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HEPEAMOBA

B ymoBax rimobamizaniifHuX 1 TEXHOJOTTYHHX TpaHcopmarllii chbOroieHHs
CYTTEBUX 3MIH 3a3HAlOTh BHUMOTHU PHHKY Ipaii 10 (axiBIliB 3 MEHEIKMEHTY.
Komrmanii, siki IparHyTh pPO3IIMPUTH CBOIO MPHUCYTHICTh HAa CBITOBUX PHUHKAX,
noTpeOyIOTh KBaMi(iKOBAHUX IpaIliBHUKIB, 3JaTHUX €(EKTUBHO IpaIloBaTH B
MYJIBTUKYJIBTYPHOMY CEpEeOBHII, 3a0e3nedyBaTH e(EeKTUBHY KOMYHIKAIIIO Ta
B3a€MOJIII0 3 1HO3EMHUMH MapTHEpaMH, KII€HTAaMH W IMOcTadajbHUKaMHu, Opatu
y4acTh Y MIDKHApOJHUX KOH(EPEHIIsX, MMEeperoBopax Ta MPOEKTaX, IO CIpHsIE
M1ABUIICHHIO KOHKYPEHTOCIIPOMO>KHOCTI MiITPHEMCTBA.

baraTo cy4acHuX 1HCTpyMEHTIB Ta IIaT(OpM AJsl yIpaBIiHHS MPOEKTAMHU,
MapKETHUHTY Ta KOMYHIKaIlii, JOCTiIHOI AISUTbHOCTI MalOTh aHTJIOMOBHI iHTepdeiicu
Ta JOKYMEHTAllll0, 0 TAaKOX 3YMOBIIIOE HEOOXITHICTh (DOPMYBaHHS il PO3BUTKY
npodeciiiHOi 1HIITOMOBHOI KOMYHIKATUBHOI KOMITETEHIIII MEHEIKEPIB. Y 3B’SI3KY 3
LIUM 1HTETPOBAHUM PO3BUTOK NPOAYKTUBHHX Ta PELIEITUBHUX MOBJIEHHEBUX YMIHb
CTYACHTIB 1 3MIIHEHHS IXHbOI JIHIBICTUYHOI KOMIIETEHLII € HEB1J €MHOIO
CKJ1a/10BOI0 (paxoBoi MIATOTOBKHM 3/100yBayiB CTYyNEHS BMILOI OCBITHM MaricTpa
cneuianbHocTi 7.D3 MeHeaKMeHT.

MeTorw BUBYEHHS HaBYajibHOI AuciUIUIiHU «IIpodeciiiHo-0pieHTOBHUMN
IPaKTUKYM 1HO3EMHOI0 MOBOKO» € HAaOyTTS HAaBHYOK €(PEKTUBHOI KOMYHIiKalli
1HO3€MHOIO0 MOBOIO B aKaJIEMIYHOMY, HAYKOBOMY 1 TpodeciiHOMY OTOUEHHI.

OcHOBHMMH  3aBJAaHHAMH  BHUBYeHHA  gucuuiuiian  «lIpodeciitHo-
OpPIEHTOBAaHUM MPAKTUKYM 1HO3EMHOIO MOBOIO» €:

- NPaKTUYHE BIANPALIOBAHHA HABUYOK CHIJIKYBAaHHSA 1HO3EMHOIO MOBOIO B
HAyKOBI Ta mpodeciiHii AISUTBHOCTI y Tally3i Oi3HeC-aJMIHICTpYBaHHS 1
MEHE/KMEHTY  30BHIINIHbOEKOHOMIYHOI  AISUTBHOCTI  (CKIIaZaHHS  pe3ioMe,
aBToOlorpadiii, 3asB JJiS OTPUMAHHS TPAHTIB 1 JUIS y4acTi y 3aKOPJIOHHUX
CT)XYBaHHSX, PO3YMIHHS Ta iHTeprpeTallii iHpopMallii 3 MIKHAPOIHUX HAYKOBO-
METpUYHUX 0a3 Ta BUJIaHb);

- BIJIMTPAIIOBaHHS HABMYOK HAITMCAHHS T€3 Ta HAYKOBUX CTaTel y MI>KHAPOTHI
(daxoBl BHUIAaHHA; HAOYTTS MNPOQPECIHHO-OPIEHTOBAHUX MOBHHUX (JIIHIBICTUYHI,
COITIOJIIHTBICTUYHI Ta MparMaTU4H1) KOMIETEHIIN 1151 3a0e3neueHHs] e(PeKTUBHOT
KOMYHIKaIlil B akaJIeMIYHOMY Ta MPOoQeCciiHOMY CepeOBHIIL];

- HaOyTTd 3arajdbHUX KOMIIETEHLIN, CIPUSHHS PO3BUTKY 3HI0HOCTEH 10
CaMOOLIIHKM Ta 3JaTHOCTI JO CAaMOCTIMHOIO HaBYaHHS; (POPMYBaHHS CBIJOMOTO
aHATITUYHOT'O 1 KPUTUYHOTO CIPUIHATTS ()axoBOro T€3aypycy aHIJIiHChKOI MOBH B
ramy3i  Ol3Hec-aJMIHICTpyBaHHS 1 MEHEIKMEHTY 30BHIIIHbOCKOHOMIYHOI
JUSTEHOCTI, 0013HAHOCTI B OCOOTUBOCTSX 11 (YHKITIOHYBAHHS;

- PO3BUHEHHS HABUYOK €()EKTUBHOTO MOIIYyKy MpodeciitHo-opieHTOBaHOT
iHpopMmariii 3 IHIIOMOBHUX JDKEPEN, CHPHSHHS OBOJIOJIHHIO METOJaMH Ta
JIHTBICTUYHUMHU OCOOJIMBOCTSMHM aHOTYBaHHS Ta pedepyBaHHS I1HITOMOBHHX
JDKeper,

- 3MII[HEHHSI BIEBHEHOCTI CTYACHTIB SIK KOPUCTYBauiB MOBH.

3anponoHOBaHWI HaBYAJIbHUI MOCIOHMK HAIUIEHHMH Ha BUPIIIEHHS TaKUX
3aBAaHb: 1) mornmuOUTHM 3HAHHS (axoBOi Ta HAYKOBOI TEPMIHOJOTIL;, 2)



BJIOCKOHAATH TIPOo(deciiiHi HaBUYKH Ta BMIHHS JBOCTOPOHHBOTO TEPEKIamy; 3)
PO3BUHYTH BMIiHHSI MOBJICHHEBOI TMOBEIIHKH B CHUTYaIlisIX JIJJOBOTO 1 HAyKOBOTO
CHUIKYBaHHS; 4) BJOCKOHAJIIUTA BMIHHS MTUCEMHOTO MOBIICHHS 3aJ1s1 3A1MCHEHHS
e(heKTUBHUX KOMYHIKAIlIi 3 MpeJCTaBHUKAMU PI3HUX MpodeciiHuX Tpyn Ta B
MDKHApOJHOMY KOHTEKCTi; 5) CHpSITH OCOOMCTOMY PO3BUTKY 37100yBadiB y
npodeciifHOMY 1 HAyKOBOMY CEPEJIOBHIIII.

HaBuansHuii moCiOHUK CKJIamaeTbes 3 mepeamMoBH, 10 Tem, KOXKHA 3 SKHUX
MICTUTh AaBTEHTWYHI TEKCTH JUId YHTaHHA, OOTOBOpPEHHS 1 pedepyBaHHS,
MICIATEKCTOB1 3aBaHHS JIEKCHYHOTO 1 KOMYHIKATUBHOTO XapakTepy, TECTH IS
CaMOIIEPEeBIPKM  3aCBOEHHOTO  Marepially, TJIOCapil0 HAyKOBHX TEpMIHIB
aHTJINCHKOI0 Ta YKPAiHCHKOIO MOBaMH, MPHUKJIAAIB HANWCaHHS aHOTAallld Ta
pedepatiB 1 BUKOHAHHS aHOTAIIMHOTO Ta pedepaTUBHOTO MEPEKIaay Ta MepesiKy
BUKOPHUCTAHOT 1 pEKOMEH/I0BAHO1 JITEPATYPH.

Bin0ip HaBwyanbHOro Martepiajgy 3MIMCHEHO 3 ypaxyBaHHSM MPUHIUIIIB
TEMaTUYHOCTI, KOMYHIKaTHUBHOi CIpPSIMOBAaHOCTi, CY4YaCHOCTI, aKTyaJIbHOCTI U
aBTEHTUYHOCTI, IO 3a0e3MeUnuTh MOMJIMBICTh MPAKTUYHOTO BIJMpPAIIOBAaHHS
HABUYOK YCHOI W MHCHMOBOI KOMYHIKAIlli 1HO3€MHOIO MOBOIO B HAayKOBIi Ta
npodeciiiHii  AisIBbHOCTI Y Tally3l OI3HEC-aJAMIHICTPYBAHHS 1 MEHEHKMEHTY
30BHIITHBOEKOHOMIYHOI JISTIBHOCTI Ta CHPUSITUME PO3BUTKY MPOQeciiHOro,
JIOTIYHOTO Ta KPUTHYHOTO MUCIICHHS.

3anponoHOBaHW Yy BHJIaHHI KOMIUIEKC BIIpaB JOMOMOXKE JOCSTTH
3aIJIaHOBAHUX OCBITHBOIO MPOTPAMOIO0 KOMIIETEHTHOCTEH 1 pe3ysIbTaTiB HaBUAHHSI,
PO3BUBaIOY1 KPUTHUYHO BAXKJIUBI JIsl MaiiOyTHHOTO MEHEKEepa HABUYKH KOMaH THO1
po0OOTH, OpraHi3amiitHi Ta JiAePChKi SKOCTI.

3mict BumanHs Bianosigae Bumoram OIIIl «bizHec-angMiHiCTpyBaHHS» Ta
OIIIT «MeHemKMEHT 30BHINTHHOCKOHOMIUHOT AisTHHOCTI» JPYroro (MaricrepchbKoro)
PiBHS BUIIIOi OCBITH 3a crierianbHicTio 7.D3 MeHeIKMEeHT.



3micTroBuii Moay.ab 1. IlonsaTiiiHO-TeopeTH4YHI 0CHOBM NpOodeciiiHOol
KOMYHiKauii iH03¢MHOI0 MOBOIO

Lead-in: Before reading Text 1, answer the following questions:
1. How would you describe good/effective business communication? Why is it
important?
2. How often do you start up a conversation with strangers?
3. What forms of communication do you know?
4. What forms of written and spoken communication do you like using? Why?
5. What problems can people have with the different forms of communication?

[0 Text 1. Read the text and summarise the main points in 10-15 sentences.

THE FOUNDATIONS FOR SUCCESSFUL
BUSINESS COMMUNICATION

Communication is an activity, skill, and art that incorporates lessons learned
across a wide spectrum of human knowledge. In the world of business,
communication is a vital tool. It is how companies share ideas, solve problems, and
connect with people. Business communication is not just about talking or writing. It
is about understanding and being understood. It is how we explain our thoughts and
listen to others. This process is like a bridge, which connects different parts of a
business and helps them work together.

Business communication is the process of sharing information within and
outside a business. It is like a conversation that happens in the world of work. This
process is crucial. It helps people in a company talk to each other and to people
outside, like customers. Business communication is not only about words but also
about how we present these words and ideas. This is where business communication
design comes in. It is about making sure our messages are clear and easy to
understand.

In a business environment, communication can happen in many ways. It can
be a meeting, a report, an email, or even a chat. All these ways help a business run
smoothly. They help everyone understand what to do and how to do it. Good
business communication makes sure everyone is on the same page. It is like the glue
that holds a business together.

Effective communication takes preparation, practice, and persistence.
Understanding its significance can transform how a business operates, leading to
better teamwork, clearer goals, and strategies that are more effective. Effective
business communication is more than just exchanging information. It is about
understanding the emotions and intentions behind the information. Let us explore
the key principles that guide it, shaping how messages are crafted and understood,
and ensuring that they align with the goals and culture of the business.

Clarity and Simplicity. One of the top principles in business communication
is to keep it clear and simple. This means using easy words and short sentences. It is



like talking to a friend. You want to make sure they understand you easily. Clarity
avoids confusion and provides extra clarity in communication.

Consistency. Being consistent is very important. It means saying the same
thing in emails, meetings, and reports. This helps everyone understand what the
business wants and expects.

Feedback. Feedback is like a two-way street. I iss not just about giving
information but also listening to what others have to say. This helps make sure that
everyone understands and agrees.

Empathy and Understanding. Empathy means putting yourself in someone
else’s shoes. In business communication, it is important to think about how your
message affects others. This makes your communication kinder and more effective.

Efficiency. Being efficient in communication means not wasting time. It is
about getting to the point quickly but nicely. It is like telling a short and interesting
story that gives you all the information you need to know.

Adaptability. Being adaptable means changing your communication style
when needed. Different people and situations need different types of talking or
writing. It is like changing your clothes for the weather. You wear what works best
for that day.

Listening. Good communication is not just about talking. Listening is just as
important. It is about really hearing what others say, which helps you understand
their ideas and feelings better.

Respect for Cultural Differences. In business, you meet people from many
places. It is important to respect their cultures in your communication, which means
being careful and kind with your words.

Focus on the Goal. Every message should have a clear goal. This means
knowing what you want to achieve with your communication.

Effective Design in Communication. Business communication design is like
planning how to present your message. It is not just what you say, but how you say
it. Good design makes your message more interesting and easier to understand.

These principles lay the foundation for successful business communication.
They ensure that every interaction is clear, respectful, and impactful. Understanding
and applying these principles can significantly enhance the way communication
happens within a company.

(Adapted from Williams V., Sonja N. Fundamentals of Business Communication
URL:https://pressbooks.bccampus.ca/businesswritingessentials2/front-
matter/about-this-book/).

&5 Assignment 1. Which of these words apply to good communicators and which
apply to bad communicators? Add two adjectives of your own to the list.

articulate coherent eloquent extrovert fluent
focused hesitant inhibited persuasive rambling
reserved responsive sensitive succinct vague



https://pressbooks.bccampus.ca/businesswritingessentials2/front-matter/about-this-book/
https://pressbooks.bccampus.ca/businesswritingessentials2/front-matter/about-this-book/

45 Assignment 2. Which of the words in Assignment 1 have these meanings?
concise
clear and easy to understand
reluctant to speak
good at influencing people
talking in a confused way
outgoing
able to express ideas well
eager to react and communicate

XN B L=

45 Assignment 3. Complete the extract below with the verbs from the box.

| clarify | confuse | digress |engage |Explain |interrupt | listen |ramble |

Good communicators really to people and take in what is said.

They maintain eye contact and have a relaxed body language, but they seldom
and stop people talking. If they don’t understand and want to
something, they wait for a suitable opportunity.

When speaking, effective communicators are good at giving information.
They do not their listener. They make their points clearly. They will
avoid technical terms, abbreviations or jargon. If they do need to use unfamiliar
terminology, they by giving an easy-to-understand example.
Furthermore, although they may in order to elaborate a point and give
additional information and details where appropriate, they will not and
lose sight of their main message. Effective communicators who have the ability to

with colleagues, employees, customers and suppliers are a valuable
asset for any business.

&5 Assignment 4. Complete each sentence with the best word.

1. Good presenters rarely ramble. They usually try to be as as possible.

a) inarticulate b) hesitant c) succinct

2. Her arguments were so that we all agreed to her proposal.

a) fluent b) extrovert C) persuasive

3. The audience were very and carried him through his difficult

presentation.

a) responsive b) eloquent c) coherent

4. She is a very person. She always keeps her attention fixed on what

she wants to achieve.

a) sensitive b) focused c) fluent

5. He never says what he thinks or shows what he feels. How can anybody be so
?

a) rambling b) fluent c) reserved

6. Everybody seems so here. They behave and speak freely, and do not

really care what other people think.



a) incoherent b) articulate ¢) uninhibited
7. We know that not all politicians are . Some of them even use an autocue.
a) eloquent b) inhibited c) hesitant

&5 Assignment 5. Match these words to make compounds and collocations
relating to communication, e.g. 1-f (extensive vocabulary).

1 | extensive A | accuracy

2 |eye B | communication
3 | body C | contact

4 | grammatical D | humour

5 | sense of E | language

6 | effective F | vocabulary

&5 Assignment 6. Complete the following phrases with say or tell as appropriate,
then fill in the gaps in the sentences that follow, using the appropriate form of say
or tell.

1. a story 7. sb what to d
2. the time 8. hello / goodbye
3. asfarasIcan 9. a lie/ lies
4. yes or no 10. what you mean
5. sb to do something 11. sm under your breath
6. the difference 12. a joke
a) Can you think of situations when it might be better notto  the truth?
b) How easy or how difficult do you find it to other people to do things
for you?
c) In meetings, how often do you what you think?
d) Have you ever a joke in English?
e) How easy or how difficult is it to __ the difference between the banknotes
used in your country?
f) Canyou “How are you?” in more than three languages?
g) When you were a child, did you use to do as you were ?

[ Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

UNDERSTANDING THE DIFFERENT TYPES AND CHANNELS OF
BUSINESS COMMUNICATION

Understanding the different types and channels of business communication is
a key to using them effectively. Each type serves a specific purpose and
understanding these can help in choosing the right method for the right situation.



Each type of communication used in businesses plays a unique role in conveying
messages and building relationships.

Internal Communication happens inside the company. It includes team
meetings, internal emails, and company announcements. This type of
communication keeps everyone in the company on the same page. It helps the
business run smoothly.

External Communication is when a business talks to people who are not part
of the company. This includes customers, suppliers, and the public. External
communication is carried out through advertising, customer service, and public
relations. This type of communication builds the company’s image and relationships
with others.

Upward Communication takes place when information goes from employees
to managers, which includes giving feedback, sharing ideas, or reporting problems.
This type of communication helps managers understand what is happening in the
company and what the employees need.

Downward Communication is the opposite of upward communication
happening when managers or bosses share information with employees. This can be
instructions, company news, or policies. It helps employees know what is expected
of them and keeps them informed about the company.

Besides these four main business communication types, there are other forms, which
you can find below.

Formal Communication is like the official language of a company. It is used
when sharing very important information. This includes things like official reports,
legal contracts, and formal letters. These documents are often used to make big
decisions or agreements. They need to be very clear and professional. Informal
Communication or Lateral Communication

Informal or Lateral communication is when coworkers at the same level in
a company talk to each other. In a business, it happens when team members or
departments share ideas, collaborate, and solve problems together. This type of
communication is important for teamwork and ensures everyone is informed and
involved. It is about sharing information and support with your peers, not with
bosses or subordinates.

Non-verbal Communication is not about the words we say but how we say
them. It includes things like the way we stand, our facial expressions, and the tone
of our voice. These things can tell others how we feel or what we think without using
words. Digital Communication

Digital communication is simply communication by using technology,
including sending an email, posting on social media, or updating a company’s
website. It i1s a fast way to share information with lots of people. Digital
communication is great for quick updates and reaching people far away.

Each type of business communication has its role and importance.
Understanding and effectively using these types will enhance how a company shares
information and connects with others. This leads us to the next crucial aspect:
business communication channels. These channels are the paths these types of
communication travel through to reach their audience. Choosing the right channel



for the right type of communication is essential for the message to be effective and
impactful.

Email: Email remains a cornerstone of business communication for sending
documents and written updates. Be mindful of email etiquette, respond promptly and
use subject lines that convey the essence of the message.

Meetings and presentations: Face-to-face meetings, whether in person or via
video conferencing, provide an opportunity for more personal and interactive
communication. They are essential for discussing complex topics, brainstorming and
building relationships. When presenting, use visual aids and engage your audience
to maintain their interest and drive home key points.

Instant messaging and collaboration tools: Instant messaging and
collaboration tools like Slack and Microsoft Teams are indispensable for quick
exchanges and collaboration. They allow real-time communication, file sharing and
project management.

Social media: Social media platforms are increasingly vital for businesses to
connect with customers and promote their brands. They provide a channel for
engagement and feedback, helping you stay relevant and build a loyal customer base.
However, it's crucial to maintain a professional image and tone on these platforms.
One way I like to ensure a professional tone is to establish clear brand guidelines
and ensure that everyone who posts on your behalf follows the guidelines closely.
Additionally, reviewing your content before publishing it can help you catch any
mistakes or tone issues.

In-person communication: Do not underestimate the power of in-person
communication. Networking events, conferences and business dinners offer
opportunities to forge strong personal connections and partnerships.

In conclusion, these different communication channels are like tools in a
toolbox. Each one has a special use. By understanding and using these channels well,
a business can share information effectively. This helps everyone work better
together. It can also improve how the business talks to customers and partners.

(Adapted from Linden H. 15+ Business Communication Channels: The Complete
Guide + Types &  Strategies). November 29, 2023. URL:
https://blog.ringostat.com/en/15-business-communication-channels-the-complete-
guide-types-strategies/).

? Questions for discussion:

1. “Business is best done face to face”. Do you agree?

2. How could communication be improved in your organisation/company?
3. How will communication change in the office of the future?

4. What do you do when you receive a nasty e-mail?

5. Is communication better these days with all the new technology?

5 Assignment 7. Find the definition for the following words and word-
combinations.


https://blog.ringostat.com/en/15-business-communication-channels-the-complete-guide-types-strategies/
https://blog.ringostat.com/en/15-business-communication-channels-the-complete-guide-types-strategies/

face-to- cause get away | make keep in | pitch to
face offence with things up touch with | someone
1. to succeed in avoiding punishment for something

2. to communicate or continue to communicate with someone by using a phone or
writing to them

3. directly, meeting someone in the same place

4. upset or embarrass someone by being rude or tactless

5. to try to persuade someone to do something, aim an idea or product at someone

6. pretend something is true in order to deceive people

&5 Assignment 8. Complete this text with the expressions from Assignment 2 in
the correct form.

I don’t have a problem with him his family whilst he’s posted
overseas and sending e-mails in office time. That is not the main issue. However, if
he thinks he can sending such abusive e-mails to colleagues, he is sadly
mistaken and he'll have to face the consequences of his actions later. He is clearly

about his colleagues and spreading nasty rumours. He’d be better off
speaking to colleagues if he has problems with them. He’s slightly better
when speaking with customers, but he needs to think about who he’s speaking to
when he's our products to them. And he just doesn't know how to say no
to people without

&5 Assignment 9. Complete the idioms below with the words from the box.
Translate them into Ukrainian.
bush grapevine | loop purposes tail Wall
Stick mouth Nutshell picture wavelength | Point

a)toputitina :
b) can't make head nor of it.
c) to get straight to the

d) to hear it on the

e) to talk at cross-

f) to beat about the

g) to put someone in the

h) to get it straight from the horse’s

1) to get the wrong end of the
j) to be on the same :
k) to be like talking to a brick

1) to keep someone in the

£ Assignment 10. Match the idioms in Assignment 10 to these definitions.
1. to fail to understand anything
2. to share similar opinions and ideas
3. to give the main facts in a short, clear way



. to not understand something

. to delay talking about something

. to give the latest information

. to talk about the most important thing

. to hear about something because the information has been passed from one person
to another in conversation

9. to be told something by someone who has direct knowledge of it

10. to try to communicate with an un responsive person

11. to include someone in group communication

12. to not understand someone
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45 Assignment 11. Complete these sentences with the idioms from Assignment 4

in the correct form.

. OK, I'll . I’'m afraid 1t’s the last time we’re going to miss a deadline.

. I and my collegues agree on most things. We seem to be

. A lot happened while you were away on business. Let me

. I think we are . I mean next week, not this week.

. He never gives you a straight answer. He’s always

A that he’s been fired. Is it true?

. The new organogram is very complicated, but to , we still report to the

same manager.

8. I’m afraid that isn’t right. If you think our biggest problem is communication, then
you have

9. This document from our subsidiary makes no sense at all. |

10. I’ve tried to get my supplier to give us a discount several times, but they just
won’t. It’s like

11. The company is going bankrupt The CEO told me himself. I heard it

~N NN kW

12. I’ll need regular updates about the progress of the project. I’ll also need to know
what’s going on when I’'m away. Please

? Assignment 12. What irritates you most about these forms of communication?
What are the advantages and disadvantages of using the following forms? Discuss
in pairs/small groups, summarise the discussion results.

e c¢-mail
mobile phone
conference calling
voicemail
web presentation



? Test for self-assesement 1
1. Which of these is an example of digital communication?
a) word-processed letter sent by post
b) a social media post
c) a face-to-face meeting

2. Which of these is an example of internal communication?
a) an email sent to all existing customers about a new product
b) a presentation delivered to senior managers about finance
c) a telephone call to a supplier asking about their next delivery

3. You need to share a 100-page report with a colleague who is in a meeting.
Which method of communication should you use?
a) face-to-face meeting
b) a telephone call
¢) an email

4. Which of these is an example of formal communication?
a) an email listing current internal job vacancies
b) gossiping with colleagues on the way to work
c) a chat with a colleague you bump into in a coffee shop

5. Which of these statements best describes external communication?
a) confidential messages intended for senior managers
b) messages intended for stakeholders inside the business
c) messages intended for stakeholders outside the business

6. Which of the following refers to information that is shared casually or
spontaneously?
a) formal communication
b) informal communication
¢) external communication

7. Which of the following can be a barrier to effective communication?
a) accurate spelling and grammar
b) clear and concise explanations
c) use of specialist technical jargon

8. Which of these is not an advantage of digital communication?
a) it requires digital equipment
b) it can help to improve customer service
¢) it can improve the speed of communication

9. Which of these statements best describes a letter?
a) a brief written message with a limited numbers of characters



b) a formal written document sent via the post or email
c) a way of having verbal conversations

10.Which of the following might be a result of poor communication?
a) confusion among those receiving the message
b) an improvement in the reputation of a business
c) fewer mistakes being made by staff



Tema 2. ®axoBa Ta HAyKOBa TEPMIHOJIOT1S 1HO3EMHOIO MOBOIO Y TaiTy3i
MEHEKMEHTY

Lead-in: Before reading Text 1, answer the following questions:

1. What is business management?

2. What types of business management do you know?

3. What is the essence of maketing management?

4. What are the main objectives of sales management?

5. How does the effective HRM contribute to the development of the company?
6. Explan how strategic management determines the overall strategies of the
company?

L Text 1. Read the text and summarise the main points in 10-15 sentences.

BRANCHES OF BUSINESS MANAGEMENT

Business management is an umbrella term for any leadership activity that
impacts how a company functions and achieves its goals. It is a diverse field
comprising many areas. Roles that fall under business management are more focused
on the bigger picture rather than day-to-day operational details, with an emphasis on
communication and organization.

What is business management?

Business managers work through challenges and make decisions so a
company can maintain stability and achieve growth. They determine the necessary
resources, coordinate all activities and make decisions that will steer the ship in the
right direction. In business management, you are overseeing the road map, making
plans, training, delegating and guiding leaders in the company to carry out the
mission and meet each goal. Handling these responsibilities effectively requires
strong strategizing, critical thinking and problem-solving skills.

Business management is often people-focused, so good business managers
should be empathetic, have strong conflict resolution abilities and be able to
communicate clearly and effectively across the company. They will also need strong
mentorship and personnel development skills so that they can place the right people
in each role and on specific projects for the best chance of success.

Types of business management

There are many branches of business management. Here is an overview of

the eight sectors in this wide field.
1. Financial management

Financial management involves budget planning and cash flow management
as well as the oversight of all financial procedures, such as invoice processing and
data distribution. This type of business management involves planning, directing and
coordinating the accounting, investing, banking, insurance, securities and other
financial activities of a business and often overlaps with human resources
management when determining payroll and benefits budgets.

The three key elements of financial management are financial planning,
financial control and financial decision-making. Short-term financial management



is often referred to as “working capital management,” and it relates to cash
management, inventory management and debtor management. Both the assessment
and technique of financial decisions fall under this type of business management.

Financial management also deals with finding a healthy balance between
profit and risk so that even with a setback, the business is profitable in the long
term.

2. Marketing management

Marketing management focuses on the practical application of marketing
techniques and the management of a company’s marketing resources and activities.
The four major areas of marketing management are company analysis, collaborator
analysis, competitor analysis and customer analysis. Marketing management
includes brand management as well as marketing strategy and pricing.

Marisa Sanfilippo, a marketing director and consultant, said that while driving
company, revenue is an important function of marketing, managers also need to take
ownership of the brand, especially brand messaging and cross-departmental
alignment.

3. Sales management

Sales management involves leading sales teams to foster strong relationships
with prospects, convert them to leads and move them through the sales pipeline.
Sales management often works hand in hand with marketing management to ensure
consistent messaging and goal alignment when generating new business.

Sales management also involves determining the metrics for success and
assessing key performance indicators to report on the company’s performance.

4. Human resource management

Human resource management (HRM) focuses on the recruitment and
management of an organization’s employees. This includes total compensation,
hiring, safety and wellness, benefits and other aspects of employee administration.

Effective HRM enables employees to contribute effectively and productively
to the overall direction and goals of the company. The modern approach to human
resources uses employee programs to make a positive impact on both the staff and
the business as a whole.

5. Strategic management

Strategic management, which is typically the responsibility of a company’s
top executive leaders, is the application of strategic thinking to the job of leading an
organization. Many of the other branches of business management revolve around
strategic management because the success of a business is often determined by
financial, marketing and operational strategies.

There are five phases of strategic management: goal formation, SWOT
analysis, strategy development, implementation and evaluation. These activities help
leaders determine resource procurement and allocation, how success will be
measured and who will be accountable for each task.

Strategic management is ongoing work, as you should regularly evaluate and
adjust strategies as needed.

6. Product management



Companies that sell physical or digital products need product managers to
coordinate efforts among departments to develop, launch and continuously improve
their offerings. Effective product management requires leaders to think strategically
and apply both market research and a technical product understanding to their work.
Using customer data and feedback, a product manager has to prioritize features that
maximize the product’s value to consumers while ensuring production is efficient.
This may include collaborating with other departments on inventory control,
research and development (R&D), and employee training.

7. Operations management

Operations management involves overseeing and designing operational
processes to make a business more efficient. The goal of this department is to
balance cost efficiency with quality so a company can deliver its products or services
as effectively and profitably as possible.

Effective operations management requires a deep understanding of how
different processes within a company interact and contribute to overall business
goals. James Nartey, a member of the business operations team at Hiedberg, defined
operations management as a broad category ranging from project management to
strategy to day-to-day business operations.

8. Information technology (IT) and service management

IT and service management both work to align a business’s technology and
services with its strategic goals and customer expectations. I'T management focuses
on overseeing and optimizing technology resources to ensure they support the
company’s objectives. IT managers are responsible for planning, designing,
implementing and administering the company’s technology infrastructure to meet
current and future demands. Service management can overlap with IT management
but may also encompass the development and delivery of non-IT services.

IT and service management involve managing workflows, which often means
combining automated systems and skilled labor to make processes and decision-
making more efficient. Leaders in this branch of management may also collaborate
with product managers, especially on customer-facing technologies.

(Adapted from 8 Branches of Business Management by Nicole Fallon, Senior
Analyst 16 Sept, 2014 https://www.business.com/articles/8-branches-of-business-
management/)

&5 Assignment 1. Divide the following financial and HR terms into money-
linked and people-linked terms then match each with its definition.

Terms Definitions

1. | Personnel manager a |A system whereby employees
receive a proportion of the
company’s profits.

2. | Commission b | Somebody whose power and
responsibility are used chiefly to
implement the broad goals set by
top management.



https://www.business.com/articles/8-branches-of-business-management/
https://www.business.com/articles/8-branches-of-business-management/

Wage

Payment for services based upon
number of hours worked or
number of units produced.

senior executive

Somebody engaged in acquiring
personnel, preparing them for
work, overseeing their
performance, and  providing
compensation.

Retainer

A second-in-command

middle manager

Compensation for part-time work
expressed as a percentage of full-
time pay

Fee

A charge or payment for a service
or privilege

Salary

Somebody whose responsibility
for personnel includes strategic
planning

Bonus

Somebody who oversees another's
work

10.

Deputy

Compensation based on the
number of units produced

11.

Human Resource Manager

A compensation payment in
addition to regular wages or salary

12.

fringe benefits

A fixed sum paid to an agent
regardless of performance

13.

profit sharing

Compensation based upon time
worked for a week, month or year
rather than for an hour

14.

pro rata

Benefits other than wages, salaries
and bonuses, often known as
'perks'

15.

Supervisor

Compensation based on an agent's
sales performance

16.

Piecework

Somebody who has the most
supervisory authority and
responsibility in an organization

17.

Raise

q

An increase in wage or salary

45 Assignment 2. Read the following passage, translate it into Ukrainian and
explain the basics of products classification. Compare the main features of the
product/services types and summarise the main differences.

Determining consumers’ needs and wants and then translating them into
desirable products is a marketer's first task. There are many ways to classify
products, the most basic distinction being between goods and services. Another



distinction is between consumer and industrial items, the markets and purchasing
patterns being very different in each case. Consumer products are divided into three
subgroups with different marketing tools needed for each:

e Convenience goods and services are products which are readily available, low
priced and heavily advertised, and which are purchased quickly and often.

e Shopping goods and services are purchases for which a consumer spends a lot
of time shopping in order to compare prices, quality and style. Personal selling
by the retailer is often a key factor in the purchase, particularly if the product
is relatively complicated.

e Speciality goods and services are products that a consumer will make a special
effort to locate.

As far as industrial products are concerned, two broad categories can be identified:

e Expense items are relatively inexpensive industrial products that are
consumed within a year of their purchase.

e Capital items are relatively expensive industrial products that have a long life
and are used in the operations of the business. Selecting capital items is often
a long process and personal selling is often a key element in the purchasing

decision.
Difference between Convenience, Shopping and
Speciality Goods/Services
Basis Convenience Shopping Speciality
Products Products Products
Meaning | purchased consumers devote | have special
immediately, considerable effort | features for which
frequently, and with | and time in | the consumers
the least effort and | shopping make special efforts
purchasing time while  purchasing
them
Price Low high very high
Shopping | least time and effort | considerable time | special efforts are
efforts are required and effort are | required
required
Availability available at available at available in a few
convenient locations specified shops places
Nature of regular demand no regular demand limited demand
demand
Profit Low high very high
margin
Role of heavy advertisement | personal selling is aggressive
promotion | and sales promotion required promotional
schemes are required activities are
required




After-sales | after-sales services | after-sales service is | after-sales services
service are not required required in some | are very crucial
cases

? Assignment 3. In pairs, discuss with your partner a recent purchase you made:
the product, the place, the cost, and the reasons that influenced your choice.
A. Divide the following products into convenience goods / services, shopping
goods / services, speciality goods / services, expense items / capital items, and
place them in the table below:

a washing machine

Toothpaste

an accountant

paper clips

a dry cleaner

small components

a Dior dress

razor blades

a hairdresser

Chanel perfume

a truck a medical specialist

a robot a bed

a meal at Maxime’s in Paris an interior decorator
janitorial services a Patek Philippe watch
a building Machinery

an external consultant

registration fees

convenience goods

convenience services

shopping goods

shopping services

speciality goods

speciality services

expense items

capital items

B. Find the other examples of products and place them in the above table.
Discuss

C. three or four of the products, giving a description of the product, packaging,
the place, customers, the price, and other product features or circumstances
that influence the buyer in his / her choice.

D. Explain the essence of personal selling and give examples of how personal
selling can affect a purchasing decision.

&5 Assignment 4.

Decide which form of promotion describes each of the activities in the table below
and fill it by placing a tick in the appropriate boxes. The forms of promotion include:

* positive publicity

* negative publicity



* sales promotion
» reseller support

Positive
publicity

Reseller
support

Sales
promotion

Negative
publicity

a) Inspiring stories of athletes
creating a lasting emotional
connection and reinforcing
the brand’s identity and
values.

b) A newspaper article about
the company’s mineral
water being polluted

c) A free display rack given to
all supermarkets which
display the product

d) Free samples of a new
product given to people in
the street

e) A video of a passenger
being forcibly removed
from a plane went viral

f) Local radio coverage of a
sports event organized by a
company

g) Special pricing tied to
specific times of the year

h) Offering access to training
videos, online courses, and
workshops

1) A holiday for two for the
winner of the “Wholesaler
of the Year” competition

&5 Assignment 5. Match the terms with their definitions.

Terms

Definition

1. | market segments

Any name, sign or symbol used to
identify the products of a firm.

2. | target markets

Products that bear only the name of
the item, not of its producer, and
which are sold at lower than
normal prices.

3. | disposable personal income

Proportion of the market controlled
by a specific company or product.




product mix

Facility for storing stocks of
supplies or finished products.

brand

Distribution of certificates that
entitle buyers to a discount on a
particular item.

generic products

Brand that has been given legal
protection so that its owner has
exclusive rights to its use.

trademark

Industry  gathering in which
producers set up displays and
demonstrate products to potential
customers.

market share

Money that a family has to spend
after paying taxes.

stock turnover

Advertising or display materials
set up at a retail location to
encourage sales of an item.

10.

publicity

Firms that sell directly to the
public.

11.

trade show

Groups of individuals or
organisations within a market that
share certain common
characteristics.

12.

point-of-purchase display

Specific groups of customers to
whom a company wants to sell a
particular product.

13.

Couponing

Unpaid media coverage of news
about an organization.

14.

Wholesalers

Firms that sell products to other
firms for resale or for industrial
use.

15.

Retailers

Number of times that average
inventory is sold during a given
period.

16.

warehouse

Complete list of all products that a
company offers for sale.

&5 Assignment 6. In small groups, choose three products with which you are
familiar and develop a Marketing Mix for each of them. Make a copy of the grid
below and fill it in. Give as much relevant information as possible regarding each
element of the Marketing Mix.

