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Ilepeyens MmaTepuajioB
VY4eOHO-METOANUYECKUI KOMILIEKC.

HosicuuTeIbHAA 3aNIMCKA

DNEKTPOHHBIA y4eOHO-METOUYECKUN KOMIUIEKC MO AUCHMILIUHE «JlemoBoe
aIMUHUCTPpUpPOBaHUE (HA AHTJIMICKOM $3BIKE)» COCTABIEH B COOTBETCTBUHU C
ocHOBHbIMHU noJoxkeHusiMu Konekca Pecniyonuku bemapycs 06 oOpazoBanuu: OT
13 suBaps 2011r., Ne 243-3, PecnyOimkanckoi mporpammbl «HOCTpaHHBIE
a3bIku» OT 29.01.1998 r. Nel129, Konuenuuu oOy4eHuss HHOCTpaHHBIM SI3bIKaM B
CUCTEME HempepbIBHOro oOpa3zoBanus PecnyOmukum benmapycs, B 1u1aHe
UJCOJIOTHUeCKON U BocmutTaTenbHoN paboTsl BHTY u mpyrux rocyaapcTBEHHBIX
MporpaMMax, HOpMaTUBHO-TIPABOBBIX, UHCTPYKTUBHO-METOIMUYECKUX JOKYMEHTAX,
ONPEAETSIONMX NPUOPUTETHBIE  HAMpPABICHUS  HACOJOTHMH  OEIOpPYCCKOTO
roCyJapCcTBa.

Hanueii OYMK mpexacraBisier co00oi  MpOrpaMMHBIA  KOMILUIEKC —TIO
aucuuIuinHe  «/lenoBoe  agMuHUCTpUpoBaHHE (HA  QHTJIMHACKOM  S3BIKE)»
Ha3HAYeHHE KOTOPOTO0 COCTOMT B O0OECIEYEHHM HENPEPHIBHOCTH U IOJHOTHI
nporecca 00y4eHus: OCHOBaM OM3HECa Ha aHTJIMICKOM SI3bIKE.

PazpabGortannsiii OYMK  cnocoOGcTByeT  co3gaHWIO  YCIOBHHM  Jid
dbopMHpOBaHUS HPABCTBEHHO 3pENION, HMHTEJUICKTYyaJIbHO  Pa3BUTON JIMYHOCTH
oOy4aromnierocsi, KOTOpPOHM NPHUCYIIM COLMalbHAas aKTUBHOCTb, TpaKJaHCKas
OTBETCTBEHHOCTh W MaTPUOTU3M, MPUBEPKEHHOCTh K YHHBEPCUTETCKUM
LEHHOCTSM 151 TpaguLUsAM, CTpPEMJIEHUE K npodeccCHOHATTEHOMY
CaMOCOBEPLICHCTBOBAHUIO, AKTUBHOMY Y4aCTHIO B 3KOHOMUYECKOW U COLMAIIBHO-
KYJIbTYPHOW KU3HU CTPAHBI.

Conepxxanue y4eOHO-METOAMYECKOTr0 KOMILIEKCA BKIIIOYAIOT B ceOs:
y4eOHyI0 pabodyr0 MporpaMMmy AMCIUIUIMHBI, TEOPETUYECKUNA W TPAKTUYCCKUN
paszJienbl, 0JIOK KOHTPOJIS 3HAHUH, a TaK K€ CIPAaBOYHBbIC MaTepuaibl (JICKCUIECKUN
MUHUMYM TI0 Teme). B coxmepxkanuum TeopeTtudyeckoro pazgena DYMK
MPEACTABICHBl MaTepHalbl JUIsl M3Y4eHHs MO y4deOHoM nucuuruinHe «J/lemoBoe
aIMUHUCTPUPOBAHUE (HA AHTJIMMCKOM SI3BIKE)», B COCTABE KOTOPHIX T'pPaMMAaTHKa
AHTJIMHACKOIO SI3bIKA U YIPAXKHEHUS ISl 3aKPEIUICHUS TPAMMAaTUYECKUX HABBIKOB,
B 00beMe, IPEelyCMOTPEHHOM y4eOHBIM IIJIaHOM M0 AucuuIuinHe. Ipaktuueckuit
paznen OYMK Bkitouaer B ceOsi: TEKCTOBbIE MaTepHaibl C 3aJaHUSIMU
IrpaMMaTHYECKOT0 W JIEKCMYECKOTO XapakTepa, o0yyarollue W TPEHHUPOBOUHbBIE
YOPAKHEHUS] JIJI1 CaMOCTOSITENIbHOM paOOThl Kak pPENpOAyKTUBHOIO, TaK U
TBOPYECKOTO YPOBHS.

BIIOK KOHTpOJS COAEPKUT JIEKCUKO-TPAMMATHYECKHE TECThI, WUTOTOBbBIC
KOHTPOJIbHBIE Pa0OThI, @ TaK ke MPEAMETHO-TEMATHUECKOE COJIepKaHUE dK3aMeHa
no naucuuiuinHe. JlanHbI OOK oOecrneyuBaeT BO3MOXKHOCTh CaMOKOHTPOJIS
OoOy4Jaromierocsi, ero TEeKyIlWe W HMTOTOBBIC aTTECTAIMU. YUeOHO-METOIUYCCKUN
KOMIUIEKC MO JUCHUIUIMHE «/lemoBoe aaMUHUCTpUpOBaHUE (HAa AaHIJIUMMCKOM
S3BIKE)», TMPETHA3HAYEH JJIsi CTYJACHTOB OYHOW (DOPMBI TOIYYEHUS BBICIIETO
oOpa3zoBanus, a Tak e mnpenomaBareneit BHTY kadenpsl coBpemeHHBIC



CBPOHeﬁCKHe SA3BIKH, C LCJIbIO IMPOBCACHHUA KaK ayAUTOPHBIX IPAKTUYCCKHX
BaHHTHﬁ, TaK 1 OpraHu3aluun CaMOCTOSITEJIbHOM pa6OTBI CTYACHTOB.

OruaBiieHue
. YueOnas [mporpaMma 1o IUCHUILINHE.
IlosicHuTEIBHAS 3aKUCKa
ConeprxaHue JUCIHUIIIMHbBI
HauanrpHEbIi YPOBCHDB BJIaACHUA NHOCTPAHHBIM A3bIKOM
Cpennuil ypoBeHb BJIaICHUSI UTHOCTPAHHBIM SI3BIKOM
[IponBuHYTHIN ypOBEHb BIAJCHHUS MHOCTPAHHBIM S3bIKOM
Y4eOHo-MeToinYecKast KapTa TUCIUTLIAHBI
HauanrpHbI1i YPOBCHDB BJIaACHUA HHOCTPAHHBIM A3bIKOM
Cpennuil ypoBeHb BJIaICHUSI UTHOCTPAHHBIM SI3BIKOM
HpOI[BPIHYTI:IfI YPOBCHB BJIAACHHA HHOCTPAHHBIM SA3BIKOM
I/IH(bOpMaI_[I/IOHHO-MeTO,Z[I/I‘leCKaH qacCTb
Cnoucoxk nurepaTypsl
CPGIICTBa ANAarHOCTUKHN
MGTO,Z[BI U TCXHOJIOTNHN 06yquI/151
OpraHmauI/m CaMOCTOSITCIILHOM pa60T1>1 CTYyACHTOB
. Teopernueckuu pasgen.
HavanpHEbIN YPOBCHB BJIaACHUA HHOCTPAHHBIM A3BIKOM
Past simple; past time references
Past simple: negatives and questions; question forms
Comparatives and superlatives much/ a lot, a little/ a bit
Present continuous
Present simple or present continuous
Talking about future plans (present continuous and going to) will
Cpennuii ypoBeHb BJIaJICHUSI HHOCTPAHHBIM SI3IKOM
Multi-word verbs
Questions
Talking about future plans (plan, hope, expect, would like, want, going to; present
continuous)
Reported speech
Conditionals
[IpoaBUHYTHIN YpOBEHD BIAJCHNUS MHOCTPAHHBIM SI3bIKOM
Modals of advice, obligation and necessity
Indirect questions and statements
Articles: a, an, the, zero articles
Conditions
Gerunds and infinitives
Narrative tenses
. IIpakTunueckuu pasaen.
HauanpHbIN YPOBCHDB BJIaACHUA NHOCTPAHHBIM A3bIKOM
CpenHuil ypoBeHb BJIaICHUSI UTHOCTPAHHBIM S3bIKOM
[IpoaBUHYTHIN YPOBEHB BIaJCHUS NHOCTPAHHBIM S3BIKOM



4. Pazzen KOHTPOJIS 3HAHUM.
HauanbHb1l ypOBEHb BIAJICHUSI THOCTPAHHBIM SI3IKOM
Cpennuii ypoBEeHb BJIaJICHUS MHOCTPAHHBIM SI3BIKOM
[IpoaBUHYTHIN YPOBEHb BIAJICHUSI MHOCTPAHHBIM SI3bIKOM
5. BcmomorarensHbIN pazen.
HauvaybHbIl ypOBEHB BIIAJICHUSI HHOCTPAHHBIM SI3IKOM
Cpennuii ypoBeHb BIIaJICHUS MHOCTPAHHBIM SI3bIKOM
[IpoaBUHYTEIN YPOBEHB BIAJICHUS NHOCTPAHHBIM SI3IKOM
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MNOACHUTEJIBHASA 3AIINCKA

VYyebnas mnporpamma «JleioBoe aAMUHUCTpUpOBaHWE (HA AaHTIMHCKOM

SI3BIKE)» pa3paborana s cneumanbHocTH  1-26 02 01  «busHec-
aIMUHUCTPUPOBAHUE)» JIJI1 BBICIIMX YUY€OHBIX 3aBEICHUM.
['maBHass uenp O0Oy4YeHUsT MHOCTpPaHHBIM SI3bIKaM —  (hOpMUpPOBAHHE

WHOSI3bIYHOM ~ KOMMYHUKATHUBHOM  KOMIIETEHIIMM  OYJyIIEro  CIEHAIUCTa,
ITO3BOJIAIOIIEN UCII0JIb30BaTh WHOCTPaHHBIN SA3bIK  Kak CPEACTBO
po(hecCHOHATFHOTO U MEXJIMYHOCTHOTO OOIIEHUS.

JIOCTMKEHME TIIABHOM LENM MPEAINoaracT KOMIUIEKCHYI) pPEaJM3alnio
CIIEAYIOIIMX 3a1a4:

o [lo3naBaTenpHON, TO3BOJSIONMEH CHOPMHUPOBATH TMPEACTaBICHUE 00
o0Opa3e MHpa Kak LeJTOCTHOW MHOTOYPOBHEBOUM cUCTEME (ITHHUYECKOH, SI3bIKOBOMH,
COLIMOKYJIFTYPHOM U T.I1.); YPOBHE MaT€pUaIbHONU U JyXOBHON KYJIBTYpbI; CUCTEME
[EHHOCTEeH  (penUruno3Ho-PpuiaocopCKuX, OSCTETUYECKUX U  HPABCTBEHHBIX);
0COOEHHOCTSIX MPO(HECCHOHATIBHON JEATEIbHOCTH B COM3y4aeMbIX CTPaHax;

e PasBuBaronien, oOecnieunBaroen PEYEMBICITUTEIIBHbBIE 51
KOMMYHUKATHUBHBIE CIIOCOOHOCTH, Pa3BUTHUE MaMSITH, BHUMaHUSA, BOOOpa)xeHUs,
(dbopmupoBaHre MOTPEOHOCTH K CAMOCTOSATEIBHOM MO3HABATEIBHOM NESTEIbHOCTH,
KPUTUYECKOMY MBILUICHUIO U peIIEKCUU;

e BocnurarenbHoil, CBsI3aHHOM C (POPMHUPOBAHUEM OOILICYEIIOBEYECKHUX,
OOIICHALIMOHAIBHBIX M JIMYHOCTHBIX LEHHOCTEH, TaKUX KaK T'yMaHHUCTHYECKOE
MHUPOBO33pEHUE, YBAXKECHUE K JAPYIUM KyJIbTypaM, IaTPUOTU3M, HPABCTBEHHOCTb,
KyJIbTypa OOLICHMUS;

e [lpakTHueckoi, mpeAnoIaramIeii oBaJeHe HHOS3BIYHBIM OOIIICHHEM B
€MHCTBE BCEX €ro KOMIIETEHIHMH (SI3bIKOBOM, pEYEBOM, COIMOKYJIbTYPHOH,
KOMITEHCATOPHOM, y4eOHO-TI03HABATEIILHOM ), byHKIUH (3TUKETHOMH,
M03HABATEJIbHOM, PETYJIATUBHOM, IEHHOCTHO-OPUETHAIMOHHOW) U (hopM (YCTHOU U
MMCbMEHHOM), YTO OCYUIECTBIISIETCSI MOCPEACTBOM B3aUMOCBSI3aHHOTO OOY4YEHUS
BCEM BHJAM PEYEBOM JEATENBHOCTH B paMKaxX ONPENEIEHHOW NpOrpaMMoun
IIPEAMETHO-TEMAaTUUYECKOTO COJEPKAHUsI, a TAaKKE OBJIAJACHUA TEXHOJIOTUAMHU
S3BIKOBOT'O CaMO0Opa30BaHUsI.

B kauectBe cTparernyeckOd HWHTETPATUBHOM KOMIIETEHIIMM B MPOLECCE
0oOy4eHUsI THOCTPAHHBIM SI3bIKaM BBICTYIa€T KOMMYHUKAaTUBHAsl B €MHCTBE BCEX
COCTaBJISIFOIIUX:  SI3IKOBOM, PEYEBOM, COLMOKYJIBTYPHOM, KOMIIEHCATOPHOM,
y4e0HO-TI03HABATEILHON KOMIIETEHITUH.

SI3pIKOBasi KOMIIETEHIMsI — COBOKYIIHOCTb HAaBBIKOB U YMEHHUW pEYEBOU
NesATeIbHOCTH (TOBOpPEHUE, NUChMO, AayAUpOBaHHE, YTEHUE), 3HAHUE HOPM
pEYEeBOT0 MOBEACHMS, CIIOCOOHOCTh HCIONb30BATh S3BIKOBBIE CPEACTBA B CBA3HOU
peuM B COOTBETCTBHUHM C CUTyaluel OOIEHUS.

CouMOKyJIbTYypHass KOMIETEHIUS — COBOKYNHOCTh 3HAaHWWA HAllMOHAJIBHO-
KyJIbTYPHOU crienu(uKe CTpaH M3y4aeMoro si3blka W CBSI3aHHBIX C 3TUM YMEHUU
KOPPEKTHO CTPOUTH CBOE PEYEBOE U HEPEUEBOE IOBEICHUE.



KOMHCHC&TOpHaﬂ KOMIICTCHIIUA — COBOKYIIHOCTb YMeHI/II\/'I HUCIIOJIB30BAaTh
JOINIOJTHUTCIIbHBIC Bep6aJIBHBI€ cpeacrtBa " HCB€p6aJII>HBI€ CITOCOOBI pEUICHUA
KOMMYHHKATUBHBIX 3a1d4 B YCIIOBHAX I[e(bI/IHI/ITa HMCHOITUXCA A3BIKOBBIX CPCIACTB.

VY4ueOHo-1m03HaBaTeIbHAS KOMIICTCHIIMA —  COBOKYIIHOCTBH O6HII/IX )41
CIICOHUAaJIbHBIX y‘I€6HBIX YMGHHﬁ, H€06XOI[I/IMI>IX JIIA OCYHICCTBJICHUA
CaMOCTOSITEJIbHOM ACATCIIBHOCTH I10 OBJIAJICHUIO MHOCTPAHHBIM A3BIKOM.

B pesynbrare  ocBOeHUST ~ y4yeOHOM  JUCHUILIMHBI «/lemoBoe
aJIMUHUCTPHUPOBAHUE (HA AHTJIMHACKOM SI3BIKE)» CTYJIEHT JOJIKEH
3HATh!

® OCOOEHHOCTHM CHUCTEMBbl HM3y4a€MOI'O0 HHOCTPAHHOTO SI3bIKA B  €r0
(dboHETUYECKOM, JIEKCHUECKOM U TPpaMMaTHUYECKOM achekTax (B COMOCTaBICHHUH C
POJIHBIM SI3BIKOM);

® COIIMOKYJIbTYpPHBbIE HOPMBI OBITOBOIO M JIEJIOBOTO OOINEHHUSA, a TaKkxKe
IOpaBWjia PEUYEeBOr0  OSTUKETa, MO3BOJLIOIIME  clenuanucty  3(p(HEeKTUBHO
UCIOJIb30BaTh MHOCTPAHHBIM S3BIK KaK CpPEACTBO OOILEHUS B COBPEMEHHOM
MOJIUKYJIBTYPHOM MUPE;

® HCTOPHUIO U KYJIBTYPY CTpaH U3y4aeMoro A3bIKa;

yMeTb:

® BECTU OOILIEHHUE COLMOKYJIbTYPHOIO U MPOPECCUOHAIBHOIO XapakTepa B
o0BeMe, IPEelyCMOTPEHHOM HACTOSIIIIEH MPOrpaMMoii;

® IUCHbMEHHO BbIpaXkaTb CBOM KOMMYHUKAaTHBHbIE HaMepeHHs B cdepax,
IIPEAYCMOTPEHHBIX HACTOALLIEHU IMPOrPAMMON;

® COCTaBJSATh MUCBMEHHBIE JTOKYMEHTBI, HCIIOJIb3Ysl PEKBU3HUTHI JEIOBOIO
MMCbMa, 3aMOJHATH OJIAaHKW Ha YYacTHe U T. I1.;

® BOCIIPUHUMATh Ha CIyX HWHOS3BIYHYIO peYb B ECTECTBEHHOM TEMIIE
(ayTeHTHUYHBIE MOHOJIOTMYECKHE U JUAJIOTUYECKHUE TEKCThl, B TOM 4HCIIE
npo(eCCUOHATIBPHO OPUEHTUPOBAHHBIE), C PAa3HOW MOJHOTOM M TOYHOCTbHIO
NOHMMAaHUSA UX COJIECPKAHMS;

® BJaJeTh BCEMH BHUJAMHU YTeHHUs (M3yyaroliee, O3HAKOMHUTEIbHOE,
IIPOCMOTPOBOE, MOMCKOBOE), MPEANOJAralou[MMU PAa3HYK CTENEHb MNOHUMAaHUs
POYUTAHHOTO;

® IPOJIYLMPOBATH PA3BEPHYTOE IMOATOTOBICHHOE M HEMOJATOTOBIEHHOE
BBICKa3bIBAHUE M0 TMpoOJieMaM COLHMOKYJIBTYpPHOTO M MpOo(ecCHOHATIBHOTO
OOIIeHUS, IEPEYUCIIEHHBIM B HaCTOSIILIEN IpOrpaMmMe;

® PE3IOMHUPOBATH MOJYUYEHHYIO HH(POPMAIHIO;

® APIYMEHTHPOBAHHO MPEACTABIATH CBOIO TOYKY 3pPEHHUS MO OMUCAHHBIM
bakTam 1 COOBITUSM, JIeJaTh BBIBOJIBI;

® BCTyNaTh B KOHTAKT ¢ COOECETHUKOM, MOJICPKUBATh U 3aBeplIaTh Oeceny,
UCIIOJIB3YS a/IeKBaTHbIE peueBbie (POPMYJIbI U IPaBUIIa PEYEBOTO STUKETA;

e 00MeHMBATHCA MPOGECCUOHAIBHON U HenpodeccruonansHO# nHhOopMaIuei
C coOecelHMKOM, BBIpaXKas COTJlacue/Hecorjlacue, COMHEHHUE, YIUBJIICHUE,
npocb0y, COBET; MPEUIOKEHUE U T. I1.;

® y4YacTBOBATh B IUCKYCCHUH MO TEMe/TIpoOIIeMe;

® ApPryMEHTHPOBAHHO OTCTaMBATh CBOIO TOUKY 3PEHUS;



® COYETaTh TUATOTUYECKYIO U MOHOJIOTHYECKYIO (DOPMBI peUH;

® BBLINOJIHATH IMCbMEHHbIE 33JaHUsl K MPOCIYIIaHHOMY, YBHJIEHHOMY,
MIPOYUTAHHOMY, JIOTUYHO M apTyMEHTHPOBAHO M3J1araTb CBOM MBICIH, COOJIOIAs
CTHJIMCTHYECKHE W )KaHPOBBIE OCOOCHHOCTH;

® BIAJICTh HABBIKAMH COCTABJICHUS YACTHOTO U JIEJIOBOTO MHChMA, MPABMIHHO
WCITOJIF30BATh COOTBETCTBYIONINE PEKBU3UTHI M (POPMYIIBI TUCHMEHHOTO OOIIEHUS;

e pedepupoBaTh U aHHOTHPOBATH MPO(ECCHOHATHLHO OPUEHTHUPOBAHHBIE U
OOlIIEHAyYHbIE TEKCThI C YU4E€TOM Pa3HOM CTENIEHU CMBICIIOBON KOMIIPECCHH;

NpUOOpPecTH HABBIKM:

® BEJICHUSA JIEJI0BOM KOPPECTIOHICHIIMM HA UHOCTPAHHOM $I3bIKE;

® MEXKYJIbTYPHOTO OOIICHUS;

® YTCHUS JIUTEPATYPHI IO CIIEIIUATHEHOCTH.

OcBoenue o00Opa3oBaTeIbHOM TMporpaMMmbl MO JUCHUIUIMHE «JlenmoBoe
aIMUHUCTpUpPOBaHME (HA  AHIJIMICKOM  fA3BIKE)»  JIOJDKHO  OOECIEYHTH
dbopMHpOBaHUE CIAEAYIONUX KOMIETEHITUH:

AK-4. YMmeTb paboTaTh CaMOCTOSTENBHO.

AK-8. Obnanath HaBbIKAMH YCTHOW M MUCbMEHHOM KOMMYHUKAIIWU.
CJIK-3. O6nanaTh CIOCOOHOCTBIO K MEKINIHOCTHBIM KOMMYHUKAIIASIM.
CJIK-6. YMmeTh paboTaTh B KOMaHJIE.

o [IK-9. IIpoBOIUTH HEIOBBIE COBEIIAHUS W TEPETOBOPHI, MEPEMUCKY C
3apyOEKHBIMHU TTAPTHEPAMH, TOTOBHUTH PACIIOPSHKCHHUS, TIPOSKTHI IPUKA30B, IJIAHOB
MEPOTIPUATHNA U KOHTPAKTOB.

CornacHo yueOHOMy 1iany YBO Ha uzydeHue JUCHUIUIMHBI OTBEJIEHO BCETO
450 4., B ToMm yncie 204 4. ayAUTOPHBIX 3aHATUN, U3 HUX MMPAKTUYECKUE 3aHATHUSA -

204 4.

Pacnipenenenne ayauTOpHBIX YacOB MO ceMecTpaM IpHUBeAeHO B Tabnwuile 1.

CEMECTP JIEKLUN Jlabopatopusbie | IIpakTuueckue Hroroseiit
3aHATHUSA 3aHATHA KOHTPOJIb
3HaAHUU
3 - - 68 Jud.3auer
4 - - 68 Hud.3auer
S - - 68 Hud.3auer

COIAEPKAHUE JUCIHUIIJINHbI
HauajibHbIi YpOBeHb H3YUYeHHS] HHOCTPAHHOTO fA3BIKA
Tema 1. OcyuiecTBiIeHHE NPOAANK

Bre16op npoaykra unu ycnyru. Kak nponaBate npoaykr. [lokymnka nmpoaykra.
[loBbIlIEHNE U TIOHWKEHUE LEHBI. [Ipe3eHTanus mpoayKTa Ui yCIyTH.




Tema 2. Ilepconan koMIaHuu
Omnucanue kauecTB yenoBeka. KauecTBa, mpucyiume XopouieMy COTpYJHHUKY.
YMeHnue o0mmarbcs. YMEHHE BECTU IIEPErOBOPBI.

Tema 3. PeInku
Tunsl peiHkoB. Kartanor npoaykinuu. BeIyCk HOBOro HpoAyKTa. Y MEHHE
BECTH M Y4aCTBOBATh B IIEPETrOBOPaX.

Tema 4. Komnanun
Crpykrypa komnanuu. IIpe3eHtamusi komnaHuu. Tbhl W KOMITaHWUS.
VY CcnenrHocTh KOMITAHUH.

Tema 5. Toprosis yepe3 UnTepHer
Co3znanue caiita. DnekTpoHHas koMmMepus. [Inansl Ha Oynyiee.

Cpennnii ypoBeHb BJIaIeHUSA HHOCTPAHHBIM SI3BIKOM

Tema 1. KopnopaTtuBHbIe pa3BiiedYeHUs

Kopnoparususie paspinedeHus. OCoOOEHHOCTH KOPIOPATUBHBIX pa3BIICUCHUI
B Jpyrux ctpaHax. llomynspHble Tunbl pasBiedeHuid B BenukoOpuranum.
Typuctuueckuii 6uznec B benapycu.

Tema 2. MapkeTuHr

Mapketunr. Mapketunroseie crparerud. OyHKOUMHM OTAENa MAapKETHHTA.
Cneunamuct no MmapketuHry. Mapketunr mukc (4Ps). Kynbrypa TenedoHHBIX
pPasroBOpOB.

Tema 3. Il1anbl U VIAHUPOBAHME
Nnesa mnanupoBanusi. IlnanupoBanue st pa3BUTUS SKOHOMHKHU. CeKpeTbl
xopoulero rmaanupoBanusi. CoBelanusl.

Tema 4. Ynpasienue kaapamu

[IpoOnembl MeEXKYIbTYpHOTO OOmIeHUs B komnanuu. KoprnopatuBHoe
noBeneHre. KadecTBa W yMeHHUSI OTJIMYHOTO MEHEIKEpa IO YIPaBICHUIO
nepcoHanoM. MIHTepBbIOMPOBAHUE.

Tema 5. Kondumkr
VYnpasnenue koH(pIUKTOM. Poib MeHemkepa B YNpaBICHUU KOHQIUKTOM.
[leperoBopsl 1o yiaaXKMBaHUIO KOHPIMKTOB B KOMITAHUH.

[IpoaBUHYTHIIT yPOBEHDb BJIa/IeCHUSI HHOCTPAHHBIM SI3bIKOM

Tema 1. KyabTypa



Kynbrypa. BaXHOCTP TOHHMMAaHHA COLMOKYJIBTYPHBIX OCOOEHHOCTEU
3apyOeXHBIX CTpaH U 3HAKOMCTBO C OCOOCHHOCTSIMU PAa3JIMYHBIX KYJIbTYp IJIs
YCIIELLIHOTO Be/leHus1 Ou3Heca. PekoMeHaamm 1o BeieHUI0 Ou3Heca 3a pyO0eKoM.

Tema 2. TpyaoycTpoicTBO

OO1iee mpeacCTaBICHUE O XapakTepe MPOPECCHOHAIBHON NeSITeIbHOCTH
CHEIUAINCTa U €€ COLMOKYJIbTYpHBIE OCOOCHHOCTH B COM3YyYaeMbIX CTpaHaXx.
[Tpunstue cneunanucta Ha padboty. [IpoGraemsl, CBsI3aHHBIE C TPYAOYCTPOMCTBOM.
[IpoGnemsbl, cBsi3aHHBIE ¢ TOMOOpOM KaapoB. OTmen mo paboTe C Kaapamwu.
Co3znanne ycioBHi U1l yCIIEIIHOM pabOThl COTPYAHUKOB KOMITAHUU.

Tema 3. Pekiiama
KauectBo pexnambl. [lmanupoBanue pekIaMHbIX KammnaHuil. TexHonoruw,
HCIIOJIb3yeMbIe B pexiiame. [Ipesenranus

Tema 4. IIponaxu
Mexnaynaponnas toproBisi.  WMnpeu riobammuzanuu. I[lpeumymiectBa u
HeJI0cTaTKu Tiobanu3anuu. [leperoBopsl.

Tema 5. KauecTBO npoaykra
Kontponps xauectBa. Ctangaptel kaduectBa. Mueda kadectBa. OOcCiyXKUBaHUE
notpeduteneil. XKanoOsbl.

Tema 6. IdTuka
buznec stuka. Bonpocs! 3Tuku 1 npubbLIb. Pemenue npodiem, CBI3aHHBIX C
ATUKOU MOBEACHUS Ha paboTe.



YUYEBHO-METOANYECKAS KAPTA JUCHUIIJINHBI

HavajbHBIA YPOBEHb U3YYECHHMSI HHOCTPAHHOIO A3BIKA

KomuuecTBo
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1 Sales 34
Discussion
1.1 Buying a product 4 Activity | [1,4]
file
Resource
bank
1.2 | Lower prices, higher 4 Activity | [1,4]
sales file
Resource
bank
1.3 Sales training 4 Audio [7]
company script
1.4 Recommending 4 Text bank | [1,4]
products
1.5 Unusual selling 4 Text bank | [1,4]
methods
Language work
1.6 | Choosing a product or 4 Grammar | [1,2]
a service reference
1.7 Past simple 4 Grammar | [1,2]
Past time references reference
Revision 6 Test
2 People 34
Discussion
2.1 | Types of colleagues 4 Activity | [1,4]
file
Resource
bank
2.2 | Starting a business 4 Activity | [1,4]
file




Resource
bank
2.3 A people problem 4 Activity | [1,4]
file
Resource
bank
2.4 A bad manager 4 Audio [7]
script
2.5 Journey to the job 4 Text bank | [1,4]
2.6 | A successful woman 4 Text bank | [1,4]
2.7 Dealing with 4
problems
Language work
2.7 | Description people 2 Grammar | [1,2]
reference
2.8 | Past simple: negatives 2 Grammar | [1,2]
and questions reference
Question forms
Revision 2 .
3a4€
T
Hroro 3a cemectp 68
cemectp 4
3 Markets 34
Discussion
3.1 | Launch a new product 4 Activity | [1,4]
file
Resource
bank
3.2 Types of market 4 Activity | [1,4]
file
Resource
bank
3.3 The car market 4 Activity | [1,4]
file
Resource
bank
3.4 Cross-cultural 4 Audio [7]
training script
3.5 Travel markets 4 Text bank | [1,4]
3.6 Expanding drinks 4 Text bank | [1,2]
markets
Language work




3.7 Comparatives and 4 Grammar | [1,2]
superlatives much/ reference
a lot, a little/ a bit
Revision 6 Test
4 Companies 34
Discussion
4.1 | Successful companies 4 Activity | [1,4]
file
Resource
bank
4.2 | Natura aims to expand 4 Activity | [1,4]
internationally file
Resource
bank
4.3 | Describing companies 4 Audio [1]
script
4.4 A happy company 4 Text bank | [1,4]
4.5 | The road to success 4 Text bank | [1,4]
Language work
4.6 | Present continuous 10 Grammar | [1,2]
Present simple or reference
present continuous
Revision 4 .
3a4e€
T
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5 The web 68
Discussion
5.1 Using the Internet 8 Activity | [1,4]
file
Resource
bank
5.2 | Plans for the future 8 Activity | [1,4]
file
Resource
bank
5.3 Online business 8 Activity | [1,4]
file
Resource
bank
5.4 | Website effectiveness 8 Audio [1,7]
consultant script
55 Shopping online 8 Text bank | [1,4]




5.6 Online advertising 8 Text bank | [1,4]
Language work
5.7 Internet terms 8 Grammar | [1,7]
Time expressions reference
5.8 | Talking about future 8 Grammar | [1,7]
plans (present reference
continuous and going
to)
will
Revision 4 [1,2,4 | nud.
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1 Entertaining 34
Discussion
1.1 Corporate 6 Activity | [1,2]
entertaining file
Resource
bank
1.2 | Entertain in style 6 Text [1,2]
bank
1.3 Exports on 6 Text [1,2]
corporate bank
entertaining
Language work [1,2]
1.4 Words for 6 Grammar
talking about reference
eating and
drinking




1.5 Multi-word 6 Grammar | [1,2,4]
verbs reference
Revision 4 [1,2,4] Test
2 Marketing 34 [1,2,4]
Discussion
2.1 Ideas about 4 Activity
marketing file
Resource
bank
2.2 Marketing 4 Audio [1,2]
consultant script
2.3 | Marketing mix 4
- the four Ps
2.4 | Luxury brands 4 Text [1,2]
bank
2.5 Advertising 4
campaign
2.6 | Food and drink 4 Text [1,2]
companies bank
Language work [1,2]
2.7 Word 4 Grammar
partnership reference
2.8 Questions 4 Grammar | [1,2,4]
reference
Revision 2 [1,2,4] | niud.3auer
Hroro 3a 68
ceMecTp
cemectp 4
3 Planning 34 [1,2,4]
Discussion
3.1 Planning 4 Activity
file
Resource
bank
3.2| Waysto plan 4 Activity
file
Resource
bank
3.3| The secret of 4 Audio [1,2]
good planning script
3.4 | Planning for 4
economic
development
3.5 | Expansion plans 4 Text [1,2]




bank

3.6 Survival 4 Text [1,2]
problems bank
Language work [1,2]
3.7 Words for 4 Grammar | [1,2]
talking about reference
planning
3.8 | Talking about 4 Grammar
future plans reference
(plan, hope,
expect, would
like, want, going
to; present
continuous)
Revision 2 [1,2,4] Test
4 Managing 34 [1,2,4]
people
Discussion [1,2,4]
4.1 | Qualities and 4 Activity
skills of a good file
manager Resource
bank
4.2 | Young managers 4 Activity
file
Resource
bank
4.3 Skills of 4 Audio
socializing and script
entertaining
4.4 Giving staff 4 Text [1,2]
more freedom bank
4.5 | Improving the 4 Text [1,2]
work bank
environment
Language work [1,2]
4.6 Verbs and 4 Grammar | [1,2]
prepositions reference
4.7 | Reported speech 4 Grammar | [1,2]
reference
Revision 6 .
3a4eT
Hroro 3a 68
ceMecTp
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5 Conflict 68 [1,2,4]
Discussion [1,2,4]
5.1 Managing 10 Activity | [1,2,4]
conflict file
Resource
bank
52| How to cope 6 Activity
with stressful file
situations Resource
bank
5.3 How people 10 Audio
handle conflict script
in your company
5.4 | What can cause 8 Text
conflictina bank
workspace
55| Outsourcing 8 Text [1,2]
conflict bank
Language work [1,2]
5.6 | Word building 8 Grammar | [1,2]
reference
5.7| Conditionals 8 Grammar | [1,2]
reference
Revision 10 mud.
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1 Cultures 34
Discussion
1.1 | The importance 4 Activity | [1,4]
of cultural file
awareness in Resource
business bank
1.2 | Advice for doing 4 Activity | [1,4]
business across file
cultures Resource
bank
1.3 Cultural 4 [1,4]
difficulties in
business
1.4 | The importance 4 Audio [1,7]
of a trainer in script
cultural
awareness
1.5 Cultures and 4 Text [1,4]
outsourcing bank
1.6 US and 4 Text [1,4]
European bank
business cultures
1.7 Problems in 4 [1,4]
cross cultures
communications
Language work
1.8 Idioms for 2 Grammar | [1,2]
talking about reference
business
relationships
1.9 Modals of 2 Grammar | [1,2]
advice, reference
obligation and
necessity
1.10 Revision 2 Test
2. Employment 34
Discussion
2.1 The most 4 Activity | [1,4]
important file
qualities for Resource
getting a job bank
2.2 | Bestand worse 4 Activity | [1,3,4]
experiences at file




work Resource
bank
2.3 | Retaining good 4 Activity | [1,4]
staff file
Resource
bank
2.4 | The recruitment 4 Audio [1,7]
process script
2.5 | Asking for arise 4 Text [1,5]
bank
2.6 Spending the 4 Text [1,4]
company’s bank
money
2.7 Managing 4
meetings
Language work
2.8 Words to 2 Grammar | [1,2,8]
describe the reference
recruitment
process and
personal
character
2.9 Indirect 2 Grammar | [1,2,8]
guestions and reference
statements
Revision 2 ud.3a4er
Hroro 3a 68
ceMecTp
cemectp 4
3 Advertising 34
Discussion
3.1 Authentic 4 Activity | [1,4]
advertisements file
Resource
bank
3.2 | Good and bad 4 Activity | [1,5]
advertising file
practices Resource
bank
3.3 Advertising 4 [1,4]
media and
methods
3.4 Successful 4 Activity | [1,4]
advertising file




Resource

bank
3.5 Advertising 4 Audio [1,7]
agency script
3.6 Planning 4 Text [1,5]
advertising bank
campaigns
3.7 Should 2 Text [1,5]
advertising to bank
children be
banned?
3.8 Presentations 2
Language work
3.9 Words and 2 Grammar | [1,2,8]
expressions for reference
talking about
advertising
3.10 | Articles: a, an, 2 Grammar | [1,2,8]
the, zero articles reference
Revision 2 Test
4 Trade 34
Discussion
4.1 Ideas about 4 Activity | [1,4]
globalization file
Resource
bank
4.2 | Fair trade, free 4 Activity | [1,5]
trade file
Resource
bank
4.3 Expert on 4 Audio [1,7]
negotiation script
4.4 Negotiating 4
techniques
4.5 Trade and 4 Text [1,4]
textiles bank
4.6 Questioning 4 Text [1,4]
globalization bank
Language work
4.7 Words for 4 Grammar | [1,6]
talking about reference
international
trade
4.8 Conditions 4 Grammar | [1,2]




reference

Revision 2 nud.3a4er
Hroro 3a 68
ceMecTp
CEMECTD 5
5 Quality 34
Discussion
5.1 | ldeas of quality 4 Activity | [1,4]
file
Resource
bank
5.2 | Quality control 4 [1,5]
and customer
service
5.3 | Old-fashioned 4 Activity | [1,6]
quality file
Resource
bank
5.4 Principles of 4 Audio [1,7]
quality script
5.5 | Quality studies 4 Text
bank
5.6 Complains 4 Text [1,6]
bank
Language work
5.7 Words for 4 Grammar | [1,2]
talking about reference
quality control
and customer
service
5.8 Gerunds and 4 Grammar | [1,2]
infinitives reference
Revision 2 Test
6 Ethics 34
Discussion
6.1 Questions of 4 Activity | [1,4]
ethics at work file
Resource
bank
6.2 Unethical 4 Activity |[1,4,5]
activities file
Resource
bank
6.3 | Business ethics 4 Activity | [1,4,5]




B~ w

&

file
Resource
bank
6.4 | Problem solving 4 Audio [1,7]
script
6.5 Industrial 4 Text [1,4,5]
espionage bank
Bribery and Text [1,3]
corruption bank
Language work
6.6 Words to do 4 Grammar | [1,2]
with honesty or reference
dishonesty
6.7 | Narrative tenses 4 Grammar | [1,2]
reference
Revision 6 ud.3a4er
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CpencrBa IMarHoCTUKH

O1eHKa ypOBHsI 3HAHUW CTYJEHTa MPOU3BOJIUTCS MO AECATUOAIIBHOM LIKae
B COOTBETCTBUM C KPUTEPUSMH, YTBEPKIECHHbIMU MUHHCTEPCTBOM 00pa30BaHUs
PecnyOiuku benapyce.

JIns  OLEHKM  JOCTMXKEHUM  CTyJEHTa  MCHOJIB3YETCA  CIEAYIOIIUI
JIMarHOCTUYECKUM UHCTPYMEHTAPUU:

— YCTHBIM ¥ MMCBMEHHBINM OIPOC BO BPEMS NMPAKTUYECKUX 3aHATHH;

— IMPOBEJEHUE TEKYUIMX KOHTPOJIBHBIX Pa0OT (3aJaHuil) MO OTAEIbHBIM
TEMaM;

— 3alIMTa BBINOJHEHHBIX Ha IPAKTUYECKUX 3aHATUAX WHIUBUIYAIBHBIX
3aJIaHUI;

— TIEPEBOJI TEKCTA C PYCCKOTO S3bIKA HA AHTJIMICKUH S3BIK;

— MPOBEJEHUE TEKYIIMX KOHTPOJIbHBIX OMPOCOB IO OTJAEIbHBIM TEMAM

— TOATrOTOBKA IPE3EHTALMI HA HHOCTPAHHOM SI3BIKE;

— TECTBI U TECTOBBIE 33JJaHUS;

— caava nu¢gdepeHIpOBaHHOTO 3a4eTa MO JUCHUTUIUHE.

MeToabl U TEXHOJIOTUH 00YYeHUS

B uyucne sddexkTuBHBIX NETArormuecKuxX TEXHOJOTUH, CHOCOOCTBYIOIINX
BOBJICUEHUIO CTYICHTOB B MIOMCK U YIPABJICHUE 3HAHUSIMU, IPUOOPETEHUIO OIBbITA
CaMOCTOSITEJIbHOTO ~ PEIICHUs]  PEUYEMBICIUTENbHBIX  3a/ad, PEKOMEHAYeTCs
UCITIOJIb30BATh:

- TEXHOJIOTHH MPOOJIEMHO-MOIYJIBHOTO 00yUYEHUS;

- TEXHOJIOTMH Y4€OHO-UCCIeI0BATENbCKON AEATENBHOCTH;

- IPOEKTHBIE TEXHOJIOTHH;

- KOMMYHHMKATHBHBIE TEXHOJIOTUM (IUCKyCCHs, TMpecc-KoH(pepeHIws,
MO3TOBOM IITYpM, yueOHbI€ 1e0aThl U JPYrUe aKTUBHbIE (DOPMBI U METO/IbI);

- METO]1 KEHCOB (aHAJIU3 CUTYAIlUN);

- UTPOBBIE TEXHOJIOTMH, B PAMKaX KOTOPBIX CTYAECHTHI YUYaCTBYIOT B POJIEBBIX,
UMUTAIIMOHHBIX UTPaxX U JIp. HA aHTJIMHCKOM SI3bIKE.

Jlnsg  ynpaBieHuss y4yeOHBIM MPOLIECCOM M OpTraHM3allid  KOHTPOJIBHO-
OLICHOYHOM  JeATeNbHOCTH  MeJaroraM  peKOMEHAYETCS  HCIOJIb30BaTh
pEUTUHIOBBIE,  KPEAUTHO-MOAYJIBHBIE  CHCTEMbl  OIGHKM  Y4eOHOHl  u
UCCIIEIOBATENIbCKOM  JESITENbHOCTH  CTYJEHTOB,  BapUaTUBHBIE  MOJEIHU
YIPABISIEMOM CAMOCTOSITENBHOU PadOThI, y4eOHO-METOAMUECKIE KOMILICKCHI.

B memsax <¢dopmupoBaHHMS COBpPEMEHHBIX  COIHMANBHO-TUYHOCTHBIX U
COLIMANIBHO-TIPO()EeCCHOHATBHBIX KOMITETEHLMN BBITYCKHUKA By3a LIEIECO00pa3HO
BHEJPATh B TMPAKTUKY MPOBEACHUS CEMHUHAPCKUX W TPAKTHUYECKHUX 3aHATUH
METOJIMKHA aKTUBHOTO O0yUYEHUs, TUCKYCCHOHHBIE ()OPMBI U T.II.
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B uucne coBpeMEHHBIX TEXHOJIOTHM, HAIMPaBJICHHBIX Ha CaMOpeaIH3aluio
JUYHOCTH, PEKOMEHIYETCS UCII0Ib30BaATh:

- NPOEKMHYI0  MEeXHONI02ul0,  TPEACTABIAIONIYI0  CaMOCTOSITENIbHYIO,
JIOJITCOCPOYHYIO TPYHIOBYIO paboTy 1Mo TeMe-mpoliieMe, BBIOPAHHYIO CaMUMU
CTYJIEHTaMH{, BKJIIOYAIOIIYI0 TOMUCK, OTOOp W opranuzanuio uHdopmanuu. B
npoiiecce paboThl HaJl MPOEKTOM PEUYEBOE WHOS3BIYHOE OOIIEHUE «BIUIETEHO B
MHTEJUIEKTYalIbHO-OMOILIMOHAJIBHBIM KOHTEKCT APYTON AEATEIHHOCTIY;

- Kelc-mexHonio02ul0, OCHOBY  KOTOPOM  COCTaBJSIIOT  OCMBICIICHUE,
KPUTHYECKU aHajJu3 U peIlIeHHe KOHKPETHBIX COIUalbHBIX MpobieMm. Keiic-
TEXHOJOTHsI  TO3BOJSIET OPraHM30BaThb OOYYCHHE  AHTJIMACKUM  SI3BIKOM,
OPUEHTUPOBAHHOE HA PA3BUTHE CHOCOOHOCTH CTYAECHTOB PEIIATh ONpPEIEICHHBIE
KU3HEHHBIC CUTYyallud, Ba)XHbIE MOBCEIHEBHbIC MPOOJEMBI, C KOTOPHIMH OHHU
HEIMOCPEICTBEHHO CTAJIKUBAIOTCS B KU3HU;

- cumynayuro, KOTopas TPUMEHUTETbHA K MpodecCHOHANIBHOU JIEKCHKE,
OpeCTaBIsIeT CcOO0OW  Moapa)kaTelbHOE,  pa3bllPaHHOE  BOCIPOU3BEICHUE
MEXJIMYHOCTHBIX KOHTAKTOB, OPTaHW30BAHHBIX BOKPYI MPOOJIEMHON JEIOBOM
CUTYallMH, MAKCUMAIBHO MPUOJIMKEHHOMN K pealIbHOM;

- MexXHOoNI02Uul0 00y4eHuss 8 compyoHuyecmae, MPEANONarapIlylo CO3JaHue
YCIIOBUH JIJIsl aKTUBHOM COBMECTHOM yueOHOMU JEATEIbHOCTU CTYACHTOB B Pa3HbIX
YU4EOHBIX CHUTyalUsiX. JTO OoOyueHHEe B IpOLEcce OOIIEHUS CTYIEHTOB JAPYT C
JIpyroM W C MpernojaBaTesieM MPU HAIWYUU OOIIeH MeMu W WHAUBUIYaJIbHOU
OTBETCTBEHHOCTH Ka)JI0r0 4J€Ha IPYMIbl 32 COOCTBEHHBIN BKJIaJ B oOlee Aelo,
32 BBIIIOJIHEHUE OOIIEro 3aJaHus;

- mexHono2ur 0ebamos, MPECTABISAIONIYI0 CO00M MOJEMUUYECKUN AUaJor,
NPOXOMSIINNA IO ONPEACICHHOMY CIEHAapHI0 M HMMEIOIUN Lenblo yOekaeHue
TPEThEU CTOPOHBI — CYACH WU ay TUTOPUU;

- KOMNbIOMeEPHble MEeXHOA02UU, TTPEATIOIATraoIINe IUPOKOE UCIOJIb30BAaHUE
WHTEPHET-PECYPCOB M MYJIBTUMEIUUHBIX 00ydaronmx nporpamm. KoMmbroTepHbie
TEXHOJIOTUM TIO3BOJIAIOT HWHTEHCU(UIIMPOBATH U AaKTUBU3UPOBATH Y4eOHO-
NO3HABATEJIbHYIO JESATENBHOCTh CTYJIEHTOB, 3()PEKTUBHO OpraHuM3oBaTh U
CIUIAHUPOBATh CaMOCTOSITENIbHYI0 pabOTy, COBEpPUICHCTBOBATH KOHTPOJIBHO-
OIICHOYHBIE (PYHKITNHU (KOMIIBIOTEPHOE TECTUPOBAHUE).

Opranuszanus caMoOCTOATEIbLHON PadoThI CTYICHTOB
B xone opraHuzaiuu camMoCTOSATEIbHON paboThl CTYJEHTOB MpPEnoaBaTeb
OCYUIIECTBIISIET KOHTPOJIb IIPU MOATOTOBKE BCEX CTAAUN MPE3EHTALAM.
CTyfeHTbl  OCYHIECTBISIIOT TMOUCK JOMOJHUTENbHOW HWHGOpMAIUU B

HNHTepHeTe o TeMaM 3aHITUH.

KoMmnboTepHbie MPOrpaMMbl, 3JIeKTPOHHbIE Y4e0OHO-METOAUYECKHE MOCOOUSs

Ne PerucrpanmoHHbIi
HaumenoBanue JU ABTOp pan
n/n HOMeEp
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Past simple; past time references

Past simple: negatives and questions; question forms
Comparatives and superlatives much/ a lot , a little/ a bit

Present continuous

Present simple or present continuous

Talking about future plans (present continuous and going to) will

Past simple



Forms
With most verbs the past tense is formed by adding -ed:

call >> called; like >> liked; want >> wanted; work >> worked

But there are a lot of irregular past tenses in English. Here are the most common
irregular verbs in English, with their past tenses:

Infinitive irregular past
be was/were
begin began
break broke
bring brought
buy bought
build built
choose chose
come came
cost cost
cut cut

do did
draw drew
drive drove
eat ate
feel felt
find found
get got
give gave
go went
have had
hear heard
hold held
keep kept
know knew
leave left
lead led

let let

lie lay
lose lost
make made
mean meant
meet met
pay paid
put put

run ran
say said

sell sold



send sent

set set

sit sat
speak spoke
spend spent
stand stood
take took
teach taught
tell told
think thought
understand understood
wear wore
win won
write wrote
Use

We use the past tense to talk about:
something that happened once in the past:

| met my wife in 1983.

We went to Spain for our holidays.

They got home very late last night.
something that happened again and again in the past:
When | was a boy | walked a mile to school every day.
We swam a lot while we were on holiday.

They always enjoyed visiting their friends.
something that was true for some time in the past:

| lived abroad for ten years.

He enjoyed being a student.

She played a lot of tennis when she was younger.

we often use phrases with ago with the past tense:

I met my wife a long time ago.

Questions and negatives

We use did to make questions with the past tense:

When did you meet your wife?
Where did you go for your holidays?



Did she play tennis when she was younger?
Did you live abroad?

We use didn’t (did not) to make negatives with the past tense:

They didn’t go to Spain this year.
We didn’t get home until very late last night.
I didn’t see you yesterday.

Comparatives and superlatives much/ a lot , a little/ a bit

When we want to talk about similarities and differences we can use adjectives in
their comparative forms ...

Max is taller than Judy.

You’re more intelligent than me.

or we can use (not) as (adjective) as

Her hair is as long as mine.

This one’s not as interesting as his first book. Remember that ‘not as interesting as’
means ‘less interesting than'.

We can also use expressions like different from, similar to and the same as.

She’s very different from her sister. They’re very different.

Sri Lankan food is similar to Indian food. They’re similar.

Andrew is the same age as Lily. Their ages are the same. We use same with nouns.

Modifying comparisons
A big difference — much, a lot, far

We can modify comparative adjectives to show that there is a big difference
between things.

Sales in July were much higher than sales in June.

She’s a lot taller than you.

This one’s far more expensive than the blue one.

We can also say that things are completely or totally different from each other.
They may be twins but they’re completely different from each other.

A small difference — slightly, a little, a bit, not much

We can show there is a small difference.

Sales in August were slightly lower than sales in July.
You’re a bit younger than me.

These are not much more expensive than those.



No difference — exactly, more or less, roughly

We can show that there is no difference or almost no difference.
He’s exactly the same age as me. ( No difference)

The figures for December are more or less the same as the figures for November.

(a tiny difference)

PRESENT CONTINUOUS

To form a sentence in the Present Continuous, you have to: know the proper

conjugation of the auxiliary verb .
Declarative Sentences

Person Singular Plural
First | am We are
Second You are You are
Third He/she/it is They are
add the "ing" suffix to the verb (to form the present participle of the verb).
Examples:
try + ing = trying
go + ing = going
Contracted forms (more)
| +am=1'm
IS + not = isn't
are + not = aren't
he +is = he's
she + is = she's
it +is=it's
Subject Verb + ING
e.g. he, she, a + ISTARE e.g. walking,
dog, etc. going, taking,
etc.
Examples
| am reading a book.
They are swimming in the sea.
I am having my first driving lesson this week.
He's studying to become lawyer one day
She is always asking me stupid questions.
Questions
Subject Verb + ING
IS/ARE + e.g. he, she, a e.g. walking,
dog, etc. going, taking,
etc.

Examples




Is she eating my cake now?

Are they having the party on Friday or Saturday?
Are you meeting David today?

Is Mary having breakfast now?

Negative Sentences

Subject Verb + ING

e.g. he, she, a + IS NOT / ARE + e.g. walking,

dog, etc. NOT going, taking,
etc.

Examples

He isn't joking.

We aren't waiting for my uncle.

He is not going to school tomorrow.

Use

The Present Continuous is mainly used to express the idea that something is
happening at the moment of speaking. The Present Continuous also describes
activities generally in progress (not at the moment). Another use of the tense is to
talk about temporary actions or future plans.

1: Present Actions

Most often, we use the Present Continuous tense to talk about actions happening at
the moment of speaking.

He is eating a dinner.

Mary is talking with her friends.

They are swimming in the pool.

There is a certain group of verbs that usually does not appear in the Continuous
form. They are called Stative (State) Verbs, and if used in the Continuous form,
they have a different meaning.

Non-action Verbs

Use of senses see, hear, smell, taste, sound, seem, appear, look,
feel
Mental state know, believe, understand, doubt, feel (= have an

opinion), suppose,

think (= have an opinion), imagine, realise,
remember, recognise, forget, see (=
understand), want, wish, understand

Emotional State like, love, prefer, desire, hate, dislike, detest, want

Communicating &
causing reactions (dis)agree, appear, look (= seem), mean, seem, surprise,
impress, promise

Other be, need, cost, contain, consist, wish, keep, belong,
concern, matter, include, own, owe, weigh (= have weight), fit, have
(= possess), depend

Examples:
| think you look pretty today. meaning: Opinion




I'm thinking of moving to San Francisco. meaning: Act of thinking

2: Temporary Actions

This tense is also used for activities continuing only for a limited period of time.
I'm riding a bike to get to work because my car is broken. Temporary Action (His
car will soon be repaired)

They are not talking with each other after the last argument. Temporary Action
(They will soon make up)

Mary is working at McDonald's. Temporary Action (She is working there only
during the summer holidays)

3: Longer Actions in Progress

We also use the Present Continuous when we are in the middle of doing something
time-consuming (i.e. something that takes time to complete). An example of such
an activity is writing a book, saving money or studying for an exam.

They are working hard to earn money.

| am training to become a professional footballer.

Mike is studying hard to become a doctor.

Elizabeth is currently writing a children's book titled I am the World.

4: Future (Personal) Arrangements and Plans

Sometimes we use the Present Continuous to show that something is planned and
will be done in the near future.

I'm meeting Katie in the evening.

He's flying to Rome in September.

We're not going anywhere tomorrow.

5: Tendencies and Trends

This tense is also used for expressing tendencies or trends.

Our country is getting richer.

The Internet is becoming less of a novelty.

The Universe is expanding.

6: Irritation or Anger

And the last use of this tense is to express irritation or anger over somebody or
something in the present with adverbs such as: always, continually or contantly.
She is continually complaining about everything!

Johny is always asking stupid questions!

My boss is contantly critising me!

PRESENT SIMPLE OR PRESENT CONTINUOQUS

1. A significant difference between these two tenses is we use the simple present
tense for things that are permanent or are in general and the present progressive
tense for things that may change or are temporary.

Compare:

Permanent Temporary

Simon lives in Birmingham. Simon is living with his friends for
now.

James smokes. James is smoking in the kitchen.

We walk to work. We're walking in the park.




| 1 speak English. | 1 am speaking English right now. |
2. Verbs that we don't use in the Continuous Tense
Another difference is that there are some verbs in English that we don't use in the
progressive tense. These include:
Belong - Cost - Hate - Have (possession) - Hear - Know - Like - Love - Need -
Own - Remember - Seem - Smell - Understand — Want
3. Different Meanings
In questions the same verb can change the meaning depending on if it is in the
present or the present progressive tense.
Differences in meaning of verb

Statement Meaning

What do you do? What is your job?

What are you doing? What are you doing at the moment?
What do you read? What do you like to read?

What are you reading? What are you reading right now?

TALKING ABOUT THE FUTURE: GOING TO/ WILL

To be going to

Going to is not a tense. It is a special structure that we use to talk about the future.
going to is used in talking about intentions. (An intention is a plan for the future
that you have already thought about.)

The structure of going to is:

subject + be + going + to-
infinitive

The verb be is conjugated. Look at these examples:

subject be going to-infinitive

I am going to buy a new car.

I 'm not going to go swimming.

He IS going to take the exam.

It IS going to rain.

Are you going to paint the house?

How do we use going to?

1. going to for intention

We use going to when we have the intention to do something before we speak. We
have already made a decision before speaking. Look at these examples:

Jo has won the lottery. He says he's going to buy a Porsche.

We're not going to paint our bedroom tomorrow.

When are you going to go on holiday?



In these examples, we had an intention or plan before speaking. The decision was
made before speaking.

2. going to for prediction

We often use going to to make a prediction about the future. Our prediction is
based on present evidence. We are saying what we think will happen. Here are
some examples:

The sky is very black. It's going to snow.

It's 8.30! You're going to miss your train!

| crashed the company car. My boss isn't going to be very happy!

In these examples, the present situation (black sky, the time, damaged car) gives us
a good idea of what is going to happen.

Will

We normally use WILL to speak about the future. It is always combined with
another verb.

Since WILL is classified as a modal verb (like can, would, could, should) it has the
same characteristics:

It does not change in the third person (i.e. he, she, it)

It is always combined with another verb in the base form (i.e. without 'to")
We don't use it with 'Do" in questions or negatives.

Examples of Will:

I will go to the cinema tonight.

He will play tennis tomorrow.

She will be happy with her exam results.

They will take the bus to the South next week.

When to use WILL

We use WILL in the following circumstances:

1. For things that we decide to do now. (Rapid Decisions)

This is when you make a decision at that moment, in a spontaneous way.
I'll call a taxi for you.

| think we'll go right now. (I just decided this right now)

Which one? Um, | will have the chicken sandwich please.

2. When we think or believe something about the future. (Prediction)
This can be based on personal judgement or opinion.

The President will not be re-elected at the next election.

| think it will rain later so take an umbrella with you.

| think you will find the movie interesting.

Notice how you often use "I think..." before the subject + will.

3. To make an offer, a promise or a threat.

You look tired. I'll finish the dishes for you.

| will do my best to help you.

If you say anything I will kill you!

| will have it ready by tomorrow.

I'll drive you to work if you want.

Don't worry, 1 won't tell anyone. (won't = will not)




4. For a habit that is a predictable behaviour

My daughter will fall asleep as soon as she is put into bed.

He will give up if he starts losing. He always does that.

5. You use WON'T when someone refuses to do something.

| told him to clean his room but he won't do it.

She won't listen to anything | say.

Negative Sentences with WILL

In the negative, we add NOT to the end of WILL and not to the main verb. (= will
not)

Examples:

I will not be in the office tomorrow. (correct)

I will be not in the office tomorrow. (Incorrect)

They will not stay here. (correct)

They will stay not_here. (Incorrect)

Contractions

It is possible to use contractions in both positive and negative sentences.
With positive contractions WILL becomes 'LL and is joined to the subject:
Positive Contraction

I will I'll
You will you'll
He will he'll
She will she'll
It will it'll
We will we'll
You will you'll
They will they'll

With negative contractions, will not becomes won't:
Negative Contraction

I will not I won't

You will not you won't

He will not he won't

She will not she won't

It will not it won't

We will not we won't

You will not you won't

They will not they won't

Questions

To form a question using WILL, we reverse the order of the subject and WILL.:

Question

Will he be here
tomorrow?

WILL Subject Verb

Future tenses




There are several different ways in English that you can talk about the future. This
page is an introduction to the most important ones:

- Predictions/statements of fact

- Intentions

- Arrangements

- Scheduled events

1.Predictions/statements of fact

The auxiliary verb will is used in making predictions or simple statements of fact
about the future.

The sun will rise at 6.30 tomorrow.

Lunch break today will be 10 minutes longer than usual.

In the year 2050 all students will have their own computers in school.
If you help me, I will help you.

Do you think she will come soon?

You won't pass your exams if you don't start working harder.

| know my parents won't let me go to the party.

Will it snow for Christmas?

| know she's sick, but will she be back in school tomorrow?

2. Intentions

The auxiliary verb going to is used in talking about intentions. (An intention is a
plan for the future that you have already thought about.)

We're going to buy a new car next month.

I'm going to work in a bank when | leave school.

In the new year I'm going to stop eating so much junk.

He's not going to go to the dance. He's got too much work.

I'm not going to watch TV until my science project is finished.

Are you going to play basketball after school?

What are you going to have for lunch today?

Note: going to is often used in the past tense to talk about an unfulfilled intention.
Examples: | was going to study for my grammar test, but | had no time. / He was
going to call you, but he couldn't find his mobile phone. / My grandmother was
going to visit us, but she fell and broke her arm.

3.Arrangements

The present continuous tense is used in talking about arrangements. (An
arrangement is is a plan for the future that you have already thought about and
discussed with someone else.)

I'm meeting my mother at the airport tomorrow.

Our grandparents are visiting us this Christmas.

Sorry, | can't stay after school today; I'm playing tennis with Jun-Sik.

My sister's going to the dentist tomorrow.

I'm not returning home for the holidays, so | can come to your party after all!

Are you doing anything on Sunday morning?



Do you know if he is going to the dance with Maiko next week?

4. Scheduled events

The present simple tense is usually used to refer to future events that are
scheduled (and outside of our control).

Hurry up! The train departs in 10 minutes.

| leave Frankfurt at 5 o'clock in the morning and arrive in New York

at midnight the next day.

She has an appointment with the headmaster after school today.

There's no need to hurry. The train doesn't leave for another 30 minutes.

When does the meeting begin?

Cpeonuit ypoeens 61a0eHuss UHOCMPAHHBIM A3bIKOM



Multi-word verbs

Questions

Talking about future plans (plan, hope, expect, would like, want, going to; present
continuous)

Reported speech

Conditionals

Multi-word verbs

There are very many multi-word verbs (sometimes called phrasal verbs) in English
and it’s very difficult to learn them all. It can sometimes be quite easy to guess the
meaning (He picked up the pencil) but other multi-word verbs are less easy to
guess (I picked up Italian quite easily when I lived there) and you should look them
up in a good dictionary. When you record new multi-word verbs in your notebook
it can be helpful to record what type they are.

Multi-word verbs are made up of a verb and a particle or, sometimes, two
particles.

Separable
He cut the tree down.
He cut down the tree.

With separable verbs the verb and particle can be apart or together — the meaning
doesn’t change.

Look at another example:
Can you turn the radio down please?
Can you turn down the radio please?

However, when we use a pronoun — usually ‘it” in place of the subject — it must
come between the verb and the particle in separable multi-word verbs.

Can you turn it down please?

Can you turn down it please? is NOT possible.

Non-separable
Who looks after the baby when you’re at work?

In non-separable verbs the verb and particle cannot be separated.
Who looks the baby after is NOT possible.

When there is a pronoun the verb and particle remain together.



Who looks after her when you’re at work?

With two particles
Who came up with that idea?
I don’t know how you put up with it.

There are a few verbs with two particles and they act like inseparable multi-word
verbs.

Intransitive
What time do you get up?
The plane took off and rose into the sky.

Intransitive verbs do not have an object. Multi-word verbs can also be intransitive.

Questions

Yes/No questions

Is he a teacher? Yes he is.

Can you swim? No, | can’t.

Have they got a car? Yes they have.

To form yes/no questions where there is an auxiliary verb or a modal verb, we
invert the word order of a positive sentence. (He is a teacher > Is he a teacher?)

Do you eat fish? No I don’t.

Does she know you. Yes she does.

When there is no auxiliary verb we use ‘do’ to form the question.
With question words

The same rules apply when there is a question word (‘what’, ‘where’, ‘when’,
‘why’, ‘who’, ‘which’, ‘how’, ‘how much’, ‘how many’)

Where is the hotel?

What can you smell?

Who has just arrived?

Where there is an auxiliary or modal verb, that verb is used to form the question.
How did you get here?

When do your parents get back?

How much does it cost?

Where there is no auxiliary verb, we use do.



Ok wh e

Subject/Object questions

Sometimes you might see questions like this.
Who broke the window?

What happened next?

Who told you that?

There is no auxiliary verb and the word order is not inverted.

These are called subject questions — because the question word is the subject of
the sentence.

Look at these two questions.
Who does Romeo love? Romeo loves Juliet.
Who loves Romeo? Juliet loves Romeo.

In the first question, Romeo is the subject of the verb.
In the second question ‘who’ is the subject and Romeo is the object.

FUTURE PLANS

The future can be expressed in several ways in English. Here are the different
possibilities:

Future Simple: will + base form of the verb

Be Going To: am, is, are + going to + base form of the verb

Shall: Shall + subject + base form of the verb?

Future Progressive: will be + verbing

Present Simple and Present Progressive with Future Meaning

Time expressions in the Future Tense

There are several time expressions that are used in all of the different forms of the
future tense. They are generally used at the end of the sentence or question. The
most common are: tomorrow, next week (Sunday/month/year), in two days (weeks,
months years), the day after tomorrow.

Future Simple: Will + Base Form of the Verb

This form is used to:

1.Describe a simple action in the future:

She ‘Il write the e-mail after lunch.

Alice won't help us decorate for the party.

2.Make a prediction or give a warning:

Don'’t lift that. You ‘Il hurt yourself

If you don'’t finish the bid, the boss won't give you a raise.

3.Make a spontaneous decision:

You dropped your purse. 1°ll get it.

subject | Positive will | Negative won’t |Rest  of  the|




sentence
I /You/We/They |will Won't see
He / She / It will Won't see

Contractions

In general, use the contracted forms of the pronoun + will:

[ will > I’ll / he will > he’ll / she will > she’ll / you will > you’ll / we will > we’ll
/they will > they’ll

Ex. I'll see you tomorrow. / You'll get the answer by post.

Try to use the short form won’t instead of will not

Ex. I won’t see you tomorrow.

Save the long forms for when you want to create emphasis in spoken Englsih or
when writing formal texts.

Ex. You will not do that again! / His hypothesis will not stand up to their criticism.
Yes/No Questions in the Future Simple

To create a question that will be answered with a yes or no, use Will (or Won’t) +
subject + base form of the verb.

Will subject base form of the | rest of sentence
verb
Will (Won’t) I /You/We/ They send that fax for me
He / She / It

Will Dave burn the CD for you?

Won't the girls be late for the party?

Wh- Questions in the Future Simple

Wh- questions are questions that require more information in their answers.
Typical wh- words are what, where, when, why, who, how, how many, how much.
To form a Wh-question use: Wh-word + will (or won’t) + subject + base form of
the verb.

Wh word | Will subject base form of the | rest of sentence
verb

What wili you tell him

Why Won'’t he send The letter

When will he give you an answer?

Why won'’t you tell him the truth?

Future — Be Going To

We usually use am, is or are + going to + the base form of the verb to talk about
actions in the future that have already been decided on.

subject To be going to verb Rest of the
positive negative sentence
I Amgoingto | Am not going
to buy some clothes
He/She/lt |is Is not tomorrow
You / We [/ |are Are not
They




Dan'‘s going to take the order over to the customer.

The girls are going to sing ‘Amazing Grace’ now.

They aren’t going to buy the house.

I am not going to make dinner tonight. We're going out to a restaurant.

Yes/No Questions — Be going to

To ask a question that will be answered with either a yes or no, start with Am, Is or
Are (or isn’t/aren’t for negative questions), then choose a subject (the person or
thing doing the action), followed by going to + the base form of the verb.

Am | going to feel bad about my decision?

Is he going to watch the film tonight?

Are you going to participate in the race tomorrow?

Wh-Questions — Be Going To

Wh- questions are questions that require more information in their answers.
Typical wh- words are what, where, when, which, why, who, how, how many, how
much.

To create a wh-question, start with the wh-word, then add am, is or are, then the
subject (a person or thing that will be doing the action), going to and the base form
of the verb.

How much is the computer going to cost?

Why aren’t you going to buy that car?

Future: Shall

Shall is used with the subjects | and we to make suggestions or to offer to do
something for someone. It is always used in the form of a question.

shall subject verb Rest of the
sentence
Shall I/we send Out for pizza

Shall we go for a walk?

Shall I help you with that?

The use of shall to mean will is formal English and is not commonly used today.
Future Progressive (Continuous) — will + be + verbing

Spelling Tip

Verbing (Present Participle)

Add ing to most verbs. Ex. play > playing, cry > crying, bark > barking

For verbs that end in e, remove the e and add ing. Ex: slide > sliding, ride > riding
For verbs that end in ie, change the ie to y and add ing. Ex: die > dying, tie > tying
For a verb whose last syllable is written with a consonant-vowel-consonant and is
stressed, double the last letter before adding ing. Ex: beg > begging, begin >
beginning. However: enter > entering (last syllable is not stressed)

We use will/wont + be + verbing (present participle) when we know that an action
will be in progress at some time in the future or to describe something that has
been pre-arranged.

subject Will/won’t +be+verb-ing Rest of the
Positive sentence
Negative

| / You / We /]| will be waiting | won’t be | For you




They waiting
He /She/ It

Don’t phone me before 12:00. I will be meeting with a client.
You can take my car tomorrow. I won'’t be using it.

This time next year, we will be living in our new home.
Yes/No Questions in the Future Progressive (Continuous)

To ask a question that will be answered with either a yes or no, start with Will or
Won’t, then choose your subject (the person or thing that will be doing the action),
followed by be + verbing (present participle).

Will/won’t subject Be+verb-ing Rest of the
sentence
Will I be exhibiting at the show next
he / she /it month
Won'’t you / we / they be coming to the wedding on
Sunday

Will Allen be participating in the science fair next week ?

Won't you be visiting your mother when I'm in town?

Wh-Questions in the Future Progressive (Continuous)

Wh- questions are questions that require more information in their answers.
Typical wh- words are what, where, when, which, why, who, how,

To create a wh-question, start with the wh-word, then will +the subject (a person or
thing that is doing the action), followed by be + the ing ( present participle) form
of the verb.

Where will he be waiting for me?

How will you be travelling to the exhibition?

Present Simple and Present Progressive with Future Meaning

The present simple tense may be used to express the future in order to talk about
plans in the near future.

Her bus leaves at 6:00 Tuesday morning.

The present progressive tense may be used to express the future especially when
you want to talk about plans arranged in advance. It is common to use it with verbs
of movement.

I'm turning in my History assignment tomorrow morning.

Tag Questions in the Future Tense

Tag questions are those short questions that are tagged onto the end of a sentence.
They are used just to make sure the person you’re talking to understood what you
meant or to emphasize what you said.

They’re formed by using a positive sentence in the future tense forms and adding
an appropriate auxiliary (helping) and a pronoun (I, you, we, they, he, she, it) and a
question mark.

John will call her tomorrow, won 't he?

All those girls will be sitting quietly, won't they?

You’re coming over tonight, aren’t you?

That bee is going to sting me, isn’t it?




You may also add a positive tag when you’re using a negative sentence.
Carey won't report me, will she?

The kids aren 't going to play soccer tomorrow, are they?

You’re not working tomorrow, are you?

REPORTED SPEECH

Reported speech means that someone's words (direct speech) are reported in the
form of indirect speech. Sentences with reported speech are complex sentences
with object subordinate clauses, and the rules of the sequence of tenses govern
them in the same way as in other sentences of this type.

Direct and indirect speech give us a great opportunity to understand how the rules
of the sequence of tenses work. For comparison, the examples in the material
below are given in pairs: the first sentence in each pair is in direct speech, and the
second sentence is the same sentence in indirect speech.

We use a 'reporting verb' like 'say' or 'tell'. If this verb is in the present tense, it's
easy. We just put 'she says' and then the sentence:

Direct speech: “I like ice cream”.

Reported speech: She says (that) she likes ice cream.

We don't need to change the tense, though probably we do need to change the
‘person’ from 'I' to 'she’, for example. We also may need to change words like 'my"'
and 'your".

But, if the reporting verb is in the past tense, then usually we change the tenses in
the reported speech:

Direct speech: “I like ice cream”.

Reported speech: She said (that) she liked ice cream.

