Методичні рекомендації

до виконання контрольної роботи

Контрольна робота № 6
Завдання до контрольної роботи подані у восьми варіантах. У 7 семестрі студенти виконують контрольну роботу № 6. Студент самостійно обирає варіант контрольної роботи. Номер варіанту роботи відповідає номеру студента в списку групи (студент під номером 9 обирає 1 варіант і т.д.). Контрольна робота перевіряється викладачем лише у разі її реєстрації на кафедрі іноземної філології НН ГМІ НАУ.

Студент отримує позитивну оцінку у разі засвоєння навчального матеріалу, написання контрольної роботи, відвідання всіх практичних занять та активної участі під час них.
Вимоги до оформлення:

1. Обов’язкова титульна сторінка.

2. Шрифт – 14, всі поля – 2 см.

3. Друкуєте спочатку англійський текст, потім переклад.

4. Завдання 2 i 3 виконується у стовпчик:

Insurance – страхування
5. Завдання 4

Питання – відповідь.
Варіант 1
I. Translate into Ukrainian.
The Rules of Good Business Manners
The underlying principle of good business manners is the thoughtful consideration of the interests and feelings of others. In other words, you must show by what you do and say that you care as much about the person you are dealing with as for yourself.

Showing that you care for the feelings of others in the way that you behave in business can be encapsulated in the word 'IMPACT', which summarises the golden rules: Integrity is the demonstration by what you do and say that you are an honest, truthful and trustworthy person. A reputation for integrity is slowly gained but quickly lost. It is tested when the individual or his company is provoked or tempted to act less than honestly. Manners are the patterns of behaviour that indicate to the person you are dealing with whether you can be relied on to act correctly and fairly when he does business with you. If he thinks that you are boorish, selfish or undisciplined, your relationship is unlikely to prosper. Equally, if you speak or act in a racist or sexist way, or show disloyalty to your company or colleagues, your manners will be seen as unacceptable. Avoiding the negative is only half the story. Good manners involve taking positive action to make the other person feel good about your relationship with him.

Your own Personality is what you can uniquely offer the business you work in. You should aim to ensure that the way you behave gives the best possible opportunity for your qualities to be appreciated. For example, you can be passionate about business but shouldn't be emotional; you can be irreverent but not disloyal; you can be amusing but not flippant and you can be self-confident but not arrogant.

Your Appearance may not be your most valuable asset, but it should never be a liability! Being well-groomed, wearing appropriate clothes, standing and sitting in a good posture and taking care of yourself physically, are all vital elements in making and sustaining a good impression on your business colleagues. We all react, if only subconsciously, to the way people we deal with look. Don't let your appearance let you down!
Consideration for others is the fundamental principle underlying all good manners in business. Successful negotiators often role play the likely actions of their opposite numbers before meeting them. The objective is simple − to be ready to respond to new situations when they occur.

Tact is the last, but not the least, of the golden rules protecting us from thoughtless words and actions. Everyone in business knows the temptation to react immediately to some provocation and the regret that follows if we act on impulse. Tact is not just about putting unpleasant matters in an acceptable way. It involves careful thought for the interests of others and only then choosing the most acceptable form of expression. The subtext of this golden rule is that when in doubt you should say nothing.
II. Suggest the Ukrainian equivalents of the phrases below:

you can be relied on; your relationship is unlikely to prosper; to show disloyalty; self-confident; valuable asset; to let down; the last but not the least; to make a good impression; to act on impulse.
III. Find English equivalents to the following phrases:

мати доглянутий вигляд; перешкода; піддавати когось дискримінації за статевою ознакою; женоненависник; чоловік, який зневажливо ставиться до жінок; нелояльний; підтримувати; легковажний; спокуса; точка зору.

III. Answer the questions:
1. What is the main principle of good business manners?

2. Formulate in a few words the rules of good business manners.
3. What are manners?
Варіант 2
I. Translate into Ukrainian.

Dealing with People Face to Face

The most important demonstration of your command of good business manners is when you deal with people face to face. If you are always at your ease, knowing exactly how to conduct yourself, your partner’s confidence and regard for you will be immeasurably increased.

