reason for the delay 

• saying how you will help him. 

Write 60-80 words. 
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4. Презентації 

4.1  Підготовка та проведення презентацій. 

1.  Suzi Capra wants to make a good start to her presentation, so she has made a 

list of the things she wants to say. Unfortunately she has dropped all her language 

cards (a-j) on the floor. Help her to put them in the right order by matching them 

with the cues (1-10). 

Cues  

1  THANK audience for coming. 

2  INTRODUCE myself. 

3  Give JOB title. 

4  Give TITLE of presentation.  

5  Give REASON. 

6  Give STRUCTURE. 

7  Give LENGTH. ; 

8  VISUAL AIDS I plan to use. 

9  No QUESTIONS; until the end.  

10  START first part.; 

 

 Language cards 

a) I plan to show you some slides and a short video during my presentation. 

b) So, first of all, let's take a look at... 

c) I'm very grateful that you could all come today. , 

d) I'm going to talk for about... 

e) If there is anything you would like to ask me, please would you wait until the end 

of the presentation. 

f)   My name is . . . 

g) My talk will be in four main parts.    

h) The subject of my presentation today is... 

i)  I'm the .. . 

j)  I'm going to talk about this because . . . 
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5. Збори 

5.1  Написання Memo. 

 

1.  The managers at your company have decided to give staff a pay rise. Write a 

memo to staff: 

• confirming the pay rise 

• giving details of the pay rise 

• saying who to contact for more information. 

Write 30-40 words. 

 

2.  Use these notes to complete the memorandum report. 
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3.  Use the information in the graph to complete the memo below. 
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5.2  Написання оголошень 
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6.  Переговори 

6.1.  Контракти 

1.  Find the English equivalents for the following. 

Проект контракту; радий вас бачити; перейдемо до справи; бути впевненим; 

ознайомитися; нам хотілося б знати; згоджуватися; пункт контракту; як тільки; 

практичне здійснення; я цілком згоден; ретельно вивчати; управляючий 

службою збуту; підкреслювати; включати; як зазначалось; додаток; проглядати; 

зустрічна пропозищя; дат; piч у тому, що; юрист. 

 

2.  Read and discuss the contract. 

CONTRACT NO 018.006 

Blackville 20_, February 24 

The company Blake Electronic Corporation, Blackville, USA, represented by Mr. J.P. 

Manson, General Manager, hereinafter referred to as the "Seller" and the company 

Jackson Ltd. Marketing, Reno, USA, represented by Mr. L.C. Parker, Commerce 

Director, hereinafter referred to as the 'Виуеr'\ have concluded the present Contract to 

the effect that: 

1. Subject of Contract 

The Seller sells and the Buyer buys the goods indicated in the Specification 

(Enclosure N1), which is an integral part of this Contract. The goods should be 

delivered in accordance with Terms of Delivery. 

2. Prices and Total Sum of Contract 

2.1.   The prices for the goods are in US dollars as indicated in the Specification 

amount to $5,879 for each set. 

2.2.  The total sum is $129,497 (one hundred twenty nine thousand four hundred 

ninety seven). 

2.3.  The prices as per this Contract have been fixed firmly and are not subject to 

alteration. 

3. Terms of Delivery 
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3.1.  Delivery of the goods shall be made CIF San-Francisco, International Airport. 

The goods are delivered according to the terms printed in the Specification (see 

Enclosure N1) but not later then 20 days from the date signing of the Contract. 

3.2.  The representatives of the Buyer make the inspection of the delivered goods 

before accepting them in respect of quality and quantity. 

3.3.  Partial deliveries are authorized. 

4. Terms of Payment 

The Buyer is obliged to make payment in US dollars. 100 per cent value of Contract 

is to be paid in advance to the Seller's Bank in 10 days from the date of the Contract's 

signing (as indicated in Enclosure N1). 

5. Insurance 

The Seller shall insure goods to be delivered on CIF terms against usual transport 

risks in accordance with the Insurance Agreement. 

6. Guarantees 

6.1.  The Seller guarantees the quality of the delivered goods for 36 months from the 

date of putting the equipment into operation. 

6.2.  If during the guarantee period the equipment proves to be defective, the Seller at 

his cost eliminates defects within the shortest possible time or replaces the defective 

equipment. 