Tense Direct Speech Reported Speech

present simple “I like ice cream” She said (that) she liked
ice cream.

present continuous “I am living in London” | She said (that) she was
living in London.

past simple “I bought a car” She said (that) she had

bought a car OR She said
(that) she bought a car.

past continuous “I was walking along the | She said (that) she had
street” been walking along the
street.
present perfect “I haven't seen Julie” She said (that) she hadn't
seen Julie.
past perfect* “I had taken English |She said (that) she had
lessons before” taken English  lessons
before.
will “T'll see you later” She said (that) she would
see me later.

would* “I would help, but..” She said (that) she would




help but...
can “I can speak perfect | She said (that) she could
English” speak perfect English.
could* “I could swim when I was | She said (that) she could
four” swim when she was four.
shall “I shall come later” She said (that) she would
come later.
should* “I should call my mother” | She said (that) she should
call her mother
might* "I might be late" She said (that) she might
be late
must "I must study at the|She said (that) she must
weekend" study at the weekend OR
She said she had to study
at the weekend

* doesn't change.

Occasionally, we don't need to change the present tense into the past if the
information in direct speech is still true (but this is only for things which are
general facts, and even then usually we like to change the tense):

Direct speech: “The sky is blue”.

Reported speech: She said (that) the sky is/was blue.

So now you have no problem with making reported speech from positive and
negative sentences. But how about questions?

Reported Questions

Direct speech: "Where do you live?"

How can we make the reported speech here?

In fact, it's not so different from reported statements. The tense changes are the
same, and we keep the question word. The very important thing though is that,
once we tell the question to someone else, it isn't a question any more. So we need
to change the grammar to a normal positive sentence.

Direct speech: "Where do you live?"

Reported speech: She asked me where | lived.

The direct question is in the present simple tense. We make a present simple
question with 'do’ or 'does’ so | need to take that away. Then I need to change the
verb to the past simple.

Another example:

Direct speech: "where is Julie?"

Reported speech: She asked me where Julie was.

The direct question is the present simple of 'be'. We make the question form of the
present simple of be by inverting (changing the position of)the subject and verb.
So, we need to change them back before putting the verb into the past simple.

Here are some more examples:

| Direct Question | Reported Question




“Where is the Post Office, please?” She asked me where the Post Office
was.

“What are you doing?” She asked me what | was doing.

“Who was that fantastic man?” She asked me who that fantastic man
had been.

So much for ‘wh' questions. But, what if you need to report a 'yes / no' question?
We don't have any question words to help us. Instead, we use 'if":

Direct speech: "Do you like chocolate?"

Reported speech: She asked me if | liked chocolate.

Here are a few more examples:

Direct Question Reported Question

Do you love me?” He asked me if I loved him.

Have you ever been to Mexico?” She asked me if | had ever been to
Mexico.

Are you living here?” She asked me if I was living here.

Reported Requests

Direct speech: "Close the window, please"

Or: "Could you close the window please?"

Or: "Would you mind closing the window please?"

All of these requests mean the same thing, so we don't need to report every word
when we tell another person about it. We simply use 'ask me + to + infinitive'":
Reported speech: She asked me to close the window.

Here are a few more examples:

Direct Request Reported Request

“Please help me”. She asked me to help her.

“Please don't smoke”. She asked me not to smoke.

“Could you bring my book tonight?”’ She asked me to bring her book that
night.

“Could you pass the milk, please?” She asked me to pass the milk.

“Would you mind coming early | She asked me to come early the next

tomorrow?” day.

To report a negative request, use 'not'":
Direct speech: "Please don't be late."
Reported speech: She asked us not to be late.

Reported Orders

And finally, how about if someone doesn't ask so politely? We can call this an
‘order’ in English, when someone tells you very directly to do something. For
example:

Direct speech: "Sit down!"

In fact, we make this into reported speech in the same way as a request. We just
use 'tell" instead of 'ask’:

Reported speech: She told me to sit down.




Direct Order Reported Order

“Go to bed!” He told the child to go to bed.
“Don't worry!” He told her not to worry.

“Be on time!” He told me to be on time.

“Don't smoke!”

He told us not to smoke.

Time Expressions with Reported Speech

Sometimes when we change direct speech into reported speech we have to change
time expressions too. We don't always have to do this, however. It depends on
when we heard the direct speech and when we say the reported speech.

For example:

It's Monday. Julie says "'I'm leaving today".

If I tell someone on Monday, | say "Julie said she was leaving today".

If I tell someone on Tuesday, | say "Julie said she was leaving yesterday".

If I tell someone on Wednesday, | say "Julie said she was leaving on Monday".

If I tell someone a month later, | say "Julie said she was leaving that day".

So, there's no easy conversion. You really have to think about when the direct

speech was said.

Here's a table of some possible conversions:

now then / at that time

today yesterday / that day / Tuesday / the 27th
of June

yesterday the day before yesterday / the day before
/ Wednesday / the 5th of December

last night the night before, Thursday night

last week the week before / the previous week

tomorrow today / the next day / the following day /
Friday

Conditionals

Conditional Clause and Main Clause

If I have enough money, | will go to Japan.
conditional clause main clause

| will go to Japan, if | have enough money
main clause conditional clause

First, Second, and Third Conditional

1. First conditional: If I have enough money, | will go to Japan.
2. Second conditional: I I had enough money, | would go to Japan.



3. Third conditional: If I had had enough money, | would have gone to Japan.

Conditional clause Main clause

1. If + Present Tense  will + inf / present tense / imperative
If you help me with the dishes (if + pres),

I will help you with your homework. (will + inf)

If the sum of the digits of a number is divisible by three,

the number is divisible by three (Pres. tense)

If you see Mr Fox tonight, tell him I am ill. (imperative).

2. If + Past Tense would + inf

3. If + Past Perfect Tense would have + past participle
We do not normally use will or would in the conditional clause,
only in the main clause.

Uses of the Conditional

First conditional

Nature: Open condition, what is said in the condition is possible.
Time: This condition refers either to present or to future time.
e.g. If he is late, we will have to go without him.

If my mother knows about this, we are in serious trouble.

Second conditional

Nature: unreal (impossible) or improbable situations.

Time: present; the TENSE is past, but we are talking about the present, now.

e.g. If I knew her name, | would tell you.

If | were you, | would tell my father.

Compare: If | become president, | will change the social security system. (Said by
a presidential candidate)

If 1 became president, I would change the social security system. (Said by a
schoolboy: improbable)

If we win this match, we are qualified for the semifinals.

If I won a million pounds, | would stop teaching. (improbable)

Third conditional

Nature: unreal

Time: Past (so we are talking about a situation that was not so in the past.)

e.g. If you had warned me, | would not have told your father about that party.(But
you didn't, and | have).

Remember!

1. The conditional construction does not normally use will or would in if-clauses.
EXCEPTION: If will or would express willingness, as in requests, they can be
used in if-clauses.

e.g. If you will come this way, the manager will see you now.

| would be grateful if you would give me a little help.

(= £ please, come this way; please, give me...)



2. For the second conditional, were replaces was:
If I were a rich man...
3. After if, we can either use "some(-one, -where...)" or "any(-one, -where...).
If I have some spare time next weekend....or :
If I have any spare time...
4. Instead of if not, we can use unless.
e.g. I'll be back tomorrow unless there is a plane strike.
He'll accept the job unless the salary is too low.
5.There is a "mixed type" as well, for the present results of an unreal condition in
the past:
If + Past Perfect - would + inf.
If you had warned me [then], I would not be in prison [now].



IIpoaBUHYTHII YPOBEHb BJIaJleHUSI HHOCTPAHHBIM I3bIKOM

Modals of advice, obligation and necessity
Indirect questions and statements

Articles: a, an, the, zero articles
Conditions

Gerunds and infinitives

Narrative tenses

Modal Verbs of obligation/necessity/advice

The modal verbs include can, must, may, might, will, would, should. They are used
with other verbs to express ability, obligation, possibility, and so on.

Necessity: must, have to, have got to, need

The word "necessity" is a general term used for describing the main meaning of the
modal verb MUST and its substitutes HAVE TO, HAVE GOT TO, NEED. The
modal verb MUST expresses strong necessity to do something, with such shades of
meaning as necessity, obligation, duty, responsibility, requirement. The phrase
HAVE TO is the most common substitute for MUST in the meaning "necessity".
Modal verb MUST

The modal verb MUST in the meaning "strong necessity" forms only the present
tense. The future is expressed by the present tense with the help of the context and
adverbs or adverbial phrases indicating the future time, for example, "tomorrow,
soon, next week, in an hour".

She must obey the rules.

If he wants to go to England, he must obtain a visa first.

He must pay the bills today.

People must eat to live.

This patient must stay in bed for at least two weeks.

I must help him with his report.

You must see this film. It's very good.

MUST in the meaning "strong necessity” does not have the past form. The
substitute phrase HAD TO (necessity) is typically used instead of MUST in the
past tense, with a little change in meaning.

Natasha must go to the bank today. (strong necessity)

She has to go to the bank today. (necessity)

Victor had to go to the bank yesterday. (necessity, with the following meaning: It
was necessary for him to go to the bank yesterday, and he went there.)

Modal verb MUST and its substitute HAVE TO

MUST is stronger, stricter, and more categorical than HAVE TO. MUST implies
that the action expressed by the infinitive is absolutely necessary. HAVE TO in the
meaning "necessity"” is used in affirmative statements and questions in the present,
past, and future. Negative questions with HAVE TO are also possible in this
meaning.




The verb HAVE TO is used in both formal and informal English in speech and
writing, and many native speakers use HAVE TO instead of MUST in many cases,
especially in American English.

He must write a report. (strong necessity)

He has to write a report. (necessity)

He must finish his report tomorrow. (strong necessity)

He has to finish it tomorrow. (necessity)

He will have to finish his report tomorrow. (necessity)

He had to rewrite several pages of the report yesterday.

Does he have to write his report today? — Yes, he does.

Doesn't he have to finish his report today? — No, he doesn't.

Will he have to finish his report tomorrow? — Yes, he will.

Didn't he have to rewrite several pages yesterday? — Yes, he did.

In some cases the difference between MUST and HAVE TO is bigger than "strong
necessity™ versus "necessity”. MUST shows that the speaker thinks that the action
specified by the main verb is necessary to do, and it's the right thing to do (i.e., the
speaker expresses personal opinion), while HAVE TO just states the fact that this
action is necessary. Compare these sentences:

Children must go to school. (It's obligatory, and it's the right thing to do.)

Children have to go to school. (It's obligatory.)

I must help him. (It's necessary, and it's the right thing to do.)

| have to help him. (It's necessary.)

You must read this article. It is very interesting.

You have to read this article. We are going to discuss it in class.

Note: MUST and SHOULD

The modal verb SHOULD can be used instead of MUST if the speaker wants to
sound less categorical.

You must do it today. (strong necessity, obligation)

You should do it today. (advice, recommendation)

You must tell the boss about it. (strong necessity, obligation)

You should tell the boss about it. (advice, recommendation)

Substitute phrase HAVE GOT TO

The substitute phrase HAVE GOT TO is used mostly in conversational English.
HAVE GOT TO has only the present tense form and expresses necessity to do
something in the present and future, mostly in affirmative statements, though
negative questions are also possible. HAVE TO is often used instead of HAVE
GOT TO in questions.

I've got to go.

I've got to see her immediately.

He's got to exercise more. He's putting on weight.

Haven't you got to finish your report today? — Yes, | have. No, | haven't. / Don't
you have to finish your report today? — Yes, | do. No, | don't.

The phrase HAVE GOT TO does not have the past form, so HAD TO is typically
used instead of it in the past.

The verb NEED




The verb NEED is frequently used with a noun object after it: | need help; we need
bread and cheese; he needs money. With an infinitive, NEED expresses necessity
to do something and can be used as a less categorical substitute for MUST.

| need to see you.

He needs to exercise more.

Do we need to buy bread and cheese? — Yes, we do. No, we don't.

Absence of necessity

Absence of necessity is usually expressed by HAVE TO in the negative.

| don't have to go to work today. It is Saturday.

She doesn't have to go to the store. The refrigerator is full of food.

You don't have to give me an answer now. Talk it over with your family first.

He doesn't have to go to the museum with us, but it might be interesting for him
too.

He didn't have to study yesterday, so he went to the movies with us.

He won't have to explain anything to us.

Absence of necessity can be expressed by NEED in the negative. The verb NEED
in the negative is generally used as a main verb in the construction "don't need to".
But sometimes NEED in the negative is used as a modal verb (i.e., needn't). The
infinitive after the modal verb "needn't” is used without the particle "to". Compare
these sentences:

| don't need to go to the store today.

We don't need to wash our car. It's not dirty.

She doesn't need to worry. Everything will be all right. (NEED as a main verb)

She needn't worry. Everything will be all right. (modal verb "needn't")

You don't need to shout. | can hear you well. (NEED as a main verb)

You needn't shout. I can hear you well. (modal verb "needn't")

Note: "Must not" does not have the meaning "absence of necessity"”. "Must not"
and its contraction "mustn't" express strong necessity NOT to do something. This
meaning of MUST in the negative is often called "prohibition™.

Recommendations

Use MUST in the meaning "strong necessity" in the present and future. Replace
MUST with HAD TO for "necessity” in the past. In a number of cases you can
replace MUST with HAVE TO (necessity) or SHOULD (advice) if you want to
sound less categorical. Use "don't have to; don't need to" if there is no necessity to
do something.

Present

Positive

Negative

have to /
don't have to

strong obligation
(possibly from outside)
Children have to go to
school.

(sometimes 'have got to")

no obligation
| don't have to work on
Sundays.

You don't have to eat
anything you don't like.

must / mustn't

strong obligation
(possibly based on the
speaker's opinion)

negative obligation
You mustn't smoke here.




| must study today.

should / shouldn't

mild obligation or advice
You should save some
money.

mild negative obligation
or advice

You shouldn't smoke so
much.

Past

Positive

Negative

had to / didn't have to

obligation in the past

| had to wear a school
uniform when | was a
child.

no obligation in the past
We didn't have to go to
school on Saturdays.

must*

changes to 'had to'

should have + pp /
shouldn't have + pp

a past action which didn't
happen: the advice / regret
Is too late

You should have gone to
bed earlier, now you have
missed the train.

a past action which didn't
happen: the advice / regret
Is too late

You shouldn't have taken
that job., it was a bad
idea.

* Remember 'must have done' is a modal verb of deduction or speculation, not
obligation in the past. For example: Julie must have left. Her coat's not here.

Should

1. To give advice, a recommendation or a suggestion
This is to say that it is the right thing to do or the correct thing.

Does your tooth still hurt? You should make an appointment with the dentist.
| think you should study for the test so that you don't fail.

Your hair is too long. You should get a haircut.
You really should go to the new restaurant on Main Street.
2. Expresses that a situation is likely in the present
Mary should be at home by now. Give her a call.
He should have the letter by now. | sent it a couple of weeks ago.
3. Expresses that a situation is likely in the future (prediction)
They should win the game because they are a much better team.

| posted the cheque yesterday so it should arrive this week.

It should be fine tomorrow.

4. Expresses an obligation that is not as strong as Must.

Sometimes Should is used instead of Must to make rules, orders or instructions
sound more polite. This may appear more frequently on formal notices or on
information sheets.

On hearing the fire alarm, hotel guests should leave their room immediately.
Passengers should check in at least 2 hours before departure time.

You should never lie to your doctor.

You should pay more attention in class.

You should be at work before 9.

All of the above example sentences can have must instead of should making the
obligation stronger and less polite.



5. Was expected in the past but didn't happen (should + have + past participle)
This expresses the idea that the subject did not fulfill their obligation in the past or
did not act responsibly.

You should have given your boss the report yesterday when he asked for it.

| should have studied more but | was too tired.

6. Not fulfilling an obligation (should + be + verb-ing)

This expresses the idea that the subject is not fulfilling their obligation or is not
acting sensibly.

You should be wearing your seatbelt. (The person isn't wearing one right now)

We should be studying for the test. (We are not studying right now and we should)
7. Sometimes should is replaced by ought to without a change in meaning. Note
that ought to sounds more formal and is used less frequently.

You ought to study more. (= you should study more)

He ought to go home. (= He should go home)

They ought to stop doing that. (= They should stop doing that)

Shouldn't

We use shouldn't to advise not to do something, usually because it is bad or wrong
to do.

You shouldn't throw your litter onto the street.

We shouldn't leave without saying goodbye.

He shouldn't play with those wires if he doesn't know what he is doing.

Are you tired? You shouldn't work so much.

You shouldn't talk like that to your grandmother.

Indirect questions and statements

Reported speech means that someone's words (direct speech) are reported in the
form of indirect speech. Sentences with reported speech are complex sentences
with object subordinate clauses, and the rules of the sequence of tenses govern
them in the same way as in other sentences of this type.

Direct and indirect speech give us a great opportunity to understand how the rules
of the sequence of tenses work. For comparison, the examples in the material
below are given in pairs: the first sentence in each pair is in direct speech, and the
second sentence is the same sentence in indirect speech.

If the verb in the main clause is in the present or in the future, the sequence of
tenses in reported speech shouldn't be a problem because the tense in the
subordinate clause doesn't change. But note that word order in subordinate clauses
of reported questions (indirect questions) is that of a statement. The conjunctions
"if, whether" are used in reported general questions, while reported special
questions keep as conjunctions those interrogative words (what, who, when, where,
why, how) which they had in questions in direct speech.

He says, "l want to go there with you." — He says that he wants to go there with us.
He says, "l haven't seen her today." — He says that he hasn't seen her today.

He asks, "Does she live in this house?" — He asks whether she lives in this house.
He asks, "When will she come back?" — He asks when she will come back.

Past tense in the main clause and the changes it requires




If the verb in the main clause is used in the past tense (usually, the simple past of
the verbs "say, tell, ask, answer"), the verb in the object subordinate clause in
indirect speech should also be used in one of the past tenses.

Generally speaking, the tenses in object clauses change in the following way: the
simple present is changed to the simple past; the present continuous is changed to
the past continuous; the present perfect is changed to the past perfect; the present
perfect continuous is changed to the past perfect continuous; the simple past is
changed to the past perfect; the past continuous is changed to the past perfect
continuous; the past perfect and past perfect continuous remain unchanged; the
future tenses are changed to the future in the past (i.e., "will" is changed to
"would").

In addition, when you change sentences from direct speech to indirect speech, it is
often necessary to replace some pronouns and adverbs in the subordinate clause.
Personal pronouns change depending on the sense of the sentence, and the
demonstrative pronouns "this, these" are changed to "that, those".

Anna said, "I know your sister.” — Anna told me that she knew my sister. Anna told
him that she knew his sister.

She said, "I know this man." — She said that she knew that man.

Adverbs of time and place that are usually replaced

"today" is replaced with *(on) that day";

"this morning, this afternoon, tonight" are replaced with "that morning, that
afternoon, that night";

"now" is replaced with "then";

"tomorrow" is replaced with "the following day";

"next week, next month" are replaced with "the following week, the following
month™;

"in a few days" is replaced with "a few days later";

"yesterday" is replaced with “the day before™;

"last week, last month™ are replaced with "the week before, the month before™;
"three days ago, a week ago" are replaced with "three days before, a week before";
"here" is replaced with "there".

Exception from the rule

If a general truth is expressed in the object subordinate clause, the present tense is
normally used in the subordinate clause despite the fact that the past tense is used
in the main clause.

The teacher said that water boils at 100 degrees Celsius.

The teacher said that water freezes at 32 degrees Fahrenheit.

Departure from the rules of the sequence of tenses

The above-mentioned changes in the subordinate clause (if the verb in the main
clause is in the past tense) are required by the rules of the sequence of tenses, but
the changes also depend on the context and do not take place in all cases.
Compare:

He said, "I will visit her tomorrow."

He said that he would visit her the following day. (If “tomorrow™" was in the past at
the moment of speaking, it is replaced with "the following day".)




He said that he would visit her tomorrow. (If "tomorrow" was still in the future at
the moment of speaking, it stays in the sentence as "tomorrow".)

He said that he went to the park yesterday. (If "yesterday" was still "yesterday" at
the time of speaking, the simple past and "yesterday" remain unchanged.)

She said, "I like this town."

She told me that she liked that town. (The speaker is in some other town at the
moment of speaking.)

She told me that she liked this town. (The speaker is in this town at the moment of
speaking.)

In those cases where it is necessary to keep the expressions indicating specific time
in the past in the subordinate clause (for example, yesterday, last year, a month
ago, in 1995), the simple past usually remains unchanged in the subordinate clause.
This is also true of the other object clauses, not only of those in reported speech.

| knew that she left for Tokyo two weeks ago.

| was sure that he came back last month.

He said, "I visited Paris in 1995." — He said that he visited Paris in 1995.

He said, "I was watching TV when the telephone rang." — He said that he was
watching TV when the telephone rang.

In some cases, the simple past may remain unchanged in the subordinate clause if
a completed action in the past is meant.

She said that Mike told / had told her about it.

He said that he bought / had bought a car at that car dealership.

He said that he built / had built a house for his son.

He said that he didn't find / hadn't found them.

In everyday speech, if the speaker feels that the action in the subordinate clause is
still relevant to the present, the present tense may be used in the subordinate clause
despite the fact that the past tense is used in the main clause.

Anna said that she feels tired. Let's go home.

He wrote in his letter that he is going to see Dr. Crosby tomorrow, so we will be
able to find him at the clinic.

She repeated several times that she wants to talk to you tonight. Do you know what
it is about?

Language learners should follow the rules of the sequence of tenses strictly,
especially in formal speech and writing and in various oral and written tests of
English.

Examples of indirect speech in different types of sentences

The examples below show how different types of sentences in direct speech are
changed to indirect speech if the verb in the main clause is in the past tense.
Statements

She said, "I live here." — She said that she lived there.

She said, "I am writing a letter now." — She told me that she was writing a letter
then.

She said, "I have already written three letters." — She said that she had already
written three letters.




He said, "They will be disappointed when they learn that she has sold her house."
— He said that they would be disappointed when they learned that she had sold her
house.

He said, "She was fired last week." — He said that she had been fired the week
before.

General questions

He asked, "Do you know this man?" — He asked me whether | knew that man.

She asked him, "Have you finished your work?" — She asked him if he had finished
his work.

He asked her, "Did you go there alone?" — He asked her whether she had gone
there alone.

He asked, "Did you go to Spain in 2005?" — He asked whether she went to Spain in
2005.

Special questions

He asked, "What's the matter?" — He asked what the matter was.

He asked me, "What are you doing?" — He asked me what | was doing.

He asked her, "How long have you been in Moscow?" — He asked her how long
she had been in Moscow.

| asked, "When did you visit New York?" — | asked him when he visited New York.
Commands

She said, "Go to your room." — She told me to go to my room.

She said, "Buy some bread, please." — She asked me to buy some bread.

He ordered, "Stay where you are!" — He ordered them to stay where they were.
Suggestions

He said, "Let's go to the lake." — He suggested that we go to the lake. / He
suggested going to the lake.

She said, "Why don't you watch a movie?" — She suggested that we watch a movie.
/ She suggested watching a movie.

Sentences with modal verbs

Modal verbs in the subordinate clause agree with the past verb in the main clause
in the following way: "can" is changed to "could"”, "may" is changed to "might",
"will" is changed to "would". "Must" is usually replaced with "had to™" but may
remain unchanged in some cases. "Could, might, ought to, should, would" do not
change.

She said, "I can't find your book." — She said that she couldn't find my book.

She said, "l must go to the bank." — She told me that she had to go to the bank.

She said, "He may refuse to do it." — She said that he might refuse to do it.

She said, "You should call him." — She said that | should call him.

Articles

What is an article? Basically, an article is an adjective. Like adjectives, articles
modify nouns.



English has two articles: the and a/an. The is used to refer to specific or particular
nouns; a/an is used to modify non-specific or non-particular nouns. We call the the
definite article and a/an the indefinite article.

the = definite article
a/an = indefinite article

For example, if | say, "Let's read the book," | mean a specific book. If I say, "Let's
read a book," | mean any book rather than a specific book.

Here's another way to explain it: The is used to refer to a specific or particular
member of a group. For example, "I just saw the most popular movie of the year."
There are many movies, but only one particular movie is the most popular.
Therefore, we use the.

"A/an" is used to refer to a non-specific or non-particular member of the group. For
example, "I would like to go see a movie." Here, we're not talking about a specific
movie. We're talking about any movie. There are many movies, and | want to see
any movie. | don't have a specific one in mind.

Let's look at each kind of article a little more closely.
Indefinite Articles: a and an

"A" and "an" signal that the noun modified is indefinite, referring to any member
of a group. For example:

"My daughter really wants a dog for Christmas." This refers to any dog. We don't
know which dog because we haven't found the dog yet.

"Somebody call a policeman!" This refers to any policeman. We don't need a
specific policeman; we need any policeman who is available.

"When | was at the zoo, | saw an elephant!" Here, we're talking about a single,
non-specific thing, in this case an elephant. There are probably several elephants at
the zoo, but there's only one we're talking about here.

Remember, using a or an depends on the sound that begins the next word. So...

a + singular noun beginning with a consonant: a boy; a car; a bike; a zoo; a dog

an + singular noun beginning with a vowel: an elephant; an egg; an apple; an idiot;
an orphan

a + singular noun beginning with a consonant sound: a user (sounds like 'yoo-zer,'
I.e. begins with a consonant 'y' sound, so ‘a' is used); a university; a unicycle

an + nouns starting with silent "h": an hour

a + nouns starting with a pronounced "h": a horse

In some cases where "h" is pronounced, such as "historical,” you can use an.
However, a is more commonly used and preferred.
A historical event is worth recording.



Remember that these rules also apply when you use acronyms:

Introductory Composition at Purdue (ICaP) handles first-year writing at the
University. Therefore, an ICaP memo generally discusses issues concerning
English 106 instructors.

Another case where this rule applies is when acronyms start with consonant letters
but have vowel sounds:

An MSDS (material safety data sheet) was used to record the data. An SPCC plan
(Spill Prevention Control and Countermeasures plan) will help us prepare for the
worst.

If the noun is modified by an adjective, the choice between a and an depends on
the initial sound of the adjective that immediately follows the article:

a broken egg

an unusual problem

a European country (sounds like 'yer-o-pi-an,' i.e. begins with consonant 'y' sound)

Remember, too, that in English, the indefinite articles are used to indicate
membership in a group:

| am a teacher. (I am a member of a large group known as teachers.)

Brian is an Irishman. (Brian is a member of the people known as Irish.)

Seiko is a practicing Buddhist. (Seiko is a member of the group of people known
as Buddhists.)

Definite Article: the

The definite article is used before singular and plural nouns when the noun is
specific or particular. The signals that the noun is definite, that it refers to a
particular member of a group. For example:

"The dog that bit me ran away." Here, we're talking about a specific dog, the dog
that bit me.

"l was happy to see the policeman who saved my cat!" Here, we're talking about a
particular policeman. Even if we don't know the policeman's name, it's still a
particular policeman because it is the one who saved the cat.

"l saw the elephant at the zoo." Here, we're talking about a specific noun. Probably
there is only one elephant at the zoo.
Count and Noncount Nouns

The can be used with noncount nouns, or the article can be omitted entirely.
"I love to sail over the water" (some specific body of water) or "l love to sail over
water" (any water).



"He spilled the milk all over the floor" (some specific milk, perhaps the milk you
bought earlier that day) or "He spilled milk all over the floor" (any milk).

"A/an" can be used only with count nouns.
"I need a bottle of water."
"I need a new glass of milk."

Most of the time, you can't say, "She wants a water," unless you're implying, say, a
bottle of water.
Geographical use of the

There are some specific rules for using the with geographical nouns.

Do not use the before:

names of most countries/territories: Italy, Mexico, Bolivia; however, the
Netherlands, the Dominican Republic, the Philippines, the United States

names of cities, towns, or states: Seoul, Manitoba, Miami

names of streets: Washington Blvd., Main St.

names of lakes and bays: Lake Titicaca, Lake Erie except with a group of lakes
like the Great Lakes

names of mountains: Mount Everest, Mount Fuji except with ranges of mountains
like the Andes or the Rockies or unusual names like the Matterhorn

names of continents (Asia, Europe)

names of islands (Easter Island, Maui, Key West) except with island chains like the
Aleutians, the Hebrides, or the Canary Islands

Do use the before:

names of rivers, oceans and seas: the Nile, the Pacific

points on the globe: the Equator, the North Pole

geographical areas: the Middle East, the West

deserts, forests, gulfs, and peninsulas: the Sahara, the Persian Gulf, the Black
Forest, the Iberian Peninsula

Omission of Articles

Some common types of nouns that don't take an article are:

Names of languages and nationalities: Chinese, English, Spanish, Russian (unless
you are referring to the population of the nation: "The Spanish are known for their
warm hospitality.")

Names of sports: volleyball, hockey, baseball

Names of academic subjects: mathematics, biology, history, computer science

Conditionals

Conditional Clause and Main Clause



If I have enough money, | will go to Japan.
conditional clause main clause

I will go to Japan, if | have enough money
main clause conditional clause

First, Second, and Third Conditional

1. First conditional: If I have enough money, | will go to Japan.

2. Second conditional:  If I had enough money, | would go to Japan.

3. Third conditional: If I had had enough money, | would have gone to Japan.
Conditional clause Main clause

1. If + Present Tense  will + inf / present tense / imperative
If you help me with the dishes (if + pres),

| will help you with your homework. (will + inf)

If the sum of the digits of a number is divisible by three,
the number is divisible by three (Pres. tense)

If you see Mr Fox tonight, tell him I am ill. (imperative).

2. If + Past Tense would + inf

3. If + Past Perfect Tense would have + past participle
We do not normally use will or would in the conditional clause,
only in the main clause.

Uses of the Conditional

First conditional

Nature: Open condition, what is said in the condition is possible.
Time: This condition refers either to present or to future time.
e.g. If he is late, we will have to go without him.

If my mother knows about this, we are in serious trouble.

Second conditional

Nature: unreal (impossible) or improbable situations.
Time: present; the TENSE is past, but we are talking about the present, now.

e.g. If I knew her name, | would tell you.

If I were you, | would tell my father.

Compare: If | become president, | will change the social security system. (Said by
a presidential candidate)

If | became president, I would change the social security system. (Said by a
schoolboy: improbable)

If we win this match, we are qualified for the semifinals.

If I won a million pounds, | would stop teaching. (improbable)

Third conditional
Nature: unreal



Time: Past (so we are talking about a situation that was not so in the past.)

e.g. If you had warned me, | would not have told your father about that party.(But
you didn't, and | have).

Remember!

1. The conditional construction does not normally use will or would in if-clauses.
EXCEPTION: If will or would express willingness, as in requests, they can be
used in if-clauses.

e.g. If you will come this way, the manager will see you now.

| would be grateful if you would give me a little help.

(= £ please, come this way; please, give me...)

2. For the second conditional, were replaces was:

If I were a rich man...

3. After if, we can either use "some(-one, -where...)" or "any(-one, -where...).

If I have some spare time next weekend....or :

If I have any spare time...

4. Instead of if not, we can use unless.

e.g. I'll be back tomorrow unless there is a plane strike.

He'll accept the job unless the salary is too low.

5.There is a "mixed type" as well, for the present results of an unreal condition in
the past:

If + Past Perfect - would + inf.

If you had warned me [then], I would not be in prison [now].

Gerunds and infinitives
Gerund

A gerund is a noun made by adding '-ing' to a verb. The gerund of the verb 'read’ is
'reading’. The gerund can be used as the subject, the complement, or the object of a
sentence.

Reading helps you improve your vocabulary. (subject)
Her favourite hobby is reading. (complement)
| enjoy reading. (object)

Gerunds are made negative by adding 'not'.
The best thing for your health is not drinking.

An infinitive is the 'to' form of the verb. The infinitive form of 'learn’ is 'to learn'.
The infinitive can be used as the subject, the complement, or the object of a
sentence.

To learn is important. (subject)
The most important thing is to learn. (complement)



He wants to learn. (object)
Infinitive

Infinitives are made by adding 'not'.
| decided not to go out tonight.

Both gerunds and infinitives can be used as the subject or the complement of a
sentence. However, as subjects or complements, gerunds usually sound more like
normal, spoken English, whereas infinitives sound more abstract. In the following
sentences, gerunds sound more natural and would be more common in everyday
English. Infinitives emphasize the possibility or potential for something and sound
more philosophical. As a rule of thumb a gerund is best most of the time.

Normal subject Abstract subject
Learning is important. To learn is important.
Normal complement Abstract complement

The most important thing is learning. ~ The most important thing is to learn.

The choice between a gerund and an infinitive as the object of a sentence is harder
to determine. In this case gerunds and infinitives are not normally interchangeable.
Usually the main verb of the sentence determines the use of a gerund or an
infinitive.

He enjoys swimming. (‘enjoy' requires a gerund)
He wants to swim. (‘want' requires to)

Verbs + Infinitive List

agree Sarah agreed to help me.

appear His health appeared to be better.

arrange Peter arranged to stay with his uncle in Paris.
ask She asked to leave.

begin He began to talk.

can't bear He can't bear to be ignored.

can't stand David can't stand to work in an office.

care He doesn't care to participate in the charity run.
cease The government ceased to provide free healthcare.
choose | chose to help.

claim She claimed to be a doctor.

continue She continued to talk.

decide We decided to go to Paris.

demand He demanded to speak to the manager.

deserve He deserves to go to jail.

dread | dread to think what might have happened.

expect They expect to arrive early.



fail He failed to get enough money to pay for the new project.

forget | forgot to lock the door when 1 left. get (be allowed to)
John gets to go to the concert next week! Why can't 1?

happen She happened to be in Latin America during the riots.
hate He hates to be proved wrong.

hesitate She hesitated to tell me the problem.

hope | hope to begin college this year.

intend We intend to visit you next spring.

learn | learned to speak Russian when | was a kid.

like Chris likes to read.

love We love to scuba dive.

manage He managed to open the door without the key.
need | need to study.

neglect She neglected to tell me the date of the meeting.
offer Donald offered to drive us to the supermarket.
plan We plan to go to America this summer.

prefer He prefers to eat at Italian restaurants.

prepare They prepared to take the test.

pretend The child pretended to be a monster.

promise She promised to stop smoking.

propose Dad proposed to pay for the trip.

refuse The guard refused to let them enter the building.
regret | regret to inform you that your application was rejected.
remember Did you remember to lock the door when you left?
seem Sarah seemed to be disappointed.

start Marc started to talk really fast.

swear Anne swore to tell the truth.

tend Matt tends to be a little shy.

threaten Alison threatened to leave forever.

try Joanna tried to lift the table, but it was too heavy.
VoW Teresa vowed to get revenge.

wait Sue waited to buy a movie ticket.

want | want to study Spanish.

wish | wish to stay.

Verbs + Gerunds List

advise Doctors generally advised doing exercise.

allow The European Union doesn't allow smoking in bars.
anticipate | anticipated getting stuck in traffic.

appreciate | appreciated Danny helping me.

avoid He avoided talking to her.

begin | began learning Spanish.

can't bear  He can't bear being late.
can't help  He can't help drinking so much.
can't see | can't see us living in London.



can't stand
cease
complete
consider
continue
defend
delay
deny
despise
discuss
dislike
don't mind
dread
encourage
enjoy
finish
forget
hate
imagine
involve
keep

like

love
mention
mind
miss

need
neglect
permit
postpone
practice
prefer
propose
quit

recall
recollect
recommend
regret
remember
report
require
resent
resist

risk

start

He can't stand her smoking in the street.
The government ceased providing free healthcare.
He completed renovating the house.

She considered moving to Amsterdam.

He continued talking.
The lawyer defended her making such statements.
He delayed replying to the letter.

He denied committing the crime.
She despises waking up early.

We discussed working at the company.

She dislikes being ignored.

| don't mind helping you.

She dreads meeting her in-laws.

He encourages eating healthy foods.

We enjoy swimming.

He finished doing his homework.

| forgot giving you my book.

| hate doing the ironing.

He imagines working there one day.

The job involves travelling to Japan once a month.
She kept interrupting me.

She likes listening to music.

| love reading.

He mentioned going to the theatre tonight.

Do you mind waiting here for a few minutes.
She misses living near the shops.

The aquarium needs cleaning.

Sometimes she neglects doing her homework.
Most hotels do not permit smoking in restaurants.
He postponed returning to Paris.

She practiced singing the song.

He prefers sitting at the back of the movie theatre.
| proposed having lunch at the beach.

She quit worrying about the problem.

Tom recalled using his credit card at the store.
She recollected living in Spain.

Tony recommended taking the train.

She regretted saying that.

| remember telling her the address yesterday.

He reported her using office property for her personal use.

The certificate requires completing two courses.
Peter resented Danny's being there.

He resisted asking for help.

He risked being caught.

He started studying harder.



stop She stopped working at 5 o'clock.
suggest They suggested staying at the hotel.

tolerate | tolerated them being at the party.

try Sam tried opening the lock with a paperclip.
understand I understand his quitting.

urge They urge recycling bottles and paper.

Narrative tenses

Use the past simple for completed actions in hte past which tell the main event in a
story.

| picked up the phone and ordered a pizza.

When | saw the boy coming towards me, | said hello.

She took a deep breath, tried to calm down and then spoke.

Use the past continuous

a) to set the general scene of a story

The music was playing softly, and the guests were arriving one by one.

The wind was blowing gently and the birds were singing the best songs ever.

He was moving very fast, looking around and giving orders to the other police
officers around.

b) to talk about actions in progress at or around a particular poing in a story, often
interrupted by another (shorter) action or event (usually in the past simple).

He was talking loudly when the waiter brought his food.

Everybody was working in the office when the electricity went off.

She was making jokes and telling anecdotes when the teacher asked her a difficult
question.

Use the past perfect to talk about actions or situations that were completed before
another action in the story. The actions are often mentioned out of time sequence,
and the past perfect makes the order clear.

When | got to the restaurant, all my friends had eathen and some of them had left.
Before | called him, | had prepared a farewell speech.

She went to bed and took a good night sleep after she had finished all the
housework.

Use the past perfect continuous to talk about longer actions or situations which
started before and continued up to a point in the story.

She had been studying for hours when she found out the exam was cancelled.

They had been talking about the details of the party for a couple of hours , so when
| asked them whether they wanted a break, they all agreed.
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Past simple
. Past Simple with ‘Be’ - Positive and Negative Form

Make the past simple positive or negative:

1.1t (be) cold yesterday.

2. She (be) hungry.

3. We (be) late for the meeting.

4.1 (be) tired last night.

5. The exam (be) difficult.

6. They (be) in Berlin.

7.You (be) in the library when | called you.
8. The holiday (be) fun.

9. He (be) early for the interview.

10. The people we met last night (be) French.
11. That woman (not / be) Spanish.

12. Julie (not / be) late for the class.

13. The food (not / be) very good.

14. They (not / be) my uncle and aunt.

15.1 (not / be) rude to the waitress.

16. The test (not / be) easy.

17. We (not / be) tired when we arrived.

18. They (not / be) on the bus when | called.
19. You (not / be) here when she came.

20. He (not / be) my boyfriend.

. Past Simple with ‘Be’ Question Forms
Make past simple ‘yes / no’ or ‘wh’ questions:

1. (John / be / at the party?)

2. (you / be / tired yesterday?)

3. (the weather / be / good?)

4. (we / be / too noisy?)

5. (he / be / a doctor when he was young?)




6. (they / be / in the class last week?)

7. (she / be / a good student?)

8. (1 / be / on time?)

9. (Julie and Lucy / be / at the meeting?)

10. (we / be / in Paris?)

. Past Simple with ‘be’
Make the past simple (use positive / negative or question):

1. (1 / be / at the cinema last night.)

2. (the children / be / naughty?)

3. (we / be / in a cafe when you called.)

4. (1 / be/ late?)

5. (she / be / a teacher when she was young.)

6. (where / we / be?)

7. (you / be / okay?)

8. (we / be / too tired?)

9. (how / the party / be?)

10. (they / be / late for the interview.)

. Irregular Verbs Past Simple (Part 1)
Make the past simple:

1. She (bring) some chocolates to the party.

2. | (hear) a new song on the radio.

3.1 (read) three books last week.

4. They (speak) French to the waitress.

5. He (understand) during the class, but now he doesn't
understand.

6. | (forget) to buy some milk.




7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21,
22,
23.
24,
25,
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She

(have) a baby in June.

You (lose) your keys last week.
They (swim) 500m.
I (give) my mother a CD for Christmas.
At the age of 23, she (become) a doctor.
I (know) the answer yesterday.
He (tell) me that he lived in Toronto.
We (Iend) John .200.
She (drink) too much coffee yesterday.
The children (sleep) in the car.
He (keep) his promise.
I (choose) the steak for dinner.
The film (begin) late.
We (fly) to Sydney.
They (drive) to Beijing.
He (teach) English at the University.
I (send) you an e-mail earlier.
We (leave) the house at 7 a.m..
He (feel) terrible after eating the prawns.
. Irregular Verbs Past Simple (Part 2)
(come) to England in 1993.
. She (stand) under the tree to shelter from the rain.
. They (do) their homework yesterday.
We (sing) too much last night, I have a sore throat!
. He already (eat) all the cake.
. The child (fall) off his bicycle.
It (take) three hours to drive to Paris.
(find) your keys under the table.
She (get) a new bike for her birthday.
. She (sell) her house last year.
. We (go) to New York in January.
. Finally my mother (let) me go to a party.
It (be) cold last night.
N (meet) John at the weekend.
. Lucy (pay) the bill, before leaving the restaurant.
. We (see) the new film yesterday.
. She (wear) her new coat to the party.
A (think) my football team would win.
. They (put) their bags in the bedroom.
. Billy (run) after the bus.
. She (say) that she would come later.
A (buy) some books this morning.
. We (make) a cake, it was delicious.
. He (sit) on the old chair, and it broke.




25. They (write) a letter to their parents.

6. Past Simple Form Negative (other verbs)
Make the past simple negative:
1. (I /' not / go out last night)

2. (you / not / come to the party)

3. (she / not / love chocolate as a child)

4. (he / not / like sport)

5. (we / not / study for the exam)

6. (they / not / cook at the weekend)

7. (Lucy / not / meet her friends last week)

8. (I / not / stay at home)

9. (you / not / do your homework)

10. (John / not / work in the bank at the same time as me)

7. Past Simple Form ‘Yes / No’ Questions (other verbs)
Make past simple ‘yes / no’ questions:

1. (1 / see you last week?)

2. (you / meet your father yesterday?)

3. (we / go to Spain in June?)

4. (it / snow last winter?)

5. (they / stay in last night?)

6. (Julie / watch a film on Saturday?)

7. (Lucy / pass the exam?)

8. (you / have fun at the party?)

9. (1/ lock the door?)



10. (Sally and Victoria / go to a cafe at lunchtime?)

8. Past Simple Form ‘Wh’ Questions (other verbs)
Make past simple ‘wh’ questions:

1. (where / you / go to school?)

2. (when / she / arrive?)

3. (why / he / eat so much?)

4. (what / they / do yesterday?)

5. (who / you / meet at the party?)

6. (how / she / come to work this morning?)

7. (where / 1 / leave my glasses?)

8. (when / he / get home last night?)

9. (what / you / do at the weekend?)

10. (why / she / get angry?)

9. Past Simple Form Other Verbs - Mixed Exercise 1
Make the past simple, positive, negative or question:

1.1 (work) in a bank for ten years.

2. Where (you / live) when you were young?
3. She (not / study) French at university.

4. He (travel) through the Middle East last year.
5. (they / visit) the Louvre in Paris?

6. She (not / watch) TV yesterday.

7. We (buy) a new car last weekend.

8. Where (you / teach) before you came here?
9. He (not / think) that he was right.

10. | (cook) steak last night.

11. (Lucy / read) “War and Peace’ at school?
12. She (not / write) to her grandmother.

13. We (have) a computer when I was a child.
14. Where (you / go) on holiday?

15. 1 (love) ice cream when | was a child.




16. They (not / meet) yesterday.

17. (she / swim) in the sea in Greece?

18. We (not / play) tennis yesterday because it was raining.
19. He (try) to lift the box but he couldn’t.

20. What (you / eat) for lunch?

10. Past Simple Form Other Verbs - Mixed Exercise 2
Make the past simple — positive, negative or question:

1. She (go) home.

2. We (watch) a film.

3. When (he / arrive)?

4.1 (buy) a new car.

5. Where (you / live)?

6. | (play) tennis.

7. Where (you / work) before?
8 (they / come)for lunch?

Q. (we /study) this last year?

10. They (drink) coffee.

11. (you / see) that film?

12. We (eat) dinner.

13. You (not / go) out last night.
14. He (study).

15. What (you / watch)?

16. We (not / call) you yesterday.
17. They (not / arrive) on time.
18. It (not / rain).

19. We (not / drink) beer.

20. You (clean) the Kkitchen.

Comparatives and superlatives

Give the Comparative and Superlative Degrees.
bad, old, happy, dry, big, near, unusual, mountainous, little, famous, well-known,
heavy.

Put adjectives into correct forms.

1. John is (young) of the 3 brothers.

2. The Sun is (bright) the Moon.

3. Is the diameter of Jupiter (big) than that of the Earth?

4. That room is (light) than yours.

5. This room is (large) than the one upstairs.

6. It doesn’t take (much) than four days to cross the Atlantic, does it?



Choose the correct form of an adjective.

1. Jane is the (taller — tallest) of the 2 girls.

2. Father was the (eldest — elder) of seven sons.

3. Albert is (elder — older) than John.

4. | think your plan is the (best — better) of the two.

5. This is the (most large-largest) power — station, I’ve ever seen.

Complete the sentences with the comparative forms of the adverbs in the box.

early fast late well badly

1. larrived in New York a little later than | had planned because the plane was
delayed by bad weather.

2. PCs with clock speeds of 66 mhz process information much ... than PCs that
run at only 33 mhz.

3. I got to the meeting a few minutes ... than the others, so | had time to look
through my papers before we started.

4. The company did ... than analysts had been expecting, so their shares fell
when they announced their losses for the year.

5. I speak Spanish well, but my assistant speaks it even ... than I do.

Read the information and write sentences using the words in brackets.

In 1991, British Telecom made profits of $3,557 million. It is (no 2/profitable
company/world) the second most profitable company in the world.

1. Yoshiaki Tsutsumi deals in land, railways, and resorts, and has a personal
fortune of $10 billion. He is (no.2/rich/person/world).

2. Exxon had sales of $ 103,242 million in 1991. It is (no.3/large/industrial
corporation/world).

3. Eviran Haub from Germany owns supermarkets, and is worth $6.9 billion. He
is (no 4/wealthy/person/world).

Present continuous

Present Continuous Positive and Negative. Make the present continuous:
1. (they / not / visit their parents)

2. (he / meet his friend tonight)

3. (he / not / walk to school now)

4. (we / not / watch TV at the moment)

5. (you / not / read a book)




6. (1 / visit Linda tonight)

7. (she / not / eat dinner now)

8. (Lucy / not / work in a bookshop this summer)

9. (They / watch a film)

10. (We / buy a new car)

. Make present continuous questions (yes / no and ‘wh’):
1. (you / eat / cake?)

2. (what time / you / go to the cinema?)

3. (why / you / study?)

4. (when / you / leave?)

5. (you / smoke?)

6. (he / play / tennis later?)

7. (you / go / shopping at the weekend?)

8. (you / drink / wine)

9. (what / you / drink now?)

10. (what / you / think?)
Present Continuous uim Present Simple

Nel. BeraBbre is/am /are / do / don't / does / doesn't.

1. Our grandma doesn 't live with us. She has her own little house.
2. What time ..... you usually wake up?

3. Why ... they looking at us?

4.1 can’t talk to you now. I ..... working.

S5 i your brother shave every morning?

6. We ..... want to move at all.

7. Sam .... a good football player, but he ..... play very often.

8. e the sun shining? No, it ... not.

Ne 2. TTocraBbTe raarognl B Present Continuous uim Present Indefinite.
1. Don't put your coat on. The sun (to shine) is shining.
2. In summer the sun (to shine).............. brightly.



3. Run downstairs. Your sister (to wait for) ......... you.

4. | usually (to wait for).......... Tom. He is always late.

5. We (to have) .......... coffee every morning.

6. | like tea, but now I (to have)........... coffee.

7. Mary (to play) ........... the piano every evening.

8. Where is John? - He (to play)............ the piano.

9. Our boys usually (to play)............... football in the yard.

10. Call them. They (to play).............. football in the yard.

11. My aunt (not to make).............. cakes on Mondays, but she (to make)......... one
now.

12. Ann usually (to make).......... doll dresses herself.

13. She is in the kitchen. She (to make).......... tea for us.

14. What ........... (you / to look at)? — I (to look at)............. that tree in the garden. |
(to like)............. to look at it early in the morning.

15. I am busy. I (to make)........... my bed.

16. I always (to make)........... my bed before breakfast.

Ne 3. PackpoiiTe cko0KkH, ynorpeoJsisi riiaroibl B Present Continuous uiu B
Present Simple.

1.1 (to rest).......... now. | (to rest).......... every day.

2. They (to talk).............. now. They (to talk)............ every day.

3. He (to drink)............... coffee now. He (to drink)............. coffee every morning.
4. She (to go).............. to school now. She (to go)............. to school every day.
5.They ... (to have) dinner now? They always ............... (to have) dinner at
two o’clock?

6. What ........... she (to write) now? What ............ she (to write) every evening?
7.What he ............... (to do) now? What he ............... (to do) every Sunday?

8. What they ................ (to eat) now? What they ................. (to eat) at dinner?

Ne 4. TlocraBbTe riaroa B Simple Present uimm Present Continuous.
1) John (play) football at the moment.

2) We often (write) tests at our school.

3) I (talk) to my teacher now.

4) Look! Mandy and Susan (watch) a filmon TV.
5) Olivia (visit) her uncle every weekend.

6) Now (shine) the sun.

7) They sometimes (read) poems in the lessons.

8) Every morning my mother (get) up at 6 o'clock.
9) Look! He (leave) the house.

10) She usually (walk) to school.

11) But look! Today she (go) by bike.

12) Every Sunday we (go) to see my grandparents.
13) He often (go) to the cinema.

14) We (play) Monopoly at the moment.

15) The child seldom (cry)



Ynpaxnenue 1. PackpoiiTe ckoOku, ynorpeoJisisi rijaarojisl B gopme Present
Simple mim Present Continuous.

. He (to work) in the city centre.

. | (to write) an essay now.

. 'You (to go) to school on Sundays?

. We (not to dance) every day.

. They (to play) in the hall now?

. Where he (to live)? — He (to live) in a village.
. He (to sleep) now?

. They (to read) many books.

. The children (to eat) cakes now.

10. He (to help) his mother every day.

11. You (to play) the piano well?

12. Look! Michael (to dance) now.
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Ynpaxuenue 2. PackpoiiTe cko0ku, ynorpeo.Jisis riaaroiabl B popme Present
Simple mim Present Continuous.

1. Her father (not to watch) TV at the moment. He (to sleep) because he (to be)
tired.

2. Where your uncle (to work)? — He (to work) at school.

3. Your friend (to do) his homework now?

4. When you usually (to come) home from school? — I (to come) at four o’clock.
5. My sister (not to play) the piano now. She (to play) the piano in the evening.
6. You (to read) a magazine and (to think) about your holiday at the moment?
7.1 (to sit) in the waiting room at the dentist’s now.

8. When you (to listen) to the news on the radio?

9. You (to play) chess now?

10. My father (not to work) at the shop.

Talking about future plans (present continuous and going to) will

The future with will, be going to and present tenses
Put in the missing words. Use one word only in each space.

» | don't want a steak. | think I'll have the chicken.

1 There's a fireworks display tomorrow. Janet is ..to watch it.

2 We're at that table in the corner ..................... you join us?

3 I'm seeing the boss this afternoon. But | must study this report before |
............ her.

4 There will be drinks at the reception, but there will ... be any food.

5 The European heads of state are............................... meet in Brussels on
3 October.

6 Itsalovelyday........cccooninnnnn. we go for a walk?

7 My birthday .....cccovvveee, ona Sunday next year.

8 My brother is engaged. He's ..................... married in June.



9 Youwon't be allowed to go to your seat after theplay ............. started.
10 Martin's got his coat on. | think he's................. to go out.

Write the sentences correctly.
» I'm hungry. Hhinkt-have-something-to-eat.

| think I'll have something to eat.
You say you're getting a coach at nine. \What-time-is-it—getting-to-Londen?
I'll give Polly the news. Fi-teHl-herwhentH-see-herthis-evening:
Rupert looks really tired. He's—abeut-felling-asleep-
We've arranged to go out. We-meet—intown-later
I'm going to Spain next week. {-send-you-a-posteard-
I'm going to get to the airport early.+can-read-a-book--while-Fll-be-waiting:
| feel a bit tired, +go-to-Hie-down-:
Why not come to the party? AH-yeur-friends-shal-be-there.

There's been a bomb warning. Ne-ene-can-ge-into-the-buiding-unti-the-police-
will-have-searched-it;
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Look at the answers below and write the correct answer in each space.
» A Let'sgoto the carnival, shall we?
B: Yes, good idea. | expect it'll be fun.
a) it'll be Db)it's c) it's being
1 A: Could I have a word with you, please?
B: Sorry, I'min abig hurry. My train......... in fifteen minutes.
a) is going to leave b) leaves c) will leave
2 A: Have you decided about the course?
B: Yes, | decided last weekend. ..................... for a place.
a) | apply b) I amto apply c) I'm going to apply
3 A: I'mtrying to move this cupboard, but it's very heavy.
B: Well, ... you, then.
a) I help b) I'll help ¢) I'm going to help
4 A Isthe shop open yet?
B: No, but there's someone inside. | think .....................
a) it opens D) it's about to open c¢) it will open
5 A: Do you mind not leaving your papers all over the table?
B: Oh, sorry. I'll take them all with me when
a)lgo b)I'llgo c)I'mgoing
6 A: It'sapublic holiday next Monday.
B: Yes, I KNOW......ccoovviiiiiiiiic anything special?
a) Are you doing b) Do youdo c¢) Will you do

Write the sentences using a future form of the verb. Use the word in brackets.
»  Express your instant decision to take a taxi. (I'll)

I'll take a taxi.

1 Express your intention to have a rest, (going)

2 Express the idea that the timetable shows the start of term on 6 September,



(starts)

3 Predict a world war in five years' time, (there)

4 Express the idea that you and ludy have arranged a game of tennis for
tomorrow, (playing)

5 Give your prediction of a probable fall in prices, (probably)

6 Warn your passenger about the car crashing, (going)

Put the verb into the more suitable form, present continuous or present
simple.

1. 1 (go) to the theatre this evening. 2. When (the film / begin) at 3.30 or 4.30? 3.
We (have) a party next Saturday. Would you like to come? 4. The art exhibition
(open) on 3 May and (finish) on 15 July. 5. I (not/go) out this evening. | (stay) at
home. 6. (you/do) anything tomorrow morning?' 'No, I'm free. Why?' 7. We (go)
to a concert tonight. It (begin) at 7.30. 8. Excuse me. What time (this train / get) to
London? 9. Ann, | (go) to town. (you/come) with me? 10. Sue (come) to see us
tomorrow. She (travel) by train and her train (arrive) at 10.15. I (meet) her at the
station. 11. I (not/use) the car this evening, so you can have it. 12. I'm bored with
this programme. When (it/finish)?
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She'll pay me back. She'll get some money.(as soon as) She'll pay me back, as soon
as she gets some money.

1. I'll wait here. You'll get back. (until) 2. Give me a ring. You'll hear some news.
(when) 3. The TV programme will end. I'll do my homework. (after) 4. I'll go to
work. I'll have a bath. (before) 5. She'll be in Paris. She'll visit friends. (while) 6.
The lesson will end. I'll go home. (as soon as) 7. | won't leave the house. The
postman will call. (until) 8. Can you feed the cats? I'll be away. (while) 9. I'll tell
you about the holiday. I'll get back. (when) 10. I'll study English. I'll speak it
perfectly. (until)

Choose the best way to express the future meaning.

1. There's no point in running now. We (miss) the bus anyway. 2. Yes, I'll come
out this evening. I (not/work). 3. You can relax. The match (not/start) until four
o'clock. 4. I (go) to the market this afternoon. Do you want anything? 5. Are you
OK, Donna? You look like you (faint). 6. You realize that the boss (not/like) this,
don't you? 7. I (cook) dinner this evening - as usual. 8. She (look) for a new flat
next year. 9. Don't worry. The shops (not close) until eight o'clock tonight.

Which is correct?

1. 'Did you phone Ruth?' 'Oh no, I forgot. | phone / I'll phone her now.' 2. | can't
meet you tomorrow afternoon. I'm playing / I'll play tennis. 3. 'l meet / I'll meet
you outside the hotel in half an hour, OK?' 'Yes, that's fine." 4. 'l need some
money."' 'OK. I'm lending / I'll lend you some. How much do you need?' 5. I'm
having / I'll have a party next Saturday. | hope you can come. 6. 'Remember to buy
a newspaper when you go out.' 'OK. I don't forget /1 won't forget.' 7. What time



does your train leave / will your train leave tomorrow? 8. 'Are you doing / Will you
do anything tomorrow evening?' ‘No, I'm free. Why?' 9. | don't want to go out
alone. Do you come / Will you come with me? 10. It's a secret between us. |
promise I don't tell /I won't tell anybody. 11. Ann isn't free on Saturday. She'll
work / She's working. 12. I'll go / I'm going to a party tomorrow night. Would you
like to come too? 13. | think Jane will get / is getting the job. She has a lot of
experience. 14. | can't meet you this evening. A friend of mine will come / is
coming to see me. 15. There's no need to be afraid of the dog. It won't hurt / It isn't
hurting you.

Put the verb into the more suitable form, future simple or present simple.

1. 1 (phone) you when | (get) home from work. 2. | want to see Margaret before
she (go) out. 3. We're going on holiday tomorrow. | (tell) you all about it when we
(come) back. 4. Brian looks very different now. When you (see) him again, you
(not/recognize) him. 5. We must do something soon before it (be) too late. 6. |
don't want to go without you. I (wait) until you (be) ready. 7. Sue has applied for
the job but she isn't very well qualified for it. I (be) surprised if she (get) it. 8. I'd
like to play tennis tomorrow if the weather (be) nice.
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1.Decide whether the Phrasal verbs are separable or inseparable. Choose the
correct sentences.

turn on —

1. He turned on the light.

2. He turned the light on.

hand in —
1. Hand in your homework on time.
2. Hand your homework in on time.

geton —
1.They got on the bus.
2.They got the bus on.

look up —
1.Look up the words in a dictionary.
2. Look the words up in a dictionary.

grow up —
1. He grew up in North Carolina.
2. He grew in North Carolina up.

check in —
1. We checked in at our hotel.
2. We checked at our hotel in.

give up —
1.They gave up smoking.
2.They gave smoking up.

ask out —
1.Henry asked Jenny out.
2. Henry asked out Jenny.

mix up —
1.We mixed up the numbers.
2.We mixed the numbers up.

look after —
1.Dennis looked after his brother.
2.Dennis looked his brother after.

2.Multiple-choice exercise. Choose the correct answer for each question.



1 The shop is giving ............... a sample pack to every customer.
in
up
back
away
2 The car broke ............... at the traffic lights and we had to call emergency
service.
up
away
out
down
3 We're getting .............. much better now that we don't live together.
out
on
about
in
4 Hang ............. - I'll be with you in a moment!
down
on
up
about
5 You should give ............... smoking- it's harmful for your health.
away
up
back
in
6 The dog turned ............. and ................ , trying to catch its tail.
round
on
over
off
7 He takes ............... his mother- he behaves exactly the same way as she does.

away
on
after
8 When | was learning to ski, | kept falling ................... :
out
back
over
off
9 When you're in town could you pick .............. the books | ordered?

off
up



over
out
10 Try....... the shoes to see if they fit.
away
after
on
off
11 Tum e, the light, please. I'd like to get asleep.
over
round
on
off
12 It'sinpencil soyoucanrubit................. if you need to.
up
out
along
in
13  He said he'd picked the woman ............. in a bar.
off
up
out
over
3.Match the phrasal verb with its idiomatic sense

break down abandon

getup become rotten

get by take care

take off learn / understand

give up manage

turn up have a disagreement

look after search for a word in a book
look up make an appearance / arrive
put out stop working (machine)

go off go into the air

pick up extinguish

make over completely change

fall out raise yourself

4.Complete each of the following sentences.
1. Our alarm clock is set to go at6 a.m.
a) away
b) up
c) out
d) off
2. Gary asked Cynthia to marry him, but she turned him



a) down

b) without

C) across

d) over

3. The emergency workers managed to put the fire.

a) off

b) out

c) down

d) without

4. Everyone thought she was English, but she turned to be Canadian.

a) up

b) off

c) by

d) out

5. The math teacher lets students chew gum in class, but the French teacher does not
put with it.

a) over

b) out

C) up

d) along

6. The university students want to do with tuition, because they think
education should be free.

a) away

b) out

C) up

d) off

5. Complete the sentences.

passed away, do without, look forward to, called off, made up, carried away,
break out, run out, put up with, keep up.

1. Don't smoke in the forest. Fires ... easily at this time of the year.
2. 1... seeing my friends again.

3. I'm afraid; we have ... of apple juice. Will an orange juice do?
4. Your website has helped me a lot to ... the good work.

5. A friend of mine has ... her wedding.

6. His mother can't ... his terrible behavior anymore.

7. As an excuse for being late, she ... a whole story.

8. I got ... by his enthusiasm.

9. Ijust cannot ... my mobile. I always keep it with me.

10.She was very sad because her father ... last week.

Questions



Put the words in the correct order to make questions.

1.
1. please | can see the menu?

2. excuse me here anyone is sitting?

3. from which country do come you?
4. to who you were just now talking?
5.
6
7
8
9.

what mean do you exactly by that?

. a little more specific you could be?
. what time the next train to Brussels is?
. you can tell me what time is the next tram to Brussels?

this briefcase to who does belong?

10. could I from here a phone call make?
11. do think you | could make from here a phone call?

w

2. Underline the correct words.

1. Spoke you/Did you speak with Lara yesterday?

2. What did Lara say/said when you spoke to her?

3. A: Do you like Scotch whisky? B: Yes, I like. / Yes, | do.
4,
5
6
7
8

How works this machine?/does this machine work?

. Who set up Microsoft/did set up Microsoft?

. When set up Microsoft/did Microsoft set up?

. Who did telephone te/telephoned me this morning?

. Who you telephoned/did you telephone this morning?

Expand the And you? questions to make full yes/no questions.

Example: I've seen the news today. And you? Have you seen the news today?

NogakodpE
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| work from home. And you?
| can understand German. And you?
I've already had lunch. And you?
I'll be back in time for lunch. And you?
I'm enjoying the conference. And you?
| agreed with her. And you?
I've never spoken to Pierre. And you?

Expand the And you? questions to make full questions.

| get to work around 8.30. And you? When do you get to work?
I’m staying at the Sheraton. And you? Where
I paid € 150 for the flight. And you? How much

. I’ve interviewed three candidates. And you? How many candidates

. Complete the dialogue with question words and question

phrases from the list below.

what kind of how often how far how long how many how much



what (x2) which (x2) whose

SAM: So, tell me about your new Job. (1) ... What kind of work is it?

JOE: It'sin sales, like my last job, but it's a bigger company.

SAM: Really? (2) ... people work there?

JOE: | suppose there's about 60 people in our office.

SAM: Oh. yeah. And (3) ... holiday can you take a year?

JOE: Twenty-four days a year plus public holidays.

SAM: Oh, that's much better than your last job. And (4) ... is it from your home?
JOF: Well, it's really not that far and | don't have to catch the train to work
every morning, which is great.

SAM: Oh, lucky you. So, (5) ... does it take you to get to work in the morning
now?

JOE: About 25 ... minutes by car.

SAM: Wow. It sounds perfect. (6) ... time do you start work in the mornings?
JOE: About nine. But sometimes | have to go on sales trips at the weekends as
well.

SAM: Oh? (7) ... idea was that?

JOE: I don't know, it's just something you have to do.

SAM: And (8) ... do you have to do it?

JOE: About once a month | think. They're going to give me a company car
SAM: Really! (9) ... model are they going to give you?

JOE: A Golf, I think - and I can choose the colour.

SAM: Oh, and (10) ... colours are there?

JOE: Well, I can choose between black and dark blue.

SAM: Only two! So, (11) ... one do you prefer?

JOE: Well, dark blue sounds better than black.

SAM: Hmm, yeah. Well, congratulations, I'm sure you'll do really well.

6. Underline the correct words.

1. What did you talk about/you talked about in your presentation?

2. How works a hybrid car/does a hybrid car work?

3. How much profit did Berkshire Hathaway make/Berkshire Hathaway made?
4. Why Ford’s market share is falling/is Ford’s market share falling?

5. What Vice-President/Which Vice-President is chairing the meeting?

6. What advice/Which advice did she give you about your career?

7. To who is this bag/Whose bag is this?

8. What type of loan are you interested in/In what type of loan are you
interested?

Reported Speech



1. Underline the correct words.

1. Sally told/told me that she had lost the catalogue.

2. This is confidential, please don't say/tell anything about it.

3. This is confidential, please don't say/tell anyone about it

4. Chris said/said me he must leave early

5. | said/told them about the meal, and they said/told they would come.

6. "You see, told/said Steve, 'l always told/said you'd get a promotion.

7. "You see, told/said Steve, 'l always told/said you you'd get a promotion.'
8. 'Look," I told to/said to her, ‘why don't you tell/say me what you mean?'

N

. Look at the actual words spoken. Underline the correct words in
the reported version.
1. (Helen's words) 'l won't do it until tomorrow.'
Helen said 1/she wouldn't do it until the previous/following day.
2. (Peter's words) 'It's very busy in here. I'll call you later.’
Peter said it was very busy here/there, and he'd call me/him later
3. (The sales manager's words) "We received your order last week.'
He said they'd/we'd received our/their order the week after/before.
4. (Mel Bowen's words) 'I'm sorry about the delay, I'll deal with this now.'
She said she/l was sorry about the delay, and she'd deal with it right
then/later.

3. Rewrite the sentences in reported speech. Use contractions where

possible.

1. 'l won't put it in the sales because it's selling very well,' she said.

She SaId ..o,
2. 'lI've read the report and I don't understand section 4, he said.

He Said. ...
3. 'When I finish my presentation, I'm going to have a drink," he said.

He said that When......... ... e
4.'I'm preparing the figures but I won't be long," she said.

ShE SAIA ..o e
5.l like playing tennis, but I don't do it very often,' she said.

She SAIA. .. e
6. 'I'm going to visit our Polish subsidiary, but I'm not sure when," she said.

She SaId ..o,

4. Rewrite each sentence in reported speech.

1. 'Are you on holiday for the whole of August?' she asked me.
Sheaskedme ....................onel.

2. "What do the letters "URL" mean?' | asked him.
Tlaskedhim...............................

3. 'Have you prepared the figures?' my boss asked me.

My boss askedme .......................

4. "When is your birthday?' | asked Francesca



I asked Francesca........................

5. 'Did you remember to back up the file?' she asked him.

She asked him...........................

6. '"Why have you turned off the air conditioning?' Ellen asked me.
Ellenaskedme ..........................

7. 'Do you speak Italian?' they asked me at the interview.

They asked me at the interview.................oooiiiinnn.n

8. 'How much did you pay for your car?' | asked Pablo.

Tasked Pablo..................oooiiinL .

5. A speaker was asked these questions after a presentation. Report

the questions.

1. 'When will the new product be ready?"

'How much are you planning to spend on advertising?'

‘Where do you intend to advertise?'

'‘What discount will you give to your distributors?'

‘Why has it taken so long to develop?'

'‘How much market interest has there been in the new product?’

. 'Who is the product aimed at?'

'What sort of problems have you had in developing the product?

They asked me when the new product would he ready.

They asked me how much we were planning to spend on advertising.

They asked Me ..o
They asked Me ... e
They asked Me ... e
They asked Me ....ooeiii e
They asked Me ..o
They asked Me ....ooiiii

No ko

6. A colleague of yours came back from a business trip, and you asked her the
following questions. Rewrite the questions using reported speech.

1.'Did you have a good trip?'l asked her if she had had a good trip.

2. 'Have they signed the contract?'...........ccoviiiiiiiiii e,
3. 'Will you need to go back again?'..............ooiiiiiiiiii e
4."Was the hotel OK ... ..,
5.'Did you have any time off?'............oooiii
6.'Are you feeling tired?'. ... ... e

7.'Did you have any problems?'...........cooeiiiiiiiii

8. 'Do you feel confident about the project?'........c....oooviiiiiiiiiiiii ..

9. 'Did they like the idea of a joint venture?'................coovviiiiiiiiiiininn.e

Conditionals



1. Choose the correct words.
1. If America reduced/would reduce its trade deficit, the dollar goes/would go

up.
2. If 1 worked/will work at the EU, | would support/support openness and
transparency.

3. I'am talking/I’d take legal advice if I am/I were you.

4. | wish that taxes aren’t/weren’t so high.

5. 1'wish I can/could speak better English — life would/will be much easier.
6. | hope we I can/could get many more sales as a result of this advertising.

2. Choose the correct words.

1. If we’re/we would be late, they’ll start/they’d start without us.

2. If we will take/take a taxi, we’ll arrive/we arrive sooner.

3. If we worked/would work for ADC, we’ll get/we’d get a better salary.

4. When inflation will go/goes up, there would be/is usually pressure on
salaries.

5. If we don’t hurry/won’t hurry, we would be/we’ll be late.

6. If you change/are changing your mind, give me/you will give me a ring.
7. Unless you click/would click on that icon, it didn’t/it won’t print out.

8. If you ordered/order on the Net, we always will send/send an emalil
confirmation.

9. If I lend/will lend you this book, when do you return/will you return?

10. If you heard/hear anything in the next few days, let me/letting me know.

3. Put the verbs in brackets in the correct form.

1. Ifyou (give) me 90 days | (buy) right now.
2. Ifyou (give) me a special price | (putin) a
bigger order.
3.1 (take) last year’s stock if you (take off) 15 %.
4. 1 (purchase) the equipment if you (throw in)
the accessories.
5. How long (you hold) your prices if we

(order) today?
6. If 1 (pay) cash how much discount (you
allow)?

4. Complete these sentences.

1. If I have time this weekend,
2. If 1 go on holiday this year,
3. If I can afford it,
4
5
6

. If I carry on learning English,
. If I stay in my present job,
. If | feel tired this evening,




7. If I move house at some stage in the future,

5. Write down the advice you would give in the following situations.
Begin each answer with “If I were you ...”.

What would you say to ...

1. ... an 18 year old who wanted to join your company instead of taking up a
place at a well-known university?

2. ... acolleague who had not heard about the result of an interview?

3. ...afriend who asked you what kind of car he should buy?

4. ... someone who was looking for a job in your company?

5. ... avisitor to your town who asked which restaurants were good

6. Put the verbs in brackets in the correct form.

A: My session with the career counselor was a bit of a waste of time.

B: Really? Why?

A: Well, firstly, he recommended moving to London, but that’s impossible. If I

1) (get) a job in London, | 2) (have) to
spend at least four hours a day on the train, and I’m not going to do that.

B: Couldn’t you move?

A: No, because if | 3) (move) to London, | 4)
(need) to sell the house, and I don’t want to do that at the moment.

B: Did he have any other ideas?

A: He suggested retraining to become an accountant, but that’s not a solution
either. Even if | 5) (start) next week, | 6)

(not/be) qualified for at least three years, and that is too
long. So I don’t really know what I’'m going to do.

. Underline the correct words.

. I we sent the goods by sea, the transport costs will/would be much lower.

. If they promote/promoted the brand better, they'll gain market share.

. If you left/had left earlier, you might have got there on time.

. If anyone from Head Office visits, they always stay/will stay in a five star
hotel.

5. If I were you, I'd/I'll call their Technical Support number.

6. If I have/had more time, I'd be able to come up with a solution.

7. If it breaks down/will break down, it takes days for the service engineer to
arrive.

8. If you enter the date in the wrong format, the computer doesn't/didn't
recognise the information.

9. If we'd been/we were more careful, we wouldn't have lost so much money.
10. If I had bought more shares, | would become/would have become rich!

11. If your second interview goes/will go well, I'm sure they'll offer you the job.
12. If you would have backed up/backed up your files more often, you wouldn't
risk/didn't risk losing all your work.
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13. If you hadn't/wouldn't have acted so quickly, we'd be/we are in big trouble.
14. | need to contact Head Office. | wish | have/had my mobile phone with me.
15. | wish it is/was Friday!