A convenience
good or service

A speciality good
or service

A capital item




Product
Price
Promotion
Place

[0 Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

HOW TO INTERPRET MARKET RESEARCH DATA

Market Research Interpretation plays a crucial role in transforming raw data into
actionable insights. Imagine a business owner sifting through countless survey
responses, each one holding the key to understanding customer preferences and
behaviors. Yet, the real challenge lies not just in collecting this data, but in effectively
interpreting it. Understanding how to evaluate and analyze market data is essential for
decision-making. By honing your interpretation skills, you can develop strategies that
are deeply aligned with customer needs, leading to significant improvements in business
outcomes.

Understanding the basics of market research data is essential for effective market
research interpretation. Market research data typically encompasses quantitative and
qualitative information collected through surveys, interviews, and focus groups. This
data serves as a foundation for making informed business decisions by providing
insights into customer preferences, market trends, and competitive landscapes.

To interpret market research data effectively, you should consider the following
key aspects:

e Data collection methods: Knowing how data is gathered can influence its
reliability. Surveys may provide valuable quantitative insights, while interviews
reveal deeper, qualitative perspectives.

o Sample size and demographics: A larger sample size can lead to conclusions that
are more accurate. Additionally, understanding the demographics of participants
helps in contextualizing the findings.

e Data analysis techniques: Different techniques, such as statistical analysis or
thematic coding, can be used to derive meaning from the data. Choose the
appropriate method based on your research objectives.

o Key insights and trends: Focus on identifying patterns and trends within the data.
This will help align your strategies with customer needs and market dynamics.

o Presentation of results: Effectively share the findings in a clear and visually
engaging manner, such as through reports or presentations, to ensure all
stakeholders understand the insights gained.

By mastering these foundational principles, you can enhance your market
research interpretation skills and better inform the decision-making processes.


https://insight7.io/comprehensive-guide-to-data-analysis-methods-for-qualitative-research/
https://insight7.io/how-to-use-ai-to-write-reports-a-guide/

Market research data encompasses the information gathered to analyze market
conditions, consumer preferences, and competitive dynamics. This data serves as the
foundation for informed decision-making in any business context. Whether through
surveys, interviews, or observational research, the collected information reveals insights
about target audiences and previously unseen trends.

When interpreting market research data, context is crucial. Understanding the
'who, how, and why' of data collection helps ensure its relevance and accuracy. For
instance, knowing the demographics of survey respondents shapes how to view their
feedback. Additionally, employing analytical tools can present the data visually,
fostering clearer interpretations. By synthesizing these insights, businesses can
strategically plan for new product launches or market expansion endeavors. Ultimately,
effective market research interpretation shapes a company’s path forward in a
competitive environment.

Market research data typically falls into two main categories: qualitative and
quantitative. Qualitative data captures insights from open-ended responses and
interviews, giving a narrative context to consumer behaviors and opinions. For instance,
understanding why customers prefer a particular brand can help businesses tailor their
marketing strategies.

On the other hand, quantitative data involves measurable factors such as sales
numbers and survey results. This type of data allows for statistical analysis, enabling
businesses to identify trends and make data-driven decisions. The combination of both
qualitative and quantitative data provides a well-rounded perspective on market
conditions. Effective market research interpretation starts with a clear understanding of
the data collected. First, categorize the research findings into themes or patterns.
Grouping similar data allows for easier analysis and helps to highlight significant trends.
Next, engage in critical thinking by asking probing questions about the results. Consider
what the data suggests about consumer behavior and market needs, as these insights
directly impact decision-making.

After analyzing the data, it is crucial to visualize findings through charts or
graphs. Visual representations bring clarity and enhance comprehension for all
stakeholders involved. Lastly, always verify the context of the research. Understand its
origin, methodology, and scope to ensure the conclusions drawn reflect accurate market
conditions. With these steps, you can confidently traverse the landscape of market
research interpretation, gaining valuable insights that drive business strategies.

Preparing and cleaning your data. Initially, gather your data from all relevant
sources, such as files, transcripts, and articles. By consolidating various types of data,
you create a comprehensive foundation for analysis. Ensure that your information is
accurate and as up-to-date as possible, as this will directly influence your insights. Once
your data is collected, move on to the cleaning process. This involves reviewing the data
for inconsistencies or errors. Start by identifying and correcting mistakes, such as
typographical errors or mislabelings. Next, remove any irrelevant or duplicate entries to
streamline the dataset. Finally, standardize your data formats, especially if you are
working with multiple sources.

Analyzing patterns and trends. By analyzing patterns, you can identify recurring
themes and sentiments expressed by target audiences. This allows for a better


https://insight7.io/how-to-use-ai-to-identify-emerging-themes-and-patterns-in-qualitative-data/

understanding of what drives consumer decisions, helping businesses to tailor their
strategies accordingly.

When looking for patterns, it can be beneficial to follow these steps:

Data compilation: start by gathering all relevant data points from your market
research. This includes surveys, interviews, and other sources.

Thematic Analysis: next, categorize the data into themes. Look for common
responses or sentiments that emerge, which can indicate larger trends in consumer
opinions.

Quantitative assessment: utilize statistical tools to measure the frequency of these
themes. How many respondents felt a certain way? This numerical analysis can
substantiate your findings more rigorously.

Visual representation: create graphs or charts to aid in visualizing the data. Clear
visuals can highlight key trends, making them easier to communicate to
stakeholders.

Understanding these patterns enhances your market research interpretation and

leads to more informed decision-making. By continuously analyzing these insights,
businesses can remain agile and responsive to market changes.

(Adapted from Williams B. How to Interpret Market Research Data: A

Beginner’s Guide. URL: https://insight7.i0/how-to-interpret-market-research-data-
a-beginners-guide/)

? Questions for discussion:

l.

Why is understanding the basics of market research data essential for effective

market research interpretation?

2.

What are the foundational principles of the market research interpretation?

. How can the sample size and demographics impact the market interpretation data?
. What techniques can be used derive meaning from the data?

3
4
5. Why is the context crucial, when interpreting market research data?
6.
7
8
9
1

What does the qualitative data involve?

. What is the essence of the quantitative data?

. What are the main way of visualizing maket research data?
. Explain the importance of visual representations.

0. Give the main steps of analysing the patterns and trends.


https://insight7.io/a-beginners-guide-to-thematic-analysis/
https://insight7.io/how-to-interpret-market-research-data-a-beginners-guide/
https://insight7.io/how-to-interpret-market-research-data-a-beginners-guide/

? Assignment 7. Analyse the bar charts and answer the questions that follow.
The bar graph shows the estimated number of vehicles taken out of production

due to microchip shortages as of May 2021.

The U.S. Car Models Worst Hit
By The Microchip Shortage

Estimated number of vehicles taken out of production due

te microchip shortages (as of May 2021)
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a) Which model was hit the hardest by
the microchip shortage?

b) How many vehicles did Ford take out
of production?

c) How many vehicles did Chevrolet
take out of production?

d) How many more Ford vehicles have
been taken out of production than Jeep
vehicles?

¢) What percent of the worst-hit models
were made by Ford?

f) What percent of the worst-hit models
were made by Chevrolet?

The bar graph shows the rise and fall of CD album sales in the US since 1983

1n millions.

The Rise and Fall
of the Compact Disc

CD alburmn sales in the United States since 1983
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a) What is the mode of the data and
when did it occur?

b) During which time periods did CD
sales break 600 million?

c) About how many more CDs were
sold in 2000 than in 19907

d) Calculate the percent decline in
sales from 2000 to 2020.

5 Assignment 8. Interpret the data on the line graph and do the tasks given.

The line graph shows the percent of employed men and women in the US
aged 25 or older with a bachelor’s degree or higher level of education.



a) Calculate the increase in the percent of A NN T BABRMEN ke o SO el 8
women aged 25 and older who hold at education

least a bachelor’s degree from 1982 to
2022.

b) Calculate the percent change in the 40

percent of women aged 25 and older who 31 //-fl
hold at least a bachelor’s degree from 30 f’ﬁ_“*’___/

1982 to 2022. ) "
c) Calculate the increase in the percent of il

men aged 25 and older who hold at least
a bachelor’s degree from 1982 to 2022.
d) Calculate the percent change in the "

percent of men aged 25 and older who 1982 2002 2022
hold at least a bachelor’s degree from
1982 to 2022.

e) Compare the answers to parts a) and b)
with parts b) and d).

f) The graph shows that the lines
representing men and women cross over.
What does this tell us?

&5 Assignment 9. Put these words and phrases into the correct column according
to the trend they can be used to describe. Some of the words can be used to describe
more than one pattern.

unchanged fall rise drop remain reach a
steady high
fluctuate plunge upward | downward plateau sharp
trend trend
steep unpredictable static significant wildly constant
reach a low steadily rapidly fixed peak | dramatic

NN

v

/'\

fall Rise unchanged fluctuate




45 Assignment 10. Summarise the information by selecting and reporting the
main features, and make comparisons where relevant.
The charts show projections for global production by sector in 2040 and
2060.

WORLD, PROJECTED PRODUCTION BY SECTOR

2040 2060
M Services B Manufacturing M Materials
M Energy M Agriculture M Info-Com Tech

&5 Assignment 11. Read the information. Then choose the correct words and
phrases to complete the sentences about the pie charts in Assignment 10.

The charts show projections for global production by sector in 2040 and 2060.
Generally speaking, there is little change in the projected proportion of production
by the various sectors in the two years, with manufacturing and services being the
most .

It is forecast that the services and manufacturing sectors together will
for more than half of global production in 2040 and 2060, 71% (40% and 31%) and
74% (41% and 33%) . By , the proportion of production
from energy is expected to from 7% 1n 2040 to 5% in 2060, a
of approximately one third. It is also anticipated that there will be a similar
drop for agriculture production from 4% to 1% with production in materials, by
contrast, 4% 1n 2060 compared to 3% in 2040.

As info-communications and technology, there is expected to be
little difference in the proportion of production the sector constitutes, with a
from 15% to 16% over the period.

5 Assignment 12. In pairs, use the following expressions to ask for and give (or
withhold) information regarding the projected global production by sector from
Assignment 10.



Example:

A. 'l wonder if you could tell me whether the projected services production for
2040 is up or down compared to that of 2060?"

B. 'Yes, I've got the figures right in front of me. The projected services production
for 2040 is expected to be on the same level as in 2060.

Asking for information Giving (or withholding) information

I wonder if you could tell me ... Yes, I’ve got the figures right in front of
me...

I’d like to know ... Sure, I’ll just look that up for you ...

Could you let me have ... According to my records ...

Could you tell me ... I’m afraid this is classified information.

I’d like some information about ... I'm sorry but I don’t have that
information available.




? Test for self-assesement 2

. Which of these products would not be suitable for digital distribution?
a) computer software

b) music

c) laptop

. What is a loss leader?

a) aleading brand that is currently making losses

b) the manager of a business who cannot use a satellite navigation system
c) an item that is sold below cost price to get customers into store

. Which best defines an invention?

a) acompletely new type of product that has not existed before
b) aredeveloped product that has numerous design improvements
c) an existing product that has been adapted for a new use

. Which statement about the marketing mix is false?

a) the marketing mix of a business should be coherent

b) each element of the marketing mix should not be influenced by other
elements

c) mixing the elements of the marketing mix well is more likely to lead to
success

. An ice cream shop allows customers to try a flavour free of charge. Which point
of sale promotion is being used?

a) competition

b) free sample

c) loss leader

. What is “place” concerned with?

a) How goods and services reach the customer

b) how high street shops are run

c) the design of E-commerce websites

. During which stage of the product life cycle would you expect sales to be at
their lowest?

a) decline

b) introduction

c) maturity

. Which of the following describes price skimming?

a) charging a low price initially, and keeping it low to gain additional sales

b) initially setting the selling price of a product low and raising it after a period
of time



c) setting a high selling price of a product initially and slowly lowering it over
a period of time

9. A business sells £250,000 worths of products in a market where total sales are
£1,500,000. What market share does the business have?
a) 0.1667
b) 0.6
c) 0.25

10. Which of the following is a pricing strategy that would only be used for a short
time period?
a) cost-plus pricing
b) promotional pricing
c) competitor pricing



Tema 3. Oco6mHMBOCTI TIEpeKIaay HayKoBOi Ta paxoBOi TEPMIHOJIOT11 1HO3EMHOIO
MOBOIO

Lead-in: Before reading Text 1, answer the following questions:
1. How do you understand ‘business translation?’
2. Have you ever had any experience of business translation? Was it successful?
3. What are the challenges of oral translation?
4. What translation types do you know?
5. What types of business documentation are usually translated into English in
your company?
6. What is the essnce of the glossary of terms and what it involves?

[0 Text 1. Read the text and summarise the main points in 10-15 sentences.

BUSINESS TRANSLATION: WHAT IT IS, AND HOW TO MANAGE IT

Business translation is the process of translating any type of text into one or
more target languages to accompany global business activities.

If we were to think of a mantra for today’s business environment, it would
probably be some variation of “Go global or go home.” Continuously seeking new
opportunities to generate revenue and increase market share globally is the name of
the game — and that requires a strong global expansion strategy. For companies that
are on track for global growth, one of the biggest questions is how to overcome the
language barrier to doing business in foreign markets. When devising a global
strategy, most of them find business translation to be the answer. Nevertheless, only
a few truly manage to make it support their market expansion.

A key piece of the global growth puzzle, business translation can lead to
higher exposure and boost revenue worldwide when integrated from the start with
the right technology. Business translation is defined as the process of translating any
type of text into one or more target languages to accompany global business
activities.

Depending on their size, structure, and needs, companies rely for business
translation on in-house linguists or outsource it to business translation services or a
pool of freelance translators.

The first step in understanding how to best approach business translation is
knowing that it may involve multiple types of translation.

While this might seem obvious, it is easy to underestimate the sheer volume
of information that needs to be translated when a company is focused on entering
global markets.

Translation of internal business documentation

You know all those hundreds of documents that are the backbone of your
business? Think HR manuals, operation guidelines, or corporate style guides. Well,
before you can even begin to introduce your product or service into a new country,
you’ll need to translate all of them into the local language.

When you have a large multinational and multilingual workforce, translating
internal procedures, policies, and guidelines ensures that everyone is on the same
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page and abides by the same standards. Compliance is also another big factor here —
letting the language barrier affect the ability of your employees to do their jobs can
instantly escalate into a compliance or legal stalemate.

The challenge of the internal business translation is quantity and
fragmentation. Internal business documentation tends to amount to a large volume
of text that needs to be handled simultaneously. If you add how dispersed they are
across multiple stakeholders worldwide, this quickly becomes a sprawling project
with lots of moving parts.

When there are several team members involved, communication often slows
down as it becomes harder to keep track of who is working on what and how the
different tasks should be broken up. Version control can also become an issue.

The solution is centralization and coordination. Thus, overcoming the
challenge of translating internal business documentation is a two-fold task.

First, you need to centralize all internal business documentation into a single
multilingual hub or knowledge base accessible by every department. The hub should
work as a version-controlled repository and, naturally, as a single point of truth to
every employee that needs a particular piece of content in any language.

Examples of documentation services that could help organize your company’s
internal content include Salesforce Knowledge, Help Scout, Zendesk, HelpCrunch.

Second, you need to adopt a centralized business translation workflow that
allows for the management and organizing of all the dispersed content, leaving
behind the non-synchronized and non-centralized translation efforts across
departments, teams, and employees worldwide.

Legal and technical documentation

One of the most complex types of business translation are texts of legal and
technical nature in different languages. The complexity levels can go through the
roof when dealing simultaneously with documents like proceedings, registrations,
filings, patents, or user manuals. These types of text use very specific terminology
and often require considerable expertise.

What further complicates the picture is that you can hardly avoid dealing with
legal and technical documentation. When you expand into another country, each
document focused on legal or technical issues must be translated in its entirety. It
also needs to be reviewed by a professional in the corresponding domain to retain
accuracy and avoid potential disputes or even fines.

Within legal translation, we can differentiate between:

o Legal documentation — warrants, registrations, certification, statements,
affidavits, etc.

« Judicial documentation — proceedings, trials, judgments, expert opinions, etc.

o Juridical documentation — decrees, regulations, partnership agreements,
contracts, insurance policies, bail insurances, etc.

Technical documentation translation, on the other hand, groups together a
broad range of scientific and technical texts that range from user manuals, service
guides, and installation instructions to software strings and datasheets.

The challenge is accuracy and quality. The quality requirements that
companies need to meet with legal and technical business translation are very high.
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Not respecting them can result in fines, lawsuits, public embarrassment, or even the
inability of your company to continue operating in a certain country (for example, if
a patent is rejected because of poor translation). In other words, with this type of
translation, quality becomes paramount not only from a linguistic perspective but
from a compliance and corporate responsibility point of view as well.

Every specialty in legal and technical translation has its own prerequisites and
terminology. In the case of patents, for example, a very specific and highly regulated
language must be followed that is quite impossible to master without being a subject
expert in the respective field.

The solution is terminology management and subject-matter expertise.
Terminology validation in legal and technical translation is paramount and should
be a concerted effort between specialized translators, legal experts, and local-market
consultants.

Ideally, before the start of any translation project, a glossary of terms should
be created that includes legal and technical terminology, domain-specific
expressions, acronyms, abbreviations, etc.

Terminology management, combined with subject-matter expertise, can go a
long way in reducing potentially costly mistakes or oversights in your legal and
technical translation projects. It may take some time before you can get everyone on
board to sign off your organization’s glossary, but once it is ready, translators will
have a source of truth regarding your industry’s jargon and the most recurring
specific terms.

This way, you can speed up turnarounds and minimize errors and
inconsistencies across your markets. Getting all your product and service
terminology validated will also bring value to your global marketing messaging,
resulting in a more cohesive end product.

(Adapted from Business Translation: What It Is, and How to Manage It by
Francesca Sorrentino, 22 September, 2023 https://phrase.com/blog/posts/business-
translation-2/).

&5 Assignment 1. Read the following passage, translate it into Ukrainian and find
the English equivalents for the following terms:

[Ipec-peni3 [{1160B1 CTOPIHKHU ITnatHa pekiiama

Onucu npoyKIii Kontent B comiansHux | PeknamMHuii npogykT
Mepexax

[ITabnonu enekTpoHHUX | TekcT (pekiiaMHMil) 300pakeHHs

JIUCTIB

Lmroctpariii Ailinentuka OpeHy OnTumizanis MONIYyKOBOT

CUCTEMH
3aranbHUNA MO/ HA IPOIEC 300Ky (3 BUCOTH NTAIIMHOTO MOJIBbOTY)
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In addition to internal, legal, and technical documents, business translation
also involves dealing with marketing content and digital assets designed to attract,
engage, and retain an external audience:

o Press releases

o Product sheets

« Landing pages

o Email templates

« Paid advertisements

« Social media content, etc.

Since it aims to connect with people on an emotional level, promotional
collateral can hardly bear literal translation. Marketing linguists need to capture the
spirit of the message you are trying to convey and adapt it to the target market’s
expectations so it can elicit the same reaction in the new cultural context — a process
known as marketing localization.

One of the most effective translation techniques that can be used for marketing
localization is transcreation — defined as the creative translation of international
advertising content that ensures the tastes, wants, and attitudes of a target audience
are respected and matched to equivalent cultural references.

Marketing campaigns should reflect your company’s core message as closely
as possible. However, it can be difficult not to stray away from your brand identity,
especially if you try too hard to adapt to the tastes of every single market.
In other words, if you want to maintain a strong global brand identity that
differentiates your company from the competition — but still localize for every
market — you need to find a middle ground with both cohesion and individuality in
all of your messaging and assets.

This includes not just copy but also imagery and illustrations. For example,
every culture is different in the way it perceives certain symbols or colors: While
most people around the world associate red with love, passion, or even danger, in
some cultures of the Far East, red is the color of good fortune and prosperity. So
how do you keep your brand identity intact while still being sensitive to cross-
cultural differences?

The secret is approaching the process as a joint effort between marketing and
translation teams. For example, marketers can ensure that the source content is not
freighted with metaphors that could be difficult to translate. For the purpose of
international SEO, they can also make sure that the content reflects search engine
queries in the target language. Put another way, they can prepare content that is easy
to localize.

Translators, on the other hand — if experts in marketing localization, based in-
market, and native speakers of the target language — can help marketers convey their
concepts through more straightforward wording that is also culturally adapted.
What is important for both sides is to be conscious of the other’s needs and
limitations, so they can work hand in hand on achieving a result that represents the
organization’s brand identity while still being sensitive to cultural differences.

The way this collaboration is managed varies from one organization to the
next. A best practice would be to assign a dedicated localization manager who keeps
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a helicopter view of the process. They can also ensure that all content being
translated is in line with your overarching localization strategy and brand identity.

&5 Assignment 2. Match the words and expressions in the first box with a
dictionary definition from the list A-Q below. Translate them into Ukrainian.

1 | automation 7 | interest rates 13 | output

2 | unemployment 8 | primary industries | 14 | income tax

3 | inflation 9 | secondary industries | 15 | VAT

4 | balance of payments | 10 | service industries 16 | deficit

5 | taxation 11 | nationalised 17 | key industries

industries

6 | GNP 12 | monopoly
A. The percentage charged for borrowing money. (The Bank of England has
raised ).
B. Industries involved in the manufacture of goods. ( rely on the ready

supply of raw materials).
C. The value of goods and services paid for in a country, including income earned

in other countries. (Last year’s was dose to £25 billion).

D. The amount which a firm, machine or person produces. (The factory has doubled
its in the last six months).

E. Industries involved in the production of raw materials. (Coal mining is one of the
important ).

F Installing machinery in place of workers ( can be a mixed

blessing - machines usually tend to be out of order when you need them most).
G. Industries, which do not make products but offer a service such as banking,

insurance and transport. ( have become more important in the last
decade).

H. The difference in value between a country’s imports and exports. (The
government is trying to reduce the deficit).

I. The amount by which expenditure is more than receipts in a firm's or country's
accounts. (The company announced a two million pound ).

J. A system where one person or company supplies all of a product in one area
without any competition. (The state has a of the tobacco trade).
K. Industries, which were once privately owned, but now belong to the state.
(Workers in are to get a 3% pay rise).

L. Lack of work. (The figures for are rising.)

M. The action of imposing taxes. (Money raised by pays for all
government services).

N. The most important industries in a country. (Oil is one of the , Which

are essential to the country’s economy).
O. A state of economy where prices and wages are rising to keep pace with each
other. (The government is trying to keep down below 3%).
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P. A tax on money earned as wages or salary. (She pays at the lowest rate).
0. A tax imposed as a percentage of the invoice value of goods or services. An
indirect tax. ( in Britain currently runs at 17.5%).

&5 Assignment 3. Read the Translation Notes and determine whether the proper
names btlow are correctly rendered into Ukrainian. In case of improper translation,
give your way of rendering.

& The Translation Notes

There are two ways of rendering proper names in translation: transcription
and transliteration. Transcription is now universally accepted: Mary — Mepi.
Phonetic peculiarities, however, sometimes interfere and modify this principle by
causing certain departures, e.g. the name of the well-known novelist Iris Murdoch is
rendered with the inserted letter (and sound) “p” — Aiipic Mepoxk.

Translation represents the words in a graphic way and is no longer regarded
as an acceptable method of rendering proper names. However, tradition has
preserved it in some cases and therefore this method still survives, e.g. Lincoln is
rendered as Jlinkonvn and Wellington as Beaninemor.

Traditionally, names of prominent people are rendered by their Ukrainian
equivalents: Isaak Newton — Icaax H tomon, Abraham Lincoln — Aepaam JlinxonvH,
King James — Kopoaw Axis. All these factors explain the existence of double forms
of proper names.

1 | Lewis JIproic 8 | H. Mittelstaedt |I'. Mitrencrenr
William VYineam 9 | Coral Gables Kopen I'eit6i3
Coleman Koneman

3 | Raymond Paiimonn I'o331 | 10 | Frederick OpenepukTelnop
Gozzi Taylor

4 | Philip Kotler ®imin Kotnep | 11 | Henri Fayol Anpi Daiion

5 | David Hesin bypnenn | 12 | Andrew Enapro
Bourland Meichenbaum | Maituenbaym

6 | V. Mountcastle | B. Mayntkacta | 13 | Charles Derber | Hapmns lep6ep

7 | R. D1 | P. dimxy3enne | 14 | Harry Weinberg | ['appi BelinGepr
Giueseppe

&5 Assignment 4. Read the Translation Notes and render the periodicals names
below into Ukrainian.

&The Translation Notes
Rendering of the Names of Periodicals, we use transcoding, i.e. translating a
word or text by converting its phonetic or visual form from one language to another,
often by using the target language’s alphabet. It is a method that primarily focuses
on sound and appearance, and can be done through different techniques like
transliteration (copying the graphic form), adaptive transcoding (adapting the form



to the target language norms), or mixed transcoding (a combination of copying the
sound and the graphic form.

It should be noted that for pragmatic reasons such words as eazema, srcypran,
muoicnesux are added respectively. The United States News and World Report —
amepukancbkuil muxcuesux «FOnatimeo Cmetimce Hotoc 310 Yopno Punopm»y.

Considering the information requirements the Ukrainian translation can be
added: Chemical Abstracts — «Kemixn abcmpaxmcy («Ximiynuil peghepamusHuii
aocyprany), International Affairs — «Immepunewnn aghghepcy («MisxcnapooHi
cnpasuy), Journal of Management — «/[oicopuen o menedsrcmenmy («Kypuan 3
MEHEOHCMEHMY»).

International Journal of Ethics, American Journal of Education, Science,
Discovery, Psychological Abstracts, Journal of Aesthetics and Art Criticism,
Daedalus, Anthropology, Geographical Review, Focus, Forbes, Harvard Business
Review, Journal of Experimental Psychology, the Economist, Financial Times,
American Philosophical Society News, Finance Enquiry, Perspectives, Finance
Gates.

&5 Assignment 5. Read the Translation Notes and render the names of educational
institutions and enterprises below into Ukrainian.

& The Translation Notes
The Names of Institutions and Organizations are usually transcribed, e.g.:
General Motors — Jicenepan Momopc, British Airways — Bpumuw Opyelic.
However, there are exceptions to this rule: The Common Market — CninbHuti puHok;
The Federal Bureau of Investigation (FBI) — ¢edepanrvue 610po poscrioysars
(DbP). These are accepted translated equivalents.

Educational Ukrainian equivalent Enterprise Ukrainian equivalent
institution

University of Surrey Abbot Laboratories

University of Illinois American Brands Inc.

at Chicago

University of Alcan Aluminium

Wisconsin, Ltd.

Milwaukee

University of British Armsrong World

Columbia Industries

Massachusetts

Institute of Bethelhem Steel

Technology Corp.

University of lowa Chase Manhattan
Bank

State University of Compaq  Computer

New York Corp




University of McGrow-Hill Corp.
California at Los

Angeles

Polytechnic Institute Hewlett Packard

of Brooklyn

Vanderbilt University Occidental Petroleum
Polytechnic of Central S.A.K. Connection
London;

Stanford University USAIR Group Inc.

&5 Assignment 6. Read the Translation Notes, render the sentences into Ukrainian
and determine which of them require transcoding.

&The Translation Notes

Scientific and Technical Terms are generally associated with a definite branch
of science or technology. They tend to be monosemantic in the given branch of
science or technology and therefore easily call forth the required concept. They are
translated by corresponding Ukrainian terms: calorie — kanopis, equator — ekeamop,
polysemantic — 6bacamosnaunuii, etc. It should be borne in mind that one and the
same term may have different meanings in different branches of science and
technology, e.g.: line — 1) konseep, nomorxosa ninisa, 2) mpybonposio, etc. Thus a
term may sometimes be polysemantic, e.g.: power (phys.) — cuna, nomyosicnicme,
enepeis, power (math.) —mipa.

The commonly used translation techniques in scientific and technical
literature are as follows: calquing, transcoding and descriptive translation technique.

1. The World-Wide Web is an Internet-based application that exploits this capability
to provide a global information service.

2. Many personal computers and workstations now have software packages that
mimic the operation of a fax machine.

3. The systematic process of product design has to resolve the often-conflicting
demands that arise in the development of products. These might include
considerations of manufacturing, marketing, aesthetic appeal, protection of the
environment, ergonomics, financial cost, ease of maintenance, and safety.

4. Deflation involves a sustained decline in the aggregate level of prices, such as
occurred during the Great Depression of the 1930s; it is usually associated with a
prolonged erosion of economic activity and high unemployment.

5. Monetarism is commonly contrasted with Keynesianism, which roughly
corresponds to the view that changes in the money supply have little, if any, short-
term impact on the economy, that the economy will not automatically move
towards full employment, and that fiscal policy can be effective in helping attain
full employment.

6. Oligopoly, a market dominated by a few producers or suppliers. It falls
somewhere between a situation where there is what is known as perfect



competition and one in which there is a monopoly, domination of the market by
one producer or supplier.

7. In the world of computers, multimedia is a subset of hypermedia, which combines
the elements of multimedia with hypertext, which links the information.

8. Defamation, the act of damaging the reputation of another by means of false and
malicious communications that expose that person to contempt, ridicule, hatred,
or social ostracism.

9. The auctioneer acts as the agent of the seller and is paid a commission based on
the sale price. Some auctioneers, Sotheby's and Christies, for example, also charge
the buyer a commission on the sale price.

10. Boycott initiators often attempt to enlist the support of friendly or neutral
sections of the population, as, for example, when democratic groups in various
countries refused to purchase goods from National Socialist Germany before
World War II.

L0 Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

TRANSLATION MANAGEMENT SYSTEM

Businesses expanding globally use a translation management system to
translate content efficiently. Doing business globally requires brands to speak the
language of the buyer. To understand and engage with a product, customers across
the globe expect quality content that considers their cultural context at every stage
of the buying cycle.

One of the most effective ways to deliver it is by using a translation
management system (TMS). Designed to help businesses automate, translate, and
manage content for international markets at scale, a TMS is an important resource
for global growth.

A cloud-based TMS powered by Al-powered technology, brings all business
translation best practices together in a single place, allowing you to:

« Translate content at scale through smart automation
« Foster collaborative teamwork in the cloud
« Integrate with your existing tech stack
« Ensure translation quality and consistency
« Reduce translation costs by speeding up work with translation technology
« Streamline the overall translation process
The benefits of using a translation management system

Learning how a translation management system can help you open the door
to global business by automating, managing, and translating all your content into the
languages your audiences speak. You can increase efficiency by combining
translation memory and machine translation technology.

Translation memory (TM) technology works by keeping a record of
previously translated content so that translators can reuse parts of it to reduce costs
and time. This way, faster turnaround times and higher output become possible,
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while equally increasing the likelihood of maintaining consistency throughout all
projects.

The benefits of a TMS do not stop there: Al-powered machine translation
(MT) technology is another helpful tool available within the most complete TMS
solutions. By leveraging artificial intelligence, machine translation creates an
automatic translation output that can act as a starting point and then be edited to
human perfection by language experts.

The key advantage of using MT technology is its speed. Translating large
batches of content need not be a slow and labor-intensive process anymore. Equally
important, since MT technology learns from every translation the more it gets used,
the better the results become.

Having said that, the right technology for your global business and
multilingual projects is a mix of TM and MT capabilities that can adapt to your
workflow and deliver the best possible results for your organization.

Ensuring translation accuracy and consistency is a tall order to fill when
content gets updated frequently and the volume of projects and language
combinations increases.

That is exactly how a TMS can help. Best-in-class TMS solutions let you take
control of every project’s terminology management through term bases that act as
central repositories or pre-approved terminology across your organization.
Term bases are glossaries of industry-specific words and phrases with their
translation into another language. They can also include context for correct usage,
term relationships, and definitions to help maintain the accuracy of all your projects.

Every time content gets updated or new projects get launched, translators pull
up the latest term bases so that every bit of content remains consistent across your
business.

A modern TMS should offer out-of-the-box integrations through an API with
dozens of other systems, from large players to small vendors, to help you cover your
business translation needs and automate your workflows end to end.

These include, among many others:

o Content management systems like Contentful, Hubspot CMS Hub,

Contentstack, and WordPress

« Marketing platforms like Adobe Commerce (previously Magento), Adobe

Experience Manager, Hubspot Marketing Hub, and Marketo

« Storage services like Dropbox, Google Drive, and FTP

« Source code repositories like Bitbucket, Git, GitHub, and GitLab

« Documentation services (help centers and knowledge bases) like Salesforce
Knowledge, Help Scout, and Zendesk

« Design software like Sketch and Figma

o Third-party services like Captionhub, Gengo, Gridly, LBS Suite, Paligo,

Plunet, TransPDF, and XTRF

Adopting a cloud-based TMS is an effective way of getting managers,
developers, subject matter experts, translators, copywriters, marketers, and designers
on the same page. Whether your team members are in the office, working from
home, or outside, it makes no difference when working with a cloud-based TMS.
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Moreover, a TMS will help you establish a clear translation and localization
workflow, monitor the projects’ progress, and, most importantly, invite different
departments and branches from your organization to get involved in the localization
process.

A translation management system gets you out of the most intricate translation
labyrinths with the following features:

« Automated importing and exporting of content

« Support for multiple languages, concurrently

« Progress tracking and time estimation

« Automatic assignment of internal resources

« Assessment of localization quality and consistency
o Cost tracking, and much more

With a TMS at your service, managers can truly focus on what is important:
expanding the global footprint of their business.

(Adapted from Business Translation: What It Is, and How to Manage It by
Francesca Sorrentino, 22 September, 2023 https://phrase.com/blog/posts/business-
translation-2/).

? Questions for discussion:

What are the main TMS features?

What are the benefits of using a TMS?

How does a Translation Memory (TM) technology work?

What is a key advantage of using MT technology?

Give the names of other systems to help you cover your business translation
needs and automate your workflows, and explain the issues they resolve.

N

&5 Assignment 7. Match the words and word-combinations from Text 2 with their
Ukrainian equivalents.

VY 3HauHWX MacmTadax A tall order
Cripusatu criibHIM poOOTI Al technologies
CKOpOTUTH BUTPATH At scale
OnTumizyBaTH Ipolec Speeding up work

Streamline the process

Foster collaborative teamwork
Reduce costs

Increase efficiency

Act as a starting point
Labor-intensive process

IIpuckopenns pobotu
TexHoJIOT1i IITYYHOTO IHTEIEKTY
ITigBumnuTH ePeKTUBHICTH
CayXUTH BIATIPABHOIO TOYKOIO
TpynomicTkuii mpoiiec

0 | CxnagHe 3aBIaHHS
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5 Assignment 8. Translate the sentences into English, using the terms from
Assignment 7.


https://phrase.com/blog/posts/business-translation-2/
https://phrase.com/blog/posts/business-translation-2/
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9.

. 3a IOTIOMOTOI0 TEXHOJIOTIH IITYYHOTO 1HTEJIEKTY BH MOXKETE aBTOMAaTHU3YyBaTH

CBOI TIOBCSAKJICHHI 3aBJaHHS Ta 3HAYHO IIJBHINUTH €()EKTUBHICTh CBOE]
oprasi3ariii.

. locsirHeHHs 1iIed MpoAaXiB y IIbOMY KBapTall € CKJIQJHUM 3aBIAaHHIM JIJIs

HaIIOTO BIAJILTY.

. Koxxne opranizariiine 3apaanHs Oyj0 po3moAiIeHO MK WICHAMU KOMaHIU JJIsI

onTUMI3aIlli mporecy.

. 1714 3pocTarodoi KoMIaHii y cBiTi 0aHKIBCHKOI CIIpaBH, CTPAaXyBaHHs, yIIPaBIiHHS

TpoOIIMMa YU 1HBECTHIIM 3abe3neueHHss Oe3nepeOiiHol MIATPUMKU y 3HAYHHUX
MacitTabax Moke OyTH CKJIaJHUM 3aBIIaHHSM.

. [TogaTkoBI pe3yNbTaTH € BiAMPABHOIO TOYKOFO IS TIIMOIIOTO TOCITIKCHHS.
. besnieune pobode cepenoBuine cpusie CIiIbHINA KOMaHIHIN POOOTI Ta 3MIIHIOE

CTOCYHKHU MIXX KOJIETaMH.

. CTpaTeI‘i}I IIPOMHUCIIOBOT'O PO3BUTKY 3 HArojidoCoM Ha pr,Z[OMiCTKi Imponccu

BU3HAYAETHCS HASIBHICTIO HA BHYTPIITHROMY PUHKY JEIIEBOi poO0YOi CUITHIO

. EbexTuBHa BUpOoOHMYA JIIHISI MOXKE 3HU3UTHU BUTPATH Ta MOKPAIIUTH TEPMIHU

JIOCTaBKU MPOJTIYKIIIi.
[Iporo mMo’xkHa AOCATTH, 30UTBLIMBINK TEMIT TMpalll Ta 3MEHIIUBIIN 3apOOITHY
IJIATHIO POOITHUKIB.

10. 3abe3neunTH BUHATKOBE 0OCIIyTOBYBAaHHSI B TOJAMHH ITIK — I1€ CEPHO3HUIN BUKIIUK

IS TIEpCOHAA.

&5 Assignment 9. Read the extract and the translation made with the aid of Google

Translate. Analyse the translation and correct the mistakes. Summarise the type of
translation mistakes you encountered.

English Ukrainian
Innovative Tools & Trends InHoBaWiiiHi iHCTPYyMeHTH Ta
Reshaping Negotiations TeHJeHil, 0 3MIHKITbL Gopmy
neperoBopis

landscape, the tools and strategies
employed 1in sales negotiations are
undergoing significant transformations.
Let’s delve deeper into these
advancements

In today’s rapidly evolving business | Y  cydyacHOMy  HIBHAKO3MIHHOMY

Ol13Hec-cepeIoBHILI 1HCTPYMEHTH Ta
CTparterii, U0 BUKOPHUCTOBYIOTHCS B
NEPEroBopax 3 MNPOAaxXy, 3a3HAIOTh
3HaUYHUX TpaHcpopMmauiid. [laBaiite
TJIMOIIIE 3arTNONMOCS B 111 JOCITHEHHS.