7. Packing and Marking 

Each set of the goods shall be packed and marked according to the Buyer's inquiry. 

Marking Information is the following: 

1.  Name of the consignee; 

2.  Name of the consignor; 

3.  Contract N (Code); 

4.  Air Way Bill N; 

5.  Gross Weight; 

6.  Net Weight; 

7.   Box N. 

8. Arbitration 
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8.1. All disputes and disagreements which may arise due to this Contract or in 

connection with it shall be settled through friendly negotiations between the parties. 

Disputes and disagreements that cannot be settled by parties through negotiations are 

subject to settlement excluding the court in the Federal Arbitration of California State 

in accordance with the law in force. 

8.2.  The award shall be final and binding upon both parties. 

9. Other Conditions 

9.1. All amendments and alterations to this Contract are valid only in written form 

and should be signed by both parties. 

9.2.  Upon signing this Contract, all preceding talks and correspondence on it lose 

their force. 

9.3.  Neither party is entitled to transfer rights and obligations to any third party 

without a written consent of the other contracting party. 

9.4.  The present Contract has been drawn up in 2 (two) copies; both copies having 

equal rights. 

9.5.  Enclosure N1. Specifications on 2 pages. 

10. Legal Addresses of the Parties 

The Buyer:                                                          The Seller: 

Company: Jackson Ltd.                               Company: Blake Electronic 

Marketing                                                      Corporation 

1867, Albert Road,                                        2811, Pine Line 

Reno, CA, 31137, USA                                 Blackville, MD, 57348, USA 

Phone N:                                                        Phone N: 

Fax N:                                                             Fax N: 

Account N:                                                     Account N; 

 

3. Answer the questions. 

1.  Who is referred to as the "Seller" in this contract? What firm does he represent? 

2.  Who is the "Buyer"? What post does he hold? 

3.  What is the subject of the contact? 
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4.  What is the price for each set of equipment? Can it be changed? 

5.  When should the goods be delivered? 

6.  Why should the goods be insured and who is to do it? 

7.  What should be done if the equipment proves to be defective? 

8.  Who is to eliminate the defects? 

9.  How should all disagreements be settled? 

 

4. Give English equivalents to the following. 

Продавець; покупець; посилатися на; кількість i якість; загальна сума; 

відповдно до; як зазначено; твердо встановлювати; доставка товарів; підлягати 

змшам; приймати у відовідності до; підписувати контракт; укладати контракт; 

представник фірми; платити наперед; додаток; покупець забов'язаний; 

страхування товару; обладнання, яке постачається на умовах СІФ; звичайний 

ризик; продавець усуває дефекти; заміняти; найбільш короткий термін; 

пакування i маркировка; розбіжності вага нетто; шляхом nepeгoвopiв; 

товариський; передавати; письмова згода. 

 

5. Translate into English. 

1. Вони уклали контракт на поставку комплектного устаткування. 

2. Решта питань може бути вирішенена в робочому порядку. 

3. Представники покупця, безумовно, ознайомилися з проектом контракту. 

4. Як ильки ми підготуємо остаточний варіант контракту, ваш буде 

представлений вам на розгляд. 

5. Експерти нашої фірми ретельно вивчили вci пункти   контракту. 

6.  Управляючий службою збуту запропонував внести деякі корективи. 

7. Ціна за одиницю устаткування вказана в додатку до   контракту. 

8. Ми зіткнулись з деякими проблемами, але зможемо   розв'язати ix у робочому 

порядку. 

9. Ми задовільнимо ваше прохання про продовження   гарантійного періоду. 
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10.  Після підписання контракту вci попередні переговори i листування 

вважаються недійсними. 

11.  Покупець придбає товари, вказані в специфікації. 

12.  Оплата товару відбувається в доларах США i становить 950 доларів США 

за кожну одиницю. 

13. Ціни на товар установлені остаточно i зміни не підлягають. 

14. Обладнання повинно бути доставлене не пізніше 25 днів з дня підписання 

контракту. 

15.  Продавець страхує обладнання, що поставляється на умовах СІФ. 

16.  Продавець гарантує якість поставленого обладнання протягом 12 місяців з 

моменту введения обладнання в дію. 

17. Якщо протягом гарантійного терміну в обладнанні виявляються дефекти, то 

поставник замінює дефектне обладнання. 