8. Complete each sentence using if or unless.

1. Their offices are very near. We'll walk there ........ it's raining.

2. We would probably get the contract ............ we dropped our price a little.
3. Comeon! ......... we hurry, we'll miss the plane.

4, . you have any questions, please feel free to call.

5. What would you do ........ they refused to negotiate?

6. 1 don't feel able to take a decision ........ I have all the figures.

9. Complete the sentence for each situation.

1. Emma didn't leave early, and so she missed her flight.

IFEMMA ..oy e her flight.

2. He didn't make more coples so we don't have enough for everyone.

Ifhe .cocevvenen, s WE e, enough for everyone.

3. | forgot to bring your map, so | went to the wrong building.

) R R LSRR to the wrong building.

4. They didn't invest |n new technology, so they didn't survive the recession
IfFthey .o yHheY the recession

5. I didn't realise you were so busy when | asked you to help me.
T R LSRR to help me.

6. The Government dldn t collapse, so there wasn't a crisis.

If the Government ...........cccceveveinenne , there ............... a crisis.

7. They didn't bring out their new model on time, so they lost market share.
Ifthey .o, ythey oo market share.



Ilpoosunymutii ypoeens e1adenus UHOCMPAHHBIM A3bIKOM

Modals of advice, obligation and necessity
Translate the sentences into English.
. BBl JO0MIKHBI OPOCUTH KYPUTh.
. Bedepunka Obliia 3ameudarenbHasd. Bam cienoBano mpuitTu.
. ThI MOXeNIb PEeIUTh ATy MPOOIEMY.
. Tebe ciienyeTr HaBECTUTh CBOET0 OOJIBLHOrO ApYTa.
. Tebe ciiemoBano HaBECTUTh CBOETO OOJIBHOTO JIPYyTa, HO Thl HE HABECTHIL.
. He xoTtuTte eme yas?
. 51 BBIHYX/1€H ObLI cenaTh 3TO.
. 51 He 3Har0, moYeMy MBI criemuiii. Ham He Hy)KHO ObLIO CIIEITUTh.
. 51 ObI XOTEJN MOUTHU C TOOOM.
10. Tsl MOXeIIIb JIeJaTh BCE, UYTO XOUEIIb.
11. Onbre Hy>kKHO yA€IUTH OOJIbIIIE BHUMAHUSI 3aHATHUSAM I10 aHTJIMHCKOMY SI3BIKY.
12. 51 He yBepeH, HO BO3MOKHO OH HEMpaB.
13. Emy paspeniim B3sTh MallliHy CBOETO OTIA B MPOILIYIO MSATHUILY.
14. 5 mory cuurtath 10 50 Ha UCTTAHCKOM.
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There is a mistake in each sentence. Correct the mistakes.
1. Actors may learn a lot of dialogues by heart.

2. Your glass is empty. Must | refill it?

3. Would I introduce Mr. Brown to you?

4. My sister can to play a few musical instruments.

5. Some years ago I didn’t can speak English.

Requests
Choose the most appropriate answer for expressing the idea specified in

parentheses.

1. | speak to Mr. Smith, please? (Formal polite request)

Can

May

Would

Would you mind if

2.  you open the window, please? It's hot in here. (Polite request)
Could

Couldn't

Won't

Wouldn't

3. buying two loaves of bread on your way home? (Polite request)
Could you

Will you

Would you

Would you mind

4. Would you mind if I~ your dictionary for an hour or so? (Polite request)




borrowed

will borrow

would borrow

5. Would you mind if I~ come to your party? (Asking for permission)
didn't

won't

wouldn't

6. Mrs. Redding, lend me two hundred dollars till next week, please? (Polite
request)

can't you

could you

do you mind

would you mind

7. Would you mind  here? | have a headache. (Polite request)

not to smoke

not smoke

no smoking

not smoking

8. Betty,  help me with this grammar exercise, please? (Informal request)
can you

can't you

won't you

do you mind

9. Could I use your cell phone, please? — Sorry, you . (Permission not given)
can't

couldn't

mustn't

won't

10. Could I stay here for a while? — Yes, you . (Permission given)
could

can

will

must

Possibility

Choose the most appropriate answer to express possibility that is NOT very strong.
1.He  be able to help you.

may

must

should

will

2.She  have to sell her car and other belongings to pay her debts.
will

will probably

might




would

3. Where is Anna? — | don't know. She  be at the swimming pool or in the park.

could

should

must

has to

4.1t  be as easy as you think.
can't

couldn't

might not

must not

5. Don't ring the doorbell when you get there. Maria's little baby  sleeping.

must be

should be

may be

may not be

6. How did the robbers get in? — We don't know yet. The old woman
the door.

might forget

could forget

might have forgotten

must have forgotten

7. | called her but there was no answer. She left for New York already.

may have

must have

should have

has probably

8. When can | see him?  come back before six today?
May he

Might he

Would he

Is he likely to

9. I wonder who wrote that letter.  Jim have written it?
May

Might

Could

Is it possible that

10. He said that he  go to Italy in June or July.

can

should

might

would

Chose should or shouldn't.
You be so selfish.

to lock



| don't think you smoke so much.

You exercise more.

| think you try to speak to her.

You are overweight. You go on a diet.

Where we park our car?

You never speak to your mother like this.

The kids spend so much time in front of the TV.
| tell her the truth or should | say nothing?

| think we reserve our holiday in advance.

For each sentence, write either should or shouldn't in the box.

You leave your shoes here or people will trip over them.

You turn the TV down. Your aunt is trying to work in the kitchen.

If your foot is still causing you problems, you call my friend Jane. She's a
chiropodist.

Why did you say that? You think before opening your mouth!

You take so much cash abroad with you. You take the risk of losing it and
having to go without.

Your mother is furious with you. You clean up your room more often.
Have you seen the state of the neighbor's front garden? They let it get so
messy.

Don't let Misty up on the sofa like that! You tell him to keep off the
furniture.

Use should / shouldn't / mustn't

. We invite the Nortons to our party. They are nice people.
. 'Young children stay at home on their own.

. Before you go to the dentist's, you brush your teeth.

. You smoke in bed!

. You shut the windows because it is raining.

. You forget her birthday again.

. You go to the theatre when you are in Vienna. It's great.

. They tell her about John's accident. She could break down.

. You cross the street when the traffic lights are red.

10. The doctor told Charlie that he drink too much alcohol.

11. My mum thinks | spend so much money on clothes.

12. "Twilight" is a really great book. You read it soon.

13. The teacher said to me,"You get up earlier because you are late again!"
14. You tell lies!

15. You drive the car. You are only thirteen!

OO NO OIS~ WN B

Indirect questions and statements

Rewrite each sentence in reported speech.
1. 'Are you on holiday for the whole of August?' she asked me.




Sheaskedme ............................

2. '"What do the letters 'URL" mean?' | asked him.
lTlaskedhim...............................

3. 'Have you prepared the figures?' my boss asked me.

My boss askedme .......................

4. 'When is your birthday?' | asked Francesca

I asked Francesca........................

5. 'Did you remember to back up the file?' she asked him.
She asked him...........................

6. 'Why have you turned off the air conditioning?' Ellen asked me.
Ellen askedme ..........................

7.'Do you speak Italian?' they asked me at the interview.
They asked me at the interview................coovvvviinnnnnn.
8. 'How much did you pay for your car?' | asked Pablo.
Tasked Pablo.................ooooiiiinL .

A speaker was asked these questions after a presentation. Report
the questions.
. "When will the new product be ready?'
. "How much are you planning to spend on advertising?'
. 'Where do you intend to advertise?'
. 'What discount will you give to your distributors?’
. 'Why has it taken so long to develop?’
. "How much market interest has there been in the new product?'
. 'Who is the product aimed at?'
‘What sort of problems have you had in developing the product?
They asked me when the new product would he ready.
They asked me how much we were planning to spend on advertising.
They asked Me ..o e
They asked Me ..o e
They asked Me ... e
They asked Me ..o
They asked Me ...,
They asked Me ....ooeiii e

~No ok~ wdNERE

A colleague of yours came back from a business trip, and you asked her the
following questions. Rewrite the questions using reported speech.

1.'Did you have a good trip?'l asked her if she had had a good trip.

2. 'Have they signed the contract?'..........cccooiiiiiiiii e,
.'Will you need to go back again?'..............cooiiiiiiiiiiii
'Was the hotel OK ... ... e

.'Did you have any time off?".............oiiii
JAreyou feeling tired? ...

.'Did you have any problems?'...........oooiiiiiii e

. 'Do you feel confident about the project?'...........ccoiiiiiiiiiiiii i,
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9. 'Did they like the idea of a joint venture?'...............ccoeviiiiiiiiiiinnn....

Rewrite the following sentences. Use the introductory phrases and either a question
word or if.

Does the bank have a branch in Geneva, | wonder? | wonder if the bank has a
branch in Geneva.

When will the plane get in? Do you know? Do you know when the plane will get
in?

1. How are the negotiations going, | wonder?

I WONACT .

2. Is Peter coming to the meeting? Do you know?

DO YOU KNOW ..o

3. When is the talk going to start? Could you tell me?

Could you tell Me ....ovviiii e

4. Should | take the job? I'm not sure.

I'M N0t SUTC. .ottt e e e

5. Where is their head office? | don't know.

L don ™t KNOW. ...

6. Will they accept our offer, | wonder?

L WONART ..

7. Have they sent us an order form? Could you tell me?

Could youtell me ......vviiii i e e

8. How did they get this information, | wonder?

L WONAeT .

Rewrite each sentence in reported speech, using a verb from the list below.
Advised apologised for congratulated on invited offered promised refused
suggested

.'I'll meet you at the airport, Sue,’ said Mike

. "Would you like to come to the product launch, Jean?' asked Chris.

. I wouldn't sign the contract if | were you, Dave,' said Patsy.

. 'How about getting an alternative quote?' said Nick.

.'I'm terribly sorry for arriving so late,' said Serena.

.'Shall I give you a lift?' said Mark.

. 'Well done, you've won the Employee of the Year award!" he said.

.'No, | can't accept any further delays," said Pat.

coONO OIS WN -

Rewrite the sentences in reported speech. Use contractions where possible.

1. 'l won't put it in the sales because it's selling very well,' she said.

ShE SAId ..o e
2. 'I've read the report and | don't understand section 4," he said.

He Said. ...
3. 'When | finish my presentation, I'm going to have a drink," he said.

He said that When........ ... e
33




4.'I'm preparing the figures but I won't be long,' she said.
SRE SAId ...t
5.l like playing tennis, but I don't do it very often,' she said.

Articles
1. Underline the correct words.
1. Where's a/the fax they sent this morning? | can't find it
2. | have an/the appointment at a/the bank.
3. | had a/the very good holiday. A/The weather was marvellous.
4. I've been working so hard that | need a/the break.
5. They are a/the largest manufacturer of light bulbs in a/the world.
6. A/The presentation was a/the great success.
7. Can | give you a/the lift to the station?
8. I think I need a/the new pair of glasses.
9. We need to reach a/the decision as soon as possible.
10. There must be an/the answer to a/the problem.
11. Mike is an/the accountant. He works on another/the other side of town.
12. His office is a/the biggest one in a/the building.
13. Where is a/the document that we were looking at just now?
14. The Portuguese/The Portuguese people are very good negotiators.

.2. Put either a/an or a dash (-) to show no article.

1. ... money makes the world go round.

2. Sheila drives ... French car.

3. Rita works in ... insurance agency in Lisbon.

4. ... health is the most important thing in ... life.

5. This is ... good time for ... sales of new cars.

6. This is the number to call for ... information.

7. I've got ... colleague who is ... systems analyst.

8. product knowledge is very important for ... sales representative.
9. He is... engineer. He studied ... engineering at university.
10. We produced . full sales report four times ... year.

3. Underline the correct words.

1. We went to Pisa/the Pisa and saw Leaning Tower/the Leaning Tower.
2. Crete/The Crete is very beautiful at this time of year.

3. My son is in hospital/the hospital and can't go to school/the school.

4. You can go from Heathrow/the Heathrow by underground/the
underground.

5. Helmut Kohl/The Helmut Kohl was Chancellor/the Chancellor who
helped to reunite Germany/the Germany.

6. We flew over Alps/the Alps and saw Mont Blanc/the Mont Blanc.

7. In near future/the near future videoconferences will replace many
meetings.



8. I'm tired! Thank goodness it's time to go home/to home.

9. New York/The New York is in United States/the United States

10. I usually have lunch/the lunch at about one.

11. 1 used to work for Deutsche Bank/the Deutsche Bank in City of
London/the City of London at the start/start of my career.

12. My son wants to go to university/the university after his exams.

13. Do you know Lake Windermere | the Lake Windermere? It's in Lake
District/the Lake District, in north-west/the north-west of England/the
England.

14. | bought this suit from Bond Street/the Bond Street.

15. The Government should do more to help the poor/the poor people.

16. On our trip to UK/the UK we toured around south-east/the south-east and
visited Canterbury Cathedral/the Canterbury Cathedral.

17. They wouldn't pay, so we took them to court/the court.

18. John/The John is at work/the work at moment/the moment.

19. We travelled to Italy/the Italy by car/the car.

20. Danube/The Danube is the main river in Central Europe/the Central
Europe.

4. In the dialogue, choose the correct option from the words in italics.

HARRY: I've got a problem/some problem with Petersens. They owe us a
money/some money for a work/some work we did for them, but they won't pay.
JANET: We've had a trouble/some trouble with them before, haven't we?
HARRY: Yes, that's right. Last year they sent usa cheque/some cheque for
an equipment/some equipment we had supplied and the bank returned it. So they
haven't got a good record/some good record.

JANET: May | make a suggestion/some suggestion? Send them a final
demand/some final demand, saying we want to be paid immediately.

HARRY: And if they still don't pay?

JANET: GO and see a lawyer/some lawyer and get an advice/some advice about
what to do next.

HARRY: All right, I'll send them a letter/some letter today.

JANET: Yes, OK. And by the way, there's an information/some information about
the company and who runs it in the Accounts Department. Have a word with
Kerry, because she's got a correspondence/some correspondence from them that
might be useful.

. Underline the correct option from the words in italics.

. I'd like an/some advice about the government's latest tax proposals.

. I've just received a/some very nice gift from one of my suppliers.

. Shall we carry on working, or would you like to go out for a/some meal?
. Do you have an/any information about conference facilities in Monaco?
. | just have to go to the bank to get a/some money.

. Bill wants you to phone him. He says he has a/some good news for you.

OO WN - O



7. Did you meet an/any interesting people at the trade fair?
8. The engineers are having a/some problems with the new engine.

6. A manager is getting the results of some 'upward feedback’, and is hearing
what his staff think about him. Complete the dialogue with some or any.
MANAGER: SO what did they say? Were there ... serious problems?
CONSULTANT: Well, we interviewed all the people who work for you, and there
are ... aspects of your management style that are very good.

MANAGER: Did they make ... complaints? I'd like to start with them first.
CONSULTANT: As you like. There are some people who work for you who feel
that you don't listen very much. They say that you don't spend time talking to them
and that you seem very busy.

MANAGER: I am. Were there ... other criticisms?

CONSULTANT: Yes, but I would like to suggest ways of dealing with this
particular point before we carry on. | think there should be fixed times when staff
can come and see you. If they don't have opportunities to discuss their problems,
they will feel nervous about coming to talk to you. The other thing that they
mentioned is that you don't give them ... responsibility, and that they don't
make decisions themselves. Now, this is a common problem, and | think it's
something you should think about.

7. Two colleagues are discussing the opening of a new office in Madrid. Fill in
the blanks with the words from the box.

much many alotof alittle afew
A: How are things in Madrid?
B: We're nearly ready. We didn't have ... trouble finding a suitable office. There
seem to be ... empty places at the moment.
A: How ... work will you need to do on the building?
B: Nothing really. We only need to do painting and decorating and it will be fine.
A: How ... people are going to be working there?
B: About twenty. We've filled most of the jobs, so it'll only take ... weeks to
find the other people we need. We haven't appointed a sales manager yet, but
there has been ... interest in the job, so we'll get someone soon.
A: How ... time do you think you will spend there?
B: At the beginning, I'll have to spend ... time over there, so I have rented an
apartment. But I'm hoping that it will only go on for months, and then the office
will be able to look after itself.

8. Fill in the blanks with anyone, anywhere, or anything.

1. This is not confidential. You can discuss it with ... you like.

2. If you hire a car, you will be able to go ... you want.

3. I am now responsible for recruitment, so I can hire ... I like.

4. George Soros' Quantum Fund has so much money that the company can buy
almost ... it wants.



5. You have to attend the course from 8.00 a.m. to 5.00 p.m., but in the evening
you can do ... you like.
6. Most of the hotels are empty, so you can stay ... you like.

Conditionals

1. Choose the correct words.
1. If America reduced/would reduce its trade deficit, the dollar goes/would go

up.
2. If | worked/will work at the EU, | would support/support openness and
transparency.

3. I'am talking/I’d take legal advice if I am/I were you.

4. 1 wish that taxes aren’t/weren’t so high.

5. 1'wish | can/could speak better English — life would/will be much easier.
6. 1 hope we I can/could get many more sales as a result of this advertising.

2. Choose the correct words.

1. If we’re/we would be late, they’ll start/they’d start without us.

2. If we will take/take a taxi, we’ll arrive/we arrive sooner.

3. If we worked/would work for ADC, we’ll get/we’d get a better salary.

4. When inflation will go/goes up, there would be/is usually pressure on
salaries.

5. If we don’t hurry/won’t hurry, we would be/we’ll be late.

6. If you change/are changing your mind, give me/you will give me a ring.
7. Unless you click/would click on that icon, it didn’t/it won’t print out.

8. If you ordered/order on the Net, we always will send/send an emalil
confirmation.

9. If I lend/will lend you this book, when do you return/will you return?

10. If you heard/hear anything in the next few days, let me/letting me know.

3. Put the verbs in brackets in the correct form.

1. If you (give) me 90 days | (buy) right now.
2. Ifyou (give) me a special price | (putin) a
bigger order.
3.1 (take) last year’s stock if you (take off) 15 %.
4. | (purchase) the equipment if you (throw in)
the accessories.
5. How long (you hold) your prices if we

(order) today?
6. If I (pay) cash how much discount (you
allow)?

4. Complete these sentences.
1. If I have time this weekend,




If I go on holiday this year,
If | can afford it,

If I carry on learning English,
If | stay in my present job,
If I feel tired this evening,
If I move house at some stage in the future,

Nogahkowd

5. Write down the advice you would give in the following situations.
Begin each answer with “If I were you ...”.

What would you say to ...

1. ... an 18 year old who wanted to join your company instead of taking up a
place at a well-known university?

2. ... acolleague who had not heard about the result of an interview?

3. ...a friend who asked you what kind of car he should buy?

4. ... someone who was looking for a job in your company?

5. ... avisitor to your town who asked which restaurants were good

6. Put the verbs in brackets in the correct form.

A: My session with the career counselor was a bit of a waste of time.

B: Really? Why?

A: Well, firstly, he recommended moving to London, but that’s impossible. If I

1) (get) a job in London, | 2) (have) to
spend at least four hours a day on the train, and I’m not going to do that.

B: Couldn’t you move?

A: No, because if | 3) (move) to London, | 4)
(need) to sell the house, and I don’t want to do that at the moment.

B: Did he have any other ideas?

A: He suggested retraining to become an accountant, but that’s not a solution
either. Even if | 5) (start) next week, | 6)

(not/be) qualified for at least three years, and that is too
long. So I don’t really know what I’'m going to do.

7. Underline the correct words.

1. If we sent the goods by sea, the transport costs will/would be much lower.
2. If they promote/promoted the brand better, they'll gain market share.

3. If you left/had left earlier, you might have got there on time.

4. If anyone from Head Office visits, they always stay/will stay in a five star
hotel.

5. If I were you, I'd/I'll call their Technical Support number.

6. If I have/had more time, I'd be able to come up with a solution.

7. If it breaks down/will break down, it takes days for the service engineer to
arrive.

8. If you enter the date in the wrong format, the computer doesn't/didn't
recognise the information.



9. If we'd been/we were more careful, we wouldn't have lost so much money.
10. If I had bought more shares, | would become/would have become rich!

11. If your second interview goes/will go well, I'm sure they'll offer you the job.
12. If you would have backed up/backed up your files more often, you wouldn't
risk/didn't risk losing all your work.

13. If you hadn't/wouldn't have acted so quickly, we'd be/we are in big trouble.
14. | need to contact Head Office. | wish | have/had my mobile phone with me.
15. I wish it is/was Friday!

Gerunds and Infinitives

Exercise 1.

Complete the following sentences using gerunds.

1. (Be) free and alone is a good thing if you are tired of big cities. 2. (Find) you
here was a quite a surprise. 3. If this is what you intend (ask) me, stop (waste) your
time. 4. They kept on (talk) though the band began (play). 5. Everyone enjoyed
(swim) in the river. 6. My watch needs (repair). 7. He never mentioned (live) in
Prague. 8. He does not seem to mind (air) the room. 9. Just imagine (go) there
together! 10. Don't put of (do) it now. If you postpone (receive) a visa again, you
will miss an excellent opportunity of (go) there.

Exercise 2.

Match the parts of the sentences.

1) Making money

2) Being born in my provincial town

3) There is a general feeling all around

4) He promised them that no harm

5) Would you mind

a) would come to them for signing the papers.

b) looking up his telephone number?

c) is my dream also.

d) wasn't much different from being born in Brooklyn.
e) that her running away was a good thing.

Exercise 3.

Complete the following sentences with gerunds formed from the verbs in the box.
buy comment

answer sign

pay help

recognize make go escape

see

1. big prices for famous pictures is now a wealthy man's way of __taxation. 2.
English grammar is very difficult and few writers have avoided__mistakes. 3.
Maurice was saved from___.by Kate's entry with the tray. 4 The elderly ladies
enjoyed___who came in and




out, _ old friends, and____unfavourably how these had aged. 5. Of course the
contract is mutually beneficial and he is all for___it. 6. The important part of his
life is___ people. 7. Parks at night is a dangerous place to walk. Avoid___there
after darkness. 8. Father suggested

___anew machine.

Exercise 4.

Make up sentences using gerunds.

1. Forgive (I, take up) so much of your time. 2. Do you mind (he, join) us? 3. Does
he feel like (stay) here for another week? 4.1 appreciate (you, encourage) him when
he failed in his experiment. 5. Do you know the reason for (he, feel) disappointed?
6. "It's no good (you, hate) it," he said becoming didactic. 7. Only the other day
they had been talking about (something, happen), 8, She was listening hard all the
time for any sound of (Jan, descend) the stairs. 9. He wishes he'd never told you
the truth but it's no use (he, deny) it. 10. Cursing himself for (not learn) to drive a
car he woke up Toni. 11. Of course, | should insist on (you, accept) the proper
professional fee. 12. Bob was feeling rather unwell, and was not really looking
forward to (we, visit) him. 13. My father thinks | am not capable of (earn) my own
living. 14. He warned us that there was no point in (we, arrive) half an hour earlier.
15. They were talking about (she, give up) the job and (go) to live in the country.

Exercise 5. Fill in the blanks with proper gerunds (use the verbs in the box).

Send call go take speak find accomplish come part laugh gamble
explain steal
Cheat support live take buy

1, He has succeeded in___a difficult task and we are proud of him. 2. You should
ask him for help. It seems to me that he is very good at___everything. 3, Mr.
Grimsby hasn't got enough experience. | am against___in our work and |
object__ to the conference. 4. The audience

burst out___at the sight of the monkey going through different tricks. 5. Do you
know he has givenup___ ? 6.1 don't insiston ___there by plane. 7. Though nobody
suspected him of ___, his companions accused him of them when he was
responsible for__goods for their

company. 8. They are engaged in___new people for their firm. 9. Why do you
persistin___him? 10. He is fed up with___alone. He is looking forward to his
family___ in two days. 11. They prevented us from___rash steps. 12. She feels
like__too much when she drinks a glass of

champagne. 13. He decided against___her again.

Exercise 6. Choose the right variant with the following verbs.

A remember

1. Remember (to look/looking) ahead when driving.

2. When you go on that mission please remember (to point out/pointing out) to
people there that our stand on this issue remains the same. — | won't fail to do that.
3. Do you remember (to meet/meeting) them last summer? 4. Remember (to
phone/phoning) as soon as arrive. 5. The policeman asked me if | clearly




remembered (to lock/ locking) the door before | went to bed. 6.1 remember (to
pay/paying) him. I gave him two pounds. 7. Did you remember (to give/giving)
him the key to the safe? — No, I didn't. I'll go and do it now. 8.1 don't remember
ever (to see/seeing) you. 9. She does not remember (to ask/asking) this question.
10. We remember (to stay/ staying) a weekend with her. She is a nice woman. 11.
When you are on holiday remember (to send/sending) postcards to a few close
friends.

B regret

1.1 regret (to tell/telling) you all the tickets for this performance have been sold. 2.
He's always regretted (not to learn/not learning) to play a musical instrument. 3.
They regret (to fail/failing) to understand the importance of your proposal. 4.1
regret (to inform/ informing) you that your application has been rejected. 5.1 don't
regret (to quarrel/quarrelling) with him. 6. The manager regrets (to say/saying) that
your proposal has been turned down. 7. We regret (to miss/missing) this film. It is
worth seeing. 8.1 regret (to say/saying) | won't be able to come. 9. She regrets (not
to be able/not being able) say goodbye to him. 10. If you regret (to do/doing)
something, you are sorry about an action in the past.

C be (get) used to/used to

1. He used to (be/being) good at mathematics. 2.1 got used to (get up/getting up)
very early. 3. In the Dark Ages people used to (think/thinking) that the sun goes
round the earth. 4. He wasn't used to (work/working) late at night. 5. He used to
(study/studying) late at night when a youth. 6. She was used to
(wander/wandering) about the fields by herself. 7. In my childhood my aunt used
to (bring/bringing) little presents for me. 8. He quickly got used to (have/having) a
good meal and nice suits. 9. He used to (say/saying) that there was nothing like
warm crisp brown bread spread with honey. 10. The mother was used to (do/doing)
all the work about the house alone. 11. The mother used to (do/doing) all the work
about the house,

D try

1. Why don't you try (to lose/losing) some weight? 2. He tried (to go/going) to
evening classes but his English was still hopeless, 3. She tried (to
explain/explaining) the situation but he refused to listen and went on grumbling. 4.
Do stop talking, I am trying (to write/ writing) a letter. 5. He tried (to
persuade/persuading) them to sign a contract. 6. Try (to forget/forgetting) it, it is
not worth worrying about. 7.1 tried (to catch/ catching) his eye, but he sat
motionless. 8. He tried (to cook/cooking) but failed. 9. They had tried (to
introduce/ introducing) many other methods in return to the initial one.

E stop 1. If you stop (to do/doing) something, you finish an action. 2. If you stop
(to do/doing) something, you interrupt one action in order to do something else. 3.
We stopped (to buy/buying) food in the store because the owner raised the prices.
4. We stopped (to buy/buying) food in the store because we were hungry. 5. Do
stop (to make/making) this awful noise! 6. We've only stopped (to buy/buying)
some petrol. 7. They stopped (to produce/ producing) refrigerators because of their
workers' strike. 8. He suddenly stopped (to speak/speaking), got up and left
without saying anything.



F be afraid to/be afraid of

1. I'm afraid (to take/taking) an exam because I'm afraid (to fail/failing) it. 2. He
was afraid (to leave/ leaving) the house because he was afraid (to meet/meeting)
someone who might recognise him. 3. He was afraid (to say/saying) a word
because he did not know anybody. 4.1 am afraid (to go/going) by plane. 5. He was
afraid (to tell/telling) her the sad news. 6. My sister is such a coward! She can't see
horror films because she is afraid (to meet/ meeting) a ghost at night. 7. He was
afraid (to make/ making) the next step because he was afraid (to fall/falling)
because he was standing on the brink of the precipice.

G can't help

1. Itis silly of me, but | can't help (to feel/feeling) anxious. 2.1 can't help (to
laugh/laughing)) at his jokes. 3. They can't help him (to do/doing) the exercise. 4.
She could not help (to be attracted/being attracted) by the fact that she was being
looked at. 5. He couldn't help his son (to solve/solving) the problem. 6. She
couldn't help (to phone/phoning) her mother when she heard the news

Correct the verb forms. If the form is OK, copy it.

He helped me solving my problems.

The policeman ordered me stop.

You shouldn't risk to lose your reputation.

| advised him stopping.

Excuse me, may | to ask you a question?
Why did you pretend eating my hamburger?
Excuse me to be late.

Don't worry. I'll remember calling you tonight.
They invited me coming.

Did you watch them playing cricket?

Listen, Derek failed passing his final exams!
Don't dare tell him!

Do you think it's worth to buy it?

The test turned out being easy.

Doctors advise drinking mineral water.

Did she continue teaching?

Do you prefer swim?

Complete the correct verb forms.

Kate: Why has Mike moved out of your house? Let him (explain) what he means
(do) now.

Beryl: No, never. | gave up (try) to understand him a long time ago.

Kate: Still - would you consider (get) in touch with him if I called him?

Beryl: | can't forbid you (call) him, but I warn you (not tell) him that I know
about it.



Kate: | don't understand (do) such stupid things. I'd hate (find) my house empty
one day.

Beryl: | hate (find) it empty every day. My mother suggests (stay) with me for a
couple of weeks,

but I've made up my mind (get) over it on my own.

Kate: | always advise (go) out in such cases. It helps you (forget).

Beryl: Please, don't advise me (go) out, if it means (go) out alone.

Kate: O.K. I'll try (call) Mike first and then we'll see.

Infinitive or gerund?

We felt the plane (shake) in the storm.

I've always disliked (smoke).

Where did you learn (speak) French?

Is the exhibition worth (visit)?

You'd better (contact) him now.

This hall wants (paint).

| didn't dare (try) it.

| don't mind (get up) early.

We'd love (come) with you.

She seems (know) this place.

I'm sorry (hear) that Jane is ill.

Finally, he set out (find) his horse.

Did you miss (watch) TV?

| was made (accept) their offer.

Dentists recommend (clean) teeth twice a day.
My teacher recommended me (study) at university.
They chose (have) a shower first.

Oh, dear. | can't help (cry).

| asked him to stop (talk).

He went on (talk) for hours.

| hate housework. But | like (have) everything in order.

TEST: Gerunds and infinitives

Make infinitives (add “to”) or gerunds (add “-ing”) of the verbs in brackets to
make the following sentences grammatically correct.

. When I’m tired, I enjoy ... television. It’s relaxing. (watch)

. It was a nice day, so we decided ... for a walk. (go)

. It’s a nice day. Does anyone fancy ... for a walk? (go)

. I’'mnot in a hurry. I don’t mind ... (wait)

. They don’t have much money. They can’t afford ... out very often. (go)

. I wish that dog would stop ... It’s driving me mad. (bark)

. Our neighbour threatened ... the police if we didn’t stop the noise. (call)

. We were hungry, so | suggested ... dinner early. (have)
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9. Hurry up! I don’t want to risk ... the train. (miss)
10. I’'m still looking for a job but I hope ... something soon. (find)

Complete the following sentences with infinitives (add “to”) or gerunds (add “-
ing”) of the verbs below to make them grammatically correct.
answer apply be be listen make see try use wash work write

1. He tried to avoid ... my question.

2. Could you please stop ... so much noise?

3. I enjoy ... to music.

4. | considered ... for the job but in the end | decided against it.

5. Have you finished ... your hair yet?

6. If you walk into the road without looking, you risk ... knocked down.
7. Jim is 65 but he isn’t going to retire yet. He wants to carry on ....

8. I don’t mind you ... the phone as long as you pay for all your calls.

9. Hello! Fancy ... you here! What a surprise!

10. I’ve put off ... the letter so many times. I really must do it today.

11. What a stupid thing to do! Can you imagine anybody ... so stupid?
12. Sarah gave up ... to find a job in this country and decided to go abroad.

9. Make infinitives (with or without “to”) or gerunds (add “-ing”) of the verbs in
brackets to make the following sentences grammatically correct.

1. She doesn’t allow ... in the house. (smoke)

2. I’ve never been to Iceland but I’d like ... there. (go)

3. I’m in a difficult position. What do you advise me ...? (do)

4. She said the letter was personal and wouldn’t let me ...it. (read)

5. We were kept at the police station for two hours and then we were allowed ...

(9o)

6. Where would you recommend me ... for my holidays? (go)

7. 1 wouldn’t recommend ... in that restaurant. The food is awful. (eat)

8. The film was very sad. It made me ... (cry)

9. Carol’s parents always encouraged her ... hard at school. (study)
Narrative tenses

1.Complete the story using the past simple, past perfect, or past continuous of
the verbs in brackets.

It (be) Tuesday evening and I (get) ready to go to bed when the phone (ring). To
my surprise it (be) my friend Peter. He (call) from his mobile and he was very
annoyed because he (lose) his keys and he (cannot) get into his flat. He (think) he
(leave) them at work but now it was midnight and the office was closed so he
(cannot) get in to check. Luckily I had the keys to his flat because a month before
he (give) me a spare set so that | could look after his cat while he was on holiday.



When he finally (arrive) to pick them up, it was three o'clock in the morning, and |
(lie) on the sofa fast asleep.

2.Fill in all the gaps

1. While | (play) football I (hurt) my leg. However, until I (see) a doctor I ( not
realise) that | (break) it.

2. The police (go) to the bank after a neighbour (phone) to tell them what
(happen). They soon (discover) that the robbers (escape) in a stolen car. The men
(kill) one of the guards who (try) to stop them as they (drive) away. The guard
(Jump) out in front of them but they just (run) over him.

3. Suddenly they (hear) a strange noise and (look) at each other in terror. All
evening they (play) cards and (watch) television without thinking of the ghost.

3.Fill the gaps with the correct tense of the verb in brackets.

James Bond (need) a drink. The fight in the carpark with the dwarf (make) him
thirsty. He walked quickly along 46th Street in search of an air-conditioned bar
where he could get out of the heat and think.

He (walk) for only a few minutes, when it suddenly (occur) to him that he .
(follow) There was no evidence for it except for a slight itchy feeling on the top of
his head. But he had faith in his sixth sense. It (never / fail) him. He (stop) in front
of the shop window he (pass) and (look) casually back along the street. He
(examine) the Swiss watches in the window and then (turn) and walked on.

After a few yards he turned into a shop doorway where a man (look) at Japanese
cameras. As he did so, something grabbed his right arm and a voice snarled, ‘All
right, Limey*. Take it easy unless you want lead for lunch.', He (feel) something
press into his back just above his kidneys. Bond (try) to swing his arm to hit
whoever it was that (hold) him, but a strong hand (catch) his fist**. An amused
voice , (say) "No good, James. The angels have got you."

He turned his head to find himself looking into the grinning hawk-like*** face of
Felix Leiter. A face he (last/ see) covered in bandages in a hospital bed in Cairo
nine months earlier. The face of the American secret agent with whom he (share)
so many adventures.



TEXTS
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SELLING

Lead-in

Everybody knows such famous brands as Coca-Cola, Chanel, Philips,
Colgate, Adidas, Benetton, etc.

Give three examples of brands to which you are loyal (i.e. which you buy
without giving it a moment’s thought).

Why are you loyal to them?

Are there any products for which you have no brand preference or loyalty?
(Marketers call them a ‘brand-switcher’.)

Can you think of any products for which the name of the brand is totally
unimportant, so that you do not even notice it? (There may be some in your bag or
briefcase.)

Give an example of a product line (a group of related products made by the
same company). Think of clothes, food, and so on.

NB! People and places can also be marketed as products.
Key Vocabulary

For nearly every type of product there are many similar goods on the
market. The unique selling points (USPs) of a product are the things that make it
special and different from other similar products. A good advertisement, which
brings the product to the public’s attention, should describe these USPs. The
marketing department should have a customer/consumer profile in mind, that is
the sort of person who will buy the product. When trying to sell a product, it’s
important to give information about the product’s features or characteristics, and
to emphasize the benefits or advantages of the product to the customer. Each
company wants their products to appeal to a wide range of customers. It is good if
new products have great commercial potential. Very often companies have to
extend their product range to become successful. When it comes to fast-moving
consumer goods, more and more consumers are switching to the supermarkets’
own-label products. And brand loyalty is fast becoming a thing of the past.

Examples of products

vear soft drinks

etics luxury products

handmade products

groceries designer products




| jewellery | high-tech computer products

One can...
invent a product design a product
develop a new product make a product
launch a product manufacture a product
promote a product discontinue manufacturing a product
modify a product test a new product
distribute a product improve a product
market a product own a product

Products can be...

exciting practical high-quality
attractive stylish well-made
reliable robust well-designed
smart innovative hard-wearing
elegant fashionable long-lasting
economical popular brand-new
useful cheap top-of-the-range
comfortable expensive user-friendly

Key Vocabulary Exercises

Do you think the following statements are true or false?

French clothes are so attractive — this year’s collection in the Redoute catalogue
can’t but attract the buyers.

Though Rolex watches are inexpensive, they are not worth the money.

Flared jeans are fashionable at the moment — this Levi’s new range is very good.
The main thing about Nike trainers is that they are comfortable — you can’t wear
ordinary shoes any more.

The furniture in IKEA is impractical — you have to wait long for it to be delivered
and put together.

If the car model is economical it requires much petrol.

Do you agree or disagree with these statements? Give reasons for your
answers.

1. Using animals to test new products is wrong.

2. Multinational companies which manufacture products in developing
countries help the world economy.

3. Companies spend far too much on launching and promoting new products.



4, More and more people are now able to afford consumer durables like
washing machines, dish-washers, etc.

5. Many previously prestigious products become increasingly affordable
now.
6. Consumers may complain about unnecessary sophistication of products

with too many features that are never used.

Choose three products you like and give three adjectives to describe each one.
You may use adjectives from the table above or any others you can think of.

When you are not satisfied with the product you may describe it using certain

words and word-combinations. For example:

o some adjectives with the opposite meaning to those in the box:
attractive economical expensive fashionable
reliable comfortable practical popular

-un

-in

-im

unattractive

phrases:
it’s of low quality
it’s not easy to use
it often breaks down
it doesn’t look stylish
it doesn’t fit well
it doesn’t go well with...
etc.

Match the verbs (1-8) to their meanings (a-h). Then put the verbs into a

logical order to show the life cycle of a new product.

launch

test

promote
manufacture
modify
discontinue
design
distribute

to stop making
to build or make
to introduce to the market

to change in order to improve

to try something in order to see how it works

to make a plan or drawing

to increase sales by advertising, etc.
to supply to shops, companies, customers




F. Complete these sentences with the words from the box.

1.

Sk own

| well | high | best | long | hard | high |

IBM manufactures high-tech computer products.

Timberland makes a range of ...-wearing footwear.

Ferrari produces ...-quality sports cars.

Coca-Cola and Pepsi both developed ...-selling soft drinks.
Duracell sells ...-lasting alkaline batteries.

Levi jeans are a ...-made clothing product.

G. Which 8-letter word can come before all the following words?
If necessary you may use a business dictionary.

| goods research protection profile advertising durables non-durables |

Now match your new word-partnerships with the following definitions:

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

commercials aimed at the end-user

goods used shortly after purchase such as food, newspapers, etc.
products purchased by a member of the public

goods which last a long time such as cars, television, etc.

laws to defend buyers against unfair trading

market study of buyer behavior patterns

description of a typical buyer according to age, sex, social status, etc.

Reading

I. A sales manager is presenting a product to some buyers. Read this
presentation and say what product is described. What are the features of the
product?

This is our new product — a CD tower system. As you can see, it’s attractive
and stylish. The tower is made of wood and it holds twenty CDs. Let me tell you
its dimensions. It’s 33 centimetres high, 18 centimetres long and 20 centimetres
wide. And its selling price is just under £25 — a very competitive price.

It’s ideal for storing CDs and CD-Roms. It has several special features
which should appeal to our customers. Firstly, it has a soft-touch mechanism. This
means you just touch a button and the CD comes out smoothly and quietly.
Another advantage is that it’s easy to select the CD you want because the title is
clearly displayed. A very useful feature too is that it’s simple to use. You can open
the CD case without taking it off its tray.



The tower is well-designed. It’s robust, elegant, and user-friendly. It’s very
flexible — I forgot to mention that — because the towers are modular, so you can put
one on top of the other. That’s a big advantage for people who have lots of CDs.
And one other thing, you will save £15 if you buy two units instead of one.

| think the CD tower will be one of our best-selling products. It really does
meet the needs of music lovers. It’s so practical, it’s a high-quality product, and
great value for money.

Are there any questions you’d like to ask?

- Talking about products
Read and learn some useful phrases to present different products:

Introducing the product

This is our new product.

I’m going to tell you about our new product.

We are planning to launch into the market our new product. Let me speak about it.
We have developed a new product. Today I’m going to introduce it to you.

Describing the product

Let me tell you about its special features.
It’s made of leather/wood/ steel/ aluminium.
It weighs just 2.3 kilos.

It comes in a wide range of colours.

Stating the product’s uses
It’s ideal for travelling.
It’s designed to be used with any type of material.

Mentioning selling points

It has several special features.

A very useful feature is the energy-saving design.
Another advantage is its very small size.

Inviting questions

Does anyone have any questions?
Would anyone like to ask a question?
Feel free to ask questions if any.

Do the following exercises:

1. Read this short presentation and complete it using some words and phrases
given in the box:

la)  comes in a wide range, b) am going, c) advantage, d) like to ask a question, €) to |




| launch this product, f) feature, g) ideal

Today we are proud to present our new product which is sure to be useful
for every business person. It is a multi-lingual electronic interpreter. We are
planning 1 into the market soon. Let me speak about it. First, | _ 2 to tell
you about its special features. The electronic interpreter is fluent in seven
languages (English, German, Spanish, French, Italian, Dutch and Swedish). A very
useful 3 s its working knowledge of over 30,000 words in each language. It is
__4  for business people as it includes an automatic spelling correction so you
can input foreign words phonetically, a 30-entry name/address databank, full
function calculator, metric and currency converters and word games. Batteries are
also supplied.

Thus, we offer you all the features you normally expect. As a result it is sure
to become popular with our customers. Besides, the electronic interpreter looks
stylish and fashionable because it 5  of colours. Another _ 6 s its very
small size therefore you can keep it in your bag. We think you will find $49.95 an
amazing price and you will be keen to order your electronic interpreter right away.
Would anyone 7 ?

2. Complete the table using the presentation about the new multi-lingual
electronic interpreter (see Ex. 1 above).

A.

Name of the product Special features:
languages
Appearance _____ words per language
Benefits or Advantages 30 entry
Price -
Unique selling points word games
B.

Words and phrases used by the speaker to communicate with the audience:
Let me speak...

C

- What slogan for this product can you think of?
- What do you think its commercial potential can be?



Read the following presentation and put the given paragraphs in a logical
order.

In addition, the ViaTV Desktop videophone also has a preview mode so that you
can check what you look like before the other person sees you. And finally, the
privacy mode is an important feature. You can use it to block the image but keep
voice connection.

Do you have friends and family you would like to see more often? When you
phone colleagues would you like to see their faces? The ViaTV Desktop
videophone means that you can!

As you can see it’s small and elegant and ideal for the office or for the home or for
business trips.

And now for its specific features. It’s very easy to set up. All you need is a touch-
tone phone. You don’t need a computer and you don’t need any special software.
It’s also very easy to use; it’s as easy as making a normal telephone call.

We have a special offer on at the moment, so it is the time to buy the ViaTV

Desktop phone. Feel free to ask questions if any?

The ViaTV Desktop videophone has many features. Firstly, it has the colour
motion video which means you can see the other person’s gestures and changes of
expression. The picture quality is excellent and the adjustable picture setting means
you can change to ‘sharp’ mode to get a fantastically clear image. This, of course,

I just ideal for viewing designs or documents. The audio quality is exactly the

same as a normal telephone call.

Complete the table using the presentation above (see Ex. 3).

Name of a product

Appearance

User-friendliness

Special features

Benefits

Linking words and phrases in an advertisement

PRODUCT SUMMARY

The product is an element of the marketing mix: product, price, place,
promotion.

Examining the product

A product can be examined on three levels:

the benefits of the product, e.g. microwave = convenience

the actual features of the product, e.g. what it looks like, what it weighs, what it
does, how t is packaged

other services or benefits that are obtained, e.g. delivery, guarantees, servicing



Product quality

The quality of a product depends on its:

performance — e.g. the speed of a car, the power of a microwave
features — The extras, e.g. air conditioning or sunroof on a car
ease of servicing — How easy is it to fix?

reliability — How likely is it to go wrong in, say, the first year?
durability — How long will it last?

aesthetics — What does it look like?

economics — What does it cost to produce? Can it be sold at a profit?
brand name

ease of manufacture

Product differentiation: anything which distinguishes one product from another
in the eyes of the consumer.

New product development process

Generate ideas
— theses may be from internal sources or external

Analysis
— e.g. Are the ideas viable? Do they fit with the firm’s objectives? Will it work?

Development
— e.g. developing the idea; building prototypes

Test marketing
— trying the product out in the market; firms may not do this because it gives
competitors time to react

Launch and ommercialization
— the product is launched

The process of new product development is a filtering process; the firm
often starts off with many ideas but gradually reduces these down to the few they
think will survive and succeed. Even so, many products still fail.

Types of product — consumer goods (i.e. goods/services bought to be consumed)

Convenience items:

Consumer searches for the nearest shop and does not take long thinking about the
purchase decision. Extensive distribution.

They include:

staple items — regularly bought, e.g. milk, newspaper;




AN

emergency items — e.g. plasters;
impulse items — e.g. chewing gum.

Shopping goods:

Consumer shops around, e.g. for TV, washing machine. Often distributed in city
centres or out-of-town centres. Consumers take time to buy; think about it;
compare goods and prices; look for the best value.

Speciality goods:
Unique/‘special’ goods; consumers willing to make special effort to buy, e.g.
Porsche, Armani suits.

/ Consumer durables \ /Consumer non-durables\
bought by households but bought by households and *
not consumed immediately consumed immediately
when used once when used once
K e.g. television / e.g. food
o /

Types of product — industrial goods (i.e. goods bought by firms to use in the
production process)

e Raw materials (e.g. oil)
e Manufactured parts
e Supplies (e.g. light bulbs, soap)
e Installations (Capital goods, e.g. factories or new production equipment)
e Accessory equipment (e.g. desks)
Industrial goods Consumer goods
Number of customers Relatively few, Many
professional buyers
Relations with | Close Often distant
customers
Promotion Often personal selling Advertising more
important
Distribution Direct; few if any | More intermediaries
intermediaries

Writing

Choose a product to describe. Write a short essay about your favourite
product.

You could start like this:




NB!

It is not quite easy to choose what product is my favorite. It seems to me that
sweets are sure to be popular with everybody, me too.

When we write an opinion essay, we can divide it into five paragraphs.

In the first paragraph, we introduce the topic and clearly state our opinion.
We use: In my opinion, | believe, etc. We can use rhetorical questions to
introduce the topic (e.g. Why do many people think that Nike sports goods are the
best?)

In the second and third paragraphs, we describe the features of the product
and what it looks like. Remember to point out specific characteristics that make
this product different from others. Give your reasons for it.

In the fourth paragraph we give the opposing viewpoint and reasons. We
can start with: On the other hand, However, etc.

In the last paragraph, we state our opinion again using different words.

We normally use present tenses in such pieces of writing.

You may use the following plan:

INTRODUCTION
Para 1: state your opinion

MAIN BODY
Paras 2, 3: your viewpoint and reasons
Para 4: opposing viewpoints and reasons

CONCLUSION
Para 5: Restate your opinion

Mini-project
Product Development

Work in pairs or small groups to develop a competitive product so as to
challenge an established brand name.

Identify a product that has become very well known.

You should choose a product either in one of the fast-moving consumer goods
markets such as food, soft drinks, alcoholic drinks, cigarettes, or cosmetics.
Alternatively, choose a product from the luxury branded goods market such as
perfume, watchers, or fashion.

Investigate the popularity of the brand name. Identify three factors which contribute
to the universal appeal of the product. Is it a unique product? If so, what are its
special characteristics? If not, to what does it owe its popularity? Is it quality,




image, availability, or price?
MAIN SELLING POINTS
1.... 2....3....

Come up with an idea for a new product to compete with the brand name. Consider
the following: market positioning (upmarket or downmarket), pricing strategy,
main selling points in comparison with the brand name, packaging, advertising.
DETAILS & FEATURES: ...

NAME OF NEW PRODUCT: ...

Produce a consumer profile of the customer you are trying to attract. You need to
take account of age, gender, socio-economic group, and lifestyle.
CONSUMER PROFILE: ...

Devise a simple slogan to promote the product.
SLOGAN: ...

Finally present your idea to the others.

Keep in mind the necessary evaluated points:
1) your logic and composition
2) content
3) proper and accurate business language
4) audience appeal

Do ‘Shopping expressions’ Quiz
1. I'm off to the shops and I'm really going to splash the.....

a) credit c) plastic

b) sale d) cheque

2. The sales are great! Every year in January | shop till I ......
a) drip. C) pop.

b) pip. d) drop.

3. To find the best price it's a good idea to shop ...

a) about. c) above.

b) around. d) a bit.

4. Sometimes to get what you want you have to pay through the.....
a) nose. C) ears.

b) eyes. d) mouth.

5. Even when | can't spend anything I still enjoy...

a) window looking. c) window shopping.

b) shop windowing. d) window buying.

6. These days I buy lots of things....



a) offline c) byline
b) inline d) online

Read and translate the following dialogue.
Shopping

On Thursday afternoon Mr. Zotov and Kozlov were not busy. So they went
shopping. They walked down Oxford Street and called at Selfridge's, one of the biggest
department stores in London. You can always find a lovely collection of suits, dresses,
raincoats, shirts, and a lot of other things there.

Mr. Kozlov wanted to buy himself a suit for summer wear, so they went to the
department of ready-made clothes.

Kozlov: Will you, please, show us one of those suits?

Shop-assistant: What colour would you like? We have them in various colours.
Kozlov: Grey, please.

Shop-assistant: And what size, sir?

Kozlov: | really don't know as sizes are different in different countries.

Kozlov went to the fitting-room and tried on 2 or 3 suits before he found his size.

Kozlov: How much is it?

Shop-assistant: 170 pounds.

Kozlov: I think, it s rather expensive.

Zotov: Yes, but it fits you nicely. | advise you to buy it.

They bought the suit and came up to a lift-attendant to find out where the shoe
department was.

Kozlov: Excuse me, where is the shoe department?

Lift-attendant: It's on the third floor.

They took the lift and in a minute found themselves in the shoe department.

Shop-assistant: What can | do for you, sir?

Kozlov: | want a pair of black shoes.

Shop-assistant: What size shoe do you wear, sir?

Kozlov: Size ten, | believe.

Shop-assistant: How will this pair of shoes suit you?

Kozlov: Il try themon now and see. | don't think this is my size. They are too tight.

Shop-assistant: Here is another pair, a size larger.

Kozlov: Oh, these are quite comfortable. I'll take them. How much do they cost?

Shop-assistant: 45 pounds.

Mr. Kozlov gave a fifty pound note to the shop-assistant. In a few minutes the
shop-assistant came back and gave the parcel and the change to Mr. Kozlov.

When they were about to leave the shop they noticed several stalls with souvenirs of
London. Kozlov chose five souvenirs, one for himself and the others — for his friends.
He paid for them and they left the shop. Then they went to Oxford Circus
Underground Station to get to the British Museum.

Ways of selling



One of the most exciting parts of building up a business is when you begin to receive
orders for your goods or services. The selling process is hard work, but also extremely
satisfying. There are several ways of selling.

Direct selling. This is when you sell a product direct to the public, for example, in your
shop, market stall or by mail order. Its great advantage is that by listening to comments
made by customers you can judge the market more accurately.

Mail order. You can advertise in newspapers or magazines, inviting customers to order
goods from you by post. This is called mail order. Customers send in money with their
orders.

Direct mail is another way of selling by post. You send sales leaflets with order forms
to potential customers.

Working to order. If you provide a service or make personalized goods, you need to
encourage orders from customers. Although many orders may come as a result of
recommendations from satisfied customers, you must place yourself firmly in the public
eye by promoting yourself. You can promote yourself by printing leaflets and giving
information about yourself and your work in the advertising sections of newspapers and
magazines. Design and draw up an advertisement for your business!

Selling through agents and sales reps. While expanding sales you may need to employ
sales representatives or agents. Agents are people who have a number of contacts and a
special knowledge in a particular field. They work freelance for several clients at once.
They make their money by taking a percentage (say 10%) on everything they sell. It is
possible to employ sales reps who work for you alone. They can provide you with weekly
sales reports giving comments, assessments, and desires expressed by customers about
each product.

Text Types of products

Products can be grouped in different ways. One approach is to distinguish between
goods and services. Goods are basically objects, they can be touched, stored, transported
and mass-produced. Services, consisting primarily of actions, have opposite
characteristics. In general, services require different pricing, distribution and promotion
techniques than goods do. The most widely spread one to categorize products is to look at
who is doing the buying — individual consumers or industrial buyers. According to that
approach all consumer goods can be divided into three subgroup: convenience goods,
shopping goods and specialty goods.

Convenience goods are products that are readily available, low prices, heavily
advertised and that consumers buy quickly and often. They are inexpensive items like
toothpaste, soda and razor blades. Because the buyer is already familiar with these things,
habit is a strong influence in the purchase decision. People buy the same old brand or go
to the same old shop because it is easy to do so. To cultivate these strong buying habits,
many sellers of convenience goods use advertising and packaging to create an easily
recognizable image.

Shopping goods are products for which a consumer spends a lot of time shopping in
order to compare prices, quality and style. These are fairly important things that a person
doesn't buy every day, like a stereo, a washing machine, a good suit. One reason a



purchase requires more thought is the difference among brands in terms of price or
features. The existence of these differences prompts comparison shopping. The shopping
process is a form of education; the more unusual and expensive the product, the more the
buyer checks around to compare models, features and prices. Various sources of
information are used advertisements, sales people, friends and relatives.

Specialty goods are products that a consumer will make a special effort to buy. These
are things like luxury items, channel perfume, Brooks Brothers suits and cars.

There are two basic types of industrial products: expense items and capital items.
Expense items come in two basic types: support consumables and industrial process
consumables. Support consumables include inexpensive items used to support business —
rubber bands, paper, file folders. Industrial process consumables include goods that are
used in the basic operations of business, such as raw materials and component parts
required in a manufacturing process.

Capital items are relatively expensive industrial goods that have a long life and are used
in the operations of a business. They are: trucks, major pieces of equipment. If a capital
item is very expensive, the purchase decision is often based on written competitive bids.
These bids are evaluated by a team of top managers and technical people.

Vocabulary

goods — ToBapsI

convenience goods — ToBapbl MOBCEHEBHOTO CIPOCa

habit — nmpuBbIuKa

shopping goods — ToBapk! alTbTepHATHBHOTO CIIpOCca

specialty goods — ToBapbI OTHOCHTEIBHO PEIKOrO CIpoca

easily recognizable image — jerko y3HaBacMbIH UMUK

luxury items — ipeaMeTsI pocKoIIr

industrial products — mpOMBIILICHHBIC U3ICIHS

expense items — moTpeOKUTETLCKIE TOBAPhI

capital items — ToBapbI AJIUTEIBLHOTO TIOJIb30BaHHS

support consumables — MesKoIITy HbIE TOBAphI

industrial process consumables — ToBapbI T TETLHOTO MOJIE30BAHUS

component parts — KOMIUIEKTYIOLLME YaCTH; ACTAIN

truck — rpy30Bo#i aBTOMOOHJIB, TPY30BUK

I. Give Russian equivalents to the following word combinations:

convenience goods; inexpensive items; to buy the same old brand; to go to the same
old shop; to use advertising; to create an easily recognizable image; to compare prices and
quality; raw materials; component parts; manufacturing process; truck; competitive bid.

I1. Give English equivalents to the following word combinations:

TOBApbl;, IPUBBIYKA; TOBAPHI AJBTEPHATUBHOIO CIPOCA; TOBAPHI OTHOCHUTEIILHO
PEIIKOTO CIpOoca; MpPeAMEThl POCKOIIH; MPOMBIIUICHHBIC H3CIHS;, IMOTPEONTEIBCKIC
TOBAPLI; TOBAPBI JJIUTCIIBHOI'O ITOJIb30BAHWA; MCIIKOIITYYHBLIC TOBAPHI.

I11. Answer the following questions.



1. What is one of the approaches to categorize products? 2. What groups can all
products be divided into? 3. What are convenience goods? 4. What items can be referred
to convenience goods? 5. What do sellers do in order to cultivate strong buying habits? 6.
What are characteristic features of shopping goods? 7. What do buyers compare choosing
shopping goods? 8. Where can consumers get information about shopping goods from? 9.
What are speciality goods? 10. What are two basic types of industrial goods? 11. What is
the difference between support consumables and industrial process consumables?

IV. Translate the following sentences into English.

1. Bce ToBaphl MOYKHO pa3feinTh Ha TIOTPEOUTENHCKUE U TIPOMBIIUICHHBIC. 2. JIromm
MIOKYTIAIOT TOBAapbl OBCEHEBHOI'O CIIPOCA OJTHOM M TOM K€ MapKU U B OJHUX M TEX XKE
MarazuHax. 3. Mcnome3yss peknaMy W TIPHUBICKATENbHYIO YIIAKOBKY, ITPOZABLIBI
CTaparoTCsl pa3BHBaTh y IMOTPEOWTENEH YCTOMYMBBIE NOKYNATEIbCKUE NMPUBBIYKA. 4.
JItoq He MOKyHaroT TOBapbl AJLTEPHATUBHOIO CIpOca KK AcHb. S. Ilokymas
TOBAaphl AIBTEPHATUBHOIO CIPOCA, IOKYIATENIM CPABHUBAIOT LIEHBI, KAYECTBO, IU3aiiH. 6.
K ToBapaM OTHOCHTENIBHO PEAKOrO CIIPOCa OTHOCATCS FOBEJIMPHBIC W3/ENNS,
¢paHiy3ckue Ayx, aBTOMOOWIM. 7. IlpomblliUieHHBIE TOBApbl JAJIUTEIBHOTO
IIOJIb30BaHMs, TaKUE€ KaK: ChbIPbE, KOMIUIEKTYIOIIME YacTH, WCIOJb3YIOTCI B
IIPOU3BOACTBEHHOM IIPOLIECCE.



PEOPLE

A successful woman
Clara Furse is not a big woman, but she has a big job: chief executive of the
London Stock Exchange. It is one of the biggest exchanges in the world — $504
billion in shares is traded every day. That’s more than Tokyo’s And New York’s
exchanges put together! And Furse is the first woman chief executive of the
exchange.
The London Stock Exchange is also one of the oldest exchanges in the world and is
an important part of the British economy. But Furse is Canadian — she was born in
Canada and her parents are Dutch. She speaks English, Dutch, French, Spanish and
German — all fluently.
Furse is a graduate of the London School of Economics. She began her working
career in 1979 as a broker. Between 1979 and 1999, she worked for several
companies, moving up from broker to director, then managing director. In 1998,
Furse became group chief executive at Credit Lyonnais Rouse, and then began her
job at the London Stock Exchange in 2000. Fortune magazine says she is one of
the 50 most powerful businesswomen outside of the US.
Though she is very busy at work, her private life is very important to her. When
she isn’t working, she spends a lot of time with her three children.

Answer these questions using full sentences.
1. What is Furse’s job?

2 What is her nationality?

3. How many languages does she speak?
4.  What year did she start her first job?
5 How many children has she got?



MARKETS

How a new product is made

Every year new products coming into the western market are growing in
numbers. The greater part of them is hardly new. To be more exact, they represent
existing items that have been slightly changed. Only few products have undergone
a real modification and can be regarded as innovations. For example, TV set, the
refrigerator — each was an innovation but not an adaptation. A great number of
innovations and adaptations are designed, produced and marketed by small
businesses. Very often a new product is formed on the basis of the new business.
Sometimes there is a patent to make the business more successful. But it happens
very often that market research has not been done very carefully.

Even if major producers pay more attention to doing research and testing,
there is little hope for success. A promising new product can appear unsuccessful
because of unreasonable prices, inadequate promotion and poor selling methods.
Thus, all technologies applied for the purpose of improving the product turn out to
be vane and its producer can hardly make a profit.

Vocabulary

product life cycle — »xu3HEeHHBIH UK IPOAYKTA
Showroom — BbICTaBOUHBII, IEMOHCTPAIMOHHBIN 3aJ1
merchandise — ToBapbl
peculiarity — cierduuHOCTH; 0COOEHHOCTH, CBOCOOpa3ue, creruduka
to emphasize — npuiaBaTh 0co00€ 3HaYCHNUE; TIOUEPKUBATH; aKIIEHTHPOBATH
label — spibik, 3THKETKA, HaKJICiiKa, OUpKa
slogan — no3yHr, Npu3bIB; ACBU3
to bear in mind — MTOMHUTB, IPUHUMATh BO BHUMaHHUE
to market — mponaBath; cOBIBaTh; HAXOAUThH PHIHOK COBITA
promising product — nepcrneKTUBHBIN TPOTYKT
unreasonable price — HepazymHas 1ieHa
inadequate promotion — HerocTaToUHas peKama

Answer the following questions.

1. Is the number of new products coming into the western market great? 2.
What is the greater part of the products like? 3. Are they existing items which have
been slightly modified? 4. Whom are innovations and adaptations designed,
produced and marketed by? 5. On what basis is a new product often formed? 6. Is
there much hope for success even if producers do more research and testing? 7.
What can prevent a promising new product from being a success?



COMPANIES

My company

| am Alexander Smith. | work as a Sales Manager in Newtech Company. It
was established some years ago. It is a Russian company. We specialize in
producing process equipment for food industry. Our up-to-date equipment
reflects the latest achievements in technology and is in strong demand. Every
year our firm receives a lot of enquires for our goods from different countries of
the world.

Newtech does business with a lot of countries. Our company sells
equipment abroad and exports a great deal to European Union countries. Many
foreign businessmen come to our office every day which is on the 5™ floor. It is a
large room with three windows in it. There is always a lot of sunshine in our room.
There are a few desks in our office with a telephone on every desk. We don’t
receive our customers in this room. There is another room for it.

Our engineers discuss prices, terms of payment and delivery and a lot of
other questions with them. All our engineers know one or two foreign languages
and they can have talks with foreign businessmen in different languages. The
director of our company is very pleased with the work of his engineers.

Our company is large. Newtech consists of 8 departments: Production,
Sales, Advertising, Accounting, Financing, Export, Personnel, Research and
Development. The last one is newly arranged. 18 per cent of our budget goes to
research and development.

Newtech is a corporation. Its management is a Meeting of Shareholders and
a Board of Directors. Mr. Sokolov is a Managing Director of the company. His
work is very important, as he is responsible for the overall running the company.
The number of employees is about seven hundred people.

The head office is in Volgograd. It makes general policy decisions, and the
local managers look after the daily business in branches in Samara and Saratov.
They are independent. Three factories of the company are also located in
Volgograd, Samara and Saratov. Mr. Sokolov has to inspect them once a year.

Production of our company is well-made and known in the world. It
corresponds to the highest technical level and standards existing in the world.
Currently, we are the tenth largest Russian equipment manufacturer with an
annual turnover of 100 million roubles. Last year we started an export division and
exports now account for 10 per cent of our turnover.

The company is doing well. Sales and profits are rising. The turnover is
increasing rapidly and net profit grows every year, though the company has to
spend a great deal on purchase of raw materials and equipment. Over the next five
years we project a much greater increase in our export business. In order to
achieve this growth we are looking for ways of exporting to East Europe and West
Europe and planning a number of key acquisitions there.

Vocabulary
Sales Manager — meHepKep 1o mpoaaxam



to establish — ocHoBrIBaTh, CO31aBaTH

to specialize in smth. — cnerpanu3npoBaThes B 4eM-J1100
process equipment — TexHOJIOTHYECKOE 000y TI0BaHUE
up-to-date — coBpeMeHHBII; HOBEHIITHI

achievement — goctmxeHue, ycrex

to be in strong demand — mo1b30BaTHCs OOJIBIIMM CIIPOCOM
to receive enquires — moJy4arthb 3apoChl

personnel department — otaenr kaapos

Research and Development — otnen uccienoBanust 1 pa3padOTOK
management — ympasiieHHE, pyKOBOACTBO

Meeting of Shareholders — coGpanue akmonepos

Board of Directors — coser TupeKTopoB

Managing Director — yrpaBisironuii, TMpeKTOp-paciopsINTENb
to be responsible for smth. — GbITE OTBETCTBEHHBIM 3a YTO-THOO
employee — ciyxarnuit

head office — rmaBHbIi od¥ic, I1aBHAsS KOHTOpA

branch — ¢uman

to be located — 6bITh pacmonokKeHHBIM

to correspond to smth. — cooTBeTcTBOBaTH YEMY-JINOO
currently — B HacTositiee BpeMst

annual turnover — exxeroaHbIN TOBaPOOOOPOT

to do well — mponBeraTh, MpeycneBaTh; XOpomo UATH (0 JAeiax U T. I1.)
net profit — yucras npuOHLIH

INCrease — pocT; pacHIMpeHne, YBEIIMICHUE

to achieve — mocturath, JOOMBATHCS

to look for — nckatn

key — 0CHOBHOH, KITFOUEBOM, TTTaBHBIMH

acquisition — mpuo0OpeTeHue

I. Give Russian equivalents to the following word combinations:

to work as a Sales Manager; to establish; up-to-date equipment; to reflect
the latest achievements in technology; to be in strong demand; to receive a lot of
enquires for the goods; to sell equipment abroad; to discuss prices; terms of
payment; terms of delivery; to be located, key.

I1. Give English equivalents to the following word combinations:

CIICONAaJIN3NUPOBATHCA B IIGM-J’II/IGO; IMPON3BOANTDH TEXHOJIOTHUYECCKOC
o0opyAOBaHKe; OTAET; COOpaHUE AKIIMOHEPOB; COBET IUPEKTOPOB; YIPABIISIOLIHIA;
ObITh OTBETCTBEHHBIM 32 4TO-TMOO0; CHyXKalllui; TVaBHbIA oduc, duma;
COOTBCTCTBOBATHL BBICOKOMY TCXHHUYCCKOMY YPOBHIO W CTaHAAPTaAM; G)KGFOJIHBIﬁ
TOBapOOOOPOT; MpEyCHeBaTh; YNCTasl MPUOBLIL; TPATUTH MHOTO HA TIOKYTIKY ChIPbS
1 000pyI0BaHUS; IPUOOPETCHHE.

I11. Answer the following questions.

1. What is your company's name? 2. When was it established? 3. What does it
specialize in? 4. How many departments does your company consist of? 5. What is the
management of your company? 6. How many people do you employ? 7. Where is your
head office? 8. Have you branches? 9. Do you export your products? 10. Is your



production well-known in the world? 11. Who consumers your production? 12. What
Is the turnover of your company? 13. Is your company doing well? 14. What are your
company's prospects for the future?

IV. Translate the following sentences into English.

1. Hama kommanwust Obuta 06pazoBaHa HECKOJIBKO JIeT Ha3zal. 2. B To BpeMs oHa
IIPOM3BOIMIIA CIOPTUBHYIO OJICXKAY M CIIOPTUBHOE 000pyaoBaHue. 3. Haila kommanust
CIICHHUAJIN3UPYCTCS HA ITOCTABKEC MOJIOYHBIX IIPOJYKTOB HACCIICHUIO. 4. TOBapBI Halen
KOMITaHHUHN BBICOKOI'0 Ka4€CTBA, OHN COOTBCTCTBYIOT MCKAYHAPOAHBIM CTaHAApPTaAM. 5.
B nameii kommannu 3aaaTo 6omee 500 demorek. 6. ['nmaBHas ¢abpuka HaXOAUTCS B
Bomnrorpane. 7. I'maBubiii ouc Haxomutcs B Bonrorpaze. 8. Hamma kommanust cOCTOUT
u3 6 OTAEJOB: MPOU3BOJICTBEHHBIN, TOPTrOBLIM, OyXranTepckuil, (PMHAHCOBBIA, OTAENT
Ka/IpOB, SKCTIOPTHBIN. 9. MBI T1aHHpyeM co3/1aTh OT/EN UCCIEAOBaHUN 1 pa3paboToK.
10. M1 poiaeM CBOIO MPOYKIIMIO BO MHOTHE cTpaHbl Mupa. 11. Hama kommanus —
OIHa M3 BCAYIIHX HpOHSBOIII/ITGJIef/'I TOProBoOro 060py,[[0BaHI/ISI B Hameu CTpaHC C
oboporom 100 mummmonoB pyoOuseit. 12. Jlena y KOMIIaHUM WIYT XOPOIIO, U MbI
IUIAHUPYEM PacCIIUpUTh Hallly JESTeILHOCTh, OTKpbIBas Gumaiisl 3a pyoeskom. 13. 5
paboTaro B MeXXIyHapoaHOM Kommanuu. 14. B Hameil pupme paboTaroT MHKEHEPHI U
HKOHOMHUCTHI. 15. MBI nipogiaeM o0opy/10BaHKEe, MAIIMHBI U APyrUue ToBaphl. 16. Mbl
TOPryem CO MHOTMMH CTpaHaMMH. 17. Y 3TOM KOMIIAHUH €CTh (1)I/IJ'II/IEUII>I B .HOHI[OHG n
[Tapuxe. 18. EMy npuxoautcst mpoBepsaTh paboTy Bcex (uiMaioB 3a rpanuiei. 19.
Kto mpuHMMaeT penieHus 1Mo OCHOBHbIM HarpasiieHusiM? 20. ToBapooOopoT 3Toi
KOMITAHUM PacTeT W3 roga B rod. 21. B mponuioM rogy KOMIaHWs MpoAAia JIBE
KOMILICKTHBIC ycTaHOBKH (complete installation) B oany w3 crpan Bocrodnoi
EBpombr. 22. Kakoi 4YMCTBIA JOXOJ NOJy4YWJIa KOMIIAaHUS B MpPOJIOM roay? 23.
Kommanust nmpozmaer 3ty TOoBaphl 3a rpanunen? — Her, oHa mokymaer ux B cTpaHax
EBporerickoro corosa.

V. Read and translate the following texts.

Company results

Here is a short review of the company's main activities last year. I'm going to
divide my review into three areas: firstly — financial, secondly — personnel, and thirdly
—technology.

On the financial front the results have been very encouraging (pleasing): turnover
has increased by 14 per cent, costs have dropped by 3 per cent, and profits are up by 16
per cent. So the company as a whole has performed well. Export sales have done very
well especially in America, our largest export market. The domestic consumer market
has been very competitive, and will continue to be so. To my regret, our results in this
market have been rather disappointing — just 1 per cent as compared with the last year.

Now, the personnel. Our policy of personnel development through training and
promotion opportunities has been a great success. We have actually recruited 72 new
staff members, while 20 have retired; so there's a net balance of 52. The training
department has expanded considerably, and moved into new areas such as quality
assurance and sales training.

Finally, technology. | suppose it's no exaggeration to say that our technological
thought is on the upgrade (upsurge), and our Research Department is trying to do its
best to make a scientific contribution to the production process of the company. Over



the last year, our Research Department has tested a new prototype engine. Results so
far look very promising. We have also invested heavily in a European technology
programme which links industry with universities.