Find out what you can about the person you are meeting, in particular about any strong views or interests he has. Knowing which subjects are likely to prove acceptable (and unacceptable) in conversation is an invaluable aid to an effective meeting. This need for preparation extends, of course, to the subject of your meeting and any relevant background. It is bad manners to arrive at a prearranged meeting ill prepared. It not only wastes the time of the person you are meeting but also gives a very poor impression of you and your company. If they have a web site, make sure you've visited it and are familiar with its contents.

Arrive in good time for your appointment. Be polite to the receptionist (always smile and say 'Good morning') and be patient if he or she is busy when you arrive. Give your name and the name of the person you are visiting and make it clear that you have an appointment. If you are more than ten minutes early for you meeting, suggest to the receptionist that he or she doesn't immediately announce your arrival. (Some people find it embarrassing to keep visitors waiting in reception areas for more than a few minutes and your early arrival may be inconvenient for them.)
The receptionist should offer you refreshment if you have to wait but don't take your cup in with you when shown to your host's office (if for no other reason than it's difficult to shake hands with a briefcase in one hand and a coffee cup in the other!). A visit to the toilet before your meeting will also give you an opportunity to make sure that your hair is well brushed, tie neatly knotted and so on.
While waiting in reception it is acceptable to make calls on your mobile phone so long as you do this in as discreet a way as possible. You must, however, switch off the mobile when you are called into the meeting and not switch it on again until you leave the building. If you have to take an incoming call, you should always ask your host's permission to receive it and, preferably, have it routed via his switchboard and secretary.

It is courteous for your host (whether male or female) to rise to greet you. Other male colleagues in the room should also rise although female colleagues commonly remain seated. A handshake is the universally recognized form of greeting (delivered firmly but not bone-crushingly, with a smile and full eye contact) and should be simultaneously offered by your host and you. You should greet every other person in the room in the same way, in turn, as the host introduces them to you.

Don't sit down until your host invites you to − if he fails to offer you a seat, ask politely if it is in order for you to sit down. Some male hosts assist female visitors to be seated but the practice is rapidly dying out (other than at dinner parties) since many females find it (quite understandably) rather patronizing.
II. Suggest the Ukrainian equivalents of the phrases below:

to offer refreshment; command of good business manners; if you are at ease; to conduct yourself; which subjects are likely to prove acceptable; invaluable aid; prearranged meeting; some people find it embarrassing; to show smb. to the office; to do smth. in as discreet a way as possible; to feel at ease; eye contact;
III. Find English equivalents to the following phrases:

заздалегідь підготована зустріч; неоціненна допомога; які теми імовірно виявляться прийнятними; супроводжувати когось до кабінету; зробити щось якомога ввічливіше; деякі люди вважають незручним; поводитися; якщо ви почуваєтеся невимушено; наявність гарних манер ділового спілкування; предмет обговорення; фотографії сім’ї; зустріч виявляється невдалою з початку до кінця; чудова позитивна риса
IV. Answer the questions:
1. Why is it so important to arrive at a prearranged meeting well prepared?
2.  What sort of information is it advisable to find out?

3. What are the recommendations as to how to behave while waiting in reception?

4. What courtesy rules are to be observed during the introduction procedure?
Варіант 3
I. Translate into Ukrainian. Dealing with Customers and Suppliers
If you are dealing with a customer, your job is to facilitate communication whether he is making an enquiry, placing an order or making a complaint. You must take the initiative in expressing your willingness to help − and then stop talking and listen. Too many sales people make assumptions about what the customer needs and go off into a completely ineffective sales patter. It is both irritating and inefficient. When you are clear what the customer wants, you should be polite and businesslike − finishing off the conversation with a clear statement of what happens next. 
If you are dealing with a supplier you should either know before the meeting what you want or be clear what features you are looking for in the product or service being offered. Salesmen like to deal with clear-thinking buyers who often end up by getting a better price! It is up to you, as the buyer, to take the initiative in the discussion, making sure that you politely but firmly keep the salesman to the subject you want to discuss and not what he would prefer to sell you!
If you want to make face-to-face discussions more effective you will have to:
• Prepare yourself before the discussion takes place – know what you want to cover and what outcome you are aiming for. If possible, find out from colleagues or contacts something about the person you will be dealing with and adapt conversation accordingly.