CRM Systems

CRM-cucremu

Customer Relationship Management
(CRM) systems are at the forefront of
modern sales negotiations. They
centralize customer data, providing sales
professionals ~ with  comprehensive
insights into  buyer  behavior,
preferences, and previous interactions.

Cucremu yIpaBIiHHS
B3a€EMOBITHOCUHAMH 3  KJII€EHTaMU
(CRM) € Ha mnepengHboMy Kpail
Cy4yaCHUX IIE€PEroBOpPIB 3 TMPOAAKY.
Bouu ueHTpanmidyloTh JaHl  Ipo
KJIIEHTIB, Hajgai4u  (axiBIsIM 3
OpoJaXxy BCeOIYHE YSBIEHHS PO




This information 1is invaluable in
tailoring negotiation strategies.

MOBE/IIHKY, YIIOJ00aHHs Ta TonepeaHi
B3aeMoil mokymiiB. s iHbopmartis €
OC3IIHHOIO JJIT PO3POOKH CTpaTerii
NIePErOBOPIB.

Al-Powered Analytics Platforms

Iinardgopmu ananxiTukn Ha 6a3i
IITYYHOIO iHTEJIEKTY

Artificial Intelligence is revolutionizing
the way sales professionals approach
negotiations. These platforms analyze
vast amounts of data in real time,
offering predictive insights that can
guide negotiation strategies, anticipate
buyer behavior, and optimize deal terms.

ITydHwii 1HTEJIEKT PEBOIIOIIOHIZYE
miaxim  ¢axiBimiB 3 TPOJAXKY 10
IEPErOBOPIB. L1 mwiatopmu
aHaNI3yI0Th BETUYE3H1 00CITH JaHUX Y
PEXHUMI peaTbHOTO Yacy, MPOTOHYIOYH
MPOTHO3HI BHUCHOBKH, SKI MOXYTh
JIOTIOMOITH 'y pO3po0Ili  cTparterii
IIepEroBOPIB, MepeadauyeHHI MTOBEIIHKN
MOKYMI[IB Ta ONTHUMI3allli YMOB yTOJIH.

Deal Desks

Crosu yrogu

Deal Desks have emerged as centralized
hubs that streamline the negotiation
process. They consolidate essential
information, tools, and resources,
ensuring sales teams are equipped to
negotiate effectively. By centralizing
data and strategy, Deal Desks help align
negotiations with broader organizational
objectives.

Cronn yroJiu cTanu
IIEHTPATI30BAaHUMHU  IICHTPAMH, 1110
ONTHUMI3YIOTh TPOLEC MEPErOBOPIB.
Bonn KOHCOJTITYIOTh BKJTUBY
1H(pOopMaIit0, IHCTPYMEHTH Ta PECYPCH,
3a0e3neuyroun, IMo00 KOMaHAW 3
npogaxy  Oyau  OCHamieHl IS
e(eKTUBHOTO BEJECHHS IEPErOBOPIB.
[lenTpanizyroun gaHi Ta CTpaTeriio,
CTOJIM YTOJId JTIOTIOMAraroTh y3TOJWUTH
NEPEeroBOpH 3 IMIUPIIUMHU  IITISIMU
oprasi3aiiii.

Digital Sales Rooms

IHu¢posi KiMHATH POAAKIB

The rise of digital communication
tools has made virtual negotiations more
prevalent. This trend requires sales
professionals to adapt their techniques,
focusing on clear communication and
leveraging digital tools to build rapport
and trust. Also known as virtual deal
rooms or sales microsites, digital sales
rooms are the future of sales proposals.

Effective sales negotiation skills are
indispensable in the competitive market.

3pocTaHHs MOMYJSAPHOCTI HUPPOBUX
KOMYHIKaIllTHUX IHCTPYMEHTIB
3po0uI0  BIpTyadbHI  TEPErOBOPHU
OlnbIn mommpeHuMu. Ll TeHmeHIis
BUMarae Biag (QaxiBIiB 3 TPOJIAKY
aJanTtyBaTu CBO1 METO/IH,
30CEpEIKYIOUUCH Ha YiTKIH
KOMYHIKaIli Ta BUKOPHUCTOBYIOUU
upoBl THCTPYMEHTU ISl OOYAO0BU
B3a€EMOPO3YyMiHHS Ta AOBipU. Takox
BIJIOMI SIK BIpTyaJibH1 KIMHATH yroja adbo

MIKpOCAalTH  MpOAaxiB,  LUDPOBI
KIMHATU TPOJaXIB — 1€ MaiOyTHe
TOPTrOBUX MPOMO3UIIIH.

EdektuBH1 HaBUYKHU BEJICHHS

NIePEroBOPIB 3 MPOTAKY €




Mastering sales negotiation skills is | He3aMIHHUMH Ha  KOHKYPEHTHOMY
crucial for achieving favorable terms in | puaky.  OBOJOJIHHA  HaBHUYKaMU
deals and fostering lasting business | BeIeHHS TEPErOBOPIB 3 MPOJIAXKY Mae
relationships, which in turn significantly | BupimanbpHe 3HaUeHHS 1J1 JOCSITHEHHS
impact a company’s success (Adapted | BUriiHUX yMOB Yroa Ta CIHPHUSIHHS
from What Is Sales Negotiation? by | po3BUTKY TpUBaIMX AUTOBUX BIIHOCHUH,
Dealhub experts, May 15, 2025. URL: | mo, y CBOtO 4epry, CyTTEBO BILUIUBAE HA
https://dealhub.io/glossary/sales- yCHiX KOMMaHii.

negotiation/)

45 Assignment 10. Read the article, analyse it, and do the summary-translation of
the article (See [omatox b: Ilpuximamm nHamucanHs aHoTamii Ta pedepary i
BUKOHAHHS aHOTAIIHOTO Ta peepaTBHOTO MEPEKIIamdy).

How to Negotiate with Powerful Suppliers
A framework for assessing your strategic options by Petros Paranikas, Grace Puma
Whiteford, Bob Tevelson and Dan Belz

In many industries, the balance of power has dramatically shifted from buyers
to suppliers. A classic example comes from the railway industry. In 1900, North
America had 35 suppliers of cast rail wheels; railway builders could pick and choose
among them. A century later, no one looking to build a railroad had this luxury, as
only two suppliers remained. Today there is just one, which means that railroad
builders have no choice but to accept the supplier’s price.

The shift has come about for various reasons, any or all of which may be in
play in a given industry. In some cases, suppliers have eliminated their competitors
by driving down costs or developing disruptive technologies. In others, fast-growing
demand for inputs has outstripped supply to such a degree that suppliers have been
able to charge what they want. In still others, buyers have consolidated demand and
forced suppliers’ prices down so far that many suppliers exited the market, giving
the remaining few more clout.

Whatever the reason, companies that have gotten into a weak position with
suppliers need to approach the situation strategically. They can no longer rely on
hard negotiations through their procurement offices. To help with the strategic
reappraisal, we’ve developed an analytic framework with four steps, in order of
ascending risk. Companies should start by assessing whether they could help the
supplier realize value in other contexts. If not, they should consider whether they
could change how they buy. They should then look at either acquiring an existing
supplier or creating a new one. If all else fails, they must consider playing hardball,
which can have a lasting impact on the relationship and is a last resort.

Let’s look at each step in detail.

1. Bring New Value to Your Supplier

This is the easiest way to redefine your relationship with a powerful supplier.
It can rebalance the power equation and turn a purely commercial transaction into a
strategic partnership. You can provide new value in several ways. For example:


https://dealhub.io/glossary/sales-negotiation/
https://dealhub.io/glossary/sales-negotiation/
https://hbr.org/search?term=Petros%20Paranikas
https://hbr.org/search?term=Grace%20Puma%20Whiteford
https://hbr.org/search?term=Grace%20Puma%20Whiteford
https://hbr.org/search?term=Bob%20Tevelson
https://hbr.org/search?term=Dan%20Belz

e Be a gateway to new markets.

The quickest and least expensive way to redress a power imbalance is to offer
the supplier a market opportunity that is too good to pass up in exchange for price
concessions. Finding the right carrot can take some digging. Here’s a case in point:
A beverage company was facing annual price hikes from a beverage-packaging
supplier. It seemed to have no way out; the supplier had patented its manufacturing
process, and its pricing was lower than that of other sources.

But as it happened, the buyer was about to enter two large developing markets
in which the supplier had tried but failed to gain traction. The procurement manager
realized that the company could give the supplier’s products a foothold in those
markets. She and her team put their heads together with the marketing team and
presented the supplier with an offer that was hard to refuse: In exchange for a 10%
price reduction globally, the company would use the supplier’s cans in the new
markets.

e Reduce the supplier’s risks.

If a company is well placed to help a supplier reduce its price risks, it can
demand some concessions in return. For instance, a large chemical company was
working with a single, recalcitrant supplier. To produce titanium dioxide it required
feedstock manufactured to tight specifications, and only that supplier could meet its
needs. When the chemical company tried to increase its order, the supplier claimed
to have limited capacity and demanded a price premium.

Given the cyclical nature of the industry, the company surmised that the
supplier would jump at the chance to lock in a long-term contract—a commitment
other customers lacked the financial strength to make. Procurement worked closely
with a team from finance, which created detailed models to determine a price range
that would let the supplier generate returns of 15% on invested capital. The supplier
agreed to a multiyear contract with prices that would not fluctuate more than 10%
annually, and the chemical company got a 10% discount from the original quote.

2. Change How You Buy

If no opportunities exist to help the supplier create new value, your next best
alternative is to change your pattern of demand. Because this strategy can have
implications for other parts of your organization, it requires close collaboration with
any functions that could be affected. A company can change its demand patterns in
three ways, all of which may require intensive data collection and analysis.

o Consolidate purchase orders.

This is the least-risky option and the easiest one to implement. It may involve
little more than acting on an internal audit of procurement data.

At one aircraft manufacturer, various business units were independently
purchasing components from a large supplier, which was doubling or tripling the
prices it had originally quoted. The supplier was reaping gross margins of about
20%, whereas the aircraft manufacturer’s were only 10%. And deliveries were
unreliable, which drove up the manufacturer’s overall costs. Individually the
business units lacked the power to force a change in behavior. But the unit CEOs got
together, consolidated their spending data, and went to the supplier’s top executive
with a threat to suspend all purchases unless changes were made. The supplier



became far more responsive, cutting prices so that its margins were also about 10%
and improving the timeliness of deliveries.

Small companies that don’t order through multiple units can form purchase
consortiums with other firms in their industry. In 2008, an oligopoly of four suppliers
controlled the ATM market in one European country. To counterbalance the group’s
power, four banks created a purchasing consortium for ATM parts and maintenance,
ultimately cutting their ATM costs by 25%. To succeed, consortiums must align
their members’ interests and have the right governance in place. To avoid raising
antitrust issues, they should not be too powerful themselves, which means that this
approach is best suited to relatively fragmented, competitive industries.

e Rethink purchasing bundles.

If a company cannot create large purchasing bundles within product categories
or geographies, it should consider purchasing across them. One telecom company
dealing with a powerful supplier for a particular component gained price concessions
by pointing out that it also bought other components from that supplier — ones it
could easily obtain elsewhere. Similarly, a global chemical manufacturer
accustomed to buying a key ingredient from two suppliers, one in the United States
and one in Europe (and each with a monopoly in its region), announced that it was
considering consolidating to a single supplier and began a qualification process to
choose which one. By awarding a single global contract, it would have given the
winner a toehold in the loser’s monopoly territory. Faced with the threat of
competition, each supplier agreed to a 10% discount.

At other times, the right strategy is to pick apart your existing bundles; this may
enable you to create competition among suppliers where none previously existed.
When a consumer goods company decided to renegotiate its contract with a powerful
information provider that offered an integrated global product and services package,
the procurement team quickly realized that it needed to differentiate between data
(for which the supplier held a monopoly in some geographies) and analytic services
(for which the market was generally competitive). It also decided to negotiate at a
country level — enabling suppliers that could cover some but not all geographies to
participate. As a result, it obtained savings of 10% on data and 20% on analytics.

e Decrease purchase volume.

The third way to alter demand is to shift volume away from a powerful
supplier, ideally by switching to a substitute or lower-cost product. The mere threat
of this can increase the supplier’s openness to negotiation—but the buyer’s
organization needs to stand behind its negotiation team and be willing to revisit what
it purchases. Determined to reduce IT costs, one retailer we advised determined that
most of its staff members did not need to create documents—they needed only to
read them. It was able to eliminate 75% of its office software licenses, replacing
them with a lower-cost, read-only alternative.

3. Create a New Supplier

If options for changing your company’s demand profile aren’t available, you
should next explore creating a completely new supply source. Like the first two
strategies, this ultimately shifts demand away from powerful suppliers, but it tackles
the other side of the equation. It is most likely to be necessary in industries where



price negotiations have gone so far as to drive most suppliers out of business,
effectively giving the survivors a monopoly. Of course, such drastic action risks
alienating your supplier completely and may change your company’s business
model. It will also alter the competitive dynamics and perhaps even the structure of
your supplier’s industry and your own. For these reasons it is a risky proposition,
but if well executed, it can transform your prospects. There are essentially two
options:
e Bring in a supplier from an adjacent market.

The easiest way to create a new supplier is to bring in a competitor from an
adjacent geography or industry, one that might not otherwise have entered the
market. One major airline reduced its food costs and improved quality by enticing a
European catering company to enter the U.S. airline-catering market, which had
been controlled by two well-entrenched suppliers that were reluctant to lower prices.
The new entrant had an innovative, off-premises production model that enabled it to
offer higher-quality food at significantly lower prices in exchange for longer-term
contracts.

Because the airline would need to give the new supplier a multiyear
agreement, the procurement team shared its plans with the airline’s chief operating
officer, its head of airport operations, and its head of catering. After aligning these
key functions on the strategy, the airline announced that it had awarded its contract
at a major U.S. hub to the new entrant. After losing that share of business, one of the
established suppliers replaced its management team and took a more collaborative
approach with the airline.

o Vertically integrate.

If no plausible new suppliers are to hand, consider making yourself the new
supplier by investing in the requisite assets and capabilities, possibly in a strategic
partnership or joint venture with a company that has some of those assets and
capabilities. If you’re lucky, a credible threat to take this action will be sufficient to
shift the balance of power, as was the case with a paper company that relied on a
regulated utility for electricity.

Unable to secure a better rate from the utility, the company began planning to
build its own power plant — and it made sure the utility knew about its plans. It spent
nine months finding a location, securing pipeline capacity, getting permits, and
partnering with a dryer company that wanted to use the steam that the plant would
generate. The strategy worked — the utility agreed to reduce its rates by 40% to
prevent the company from building the plant. The danger with this approach, of
course, is that your threat to vertically integrate may be called. So before embarking
on this option, make sure that the new venture could deliver value that exceeds the
investment costs and compensates for the added management attention and the
hidden risks and challenges that might arise.

4. Play Hardball

If everything else fails, canceling all your orders, excluding the supplier from
future business, or threatening litigation—or some combination of those actions —
may be the only answer, short of going out of business. These are truly tactics of last
resort.



A global financial services firm had its back against the wall because it had to
reduce costs by $3 billion. To cut IT infrastructure costs, it asked its major hardware
supplier for a 10% price decrease. When the supplier refused, the firm’s chief
information officer contacted the supplier’s CEO to say that all the supplier’s
projects in the company were suspended, effective immediately. Within an hour, the
supplier was deactivated in the payment system, and the procurement, IT, and
development teams were notified that they were no longer to work with it. Faced
with the costly loss of existing and upcoming projects, the supplier quickly agreed
to the price cut.

Then there’s litigation. In the early 2000s, a security company that provided
cash transportation services to banks decided to increase its rates by 40%. Because
it controlled 70% of the market, its customers had few alternatives. But one bank
that faced significant margin pressures wasn’t ready to accept the price hike. To
better understand what was driving the increase, it asked to review the security
company’s financial statements, which revealed only a 10% cost increase—nothing
that would justify the drastic hike.

If all else fails, canceling your orders, suspending future business, or
threatening litigation may be the only answer.

The bank took a two-pronged approach. Its chief operating officer met with
the COO of the security company to explain that the increase was unacceptable and
would undermine their relationship. And the procurement team threatened to join
forces with other financial institutions and bring the matter to the attention of the
national authorities in charge of restricting monopolies. The security company
backed down and instituted a price increase more in line with its cost increase.

As we’ve shown, companies negotiating with powerful suppliers have plenty
of ways to redefine the relationship. Whichever option they choose, they need a clear
understanding of the problem, an ability to work on it across functions, a willingness
to think outside the box, and strong analytical capabilities that can reveal the
enterprisewide picture and generate useful insights. It’s also important that senior
executives commit to strategic rather than tactical moves. With these elements in
place, what had seemed an impossible negotiating task becomes one that is merely
challenging.

&5 Assignment 11. Translate the abstract into English.

CTPATETII BEAEHHS A1JIOBUX TEPETOBOPIB B
YKPATHCBKOMY BI3HEC-CEPEJIOBHIIII

B ykpaiHchbkoMy Oi3HEcC-CEepeOBHUIIl BUKOPUCTOBYIOTHCS  CHeEIliaibHI
cTpaTerii mija 4ac BeJACHHs AUIOBUX Neperopopi. KimrouoBumu kiacudikaiiHuMu
O3HAaKaMH OOpaHUX CTpaTEriil € mepenyciM piBeHb iX €(EeKTUBHOCTI Ta MPAKTUYHA
3HAUYNIICTh. BifTak, po3risitHemMo cTparerii, 00paHi 3a KBami(piKaiitHIMU 03HaKaMu
e(eKTHUBHOCTI ¥ MPAKTUYHOT 3HAYYIIIOCTI.

[lepenyciMm 11e cmpameeisi 03epKaibHO20 8i00OpadiceHHs, KA TOJATAE B
MOBTOPEHHI JESKHUX CIIIB, CKa3aHUX CIIBPO3MOBHHMKOM, y 3alHUTadbHOMY TOHI. Lle
TOHKHUI NpUHOM, KU 320X0UYe€ 1HIITY CTOPOHY HaJaTH J10aTKOBY 1H(pOpMaIio Ta



MaTH YiTKillle ySBJICHHA Mpo ii mpobnemu Ta BUMOrd. Hampukian, mOBTOpEHHs
KJIIFOYOBUX TEPMIHIB, sKi TMOTPEOYIOTh PO3’SICHEHHS MW OCMUCIEHHS, MOXe
JIOIOMOTTH JICTaTU BiA Oi3Hec-mapTHepa mNOTpiOHY iHdopMmamito. Kpim Toro,
CTpateris BiA3EpPKaJICHHS J1a€ MOXKJIMBICTh MIATPUMYBATH PO3MOBY Ta JOIIOMArae
HIBU/IIIE PUAMATH PIIICHHS B TIEPETOBOPAX.

YyacHuku Oi3HEC-TIEPEroBOPiB  MOXKYTh BECTH IE€PErOBOPH  METOIOM
MO3KOBOT'O IITYpMYy, IIyKaTH KpPEaTUBHI PIIICHHS, BHUSABIATH BIIMIHHOCTI Y
BIIOJIO0AHHSAX, SIKI MOXYTh MNPHU3BECTH [0 KOMIIPOMICY 1 MOOYAOBH MAOBIpH.
[leperoBopu B Oi3HECI MOKYTh MaTH Taki (popmu:

® 00rOBOPEHHS BAPTOCTI Ta YMOB 3 MOCTaYaJIbHUKAMHU Ta MPOJABIISIMH;

® 3aKPUTTSI MPOIAKY;

® BU3HAYCHHS YMOB JIOTOBODY;

® TMIPOXaHHsS TPO IIiJBHUINCHHS a00 BpETyJIOBaHHS TPOIIOBOI CyMH IIO
JIOTOBOPY;

® 3aMUT Ha BUJILJICHHS OIO/[PKETHUX KOIITIB HA MMPOEKT

Jlist Toro, 1100 /M1JI0BI MEPEroBOPH B 3a3HaUCHUX (hopmax OyiM YCIHIITHUMU,
CHeIiajgbHl cTpaTerii BAKOPUCTOBYIOThCS Ha BCIX eranax. Cmpamezia niocomosku
nepeadayae peTesibHe BUBYCHHS crielidiku O13HeCy 1HIIO0T CTOPOHH, TIEPETJIsi]] BeO-
caiiTy, mpec-peii3iB, cTaTed, HamMcaHUX MPO KOMIAHIIO TOIO; O3HAHOMIICHHS 3
JIOCBIZIOM O13HEC-MapTHEpa, 3 SKUM OyAayTh BiOyBaTHCS OBl NEPErOBOPH, HA
OCHOBI meperyisany oro Oiorpadii Ha caifTi kommadii, npoduto B LinkedIn a6o
iH(popMallli B IHTEpHETI; aHam3 MOAIOHMX yroj, fKi OyJaM YKJIaJeHl I1HIIOK
CTOPOHOIO Ta iXHIX YMOB; BUBUEHHS IPOIO3ULINA 1 I1H, 3alpONOHOBAaHUX O13HEC-
NapTHEPOM, 3 SIKUM IJIaHYIOThCS MTEPETOBOPH.

Onna 3 epeKTUBHUX CTpATETI — cmpamezisi peanizayii MOX#cauUgicmi CrJIbHO
po3B’si3atu ipobisiemy. 11{o crocyeThes 11i€i cTpaTerii, HEOOX1THO HAJIC)KHUM YHHOM
MOSICHUTH JIUJIOBUM TMapTHepaMm Im Ta 3aBAaHHsA. OJHAK BaXKIMBO YBaXKHO
BUCITyXaTH 1HITY CTOPOHY 1 3PO3YMITH ii MO3HUIIII0 Ta KIFOUOBI TPOOIEMHU, MEPII HIXK
dbopmymtoBaTi BiAMOBiAb. B 1bOMy KOHTEKCTI e(eKTHBHA cTpaTerisi BeJACHHS
IEPETOBOPIB € PE3yJbTaTOM PO3YMIHHSI MEPErOBOPHOIO MPOLECY Ta BU3HAUYEHHS
MEePEroBOPHOI cTpaTerii Oi13Hec-nmapTHepa.

Posnoninpui  meperoBopu CHUPAIOTHCS HA JKOPCTKY TAaKTUKY BEJICHHS
MEePEroBOPiB, paHHE MO3UITIFOBaHHS 1 TUCK. CTpaTerii AUCTPpUOYTUBHUX TIEPETOBOPIB
BKJIIOYAIOTh Cmpamezito ni02omosKu HAUKpawjoi aremepHamusu y2ooi, aka 0yne
JOCSITHYTa B pe3yJibTaTi MailOyTHIX neperoBopiB. YiTke BU3HAYEHHS LIi€i cTpaTerii
Ha paHHIN cTajii Ta JOTPUMAaHHS ii MiJ Yac MEPEeroBOPIB BIIMHE HAa KIHIIEBUI
pe3yabTar. bizHec-mapTHepH BUKOPHUCTOBYIOTH IO CTpaTerito, mo0 3HaTH, M0
pOOUTH, SIKIIO HE BAACTHCS JOCATTH 3TO/IH.

Hacrynnoro € cmpamezis ecmanosnenus 6ucoxkoi niaHku — METH, SIKY
O13Hec-apTHEP MparHe IOCATTH B PE3yJIbTaTi MPOBEICHUX IeperoBopiB. YuM Buiia
I MeTa, TUM OuIbllla WMOBIPHICTh yCHIIIHOI yroau. YiTKICTh 1 pO3yMiHHS METH
JIOTIOMO>KE€ TIOCTIIOBHO BIJICTOIOBATH BJIACHY MO3MIIIIO 1, 3pEIITOIO, ICTAaTH 3rOIY
napTHepa.

Cytb cmpameeii nepwioi nponosuyii Tonsrac B TOMY, 100 TEPIIUMH
MIPEICTaBUTH CBOI YMOBH, K1 BIUTMHYTH Ha MIEpeOIr MeperoBopiB, a OTKE, 1 HA TXHIN



pe3ynbTaT. TpaauiiifHO TepeBary B AUTOBHX MEPEroBOpax Mae TOM, XTO MEpIIUM
3aMpONOHYBAB CBOT YMOBH.

(Adapted from Crparterii BeeHHS AUIOBUX IEPErOBOPIB B YKPATHCHKOMY
0i3Hec-cepenoBuini by Jlucunss H., Scrpemceka O., Bposiuena O.
https://doi.org/10.52058/2786-6300-2023-9(15)-74-82.)

&5 Assignment 12. Role Play: Work in pairs (the third person should act as a
translator). Agree upon a product (preferably an expense item, a capital item or a
good for resale) and then prepare and carry out a negotiation based upon the
following plan.

Here are some examples of variables you may wish to negotiate.
higher discounts

cash payment

larger order

free delivery

more favourable terms of payment

annual loyalty rebate

shorter guarantee

longer guarantee

buyback/sale or return arrangement

Seller Buyer

Make a proposal Disagree and make a
/ counter proposal

Invite a concession Express an opinion
/ Make a new proposal

Ask for clarification Reformulate information

Invite a concession a/_.Query

Reformulate information  ¢— gree

Close the deal /A

Example:
Seller
What do you say we fix I cannot go along with
the price at £10 a case for » that, ’'m afraid.

a minimum of 12 dozen
cases?

I suggested we work on
/the basis of £9,60.

Change roles so that the buyer becomes the seller and vice versa. Choose a
different product and carry out a negotiation following the above plan.


https://doi.org/10.52058/2786-6300-2023-9(15)-74-82.)

? Test for self-assesement 3
1. A sustained increase in the general price level of goods and services over time,
which reduces the purchasing power of money
a) balance of payments
b) deficit
c) inflation
2. The process by which the government of a country obtains money from its
people in order to pay for its expenses
a) interest
b) taxation
c) GNP

3. The total value of all the final goods and services made by a nation’s economy
in a specific time
a) GNP
b) balance of payments
c) VAT

4. The difference between the amount of money a country receives from exports,
foreign trade, etc. and the amount it spends on imports, etc. from other countries
a) deficit
b) balance of payments
c) GNP

5. Itis paid at each stage in the production of goods or services, and by the final
customer. Businesses in the production process take away the cost of inputs (labour,
materials, etc.) from the cost of outputs (products and services sold) to calculate the
amount that they must pay

a) interest rates
b) taxation
c) VAT

6. The percentage amount that you pay for borrowing money, or get for lending
money, for a period of time, usually a year
a) VAT
b) GNP
c) interest rates

7. A web page that customers are taken to when they click on a link or online
advertisement
a) channel
b) landing page
c) template



8. A written statement from a person or group that is given to newspapers and
broadcasting organizations to become part of the news
a) press release
b) advertisement
c) publicity

9. The total amount by which money spent is more than money received, or the
state of having spent more money than has been received
a) deficit
b) balance of payments
c) proficit

10. The attention that a person, product, or organization receives from
newspapers, television, etc. when something happens that people are interested in
a) press release
b) publicity
c) broadcasting



3micToBuit MoayJIb 2. MeToaAM4YHI 0OCHOBM NPOdeciiiHOI KOMYHIKaWil B
NUCbMOBIH Ta YCHiH (popMax iHO3eMHOI0 MOBOIO
Tema 4. [Ipodeciitna koOMyHiKaIlisl B TUCBMOBIi Gopmi

Lead-in: Before reading Text 1, answer the following questions:
1. Do you often write e-mails?
Would you rather text your collegue or write an email?
What are the main written communication options used within an organization
Have you ever written a memo?
Who usually makes the minutes of the meetings in your office?
What is the main purpose of a newsletter?
When was the last time you drew up a report? Wat was the purpose of the
report?

AR

[0 Text 1. Read the text and summarise the main points in 10-15 sentences.
INTERNAL WRITTEN COMMUNICATION IN BUSINESS

When an employee interacts with another employee in the organization, it
becomes a part of internal communication. An effective internal communication is
as important as an external communication. It is required for the smooth functioning
of an organization. During an internal communication employees exchange their
thought, ideas, views etc with other employees of the organization. Internal
communication happens irrespective of level of the hierarchy in the organization. It
includes all the communication among employees at inter and intra departmental
level. Internal communication is used to serve different purposes such as giving
instructions and orders, offering suggestions, filing complaints, sharing information,
and handling situations. A poor internal communication is having a direct impact on
the organization’s external communication.

There exist a wide range of options before employees for communicating
internally. While communicating internally, employees use both oral and written
communication methods. When compared, written methods of communication are
more preferred over oral communication methods on the grounds of record keeping,
legality, standardization, and specificity. Main written communication options used
within an organization include memorandum, office orders, notice, circular,
newsletters, minutes of meeting, and reports. Each option is having a specific
purpose to serve. Depending upon their suitability to situation, a particular option is
exercised over the other. Every employee is expected to get familiar with all the
options to make their best use for the smooth communication flow in the
organization.

Memorandum. According to Merriam-Webster dictionary a memorandum is
“A brief written message or report from one person or department in a company or
organization to another”. A memorandum is used for internal communication. A
memorandum is also referred as ‘Memo’. Literally the purpose of a memo is to
inform or to reveal. A memo is generally used to provide information to other



employees of an organization about a specific issue. It is a written statement, a sender
specifically prepares for receivers to appraise or inform them about a particular
matter or specific issue. These receivers also belong to the same organization as of
the sender’s. The shape of memo can be of a short note. A note that is crisp in terms
of its information content. A memo can be meant for a single person or a group or a
committee. When colleagues have to communicate within the organization, they can
use telephone as mode of communication. But during a professional communication,
a situation sometimes demands to keep a record of communication. In that case,
memo can be used to communicate for purposes such as requests, instructions, action
taken, and suggestion etc. A memo is not used for lengthy communication.

Office Orders. In many instances, an authority has to give certain directions
or instructions to their subordinates. For such kind of downward communication, an
officer order is passed. Generally, an office order carries certain actions to be
performed by its receivers. Non-compliance of an office order may attract a
disciplinary action against the receiver of the order. Such orders can be issued in a
memo format. As memos can be used for communicating in any direction but office
orders are strictly used for downward communication. Some of the reasons for
1ssuing an office order are promotion, increment, demotion, transfer, changes in
office timings, shifting of a place, termination etc. Following are the few tips that
can be used while drafting an office order:

e An office order should be crisp and short.

e Properly mention name and designation of the person or persons for whom
the order meant.

e [t should be properly signed by the issuing authority.

e The purpose of the order must be clearly stated.

e Impact of non-compliance of order should also be mentioned.

Circulars. An office circular or a circular is related to wide circulation of
information. It is used to provide information to all or larger number of employees
of an organization. The information can be related to opening up of a new facility,
inviting suggestions, seeking interest, visit of a specialist, a party, rules and
regulations etc. The basic purpose of a circular is to make the receiver aware about
a stated issue. A circular is also treated as an advertisement meant for wider
distribution. It is like information for each and every one. Following are the few tips
that can be used while drafting a circular:

e As acircular is meant for larger audience, a simple and jargon free language
should be preferred.

e [t should be short and to the point.

e [t should be properly signed by an authority.

e [t must bear a unique number indicating specific communication.

Notice, Agenda, Minutes of Meetings. Notice, Agenda, and Minutes of
Meetings are the three components related to organizing and conducting a successful
meeting. All the three components are the part of intra organization communication.

In general, the purpose of a nofice is to pass on specific information meant for
specific receivers. A notice is always issued by an authorized person. A notice needs



to be drafted in a summarized way so that the receiver could understand the
information by just having a glance. Notices can also be pinned on the notice board
to convey the information to the intended receivers. A notice is also having a legal
relevance. For example, in case of ending a contract of employment, a notice is
issued. Another more popular purpose of drafting a notice is to notify about a
meeting. Before calling a meeting, it is essential to notify all the members about it.
This information must be sent to all the members who have a right to attend the
meeting. The proper circulation of the information has to be ensured by the secretary
in consultation with the Chairperson of the meeting. Such a notice must mention
information about the day, date, time, and venue of the meeting. If decided, agenda
items may be mentioned in the notice or attached separately. It has to be ensured that
notice reaches all the members within reasonable time before the meeting.

Minutes of the meeting are the official record of discussions and decisions at
the meeting. The minutes of the meeting are generally written by the secretary in
consultation with the Chairperson. It is always good for a company to company keep
a record of minutes of meeting. In certain cases, it is mandatory under the law to
maintain minutes of meeting. The minutes mention the main points of discussion
and decision taken thereof. The person drafting minutes of meeting should doubly
check the facts and decisions before making it public. It is advisable to circulate a
pre final draft of the minutes among the concerned members for their observations.
Minutes become effective only when they have been read at the next meeting.

Agenda of a meeting states the activities that will take place during the
meeting. An agenda provides a guideline for the members to think and prepare about
issues to be discussed. It steers the meeting towards completion. An agenda also
ensures that no issue is left unattended during the meeting. Generally, similar format
for writing agenda is adopted by organizations. For example, first agenda item for
most of the meetings is ‘confirmation of minutes of the previous meeting’. Similarly,
the last agenda item is ‘any other matter with the permission of the Chairperson’.
Rest of the agenda items are put on the basis of their priority. A little modification
can be made in the standard format as per the requirement.

Suggestions and Complaints. In the normal course of an organization, every
staff member at one point or the other has to give suggestion or file a complaint for
a grievance. Both suggestions and complaints help the organization in its smooth
functioning. Many companies even encourage such kind of activities to identify the
flaws in their system. Broadly, suggestions are invited from staff members for
solving a problem and grievances are encouraged to improve the employee-
employer relationship. As such there is no standard format for writing a suggestion
or a complaint. Still the writer must keep in mind the basics of letter writing.
Although less formal in nature, suggestions and complaints should be written with
utmost care. The words should be carefully selected and the matter should be
conveyed in the fewest possible words. Also, an employee should keep in mind the
formality of employee-employer relationship while suggesting or complaining.

Newsletters. Another important intra-organizational communication tool is an
employee newsletter. A newsletter is just like a newspaper but for the employees
only. All the news mentioned in the newsletter has a direct relevance for the



employees. Employee newsletters are used to provide specific information for
different purposes such as guiding, educating, increasing morale, establishing a
sense of belongingness, and updating the workforce. An employee newsletter
provides news from all sections of the organization irrespective of department,
designation, or unit. While creating a newsletter, it is important to ensure that the
information included in the letter is worthy and of interests of the readers. For
drafting a newsletter following points need to be kept in mind:

e Develop all the matter of the newsletter by keeping employees in mind.

e A newsletter should not be too long. A tabloid with four pages is generally

sufficient for a fortnightly newsletter.

e Keep the language as simple as possible. Matter should be informative not
directive.
Design the newsletter on the basis of certain themes.
Decide the regular sections to be included.
Fix the place of each section and maintain consistency for all editions.
The sections can mention about safety and human resource, corporate social
responsibility, career advancement, retirements, company policies, relevant
world news etc.
Reports. As a part of intra-organizational communication tool, a report is
generally prepared by middle management employees to appraise the senior
management about the state of affairs. The purpose of such kinds of reports is to
provide the information supported by facts and figures to the senior management, so
that a timely strategy can be formulated. Major purpose of creating internal reports
1s to support decision making. A report can be a letter writing report or a schematic
report. The difference is of way of presenting information.

Depending upon their suitability to situation, a particular communication
option is exercised over the other. Every employee is expected to get familiar with
all the options to make their best use for the smooth communication flow in the
organization.

(Adapted from Business Communication by Bansal L.
URL.: https://ebooks.inflibnet.ac.in/mgmtp07/)

&5 Assignment 1. Match the terms related to internal written communications
with their definitions. Fill in the blanks in the following sentences using the given
terms.

Terms Definitions

1. | Memorandum a |A printed announcement,
advertisement, or letter that is sent
to many people at the same time.
2. | office order b | A short written report prepared
specially for a person or group of
people that contains information
about a particular matter.



https://ebooks.inflibnet.ac.in/mgmtp07/

3. |circular ¢ | A document that outlines the
structure and content of a meeting,
including the main topics,
estimated times, and objectives.

4. | notice d | Notes that are recorded during a
meeting, highlighting the key
issues that are discussed, motions
proposed or voted on, and
activities to be undertaken.

5. | staff report e |A formal written or printed
announcement that conveys
important information to a specific
audience within an organization.
6. | minutes of the meeting f | A regular report or bulletin, either
printed or electronic, that shares
news and information about the
organization with a specific
audience

7. | agenda of a meeting g | A formal communication issued
within  an  organization to
communicate decisions, directives,
instructions, or announcements to
employees.

8. | workplace grievance h | An idea submitted by an employee
to improve a company’s products,
services, or operations.

9. | staff suggestion 1 | A document prepared by an
organization's staff to provide
information, analysis, and

recommendations on a specific

issue to a governing body or other

interested parties.

10. | Newsletter j | A formal or informal complaint

raised by an employee who

believes they have been treated
unfairly or that their rights have
been violated.

1. are used to communicate internal policies, upcoming events, changes
in procedures, or other relevant updates. They are often displayed in prominent
areas within the workplace or distributed electronically to ensure that all
employees are informed.

2. A leaked hinted at upcoming layoffs, causing panic among
employees.




3. Among the items on the were next year’s budget and raising the
membership dues.

4. A non-profit organization might have staff prepare on specific policy
issues to inform board members or the public.

5. Addressing in a fair and transparent manner can prevent legal
issues and demonstrates ethical conduct.

6. Encouraging your employees to provide valuable and including
them in the decision-making process means retaining them becomes easy.

7. are usually taken by a designated member of the group. Their
task is to provide an accurate record of what transpired during the meeting.

8. can be used for a variety of purposes, such as informing employees
about new policies, disciplinary actions, promotions, or even changes in
operational procedures.