Vocabulary
to increase — Bo3pacTarh, yBEIIMUMBATHCS
COStS — 3aTpatbl, U3AEPKKU
fo dI'Op — CHU3UTBLCA, YMCHbBIIATLCA, I1a1aTh
to be up — noBwIcHTBECS
domestic consumer market — BHyTpeHHMIT TOTPEOUTETHCKHUI PBIHOK
competitive — KOHKYpEHTHBIN, KOHKYPEHTOCIIOCOOHBII
as compared with — o cpaBHeHHIO C
personnel development — pab6ota ¢ kagpamu, oTaen Kaapos
promotion — mpoJBIKEHHUE T10 CITY>KOE, TIOBBIIIICHIE B 3BAaHUU
opportunity — Bo3MOXHOCTh
to recruit — HaHUMATh, IPEIOCTABIIATH PAOOTY
staff members — mraTabie coTpyTHUKH
to retire — yxoauTh Ha ICHCHIO
to move into new areas — pacrpocTpaHATh Ha HOBbIC 00J1aCTH
quality assurance — rapaHTHs Ka4ecTBa
sales training — moAroToBKa TOProBOToO MEPCOHaA
it's no exaggeration to say... — He Oy/eT peyBeINYCHHEM CKa3aTh...
on the upgrade (upsurge) — Ha mogbeme
to make a contribution — genate Bkian
to invest heavily — naBecTHpOBaTh 3HAYNTEIBHBIN KAIIHTAIT

Company strategy

A business company is an institution established for the purpose of making
profit. It's a big organisation which is operated by individuals. Their share of
ownership is represented by shares. In order to operate successfully a company has to
have its strategy. The company strategy must be flexible enough and take into
consideration the changing market conditions. The main objective here is to gain a
market share, and in order to achieve it, it's necessary to reduce prices. But if you
reduce prices, your margins will be lower, and that will cut profits.

If you can slowly increase production, you will be able to cut unit costs though it
seems to be a long-term prospect. Unit costs can come down if you invest in new plants
and machines. Let's try to define the company strategy from the point of view of the
market and manufacturing.

If you think that increased market share is the main objective in the company
strategy, you are highly mistaken. First of all you should go in for a higher
profitability. If you can upgrade the product, you are sure to get better prices and
therefore higher profits.

You should bear in mind that the market is very competitive now. If you increase
prices, whatever the quality, sales may drop rapidly. Let's look at the problems from
the manufacturing view-point. If you can reduce costs in manufacturing, it'll put you in



a strong position and enable you to adapt to the market. The only way you can become
flexible enough is to subcontract more of the production.

It means job losses if you do that, but the jobs which remain will be more secure.

Vocabulary
for the purpose of — ¢ enpro
share of ownership — most coOCTBEeHHHKA
to operate successfully — netictBoBaTh yCIEIIHO
to take into consideration — mpuHUMaTh BO BHUMAHUE, YIECTh
main objective — ocHOBHasI 11ETh
to gain — momy4arb, IpuoOOpETaTh, U3BIEKATH ITOJIB3Y
to reduce (to cut) prices — HOHH3UTH IICHBI
margin — npuObLTL
to increase production — yBenu4uTh IpOM3BOJICTBO
unit costs — CTOMMOCTb U31ENUs
to come down — YMCHBIIATBHCS, CHUKATBCA
to be highly mistaken — riy6oko ommbaThest
to go in for higher profitability — ctpemuTbes K yBeaMueHHIO MPUOBUIEHOCTH
to upgrade — IIOBBICUTDH Ka4CCTBO, COBCPIICHCTBOBATDH
to bear in mind — TOMHHTB, UMETH B BHLY
to enable smb. to do smth. — gaTh BO3M0OKHOCTH KOMY-TO YTO-TO J€IaTh
to subcontract more of the production — 3aknrouats Gosbie CyOIOTOBOPOB IO
JIMHWUH IIPOU3BOJACTBA
job losses — motepst pabounx mMect
to be secure — ObITH CTAOMIIEHBIM, TAPAHTUPOBAHHBIM

Answer the following questions.

1. What kind of institution is a business company? 2. What kind of strategy
must a company have? 3. What does a company have to do in order to achieve the
main objective? 4. Will you cut profits if you reduce prices? 5. In what way will
you be able to cut unit costs? 6. What will become with unit costs if you invest in
new plants and machines? 7. Is the increased market share the main objective in
company strategy? 8. What's the main objective of the company strategy? 9. What
can you expect if you upgrade the product? 10. What may happen if you increase
prices whatever the quality? 11. What may happen if you reduce costs in
manufacture? 12. Is it true that subcontracting more of the production means job
losses? 13. Do you take it correctly by understanding that the jobs which remain
after general job losses will be more secure?

I. Read this description of the shamrock organization. Where in the shamrock
are you?
COMPANY VOCABULARY
The Shamrock Organisation
The Irish management thinker, Charles Handy, believes that the traditional
company is dying. In his book, The Age of Unreason, he says that today more and
more people are working in a ‘shamrock organisation’.



Advantages and disadvantages

1. Compare the shamrock organization with a traditional company. What are
the advantages and disadvantages of a shamrock organization for the
following?

Advantage | Disadvantage

For the company ...
For the core workers ...
For the self-employed
people ...

For the flexible labour
force ...

2. Compare your lists with others in the class.
Word families

1. How many words in this exercise can you find that are derived from this
word.

Employment
Can you think of any other words in this word family?
2. Now, build word families for each of these words. (You can find some related
words on these two pages).
special a representative
an organizer to manage
3. Compare your answers with others in the group.

A COMPANY REORGANIZATION

A traditional oil company has decided to reorganize as a shamrock
organization in order to cut costs. Work in small groups and discuss these
points. In each case, give your reasons.

1. Which of these jobs should you keep in the core?

accountantcomputer programmer geologist
lawyer  chief executive officer personnel
manager secretary company doctor

What other jobs should be in the core?

2. Is it better to use self-employed workers or a flexible labour force to do the non-
core jobs?




. Which of these functions should you keep in the core?
strategic planning training cleaning
catering sales travel bookings administration

. Which non-core functions should be done by self-employed workers and which by
flexible force?

THE SHAMROCK AND YOU

. How close is your company to a shamrock organization? Describe the ways in
which your companies use core workers, self-employed workers and flexible
labour force.

. In business world, which of the three groups do you think is growing most
quickly? Give reasons for your opinion.
II1. Do ‘Company’ quiz

1. It's so easy doing business with that company; they’re so

a) professional C) bureaucratic

b) slow to respond d) impersonal

2. Rico World Coffees Ltd the best coffee in the world.
a) production C) produces

b) producer d) product

3. Which of the following abbreviations is the odd one out?

a) MD c) PA

b) CEO d) GMT

4. Which of the following prefixes is used to change the word ‘professional’
to its opposite meaning, i.e. ‘amateur’?

a) improfessional c) disprofessional

b) unprofessional d) misprofessional

5. I didn’t want a partner to work with me, I only wanted the capital
investment, so | liked around for a partner.

a) sleeping ¢) dormant

b) sleepy d) tired

6. Kinco Ltd, the big toy producer, has been buying shares in its biggest
competitor, Games are Great in an aggressive :

a) merger c) alliance

b) joint venture d) takeover

Read about companies. Discuss with your partner what company you want to
work for and why.
COMPANIES
As Chinese proverb says, “Be not afraid of growing slowly, be afraid of
standing still”. Of course, everyone understands it in a different way, but in



particular these words can be attributed to enterprises or companies because the
key thing for a long life of every company is development.

There is a great variety of companies, for example, a family-owned
company, a multinational company, someone’s own company, etc. And a company
can work in different sectors, such as telecommunications, engineering, retailing,
tourism, banking and finance, pharmaceutical, food and drink and so on. There are
different peculiarities in every sector, but there is no difference what sector the
company works in, in general the aim of everyone is, in the long term, to make
profits. And for that there are many things you need to get right.

A company should change, expand all the time and do well even at a
difficult time for the industry. It needs to be highly competitive, to raise profits, to
increase turnover and market share. Every company should all the time increase a
range of items it produces, finance a number of new projects, open new
subsidiaries and of course take care of their dedicated employees, because they are
the most valuable asset of the company.

There are many reasons for being successful in business. Firstly, it’s
important to have a very strong brand name, because it’s possible to build good
reputation on its name. Secondly, it’s necessary to develop new models and to
invest a lot of money in these models, because it helps a company to compete with
other companies in this or another industry. Also it’s rather essential to give the
products a very up-to-date look, to focus on styling and on the quality of the
products. Then every big company has to create interest abroad, firstly in their key
markets, those are the markets with volume sales. For that you have to set up
subsidiaries and to have your own staff and local staff. In other markets a company
should get very good distributors. So through those 2 routes, subsidiaries and
distributors, a company can make a strong dealer network. The dealers should be
very professional at marketing, strongly promote their products, be positive and
enthusiastic about the company. They need to be people at a retailing level who are
knowledgeable and enthusiastic about the product and who are able to sell it in the
face of strong competition. Also it’s necessary for every company to draw up an
investment plan in order to spend money in a rather rational way.

So, it’s obvious that it’s important to combine a lot of elements in order to
be successful in business and to make profits in the long term.

Think of an ‘Ideal Company’ you want to work for. Discuss it with your
partner.
1.Look at the criteria for an ideal company and choose the five most
important and the five least important.
MY IDEAL COMPANY:
* has a female CEO
* gives six months’ paid maternity leave and one month paid paternity leave
* has a créche facility
* has a good quality canteen
* gives equal pay to women and men



* gives employees a laptop computer and mobile phone for business and personal
use

* has opportunities for promotion and personal development

« awards bonuses and gives fringe benefits to employees

* provides at least six weeks’ training a year

* has an annual staff party

* has a generous company pension scheme

» allows women with three children to retire at 55

* has a gym and sports facilities

» pays one month extra salary to employees who have a new baby or who get
married

2.Make sentences about your ideal boss from the prompts below using the

adverbs of frequency in the box. Then compare your sentences with a partner.
MY IDEAL BOSS:

sreads my e-mails

* lets me make personal calls at work

takes me out to dinner

* has regular update meetings with me

* sends me on trips

* calls me by my first name

* phones me at home to discuss work

*leaves me to get on with my work

echats about his/her family and other non-work-related topics

* brings me coffee

esets regular deadlines and targets

* lets me leave work early

* says thank you

* praises me

gives me lots of responsibility

* lets me work from home

always usually often sometimes not often hardly
ever never every day every week twice ayear once a
month

Role-play the situation in pairs.

Huawei company is one of the most successful companies in the world
market. It has many subsidiaries all over the world. However, it is currently facing
problems. Fewer people are buying Huawei phones nowadays because they believe
that the phones are very fragile especially touchphones and multimedia phones;
and they break more often than other phones. As a result, the demand for these
phones has fallen and the income slowed sharply. The company manager of
Shenzhen head office decided to hire PR agency to solve this problem.

Agenda

1. Length of contract

2. Payment terms



3. Response time
4. Projects

Manager of Huawei company PR manager

1. Half a year (it will not take lots of | 1. 1 year minimum (it will take lots
time to solve the problem, just need to of time to find the reasons why people
convince people that our phones are the | don’t buy the phones, why they think
best, the most reliable and they don’t that they are not reliable, the agency
break at all). will need to carry out lots of surveys
and only then work out the plan and
different programs and projects).

2. Fixed amount of 4000% for each 2. 40% an hour, this works out 320%

fulfilled program or project. a day (4 people in a team).

3. People should react and start to 3. It will take at least 6 months to
buy phones in 4 months. influence people.

4. Company suggests all the projects | 4. PR agency creates all the projects
and pieces of advice what to do in all and programs itself and manages them
situations. The company knows its without any interference from the
business better. company.

Types of Companies

Go through the following vocabulary and find these words in the text.
debt nonr

bankruptcy ©GankpoTcTBO

assets akTuBbI

enterprise  mpemnpusTHE

liabilities  maccuBbl

joint venture CoBMeCTHOE MpeANpHUsITHE

proprietor coOCTBEHHMK

accountant Oyxranrep

pledge 3aKJ1aIbIBaTh

charter ycTaB

Read the text and underline advantages and disadvantages with regard to
each type of companies.

The three traditional forms of business are the sole proprietorship, the
partnership, and the corporation. The sole proprietorship means going into business
for oneself. All one needs is some knowledge about the business, start-up capital
and knowledge of regulations. The partnership is an association of two or more
people involved in Dbusiness under a written partnership agreement. The
corporation is the legal entity having a right to issue stock certificates. The people
who own such stock certificates (or shares) are called stockholders/ shareholders.
They in fact own the corporation.

Sole Proprietorship




A sole proprietorship is a business owned and usually operated by a single
individual. Its major characteristic is that the owner and the business are one and
the same. In other words, the revenues, expenses, assets and liabilities of the sole
proprietorship are the revenues, expenses, assets, liabilities of the owner. A sole
proprietorship is also referred to as the proprietorship, single proprietorship,
individual proprietorship, and individual enterprise.

A sole proprietorship is the oldest and most common form of ownership.
Some examples include small retail stores, doctors' and lawyers' practices and
restaurants.

A sole proprietorship is the easiest form of business to organize. The only
legal requirements for starting such a business are a municipal license to operate a
business and a registration license to ensure that two firms do not use the same
name. The organization costs for these licenses are minimal.

A sole proprietorship can be dissolved as easily as it can be started. A sole
proprietorship can terminate on the death of the owner, when a creditor files for
bankruptcy, or when the owner ceases doing business.

A sole proprietorship offers the owner freedom and flexibility in making
decisions. Major policies can be changed according to the owner's wishes because
the firm does not operate under a rigid charter. Because there are no others to
consult, the owner has absolute control over the use of the company's resources. As
mentioned earlier, the financial condition of the firm is the same as the financial
condition of the owner. Because of this situation, the owner is legally liable for all debts
of the company. If the assets of the firm cannot cover all the liabilities, the sole
proprietor must pay these debts from his or her own pocket. Some proprietors try to
protect themselves by selling assets such as their houses and automobiles to their
spouses. A sole proprietorship, dependent on its size and provision for succession, may
have difficulty in obtaining capital because lenders are leery of giving money to only
one person who is pledged to repay. A proprietorship has a limited life, being
terminated on the death, bankruptcy, insanity, imprisonment, retirement, or whim of
the owner.

Partnerships

A partnership is an unincorporated enterprise owned by two or more
individuals. A partnership agreement, oral or written, expresses the rights and
obligations of each partner. For example, one partner may have the financial resources
to start the business while the other partner may possess the management skills to
operate the firm. There are three types of partnerships: general partnerships, limited
partnerships, and joint ventures. The most common form is the general partnership,
often used by lawyers, doctors, dentists, and chartered accountants. Partnerships, like
sole proprietorships, are easy to start up. Registration details vary by province, but
usually entail obtaining a license and registering the company name. Partners' interests
can be protected by formulation of an "Agreement of Partnership”. This agreement
specifies all the details of the partnership.

Complementary management skills are a major advantage of partnerships.
Consequently partnerships are stronger entity and can attract new employees more
easily than proprietorships.



The stronger entity also makes it easier for partnerships to raise additional
capital. Lenders are often more willing to advance money to partnerships because all
of the partners are subject to unlimited financial liability.

The major disadvantage of partnerships is that partners, like sole proprietors,
are legally liable for all debts of the firm. In partnerships, the unlimited liability is both
joint and personal. Partners are also legally responsible for actions of other partners.
Partnerships are not as easy to dissolve as sole proprietorships.

Limited companies

Limited companies, unlike proprietorships or partnerships, are created by law
and are separate from the people who own and manage them. Limited companies are
also referred to as corporations. In limited companies, ownership is represented by
shares of stock. The owners, at an annual meeting, elect a board of directors which
has the responsibility of appointing company officers and setting the enterprise's
objectives.

Limited companies are the least risky from an owner's point of view.
Corporations can raise larger amounts of capital than proprietorships or partnerships
through the addition of new investors or through better borrowing power. Limited
companies do not end with the death of owners.

It is more expensive and complicated to establish corporations than
proprietorships or partnerships. A charter, which requires the services of a lawyer,
must be obtained through provincial governments or the federal government. In
addition to legal costs, a firm is charged incorporation fees for its charter by the
authorizing government.

Limited companies are subject to federal and provincial income taxes.
Dividends to shareholders are also taxed on an individual basis.

With diverse ownerships, corporations do not enjoy the secrecy that
proprietorships and partnerships have. A company must send each shareholder an
annual report detailing the financial condition of the firm.

Match the words in the left column with the definitions in the right column.

1.  sole proprietorship a) It is a business in which two or more
2 partnership companies have invested, with the
3 general partnership intention of working together;

4.  joint venture b) It is the legal entity having a right to
5 limited company Issue stock certificates;

c) It is an association of two or more
people involved in business under a
written partnership agreement;
d) It is more often used by lawyers,
doctors,  dentists, and  chartered
accountants;
e) It means going into business for
oneself.

Answer these questions using the active vocabulary of the text.

1.  What are the three traditional forms of business?



2 What is a sole proprietorship?

3 What is the owner of the company legally liable for?

4, How do any proprietors try to protect themselves?

5. Why may a sole proprietorship have difficulty in obtaining capital?
6 What is a partnership?

7 What are three types of partnerships?

8.  What is a major advantage of partnership?

9.  Are all of the partners subject to unlimited financial liabilities?

10. What is a major disadvantage of partnership?

11. How are limited companies created?

12. Who is represented by shares of stock in limited companies?

13. Do limited companies end with the death of owners?

14. Is it more expensive and complicated to establish corporations? Why?
15.  What must a company send each shareholder?

Read the text again and decide whether these statements are true (T) or false
(F).

1. The financial condition of the firm is the same as the financial condition of
the owner.

2. The sole proprietor mustn’t pay debts from his or her own pockets.

3. A sole proprietorship doesn’t have any difficulty in obtaining capital.

4. A partnership is an unincorporated enterprise owned by two or more
individuals.

5. There are three types of partnerships: general partnerships, limited
partnerships and joint venture.

6. Complementary management skills are a minor advantage of partnerships.

7. In partnerships the limited liabilities are both joint and personal.

8. Limited companies are not created by law and are not separate from the
people who own and manage them.

Q. Limited companies end with the death of owners.

10. Limited companies are subject to federal and provincial income taxes.

Text: A Successful Company

PRE-READING TASK

What is the key to success in business? Make up some rules!

Before you read the article below, match these words to their definitions.
a benchmark

sth that is not successful

a challenge

easy to see or understand

a failure

at the present time

a temptation




a wish to do or have sth that you know is bad or wrong
a value

strong

apparent

a criterion; standard

currently

to express your thoughts clearly in words
robust

a new or difficult task

to articulate sth

sth very useful or important

to cause sth

to ask money for goods or a service

to charge

to judge the importance

to employ (a strategy)

to check regularly the development of sth
to measure sth

to use

to monitor sth

to make sth happen

to strive for sth

not clear

to yield

to try very hard to achieve sth

vague

to produce or provide sth, e.g. a profit

[11. Simon Olive is a senior business consultant at AXA, a world leader in financial
protection and wealth management, with major operations in Western Europe,
North America and the Asia/Pacific area.

Read his article and say what is essential for a successful company.

BASIC INSTINCT

The longer | work with businesses, the more convinced | become that success is
often achieved by simply adhering to the basics. True competitive advantage in a
service industry is more likely to be gained by doing the basics better than your
competitors than constantly striving for the next big thing.

But why is this advice so easily forgotten, just when we need it most? | believe this
is because today's conditions of turbulence and change make it easy for us to forget
these simple rules. As the pace of change increases, it is easy to take our eye off
the ball and get caught up in the apparent need to plot ever more complicated
strategies to meet the new challenges we face. In this article, | would like to revisit
some of these business basics and explore how you can employ them to maximum
advantage.



1

First, have a plan. It amazes me how often businesses of quite substantial size have
no clear vision or specific goals to pursue. They may be able to articulate a vague
direction for the business, perhaps to become more profitable or to be the biggest
IFA in their area. However, when inquired "How much profit?" or "Biggest in
what terms?", it becomes apparent that these are, at best, wishes.

A clear, well-defined purpose and set of objectives are essential to determine
direction and leadership and are the benchmarks against which all a company's
activities and decisions can be judged. So often | see the absence of clearly
articulated medium or long-term strategic objectives as the reason why business
owners struggle to make short-term tactical decisions.

2

Second, allocate sufficient time for reviewing your plan on a regular basis -
monthly at least - to monitor progress. You would never dream of setting out on a
journey to some new destination without checking the map at regular intervals, so
why take that risk with your business? Book this time as if it was an appointment
with your most important client. It is easy to get sidetracked into fire-fighting and
never have time to deal with the issues that cause a lot of problems.

Make an objective analysis of your activities and inquire: "Is this moving me
closer to achieving my objectives?" A typical failure is the temptation to take
speculative or lower-producing client meetings. You may have seven meetings a
week, two of which typically yield nothing while others yield between £100 and
£500. Invest time in robust client management system and replace these
unproductive meetings with more profitable ones.

3

Another good tip is to take a good look at your business from a client perspective.
Break down your activities and ask yourself: "Is this activity adding real value to
my clients, such that they would pay for it if given the choice?" If it does not add
value, stop doing it. If it adds value but is not currently profitable, see if the
process can be simplified or the cost reduced. If you cannot make it profitable,
look at the price you charge and decide whether the client would pay a higher price
or fee. If you are not sure, ask your clients.

A robust management information system is one of the most essential basics.
Without one, you are not really in control of your business and any decisions you
make are likely to be based on symptomatic or flawed data. Failure to accurately
measure how long it takes people within your business to do certain tasks for
certain clients can cause unprofitable decisions around client activity.

Notes

It is easy to get sidetracked into fire-fighting - Do serko - pemiarbs MpoOIEMbI 1O
MCPC UX BO3BHUKHOBCHU:I.

Independent Financial Advisers or IFAs (UK) are professionals who offer unbiased
advice on financial matters to their clients and recommend suitable financial
products from the whole of the market.



Management information systems (MIS) is an arrangement of people,
technologies, and procedures, designed to provide managers with information

Match these headings to the appropriate parts of the text (1, 2, 3).

Analyse yourself
Fail to plan is plan to fail
Are you heading in the right direction?

Read the article again. Note down the tips the author gives and the mistakes
business owners typically make.

Tips

Mistakes

Work in pairs. Role play either the general manager or the consultant.

General Manager

You feel the company is not doing well. It might be a good idea to have a
consultation with an expert. Meet the consultant and ask for help.

Consultant

You are going to meet the general manager of a company that is experiencing
some problems at the moment. Question the general manager and suggest possible
solutions.

Companies

|. Lead-in

Look through the table and say what you have learnt about each type of company:
family-owned company;

multinational company;

your own company;

Work environment | May be more friendly in a small family business. But
some family-owned businesses are multinationals with
thousands of employees, and the environment may not
be that different to working in an ordinary multinational.
Self-employed people working on their own sometimes
complain about feeling isolated. You may feel more in
control running your own company, but there again, if
you have employees to look after, this can be a big
responsibility.

Pay Small family companies may or may not pay good
wages and salaries. One issue here is that when
multinationals come to an area with low unemployment,
they may make it more expensive for firms in the area to
employ people in office or factory jobs. On the other

hand, some multinationals are well known for paying




very low wages to people in places such as fast-food
outlets. The pay of self-employed people, of course,
varies enormously.

Promotion
possibilities

There will be fewer opportunities for promotion in
family companies, especially if family members are in

key positions. Multinationals will probably offer more

scope — the fast-food worker may become a branch
manager and possibly go even further, but examples of

top managers who have risen all the way from shop floor
level rare.

Job security
( = probability
that you will
keep the job)

Family companies may hesitate longer before laying
people off out of a feeling of responsibility towards their
employees. Multinationals have had different attitudes
towards laying people off, but companies in general are
probably quicker to lay people off than before

I1. Study the vocabulary.

multinational — mexxayHapoHas KOMITaHUS

reach (n) — o0yacTh BIMSHMS, OXBAT

to owe — ObITh B 10JITY

prosperity — nporeTaHue, MpeycreBaHnue

congenial — GyraronpUATHBIN, TOIXOASIIHANA

sole trader — uHIMBUAYAIbHBIN TPEIPUHUMATETH

expertise — KOMIECTEHIUS, 3HAHUE JIeTa

shareholder — akinonep

return on investment — ko3¢ uIKeHT peHTa0eTbHOCTH HHBECTUIINI
(puHAHCOBBIN TOKa3aTellb, XapaKTEPU3YIOMUMA JOXOIHOCTh
WHBECTHUITMOHHBIX BJIOYKEHUH )

share — akuus

to demand — tpeGoBaTh

demand (n) — cipoc, MOTpeOHOCTH, TPeOOBaHKE

shareholder value — oupskeBasi CTOMMOCTD aKIIUK

publicly quoted company — kommanus, akIiul KOTOPOH KOTUPYIOTCS Ha

PBIHKE

to list / quote — kotupoBaThCs

scrutiny — uccie0BaHue, BHUMATEIbHBIA OCMOTP
vehicle — TparcopTHOE CpeaCcTBO

workforce — pabouas cua

profit — npuObLIH
turnover — o6opot

market share — perHOouYHAasT TOJIS

head office — riaBHsIit 0duc

financial performance — ¢unancoBbIid OTYET
competitive — KOHKYpEHTOCTIOCOOHBII
consequently — ciegoBaTeabHO




asset — akTus

long-term — goarocpovHsIit

to launch — 3amyckath ToBap Ha PHIHOK
to achieve — nocturars

to reduce — ymeHbIaTh, COKpaIiarh

{0 assess — o1eHUTh

in terms of — B ucuncieHny, B IEpeBOIC HA
rather than — a ue

OVerseas — 3arpaHu4YHbIN, UHOCTPaHHBIN
SMES — manblii u cpeHuii Ou3HEC
stock exchange — ¢ponnoBast Gupxa

I11. Read and translate the text.
Multinationals are the most visible of companies. Their local subsidiaries give
them sometimes global reach, even if their corporate culture, the way they do
things, depends largely on their country of origin. But the tissue of most national
economies is made up of much Smaller organisations. Many countries owe much
of their prosperity to SMEs (small and medium-sized enterprises) with tens or
hundreds of employees, rather than the tens of thousands employed by large
corporations.
Small businesses with just a few employees are also important. Many governments
hope that the small businesses of today will become the multinationals of
tomorrow, but many owners of small companies choose to work that way because
they find it more congenial and do not want to expand.
And then of course there are the sole traders, one-man or one-woman businesses.
In the professional world, these freelancers are often people who have left (or been
forced to leave) large organisations and who have set up on their own, taking the
expertise they have gained with them.
But in every case the principle is the same: to survive- the money coming in has to
be more than the money going out. Companies with shareholders are
looking for more than survival - they want return on investment. Shares in the com
pany rise and fall in relation to how investors see the future profitability of t
he company; they demand shareholder value in the way the company is
run to maximise profitability for investors, in terms of increased dividends and
a rising share price. Publicly quoted companies, with their shares listed or
quoted on a stock exchange, come under a lot of scrutiny in this area.
Some large companies (often family-owned or dominated) are private: they choose
not to have their shares openly bought and sold, perhaps because they do not want
this scrutiny. But they may have trouble raising the capital they need to grow and
develop.Profitability is key. Formulas for success are the subject of
thousands of business courses and business books. Of course, what
works for one person may not work for others.

IV. Answer the following questions about the text.
1) What companies are the most visible and why?



2) What do many governments hope?

3) Do owners of small companies want to expand?

4) Who are sole traders?

5) What is the main principle in business?

V. Suggest the terms according to the following definitions.

1. Organization which has offices, factories, activities etc. in many
different countries.

2. A company that is at least half-owned by another company.

3. A legal form of company in some countries for someone who has
their own business, with no other shareholders.

4. A market where company shares are traded.

5. A part of the profits of a company for a particular period of time
that is paid to shareholders for each share that they own.

6. Money from shareholders and lenders that can be invested by a
business in assets in order to produce profits.

7. The state of producing a profit.



SELLING ONLINE

|. Lead-in
Are you a ‘Nethead’ or a ‘Web-hater’? Discuss the following with a partner.

1) How much time a day do you spend surfing the Net?

2) Do you ever join online discussion groups or chat rooms?

3) Do you book things like flights or hotel rooms on the Net?

4) Have you ever bought goods over the Net — books, DVDs and software?
5) Would you search for a job in the Internet?

6) Would you consider looking for a partner in a cyberspace?

I1. Study the vocabulary.

e-commerce — 91eKMpPOHHASL KOMMEPYUS

dotcom — komnanus, ocywecmensiowas oOusznec nocpedcmeom Unmepnema
frenzy — neucmoscmeo, 6ewencmeo

to oversubscribe — npesvicums, npeyseruuumso

preach — nponosedosamo

in conjunction with — emecme, coobwa

retailing — posnuunas mopeoens

retail outlet — posnuunas mopeosas mouxa

clicks and mortar — ¢gupma 6 Humepneme, pacnonacaiowas
nPOU3600CMBEEHHBIMU MOWHOCTAMU

e-tailing — anexmponnas posnuunas mopeosus

to fall down — nomepnemo neyoauy

hurdle — npensmcmeue

logistics — cnaborcenue

warehouse — mosapmuwiii cknao

delivery — oocmaska

pure-play — 6yke. “uucmas uepa’; cireneogvlii mepmur HOHO068020
PBIHKQA, O3HAYAIOWUTL KOMNAHUIO, KOMOPAsL 3aHUMACMCS MOAbKO OOHUM
sudom busHeca.

range — accopmumenm

e-fulfilment system — cucmema evinonnenus snekmponnvix 3axazos
renowned [7i ‘naund] — snamenumawiii, ussecmmuolii

long — term — doneocpounuiii

profitability — npubwviibrnocms, ooxoonocmo

to bear out — noomseporcoams, cosnadoame

cost reduction — ymenviuenue cmoumocmu

elimination — ynpazonenue, ucknouenue

to ally — coeounsimo, scmynamo 6 coro3

bid for — npeoracamo yemny

B2B (Business-to-Business e-commerce) — cucmembl 21eKMPOHHOLL
KOMMepYUU, 8 KOMOpbvIX 8 Kauecmae CyObeKmos npoyeccos npooaxicu u
NOKYNKU GbICMYNAIOM 10pUoUyecKue uya



B2G (Business-to-Government e-commerce) — anexmpoHnuast
KOMMepYus, 20e 8 Kauecmee CMOopOH 6bLCIYNAIOM 10PUOU1ecKue 1uyd u
20CY0apCcmeenHble YupescOeHus

refund — eosmewenue pacxooos

discount— ckuoka

to dispatch (also despatch) — omnpasisme mosap

purchase — noxynka

stock — umerowutics 6 nanuuuu

bargain — esicoonas noxynka, 0éueso Kyniennas eeufp

cooling off period — nepuoo o60ymwieanus u nepecosopos
interest free credit — 6ecnpoyenmmuuiii kpeoum

tricky — xumpuwi

€Normous — oepomublu

arrangement — coenauenue, 002060pEHHOCMb

negotiations — nepezosopul, obcyxicoenue yciosuil

CONCeSSIoN — ycmynka, coenauenue

joint venture — coemecmmnoe npeonpusimue

I1l. Read and translate the text.

Read and translate the text.

The world of e-commerce moves fast. The dotcom frenzy of the late 1990s, with
companies raising vast amounts of money from investors, for example just to sell
dog food over the Internet, came and went, and some organisations removed the
dotcom suffix from their names, so much did it become a synonym for failure.
E-commerce courses in business schools are no longer oversubscribed and no
longer preaching that everything has changed. Companies look more at how
e-commerce can be used in conjunction with other methods of selling: in retailing
this means clicks and mortar, combining traditional retail
outlets with online operations, rather than pure e-tailing.

Some old-economy companies like the UK supermarket company Tesco have mad
e a success of e-commerce by combining it with their existing operations, rather
than investing in a whole new expensive infrastructure. Webvan, a pure online
groceries company inthe US, fell down on the hurdles of logistics:
warehousing and delivery.

Amazon is now almost the only  pure-play  (exclusively) online seller of
goods that has any sort of brand recognition. The range of goods it offers is
becoming ever broader, and its e-fulfillment systems order processing
and delivery) are renowned for their efficiency. But its long-term profitability

is still not clear.

However, in services, low-cost airlines like Easyjet and Ryanair are reporting that
more than 90 percent of ticket purchases are now made online. This bears out the
prediction made a few years ago
that online sales would develop fastest where there are no goods that have to be
physically delivered.



And then there is business-to-business (B2B) e-commerce. Competing companies,
for example in the car industry, have set up networks where they can get suppliers
to do this. Orders are placed and processed, and payment made over the Internet,
hopefully with massive cost reductions through the elimination of processing on
paper. An allied area is business-to-government (B2G) where companies can bid
for government contracts over the Net.

1) What were the results of the dotcom frenzy?

2) What do companies look at more nowadays? Why?
3) What is Amazon famous for?

4) What prediction was made a few years ago?

V1I. Read this article from the “Financial Times”.

How to make money from internet news operations
By Nicholas George
On the Internet since 1994, the Swedish newspaper Aftonbladet claims to have bee
n Europe's first major internet newspaper. What's more, in an area characterised by
financial losses, it has made a small profit for the past four years.
But this year, things may be different. Despite huge viewing figures, Af
tonbladet's internet operations will make a loss as advertising income, which accou
nts, for 85 percent of its revenue, slows sharply.
Now, along with other newspaper sites, Aftonbladet is looking at how to charge for
its services without losing readers who have come to regard free access as a right. '
The present business model is just not efficient, especially when advertising is
falling," explains Kalle Jungkvist, editor-in-chief of Aftonbladet New Media.
Sweden is among the most advanced internet markets in the world with internet pe
netration rates of about 58 percent. This is the highest in the EU, according to Net
Figures, the UK statistics group.
Yet high numbers of viewers have not been enough for advertisers who are doubtfu
| about online marketing - dotcom adverts have almost disappeared. Charging prov
ides a much-needed new source of revenue.
But how to persuade people to pay for something that until now has been free?
From the Financial Times

VIII. Say ‘true’ or ‘false’. If ‘false’, correct the sentence. Rely on the informat
ion from the text.

a) Aftonbladet has been available on the Internet for more than six years.

b) It has made a loss each year.

c) This year it will make a profit.

d) It is looking at ways of charging for access.

e) Its editor is happy with the present situation.

f) Sweden has one of the highest levels of internet use in the world.

g) High numbers of users means that advertising on the Internet is profitable.



h) The writer suggests ways of making internet services profitable.
Text: HIGH STREET SHOPPING VERSUS INTERNET SHOPPING

When you think of shopping, do you associate high street shopping or
internet shopping as your preferred medium? There are of course, advantages and
disadvantages to both but which one is better? This may be dependent on your
personal preference or which is the most convenient for purchasing goods at a
given time. This can also be determined by availability. Some goods may only be
bought either online or from a physical shop.

The internet can save time

When many people seem to have a distinct lack of time, the internet is often
used for the purchase of goods. A good example of this is buying a car. Often
information is searched for regarding potential purchases online but then the actual
point of sale comes from a mortar-and-bricks shop. The internet can also be good if
you are time restricted. If you know exactly what you are looking for, need
something quickly but do not have the time to go to the high street during your
normal working week, you can order something online and it can arrive the next
day.

It can definitely be beneficial to do some of your shopping online. For
example, you can save at least an hour per week if you select your grocery
shopping online and have it delivered to your home. The only disadvantage to this
is the fee for the delivery every week. Purchasing items such as books and CDs
online can also save time. In many cases items such as these can also be cheaper to
purchase online than on the high street. The internet can also be a fantastic
resource for the research and the purchase of non-everyday products such as
birthday or Christmas presents and jewelers. Online banking can also be a far more
convenient way of transferring money from one account to another than going into
a high street bank or building society.

The advantage of the high street

If you have the time to have a good browse, the high street can be a better
option. If you buy clothing from the high street, trying the items on in a changing
room before purchasing ensures that the clothes are the correct fit. If you are
purchasing clothing online, you cannot guarantee that it will fit. If you buy the item
online from a reputable online retailer and it does not fit you can of course send it
back and in most cases exchange or refund it.

Whatever you want or need to purchase as a consumer, the high street offers
the advantage of allowing you to view the actual product whether it be a book, a
CD, shoes or clothing etc. The high street is also highly convenient if you want to
quickly buy a sandwich and/or a drink from a cafe or a newsagent and take it away
with you. It also acts as a browsing ground. For example, you may wish to
purchase a new electrical item such as a television and have seen it at a cheaper
price online but want to see it in the flesh beforehand. As mentioned earlier, the
same can also be said for the internet.



Overall there are advantages and disadvantages to buying goods online or
from the high street. If you are time restricted for whatever reason, the internet can
be more convenient. However, if you have time to browse and want to see the
goods before you buy them, the high street can have the upper hand. Essentially it
Is dependent on personal preference as to what works the best for the individual.

COMPREHENSION CHECK

Some goods may only be bought
You can save
If you have the time to have a good browse,
The only disadvantage to this
Often information
The high street is also highly convenient
When many people seem to have a distinct lack of time,
The internet can also be
is searched for regarding potential purchases online.
b)  if you want to quickly buy a sandwich and/or a drink from a café or a
newsagent and take it away with you.
C) is the fee for the delivery every week.
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d)  theinternet is often used for the purchase of goods.

e) a fantastic resource for the research and the purchase of non-everyday
products.

f) either online or from a physical shop.

g) at least an hour per week if you select your grocery shopping online
and have it delivered to your home.

h)  the high street can be a better option.

l. Match the halves.

WORD STUDY 1. beneficial a) make certain of obtaining or providing
(something) 2. convenient b) traditional 3. ensure c) the freedom or right to choose
something 4. item d) involving little trouble or effort 5. mortar-and-bricks e) the
action of buying something 6. optio f) a repayment of a sum of money 7. order Q)
favourable or advantageous 8. purchase h) limited in extent, number, scope, or
action 9. refund i) a verbal or written request for something to be made, supplied,
or served 10. restricted j)an individual article or unit II. Match words to their
definitions.

1. Find. 5 pairs of synonyms.

convenient / save / limited j purchase / restricted / buy / economize /
comfortable / choice / option

IV. Discuss with your partner and make a list of advantages and
disadvantages of a) high street shopping; b) Internet shopping.



Text: SELLING ONLINE

History

In 1990 Tim Berners-Lee created the first World Wide Web server and
browser. It opened for commercial use in 1991. In 1994 other advances took place,
such as online banking and the opening of an online pizza shop by Pizza Hut.
During that same year, Netscape introduced SSL encryption of data transferred
online, which has become essential for secure online shopping. Also in 1994 the
German company Intershop introduced its first online shopping system. In 1995
Amazon launched its online shopping site, and in 1996 eBay appeared.

Customers

Online customers must have access to a computer and a method of payment.
Consumers find a product of interest by visiting the website of the retailer directly
or by searching among alternative vendors using a shopping search engine.

Customer needs and expectations

A successful web store is not just a good looking website with dynamic
technical features, listed in many search engines. In addition to disseminating
information, it is about building relationships and making money. Businesses often
attempt to adopt online shopping techniques without understanding them and/or
without a sound business model, producing web stores that support the
organizations’ culture and brand name without satisfying consumer’s expectations.
User-centered design is critical. Understanding the customer’s wants and needs and
living up to promises gives the customer a reason to come back and meeting their
expectations gives them a reason to stay. It is important that the website
communicates to the customer that the company cares about them. Customer needs
and expectations are not the same for all customers. Age, gender, experience,
culture are all important factors. For example, Japanese cultural norms may lead
users there to feel privacy is especially critical on shopping sites and emotional
involvement is highly important on financial pensions’ sites. Users with more
online experience focus more on the variables that directly influence the task,
while novice users focus on understanding the information. To increase online
purchases, businesses must spend significant time and money to define, design,
develop, test, implement, and maintain the web store. It is easier to lose a customer
then to gain one and even «top-rated » sites will not succeed if the organization
fails to practice common etiquette such as returning e-mails in a timely fashion,
notifying customers of problems, being honest and good. Since it is important to
eliminate mistakes and be more appealing to online shoppers, many web shop
designers study research on consumer expectations. Convenience Online stores are
usually available 24 hours a day, and many consumers have Internet access both at
work and at home. Other establishments such as internet cafes and schools provide
access as well. A visit to a conventional retail store requires travel and must take
place during business hours. In the event of a problem with the item it is not what
the consumer ordered, or it is not what they expected—consumers can return an
item for the correct one or for a refund. Consumers may need to contact the
retailer, visit the post office and pay return shipping, and then wait for a
replacement or refund. Some online companies have more generous return policies



to compensate for the traditional advantage of physical stores. Information and
reviews Online stores must describe products for sale with text, photos, and
multimedia files, whereas in a high street retail store, the actual product and the
manufacturer’s packaging will be available for direct inspection (which might
involve a test drive, fitting, or other experimentation). Some online stores provide
or link to supplemental product information, such as instructions, safety procedures
demonstrations, or manufacturer  specifications. Some provide background

information, advice, or how-to guides designed to help consumers decide
which product to buy. Some stores even allow customers to comment or rate their
items. There are also dedicated review sites that host user reviews for different
products. Reviews and now blogs give customers the option of shopping cheaper,
organise purchases from all over the world without having to depend on local
retailers. In a conventional retail store, clerks are generally available to answer
questions. Some online stores have real-time chat features, but most rely on e-mail
or phone calls to handle customer questions. Price and selection One advantage of
shopping online is being able to quickly seek out items or services with many
different vendors Search engines, online price comparison services and discovery
shopping engines can be used to look up sellers of a particular product or service.
Shipping costs reduce the price advantage of online merchandise, though
depending on the jurisdiction, a lack of sales tax may compensate for this.
Shipping a small number of items, especially from another country, is much more
expensive than making the larger shipments bricks-and-mortar retailers order.
Some retailers (especially those selling small, high-value items like electronics)
offer free shipping on sufficiently large orders. Another major advantage for
retailers is the ability to rapidly switch suppliers and vendors without disrupting
users’ shopping experience. Disadvantages Fraud and security concerns Given the
lack of ability to inspect merchandise before purchase, consumers are at higher risk
of fraud on the part of the merchant than in a physical store. Secure Sockets Layer
(SSL) encryption has generally solved the problem of credit card numbers being
intercepted in transit between the consumer and the merchant. Identity theft is still
a concern for consumers when hackers break into a merchant’s web site and steal
names, addresses and credit card numbers. A number of high-profile break-ins in
the 2000s have prompted some U.S. states to require disclosure to consumers when
this happens. Computer security has thus become a major concern for merchants
and e-commerce service providers, who deploy countermeasures such as firewalls
and anti-virus software to protect their networks. Phishing is another danger, where
consumers are fooled into thinking they are dealing with a reputable retailer, when
they have actually been manipulated into feeding private information to a system
operated by a malicious party. Although the benefits of online shopping are
considerable, shoppers potentially face a few problems such as identity theft, faulty
products, and the accumulation of spyware. Whenever you purchase a product, you
are going to be required to put in your credit card information and shipping
address. If the website is not secure a customer’s information can be accessible to
anyone who knows how to obtain it. Most large online corporations are inventing
new ways to make fraud more difficult, however, the. criminals are constantly



responding to these developments with new ways to manipulate the system. It is
advisable to be aware of the most current technology to fully protect yourself and
your finances. One of the hardest areas to deal with in online shopping is the
delivery of the products. Most companies offer shipping insurance in case the
product is lost or damaged; however, if the buyer opts not to purchase insurance on
their products, they are generally out of luck. Some shipping companies will offer
refunds or compensation for the damage, but it is up to their discretion if this will
happen. It is important to realize that once the product leaves the hands of the
seller, they have no responsibility.

Comprehension check

I. Match the halves.
It is important that
Understanding the customer’s wants and needs
Some shipping companies will offer
To increase online purchases,
A visit to a conventional store
Consumers find
Most large online corporations
Brick-and-mortar stores
Computer security has thus become
0. Although the benefits of online shopping are considerable
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a) refunds or compensation for the damage.

b)  requires travel and must take place during business hours.

C) are inventing new ways to make fraud more difficult.

d)  also collect consumer information.

e)  gives the customer a reason to come back.

f) shoppers face a few problems such as identity theft, faulty products,
and the accumulation of spyware.

g)  amajor concern for merchants and e-commerce service providers.

h)  the website communicates to the customer that the company cares
about them.

1) a product of interest by visiting the website of the retailer.

), businesses must spend significant time and money to define, design ,
develop and maintain the web store.

I1. Supply the correct preposition.

1.  The existence of many different seals, or seals unfamiliar
consumers, may foil this effort... a certain extent.

2. The criminals are constantly responding ... these developments ... new
ways to manipulate the system.

3. Online customers must have access ... a computer.

4.  This information is obviously not accessible ... the merchant when
paying... cash.



5. It is advisable to be aware ... the most current technology to fully
protect yourself and your finances.

6. Many consumers wish to avoid spam and telemarketing which could
result ... supplying contact information ... an online merchant.

7. Novice user focus... understanding the information.

8. Since it is important to be more appealing... online shoppers, many
web shop designers study research ... consumer expectations.

Q. Some online companies have more generous return policies to
compensate ... the traditional advantage ...physical stores.

10. A number of resources offer advice ... how consumers can protect
themselves when using online retailer.

11. One of the hardest areas to deal... in online shopping is the delivery of
products.

12.  Some ask ... address and phone number ... checkout.

Match 10 pairs of synonyms.

1. conventional a) brick-and-mortar store
2. fraud b) buy

3. introduce c) change

4. merchant d) refund

5. physical store e) additional

6. purchase f) safe

7. replacement g) deceit

8. secure h) launch

9. supplemental 1) vendor

10. switch J) traditional



Cpeonuit yposenv 61a0eHus UHOCMPAHHBIM A3bIKOM

ENTERTAINING

|. Lead-in

Suggest different forms of entertainment in general rather than in a corporate
context. Continue the list:

* shows

* concerts

« night clubbing

Which of them can be the subject of corporate entertaining?

Is it right to spend enormous sums of money on the best clients in order to keep
them sweet’?

When is a gift a bribe?

To find out how ‘open to persuasion’ you are, try the following test:

What’s your Price?
1. One of the suppliers tendering for a contract with your company Invites you out
for lunch at a top-class restaurant to talk things over’. Do you...
a. insist that you cannot be bought and remove the supplier’s
name from your shortlist?
b. politely refuse, saying that you never mix business with pleasure?
c. take advantage of the situation by ordering a more expensive meal than you
usually have?

2. You have been asked to choose a venue (=place) for your company’s annual
conference. The manager of one of the hotels you are considering mentions that
there could be a week’s holiday in it for you and your family. Do you ...

a. report him to his regional manager?

b. smile and point out that free holidays are not a condition for winning

the contract?

c. gratefully accept a large en suite room with minibar and a view of the bay?

3.The father of an applicant for a post in your company sends you a Rolex watch a
nd a case of expensive champagne for Christmas. Do you ...

a. send them back with a note saying: ‘Thanks, but no thanks’?

b. return the watch, drink the champagne and forget the name of his son?

c. give his son the job immediately and ask him if he has any other children
looking for work?

I1. Study the vocabulary.
to do adeal - 3akirouate cuenky
to establish a relationship — ycranaBnuBath cBsi3u



to ‘size up’ a potential business partner — orpeensaTh NOTEHIIMAILHOTO MAPTHEPA
1o 6usHecy

joint venture — coBMeCTHOE TIPEAIPHUITHE

an associate - KoMIaHbOH

relationship building — ycranosienue oTHOIICHHI

corporate hospitality — kopropaTHBHOE TOCTEIIPUHUMCTBO

corporate sponsorship — koprmopaTUBHasI MOJICPHKKA, CIIOHCOPCTBO
cultural awareness — ocBeIOMIICHHOCTD O KYJIBTYpPE

avoidance of misunderstanding — n30exaHre HEIIOHUMAaHHUS
cross-cultural training — MeXKyIbTypHAas KOMMYHHUKAITHSI

to facilitate — conmeiicTBOBaTH, CIIOCOOCTBOBATH

social interaction — coranpHOE B3aUMOACHCTBHE

small talk — cBerckas Gecena

to undervalue — HegooIICHMBATH, IPECYMEHBIIATH

gaffe — ortomrHOCTS, OMKMOKa

economic decline — skoHOMHYECKHI criaz

steep decline — pe3kwii cnian

reveal - oOHapyXuBaTh

cost control — 1ieHoBOM KOHTPOJIb

to enter the corporate dictionary — BoiTH B KOPIIOPATUBHYIO JICKCHKY
shareholder - akumonep

conglomerate — xoprmoparus (OoJbIas OpraHU3aIysl, COCTOSAIIAs U3
Pa3JIMYHBIX KOMITAaHUH)

to spend run wild — TpaTuTh B OTpOMHBIX KOJIMYECTBAX

to retain the client — coxpanuts kHeHTa

Venue — MecTo BCTpeuu, cOopa

to gain a new client — HaiiTu HOBOrO KJIMEHTA

I11. Read and translate the text.

It has been said that when two American or European business people meet, they
are there to do a deal, but in Asia they are there to establish a relationship.
Entertaining in Asia is often used to 'size up' a potential business partner -partner in
the sense of future supplier or joint venture associate. Asians will want to know
more about their guest, their background and their contacts before going ahead and
doing business. This is an essential part of the business process, not just

polite etiquette.

Relationship building takes different forms in different places - invitations to
karaoke evenings in Japan or the yacht on the French Riviera are not
to be refused. The demand for corporate hospitality in the UK has been criticized
for making events such as grand prix racing or Wimbledon more expensive for
ordinary people. But corporate sponsorship of sport and culture brings in large
amounts of money, and many such events benefit from this overall.

Entertaining in the form of invitations to your host's home exists in some cultures
but not others, where work and private life are kept entirely separate.



Cultural awareness of norms in these and other areas can lead to better
communication and avoidance of misunderstandings. Companies are spending
more time and money these days on cross-culturaltraining, often but not always in
tandem with language training, in order to facilitate better social interaction.
Socialising in another language is not easy. There is more focus than in business
discussions on the language itself. Learners, rightly, demand formulaic expressions
for particular situations. This is often called small talk. But to refer to it as 'small’
undervalues its importance.

Language learners see it as a minefield of potential problems and,
inevitably, gaffes. People have their favourite stories about such

mistakes, perhaps ones they made themselves.

IV. Answer the following questions about the text.

1) What is the difference between doing a deal and establishing a relationship?
2) What events do benefit from corporate sponsorship?

3) Why are companies spending time and money these days on cross-cultural
training?

Business dinner at a restaurant

Usually after the talks our manager invites representatives of other companies to
have dinner at some of the restaurants in our city. There are many kinds of
restaurants in Volgograd. Most of them are traditional restaurants where a waiter
serves customers, self-service restaurants are very rare exception. There are many
small restaurants and cafes which are very popular and crowded especially during the
lunch-hour, but it is getting more and more expensive to have meals there. At self-
service cafeterias a customer serves himself and he can get meal more quickly and less
expensive.

When the manager of our company invites an English businessman to a
restaurant, he chooses among different types of Volgograd restaurants a place similar to
the famous English pub with its cosy and friendly atmosphere. English people go there
not only for some beer or whisky, but to meet their friends and spend the whole evening
there till closing time.

So after the talks the two businessmen come into the restaurant, take their seats
at a table near the window and order cocktails. They study the menu to see what's on
it. The waiter comes to their table and asks if they are ready to order. As a rule,
businessmen are rather hungry after the talks and they like a square meal. The choice of
dishes on the menu is rich.

They order mushroom soup for the first course and meat with vegetables for the
second course. The vegetables are very good but the meat is a bit dry. The manager
likes fried chicken. The chicken is delicious. The English businessman doesn't like
fish and roast beef is not his idea of a good meal. His favorite dish is steak. They
start with sausages with new potatoes and green salad. They ask the waiter to bring a
bottle of red wine. Later they order dessert: fruit or ice-cream. They finish with black
coffee and cheese. The prices on the menu are not very expensive. The manager pays
the bill.



During the dinner the two businessmen don't talk about their business, they
prefer to have an informal chat (talk). They enjoy their dinner at the restaurant and
come to better understanding, feel more confidence to each other.

Vocabulary
to invite smb. to have dinner at the restaurant — npuriacuth 00eaaTh B pecTOpaH
waiter — opurranT
to be very rare exception — ObITH OYEHB PEIKUM HCKIFOUCHHEM
to be popular and crowded — ObITH MOITYISIPHBIM U TTEPETIOTHEHHBIM
during the lunch-hour — B o6enerrOE Bpemst
to get more expensive — cTaHOBUTHCS 00Jiee JOPOTOCTOSIIITUM
to choose a place with cosy and friendly atmosphere — BeIOpaTs MecTo ¢ YIOTHOH |
JPYKECKor aTMochepoit
beer — muBo
till closing time — o BpeMeHM 3aKpPBITHSI
to order — 3aka3pIBaTh
to study the menu — u3yuuTh MeHIO
to be hungry — GbITH TOIOAHBIM
to have a square meal — TIOTHO MOKyIIATH
mushroom soup — rpuOHoIi cy
meat — msco
dry — sxecTkmit
fried chicken — >xapensrii npIICHOK
delicious — oueHb BKYCHBII
fish — priba
favorite dish — mro6umoe 011010
sausage — koJyibaca; COCHCKa
cheese — coip
to pay the bill — 3amatuts no cyery
to come to better understanding — npuxoauTh K B3aHMOITOHUMAHHUIO
to fell more confidence to each other — uyBcTBOBaTH GOJIBIIIE TOBEPHS APYT K APYTY
I. Give Russian equivalents to the following word combinations:
self-service restaurant; to be very rare exception; to get more expensive; beer;
to come into the restaurant; to be ready to order; to be hungry; to have a square meal;
mushroom soup for the first course; meat with vegetables for the second course; fried
chicken; delicious; to start with sausages with new potatoes; to bring a bottle of red
wine; fruit; ice-cream; to finish with black coffee; cheese; to come to better
understanding.
I1. Give English equivalents to the following word combinations:
MPUTIACUTh KOTO-THOO0 00emaTh B pecTopaH; O(QUIMAHT OOCITyKUBAeT
KJIMEHTOB; OBITh MOMYJSPHBIM U TMEPENOJHEHHBIM; B 00€IEHHOE BpeMs; BHIOpATh
MECTO C YIOTHOM U JIPYXKECKOW aTMOC(epoii; 10 BPEMEHU 3aKPBITHS; CECTh 3a CTOJI;
3aKka3aTh OJIO71a; M3YyYUTh MEHIO; OOoraThlii BHIOOp OJIFOM B MEHIO; MSICO HEMHOTO
XKECTKoe; JIobumoe Omo/10; OudIuTekc; 1MeHbl B MEHIO;, 3alIaTUTh MO CYETY;
Jpykeckas 6ecesia; 9yBCTBOBATh OOJIBIIE TOBEPUS APYT K IPYTY.



I11. Answer the following questions.

1. Do businessmen often have lunch (dinner) at a restaurant? 2. Is a
restaurant a good place to discuss business matters? 3. Are there many restaurants
in Volgograd? 4. What kinds of restaurants are there in Volgograd? 5. What
atmosphere is necessary to have a good time at a restaurant? 6. Is it expensive to
have meals at a restaurant? 7. Who usually pays the bill at a restaurant? 8. What's
your opinion of the service, choice of dishes and prices at VVolgograd restaurants?
9. Can customers order drinks at a restaurant? 10. What do people order for
dessert? 11. Do you sometimes visit a restaurant? 12. Which of VVolgograd restaurants
do you prefer? Why?

IV. Translate the following sentences into English.

1. AHrnmiickue pecTopaHnsl He claBsATCsA xopouieil enoi. 2. B Jlonmone ecth
YIAMBUTENBHOE pa3HOOOpa3he pEecTOPaHOB BCEX HalMOHanbHOCTEW. 3. B 3THX
pecTopaHax Bbl MOYKETEe BBIOpaTh €Ay IO cBoeMy BKycy (to smb.'s taste). 4.
BonabmMHCTBO OpUTAHCKUX CeMEW XOJUT B PECTOPAaHbl TOJIBKO IO OCOOBIM
clly4asiM, HalpuMep, B JHU POKIEHHUS WIH CBajieOHbIe to0usieu. 5. buznecMeHbl
BCTPEYAIOTCS B pecTopaHe, uTOObl OOCYIUTh JieJla B HENPUHYKJICHHON
00CTaHOBKE, a IOHOIIM M JIEBYIIKM — YTOOBI Jydllle TO3HAKOMHUTHCS JIPYT C
apyrom. 6. JIis Tex, KTo npuexaer B JIOHIOH, e1a BHe MeCT IpokuBaHus (eating
Out) MOKET J0CTaBUT YJ0BOJIbCTBHE. 7. B pectopane "Pyn3" TpaauiiioHHOE MEHIO
M O0CTaHOBKAa TOYHO TaKHUE XK€, KAaKUMU OHU OBUIM BO BpPEMEHA KOPOJIEBbI
Buxkropuu. 8. Ha ynmuue Kunrs Poyn ecTe ecsTkn ManeHbKUX PECTOPAHOB. 9. Bol
MOXETE €CTh PbIOy C YUIICAMH TJI€ YTOJAHO — B IMapKe, B aBTOOyCe WM BO BpeMs
nporysku no ynuue. 10. OpunpranT nopekoMeH0Bal HaM Ha MepBOE TPUOHOM cynl
CO CMETaHOM, Ha BTOpoe — KomueHoro jococs (Smoked salmon) ¢ kaprodenem-
bpu, a Ha AecepT — MOPOKEHOE C MaJTUHOBBIM cuporoM. 11. Yto Tel 3aka3zan Ha
BTOpoe? — Emie Huyero, HO 3akaxy KOTJIEThI C MakapoHaMu. — A s MakapoHam
MPEANOYUTAI0 KapToenb U JPYrue OBOIIHU, MMOITOMY S BO3bMY KYpPHILy C IIOpE
(mashed potatoes). 12. S 3aka3aji CTOJUK Ha JIBOMX Ha JEBATH YaCOB, HO Mbl MUHYT
Ha 15 omo3maem. — Hudero crpamsoro. 13. TlocMotpu, kakoit ooskopa (glutton) tam 3a
cronukoM y okHa. OH ecT ykacHO ObicTpo u skamHOo (t0 gobble). Moxert, on
POCTO OYeHb ronojieH. 14. A Oymy ectb TO, 4TO ecT BOH Ta aama. [locMoTpH, ¢
KaKuM 4yBCTBOM OHa morsioiiaer (to devour) to, uto nexut y He€ Ha Tapeske. 15.
S He moSTyuns HUKAKOTO YJIOBOJILCTBUSI OT 00€/la, TaK Kak Cym ObUl BOJSTHUCTBIN
(watery), 3anmuBHast peioa (jellied fish) OesBkychas (tasteless), a msico mepexapeHHOe
(overdone). 16. K coxaneHuto, B MEHIO HEe ObUIO KOKTEHJIA M3 KpeBETOK (prawn
cocktail), a Beap 310 MOe mrobumoe Omronto. 17. Iepenaiite MHe, MOXKaTyHCTa, MCHIO.
UYro y Hux cerogusi B MeHto? 18. B aToM pecropane Bcerjia 00bI10i BBIOOp OJIO/I.
19. Yto BBI BO3bMETE Ha JiecepT? bosbliie Beero s o010 MopokeHoe Ha aecept. 20.
Xopoto Oyner 3akoHUYUTh 00en MopokeHbIM. 21. CeromHs B MEHIO HE TaK MHOTO
MSICHBIX OJt0fT, Kak Buepa. 22. PoctOud — camoe srydrriee OJ1t0J10 B 3TOM peCTOpaHe.
23. CeromHs B pecTOpaHe MEHBIIIC JIFO/ICH, YeM OOBIYHO.

V. Read and translate the following dialogue.

At the restaurant



The next day at 12 o'clock Mr. Kozlov and Zotov came to Mr. Lipman's office
where they signed the contract. After that they all went to the Savoy Restaurant
which was not far from Mr. Lipman's office.

When they came into the restaurant they took off their hats and coats and left
them in the cloakroom. Then they went upstairs.

The head-waiter showed them the table that Mr. Lipman had reserved. A waiter
who was standing near by came up to the table to take their order. He put the menu on
the table in front of each of them.

"I'm afraid my English is not good enough to order lunch,"” Kozlov said.
"Besides | don't know much about English meals, so it's difficult for me to make my
choice."

"All right,” smiled Mr. Lipman. "I think we'll start with drinks. What would
you like to drink, gentlemen?"

Kozlov: Gin and tonic with lemon for me, please.
Zotov: The same for me.
Lipman: Gin or whisky for you, John?
Cave: Whisky, please.
Lipman: Well, what shall we eat?
Zotov: There is a large choice of dishes on the menu and it's difficult for us to decide.
Is
there any dish you can recommend?
Lipman: | recommend oxtail soup. They cook it very well here. Then we can have
roast
beef, beef-steak, mixed grill, or fish. And vegetables, of course. What do you say to
that?
Kozlov: Very good. I'll have oxtail soup and roast-beef.
Zotov: No soup for me. I'll have only mixed grill.
Cave: I'll take the same, Henry, and don't forget to order a bottle of red wine. It'll go
nicely with meat.
Lipman: Oh, no. I remember it.
Waiter: What will you have for dessert, sir?
Lipman: Fruit salad and ice-cream. And we'll finish with black coffee and brandy.
Cave: Yes, of course.
Waiter: Very good, sir.
(They have lunch. Then the waiter serves black coffee and brandy.)
Cave: I'd like to drink a toast to good business. And | must say, gentlemen, I'm very
pleased with the contract we've signed. We look forward to doing more business with
you in the future.
Kozlov: This is to good business and more contracts.
(After lunch.)
Kozlov: We've had an enjoyable time here. It's been a pleasure, gentlemen. Thank
you.
(Mr. Lipman paid the bill. They put on their hats and coats downstairs and left the
restaurant.)



MARKETING
Marketing

Go through the following vocabulary notes and find these words in the text.
storage COXpaHEHUE

competitor  KOHKypeHT

complex KOMILTEKCHBIN

charge 3ampamuBaTh LEHY

objective 1eIb

average cpeaHun

vital YKU3HEHHBIN

wholesaler  ontoBEIi TOproBen

failure meynaua

retailer PO3HUYHBIN TOPTOBEII

potential BO3MOJKHBIH

promotion  mpoasmwxkenue Match the words in the left column with the
definitions in the right column.

1. product a) the process of getting the product to the customer through
2. placement the channels of distribution.
3. price b) the communication between buyer and seller
4. promotion ¢) the sum in money or goods for which anything is or may
5. manufacturer be bought or sold
6. wholesaler d) something produced by effort
7. retailer e) a person who sells to final consumers in smaller quantities
8. customer ) a person who sells goods in larger quantities

g)a person who buys goods

h)a person who produces goods

Marketing Mix

Buying, selling, market research, transportation, storage, advertising - these
are all parts of the complex area of business known as marketing. In simple terms,
marketing means the movement of goods and services from a manufacturer to a
customer in order to satisfy the customer and to achieve the company's objectives.

Marketing can be divided into four main elements that are popularly known
as the four P's: product, price, placement and promotion. Each one plays a vital
role in the success or failure of the marketing operation.

The product element of marketing refers to the goods or service that a
company wants to sell. This often involves research and development (R&D) of a
new product, research of the potential market, testing of the product to insure
quality, and then introduction to the market.

A company next considers the price to charge for its product. There are three
pricing options the company may take: above, with, or below the prices that its
competitors are charging. For example, if the average price of a pair of women's
leather shoes is $27, a company that charges $23 has priced below the market; a
company that charges $27 has priced with the market; and a company that charges




$33 has priced above the market. Most companies price with the market and sell
their goods and services for average prices established by major producers in the
industry. The producers who establish these prices are known as price leaders.

The third element of the marketing process - placement - involves getting
the product to the customer through the channels of distribution. A common
channel of distribution is: manufacturer — wholesaler — retailer — customer.
Wholesalers generally sell large quantities of products to a retailer and retailers
usually sell smaller quantities to customers.

Finally, communication about the product takes place between buyer and
seller. This communication between buyer and seller is known as promotion. There
are different ways of promotion: personal selling, in a department store; through a
newspaper or magazine and Internet.

The four elements of marketing — product, place, price and promotion work
together to develop a successful marketing operation.

Answer these questions using the active vocabulary of the text.

What are the parts of marketing?

What are the objectives of marketing?

What are the vital elements of marketing?

What does each element of marketing refer to?

What are the channels of distribution?

What three pricing options may the company take?

What helps to develop a successful marketing operation?

Read the text again and decide whether these statements are true (T) or false
(F).

1. Buying, selling, market research, transportation, storage, advertising means
marketing.

2. The four P's are product, price, placement and people.

3. The product element of marketing refers just to the introduction of this product
to the market.

4. Three pricing options exist above, with, or below the prices.

5. Placement involves getting the product to the customer through the channels of
diversification.

6. The communication between wholesaler and seller is known as promotion.

Find Russian equivalents to the following phrases in the second column.

NogakowobdPE

1.market research a)rJIaBHBIE TIPOU3BOIUTEITH
2.in simple terms b) muneps! 1ieH

3.achieve the objectives C)KaHaJIbl pacIpeIcIICHHsI
4.marketing operation d) Ha3HAUaTh LIEHY

5.research and development e) JIOCTUTHYTh IIeTIei

6.charge for f) npoiie roBopst

7.establish the prices g) ppIHOYHAS JIEATEIHLHOCTD
8.price leaders h) uccenoBanue peIHKa
9.major producers |)HAYYIHO- MCCIIeI0BATEIbCKHUI
10.channels of distribution J)ycTaHaBIMBATH ICHBI




Marketing

The terms market and marketing can have several meanings depending on
how they are used. The term stock market refers to the buying and selling of
shares. Another type of market is grocery market, a place where people purchase
food. When economists use the word market, they mean a set of forces or
conditions that determine the price of a product, such as the supply available for
sale and the demand for it by consumers. The term marketing in business includes
all of these meanings.

In the past, the concept of marketing emphasized sales. The modern
marketing concept is based on the principle that production can be economically
justified only by consumption. In other words, goods should be produced only if
they can be sold.

Marketing now involves first deciding what the customer wants and
designing and producing a product that satisfies these wants at a profit to the
company. Modern marketing is a coordinated system of many business activities,
but basically it involves four things: selling the correct product at the proper place,
selling it at a price determined by demand, satisfying customer's needs and wants
and producing a profit for the company.

The principal marketing techniques include: a profound market research,
market requirements elaboration addressed to the producer, a good knowledge of
demand, tastes and wishes of consumers and production of goods that are in
demand.

In recent years marketing has become a driving force in most companies.
Marketing includes all the business activities connected with the movement of
goods and services from producers to consumers. Sometimes it is called distribution.
On the one hand, marketing is made up of such activities as transporting, storing
and selling goods and, on the other hand, a series of decisions you make during the
process of moving goods from producer to user. Marketing operations include
product planning, buying, storage, pricing, promotion, selling, credit, traffic and
marketing research.

Underlying all marketing strategy is the marketing concept — «we must
produce what people want, not what we want to produce». It’s necessary to find
out what the customer wants and carry out market research. It can be done by
offering the right Marketing Mix. Marketing can be divided into four main elements
that are popularly known as the four P’s: product, price, place and promotion. «The
Four P's — the right Product at the right Price; available through the right channels
of distribution: Place; presented in the right way: Promotion. Each one plays a vital
role in the success or failure of the marketing operation.

Nowadays all divisions of a company are urged to think marketing. It’s
necessary to have a clear idea of: what the customers need, what the customers
want, what causes them to buy. The ability to recognize early trends is very
important. Producers must know why, where, for what purpose the consumers buy.
Market research helps the producer to predict what people will want and through
advertising he attempts to influence the customer to buy.



Marketing operations are very expensive. They take more than half of the
consumer's dollar. The trend in the USA has been to high mass consumption. The
construction of good shopping centers has made goods available to consumers. It
has provided a wide range of merchandise and plenty of parking facilities.

Marketing in a foreign environment often means working around and within
a set of constantly changing circumstances. The environment elements include a
country's economy, politics, regulations and social make up. Whether you are
developing your company's first international marketing plan or revising existing
strategies, understanding the foreign environment is crucial to international
success.

A company that believes in marketing is forward thinking and doesn't rest on
its best achievements: it must be aware of its strengths and weaknesses as well as
the opportunities and threats it faces.

Vocabulary
stock market — bonmoBas Guprka
grocery market — mpoyKTOBBIN PHIHOK
to determine a price — onpenensaTh, yCTaHABINBATH IICHY
supply available for sale — konuuecTBO UMEIOIIUXCS TOBAPOB IS TIPOIAXKH
to produce a profit — naBaTh, IPUHOCUTH PUOBLIH
market requirements — TpeGoBaHHUs PHIHKA
to be in demand — monp30BaTHCS CIIPOCOM
movement of goods and services — nBmxeHHEe TOBAPOB U YCITyT
user — noTpeduTENb
product planning — pa3paboTka HOBBIX TOBapOB
storage — xpaHeHue
pricing — KaabKyJISIIKS [ICH
traffic — Toprosis
to carry out market research — ocyIecTBIATh H3y4CHHE KOHBIOHKTYPBI PhIHKA
right marketing mix — npaBusIbHOE coUueTaHHE PHIHOYHBIX (DAKTOPOB
to urge — moOy»xaTh, yoexaaTh
early tend — HauabHOE HampaBiCHHUE, PAHHSIS TCHICHIINS
to predict — npeacka3bpIBaTh, MPOPOUYUTH, IPOTHOZUPOBATH
to attempt — neITaThCs, CTapaThCs, CTPEMUTHCS, IPUJIATaTh YCUIIUSA
mass consumption — maccoBoe moTpedIeHUE
constantly changing circumstances — mocTostHHO H3MEHSIOIIMECS 0OCTOSITEILCTBA
social make up — o0GmecTBeHHOE YCTPOWCTBO
crucial — kJroueBOM, pEIIArONINiT; BaYKHBIN
forward thinking — nmporpeccuBHO MbICTSIINI
to be aware — ObITh OCBEOMIIEHHBIM
strength — nocTonHCTBO, CHIIbHAS CTOPOHA
weakness — ciraboe MecTo, HEIOCTATOK
opportunity — 6aronpUsITHBIHN Cy4ai, IaHC, MEePCIeKTHBA
threat — omacHocTh, yrpo3a, puck

I. Give Russian equivalents to the following word combinations:



stock market; to determine the price of a product; to produce a profit; market
requirements; production of goods; driving force; to be connected with movement
of goods and services; user; to carry out market research; to urge; to have a clear
idea; to recognize early trends; to influence the customer to buy; to provide a wide
range of merchandise; crucial; strengths and weaknesses; opportunity; to face the
threats.

I1. Give English equivalents to the following word combinations:

PBIHOK; TPOW3BOAUTH TOBAPBI, BBIABUTH U YAOBICTBOPUTH HYXKIbI
noTpeOuTENe; BKYChl M JKEJIaHUS IOKyNaTelield; TMOJb30BAThCA CIPOCOM;
pa3paboTKa HOBBIX TOBAPOB; XpaHEHHE; KAIBKYJISIIHS 1I€H; TOPTOBIIS; MPaBUIBLHOE
COYETaHME PBHIHOYHBIX (HAKTOPOB; KaHaNbl cOBITA; MaccoBOoe NOTpeOIeHHE;
NOCTOSIHHO ~ M3MEHSIoIMecs  OOCTOATENbCTBA;  MPOTPECCMBHO  MBICIAIIAS
KOMIIaHUs; ObITh OCBEIOMIIEHHBIM.

I11. Answer the following questions.

1. What do the economists mean when they use the word "market"? 2. On
what principle is modern marketing concept based? 3. What does marketing
involve? 4. What principal marketing techniques do you know? 5. Has marketing
become a driving force in most companies? 6. What business activities does
marketing include? 7. Why is marketing sometimes called «distribution»? 8. Does
marketing include making decisions? 9. What do marketing operations include? 10.
What are the main principles of the marketing concept underlying all marketing
strategy? 11. What is the right marketing mix (the four P's)? 12. Why are all
divisions of a company urged to think marketing? 13. What is the role of marketing
research? 14. What's the role of the construction of good shopping centers? 15.
What does marketing in foreign environment often mean? 16. Why is a company
that believes in marketing a forward thinking one?