18. Дефекти обладнання усуваються продавцем за власний кошт у найкоротший 

термін. 

19.  Уci poзбiжнocтi, пов'язані з контрактом, повинні вирішуватися шляхом 

nepeгoвopiв сторін. 

 



68 

 

СПИСОК ВИКОРИСТАНОЇ ЛІТЕРАТУРИ 

REFERENCES 

1. Антонов О. И. Англ. язык для бизнесмена. Учебное пособие / О. И. Антонов. 

– Тверь : Информпечать, 1991. – 112 с. 

2. Богацький І. С., Дюканова Н. М. Бізнес-курс англійської мови / 

І. С. Богацький, Н. М. Дюканова. – Києв : ТОВ «ВП Логос», 2005. – 352 с. 

3. Буданов С. І., Борисова А. О. Business English. Ділова іноземна мова / 

С. І. Буданов, А. О. Борисова. – Харків : «ТОРСІНГ ПЛЮС», 2005. – 103 с. 

4. Гапон Ю. А.  Business English.  Англійська мова для ділового спілкування. 

Інтенсивний курс. Навчальний посібник з англійської мови / Ю. А. Гапон. – К. : 

Вид-во Європ. ун-ту, 2003. – 230 с. 

5.  Данилова З. В., Гулкевич С. П., Сомова А. М. Business English. The Legal 

environment for business / З. В. Данилова, С. П. Гулкевич, А. М. Соиова. – 

Тернопіль, 1999. – 180 с. 

6. Данилова З. В., Князевська І. Б. Ділова англ. мова /З. В. Данилова, 

І. Б. Князевська. – Тернопіль, 1998. – 135 с. 

7. Дудкина Г. А. и др. Учебник английского языка для делового общения / 

Г. А. Дудкина. – М. : Аверс, 1991. – 150 с. 

8.  Котий Г. А., Гюльмисаров В. Р. Деловые письма на английском языке 

(практическое пособие) / Г. А. Котий, В. Р. Гюльмисаров.– М. : Экзамен, 1999. 

– 84 с. 

9. Лукьянова Н. А. Настольная книга бизнесмена / Н. А. Лукьянова. – М. : 

Высшая школа, 1993. – 110 с. 

10. Хачатурова М. Ф. Англ. язык для деловых контрактов / М. Ф. Хачатурова. –  

К., 1997. – 165 с. 

11. Шевелева С. А. Деловая переписка на английском языке: 1000 фраз / 

С. А. Шевелева. – М., 2000. – 128 с. 

12. A. Ashley. Hadbook of Commercial Correspondence / A. Ashley. – Oxford :  

Oxford University Press, 2000. – 124 p. 



69 

 

13.  D. Cotton, S. Robbins. Business Class / D. Cotton, S. Robbins. London : Pearson 

Education Limited, 2000. – 146 p. 

14. D. Grant, R. McLarty. Business Basics / D. Grant, R. McLarty. – Oxford :  

Oxford University Press, 2009. – 168 p. 

15. S. Flinders. Test your Business English elementary / S. Flinders. – London :  

Penguin books, 2003. – 206 p. 

16.  K. Manton. First Insights into Business / K. Manton. –  London : Longman, 

2002. – 168 p. 

17. J. S. McKellen. Test your Business English general usage / J. S. McKellen. – 

London : Penguin books, 2003. – 74 p. 

18. Oxford Dictionary of Business English for learning of English. – Oxford :  

Oxford University Press, 2000. – 268 p. 

19.  A. Pohl. Test your business English accounting / A. Pohl. – London : Penguin 

books, 2004. – 80 p. 

20.  K. Wakeman. Practice Tests for the BEC / K. Wakeman. – London : Express 

Publishing, 2006. – 272 p. 



70 

 

Навчальне видання 

 

 

 

 

 

 

 

Остапенко Світлана Анатоліївна 

 

 

 

 

 

 

 

 

 

BUSINESS ENGLISH  

Методичні вказівки до самостійної роботи студентів 

з дисципліни «Ділова іноземна (англійська) мова» 

 для студентів напряму підготовки 

6.030503 «Міжнародна економіка» 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Донецький національний університет економіки і торгівлі  

імені Михайла Туган-Барановського 

50005, Дніпропетровська обл., м. Кривий Ріг, вул. Островського, 16 