9. Details of the payout will be contained in a to be sent to shareholders
next month.
10. By providing a direct line to subscribers, foster a sense of

community and a personal connection between the business and its audience.

&5 Assignment 2. Read the following tips for writing a memo. Translate them into
Ukrainian.
Tips for creating a memo
For writing an effective memo, you require fundamental knowledge about
principles of effective writing. Apart from that few points must be remembered at
the time of drafting a memo. These points are as follows:

e Avoid using salutation. Unlike letter, a memo does not carry a salutation. So
do not use dear or respected...

e Avoid using complementary closing. A memo does not include a
complementary closure, so avoid phrases like yours sincerely, yours
faithfully, sincere regards etc.

e Always keep your subject line simple and specific. It increases the
effectiveness of a memo.

e Organise the matter for main content of the memo on the basis of priority of
information.

e Make sure that the word ‘Memo’ is clearly visible on the format.

e Try to draft the memo using second person. Instead of saying everyone is
expected, say you are expected.

e Used headings and subheads wherever required to present the information.

e Always put less important information at the end of a memo.

5 Assignment 3. Read the example of the Team reorganization memo and write
a Policy update memo with the subject of Updates to paid time off policy.

Team reorganization memo
To: Sales team



From: Jamie Singh, sales director
Date: March 10, 2024
Subject: Team reorganization

Dear team,

To better support upcoming product launches, we’re reorganizing our sales
teams. Effective March 20, the new structure will divide teams based on
industry sectors.

Key changes:
* Team A will handle tech clients.
* Team B will manage consumer goods clients.

I’11 schedule one-on-one meetings this week to discuss individual roles.

&5 Assignment 4. Below there are some terms connected with report writing.
Match them with their definitions.

1 | font a | the way in which text and illustrations are arranged on
the page

2 | bullet point b | atitle at the beginning of a page or section

3 | proofreading |c | anitem in a list with a small symbol in front of it

4 | layout d |the most important part of a piece of writing that
presents information discovered during research

5 |draft f | checking and making corrections to a document
(particularly in relation to spelling and inconsistencies
in layout)

6 | heading g | an early version of a report that may have changes
made to it before it is finished

7 | main h | aname of a piece of writing, music or painting

body/findings
8 | title 1 | letters of a particular style

&5 Assignment 5. Read about the steps of making a report and translate them
into Ukrainian
Making a report
You should follow the next steps to compile information in the form of a
report:

o Collection phase: Collect the relevant information. It includes news items,
surveys, pictures, figures, documents etc.

o Planning phase: Keeping in mind the purpose of the report, decide on the
importance of the collected material. A logical sequence of presenting the
information is also decided. All the information is arranged based on relevance and
importance. Planning is also done regarding which pictures or illustrations to use.



e Drafting phase is the report-writing phase. All the planned sections are written
and main body of the report is created. A conclusion is also presented at the end.

e FEditing phase: In this phase, the prepared draft is examined on the grounds of
grammar, sentence structuring, style etc. It is also checked that whether the report is
serving its purpose or not. If allowed, always let someone qualified to go through
the report and suggest. Finally, incorporate any changes if required.

Reports can be of various types like financial report, marketing report, sales
report, internal quality assessment report, market survey report etc. Depending upon
the purpose a report can be written.

&5 Assignment 6. Imagine you are the Marketing Director for an overseas
subsidiary of an American multinational. Write a business report to the Head Office.

A business report
Your company is developing one of the following products, which you hope
to launch in one year’s time:
a new-formula toothpaste with battery-operated dispenser
a rapid ice-cube maker
a pocket-size electronic encyclopaedia
an anti-wrinkle face lotion
a zero-cholesterol, zero-sugar chocolate bar which actually helps you lose
weight
an alcohol-free beer
a rechargeable electric screwdriver
a low-risk, high-yield investment scheme
a combined leisure and commercial centre.
The objectives of your report are as follows:
e To inform Head Office of your project. You will need to describe the four Ps
of the Marketing Mix and justify each element wherever appropriate.
e To describe key elements of the campaign including timing, costs and
personnel.
e To convince Head Office of the importance and value of your project. You need
to gain their support if the campaign is to go ahead.

The report should not exceed four pages and should be typed and double-
spaced with 2.5cm margins. In writing your report, you should respect the following
guidelines:

1. Give your report a title. The title should be concise (a maximum of seven
words), easy to understand, attractive (include an active verb if possible), and
should convey to the reader something about the nature and conclusions of your
report. For example, which of the following titles do you think is most
effective?

A study of the recent impact of computers on office workers today




A bite of the Apple
Computers are revolutionising office work

2. In the first paragraph, state the reason for your report and the nature of the

specific problem to be solved. For example:
The growing number of AIDS victims has led to an increase in demand among
young people for condoms. Corex, Spain, is creating a new product to meet this
demand.: Safe and Chic Condoms. This report presents the company's training
requirements in the short and medium terms.

3. Provide the relevant information in convenient form. Make full use of headings
and itemised lists in order to call attention to important points and allow the
reader to grasp related points easily. For example:

Our main training needs are in the following areas:
o the use of new machines
o the new methods of working
e quality circles

4. Be accurate, specific, dependable, unbiased, well-organised, unambiguous,
clear, concise and interesting.

5. In the last paragraph, state the answers to the problems outlined in the first
paragraph.

L Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

EXTERNAL WRITTEN COMMUNICATION IN BUSINESS

On a daily basis every organization interacts with its external environment.
This interaction is in the form of exchange of information. The information is
exchanged with various stakeholders present outside the business entity. Examples
of such stakeholders include customers, intermediaries, suppliers, shareholders,
media, government, and society in general. A poor external communication largely
impacts on the image of a business and hampers its future prospects. When
employees of an organization interact with people and entities present external to
their organization, they can choose both oral and written communication methods.
For the purpose of record keeping, legality, standardization, and specificity, written
communication 1is preferred over oral communication. In external written
communication people and organizations operating outside of the business are
contacted using written communication tools. Opposite to an internal
communication, external communication is used to extend information to external
stakeholders and persuade them to act in a desired manner. Most common ways of
communicating with external stakeholders using written method are business letters,
press releases, etc. Each option is having a specific purpose to serve.

Business Letters. Business letter is the most common and popular form of
external written communication. Nicely printed business letters put in attractive
envelopes is also used as a persuasive strategy by the organizations. Earlier postal



letters have now changed its shape. With the advent of newer technology business
letters are now sent via email. Business letters can be of several types depending
upon the purpose for which it is written. In case of writing a business letter two broad
things need to be kept in mind. First, structure and layout of the letter and second,
the context for which letter is written. Context also decides the type of a business
letter such as enquiry letter, sales letter, good news letter, and bad news letter.

Types of business letter. Once you gain clarity about structure and layout of
the letter, the next aspect of business letter writing is to understand the purpose of
writing. Depending upon the purpose of the letter, business letters can be classified
into different categories. While writing a business letter you should include the
address of sender, date, address of receiver, and subject.

Sales Letter: A sales letter is one of the most commonly used business letter.
Purpose of sales letter is to persuade customers or other stakeholders to act in a
desired manner. Sales letters is like an advertisement in a letter form. Through sales
letters potential customers can be tapped individually and these are used as a part of
direct marketing campaign. A sales letter must discuss about the product and benefits
offered to the prospective customers. It also mentions the advantages for making a
quick decision about the purchase. These advantages could be availing discounts,
free gifts, entry to a contest, and a limited offer price deal. A sales letter must possess
an attractive opening to generate the interest of the reader followed by introduction
of the product.

Engquiry Letter. An enquiry letter is written when we are interested in gaining
information from other organizations. These kind of enquires are generally sought
for trading purpose. Letter of enquiries are also sent at the time of entering into a
new business, looking for new suppliers, wishing to become an agent, making an
instant purchase, etc. Such kind of letters must clearly specify the information
required, the duration within which information is required, and the format in which
it is required. The broad areas of enquiries are related to asking for a catalogue,
pricelist, demonstration, personal visit, terms and conditions, scope for product
modification, warranties and mode of payment.

Reply Letter. Reply letters are written in response to a letter of enquiry. A
reply letter has much of its relevance as it can result into a sale. From the business
point of view, an effective reply letter can convert an enquiry into order. Also, it
shows the professionalism on the part of receiver of enquiry letter to provide prompt
and desired information. Generally a reply letter is followed by a clarification and
eventually an order. While writing a reply letter it is important to provide exact and
accurate information about the queries mentioned in the enquiry letter. Try to
provide detailed information to avoid any kind of ambiguity.

Order Letter. When both the parties i.e. buyer and seller are interested in
entering into a contract, an order letter is written. From the buyer’s point of view, it
is called a purchase order and on the seller’s part, it becomes a sales order. When
both purchase order and sales order match each other, a contract is made. As these
letters have a legal binding once the contract is created, a detailed description of
product, price, quantity, mode of payment, time of delivery and specification has to
be mentioned.



Complaint Letter. A complaint letter is written when there exists any error in
the total process of buying and selling. It happens when expectations of the buyer
and the seller are not met after the transaction. A complaint can be written by a buyer
as well as a seller. The reason for a buyer to write a complaint letter could be delayed
delivery of order, order not in proper shape, wrong order delivery, and difference in
terms and conditions as per prior discussion. On the other hand, a seller can write a
complaint letter regarding non-payment, inappropriate payment, payment made
under different mode, disagreement over claims made by the buyer. A letter of
complaint must clearly mention the point of discord. It should also mention the
expected action to be taken by the other party. A letter of complaint should use a
polite language in order to prevent any kind of damage to future dealings.

Positive News Letter. Under the category of positive news letters, all
messages which are conveying pleasant information to the receivers are covered.
These messages are also known as good news letters. While writing such letters a
direct approach is adopted. Positive news could be in the form of acknowledging
orders, approval of credit requested, granting of favours, letter of appointment, and
letter of appreciation. While creating such messages the best news has to be
conveyed in the very first paragraph along with an expression of pleasure. The
second paragraph should answer all the queries with complete details and the final
paragraph could mention the personal opinion of the sender.

Negative News Letter. Just opposite to the positive news letters, all messages
carrying unpleasant information are conveyed through negative news letters. These
messages are also known as bad news letters. The purpose of a negative news letter
is to convey the bad news without hurting the relationship. The receiver of the
information must consider you fair and reasonable. The reasons for writing a
negative message could be refusing the desired information, rejection of a proposal,
inability to fulfil order, refusing adjustment or a claim, and declining requests for
favours. It is suggested to use an indirect approach for conveying such messages. At
the beginning of the message a pleasant or neutral thing to be conveyed that gives a
cushion to the reader to handle the negative part. Then explain the reason regarding
your inability to fulfil the desired information or request. You can also suggest few
alternative ways to get the desired information. In the end always remember to close
the message on a positive note. This will keep the doors open for future dealings.

Press Releases and Public Notices. On many occasions an organization has
to communicate with the external stakeholders to provide information or
clarification related to a particular matter. This kind of written correspondence is
done to project the company image. A person possessing the authority to do so
prepares a press release. A press release has to be drafted in an understandable
format. A press release must possess a few characteristics such as newsworthiness,
clarity, brevity, appropriate heading, which promotes the company image. Once the
press release is ready, it is sent to the newspaper. It is at the discretion of the Editor
of a newspaper to publish the matter as it is or with some alterations.

A public notice is an important announcement related to an issue. The purpose
of a public notice is to inform all the people concerned with a given issue. A public
notice must get an instant attention of a reader. Just like a press release it must



possess characteristics like brevity, mentioning important information, and a suitable
heading.
Thus, depending upon their suitability to situation, a particular option of a
business letter is exercised.
(Adapted from Business Communication by Bansal L.
URL: https://ebooks.inflibnet.ac.in/mgmtp07/)

? Questions for discussion:

1. What is the main purpose of external communication?

2. What are the types of business letters?

3. While writing a sales letter, how can you generate the interest of the
addressee?

4. What are the areas of enquiry letters?

5. What are the most important issues to address while writing a reply letter?

6. What kind of letters have a legal binding once the contract is made?

7. Which content can positive and negative news letters can include?

8. What is the reason for a buyer to write a complaint letter?

9. How can an organization provide information or clarification related to a

particular matter?
10.What is the purpose of a public notice?

&5 Assignment 7. Read and learm the information about the structure and layout
of the business letter, translate the text into Ukrainian.

Structure and Layout of a Business Letter

In order to communicate the information effectively through a business letter,
the message of the letter must be organized properly. Business letter writing must
follow all the principles of effective writing such as clarity, conciseness,
completeness, courtesy, correctness, concreteness, and consideration. Apart from
following the writing principles, it is important to understand the basic components
of a business letter. The basic components of a business letter are as follows:

Address. 1t is the starting point of a letter. It provides information about the
sender of the letter including name, designation, name of the organization and place
of the organization along with pin code. This address is followed by the details about
the recipient of the letter including name, designation, name of the organization and
place of the organization along with pin code. The next part of this component is to
mention the date. The date has to be mentioned in a particular format like complete
name of month, date, and complete year (e.g. November 10, 2024).

Title and Salutation: In order to standardise and remove ambiguity you can
address recipients as Mr. or Ms. Also, Dear Sir or Dear Madam could be used for
official correspondence. If you are communicating with the recipient frequently then
you can use Dear Mr Smith to give a personal and informal touch.

Body of letter: The body of a letter is its main part. It can be further divided
into three sections. The first section points out towards the purpose of the letter and
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mentions the reason for writing the letter. The second section conveys the details
and describes the supportive information for the first section. Finally, the last section
discusses the expected actions or reactions for statements made under the letter.

Closing: Closing of a business letter is equally important. It is also known as
complimentary close where a single sentence followed by a phrase is mentioned. For
example, ‘Looking forward to your prompt reply’ followed by ‘Yours Sincerely’.
After a complementary closing, Signature is marked and the name of the sender is
written. Upon the sender’s desire, some more information like contact number or
email can be added.

&5 Assignment 8. Study a sample Sales Letter below and do the tasks that follow.

Business Asia Review
G.P.O. Box 23 Hong Kong
31 October 2024

Dear Executive

Business intelligence that you need

The rise of China is changing our world. If you want to be among those savvy few in the
business world who profit from Asia’s power, you need a reliable, on the ground, round-the-
clock source of intelligence.

The REVIEW delivers you all of Asia’s business investment, marketing and sales information
every week.

Let the REVIEW work for you and you’ll get:

e the advice of 100 experts with deep roots in Asia;

e an extensive business and political network that guarantees you the valuable insights and
sound predictions you need;

e solid tips on what works and what doesn’t — and most importantly why;

e plus a Special on China — every week.

Act within 10 days and you will get a free gift of your choice plus an exceptional 80 %
discount!

Sincerely

J;ﬂdf[dﬁ %JO]?

Jonathan Watson
Marketing Manager

P. S. Order our REVIEW of Asia’s business investment and enjoy extraordinary
return on your money!
P. P. S. Please find our location details in the enclosed card.




a) Say what techniques are used:

e to capture interest early and never lose it;
e to create a connection between the writer and reader;
e to suggest an action for the reader to take;
e to call for action.
b) Below there are the language features of a well-written sales letter. Scan the
letter for the examples of these features:
e positive expressions;
e personal and informal tone;
e a thought — provoking statement or a rhetorical question (often used in
the first paragraph).

&5 Assignment 9. Study a sample enquiry letter, which replies to an
advertisement for digital audio recording devices in a trade journal, and do the tasks
that follow.

Dear Sir / Madam

We are a large music store in the centre of Lion and would like to know more
about digital audio recording devices you advertise in this month’s edition of
“Music Lectron”. The market has probably passed its peak; however, sales of
digital audio devices are still very high. Although local companies are cheap, they
are not as reliable as international producers are. Unfortunately, users experience
difficulties with quality of these devices even though a lot of money has been
spent on this problem.

Could you tell us if the audio devices are leading brand names, or made by small
independent companies, and whether they would be suitable for domestic
recording?

We would appreciate it if you could send us some samples. If they are of the
standard we require, we will place a substantial order. We think prices for your
goods are rather high, but if you offer any trade discounts, we would like to do
business with you. We would be grateful if you could send us your most recent
brochure.

Yours faithfully

P Gerard

P. Gerard (M.)
Manager




a) Read the sample letter again to find structures containing conditionals. Say
whether they are real / unreal; refer to the past / future.

& Notes: We use conditional sentences when discussing the terms of an
agreement, making hypothetical proposals, bargaining and making concessions.

Mind the relationship between the tenses in the table below:

Conditional If-clause Main clause
I (real possibilities) present simple future with will
IT (remote possibilities) past simple conditional with would
IIT (impossibilities) past perfect past conditional with would
have

e. g. If the product is satisfactory, we will place further orders with you in the
future. (I)

If the product were satisfactory, we would place further orders with you in the
future. (II)

If the product had been satisfactory, we would have placed further orders with you
in the future. (I1I)

& Notes

e There are certain polite formulae where we can use would or could after if: e.g.
We would be very grateful / much obliged if you would / could send us the
information.

e Conditional should (should-inversion) means if and is common to see in business
correspondence: e.g. Should you wish to cancel your order, please contact our
customer service department.

e Modal verbs can be used in the main clause, e.g. may, can, must, and should e.g.
If you give us a discount, we may / might become your regular customers.

e We use unless in conditional sentences to mean if not.

e So/as long as, in case, in the case of, provided / providing (that) are also used to
state conditions.

b) Fill in the gaps with the correct form of the verb in the brackets.
. If you (arrive) at a decision, we’ll discuss it in detail.
. Should we (reach) agreement, we’d sign the contract the same day.
. Unless there is a major problem, we (need) only one day.
. If we have good advertising, the product (be) a success.
. If there (be) an easy solution, we would have avoided the problems.
. If we had taken your advice, we (spend) more money.
. If payment came late, we (make) other arrangements.
. We (appreciate) it if you could send us some samples.
. If your products (be) of the standard we require, we will place a substantial order.
0. We would be very grateful if you (can) let us know which of our
products would be of particular interest to you.
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c¢) Imagine that you have a small business in your area. You visited some trade
fair or saw an advert showing products or services that you need for your firm.
Decide which products or services you are interested in and write a letter of enquiry
to a company-supplier asking for additional information.

&5 Assignment 10. Read the imformation about the purchase order, translate it
into Ukrainian and do the tasks that follow.

Order Letter

An order letter, also known as a purchase order (PO) is a commercial
document and first official offer issued by a buyer to a seller indicating types,
quantities, and agreed prices for products or services. It is written on a company’s
official order form, which has a date and a reference number that should be quoted
in any correspondence referring to the order. Nevertheless, there will be times when
an order must be put into a letter format. At such times, you must be sure to include
complete, accurate information because incomplete orders result in delayed
deliveries, and inaccurate facts result in receipt of the wrong merchandise.

If you use an official order form when placing an order, it is a good idea to
send complement slip or a covering letter confirming terms of payment, discounts,
delivery, and packaging. If the order is telephoned, it should be confirmed in writing,
and an order form should always be accompanied by either a complement slip or a
covering letter.

& Notes
When ordering goods, a customer will generally include the following points
to write order letters.

e A reference to a visit by the supplier’s representative / an advertisement or
catalogue / a sample / previous correspondence / a telephone call. This applies
particularly to a first order.

e Details of the goods required: quantity, quality, catalogue number, packing,
price, terms of payment / delivery, etc.

e Alternatives that are acceptable if the goods ordered are not available.

e A closing sentence, perhaps encouraging the supplier to execute the order
promptly and with care.

a) Read a sample letter and identify sentences that illustrate the five points
of outline for writing order letters.



Dear Sirs

Thank you for your letter of 15 October. As you will already know, your Mr A.
Brown called on us a few days ago and left a range of samples. We think articles
of this quality will find a ready market here, and we are prepared to order the
following as a stock trial order:

20 “Angela” evening bags, catalogue no. 5

50 “Veronica” beauty boxes, catalogue no. 17
50 “Daphne” handbags, catalogue no. 27a

50 “Gloria” handbags, catalogue no. 28

If nos. 27a and 28 are not available for immediate delivery, as Mr Brown
suggested might be the case, please send nos. 27 and 28a instead.

Since we must have the goods on display in time for the Christmas season, our
order is placed on condition that they are dispatched by 10 November at the latest.

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

We are looking forward to hearing from you shortly.

Yours faithfully
I P Duke

J. P. Duke
Lion Bags

b) Put the correct word or phrase in each gap. Choose from the following list,
each item can only be used once.

accept delivery Acknowledge current issue following
inconvenience Line Note postage
Range Regret reserve the right | resume
quotation Stock supply Terms

With reference to your advertisement in the (1) of “Office Monthly” I would
like to order 2 Easifix Year Planners. I enclose a cheque for 15 to include (2)
and packing.



Thank you for your (3) of 5th July for your “Finesse” (4) of dining
room furniture. We find your (5) satisfactory and would like to order the (6)
10 “Finesse” dining tables at $280 per item.

40 “Finesse” dining chairs at $60 per item.

We (7) that you can supply these items within 30 days and we (8)

not to (9) after this time.

We should be obliged if you would (10) receipt of this order.

Thank you for your order of 11th May for 2 Easifix Year Planners.

This (11) has proved so popular that we (12) to inform you that it is
temporarily out of stock. We hope to be able to (13) supplies within the next
ten days.

We apologise for any (14) this may cause.

Thank you for your order of 12th July for 10 “Finesse” dining tables and 40

“Finesse” dining chairs. As we are in a position to (15) you with the above
items from (16) we have arranged for them to be delivered to you early next
week.

&5 Assignment 11. Read the following information about CV (Resume), translate
it into Ukrainian, and do the tasks that follow.
Cv

CV stands for curriculum vitae, the Latin phrase which means, “course of
life”. Curriculum vitae is similar to a resume in that both present a candidate’s
academic qualifications and work experiences.

However, a CV is far more detailed than a resume in that a CV seeks to convey
a person’s entire professional and educational career. While an individual’s resume
can be adapted for certain job applications, a CV will normally remain the same,
regardless of the position for which he or she is applying.

In the United States and Canada, CVs are used primarily to apply for academic
and scientific positions. Resumes are normally preferred for all other fields. In
Europe, however, CVs are the preferred document.

Tips for writing a CV

In a chronological CV, you start with an education section, outlining your
main academic qualifications, most recent first. With a skills-based CV, you include
a personal statement or career profile under your contact details, just a couple of
sentences that summarise your value to the employer.

e Give fair information about yourself as employers often run background checks
and false claims will be uncovered.

e Secll yourself writing about your unique qualities, personality traits, skills and
experience that make you stand out from the crowd.

e Point out the benefit of an experience if not obvious (e.g., “Dormitory resident
advisor — managed housing for 300 students of diverse cultural backgrounds™).



e Use the layout that allows the reader to see the entire chronology of dates in
advance.

e Make sure there are no gaps in your timeline. You don’t want a potential
employer asking, “Well, what did you do from February 2022 to September 2022 if
you were out of work during those 8 months™?

Look at the following table of action verbs commonly associated with
professional experience.
a) Select five verbs and write sentences suitable for your CV, e.g. Chaired weekly

meetings (not I chaired weekly team meetings).

compiled | edited improved | operated Researched | clarified
Consulted | increased resolved supervised | represented | chaired
approved | evaluated interpreted | persuaded | Scheduled | identified
Arranged | coordinated | examined | investigated | designed motivated
Budgeted | collaborated | facilitated | led implemented | created
Calculated | delegated formulated | trained Negotiated

b) Rewrite the following sentences using the verbs in brackets. Leave out any
information that is implied by the verb itself or is simply irrelevant.

1. There were five employees in my team. | was their boss and it was my job to keep
an eye on them and help them when they needed my support (managed).

2. I enrolled on and successfully finished a financial management course in order to
improve my knowledge in this area (completed).

3. When I arrived, the company website was only in Polish. As well as Polish, my
mother tongue, I also speak English, German and French, and so 1 decided to
write the website information in English, German and French (translated).

4. The company’s database system had a problem, which I found. Afterwards I
talked to my boss about a different way of doing things, which would solve the
problem (identified / recommended).

5. While I was working at the hotel, I noticed that there were some ways in which
the customer feedback system wasn’t working effectively. Therefore, I developed
a new system and put this in place. A result of this was that customer satisfaction
levels increased by 20 % (designed / implemented).

c) Write a CV resume highlighting your background and professional experience.
Use the following templates if necessary: https://resume.io/resume-
examples/retail-manager.

&5 Assignment 12. Read the following information Cover Letters, translate it into
Ukrainian, and do the tasks that follow.
Cover Letters


https://resume.io/resume-examples/retail-manager
https://resume.io/resume-examples/retail-manager

A cover letter is a letter sent with, and explaining the contents of, another
document or a parcel of goods. Cover letters are used in connection with many
business documents such as loan applications (mortgage loans), contract drafts and
proposals, and executed documents.

A well-written cover letter for a job application should introduce you and
encourage the recipient to read your CV. It allows you to highlight certain areas you
think would make you right for the role. Your cover letter is the easiest and most
effective way to stand out from the crowd. It is the perfect way to elaborate on your
achievements. Your cover letter also gives you a chance to demonstrate strong
writing and communication skills.

Writing the Main Body of the Letter

In the main body of the letter, you need to show why you are the right person
for the job, by highlighting your most relevant experiences and skills as they relate
to the position you are applying for. It is important to demonstrate evidence of your
skills clearly. It is not enough to claim that you are “a hardworking, flexible team
player, with excellent IT skills”; you need to be able to provide evidence.

Tips for writing a Cover Letter

e Personalize. Tailor your cover letter to the job you’re applying for. Study the
job posting carefully, and make a quick list of any essential qualifications.

e Tell a Story. Grab a recruiter’s attention with a killer opening line. The cover
letter is a story. Ideally, the story should focus on a need at the company you are
applying for.

e Use Bullet Points to Show Impact. Make your cover letter a brief, bright
reference tool. Bullet points are a good tool for pulling out numbers-driven results.

e Highlight Culture Fit. Show a company how well you mesh with the culture.
As you research a potential employer, look for culture cues on the company website
and social media.

e End with an Ask. Convince the person reading it to make the next move in the
hiring process — with a phone call, interview, or otherwise. Ending on a question,
which opens that door without groveling for it.

a) Complete the following sentences so they are true for you.

1. While I was I was in charge of

2. During I was responsible for

3. As part of my degree course in at I
4. During my period of employment at I gained

5. At present, I am responsible for . As aresult

6. Since |

b) Complete these sentences for cover letters. Use adjectives or participles with
prepositions in the box.

responsible for | qualified in | available for | suitable for proficient in
interested in familiar with | fluent in noted for experienced in




1. My resume contains enough information to show that [ am the job.

2. T am customer acceptance of electronic components, quality control
procedures and all aspects of production.
3. A local Internet service provider has a full-time position an

administrative assistant.

4. Candidates shouldbe  Microsoft Word and have basic skills in Excel and
PowerPoint.

5. Thave a degree in Business Administration and  am ___ Chinese.

6. Tamvery  dealing with financial crises.

7. After reading the Family Advocate position listing, [ have become quite
this position.

8. Thave been a tutor for the past fifteen years and am very __ the new teaching

approach.

9. I am generally by my supervisor _ my good organizational and
managerial skills.

10. The successful candidate should be fully the marketing field and have

a knowledge of the Japanese language.

c) Write a cover letter. Make sure you follow a cover letter structure. You can
use samples and templates from  https://resume.io/cover-letter-
examples/account-manager.

You have just read the advertisement below and would like to apply for the
job. Write a letter giving details of your qualifications, experience and qualities to
include with your CV.

Growing investment firm is looking for highly motivated individuals to train as
investment brokers. Full training given in all aspects of the investment field. Good
knowledge of maths and computers and excellent communication skills a must.

Write to: Mary Smith, Personnel Manager
Future Investments
45 London Rd, Brighton

? Test for self-assesement 4
1. Which direct opening statement is the best in an e-mail message announcing an
in-service program:
a) Employees interested in improving their writing and communication skills
are invited to an in-service training program beginning October 4.
b) For the past year we have been investigating the possibility of developing an
in-service training program for some of our employees.

2. Which direct opening statement is the best in a memo announcing a new
procedure:


https://resume.io/cover-letter-examples/account-manager
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a) Some customer representatives in the field have suggested that they would
like to key their reports from the field instead of coming back to the office to
enter them in their computers. That's why we have made a number of changes.
We would like you to use the following procedures.

b) Customer representatives may now key their field reports using the following
procedures.

3. The most important part of the letter is

a) heading b) date c¢) body of the letter d) post script
4. The inside address should be written

a) below the salutation c) above the heading

b) above the salutation d) above the date.

5. Salutation means
a) comes above inside address
b) begins at left hand margin of the letter
c) comes at the end of the letter.
d) comes in body of the letter.

6. A memo is an example for
a) internal communication ¢) external communication.

b) lateral communication d) written communication

7. When Respected Sir is the salutation, the appropriate complimentary clause is

a) Yours sincerely c¢) Yours affectionately
b) Yours faithfully d) Yours lovingly
8. Appropriate salutation for an application is
a) My Dear Sir c¢) Dear Sir
b) Sir d) Sir Mr. X
9. Circular letter i1s meant for
a) communication ¢) personal communication
b) secret communication d) informal communication .

10. Contents of offers and quotation are
a) pleasing tone b) request for price
b) request for traders’ information d) details of product



Tema 5. [Ipodeciitna koMyHiKaIis B ycHii hopmi

Lead-in: Before reading Text 1, answer the following questions:

1. Have you ever participated in a business meeting? Was your experience
succeessful?

2. What kind of business meetings do you know?

3. Do you have an experience of public speaking at a business meeting? Were
you successful? Did anything go wrong?

4. What do you think a good public speaking piece should look like?

5. Did you have any problems while speaking in a foreign language during the
meeting?

L1 Text 1. Read the text and summarise the main points in 10-15 sentences.

CONDUCTING AN EFFECTIVE BUSINESS MEETING

In professional setting, meeting means a group of people coming together to
discuss on an issue of importance. Alternatively, meetings are a way of getting a
group together to handle a common issue. In general, meeting occurs when two or
more people meet and discuss. It can be a meeting of groups like Functional Heads,
Board of Directors, or an Employee’s Association meeting. Every meeting must be
productive and seek a specific end to it. For this purpose, all the members of the
meeting individually contribute to maximize the potential of the team. A meeting
solves multiple tasks in an organizational setting. Few of such tasks are as follows:

e To give common instructions to a group
e To save time on communication

e To solve a problem

e To recognise efforts of the group

e To appraise the situation

e To get new ideas

e To motivate teams

e To resolve conflicts

Although meetings have so many positives but if not conducted effectively, it
can lead to confusion, conflicts, wastage of time and resources. A poorly conducted
meeting can also results into low morale of the members and putting a negative
impact on further meetings.

Types of Meetings

The type of a meeting depends upon the purpose it serves. Broadly, meetings
are conducted for providing information, discussing and solving an issue and sharing
a sense of belongingness. Considering these purposes, meeting can be classified into
three types:

Information Sharing Meeting: Such meetings are conducted to share
information or to make something clear. In such meetings, information is shared
with the members of the meeting. If a member is having any query on the
information provided, a clarification is made. The purpose here is to make members
learn and understand the issue at hand. In such kind of meetings, no suggestions are



invited and no solution is sought. The only purpose is to inform the members and
make them understand. Following could be the topic of such meetings:
e Changes in the purchase procedure

Announcement of new marketing strategy
Information about company’s stand on business ethics
Financial planning avenues for the employees
Information about progress of the company in the current fiscal year
Problem-Solving Meeting: Such kinds of meetings are conducted to seek
suggestions and eventually solving a problem. For these meetings, firstly, the issue
is discussed at large and then opinions or recommendations of the members are
sought. Then all the recommendations are reviewed on their pros and cons. Finally,
committee arrives at a solution. It is not necessary that in every meeting member
arrive at a solution. Many times no decision is made. In such a scenario, another
meeting is called on a later date for further discussions and deliberations. Generally,
problem-solving meetings are conducted to handle issues faced by the company
from daily basis to six months. Following could be the Topic of such meetings:
Fixation of performance appraisal criteria for employees
Strategy to increase market share of the company
An act of misbehaviour by an employee
Strike at the company
Requirement of training needs for the employees
Rejoicing Meeting: The purpose of such meeting is to celebrate the success.
During these meetings, few members are praised and honoured for their contribution
to the organisation. Such meetings are conducted to create a sense of belongingness
among the members. These meetings are also conducted to motivate the employees.

Apart from the above classification, meetings can also be divided on the basis
of compulsion of its conduct like statutory meetings. A statutory meeting like
Annual General Meeting needs to be conducted within a specified time.

&5 Assignment 1. Match the terms related to Communication at Business
Meetings with their definitions.
Terms Definitions
1. | meeting coordinator A |an individual who leads the
discussion and ensures all
participants have the opportunity

to speak.

2. | Moderator B |an individual who attends and
contributes to the meeting.

3. | action item C |written records of what was

discussed and the decisions made
during the meeting.

4. | follow-up D | an individual who helps guide the
discussion process and ensures the
meeting runs




5. | agenda E |the person tasked with recording
key points and decisions during the
meeting

6. | minutes of the meeting F |a list of topics to be discussed
during the meeting.

7. | Participant G | tasks or steps to be taken after the
meeting.

8. | Presenter H |actions to check progress or
continue discussions after the
meeting.

9. | Facilitator I |a professional responsible for
planning and organizing.

10. | note taker J | an individual who presents
information or material during the
meeting

&5 Assignment 2. Read the following information, translate it into Ukrainian and
explain the responsibilities of the Meeting Chairperson.

Role of Chairperson in a Meeting
Chairperson is one who heads the meeting. If you are appointed as

Chairperson then you are having a responsibility for smooth conduct of the meeting.
You have to ensure that meeting serves its purpose. Chairing a meeting requires
patience, understanding of the issue at hand, ability to guide the discussion, and
sense of humour. A Chairperson has to adopt different leadership styles at different
point of time to steer the meeting towards a conclusion. An authoritarian leader
dominates the discussion and praises those who agree with his or her viewpoint.
Such situation stops free flow of opinions from members. On the other hand,
participative leaders give every chance to all the members to present their view. In
such situation, it takes a lot of time to come to a conclusion. Thus, a Chairperson has
to strike a balance between these extreme styles of leadership. It is pertinent that
chairing a meeting means handling a group of people. Such group can have members
who are poor listeners, arrogant, talkative, and submissive. The Chairperson has to
ensure that viewpoint of every member is put forward. At the conclusion of the
meeting, it is the duty of the Chairperson to clearly state the results of discussion,
decision reached, and future course of action. In short, Chairperson of a meeting has
to perform following tasks:

- Planning and making arrangements for the meeting

- Steering the discussion

- Enabling the group to reach to a conclusion

- Creating a plan for proper implementation of conclusion



45 Assignment 3. Consider the following two extracts from business meetings
and identify what you think are the most important differences between the
meetings. Do the tasks that follow.

Meeting A

Speaker 1: OK, well we need to consider John’s concerns about the store in
Smallville.

Speaker 2: It’s just not doing enough business for a store of that size. You
can see from the figures in Table 3 in the report sent out last week.

Speaker 3: So how can we bump up business?

Speaker 4: The only way is to put up a Slow Down sign and lay a series of
small, sharp spikes across the roadway just outside the store.

Speaker 5: Pardon?

Speaker 4: It’s obvious. People will slow down, get a puncture and stop.
While they’re waiting for the breakdown services to arrive, they will have no choice
but to go in the store and spend some money.

Speaker 5: You’re not serious?

Speaker 4: Of course not. But can you see my point? [pause: some other
members of the meeting groan at the very tortured pun]. We do need to get more
people in that store. Look at the figures in table 4, which compares different stores
across the region. You can see from column 5 that the customers who go in to
Smallville spend more on average than customers who visit some of our other stores.
We just need to get more people through the door.

Speaker 1: So, are we agreed that the best strategy should be to work out how
to attract more customers to visit the store? OK, so how can we do that?

Meeting B

Speaker 1: We are quorate, so we can now move to the first item on the
agenda: the proposal that we close the South Street office in Smallville. You will all
have received the paper on this, reference 99/8/2, and 1 will ask the writer, John
Smith, to summarize the main points for us.

Speaker 2: The critical point here is that if we combined the Smallville offices
on our main street site then we could offer a much better service to the local
community. Apart from some savings due to greater efficiency, we would be more
competitive. We could offer a wider range of services by putting the two offices
together. We also have no evidence that the existing customers at South Street would
be disadvantaged. In fact, we feel that many of them, if not most of them, would find
it more convenient to come to Main Street.

Speaker 1: So, the proposal is that we merge the two offices on the main street
site. Do we have any comments or further proposals?

Speaker 3: | have to say that my staff are very concerned about this proposal,
in terms of the messages it sends to loyal and hard-working staff. You have glossed
over the fact that the South Street office is extremely profitable and has won awards
for the quality of its service and management.

Speaker 1: John, can you respond to that?



Speaker 2: We have considered these points. I can assure you are that there
will be no redundancies and all of the staff will be accommodated at Main Street.

Speaker 1: Any other comments? [pause]. So if there are no further points
then we can move to a vote.

Speaker 4: Point of order, please, chair. According to our terms of reference,
I do not believe that we can make this decision without further consultation.

Speaker 1: Yes, we’ll need to check that. Rather than hold up this meeting,
I’1l ask the secretary to check that during the coffee break and we shall return to this
item of business at the end of the meeting. Moving on to item 2 on the agenda...

a) Find the Ukrainian equivalents for the words and word-combinations

below.
bump up business | to be quarate to summarise the | savings due to
main points greater efficiency
to be agreed upon | first item on the | the critical point | to merge offices
agenda
to be concerned Chair to gloss over Redundancies
about
to be to move to a vote | without further hold up the
accommodated consultation meeting

b) Make the sentences using the words and word-combinations from a).