IV. Translate the following sentences into English.

I. MapkeTHHr BKIIFOYAET pa3IMYHbIE BHUIBl JACATEIBHOCTH, CBSI3aHHBIE C
JIBIDKEHHEM TOBApOB M YCIYT OT MPOM3BOAMTENS K morpeduremo. 2. OcHOBHas
GyHKIMST MapKeTHHra — BBISIBIISITH W YJOBJIETBOPSATH HYXKIbl TOTpeOUTENeH. 3.
[lotpebuTteny W3BIEKAIOT BBITOY, IOKyMas TOBaphbl, KOTOpble UM HYXKHBI, a
MPEANPUATHS — ToJTy4dast puobLTh. 4. MapKeTUHTOBbIE UCCIIEAOBAHUSI OYCHb BayKHBI,
TaK KaKk TOMOTAIOT MPOW3BOJUTENIO MPEACKa3aTh HOBBIC HAMPABJICHUS DPA3BUTHS
peiHKa. 5. IlocpeacTBoM peksiambl MOTPEOUTENN TOMy4YaroT UH(POPMAIIMIO O HOBBIX
TOBapax M UX KayecTBe. 6. MapKeTUHIOBBIE OTIEPAIMU BKIIIOYAIOT: Pa3pabOTKy HOBBIX
TOBAapOB, TIOKYIIKY, XpaHCHWE, KaJIbKYJSLMIO 1IeH, TMPOABIKEHUE TOBapa,
MPEIOCTaBICHUE KpPEAUTa, TPAHCHOPTUPOBKY M PBIHOUHBIE HcchenoBaHus. 7. Llenb
MapKETHHTA — OTPEIEIIUTh HYXIbI U MOTPEOHOCTH OYAyIIMX KJIMEHTOB U BBITOJHUTH
3agaun cBoed (pupmbl. 8. UeThipe ameMeHTa — TOBap, II€HA, pa3MEICHUE W COBIT
COCTaBJISIFOT OCHOBY MapkeTuHTa. 9. O0a COCTaBISIONIMX MapKETHHTa — TTOKYIaTelb U
NpojiaBel] — JOJDKHBI ObITh yaoBieTBOopeHbl. 10. B xone MapKeTHHIOBBIX Omepariuii
coszmaercss mpuObUTb. 11. MapkeTHHr TECHO CBS3aH C TaKHUMH COIMAJbLHBIMU



HayKaMH, KakK HKOHOMMKA, COLIMOJIOTHs, mcuxojorus. 12. MexayHapo HbIi
MApKETHUHI — 3TO MAPKETHHI TOBapOB M YCIYr 3a MpeAeiaMud CTpPaHbl, TJE
HaXOJUTCS OpraHu3aIus.

V. Read and translate the following dialogue.
Dialogue

Sally and Don work in the Marketing Department of a company that makes
different meal products.
Don: Hey, Sally, look at these figures. The price of sugar is going up 10% during the
next year.
Sally: Oh, that's bad. That means trouble for our jam line.
Don: | think so too. Sugar is the main ingredient, you know. What's your opinion?
Sally: Well, we are not the price leaders in the field and jam is a very price-sensitive
item. According to our marketing research information consumers aren't particularly
brand loyal about jam.
Don: I have a brilliant idea. You know, this could be a great marketing opportunity for
us.
Sally: What do you mean?
Don: Well, because of the price rise in sugar we know that the price of jam will go up
too. The increase will pass on the consumer, won't it?
Sally: Right.
Don: Imagine, we find the possibility of changing the ingredients in the jam so that we
would not have to raise the price.
Sally: Then we wouldn't trouble about the price rise in sugar because we'll be able to
sell the jam at the same price. The idea is that we could market less expensive jam.
What a promotional campaign we could have!
Don: Sure. If we do it right we'll sell more and become the leader in the market.
Sally: Now the first thing is to talk to Research and Development.
Don: Right and we'll see when they'll have some samples of new formulas ready.
Sally: What about marketing research? | think we should schedule some tests for
responses to the R & D samples.
Don: Well, there is a lot to do. I think we should also change packaging. Now, Sally
that would be great.
Sally: Oh, Don, let's hope for the best. If we don't lose the chance, the competitors’
products will stay on the supermarket shelves.
Don: Oh, it's time for lunch. Let's discuss our business in the cafeteria.
Sally: Oh, sure, we've got a lot to discuss — distribution, advertising.

VI. Read and translate the following text.

More about «The Marketing Mix» at the «4 P's»

Product — the goods or service that you are marketing. The product is not
just a collection of components, but includes its design, quality and reliability.
Product (service) is often connected with development of a new product,
searching of the potential markets, testing of the product to insure quality and then
introduction to the market.



Target market selection is the most important task for any firm. A target
market is a group of individuals who will probably buy the product. That involves
the development of a marketing strategy. A successful marketing mix depends on
the knowledge about consumers and their buying habits, gained through market
research as well as correct identification of the target market.

Products have a life-cycle, and forward-thinking companies are continually
developing new products in order to satisfy the changing needs of consumers and to
replace products whose sales are declining and coming to the end of their lives. A
«total product» includes the image of the product as well as its features and
benefits.

Place — getting the product to the customer. Decisions have to be made
about the channels of distribution and delivery arrangements. A common channel
of distribution is: manufacturer -» wholesaler -» retailer -» customer. Retail
products may go through various channels of distribution:

» Producer sells directly to end users via own sales force.

» Producer -» retailers -» end users (and some other variants).

Each stage must add «value» to the product to justify the costs: the
middleman is not normally someone who «just takes his cut» but someone whose
own sales force and delivery system can make the product more easily and cost-
effectively available to the largest number of customers. One principle behind this
is «breaking down the bulk»: the producer may sell in minimum quantities of, say,
10 000 to the wholesaler, who sells in minimum quantities of 100 to the retailer,
who sells in minimum quantities of 1 to the end user. A confectionery
manufacturer doesn't deliver individual bars of chocolate to consumers:
distribution is done through wholesalers and then retailers who «add value» to the
product by providing a good service to their customers and stocking a wide range
of similar products.

Price — making it easy for the customer to buy. The marketing view of pricing
takes account of the value of a product. Its quality, the ability of the customer to pay,
the volume of sales required, the level of market saturation and the prices charged by
the competition. Too low a price can reduce the number of sales just as significantly
as too high a price. A low price may increase sales but not as profitably as fixing a
high, yet still popular, price.

Promotion — presenting the product to the customer. Promotion involves
considering the packaging and presentation of the product, its image, the product
name, advertising and slogans, brochures, literature, price lists, after-sales service and
training, trade exhibitions or fairs, public relations, publicity, and personal selling,
where the seller develops a relationship with the customer. Every product must
possess a «unique selling proposition» — features and benefits that make it unlike
any other product in its market.

In promoting a product, the attention of potential customers is attracted and an
interest in the product aroused, creating a desire for the product and encouraging
customers to take prompt action.

Promotion includes all kinds of communication with individuals, groups or
organizations to directly or indirectly facilities exchange by informing and



persuading them to accept an organization product or service. There are two major
ways promotion occurs: through personal selling, as in a department store; and
through advertising, as in a newspaper or a magazine. One should distinguish
advertising campaign which can be developed by personnel within the firm or in
conjunction with advertising agencies and publicity that is the means of
communication transmitted through a mass media at no charge.

All marketing activities must be oriented toward creating and sustaining
satisfying exchanges. Both the buyer and the seller must be satisfied. The first should
be satisfied with goods, services or ideas obtained in the exchange. The seller should
receive something of value, usually financial reward. All marketing variables are
highly interrelated.

Vocabulary
introduction to the market — BHeapenue B ppIHOK
target market — 1ieneBoit prIHOK
end USer — KOHEYHBIH MOJIb30BATE b
sales force — npogaBLIbI
delivery system — cpezacTBo A0CTaBKM
volume of sales — 06wem mpogaxk
saturation — HachIIEHHE, HACBIIIEHHOCTD
to charge the price for a product — Ha3zHa4aTh 1IeHy Ha PO TYKITUIO
to fix a price — HazHa4aTh 1IEHY

VI1I1. Translate the following sentences into English.

1. BriOOp 1IeneBOro pplHKa U MAapKETHHIOBOW CTpaTerMy Ba)KEH Ha NEPBOM
srane. 2. @upMa MOXKET YCTAHABIIMBATH LIEHBI HA YPOBHE, HUKE M BBIIIE CPEAHETO
ypOBHS 1IeH Ha pbiHKE. 3. OObIYHBIN KaHa CObITa BKIIIOYACT JBM)KCHHE TOBapa OT
IIPOU3BOJMTENSL K OITOBUKY, Jaje€ K PO3HUYHOMY TOPIOBILY M, HAKOHEL, K
notpeouremo. 4. Ilporecc mepemaun wH(OpMAIKM OT MPOJABIA K TMOKYIATEIIO
Has3bIBaeTcs COBIT. 5. M3yueHune phlHKAa MoMoraeT Mmpejcka3arh OOIue HarpaBiIeHUs
ciopoca. 6. Mbl HE MOKEM YCTaHOBUTH CaMyl0 HU3KYIO IIEHY Ha 3TOT TOBap. 7. Mbl
JIOJDKHBI pa3paboTarh TUIaH MPOM3BOJCTBA HOBBIX TOBApoB. 8. COBIT 3TOro TOBapa
OYEHb pEarupyeT Ha W3MEHEHWe MeHbl. 9. ChenuanucTbl MO0 MEXIyHapOIHOMY
MapKETHHTY JIOJDKHBI YYWTBIBATh KYJIBTYPHYIO cpemy Kaxaoro pbiHka. 10.
[ToTpeOuTenb HE MOXKET OTACTUTh YCIYTY OT €€ MOCTaBIIUKA.

VII11. Read and translate the following texts with a dictionary.
How products are market researched

Let me show you how products are market researched. You see all products
go through the same basic process. They start as an idea. Every month, a
management committee looks at all the new ideas and they put development
money into some of them. Let me show you an example. Take this product
«Friendly Fish» (an electronic toy). The idea came from a freelance designer. A
management committee looked at the designs and they liked them. They asked the
development team how much it would cost to manufacture the product, and they
asked the Marketing Department two questions: 1. Who is the target market for



Friendly Fish? 2. How big is that market? We then know if the idea is worth taking
on the next stage which is the feasibility study.

We learned at that stage that it was a low cost high volume mass market
product. The feasibility study indicated that Friendly Fish would sell all over
Europe. We then invested more in market research. We asked a large group of
eight year olds from different backgrounds about «Friendly Fish». We asked them
questions like: Which material shall we use? Which colors do you like? A few of
the kids wanted it green and blue. 17,5 % of other children wanted it red. But all of
them wanted Friendly Fish. All of them loved Friendly Fish.

We checked each key indicator. Every one of them was positive. We made
half a million. But sales are terrible. Even with all the market research, you can
never be one hundred per cent certain.

Luxury brands and wealthy Chinese tourists

Ms Li is on a trip to New York. She is travelling with Affinity China, a luxury club
that organises tours to New York.

But this isn’t a business trip or a holiday. Ms Li and more than 80 other wealthy
Chinese tourists are here to learn about luxury brands. Many Chinese consumers
come to the US and Europe to buy luxury goods. Prices are up to 50% lower than
the price of some luxury goods at home.

Companies organise events to show their products to Ms Li and others in her
group. Bergdorf Goodman, a department store, puts on fashion show in their
honour. “I liked it a lot. It was my first fashion show,” said Ms Li. She is the kind
of person that luxury retailers want to meet. She is the co-founder of a recruitment
agency in Shanghai.

Another luxury company that organises an event for the group is Mont Blanc, the
pen maker. It puts a piano in the store and Lang Lang, the Chinese pianist, plays
for the group. Estee Lauder, the cosmetics brand, gives people in the Affinity
China group samples of an expensive new eye cream.

Chinese travellers took 70 million overseas trips in 2011 and spent a total of
$69bn, an increase of 25 per cent from the previous year. Coach, the handbag
brand, says that sometimes 15-20 per cent of its sales in New York, Las Vegas and
Hawaii are from Chinese tourists.

Decide whether these sentences about Johan Roets are true (T) or false (F).
a) Ms Li works for Affinity China.

b)  Sheisin New York on business trip.

c)  Some luxury products cost less in the US and Europe than in China.
d)  Ms Li has been to a lot of fashion shows.

e)  Mont Blanc is a company that makes pianos.

f) Chinese travellers spent 25% more in 2011 than in 2010.

g)  Coach is a company that sells trips to Hawaii.



PLANNING

|. Lead-in

Are you a good organizer?

What words do you associate with the word planning?

Put the following step into the right order when you are planning something: plan,
proposal, forecast, intention, objective, goal, aim.

I1. Study the vocabulary.

resource allocation — pactipenenenue pecypcos

to deploy — ucnonp30BaTh, MPUMEHSATH

urgency — 6e30T1J1araTeIbHOCTh

tO pursueé — BBINOJIHATE, COBEPIIATH

single-mindedly — nepBoouepennas 3anaua

distraction — oTBicUeHHUE BHUMAHUS

to delegate — nmopyuars, 1ejaerupoBaTh

Gantt chart — rpaduk I'aHTTa; MIAHOBO-KOHTPOJBHBINA IpauK, KOTOPBIHA AaéT
rpaduyeckoe H300paKEHUE U IMOCIICIOBATEILHOCTh BCEX BUIOB JCSATCIBHOCTH,
KOMITOHCHTOB ¥ 3aBHCUMBIX TIEPEMEHHBIX TPOCKTA

project management tools — cpezcTBa yrpaBieHHS POSKTOM

contingency planning — mnanupoBaHWE HENPEIBUACHHBIX 3aTpaT, IUTAHUPOBAHUE
Ype3BbIYANHBIX 0OCTOSATEILCTB

disaster recovery — upe3BbIYAWHBIA IUIaH, MPEAOTPEACIEHHBIN TUIaH
JNEUCTBUM B KDUTHYECKUX CUTYALHSIX

grand (adj) — BaxxHbIH

team of scenario planners — komaH1a 1O TNIAHUPOBAHHUIO BO3MOKHBIX CHTYallUi
to anticipate — npeaBuaCTH

to estimate — onenuBaThH

to rearrange — MeHATh, epeycTpanBaTh

to keep within — npunepxuBathcs

to implement — BBIMONHATE, OCYIIIECTBIATH

devaluation — o0ecrieHBanue, JeBaIbLBALS

to Kick-start — maBaTh UMITYJIbC, IIOXJICCTHIBATD

payback period — cpok oKymaeMoCTH KaIuTaIOBIOXKCHHH

business update — oOHOBIIeHKE OU3HECA

short-term/ long- term planning — kpaTkocpoYHOE/TOATOCPOUHOE MIIAHUPOBAHUE

I11. Read and translate the text.

Planning is about resource allocation, the way that individuals and organisations
deploy their (by definition) limited resources such as time, money and expertise.
In the case of individuals, you could say that there is a worldwide planning
industry, with its calendars, diaries, electronic personal organisers and time
management training. These (often very expensive) courses tend to hand out some
fairly obvious advice.



» Make lists of things you have to do. Classify them in terms of urgency and
priority.

* Pursue tasks single-mindedly. Do not allow yourself to waste time through
distractions and nterruptions.

* Delegate. Do not try to do everything yourself.

* Do not try to be a perfectionist in everything. Do each task so that it is 'good
enough' for the circumstances.

But all these things are easier said than done.

For complex projects involving many people and tasks, the Gantt Chart is the tool
of choice. This is a diagram that shows the different stages of a project, indicating
the tasks that can be done at the same time as others, and those that must wait until
other tasks are completed.

Originally conceived about 100 years ago, Gantt charts are now produced using
computer software. Other computer-based project management tools have been
developed by particular companies or are available commercially.

Companies also have to plan for events that they do not want, such as disasters. Co
ntingency planning is designed to prepare for the worst, with specific plans of actio
n for disaster recovery, including handling of the media and protecting as far as pos
sible the company's reputation.

Organisational planning in its grandest form is one element of strategy, where co
mpanies make long-term plans about the future development of their activit
ies. Here they have to anticipate competitors' activities as well as trends in t
he general economic and political environment. Very large organisations
have teams of scenario planners trying to predict how this environment may cha
nge and how they might prepare for and perhaps influence this change.

IV. Answer the following questions about the text.

1) What is planning?

2) What can help individuals in planning?

3) Why is it helpful to use the Gantt chart for complex projects?

4) What is contingency planning?

V. Find words according to the definitions. The words go across, do



MANAGINH PEOPLE
What is a Manager?

A number of different terms are often used instead of the term “manager”,
including “director”, “administrator” and “president”. The term “manager” is used
more frequently in profit-making organizations, while the others are used more
widely in government and nonprofit organizations such as universities, hospitals
and social work agencies.

So, whom do we call a “manager”?

In its broad meaning the term “manager” applies to the people who are
responsible for making and carrying out decisions within a certain system. A
personnel manager directly supervises people in an organization. Financial
manager is a person who is responsible for finance. Sales manager is responsible
for selling of goods. Marketing manager is responsible for promotion of product
on the market.

Almost everything a manager does involves decision-making. When a
problem exists a manager has to make a decision to solve it. In decision-making
there is always uncertainty and risk.

Management is a variety of specific activities. Management is a function of
planning, organizing, coordinating and directing and controlling. Any managerial
system, at any managerial level, is characterized in terms of these general
functions.

Managing is responsible and hard job. There is a lot to be done and
relatively little time to do it. In all type of organizations managerial efficiency
depends on manager’s direct personal relationships, hard work on a variety of
activities and preference for active tasks.

The characteristics of management often vary according to national culture,
which can determine how managers are trained, how they lead people and how
they approach their jobs.

The amount of responsibility of any individual in a company depends on the
position that he or she occupies in its hierarchy. Managers, for example, are
responsible for leading the people directly under them, who are called
subordinates. To do this successfully, they must use their authority, which is the
right to take decisions and give orders. Managers often delegate authority. This
means that employees at lower levels in the company hierarchy can use their
initiative, i.e. make decisions without asking their manager.

Vocabulary
government — mpaBUTEILCTBO
meaning — 3HaYCHUE, CMBICIT
to apply to = refer to
within — B, BHYTpH; B paMKax (KaKOM-JI. OpraHU3aliH)
personnel manager — MeHeKep Mo MepCcoHany, HadalbHUK OTAea KaJpoB
financial manager — ¢puHaHCcOBBIN MeHeKEDP, GUHAHCOBBIN TUPEKTOP



sales manager — meHeKep 10 MPOoIakaM, 3aBEIYIOIINN OTIEIOM POk
goods — ToBap, TOBaphI
marketing manager — MmeHeKep M0 MApKETHHTY
market — peIHOK
promotion — 1) npoBUXKEHHE, PACKPYTKA, PEKJIaMUPOBaHHUE
2) IPOJIBUKEHHUE TI0 CITY)KOE, TIOBBIIICHUE B 3BaHUN
to solve a problem — perars, pa3pemars npodaeMy
variety — MHOTOOOpa3ue, pazHo0Opasue; psi, MHOKECTBO
in terms of — ¢ Touku 3peHHus; B CBETE
efficiency — s exkTuBHOCTB, MPOTYKTHBHOCTD, IPOU3BOIUTEILHOCTh
to depend on — 3aBuceTh OT
according to — B COOTBETCTBUU C, COIJIACHO, TI0
position - mojoxeHue; JOJDKHOCTh
to occupy / have / hold a position — 3aHuMaTh JOHKHOCTD
hierarchy — uepapxwus
subordinate — moguMHEeHHBIH
authority — BmacTb, OJIHOMOYHS
to delegate authority —niepenaBaTh, AeaerupoBaTh MOJTHOMOYHS
order — 1) mopsimox
2) npukas
level — ypoBens, cTyrneHn
without — 6e3

1. Write the transcription of the words and train their pronunciation.

include meaning financial specific
government personnel finance efficiency
agency personal product culture
determine individual company hierarchy
subordinates successfully authority initiative

2. Work with the following groups of words. Write the transcription of
the words and train their pronunciation. Define their part of speech and
translate. Point out prefixes and suffixes. Memorize the words and use one
from each group in a sentence of your own.

1. To govern, governor, government, governing, governmental.

2. To mean, meaning, meaningful, meaningless.

3. To finance, finances, financial, financing.

4. To solve, solution, solvable, unsolved.

5. To depend, dependence, dependency, dependent, dependable,
independent, independence, independently, interdependence.

6. Variety, to vary, variable, invariably.

3. Fill in the gaps with appropriate words, then translate the sentences
into Russian.



1. Many different terms can be used ... the term “manager”, for example,
“director”, “administrator”, “president”.

2. The term “manager” is used more frequently in ... organizations.

3. ... manager ... for supervising people in an organization.

4. ... manager ... for finance.

5. ... manager ... for selling of goods.

6. ... manager ... for promotion of products on the market.

7. When a problem exists a manager has to... to solve it.

8. National culture often ... how managers are trained, how they lead
people and how they approach their jobs.

9. The position an individual occupies in a company’s hierarchy ... the
amount of his or her responsibility.

10.Authority is the right to ... decisions and ... orders.

11.When managers delegate authority, they allow employees at ... levels in
the company hierarchy to make ... without ... their manager.

4. Write degrees of comparisons of the following adjectives. Use them in
the sentences of your own, make use of different comparative constructions.
Broad, responsible, hard, little, efficient, active, successful, low, high.

5. Make the following sentences negative and transform them into
general questions.

1. The term “manager” is used in profit-making organizations.

2. The term “manager” applies to the people who are responsible for
making and carrying out decisions.

3. Personnel manager is responsible for finance.

4. Manager has to make a decision to solve the problem.

5. Managerial efficiency depends on manager’s direct personal
relationships.

6. National culture can determine how managers are trained, how they lead
people and how they approach their jobs.

7. To lead subordinates successfully, managers must use their authority.

8. Employees at lower levels in a company can make decisions without
asking their manager.

6. Read and translate the following sentences. Make them active.

1. The term “manager” is used more frequently in profit-making
organizations, while the others are used more widely in government and nonprofit
organizations.

2. Any managerial system, at any managerial level, is characterized in terms
of these general functions.

3. The characteristics of management can be determined by national culture.

7. Read the text “What is a Manager” again and answer the questions
onit.



1. What terms are used in nonprofit organizations instead of the term
“manager”?

2. What is the manager’s role in an organization?

3. What concrete activities a financial manager (personnel manager,
marketing manager, sales manager) is responsible for?

4. Prove that management is a hard and responsible job.

5. What is authority?

6. What does it mean to delegate authority?

The Concept of Management and the Mission of a Manager

Management is a very exciting and rewarding career. A career in
management offers status, interesting work, and the satisfaction of working closely
with other people. Entrepreneurs who start and run businesses by themselves do
not have to manage other people. They have to manage themselves. However, if
the firm has employees, then some kind of management plan is necessary.

Management includes the processes or functions of planning, organizing,
leading, and controlling. For example, suppose you have created your own comic
book and want to start a comic book company. Do you want to produce comic
books and market them as well? Do you also want to produce cartoons, video
games, and action figures based on your comic books? Because of the complexity
of your business, you will need employees to help. Managers can help by
supervising and directing employees.

Management helps businesses focus on setting and meeting goals efficiently
so that a profit can be made. The word management also refers to the people who
are in charge of running a business. Managers need a thorough understanding of
business operations, which involve all the activities of a company. They develop
the objectives for a firm or a department and then figure out how to meet those
objectives through people, work processes, and equipment.

Today people are considered the most important resource in companies. If
they perform effectively, companies will succeed. When companies are successful,
there is better utilization of resources, less stress among employees, less chaos in
society, and a better quality of life for all. So, management can be defined as
working with and through other people to accomplish the objectives of both the
organization and its members. As we can see, the definition of management places
greater emphasis on the human being in the company rather than the company
itself; focuses attention on the objectives and results of the activities, rather than
just the activities; points out that the accomplishment of the members’ personal
objectives should be integrated with the accomplishment of the organizational
objectives. We can make a conclusion that management is both a science and art,
and a good manager is not just a technician, following a vocational field, but a
person who is able (no matter at what level in a company) to plan, organize, staff,
coordinate, motivate, lead, and control.

Vocabulary



career — kapbepa, npodeccus
satisfaction — yaoBierBopeHue, yI0BOJIbCTBUE
entrepreneur — Gu3HeCMeH, MpeANPUHUMATEIb
to run a business — pykoBOUTh, YIIPABJIATh ACJIOM, BECTH JCIIO
to market — mponaBath, cObIBATH
to meet the goals — obecnieunBath TpeOyeMble OKa3aTEIN
to be in charge of — ObITH OTBETCTBEHHBIM 3a, OTBEYATH 3a; PYKOBOAMUTH YeM-JI.
to develop — 1) pa3BuBath
2) pa3pabaTbIBaTh, KOHCTPYUPOBATh, CO3/1aBATh

objective — 3agaua, 1eab
to figure out — pemats, pa3pemarsb (npobiemy); BBIMUCIATD, BBISICHATD; TOHUMATh,
MOCTHUTATh
through — gepes, mocpeacTeom
to succeed — gocTHraTh 1ENH, IPEYCIIEBATh; HIMETh YCIIEX
definition — onpenencuue
emphasis — BeIPa3UTEIbHOCTb, CHIIA, YIAPCHHE
to put / place emphasis on smth. — npugaBaTh 0co00e 3HaYCHHE YEMY-JI., YACIATH
00JBIII0C BHUMAHUE YeMY-JI., JIeJIaTh aKIEHT Ha YEM-JI.
to point out — ykasbiBaTh; 0Opaiath (4bE-j1.) BHUMAHHUE; OTMEYAaTh, MOYEPKUBATH
science — Hayka
vocational field — cdepa (o6aacmv) npodheccnoHaTBEHOM IEATSITEHOCTH
staffing - kampoBoe oOecrieucHHE, YKOMIUICKTOBAaHHE IEPCOHAIOM, Moa0op (u
paccmanoska) KaapoB

1. Write the transcription of the words and train their pronunciation.

exciting rewarding career satisfaction
entrepreneur firm produce objective
department through equipment resource
succeed chaos society emphasis
result accomplishment science figure out

2. Form derivatives of the following words and translate them into
Russian. Memorize the words and use one from each group in a sentence of
your own.

Example: to organize (opeanusoswieams, nianuposamv) — organizer
(opeanuzamop) — organization (opeanuzayus) — organizing (opeanuzayusi,
niaHuposanue) — organizational (opeanuzayuonHwlil)

to produce, to plan, to control, to accomplish, to succeed, to supervise, to
direct, to satisfy, to develop, to motivate.

3. Find in the text sentences containing modal verbs or their equivalents,
translate the sentences into Russian.

4. In the following sentences determine the tense and voice form of the
predicate. Make up a general and a special question to each sentence.



NoogkowobdE

1. You have created your own comic book and want to start a comic book
company.

2. Because of the complexity of your business, you will need employees to
help.

3. Today people are considered the most important resource in companies.

4. If employees perform effectively, companies will succeed.

5. The accomplishment of the members’ personal objectives should be
integrated with the accomplishment of the organizational objectives.

5. Match the phrases from column A with their Russian equivalents in
column B. Make up sentences.

A B
run a business a. YIpaBIISIFOIINT
vocational field b. pyHkIIMY MIIaHUPOBAHUS
personal objectives C. LIETTM OpTaHU3alNN
organizational objectives d. cdepa npodeccuonanbHO
manager ACATCIIBHOCTHU
functions of planning e. ycrex
success f. BecTH n1eno ynpaBisaTh

NIpEaNpUATHEM

g. JIMYHBIC ICJIN
6. Match the words from the box with their definitions.

business, to plan, company, manager, to lead, career, status,
to control, entrepreneur, management, to organize

1. the technique, practice, or science of managing, controlling or dealing
with smb., smth.;

2. the members of the executive or administration of an organization or
business;

3. a social or professional position, condition, or standing to which varying
degrees of responsibility, privilege, and esteem are attached;

4. a profession or occupation chosen as one’s life’s work;

5. the owner or manager of a business enterprise who, by risk and initiative,
attempts to make profits;

6. an affair, matter; serious work or activity; a trade or profession; an
industrial, commercial, or professional operation; purchase and sale of goods and
services;

7. a person who directs or manages an organization, industry, shop, etc.; a
person who controls the business affairs of smb.; a person who has a talent for
managing efficiently;

8. to think carefully about smth. you want to do in the future and decide
exactly how you will do it;

9. to form (parts or elements of smth.) into a structured whole; coordinating;
arranging methodically or in order;



10.to show the way to (an individual or a group) by going with or ahead; to
guide by holding, pulling, etc.;

11.to command, direct, rule, regulate;

12.a business enterprise.

7. Read the text “The Concept of Management and the Mission of a
Manager” again and complete the sentences.

1. Management includes the processes or functions of ... .

2. Management is a very exciting and rewarding ... .

3. A career in management offers ... .

4. Entrepreneurs who start and run businesses by themselves do not have to

5. Management can be defined as ... .
6. The word management refers to ... .
7. Management is both a science and ... .
8. A good manager is not just...
9. Today people are considered the most important ..
10. A good manager is a person who is able (no matter at what level in a
company) to .

8. Express your opinion on the following.

1. “Effective managers need to be good communicators”.

2. “Effective managers need a thorough understanding of business
operations”.

3. “A career in management is a very exciting and rewarding one”.

SKILLS AND QUALITIES NEEDED TO BE A MANAGER

Melvin Richardson, Yahoo Contributor Network Mar 4, 2010 «Share your
voice on Yahoo websites. Start herey

If you are looking to become a manager there are certain skills,
qualifications, talents and abilities you will need. Most managers have good people
skills and know how to interact with people. Managers interact at every level
within an organization, including upper management, vendors and suppliers, and
credit correspondents. The organization you work for will determine your level of
interaction.

Confidence

Managers must be extremely confident. Without confidence it will be very
hard for them to lead their team. People will follow others who have confidence,
poise and have a working knowledge of their duties and responsibilities.
Confidence is developed by knowing your job in and out. If an associate has a
sense that you are wavering with your decision making or you seem hesitant and
tentative they will not put their trust in your ability to get the job done.

Make tough decisions



A manager must have the ability to make tough decisions. There are some
decisions that won’t be popular with the team. Ultimately the manager is
responsible for the results within the department or the company. They must have
the ability to make decisions that are going to improve the operations of the
company. A decision could be made to limit bonuses and incentives or extend the
working hours. A manager may have to ask someone to switch shifts. Even though
tough decisions have to be made all avenues should be explored to accommodate
employees who have other needs such as family and outside activities.

Motivator

Managers have to be motivators. There are going to be periods of time when
people are down because of the economy, job dissatisfaction, hours, pay or even
personal problems. In the final analysis the manager has to find a way to get people
to do the job. They must have the ability to motivate and inspire people to go
above and beyond the call of duty. People can become complacent and sometimes
even bored when they do the same of day in and day out. Managers have to find a
way to make things interesting and exciting. This may call for a bit of creativity. It
1s the manager’s job to keep employees engaged and help them avoid the tendency
to just go through the motions.

Coaching and mentoring

Eventually some employees are going to be promoted and move on to other
jobs within the company. A manager must coach and mentor employees so that
they are prepared to take the next step. He has to do whatever it takes to develop
his employees. Sometimes one on one coaching is used as a technique for
development. Workshops and seminars located offsite are sometimes used to
prepare employees for advancement. An employee may be lacking the necessary
educational requirements to take the next step. Managers should help employees
develop a plan of action that puts them on track to take on more authority and
responsibility.

Time management

A manager must be able to manage a busy work environment. To manage
effectively managers need to be great time managers. They have to be able to
prioritize their time. The best process for completing this is to make a list of all the
things that need to be done on a given day. Then prioritize those things that need to
be completed immediately. As a manager you will probably never be able to go
through your list and complete all the things that need to be done, one after the
other. There will be interruptions. As soon as the urgent matter has been corrected
it’s a good idea to get right back to the list. All things that are not completed on
day one need to be moved to day two. Plan, organize, direct, coordinate A manager
must be able to plan, direct, coordinate, and organize throughout the day. There are
going to be reports to complete, work schedules to be done, meetings to attend,
performance appraisals to be done, and all the other miscellaneous activities in
between. In other words managers need to manage even when there is chaos going
on. Vision Managers must have the ability to have a vision or see the big picture.
They must be able to communicate their vision to the staff and buy in to the goals
and objectives of the organization.



COMPREHENSION CHECK

Match the halves.

1. Most managers a) plan, direct, coordinate, and organize
2. They must have the ability | throughout the day.

3. Confidence b) is responsible for the results within the
4. A manager must be able to | department or the company.

5. A manager c) employees develop a plan of action that puts
6. Ultimately the manager them on track to take on more authority and
7. Managers should help responsibility.

8. Managers interact d) have good people skills and know how to

interact with people.

e) at every level within an organization, including
upper management, vendors and suppliers, and
credit correspondents.

f) is developed by knowing your job in and out.

g) must coach and mentor employees so that they
are prepared to take the next step.

h) to motivate and inspire people to go above and
beyond the call of duty.

Match the words to their definitions.

. coach

. complacent
. confidence
. goal

. Inspire

. lead

. tough

. vision

coO~NOoOO OIS, WN P

a) an aim or desired result

b) organize and direct

c) showing uncritical satisfaction with oneself or one’s
achievements

d) demonstrating a strict and uncompromising approach
e) a mental image of what the future will or could be like
f) the feeling or belief that one can have faith in or rely on
someone or something

g) create (a feeling, especially a positive one) in a person
h) give (someone) professional advice on how to attain
their goals

Insert the right preposition.

1. Ultimately the manager is responsible ...the results within the
department or the company.
2. Most managers have good people skills and know how to interact...

people.

3. There are going to be periods of time when people are down....the
economy, job dissatisfaction, hours, pay or even personal problems.




4, Eventually some employees are going to be promoted and move other
jobs ... the company.

5.  The organization you work ... will determine your level ...interaction.

6. If an associate has a sense that you are wavering ... your decision
making or you seem hesitant and tentative they won’t put their trust... your ability
to get the job done.

7. This may call... a bit of creativity.

8.  As a manager you will probably never be able to go... your list and
complete all the things that need to be done, one ... the other.

Q. People can become complacent and sometimes even bored when they
do the same job day... and day ....

10. There are some decisions that won’t be popular ... the team.

Make up word partnerships.

1. call a) appraisals

2. job b) decisions

3. outside c) dissatisfaction
4. performance d) environment
5. tough e) of duty

6. work f) activities

Directors and Managers

As a rule a private company has only one director. A public company must
have at least two directors. Usually there is no upper limit on the number of
directors a public company may have. The company's note-paper must list either
all or none of the names of its directors.

A limited liability company or a corporation is headed by the board of
directors elected by shareholders. The directors appoint one of their number to the
position of managing director to be in charge of the day-day running of the
company. In large organizations the managing director is often assisted by a general
manager. Some companies also have assistant general managers. Many directors
have deputies who are named deputy directors.

Directors need not be shareholders. They are responsible for the
management of a company's affairs. They are not subject to any residence or
nationality restrictions.

Big companies have many managers heading departments. They are all
responsible to the managing director. Among various departmental managers
(directors) the following can be mentioned:

. sales manager
personnel manager
chief manager
district manager
sales and marketing manager



o industrial engineering manager etc.

Vocabulary
upper limit — BepxHuii npeaen
to head — Bo3rnaBATh
to appoint — Ha3Havath
to be in charge of smth — 3aBegoBaTh YeM-1100, OTBEYATH 3a YTO- JIHOO
to run the company — ympaBisTe KOMITAHUEH
to assist — momoratp
deputy — 3amectHTeH
deputy director — 3amecTuTens IUPEKTOpA
deputy minister — 3amecTuTeI> MUHHCTPA
affair — gesno
to be subject to smth — nmoamanate mox aelcTBUE YETO-THO0
restriction — orpanudeHue
to be responsible to smb for smth — ObITh OTBETCTBEHHBIM MTEpe/T KEM-JI. 3a YTO-JL.
buyer — mokymarenb
business card syn. card / visiting card — Bu3uTHast KapTo4ka
drive — mpoesn, mopora
managing director — mupekTop-pacnopsAuTENb
finance — punancH
financier — punancucr
representative — mpeacTaBUTEIb

1. Find the answers to the following questions in the text:
1. How many directors can a private company have? And what about a
public company?
Who heads a limited liability company?
How is a managing director appointed? What are his duties?
Who is a general manager?
What is the status of a director?
What managers do many companies have?
Whose business cards were quoted? What information did they give?

No ko

2. Translate into English.
1. B sTom paiioHe paboTaeT TOproBulil npeacraButens ¢pupMel. ['1e on ceituac?
2. 371ech K€ MOKa3aHbl MATh BAPUAHTOB BU3UTHBIX KAPTOUEK.
3. B aToM ynpakHeHuu TATh MPEAJIOKESHUN Ha TIEPEBOI.
4. buzHec-11aH GUPMBI COAECPIKUT TSATH PA3/AEIIOB.

3. Translate the following word combinations into Russian; use them in
the sentences of your own:

1. company's note-paper; 2. limited liability company; 3. residence
restrictions; 4. nationality restrictions; 5. sales manager; 6. personnel manager; 7.
deputy director; 8. assistant general manager.



Ex. 4. Underline the modal verbs, read and translate the sentences into
Russian:

1. A public company may have as many directors as it finds necessary, but
not less than two.

2. The directors are to appoint one of them to the position of managing
director.

3. In large companies the managing director can be assisted by a general
manager.

4. The managing director is to take care of day-to-day running of the
company.

5. Companies can also have assistant general managers.

6. I'mafraid | can't remember all this information.

7. 'You needn't remember it all.

8. You should simply remember that the titles of the heads of the companies
can be different.

5. Choose the right form and translate the sentences:

1.  (Is/Are) there usually an upper limit on the number of managers in a
company?

2. As far as | know there (is/are) no limit.

3. There (was/were) three managers in the company.

4, There (wasn't/weren't) many managers in the corporation.

5. Do you know if there (is/are) any sales managers in this department?

6. If I am not mistaken there (is/are) not a single sales representative in
this area.

7. There (is/are) a representative in the northern part of the country.

6. Have a look at the chart showing some qualities making a good
manager. Say which of these qualities seem most important to you; which of
these qualities can be taught; where they can be taught.

7. Complete the sentences with the following words:
shareholders, directors (director), management, nationality restrictions, board,
assistant, public company, managing director, junior executive, colleague,
supervisor; staff, senior executive, superior, employee, middle manager,
subordinate, work-force

1. The company's note-paper must list either all or none of the names of its

. 2. Directors need not be ... . 3. They are responsible for the ... of a company's
affairs. 4. They are not subject to any residence or... . 5. A ... must have at least two
directors. 6. The shareholders are to elect... of directors. 7. Some companies also
have ... general managers. 8. The group of executives working below the top
managers are generally called ... . 9. Valerie is an important person in our
company. She is a member of the Board of ... . 10. Peter, a recent university
graduate, has been with the firm for a year. He is at present a .... and is being
trained for a managerial position. 11. Their .... is expanding rapidly. They now
have over 5.000 employees. 12. At least 50% of our .... have been with the



company over ten years. 13. .... in an organization generally have more fringe
benefits than lower-level managers. 14. We are a small group in the Research and
Development Department. Fortunately, | get on well with all my ... . 15. Our
telephone operators work under the directionofa ... . 16. | work under Mr.
Brown. He's my ... . 17. Shelia and Tom work under my authority. | am their boss
and they are my ... . 18. I am responsible for .... training and development. 19. A
.... 1S a person of high rank in an organization, usually next in importance to the
Chairman.
8. Sum up what the text says about:

a) directors of private companies;

b) directors of public companies;

c) directors of limited liability companies, their assistants and deputies;

d) managers.

9. Sum up the text and discuss with your partner the roles of managers
in an organization.

Ten Roles That Managers Perform in Organizations

Successful organizations are led by experienced and knowledgeable
managers. These leaders develop, implement and maintain the organization's goals
and objectives, and they lead their employees and motivate them to meet these
goals. Although good managers may make the effort look easy, their
responsibilities are mounting and endless.

Business Development

Business development is an essential responsibility in every organization. In
most situations, high-level managers such as CEOs, CFOs and other executives are
responsible for mapping out the activities of the business. However, managers of
all levels are responsible for enforcing those decisions.

Staffing Manager

Staffing requirements are often the manager's responsibility. The manager
has hands-on knowledge of the skills and experience that is required to fill the
positions and screens and staffs his team for excellence.

Trainer

In addition to the hiring responsibilities, managers often train their staff to
ensure that the required skills are developed in the intended manner.
Knowledgeable managers are usually capable of addressing training questions and
material and can provide hands-on answers and examples for clarification.

Project Manager

Managers are expected to develop, implement and lead projects as
necessary. Managers must have the foresight and experience to bring forward the
best in the people, redirect their staff's energy when necessary and motivate them
toward the goal's completion.



Communicator

A manager must have strong communication skills. The manager should be
able to clearly communicate even the most complicated information in spoken and
written form, to people of all levels.

Counselor

Many times, managers must become counselors. Managers are the ones that
staff members seek out when difficulties arise and a solution is needed. Regardless
of whether the problems are business or personal issues, managers must know how
to empathize and direct their staff to keep them focused on meeting company
goals.

Influencer

Managers must be influential. They must be able to sway customers that
their organization meets their requirements and provide authority over their staff.
Managers should be strong-minded leaders who lead by example.

Evaluator

Leaders must be able to analyze situations, criteria and work habits to ensure
the organization's quality standards are being met. In this, the manager must
evaluate the information before them and determine if the information meets
company standards.

Scheduler

The ability to schedule and meet deadlines is a driving force in a successful
manager. The manager must be able to create schedules for the staff, suppliers and
inventory while ensuring that the slots overlap effectively and efficiently.

Innovator

The most successful managers are innovators. They find new, more efficient
ways for their departments and teams to complete their tasks. They also save their
companies money on overhead and supplies, keeping their organization's finances
healthy.

10. See the list of most popular jobs for business management majors.
Work in pairs to make up a dialogue.



CONFLICT

|. Lead-in
Have you ever experienced any conflict? How did you solve it?

I1. Study the vocabulary.

inevitable conflict [1no'vitbl]— Hen30eXHBIN KOHDIUKT

airing different ideas — BrIcka3bpIBaHHEe Pa3IMYHBIX HICH

become apparent — cTaHOBHUTCS SIBHBIM

unwillingness to “lose face” — HexxenaTeTbHOCTh «IIOTEPATH JIUIIOY»

to abandon- orkasartbcst OT 4/n

a long-term cherished idea — nonro xpanumas B mamsTH uies
hierarchy ['haioraki]- nepapxwus

hostility to ideas — Bpaxae0HOCTD K HACIM

not-invented-here syndrome — cunpom u30eraHus MPUIYMaHHOTO HE
y ce0st (CumTaeTcst KIIaCCHUECKOM MATOJIOTHel  YIPAaBJICHUS, JIFOIH C
NIH cuHIpOMOM, OTKA3BIBAIOTCS JCNIATh TO, YTO SIBJISICTCS HHTEPECAMHU
BCEil OpraHu3aIuu. )

unproductive conflict — Henpon3BoACTBEHHBIN KOHMIUKT

to resolve dispute — paspemutsb criop

to dismiss troublesome employee — yBoIUTh HEAUCIUTUTMHUPOBAHHOTO
paboTHUKA

consultation — coenanue

litigation - 3akoHO1aTEIBCTBO

sue the company for dismissal [Sju:]- momaBath HCK Ha KOMIIAHUIO 3a
YBOJIBHEHHUE, TIPECIIEN0BATh CYAEOHBIM TOPSIIKOM

to distract from a company’s normal business — oTiiekats BHUMaHHE
KOMITAHHUHU OT TEKYIIHUX JIeJI

labour-management conflict — koHGIHUKT MeXTy TOTIMHEHHBIMHU U
PYKOBOJICTBOM

strike - 3abacToBKa

go-slow — cHkeHHe TemIa paboThI

time-consuming — OTHUMAOIINI MHOTO BpeMEHHU

goodwill of a company’s customers — HEHHOCTh KOMIIAHHH,
OIPEICIISIONIANACS €€ KINEHTYPOI; peIyTaus

disruption - paspyiienue

cooling-off period — nmeproa oxuganus

arbitration — apOutpax, Tpereickuii cya

supplier-customer relationship — oTHomeHHE MEXKTY TOCTABIIUKOM H
KJIHEHTOM

to degenerate into conflict — mepepacTath B KOHPIUKT

endemic - HacyiHas npooiema

protracted legal proceeding — mpoaoKUTEILHOE CITyIIAHUE [T
alternative dispute resolution — ampTepHaTHBHOE pEIICHHE CIIOPOB
wrangling — npenus, npepekanus, crop, ccopa



I11. Read and translate the text.
Conflict may well be productive in some cases. In any business situation, there are
often a number of different ideas about the way to proceed. Usually only one way
can be chosen, so conflict is inevitable.
Ideally, airing the different ideas in discussion will lead to the best one's being cho
sen. But the process may become political, with an idea being defended by the pers
on or group putting it forward after it has become apparent that it is not the best wa
y to go, and unwillingness to 'lose face' by abandoning a long-cherished idea. Ther
e may be conflict between different levels in an organisation’s hierarchy or
between different departments, with hostility to ideas from elsewhere - the not-in
vented-here syndrome.
Examples of unproductive conflict include disputes between colleagues or
between managers and subordinates that go beyond ideas and become personal. Co
mpanies can spend a lot of time and energy resolving these disputes. In countr
ies with high levels of employee protection, dismissing troublesome empl
oyees can lead to a long process of consultation with the authorities a
nd even litigation, for example where an employee sues their company for unfa
ir dismissal.
Defending an action like this is of course costly and a distraction from a
company's normal business.
Labour-management conflict in the form of tactics such as strikes and go-
slows can also be very expensive and time-consuming. The goodwill of a company
's customers, built up over years, can be lost very quickly when they are hurt
by such a dispute. But there are sometimes cases where the public sympat
hise with the employees and don't mind the disruption. Both sides may put
a lot of effort into presenting their case and gaining public sympathy
with the use of advertising, public relations firms, and so on. Many
countries have legislation with compulsory cooling-off periods before strik
es can begin, official procedures for arbitration between the two sides, and so on.
In dealings between companies, supplier-customer relationships can degenerate int
o conflict. Conflict seems to be endemic in some industries, for example constr
uction, where contractors are often in dispute about whether the work has be
en performed properly or whose responsibility a particular problem is. This can lea
d to protracted legal proceedings.
More and more companies in the US are specifying in contracts that any disputes s
hould be settled using alternative dispute resolution (ADR), avoiding expensive leg
al wrangling. Specialised organisations have been set up to facilitate this.

IV. Answer the following questions on the text.

1) Why may conflict be productive in some cases?

2) What are the examples of unproductive conflict?

How do people solve conflicts in countries with high level of employee protection?
4) How are conflicts between companies solved?



IIpoosunymuli yposenv enadenusi UHOCMPAHHbIM S36IKOM

CULTURES

British Social and Business Culture
PRE-READING TASK
Can you think of any cultural, ethical or business values of the UK?
Overview

The United Kingdom is a nation of cultural and ethnic diversity consisting of four
countries each with a clear identity: England, Scotland, Wales, and Northern
Ireland. A thoroughly multicultural society, the UK continues to blend its rich
cultural heritage with a modern and innovative outlook. Knowledge and an
appreciation of the basic business values of the UK is crucial to any organisation
wanting to conduct business in such a varied yet traditional country.

British Culture - Key Concepts and values Indirectness —
The British, in particular the English, are renowned for their politeness and
courtesy. This is a key element of British culture and is a fundamental aspect of
British communication style. When doing business in the UK you generally find
that direct questions often receive evasive responses and conversations may be
ambiguous and full of subtleties. Consequently, it is important to pay attention to
tone of voice and facial expression, as this may be an indication of what is really
meant.
‘Stiff upper lip> — This is a term often used to describe the traditionally British
portrayal of reserve and restraint when faced with difficult situations. In British
culture, open displays of emotion, positive or negative are rare and should be
avoided. During meetings, this means your British colleagues will approach
business with an air of formality and detachment.
Humour — A vital element in all aspects of British life and culture is the renowned
British sense of humour. The importance of humour in all situations, including
business contexts, cannot be overestimated. Humour is frequently used as a
defense mechanism, often in the form of self-depreciation or irony. It can be
highly implicit and in this sense is related to the British indirect communication
style. The United Kingdom is renowned for its colourful history and strong sense
of tradition that has been shaped by a colonial empire, both civil and European war
and a constitutional monarchy. The fourth largest trading nation, the UK is fast
becoming Europe’s leading business centre. Supported by a long-established
system of government and economic stability, the UK is an attractive base for
overseas business, offering skills in areas such as research, development and
technology. However, in order to operate successfully in the UK business
environment, there are a number of important issues to take into consideration both
before and during your time there.

UK Business Part 1 - Working in the UK
Working practices in the UK



In accordance with British business protocol, punctuality is essential at any
business meeting or social event
When making business appointments it is best practice to do so several days in
advance.
The British are inclined to follow established rules and practices; therefore
decision-making is often a slow and systematic process.

Structure and hierarchy in UK companies
Today, UK businesses maintain relatively “flat” organisational hierarchies. The
principal divide is between managers and other ranks.
In general, the board of directors is the principal decision-making unit. Major
decisions are made at the very top.
The British prefer to work in the security of a group-established order with which
they can identify.

Working relationships in the UK

UK managers generally favour the establishment of good working relationships
with their subordinates.
The boss often takes the role of a coach, creating an atmosphere of support and
encouragement.
Teamwork is very important, however there exists a strong feeling of individual
accountability for implementation and error.

UK Business Part 2 - Doing business in the UK
Business practices in the UK
Business meetings in the UK are often structured but not too formal and begin and
end with social conversation.
First names are used almost immediately with all colleagues. Exceptions are very
senior managers.
However, you should always wait to be invited to use first names before doing so
yourself.
Business cards are an essential prop and are usually exchanged.
Negotiations and decisions are usually open and flexible. Your British counterparts
will favour a win/win approach.
British business etiquette (Do's and Don'ts)
DO respect personal space. The British value their space and keeping an acceptable
distance is advised.
DO remember to shake hands on first meetings. It is considered polite to do so.
DO make direct eye-contact with your British counterpart, however remember to
keep it to @ minimum or it could be considered impolite or rude.
DON’T ask personal questions regarding your British counterpart’s background,
occupation or income.
DON’T underestimate the importance of humour in all aspect of business in the
UK.
DON’T forget that instructions are often disguised as polite requests.

How to handle American business culture



PRE-READING TASK

How do Americans make business decisions? What values are important to
America? What are some of the potential hazards to avoid in US business
dealings?

Overview

American business culture is straightforward in some respects while baffling in
others. American values

run deeper than Hollywood and Coca-Cola, and here we address how to help
clients navigate all the nuances —

from salesmanship to slang to socializing.

Getting to the point

Americans are generally straightforward and down-to-earth. They prefer to
learning the interest and intent of others as quickly as possible, even if it means
running the risk of hurt feelings or "loss of face". In your meetings with
Americans, be direct and specific, not vague or ambiguous. In negotiations,
Americans are open to compromise — and so should those negotiating with them.
They are direct and straightforward, but emotion is rare; any anger or frustration is
probably not heartfelt, and instead is likely a negotiating ploy. Americans are

open to alternative ideas and structures for business arrangements, but at the same
time they want to be assured that they're getting the best deal possible — as good
as (if not better than) the deals inked by others in their position.

Getting your message across

In American culture, the role of the individual is given greater importance than the
group or community.

Correspondingly, offices in the United States are, by worldwide standards, not very
formal or bureaucratic — but this is a general tendency, and one that shouldn't be
universally applied. Nevertheless, at virtually every American office, the workers'
desks will feature photos of their loved ones. Furthermore, at virtually every
American office the managers will be found commiserating with their
subordinates. And, while every corporate culture is different, generally American
office environments are more relaxed and egalitarian than elsewhere in the world.
Smaller firms are typically more informal and less bureaucratic — where the
people crafting and implementing a plan of action are likely to also be the final
decision-makers. There is also more informality and less bureaucracy in firms on
the West Coast (California, Oregon, and Washington state) and in the Southwest
(Arizona, New Mexico).

Many Americans enjoy "networking", meeting people to make connections in the
business world (also known as "expanding one's Rolodex™). People network not
only within their own company (i.e., with colleagues) but also with vendors and
clients. Savvy networkers even make connections with people who work for their
competition in the industry!

Mixing business and pleasure



Americans are often very outwardly warm and open in their initial
communications, but — unlike in other countries’ cultures — this does not indicate
an establishment of true friendship or intimacy. This outward warmth and
openness (including nonverbal cues like smiling) is sometimes misconstrued by
foreigners as superficiality, when in reality these outward signs simply don't
indicate what they do elsewhere in the world.

Conversations about the weather, sports teams, etc., are shared not only by friends
and by business contacts but also by people in different "walks of life": an
American CEO is much more likely to strike up a conversation with a taxi driver
than would a CEO in another part of the world. Naturally, though, more private
subjects (such as income, religion, relationships, or medical history) are rarely
asked about by someone not well acquainted. However, occasionally such
information will be volunteered by a near-stranger!

Particularly with high-end white-collar professions, work is rarely considered
drudgery by Americans. Entrepreneurs are particularly admired for fusing the
American ideals of work and individualism. Commensurately, the question "What
do you do?" is not considered rude or intrusive, even at the start of an

introduction. Tellingly, Americans are more likely to identify themselves by their
job ("I'm a bank vice-president™) than by their company ("l work for Citibank").
Americans take work (and the income earned therein) very seriously and tie it
closely to their notions of status. However, this is more than simple worship of

the "almighty dollar." The higher the status and income level of the job, the more
the job becomes all-consuming rather than just a "9 to 5" responsibility.
Companies exist to maximize their profits, not to ensure the comfort of their
employees. Both employers and employees react to this fact, leading to both
"downsizing" (euphemism for firing) and "job-hopping".

Dressing for success

West-coast informality applies not only to behavior but to modes of dress — yet
informal business attire can today be found in any region of the country. Also, the
mode of dress is more informal in many offices on Fridays (known as “casual
Fridays", usually consisting of pants and a collared shirt, although including blue
jeans in some offices). However, suits and ties (for men) or skirts/pants and
blouses (for women) are the standard attire for just about any business meeting —
regardless of region of the country or day of the week.

Plus, it's always safer to be too dressed up than too dressed down.

COMPREHENSION
I. Work in pairs. Do you think the following statements are true or false?
1. Common knowledge is the main factor in solving problems for Chinese
businesspeople.
2. The Chinese do not care much about exchanging business cards with their
business associates.
3. Being patient and able to repress any kind of emotion is a guarantee of success
in negotiations with the Chinese.



4. When in China, you have to follow some rules concerning giving and accepting
gifts.

5. The Chinese will highly appreciate such Belarussian handicrafts as straw
sandals or linen tablecloth.

6. Acknowledging the senior person among your Chinese counterparts is vital in
negotiations.

7. The Chinese are mostly considered to be straightforward and outspoken.

8. The Chinese enjoy trying new things.

9. In accordance with British business etiquette, when entering a room allow those
of a higher rank to enter first.

10. It is considered polite to enquire about an individual’s profession and salary
during an initial meeting in the UK.

11. Inthe UK the number 13 is considered extremely unlucky.

12. When invited to an English home, it is customary to arrive at least 10-20
minutes before the arranged time.

13. Sitting with folded arms during a business meeting is a sign of boredom and
that you are uninterested.

14. Americans prefer to work in strict and formal atmosphere.

15. Socialising among people working in competitive companies is common in the
USA.

16. Conversations about work are a rigid taboo for many Americans.

17. Americans attach great importance to dress code.

I1. Answer the questions below.

1. Why finding a good interpreter will help forward successful negotiations with
the Chinese?

2. |s gift-giving considered bribery in China?

3. Are meeting dalays acceptable in China?

4. What ways of building personal relations with business partners do the Chinese
prefer?

5. What are the main key concepts and values in the UK?

6. Who is the main decision- maker in UK businesses?

7. What are the main nuances of doing business in the USA?

8. How do Americans perceive the notion of ‘job’?

WORD STUDY
I. Explain the meaning of the following word combinations.
To save one’s face, gesture of good will, to be frowned upon, stiff upper lip, flat
hierarchy, down-to-earth, networking, expanding one's Rolodex, people in
different "walks of life, high-end professions, downsizing, job-hopping, casual
Fridays, dressed up, dressed down.

I1. A) Match two columns to make word combinations.
1. plentiful a. breakthroughs

2. negotiating b. efforts

3. evasive c.risk



4. give d. offense

5. intrusive e.job

6. appreciate f. supply
7.all-consuming g.questions
8.run h.deal

9.ink I. appointment
10.schedule j.responses

B) Make up three sentences using the word combinations from part A.
I11. Fill in the sentence with the correct preposition.

1. Since he got promotion, he has managed to strike ... many useful
acquaintances.

2. That awful mistake led to a breach ... protocol.

3. Job-hoppers, who make ... 39% of employee turnover rate, are usually regarded
... suspicion by most employers.

4. To gain time was their main target, so they were trying to extend negotiations
well ... the official deadline.

5. Casual Fridays are growing ... popularity worldwide.

6. During her interview she inquired ...the rates of pay in that company.

7. We have to adhere strictly ... our plan, otherwise the costs may exceed our
profit.

8. We are obliged ... you ... this beneficial proposal and hope ... further fruitful
co-operation.

9. He is known for being very tough- commiserating ... his staff is not his policy.

FOLLOW-UP ACTIVITIES
1) Work in pairs. Think of Belarussian business and cultural values. In what way
are the similar/different from Chinese/ British/American? Make a report on this
topic reinforcing your arguments with some examples.

2) Role-play.

You are all attending an international conference and meeting people who come
from many different cultures. Stand up, walk around the room, and talk to the other
conference participants. You can talk about anything you like: whether they are
enjoying the conference, what talks they have been to, their work, their family,
hobbies, holidays, sports- anything at all.

Describe any unusual behavior you noticed at the conference. What sort of culture
did you think the other people came from? Ask them if you were right. How did
their behavior make you feel when you were speaking to them? How did they feel
about your behavior?

Working on Common Cross-Cultural Communication Challenges

PRE-READING TASK



How can cultural differences affect business?

We all have an internal list of those we still don't understand, let alone appreciate.
We all have biases, even prejudices, toward specific groups. In our workshops we
ask people to gather in pairs and think about their hopes and fears in relating to
people of a group different from their own. Fears usually include being judged,
miscommunication, and patronizing or hurting others unintentionally; hopes are
usually the possibility of dialogue, learning something new, developing
friendships, and understanding different points of view. After doing this activity
hundreds of times, I'm always amazed how similar the lists are. At any moment
that we're dealing with people different from ourselves, the likelihood is that they
carry a similar list of hopes and fears in their back pocket.

We all communicate with others all the time -- in our homes, in our workplaces, in
the groups we belong to, and in the community. No matter how well we think we
understand each other, communication is hard. Just think, for example, how often
we hear things like, "He doesn't get it," or "She didn't really hear what | meant to
say." "Culture" is often at the root of communication challenges. Our culture
influences how we approach problems, and how we participate in groups and in
communities. When we participate in groups we are often surprised at how
differently people approach their work together. Culture is a complex concept, with
many different definitions. But, simply put, "culture" refers to a group or
community with which we share common experiences that shape the way we
understand the world. It includes groups that we are born into, such as gender,
race, or national origin. It also includes groups we join or become part of. For
example, we can acquire a new culture by moving to a new region, by a change in
our economic status, or by becoming disabled. When we think of culture this
broadly, we realize we all belong to many cultures at once.

Our histories are a critical piece of our cultures. Historical experiences -- whether
of five years ago or of ten generations back -- shape who we are. Knowledge of our
history can help us understand ourselves and one another better. Exploring the
ways in which various groups within our society have related to each other is key
to opening channels for cross-cultural communication.

In a world as complex as ours, each of us is shaped by many factors, and culture is
one of the powerful forces that acts on us. Anthropologists Kevin Avruch and Peter
Black explain the importance of culture this way:

...0One's own culture provides the "lens" through which we view the world; the
"logic"... by which we order it; the "grammar” ... by which it makes sense. In other
words, culture is central to what we see, how we make sense of what we see, and
how we express ourselves.

As people from different cultural groups take on the exciting challenge of working
together, cultural values sometimes conflict. We can misunderstand each other, and
react in ways that can hinder what are otherwise promising partnerships.
Oftentimes, we aren't aware that culture is acting upon us. Sometimes, we are

not even aware that we have cultural values or assumptions that are different from
others!



Six fundamental patterns of cultural differences -- ways in which cultures, as a
whole, tend to vary from one another -- are described below. The descriptions
point out some of the recurring causes of cross-cultural communication difficulties.
As you enter into multicultural dialogue or collaboration, keep these generalized
differences in mind. Next time you find yourself in a confusing situation, and you
suspect that cross-cultural differences are at play, try reviewing this list. Ask
yourself how culture may be shaping your own reactions, and try to see the world
from others' points of view.

Six Fundamental Patterns of Cultural Differences

Different Communication Styles

The way people communicate varies widely between, and even within, cultures.
One aspect of communication style is language usage. Across cultures, some words
and phrases are used in different ways.

For example, even in countries that share the English language, the meaning of
"yes" varies from "maybe, I'll consider it" to "definitely so," with many shades in
between. Another major aspect of communication style is the degree of importance
given to non-verbal communication. Non-verbal communication includes not only
facial expressions and gestures; it also involves seating arrangements, personal
distance, and sense of time. In addition, different norms regarding the appropriate
degree of assertiveness in communicating can add to cultural misunderstandings.
For instance, some white Americans typically consider raised voices to be a sign
that a fight has begun, while some black, Jewish and Italian Americans often feel
that an increase in volume is a sign of an exciting conversation among friends.
Thus, some white Americans may react with greater alarm to a loud discussion
than would members of some American ethnic or non-white racial groups.

Different Attitudes Toward Conflict

Some cultures view conflict as a positive thing, while others view it as something
to be avoided. In the U.S., conflict is not usually desirable; but people often are
encouraged to deal directly with conflicts that do arise. In fact, face-to-face
meetings customarily are recommended as the way to work through whatever
problems exist. In contrast, in many Eastern countries, open conflict is experienced
as embarrassing or demeaning; as a rule, differences are best worked out quietly. A
written exchange might be the favored means to address the conflict.

Different Approaches to Completing Tasks

From culture to culture, there are different ways that people move toward
completing tasks. Some reasons include different access to resources, different
judgments of the rewards associated with task completion, different notions of
time, and varied ideas about how relationship-building and task-oriented work
should go together. When it comes to working together effectively on a task,
cultures differ with respect to the importance placed on establishing relationships
early on in the collaboration. A case in point, Asian and Hispanic cultures tend to
attach more value to developing relationships at the beginning of a shared project




and more emphasis on task completion toward the end as compared with
European-Americans. European-Americans tend to focus immediately on the task
at hand, and let relationships develop as they work on the task. This does not mean
that people from any one of these cultural backgrounds are more or less committed
to accomplishing the task, or value relationships more or less; it means they may
pursue them differently.

Different Decision-Making Styles

The roles individuals play in decision-making vary widely from culture to culture.
For example, in the U.S., decisions are frequently delegated -- that is, an official
assigns responsibility for a particular matter to a subordinate. In many Southern
European and Latin American countries, there is a strong value placed on

holding decision-making responsibilities oneself. When decisions are made by
groups of people, majority rule is a common approach in the U.S.; in Japan
consensus is the preferred mode. Be aware that individuals' expectations about
their own roles in shaping a decision may be influenced by their cultural frame of
reference.

Different Attitudes Toward Disclosure

In some cultures, it is not appropriate to be frank about emotions, about the reasons
behind a conflict or a misunderstanding, or about personal information. Keep this
in mind when you are in a dialogue or when you are working with others. When
you are dealing with a conflict, be mindful that people may differ in what they

feel comfortable revealing. Questions that may seem natural to you -- What was
the conflict about? What was your role in the conflict? What was the sequence of
events? -- may seem intrusive to others. The variation among cultures in attitudes
toward disclosure is also something to consider before you conclude that you have
an accurate reading of the views, experiences, and goals of the people with whom
you are working.

Different Approaches to Knowing

Notable differences occur among cultural groups when it comes to epistemologies
-- that is, the ways people come to know things. European cultures tend to consider
information acquired through cognitive means, such as counting and measuring,
more valid than other ways of coming to know things. Compare that to African
cultures' preference for affective ways of knowing, including symbolic imagery
and rhythm. Asian cultures' epistemologies tend to emphasize the validity of
knowledge gained through striving toward transcendence. (Nichols, 1976) Recent
popular works demonstrate that our own society is paying more attention to
previously overlooked ways of knowing.

You can see how different approaches to knowing could affect ways of analyzing a
community problem or finding ways to resolve it. Some members of your group
may want to do library research to understand a shared problem better and identify
possible solutions. Others may prefer to visit places and people who have




experienced challenges like the ones you are facing, and touch, taste and listen to
what has worked elsewhere.

Respecting Our Differences and Working Together

In addition to helping us to understand ourselves and our own cultural frames of
reference, knowledge of these six patterns of cultural difference can help us to
understand the people who are different from us. An appreciation of patterns of
cultural difference can assist us in processing what it means to be different in ways
that are respectful of others, not faultfinding or damaging.

Anthropologists Avruch and Black have noted that, when faced by an interaction
that we do not understand, people tend to interpret the others involved as
"abnormal,” "weird," or "wrong." (Avruch and Black, 1993) This tendency, if
indulged, gives rise on the individual level to prejudice. If this propensity is either
consciously or unconsciously integrated into organizational structures, then
prejudice takes root in our institutions -- in the structures, laws, policies, and
procedures that shape our lives. Consequently, it is vital that we learn to control the
human tendency to translate "different from me" into "less than me." We can learn
to do this.

We can also learn to collaborate across cultural lines as individuals and as a
society. Awareness of cultural differences doesn't have to divide us from each
other. It doesn't have to paralyze us either, for fear of not saying the "right thing."
In fact, becoming more aware of our cultural differences, as well as exploring our
similarities, can help us communicate with each other more effectively.
Recognizing where cultural differences are at work is the first step toward
understanding and respecting each other.

Learning about different ways that people communicate can enrich our lives.
People's different communication styles reflect deeper philosophies and world
views which are the foundation of their culture.

Understanding these deeper philosophies gives us a broader picture of what the
world has to offer us. Learning about people's cultures has the potential to give us a
mirror image of our own. We have the opportunity to challenge our assumptions
about the "right" way of doing things, and consider a variety of approaches. We
have a chance to learn new ways to solve problems that we had previously given
up on, accepting the difficulties as "just the way things are."

Lastly, if we are open to learning about people from other cultures, we become less
lonely. Prejudice and stereotypes separate us from whole groups of people who
could be friends and partners in working for change. Many of us long for real
contact. Talking with people different from ourselves gives us hope and energizes
us to take on the challenge of improving our communities and worlds.

Guidelines for Multicultural Collaboration

Cultural questions -- about who we are and how we identify ourselves -- are at the
heart of Toward a More Perfect Union in an Age of Diversity, and will be at the



heart of your discussions. As you set to work on multicultural collaboration in your
community, keep in mind these additional guidelines:

Learn from generalizations about other cultures, but don't use those
generalizations to stereotype, "write off," or oversimplify your ideas about another
person. The best use of a generalization is to add it to your storehouse of
knowledge so that you better understand and appreciate other interesting, multi-
faceted human beings.

Practice, practice, practice. That's the first rule, because it's in the doing that we
actually get better at cross-cultural communication.

Don't assume that there is one right way (yours!) to communicate. Keep
questioning your assumptions about the "right way" to communicate. For example,
think about your body language; postures that indicate receptivity in one culture
might indicate aggressiveness in another.

Don't assume that breakdowns in communication occur because other people are
on the wrong track. Search for ways to make the communication work, rather than
searching for who should receive the blame for the breakdown.

Listen actively and empathetically. Try to put yourself in the other person's shoes.
Especially when another person's perceptions or ideas are very different from your
own, you might need to operate at the edge of your own comfort zone.

Respect others' choices about whether to engage in communication with you.
Honor their opinions about what is going on.

Stop, suspend judgment, and try to look at the situation as an outsider.

Be prepared for a discussion of the past. Use this as an opportunity to develop an
understanding from "the other's” point of view, rather than getting defensive or
impatient. Acknowledge historical events that have taken place. Be open to
learning more about them. Honest acknowledgment of the mistreatment and
oppression that have taken place on the basis of cultural difference is vital for
effective communication.

Awareness of current power imbalances -- and an openness to hearing each
other's perceptions of those imbalances -- is also necessary for understanding each
other and working together.

Remember that cultural norms may not apply to the behavior of any particular
individual. We are all shaped by many, many factors -- our ethnic background, our
family, our education, our personalities -- and are more complicated than any
cultural norm could suggest. Check your interpretations if you are uncertain what
IS meant.



EMPLOYMENT

Read the text and answer the questions below.
JOB INTERVIEW

Interviews may be carried out in a one-to-one situation; or a group of
interviewers may interview a single candidate; or a single interviewer may
interview a group of candidates. Each type of interview has its advantages and
disadvantages.

The one-to-one interview is the most common. It has the advantage of being
the most natural situation. It is easier to build up a relationship with the candidate:
he will feel at ease and will answer questions more fully and more naturally. In this
way the interviewer is likely to find out a good deal about the candidate. In
particular he will be in a good position to find out whether or not he would want
the candidate to work with him or under him. These advantages carry with them
certain disadvantages. The interviewer may be so strongly affected by his own
positive or negative feelings that he is unable to assess the candidate fairly. The
interview may be so relaxed that the interviewer ‘forgets’ to explore certain areas,
it may turn into a conversation about topics of mutual interest. The candidate
himself or the interviewer’s organization are likely to feel that the procedure is
somewhat unfair: a prospective employee ought not to be accepted or rejected on
the basis of an interview with just one person. And, of course, unless the
interviewer is highly skilled, the candidate and the organization are right — because
the best people are not necessarily going to be selected.

What is the most usual type of interview?

What is its general advantage?

What can the interviewer find out particularly well?

What happens when the interviewer gets too relaxed?

Why might some people think this type of interview is unfair?
How can it be made fairer?

How are interviews carried out in our country?

Do you think you could be a fair interviewer yourself?

ONOThwWDE

XI1. Read the advice and think of advice you would give to a novice
interviewee. Then get into groups and prepare the list of ideas to compare
them afterwards.
Your First Interview
With unemployment in many countries so high, and often scores of
applicants chasing every job, you have to count yourself lucky to be called for an
interview. If it’s your first one, you’re bound to be nervous. (In fact if you’re not
nervous maybe your attitude is wrong!) But don’t let the jitters side-track you from
the main issue which is getting this job. The only way you can do that is by
creating a good impression on the person who is interviewing you. Here’s how:
Before the interview:
DO



o Find out as much as you can about the job beforehand. Ask the job centre or
employment agency for as much information as possible.

o Jot down your qualifications and experience and think how they relate to the
job. Why should the employer recruit you and not somebody else?

o Choose your interview clothing with care: no one is going to employ you if
you look as though you’ve wandered out of a disco. Whether you like it or not,
appearance counts.

o Make sure you know where the interview office is and how to get there. Be
on time, or better, a few minutes early.

o Bring a pen. You will probably be asked to fill in an application form.
Answer all the questions as best as you can.

DON’T
o Walk into the interview chewing gum, sucking on a sweet or smoking.

o Forget to bring with you any school certificates, samples of your work or
references from your previous employers.
At the interview:

The interview is designed to find out more about you and to see if you are
suitable for the job. The interviewer will do this by asking you questions. The way
you answer will show what kind of person you are and if your education, skills and
experience match what they are looking for.

DO
o Make a real effort to answer every question the interviewer asks. Be clear
and concise. Never answer ‘Yes’ or ‘No’ or shrug.

o Admit it if you do not know something about the more technical aspects of
the job. Stress that you are willing to learn.

o Show your enthusiasm when the job is explained to you. Concentrate on
what the interviewer is saying, and if he or she asks if you have any questions,
have at least one ready to show that you’re interested and have done your
homework.

o Sell yourself. This doesn’t mean exaggerating (you’ll just get caught out) or
making your experience or interests seem unimportant (if you sell yourself short no
one will employ you).

o Ask questions at the close of the interview. For instance, about the pay,
hours, holidays, or if there is a training programme.

DON’T
o Forget to shake hands with the interviewer.

o Sit down until you are invited to.
o Give the interviewer a hard time by giggling, yawning, rambling on
unnecessarily or appearing cocky or argumentative.
o Ever stress poor aspects of yourself, like your problem of getting up in the
morning. Always show your best side: especially your keenness to work and your
sense of responsibility.
XI11. Read the dialogues then act them out.

An Appointment for a Job Interview.