• Be ready to get quickly to the point of the discussion and  leave the ‘by the way observations’ to the end of the meeting.

• Make a short record there and then of matters decided during the conversation to avoid later misunderstanding and the risk of remembering incorrectly. It is good practice to close a discussion with an oral resume. 

II. Suggest the Ukrainian equivalent of the phrases below:

to make an enquiry; to place an order; to make a complaint; it is up to you; get to the point; “by the way” observation; price quotation; to take the initiative;  to deal with a customer; to keep to the subject; to avoid misunderstanding; willingness to help
III. Find English equivalents to the following phrases:

уникати непорозумінь; мати справу з ким-небудь; робити запит; скаржитися; дійти до суті справи; розміщувати замовлення; котирування цін; дотримуватися теми; взяти на себе ініціативу; полегшити спілкування; доречні зауваження.

IV. Answer the questions:

1. What are the additional points you need to look out for when dealing with a customer or a supplier? Who is to take  the initiative?

2. What are you to do to make face -to face discussions more effective?

Варіант 4
I. Translate into Ukrainian.

Handling Conflict

When conflict arises, participants often 'lose their cool' with the result that rational discussion is replaced with emotional mudslinging. You can, of course, feel rightly passionate about an issue and communicating this in a business discussion is one of the weapons of effective persuasion. If you lose your self-control, however, you are almost certain to become irrational and many relationships are irreparably damaged by things said in this state of mind. Some intentionally use aggressive and unsettling techniques in order to gain an advantage over the other person. It is up to you to make sure that they don't succeed!
You should act as follows:
•Watch for the conflict warning signs. There will be an unexpected formality (the other person might start calling you 'Mr. Watkins' instead of the usual 'Jim'); he may call one or more colleagues to join what would normally be a one-to-one discussion; he may start to go red in the face, become less coherent in speech and avoid eye contact.
• Observe the other person's behaviour very acutely and think through carefully any answers you give or obser​vations you make. If the other person starts to raise the temperature (for example, by shouting or swearing) be progressively quieter and more deliberate in what you say.
• Don't get drawn into a shouting match. If matters get to a point where you think it best to leave, do so quickly and politely (you might say, for example, 'I'm sorry you feel so strongly about this, George. I suggest we meet again in a few days' time when we've both had time to reflect on this conversation').
• Ignore personal abuse. Remember that the argument is most likely to be between two companies – not two individuals.
• Enlist the help of colleagues to resolve serious conflict — don't struggle on your own;
II. Suggest the Ukrainian equivalent of the phrases below:
 to lose one’s cool; to gain an advantage over the other person; warning signs; to become less coherent in speech; shouting match; if matters get to a point; to resolve serious conflict; to lose self-control; to go red in the face; to avoid eye contact; to observe the other person’s behaviour.

III. Find English equivalents to the following words and phrases from the text:
здобути перевагу над іншою особою; мова стає менш зв’язною; втрачати спокій; застережні знаки; змагання з крику; розв’язувати серйозний конфлікт; якщо проблема досягає певної точки; втрачати самовладання; червоніти; спостерігати за поведінкою іншої людини; уникати зорового контакту.
IV. Answer the questions:
1. 1. Why do conflicts arise in business discussions?

2. Why do some business people use aggressive techniques?

3. What are the main reasons to avoid conflicts?

4. What are the warning signs of the conflict?

5. What recommendations are to be taken into account to avoid conflicts in business discussions?

6. Why is it advisable to ignore personal abuse?

Варіант 5
I. Translate into Ukrainian.

Building Relationships
The key to building successful relationships is to find the right mix between being businesslike and being friendly. It is important to know the people you regularly deal with as individuals, and business entertaining and social events have an important part to play in it.