&5 Assignment 4. During business meetings, you will probably face many
situations in which you will need to persuade an individual, a team of peers,
supervisors or subordinates that your idea or your solution is the right one. Read the
following tips, translate them into Ukrainian and decide which of them are
appropriate and which are inappropriate

The tips for formulating / constructing an argument.

e Your points must be relevant to the topic.

e Have a clear standpoint — always make sure your audience knows what your
opinion is.

e Make sure you understand the other side’s position.

e Do not make your argument clear until you make a conclusion.

e To strengthen your view, provide supporting arguments and evidence.

e Present lots of complicated statistics and give many different examples of
why your opinion is valid.

e Include your personal views and do not remain objective.

e Present the reasons supporting your argument in a logical sequence so that it
is easy to follow.

e Avoid generalisations and be specific.

e Agree with other people’s opinions.

e Attack a speaker rather than an idea.



e When referring to other people’s opinions, you can contrast them with your
own.
e Interrupt other debaters as this can suggest that your argument is very strong.

45 Assignment 5. Read the notes that follow and put the necessary linking words
into the sentences below.

& Notes
Linking words and other connecting devices help us carry over from one
sentence to another, from one paragraph to another. In a way that allows the listener
to better follow our ideas. Linkers help us establish our ideas expllcltly, making it
easier for us to compare, contrast, illustrate, define, and summarise our thoughts and
develop coherent paragraphs.

Addition Emphasis Order Comparison
as well as especially first/firstly like
furthermore certainly second/secondly | equally
in addition to in particular finally similarly
not only ...but|above all previously in the same way
(also) before/after as if
also next as ... as
moreover

Contrast Ilustration Cause and Effect Summary
however such as therefore briefly
otherwise for example thus to conclude
in spite of as an example due to to summarise
on the other hand | illustrated by as a result altogether
whereas for instance because in short
unless in the case of in conclusion

1. It is widely thought that there has been substantial damage to specific US

industries competition with China.

2. They prepared the most persuasive arguments used the best
statistic data.

3. When we consider the East Asia region the deficit has remained
basically the same.

4. It is true that increased migration can cause social problems, migrants
are prepared to do work that natives will not do.

5. Alotof workers lost their jobs downsizing others were promoted
to higher positions.

6. Letme explain both aspects of this problem.

7. The project had to be abandoned a lack of government funding.

8. The situation in rural areas 1s worrying.




9. , my colleague will summarise all suggestions made.

10. The shop offers cheap products;
quick.

, the purchase is safe and

&5 Assignment 6. Role-play: Work in groups of four. Read the information below,
study your role card. Look at the agenda below and prepare for the meeting.

You work for a leading mobile phone company based in Amsterdam in the
Netherlands. The working language of the company is English. You are managers
in charge of setting up an international team of 12 people who are based all over the
world. The team will be working on a major project lasting three years, building and
testing a new network for the company's next generation of products. I n the past,
there have been both cultural and teamworking problems in project teams set up by
the company. A meeting has been called with fellow managers to agree the way the

team will work.

AGENDA OF THE MEETING
The team leader and his/her role

The role of meetings
Communication between team members
Rewards and bonuses
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Cultural training programmes
AOB (Any Other Business)

Manager A

* You will lead the meeting and you should
make sure the agenda is followed.

* You have an open mind about the items on
the agenda, so you should listen carefully
and try and see the different points of view.
* You are keen that the three-year project
should run smoothly and avoid problems
once the team is working together.

* You know that the company does not want
to spend a lot of money on cultural training
courses and is not keen on bonus schemes.

Encourage the other managers to give their
opinions and reasons for their ideas.

Manager B

You think:

there should be one team leader for the
whole three-year project who should not
change. This will keep the team stable.
the team leader is in charge and should
make the decisions.

the team should meet face to face at the
start of each year to plan for the next year.
there should be monthly teleconference
calls to keep people up to date and deal
with any problems.

there should be individual bonuses to
motivate team members. These should be
paid each year.

all team members should attend a one-
week cultural training course at head
office in the Netherlands.




Manager C
You think:
* the team leader should change each year (i.e.
three different team leaders). This will help to
motivate the team.
* the whole team should be equally involved
in decision-making.
* the team should meet face to face every six
month to review progress and deal with
problems.
*e-mail contact should be encouraged
between team members. Time differences
need to be considered, so replies may take
longer.
* there should be different bonus schemes
operating for team leaders and team members.
These should be paid every six months.
*only team members with less than three
years' experience in the company (four
people) need to attend a cultural training
course.

Manager D
You think:

 the team leader should change every six
months in rotation around the team, as
this is the fairest way and will involve
the most people.

+ the six team leaders should make the
decisions.

* there should be one initial face-to-face
meeting to assign roles and video
conferences every time the team leader
changes.

* team members should contact the team
leader by e-mail to resolve any
problems.

 any bonus should be for the whole team
and be paid at the end of the project.

» all team leaders (six people) should
attend a cultural training course.

Hold the meeting. Discuss the items on the agenda below and come up with
recommendations. Write a list of tips for managing international teams.

Some useful language for participating in meetings:

Strong Neutral Tentative
Giving opinion | I’m convinced I think /believe / It seems to me
I’m sure assume I tend to think
I have no doubt As I see it I feel
In my opinion
Agreeing I totally agree I agree with you | Mmm, maybe
I agree entirely I think you’re you’re right
with (name) right Perhaps
Absolutely! That’s true I suppose so
/Precisely!
/Exactly!
Disagreeing [ don’t agree with | I don’t really think | I tend to disagree
you at all SO Mmm, I'm not
I totally disagree | I can’t see that, sure
It’s out of the I’'m afraid Do you really
question I’m afraid I can’t | think so?
agree with you
there




Making a I suggest (that) We could
suggestion I would suggest Perhaps, we
My suggestion should
would be to.... It might be worth
Why don’t you/we
Reformulating/ To put that another way,
Checking If I follow you correctly,
comprehension So what you’re saying is ...

Does that mean ...?

Are you saying ...?

Expressing You have a point, but...

reservations [ agree to some extent, but...

I suppose you’re right, but ...
Maybe that’s true, but ....

Setting What we’ve got to do is
objectives We aim to

What we’re aiming at is

Asking for an What do you think ...?

opinion What’s your view on...?

How do you feel about...?
Do you have any thoughts on...?
What’s your take on this situation?
Interrupting Could I just come in here ...?
Could I jump in?
Can I add something?
Summarizing In conclusion
In essence
To sum up
The bottom line here is
In a nutshell
Let’s recap
Let’s wrap up

[ Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

JOB INTERVIEW
An interview is generally the last step for a candidate in selection process to
get a job. Successful performance by the candidate at the interview ensures a final
placement. Every interview has two parties involved in it. First is an interviewer,
who conducts the interview and the other is an interviewee, who appears for the
interview. As interview is one of the most important steps in the whole selection
process, it should not be taken lightly.



An interview provides an opportunity to the interviewer and interviewee to
interact with each other. It is a two way process wherein both employer and the
candidate try to evaluate each other. During an interview, a candidate gets a chance
to explain more than what is mentioned in the cover letter or the resume. Through
an interview, interviewer tries to collect maximum information about the candidate
in a systematic manner. This information is further used to make a decision about
hiring the candidate or not. A more focused discussion can be conducted during an
interview. It also provides an opportunity to the interviewer to observe non- verbal
behaviours of a candidate.

The broad purpose of an interview is to seek information from the
interviewee. The information is further used to take various decisions. An
interview can be conducted to get the information about:

e Candidate’s suitability for the job
Employee’s counselling requirements
Reasons of an employee for leaving the job
Reasons to get a promotion
Performance of the employee during the year
Reasons for opposing the decision of the management
Solutions to the problem faced by a company
It can be observed that interviews are conducted for different purposes, right
from the hiring to exit of the employees. Keeping in mind the relevance of issue for
the candidate, only job interviews will be discussed further. During a job interview,
interviewer tries to find out whether the interviewee possesses the required
qualification (in terms skills, experience, and knowledge) for the job. Also, the
candidate carries a personality to fit in the company’s culture.

Interviews can be of different types depending upon the requirement of the
interviewer. It is the purpose or the situation that decides which type of interview
would be conducted. Each type is having its own pros and cons. Having information
about the type of interview would help the interviewee to prepare in a better manner.
On the basis of kind of information is sought through the interview process, an
interview can be termed as promotion interview, performance appraisal interview,
exit interview, and job interview. Apart from that there are some other types of
interviews such as:

One-on-one interview: In a one-on-one interview, there is only one
interviewer for a candidate. Everything regarding the suitability of the candidate for
the job is checked by that single person. It is the most common type of interview.

Board interview: A board interview is also referred as a panel interview. In
this kind of interview, a candidate is interviewed by more than one person at the
same time. This group of interviewers is termed as board or panel. The result of the
interview depends upon the judgement of all the members of the panel.

Group interview: A group interview is like an extension of board interview.
Here a group of candidates is interviewed by members of the panel. Generally this
kind of interview is conducted when numbers of candidate are more and time
available to select a candidate is less.



Discussion interview: A discussion interview is strictly not an interview but
it serves the same purpose. In this type of interview, a candidate is invited in a more
informal environment such as over a lunch or coffee. The candidate and the
interviewer discuss on various jobs related issues in comfortable surroundings.
Focus is more on the arguments made by the candidate than on formality of structure
of the interview. A discussion interview is more popular when a company is hiring
for middle to senior positions.

On task interview: This kind of interview puts the candidate on real
organizational task and the decisions and actions are being observed by the
interviewers. On task interviews are more popular for technical positions.

Telephone interview/on-line interview: A telephoneor on-line interview acts
as a filter before inviting a candidate for a face to face interaction. It saves lot of time
and money for the interviewer and the candidate. In this interview, few structured
questions are being asked to judge the prima facie suitability of the candidate for the
job. Once the interviewer is satisfied with an interview. The candidate is generally
invited for the next round of interview at the company.

Multi-Round interview: Many times companies choose not to conduct a panel
interview to select a candidate; instead they conduct a series of interviews with
different interviewer. Getting a next round interview means the company is serious
about your candidature. Generally these rounds include preliminary, non technical,
technical, and personality.

Questions for discussion:

What are the parties to the interview?

What does an interview type depend on?

What is the most common type of interview?

What is the essence of a discussion interview?

Which kind of interview puts the candidate on real organizational task?
What are the advantages of on-line interview?
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&5 Assignment 7. Action verbs are used by both recruiter and job applicant, and
play a prominent role in job descriptions, job interviews, and letters of application.
Choose an appropriate heading from the table below for each of the following,
translate the verbs into Ukrainian

Headings

creative skills clerical skills helping skills

research skills financial skills technical skills

management skills teaching skills communication skills

Groups of verbs

1| assign 2 | address 3 | collect 4| assemble 5 | advise
attain arbitrate critique build clarify
chair arrange diagnose calculate coach
co-ordinate correspond evaluate devise enable




delegate draft examine engineer encourage
direct edit extract fabricate explain
execute lecture identify maintain inform
increase mediate interpret operate initiate
organize motivate investigate overhaul instruct
oversee negotiate summarise programme persuade
plan publicise survey remodel set goals
produce reconcile repair stimulate
recommend recruit solve train
review speak upgrade
strengthen translate
supervise write
6| administer | 7 conceptualise assess catalogue

allocate create assist classify
analyse design counsel compile
appraise fashion demonstrate dispatch
audit illustrate diagnose generate
balance institute facilitate implement
budget integrate guide monitor
compute invent refer process
develop perform rehabilitate record
forecast revitalize represent retrieve
project shape specify

tabulate

validate

&5 Assignment 8. Match the phrases on the left with those on the right to make full

sentences.

1. | She assigned us...

the team next season/

He attained ... the report immediately.
She chaired ... an impossible task.
I'll draft ... our archaic accounting system.

We need to overhaul ...

new products.

We should upgrade ...

sales for next year.

Jack will be coaching ...

the meeting brilliantly.

It's difficult to forecast ...

his lifelong ambition.
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We need to devise ...
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her job from secretary to PA.

&5 Assignment 9. Make a list of the nouns, which correspond to the following
verbs. Fill in the blanks in the following paragraph using your list of nouns from

the exercise above.

Example: to assist — assistance

1 to administer

12

to arrange




2  to analyse 13 to draft

3  to assign 14 to speak

4 to attain 15 to diagnose

5 todevelop 16 to evaluate

6 toexecute 17 to assemble

7  toimprove 18 to build

8 toincrease 19 tosolve

9 torecommend 20 to train

10 to strengthen 21 to advise

11 to supervise 22 to encourage

The first of the middle executive’s script was full of

inaccuracies and had to be completely rewritten, but public speaking was never his
main . The he made at the AGM was mostly dull but
he did not mention that the next would take place just after
Christmas. By that time, my overseas will be well under way. The
manager has been giving me a lot of and seems fairly optimistic
that we’ll come up with a(n) to the deadlock in Korea. I think two
of the keys are better and closer of the production
personnel, which should lead to a vast in quality.

&5 Assignment 10. Classify the interview questions under the following headings:
Job knowledge questions
Job simulation questions or situational questions
Work willingness questions
Open-ended questions
Stress interviewing
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a | Tell me about the distribution network for luxury sportswear in South East
Asia.

You have two minutes to convince me I'm crazy.

Tell me something about yourself.

Sell me your tie.

What would you do if one of your salespeople wasn't reaching the sales
targets?

Make me laugh.

What is important to you in a job?

What are your main qualities?

How much experience have you had using spreadsheets?

How would you motivate a team of salespeople?

What are your long-range goals?

Judging by the way you dress, I'd say you were somebody who never takes
risks.

m | How do you feel about working away from home for three months in the year?
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n | What is it you don’t like about me?
How do you handle pressure?
p | How do you feel after a failure?

o

45 Assignment 11. Prepare to disscuss the issues of Testing and Stress
Interviewing

1. In groups, discuss any experience you have had of testing as part of a selection
procedure:

e describe the test

e what was it measuring?

e was it reliable?

2. In groups, discuss any experience you have had of stress interviewing:

e describe the stress interview

o what was it measuring?

e was it reliable?

&5 Assignment 12. In groups, discuss your career plans. Explain what you hope
to be doing in five/ten/fifteen years' time, and the stages you need to complete in
order to achieve your ambitions. Make dialogues, putting and asking questions
about the career plan. The following headings could serve as a guide:

* sector of activity.

* size of company

» geographical location

+ expected salary

» department or service

In each case, justify your choice.
The following expressions may be useful:

* [ hope ..

* [ expect...

* intend ...

* I plan ...

* I'll need to ...

* After finishing ...

* After I graduate ...

* My short-term goals

* I'll have to ...

* I'll try to...

? Test for self-assesement 5
Are the following statements True or False?
1. The person who is in charge of the meeting is the person who takes the minutes.
a) True b) False

2. The best way to call a meeting is to inform each participant individually by phone.



a) True b) False

3. An agenda should outline the order and amount of time to spend on each item at
the meeting.
a) True b) False

4. Engaging in small talk throughout the meeting is an effective way to keep the
focus.
a) True b) False

5. When someone agrees with a motion it is "seconded".
a) True b) False

6. The person who is speaking during a meeting is the person who "has the floor".
a) True b) False

7. A polite way to indicate that you want to make a comment during a meeting is to
say: "If I could just come in here..."
a) True b) False

8. When there is a tie vote, it is customary for the chairperson to ask one participant
to reconsider his/her decision.
a) True b) False

9. During the closing remarks, the person holding the meeting should introduce new
staff members or guest speakers.
a) True b) False

10. Reminders are typically announced after all of the items on the agenda have been
covered.
a) True b) False



3micToBuii Moayab 3. TeopeTHKO-MeTOAUYHI MiAX0AU 10 OpraHizamii
HAYKOBO-I0CJIIHOI AisILHOCTI iHO3€MHOK0 MOBOIO

Tema 6. AKkTyanbHI TEeMH HAYKOBHX JOCIIDKEHb Y Taidy3l MEHEIKMEHTY 1
aJIMIHICTPYBaHHS Ha CTOpIHKAaX IHIIOMOBHUX BHJaHb (MoHOrpadii, cTarTi,
Nep1oANYH] BUJIAHHS)

Lead-in: Before reading Text 1, answer the following questions:
1. Have you ever participated in a scientific conference? Was your experience
succeessful?
2. What kind of research were you involved in?
3. What are your topics of interest in business administration?
4. What are your topics of interest in management of foreign economic activity?
5. What are the most relevant business research topics?

L1 Text 1. Read the text and summarise the main points in 10-15 sentences.

RESEARCH TOPICS THAT COVER A RANGE OF PRESENT-DAY
BUSINESS PROBLEMS

The inherent fluctuating dynamics of business administration can be equated
to a strict mentor chastising aspiring students who are keen to outvie the competitive
business landscape by urging them to assiduously adopt the mutating patterns and
swiftly respond to evolving business trends. Therefore, business professionals
should acclimatize to this admonition by engaging in lifelong learning and formulate
practical strategies required to flourish in a budding business environment. Since the
field of Business Administration adorns the essence of transformation, challenges
and opportunities are ubiquitous elements in the multifaceted corporate realm.
Therefore, it 1s imperative for professionals pursuing a Master course in Business
Administration to undertake in research topics that not only combat the compelling
challenges but also contributes to the progression of knowledge and practice in the
field.

Conducting research serves as the prominent hallmark that strengthens the
wisdom and aptitude of an aspiring business professional in the field of business
administration. It not only allows them to make significant contributions to the
prevailing body of knowledge by imparting new ideas, concepts, and theories but it
also enables them to bridge the gap by discerning incomprehensible areas by
performing detailed researches in order to generate insights that can be applied to
real-world business situations. Research topics bestow the adroitness required to
enhance corporate efficiency, competitiveness, and sustainability. These topics
improve their knowledge, enhance their professional skills, and enables them to stay
updated with the current trends and developments in the field of business
administration.

When pursuing a Master’s degree in Business Administration the student
should be aware of the fact the chosen research topic should be inspiring, pertinent,
and address modern challenges faced by the corporate world. The need for research



topics is for the advancement of knowledge needed to navigate intricate business
challenges that results in driving business success. It improves professional skills
like decision-making and effective leadership enabling one to achieve professional
recognition and career advancement.

These research topics focus on areas that can shape the future of business
administration and drive positive outcomes in various sectors.

1. Corporate Social Responsibility (CSR) and its Effect on Investor
Relationships

This research topic throws light into the intricate interdependence and
interactions between organizations and their investors while highlighting the effects
of Corporate Social Responsibility (CSR) initiatives on an organization’s status,
commercial value and lasting sustainability. With this research, an individual can
delve into the tactics used by organizations to effectively engage investors through
CSR and the consequences of such engagements.

2. Leadership Approach in the Digital Era

This topic showcases the numerous leadership approaches and its effect on
the digital revolution era. It will give a comprehensive knowledge on how adopting
these leadership styles can enable professionals to pilot virtual teams, foster
innovation, and bring forth organizational transformation in the digital era.

3. Emotional Intelligence in Leadership

Emotional intelligence is imperative for effective leadership; therefore, this
research topic will draw attention to the influence of emotional intelligence
capabilities on managerial roles required to lead teams and improve employee
engagement. This topic will give a clear understanding of the complex relationship
between emotions, leadership, and company success.

4. Implementation of Artificial Intelligence in Business

This research topic accentuates the importance of embracing and
implementing artificial intelligence (Al) technologies for organizational success. It
will provide a thorough comprehension of Al transformation and its implications on
organizational operations, employee engagement, and consumer experiences.

5. Sustainable Supply Chain Management

This research topic illuminates the practices and tactics that enable
organizations to embrace ecologically responsible supply chain management
practices. By understanding and discerning the challenges and opportunities linked
with implementing sustainable ideologies into supply chain management one can
enhance environmentally responsible business practices.

6. Entrepreneurship and Innovation in Evolving Markets
This topic enables professionals to investigate the dynamic forces of
entrepreneurship and innovation in the ever-changing and evolving market. It
highlights those aspects that aid or hamper entrepreneurial actions and the impact of
innovation on the growth and expansion of the business landscape.

7. The Impact of Organizational Culture on Employee Performance

It is crucial to understand the impact of an organization’s culture on
employees conduct, motivation, and productivity. This research topic allows one to
evaluate the vital connection between cultural dimensions and organizational



outcomes along with the complex interplay between culture and organizational
success.

8. Managing Diversity and Inclusion in Global Organizations

This research topic brings into light the drawbacks and approaches for
effectually managing diversity and inclusion in global organizations. It allows
professionals to evaluate the influence of diversity on organizational performance
and the implementation of inclusive leadership in nurturing a diverse and inclusive
work environment.

9. Ethical Decision-Making

This research topic highlights the importance of ethical decision-making in
the organization and the aspects that stimulate ethical behavior such as ethical
leadership, organizational culture, and industry models, which enhances the
understanding of how businesses steer clear from various ethical challenges and
encourage corporate social responsibility.

10. Corporate Governance and Financial Performance

This research topic allows one to analyze the association between corporate
governance and financial performance by understanding various governance
structures, board characteristics, and investor involvement one can uncover the
impact of corporate governance on firm value, profitability, and long-term
sustainability.

In conclusion, choosing the right research topic serves as the stepping stone
of creating a lasting impression in the field of business. These ten research topics
coveres a range of present-day business problems and offer abundant opportunities
for comprehensive investigation and knowledge generation. One should choose the
right research topic that matches with their relevant field of interest and proficiency
in order to embark on a professional advancement of making a lasting impact in the
world of business.

&5 Assignment 1. Find the Ukrainian equivalents for the following words and
word combinations.
inherent fluctuating dynamics the importance of embracing and
implementing Al technologies
to outvie the competitive business | to evaluate the vital connection
landscape
to assiduously adopt the mutating | to highlight the importance
patterns
to swiftly respond to evolving business | to serve as the stepping stone
trends

to delve into the tactics to cover a range of present-day business
problems

to pilot virtual teams to enhance the understanding

to foster innovation to embark on a professional

advancement




bring forth organizational | to bring into light the drawbacks and
transformation approaches

&5 Assignment 2. Write the description of the following research topics (at least
50 words) using the words and word-combinations from Assignment 1.

l.

2.

9.

Analyzing the effectiveness of change management strategies in organizations
post-pandemic.

Exploring the role of organizational culture in shaping employee well-being
and job satisfaction.

. Examining the influence of technology adoption on supply chain efficiency

and cost reduction.

. Assessing the implications of Industry 4.0 on operations management and

manufacturing strategies.

. Examining the relationship between workplace diversity and organizational

performance in global supply chains.

Investigating the impact of customer relationship management on customer
satisfaction and loyalty in the service industry.

Assessing the impact of globalization on business strategies and performance
in the post-pandemic era.

Investigating the impact of transformational leadership on employee
engagement and organizational resilience in times of crisis.

Understanding the determinants of successful change management in large-
scale mergers and acquisitions.

10.Investigating the effects of organizational rebranding on consumer perception

and loyalty.

&5 Assignment 3. Read the following research topics and outline the main points
to research.

[—
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Business Administration and Management Research Topic

. How does customer service management affect a company’s growth?

What is the use of a management information system in deciding for small-
scale firms?

What strategies are used by organizing to improve morale and productivity?
What is the role of corporate social responsibility in building your company’s
image?

What is the role and problem of financial institutions in the growth of small-
scale business?

How motivation helps in improving the effectiveness of the organization?
What is the role of effective communication in the growth of small-scale
businesses?

How can good communication help improve employee performance in the
manufacturing industry?

What is the role of due process in organizational performance?


https://www.wordsdoctorate.com/services/dissertation-writing-services/management-dissertation-writing-services/

10.What problem happens while managing a small business in rural areas?

&5 Assignment 4. Read the following research abstracts and choose an appropriate
heading from the table below for each of them. Make a list of keywords (5-7) for
every topic.

Business Management Research Topics

Headings

Conflict Management in a Work Team Issues that Affect the Management of

Business Startups
The Role of Women in Business Consequences of Excessive Work in
Management Business
Importance of Inter-organizational Why You Should Start a New Business
Leadership and Networks After One Fails
How to Manage Organizational Crisis in Product and Service Development in a
Business Strategic Alliance
Innovation and Network Markets as a Social Enterprise and Entrepreneurship
Business Strategy

1. With businesses going global, team management has escalated from merely
managing people to guiding, mentoring and resolving conflicts among individuals.
Teams with multicultural members from different departments are fertile ground for
conflicts. This research will give you an insight into the various causes of conflict
and different techniques and methods of conflict resolution within global multi-
lingual and multi-cultural teams enabling you to lead teams successfully and keep
disruptions minimal. Better teams translate to better productivity and, eventually,
revenue.

2. Work-life balance is the buzzword in today’s business environment. If you choose
to write your thesis on the impact of excessive work in business, it could well
escalate to international levels as everyone talks about employee well-being, from
corporates to SMEs and top management to HR. The single most significant
reason behind this is the instances of early burnout seen in the past. Secondly,
globalization is another cause for concern since people are often required to work
multiple shifts. Lastly, the recent trend of post-Covid layoffs that have driven the
need for side hustle makes it even more necessary to keep track of how hectic
business operations are.

3. Failure is the steppingstone to success. The recent outcrop of start-ups has proven
this to be true. If one venture fails, do not give up. Learn from the experience and
start again. Not only is that the mantra of the current generation, but it is also
amon the trending quantitative research topics in business management. The main
objective and outcome of this business management research topic are to explore
lessons learned from failures, the advantages of starting afresh, and the strategies
for overcoming the fear of failure.

4. The COVID-19 pandemic drove everyone online and created a new digital startup
ecosystem. However, while it may be easy to set up a digital business, sustenance,
scaling, and growth are some of the challenges that follow. If you are



entrepreneurial, your research title about business management should read
something like “Challenges in the startup ecosystem.” Such research covers issues
that affect the management of business startups. It covers the various factors that
lead to success and the pitfalls and obstacles on the growth trajectory. It covers
effective strategies to mitigate or work around challenges, and this is where you
can get creative. Limiting your research to startups is okay, but you can also cover
significant ground across other business models.

. Not only is crisis management a critical leadership skill, but today's turbulent
business environment is fertile ground for an organizational crisis. Globalization,
digitization, and the startup ecosystem have disrupted the environment. Barring
corporates, a crisis can strike any business at any time and bailing out of that crisis
is the responsibility of the business leadership. Managing an organizational crisis in
business 1s a popular business management research paper topic, especially among
MBA students, PGDM, and aspiring entrepreneurs.

. When it comes to research paper topics related to business management, one area
worth exploring is product bundling in a strategic alliance. The ICICI credit card
offered to online customers of Amazon India is a classic example. Development
of such strategic products or services requires in-depth product knowledge,
knowledge of finance, and of course, a strategic mindset. If you have a strategic
mindset and interest in product management, this is one of your best business
management research project topics.

. In contemporary society, women have made notable strides in shattering patriarchal
norms and embracing diverse opportunities and career paths, thereby demonstrating
their strength and autonomy. While women encounter challenges in assuming
leadership roles, often stemming from prevailing cultural attitudes, their presence in
business management positions is more prevalent than commonly perceived. This
prompts inquiry into the factors that contribute to the exceptional success of certain
women in managerial positions and the unique value they bring to such roles.
Exploring this subject through qualitative research could yield insightful findings
regarding women's impact on business management.

. Social enterprise is any business having a social objective and undertaking activities
in the public interest. Writing a research paper on social enterprises and
entrepreneurship will lead you to explore opportunities that can bring an innovative
change in society and hold business potential. One thing to remember if you want
to explore social enterprise and entrepreneurship as one of several business
management research titles is that the organizational goal is primarily social impact
rather than revenue generation. This research will make you more open to an
inclusive idea of growth by bringing you closer to social causes, marginalized
communities, and people thriving in them.

. This research focuses on managing global networks in leadership roles. It is among
the hot favorite research topics for business management students considering how
businesses are going global. If you are an aspiring global entrepreneur or leader, you
would want to know more about local and global inter-organizational networks, how
things work, how people communicate, etc. Researching inter-organizational
leadership and networks can provide insights into businesses' challenges and



10.

opportunities when building and maintaining relationships. Managing these
relationships i1s another challenging part of the process, and that is what you will
learn through this research.

It is an emerging and strategic business model for startups. When entrepreneurs
need more resources to raise seed or venture capital for their businesses, they elect
to market their products through networking. Social Media platforms like Facebook
offer substantial networking opportunities. Choose this probe as your quantitative
research topic for business management if you have entrepreneurial aspirations to
understand every aspect of this business model and strategy in depth.

(Adapted from: https://www.knowledgehut.com/blog/business-

management/business-management-research-topic)

? Assignment 5. In pairs, discuss the research topics in your scientific field,

covering the following issues.

l.

What are your major interests within your discipline?

2. What personal experiences have you had that were particularly significant or

kW

a—

meaningful to you, as it relates to your discipline?

What coursework did you take that you found most exciting?

What theories and concepts are most interesting to you?

Are there some ideas you have studied which you are curious about and would
like to explore more?

What are your career goals upon completion of your degree?

What are the major issues or problems faced in your industry today?

Have you read any interesting articles or books related to your discipline?

&5 Assignment 6. Break down your topic or research question into 2-4 overall

main ideas. These main ideas will be your simple keywords which “point the way”
to research in that area.

a) Make a list of keywords and explore the sources online to find the research
topics using this list. You can search through the links below.

e Journal of International Business Studies. URL:

https://link.springer.com/journal/41267.

e Academy of Management Journal. URL: https://journals.aom.org/journal/amj.

e Academy of Management Review. URL: https://journals.aom.org/journal/amr.

e Strategic Management Journal URL:

https://sms.onlinelibrary.wiley.com/journal/10970266.

eJournal of International Business and Entrepreneurship Development. URL:

https://www.scimagojr.com/journalsearch.php?q=21100886220&tip=sid.

b) Make a list of the research topics with the similar keyword list. Outline the
main area and aim of the researches.


https://www.knowledgehut.com/blog/business-management/business-management-research-topic
https://www.knowledgehut.com/blog/business-management/business-management-research-topic
https://link.springer.com/journal/41267
https://journals.aom.org/journal/amj
https://journals.aom.org/journal/amr
https://sms.onlinelibrary.wiley.com/journal/10970266
https://www.scimagojr.com/journalsearch.php?q=21100886220&tip=sid

L Text 2. Read the text, summarise the main points in 10-15 sentences, and
discuss the questions that follow.

CURRENT ISSUES IN INTERNATIONAL TRADE RESEARCH

International trade plays a pivotal role in the global economy, influencing
everything from national growth to consumer prices. With the world becoming more
interconnected, the study of international trade has become increasingly complex,
offering students a wide range of research opportunities. Writing about international
trade thesis topics allows students to explore critical areas such as trade policy,
regional agreements, global supply chains, and emerging technologies. These topics
also provide insight into how international trade adapts to challenges such as
geopolitical conflicts, environmental regulations, and economic disruptions. This
article explores the diversity of international trade thesis topics by examining current
issues, recent trends, and future directions, helping students select topics that align
with both their academic interests and evolving global challenges.

Many of today’s most pressing economic challenges are linked to
international trade, making them valuable topics for research. One of the most
significant current issues is the rise of trade wars and protectionism. In recent years,
countries such as the United States and China have engaged in retaliatory tariff
measures, disrupting global trade flows and reshaping supply chains. Researching
the impact of these trade wars provides students with insights into the effects of
protectionist policies on both domestic industries and international markets.

Another pressing issue in international trade thesis topics is the disruption of
global supply chains. The COVID-19 pandemic exposed the fragility of these
networks, causing delays, shortages, and increased costs. Supply chain management
has become a critical area of focus, with many governments and corporations now
seeking to make their supply chains more resilient. Investigating how global trade
routes are being restructured to adapt to new challenges presents students with
valuable research opportunities.

Environmental sustainability has also become a central issue in international
trade. Governments and international organizations are working to integrate
environmental standards into trade agreements, creating new challenges for
exporters and policymakers. For example, research on carbon border adjustment
mechanisms — taxes on imported goods based on their carbon emissions — can offer
insights into how trade policies are evolving to address climate change. Other topics
might explore how green trade policies influence industries such as manufacturing,
agriculture, and transportation.

Labor market dynamics represent another important area in international trade
thesis topics. Global trade has led to both job creation and job displacement,
affecting workers in various industries. Topics focused on wage inequality, the role
of labor unions, or the impact of trade liberalization on employment offer
opportunities to explore the social dimensions of trade. Understanding these labor-
related issues is essential, as they influence both policy development and public
sentiment toward globalization.



Recent trends in international trade reflect shifts in economic policies,
technological innovation, and changing consumer behavior. One of the most notable
trends is the rise of regional trade agreements. As multilateral negotiations under the
World Trade Organization (WTO) have slowed, countries are increasingly forming
regional trade blocs, such as the African Continental Free Trade Area (AfCFTA)
and the Comprehensive and Progressive Agreement for Trans-Pacific Partnership
(CPTPP). Students researching these agreements can explore how regionalism is
reshaping global trade patterns and whether it provides better opportunities for
economic integration than global trade deals.

Digital trade and e-commerce are also transforming international trade. The
growth of online marketplaces and digital services has created new opportunities for
businesses to access global markets. Researching how digital trade agreements are
being developed to regulate cross-border data flows, intellectual property rights, and
consumer protections offers students a chance to engage with cutting-edge issues in
trade policy. Topics on the impact of technology platforms like Amazon and Alibaba
on global trade flows are also highly relevant.

Another emerging trend is the increasing importance of sustainable trade
practices. With growing awareness of environmental issues, consumers and
policymakers are demanding that trade be aligned with sustainability goals. Many
trade agreements now include provisions on environmental standards, renewable
energy, and sustainable resource management. Students interested in environmental
economics can explore how trade policies are evolving to promote green practices
and what challenges companies face in complying with these standards.

The integration of blockchain technology and digital currencies is also
influencing the way international trade operates. Blockchain has the potential to
enhance transparency and efficiency in trade logistics by providing real-time
tracking of goods across borders. At the same time, digital currencies, such as
Bitcoin and Central Bank Digital Currencies (CBDCs), are transforming trade
finance by offering new payment solutions. Students researching these topics can
investigate how technology is reducing transaction costs and reshaping global trade
networks.

Future Directions in International Trade

The future of international trade thesis topics lies at the intersection of
innovation, environmental policy, and shifting geopolitical dynamics. One emerging
area 1s the role of artificial intelligence (Al) in trade logistics and forecasting. Al-
powered tools can optimize trade routes, predict demand trends, and improve
customs procedures, helping businesses navigate the complexities of global trade
more efficiently. Research topics on the impact of Al on trade competitiveness or
how smart technologies influence trade policy offer exciting opportunities for
forward-looking studies.

Sustainability will also remain a dominant theme in the future of international
trade. As countries implement stricter climate policies, businesses must adapt to new
environmental regulations that affect cross-border trade. The transition to carbon-
neutral economies will reshape trade patterns, creating both challenges and
opportunities for exporters. Students can explore how industries are preparing for



these changes, as well as the role of international trade agreements in promoting
sustainable development.

The future of trade finance is another promising area for research. With the
rise of digital currencies and blockchain-based payment systems, trade finance is
undergoing a transformation. Research topics focused on how decentralized finance
(DeFi1) impacts global trade or the potential risks and benefits of CBDCs in cross-
border transactions offer students a chance to engage with the next wave of financial
innovation.

Geopolitical shifts will also play a crucial role in shaping the future of trade.
The emergence of new economic powers, such as the BRICS nations (Brazil, Russia,
India, China, and South Africa), will influence global trade dynamics. Research
topics on how these alliances shape trade policy, or how shifting power dynamics
affects multilateral trade negotiations, are highly relevant. Additionally, the future
of global trade governance — whether through the WTO or new international
frameworks — offers students opportunities to explore the evolution of economic
cooperation.

Whether focusing on trade policies, regional agreements, supply chains, or the
role of technology, international trade thesis topics allow you to engage with critical
issues that shape the global economy. By selecting topics that address current
challenges, reflect recent trends, or anticipate future developments, you can
contribute meaningful insights to the field of international trade. With trade playing
a vital role in promoting economic growth, reducing poverty, and fostering
international cooperation, research in this area remains essential to understanding
the complexities of a globalized world.



Hot research topics in the management of foreign economic activities include
digitalization and e-commerce, the impact of artificial intelligence (Al), developing
sophisticated marketing and financial strategies, fostering innovation through
international collaboration, and implementing robust risk and crisis management
systems to enhance competitiveness and resilience. Analyzing regional trends and
ensuring effective integration into the global economy are also key areas of focus.

Key Research Areas:

Digitalization and E-commerce:

Research into the impact and management of e-commerce strategies for
international operations is crucial for improving efficiency in foreign economic
activities.

Artificial Intelligence (Al) in Marketing:

Studies are exploring how Al can be a driving force in international
marketing, influencing pricing strategies and the development of financial marketing
mechanisms.

International Marketing and Financial Strategies:

There is a significant focus on creating effective management decisions based
on comprehensive information processing and assessing international market
conditions, with specific attention to marketing and financial strategies.

Innovation and International Collaboration:

Research examines how to foster innovation through technology transfer and
cross-border partnerships that pool resources and expertise for market insights and
technological advancements.

Risk and Crisis Management:

Identifying, analyzing, and mitigating a wide range of financial risks, as well
as developing agile systems for early warning and scenario planning, are vital for
the economic security and resilience of enterprises in foreign markets.

Strategic and Integrated Management:

Research investigates the integration of strategic and marketing approaches
into foreign economic activity management, moving beyond short-term adaptation
to long-term strategic development.

Supply Chain and Cluster Development:

Developing robust infrastructural support for foreign economic activity
through the creation of cluster structures for inter-institutional cooperation,
including transport, logistics, and information, is an important area of study.