James:
Mrs.
Hilbid:
James:
Mrs.
Hilbid:

James:

Mrs.
Hilbid:

James:
Mrs.
Hilbid:

James:

Mrs.
Hilbid:
James:

James:
Secretary:

Secretary:
Mr.
Stevens:

James:
Mr.
Stevens:

James:

Mr.
Stevens:
James:
Mr.

Hello.
Hello. Could I speak to James Fletcher, please?

This is James Fletcher.

Good afternoon , Mr. Fletcher. This is Vera
Hilbig calling from New York News-Tribune.
We would like to schedule an interview with you
in regard to the position which you have applied
for.

Certainly, Ms. Hilbig. When would it be
convenient for you?

Could you come to New York next Tuesday,
February 26, and meet with us at 3.00 in the
afternoon?

Yes, that will be fine. What’s the address?

The New York News-Trib Building is on the
northwest corner of 42" Street and 13" Avenue.
My office is on the 35" floor. We will look
forward to seeing you then.

I’ll be there. Thank you very much for calling.
I’1l see you next Tuesday.

You are welcome. Good-bye.

Good-bye.
The Job Interview

Good afternoon. | am James Fletcher. | have an
appointment for an interview at 3.00.
Yes, Mr. Stevens is waiting for you. Would
you come this way, please?
Mr. Stevens, this is Mr. Fletcher,
It’s a pleasure to meet you, Mr. Fletcher.
Please, take a seat. | am Ken Stevens of the
editorial board.
| am very pleased to meet you.
| see you’ve had some newspaper experience in
college. Could you tell me a little more about
that?
Yes, sir. I’ve worked on the school paper for
three years. Right now | am the magazine
editor, and I’m writing an article or two for
each issue.
Good. Now, in front of you is the list of
requirements for the job. Have you read it?
Yes.
So let’s go through it. As you know we need
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Mr.

Stevens:

James:
Mr.
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Mr.

Stevens:

James:
Mr.
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people who are multilingual.
| am certainly that.
What languages do you speak?

Russian, German, French and Swedish.
Swedish?

I’ve got a Swedish mother.

I see. What’s your degree of fluency in these
languages?

I’'m fluent in Russian and German, above
average in French and I’'m afraid my Swedish
IS a bit rusty.

We’ll put down ‘elementary’, shall we?

That seems reasonable.

Now, what about Word processing? Can you
do that?

Yes, | am very good at it.

One final thing ... can you drive?

Yes, I’ve got a driving license.
Good. Do you have any questions, James?

Well, could you tell me what kind of work will
be involved in this job?

For the first year or so, it would be learning
how the News-Trib operates — proofreading,
reporting, writing. Later on there could be a
foreign assignment.

What about benefits?

Two weeks’ holiday, full medical coverage,
and an excellent pension plan. Our personnel
department will tell you more.

That sounds perfect. When will | know your
decision?

We have about 20 more people to interview for
this position this week. We’ll have to see how
you stack up against the other applicants. We
should be able to notify you by the middle of
March.

I’1l look forward to hearing from you.

Thank you for coming, James.

Thank you. Good-bye, Mr. Stevens.



Getting along with Idioms
Andrew Monk arrives just in time for his interview. He completes an
application form and then talks to an interviewer.
Mr. Reed: Where have you worked before, Andrew?
Andrew: So far I’ve only had summer jobs.

Mr. Reed: | see.

Andrew:  But I’'m a good worker, and I’'m looking for
something permanent.

Mr. Reed: It sounds like you really want to get ahead,
Andrew.

Andrew: Yes, Mr. Reed. | always do my best. | write
well, and I’'m an excellent typist. I take pride in
my work.

Mr. Reed: So you think you would like this job as a
receptionist?

Andrew:  Yes, | would.

Mr. Reed: You would have to be on time every day.
Could I count on you to be here at exactly 9
a.m.?

Andrew: Oh, yes. | was always on time in high school. |
had a perfect record.

Mr. Reed: There’s one thing I want to point out.
Sometimes business isn’t good and we have to
lay off workers. We can’t guarantee the job for
more than six months.

Andrew: [ understand. I’'m willing to take a chance.

Mr. Reed:  We’ll let you know our decision next week.
Andrew:  Thank you, Mr. Reed.

XI1V. Match the words and phrasal verbs with their meanings:

in time a. be proud of, get satisfaction from
doing a good job

so far b. to this moment

get ahead c. depend on, rely on

do my best d. try someone, something that is
unproven

take pride in e. before a specified time limit

come/be on time f. emphasise, show

count on g. advance, be successful

point out h. dismiss workers when business is
bad




lay off I. be punctual

.take a chance J. do the best work one is capable of

XV. Fill in the correct phrasal verbs and expressions:

Personnel Director: How  many people have you interviewed
(to this moment), Paul?

Mr. Reed: Ten. They’re all pretty good, but the one I like best is Jack Brown.
Director:  Wasn’t he late for the interview?

Mr. Reed: No, he arrived just (before the time limit).
He doesn’t have any experience, but he’s enthusiastic. He says that he’ll
(do the best work he is capable of). Should we
(try someone unproven) on

him?

Director: I don’t know. We may be able to hire him for just a short period of
time. Business isn’t good. Fifteen production workers were
(dismissed) yesterday.

Mr. Reed: Well, he seems eager to (be
successful). I think that we can (depend on)
him to (be proud of) his

work and do a good job.

Director:  Okay. Let’s hire him, but
(emphasise) that he has to get to work
(punctually) every day, and he has to wear a suit and tie.
Mr. Reed: He already knows that.

XVI. FIRST IMPRESSIONS

a. Imagine you are a bank manager. Would you give a job to the man who
has long hair and some tattoos? Why? Why not?

Read the article and find:

the number of years Paul has been unemployed;

two things that create a good impression with many employers;
what Americans think of tall people;

what Americans think of physically attractive people;

the reason why attractive people do not always get the best jobs;
three things that make you look nervous;

where you should look at an interviewer in England.
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C. Match the adjectives in column A to their opposites in column B.
A B
sociable ugly
intelligent calm



nervous stupid

good-looking responsible
irresponsible unkind
kind Immature

lucky shy

mature unlucky

JUDGING BY APPEARANCES

Paul Smith is 25. He left University two years ago. He has been to twenty-
five interviews and hasn’t found a job. However, he won’t change his appearance
to try and get work. “This is the way I look. You can take it or leave it. People
should look at my qualifications, not my hair”, he says.

Unfortunately for Paul, first impressions are vital. For many employers, neat
and tidy hair and smart clothes are as important as qualifications. An interview
may last half an hour or more, but the decision to hire or not is usually taken in the
first four minutes, sometimes even before the interviewee has spoken.

So what factors contribute to that vital first impression? It varies a lot
according to our culture. For example, in the United States tall people are
considered more reliable and serious in business. Physically attractive people are
thought of as warmer, kinder, more sociable and even more intelligent although
they are not always as lucky as we think — some people think they are irresponsible
and immature so they don’t give them the best jobs.

We can’t do much about our height or how good-looking we are but we can
control our body language. For example, if you hang your head and play with your
hair or hold your hand over your mouth you may seem nervous or dishonest.

It is also important to look in the right place. In Britain and America, it is
appropriate to look the interviewer more or less in the eyes. Unfortunately, people
from some cultures can find this quite difficult because they do not look directly at
strangers.

It’s not what you say it’s how you look

A recent survey shows that when you go for promotion or a new job, it is
important to look right. Throughout the process you are judged on appearance.

First of all, there is the covering letter. Is it neat? Is it well laid-out? And
what about the CVV? Not too long and not too short. Do you include a photograph?
If not, why not?

Then, if you get the interview, appearance is really crucial. At least a
hundred websites offer advice on what to wear in an interview. The advice is to
dress conservatively (this generally means a suit), but to add an individual touch (a
colourful tie, for example). They suggest grey, dark blue, or brown and beige as
the right colours.

But even if you wear the right clothes, there are other factors involved.
People tend to trust you more if you are tall and you smile a lot. Young-looking
women are also at an advantage. Small men, however, are considered less



trustworthy, and often struggle at job interviews. And interviewers tend to distrust
people who fidget, sweat, or have poor eye contact. Unfortunately, most of us do
these things when we are nervous, such as in an interview.

So what does this tell us about business? Are we more impressed with the
form than the content? Recent tests show that the packaging of goods is an
extremely important factor in customer choice. People are often happy to pay more
for a product if they like the packaging. So companies spend a lot of time getting
this right. The choice of colour and lettering, the use of pictures and memorable
slogans, and even the size of the packaging are all very important.

Sometimes the packaging is deceptive. How many times have you bought a
large box of cereal, and later discovered that it is only half-full? Or have you ever
bought a ‘new’ CD with the same songs on it as a previous album? It can be very
frustrating for the consumer.

All the industries understand the importance of appearance and how
deceptive it can be. One company recently banned PowerPoint presentations
because they had all started to look the same. The animation, the colours, and the
effects had become more important than the content. That should be a lesson to all
of us. As the saying goes, ‘Never judge a book by its cover’.

Glossary
trust— have confidence in
struggle — have difficulty / problems
fidget — move your body, especially hands, continuously because you are nervous
or bored.

Employment Process
Pretext Exercises
Ex.1 Read the title of the text and say what the text will be about.

Ex. 2 Study text A and decide if these statements are right.

1 The best way of looking for a job is to use the help of employment agencies.
2 Employment agencies often publish their ads on behalf of their clients.
3 All printed publications publish announcements of job opportunities and
they are all worth reacting to.
4 People should put much trust in ads in the yellow press.
5 An experienced reader will easily extract information on the activities of the
company in the yellow press.

Text A JOB HUNTING

There are several traditional ways of looking for a job. A civilized and active
means of looking for a job is studying the market of the offered vacancies to get an
idea of necessary demands and size up your own chances.

The best way of doing this is to use the help of employment agencies or to
independently study the ads of job opportunities being published.



Announcements of job opportunities can be read in different printed
publications. But which of them is worth reacting to?

Don't put much trust in ads in the yellow press. Solid companies place ads in
prestigious expensive publications with a firm reputation.

Your main task is to understand whether the position being offered is consistent
with the levels of your skills, education, and experience in work.

The structure of job opportunities ads is usually the same: the name of the vacant
position, the list of the candidate's professional duties, the demands made of the
candidate, and the system of compensations and benefits. Ads are often published
by employment agencies on behalf of their clients. The address of the office is
usually not given — it is suggested that the resume should be sent to a P.O. box or
else faxed.

Having carefully studied the demands and duties being offered, an
experienced reader may extract information on the activities of the company and
the prospects of its development.

The phrases often used about "successful work over many years in the
Russian market”, "New missions being opened"”, etc., really testify to the
company's dependability, serious prospects for its growth, and the durability of its
stay in Russia.

First, one must pay attention to the position. To grasp what lurks behind the
position's English name, there is a need to visualize at least in general outline the
personnel structure at Western companies. For instance one may be misled by the
incorrect interpretation of the word "Assistant™. There is a need to understand that
this word does not at all imply secretarial functions. A more exact meaning of this
word is: mate, aid, apprentice manager, high-class specialist capable of
independently tackling the tasks set to him.

Therefore using all possible means, try to learn as much as possible about
this position to prepare yourself as best as possible for a meeting with the
employer.

Carefully read the demands made of the given position. The demand to
know a foreign language is very important. In most cases there is a need for free
command of the language — Fluent English. Free command implies an ability
freely to deal with a foreign manager, competently to compile documents and
speak on the phone. This demand may prove to be the most important.

Quite often the ads do hot decipher other demands in detail. For example,
the ability to type in Russian / Latin. According to international standards, an
adequate level of typewriting is a speed of 60 words per minute. Therefore, when
claiming the given position, you need to check your speed or bring it up to the
required level. Besides, a secretary is usually required to be able to work on a
personal computer. In general, if the ads meticulously enumerate the software
products, systems, languages, etc., which the candidate must necessarily know,
remember that these demands have a strictly binding force.

Such special demands set the level of the candidate's indispensable
qualifications.



Exercises on the text

Ex. 1 Complete the sentences giving the English equivalents to the
words in brackets.

1 There are several ways of (mowucka pa6otsr). 2 First you should (omeHuTs)
your own chances. 3 He studied the ads of (o Bakancwusx) being published. 4 Solid
companies (momernaroT oObsBICHH) IN prestigious expensive publications. 5 Your
main task is to understand whether the position (cormacyercs) your skills and
education. 6 Such special demands (ycranaBnuBator ypoBens) Of the candidate's
qualification. 7 Remember that the demands enumerated in the ads are
(o0s3aTenbubl). 8 Carefully read (tpeboanms) made of the given position. 9
There is a need to understand that the word does not (moapa3ymesaer) secretarial
functions. 10 Reading the ads you may (Beinenuts/monyunts) information on the
(nesitenmpHOCTH) Of the company. 12 There is a need (nmpencraButh cebe) at least in
general outline the personnel structure of Western companies.

Ex. 2 Explain the meaning of the following word combinations and
make use of them in the sentences of your own.

To size up one’s own chances, to place ads, to deal with a foreign manager,
to claim the position, to tack the tasks, the system of compensations and benefits,
to be misled by, set the level of the candidate's qualifications.

Ex. 3 Insert prepositions where necessary.

1 Nowadays there is a need ... free command ... the foreign languages when
applying for a gob.

2 Ads are usually published ... prestigious expensive publications ...
employment agencies ... behalf of their clients.

3 When claiming the position ... a secretary, you need to bring your
typewriting skills ... ... the required level.

4 If you are an experienced reader don't put much trust ... ads ... the yellow
press.

5 Being invited ... a meeting ... the employer try to learn as much as
possible ... the position offered in advance.

6 It’s advisable to read announcements ... job opportunities only ...
publications ... a firm reputation.

Speech Exercises
Ex. 1 Find evidence in the text to support the following statements.

1 There are many civilized and active means of looking for a job nowadays.
2 The ads of job opportunities are given in different printed publications.



3 The structure of job opportunities ads published is usually the
same.

4 A job hunter must pay attention to the vacancy not to be misled by
the incorrect interpretation of the position.

5 Before applying for a job offered carefully read the demands made
of the given position.

6 Quite often the ads do hot decipher other demands of the position offered

in detail.

Pretext Exercises

Ex.1 Before you read the following paragraphs, talk about your answers
to these questions. Work in small groups.

1 In your country, where do people find out about job openings? Make a list
of the places.

2 How do people prepare for a career? What steps do they need to take?

Ex. 2 Read these paragraphs quickly. Do not use a dictionary and don't
worry about the details. When you finish, write the topic and topic sentence of
each paragraph.

Text A LOOKING FOR WORK IN THE TWENTY-FIRST
CENTURY

1 Not very long ago, when people needed to find a job, there were several
possible steps. They might begin with a look through the classified ads in the back
of the newspaper. They could go to the personnel office at various companies and
fill an application, or they could go to an employment agency. They could even
find out about a job opening through a word of mouth from another person who
had heard about it.

Topic:

Topic sentence:

2 These days, job hunting is more complicated. The first step is to determine
what kind of job you want (which sounds easier than it is) and make sure that you
have the right education for it. Rapid changes in technology and science are
creating many professions that never existed until recently. It is important to learn
about them because one might be the perfect profession for you. The fastest-
growing areas for new jobs are in health services and computer science. Jobs in
these fields usually require specific skills, but you need to find out exactly which
skills and which degrees are necessary. For example, it may be surprising to learn
that in the sciences, an M.S. is more marketable than a Ph.D.! In other words, there
are more jobs available for people with a Master of Science degree than for people
with a doctorate. (However, people who want to do research still need a Ph.D.)

Topic:



Topic sentence:

3 How do people learn about "hot" new professions? How do they discover
their "dream job"? Many people these days go to a career counselor. In some
countries, job hopping has become so common that career counseling is now "big
business.” People sometimes spend large amounts of money for this advice. In
Canada and the United States, high school and college students often have access
to free vocational counseling services on campus. There is even a career
organization, the Five O'clock Club, which helps members to set goals. Members
focus on this question: what sort of person do you want to be forty years from
now? The members then plan their careers around that goal. All career
counselors—private or public—agree on one basic point: it is important for people
to find a career that they love. Everyone should be able to think, "I'm having such a
good time. | can't believe they're paying me to do this."”

Topic:
Topic sentence:

4 After people have determined what their dream job is, they need to find it.

The biggest change in job hunting these days is the use of the Internet. More
and more employers are advertising job openings on their computer Websites.
More and more job hunters are applying for jobs online. There are also several
thousand job boards, among them HotJobs.com, Jobsjobsjobs.com, and
Monster.com. Some people think that online job hunting is only for people in
technology fields; but this isn't true. Over 65 percent of online job seekers are from
nontechnical fields. Even truck drivers now find jobs on the Internet!

Topic:

Topic sentence

5 So how does this work? A job seeker can reply to a "Help Wanted" notion
on a company's Website. This person can also post his or her resume (page with
information about education and work experience) on one orR many of the online
job boards. If a company is interested, the person still has to take the next step the
old-fashioned way—actually go to the job interview and perhaps take a skills test!
However, even this might soon change. In the near future, companies will be able
to give the person a skills test and check his or her background (job history and
education) online. But what about the interview? Companies will soon be able to
interview the person by videolink, so people can interview for jobs in other
cities—or even other countries—without leaving home. Clearly, job hunting is not
what it used to be.

Topic:

Topic sentence

Exercises on the text
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Ex.1 After you write the topic and topic sentence of each paragraph,
exchange your answers with another student. Are your answers the same?
Are your topics the same but perhaps in different words? Do you agree about
the topic sentences? If you don't agree, give reasons for your answers. One of
you might want to change an answer.

Ex. 2 In small groups, talk about your answers to these questions.

1 Have you ever gone job hunting? If so, what steps did you take?

2 Do you already know what your "dream job™ is? If so, what will you need
to do to get it?

3 In your country, do people go to career counselors? Are there vocational
counseling services in high schools and colleges? Have you ever gone to a career
counselor for advice?

4 Have you ever visited an online job board? If so, tell your group about it.

Ex. 2 Be ready to dwell on:
a) traditional ways of job hunting;
b) your experience of looking for a summer job.

The Job Interview
Ex. 1 Read the rules one should follow before an interview and list them
in a correct chronological order.

1 Buy a pen; you will probably be asked to fill in an application form.
2 Never walk into the interview chewing gum, sucking on a sweet or smoking.

3 Don’t forget to bring with you samples of your work or letter of
recommendation from your teachers or anyone else you might have worked part
time for.

4 List down your qualifications and experience and think about how they
relate to the job. Why should the employer employ you and not somebody else?

5 Make sure you know where the interview office and how to get there. Be
on time, or better, a few minutes earlier.

6 Find as much as you can about the job beforehand. Ask the job centre or
employment agency for as much information as possible.

7 Never walk into the interview chewing gum, sucking on a sweet or
smoking.

Ex.2 Read Text A and define the best ways of creating a favourable
impression at an interview.

Text A HOW TO CREATE A GOOD IMPRESSION AT AJOB
INTERVIEW

With unemployment in many countries so high, and often scores of
applicants chasing every job, you have to account yourself lucky to be called for an



interview. If it’s your first you are bound to be nervous. But don’t let the jitters
sidetrack you from the main issue, which is getting this job. The only way you can
do that is by creating a good impression on the person who is interviewing you.

You finally have an interview! Your moment of truth has arrived. To be
successful, you should always seek to retain control of the process, and the only
way to do this is to have control over the final decision. You can always walk away
from a company that you later decide you have no interest in, but you need to
remain in positive control to retain the power to pick and choose. Your objective in
every interview should be to take yourself one step further toward generating the
job offer. You can do that by doing your very best in each and every interview.
Treat every interview as if it were the only one you will ever get with that
company and your only opportunity to convince them that you are the right
candidate for the position. Although there may be several interviews before the
eventual offer, you must score positively in each interview.

The interview is designed to find out more about you and to see if you are
suitable for the job.

And now let’s consider the interview for a moment. You will be spending
twenty to thirty minutes in a tiny cubicle with a total stranger. This person will
subsequently decide whether you will ever have a chance of working for their
company. The best you can hope for is to avoid being disqualified, which only
takes you one step further into the interviewing maze. One little mistake, one little
error, and you could be history. So to survive there you should follow some rules.

First of all, the interview is not the place to exhibit your flair for the latest in
fashion style. Even though many companies have relaxed the internal company
dress code, interviews still follow the conservative standard. Don't buck the trend.
Remember that stylish is not conservative. You should be doing the talking, not
your clothes. Here is a piece of advice, how to dress for an interview.

How you dress and act during an interview can be as important in creating
an impression as what you have to say. Every employee becomes an individual
representative of the organization. That’s why employers prefer to hire men and
woman whose appearance and overall behaviour present a positive image. Dress in
good taste. While many employers encourage individuality, let basic good taste
determine how you dress for an interview.

Men and Women

Conservative two-piece business suit (solid dark blue or grey is
best).Conservative long-sleeved shirt/blouse (white is best, pastel is next best).
Clean, polished conservative shoes. Well-groomed hairstyle. Clean, trimmed
fingernails. Minimal cologne or perfume. Empty pockets, no bulges or tinkling
coins. No gum, candy or cigarettes. Light briefcase or portfolio case. No visible
body piercing (nose rings, eyebrow rings, etc.)

Men

Necktie should be silk with a conservative pattern. Dark shoes (black lace-
ups are best). Dark socks (black is best). Get a haircut; short hair always fares best
in interviews. No beards. Mustaches are a possible negative, but if you must, make
sure it is neat and trimmed. No rings other than wedding ring or college ring. No



earrings (if you normally wear one, take it out)

Women

Always wear a suit with a jacket; no dresses. Shoes with conservative heels.
Conservative hosiery at or near skin color. No purses, small or large; carry a
briefcase instead. If you wear nail polish (not required), use clear or a conservative
color. Minimal use of makeup (it should not be too noticeable). No more than one
ring on each hand. One set of earrings only. One final note on interview dress:
while it goes without saying that your interview clothes should be neat and clean.

As you prepare for the interview process, remember one thing. The purpose of

an interview is not to intimidate you or to put you through an uncomfortable
ordeal. It’s to find a man or woman who has something to offer an organization,
and to interest that person in working for that employer. The interview is the most
efficient way (in a relatively short time) for you and the representative of an
employer to get to know each other. Interviewers wouldn’t be meeting with you if
they weren’t interested in the possibility of hiring you. Like everyone else, you
have attributes that make you valuable employee. Evaluate yourself honestly. Have
confidence in your abilities, and you may be surprised to learn that an interview
can be valuable and enjoyable experience.

Here is how to get ready for your interview.

Exercises on the text

Ex. 1 Answer the questions.

1 Why is it important to know all about the company for which you are
going to work before you go for an interview?

2 What is the purpose of the interview?

3 How should you dress to present a positive image?

4 What is ‘to act properly in an interview’?

5 Why is it important to score positively at an interview?

The smart job-seeker needs to rid himself / herself of several standard myths
about interviewing before he start pounding the pavement looking for a job. What
follows is a list of some of these untruths and some tips to help you do your best at
your next interview.

Myth 1:The aim of interviewing is to obtain a job offer.

Only half true. The real aim of an interview is to obtain the job you want.
So, before you do back-flips for an employer, be sure you want the job.

Myth 2: Always please the interviewer

Not true. Try to please yourself. Giving answers that you think will suit a
potential employer, loosing touch with your own feelings are certain to get you
nowhere. Of course not hostile-nobody wants to hire someone disagreeable. But
there is plainly a middle ground between being too ingratiating and being hostile.

Myth 3: Try to control the interviewer.

Nobody ‘controls’ an interview - neither you nor the interviewer-although
one or both parties often try. When somebody tries to control us, we resent it.



Remember, you can’t control what an employer thinks of you, just as he /she can’t
control what you think of him/her. Never dominate the interview. Compulsive
behaviour turns off your authenticity.

Myth 4: Never interrupt the interviewer.

Good advice. Study the style of an effective conventionalist; he interrupts
and is interrupted! We feel comfortable with people who allow us to be natural. So
when interviewing, half the responsibility lies with you. Do you seem uptight? Try
being yourself for a change. Leaving an employer indifferent is the worst
impression you can make.

Myth5. Don’t disagree with the interviewer

Another silly myth. If you don’t disagree at times, you become, an effect, a
‘yes’ person. Don’t be afraid to disagree with your interviewer- in an agreeable
way. And don’t hesitate to change your mind. The conversational wisdom says ‘be
yourself’, true enough.

Ex. 2 Make a list of things you should do before you come to the
interview and a list of things you shouldn’t do during the interview.

Ex. 3 Comment on the statements.
The more prepared for the interview you are the better, because
being ready will help you overcome any feeling of panic and anxiety that may
develop.
The purpose of the interview is to find the right person to the job
and to make him or her interested in working for the employer.
Job hunting is a serious business, though sometimes it is like
playing a game, which you can’t play without knowing its rules.

Ex. 4 Write down some sort of instruction for the job hunters who have
been called for an interview for the first time. Be precise in defining the main
points and make it short.

Ex. 5 Express your point of view on the problem whether clothes make a
man at an interview in written form (not less than 200 words).

Ex. 6 Get ready for the class simulation.
a) Read all the information. Analyze all questions, be ready to answer

them.
QUESTIONS INTERVIEWERS ASK
Personal:
1 Tell me about yourself. (Expand on your resume in two minutes or less. Do
not discuss personal information).
2 What are your hobbies?
3 What are your hobbies?
4 What do you know about our organization?
5 Describe your ideal job.



6 What do you consider to be your strengths/ weaknesses?
7 What 2 or 3 accomplishments have given you the most satisfaction and
why?
8 Who are your role models? Why?
9 What motivates you most in a job?
10 Have you ever had difficulty in getting along with a former supervisor / co-
worker? How did you handle it?
11 What was the most useful criticism you’ve ever received, and who was it from?
12 Do you prefer large or small organizations? Why?
13 What have you learned from your mistakes?
Education:
Why did you choose your major/college/university?
In which campus activities did you participate?
Which classes did you like best/least? Why?
If you were to start your college career over again, what would do different, and
why?
5 What is your grade point average? Does this accurately reflect your ability?
Why/why not?
Have you held any leadership roles? What is your leadership style?
7 Were you financially responsible for any portion of college education?
Experience:
1 What job related skills have you developed?
Describe your previous work experience. What were your responsibilities? What
did you learn?
How does your college education or work experience relate to this job?
Which job did you enjoy most? Least? Why?
Have you ever quit a job?
How do you think a former supervisor would describe you work?
In what ways do you think you could make a contribution to this company?
Career goals / other:
What are your short-term goals? Long-term goals?
Do you prefer to work under supervision or on your own?
What qualities do you look for in a supervisor?
What are your thoughts about relocation?
5 What geographic location do you prefer?
6 Describe your ideal work environment.
7 Why do you think you would be successful in this career?
8 What are your plans for continued education?
9 Why should we hire you?
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You are expected to ask questions about the position or the company during an
interview. These questions should relate to the specific requirements of job and /or
should show you’ve done research into the organization. Do not ask questions
regarding information that was available on the company’s website or literature!
This will show you haven’t done your research!



About the job

1 What are some of the skills and abilities necessary for someone to succeed in the
job?

2 What are the traits and skills of people who are the most successful within this
organization?

3 What do you consider to be the most challenging aspects of this job?

4 How is performance measured and reviewed?

5 What are some objectives you would like to see accomplished in this job?

6 Is this a new position or a replacement?

7 Why did this person leave this job?

8 What kind of work might I be doing in the first six months of the job?

9 What is your method of training and orienting new employees?

10 Can you describe a typical day for someone in this position?

11 What is the top priority for someone who accepts this job?

12 When do you expects to make a decision on this position?

About the department
1 How many employees are in this department?
2 Who are the other persons with whom I would work in this position?
3 With what other key individuals/groups does this person interface?
About the company
1 What are the company’s values?
2 Could you explain your organizational structure to me?
3 Where does this position fit in the organization?
4 Can you describe the company’s management style
5 What are the company’s policy regarding ongoing training and education so that
employees can keep up with their skills or acquire new ones?
Deadly questions to ask in an interview
What is the salary for this job?
How much vacation and sick leave will | get?
When will | be promoted?

Ex. 7 Class simulation.
In this simulation half the class will be playing the role of interviewers and the
other half the role of candidates. Each panel of interviewers are members of a firm
of consultants, and they will interview several candidates for both jobs advertised.
Decide which members of the class are going to play the roles of candidates, and
which are going to be the interviewers. Follow the instructions on the left or on the
right below, according to your role.

1.Interviewers: Work with the other members of your panel. Decide what
questions you are going to ask each candidate. What personal qualities are you
looking for? Are you going to be kind to the candidates or give them a hard time?

Candidates: choose one of the jobs advertised. Write a letter of application for
it to accompany your CV if possible, make copies of your letter and your CV so
that each panel has a copy of each to study before the interview.



2. Interviewers: Read the letters of application and the CV you receive. Decide
which candidates look promising and what special questions you will ask each one.

Candidates: Work with another candidates and decide what impression you are
going to create.

3.Now it’s time for the interview to take place. Each interview panel should
have their “OFFICE» in a different part of the room. Candidates go to a different
‘office ‘ for each interview. Your teacher will tell you how much time is available
for each interview and work out a timetable that allows time for panels to see at
least three candidates. Each panel must stick to this schedule, so that other panels
are not kept waiting.

Candidates: Between interviews you should wait in a separate room or in the
corridor.

4. When the interviews have finished, all the candidates and all the interviewers
should meet in separate areas.

Interviewers: Tell the other panels about the candidates you have interviewed.
You can recommend up to three people for both posts. Decide which candidates
will be short-listed.

Candidates: imagine that you are meeting in a local café or a bar. Tell the
other candidates how you got on at your interviews. What would you have done
differently? Which of the panels conducted the best interviews? What advice
would you give them about their interviewing techniques? Decide which panels
were the best.

5. Now meet again as a class.
Interviewers: Announce your short lists of successful candidates.
Candidates: Announce which panels you voted ‘top interviewers’

Ex 9: Write a report on the situation “How to create a good impression at
a job interview”.

Text A: Employment Agencies

In Britain there is a special service for school leavers, the Careers Advisory
Service, which helps young people who are looking for their first job. Careers
Officers give practical advice on interview techniques, application forms, letters,
pay, National Insurance and Trade Unions.

One business organization that you may use when you are job-hunting® is
an employment agency. There are the state employment services and nonprofit
agencies that do not receive fees for finding jobs for people. There exist also some
private employment agencies which receive a fee. Some employment agencies see
applicants without an appointment. These include the state employment services
and nonprofit agencies. Counselors there may spend a few minutes with each
applicant.




But an agency that deals with technical and higher-salaried jobs, spends
much more time with each applicant. Appointments are necessary in this type of
agency, where a counselor may be able to see only a few applicants a day.

An interview for any kind of job, whether the interview is obtained through
a friend, classified advertisement, or an agency, generally requires an appointment.
It is important to be on time for your appointment. If you have made an
appointment and cannot keep it, or if you will be more than ten minutes late, you
should always call the interviewer. If you do not cancel the appointment or notify
the interviewer that you will be late, you will create a negative impression on your
possible employer.

To make efficient use of time, American business people schedule their days
hour by hour. In most American business situations, appointments are a necessary
courtesy.

Note: job-hunting - looking for work

Text B: ""....They Live by the Appointment Book.""

Victor had recently arrived in the United States, and he did not completely
understand the need for appointments. He thought his friend was exaggerating.

One day he went to an employment agency. This agency specialized in
placing people according to their qualifications. Victor wanted to start working as
soon as possible so that he could afford his own apartment.

When he arrived at the agency at 10 a.m. the receptionist said to him, "Do
you have an appointment?" Victor looked around the office and said, "No, | don't,
but | see that there are very few people waiting here. I'm sure the counselor can see
me. "The receptionist answered, "I'm sorry. This agency works by appointment
only." She told him to leave his resume, fill out an application, and make an
appointment. Victor did not have a resume, but he was able to get an appointment
in two days.

Before dinner that evening, Victor dropped in on his friend Andre. He told
Victor again why sometimes in America you cannot just drop in. Victor then
turned to his friend and said, "Andre, you are right. In America you don't live from
day to day — you live from appointment to appointment!"

(adapted from "Working World" by Baskin M.)

1. Find in texts A and B equivalents for the following words and
phrases:

1) ObITh TOTOBBIM K TIEpeMEeHaM (M3MEHEHHUSIM); 2) CO3/1aTh MOJOKHUTEIbHOE/
OTpULIATEIBHOE BIIEUYATICHHUE; 3) 3aM0JHUTh aHKETY JIJIsl MOCTYIUIEHHUsSI Ha palboTy;
4) pemmTh, NPUHATH peUIeHUE; 5) MPUOOPECTH 3HAHUSA/ONBIT paboThl; 6) MaTh
neTanbHyro mHpopmaimio; 7) yac 3a yacom; 8) 3¢h(HEKTUBHO HCIOIB30BaTh; 9)
npemaraTh 4to-mbo (coBeroBath); 10) mombupaTh pabOTy corjlacHO KBanmupu-
kamu; 11) cenmanu3upoBatbes B obmactu; 12) camoorienka; 13) obpaTutbes K
KOMY-1100; 14) u3ydats 4T0-1100 (IOWTH HA KYPCHI).

2. Match the idioms in column A with definitions in column B.



A

B

1. self appraisal a. to consider smth after delaying it

2. self concept b. to visit without an appointment

3. self evaluation c. to get an appointment

4. resume d. newspaper listing of job

5. give notice e. your own view of yourself

6. give me a call f. to give someone a good opinion of you

7. create a good impression | g. summary of one's employment record

8. classified ad h. a form to be filled in when applying for smth
9. drop in I. determine your own value or worth

10. get around to smth J. estimate your own qualities, abilities

11

. make an appointment

K. telephone me

12

. application form

I. inform your employer in advance that you are
leaving the job

3 6 / 8 9 10 |11 12

pho

3. Replace the italicized parts of the sentences by words and word
combinations from the vocabulary.

1. In American business practice making appointments is a rule of polite
behavior.
2. He went to an employment agency to meet a person who gives advice,
but first he had to talk to the employee who receives callers and answers the

ne.

. He went to the manager in order to formally ask for a job.
. He doesn't work at the moment, he is out of work.

. His parents couldn't make him leave the job, they could only give advice.
. His program was very busy, every hour was occupied.

3
4
5. The company gives provisions against sickness, death, damage and loss.
6
7
8

. These agencies deal only with people having no trade.

4. Complete the sentences given below, choose the right word.

a) job— position— occupation

"job" - anything that one has to do, task, duty;

"position™ - a person's relative place, as in society; rank, status;
"occupation” - that which chiefly engages one's time; one's trade.

1. He was unemployed doing only odd ... .

2. Knitting is a useful ... for long winter evenings.

3. This aid is for those who have a very low .... in society.

4. My sister occupies an important ... in the Department of Health.
5. The police called the company to find out his ... at the moment.
6. He hadahard ... painting the car.

b) force— make



"force" - do smth by force or as if by force; compel;
"make" - to cause or force (followed by an infinitive without "to").
1. They ... the confession from him.
2. The robbers ... the cashier lie on the floor and took the money.
3. They ... me repeat the story again.
4. He would have never done it, but he was ... to do it.
c) leave— graduate
"leave" - graduate (school);
"graduate (from)" - to get a degree or diploma, to complete a course of study at a
college/university.
1. He ... from Columbia University last summer.
2. She ... school 2 months ago and couldn't find a job.
3. What University did you ... from?

5. Fill in prepositions where necessary.

1) After leaving school a young person faces....a very difficult problem —
choosing an occupation. 2) The majority of young people do not get
around....making a decision until they leave school. 3) Boys and girls seldom talk
about this problem ... with the family. 4) One has to take special courses to qualify
... the job. 5) There is a special advisory service which counsels.... people who are
looking.... work. 6) There are nonprofit agencies that deal.... nonskilled positions.
7) This agency specializes.... placing people ... their qualifications. 8) The agency
helped me find .... the information | needed. 9) You can turn.... your teacher...
advice and help. 10) Counselors give practical advice.... interview techniques,
application forms, etc. 11) He made an appointment with the career officer 11
o'clock. 12) A counselor can see only a few applicants.... a day. 13) An
interview.... any kind of job generally requires an appointment. 14) He was.... 20
minutes late and created a negative impression.... the employer. 15) American
business people schedule their day hour.... hour. 16) On the wall he saw a notice
"The agency works .... appointment only"”. 17) He didn't know how to fill.... the
application form. 18) It turned out that he travelled to the agency.... nothing as he
didn't make an appointment.... advance. 19) Appointment is a necessary courtesy,
you can't just drop ... .

Ex.6. Translate the following sentences

1) Korma s Bomuia B oQuC areHTCcTBa, CEKpeTaphb, BCTPEUANOIIUI
MTOCETUTEIICH, CITPOCHIT MEHSI, Ha3HAYCHA JIW y MCHS BCTpeya. 2) Y MeHs Ha3HaueHa
BcTpeua ¢ Mucc Xappuc Ha 10:15. 3) S npoxoaus MHUMO Baliero areHTCTBa U
pENII 3aiTH 1 MIOTOBOPUTH C OJHUM W3 BalllUX COTPYIHUKOB. 4) OH HE TpHIIET B
Ha3HAUYCHHOE BpeMs Ha BcTpedy ¢ Muctepom bpayHoMm, 3TO, KOHEYHO, MMPOU3BEIIO
KpailHe OTpHUIlaTeJIhbHOE BIeUYaTieHue. 5) AHKeTa JId MOCTYIUICHHS Ha paldoTy
3aMoJHSAETCS TeYaTHhIMU OykBamu. 6) Bam mpuaercs Hadath paboTy ¢ caMmoi
MaJIeHbKON JOHKHOCTH, YTOOBI IPHOOPECTH HEOOXOAUMBIN OMBIT. 7) BbI MOKHBI
MOWTH HA KyPChI, YTOOBI TPUOOPECTH 3HAHUS, HEOOXOAUMBIC IS 3TON paboTHI. §)
ATEHTCTBO TIOMOXET BaM MoAo0paTh pabOTy cOriacHO Baiiel kBanudukanuu. 9)



ArentctBo "Manpower" crneuuanu3upyercs UMEHHO B 3Toi obnactu. 10) Emy
NpECAJIONKUIN ABE PA3HbIC JOJDKHOCTH, HO OH HC MOTI' pCIIIUTh, KaAKYTO BBI6paTL.

7. Which statement is a good example of the meaning of the italicized
word?
He thought that his friend was exaggerating.

a. He was shouting to make his point understood.

b.He made it seem much more important than it really was.
One day he went to an employment office.

a. office where he worked

b.organization that helps people to find an occupation.
The employment office places people according to their qualifications.

a. the office which helps people to find a place to live.

b.the office which advises people on the job and interview technique.
4. He thought he was imposing on his brother and sister-in-law.

a. He made things very difficult for his brother.

b.He made his brother work hard.
5. He couldn't afford his own apartment.

a. he couldn't live alone.

b.he didn't have enough money to pay the rent
6. One should have definite qualifications for the job.

a.education and work experience
b.definite personal features

8. Translate the following sentences.

1) Ceituac BO MHOTMX CTpaHax MHOro 0e3paboTHbIX. 2) OcOOEHHO MHOTO
0e3pabOTHBIX Cpeau MOJIOJBIX JIFOJIEH TONBKO YTO 3aKOHYMBIIUX MIKOY. 3) Y HUX
HET HeoOXoaMMoro oOpa3zoBaHus M OmbiTa paboThl. 4) Yacto, 4TOOBI MOTYYUTH
HEO0OXOMUMYIO U1l paOOoThl KBaMH(pUKaIKio (00pa3oBaHuE U OMBIT pabOThHI), HAIO
3aKOHYUTH CIENUAIbHBIE KYpChl. 5) Monojpie M0iM B TEYCHHE ro/ia MOJIy4aroT

nocobwue no 6e3padoruiie.

9. Fill in the right word from the word-column.
Out of Work

In Britain a lot of people are ... . Tracey Chapman is
18, and she ... a year ago. She lives in the North East, an
area of high ... . She hasn't been able ... yet. "My dad just
doesn't understand. He started working in a steel mill when
he was 15. Things are different now, but he thinks I should
start bringing home some money. Oh, | get my ... but that
isn't much and I'm fed up with ... for it every Thursday. |
hate having to ask my mum and dad for money. Oh, my
mum gives me a couple of pounds for tights now and then,
but she can't stand seeing me at home all day. I've almost ...
looking for a job. | buy the... every day but I'm really tired
of...the "Situations Vacant" column. There are 50 ... for

1. left school

2.to find a job
3.given up

4. looking through
5. receptionist

6. move to

7. living on my own
8. out of work

9. queuing
10.local paper
11.applicants
12.take any job




every job. | was interested in being a dentist's ... because I | 13.unemployment
like meeting people, but now I'd ... at all. People ask me | benefit

why | don't... London, but I don't want to leave my family | 14.youth

and friends. Anyway, I'm scared of ... in a big city."” unemployment

10. Translate the following sentences.

1) Oum wumyt paboTy, oOpamaroTcs B CHENMAIbHBIE AareHTCTBa U
MIPOCMATPUBAIOT OOBSIBICHUS B razete B pyopuke "Tpedyrotcs". 2) Mapu xortena
MOJyYUTh MECTO CEKpeTapsi B MPUEMHOM, HO Ha 3TO MecTo Obu1o 40 KaHIUAATOB.
3) OHa He moTy4mIIa ero, Tereph OHA COTJIACHA Ha JT00YI0 paboTy, T.K. el HaJ0eIo
CTOSITH B ouepenu 3a mocobuem Kaxayro Henento. 4) Pomxepy 3a 50. On
npopaboran B oaHoM kommanuu Oojee 30 uner. S5) M3-3a 3KOHOMHUYECKHX
TPYJIHOCTEN B OTpAciu OH IOMaj IMoj COKpameHue mraToB. 6) OH onaTh Hayal
UCKaTh paboTy, HO T.K. emMy yxe 3a 50, OH MOJy4rJ MHOTO OTKa3zoB. 7) Bce
KaHIUJAThl OBUIM MOJIOKE €ro, XOTS y HUX OblI0 MeHblne ombiTa. 8) Emy
HGO6XOIII/IMO I[IOJIY4YUTb HOBYIO HpO(bGCCI/IIO, HO HHKTO HE€ XOUCT o6yanI>
YCJIOBCKA, KOTOpBII?'I CKOpPO OOJIZKCH yﬁTH Ha IICHCHUIO.

11. You came to an employment agency and have to answer their
guestionnaire.

“PERSONNE| CORPS"”
Professional Recruitment & Selection
275-35-02 Fax 275-36-96
Questionnaire

1. Are you seeking 3. |Do you like yes|no
a) full-time O |a) |meeting people o|o
employment?
b) part-time o |b) |\working alone o|o
employment?
2. Which of these is ¢) |working with other
most important for you? people o|o
(Please number 1-5 in working with your
order of importance) d) |hands o|o
money o people o O travelling
security e) O|o
m What do you like doing in
job satisfaction 4. |your
an interesting job O free time?

12. What should you do to find a job? Find the logical sequence of the
steps you should take.

— get an invitation for an interview

— make an appointment with an employment agency counselor




— read the classified ads

— think what kind of job you want

— analyze your skills, personality traits and accomplishments
— get ready for the interview

— find out what employment agency you can use

— find out as much as you can about the company

Texcrt NeS
Recruitment presents cross- border challenge

For senior executives across modern Europe, it a challenge: attracting the
best employees, whether to write software or to market pet food. Recruitment is
one of the new corporate art from, yet another measure of a company
competitiveness and management ability. Bruce Dorsking's specialty is global
recruitment strategy. His New - York City- based Dorsking Group has worked with
companies in 40 countries over the past four years and helped an advertising
agency TMP conduct acquisition of 24 recruitment advertising firms and Internet
sites, many of them in Europe. It turner TMP into the largest recruitment
communications firm in the world, with a market capitalization of $1 billion.

Speaking about the trends in European recruitment, Bruce Dorsking states,
that there's consolidation in every industry and globalization. Companies need to
introduce their brands or products to new markets. So there is a move towards
crosshborder recruitment, where the demand for talent is spreading across markets.
Europeans used to sell products only in their own local markets, but now they are
selling them all over the world. And they are four or five pharmaceutical markets
and one common language, English. Despite high unemployment rates in Europe,
there is also a shortage of people in certain disciplines, especially in information
technology, sales and marketing. Another example is consulting. Andersen
Consulting in Germany recruits from Switzerland and Austria. Consulting firms
are among the largest recruiters in absolute numbers.

Many young graduates in Europe seek international experience. They want
to move to a foreign country, deal with a new language, mostly within Western
Europe. Something else to consider is that most jobs in the US are created by new
companies that are less than 10 years old. In Europe the majority of jobs still come
out of older companies, although in new configurations, having gone through
mergers, etc.

If the companies are going to recruit in various countries, they need to
establish an employer brand as well as a consumeries brand. Organizations have to
market their companies to potential employees and that's not something they've
been good at historically. Companies that want to be pan-European have to create
recruitment campaigns in much the same way they sell their consumer products.

VOCABULARY



Challenge- Be130B

Recruitment- nabop nepconaia

Executive- menemkep

Employee-corpynnuk

Employer- nanumaress

Measure- mepa

Acquisition-npuoopereHue

Capitalization- kanutaau3anuys

Configuration- kouduryparus, ouepranus, popma
Merger- cnusaue (KoMITaHui)

TASKS

1. Write questions to these answers

1) ?

It is attracting the best employees.

2) ?

Yes, it is another measure of a company competitiveness and management ability.
3) ?

His specialty is global recruitment strategy.

4) ?

It has worked with companies in 40 countries over the past four years and helped
an advertising agency TMP conduct acquisition of 24 recruitment advertising firms
and Internet sites.

5) ?

There's consolidation in every industry and globalization.

6) ?

They need to introduce their brands or products to new markets.
7) ?

Yes, demand for talent is spreading across markets

8) ?

They used to sell products only in their own local markets, but now they are selling
them all over the world.

9) ?

Yes, they are locking for people to do that.

10) ?

There are four or five pharmaceutical markets and one common language, English.
11) ?

There is a shortage of people in certain disciplines, especially in information
technology, sales and marketing.

12) ?

Consulting firms are among the largest recruiters in absolute numbers.

13) ?




They seek international experience.

2. Nouns used as adjectives. Join the nouns from two columns

1. recruitment A. growth

2. press B. sheet

3. export C. flow

4. balance D. form

5. cash E. release

6. application F. policy

Text EMPLOYMENT

1. Personnel is the Cinderella of company departments. Production managers
manage production, sales heads head up their sales teams, but personnel directors
do not, strictly speaking, direct personnel.

2. They act more as facilitators for other departments: they deal with recruitment in
conjunction with department managers, they administer payment systems in
tandem with accounts, they are perhaps present at performance appraisal reviews
when employees discuss with their managers how they are doing, they may be
responsible for providing training, in industrial relations they are involved in
complaints and disputes procedures, and they often have to break the news when
people are dismissed.

3. Companies like to say that people are their most valuable asset, and personnel
management has in many organizations been renamed human resources
management to reflect this.

4. HRM specialists may be involved in:

« introducing more 'scientific' selection procedures: for example the use of tests to
see what people are really like and what they are good at, rather than just
depending on how they come across in interviews.

 implementing policies of empowerment, where employees and managers are
given authority to make decisions previously made at higher levels.

» actions to eliminate racial and sexual discrimination in hiring and promotion and
to fight harassment in the workplace: bullying and sexual harassment.

* incentive schemes to increase motivation through remuneration systems
designed to reward performance.

5. But their services may also be required when organizations downsize and
delayer, eliminating levels of management to produce a lean or flat organization,
trying to maintain the morale of those that stay and arranging severance packages
for employees who are made redundant, sometimes offering outplacement services,
for example putting them in touch with potential employers and advising them on
training possibilities. (These packages are not to be confused with the
compensation packages of top managers: their basic salary and other benefits.)

6. Professional people who are made redundant may be able to make a living as
freelancers, or in modern parlance, portfolio workers, working for a number of



clients. They hope to be on the receiving end when companies outsource activities,
perhaps ones that were previously done in-house.

7. This is all part of flexibility, the idea that people should be ready to change jobs
more often, be prepared to work part-time and so on. The message is that the era of
lifetime employment is over and that people should acquire and develop skills to
maintain their employability.

Vocabulary

1. personnel

2. production managers
3. sales heads

4. to head up

5. personnel directors
6. strictly speaking

7. to direct personnel
8. to act as facilitators

9. to deal with recruitment

10. in conjunction with

11. to administer payment systems

12. in tandem with accounts

13. to be present at performance appraisal reviews
14. to be responsible for providing training

15. industrial relations

16. to be involved in complaints and disputes procedures
17. to break the news

18. to be dismissed

19. to be the most valuable asset

20. to be renamed

21. human resources management

22. to reflect

23. to be involved in introducing selection procedures
24. to be good at

25. rather than

26. to come across

27. to implement policies of empowerment

28. to give authority to do sth

29. to make decisions

30. to eliminate

31. racial and sexual discrimination

32. discrimination in hiring and promotion

33. to fight harassment in the workplace

34. bullying and sexual harassment

35. incentive schemes

36. to increase motivation through remuneration systems
37. to reward performance



38. to downsize

39. to delayer

40. a lean or flat organization

41. to maintain the morale of sb
42. 10 arrange severance packages
43. to be made redundant

44. to offer outplacement services
45. to put sb in touch with sb

46. to advise sb on training possibilities
47. 1o be confused with

48. compensation packages

49, top managers

50. basic salary

51. benefits

52. to make a living as freelancers
53. in modern parlance

54. portfolio workers

55. to be on the receiving end

56. to outsource activities

57. to be done in-house

58. flexibility

59. to work part-time

60. life-time employment

61. to acquire skills

62. to maintain one’ employability

1. IIpounTaiiTe U MEPEBEIUTE TEKCT.
2. TlpouwTaiiTe 1 epeBeAUTE CIUCOK CIIOB MOCJE TEKCTA.
3. OTBeThTE HA BOMPOCHI:

1) What does HRM stand for?

2) Why has personnel management been renamed HRM?

3) Why is HR called the Cinderella of company departments?

4) What new scientific selection procedures have been introduced?

5) What does empowerment imply? Is it a good thing for a company?

6) How can motivation be increased?

7) How can HRM specialists help the staff when organizations downsize and
delayer?

8) What is the difference between severance packages and compensation
packages?

9) What are the advantages and disadvantages of being a freelancer?

10) What are the advantages and disadvantages of lifetime employment?

4. 3aKoHYUTE NPEIJIOKEHUSA:



1) Personnel directors act as ... .

2) HRM specialists may be present at performance appraisal reviews when ...

3) In industrial relations they are involved in ...

4) HRM specialists may use tests to see ...

5) ... are bullying and sexual harassment.

6) ... 1s eliminating levels of management to produce a lean or flat organization.
7) HRM specialists maintain the morale of ... and arrange severance packages for

8) Professional people who ... may start working for a number of clients.
9) Companies may outsource activities previously ...
10) The idea of flexibility is that people ...

5. CocraBpTe K TekcTy 10 BOIPOCOB pa3HbIX THUIOB (OOIIHMH, CIEIMATBHBIN,
IbTEPHATUBHBIN, Pa3bEIMHUTEIIbHBIN) K Pa3HBIM YJICHAM MPEIJIOKEHHUS.

6. BoccranoBure BOIIPOCHI K JaHHBIM OTBCTaM!
1) No, they don’t. Strictly speaking they do not direct personnel.
2) Payment systems.
3) These are when employees discuss with their managers how they are doing.
4) When people are dismissed.
5) To eliminate discrimination in hiring and promotion and to fight harassment.
6) Yes, they are designed to reward performance.
7) They sometimes offer outplacement services.
8) In modern parlance they are called portfolio workers.
9) It means they work for a number clients.
10) It means you must be ready to develop your skills to maintain your
employability.

7. Ilucemenno nepeBeauTe naparpadgsr 4, 5 u 6.
8. Ilepeckaxute TEKCT B 15 npeaioKeHusIX.



ADVERTISING

Text1
Advertisements as a service

Advertising is one of the largest industries. No one can seriously pretend to
remain unaffected by advertisement. It is impossible to turn a blind eye to the
pressing offers to buy this or that article that fill our streets, newspapers and
magazines. Even at your place advertisers are waiting to pounce on you when you
tune in to your favourite radio or television programmes. No matter how hard you
try to resist, those clever tunes and catch-phrases are sure to stay in your minds. Do
you know why? Because all of them make strong appeal to your emotions. And no
amount of logical argument can convince so much as this attack on your emotions.

The resolution recently adopted by the Advertising Association meeting in
Brighton pledged the delegates to stick to standards of advertising practice born of
the belief that truthful advertising builds up both character and good business. That
is the ideal advertising. In reality, however, there are countless means of deception
of customers, and one has to admit that in most cases advertising is far from telling
the truth.

Advertising works on three levels: the first is content — what the
advertisements actually say; the second is the semi-conscious level in which all
kinds of images are used (success, sexual power, beauty, nostalgia, return to
nature). What the customer has to do in order to resolve his basic dilemma is to
buy the product that is being advertised.

Advertising is attached enormous attention to commerce. It is usually a
product of joint efforts of talented painters, masters of words and artistic designers.
More than that, there are special institutions which are engaged in studying a
customer's psychology, the latter being particularly important for monopolies'
knowledge.

According to Vance Packard, an American researcher, over nine billion
dollars are usually spent annually on advertising in the U.S.

Although the average citizen is usually annoyed by all the advertisements
printed in newspapers and magazines and the commercials broadcast on TV, the
impact of the whole advertising industry on a single person is immense and plays a
very important role in our lives. Advertising absorbs vast sums of money but it is
useful to the community.

What are the functions of advertisements? The first one to mention is to
inform. A lot of the information people have about household devices, cars,
building materials, electronic equipment, cosmetics, detergents and food is largely
derived from the advertisements they read. Advertisements introduce them to new
products or remind them of the existing ones.

The second function is to sell. The products are shown from the best point of
view and the potential buyer, on having entered the store, unconsciously chooses
the advertised products. One buys this washing powder or this chewing gum,
because the colorful TV commercials convince him of the best qualities of the
product. Even cigarettes or sweets or alcohol are associated with the good values



of human life such as joy, freedom, love and happiness, and just those associations
make a person choose the advertised products.

The aim of a good advertisement is to create a consumer demand to buy the
advertised product or service. Children are good example as they usually want the
particular kind of chocolate or toy or chewing-gum.

Being naive they can’t evaluate objectively what is truthful and what is
exaggerated and select the really good products unless they buy the goods and
check for themselves.

Thirdly, since the majority of advertisements are printed in our press we pay
less for newspapers and magazines, also TV in most countries is cheap.

The public advertising seen on street hoardings, railway stations and
buildings makes people’s life more joyful. Moreover, all those small ads in the
press concerning “employment”, “education” and “For sale and wanted” columns,
help ordinary people to find a better job or a better employee, to sell or to buy their
second-hand things and find services, or learn about educational facilities, social
events such as, concerts, theatre plays, football matches, and to announce births,
marriages and deaths. Thus despite our dissatisfaction when being bombarded by
all the advertisers’ information we must admit that they do perform a useful service
to society, and advertisements are an essential part of our everyday life.

Vocabulary
advertisement — pexiama, 0ObsABICHHE
advertising — pexiama, peKJIaMHpOBaHHUE
to turn the blind eye to smth. — 3akpsiBaTh 71232 Ha YTO-TMOO
to fill — mamonusATH, HackIIATE
to pounce on smb. — BHe3aImHO aTakOBaTh, HAOPACHIBATHCS
to resist — conmpoOTHBIIATHCS, IPOTHBOCTONTh, HE IOIIAaBATHCS
tune — menogusa
catch-phrase — u3zBectHas dpasa, monyysapHbIi ahopuzm
to convince of smth. — yoexxaath, yBepsITh B 4eM-T1H00
deception — oOMaH, KyJIbHHUYECTBO; JIOXKb; HEMPaBa, XUTPOCTh
to resolve a dilemma — paspemuTh guIeMMy
to advertize — pexkiiaMupoBaTh
to engage — yBiekaTh, HHTEPECOBATH
to annoy — gocaxaartk, T0Ky4aTh, JOHUMaTh, HAJI0CIATh, Pa3IpakaTh
commercial broadcast — nepenaua pexiamel
impact on smth. — cuiibHOE BO3/I€HCTBHE; BIMSHUE HA YTO-THO0
advertising industry — pekiiamHasi UHAYCTpUS, peKiIaMHas cdepa
potential buyer — moreHIMaNbHBIN MOTPEOUTEITH
to create a consumer demand — co3maBaTh MOTPEOUTEIILCKUI CIIPOC
to evaluate objectively — onienuBaTh 00BEKTUBHO, PEATHHO
to exaggerate — runepO0IM3UPOBATH, IPEYBEIUINBATH
hoarding — T 1y1st Hakeliky auI, JIaKaTOB; HAKJIEEHHbIE a(DHIIH, IIAKATHI
dissatisfaction — Hey10B1€TBOPEHHOCTD, HEIOBOJIBCTBO



I. Give Russian equivalents to the following word combinations:

pressing offers; to fill; to pounce on smb.; to resist; countless means of
deception of customers; to attach enormous attention to commerce; product of joint
efforts; to absorb vast sums of money; to be useful to the community; functions of
advertisements; to derive from the advertisements; to show from the best point of
view; to enter the store; to associate with the good values of human life; the aim of
a good advertisement; to buy the advertised product; to be a good example; to
select the good products; to make people’s life more joyful; small ads in the press;
to perform a useful service to society; to be an essential part of our everyday life.

I1. Give English equivalents to the following word combinations:

MEJIOIMs;, W3BECTHas (pas3a; €XKEroJAHO TPAaTUTh Ha PEKIaMy; BIIUSHHE
peKHaMHOﬁ WHAYCTpHUH; 3HAKOMUTbL C HOBBIMH TOBapaMH, HOTeHI_[I/IaJ'IBHHﬁ
notpeduresnn; 6ecco3HaTeNbHO BHIOMpATh PEKIIaMHUpYyEeMble TOBaphl; yOeKIaTh B
JydmieM KadCCTBC TOBapa, 3aCTaBUTb BbI6HpaTB PCKIIAMHUPYCMBIC TOBAPBLBI;
CcO3JaBaThb HOTpe6PIT€JII>CKI/Iﬁ CIIpOC; pCaJIbHO OLCHHUBATHL, YTO IIPpaBAMBO, a4 YTO
IIPCYBCIMYCHO, HCCMOTPA HAa HAIIC HCIOBOJILCTBO.

I11. Answer the following questions.

1. Can you remain indifferent towards emotionally coloured ads
(advertisements)? 2. Where do you see pressing offers to buy this or that article? 3.
What did the resolution, adopted by the Advertising Association meeting pledged
the delegates to do as regards advertising? 4. Does advertising always tell the
truth? 5. Why is advertising attached so much importance to? 6. How much do
they spend on advertising in the U.S.? 7. Can you give the examples of different
advertising strategies on Russian TV? 8. What are the methods and types of
advertising? 9. Does advertising influence your personal decisions to buy or not
to buy? 10. What is your attitude to TV advertising? 11. What kinds of ads do
you like?

IV. Translate the following sentences into English.

1. On pabGortaeT B pekiaMHOM Owu3Hece. 2. BaM HYXHO Hay4yuThCA
peKIIaMUpOBaTh CBOM TOBaphl. 3. ToBapbl 3TON (HUPMBI pEKITAMHUPYIOTCS B IIpecce U
10 TCEJICBUACHUIO. 4. PexiaMa OKa3bIBaeT CHJIBHOE BJIMSIHHE Ha IMOKYIIAaTCJIA. 5.
CTOpPOHHUKHM  peKJIaMbl ~ YTBEPXKIAIOT, UYTO MAaTE€pUAIbHBIM KOMQPOPT W
0€30IacHOCTh JIE)KaT B OCHOBE JalbHEHIIEW [OeITEeJILHOCTH YeJoBeKa. o.
[IpoTMBHHMKM pEKJIaMbl TOBOPSAT, YTO PEKJIAMa, UTpas Ha IMOLMAX, 3aCTABISET
JIOJIEW MOKYNaTh BEIIW, KOTOPbIE UM HE HYXHBI. 7. YTBEpPKIAIOT, UTO peKIamMa
OTPULATCIIBHO BJHWACT Ha HAIly CHCTEMY I_ICHHOCTGI\/'I. 8. BrI AOJIKHBI YMCTb
OTpEeNeNIUTh, KaKOM MMEHHO BHJ PEKJaMbl OyaeT pabdoTaTh Oosiee ycremHo. 9.
[Tabnuk puieiiiH3 MeHee KOHTPOJHMpyeMa, YeM peKJiaMa, U BBI3BIBACT OOJIbIIE
nosepusi. 10. Dta pupma NpoBOAUT celiyac KOHKYPC Ha JIYUIIYyI0 PEeKJIaMmy 3TOTO
ToBapa. 11. AreHThl o0emaiy pexkiiaMupoBaTh HaIll TOBAp B MECTHOM mpecce. 12.
Peknama mnomoraer mnpoaaxke ToBapoB. 13. B ceromusimiHeld raszeTe ecThb
00BSIBIIEHHE O IIpOoAaKEC KOMIIBIOTCPA.



Text 2
Advertising and advertisement

In the eyes of the business world and of many economists, advertising serves
an indispensable function. It helps consumers to choose among competing products.
Also, by spurring demand for products, it extends the possibilities of mass production
and thus leads to the economies of scale and to lower consumer costs. Advertising plays
a very important part in modern merchandising. The manufacturers tell the public
about their new products and the stores tell the public about what products they have at
what prices.

Advertisements can be seen in newspapers, magazines, and on television every day
of the week. Many more advertisements are sent to customer's homes.

Advertising companies are called agencies. Each agency sells a lot of
different products. Here is how it happens. The first stage is marketing research.
Marketing researchers get information in three ways: on the phone, in group
discussions, from questionnaires. The agency then writes, films, records and photo-
graphs a campaign. This is a series of advertisements on TV, on the radio, in
newspapers and magazines.

This great business of merchandising employs millions of white-collar
workers, from clerks in the stores to top executives in the big department stores
and the advertising agencies. For most clerks the salaries are low, but they are
among the highest for top executives.

In the business world advertising is sometimes depicted as «the engine of
prosperity». From another perspective, however, advertising goes against important
social values. It promotes self-indulgence and thus counters moral and religions
teachings that urge selflessness. It creates false «needs» and encourages waste.

This inevitable tension between business values and other social values often
spills over onto the political stage, with the institutions of government struggling to
resolve a point at issue. Should there be limits on the types of products that busi-
ness people can advertise? Should advertisers be forced to mention the hazards as
well as the attractions of products such as cigarettes? Should advertisers be
required to substantiate their growing claims? Democratic political processes
provide answers to such questions in a continuing process of adjustment and
change increasingly offering protection to the consumer against false or harmful
advertising.

Vocabulary
to spur demand — cTuMyIHpOBaTH CIPOC
to extend the possibilities of mass production — yBenmuuuTh BO3MOKHOCTH CEPHITHOTO
IPOU3BOJCTBA
economies of scale — sxoHOM¥SI, 00yCIOBIEHHAs POCTOM MAacCIITa0OB MPOM3BOICTBA
COStS — 3aTparTsel, U3AEPKKHU, PACXOIbI
merchandising — koMmMepueckoe MIaHUPOBaHUE MMPOU3BOACTBA; HCKYCCTBO COBITA
to employ — nepxath Ha ciayx0e, UMETh B IITaTe
white-collar worker — genoBek, paborarommii B oduce; "0enblii BOPOTHHUOK',
pabOTHUK YMCTBEHHOTO TpyAa
clerk [kla:K] — konTOpCKHI Cly)aluii, KIepK



top executive — pykoBoHUTEIb

to depict — uzo0paxatb, pHCOBATh

self-indulgence — moTBOpcTBO CBOMM KEIaHHSIM

to counter — mpoTUBOPEUUTH, HPOTUBOCTOSTH

to urge — moouipsTh, yoexkaaTh

selflessness — mpemaHHOCTD, CAMOOTBEPIKEHHOCTD

to encourage — o0oapsATh, TOOMIPATH, MOAACPKUBATH

waste — pPaCTOUYUTCILCTBO, U3JINIIHAA NJIX HCHY’KHAA TpaTa
to spill over — pacipocTpaHsAThCSI, BEIXOUTH Ha

to resolve — pemaTs, NpUHUMATE pelICHUE

point at issue — mpeaMeT 00CyKIeHUS, CIIOpa

to mention — ymoMuHaTh, CCHUIATHCS HA

hazard — puck, omacHOCTb

to substantiate — MPUBOAUTH JOCTATOYHBIE OCHOBAHUS, I0Ka3bIBATh, IOATBEPKIATH
growing claims — pacryiue moTpeOHOCTH

harmful — BpeaHbIit, maryOHBIN, TyOUTEIBHBIH

I. Give Russian equivalents to the following word combinations:

to choose among competing products; consumer costs; to see advertisements in
newspapers and magazines; to sell a lot of different products; a series of
advertisements on TV and on the radio; the engine of prosperity; to promote self-
indulgence; to create false needs; to encourage waste; to resolve a point at issue;
harmful advertising.

I1. Give English equivalents to the following word combinations:

peKiIaMa; CTUMYJIUPOBATH CIPOC; YBEIUMYUTh BO3MOXHOCTH CEPUMHOIO
IMPOU3BOJACTBA, KOMMECPUYCCKOC INIAHUPOBAHNUC ITPOU3BOJACTBA, O606H.I€HI/IC JaHHBIX O
KOHBIOHKTYPE PhIHKA; PEKJIAMHOE areHTCTBO; PACTYIINE NOTPEOHOCTH.

I11. Answer the following questions.

1. What function does advertising serve in the eyes of many economists? 2.
What is the economic effect of spurring demand for products by means of
advertising? 3. How does advertising help the public? 4. What do the
manufacturers and stores tell the public with the help of advertising? 5. Where and
how often do advertisements appear? 6. How do many advertisements reach the
public? 7. How are advertising companies called? 8. What is the role of marketing
research in advertising? 9. Whom does the great business of merchandising employ
for advertising? 10. What is the difference in salaries of those employed in
advertising? 11. What is the reverse side of advertising? 12. What are the ways to
protect the consumer against false or harmful advertising? 13. Should people
always rely on advertisements? 14. What's your opinion on advertising in your
country?

IV. Translate the following sentences into English.

1. Pexnama ucrnons3yercs Kak (pupmamu Ij1sl yBETUUEHUs 00beMa TpoaaX U
O3HAKOMJICHUA HOTpe6HTeHefI C HOBBIMH TOBapamMH, TaK W HACCICHHUCM C LCJIbIO
NpoAaKK TOJAEPKaHHBIX Bemie. 2. Pexnmama wHopmupyer o0 uUMEOIMUXCS B
MpOJIaXXe TOBapaxX, 4TO MOMOTAeT MOTPEeOUTENSIM CclelaTh pasyMHBIN BBIOOp. 3.
Pexnamuble areHrcTBa IMPOBOJAT HCCICAOBAHUC PBIHKA, CO3Ja0T PCKIaAMy MU



pa3MenalT ee B raserax M KypHaiax. 4. Pexnama CTUMyIHpyeT KOHKYPEHLUIO
MeXay ¢GupMaMy, YTO MOMKET MPUBECTH K Oo0jee HMU3KUM II€HaAM M JIy4lIeMy
Ka4yecTBY TOBapoB. 5. HMcmome3ys pekiaMy H TPHUBICKATEIbHYIO YIIAKOBKY,
MPOJIABIIBI CTApPAIOTCS Pa3BUBATh y MOTPEOUTENCH YCTOMYMBBIC IMOKYIATEIbCKUE
npuBblukH. 6. IlocpencTBoM pekiiaMbl MOTPEOUTENH TOMy4YaroT HHGOPMAIUIO O
HOBBIX TOBapax MW HX KadCCTBC. 7. PaCHPOCTpaHeHI/Ie PCKIIaMHOT'O MaTcpuHalia
MPOBEJCHO 3a CYET MPOJIABIIA.
V. Read and translate the following texts a dictionary.
Advertising through mass media

Advertising refers to the use of various media to inform the public of a
business, product or service offered. Advertising serves several purposes, but it is
mainly designed to increase sales. Because of the power and expense of
advertising, care should be used in the planning of its activities.

The media available for advertising are diverse and vary in effectiveness and
cost: shopping publications, bulletins, skywriting, kites and balloons, samples and
demonstrations, catalogs, etc. Advertising through mass media is the most popular
nowadays.

Several ranges of advertising exist, such as national retail, mail order, trade
and industrial, and professional. Advertising should be planned according to the
habits and tastes of the customer.

National advertising is that type of advertising which covers large areas. It is
usually used by manufacturers and chain stores making use of mass media such as
television and large circulation magazines.

Retail advertising is the most familiar type for the small business because
this type may best serve its needs. The most frequently used medium for retail
advertising is the local newspaper. It is relatively inexpensive for the market it
reaches and can be controlled easily by the owner. Many consumers read the
newspapers to plan their shopping.

They also may use leaflets, handbills, direct mail, or supplementary media.
Many retailers also find radio an effective advertising medium.

For large stores and manufactures, television can supplement newspapers as
a retail advertising medium.

Several points should be considered in planning advertising. A business
owner should know how much advertising costs. Items of advertising must be
chosen carefully. The product should be shown in sufficient detail to arouse
interest and attract the customer. Ads should be timely: seasons, weather, holidays,
parades, conventions and paydays should all be highlighted.

Good advertising policies result in increased patronage and greater sales.

Advertising chewing gum
One of the things which most visitors to the United States notice at once is
the custom of chewing gum. Almost everyone in the United States today chews
gum, and more than 140 000 000 dollars worth of chewing gum is sold every year.
This means that, on the average, each person in the United States spends a dollar a



year for chewing gum, and chews during the year more than a hundred pieces of
«stick».

Chewing gum became popular in the United States mainly because of the
work of one man, William Wrigley, who for many years was head of the Wrigley
Company. When William Wrigley entered the business in about 1890 people
everywhere began to learn about chewing gum and to use it widely.

Wrigley liked to do things in a large way. In his first year he borrowed
money and spent more than a million dollars on advertising. In every street-bar in
the United States for years and years, there was a large advertisement telling all
about Wrigley's chewing gum. People complained that they couldn't go anywhere
without seeing Wrigley's name. Several times Wrigley sent, free of charge, pieces
of gum to every person in the telephone book of every city and town in the United
States. Finally, he began to advertise that it was good for the health to chew gum,
that it calmed the nerves, that it helped to keep the teeth clean.

He used to send gum to every child in the United States on its second
birthday. He employed pretty young girls who in loud, striped, orange-colored
dresses used to go from city to city in groups of four or five, stand on street
corners, and gave free samples of chewing gum to every person who passed by.
Each girl gave free in this way about 5 000 sticks of Wrigley's gum each day. As a
result of this continuous advertising, people in the United States naturally began to
use more and more chewing gum.



TRADE

GLOBALIZATION

1. The Economist has identified these key contributors to globalization:

 free movement of capital “at the touch of the button”. This is the fuel of
investment in all its forms.

» trade liberalization, with the lowering of trade barriers

* lowering of shipping costs thanks to the efficiency of containerization. The
shipping charge for the whole container of goods crossing the Pacific can be as
little as $50. The transport cost for each “Japanese” TV, probably made in alaysia
or elsewhere, sold in the USA or Europe is negligible.

* reduction in telecommunications and computing costs. The cost of a 3-minute
phone call from New York to London in 1930 was $300 in today’s money. There
IS more computing power in the average wrist watch today than there was in all the
world’s computers in 1950. Organizations with the resources and expertise to
exploit the information on their networks on a worldwide scale will have a key
competitive advantage in many industries.

Operating in and producing for not just one country, or even one continent, allows
a company to reduce costs and benefit from economies of scale.

2. Some implications of this for managers have been suggested by points raised in
a series in the Financial Times. Even in a company that operates within one ountry,
there is often resistance to ideas from outside, the not invented here syndrome; and
with subsidiaries in many countries, this becomes even more of a problem, because
it is compounded by cross-cultural issues and potential misunderstandings.
Resistance to the way of doing things elsewhere may be even stronger if the
subsidiary was previously a local company taken over by a multinational, perhaps
with loss of jobs and loss of a sense of security among those that remain.
Developing international teams of managers in environments like these is a
challenge.