Take an interest in their family and remember to congratulate them if they receive awards or are promoted. The most successful managers show a caring attitude to all their staff and an ability to be courteous and understanding, whatever the pressures.
There are some important principles of good business behaviour to be observed when dealing with your boss:
· However informal the relationship may be, you should never forget that your boss has responsibilities within the company hierarchy that he must observe. Don't put him in embarrassing or unfair positions (for example, by asking him to comment on personalities or on his superiors) and support his decisions even though you may have strong reservations about them.

· Be loyal to him and to your colleagues. Don't allow yourself to be drawn into criticizing your peers or retailing office gossip, and defend your boss from criticism when necessary.
· If you have complaints that concern your boss, address them, in confidence, to him in a reasoned (and reasonable) way.
· If you are dissatisfied with the way your boss has dealt with a serious issue, you should only refer the matter to a more senior person with his knowledge and with a sufficient period of notice to allow him to reconsider. You should never go over your boss's head for a decision or report a concern without following this routine.
· You should adopt a style of personal behaviour that ensures that you fit in with the team in which you work. This doesn't mean that you have to become faceless; simply make sure that your talents and efforts are not obscured from your colleagues and your boss by differences of style (for example, of dress, time-keeping, language or habits of socializing with colleagues).
No one can guarantee that their boss will fully appreciate their potential. What you can and should do is make sure that your behaviour in the workplace is as thoughtful and considerate to your colleagues as it is to the third parties with whom you normally deal.
II. Suggest the Ukrainian equivalent of the phrases below:

ви підходите команді, у якій працюєте; розглядати серйозне питання; захищати свого начальника від критики; бути залученим до критики; дбайливе ставлення; поширення офісних пліток; у вас можуть бути сильні застереження щодо них; зверніться зі своїми скаргами до свого начальника аргументовано та розсудливо; звертатися по допомогу щодо вирішення проблеми до особи, яка займає вищу посаду
II. Find English equivalents to the following words and phrases from the text:
to follow the routine; caring attitude; you may have strong reservations about them; to be drawn into criticising; retailing office gossip; adress your complaints to your boss in a reasoned and reasonable way; refer the matter to a more senior person; never go over your boss’s head; to support one’s decision; to obscure; considerate.
IV. Answer the questions:

1. What is the key to building successful relationships with your business partners and colleagues?

2. What principles of good business behaviour are to be observed when dealing with your boss?

Варіант 6
I. Translate into Ukrainian.
The Etiquette of Using Mobile Phones
The use of mobile phones presents some of today's most chal​lenging problems of business etiquette. Most companies now expect their staff to be 'on call' by mobile when away from their desks and often during their leisure time as well. However, while you can't control the actions of others, you can and should observe good etiquette in using your own mobile phone. These are the basic principles:

· Only leave your set switched on at times when receiving incoming calls will not inconvenience others.

· Never make outgoing calls in a place or manner that will cause annoyance or embarrassment to others.
· Always remember that you are likely to be overheard.
· Use message taking and paging services to back up your system when it is switched off.
You should never leave your set switched on in meetings. If you must take an urgent call during a meeting, get the chairman's permission to take it and leave the room as soon as your mobile rings. If you are travelling, remember that your conversation is likely to be overheard. When taking an incoming call you should offer an immediate apology to anyone you are with and keep the telephone conversation as brief as possible. If the time and place of the call is inconvenient to you, tell the caller that you'll ring him back later. Never leave your set switched on at public events such as at concerts and the theatre and only in restaurants if you're expecting a particularly important and urgent call. Message taking and paging services provide invaluable back up to your system when taking calls is not practical. You must, therefore, return calls recorded in this way as quickly as you conveniently can.

The etiquette of outgoing calls is exactly the same whether made by a mobile or conventional telephone. It is particularly important to think about how convenient taking the call is likely to be to the receiver and whether or not the subject matter justifies using your mobile. When making a call from a public place it is essential that you move as far away from other people and speak as quietly as you can. It is extremely bad manners to disregard the feelings of those around you in both what you say and the way that you say it.