Performance Measurement:

Developing integrated methodologies for analyzing the foreign economic
activity of companies, including key indicators for export growth, market share,
competitiveness, and financial performance, is essential for evaluating and
improving outcomes.
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Tema 7. [linroToBKa AOMOBIACH Ta y4acTh Y MIKHAPOJAHUX HAYKOBUX
KOH(EpEHITIIX

Lead-in: Before reading Text 1, answer the following questions:
8. Why do people give presentations?
9. Have you ever given or participated in a presentation?
10.What were you presenting and to whom?
11.Were you successful? Did anything go wrong?
12.What do you think a presentation should look like?
13.What is the basic structure of a presentation? How many parts does it have?

L1 Text 1. Read the text and summarise the main points in 10-15 sentences.

PRESENTATIONS

A presentation is a prepared talk about a particular subject. A presentation
may be a less formal three-minute report to colleagues in a meeting or a more formal
45-minute speech to a large group of people you have never met before. A
presentation may be given to train people, to stimulate interest in a subject, to
provoke discussion, to gain support, or simply to give information. For any
presentation there are some skills that will help you to perform effectively.

A good presentation should be well-planned, with a clear, logical structure;
have clear and explicit links between the parts; have information that is relevant to
the audience; have a memorable introduction and finish.

At the preparation stage, the speaker should:

* plan the presentation thoroughly. What is the purpose of the presentation —
to inform, to persuade, to review? What information needs to be communicated?
How will this information be structured?

 think about the audience. Who are they: colleagues, business partners,
customers? How formal or informal does the presentation have to be? How much
does the audience know about the subject? How long will they be able to
concentrate? What is their first language?

* think about how visual aids can help the audience understand what is being
said.

During the presentation the speaker should:

* speak loudly enough to be heard by everybody, but should not speak too fast
or too slowly;

* not read a prepared text, but improvise from notes or visual aids;

* pause for emphasis when necessary;

* look relaxed, positive and confident;

* seems competent, organized and enthusiastic;

» makes eye contact with the audience, use appropriate body language and
gestures to convey meaning.

There are tree main parts in any presentation that follow:

INTRODUCTION: MAIN BODY: CONCLUSION:



Saying what you are saying it Saying what you have

going to say said
* Greeting/ welcome * Signposting * Signalling the end
* Introducing yourself  Developing the topic * Summarising
* Introducing the topic * Focusing attention * Inviting questions
* Explaining the purpose ¢ Referring to visuals
of the presentation  Asking for
» Saying why the topic is contributions
relevant
* Going over the
structure

Below, we will look at the main stages in more detail.
The introduction to a presentation should contain:
* a welcome to the audience — Good morning/afternoon,ladies and gentlemen.
* (perhaps) a thank you to the audience — Thank you all for coming today
* your name and position (if necessary) — My name is ... and I'm the ...
« the subject or title of your presentation — The subject of my talk is ...
- This morning I'm going to talk about ...
- The theme of my presentation today is...
* a statement of the purpose of your presentation —
... because this is something we will all have to think about in the future.
... because you will be responsible for carrying out these new procedures.
* (perhaps) a statement of the length of time you will take —
- I'm going to talk for about 15 minutes.
- My presentation will take about 20 minutes.
« an outline of the structure of your presentation (a list of the main points to be
covered)
- My presentation will be in four parts.
- I've divided my talk into three parts. First....Second....Third...
- In the first part ...
- Then ... After that. Next . Finally ...
* (perhaps) a statement of when the audience may ask questions
- If'there's anything you don't understand, please don't hesitate to interrupt.
- Please feel free to ask quest ions at any time.
- I'd appreciate it if you would save any questions until the end.

The main part of a presentation is the most difficult. Beginnings and ends
of talks often contain similar phrases, but in the main part you give your audience
the information they have come to hear. If you have said in your introd uction that
you are going to divide your presentation into several parts, you should clearly signal
the beginning and end of each of these parts as they occur:

- That completes the first part, so now we come to ...
- So, to move on to the second part of my talk ...
- That concludes the second part, so let's move on to ...



- That's all I want to say about ... so unless you have any questions let's turn
to...

The conclusion should :

* include a clear signal that you have finished or are about to finish the last point:
- That ends the third part of my talk, so ...
- That's all I'm going to say about ...
* briefly summarize the main information:
- So, to sum up ...
- I'll end by emphasizing the main points.
- So now I'll just summarize my three main points again.
» perhaps draw some logical conclusions from what has been said:
- So what we need to do now is ..
- This shows that we have to ...
- So, to conclude, I have two recommendations.
» perhaps include a thanks for listening:
- Thank you for your attention ...
- Thanks for listening ...
* include an invitation to ask questions.
- ... and now 1'd like to invite your comments.
- Now 1'd be interested to hear your comments.
- Right, does anyone have any questions or comments?
- Now we have 20 minutes for discussion.

This means that speakers often make their most important points three times:
in the introduction, they tell the audience what they are going to tell them; in the
main part of the talk, they say it; and in the summary and conclusion, they tell the
audience what they have just told them.

A good presenter who has to talk to an intern ationalaudience will research
the style of presentation that is appropriate to that particular audience. Some
audiences, for example, may want to participate actively during the presentation
while others will want to sit quietly and listen without interruption to what is being
said. As part of the planning and preparation process, it is essential to find out what
1s appropriate.

Assignment 1. How would the presentation style differ in the following
situations? Discuss in pairs/small groups.

1. A sales representative presenting a product to a potential customer.

2. An academic presenting his/her research project at a conference.

3. An engineer from R&D presenting an idea for a new hi-tech product to senior
management.

4. A salesperson presenting the latest figures for their region at a sales team
meeting.

5. An HR director presenting a new strategy at a meeting for HR managers from
20 different subsidiaries.

6. A university student presenting his/her paper to a class of other students
attending the same course.



Factors to take into account:

Audience Purpose Type of the situation
known vs. unknown to inform more formal vs. less
specialist Vs. non- to persuade formal
specialist to motivate
small vs. large group

45 Assignment 2. When preparing a presentation, you have to take into account
whether it requires a MORE FORMAL or LESS FORMAL STYLE. Decide whether

the following phrases are more formal or less formal (sort them out into two

columns).

To recap ...

XA B D=

Good morning/afternoon/evening. My name is ...
Having discussed ... I'd like to move on to ...
Hello everyone. I'm .

9. Let's start/begin by looking at ...

10.To summarise ...

11.I'm here today to talk to you about ...
12.Firstly, I'll ... Following that I'll ... Finally, I'll ...

I'll start with ... Then I'll talk a little bit about ... I'll finish with ...
Well, we've looked at ... Now, let's talk about ...
The focus of today's presentation is ...
The first point I'd like to focus on is ...

More formal style

Less formal style

&5 Assignment 3. Read the words in the box and match them with their synonyms
below. Some of them can be matched with more than one synonym.

purpose | begin

turn to

theme

summarise

finish come to

outline represent

sum up

next Lastly

look at | topic

. overview
. finally

. alm

. conclude
. move to

. show
. recap

0O\ LN kWi —

. focus on
9. then
10. subject

11. start




&5 Assignment 4. Use some of the words from Assignment 3 and complete the

sentences below. Some sentences can be completed with more than one word.

1

[V SN S

. The of this presentation is to give you a(n) of our company and its
products.

. Firstly, I'd like to you a timeline of our company so you can see how
we've developed over the years.

. Then I'll our market and how it is changing.

. After that I 'II our next point — our brand new product.

. Finally, T will how we can adapt our products to fit our customers'
needs.

. Just to the main points again: I began by telling you a little about ....

. OK, I'd like to by saying that it was a great pleasure presenting to
you today.

. The of my presentation is the system of English language courses
at VSE.

. This graph our sales last year.

&5 Assignment 5. Match the less formal verbs in the box with the more formal

verbs below. Then find the appropriate ending for each sentence.

break into carry out Show set up buy

look into pay Move speed up use

We are planning to...

More formal Less formal Ending

establish

conduct

investigate

accelerate

penetrate

utilize

renumerate

demonstrate

purchase

el N Fl I FA Rl Pl el R b

0. | relocate

Endings:

...our interest in the project.

...the problem in more detail.

...new markets in Asia.

...the development of our new product.
...new supplies soon.

©po o




..our production to Bangladesh.

..a new subsidiary in Madrid.
...more market research.
...our staff according to their performance.
...the latest technology.

g th

Assignment 6. Read the following information and discuss the questions that
follow.

Presentation Equipment

The notebook computer is used to display text and graphics during
presentations. Basically, it can display anything that you put on your computer
screen, including entire presentations generated by presentation software. An
excellent tool if used in moderation, but not as an alternative to you — the speaker. It
is often used in conjunction with an overhead projector or other projector, which
projects the image from the computer screen onto the wall screen.

The overhead projector (OHP) displays overhead transparencies (OHTs or
OHPTs). It has several advantages over the 35mm slide projector:

e it can be used in daylight
e the user can face the audience
e the user can write or draw directly on the transparency while in use.

The flipchart consists of several leaves of paper that you 'flip' or turn over.
Some people prefer the flipchart to the whiteboard, but its use 1s limited to smaller
presentations.

The Slide projector — which must be used in a darkened room — adds a certain
drama. Slide projectors have mostly been overtaken by digital electronic media and
are rare today. Some slide projectors can be synchronised with audio for audio-visual
(AV) presentations. These projectors are typically used for larger presentations. The
majority take 35mm slides or transparencies (as seen here), but projectors for 6x6cm
slides are also available.

Transparencies are projected by an overhead projector or a slide projector onto
a screen —in this case a folding screen which can be packed up and transported.

You should check the equipment before starting. For example, you should make
sure that:

» the data projector works;

* you can connect your laptop to the projector;

* everyone can see you and the screen, otherwise you need to move the chairs;

« there is no light reflecting on tne screen, otherwise you need to close the blinds
or dim the lights.

(https://www.englishclub.com/speaking/presentations-equipment.php)

1. What equipment might people use when giving a presentation?
2. What are some of the advantages and disadvantages of using these things?
3. Do you think the following advice is useful? Why/not?
a. Itis a good idea to use both a PowerPoint presentation and a flipchart.
b. Always use a light background for your slides.


https://www.englishclub.com/speaking/presentations-equipment.php

c. You must never put complete sentences on your slides.
d. Use lots of pictures to liven up the presentation.
e. Put the structure of your presentation on the second slide.

Text 2. Read the text and summarise the main points in 10-12 sentences.
Answer the questions that follow

SPEAKING AT YOUR FIRST ACADEMIC CONFERENCE

Participating in an academic conference for the first time can be both exciting
and nerve-wracking, especially if you have been invited to speak at that conference.
It offers a valuable opportunity to share your research, connect with fellow scholars,
and broaden your academic network. However, to make the most of this experience,
it is essential to be well-prepared and confident in your presentation skills.

Effective communication plays a vital role in making a lasting impression at
academic conferences. It allows you to present your research clearly, engage with
other scholars, and establish connections.

Preparing for Your First Academic Conference

Before attending your first academic conference, thorough preparation is key
to ensuring a successful and enriching experience. Here are some essential steps to
consider:

1. Understand the Conference Theme and Format

Familiarize yourself with the conference theme and topics to ensure your
research aligns with the overall focus. Moreover, explore the conference program to
get a sense of the format, including keynote speeches, panel discussions, and poster
presentations. This knowledge will help you tailor your presentation and identify
sessions that are most relevant to your interests.

2. Craft Your Presentation

Create a clear and concise presentation that effectively communicates your
research findings. Structure your talk with a compelling introduction, a logical flow
of ideas, and a concise conclusion. Use Yoodli or practice in front of a mirror to
refine your delivery and ensure your message is engaging and easily understandable.

3. Prepare Visual Aids

If appropriate for your presentation, create visually appealing and informative
slides to support your talk. Keep the slides visually consistent, using clear fonts,
concise bullet points, and relevant visuals or graphs. Ensure that your slides enhance
your presentation rather than distract from it.

4. Rehearse Your Presentation

Practice your presentation multiple times to build confidence and familiarity
with your material. Pay attention to your speaking pace, clarity, and body language.
If possible, practice in front of a small audience or seek feedback from peers or
mentors to refine your presentation further.

Presenting at the Academic Conference

The moment has arrived for you to present at the academic conference. Follow

these tips to deliver a compelling presentation:



1. Be Mindful of Time

Respect the allocated time for your presentation and rehearse to ensure your
talk fits within the time limit. Practice pacing your speech to avoid rushing or
speaking too slowly. Keeping to the designated time demonstrates professionalism
and consideration for fellow presenters and audience members.

2. Engage Your Audience

Engage your audience by starting your presentation with a compelling
opening that captures their attention. Maintain eye contact and use gestures to
convey enthusiasm and confidence. Incorporate stories, examples, or anecdotes to
illustrate your research and make it relatable.

3. Clearly Communicate Your Key Points

Clearly communicate the purpose and main findings of your research.
Emphasize the significance and relevance of your work within the broader academic
context. Structure your presentation in a way that allows the audience to follow your
argument and understand the key takeaways.

4. Respond to Questions Confidently

During the Q&A session, be prepared to answer questions from the audience.
Listen attentively, and if you do not understand a question, politely ask for
clarification. Answer questions concisely and confidently, drawing on your research
and expertise. If you do not know the answer, it is acceptable to admit it and offer to
follow up with additional information.

Networking at the Academic Conference

Networking at academic conferences is an invaluable opportunity to connect
with scholars in your field and establish professional relationships. Here are some
tips to make the most of your networking experience.

1. Attend Social Events and Workshops

Participate in social events and workshops organized as part of the conference.
These informal settings provide opportunities to engage in meaningful
conversations, share ideas, and build connections with fellow attendees.

2. Approach Others with Confidence

Approach other conference participants with confidence and initiate
conversations. Start by introducing yourself and expressing your interest in their
work or the conference topic. Be an active listener, ask insightful questions, and
engage in thoughtful discussions.

3. Exchange Contact Information

When you have a valuable conversation or establish a connection, exchange
contact information with the individuals you meet. Business cards or digital contact-
sharing platforms can facilitate this process. Follow up with a polite email or
LinkedIn message after the conference to maintain the connection.

4. Engage on Social Media

Leverage social media platforms, such as Twitter or LinkedIn, to engage with
conference attendees before, during, and after the event. Participate in conference
hashtags, share interesting insights, and connect with fellow scholars online. This
can help you extend your network beyond the confines of the conference itself.



Attending your first academic conference can be a transformative experience
for your career and scholarly pursuits. By following the tips and strategies outlined,
you can enhance your presentation skills, navigate the conference effectively, and
establish meaningful connections within your academic community. Remember to
be well-prepared, confident, and open to new opportunities and collaborations.
Enjoy the conference and make the most of this valuable experience.

(by Sharan Jhangiani June 20, 2023 https://yoodli.ai/blog/speaking-at-your-
first-academic-conference)

45 Assignment 7. The introduction should include the following steps. How
would you order them? Think of some useful phrases for each step.
saying why the topic is relevant to your audience
explaining the purpose of the presentation
welcoming the audience
going over the structure of the presentation
introducing the topic
introducing yourself

ARSI o S

& Assignment 8. Divide these phrases into the correct categories in the table
below.

1 | Today's topic is of particular |2 It's a pleasure to welcome you
interest to those of you/those of us today.
who ...

3 | What I'd like to present to you |4 My talk is especially relevant to
today is ... those of us who ...

5 | Let me introduce myself. I'm ... | 6 The  subject/topic of my
from ... presentation is ...

7 |I've divided my talk into ..|8 The aim of my presentation is to
parts/sections.

9 | First of all, let me thank you all for | 10 | Then I 'II talk a little about ...
coming here today.
11 | T'd like to update you on/inform | 12 | I'm the key account manager here

you about ... and I am responsible for ..
13 | For those of you who don't know | 14 | I'm happy/delighted so many of
me, my nameis ... you could make it today.
15 | What I want to show you is ... 16 | In my presentation I would like to
report on ...
17 | First, I'd like to ... 18 |My topic is /will be very

important for you because ...

Welcoming | Introducing | Introducing | Explaining | Saying Going

the yourself the topic the purpose | why the | over the
audience of the | topic is | structure
presentation | relevant



https://yoodli.ai/blog/speaking-at-your-first-academic-conference
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&5 Assignment 9. Complete the phrases used in the introduction with the words
and phrases from the box. There are two words or phrases, which do not go in any

of the gaps.
particular like to talk update Aim presentation
interest
let show you welcome especially finally
relevant
first divided for those of | sum up present
you
1. The of my presentation is to make you familiar with the

ERASMUS programme for students of the Zaporizhzhia National University.

2. Itis apleasure to

3. I've

4.

Management Department.

5. Today’s topic is of

abroad.

0.

7. The topic of my
8. My talk is
programme.

9.

10. First, I'd

11. What I want to

12. What I'd like

13.

to

you here today.
my talk into four parts.
me introduce myself. I'm Boris Novikov and I am studying at the

to those of you who would like to study

of all, let me thank you all for coming here today.
is studying abroad.
to those of us who want to join the ERASMUS

who don't know me, my name is Boris Novikov.

about the advantages of studying abroad.

1s how you can benefit from studying abroad.
to you today is the ERASMUS programme.

, I'll give you some useful tips for studying in Germany.

&5 Assignment 10. Put the words in these phrases into the correct order.

SR D=

slide/ 1s/ What/ on/ is ... / interesting/ this
which /our/leads/ to/ This/ is ... / next/ us/ point,
far I questions/ Are/ any/ so/ there /?

It/ emphasised ... /be/ should

that ... / people/ Most/ argue/ would

next / you/ see/ slide, ... /As/ on/ can/ this
me / Let/ with /concrete/ explain/ a / example.

will / have. /answer/ any/ I /questions/ you / now/ may
this/ attention/ would/ to/ draw/ like/ your/ to/ point ... / |
0. like/ to/ highlight/ I'd/ this/ things/ diagram / two / on




45 Assignment 11. Complete the missing words that may appear at the end of
your presentation. Put one word into each gap.

Signalling the end Summarising Inviting questions
1. | Right, thatbringsme |5 |Just  summarise |9 | Would anyone like
nearly  the end the main points again, to ask
of my presentation. . questions?
2 |Right, I think |6 [To sum ___ (then),| 10 | If anyone has any
covers everything. we talked about ... questions I'll be
happy to answer
3 |Okay,thatends |7 |I’d like to run 11 |[I am ready
talk my main  points take any questions
again... now.
4 | That’s all [ wanted to | 8 | Before I finish, letme | 12 | If you have any
say now. go the key questions, I’ll do my
issues again to answer
them

l.

&5 Assignment 12. How would you react to the following problems during the
question time? Match these possible reactions to the situations given.

Situations

You did not hear the question (the person speaks too quietly or there is noise in
the room).
2. You did not quite understand the question (you are not quite sure what the
questioner means).
3. You do not know the answer to that question.
4. Ttis a difficult question and you need to think about it.
5. The questioner puts a strong argument against your point of view.
6. The question is not relevant to the topic and time is running out.

a
b
C
d
e
f.

g

Possible reactions

. That’s an interesting question. Let me think...

. Sorry. Are you asking about...?

. I’m not sure about that but I can find out for you.

. That’s a good point. However,...
. Sorry, I didn’t catch that. Can you repeat the question please?

. Sorry. I don’t think we have time to go into that. Perhaps we can discuss it later.

. Hmm, that’s a good question. I don't have the information to answer that
question right now, but I'd be happy to find out and get back to you later.

h. That’s a very good point. I’'m glad you asked me that. Now let me think...

1. I don’t think we have enough time to go into that right now, but I'll be happy to
speak to you one-on-one after the presentation if you would like.

J. I’'m sorry, I didn't quite catch that. Could you say that again?

k. Sorry, can you explain that again?
1. That’s an interesting point, but I do think I have shown that...




? Test for self-assesement 7

Are the following statements True or False?

1. An OHP is for the display of 35mm slides.
a) True b) False

2. A document distributed to an audience is called a handout.
a) True b) False

3. There are only two ways in which we can modulate our voice.
a) True b) False

4. Eighty percent of the information that we absorb 1s absorbed visually.
a) True b) False

5. A barchart can be horizontal or vertical.
a) True b) False

6. Active verbs are more powerful than passive verbs.
a) True b) False

7. Signposting is a technique used only during the introduction of a presentation.
a) True b) False

8. “To rehearse” means “to write”.
a) True b) False

9. It is important to give as much information on a graphic as possible.
a) True b) False

10. Indelible markers are intended for use with flipcharts, not whiteboards.
a) True b) False



3microBuii MoayJb 4. OcobnuBOCTI anpoOartiii pe3yabTaTiB HAyKOBO-IOCHITHUX
pOOIT 1HO3EMHOIO MOBOIO
Tema 8. Etanu npoBeZieHHs: HAYKOBOTO JOCHIJKEHHS 3T1IHO 3 MI>KHAPOIHUMHU
BUMOTaMH

Lead-in: Before reading Text 1, answer the following questions:

1. We often visually depict a research article with the image of an hourglass.
Why do you think this image is so useful for envisioning the various
sections of an RA?

2. What do you consider to be the major parts of a research article (RA)?

. Which ones contain more general information?
4. Which ones are more specific?

(O8]

[0 Text 1. Read the text and summarise the main points in 10-15 sentences.

THE SECTIONS OF A RESEARCH ARTICLE
If you have ever read or written almost any type of academic document, you
might have noticed that they start with introductions and end with conclusions.
However, research articles — as a genre — have other consistent sections as well. The
complete list of sections for research articles include the following:
e Introduction
e Methods
e Results
e Discussion/Conclusion

Introduction Cor
Methods
Specific
Results
Discussion General

Conclusion



Notice that the figure depicts a research article in the shape of an hourglass.
That shape provides a way for us to consider which sections of a research article will
be general/broad and which will be specific/narrow.

Next, we will investigate each part of a research article from a big-picture
perspective.The first part — the Introduction — is one of the most general or broad
parts of the entire article.

There are three main goals for an effective Introduction:

1. Establish a research territory that fits into the existing literature.
2. Identify a niche in the literature where your study fits.
3. Address the niche by filling the “gap” in the literature.

These goals contribute an answer to the question of why an Introduction is
considered more broad or general than other parts of a research article. By
establishing a territory, identifying a niche, and addressing that niche, a writer
generally needs to focus on the bigger picture, the problem, and a potential solution.

The middle part — the Methods and Results sections — are the most narrow,
or specific, areas of the entire article. As you move away from the Introduction, your
content will start to become more and more specific, reaching its most specific point
in the Methods and Results sections.

There are three main goals for an effective Methods section:

1. Contextualize the study’s methods;

2. Describe the study;

3. Analyze the data.

These goals attempt to explain to the reader — in a very detailed fashion — how
the study was carried out. Specificity is of utmost importance in this section, and one
way to think about how specific the content should be is to imagine that someone is
reading your Methods section with the purpose of replicating your research. Would
they be able to conduct this same study based on what you have written in this
section? You want the answer to be YES. Thus, by contextualizing, describing, and
analyzing, you can explain to the reader exactly what, when, where, and how you
did what you did.

The use of a separate Results section varies by discipline (field) and journal.
Some disciplines utilize a section for presenting results and another section for
discussing those results while others integrate the findings with an interpretation of
those findings, which is called the “Discussion.”

The Results section tends to be one of the shorter sections of the paper. This
is because successful research writers present only the findings that are the most
representative. Those findings are then organized according to the research questions
or hypotheses outlined in previous sections of the manuscript. Results can be
reported as text, tables, figures, or all three.

The Results section aims at achieving four main communicative goals:

1. Approaching the niche
2. Occupying the niche
3. Construing the niche
4. Expanding the niche



Remember that Niche is the area of the research where you have identified a
need, problem, or gap. Your Introduction identified and addressed the niche, your
Methods section provided the procedures for investigating that niche, and now, in
the Results section, you’re going to provide the answers to your questions by
reporting your findings.

As noted above, there is variation in how writers, journals, and disciplines
choose to organize/structure a manuscript. In some cases, the Results and
Discussion sections are combined and the Conclusion stands alone. In other cases,
the Results stand alone, and the Discussion and Conclusion section is combined.

Sometimes the research itself (the topic/content) drives a researcher’s decision
to adopt one structural pattern or the other. Moreover, there are times when the
discipline or the journal tends toward one or the other. It’s your job as a researcher
to know which option is the best by taking into account all of the stakeholders as
well as your own style preferences.

The following is a list of the goals for finalizing your article:

1. Re-establish the territory

2. Frame the principal findings
3. Reshape the territory

4. Establish additional territory.

Through these goals, writers provide readers with extended analyses and
interpretations of the results by evaluating their implications and situating them
within the existing literature. While the two specific middle sections of a research
paper focus mainly on what is happening inside the research project, the
Discussion/Conclusion section tends to expand the meaning beyond or outside of
the research at hand. In other words, writers must indicate how the results add or
relate to existing knowledge within the discipline, which points out the value of the
work. The final section of the manuscript is also the last aspect of your work that
your readers will examine, so it must convincingly finalize the scientific argument
that has been unfolding through each section.

(Adapted from Preparing to Publish by Sarah Huffman, Elena Cotos, and
Kimberly Becker. URL: https://open.umn.edu/opentextbooks/textbooks/preparing-

to-publish)

&5 Assignment 1. Find the Ukrainian equivalents for the following English
scientific terms and word-combinations from Text 1. Use these terms to write 5
sentences about the research.

English Ukrainian
contextualize

in a detailed fashion
Replicate

Findings

approach the issue
Construe

QNN AW =



https://open.umn.edu/opentextbooks/textbooks/preparing-to-publish
https://open.umn.edu/opentextbooks/textbooks/preparing-to-publish

Expand

provide the answer

relate to the existing knowledge
0 | frame the findings

i \O | OG0 [

45 Assignment 2. Match the words and word-combinations from Text 1 with their
Ukrainian equivalents.

1 | Po3mmpenuii ananis a | Situate within the research

2 | OniH0O04M HACTIIKH b | Tend to expand the meaning

3 PocramryBatu B 10CIIKEHHI ¢ | The research at hand

4 | Ilparse po3UIMPUTH 3HAYEHHSI d | Convincingly finalize

5 | Bka3yBaTu Ha 3HAYEHHS e | Extended analysis

6 | IloToune mocmigKEHHS f | Fill the gap

7 | llepexoHIMBO 3aBEpIIyBaTH g | Report the findings.

8 | 3amoBHUTH TTIPOOINT h | Point out the value

9 | bparu nmo yBaru Bci 3amikaBiedi |[i | Evaluating the implications
CTOPOHHU

10 | [ToBimomuTu npo orpuMani Jani | j | Take into account all the

stakeholders




Linguistic research on language structure and use in Methods sections of research
articles has shown

common trends in the forms and structure of the section across disciplines. There is
a predominant use of

the present and present perfect tenses, verbs in the past passive and past active
voice, and modifiers such as

adjectives and adverbs. These common characteristics may work together to
strengthen the author’s claims

by calling attention to the contributions of the current work and downplaying
uncertainty perhaps arising in

the attainment and analysis of data. Writers also may choose how to represent
themselves in their writing.

The personification of the authors is sometimes seen by the use of the pronouns
“we,” or “l,” though the

context and rationale for its use seem inconsistent among the disciplines.

Sequence phrases

* To begin this process, ...

* The first step in this process was to ...

* The second method used to identify X involved ...

Passive voice verbs

* All participants were sent ...

* The data were normalized using ...

* Ethical approval was obtained from ...

Expressing purpose with for

* For the attitude questions, a Likert scale was used.

* For the purpose of analysis, two segments were extracted from each ...
* For the estimation of protein concentration, 100 pL of protein sample was mixed
with ...

Adverbs of manner

* The medium was then aseptically transferred to a conical flask.

* A sample of the concentrate was then carefully extracted from ...

* The tubes were methodically collected by ...

Using + instruments

* Data were collected using two high spectral resolution Xs.

* Semi-automated genotyping was carried out using X software and ...

* Using the X-ray and looking at the actual X, it was possible to identify ...
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Tema 9. OcobauBOCTI HallMCAHHS! HAYKOBUX CTAaTed aHTIIHCHKOIO MOBOIO

Lead-in: Before reading Text 1, answer the following questions:

[O Text 1. Read the text and summarise the main points in 10-15 sentences.

ESSENTIAL FEATURES OF EFFECTIVE ACADEMIC
WRITING IN ENGLISH

The prevalence of English as not only the /ingua franca but as an important
transmission medium of scientific knowledge compels the professionals in all
spheres to acquire “academic literacy” in the English language. Consequently, future
specialists are expected to be not only fluent in English, but also well-versed in the
style and standards of the English academic discourse. Hence, it is crucial to know
the peculiarities of academic writing in English to be able to produce effective
profes-sional communication. Academic writing in each language possesses a
number of unique features, which must be taken into account. It is well established
that transfer of academic norms from a person’s mother tongue to English can be a
challenge, which may impair the quality of academic writing. Failure to conform to
a specific academic style (among others) can create a bad impression on the
reviewers and result in rejection, even if the research findings are valid. Therefore,
the major challenge for researchers is the difficulty in transition to academic
standards of a foreign language.

Therefore, we will discuss: (1) some insights into the specific features,
including relevant grammar and lexical features and norms of academic writing in
English; (2) the tips for rendering academic writing persuasive; (3) the major
tendencies in the modern English language as pertains to written discourse. The
study of potential difficulties, which Ukrainian professionals may face in the process
of academic writing in English, is important for developing the guidelines to
eliminate possible mistakes and avoid misunderstanding in communication.

Before starting any piece of research, it is essential to define the purpose of
academic writing. According to the Researcher Connect teaching framework,
academic writing always embraces two types of purposes: the surface and the deeper
one. The surface purpose impliesdescribing one’s achievements in the area / sharing
one’s research findings with peers / getting a promotion at work / passing a credit
test or an exam, etc. Meanwhile, the deeper purpose of academic writing is to
persuade the audience of the significance of one’s research, i.e., that one’s essay is
convincing / one’s presentation is worth visiting the talk/one’s article is worth
downloading and reading the entire paper (i.e., to persuade them to read more than
an abstract).

Understanding the audience is yet another critical element of academic
writing. In order to produce an effective persuasive discourse, the writer must
understand the reader’s perspective. It is necessary to bear in mind that the reader
will scan research under the WIIFM principle: “What’s In It For Me?”. Therefore, a
successful audience profile should adhere to the following algorithm:



1) Who are your readers (e.g., researchers, administrators, politicians,
teachers, doctors, etc.)?

2) What the reader already knows.

3) What the reader needs to know: what should be included and what to read
first.

4) What you want the reader to: know (e.g., to learn something new); think (of
something new); do (e.g., convince them to attend your presentation at the
conference or download and read the entire article; persuade them to perform certain
actions as suggested and argued in your essay).

As one can observe, persuasion is a principal goal of any academic writing.
The aim is to persuade the reader to accept the new knowledge claims. As people
are not persuaded until they are convinced that something is true, the act of
persuading involves showing how something is true or how it can be shown to be
true. For example, in the case of essay writing at universities, the purpose of a
student’s text is to convince the reader — the lecturer — that the assignment purpose
has been achieved. Likewise, in a typical research article, each stage has its specific
persuasive goal. The purpose of the introduction section is to convince the reader
that the research is necessary and useful. The methods section aims to convince the
reader that the research was done well. The purpose of the results section is to
convince the reader that, for example, the statistical methods used were useful and
informative. The discussion section is designed to convince the reader that the results
make sense and contribute to a consistent body of knowledge.

At the prewriting phase of academic writing, it is essential to choose a
position. For this purpose, it is necessary to think about the issue under consideration
and to pick the side, which will be advocated. One should identify the most
convincing evidence, as well as the key points for the opposing view. In this context,
it is reasonable to follow the PEEP principle, which suggests structuring research
according to the following sections: Point (i.e., the statement sentence), Evidence
(referring to authoritative sources), Explanation (demonstrating how these sources
pertain to the point of research), Point (restatement of the research claim).

Furthermore, the 6Cs rule of academic writing is of

particular importance: scientific communication has to be

clear, concise, concrete, correct, coherent, and complete

[13]. Let us focus on the conciseness principle as one of

the cornerstones of academic writing. In fact, the Institute

of Industrial Psychologists in the UK researched the link

between readability and sentence length by asking 100

people to read three sentences once and checking the

comprehension levels of each person [13]. The length of

each sentence was 7, 17, and 27 words, whereas understanding at one reading
was 96%, 75%, and 4%, respectively. Hence, researchers concluded that the
maximum

sentence length should be 20 words. The average length

of a sentence should be 12-15 words. The average paragraph length should be
8 lines for printed sources, and 4



lines for online sources [13].

es for online sources [13].

It is necessary to bear in mind that the language of

persuasion should always be implicit. That is to say, the

participants of rhetorical persuasion must be eventually

convinced that they have not been convinced at all. One

of the ways to achieve this effect is by using strong and

active language, which brings a confident attitude to academic writing. Using
active language in academic writing

helps to: stay direct and concise, get to the point, focus

the readers’ attention, achieve greater impact, and ultimately persuade your
audience. In contrast, passive

voice can be imprecise and confusing; it can slow the

reader down and disrupt the sentence focus. Indeed,

passive voice can weaken your writing and result in excessive wordiness,
which may switch off the readers’ attention. For example, cf.: The research
statement has

been supported by the focus group (Passive voice) / The

focus group has supported the research statement (Active voice). As one can
observe, the active voice sounds

stronger, leaving no room for uncertainty. In general, the

passive voice 1s used to describe a process, the results

of the study, or similar material, which is objective,

whereas active voice i1s used to describe actions. Therefore, it is usually
appropriate to use a good balance of

passive and active forms within academic writing. The

choice of active/passive voice depends on the context.

Clarity of meaning is paramount in research. The aim

must be to avoid any possibility of confusion in the written

and spoken meaning.

Another important aspect is the use of appropriate

tenses in academic writing. In our previous study, we

found that three tenses make up 98% of the tensed verbs

used in academic writing [9]. The most common tense is

present simple, followed by past simple and present perfect. These tenses can
be used both in the passive and

active voice. The present tense is appropriate for the

Background or Introduction, as well as the Discussion section. The present
perfect tense is mostly used for referring to previous research in the field and/or
one’s previous findings; it implies that the result is still true and

relevant today. The actual research (the Methods and

Results sections) is written in the past tense [9]. Diagrams and figures are
described in Present simple tense.

Meanwhile, the Conclusion section may usually contain a

combination of tenses [12].



Other potential lexical challenges in academic writing

include the use of paronyms (similar-sounding words with

a partial coincidence of morphemic composition) [3];

“translator’s false friends”, also known as pseudointernationalisms (words in
two languages that look or

sound similar but have entirely different meanings) [10];

contronyms (words with two contradictory meanings) [11];

eponyms (terms derived from people's names) [6]; Latinderived terms [8] and
spelling differences in British and

US English [7].

Thus, academic writing in English has a number of

unique features, which must be respected and taken into

account. The deeper purpose of any academic writing is

to persuade the audience of the significance of the author’s research.
Therefore, specific language tools must

be selected and applied. In the process of writing in English, clarity and
conciseness should be the major objectives, since they ensure the persuasiveness of
the written

discourse. Presenting the research results without consideration of academic
norms, grammar, and lexical features of English academic writing can lead to
mistakes

and misunderstanding, and result in a written work of

poor quality. It is crucial for professionals in all specialties

to be aware of peculiarities of academic writing in English

in order to be able to produce effective writing which will

be accepted by peer-reviewed journals, to be understood

and acknowledged, and ultimately to succeed in the

modern English-speaking world.
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Tema 10. OcoOaMBOCTI CKJIaAaHHs aHOTaIl HAYKOBOT'O JTOCTIIKEHHS
AHTIACHEKOK MOBOIO

Lead-in: Before reding Text 1, answer the following questions

[0 Text 1. Read the text and summarise the main points in 10-15 sentences.

HOW TO WRITE A SCIENTIFIC ABSTRACT
Scientific publications are an important source of information and knowledge
in Academics, Research and development. When articles are submitted for
publication, the first part that comes across and causes an impact on the minds of the
readers is the abstract. It is a concise summary of the paper and must convey the
right message. It is a quick overview of the entire paper and giving a gist of the
paper, and gives us and insight into whether the paper fulfills the expectations of the
reader.
Abstracts are significant parts of academic assignments and research papers.
The abstract is written at the end and by this time, the author has a clear picture
regarding the findings and conclusions and hence the right message can be put
forward.
There are several types of scientific abstracts. They are as follows:
e Descriptive
e Informative
e Structured
e Semi-structured
e Non-structured
Descriptive Abstracts
This type of abstract is usually very short (50-100 words). Most descriptive
abstracts have certain key parts in common. They are:
Background
Purpose
Particular interest/focus of paper
Overview of contents (not always included)
These abstracts are inconvenient in that, by not including a detailed
presentation of the results, it is necessary to have access to the complete article; they
may present the results via a phrase synthesizing them, without contributing
numerical or statistical data. Ultimately, these guide readers on the nature of the
contents of the article, but it is necessary to read the whole manuscript to know
further details.

Informative Abstracts
From these abstracts, you must get the essence of what your report is about,
usually in about 200 words. Most informative abstracts also have key parts in
common. Each of these parts might consist of 1-2 sentences. The parts include:
e Background
e Aim or purpose of research



e Method used

¢ Findings/results

e (Conclusion
The abstracts provide accurate data on the contents of the work, especially on the
results section. Informative abstracts are short scientific productions and can in fact
replace the whole text, because readers extract from these the most valuable
information and in many instances, it is not necessary to read the complete text.

Structured Abstracts

A structured abstract has a paragraph for each section: Introduction, Materials
and Methods, Results, and Conclusion (it may even include paragraphs for the
objectives or other sections). This type of presentation is often required for
informative abstracts. Structuring an abstract permits its informative development

Semi-structured Abstract

A semi-structured abstract is written in only one paragraph, where each
sentence corresponds to a section. All the sections of the article are present as in the
structured abstract.