3. A brand like Coca-Cola has been around a long time, and dominates the fizzy
drink market in almost any country, outselling local brands. One of the exceptions
is Scotland, and their marketing specialists are trying to find out why this is, in an
international market that should by now be truly homogenous. Anomalies such as
the French preference for top-loading washing machines when the rest of Europe
prefers door-loading ones, or the American liking for 4x4-type vehicles rather than
saloon cars, even in cities, could be related to the smallness of French apartments
or the cheapness of American petrol. But there are always cultural “traditions” that
are harder to explain. Why do the Spanish drink so little tea? Why do Germans eat
so many bananas?

4. However, traditions can change, or be made to change. Interestingly, breakfast
cereal is slowly progressing as a way of starting the day among younger people. A
global breakfast cereal culture may be developing. This may seem a trivial
example of the globalization of taste, but consumer goods companies, especially ,
must be aware of issues like these. How do you deal with brand management at a



global level? As with the management of brands internationally is partly a cross-
cultural issue.

5. Of course, there is debate about whether the power of international capital and
multinationals, and the supposed homogenization of tastes worldwide, are good
things or not, and you will no doubt have your own views.

Vocabulary

1.

to identify
contributor

touch

button

fuel

trade

to lower trade barriers
shipping costs

thanks to

. efficiency

. shipping charge

. goods

. as little as

. probably

. elsewhere

. to be negligible

. reduction in telecommunications and computing costs
. computing power

. to compute

. average

. Wrist watch

. expertise

. to exploit

. on aworld-wide scale
. competitive

. advantage

. industry

. to allow

. to benefit from sth

. economies of scale

. implications of this

. to suggest

. point

. to raise

. resistance to sth

. not invented here syndrome
. Subsidiary

. to be compounded by



39. cross-cultural issues

40. to be taken over by a multinational
41. to remain

42. to develop international teams of management
43. environment

44. challenge

45. brand

46. fizzy

47. to outsell

48. exception

49. to find out

50. homogenous

51. such as the French preference for
52. the rest of sth

53. truly

54. vehicle

55. saloon car

56. to be related to sth

57. to be made to do sth

58. cereal

59. aglobal breakfast cereal culture
60. especially

61. to be aware of sth

62. to deal with brand management
63. there is debate about sth/whether
64. the supposed homogenization of tastes worldwide
65. doubt

66. view

1. Ilpouumatime u nepegedume mekcm.

2. Ilpoyumaiime u nepegedume CRUCOK Cl108 NOC/Ie MEeKCMA.

3. Omeemvme Ha 80NPOCHL:

1) What may reduction in telecommunications and computing costs lead to?
2) What allowed shipping costs to decrease?

3) How can a multinational reduce its costs?

4) s it possible for a company to operate in a local or national market only?
5) Why is there often resistance to ideas from outside in a company that operates
within one country?

6) Why isn’t an international market homogenous?

7) What do you have to expect if you want to work in a global company?

8) What are the advantages and disadvantages of an international team of
managers?

9) What traditions may globalization influence?

10) Is globalization an economic process only?



4. 3anonnume nponycku.

1) The Economist has identified these key ... to globalization.

2) e for each "Japanese" TV, probably made in Malaysia or elsewhere,
sold

in the US or Europe is negligible.

3) Organizations with the resources and expertise to exploit the information on
their

networks on a worldwide scale will have a key ... ... in many industries.

4) Operating and producing for not just one country, or even one continent, allows
a company to reduce costs and ... ... economies of scale.

5) In a company that ... within one country, there is often resistance to ideas from
outside.

6) Resistance to the way of doing things elsewhere may be even stronger if the
subsidiary was previously a local company ... by a multinational.

7) A brand like Coca-Cola has been around a long time, and ... the fizzy drink
market in almost every country.

8) This may seem a trivial example of... ... ....

9) Howdoyou... ... brand management at a global level?

10) There is debate about whether the ... of international capital and multinationals
are good things or not.

5. CoctaBbTe K TeKkcTy 10 BOmpoCOB pa3HbIX TUIMOB (OOIIMMA, CHEIUaTbHBIH,
aIbTEPHATUBHBIN, PA3bEAUHUTENIbHBIN) K PA3HBIM WICHAM MPEITI0KECHHUS.
6. BoccranoBute BONpPOCHI K JAHHBIM OTBETAM:

1) Free movement of capital, trade liberalization, lowering of shipping costs,
reductions in telecommunications and computing costs.

2) Organizations with the resources and expertise to exploit the information on
their networks on a worldwide scale.

3) By cross-cultural issues and potential misunderstandings.

4) If the subsidiary was previously a local company taken over by a multinational.
5) The fizzy drink market.

6) To the smallness of French apartments.

7) Scotland.

8) Breakfast cereal.

9) The management of brands.

10) Whether the power of international capital and multinationals, and the
supposed homogenisation of tastes worldwide, are good things or not.

7. Tlucemenno nepeBeauTe maparpadsi 2 u 3.
8. Ilepeckaxute TEKCT B 15 npeaioKeHusIX.

TRADE
1. International trade takes place within the framework of agreements worked out
by countries in the World Trade Organization (WTQ), formerly known as the



General Agreement on Tariffs and Trade (GATT). Over the last 50 years trade
barriers have been coming down and free trade, open borders and deregulation now
form the ideal for almost all nations, even if the situation is far from one of
complete laisser-faire, with no government intervention. Protectionism is no longer
the order of the day in most places; even if some developing countries argue that
protectionist measures are the way to get their economies going, they avoid using
the term.

2. Trade negotiations are well-known for their epic eleventh-hour negotiating
sessions, where individual nations argue for what they see as their specific
interests. Countries argue for protection of their strategic industries, ones they
consider vital to future prosperity such as the electronics industry in the developed
world. A less developed country beginning car assembly might want to protect it as
an infant industry. European farmers argue for their subsidies, where governments
guarantee farmers a higher price than they would normally get, making it hard for
developing nations to compete in agricultural products. The French argue for
cultural protection, pointing out the uniqueness of their film industry and winning
restrictions, or quotas, on the number of Hollywood products that Europe imports.
3. Countries accuse each other of dumping, where exported goods are sold at less
than in the home market, or for less than they cost to produce, usually in order to
gain market share in the export market. The offending country may reply that it has
a comparative advantage in producing these goods (the ability to produce them
cheaper than anyone else) and that they are not selling at below cost.

4. Of course, there are trading blocks with no trade barriers at all such as the single
market of the European Union. The North American Free Trade Organization, or
NAFTA (the US, Canada and Mexico) is also eliminating its tariff walls and
customs duties. Their equivalents in Asia and Latin America are ASEAN and
MERCOSUR.

5. One major concern in international trade between smaller companies is payment.
The exporter wants to be sure about getting paid and the importer wants to be sure
of getting the goods. A common solution is the letter of credit mentioned in the
unit, where a bank guarantees payment to the exporter's bank once it receives the
related shipping documents, including the clean bills of lading, showing the goods
have been shipped without damage or other problems. Shipping terms like CIF, or
Carriage insurance freight, where the exporter pays for insurance of goods while
they are being transported, are part of the standard Incoterms defined by the
International Chamber of Commerce. These terms are used in standard contracts
that form the basis, with adaptations, for most international trade contracts.

Vocabulary

1. to take place within the framework

to be worked out by sb

the World Trade organization (WTO)

formerly known as

the General Agreement on Tariffs and Trade (GATT)
trade barriers

ok own



7. to come down

8. free trade

9. open borders

10. deregulation

11. laisser-faire

12. government intervention

13. protectionism is no longer the order of the day
14. developing countries/nations

15. developed countries/world

16. to argue that

17. to argue for subsidies

18. to protect

19. protection

20. protectionist measures

21. to get sth going

22. to avoid + gerund

23. trade negotiations

24. negotiating sessions

25. to be well-known for sth

26. strategic industries

27. infant industries

28. to consider vital to future prosperity

29. car assembly

30. to compete in agricultural products

31. to point out the uniqueness of sth

32. to win restrictions or quotas

33. to accuse each other of dumping

34. home market

35. in order to gain market share in the export market
36. offending country

37. to have a comparative advantage in producing goods
38. to sell at below cost

39. trading blocks with no trade barriers

40. the single market of the European Union

41. the North American Free Trade Organization (NAFTA)
42. to eliminate tariff walls and custom duties

43. ASEAN

44, MERCOSUR

45. a major concern

46. to get paid

47. common solution

48. letter of credit

49. to mention

50. to guarantee payment to sb

51. once the bank receives the related shipping documents



52. including the clean bills of lading

53. to be shipped without damage

54. shipping terms

55. Carriage insurance freight (CIF)

56. Incoterms defined by the International Chamber of Commerce
57. standard contracts

58. to adapt

59. adaptation

1. IlpouuTaiiTe U NepeBEIUTE TEKCT.
2. IlpounTaiiTe U NEPEBEAUTE CIUCOK CIIOB ITOCIE TEKCTA.
3. OTBeTbTE Ha BOIPOCHI:

1) What do WTO and GATT stand for? What is the difference between them?
2) Has government intervention been growing over the last 50 years?

3) Why do countries avoid using the term ‘protectionism’ nowadays?

4) What industries are considered to be strategic?

5) What is a comparative advantage? What comparative advantage does Russia
have?

6) What does the single market imply?

7) What is importer’s major concern in international trade?

8) What is exporter’s major concern in international trade?

9) What forms the basis for most international trade contracts?

4. 3anojgHUTE MPONYCKH:

1) International trade agreements ... by countries in the WTO.

2) Trade negotiations are ... where individual nations argue for their specific
interests.

3) In order to gain market share in the export market countries ... at less than in
the home

market.

4) A developing country starting car assembly protects it because ... .

5) The equivalent of ASEAN and NAFTA is ... in Latin America.

6) Assoon as ... are received by the exporter’s bank, payment is made.

7) ... are part of the Incoterms defined by the International Chamber of
Commerce.

8) ... form the basis for most international trade contracts.

5. CocraBpre K Tekcty 10 BOMPOCOB pa3HbIX TUMOB (OOIIMI, CIEIUATBHBIMH,
bTEPHATUBHBIN, PAa3bEAMHUTEIIbHBIN) K PA3HBIM YJIEHAM TIPEITI0KCHUSI.
6. BoccranoBuTe BOMPOCH K JTAHHBIM OTBETAM:

1) No, it means ‘no government intervention’.
2) Yes, they do. They argue for protection of their specific interests.



3) Itis a strategic industry in the developed world.

4) Of dumping.

5) They eliminate their tariff walls and customs duties.

6) It stands for Carriage insurance freight.

7) It means that the exporter pays for the insurance of goods while they are being
transported.

8) It shows that the goods have been shipped without damage.

9) By the International Chamber of Commerce.

7. IlucbmenHo nepeBeaute naparpadsi 1 u 2.
8. Ilepeckaxute TEKCT B 15 npeayioKeHusX.

FOREIGN TRADE

What is now called international trade has existed for thousands of years
long before there were nations with specific boundaries. Foreign trade means the
exchange of goods and services between nations, but speaking in strictly economic
terms, international trade today is not between nations. It is between producers and
consumers or between producers in different parts of the globe. Nations don’t
trade, only economic units such as agricultural, industrial, and service enterprises
can participate in trade.

Goods can be defined as finished products, as intermediate goods used in
producing other goods, or as agricultural products and foodstuffs. International
trade enables a nation to specialize in those goods it can produce most cheaply and
efficiently and it is one of the greatest advantages of trade. On the other hand, trade
also enables a country to consume more than it can produce if it depends only on
its own resources. Finally, trade expands the potential market for the goods of a
particular economy. Trade has always been the major force behind the economic
relations among nations.

Different aspects of international trade and its role in the domestic economy
are known to have been developed by many famous economists. International trade
began to assume its present form with the establishment of nation-states in the 17th
and 18th centuries, new theories of economics, in particular of international trade,
having appeared during this period.

In 1776 the Scottish economist Adam Smith, in The Wealth of Nations,
proposed that specialization in production leads to increased output and in order to
meet a constantly growing demand for goods it is necessary that a country's scarce
resources be allocated efficiently. According to Smith's theory, it is essential that a
country trading internationally should specialize in those goods in which it has an
absolute advantage —that is, the ones it can produce more cheaply and efficiently
than its trading partners can. Exporting a portion of those goods, the country can in
turn import those that its trading partners produce more cheaply. To prove his
theory Adam Smith used the example of Portuguese wine in contrast to English
woolens.




Half a century later, having been modified by the English economist David
Ricardo, the theory of international trade is still accepted by most modern
economists. In line with the principle of comparative advantage, it is important that
a country should gain from trading certain goods even though its trading partners
can produce those goods more cheaply. The comparative advantage is supposed to
be realized if each trading partner has a product that will bring a better price in
another country than it will at home. If each country specializes in producing the
goods in which it has a comparative advantage, more goods are produced, and the
wealth of both the buying and the selling nations increases.

Trade based on comparative advantage still exists: France and Italy are
known for their wines, and Switzerland maintains a reputation for fine watches.
Alongside this kind of trade, an exchange based on a competitive advantage began
late in the 19th century. Several countries in Europe and North America having
reached a fairly advanced stage of industrialization, competitive advantage began
to play a more important role in trade. With relatively similar economies countries
could start competing for customers in each other's home markets. Whereas
comparative advantage is based on location, competitive advantage must be earned
by product quality and customer acceptance. For example, German manufacturers
sell cars in the United States, and American automakers sell cars in Germany, both
countries as well as Japanese automakers competing for customers throughout
Europe and in Latin America.

Thus, international trade leads to more efficient and increased world
production, allows countries to consume a larger and more diverse amount of
goods, expands the number of potential markets in which a country can sell its
goods. The increased international demand for goods results in greater production
and more extensive use of raw materials and labour, which means the growth of
domestic employment. Competition from international trade can also force
domestic firms to become more efficient through modernization and innovation.

It is obvious that within each economy the importance of foreign trade
varies. Some nations export only to expand their domestic market or to aid
economically depressed sectors within the domestic economy. Other nations
depend on trade for a large part of their national income and it is often important
for them to develop import of manufactured goods in order to supply the ones for
domestic consumption. In recent years foreign trade has also been considered as a
means to promote growth within a nation's economy. Developing countries and
international organizations have increasingly emphasized such trade.

Vocabulary
international trade — mexyHapoiHast TOPrOBJIS
boundary — rpanmuma
foreign trade — BHeIIHSS TOPrOBIIS
economic unit — xo3glCcTBEHHAs €IUHNALA
agricultural enterprise — cebCKOXO03HCTBEHHOE MTPENPUATHE
industrial enterprise — mpoMBIIIIIIEHHOE TPEANPUATHE
service enterprise — npeanpusitie chepbl 00CTyKHUBAHUS



finished goods — roroBele u3nenus
intermediate goods — monydadbpukars
agricultural goods — ceabCKOX03sHCTBEHHBIE TOBAPHI
foodstuffs — mureBbie TPOAYKTHI
to expand — paciiupsTh, pa3BUBaTh
domestic economy — BHYTpEeHHSISI 5)KOHOMHKA
to assume — 31. npUuHUMATh
to meet demand — yoBiIeTBOPSATH CIIpOC, TPEOOBAHUS
scarce resources — peKue pecypehbl
to allocate — pasmeniars, pacrnpenensaTh
absolute advantage — aGcorOTHOE IPEUMYIIIECTBO
in turn — B cBOIO OYEpeIH
woolens — mepcTsaHbIe TKaH!
comparative advantage — cpaBHUTEIBLHOE TPEUMYIIIECTBO
in line with — B cooTBeTCTBUU C
t0 gain — BBIMTPBIBATh; MMOJIyYaTh; H3BJICKATh MOJIb3Y, BBITOTY
competitive advantage — nperMyIecTBO, OCHOBAHHOE Ha KOHKYPEHITUH
product quality — kauecTBO mpoIyKIMH
customer acceptance — nprueMKa U3AeIuN 3aKa34NKOM
extensive use — IMUPOKOC IIPUMCHCHHNC, NCIIOJIB30BAHNC
employment — 3ansTie; paboTa; 3aHATOCTD
innovation — HOBOBBE/ICHHE, HOBIIIECTBO; HHHOBAIIUS, HOBATOPCTBO
domestic market — BHyTpeHHHMIA PHIHOK
to aid — momoraTh, OKa3bIBaTh IOMOIIIb, TOJEPKKY, CHOCOOCTBOBATH
depressed sector — ociaGJIeHHBIH CEKTOP
developing countries — pa3BuBaronIrecs CTpaHbl
I. Give Russian equivalents to the following word combinations:
international trade; exchange of goods and services between nations;
economic unit; to participate in trade; agricultural enterprise; intermediate goods;
foodstuffs; to consume; to expand the potential market; economic relations among
nations; domestic economy; to meet a growing demand for goods; growth of
domestic employment; to expand a domestic market; to develop import of
manufactured goods.
I1. Give English equivalents to the following word combinations:
BHEIIHSSL TOPTOBJIS; TPOMBIIIICHHOE TMPEANPUITUE, Mpeanpusitie chepbl
OOCITY’KMBAHUS;, TOTOBbIE W3/IENUS; CENTbCKOXO3IMCTBEHHBIE TOBAPBI;, YIOBIETBOPSTH
CIIPOC; pacCrpCacititb PpCAKUC PECYPCHhI; a0COJIFOTHOE MMPpEUMYIIECTBO, CPaBHUTCIILHOC
NpEMYIICCTBO, IMMPECUMYILICCTBO, OCHOBAHHOC HA KOHKYPCHLHH, Ka4CCTBO ITPOIYKIIMHU;
IprueMKa I/IBJICJ'II/Iﬁ 3aKa34MKOM; IIHPOKOC HCIIOJIBL30BAHUC CbIPbA; IIOMOIaTh
OCITa0JICHHBIM ~ CEKTOpaM MECTHOW OKOHOMHUKH, BHYTPEHHEE TMOTPEOJICHUE;
Ppa3BUBarOIMNCCA CTPAHBI.
I11. Answer the following questions.
1. What does foreign trade mean in economic terms? 2. What are the three main
advantages of trade? 3. How did Adam Smith explain the role of foreign trade? 4. What is the
main principle of Ricardo’s theory of international trade? 5. What examples of comparative and



competitive advantages of trade can you think of? 6. Why did trade based on competitive
advantage appear as late as in the 19th century? 7. What is the role of international trade
nowadays? 8. Are developing or developed nations more interested in foreign
trade?

IV. Translate the following sentences into English.

1. MexxayHapoaHasi TOPTOBJIs, BKJIIOUAOIIas OOMEH TOoBapaMu M ycClIyraMu
MCIKAY CTpaHaMU, IIPUBCJIA K OOJIBIIIEN B3aMO3aBUCUMOCTH MCKIAY 9KOHOMHUKaAMHU
pasHbIX cTpaH. 2. BaxHO, 4TOOBI MEXAyHapoIHas TOPTOBIS IMO3BOJISIIA CTpPaHE
CIICOHUAJIM3UPOBATHCA HA TCX TOBApPAX, KOTOPLIC OHA MOJKCT ITPOMU3BOAUTH JACHICBIIC
u d(dexTuBHEe, YeM KOHKYpPEHTHl. 3. MHOrHe S5KOHOMHCTBI CUHTAIOT, YTO
TOPTOBJIsI, OCHOBAaHHAasA Ha IIPUHOUIIC OTHOCUTCIBHOIO IIPpCUMYIICCTBA, OaCT
BO3MOXHOCTb CTPAHC II0JYy4aTb 0oJbIIe TOBApPOB, YCM OHA MOKCT IIPOU3BCCTH,
UCIIOJIb3YsI TOJIBKO CBOM pecypcbl. 4. IIpuHIMOBI pa3BUTHA MEXITYHAPOIHON
TOProBJIn, paCCMOTPCHHBIC TAKUMH U3BCCTHBIMU 3KOHOMHCTAMH, KAK AIIaM Cmur
n I[aBHII PI/IKapI[O, KaK TII0JlararoT, sABJIAOTCA OCHOBOH COBPCMCHHBIX
SKOHOMHYECKUX Teopuid. 5. KOHKypeHIus, KaK HA MUPOBOM PBIHKE, TAK U BHYTpHU
CTpaHbl 34CTaBJIACT HpOI/BBOIII/ITeJIeﬁ yiaydmaTtb Ka4€CTBO TOBAPOB, IIPOBOJHTH
MOACPHU3AIUIO U BHOCHUTH HOBIICCTBA, YTOOBI ITPHUBJICYDb 0obIIIe HOTpe6I/ITeJIefL
7. Pa3Butne MG)I(,HyHapOI[HOﬁ TOProBJIH ITO3BOJIACT CTpAHC PACIIHPHUTHL PBIHOK
TOBApoOB, Oosee PaduOHAJIBbHO HUCIIOJIB30BATh ChIPHC U TPYAOBLIC PCCYPCHI, 4 TAKIKC
IIOMOYb OCJIA0JIEHHBIM CCKTOpamM MECTHOM PKOHOMMKH.

Text
Globalization

Globalization is the buzz word of our time. In the last two decades, the
amount of money and goods moving between the countries has been rising
steadily. At the same time, trade barriers across the world have been lowered.

It is becoming clear now that power in the world shifted from individual
governments to the markets. In theory, governments are free to the set their own
economic policies, in practice they must conform to a global economic model. The
crises of ‘tigers’ in the Far east some years ago showed that financial markets
control national economies.

The trend towards globalization in the early 70s, when the system of fixed
exchange rates, set up after World War I, stopped functioning. This mint that the
value of currencies would now be determined by the markets instead of individual
governments. By 1990, nearly all worlds’ major economies had got rid of
restrictions on how much money could be moved in and out of their countries.

Other factors contributing to the rise of globalization are new
communications technologies, and better transportation systems. These let
companies grow into multinationals goods on one side of the planet and selling
them on the other.

But adjusting to this new “economic order” is rather difficult. In the
developed world, and in particular the European Union, globalization is facing
widespread resistance. Critics complain that, without the protection of trade



barriers, workers in poor countries are low-paid and exploited, and wages of
workers in rich countries are foiling, especially in labour — intensive industries.

But how close are we to a truly global economy? For the losers, probably
too close. But in terms of real economic integration, there is a long way to do. A
global economy would mean complete freedom of movement of goods and
services, capital and labour. Yet, even ignoring the tariffs and other restriction still
in place, cross border trade is very small compared to the volume of goods and
services traded within countries. Foreign investment is also extremely small, a little
more then five per cent of the developed world’s domestic investments. But what is
really holding globalization back is the lack of labour mobility. Labour markets
remain mostly national, even in the European Union, where people can and work
in any country of the European Union.

VOCABULARY

buzz word - moHOE cl10BO

amount - o6beM

steadily - ycroitunBo

To conform - cooTBeTcTBOBATH

financial markets — ¢puHaHCOBBIN PHIHOK
exchange rates — kypc oomeHa

currencies - Bamrora

restrictions - orpanudeHus

To contributing — cmoco6cTBOBaTH, 1€IaTh BKIIAT
To adjusting — peryaupoBaTh, IPUBOJNUTH B COOTBETCTBHE
mobility — MoOuIBHOCTD

labour - intensive - Tpynoemkuii

losers — npourpaBmuii, MOTEPIIEBIIMIA TOPAKESHUE
protection - 3amuTa

tariffs — rapud

Tasks

1. Write questions to these answers

1. ?
It is globalization.
2 ?

Yes, the amount of money and moving and goods moving between the countries
has been rising steadily.

3. 2
Yes, trade barriers across the world have been lowered.
4 2

It has shifted from individual governments to the markets.



S. 2
Yes, governments are free to set their own economic policies.

6. ?
It showed that financial markets control national economies.
7 2

It began in the early 70s, when the system of fixed exchange rates, set up after
World War I, stopped functioning.

8. ?

This meant that the value of currencies would now be determined by the markets
instead of individual governments.

9. 2

By 1990.

10. ?

These are new communications technologies, and better transportation systems.
11. ?

These let companies grow into multinationals-producing goods on one side the
planet and selling them on the other.

12. ?

Yes, adjusting to the new “economic order” is rather difficult.
13. ?

Yes, it is facing widespread resistance.

14. ?

They complain that, without the protection of trade barriers, workers in poor
countries are low-paid and exploited, and wages of employees in rich countries are
falling, especially in labor-intensive industries.

15. ?

It would mean complete freedom of movement of goods and services, capital and
labour.

16. ?

It is the lack of labour mobility.

2. Complete these word combinations with verbs. They all appear in the text

1) to widespread resistance.

2) to trade barriers across the world.
3) to an effect

4) to economic policies

5) to to the new “economic order”
6) to national economies

7) to to a global economic model

8) to to the rise of globalization

9) to into multinationals

10) to goods

Tabmuma 1



European Union: The purpose of the EU is to from a
common between members that is not restricted by
tariff barriers. In 1986, a Single Market Act proposed
the removal of all trade barriers and tariffs. The
European Commission works on behalf of the EU to
make routine decisions and to propose new lawe that
will apply to new members. The Commissioner
responsible for transport policy has disciplined eight EU
member states for trying to make private deals with the

3. Fill in the gaps with the words from the box

Tabmuna 2

Investment resources container
compete

The Economist has identified these key contributors to globalization

oFree movemist of capital “at the touch of a button”. This is the fuel of

in all its forms.

oTrade liberalization, with the lowing of barriers.

oLowering of shipping costs thanks to the efficiency of containerization. (The
shipping charge for a whole of goods crossing the Pacific be as little as
$50. The transport cost for each “Japanese” TV, probably made in Malaysia or
elsewhere, sole in the US or Europe, is very little.

Reduction in telecommunications and computing . (The cost of a 3-
minute phone call from New York to London in 1930 was $300 in today’s money.
There is more computing power in the average wrist watch today than these was in
all the world’s computers in 1950. Organizations with the and
expertise to exploit the information on their networks on a worldwide scale will
have a key competitive advantage in many industries. Operating and producing for
not just one country, or even one continent, allows a company to reduce costs and
benefit from economies of

4. Translate into English

B Hamm gHUM cnoBO «riobanu3anus» CTaao MOAHBIM. B mocnemHue nBa
JECATUIICTUSI BUKCHHE JICHET W TOBapOB MEXAY CTpaHaMH CTaOWIBHO pacTeT.
OMHOBpPEMEHHO TOPTOBbIE Oaphepbl B MUpPE CHU3WINCH. HaCKOIBKO MBI OJU3KH K
rJ100aJbHON HYKOHOMHUKE U KaKO€ BIMSHUE OHA MOXKET UMETh?

Celfyac CTaHOBHUTCA OYEBUAHBIM, YTO BJACTh B MHUpPE Iepenuia oT
OTJEJIbHBIX MPABUTEIBCTB K pbIHKaM. TeopeTHyecku MNpaBUTENbCTBA MOTYT
CBOOO/JIHO OMNpEAENATh CBOIO COOCTBEHHYIO SKOHOMHYECKYIO TIOJMTHUKY, Ha



MIPAKTUKE K€ OHU JIOJDKHBI COOTBETCTBOBATH I100aTbHON SKOHOMUYECKOW MOJIEITH.
Kpusucel B crtpanax JlanbHero BocToka HECKOJIbKO JIET Ha3zaj IMOKa3aiu, 4YTo
(YHaHCOBBIE PHIHKM KOHTPOJMPYIOT HAIMOHAIbHBbIE SKOHOMHUKH. TEHIEHIHUs K
riobanu3zanuu Hadanach B Hayane 1970-x rojoB, Korjaa cucremMa (pMKCUPOBAHHOTO
Kypca oOMeHa mepecTtana (QYHKIMOHMpPOBajia. JTO O3HAYAJIO, YTO KypC BaJIIOT
ONpEAEsiin PhIHKK, a HE KOHKpeTHbIE mpaBuTeiabcTBa. K 1990 romy moutu Bce
BEJlyIlIHE TOCY/IapCTBa M30aBWIMCh OT OIPAaHUYEHUN Ha KOJIMYECTBO BBO3UMBIX U
BBIBO3UMBIX W3 CTpaHbl jAeHer. Jlpyrue (akTophl, CIOCOOCTBOBABIIHE POCTY
rio6anu3anuy,- HOBBIC KOMMYHUKAIIUOHHBIC TEXHOJIOTUU u
YCOBEPIICHCTBOBAHHBIE CUCTEMbI TPAHCIIOPTA.

DTO MO3BOJUJIO KOMIAHUSM MPOU3BOJIUTH TOBAPHl B OJHOM YacTH MHpa, a
MPOJIaBaTh UX B JIPYrOM, CTAHOBSCH TEM CaMbIM MYJbTUHAIIMOHAIBHBIM.

Ho mnpucnocoObuthcsi K 3TOMY HOBOMY «IKOHOMHYECKOMY TMOPSIKY»
JIOCTaTOYHO TpyAHO. B sKOHOMHYEeCKHX cTpaHaxX, ocobeHHO B EBpomeiickom
coro3e, Tiobanmu3amusi BCTPEYaeT IIUPOKOE compoTuBieHue. I[IpoTUBHUKH
riodau3alu  CYMTAIOT, 4YTO O€3 3alllUThl TOPrOBBIX OapbepoB paboune B
c1a00pa3BUTHIX CTPAaHAX MaJO OIUIAYMBAIOTCS M AKCILTYaTHUPYIOTCS, KPOME TOTO, U
B Pa3BUTHIX CTpaHax 3apaboTHas IjIaTa pabounx maaaer.

Complete the commentary using the words in the box. One of the words is
used twice
Tabmma 8

Boom demand downturns
Recession slump

The amount of goods and services that are bought in an economy at a
particular time is the level of (1) . For example, in Europe and the US
during the 1920s, Booms and recessions there was a (2) with rising (3)
for goods and services and people felt good about the economy. A (4)

Is a period when there is a negative growth, when an industry or the
economy as a whole is getting smaller. If the recession is very bad, there is a (5)
Following the Wall Street Crash of 1929, there was a long
depression with falling production, and millions of people out of work.

There have been other recessions when there have been relatively small (6)

in the economy, but nothing as bad as the Great Depression of the 1930

S.
7. Complete the gaps with the words from the box. Use the proper from of the
verbs. One of the world is used twice

Tabmma 9



Negotiations flows
annual
Chain combined
boom (2)
Recession
account for

1) lllegal trade indrugs  $500 billion a year.

2) The of the Metro shops is one of the biggest retailers in the
world.

3) In order to bring Russia's financial system closer to international standards, rules
on capital should be changed.

4) wealth of the world's three richest families is greater than
the income of 600 million people in the least developed
countries.

5) with the European Union concerned investments in Russian
economy.

6) If a business is growing fast, it is . The corresponding noun
IS

7) A period of fast growth followed by a period when the amount of activity falls is
one of :




QUALITY

THE QUALITY PROPHET

Author and consultant Subir Chowdhury shares insights about quality living—»both
in business and at home.

My friend Subir Chowdhury is a noted author and the CEO of ASI Consulting
Group. His clients are mainly major organizations. He's globally regarded as a top
thought leader in the field of quality management. What I love most about Subir is
his passion. | have met a lot of people in the "quality" business, but have never met
anyone who cares as much as he does.

| also appreciate his candor2 and honesty. He's one of the few consultants who
will "fire™ his clients if they aren't really serious about implementing change.
Subir's personal drive is to imbue3 every American with Quality DNA—to ensure
quality is for "all the people, all the time." He and I recently chatted. Edited
excerpts4 of our conversation follow:

Q:

| believe we should be very passionate about whatever we choose to do. While
our passion can get us started, it isn't enough to create a great career. Our passion
must be coupled with discipline, focus, and execution. Just as | ask my clients to
focus on continuous improvement, we need to continually improve in the skills that
are related to our profession. Just as | ask my clients to “pay the price" for quality,
we have to make the sacrifice needed to get to the top of our professional field.

Q:

Marshall, | firmly believe that quality is the most important factor for our career as
well as for our organizations. An organization's success depends on both process
quality and people quality. Unfortunately, most of us don't understand what quality
really is and how it affects us all. Most don't know where it starts. Many people
don't really believe that quality is their job. To improve process quality, we must
create a culture of high-quality people. Quality should be everyone's business—
all the people, all the time.

Q:

Absolutely! Try to look at it this way. We have all witnessed what has
happened to companies that ignore quality in products and processes. They have



suffered in many ways, such as damage to reputation, loss of market share, and
inability to attract great people. Eventually, they're devoured5 by their competition.
The same can be said for each of us. If we ignore quality and how it affects our
careers, we will eventually be devoured by our competition. If we just "do our
jobs™ without continually improving, we will fall further and further behind our
peers who keep on getting better.

Q:

It's funny you ask me that particular question, Marshall. But that's exactly the
question that every one of your readers should be asking themselves upon waking
every day. We should all begin our day with the understanding that "quality is my
business." We should all ask the question, *What can I do to improve the quality
of my work?" We shouldn't only look at the present. We should look to our future
and challenge ourselves by asking, "What can | do to improve the quality of my
career?"

Q:

Let me give you the condensed1l version, which applies to your readers at all
levels, from front-line employees to CEOs. If you truly embrace?2 the principles of
quality you will look at yourself as a different person—a person who can change
the world around you, for the betterment of all of your stakeholders.

Here are three steps that can improve both your business and your life:

First, listen to all of your customers. By "all" | mean not just the people who buy
your company's goods but your internal customers as well. At work, this could be
your colleagues, co-workers, suppliers, and partners.

At home, this could be your friends and family members. We spend too much of
our lives in isolation without realizing the many ways that we're impacting others.
We need to listen to their requests and understand specifically what they're telling
us they want and need.

Second, enrich what you do every day, both at work and at home. Enrichment
means continuous improvement. We can all challenge ourselves every day by
telling ourselves, "Whatever | did yesterday, I'm going to do better today!"
Enrichment is all about making our work and our lives better every day.
Enrichment doesn't just mean correcting our mistakes. It can mean building upon3
our successes. For example, if we have a wonderful achievement, we can challenge
ourselves by asking, "How can I help others achieve the same level of success that
| have achieved?" or "How can | apply my learnings from this success to other
parts of my life?" Improvement is a wonderful thing! It builds our strength and our
confidence.

Third, optimize your efforts by doing it right the first time. We Americans are
often quite poor in optimizing our efforts. We get so focused on just getting it done



that we may not take the time needed to do quality work. This applies to our
careers as well as our occupations. For example, rather than just sending out a
ritsumii, we need to take the time to customize4 our resume to fit the needs of our
potential employer. We need to take the same planning and project-management
skills that we apply at work and apply them to our lives!

Q:

My most recent book, The Ice Cream Maker: An Inspiring Tale About Making
Quality The Key Ingredient in Everything You Do (Currency, 2005), is an
engaging story that defines the three-step process we have discussed. It can
help anyone understand the basics of quality improvement.

Many of my readers have let me know that understanding the principles of quality
has made a positive difference in their personal lives, as well as their business
lives. I'm devoted to my own family and know how important our home life can
be. Knowing that my book is making a positive difference on the "home front"
makes me feel great!

Q:

Marshall, as you know, | wasn't born in America. | chose to be here. I love this
country. | feel deeply saddened when | see American companies losing the
quality battle. If we aren't careful we can easily lose our global competitive
advantage. While we need to change our organizations, we have to begin with
human quality.

Change has to first start within each one of us. We may be running out of time.
We need to change—and change quickly! Quality must be understood by all of us.
Quality needs to flow from our heads—an understanding of why it's so vital and
how to achieve it—to our hearts—passion to improve ourselves, our companies,
and ultimately our great country. I want all Americans to share this concern
and lead our revitalization.

Q:

Please invite your readers to visit my Web site at ww.subirchowdhury.com
or my company Web site at www.asiusa.com.

Q:

Absolutely! I'm at subir.chowdhury@asiusa.com.
Thank you!
by Marshall Goldsmith



Marshall & Friends April 4, 2007, 3:36PM EST
http://www.businessweek.com/careers/content/apr2007/ca20070404_050262.htm

Match each of the interview answers above to the right question.

O So improve the quality in everything you do. How do you do that?

0 This has been very insightful. Thank you so much. How can someone learn
more about your methods and strategies?

0 Why are you so passionate about improving quality in America?

0 What are a few points of advice you can give that will help everyone
better understand what quality is and how to make improvements?

0 Do you ever get feedback on the impact that your work has on families as well
as organizations?

O You clearly love what you do and have been a success in your field. What
secrets can you share that will help our readers grow in their careers as you have in
yours?

o Is it O.K. for our BusinessWeek.com readers to e-mail you?

O In terms of career development, why is understanding quality so important?

0 Do you mean that if I, as an individual, don't understand quality, I'm placing
myself at a career disadvantage?

Answer the questions.

Why is passion not enough for a brilliant career?

What does an organization’s success depend on?

What happens to companies that ignore quality?

How does the interviewee improve the quality in everything he does?

. What three-step strategy is offered by the interviewee to improve the quality of
one’s business and life?

6. Does the author of the three-step strategy have any feedback?

N

1. IlepeBeauTe TEKCT.

What my be the grounds for complaint coming from the Seller and what are
the ways of settlement?

The Seller in his turn is entitled to make a claim on his connterpart if the
Buver fails to meet his contractual obligations.

The Seller may inflict penalties on the Buyer if there is a default in payment.

In an f.0.b. transaction the Seller is entitled to compensation for extra storage
expenses if the Buyer’s vessel bound to pick up the goods fails to call at the port in
time.

In a c.i.f. transaction the Seller may claim the demurrage if his own vessel
stays idle at the port awaiting unloading.



The demurrage claims may emerge from the Buyer as well if a Contract is
signed on f.o.b. terms of delivery. If it is a c.i.f. contract, the Buyer is liable to
extra storage expenses when through the Seller’s fault he cannot clear the goods
from the customs within the allowable period.

Financially, legitimate claims are in large part settled by debit or credit
notes.

2. BpInuiuTe U3 TeKCTAa TEPMHUHBI.
3. IlepeBeaure HA PYCCKHH A3BIK COYECTAHUSA CJIOB:

breach of contract, make a claim on smb., statement of claim, survey report,
meet the claim, decline the claim, settle the xlaim, clean bill of lading, retain the
goods, allowance for damage, agreed and liquidated damages, compensate smb. for
smth., at someone’s expense, through smb’s fault, clear the goods, debit note,
credit note.

4. Haiinure B cjioBax npeduxcol U cyGpurcsol

seller, entitled, coming, settlement, complaint, transaction, contractual,
unloading, liable, allowable, financially, demurrage, delivery.

5. IlepeBenure npeni0:KeHHUs, IOBTOPUB NMpPeABAPUTEILHO HeJIHYHbIEC (DOPMBI
rjaroJia.

a) Coo0miasiock, B 3TOT pailoH Oblila ocIaHa 0oJibllask rpynna CTPOUTENEH.
b) Beuto 06HapyXeHO, 4TO BOJIa TOTO 03epa MPECHAsI.

) MaTepecHo, 4TO 3aCTaBUIIO €r0 YHTH Tak OBICTPO.

d) On mokasayi HaM KypHaJIbl, IOJYYCHHbIC OMOIHMOTEKOM.

e) IIpocuts ero 06 3ToM ObLTO GECTIONE3HO.

f) Bot nrckMo, KOTOPOE HAJ0 OTIIPABUTH HEMEJIJICHHO.

6. IMocTaBbTe riIaroJ riaBHOro mnpemioxenus B Past Simple u BHecure
COOTBETCTBYIOIIME M3MEHECHUs] B MPHIATOYHOE MpeAJioKeHHe (MpaBHJIO
COIJIACOBAHMS BpPEMEH).

a) | am surprised that she lives in the same house.
b) He thinks that he lost the money.

c) The teacher says that he is pleased with our work.
d) We knew that he is liaving for the country.

1. ITepeBeanTe TeKcT Ne 2

What is the claim procedure?



The Buyer must write a statement of claim and mail it to the Seller together
with the supporting documents. Bill of Lading, Airway and Railway Bill, Survey
Report, Quality Certificate may serve as documentary evidence. If necessary,
drawings, photos, samples are enclosed as proofs of claims.

The date of a compliant is the date on which it is mailed.

Claims ean be lodged during a certain oeriod of time, which is usually fixed
in a Contract.

During the claim period the Seller is to enquire into the case and
communicate his reply. He either meets the claim or declimes it.

The Seller declines liability if the B/L is “clean”, that is the shipping
comppany hasn’t made any remarks about the quantity or condition of the cargo
shipped.

The Seller has also a full right to decline a claim if the goods are disorderly
stored, miscandlind or misused by the Buyer.

If a claim has a legiyimate ground behind it the parties try to settle it
amicably.

2. BoinumuTre U3 TEKCTA TEPMUHBI.
3. IlepeBeaure HA PYCCKHH A3BIK COYECTAHUSA CJIOB:

a statement of claim, supporting documents, Bill of Lading, Airway Bill,
Railway Bill, Survey Report, Quality Certificate, documentary evidence, a proof of
claim, the date of a complaint, to lodge a claim, claim compensation, negotiate a
contract, the duration of a force mejeure.

4. Haiinute B cjioBax npepuxcol u cypdukcol

During, communicate, shipped, disorderly, legitimate, amicably, enclosed?
supporting, statement, lodged, enquiry, usually, fixed, shipping, unusually,
documentary.

5. IlepeBeanTe npeaioKeHHsl, NOBTOPUB NPEABAPUTEIbHO HeJIUYHbIE (GOPMbI
rjaaroJa.

a) JTa HOBOCTh 00pajoBaja MEHH.

b) Haneroch, 4TO BBl HAMUIIIMTE MHE.

C) Bpsia mu ero MO>KHO 3aCTaBUTH C/I€NIaTh YTO-TMOO0, €CIIM OH ATOTO HE 3aX0YeT.
d) [Tonaratot, 4To 3Ta CTaThsl OyJACT OMYyOIMKOBAHA B CICIYIONIEM MECSIIC.

e) OTKpBIB IBEpPb, OH MOA0K/1a]l HEMHOT'O U BOIIIE]I B KOMHATY.

f) 51 mumen ynoBonbCcTBUE 3HATH €T0 JIMYHO.



6. IlocTaBbTe TIJaroJ rJaBHOro mpemioxkeHusi B Past Simple u BHecurte
COOTBETCTBYIOIIIie W3MEHeHHMsl B TMNPUAATOYHOE Tpelsio:KeHHe (NMPaBUIO
COTJIACOBAHMS BPEMEH).

a) Do you knon that he is going to publish his new book?

b) We decide that when winter comes, we shall ski and skate every Sunday.
c) | believe the weather will be fine to tomorrow.

d) I hope that you are happy to see your brother again.

CUSTOMER SERVICE

STARTING UP
Work with a partner. Discuss the questions below and decide which answer a, b or
¢, you think is the most likely.

1 How much more do you think it cost to attract a new customer than to keep an
existing one?
a twice as much b five times as much c ten times as much

2 For every official complaint a company receives, how many other unhappy

customers do you think there are who don’t actually complain?
al1l-10 b 10-20 cover 20

3 On average, how many friends and family members do you think

an unhappy customer tells about his or her problem with a company?

a four or five b nine or ten c about twenty

4 Of the customers who do complain, how many do you think will do business
with the same company again if their complaint is dealt with quickly and
successfully?

a over 90% b 50-90% c less than 50%

Check your ideas with your teacher. What conclusions can you
draw about the importance of customer service from these statistics?

VOCABULARY
1. Look at the different characteristics of service (1-6). Match the
words in the box with the synonymous ones.

pricey low cost fast quick five star

unsatisfactory exceptional below standard
personal costly

Logreat ..o
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2. Complete the sentences about service with words from the box.

standards sector range charge tailor offer
agreement at your station

1. We are always ... ... ... service, 24 hours a day, 365 days a year.

2. Weonly......... this service to our Gold Card customers.

3. We provide a wide ... ... ... of services to our Silver Card
customers.

4. Wecan... ... ... our service to fit your exact needs.

5. We were nearly out of petrol so we stopped at a motorway service
......... , filled up the car and had a coffee.

6. There is a small service ... ... ... of 20 euro which you pay if one
of our engineers is called out.

7. You can take out a service ... ... ... which covers any breakdowns
or other problems for two years.

8. The service ... ... ... 1s growing but manufacturing is getting
smaller.

9. We always aim to provide the highest ... ... ... of service.
READING

1. Before reading the text, match each word in the left column with its
definition on the right.

involvement a) great pleasure

logistics b) a routine task, especially a household one

retention ¢) loyalty or commitment

profit margin d) the continued possession, use, or control of something
allegiance e) the amount by which revenue from sales exceeds costs in a
business

chore f) the detailed coordination of a complex operation involving
many people, facilities, or supplies

delight g) the fact or condition of participating in something

Philip Kotler defines customer service as ‘all the activities involved in making it
easy for customers to reach the right parties within the company and receive quick
and satisfactory service, answers and resolutions of problems'.




Customers have expectations, and when these are met, there is customer
satisfaction. When they are exceeded, there may be delight, but this depends on the
degree of involvement in the purchase. There is a scale between the chore of the
weekly shop at the supermarket and the purchase of something expensive such as a
car that, for many people, only takes place once every few years. The scope for
delight and, conversely, dissatisfaction is greater in the latter situation.

The telephone can be used to sell some services, such as banking or insurance,
entirely replacing face-to-face contact. The customer helpline can be a channel of
communication to complement face-to- face contact. Or it can be used before or
after buying goods as a source of information or channel of complaint.

The figures are familiar: 95 per cent of dissatisfied customers don't complain, but
just change suppliers. As the article in the main course unit relates, customers
receiving good service create new business by telling up to 12 other people. Those
treated badly will tell up to 20 people. Eighty per cent of those who feel their
complaints are handled fairly will stay loyal, and customer allegiance will be built.
Customer retention is key: studies show that getting repeat business is five times
cheaper than finding new customers. Customer defection must, of course, be
reduced as much as possible, but a company can learn a lot from the ones who do
leave through lost customer analysis: getting customers to give the reasons why
they have defected, and changing the way it does things. Service providers, such as
mobile phone or cable TV companies, have to deal with churn, the number of
customers who go to another provider or stop using the service altogether each
year.

In many services, satisfaction is hard to achieve because the customer interaction
is difficult to control, which is why service organisations like airlines, banks and
legal firms create high levels of dissatisfaction. If a product or service breaks
down, fixing the problem may build customer loyalty, but it will also eat into the
profit margin.

Customers must be satisfied or delighted, but at a profit. If salespeople or call-
centre staff or hotel receptionists are over-zealous, there may be lots of satisfied
customers, but the business may be operating at a loss.

Kotler says that it is not companies that compete, but marketing networks
comprising a number of companies. For example, a PC is assembled from
components made by several manufacturers, sold through a call centre which may
be a subcontractor, delivered by a transport company and perhaps serviced by yet
another organisation as part of the manufacturer's product support. It is the
customer's total experience that counts. Making the computer is just one part of
this. The logistics of selling and organising the services needed by each customer
becomes key.

1. How does Philip Kotler define customer service? What activities does he
mention?

2. What exactly is customer delight and what’s the difference between customer
delight and customer satisfaction?

3. What services can be sold over the phone?



4. Can you describe the over zealous services?
5. Why logistics is important in selling and organizing services?
6. Translate the words in bold in Russian.

Match the words (a-g) with the definitions (1-7).

a contract c guarantee e refund g satisfaction
b faulty d loyalty frepeat

1. a written promise by a company to repair or replace a product free of

charge, within a specific period of time

2. a feeling of happiness or pleasure with what you've got

3. money given back to somebody because they are not satisfied with the goods or
services they have paid for

4. the quality of maintaining support for something

5. not working properly

6.a formal written agreement between two or more groups which says

what each must do

7. happening again




ETHICS

A CODE OF ETHICS

A code of ethics is a set of guidelines which are designed to set out
acceptable behaviors for members of a particular group, association, or profession.
Many organizations govern themselves with a code of ethics, especially when they
handle sensitive issues like investments, health care, or interactions with other
cultures. In addition to setting a professional standard, a code of ethics can also
increase confidence in an organization by showing outsiders that members of the
organization are committed to following basic ethical guidelines in the course of

doing their work.

The format of a code of ethics can vary widely. Unlike more straightforward
employee guidelines and codes, a code of ethics usually starts with a section
that sets out the purpose, aspirations, and goals of the parent organization. For
example, the 2002 code of ethics for the American Psychological Association
(APA) begins: “Psychologists are committed to increasing scientific and
professional knowledge of behavior and people's understanding of themselves and
others and to the use of such knowledge to improve the condition of individuals,
organizations, and society.”

Following a general introduction to the function and goals of an organization
IS a section dedicated to setting out specific behavior standards for members. This
section usually covers potential ethical issues such as confidentiality, partisanship,
or misuse of information. In addition to addressing theoretical ethical minefields, a
code of ethics often contains a section which outlines the procedures for handling
grievances, both outside and inside the organization.

A well written code of ethics will be easy to follow and very clear, with
sections that people can point to in order to illustrate specific issues. In the sense of
organizations like the APA, members agree to support the code of ethics both
because it is good practice and because it promotes their organization. A code of
ethics also stands behind most scientific experimentation, ensuring that the results
are valid and that the testing was carried out in an ethical way.

In the business world, some companies like to use a code of ethics to ensure
that their employees act in a responsible manner. A business with a code of ethics
may also be viewed more favorably by members of the public, which means that a
code of ethics is a sound business decision. Adherence to a code of ethics may also
be required for continued employment; an employee manual may include a clearly
outlined code of ethics, for example, with a note that failure to follow the code is
grounds for termination.

Many people also live by a personal code of ethics. Although your code of
ethics may not be clearly written out, you may have some strong personal beliefs
about various issues which help to guide your choices in life. Some people believe
that having a strong personal ethical code and abiding by it is a very important tool
for maintaining self integrity.



Answer the questions.

1. What is a code of ethics?

2. In what spheres can it be vitally important?

3. What is the extra benefit from it?

4. What is the usual format of a code of ethics?

5. Why do most companies and organisations prefer to have a code of
ethics?

Ilpouumaiime mexcm o 0en080u smuKe u 06cyoume ciedyroujue YmeeprHcoOeHus.:

BUSINESS ETHICS
Some people argue that the objective of business, and consequently the role of
managers, is to make as much money as possible for companies’ owners, the
stockholders or shareholders. Other people argue that companies have to be careful
never to cheat customers, but for purely business reasons, rather than ethical ones:
disappointed customers will not buy any more of your products in future. Still
other people insist that companies have social and ethical responsibilities to their
customers, their staff, their business partners, their local community, society in
general, and the natural environment, that are as important as, or more important
than, their responsibility to provide a fi nancial return to their shareholders.
A Dbusiness must conform to the basic rules of society. In your opinion, do the
following activities, several of which are not illegal, conform to the basic rules of
society, or not?
1. Bribing corrupt foreign offi cials in order to win foreign orders, on the grounds
that where bribery is a way of life, you have no alternative if you want to win a
contract.
2. Industrial espionage — spying on competitors’ R&D departments with concealed
cameras and microphones, bribing their employees, etc. — rather than doing your
own expensive research and development.
3. Selling supposedly durable goods with ‘built-in obsolescence’, i.e. which you
know will not last more than a few years.
4. Spending money on lobbying, i.e. trying to persuade politicians to pass laws
favourable to your particular industry.
5. Telling only half the truth in advertisements, or exaggerating a great deal, or
keeping quiet about the bad aspects of a product.
6. Undertaking ‘profit smoothing’, i.e. using all the techniques of ‘creative
accounting’ to hide big variations in profi t fi gures from year to year, and
threatening to replace the auditors if they object.
7. ‘Whistle blowing’, i.e. revealing confi dential information to the police or to a
newspaper, e.g. that a company is breaking health and safety regulations
and therefore putting people’s lives in danger, or illegally selling arms to foreign
dictators
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(Test 1)Past Simple

1. Write the past forms of the irregular verbs.

go — buy — do —
come — have —

2. Complete the table in simple past.

+ - ?

Jane was tired.

Sean did not work.

Did | have a cat?

Mary did not sing.

Did she see us?

3. Put the sentences into simple past.

1) We open the door. — 4) Kerry does not speak English. —
2) You write poems. — 5) Do you see the bird? —

3) Richard plays in the garden. —

4. Write sentences in simple past.

1) you / cards / play 4) not/ 1/ early/getup

2) | /acar/want 5) not / Jeff and Linda / home / cycle
3) we / the game / lose

5. ,,Was“ or ,,Were*“?

1) T ... hungry. 4) Charly Chaplin ... a famous actor.
2) You ... in Australia last year. 5) Lisa and James ... at home.

3) She ... not there.

6. Ask for the bold part of the sentence.

1) Billy ate an apple. 4) The boy read a book.

2) The children played in the garden. 5) The girl wrote five letters.
3) Laura came home at six o'clock.

7. Make the past simple, positive, negative or question

1) I (not/drink) any beer last night. 4) Where (you/get off) the train?
2) She (get on) the bus in the center of 5) I (not/change) trains at Victoria. .
the city. 6) We (wake up) very late. .

3) What time (he/get up) yesterday?



7) What (he/give) his mother for
Christmas?

8) I (receive) £300 when my uncle
died.

9) We (not/use) the computer last
night.

10) (she/make) good coffee?

11) They (live) in Paris. .

12) She (read) the newspaper
yesterday.

(Test 2)The Past Simple

. There isn’t a cloud in the sky, but it
(be) cloudy in the morning.

is

was

were

. Mrs. Clay usually finishes her work at
half past three, but she (finish) it later
yesterday afternoon.

finish

finishes

finished

. Every day | help my Mom about the
house, but last week | was very busy
with my exam. So | (not/help) her
much.

not helped

didn’t helped

didn’t help

. Tom isn’t playing tennis tomorrow
afternoon, he (not/play) tennis
yesterday.

doesn’t play

didn’t play

didn’t played

. We generally have lunch at 12.30, but
yesterday we (have lunch) later.
had lunch

e o o @

13) I (not/watch) TV.

14) He (not/study) for the exam.
15) (he/call) you?

16) (l/forget) something?

17) What time (the film/start)?
18) He (have) a shower.

19) Why (you/come)?

20) (he/go) to the party?

have lunched
had had lunch

Now my brother smokes a lot, but he
(not/ smoke) before.

hadn’t smoked

didn’t smoke

not smoked

The Frasers live in four-room
apartment, but last year they (live) in
a small house in the country.

were living

did live

lived

| (get) to the market myself last time,
but now I don’t remember how to get
there.

getted

goted

got

How you (cut) your finger?
How have you cut

How you cutted

How did you cut

10.Jack (try) to remember what he had

done last April.
was tried



e tried
o tryed

11.Looking through the paper, the
teacher (find) several mistakes.

e finded

e founded

e found

12.He (meet) Mary and (fall) in love with
her at first sight.

e had met, falled

e met, fell

e meeted, fell

13.Helen (prefer) tea to coffee.
e preferred
e preffered
e prefered

14.When you (write) to your parents last
time?

e When do you writed

e When did you write

e When did you wrote

19.We (not/have) a holiday last year.

e didn’t have

e haven’t had

e haven’t had

20.When Jill (finish) school?
e When did Jill finished

e \When was Jill finish

e When did Jill finish

15.Yesterday Mr. Watson (drink) too
much at the party.

e drunk

e drinked

e drank

16.Don’t worry about your letter. I (send)
it the day before yesterday.

e sended

e have sent

e sent

17.When | was a child, | (always/be) late
for school.

e were always late
e was always late
e Dbe always lated

18.My husband (work) in the bank for
three years since 1990 to 1993.

e was worked

e had worked

e worked



Test 3 (Past Simple)

. Make the past simple, positive, negative or question:

(you / teach) before you came here?

(not / play) tennis yesterday because it was raining.

8.

a) Did she have a dog
when she was a child?
b) Did she has a dog
when she was a child?

9.
a) When did the party

1.1 (work) in a bank for ten years.
2. Where (you / live) when you were young?
3. She (not / study) French at university.
4. He (travel) through the Middle East last year.
5. (they / visit) the Louvre in Paris?
6. She (not / watch) TV yesterday.
7. We (buy) a new car last weekend.
8. Where
9. He (not / think) that he was right.
10. | (cook) steak last night.
11. (Lucy / read) ‘War and Peace’ at school?
12. She (not / write) to her grandmother.
13. We (have) a computer when | was a child.
14. Where (you / go) on holiday?
15. 1 (love) ice cream when | was a child.
16. They (not / meet) yesterday.
17. (she / swim) in the sea in Greece?
18. We
19. He (try) to lift the box but he couldn’t.
20. What (you / eat) for lunch?
2. Choose the correct option for the simple past questions.
1. a) Was the party fun?
a) Where did she goes b) Did the party fun?
yesterday? 5.
b) Where did she go a) When was the
yesterday? game?
2. b) When were the
a) Were she play game?
hockey on the 6.
weekend? a) Did the dog sleeps

b) Did she play hockey
on the weekend?

3.

a) Was she late for
work in the morning?
b) Were she late for
work in the morning?
4,

in the house last night?
b) Did the dog sleep in
the house last night?

7.

a) Did the children
paint a picture?

b) Were the children
paint a picture?

start?

b) When was the party
start?

10.

a) Who was your
teacher?

b) Who did your
teacher?
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Put the verbs in Past Simple form:

1. Yesterday I ..... to the cinema.(go)

2. My sister ..... a birthday cake last week. (bake)

3. Peter ..... his bicycle to work yesterday. (ride)

4. Susan and Michael .... to Salzburg two days ago. (drive)
5. Jane ..... her mother to the theatre last Saturday. (take)
6. A friend ..... his leg while paragliding. (break

7. Last week Mary ..... a cold. (have)

8. My son ..... a lot of homework last night. (do)

9. Rainer ..... a lot of Guinness in the pub last night. (drink)
10. Manfred ..... new glasses last month. (buy)

Do the following:

Put the affirmative sentences in the correct order.

Transform the affirmative sentences into negative and interrogative.
Translate the affirmative sentences.

(+)= affirmative (- )= negative (?)= interrogative (t)= translation
example:

Bought / a new car / Mary / yesterday afternoon

(+) Mary bought a new car yesterday afternoon.

(-) Mary did not buy a new car yesterday afternoon.

(?) Did Mary buy a new car yesterday afternoon?

(t) Mopu kynuna nosyro mawiumny euepa onem.

2. To New York / last year / travelled / we

3. Last night / the dog / bones / ate

4. Searched / the books / everywhere / Joshua and Rose

5. Beautiful letters / my boyfriend / the other day / wrote

6. In 1969 / walked / Neil Armstrong / on the moon

7. My daughter / the flowers / in the park / smelt / yesterday

8. Cleaned / I / last week / the house

9. Last night / enjoyed / she / the party

10. All the answers of the test / Mark / knew



TEST PRESENT SIMPLE VS PRESENT CONTINUOUS

1. He his English at the moment.

a) studies

b) is studying

c) does study

2. Tom video games now. He usually does his homework in the afternoon.
a) does play

b) don't often play

c) isn't playing

3. English? | can only speak English.
a) Are you speaking

b) Do you speak

c) Are you speak

4. They rarely in the evening.
a) are going out

b) go out

C) goes out

5. golf on Saturdays?

a) Do you play

b) Are you playing

c) Does you play

6. Tom the first Monday of each month off work.
a) always is taking

b) always takes

c) always take

7. yourself at the moment?

a) Do you enjoy

b) Does you enjoy

c) Are you enjoying

8. Peter what to do!

a) isn't knowing

b) doesn't know

c) know

9. You...... into things and breaking them. How can anyone be so clumsy?
a) always bumps

b) always bump

c) are always bumping

d) always bumping

10. Sandra: "What ...... about?" Ann: "My summer holidays!
a) does he think

b) you thinking

c) do you think

d) are you thinking



11. You should see the new Brad Pitt film. He plays the part of a cowboy who ......
a lawless town.

a) cleaned

b) cleans

c) is cleaning

d) clean

12.Money ...... on trees!

a) didn't grow

b) isn't growing

c) don't grow

d) doesn't grow

13.My father ...... too much!

a) smoking

b) smokes

c) is smoking

d) smoke

14.Why ...... ? You should be listening to me!

a) you are talking

b) do you talk

c) are you talking

d) you talk

15.Sandra: "Do you play the piano?" Ann: "No, I ...... any musical instrument!

a) isn't playing

b) don't play

c) am not playing

d) doesn't play

16.A new hotel ...... in the center of town.

a) is building

b) built

c) is being built

d) is built

17.My father ...... me to school this week because we had an accident and our car is
being repaired.

a) doesn't drive

b) hadn't driven

c) don'tdrive

d) isn't driving

18. QOil ...... on water.

a) float

b) is floating

c) floats

d) floating

19.All children ___ chocolate.

a) are adoring

b) are adore



c) adore

20.We ___ apicnic at the moment.

a) are have

b) are having

c) has

21.How _ to work?

a) does you usually get

b) are you usually getting

c) do you usually get

22.Jenny always __ nice expensive clothes.
a) wears

b) is wearing

C) wear

23.Betty can’t answer the phone. She .
a) sleeps

b) issleep

c) is sleeping

24.These jeans ___ much.

a) doesn’t cost

b) don’t cost

C) are not costing

25.His eyes are closed. He _ at you.

a) isn’t look

b) isn’t looking

c) doesn’t look

26.Mark and Greg always __ home before 9 p.m.
a) come

b) comes

C) are coming

27. _ your boyfriend often invite you to the cinema?
a) Do

b) Is

c) Does

28.My parents ___ the house right now.

a) is cleaning

b) are cleaning

c) clean

29.My mother never ____ me up in the morning.
a) doesn’t wake

b) is making

c) wakes

30.My father is in Greece now. He ___ at a very nice hotel.
a) stays

b) is staying

Cc) stay



31.Ann ___ her friends early in the morning.
a) doesn’t usually meet

b) don’t usually meet

C) isn’t usually meeting

32.All the members of our family often ___ for evening tea.
a) gather

b) are gathering

c) gathers

33.1 _ dinner because I’m really hungry.
a) cook

b) am cooking

Cc) is cooking

34.What ___ on Saturdays?

a) are you doing

b) does you do

c) doyoudo

35.I'msorry. I this word.

a) doesn’t remember

b) am not remembering

c) don’t remember

36.Don’t go out! It hard at the moment.
a) is snowing

b) snows

C) snow

37.Brian always ___his friend in the evening.
a) is phoning

b) phones

c) phone

38.Why  ? I’ve lost my keys.

a) do you cry

b) does you cry

C) are you crying

39.We __letters to our relatives every month.
a) are sending
b) send
Cc) sends
40. Mother can’t fall asleep because her children  too much noise.
a) are making
b) makes
c) make
41.When __ ?

a) do he normally get up

b) is he normally getting up

c) does he normally get up

42.Sam and Tim ___ tennis very often.



a) are not playing

b) doesn’t play

c) don’t play

43.Look at that man! _ him?
a) Does you know

b) Do you know

c) Are you knowing

1.

6.
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WORK 1 Sales

Below is a list of definitions and explanations of some very important notions
in trade. Match the notions with their definitions on the right.

product a series of related products

product line a name, term, symbol, design or combination
used to identify a product

brand the goods and services a company provides

consumer durables lengthening a product line

line-stretching goods which last a long time

True or false?

A brand gives identity to a product.

Line-filling of a product is the things that make it special and different from other
similar products.

Commercial potential of products means their amount of sales and the profit they
can bring.

A customer profile is the loyalty of customers who buy the product.

Moving either up-market or down-market is making items of higher or lower
quality.

Anything capable of satisfying a need or want is a product.

Multiple choice

a) Which of the following occurs the earliest in a product development?
1) test

2) launch

3) promotion

4) manufacture



b) An advertisement should

1) state the product objectives

2) describe USPs of a product

3) seek a certain percentage of market control
4) show changes in a product quality

c) Line-stretching means

1) adding further items in a product range

2) lengthening a product line

3) identifying new products appealing to customers

WORK 2
Making purchases

When on a business trip abroad | often go shopping. | need to make some
purchases before leaving the country because | want to buy presents for my wife
and children. | prefer supermarkets for shopping. They have become very
popular with the shoppers because you can buy everything you need under one
roof and they are self-service shops and have parking possibility. I can also make a
purchase at clothes shops, shoe shops, book shops, etc. But | call at a department
store as it has many departments and | can buy everything | need in one building.
The things for sale are on the counters so that they can be easily seen. | don't like
expensive department stores, | prefer to go to cheaper ones. Shops and
department stores are open every day till 7 o'clock. Almost all the shops are
closed on Sundays.

| ask the nearest way to the Central Department Store and get there by bus. It
takes me 10 minutes. A lot of people move along the counters of the shop and look
at the shop-windows choosing what they need. I'd like to buy a suit for me, a pair of
gloves for my wife and some toys for my children. There's a very good choice of
ready-made clothes at the men's and women's departments of the store. | ask the
shop-assistant (the sales-girl) to help me choose a summer suit of the right size for
everyday wear. | try on a few suits in the fitting room. The suit | choose fits me
perfectly, it's in grey and matches my eyes, it's not expensive. At least, it costs no more
than | can spend. I'm sure that it's my style and it'll wear for ages. | pay for the suit
cash. The cashier gives me a change. | also buy a pair of nice gloves at the women's
department for my wife. If the gloves are tight, I'll get a refund. And the toys | buy
for my children will be a good present and make them happy.

Vocabulary
to go shopping — xoauTh 3a MOKYIIKaMH, XOUTh [0 MarasuHaM
to make purchases — nenaTh MOKyIKH
shopper — nmokymarenb
clothes shop — marasun o€k bl
shoe shop — 0OyBHOI1 Mara3ux
to call at a department store — 3axoauTh B yHHUBEpMAar
expensive — 1oporoii, JOpOroCTOSIIHIA



cheap — nmemreBkblIit, HeTOpOTOM

to move along the counter — nBuraThCs BIOJb MPHIIABKa

to look at the shop-windows — n3y4atrs BUTpUHBI

to buy a suit — KkymuTh KOCTIOM

gloves — nepuaTku

ready-made clothes — roroBas oxexma

shop-assistant — mpoaBel, IpoAaBINKLA

to try on smth. in the fitting room — npumepsTh 4TO-TMOO B IPUMEPOTHOMA

to fit — ObITh BIOpPY, OBITH B CAMBI pa3, MOAXOIUTh

to match — moaxoauTh, COOTBETCTBOBATH (I10JT TIAPY; IO IIBETY, (DOPME U T. II. )

to wear for ages — HOCHTBCS 10O

to pay (in) cash — mIaTuTh HaTUYHBIMU

cashier — xaccup

to give a change — naBaTh caay

tight — TecHbIil, MIIOTHO MpHUIIETarOIINI

to get a refund — moyunTh HEHBIM OOPATHO

I. Give Russian equivalents to the following word combinations:

to buy presents for smb.; to become very popular with smb.; to buy smth. under
one roof; self-services shops; clothes shop; shoe shop; to call at a department store;
to be on the counter; expensive; cheap; shop-assistant; to fit perfectly; to match; to
cost; to spend,; tight.

I1. Give English equivalents to the following word combinations:

nocemarbs MarasvHbl; [JC€JaTb IIOKYIIKHM, IIOKYIIATCJb, JIBUTATbLCA BIOJb
NPWIABKA; HM3y4yaTh BUTPHUHBI; XOPOIIMK BBIOOP TOTOBOM ONEXKAbI; BBIOpPATh
KOCTIOM HY’KHOT'O pasMcpa Ha K&)KI[BIﬁ ACHDb, IPUMCEPATH, IIPUMEPOUHAadA; HOCUTLCA
A0JITO, INIAaTUTb HAJWYHBIMHU, KACCHUP, AdaBaTb CAady, KYIIUTb IIapy IICPUYATOK;
IMOJIYUYUTh ACHBI'H 06paTHO.

I11. Answer the following questions.

1. When and why do businessmen go shopping? 2. What kinds of shops do you
know? 3. Where do you prefer to make purchases? 4. Do you prefer cheaper shops
to expensive stores? 5. Does shopping take you much time? 6. What are
advantages and disadvantages of the self-service shops? 7. What can you do if you
buy a suit of a wrong size (it's tight, long or short)? 8. How can you pay for your
purchases? 9. Is there always a good choice of goods at the nearest store? 10. Do
the clothes you buy always wear long (for ages)?

IV. Translate the following sentences into English.

1. Kakoit pazmep (size) omaex sl Bbl HocuTe? — 46. — A 00yBu? — 37. 2. Kak BbI
JyMaeTe 3TOT CBUTEp nojoimer MHe? — Jla, OH BaM MOAXOAUT. DTO yJI0oOHas
OJIeKJ1a JJIsl X0JIOHOM moroApl. 3. OHa OblIa CIIUIIKOM HapsiAHO OjeTa JIJIsi 3TOrO
ciydas. 4. Tel 3amnaTun 3a nokynky? — Jla, Tonbko 4to. 5. YV 105 ecTh ¢ coOoi
nenbru. — Jla, a uro? — Onomku MHe, oxkanyiicta, 300 gomrapos. 6. Mbl 00bI9HO
XOOUM 3a TMOKynKaMu 1o cy66oram. 7. Ha Hame#t ymune ectb OO0NbIION
yHUBepMar. 8. B aTom MarasunHe mpekpacHbIii BEIOOp KOCTIOMOB. 9. Kakoro 1Bera
pyOamka Bam HpaBuThcsa? 10. MHe xoTenoch Obl KynuTh cebe HOBOE JIETHEE
miatee. 11. Kakoit pasmep pyOamku Bl HOcuTe? 12. [lpumepounas HaxomguTcs



HaieBo oT AepH. 13. IIpumepbre, moxanyiicra, 3TOT cepblid KocTioM. Ho 1 yxe
npuMepsist ero. 14. Ilnam (raincoat) Hegoporoi, HO O4eHb KpacuBbid. 15. D10
1aThe XOpOIIo CUIUT Ha Bac. 16. Ha Hell Buepa OblIO KpacMBOE YEpPHOE IJIAThE.
17. He mokymail 3Tux OOTHMHOK, €clii OHM TecHbl. 18. CKOJBKO CTOUT 3Ta
pybamka? 19. He 3abynpre B3aTh caady. 20. Sl nmpuBe3 HECKOIBKO CYBEHUPOB M3
Jlongona. 21. aBaii 3aiimeM B OTAEN T'OTOBOM OACKAbl. Sl Xouy KymuThb cebe
Huisiny, IUIaTheé W Jpyrue Belmu Ha JjeTo. 22. B HameMm ropoae ecThb
YHUBEpPCAIbHBIC Mara3uHbl, TJ€ BBl MOXXET€ HAWTH OONBINOW aCCOPTUMEHT
pasznu4HbIX TOBapoB. 23. KocTioMm mioxo cuaut Ha Tede. OH cImMmikoM y30k. S He
COBETYIO TeOe MOKymath ero. 24. XoTs 3TO MajabTO JOBOJIBHO AOPOTOE, S COBETYIO
TeOe KymUTh €r0: OHO CHAMT Ha Tebe xopormno. 25. DTa depHas IUIANa XOPOIIO
MOAXOJUT K BallleMy HOBOMY HaJIbTO.

Companies

l. Match the words to their definitions.

1. Costs a) the act of getting control of a company by
buying over 50% of its shares;

2. Conglomerate b) someone who owns and runs a business on
his or her own rather than with another person;

3. Investment c) alarge business organization consisting of
several companies that have joined together;

4. public limited d) arelationship between two people,

company organizations, or countries that work together;

e) all the things that someone owns)
5. private limited

company f)  money lent to someone so that they can start
a new business;

6. multinational g) the money that people or organizations put;
into business activity in order to make a profit;

7. netincome h) capital that a company has from investors
who have bought shares;

8. partnership 1) acompany whose shares are not openly
traded and can only pass to another person with the

9. property agreement of other shareholders;

J)  the amount of income left after paying
income tax and social security contributions;

10. share capital k) a large company that has offices, factories,
and business activities in many different countries;

11. sole proprietor [)  the money that a business or individual must
regularly spend.