Sometimes colleagues or business contacts are thoughtless in their use of their mobiles, for example by taking calls during meetings. It is perfectly correct for you to ask them politely to turn off their sets for the benefit of the other people involved. Where you can you should offer some helpful alternative such as a secretary intercepting any incoming calls during the meeting.

II. Suggest the Ukrainian equivalent of the phrases below:

challenging problem; to be “on call” by mobile; leisure time; to observe good etiquette; leave your set switched on; incoming / outgoing calls; to cause annoyance; you are likely to be overheard; message taking; to offer an immediate apology to smb.; to ring back; urgent call; subject matter; to disregard the feelings; to turn off / switch off; to return calls recorded in this way; conventional telephone.

III. Find English equivalents to the following phrases:

вхідні/вихідні дзвінки; залиште свій апарат увімкненим; вільний час (дозвілля); імовірно, що вас підслухають; прийом повідомлень; передзвонити; зневажати почуття; вимкнути; терміновий дзвінок; дотримуватися правил етикету; негайно попросити вибачення у когось; викликати роздратування; предмет обговорення; відповісти на дзвінки, записані таким чином; складна проблема; звичайний телефон.
IV. Answer the questions:

1. What will you do with your mobile telephone if:

a) you are in a meeting?

b) you must take an urgent call during a meeting?

c) you are travelling?

d) the time and place of the call is inconvenient to you?

2. Is it acceptable to leave your mobile phone switched on at public events? What services can be used instead?

3. What is important to keep in mind while making an outgoing call from a public place?

Варіант 7
I. Translate into Ukrainian.
Business Meetings

Three or more people discussing business together constitute a meeting. Many such meetings are informal, being held to consider a particular problem or opportunity, while others are formal, being held on a regular basis with a specific purpose and agenda.

Informal meeting
These may be prearranged or impromptu. There are seven rules for organising and running a prearranged meeting.

1. The person calling the meeting (the 'convenor') should be the most senior of those involved. If the participants are of the same seniority, the meeting should be called by the person with the most direct and urgent interest in the issue to be discussed. A junior should not call meetings involving more senior people — that should be done by his boss.
2. The convenor should decide the venue and timing but should always consult the other attendees to make sure it is convenient for them (bearing in mind the urgency of the issue involved).
3. The convenor must say what is the purpose of the meeting, how long it is expected to last and whether or not any preparation is needed.
4. All those attending should arrive promptly. It is not only bad manners to be late but also wastes other people's time and money. Arriving late doesn't prove anything (for example, that you are an important and busy person) except that you are badly organised!
5. The convenor should make the meeting as short and effective as possible. If it's been called to issue instructions or to communicate a decision, the convenor does most of the talking. If it's to discuss a problem or opportunity, everyone should be encouraged to participate, with the convenor making it clear at the end what he has decided to do.
6. Someone at the meeting should be asked to record decisions and major action points. Notes should be prepared as quickly as possible (within 48 hours), be approved in draft by the convenor if important issues are involved, and circulated to those attending.
7. After the meeting, communication with all those likely to be affected by its outcome is essential. This might be done by circulation of the meeting notes, by e-mail or orally if that is agreed at the meeting.
Impromptu meetings are often called by a boss with several of his staff or by a senior manager with his colleagues in other disciplines. Lack of consideration in calling impromptu meetings is a major cause of dissatisfaction in many organizations ─ particularly where tough work targets are set − and many bosses are criticized for putting their own convenience before the efficiency of their staff.

Impromptu meetings are generally the least formal of any meetings. They may be used to unwind at the end of a busy day or to brainstorm new ideas. If they are focused on a particular issue they are likely to be dealing with topics familiar to the participants and can be simple and action-centred.