Non-structured Abstract

When the abstract does not present divisions between each section, and it may
not even present any of them, it is a non-structured abstract. The sentences are
included in a sole paragraph. This type of presentation is ideal for descriptive
abstracts.

There are the following key steps to plan writing an abstract.

1. Introduction — the topic description.

2. Statement of purpose.

3. Summarizing why other studies have not tackled similar research questions.
4. Explaining how the research question has been tackled.

5. Show the way the research was done.

6. State the key impact of the research.

The abstract of an article should contribute to readers the most relevant aspects
of each part of the whole manuscript, maintaining a balance between excessive detail
and a vague contribution of information.

The abstract should be written by adequately selecting the words and
sentences to accomplish coherent, clear, and concise contents. A common defect in
writing the abstract is including adequate information like abbreviations, excessive
acronyms, bibliographic references, or figures.

The length of an abstract is determined by the instructions to authors by each
journal; an excessively lengthy abstract is the most frequent error.

Sections should maintain coherence and order and that the conclusions must
be substantiated by the results revealed and respond to the objectives proposed.
Frequently, abstracts have poorly defined objectives, excessive numerical data and
statistical results, and conclusions not based on results presented.

Thus, a good abstract is one that is coherent and concise, covers all the
essential academic elements of the full-length paper, only contains the information
included in the paper, is written in plain English and understandable to a wider
audience as well as to a discipline-specific audience, uses passive structures in order



to report on findings, uses the language of the original paper in a more simplified
form, and does not include any referencing. In publications such as journals, abstract
is found at the beginning of the text, but in academic assignments, it is placed on a
separate preliminary page.

A good abstract usually ensures a good article, but a bad abstract often points
towards an undesirable article. Scientific abstracts are a challenge to write and for
the success of publications, careful and planned writing of the abstract is essential.
(Adapted from Nagda S. (2013). How to Write a Scientific Abstract. The Journal
of the Indian Prosthodontic Society, 13(3), 382-383.
https://doi.org/10.1007/s13191-013-0299-x)

Task 1. Analyse the Abstracts given below, define the type of abstracts, and prove
your point:
Abstract 1

In the global economy, the international strategies of family firms, influenced
by family ownership and management, remain underexplored. Bridging the family
business and international business fields, we use the socioemotional wealth lens to
examine 1,236 international expansions from 2007 to 2013. Categorizing firms into
pure family, nearly pure family, borderline family, and non-family typologies, we
assess the influence of internal (experience, knowledge) and external (country risk)
factors on their entry modes. Results indicate that higher family involvement in
ownership/management increases the preference for greenfield investments over
acquisitions or equity alliances, a relationship further moderated by international
experience and country risk. This study provides nuanced insights into the
international behaviors of family firms.

(D’Allura, G. M., Calabro, A., Banno, M., & Pisano, V. (2024). Family firms’
equity entry modes: Bridging family business and international business. Journal of
Management & Organization, 1-21. doi:10.1017/jmo0.2024.14)

Abstract 2

Purpose
This research aims to analyse the perceptions of practitioners in three regions
regarding the challenges faced by their firms during the pandemic, considered a
black-swan event. It examines the strategies implemented to mitigate and recover
from risks, evaluates the effectiveness of these strategies and assesses the difficulties
encountered in their implementation.

Design/methodology/approach
In the summer of 2022, an online survey was conducted among supply chain (SC)
practitioners in France, Poland and the St. Louis, Missouri region of the USA. The
survey aimed to understand the impact of COVID-19 on their firms and the SC
strategies employed to sustain operations. These regions were selected due to their
varying levels of SC development, including infrastructure, economic resources and
expertise. Moreover, they exhibited different responses in safeguarding the well-
being of their citizens during the pandemic.

Findings



The study reveals consistent perceptions among practitioners from the three regions
regarding the impact of COVID-19 on SCs. Their actions to enhance SC resilience
primarily relied on strengthening collaborative efforts within their firms and SCs,
thus validating the tenets of the relational view.

Originality/value

COVID-19 is (hopefully) our black-swan pandemic occurrence during our lifetime.
Nevertheless, the lessons learned from it can inform future SC risk management
practices, particularly in dealing with rare crises. During times of crisis, leveraging
existing SC structures may prove more effective and efficient than developing new
ones. These findings underscore the significance of relationships in ensuring SC
resilience.

(Enz, M.G., Ruel, S., Zsidisin, G.A., Penagos, P., Bernard Bracy, J. and Jarzebowski,
S. (2024), "Supply chain strategies in response to a black-swan event: a comparison
of USA, French and Polish firms", The International Journal of Logistics
Management, Vol. 35 No. 7, pp. 1-32. https://doi.org/10.1108/IJL.M-07-2023-0288)

Abstract 3

The transformation of transnational organizations coincides with the innovation
ability and is based on the evolutionary changes in MNEs. The phenomenon of
interest is investigated with a qualitative study through interviews with senior
directors of a pharmaceutical MNE in both headquarters and subsidiaries
supplemented with company data and information. A configurational analysis using
fuzzy set Qualitative Comparative Analysis (fSQCA) transfers the antecedent and
outcome conditions into equifinal paths. The ability to innovate effectively is a
function of the complexity of organization, complexity of science in light of local
responsiveness. The findings contribute to enlarging the transnational theory
regarding the ability to innovate effectively and the reconfiguration to a
neomultidomestic archetype. The transnational organization with its evolutionary
developments and re-configurations is the driver for worldwide innovation in an
uncertain environment and with the challenges of new drug development a vehicle
for innovation in the pharmaceutical industry. The study is important because it
provides access to one of the leading pharmaceutical companies investigating its
evolution and reconfiguration to adapt to new challenges in an ever-changing
international business and scientific environment.

Write a 2040 word summary of the following text by B Alvarez. Decide
what parts you might need to quote directly, i.e. which words might be
better expressed by the original author rather than being paraphrased

by you.

Researchers often believe they do not need to consider style when writing
scienti fi ¢ papers. They consider style a matter of ‘decorating’ their prose to
make it more attractive to the reader. In our survey of 1,000 papers written
by Ph.D. students we found that this is not the case. It is much more
fundamental than that and involves such things as point of view and
sentence structure.


https://doi.org/10.1108/IJLM-07-2023-0288

We tested six different approaches to writing papers. We found that the

best was to instruct writers as follows: As you begin to organise your
thoughts and your fi ndings, decide who your reader is. It’s even useful to
imagine a particular person, in some cases a colleague, in others a

student. What attitude should you assume? Are you trying to instruct and
explain or to inform and persuade? Specialists in the same fi eld will be
familiar with your subject and its particular jargon and so won’t need a lot

of “prompting.” You should ask yourself what essential information or
meaning you want to put across in your paper.

We believe that writers should overcome the idea that they must adopt a
certain ‘of fi cial’ style when writing technical papers. There is no one correct
or ‘of fi cial’ voice. It is a fallacy that serious scienti fi ¢ journals do not accept
papers written in the fi rst person.

Many researchers aspire to an objectivity they believe is obtained by using
impersonal constructions or the passive voice. They want to lay emphasis

on the experiment or results and not on the observer. Scienti fi ¢ fi ndings are
no more or less valid because they are expressed by an identi fi able author.
Our survey of the literature of early scienti fi ¢ work highlighted that some of
the greatest men of science, such as Einstein, Darwin and Louis Pasteur,
were also gifted writers, unafraid to report their fi ndings in the fi rst person.
Even today their papers exude a degree of warmth and immediacy.

7.19 making a summary: 3

Write a 10-20 word summary of the following text, which comes from a
freely available NASA document on writing technical reports.

You will be given, say, 20 minutes in which to present to visiting scientists a
review of your research. Your fi rst reaction is to insist that you need more
than 20 minutes. Your arguments will be rejected, however, so you
eventually proceed complainingly to your task. With great ingenuity you
apply yourself to outwit your stubborn and arbitrary boss by getting an
hour’s material into a 20-minute talk. You concoct long and brilliantly
comprehensive sentences for your discussion, your organize all of your
numerical results so that you can present them in rapid- fi re order, and you
lay out 15 slides, each crammed with detailed information. Unfortunately,
when you fi rst read through your prepared speech, it takes nearly 30
minutes instead of 20. You are not very disturbed, however, because you
are con fi dent that, with a little practice, you will be able to increase your
speaking rate until the delivery time is down to the required 20 minutes.

All that 1s missing from your approach is consideration for the central fi gure
— the man in the audience. After 2 minutes of your talk he will be rapidly
developing mental indigestion; after fi ve minutes he will have lost the
thread of your discussion; and during the remainder of your talk he will
simply concentrate on hating you or on trying to sleep.

7.20 making a summary: 4

Write a 10 word summary of the following text. Note: This text was written



in 1906 before the age of political correctness. Make sure you only use he
in reference to the male sex.
In its crudest form education consisted in training the child in the pursuits
— hunting, fi shing, fi ghting, etc. — necessary to enable him to maintain
himself and his family when he should reach adult life. As occupations
became more specialized the training took the general form of teaching the
boy the craft or trade of his father and the girl the household duties
performed by the mother.
But as communities became more organised the conception of the child as
the future citizen became dominant, and, as a consequence, the idea that
education is intended to train loyal and useful citizens overshadowed the
conception that it is a means of bene fi tting the individual.
Task 2. Analyse the introduction
INTRODUCTION

Artificial intelligence (Al) is now expanding into both the media and business
ap-plications, including business tools and online search platforms such as Bing and
google. Corporate enterprises cannot afford to ignore this development, since it is
expected to shift the way business is conducted. ai has been around for some time
(delipetrev et al., 2020); however, the race to keep ahead of this technological
advancement became evident in 2023, particularly among big technological
corporations such as Microsoft and google. on the one hand, the challenge to be first
movers in this field has accelerated the propaganda for the use of ai. on the other
hand, critics have been calling for caution and regulation,
46Journal of ManageMent & adMinistration, 2023considering the possible threats
to humanity and other potential risks of ai, such as, for example, job losses. this
paper presents a literature review, highlighting business opportunities that ai offers
to corporates, while exposing the potential dangers of its adoption and the need for
urgent regulation to mitigate these threats. the paper adds to the existing literature
on the debate regarding the emergent applications and development of ai, risks of
impetuous embracement of the ai technology, and the urgency of regulating the ai
development for business, as well as its wider applications in government and
society.

Text 2.
FORMAL FEATURES OF ABSTRACTS: LENGTH, WORD CHOICE,
AND GRAMMAR

In this text, we will examine the formal features of abstracts, including length,
word choice, and some grammatical issues.

Length. The first step to writing an abstract is to find out the word or character
limit. Indeed, word/character limits are an especially noteworthy aspect of abstracts
because they are so often used as a gateway into acceptance — especially for
conferences. Abstracts in journals are usually between 150-200 words without



subheadings (unstructured) or a bit longer (~250 words) if structured (with
headings).

Disciplinary differences may allow for longer (~500 words or more) abstracts;
specifically, those for conference submission are generally longer.

The Institute of Electrical and Electronics Engineers uses shorter abstracts
(~50 words) for “short communications,” which is a type of article in many of the
journals that it publishes.

Although length is often a challenging component of writing an abstract
because it is difficult to summarize an entire study in only a few hundred words, it
is a fairly straightforward aspect of this section of a research article. Each journal
has a requirement, so you can look up their maximum word lengths on their website.

Word Choice. The primary determinant of the language used in an abstract is
its function/purpose. The purpose drives the decisions you will make about what
kinds of words and information to use or avoid. Prescriptive guidelines for abstracts
are usually dictated by either the discipline or the journal/editor, and, there are often
“not rules to follow, but rather choices you can make” about what language to
include or exclude.

Since the abstract is a prominent way for others to be introduced to your
research, it is particularly important that the language be clear and appropriate.
Several research writing guide books claim that because of the heavy reading
requirements that researchers face, they must be extremely selective about what they
choose to read. Therefore, one best practice is to include every important word from
the title in the abstract. This will help you consider the content of the abstract, but
there are other considerations as well. For instance, generally abstracts present
information in the same order as the research article. As noted previously, the final
section may or may not be included based on what stage the research is in, but
regardless, the abstract will flow in this general order/pattern.

Some particular word/grammatical categories below will provide you with
some ideas. These are not rules, but rather, are suggestions based on linguistic
research and general academic writing standards.

Pronouns. The use of personal pronouns (e.g., I, me, my, you, s’he, you, they,
etc.) in academic writing are a common source of confusion for many graduate
students and other novice academic writers. If you are writing about someone else’s
work, the third person “they” or “s/he’ is widely accepted. In contrast, the use of
the second person “you” is typically avoided.

In general, there is much variation in the use of personal pronouns in academic
writing even among expert writers. Most writing style guides advise against the use
of first and second pronouns and the use of the singular masculine he. Often the
suggestions about alternative structures include the use of passive voice, the
combined s/he (which can be formed as she/he, he/she, or with the conjunction and
between the two), or they regardless of gender and number. In fact, studies show that
the singular pronoun they is the most frequent personal pronoun, and has been for at
least two decades.



Given this information, we suggest that the use of they is very likely the best
choice regardless of the number (singular or plural) or gender. That is, the pronoun
they can have antecedents that are male, female, singular, or plural.

Verbs/Tense. Generally, the use of verb tenses varies by section within an
abstract. Abstracts tend to begin and end in the present tense but vary significantly
in their mid-sections. A recent study found that past tense is often used to write about
the purpose/background of the article, to explain the methods, and to highlight the
most significant results. However, that study also notes that when a writer wants to
focus on the generalizability or boost the significance of the findings, authors will
often opt for present tense. Note the difference in the strength of these two sentences:

Our results showed that there were significant differences between the two types of
X
Our results show that there are significant differences in the two types of X.

The second sentence presents a stronger stance simply because it is in the
present tense, which is typically used for facts, general truths, or fixed
circumstances. Simple past tense is used for actions started and finished in the past
but not necessarily continuing into the present. Therefore, choose your tense
carefully because it can be indirect evidence of your stance.

Modality. Modal verbs indicate stance; in other words, they allow the writer
to strengthen or weaken a claim. In English, there are nine modal verbs as follows:
can, could, may, might, should, must, had better, ought to, will/shall. 1t is important
to note that each verb carries a level of certainty or doubt that is a really useful way
to hedge or boost your claims about findings. Since the abstract is such an important
part of representing your work, the careful use of modals is essential to striking the
right tone in terms of your level of confidence. Of course, there are other words you
can use that also indicate the tentative nature of your work (e.g., adverbs and
adjectives such as possibly/possibly, obviously/obvious, etc.). The important point
to remember is that you always have a choice about presenting your level of
certainty, and modal verbs are important tools in your writing toolbox.

Clauses with that. In 2005, linguistic researchers did a study of over 200
abstracts from six disciplines. The most important finding from the study was that
writers tended to use “that” clauses when writing about their results. For example,
“The study’s results indicate that ...” or “The findings confirm that ...”. In the full
research article, you will probably be using these clauses in the Introduction to
review literature (e.g., “Other studies have shown that ...””) as well as to report the
findings in the Results section. However, in an abstract, you will not be reviewing
literature at such a fine level of detail, so it is more likely that you will use such a
clause to highlight your findings.

Reporting verbs are often used with the word that to form such clauses. So,
it’s important for you to familiarize yourself with some of the more common
reporting verbs, e.g. describe, assert, indicate, etc.

Each verb has a level of certainty of its own (e.g., assert is more confident
than indicate), so be sure that you are familiar with the exact meaning of each verb.



On top of that inherent meaning, such verbs can be combined with adverbs (e.g.,
possibly, certainly, etc.) and/or modal verbs that can strengthen or weaken the claim
as well.
Citations in Abstracts. There may be some instances, in which it is incumbent upon
you to cite the work of others. When you are doing research that is a direct response
to another researcher’s findings, theories, or claims, then it is important to cite them.
Likewise, if you are using a little-known term that was coined by someone in
particular, then it is important to reference that person. Undoubtedly, when you are
doing a replication study or some meta-analyses, it is necessary to have citations.
On the whole, though, the best practice is not to cite sources in an abstract
unless it is absolutely necessary. As with other topics in this book, there are different
approaches within disciplines, journals, and writers, who may all have variable
stylistic approaches to this issue, so read the Instructions for Authors for your target
journal. If there are no guidelines, then examine the abstracts of previously published
papers in that journal to see what the common rule seems to be. If all else fails, you
can contact the editor.

Task 1. Make a list of the journals that are ideal publication venues for your research.
Explore their author guidelines to see what kinds of standards they set for writing
abstracts. Note the length, format (structured or unstructured), and any other
suggestions or requirements they have for writing this very short yet crucial piece of
the research writing puzzle. Using this information, model your own abstract on the
functions and language you see used in such writing in your field.

Describe Show reveal
Study Demonstrate note
point out Indicate report
Observe Assume claim
Assert Examine state

Believe Mention reveal



Argue Discuss find

Suggest Focus provide

Propose Reveal write
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JHoxaTtoxk A
I'nocapiii HayKOBHX TEPMIHIB aHIIIICHKOI0 TAa YKPAIHCHKOI MOBAMU

Jns mepenayi HaykoBOi iH(OpMaIlii aHTIIHCHKOI0 MOBOIO MU MPOIIOHYEMO
riocapii HalOUTBII BXKMBAHUX 3BOPOTIB, SIKI BHKOPUCTOBYIOTHCA y HAYKOBHX
mparsx, cTartsix, pedeparax Tomo. KoxHuit po3ain 1p0oro TIocapito MICTUTh SK
JeKCUYHI TaK 1 BUIbHI CJIOBOCTOJYYCHHS 3arajJbHOHAyKOBOI TEMAaTHUKH, SIKI €
XapaKTepHUMH I BIAMOBIIHOI CTPYKTYpHOT YaCTMHH HayKoBOi podotu. Koxxuuit
PO3ILIT CKIAAAETHCSA 3 ACKIIBKOX MiAPO3/ILIIB, SIK1 MICTSITh CHHOHIMIYHI 3BOPOTH (110
JI03BOJIAITUME YHUKHYTH OJJHOMAHITHOCT1 Y BUKJIa1aHH1 (DaKTiB.

I. META, 3ABJJAHHS, METO/IU I AHAJII3 JOCJII I KEHHSA
1. Beryn

The present paper is concerned with ...
The research work is about ... (deals
with, devoted to ...)

Our main (primary) concern is ...

We are concerned with ...

We would like to concentrate on ...

... will be observed here.

The paper embraces a wide range of
problems

The main emphasis in this work will be
on ...

In this paper we shall present ...

3aHpOHOHOBaHa p060Ta IIPpUCBAYCHA...

Hac, nepenycim, 11iKaBUTb...

Mu xoTiiu 6 30cepeIUTUCS Ha ...
... PO3TJISIIATUMETHCS TYT.

2. ®opMyJIOBaHHS MPOOJIEMHU T0CTiTKEHHS.

The problem is ...
The problem posed (raised, studied,
considered, discussed) here is ...

We shall consider (briefly) in detail the
problem of ...

We would like to dwell on the problem of

I shall touch upon a question of ...

PoGoTa  oxomioe  MIUPOKE  KOJO
npooem.

['omoBHa yBara 1i€i poOoTu Oyne
30CEpeKEHA Ha ...

VY naniit po60TI MU NIPEACTABUMO ...
[Ipobiiema nossrae y Tomy, 1o ...
[IpoGnema, AKa BUKJIAJAETHCA
(BUBYA€ETHCH, pPO3IISAIAETHCS,
O0OrOBOPIOETHCS ), TIOJISTAE Y ...
Posrnsaemo (cTucio) JIeTaJIbHO
npodJiemy ...

Mu 0 XOTUI1 3yNTUHUTHCS HA TPOOJIEMI ...

51 TOpKHYCS IUTaHHA ...

3. ®opmyaroBaHHS 00’€KTY Ta MPEAMETY J0CIAKEHHS

The object of this work is ...

... 1s the subject of the investigation

The subject of the investigation is ...

The topic of my investigation
(exploration, work) is ...

At the heart of the discussion is the issue
of ...

OO0’ekTOM JOCTIKEHHSI J1TaHO1 PpOOOTI
€ ...

... € TIPEIMETOM JOCIIIPKCHHS
[IpeameToM JOCIIIKEHHS € ...
[TpenMeToM MOTO JTOCHIIKCHHS € ...

Y 1eHTpi O0OTrOBOpPEHHSI 3HAXOJIUTHCS
[MUTAHHS ...



... 1s under discussion

... OOTOBOPIOETHCS (PO3TIIAIAETHCS)

4. @opMyJIIOBAHHS WiJIiH i 3aBJaHb TOCJIIZKEeHHS

The (main) aim of the paper is ...

The present paper aims at ...

It is the main aim of this paper to examine
some of the main causes of ...

The (main) purpose of the paper is ...
One of the purposes of the paper is ...
The purpose of my work is to examine
and investigate and consequently to
determine more precisely ...
For carrying out this
necessary ...

The solution of the problem facilitates the
fulfilment of the following task ...

task 1t 1s

(I"'omoBHa) MeTa 111€1 pOOOTH MOJIATAE Y ...
Mertoto 1i€i poOoTH € ...

['omoBHOIO MeTOrO IIi€l  poOOTH €
BUBUYEHHS JICIKUX OCHOBHUX MPUYHH ...
(l'ommoBHa) MeTa poOOTH MOJIATAE ...
OpHiero 3 1IeH 1€l poOOTH € ...

Meta MO€1 pob6OTH TOJISITa€ B TOMY, 11100
BUBYHMTH M JOCIITUTH 1, SK pe3yibTarT,
TOYHIIIIC BU3HAYUTH ...

Jns  BHUpIIIEHHA  LBOTO
HEOOX1/IHO ...

Bupimenns nanoi mpoOiemu  crpusie
BUKOHAHHIO HACTYITHOTO 3aBJaHHS ...

3aBaHHA

5. BusHaueHHA MeTOAIB JOCTiIKeHHS.

There are different approaches to the
solution of the problem.

The methods used in the research paper
are as follows ...

A modern approach to this problem of ...
is based on (consists in...)...

The methods of the research depend
on...

The proposed methods allow us to solve
the problem of ...

A comparative method will help to
distinguish a few common features ...
The proposed method is able to
demonstrate ...

IcHyIOTH pi3HI MAXOAU 1O BHUPIIICHHS
1i€ei mpooemu.

YV  nocmimkeHH1
HACTYMHI1 METOJIH ...
CywacHuii miaxin A0 mnpoOiaeMu
IPYHTYETHCS Ha (MOJISATAE B ...)
MeToau qOCITiKEHHS 3aJIeXaTh Bif ...

BUKOPHUCTOBYIOTHCS

3anpomnoHoBaHi  METOAM  JIO3BOJIIOTH
HaM BHUPIIIUTH TPOOIIEMY ...
[TopiBHsTEHUYT METO/] JTI03BOJISIE

BHUJIUIMTH 3arajibHl PUCH ...
3anponoHOBaHUN METOJ MOXKE
MTOKa3aTH ...

6. Anaiis
It is worth analysing precisely... (Le) NOTP1OHO pETENBHO
MPOAHANI3YBATH ...
Complete (comparative, the detailed, [loBHUI (TOpIBHSUIBHMM, JETaNbHUM,

profound, typological) analysis of ...
reveals that ...

The analysis of ... is based on ...

It requires a thorough analysis of ...

IMOOKUHM, THUIIOJOTIYHMM) —aHami3
MOKa3ye, IO ...

AHai3 ... IPyHTY€EThCS Ha ...

[le motrpebye OBl  PETEIBHOTO
aHam3y ...

7. XapakTepucTHKA NPO0JIeMHU T0CTisKEeHHSI

The problem of ... is very complicated.

[IpoGnema ... € gyxe CKIaTHOIO.



The problem of ... has not lost its topical
significance.
This problem requires a detailed study.

The topic of my paper is significant in
interpreting a very important problem
of ...

The detailed (comprehensive, careful,
profound) study of is of great
importance.

A complex approach to the study of ...
allowed me not only to precisely analyse
the materials but to reach specific
conclusions based on the analysis.

[IpoGnema CBOET
aKTYaJIbHOCTI ...

s mnpobGiema moOTpeOye AETaTHLHOIO
BUBYCHHS.

Tema Moe€i pobotu cyTTeBa IS

PO3YMIHHS Ay’K€ BaXKIUBOT MPOOJIEMH ...

HE BTpaTwia

JleTanbHe (BcebOiune, peTenbHe,
IJTMOOKE) BHBYCHHS Ma€ BEJIHKE
3HAYCHHS.

KommmekcHuii miaxiax 0 BHUBYEHHS ...
JO3BOJIMB ~ HE  TIIBKH  PETEIHHO
MpoaHaIizyBaTH MaTepiai, ajie i Ha IuX
3acajax 3poOUTH BUCHOBKH.

II. TPOBJIEMA JOCJIIIXKEHHSA
1. Ctan BuB4YeHHS NP0OIeMHU

Much has been said and written about...
Much (little) has been done on ...

Much has been done in the field of ... but
undoubtedly much remains to be done in
1t.

Although a number of issues have been
analysed and discussed much remains to
be done in the field of ...

Particular attention is paid to ...

The problem has not received all the
attention it deserves.

The issue remains unclear.

We know little (much) about

Our knowledge of ... is based on ...

bararo Oyno ckazaHo 1 HaMKCAHO TIPO ...
bararo (HemoctaTHBO) OyJIO 3pOOJICHO
y ...

baratro Oyno 3poGneHo y ramysi ...,
OJIHaK, 0e3 CyMHIBY Oarato I11e Mae 0yTu
3p00JICHO.

Hesaxkarouu Ha Te, 1110 JCSIKI TUTAHHS
OyJu mpoaHasizoBaHi i 00roBOpeHi,
Oarato 11e MoTpioHO 3pOOUTH Y TaTy31 ...
Oco06nuBa yBara npuIiIs€Thes ...
[IpoGnema He oTpuMaIa HaJIEKHOI
yBaru.

[IuTaHHS 3aIUIIAETHCS HE3PO3YMITIUM.
Mu mano (6arato) 3Ha€Mo mpo ...

Haiue 3HaHHA 0po ... IpyHTYETHCS HA ...

2. Orasa Jiteparypu.

There is a vast number of sources on ...
This issue has been widely discussed in
the scientific literature.

The issue of ... was repeatedly raised in
research works.

In recent years a considerable amount of
(valuable) work has been done in ...

Recent works of modern scholars show...

It has been established by recent studies
that ...

IcHytoTh UncenbHi JKepena 3 ...

[le nuTaHHS MIUPOKO OOTOBOPIOBATIOCS Y
HayKOBIH JiTEpaTypi.

IIutanusa npo HEOAHOPA30BO
BHUCBITIIIOBAJIOCS Y JIOCTKEHHSIX.
OcTtanHiM yacoM OyJl0 MNPOBEAECHO
qyuMaiy KUTBKICTh (BU3HAYHUX)
JTOCITIJIKEHD ...

OcTanHi nparii Cy4acHUX YUEHHUX
CBITYATH ...

B ocTtanHix nociimkeHHsIX 0yio0
BCTAHOBJICHO, IIIO ...



3. BukyiajieHHSl iCHYI0YHX JYMOK, KOHIENiii, TOY0K 30pYy.
The concept of ... involved the view that Komnremniis ... BKitouae B ceOe ysABICHHS

npo ...
The concept of ... was introduced by ...  TloHsTTS ... OyJ10 3aIIPONIOHOBAHO ...
This supports the concept of ... Ile miaTBepaKy€ MOHATTS ...

This conception is current. Ile MOHATTS € 3arajTbHOBHU3HAHUM.
The conception is based on... [ToHATTS ITPYHTYETHCA HA ...
According to this view... 3TiJIHO 3 JAHOKO TOYKOIO 30PY ...

4. Bukjaj 3araibHOBH3HAHUX M0JI0KEHb
It is generally accepted (acknowledged, 3arampHOBH3HAHO, IO ...
recognized, agreed, believed) that ...
It i1s commonly (usually) assumed
(known, held) that ...

It is far from being accepted ... Ile HE € 3araJIbHOBU3HAHUM ...

It is now believed that ... Cporofi BBaXKaroTh, 11O ...

It has often been claimed at present... OcTaHHIM 9aCOM CTBEPIKYIOTb, IO ...
As everybody knows... Sk Bimomo, ...

It is known that ... Binomo, 110 ...

1. OPTAHIBALISA I CUCTEMATHU3ALISA MATEPIAJTY
1. Buxkiaj i xapakrepucTHKa ICHYIOUHMX MaTepiaJjiB
The information which is available 1s HasBHI naHi € HenocTaTHIMHA

scanty.

The information was derived from... Indopmariiist 6yna orpumana 3 ...

There is no direct information be3nocepeaHix IaHuX MPoO ... HEMAE
regarding...

There is little information about... Mu MaemMo Mayo CBiI4EHbB IIOJIO ...
There is some evidence that ... € nesiki CBIAYEHHS MIOJO ...

There is a considerable evidence that ... € cyTTeBI CBiqYEHHS PO TE, IIIO ...
There is enough evidence to confirm ... € Oararo CBITYCHBD, 11(0)

MATBEPIKYIOTh ...

All the available data permit to say that ... Bci HasIBHI naH1 JI03BOJIIOTh
KOHCTaTyBaTH, IIO ...

As no data are available of ... OCKUIbKM HEMAE JaHUX TPO ...

No data can yet be available on... [Toku 110 HEeMae TaHuX OO ...

2. Kinacudikauis marepiany

We must arrange facts... Mu maemo po3MicCTUTH (PaKTH ...
The classification of ... is as follows:... Knacudikariis ... € HACTyIHOIO: ...
The classification proposed ... is bound  3ampomnonoBana  kmacudikaris
up with ... Oe3mocepeIHbO OB’ s3aHa 3 ...

Classification of the wide range of this ~ Knacudikauist 6e3nigi marepiany
material has provided ... 3abe3neunna ...



We cannot classify ... as being ...

To describe and classify according to ...
it is necessary ...

Mu He MokeMo Kiacu(dikyBaTH ...

SK ...

Jlst Toro 1100 onucarty 1 KiacudikyBaTH
3T1IHO ..., HEOOXIIHO ...

IV. CTPYKTYPHO-KOMIO3UIIAHE O®OPMJIEHHS POBOTH
1. IIpouec inpopmyBaHHsA

We may begin by ...

We shall begin by saying...

Let us begin by looking at ...
We’ll begin by considering ...
We can best begin by ...

First, I would like to consider...

We shall now proceed to ...

It will be clear from what has been said
above...

We shall see below...

The next point to be made is ...

In this connection a question is bound to
arise

In this connection the following
observation can be made ...

We turn now to ...

This obviously leads to ...

Mmu MOKeMO II0YaTH 3 ...
Mu no4yHeMoO 3 TOTO, IO BKAXKEMO ...
[Tounemo 3 po3risny ...

Kpame nmoyaru 3 ...
Hacamnepen, MeHi XOT110Ch 01
PO3IJIHYTH ...

Tenep nepengemMo 1o ...

3 BHIIIE3TaJlaHoro SICHO, 1110 ...

Hwuxue Mu po3risiHEMO ...
Jlam noTpiObHO BiI3HAYUTH, TIIO ...
VY 3B’43KY 3 IUM BUHUKAE MTUTAHHA ...

VY 3B’3Ky 3 UMM HEOOXITHO 3pOOUTH
HACTYITHE 3ayBaYKCHHS ...

Tenep nepenaemMo 1o ...

Ile, BoueBU AL, BEIE 10 ...

2. Ilepenaya 3B’s13Ky 3 HACTYIIHUMH BHUCJIOBJIIOBAHHAMM

As we shall see (later)...

The next point concerns...

We then consider some of the problems
posed by ...

Various aspects of this problem will be
considered here...

We shall turn our attention to ...

The next point concerns...

We have mentioned...

As it has been mentioned earlier...

As we have indicated...

It has been suggested that...

We noted earlier that...

It has been repeatedly pointed out...

As it was noted above...

Ax M1 mo6aYUMO HUKYE ...

HacTtynHe nuTaHHs CTOCYEThCS ...
Hwxge My po3riisiHeMo JesiKi Tpo0iemu,
110 BUHUKAIOTb ...

Jlesski  acmektw  Ii€d
PO3IIIAIATUMYTHCS TYT ...
Mu 3BepHEMO yBary Ha ...
HactyrnHnii MOMEHT TOPKAETHCA ...
Mu 3ragand ...

Sk Oyro 3rajiaHo paHilie ...

Sk Oyno BIJ3HAYECHO ...

byio 3an1ponoHoOBaHo ...

Mu paninie Bia3Ha4YaIH, IO ...
HeonnopasoBo Big3HAYAIOCH ...
Sk BiA3HAYAIOCS BHUIIE ...

npobiemMu

3. IIpusynnHeHHs MPOLECY BUKJIAIaHHA

Now let us look more specifically at ...
We have now to trace...

3apa3 po3riIsTHEMO JIeTaIbHIIIE ...
Mu noBUHHI TPOCTEKUTH ...



We have now to observe...

In this connection it should be noted
that...

It is at this point that we can say that...
We must now briefly look at their
common characteristics of ...

Let us consider the following...

We now turn our attention to the problem
of ...

In this connection I would like to give
some comment on ...

Speaking of ... I would like to make
some comment on ...

Mu 1TOBHMHHI BUBYMTH ...

VY 3B’s3Ky 3 IIUM HEOOX1THO BiJ3HAYMTH,
o ...

Came 3apa3 MOXKIIMBO CKa3aTH, IIIO ...
My TOBHHHI  CTHCIO  PO3TJISHYTH
3arajibHi pUCH ...

PosrisHeMo HacTyIHE ...

Tenep 3BepHEMOCS 10 TPOOIEMH ...

Y 3B’3ky 3 mMM MH XOTUtM ©
IIPOKOMEHTYBATH ...

Kaxxyuu nipo ..., M xotisiu 6
MPOKOMEHTYBATH ...

4. YTOUYHEeHHS, P03’ SICHeHHS, IONNOBHEHHS

A brief word must be said with respect
to ...

To put the same thing in another form ...
In other words ...

It is at this point that we can say that ...
Now we can generalize and say ...

This is not to say that ...

It should be added that ...

We may add that ...

Other items could have been added ...

Before we proceed, we should like to add
a few words about...
It should be added in this connection...

HeoOXimHO CTHCIO  BUCBITIATHA
(3ynMMHUTHUCS HA, TOPKHYTHUCS)
[HIIMMu cnoBaMmi ...

3apa3 MOXKJIMBO CKa3aTu, 11O ...

3apa3  MOXJIMBO  y3arajJbHUTH 1
CKa3aTHu ...

Ile He o3Hauae, 1O ...

HeoOxigHo moxatw, 1o ...

Mu MoxeMo 104aTH, 110 ...

MoxnIMBO  TakoX  HABECTH  IHIII
dakTopi ...
[lepm HIX TPOJOBKUTH, HEOOX1THO

JI0AaTH JACKUIbKA CIIB TIPO ...
VY upomy 3B’s3Ky HEOOX1THO JTOAATH ...

5. IlpuBepTraHHs yBaru

It seems essential to emphasize that...

It is also important to show that...

It is worth pointing out that...

It should be noted that...

We have repeatedly drawn attention to...
It is especially noteworthy...

We shall special emphasis (stress) on...

VaBag€THCA MOKIIMBUM B1A3HAYHUTH,
IIO...

BaxxnuBo Takox mokasaTi, II0...
JIoLIIEHO BII3HAYUTH, IIO...

HeoOx11H0 BIA3HAYUTH. ..

Mu HeoTHOPa30BO 3BEpPTaIM yBary Ha ...
Ha oco06imBy yBary 3aciiyroBye...
Oco0MBO BIJI3HAYMMO...

V. HEPEJABAHHSA 3HAHDb
1. Buxkiaa oco0UCTOI TOYKH 30py

We have come to accept that ...
We bear in mind that...

Mu mifinumm g0 Toro, mio...
Mu maemo Ha yBasi...



We believe that...

As far ...is concerned

As far as... is concerned...

As far...

As regards...

It can be regarded as...

It is necessary to note that...
It is possible to speak of ...

It is possible to indicate that...

Mu BBaxxaeMo, IIio...
IIlo crocyeTncs...

Ile MOXXITMBO PO3IIISAAATH SIK ...
HeoOxigHo BiI3HAYXTH, IO ...
MOKJIMBO TOBOPHUTH TIPO ...
MOKIMBO BIA3HAYNTH, IO ...

2. LimrocTpanisi TeOpeTHYHHUX MOJI0KEHb, eK3eMILTiikanis

The chief aim of ... is to demonstrate...
This may serve as a good example of...
This example illustrates well enough...
A characteristic example of this is ...
This is illustrated by the following
examples...

It is another illustration of ...

All the figures are based on ...

['010BHOIO METOIO ... € TIOKA3aTH ...

[le € rapHUM NPUKITATOM ...

Le#i mpukiag 10CUTH 100pe UTIOCTPYE ...
TUIIOBUM NPUKIIATOM € ...

Ie MOYJIUBO MPOUTIOCTPYBATH
HACTYITHUMU MPUKITAIAMU ...

Lle € me o THUM IPUKITATOM ...

VYci nani 6a3yroThCs Ha ...

3. Buc/10B/IIOBaHHSA NPUIYLICHb

If we assume...

If it be assumed that...

It 1s possible to assume that ...

We may assume that ...

We can guess that...

It may be suggested that...

It could be wrong to suppose that...
It would be mistaken however, to
suppose that...

SIkmo npumnycTuTy, 0o ...

MoOXIMBO IPUITYCTUTH, IO ...

Byno 6 HeBipHO BBa)xaTH, 1110 ...
Bysno 6 noMuiIkoBUM BBaXKaTH, IO ...