ІІ. Suggest the Ukrainian equivalents of the words and phrases below:

to call a meeting; to issue instructions; to communicate a decision; to record decisions; to be approved in draft by the convenor; lack of consideration; cause of dissatisfaction; tough targets; the least formal; to brainstorm new ideas; to unwind at the end of a busy day;

III. Find English equivalents to the following phrases:

колективно обговорювати нові ідеї; скликати збори; протоколювати рішення; повідомляти про рішення; бути схваленим у проекті особою, яка призначає час зборів і готує їх скликання;  причина невдоволення; видавати інструкції; брак підстав;  складні цілі.

ІV. Answer the questions:

1. What is the difference between formal and informal meetings?

2. Who may call the meeting?

3. What are the duties of a convenor?

4. How are the meeting decisions communicated to all those concerned?

5. What may lack of consideration in calling impromptu meetings result in?

Варіант 8
I. Translate into Ukrainian.
Formal Meeting
The etiquette of formal meetings (departmental meetings, management meetings, board meetings and the like) is often perplexing, even to old hands. Formal meetings operate on the basis of a regular timetable (weekly,   monthly,   quarterly   and   so   on), are   run   by   an appointed chairman, have precirculated minutes, agendas and reports and have a secretary who looks after their administra​tion. They usually have an established way of conducting their business that sometimes involves resolutions and voting. Follow these guidelines:
1. Prepare for the meeting by reading the last set of minutes, the agenda and any precirculated reports. If you want to raise a topic that is not on the agenda, you can usually do so orally under the heading 'Any   other business', but if it involves anything complicated or of major principle, you should ask for the item to be added to the agenda and your submission precirculated at least three working days before the meeting. 

2. Dress formally (smart business clothes) unless it is clear that this is not expected, and arrive promptly. Ideally, aim to be at the venue at least five minutes early − ten minutes if it's your first meeting. Little irritates a chairman more than having to delay the start of a meeting for a late arrival. Always remember to switch off your mobile phone for the duration of the meeting.
3. Respect the established seating plan. Simply wait until the members are about to be seated and ask where would be the best place for you to sit.
4. Acknowledge welcoming remarks from the chairman (if it's your first meeting) with a simple 'Thank you' and not a five-minute speech!
5. If item is open for discussion (after, for example, the person submitting a report has presented it), wait for more senior members to express their opin​ions before offering your own. Be brief, courteous and relevant and, wherever possible, put forward positive rather than purely critical views.
6. Be respectful of your peers and their views, however violently you may disagree with them. Polite and persuasive argument is much more effective than sarcasm or personal abuse. Don't forget that the way you conduct yourself in meetings is often an impor​tant factor when promotion decisions are made.
7. Make sure that conclusions are drawn on every issue. Although this should be the chairman's job, you may sometimes find that items are left unresolved and it is perfectly proper to ask, for example, whether they are to be carried forward to the next meeting. If the custom   is  to  propose and vote on resolutions, remember that you may propose amendments − but only with the permission of the chairman.
ІІ Suggest the Ukrainian equivalents of the words and phrases below:

departmental meeting; board meeting; regular timetable; agenda; to raise a topic that is not on the agenda; an appointed chairman; minutes; a secretary looks after the administration of the agenda; an established way of conducting business; ’any other business’; to add an item to the agenda; to arrive promptly; seating plan; welcoming remarks;  to submit a report; to present a report; to express one’s opinion; to be relevant; to put forward positive views; to be respectful of one’s peers; persuasive argument; personal abuse; 

III. Find English equivalents to the following phrases:

проводити збори; піднімати тему, що не стоїть на порядку денному; призначений голова; протокол; збори правління; порядок денний; постійний розклад; ‘різне’; прибути своєчасно; секретар стежить за дотриманням порядку денного; додати пункт до порядку денного; подавати доповідь; план розсаджування; привітальні слова; висувати позитивні точки зору; висловити свою точку зору; поважати рівних собі;
V. Answer the questions:
1. How often may formal meetings be convened?

2. What will you do if a topic you want to raise is not on the agenda?

3. Can any attendee participate in discussions?

4. What will you do if you find that some items are left unresolved?

5. What is the procedure of withdrawal from the meeting? When is it used?

6. Why is it important that your withdrawal is recorded in the minutes?