4. lTosicHeHHSA

This calls for further explanation ...
This explains much of what followed ...

It is difficult to interpret ...

We must account for...

This explanation lacks conviction ...
The explanation of ... will help to solve
the problem of ...

[le moTpebye moganbIIOro MOSICHEHHS ...
Ile, ©Oarato y YoMy, TMOSCHIOE
HACTYITHE ...

Baxko iHTeprpeTyBarH ...

Mu noBUHHI MTOSICHUTH ...

e mosICHEHHSI € HETIEPEKOHINBUM ...
[TosicHeHHS ... JO3BOJIUTH BUPIIIUTH
MUTAHHS T1PO ...

2. AprymeHTauis

It is now argued that ...
It has been argued that ...

3apa3 CTBEPIKYIOTb, 11O ...
CrBepmxyBanocs, 11O ...



We may argue that...

There are no particular arguments to be
advanced for...

MoxI1BO CTBEPIKYBATH (JOBECTH),
o ...

Hemae 0co061MBUX apryMeHTIB Ha
KOPUCTS ...

6. Bepudikanis

There is another proof that ...

It is true that ...

It is not true that ...

A careful examination of ... proves that...
For confirmation of ... we shall turn to ...

This supports the concept of ...
The facts cannot be proved...
This is proved by the fact ...

€ 11e oMH J0Ka3 TOMY, IO ...

Bipno, o ...

Hesipho, 110 ...

PerenpHunii aHami3 1OBOJIUTD, 1110 ...
JIist MATBEPKEHHS ... MA 3BEPHEMOCS
70 ...

I{e miaTBEpIKYE TOHSTTS ...
HeMoxmmBo miaTBEpAUTH 111 (GaKTH ...
[e miaTBepMKYyETHCS (HAKTOM ...

7. BUCJIOBJIIOBAHHSA BIIEBHEHOCTI, CYMHIBY

It is hardly acceptable that...

It is not sufficient to say that...

We have sufficient ground to assume
that...

There can be no doubt as to (that) ...
There is no doubt that...

It is likely that...

We may be sure that...

It is very doubted how...

I{e mali>ke HENPUITYCTUMO. ..
HenocraTtHbo ckazaTu, III0...
Mu mMaemMo cepiio3Hi IiJICTaBU BBaXKATH,

1Io...
He moxe OyTu CymMHIBY 1IOO...

ImoBipHO, 1O ...
Mu MoxxemMo OyTH BIEBHEHUMHU, Q...
JlocuTh CYMHIBHO....

8. Buc.ioBJ1I0BaHHA OLIHKH

To assess the events we must...

The problem raised by...assumed a place
of first importance...
It is difficult to accept this reasoning...

It is difficult to interpret the details of...
It is impossible to estimate...

What is important is...

The important point is that...

One of the outstanding features of ... is...
A special significance attaches to ...

[[{o6 matu OIiHKY SBHUINAM, MU
MTOBHUHHI ...

[TpoGiema, 1o ii 6yJI0 BUCYHYTO ...,
Ha0yJa epIoYeproBoro 3HaYEHHH ...
3 TakOI TOYKOIO 30PY BaXKKO
MOTOAUTHCH ...

Jly>xe CKJIaTHO TIOSICHUTH JIeTai ...
HeMoXIMBO OIIHUTY ...

Baxxnusuwm € Te, 110 ...

[TomiTHUM € TOM (PaKT, 1IO ...
OpHi€ero 3 XapaKTepHUX PUC ... € ...
Oco6muBOrO 3HAUCHHS HA0YBAE ...

9. Bukiaganus gpaxkriB

In this work account should be taken of
the following facts...
The facts have shown that...

VY wiit npari HeoOXiJHO BpaxyBaTu
HACTYIHI (QaKTH ...
dakTu 70BEIHU, IO ...



From these facts it follows that...

These facts have been considered from
various points of view...

All these facts prove that...

It is a well-known fact, and there i1s little
to comment.

i ¢pakTu JOBOASTH, IO ...

i ¢paxTu Oyaum pO3TIIAHYTI 3 PI3HUX
TOYOK 30DY ...

Bci 111 hakTy miaTBEpIKYIOTh, IO ...
Ile € mocuTh BiioMUM (haKTOM, SIKUM HE
noTpedye KOMEHTapiB.

10. BcranoBJIeHHs 3B’A3KIB i BIAIMiHHOCTeH MiK icCHyrlounMu paxkramMmu

There is nothing to which it can be
compared...

The comparative study of ...affords a
strong presumption to say that...

As compared to...

It may be compared to...

On the contrary...

The most important difference lies in...
Let us note the similarities...

Apart from...

Unlike...

[{e HEMOXKJIMBO Hi 3 YUM TTOPIBHSTH ...

[TopiBHSIIbHE AOCTIIKEHHS ... T03BOJISIE
CTBEP/KYBATH, 1110 ...

VY NOpiBHSHHI 3 ...

Ile MOXXJTMBO MOPIBHATH 3 ...

Hagnaku ...

["omoBHA BIAMIHHICTB TOJISITAE Y ...
Po3rissHeMo cX0XICTh MiX ...

Ha Bigminy Bif ...

11. BcraHoBJIeHHSI IPUYHH | HACTIAKIB

There is more than one reason for...
The main reason for ... was...

There were perfect convincing reasons
why...

This may be due to a fundamental
misconception of the reasons that...
The main reason for this lies in...
The main reason is that...

It is one of the main reasons for...
Nevertheless, this factor must not be
analysed in isolation...

IcHye O11bII HIXK O/IHA IPUYMHA ...
["'0J10BHOIO MPUYMHOIO ... OYJIO ...
IcHyBanu 1OCUTH BaXJIMBI IPUUMUHU
qOMY ...

MMoBipHO, 11e 6YII0 HACTIAKOM
rJIMOOKOTO HEPO3YMIHHS MPUUHH, SIKI ...
['0JI0BHOIO IPUYUHOIO LIBOTO € ...

Came 3 1i€1 IPUYUHY ...

Onnak, et ¢hakTop HEMOXKIIMBO
BHUBYATH OKPEMO (B1JI IHIIIUX
bakTopiB) ...

12. HaBeneHHs XapakTepHuX puc (pakropis, ABHIL
The other thing which is characteristic of IHmIO0 prcor0, XapaKTEpPHOIO I ...

... 1IS...
We must note the essential features of...
It was an essential feature of...

It is impossible to trace in detail the...
One characteristic feature was ...

It is the main characteristic of...

It is necessary at this point to describe
the main characteristics of...

The key feature of... is...

€...
Mu noBUHHI1 BIIMITUTH OCHOBHI PHUCH ...
Lle 6y0 OCHOBHOIO PHUCOIO ...
HeMoxm1BO 1eTanbHO MPOCTEKUTH ...
OxHa xapakTepHa puca moJjsrana y ...
Ile € TOJIOBHOIO OCOOIUBICTIO ...

TyT HE0OX11HO OonUcaTH OCHOBHI
0COOJIUBOCTI ...

['onoBHOMO pHCOIO ... € ...



VI. HIICYMKHU, BUCHOBKMU, HIABUTTSA NI ACYMKIB.

We must conclude that...
We cannot but conclude that...
From this we can conclude that...

Perhaps it is most reasonable to
conclude that...

All this allows us to conclude that...
We must conclude that...

Having described ... we must conclude
in general that...

We thus arrived at the following
conclusion...

On the basis of the work made we have
come to the following conclusion...

These facts give rise to important
conclusions...

Here it is necessary to draw a
conclusion...

Finally mention should be made of...
It appeared possible to define...

We can sum up ...as follows...

(Finally) It can be summed up by saying
that...

Summing up the results of our research
we would like to say...

It could be summarized in the following
way...

The direct result of...was...

An important result of ... was...

The main result of ... was...

The results of the work show that...

[TinOuBarouu MmiJICYMKH, BIJI3BHAYUMO ...
MO>KJIMBO 3pOOHMTH BUCHOBOK ...

VY pe3ynbTari MU MOXKEMO 3pOOUTH
BHCHOBOK, II1O ...

MaOyTh, 1OIUIBHO 3aKIHYUTH ...

Bce 11e 103BosIsI€ MIATH 10 BUCHOBKY ...
Heo0xiaHO 3p0OUTH BUCHOBOK ...
ITicasg TOTO SIK MU OIHKCAJH ..., MU
MOBHUHHI Y 3aTaJIbHUX pUCaX 3pO0UTH
MiJCYMKH ...

Takum YUHOM, MM JIHIILIH [0
HACTYITHOTO BUCHOBKY ...

bazyrounce Ha po6oTI, 110 ii OyJ10
BUKOHAHO, MU JIMIILIN O HACTYTHOTO
BHUCHOBKY ...

i daxTu gar0Th TIATPYHTS IS TOTO,
11100 3pOOUTH BaKJIMB1 BUCHOBKH ...
TyT HeoOX11HO 3pOOUTH BUCHOBOK ...

Y BUCHOBKaxX HEOOXiAHO 3rajiaTu mpo ...
Crano MOXJIMBUM BU3HAYUTH
(BCTAaHOBUTH) ...

Mu MOKeMO MiJIBECTH MIJICYMKH ...
[TizcymMOByrOUH, MOXKIIMBO CKa3aTH,

o ...

[TincymoByrOUH Haile JOCIIIKEHHS, MU
XOT1TK O BII3HAYUTH ...

[{e MOXJIMBO y3araJbHUTH HACTYITHUM
YHHOM ...

besnocepenHiM pe3ynbTaToM ... € ...
BaxnuBuM pe3ysbTaToM ... €...
OCHOBHMM pPE3YNBTATOM ... € ...
Pe3ynpTaTu po6oTH CBIAYATH, LIO ...



lonarok b
Ipuxaaam HanMcaHHA aHOTaWIl Ta pedepaTty i BUKOHAHHSI AHOTAIITHOTO Ta
pedepaTUBHOIO NEepeKIaxy

AHoraniiiauii Ta pedepaTUBHUN Tepeksial, HEPO3PHBHO IOB’s3aHi 3
npolecaMyd aHOTYBaHHA Ta pedepyBaHHSA; BUKOHAHHS IUX BHIIB IEpEKIaTy
HEMOXJIMBe 0e3 BMiHHS POOUTH CMUCIOBY KOMIIpECito TeKCTy. Hmxde HaBOgUMO
pi3HI METOJU 31CHEHHS] CMUCJIOBOTO 3TOPTaHHS TEKCTIB, Kl CTaHYTh Y MPUTOI1
nepeKyiaaueBl 3ajekKHO Big HacaMmiepen (PyHKIIOHAIBHOTO MPU3HAYECHHS
JIOKyMEHTa Ta BUMOT IUIbOBOI ayauTopii. yHKIIOHATBEHI TAXOAN A0 3M1HCHEHHS
aHOTyBaHHS Ta pedepyBaHHS, a TaKOX IO BHKOHAaHHS AaHOTAIIHHOTO Ta
pedepaTUBHOTO TEPEKIaAiB POOJIATH MOXKIMBHM HAJaHHS PEKOMEHJAIlIN
3araJbHOTO XapakTepy.

a. Eranu po6oru i3 ykiaganus aHorauii ta pedgepary

Vknananus aHoTauli sBIsS€ COOO0I0 CYTTEBE 3rOpPTaHHS TEPBUHHOTO
nokymeHTa. PoOoTa 31 ckilajjaHHs aHOTaIli1 3a3BUYail OXOIUIIOE HACTYITHI €TaIu:

- MIO3HAYEHHS HAMOUTBII EMHHUX 1 BATOMUX IMOJIO0KEHB 1 PO3JI1IIB pOOOTH;

- BUIUICHHS 3 BUOpAaHUX TMIOJOKEHb TUIBKM KIIOYOBMX MOMEHTIB, IX
CKOpOYCHHS, IepedpasdyBaHHS Tak, 00 3MICT ILUJIOTO PO3AUTY MOXKHa OYyJo
BMICTUTH B OJJHIM 3MICTOBHI# (pa3i (IOCIYyroByIOUUCH KIIFOUOBUMH CJIOBAMU);

- MEepEeYUTyBaHHS aHOTalli JBIYl: BHOEpIIE — 3aJUIsl CKOPOUYEHHS, BAPYre —
3317151 BITHOBJIEHHS! HEOOX1JHUX BTPAYEHUX €JIEMEHTIB 3MICTY.

VYxknaganus pedepaTy € CMHUCIOBHM 3TOPTaHHIM TEPBUHHOTO JTOKYMEHTA,
SKE TIOE€IHY€E TaKl eTaru:

1) o3naliomye uyuWTaHHA, TNONepeaHid aHam3. BuBueHHs pedepoBaHOrO
JIOKyMEHTa TMOYMHAETHCS 3 3arojoBKa, MOBIIKOBOTO amapary, pyOpuK y TEKCTi,
BHUCHOBKIB 1 pe3tome. OCHOBHA MeTa OIJIAIOBOTO aHaNi3y MOJSTrae B 3400yTOMY
BpaXEHH1 TIPO MIEPBUHHUMN JOKYMEHT 3arajioM, Horo nmpoOJeMaTUKy 1 CTPYKTYPY;

2) yBaXHE TMPOYMUTAHHS, TMOMMOJIEHUN aHami3. Mera — JeTanabHe
O3HAHOMJICHHSI 3 TIEPBUHHUM JIOKYMEHTOM, BUKIIIOUCHHS HECYTTEBHX JaHUX a0o
€JIEMEHTIB, I[00 OTPUMATH YITKE YSBJIEHHS PO 00’ €KT poOOTH, 1i BIACTUBOCTI, METY
TBOPY, 3aCTOCOBaHI METOJY, OCHOBHI pe3yJbTaTH ¥ BHCHOBKH aBTOpa, CTYIiHb
peanizarlii i raixysi 3aCTOCYBaHHS JaHUX 13 MEPIIOKEpea.

Ilin vac aHamizy TEKCTy BIJIOYBA€ThCS OILlIHKA Ba)XXJIMBOCTI CKJIQHUKIB
nepIiokepesia 3 MPUBOJY JOLUIBHOCTI 1X BUKOPUCTaHHS B pedepati. BuaineHus
KJIFOYOBUX (DparMeHTIB CKjIajae mepiuii eran iHdopMaiiiHoi 0OpoOKH TEKCTY.
[lepenyciMm 10 pedepaTy BHOCATH HOBI 1€l ¥ TiMOTE3H, EKCIEPUMEHTAIbHI J1aHi,
HOBI METOJMKH, OPUTIHAIBHI KOHCTPYKIIIi, SIKICHO HOBI SIBUILA, MpoliecH 1 T. 1. Ll
rpyna eJIeMEHTIB MiUIsirace MakCUMalbHOMY BiloOpakeHHIO B pedepari; TyT
JOTTYCTHMI JIMIIIE TEKCTOB1 CKOpoueHHs 0e3 BTpatu iH(opmartii. [1{ogo manux, siki
HE € MPUHITMIIOBO HOBUMH (TPaAMIIIiTHI METOIU, 3aralbHOBIIOMI (DOPMYITIOBaHHS,
udpoBU Martepian, apryMeHTH, MOSICHEHHS, PUKJIAAN TOIIO), 1 1HPOpMAITis
MO>ke OyTH TIPEICTaBICHOIO B pedpepari BUOIPKOBO 3aJI€KHO BiJl 3HAUCHHS Ta METH
pedepary.



HacTtynHuM etanoM € opraHizalis 1 HeperpymnyBaHHs BUIIJIEHUX ()parMeHTiB
BIIMOBIHO JI0 iX TeMmaTW4yHOI cupsiMoBaHOcTi. [loTiM BigOyBaeThCs CKiIaJgaHHS
JIOTIYHOTO TUIaHy TeKCTy. BujijaeH1 KiatouoBi (pparMEeHTH CIIOYATKY BUITUCYIOThHCS
(a00 MAKPECTIOTHCI) B TOMY TOPSIKY, B SKOMY BOHHM 3yCTPUIMCSA B
nepmopkepeni. Ilicis 1mboro BOHM TPYMYIOTHCS 32 TEMAaTHYHHM TMPUHITUTIOM
JIOBKOJIA JICKUTBKOX BEJIMKHX TIATEM, 110 PO3BHBAIOTh TOJIOBHY TeMy Tekcrty. Llei
MaTepiall CIIy>KUTh OCHOBOIO JIJIsI CKJIaIaHHs pedepary.

2. [lnan aHaJi3y TeKCTy mig 4ac pedepyBanus
[Inan moacmeKkTHOrO aHami3y JOKyMEHTa Mia 4yac pedepyBaHHS MMICTUTH Taki
MYHKTH:
- MeTa JOCJIKEHHS;
- 3alpONOHOBAHWI BapiaHT BHpIIEHHsA mpodiemMu (abo 00’€KT 1 TpeaMer
po3mIsIny);
- crenudika 3amponoHOBAaHOTO BapiaHTy BUPILMIECHHS MTPOOIEMU;
- TIPU3HAYEHHS YU rany3b 3aCTOCYBAHHS JOCIIIKEHHS;
- MicCLE IPOBEACHHS JOCIIKEHHS;
- METOJU JOCIHIJKEHHS;
- eKCIIEpUMEHTAaJIbHA MEPEBIPKa;
- pe3ysbTary;
- BHCHOBKU;
- TepeBaru 3aCTOCYBaHHS 3alPONIOHOBAHOIO BAPIAHTY BUPILICHHS NpOOIEMH;
- peKOMeHJaIlii.

HaBenenmii mraH-MakeT € yHIBEpCaJIbHHUM, MPUAATHUM ISl pedepyBaHHS
JIOKYMEHTIB Oy/b-sKO1 ramy3i. [IeBHI acmekTu 13 HaBEIEHOIO MEPeNiKy MOXYThb
OyTu BIJACYTHI, aje TOCHIIJIOBHICTh BUKJIAMy 30epiraetbcsa. Jlomyckaerbes
BKJIFOUEHHS J10 pedepaTy J0IaTKOBUX JaHUX: 3a3HAYEHHS HASBHOCTI Ta KUIBKOCTI
UTIOCTparliii, Tabmuik, 10JaTKiB, 010ai0rpadiyHUX MOCUIIaHb

3. OcHOBHi cnioco0u pedepaTUBHOIO BUKJIATY
[lin yac HammcaHHS pedepariB PEKOMEHIYEThCS BUKOPHUCTOBYBATH TakKi

OCHOBHI c10co0u pedepaTUBHOTO BUKIAY:

- UUTYBaHHS, TOOTO AOCTIBHE BIATBOPEHHS (DparMeHTIB MIEPBUHHOTO JOKYMEHTA,

- mnepedpaszyBaHHs, 0 nependadyae 4acTKOBY 3MiHY (CKOpOYEHHs, 00’ €THaHHS,
3aMiHy, 3TpYyMyBaHHs Ta 1HII NOA10HI MPOLEAYPH) OKPEMHX (PparMeHTIB TEKCTY
MIEPBUHHOTO JOKYMCHTA,

- 3aMmilleHHs — 3amiHa (parMeHTy TEeKCTy (peuYeHHs 3arajoM, HMOro 4acTHHH,
CJIOBOCTIOTYYCHHSI UM CJIOBA), AKIIO 1€ He CIOTBOPIOE 3MICT IOKYMEHTA;

- OMYIICHHS — MPOITYCK CJI0BA UM CIIOBOCIIOYYEHHS 0€3 CIOTBOPEHHSI CMUCIIOBOTO
3MICTY TeKCTy pedepaty. [IpormycTuTi MoXHa 1aHi TOSICHIOBAJILHOTO XapaKTepy,
PO3’SICHEHHS UM UTFOCTPAIIii 10 OCHOBHHX TIOJIOKEHB pe(epOBaHOTO JOKYMEHTA;

- CyMIIIIEHHS — Omepallis, 3a SKOi JBa YM KUIbKa peUYeHb, /e € MOAI0HI eJIEMEHTH,
HAKJIQJAl0Th OJJHE Ha OJ[HE, YTBOPIOIOYH CKJIAJHY KOHCTPYKIIiIO, KOJIH TOMi10H1
KOMITOHEHTH BUKOPUCTOBYIOTHCS JIMIIIE OJWH Pa3.

L1i oneparii vacTo BUKOHYIOTHCS Ha €Tarli pefaryBanHs pedepary.
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4. ETanu BUKOHAHHS AHOTALIMHOTO MepeKIaxy

. 3HalOMCTBO 3 OpHUTIHAJIOM, yBa)XKHE MPOYMTAHHS TekcTy. Ha mpomy erari

BU3HAYAETHCSI OCHOBHE MUTAHHS (TEMa) OpUTIHAITY.

. YximananHga miaany opuriHany. Coif BIAMITUTH HaWBaXKIUBILIT MTYHKTH

(TuTaHHA).
Omnuc 3micTy Ta Oy10BH opuriHainy. BukiaaeHHs 3MICTy OpUTiHATY y BUTIISII
MIEePEITiKy OCHOBHUX TTUTAaHb.

. Haganus xkputuunoi omiHku opuriHamy. Ha upomy ertami ciiff BiAMITUTH

aKTyaJbHICTh TEMH, IPU3HAUCHHS OPUTIHATY.

S. ETanu BUKOHAHHA pedepaTHBHOIO MEepeKIaxy.

. 3HalOMCTBO 3 OpUTIHAJIOM; IMEPEeryis]l CHEeUIaJbHOl JITepaTypyu 3aais

O3HAHOMJICHHSI 3 JIAHOIO Tajly33t0 Ta il TEPMIHOJIOTIELO.

. Po3miuanHs TCKCTY 3a AOIIOMOI'OI0 KBAaJIPpATHHUX AYKOK 3a1JIs BUKIIIOUCHHA

HOTO JApYTrOpsSAHUX 4YacTUH Ta MOBTOPIB (BUKIIOYEHI YAaCTHHH TEKCTY
OepyThesl y TY>KKH). BUKTIOUGHHIO MMIJIATal0Th: HECYTTEB] OAPOOUII, OIHC
MOTEepPeIHIX eKCIIEPUMEHTIB, BaplaHTIB CUCTEM, TOCHJIAHHS Ha 1HII pOOOTH,
10 HE CTOCYIOThCSI O€3MOCEPEIHBO 3MICTY CTATT1 TOLIO.

. YCyHEHHS MOKJIUBUX JUCIIPOIOPIIiH Ta HE3B I3aHOCTEH.
. IloBHUI NUCHEMOBHII TIEpEKIIA]T TIET YACTUHU OPUTIHAITY, 10 3aJIUIINIIACS 11032

Jy’)KKaMu, sika Ma€ OyTH 3B’SI3HUM TEKCTOM, MOOYJOBaHUM 3a TUM CaMHUM
MPUHIIUIIOM, 110 i OpUTiHAI. 3a HasgsBHOCTI B OPHUI1HAJl PUCYHKIB Ta 1HIIOTO
UTIOCTPATUBHOTO MaTepialy BIIOUPAIOTh JIUIIIEC HAMBAXKTUBIIIIL.

6. Ilpuxkiaau HanMcaHHA aHOTaUIl Ta pedepaTy il BUKOHAHHA
aHOTAIHHOIO Ta ped)epaTUBHOIO NMEPEKJIAXY

Hwxye HaBoauMo MpuKIIaj KOMIpECii CTAaTTl 3 OPUTIHAIBHOTO JiKepena i

opopmieHHsT aHoTalli Ta pedepaTy 3riAHO 3 BUMOTaMM, IO MICTSITHCS B
TEOpPETUUHIA YacTuHI. A03amM 3a37ajerigb HyMepyeMO 3aJIs aHaji3y IpoIrecy
KOMIIpECii TeKCTY.

HUNT FOR CAR BOMBS USING LASERS
(by Marks P. https://www.newscientist.com/article/mg21829165-900-hunt-
for-car-bombs-using-lasers/)

A system uses lasers to detect traces of explosives left on car door handles by

would-be bombers

1

. AT SOME roadside checkpoints in Iraq there are still guards who will point a
handheld device at people, cars and trucks in the hope its antenna will twitch to
reveal the presence of a bomb. But the contraption doesn't work; it's just a radio
aerial swinging on a handle. Unfortunately, the message about its deadly
ineffectiveness hasn’t reached all its users.

. Last week, James McCormick, whose company made £50 million selling the fake
bomb detectors for up to £27,000 each, was jailed for 10 years for what a judge at
London's Old Bailey called a "callous confidence trick" that resulted in dozens of



deaths after cars containing bombs were waved through checkpoints where the
device was being used to screen for explosives.

3. But there is some good news in the field of bomb detection. As McCormick was
being jailed, the FEuropean Commission's innovation arm announced the
successful creation of a much more believable bomb-sniffing device. Created by
a consortium funded by the EC, the portable laser rig is claimed to detect as little
as 1 microgram of explosives from up to 20 metres away.

4. "No other research organisation or company has to date achieved similar
breakthrough results," says Paul Codd, a spokesman for the project, known as
Optical Technologies for the Identification of Explosives (OPTIX).

5. The system works by firing laser pulses at objects like door handles, windows,
luggage or steering wheels to detect the traces of explosives that would-be
bombers leave behind after handling bombs. It can be mounted in a van or on a
mobile robot.

6. Just a few years ago, such an announcement would have been met with scepticism
worthy of McCormick's bomb-dowsing device. The problem was that, outside of
pristine lab conditions, available laser technology was foiled by the presence of
environmental contaminants.

7. OPTIX gets around this by combining two methods that didn't work alone: laser-
induced breakdown spectroscopy (LIBS) and Raman spectroscopy. In LIBS, a
high-energy laser is fired at a target — a suspicious car door handle, say. This
causes any residue to turn into a plasma that emits certain wavelengths of light,
which reveal the elements in the residue. The molecular makeup of a residue can
be worked out using the Raman technique, because the laser induces vibrations
that are unique to each chemical compound. Combining the two pieces of
information allows technicians to work out if the residue is from an explosive.

8. As one might expect, it isn't without risk. "Caution is required when directing
laser beams at explosives, since a beam of sufficient intensity and appropriate
wavelength can cause them to ignite or detonate," says Sidney Alford, founder of
bomb disposal equipment maker Alford Technologies in Chippenham, UK. But
he thinks OPTIX will be safe, if used carefully. "Provided the laser is aimed only
at trace quantities of explosive, this problem should not arise," he says.

9. "The [new] trace explosives detector will increase security in all scenarios," says
Alberto Calvo, a director at Indra Sistemas, part of the OPTIX consortium. But
given recent events, it might be worth withholding judgement until trials, now
underway with police bomb squads across Europe, come back with unassailably
positive results.

OxapakTepu3yeMo KOKEH 3 ad3alliB Ta MiAKPECIUMO IOJIOBHI iH()OpPMaTUBHI
BIJIPI3KH.

A63an 1. Y mpoMmy ab3ami MICTUTBCS ONMUC MPOOJIEeMH — BHACTIIOK
HEJIOCTaTHHOTO PIBHA 1H(POPMOBAHOCTI TPUBAE 3aCTOCOBYBAHHSI HEMPHUIATHOTO
MPUCTPOIO JTsl BUSBIICHHS BHOYXOBHX PEUOBHH.



1. AT SOME roadside checkpoints in Iraq there are still guards who will point a
handheld device at people, cars and trucks in the hope its antenna will twitch to
reveal the presence of a bomb. But the contraption doesn’t work; it’s just a radio
aerial swinging on a handle. Unfortunately, the message about its deadly
ineffectiveness hasn’t reached all its users.

A03an 2 CHOBIIIA€ MPO THKKI HACTIIKH, SKI COPUYMHUIO BUKOPUCTAHHS
(baIBIIMBOTO MPUCTPOIO TA MPO MOKAPAHHS 0COOH, UYMsI KOMITaHisl OTpUMalIa YrMati
npuOyTKH Bi MPOJAXy MiAPOOIECHUX JETEKTOPIB.

2. Last week, James McCormick, whose company made £50 million selling the fake
bomb detectors for up to £27,000 each, was jailed for 10 years for what a judge at
London's Old Bailey called a "callous confidence trick" that resulted in dozens of
deaths after cars containing bombs were waved through checkpoints where the
device was being used to screen for explosives.

BBaxaemo, 1o iHpopMalis moa0 IMeH1 0coO0H, TepMiHY 1i yB’SI3HEHHS Ta
pO3Mipy NMPUOYTKiB KOMITaHii HECYTTEBA, TOMY MH HE BKJIFOYAEMO ii J0 BTOPUHHOTO
TEKCTY.

A03an 3 Hajgae MO3UTUBHY 1HGOpPMAIIIO MO0 CTBOPEHHS HAAIMHOTO

MPUCTPOIO ISl BUSIBJICHHSI OOMO Ta KOPOTKO HOTO XapaKTEePHU3YE.

3. But there 1s some good news in the field of bomb detection. As McCormick was
being jailed, the European Commission's innovation arm announced the
successful creation of a much more believable bomb-sniffing device. Created by
a consortium funded by the EC, the portable laser rig is claimed to detect as little
as 1 microgram of explosives from up to 20 metres away.

A03an 4 OBIJOMIISIE TIPO JTOCIITHUIIBKY OPraHi3allifo — aBTopa MPOeKTy 3i
CTBOPEHHsI JIETEKTOpa BMOYXIBOK. 3BEpHEMO yBary Ha aOpeBiaTypy, HaBeJEHY B
Ty)KKaXx.

4. "No other research organisation or company has to date achieved similar
breakthrough results," says Paul Codd, a spokesman for the project, known as
Optical Technologies for the Identification of Explosives (OPTIX).

A03an 5 iHdopMye npo Te, K MpaIfioe CUCTEMA.

5. The system works by firing laser pulses at objects like door handles, windows,
luggage or steering wheels to detect the traces of explosives that would-be
bombers leave behind after handling bombs. It can be mounted in a van or on a
mobile robot.

A03an 6 Ha3WBae TEXHIYHI TPYIHOII, 3 SKHUM 3ITKHYJIHCS PO3POOHUKH
PUCTPOIO.

6. Just a few years ago, such an announcement would have been met with scepticism

worthy of McCormick’s bomb-dowsing device. The problem was that, outside of




pristine lab conditions, available laser technology was foiled by the presence of
environmental contaminants.

A03an1 7 HaBOAWTh [UBIXA TOJNOJIAHHA TPYIOHOIIB, 3TraJlaHuX Yy
nonepeaHpLoMy ab3aiii.

7. OPTIX gets around this by combining two methods that didn't work alone: laser-
induced breakdown spectroscopy (LIBS) and Raman spectroscopy. In LIBS, a
high-energy laser is fired at a target — a suspicious car door handle, say. This
causes any residue to turn into a plasma that emits certain wavelengths of light,
which reveal the elements in the residue. The molecular makeup of a residue can
be worked out using the Raman technique, because the laser induces vibrations
that are unique to each chemical compound. Combining the two pieces of
information allows technicians to work out if the residue is from an explosive.

HaiiBaxxnuBima iHgopMallisi HaBeJeHa B MEPIIOMY pPEYCHHI, sIKe MH WU
BUILTMIIH. [lotaneIii pedeHHs pO3KpUBAIOTh CYTHICTh 3aCTOCYBAHHSI CIIEKTPOCKOMIT
30y/PKeHHSI J1a3epHUM MpoboemM Ta PamaHOBCHKOI crniekTpockomii. BBaxkaemo, 1110
3aMOBHHK pedepary 0013HaHUN 31 BKa3aHUX MHUTAaHb, TOMY I JIeTajl J0 TEKCTY
pedepaTy He BKIIOYAEMO.

A03an 8 3acTepirae 110,10 MOKJIMBUX HETATUBHUX HACIIJIKIB, 10 SIKUX MOXE

MPU3BECTH BUKOPHUCTAHHS JIA3EPHOTO TIPUCTPOIO.

8. As one might expect, it isn't without risk. "Caution is required when directing
laser beams at explosives, since a beam of sufficient intensity and appropriate
wavelength can cause them to ignite or detonate," says Sidney Alford, founder of
bomb disposal equipment maker Alford Technologies in Chippenham, UK. But
he thinks OPTIX will be safe, if used carefully. "Provided the laser is aimed only
at trace quantities of explosive, this problem should not arise," he says.

A03an 9 HaBOUTH MTO3UTUBHI HACHIIKA BUKOPUCTAHHS JIETEKTOPA.

9. "The [new] trace explosives detector will increase security in all scenarios," says
Alberto Calvo, a director at Indra Sistemas, part of the OPTIX consortium. But
given recent events, it might be worth withholding judgement until trials, now
underway with police bomb squads across Europe, come back with unassailably
positive results.

3amia ykinagaHHs pedepary BUKOPHCTOBYEMO BCi criocobu pedepaTuBHOTO
BUKJIAly — IIUTYBaHHS, nepedpa3yBaHHs, 3aMIIIEHHS, OMYIIECHHS, CyMilleHHs. B
pe3ynbTaTi OTPUMYEMO TEKCT pedepary:

Failure to reveal the explosives caused by using the fake bomb detectors
resulted in dozens of deaths after cars containing bombs were waved through
checkpoints in Iraq. Therefore, the European Commission launched a project known
as Optical Technologies for the Identification of Explosives (OPTIX) aimed at
creating a much more successful bomb-sniffing device. The portable laser rig that



can be mounted in a van or on a mobile robot is claimed to detect as little as 1
microgram of explosives from up to 20 metres away. The system works by firing
laser pulses at objects like door handles, windows, luggage or steering wheels to
detect the traces of explosives that would-be bombers leave behind after handling
bombs. Developing the device, the designers faced with the following problem:
contamination outside of pristine lab conditions foiled the available laser
technology. They managed to cope with the problem above by combining two
methods that didn't work alone: laserinduced breakdown spectroscopy (LIBS) and
Raman spectroscopy. Using the detectors requires caution since directing laser
beams of sufficient intensity at explosives can cause them to ignite or detonate.
However, if used carefully, the device will increase security in all scenarios.

[Ipuknan aHoTauii aHMTIHCEKOI0 MOBOIO:
Abstract
The article describes an explosive detector created by a consortium funded by
the EC. The design features, the principle of operation of the device as well as the
reasons of its development are presented. The technical challenges and the
advantages of its using are briefly touched upon.

Ha ocHoB1 BUKOHaHOT KOMIIpecii TEKCTY 1 yKIIaJIeHUX pedepaTy Ta aHOTarlii
aHTJIICHKOI0 MOBOIO HABEIMO iX BIJIMOBIIHUKHA YKPATHCHKOIO.

Pedepar

BukopucTaHHS HEMPUAATHOTO A0 EKCIUTyaTamii JeTeKTopa BHOYXOBHX PEUYOBHUH
COPUYMHUAIIO HECIPOMOXKHICT, BHSBUTH BHOYXiBKH Ha aBTOMOOUIAX, SKi
MePETUHAIA KOHTPOJILHO-TIPOITYCKHUN MYHKT, 10 TIPU3BEJIO 0 3aru0eri IecATKiB
monei B Ipaky. OTxe, €Bporeiicbka KOMICis 3all04aTKyBaia MPOEKT ITiJl Ha3BOIO
«OntruHi TexHoJoTii 3a s inenTudikamii Budyxisok» (OIITIB), metoto sikoro €
po3poOka Ounbil Baamoro «oomoOomrykaday. CTBEpIXKYHOTh, IO MOPTATUBHUN
Ja3epHUN MPUCTPIHN, AKUN MOXKHA MPUKPIIATH A0 GyproHa abo A0 MOOUILHOTO
poboTta, 31aTHUH po3mizHaT 10 1 MKT BUOyXiBKHM Ha Bijactadi g0 20 m. Cucrtema
MpaIfioe MIJITXOM CTPUISHHS JJa3epOM T0 00’ €KTax (pydKH JIBepei, BikHa, Oarax abo
KEpMO aBTOMOO1JIS1) 3aJisi PO3Mi3HABaHHS 3AJMIIKIB BUOYXOBUX PEUYOBHUH, SIKI
NOTEHIIIIHI TEPOPUCTH 3AMIIAIOTH Micas TpuMaHHs OomO. Ilig wac pobotu Hax
MPUCTPOEM KOMaHJIa pPO3pPOOHHUKIB 3ITKHYJACS 3 MPOOIEMOI0 3a0pyAHEHHS Ja3epy
3a MexaMu Jiaboparopii. Ajie cremiajicTaM BJajocs BIOpPATHCS 31 BKAa3aHOIO
po0JIEMOI0 NIJITXOM 3aCTOCYBaHHS JBOX METO/IIB, SIK1 HE CITPAI[bOBYIOTH OO MHII:
CIIEKTPOCKOMIsl 30y/KEHHSI JIa3epHUM MpoOoeM Ta PaMaHOBChKa CHEKTPOCKOITIS.
BukopuctanHs JeTeKTOpiB BHOYXiBOK MOTpeOye OOEpEKHOCTI, OCKUIbKH
HaIpaBJCHHS JIA3epHUX TMPOMEHIB JOCTaTHHhOI I1HTEHCHMBHOCTI Ha BHOYXOBI
PEUYOBHHHM MOXE CHOPUYMHUTHA 1X 3aropsHHs ab6o BuOyx. OpjHak, SKIIO
JOTPUMYBATUCS TIPABWJI OE3IEKH, 3aCTOCYBaHHS JIETEKTOPIB 3HAYHO TMOJIMIIUATH
CTaH CIpaB y BCIX cdepax.

AHoTaLiA



[ToBimoMIsiETHCS TIPO PO3POOKY E€TEKTOpa BUOYXOBUX PEUOBHUH 3a (piHAHCYBAHHS
Komiciero €Bpocorozy. HaBoasThCs TEXHIUHI XapaKTEPUCTUKU Ta MPUHIUI il
IPUCTPOI0, a TaKOX TNPUIMHH Horo po3poOku. KopoTko HaroiomryroThes
TEXHOJIOT14HI TPYAHOII Ta epeBaru Horo 3aCTOCyBaHHS.