12. takeover m) a limited company whose shares are freely

sold and traded;




13. venture capital

. Fill in with the suitable words.

business ethics leadership retail chains
costs loan shares
demand property venture capital
companies
investment
1. The company did well under the ... of its founder, Haruo Suzuki.
2. Pullman has borrowed heavily from banks and
3. Japan’s traditional ~ such as Seibu and Mitsukoshi, are big
players in the luxury goods field.
4. The President supports a tax cut on profits from sales of... such as
stocks and real estate.
5. The bank recently made a ... to the company for a new warehouse.
6. Friendly companies and banks alone hold 56% of all... in
Germany’s listed companies.
7. Kraft is seeking to cut... by closing plants.
8. Besides sales techniques, salespeople will get training in contract
law, psychology, and
0. Chrysler said its Jeep plant won’t operate next week because of
weak
10. The largest Korean ... in China is a $17.7 million factory that will

make piano and guitar parts.

1. Fill in with the correct preposition.

1 Alex is responsible ... quality control.

2. Julie is ... charge ... a department of 15 staff.

3. She likes to make presentations ... future projects.

4 They manufacture plastic furniture ... the brand name IKEA.

5 There was a very strong demand ... jeans and T-shirts over the last
month.

6.  John now has an art studio that deals ... advertising agencies.

7. Southwest increased the number of passengers it carried last year ... 14
%.



8. behalf... the department, | would like to thank you all.

IV. Ask questions to the missing information.

1.  Virginia was born in ..., but her parents moved to ... when she was
only four years old.
2. She was a very successful student. Her favorite subjects were ....

3. In fact, she was always good at..., maybe because her father worked
in ...

4, At the age of 20, Virginia wrote another ....

5. The students liked it a lot and said it was much better than the
previous one.

6. After school, she went to London where she stayed for ...years.

7. There she did a course in ... and published ... books.

8. Today, Virginia is a very successful writer.

V. Match the jobs with the descriptions below.

managing director laboratory technician

training officer

purchasing manager sales representative

personal assistant quality control manager

1. organize training course for members of staff - languages, computers,
etc.

set up the equipment and do experiments and tests.
am the senior executive.
check that products are made to the right standards.
visit customers and try and increase business.
work with the Managing Director. | am responsible for his diary,
organlze travel, and take calls for him.
7. buy everything the company needs, from raw material to stationery.
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VI.  Find pairs of synonyms and antonyms.

to manufacture obsolete wholesale new
shop to lend to produce responsibilities
foreign costs overseas income
target aim expenses to hire

retail duties revenue to increase



to go up store to employ to borrow

VII. Match up word expressions.
1. to clear a. customers
2.t0go b. further information
3.togo C. company policy
4. to make d. the table
5. to meet e. staff
6. to request f. international
7. to sell g a profit
8. to serve h. bankrupt
9. to set I. goods in bulk
10. to train J- Challenges

VII1. Read the dialogue between a Polish Businessman and his British
colleague. Choose the correct form of the verb in italics.

Eric: Hello. I’'m Eric Johnstone. I work/I’m working (1) here in the IT
department.

Jan: Nice to meet you. I’'m Jan Mazowiecki, from PDC Poland. I visit / I’'m
visiting (2) the head office here in London.

Eric: Ah yes. | heard you were here. Would you like a cigarette?

Jan: No, thanks. 1 don’t smoke /1 In not smoking (3). But please go ahead.

Eric: Thanks. So where in Poland do you come / are you coming (4) from,
Jan?

Jan: I’'m from Gdansk.

Eric: And how long do you stay / are you (5) staying here in England?

Jan: 1 work / I'm working (6) here for three months. | learn / I’'m learning (7)
about PDC’s operations in the UK. What about you? Are you based in London?

Eric: Yes. I have /I’'m having (8) a permanent office here, but I travel / I’'m
traveling (9) abroad a lot - three, or sometimes four days a week.

Jan: Where do you go / are you going (10) on your business trips?

Eric: To Europe, and sometimes South America. So do you enjoy / are you
enjoying (11) your stay here?

Jan: It’s very interesting.

Eric: And do you find / are you finding (12) time to go sightseeing in
London?



Jan: No, not really. But | hope to have time before 1 leave.

IX. (Decide which phrase (a, b or ¢) best completes each sentence.

1. We don’t have enough money to finance our new research and
development programme, so | think...

a)  we’ll lend some money to the bank.

b)  we’ll attract more shareholders and increase the share capital.

c)  we’ll reduce our profits.

2. We have too much work at the moment, and none of the staff want to
work longer hours, so ...

a)  we won’t have enough work.

b)  we’ll have to think about taking on more staff.

c)  we’ll ask them to do shorter hours.

3. We have a 75 % market share in our country, but only 6 % of the
world market, so ...

a) I think we’ll concentrate on developing our export activity.

b)  Idon’t think our share of the home market will be very high.

C) we’ll probably import more goods.

4, If we don’t get any better candidates for the new sales job ....

a) we’ll take the worst one.

b)  we won’t have any sales.

c)  we’ll have to advertise again.

5. We won’t interest the general public in our new range of computers
if...

a) we don’t offer competitive prices.

b)  we do adirect mailing.

c)  we offer them free technical assistance.

X.  Translate into English

1. Kak nonro Ke#T nmocemiaer KOMIbIOTEPHBIE KYPChI?

2. KonnuectBo MarazunoB N&R yBenuumBaercss He Toiapko B London,
HO U B apyrux permoHax Great Britain. B Hacrosimiee Bpems N&R pacmmpsier
CBOI Ou3Hec 3a rpanuiieii, ocooeHHo B China. N&R mnaHupyer OTKpbHITh HOBbIE
Marasunbl B New York.

3. John Smith ocnoBan Carparts B 1990 romy. Kommanus umeer
pabouyro cuiy 2,500 yenosek. Carparts SKCOpTHpPYET OOJIBIIONW aCCOPTUMEHT
ToBapa B Ooisiee, ueM 12 crtpan. KomnaHusi mpou3BOAMT 3amacHbIE 4YacTH MJIs
MamuH. Cero/iHs KOMITAHMS MBITAETCS BBIMTH HA MEXITYHAPOIHBII PBIHOK.

4, OO0bpiyHO HamM TpeOyeTcss OAMH TOj, 4YTOOBI pa3paboTaTh HOBBIN
OpOAYKT, HO B 3TOT pa3 HaM MNOTPeOOBAJIOCH JBa Toja M3-3a TEXHUYECKHX
po0Iem.

S5. KTO pyKOBOIUT OTAEIOM MapKeTUHra?



6. The Fashion group BiameeT ceTbi0 MOJTHBIX MarasmHOB BKJItOUas Zara.
Komnanus umeer 1, 500 marasuHoB 1o BceMy Mupy. B JaHHBII MOMEHT MOJIHBIN
nu3aiiHep paboTaeT Haj au3aiiHamu chenyroniero rojga. The Fashion group -
NpUObUIbHAS KOMIIAHUSA, U OHA IUIAHUPYET CTaTh BCEMUPHBIM JIMJIEPOM MO/IbI.

The Web

I. Fill in with the correct word.
annual revenue

distribution

dot (two times)

efficiency

impact sales representative
to draw up

to fulfill an order

purchase

to make an appointment to meet a deadline
to open an account

to stock

to surf

1 The work of a ... ... includes after-sales service.

2 The financially troubled company didn’t ... yesterday’s ... .

3 High interest rates have a negative ... on spending.

4, She used her first pay check to ... ... .

5. If you are not satisfied with your ..., we will give you a full refund.

6 B& Lhasan... ... of about $8 million.

7. The company plans to establish a network of central warehouses to make
product ... more effective.

8. A UK company that acquires goods from a Belgian supplier has failed to ...
... from a German customer.

Q. If you need to e-mail me, you can contact me at mick ... murphy at AWL
...com.

10. You can ... 35 home shopping channels and still not find what you want.

11. The increase in profitability is the result of improved ... .

12. Independent boutiques that sell expensive clothes ... less merchandise as
their sales drop.

13.  The first thing you need to do is to ... a business plan.

14. Were you able to ... ... to meet the area manager?

I1. Match the words to their definitions.

1. capacity
2. commercial
3. deadline



4. distribution

5. e-commerce

6. MBA

7. obligation

8. off-line

9. revenue

10. supplier

11. to credit

12. to debit

13. to draw up

14.to log on

15. transaction

a) not directly connected to the computer or directly controlled by it;

b) to add money to a bank account;

C) to write out or prepare an agreement, list or plan;

d) a legal or moral duty to do sth;

e) to take money out of a bank account;

f) a date or time by which you have to do or to complete sth;

g) to do the necessary actions on a computer system that will allow to begin using
it;

h) a business deal;

1) the actions involved in making goods available to customers after they have been
produced, e.g. moving, storing, and selling the goods;

J) an advertisement on TV , radio, or at the cinema;

k) the practice of buying and selling goods and services and carrying on other
business activities by computer;

I) money that a business receives over a period of time;

m) the amount of sth that a factory, a company, machine can produce or deal with;
n) a company that provides a particular type of product;

0) a university degree that teaches you the skills you need to manage a business;

I11. Find 15 pairs of synonyms and antonyms.

buy

deal

impact
income
influence
off-line
online
purchase  revenue
to accept

to allow

to approve

to break down



to check

to choose to crash
to credit

to debit

to employ

to foresee

to hire

to let

to predict  to refuse
to reject

to select

to verify

transaction

V. Match the halves.

. to attend

. to browse
. to debit

. to design

. to draw up
. to entertain
. to fulfill

. to have

9. to keep
10. to leave
11. to meet
12. to miss
13. to order
14. to raise
15. to surf
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a) an obligation

b) a deadline

c) the Internet

d) snacks

e) a seminar

f) through a website
g) money

h) the account

1) an appointment

J) aplan

K) guests

I) a webpage

m) in touch

n) an advantage over
0) a message

V. Supply the correct preposition or particle.

1. A typical e-commerce transaction begins when you browse ... a website and

select an item you want to buy.

2. If you draw ... a plan, you think about it carefully and then write it down.

3. When cars, machines break ..., they stop working.

4, I do most of my shopping ... the Internet.

S5. Television commercials and print media don’t have an advantage ...

business websites.

6.  The print media are good ... displaying high-quality images.

7. I use the Internet to keep ... touch ... my family and friends back in Sweden.
8. ... two weeks’ time, we’ll review the budget.

Q. We are entertaining the suppliers ... Friday evening.



V1. Choose the correct tense-form.

A: Which conference 1) are you attending / will you attend this morning?

B: 2) I'll go / I’'m going to the talk by John Davis. You too?

A: I don’t know. What 3) will he talk / is he talking about?

B: Negotiations techniques.

A: Oh yes, I saw him do that last year. I think 4) I’ll go / I’'m going to the other
session. What is it?

B: Just a minute, 5) I’ll check / I’'m checking the conference programme. Here it is.
It’s Carla Rodriguez. She 6) will give / is giving a presentation on team-building.
A: She’s a very good speaker. 7) I'll try / I’'m trying that. What time 8) will she
start / is she starting?

B: At 10.30. Oh, I’ve just remembered — there was a message on the notice board.
She 9) won’t come / isn’t coming because she’s not well.

A: It’s a pity. OK, in that case I think 10) I’ll do / I’'m doing a little shopping this
morning. 11) I’ll meet / I’'m meeting you in the bar at lunch time.

B: OK, see you later.

VII. Christa has to write a weekly article, and then send it to her editor with an e-
mail message. Complete the flow chart using the expressions below.

send to editor

check spelling

write e-mail message

connect modem  write article
disconnect modem

save document

open application

VIII. Philippe writes an e-mail to Steve Cady. Put the sentences in the correct
order.

Philippe

| also enjoyed the meals and the trip to the theatre.

Dear Steve,

When you come to Italy next month do not hesitate to contact me.
| had very good three days and I think the meetings were useful.
Kindest regards

Thanks again.

Many thanks for your warm welcome in Washington.
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IX. Ask questions.

1. They can download their annual report in PDF format. ( tag question)



2. He is going to apply for the post of Systems Analyst with Crawley
Electronics. (alternative question)

3. Many people will shop online in a few years’ time. (question to the subject)
4, It cost too much to employ an extra IT assistant. (general question)

5.  All companies will have a website for their customers and their staff.
(special question)

6. Our visitors from China are arriving on Friday. (indirect question)

X. Translate into English.

1. Pexnama Ha TB u neuarasie CMU uMeroT mpeuMyIIecTBO HaJ peKiIaMoil B
WNHutepHere.

2. [Ipomaka pOCKOIIHBIX aBTO YMEHBIIUTCS B CICIYIOIIEM TOAY.

3. Kornma Bbl cMokeTe mepecMoTpeTh T0A0BOM OTYET?

4. HavanbHuK X04eT, 4TOOBI MBI YBEIMYMIIM SKCIIOPT B 2 pasza B OimxkaniieM
OyayImiem.

5. MHorue 13 Halux KJIMEHTOB 3aKa3bIBalOT TOBap B MHTepHeTE.

6. BaMm He00X0IMMO OTKPBITH CUET B HallleM OaHKe, YTOOBI CACIAaTh MOKYIIKY.
1. Harmra komnanus He BBDKHBET 0€3 KaHajla cObITa B MHTEPHETE.

8. Pacnieyaraitte MHe, nmoxkanyicra, KOIUIO OTYETA.

9. SI cerogust 0e3 MamuHbl. BEI He ToaBe3eTe MeHA?

10. 4 3BoHI0 Bam, 4TOOBI JOTOBOPUTHCS O BCTpEUe B MATHUILY BEUYEPOM. 6 4acoB
nopovaer Bam?
11. B crueayromieM roay s cCOOMparoCh HAKOMUTh HEMHOTO JIEHEr U MOEXaTh B
Typ no EBporre.



Cpennuii ypoBeHb BJIaJIeHUS HHOCTPAHHBIM A3BIKOM

Grammar Test:

1. Match sentences 1-8 below with uses a)-h).
a) future facts

b) fixed future arrangements

Cc) instant decisions

d) future plans and intentions

e) predictions with present evidence

f) general opinions about the future

g) looking back from the future

h) activities in progress in the future

1. We're going to launch the new model at the Bologna Show.

2. Sorry about this confusion. I'll look into it right away and I'll call you back.
3. I'm meeting my bank manager on Thursday. We're having lunch together.

4. | think we'll probably make a small loss this year.

5. Next year will be the tenth anniversary of our company.

6. During my presentation I'll be describing the key benefits of our new service.
7. Judging by these figures, we're going to make a small loss this year.

8. It's not a difficult job. We'll have to do it by lunchtime.

2. Fill in the blanks with the correct form of the future, using will or going to.
1. A: I'm afraid the fax machine isn't working.

B: Don't worry, it's not a very urgent letter. | will post (post) it.

2. A: We've chosen a brand name for the new biscuits.

B. Really? What (you/call) them?

3. A: Why are you taking the day off on Friday?

B: 1 (look) at a new house.

4. I'm afraid there's no sugar. Do you want a coffee without any?

B:No, | (not have) one, thanks.

5.A: Have you decided what to do about improving the circulation of the
magazine?

B: Yes, we (cut) the cover price by 10% as from October.

6.A: I'm afraid | can't take you to the airport. Something important has just come
up.

B: Never mind. | (take) a taxi.

7.A: Do you need any help?

B: Oh, yes please. (you/carry) the display stand for me?

8.A: Could you make sure Mr Wilson gets my message?

B: Yes, | (tell) him myself when he gets in.

.3. Underline the correct answers.
1. Wait for me. I'll be/I'll have been ready in a moment.
2. We'd better wait here until the rain stops/will stop.



That looks very heavy. Will 1/Shall | help you?

We finish the course tomorrow so we're going out/we go out for a drink.

I've just heard the weather forecast, and it's/it's going to be sunny tomorrow.
A: 'Do you want me to phone them?' B: 'No, it's all right, I'll do/I'm doing it.’
Please don't leave until I come back/ | will come back.

. Julie won't be here next week. She'll work/She'll be working at our other
office.
9. They'll probably/They probably will cut back the training budget next year.
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4 Rewrite each sentence with will, shall or going to, using the verb underlined.

1. How about having a game of tennis at the weekend? ..................... a game of
tennis at the weekend?

2. I've decided to study Arabic in Cairo. .......ccccccvvvviniiiniieinnenn Arabic in
Cairo.

3. | promise to be back before midday. ........ccocoeviiiiiiiiiiiiiennnnnn, before
midday.

4. | have an appointment to see the doctor, so | can't come. ...........c..c........ the
doctor, so | can't come.

5. I planto do my MBA in France. ........cccoccevvveveecieennnnnn, my MBA in France.

6. Would you like me to help you with those bags? ..........cccceveeiiiiiiccic e,
with those bags?

7. It's possible for us to come back later if you like. .........ccccovvvviiinnnnn, back
later if you like.

8. I intend to ask my Boss about opportunities for promotion ........................ my
boss about opportunities for promotion.

9. | want to have the salmon. ...........cccceevveneen the salmon, please.

5. Put the verbs in brackets into the will future or the present simple.

1. Sally is working on the sales forecast at the moment. | will give (give) you the
figures as soon as | get (get) them.

2. The shipment isn't in yet, but the agent (phone) us as soon as it (arrive). If
they (not receive) payment next week, I think they (take) legal action against us.
3. Give me the report and I (show) it to the lawyers before they (leave).

4. Analysts believe the share price of ICI (rise) after it (announce) its
interim

profit forecast next week.

5. When they (close) the factory next year, a lot of small local businesses (suffer).
6. When | (come) to England next year, | (give) you a ring and maybe we can
arrange dinner.

What is Management?
Management is a universal phenomenon. It is a very popular and widely
used term. All organizations — business, political, cultural or social — are involved
In management because it is the management which helps and directs the various



efforts towards a definite purpose. According to Harold Koontz, “Management is
an art of getting things done through and with the people in formally organized
groups. It is an art of creating an environment in which people can perform and
individuals and can co-operate towards attainment of group goals”. According to
F.W. Taylor, “Management is an art of knowing what to do, when to do and see
that it is done in the best and cheapest way”.

Management is a purposive activity. It is something that directs group
efforts towards the attainment of certain predetermined goals. It is the process of
working with and through others to effectively achieve the goals of the
organization, by efficiently using limited resources in the changing world. Of
course, these goals may vary from one enterprise to another. E.g.: For one
enterprise it may be launching of new products by conducting market surveys and
for other it may be profit maximization by minimizing cost.

Management involves creating an internal environment. It is the
management which puts into use the various factors of production. Therefore, it is
the responsibility of management to create such conditions which are conducive to
maximum efforts so that people are able to perform their task efficiently and
effectively. It includes ensuring availability of raw materials, determination of
wages and salaries, formulation of rules and regulations etc.

Therefore, we can say that good management includes both being effective
and efficient. Being effective means doing the appropriate task i.e, fitting the
square pegs in square holes and round pegs in round holes. Being efficient means
doing the task correctly, at least possible cost with minimum wastage of
resources.

Vocabulary

pUrpoSive — cIysKaruii st onpeaeaEHHOM 1IeH; IEIeBOM
attainment — noctmxkeHue; mpruOOPETEHUE
predetermined goals — 3apanee 3amanHbie (yCTaHOBICHHBIC) IEJIN
limited resources — neduruTHBIE / OrpaHUYCHHBIE PECYPCHI
to launch — 3x. BeITycKaTh Ha PHIHOK (TOBAp)
launching — 3amyck (cucTemsl, MporpamMMmebl, 3a1a4M U T. 11.)
to conduct market survey — npoBoUTh U3y4EeHHUE COCTOSHUS PhIHKA
internal environment — BHyTpeHHsIs cpea (OpraHu3aIim)
to put into use — ocymiecTBIATH, IPOBOIUTH B KHU3Hb
conducive — OaronpUsTHBIA, OIXOAIIMI; CIIOCOOCTBYHOIIHMA
conducive to smth. — Bexymuii Kk yemy-JI.
wages and salaries — 3aprurata pabounx u CayXKalux
availability — 1) rogHOCTB, MMOJI€3HOCTD, IPUTOTHOCTD

2) Hanu4Ke, MPUCYTCTBUE
rules and regulations — mpaBuia u npeanucanus
effective and efficient — neficTBeHHBIH, pe3ynbTaTUBHBIN, () (HEKTUBHBIN
efficient — ymenbIii, MOArOTOBIEHHBIN, KBATN(UIIUPOBAHHBIH (O YETOBEKE);
wastage of resources — morepu; OTXObI; yTeUKa



1. Answer the questions on the text.

1. What is Management according to Harold Koontz?

2. What is Management according to F.W. Taylor?

3. Why is management a purposive activity?

4. How can management effectively achieve the goals of the organization?

5. Why is it important for management to create an internal environment?
What does it include?

6. What is meant by management being effective and efficient?

1. Explain these words and word combinations in English; use them in
the sentences of your own:

management, to co-operate, predetermined goals, profit maximization, to
minimize cost, to put into use, to fit the square pegs in square holes.

3. Work with the following groups of words. Define their part of speech
and translate. Point out prefixes and suffixes. Memorize the words and use
them in the sentences of your own.

1. to manage, manager, management.

2. to launch, launching, launcher, launchpad.

3. to cooperate, cooperation, cooperative.

4. to effect, effective, ineffective, effectiveness.

5. to waste, wasteless, wastage.

4. Translate the following nouns and write their plural form. Use them
in the sentences of your own.

Phenomenon, survey, process, salary, enterprise, organization, task, purpose.

5. Translate these sentences. Put them in the Singular, making
necessary changes. Compile special questions to the underlined words.

1. All organizations are involved in management.

2. These goals may vary from one enterprise to another.

3. Such conditions are conducive to maximum efforts of the people.

4. People are able to perform their task efficiently and effectively.

5. Group goals are attained through co-operation.

6. Translate these sentences into English.

1. MeHeTKMEHT — 3TO CaMOCTOSITeNIbHbIA BUJ MpodhecCuOHATBHOM
JESITEIbHOCTH.

2. MeHeI)KMEHT HallpaBJIEH Ha JOCTUIKEHHE OIPEICIICHHBIX HAMEYEHHBIX
ueneil myrem 3(QQPEKTUBHOTO MCHOJIb30BAHUS MAaTEPUAIBHBIX M TPYAOBBIX
pecypcoB.

3. MeHeKMEHT BKIIIOYAET M3YyYECHHE PBIHKA, MPOU3BOACTBO MPOAYKLIHH C
MUHUMAaJIbHBIMU 3aTpaTaMd W peaju3alus €€ C MaKCUMaJIbHON NpUOBLIBIO,
yIpaBJeHUE MEPCOHAIOM, a TaKXKe aHalu3 UH(GOpMaIuu U pa3paboTKy MporpaMm
JUISL JOCTUKEHUS ITOCTABJICHHOW LIEIIH.



4. OcHoBHasi (GyHKIOHS MEHEHKMEHTA — OTO YMEHHE JOCTHUTaTh
MMOCTaBJICHHBIX 1IEJICH.

5. MeHemKXMEeHT — 3TO HayKa, I[O3BOJIAIONIAs HAXOJAUTh HAWIYy4llee
pEIICHUE B KAXKJI0M KOHKPETHON CUTYaIIUH.

6. MeHeKMEHT — 3TO HMH(POPMAIIMOHHBIM, IeJIEeHANPABICHHBIM IPOIIECC
BO3JIEUCTBHUS Ha KOJIJIEKTUB JIIOEN.

7. TlpakThuecku Bce M3BECTHBIC 3apyOCKHBIC SHIIUKIONEIUN TPaKTYIOT
MOHATUE «MEHEJDKMEHT» KakK TMPOLECC JIOCTHXKEHUS UEeNe MPeaNnpUsITUs
MOCPEICTBOM MPUBJICYEHUS] APYTUX JFOJICH.

7. Sum up the text and discuss with your partner the necessity of talent
management and the difficulty to find it.

1. IlepeBeauTe TEKCT.
How to manage the managers

The Low on Enterprise resently enacted by the Government must help create
a relationship when a factory manager and his work collective b ecome parters.
Management and employees must be equally interested in the fruite of their labour.

In a result-oriented management the key thing is not to issue instructions but
to get results. That is why a manager’s pay should increase. If the productions plan
IS not met, then a manager must be penalized along with the workers he supervises.
About 40 or 50 per cent of a manager’s monthly pay should depend on the end
result of the enterptise. If the result is poor and a manager doesn’t get the full pay
for a few months running he must leave his office. New people schould come
instead. It’ll be a naturel selection of a managerial staff when people with better
knowledge, more expertise and truly original thinking will come to management.

2. Boinumure U3 TEKCTA TEPMUHBI.
3. IlepeBeauTe HA PyCCKMii AA3BIK COYETAHUSA CJIOB:

delegate responsibilities, decision-making, cross-communication, long-range
planning, midde management, managerial staff, result-oriented management,

manager’s pay, the end result of the enterprise, top management, a comparative
basis, equal partners.

4. Haiinure B cjioBax npeduxcol u cypdukco
recently, government, relationship, partner, manager, managemant,

performance, instruction, collective, interested, production, produced, running,
monthly.



5. IlepeBennTe npensio:KeHHus, MOBTOPUB NPeABAPUTEIBbHO HeJIUYHbIEC (OPMBI
rjaaroJia.

a) [lopora, KkoTopast JOJKHA COEAMHUTD ATH J1Ba TOPOJa, CTPOUTCS.
b) MbI 10KHBI MHOTO pab0TaTh, YTOOBI OBNIA/IETh aHTIIHUCKUM.

C) 51 umen yOBOJIBCTBUE 3HATH €T0 JIMYHO.

d) OH He MOOMII, KOTJ]a HA HEr0 CMOTPEJIH.

e) IlocMoTpeB >KypHaJIbl, OH OTAAN X Maikiy.

f) Ota HOBOCTH 0OpaoBaIa MEHHI.

6. IlocraBbTe riaros rjaBHoro mpemioxeHuss B Past Simple u BHecute
COOTBETCTBYWOIIEe H3MEHEHMsl B TMPUAATOYHOE IpelyioKeHHe (IMPaBHJIO
COIJIACOBAHMS BPEMEH).

a) The director says to him that he must charter a steamer of 8000tons.
b) I know that he will work at his new book new book next year.
c) I think that we shall do this work next week.

d) I nottice that he makes progress in his Englich.
e) | know that he is going to the cinema now.

HpOIlBI/IHyTbIﬁ ypOBeHb BJAJACHUA l/IHOCTpaHHLIM A3bIKOM
Cultures

I. Tick the preposition that usually follows the noun.

with |[to| at | in | for | of |over | on

a key

a conference
an expert

an invitation
a trend

an
appointment
an attitude
an equivalent
a tendency
experience
a shock

a reputation




Il. Complete the text with the above nouns and suitable prepositions, some of
them may be used more than once.

WEST versus EAST

Our world is gradually becoming a global village. Although there is an obvious
a) ... bridging different cultures we still need to learn more about each other’s
folkways. Cultural awareness is a b) ... success in business overseas. In every
culture there are different c) ... work, hierarchy, time, dress and etc. In an
unfamiliar culture a person may feel strangely disoriented, out of place or even
have a d)... a conflicting value. For example, some cultures don’t share the western
e) ... keeping appointments precisely. King Hassan Il of Morocco has a stable f) ...
arriving late at the meetings. In 1980, when Britain’s Queen Elizabeth II received
an g) ... dinner and paid a call, the king kept her waiting for 15 minutes. She had a
h) ... such a reception but the Moroccans could not understand why she was so
upset. “The king can never keep anybody waiting, because the king can not be
late” a Moroccan later remarked. An American manager was having an early 1) ...a
multinational when he got a diagonal promotion to China. In Beijing he wanted a
local meat for dinner and was stunned to learn that the specialty was dog meat. In
some countries of Europe Kkissing on the cheek is an j) ... informal greeting. But in
many parts of the world, kissing is completely absent. Attending an international k)
... cultural awareness” I heard about some peoples of Asia, Africa and Oceania and
their reaction on the mouth-to-mouth kiss. When the Tonga first saw it they
laughed and remarked: “Look at them! They eat each other’s saliva and dirt!” Be
careful with your salutation or farewell habits.

By the way, customers unfamiliar with Western culture should be well
supervised from arrival to departure with an interpreter provided at all times.
Making an I) ... a customer from a strict Islamic culture in your office, always
remember that he may be shocked upon provocative dress styles and open displays
of affection that are common in Europe and America.

If you are going to work abroad especially in Asia or Africa you’d better try to
become m) ...local folkways in order to avoid culture shocks.

I1l. Match 1-10 to a-j to form expressions and use them in the sentences of your
own.

to build a. an interpreter
to avoid b. gifts

to announce c. superior

to speed d. hospitality

to offer e. a middleman
to feel f. differences
to enjoy g. tension

to reduce h. a profile

to bridge i. delivery



to hire j. adeadline

V. Complete the table.

Verb Noun Adjective
contribution contributory
permit permission
arrogate arrogant
heritage heritable
host hospitality
consist consistent
integrity integral
emphasize emphasis
obligation obligatory
supervise supervisory

V. Open the brackets using correct derivatives.

WHEN IN ROME...

Good manners are admired: they can also make or break the
deal. It should be 1) that in Europe handshaking is an
automatic gesture. In France on arriving at a business meeting a
manager shakes hands with everyone present. It can be an
2) task and, in a crowded room, may require gymnastic
ability to reach the farthest hand. But Northern Europeans, such
as the British and Scandinavians don’t quite like physical
demonstrations of friendliness. They may seem 3) but they
just keep distance. In France it is 4) to raise tricky business
questions over the main course Business has its place after the
cheese course. Unless you are prepared to eat in silence you have
to reduce 5) and talk about sport, gossip or something —
something other than the business deal which you are constantly
chewing in your head. In Germany, as you go sadly back to your
hotel room and think about their strange 6) , You may
wonder why your apparently friendly hosts have not invited you
out for evening. You may 7) up, it is probably nothing
personal. Germans don’t entertain business guests with the same
enthusiasm as their European counterparts. Respect the Russians’
need for initial formality. After an hour or two, the ice will be
broken and the Russians will become warmer; but don’t force it
take a more 8) approach. These cultural challenges exist
and cultural 9) Is the shortest way to meet them.

emphasis
embarrassment
arrogate

polite

intense
hospitable
loose

intuition
unaware



V1. Match these words and expressions to the appropriate situations.

Sorry.
Cheers!

Excuse me.
It’s on me.

I’m afraid.

That sounds good.

Help yourself.
Make yourself at
home.
Congratulations!
I don’t mind.

Could you ...?

Please ...

Praising a colleague (e.g. on his or her promotion)
Welcoming a visitor to your home and getting them to
relax
Offering food or drink to someone
You would prefer someone else to choose (e.g. where to
eat out)

. When someone makes a mistake (e.g. walks into the
wrong room)
When you need to apologise for something (e.g. for being
late)
When you want to pay in a pub or a restaurant

. When you have to give bad news

. Inviting someone to do something
Asking somebody to do something for you (e.g. send
some letters)
Responding positively to a suggestion (e.g. invitation to
dinner)

. Having a drink in a pub

VII. Match the modal verbs to their meanings.

can
could
was/were able to
must

mustn’t
have to
should
be to

may
. might
. will/would

Ability on a particular occasion in the past = managed

. Advice, recommendation, moral duty

Request, possibility, probability

. Instruction (with passive infinitive), arrangement, plan,

order
Asking for and giving permission
Probability, greater uncertainty on the part of the speaker

. Strong obligation, necessity, probability almost conviction
. Formal obligation (nothing personal) or necessity caused

by circumstances
Persistence, resistance
Physical or mental ability

. Prohibition

VIII. Fill in the blanks with the appropriate form of the modal verbs.

“can

~should  would

ININISINISISINESININIS 0 L s s e e s e e e e o,

could be able may might
to
mustn’t  must have to
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10.
11.
12.

8.

9.

Sometimes, you  do things that you don’t like, for example, fire an employee.
None enjoys __ to do this.

____you tell me about topics suitable for discussion at meals?

International managers communicating in Germany ___ be direct use humor with
care as it is a national culture with strong uncertainty avoidance.

You __ loosen up a little. Take off your jacket and join us for a drink of beer.
Self mocking humor __ be completely misunderstood by your new French
colleagues.

The technician tried to fix my laptop, butit __ work.

Doug Ivester joined Coca-Cola when it was having hard times but he __ turn it
around and to make into a power house.

One __ get by in Japan without hiring an interpreter.

Should Buyers fail to open the Letter of Credit in time, they __ pay Sellers a fine
for each day of the delay.

You __ drive fast; there is a speed limit sign here.

You ___ know, they accused me of taking drugs when | won the big races.
Yesterday due to commercial pressure we _ oversell flights.

I X. Paraphrase the sentences using the given modal verb. You should retain the
meaning.

Example

1t is possible that the new distributor failed to sell the company’s product in Japan.
may

The new distributor may have failed to sell the company’s product in Japan.

It is certain that he has made a lot of embarrassing mistakes managing Asian staff.
must

It is not possible that they served pork to a group of Muslims from Kuwait.
couldn’t

It is likely that he labeled all local staff as being the same. might

It is almost certain that our Islamic partner was shocked upon first seeing these
provocative dress styles in the office. must

During negotiations in Asia it is recommended to wait quietly without interrupting,
in order to avoid unneeded concessions. should

Perhaps, the Japanese have the strictest rules of social and business behavior.
might

Fortunately the English counterpart managed to resolve the conflict and safeguard
his partner’s face. be able to

It is necessary to fill in the application form carefully in order to open a bank
account. be to + (passive infinitive)

It is not necessary to buy a very expensive present to your Japanese host but it
should be chosen carefully. needn’t

10. You are strongly prohibited to wink in Pakistan. It is offensive. mustn’t



X. Complete the text using the active vocabulary.

SILENCE IS GOLDEN

Most Westerners a) ucnvimsisaiom uyecmeo npeeocxo0cmeda no OMHOUEHUIO K
azuamam. Business people often think that b) cozoanue xopoweii penymayuu
KoMnanuu 3a epanuyetl 0080avHo neckas 3adaua. They sincerely believe that c)
pasusle Kynbmypul modcho conusums through informal “eye-to eye” talk or a few
drinks together while d). nacrascoascoe cocmenpuumcmsom. In Asia, the meaning
of a “relationship” is much deeper. Asians maintain their business relationships by
€) mpednazas noodapku, pasHo20 pooa 000INCEHUsl, Npoodeueast no ciygxicoe.
Relations are based on trust, f) sasucumocmu u ob6s3amenvcmeax, but reciprocity is
their lifeblood. g) Ocnosnoii axyenwm, oomaxo, ma uecmmocmu. EXtroverted
Westerners usually h) obwaromes 6 npsmonunetinoi u negopmanvhoti manepe,
ymobwl chuzums Hanpscennocms. But Asians have little respect for too direct
and assertive people, such behavior may be considered as 1) cruwxom
HeBeMNCIUBHIM, BbICOKOMEPHBIM U 0aAdCe DPUCKOBAHHBLIM, 4MOObl UMemb ¢ HUMU
oeno. Westerners are often regarded as “a//-talk-and- no- substance” or even more
offensive “a paper kite hanging in the wind with huge mouth open and nothing
inside”.

Westerners totally ignore “belly language” or “face reading”. Asian counterparts
are very sensitive to non verbal signals and read the reactions as if they are lettered
on a billboard: “I am impatient, I am irritated.”

Although we sometimes say silence is golden it makes us feel uncomfortable
during business talks j) Amepukanckuii cmunb sedenus nepe2o6opos e Oonyckaem
monuanuseix nays. They have idioms to express their dislike for silence: “dead air”
and “pregnant pause”. k) Ha nooecomosumenvnwix kypcax they learn that silence is
a dead-knell to a potential sale. “Never stop talking” is their motto and the best
sales people ) obraoaiom max nazvieaemoim oapom for gap.

Asians feel much easier with silence. They take their time collect their thoughts
and formulate a clear reply.

During negotiations in Asia Americans generally feel so uncomfortable with
silence m) umo onu oenaiom nemysxncnvie ycmynku. Fear of silence costs them
millions of dollars. One businessman negotiating in Japan n) cépocun yenvl
osaocowt because he took silence for to mean a rejection to an offer. On one deal
he dropped his price $750,000 because he could not wait out 30 seconds of silence.
0) npedcmasumensv sinonckou cmoponst had thought his initial price was fine. If he
had p) nanst xopoirero nepeoaunka he would have learnt that q) xrou k ycnexy
3AKTIOUANCSL 8 MOM, YMOObL NepPelHcOams 3amsHy8uLYIOCs nay3y, He npepuleas. The
quite wait may be the longest wait of your business life but breaking the silence
will mean the proposed terms won’t be accepted.



10.

Employment

I. Choose the best correct alternative to complete each sentence.

It’s wise to think about choosing a ............... before leaving school.
ousiness career iving

Ifyouarea(n) ............... , you have to do what your boss tells you.
amployee amployer nanager

It’s difficult these days for anyone to find a well-paid ............... job.
aternal oermanent -eliable

Shewas ............... after three years with the company.
advanced raised yromoted

If you are paid monthly, rather than weekly, you receive ...............
3 salary revenue Nvages

Some of my work is quite interesting, but a lot of it is just ...............
nabit routine Jractice

When you apply for a job, youneeda ............... from your previous employer.
reference recommendation  record

Unfortunately the factory will have to close and all the workers will be made
Jnemployable 2xcessive edundant

Staff ............... was very low following the changes made within the company.
morale moral norality

An apprentice is required to do several years’ ...............
coaching training formation

Il. In the following sentences, two of the alternatives are possible and one is not.
Circle the two alternatives which are possible.

She is looking for a better position with another ...............

company association irm

Ford is a multi-national corporation that ............ motor.
manufactures  produces sonstructs

Hewas ............... because he was an unreliable and lazy worker.
dismissed dispatched sacked

A good worker is usually someone with the right kind of ...............
2xperiment 2xperience jualifications

All the members of our ............... are expected to work hard.
department staff personal

I11. Put the correct preposition into each sentence.

I have invested a lot of time and effort ............... this project and I don’t want it
to fail.
He was incapable ............... understanding even the simplest instructions.
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Tim was being groomed .............. a managerial position.

Skills can be improved and new ones introduced, but ............... rather different
rates.
When he loses his temper, he isn’t responsible ............... his actions.
Hold ............... ,weneed to look atthis ............... more detail.
Our normal terms of employment are enclosed ............... this letter.
Don’t forget to fill ............... your application form.
What are the best ways to prepare ............... a job interview?
. She works ............... the personnel department. She deals ............... staff

problems, as well as with recruitment and training.
V. Match the columns to make word combinations.

annual period
company department
current release
dress appearance
marketing job

press dismissal
probationary discipline
professional report
steady salary
unfair code

V. Supply the right tense form.

Now, our Sales Director ............... (want) each person to receive commission
according to their individual sales.

Whenl............... (come) into the office he ............... (negotiate) the terms of
the contract.

If the management ............... (allow) staff to be absent from work without
reason, this ............... (affect) company discipline.

Some management ............... (propose) to issue no sales vouchers this year.

She ............... (have) a number of interesting jobs.

| (leave) my last company because it was difficult for a woman to be
promoted.

The Personnel Department ............... (contact) departmental managers to
ascertain staffing requirements.

He is in the office. He ............... (wait) for the manager since 10 o’clock.

If your application ............... (be) successful, the company ............... (offer)
you the job.

We ..ol (receive) hundreds of job applications last month.

VI. Put the question to each sentence.

Staff receive sales vouchers as an end-of-year bonus.(to the subject)



N

o

A

As a result, training costs have increased dramatically.(disjunctive question)

Sales staff meet informally after work once a month to consider how to improve
customer service.(special question)

They are having difficulty recruiting enough properly qualified staff.(indirect
question)

The company employs 2000 people worldwide.(general question)

Highly motivated workers will be more productive.(alternative question)

VII. Complete the sentences with the correct word from the box. Make changes if
they are necessary.

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

> A . . . >
,ambitious to advertise candidates experience -
~to resign
~applications bonus creative perks 3
> employees g

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

The interviewer asked if I had any previous ...............

| get a company car —it’s one of the ............ of the job.

The Personnel department has received over forty ............... for the post of
assistant supervisor.

She’s very ............... as she wants to become a senior manager by the time she’s
forty.

When a company wishes to recruit a new employee, the post ............... in the
press.

They are interviewing three ............... for the post of sales manager.

He is not good at coming up with original ideas. He isn’t really a ...............
person.

We were surprised that he ............... from the company — we all thought he was
happy there.

The embassy employs around fifty full-time ...............

. People who stay more than two years in the job receive a special ...............

VIII. Give a synonym to each word, phrase.

staff (n)

manage (V)

direct (v)

provide (V)

carry out (v) or put into practice
get rid of (V)

motivation (n)

support (v)

human resources management
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12.
13.
14.

give authority

hire a person

reward (v), pay (v) for work
get (v), gain (V)

threat (n)

IX. Find a word or a phrase for the definition.

a professional person who works for many different companies

if a company outsources its work, it employs another company to do it, f.e. design
work, audit etc.

an amount of money and other advantages such as advice on finding a new job,
that are offered to an employee when a company tells him to leave. They are often
offered when companies are restructuring or reorganizing, when a worker loses his
job through no fault of his own

a meeting between an employee and a manager to discuss the quality of the
employee’s work

to tell smb bad news

to be removed from the work because he (she) has done smth wrong

to give a person or an organization the power or the legal right to do smth

the idea that employees should be ready to change jobs more often, be prepared to
work part-time

you lose your job because your employer no longer has a job for you

. to give smb smth such as money because he (she) has done smth good or helpful
. a company reduces the number of employees and levels of management in order to

save money or increase profits

a company reduces the number of management levels it has

a company using the most effective methods and techniques to produce goods
a company does not change, everything is fixed

X. Match the words to their definitions.

A.

manager someone in a company responsible for developing
and selling a particular brand of a product

account manager .a manager who has a wide range of management

assistant manager duties

general manager someone whose job is to manage all or part of a
company

brand manager . someone who deals with a particular client or group

business manager of clients, especially in a bank
someone who helps another manager

commercial manager a person whose job is to manage and control the
financial activities of a company



personnel manager
product manager

).production manager
.human resources manager

.research Mmanager

.sales manager

B.

benefits package

compensation package

remuneration package

severance package

.a manager involved with business activities of a

company especially dealing with customers

another name for personnel manager

a manager in a company who is responsible for the
development and marketing of a particular product

a manager who is in charge of making materials or
goods

a manager whose job is to develop a new product or
study a particular sphere of business

a manager who is in charge of taking care of a
company’s employees, organizing recruitment,
training etc.

.someone in charge of a company’s selling activities

an amount of money and other advantages such as
advice on finding a new job, training, for an employee
who is made redundant

the total amount of pay and all other advantages that
an employee may receive such as bonuses, health
insurance, a company car etc.

the total amount of pay and all the other advantages
for top managers such as stock options (= the right to
buy the company’s shares cheaply) that are offered to
a company’s important managers

salary package; the pay offered to employees, along
with any other advantages such as long holidays, a
company car, pension scheme etc.



Advertising

|. Match a word/word combination to its definition.

point of sale

unique selling point
marketing mix
commercial
outdoor advertising
retail outlet

jingle

prime time

endorsement

teaser

mass media
TV slot

mass market
mailshot

leaflet

a shop through which products are sold to the public

. a short song or a tune used in advertisements

an advert intended to get people’s attention for adverts that
will come later

. a place in a television schedule

advertising for a product in places where it is sold
a printed sheet of paper for distribution, usually free and
containing advertising material

. the combination of marketing actions often referred to as

product, price, place and promotion

. the method of advertising when famous people say how

good the product is

the thing that makes a particular product different from all
other similar products

a circular, leaflet, or other advertising material sent by post,
or the posting of such material to a large group of people at
one time

.a commercially sponsored advertisement on radio or

television
the peak viewing time on television, for which advertising
rates are the highest

news media and agencies collectively

. market concerned with non-luxury goods that sell in large

quantities

. the promotion of goods and services that takes place in the

open air

Il. Match a word to its synonym.

to soar

to stimulate
innovation
to affect
eye-catching
to subsidise
involved

to persuade
to publicise
to compete

captivating

to convince

to prompt

to notify

to rise

to rival
modernization
to impress

to sponsor
taking part

I11. Fill in the gaps with the given words. Supply the necessary form of the words.
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advertising practices, reputation, to double, target audience, to persuade,
advertising methods, to capture, to face, potential customer, endorsement, on
behalf of, to promote, market share, free samples, to present, to be aimed, to
Impress, to use, to compete against, to improve, advertising campaign, outdoor
advertising, point of sale
In order ... our sales we decided to use some modern ... such as ..., ... and of
course, ... .
Advertising is one of many ways in which manufacturers ... customers to buy their
products.
Good morning everyone, ... myself and “Focus” I’d like ... our new ... to you.
“Focus” has a ... for being successful in the advertising business.
... customers by our ads means ... their imagination.
A lot of people consider such .... as ... alcohol, ... nudity impossible to apply.
I must admit that we ... the problem of ... “Tulvis” for ... .
... 1s cheaper than using TV.
My congratulations! The recent data show that we ... our ... in recent years.

. The advertising campaign ... making the ... remember our brand.

V. Supply the right preposition.

To make our product attractive ... the target audience, we addressed to Focus, a
large advertising agency that has a reputation ... creating effective campaigns.

We are competing ... some well-known agencies ... a number of contracts.

Our campaign is aimed ... high-income executives.

After we had placed an ad on TV, the increase in our sales accounted ... 15%.
Though not everyone approves using children in advertising, two lovely kids are
involved ... our advertising campaign.

... behalf ... myself and Focus, I’d like to present a new campaign ... you.

V. Use the word “advertise” to form a word that fits the gap in the sentences
below.

If you want to attract more customers, try in the local paper.

To choose the best medium an should consider the budget and
the product to be :

| have found a leaflet a fishing competition on my table.

Nowadays we are bombarded with . Unfortunately not all of them are
creative and of high quality.

There is an opinion that people remember but not goods and
services.

V1. Supply the right article.




NGOk wdE

ok

I\WWe use a/an to say what a person’s job is, was or will be. However, when we give
a person’s job title, or their unique position, we use the or zero article.

She was a company director when she retired.

She has been appointed (the) head of the company.

After the position of, the post of, the role of we use zero article before a job title.
Dr Simon has taken on the position of Head of Department.

Bob Collins: a profile

Bob Collins has recently become (1) minister in the new government,
being appointed (2) Minister for Industry. Mr Collins has had a varied
career. He was (3) professional footballer in the 1960s, some people
considering him to be (4) most skillful player of his generation. After a
serious injury, he became (5) manager of (6) oldest pub in (7)
Edinburgh. Five years later, he was offered the position of (8) executive
director of Arcon, one of (9) biggest supermarket chains in the country. He
became (10) Member of Parliament in 1990.

**%

Swiss Alps are a good place to go to if you like skiing.
Whenever Greens come to London they stay at Hilton Hotel.
Chicago River flows south towards Gulf of Mexico.
We get tea mostly from China and India.
You can find a beautiful collection of Modern Art in Tate Gallery.
Where are British Isles situated?
Tourists coming to London often do shopping in Oxford Street.
The pupil showed Europe, Asia, North and South
America, Africa on the map but he completely forgot about
Australia.
There is good film at Regal Cinema this week.

. “I know there are British bases in Cyprus,” he said.

VII. Put the question to the sentence.

Advertising can be defined as commercial messages to the public designed to
inform potential and established customers and to encourage sales for the
advertiser. (to the subject)

Products that are not normally considered impulse items are often sold through an
effective display in the windows or on the sales floor. (special question)

Satisfied, happy customers are the best form of advertising and promotion. (general
question)

There can be no profit in the absence of sales. (tag-question)

Efforts to keep present customers happy and to constantly attract new ones are
essential to continued profits and growth. (alternative question)

Many customers want special services and seek out firms that supply them.
(indirect question)
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14,

15.

VIII. Supply the right tense form.

By this time next year the advertising campaign (to finish).

We (to deal) with this advertising agency since 2003.

When | (to come) back, they probably (to discuss) the main ideas of the advertising
campaign.

All last week he (to prepare) for the launch of our new product.

| only (to succeed) in solving the problem after I (to work) on it for several hours.
Come to my office as soon as you (to return).

He reminded me that we (to work) together on the concepts of the campaign.

He (not to see) me as he (to negotiate) the terms of contract with a new client when
| (to enter) his office.

| (not to talk) to him yet, but I (to look) through his proposals.

You look completely exhausted. What you (to do)?

IX. Translate the sentences into English using the vocabulary from units 1 - 4.

S cuMrTar, YTO HEraTUBHOE OTHOIIEHHWE K peKiaMe OOYCJIOBJIEHO €€ IUIOXUM
KaueCcTBOM, TaK KaKk HH(OOpMaTUBHAs, yMHAsl U CMEIIHAs peKJiaMa HPABUTCS BCEM.
MHorue crenraIucThl MojaratoT, 4YTo riaodanusainus OyAeT HaOupaTh XO/I.

YToObl TOOUTHCS TMPHUBEPKEHHOCTU OpP3HIY, HEOOXOAUMO MPUIIOKHUTHh YCUIUS U
HaOpaTbCsl TEPIIECHUS.

KoMImanusiM TIpUXOIUTCST IEHCTBOBATh JKECTKO W PENIUTEIBHO, YTOOBI BBIIBUTH
Ccllydau 371I0ynoTpeOieHUs] aBTOPCKUMU TIPaBaMH.

DTa KaMIlaHus HalpaBlieHa HA BBISICHEHUE MPEANOYTCHUN HAIIUX KIHNEHTOB.
Pacmupenue nuHeliku OpaHAa HE BCET/IA SBISCTCA MPUOBLTLHBIM /111 KOMITAHUH.
OfHUM U3 HEJOCTATKOB TII00ATM3AINH SIBJISIETCS] yTeUKa KanmuTaa.

Bo BpeMeHna riobanu3zanuy OM3HECMEHbI BHIOUPAIOT MyTEIIECTBHE CAMOJIETOM, TaK
KaK 3TO CaMblIil OBICTPBIN CITOCO0 AOOPAThCS B OT/AJICHHBIC YTOJIKA MUPA.

B nameli ctpane pekiiama, J€UCTBYIOIIAs HA OJACO3HAHUE, HE3aKOHHA.
[TyTemecTBys camoyieTOM, MACCaXUpPbl TOJBEPKEHBI CTPECCy, TaK KaK OHH HE
YyBCTBYIOT ce0si B 6€30MacHOCTH.

CymiecTByeT TOYKa 3peHHs], YTO JIOU 3alIOMUHAIOT pEeKJIaMHOE OOBSIBICHHE, a HE
camM# TOBaphl U YCIYTH.

«[lupatel» HE oOpamalOT BHUMAHUA Ha JWIEH3WOHHBIE MpaBa W MPOAAIOT
MOJIZICNIbHBIE TOBAPHI TI0 BCEMY MHUPY.

MHorue poauTenu MpOTUB PEKJIaMbl, TaK KaK OHA OKA3bIBACT IJIOXO0€ BIHMSHHUE Ha
JeTe.

CymiecTByIOT pa3HOOOpa3HbIE CMOCOOBI TMPUBJICYh BHUMAHUE MOTPEOUTENECH K
pEeKIIaMUPYEeMbIM TOBapam: MeJIOIusl, IOMOpP, 0OHAXKEHHOE TEJI0, )KUBOTHBIC, JCTH.
OTo0 Hempapaa, YTO peKjaMa MOJHUMAET IIEHBI Ha TOBAPhI U YCIYTH.
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Globalisation

I. Give the words according to the definition. The first letter of each word is given.

produced in, or involving one’s own country or a specific country — D.......
mutual concessions, shared benefits, and cooperation — G.......
to speak more loudly - S.......

lacking sincerity; hypocritical — L.......

the stock of fixed capital equipment in a country, including factories, roads,
schools, etc., considered as a determinant of economic growth —1.......

a foreign country or foreign countries collectively — O.......

to keep a telephone line open —H.......

. a company with at least half of its capital stock owned by another company —

10.not worried; untroubled — U.......

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\
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14,
15.

Il. Choose the proper word from the list bellow to complete the sentences. When
necessary put the words into the right form.

competition, pace, infrastructure, welfare, flight of capital, disadvantages, profits,
employment, increase, give-and-take, takeover, to confirm, to be underpaid, to
complain about, to lose, to meet

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

Due to a large ... in our international ... our net earnings increased as well.

The government isn't able to control their own ... system.

We see a ... from the West.

I think all these good points are outweighed by a large number of ...

Nowadays this process gathers ...

Basic facilities and services of a country are its ...

There should be ... between two partners if they want to get profit from their
cooperation.

The company could become a ... if it didn’t sort out its problems soon.

I would like to ... our order No. BL137.

Factory workers ... their wages.

The managers are demotivated, because they ... .

Unfortunately, the company cannot ... the customers’ requirements.

This morning I ... my temper while talking to my boss.

Some people think globalisation could lead to big ... problems in the West.
The evident advantage of globalisation is that it increases ... among companies.

I1l. Match the columns to make word combinations and make up your own
sentences with the expressions.
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to cancel a conference
to make actions

to influence enterprise
to enter power

to increase design

to combine departments
joint maker
global money
industrial ventures
domestic business
successful market

to attend company
innovative an order

IVV. Complete the sentences with the correct comparative or superlative forms of

the adjectives in brackets.

This year the company is working (good) than last year.
Model C 45 is (expensive) among our other models.

We hope this product will be as (successful) as the previous ones.
It was (bad) negotiations in my life. | have never met such unhelpful people.
This advertisement is (funny) than that suggested by our CEO.

V. Supply the right prepositions.

It took a long time but eventually | got ... to him.

Competition ... these two companies has increased employment.

| can't talk now. Will you call me ... later?

Their prices are much lower in comparison ... ours.

| see the problem, as I am ... business.

Are you for or ... globalisation?

| don't remember his phone number, may I look ... in the directory?
What makes you angry ... the phone?

If you are short ... capital you can appeal ... your friends.

. McDonald’s compete successfully ... domestic companies.
. The company could become a bankrupt if its subsidiaries are not responding

quickly ... customers’ needs.

. The goods are targeted ... young customers.

. Inflation is having a bad effect ... the economy.

. I’'m looking forward ... receiving my order from you ... 7 November.
. We can offer you a discount ... 5%
. We require payment ... bank transfer.

. Our company prefers payment ... letter ... credit ... sight.

. Sorry, but design JC is ... ... stock because ... great demand and will not be ...

... orders over $ 2.000.

stock until 1 June.



19.
20.
21,

Let’s end ... optimistic note.
Payment must be made ... US dollars.
We’ll have to work hard to come ... ... our competitors.

VI. Form the right part of speech from the words ‘specialize”, “import”,
“produce”.

specialize
1. Generally a nation that ... in certain production can increase output.
2. Research and development is a ... area of marketing.
3. America's ... in agriculture has made it a leading producer of grain.
import
1. The United States ... coffee.
2. ... goods are sometimes subject to a special tax.
3. The continued American dependence on the ... of oil is a controversial issue.
produce
1. The ... of steel is an important industry in a developed economy.
2. Managers try to motivate employees to be efficient and ...
3. France ... excellent wines.
VII. Paraphrase the sentences using the given words.
transaction, global, domestic, venture, output, lack, g
\\\\\\\\\\\\\\\\\\\\\\\\\ resource, issues
1. The production of the factory increased when new equipment was acquired
Many small businesses focus only on the home market.
3. She has changed her mind on many subjects, including higher education.
Coal is a valuable asset.
5. Nations that are without technological resources cannot produce their own
computer systems.
6. International trade has affected worldwide conditions in numerous ways.
7. American Aviation entered a joint enterprise with GE to rebuild the Lockheed
plant.
8. Corning and Vitro S.A. of Mexico completed a $ 300 million business deal to

combine their business.

VIIl. Match the words to their synonyms

overseas increase, widen
target wait
expansion foreign

hold on aim



competitor help, to give money
transaction rival

to reduce to lower

contribute deal

I X. Put appropriate phrasal verbs used for telephoning.

answer —
wait —

talk louder —
telephone again —
replace the receiver —
make contact —
contact again later —
connect —

break contact —

find —

X. Complete the phrases in these telephone conversations.

A: Hello?

B: Could I speak to Alex?

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

1.
A:

2.
B:

3.

B
A
B
A

Sorry, there’s no Alex living here. I think you’ve got ......... :

A: Hello?

Hello. Could I speak to Mrs Peterson, please?

A:I’'mafraid ......... at the moment, and she won’t ......... until much later this
afternoon. Would you like to ......... ?

B: Yes, could you tell her that Sandra rang, and that I’1l ......... this evening at
home.

A: Good morning. The Sheraton Hotel. How may | help you?

- Yes, I’d like to speak to the manager.

: Who’s calling, please?

: My name is Errington — James Errington.

: Right, Mr Errington, if you could hold the line, I’ll see if he’s busy. Uh Mr

Ratcliffe can speak to you now Mr Errington. I’ll just ......... through.

XI. Match the words to their definitions.

profitability an arrangement in which a company gives a business the right to
sell its goods or services in return for a fee or a share of the

subsidiary profit

acquisition large amounts of money are sent out of a country

help that is given by government to people with social and



consortium financial problems because they are unemployed, ill etc.
flight of capital a company partly or wholly owned by a parent company

welfare the ability of a business to make money
franchise buying or taking over another company
retail several companies, banks etc. working together for a particular
corporation purpose
).chairman to sell goods in small quantities to people
a part of a business that can be bought by the members of the
.Share public

a type of business organization formed by an association of
stockholders
a person in charge of an organization

XII. Put the verbs into the right tense forms.

. A week ago a German distributor ... (refuse) a consignment of 1.000 washing
machines because the goods simply ... (not meet) the quality standards.

. Nowadays, the company ... (lose) its creative energy, its models ... (be) boring,
not up-to-date.

. The managers ... (try) to sort out their problems connected with pay, autonomy
and communication for about a year.

. A new computer ... (ship) to him within two weeks last month.

. Globalisation ... (bring) a lot of problems to the company’s overseas plants.

XIIl. Complete the letter with the appropriate words or phrases.

- order in stock sale confirming

- great demand :
~ payment (2) 10% discount delivery offer air
- freight :

///////////////////////////////////////////////////////////////////////////////

Dear Mr. Gilmartin,

Thank you for your letter of 25 October ... your order Ne DL137. We agree to the
normal ... on purchase of brand silk ties in the quantity of 2,000. We advise you
that only design JCI is out of stock now because of ... and will not be ... until
after Christmas.

We offer you a close substitute, JC9, which is similar design although a different
colour, with 5% additional discount on that model. We guarantee ... within one
week, as the goods are urgently required for your winter ... . They will be sent ... .
We agree on ... which will be made on receipt of goods. We would like to remind
you that ... must be made in US dollars.

We hope you accept our new ... .

Thank you once again for your ... .



If you need any further information, please contact us.

Yours sincerely,
C. Ling
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Trade

|. Guess the words according to their definitions.

a sympathetic relationship or understanding —r

a place where goods are stored prior to their use, distribution, or sale —
w

an industry in its early stages of development in a particular country — i

[

the idea that governments should do as little to the economy as possible and allow
private business to develop without the state controlling or influencing them —

I -f
the total value of goods and services produced in a country’s economy, not
including income from abroad — g d P

in foreign trade, a written promise by an importer’s bank to pay the exporter’s bank
on a particular date or after a particular event, for example when the goods are sent
by the exporter — | 0 C

to work or talk (with others) to achieve (a transaction, an agreement, etc.) —
n

something that makes trade between two countries more difficult or expensive, for
example a tax on imports — b

the activity of selling products in an export market cheaper than in the home
market, or cheaper than they cost to make, usually in order to increase market
share —d

a port where import duty does not have to be paid on imports that are to be sent to
another country to be sold, or used to manufacture goods that will be sold abroad —

f p

1. Supply the right preposition.

If I place an order ... 50 cases, will you be willing to give a 5% discount?

There are two points concerning the contract for us to discuss. The first one is
terms ... payment.

During the negotiations you should focus ... your client’s needs rather than your
needs.

We would like to receive payment ... the goods not later than in 30 days.

FGS is located ... Seoul, South Korea. It specialises ... electric guitars. Now KGS
is planning to put a new model of guitars ... the market.

It is essential to comply ... all regulations if you want to avoid problems.

| hope the price is acceptable ... you.

We look ... to hearing from you.

I11. Complete the sentences with the correct word from the box.
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costs, delivery, discount, insurance, letter, attractive, order, shipping,
¥ terms, pay :

We could offer free delivery if you placed a large

If you agree to quicker payment , we’ll give you a 3% discount.

We’ll increase our order on condition that you pay shipping

If you covered both and insurance, we would place further orders with
you in the near future.

We’ll consider covering ourselves provided that you dispatch within 5
days.

We’ll continue to offer an attractive so long as you agree to pay by
bank transfer.

As long as you pay us within 30 days, we can promise within 2
weeks. —

I’m afraid that’s not acceptable unless we can pay by of credit.

If you order within 3 days, we’ll offer a very discount.

10.If you agreed to pay within a month, we’dletyou by letter of credit.

oW E
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N : free trade protectlonlsm tariffs customs

. duties

- quotas imports exports exchange

| rates

e

Ll

The WTO was set up in 1995 to encourage free trade in the global marketplace. It
is therefore designed to resist 1) . No new barriers to trade can be set up, and
governments cannot set new 2) or 3) or increase ones that already exist
as these are really taxes that prevent 4) . Similarly the WTO opposes the use
of 5) since these limit the amount of 6) coming into a country. This
may protect a country’s industry in the short term, but if its trading partners reply
with similar measures, then 7) will suffer. The WTO governs trade in many
products and raw materials, but the world of finance is largely outside of its scope,
therefore it has no control over 8)

IV. There is a logical connection among three of the four words in each of the
following groups. Which is the odd one out, and why?

comparative advantage — protectionism — quotas — tariffs

liberalise — protect — subsidise — substitute

absolute advantage — barriers — comparative advantage — free trade
laisser-faire — open borders - dumping — free port

deal - bill of lading — irrevocable letter of credit — banker’s draft

V. Match the columns to make word combinations. on “Trade”. Use the word
combinations in the sentences of your own.




hassle a. network
decision b. loose ends
sales c. regulations
sole d. industries

to supply e. a foreign market
to tie up f. maker

strategic g. commission

to comply with h. distributor

the rate of i. references

to break into j. free

V1. Match each headword on the left to a set of examples on the right.

. imports taxes, tariffs, quotas on imported goods

. free trade wheat, oil, tobacco being brought into the country
. domestic market no taxes, restrictions or quotas on import

. exports rice, chocolate, wool being sent abroad

. open market customers in the same country

. exchange rates products available to anyone willing to buy

. protectionism £1.00 =$2.50

VII. Complete the text with the right INCOTERM.

Since 1921, the International Trade Chamber with its headquarters in Paris
determines the rules and conditions of trade for all participants of international
trade. The delivery of commodities by exporters and their collection by importers
is usually based on the rules and regulations called INCOTERM (International
Commercial Term). Since 1990, the International Commercial Term contains
13clausesgenerated from international laws with the mandatory reports in customs
statistics. Here are some of them.

1) - is a foreign trade contract where the responsibility of the exporter is to
deliver a commodity to the place of production (the factory) or to a predetermined
warehouse. The responsibility of a seller ceases as soon as the goods have left the
place of delivery and a buyer is responsible for every charge including risk
associated with the shipment of the commaodity after the place of delivery.

2) - is a kind of trade contract where the exporter pays all charges involved
up to the point of named port of shipment. The buyer is responsible for charges
involved in getting goods onto a ship, preparing them for shipping, taking them to
the ship and loading them.

3) - under this contract the exporter pays all charges involved in getting
goods onto a ship. Besides bringing the goods to a port of shipment, he is also
responsible for preparing the goods for shipping, taking them to the ship and
loading them. The seller’s responsibility ceases when the gods are on board.
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4) - is a foreign trade contract where the exporter, in addition to the free on
board charges, pays the cost of the insurance and the freight. He must supply the
buyer with the documents necessary to take delivery of the goods on arrival i.e., a
bill of loading, an insurance policy and an invoice (insurance payment is about
110% of the value of the commodity).

5) - a trade contract which is similar to the Cost, Insurance and Freight
contract except that the importer looks after the insurance. The seller must give the
buyer sufficient notice to enable him to do this.

VII1l. Complete the sentences using the appropriate type of Conditionals.

If the competition (to get) tough, they’ll start business elsewhere.

If you increased the order, they (to reduce) the price.

We (to apologise) to them when we contact them by telephone.

We would mention the decrease in sales if we (to find) it appropriate.

If they (to complete) the tests, they (to notify) us of the results.

If we had known that our German guests couldn’t eat octopus, we (not to offer)
this dish.

I (not to buy) things on the instalment system if | were you.

You (not to be) any use for me unless you learn to use office equipment.

The flight may be cancelled if the fog (to get) thick.

10. If you were made redundant, what you (to do)?

11. If the story hadn’t been true, the newspaper (not to print) it.
12.1f he were in, he (to answer) the phone.

13.Unless he (to sell) more he won’t get much commission.

14. If you (to play) for lower stakes you wouldn’t lose so much.

B

I X. Put the question to the sentence.

Nations may have an absolute or a comparative advantage in producing goods or
services because of factors of production, climate, division of labour, economies of
scale, and so forth. (special question)

The economists who recommend free trade do not face elections every four or five
years. (to the subject)

Abandoning all sectors in which a country does not have a comparative advantage
is likely to lead to structural unemployment in the short term. (tag-question)

Unlike tariffs, quotas provide no revenue for the government. (general question)
The General Agreement on Tariffs and Trade (GATT), an international
organisation set up in 1947, had the objectives of encouraging international trade,
of making tariffs the only form of protectionism, and of reducing these as much as
possible. (indirect question)

The final GATT agreement - including services, copyright and investment, as well
as trade in goods — was signed in Marrakech in 1994. (alternative question)
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X. Supply the right tense form.

Free trade (to enable) countries to obtain desirable goods and services from abroad.
Such goods (to import) by other countries where they would cost more to produce.
The average costs (to lower): by the use of specialised labour and capital; through
specialised knowledge and research and development; and also through economies
of scale.

For centuries, and still today, obstacles to free trade (to erect) by governments.
Historically, tariffs (to provide) revenue to governments when taxes (not to collect)
from other sources.

These obstacles (to make) economic sense?

Infant industries at first (to be) unable to compete with established multinational
giants, so that protection may be wise until they (to develop) sufficiently to
manage without it.

The WTO (to set up) at the time of the last great “round” of international trade
negotiations; the Uruguay Round of 1986 — 1993.

It is alleged that these promises (to keep) fully and that protectionism (to be) as
strong as ever.



Ethics

|. Complete these word combinations using derivative of the word ethic.

____rules ____audits

tothink ____self promotion
code of ____portfolio

be  unsound ____investing
____business activity (neg.) __ standards

Il. Match the words to their definitions.

. bribery
. insider trading

. industrial espionage
. obsolescence
. hepotism

. swindle
. whistle blow

. Sleaze

. tax evasion

10. money laundering

11. built
obsolescence
12. law-abiding
13. loophole

in

obeying the law

designing something not to last long and become obsolete
before it needs replacement

a small mistake in a law that makes it possible to do
something illegal

dishonestly and secretly paying money to someone to
obtain their help

a planned defect causing a product to become obsolete
before it needs replacement

immoral behavior, involving money or sex

using knowledge of a company situation in order to buy or
sell shares

spying trade secrets, etc and leaking the information to
company’s rivals

getting money from someone dishonestly by deceiving
them

informing authorities that people in the organization are
doing something illegal or wrong

using your power to get jobs for relatives

hiding the origin of money

. hot paying enough tax

I11. Find 12 pairs of words with a similar meaning.

Trustworthy, legal action, sack, honesty, result, obsolescence,
dishonest, kickback, present, defect, integrity, cancel, decline,
deceit, sweetener, crooked, recession, lay off, write off,

AananAahla ~rAancaniianra nift nracaciitinn chaat
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IV. Decide on the right preposition for every verb to translate the word
combinations from the next exercise.

To, for, of, from, off, with

To accuse, to prosecute, to sentence, to charge, to sue, to cover, to apologize, to
dispose, to divert, to lobby, to write, to tend, to correlate, to take account

V. Complete the sentences with the appropriate forms of the above verbs.

Some producers ... ... ... ... using materials and components that will break or rust
sooner than they should, or better to say of planned obsolescence.

Ford Pinto was ... ... a design fault when several people died during 1970s in fuel
tank fires.

Most companies ... ... avoid deceptive practices because such practices harm their
business in the long run.

Should smokers work extra time ... ... the time lost?

Anita’s new business philosophy: profit with principles, ... ... her other lifestyle
choices.

Anita Roddik, founder of the Body Shop, decided to ... more ... ... stakeholders and
long term trusting relationships rather than products.

In 1976, she started selling natural cosmetics in recycled bottles and made her
products even greener while ... ... stricter pollution laws.

She is going ... Mr. Thompson ... sexual harassment but it seems rather difficult to
prove him guilty.

The company owner ... ... ... 5 year imprisonment for ... ... bribes against tax.

. The large multinational corporation ... recently ... ... ... using massive bribery to get

greater access to local market.

This money should ... ... ... private payments into cash donations, a kind of
“corporate philanthropy” in response to the Asian tsunami.

Johnson & Johnson recalled and quickly ... ... all contaminated Tylenol capsules to
prevent further consumer injury. The cost of disposing was very high.

Then the company ... publicly ... the distress caused and within 24 hours had a
consumer helpline running.

V1. Complete the story below with the correct tenses of the verbs in brackets.

SUSPICION

I work for a small retail store. Last week by the end of the working day our boss
Y(call) all the staff into his office. Money ?( miss) from the till and suddenly we
3(be) all under suspicion.

You see the vacancy %(come up) two months ago. | persuaded my boss to give
the job to Sue who °(be) unemployed for a year already.



Everything was fine for the first few weeks. The boss was pleased with her. Sue
even %(buy) me a thank you present.

| have always trusted Sue till now but recently I’ve been worried about her.
There’s never been a problem of the kind in the store.

Some time ago | "(notice) that Sue é(spend) quite a lot of money on a new laptop.
| asked her why she °(have) so much money and she said that she °(win) a lottery.

| feel really guilty about it now but I think my boss is watching me. As it was
me who !(recommend) Sue. | am worried about losing my job. (Rebecca)

VII. Make word partnerships.

crooked contracts
slush dilemma
total economy
moral warning
facilitation angle
black fund
verbal loopholes
long-term bribery
different methods
. legal rival
. massive relationships
. unfair payment
. overpriced impoverishment

VIl Replace the word combinations in italics by their English equivalents from the
above task.

| strongly suspect that you have become a victim of your wueuecmnoco
koukypenma. There are rumours about his using redocmoiinvix memooog t0
promote the products.

The majority of multinationals have oeneorcnviti pono, npeonasnauennviii ons
ezsmox t0 buy contracts or establish networks in the developing world.

Corrupt practices in Nigeria result in sceobuwee oonuwanue of the country leading
to poorer education and healthcare.

- | see, your restless boss was found not guilty after he had plugged zaxonnwie
naseuxu in the law.

- Be sure, it was a hell of a job for him.

Sometimes it is difficult to distinguish noowpumenvnoe Oenesxcroe
sosznazpaxcoenue from bribes, but it is size that matters.

They are paralysed with fear of bad publicity as their maccuposannoe
szsmounuyecmso, their sweatshops and child labour are going to be in papers.
They donate jobs and provide expert services to establish dozeocpounwie trusting
szaumoomnowenus in the country.



10.

11.

12.

10.

11.

In Asia most Western companies face mopanvnvie ounemmur concerning strong
traditions built around exchanges of gifts and far often “gifts” of money.

Bribery is a way of life in the countries with menesoii sxonomuxoii, and you have
no alternative if you want to win a contract.

At first Teresa Lopes from accounts department was given a crosecroe
npeoynpedicoenue to clear their account within 14 days.

If you look at this from ¢ opyeoit mouxu 3penus, you’ll have to admit that his
behaviour is undermining our company’s reputation.

Finally the representative made a shocking statement that all the money was
diverted from local projects in agriculture into the upesswiuaiino oopococmosuue
KOHmMpaxKkmal.

I X. Put questions to the sentences below.

Johnson & Johnson stresses honesty, integrity and putting people before profits.
(special question)

They summarized their ethical code in a company document called 'Our Credo'.
(object question)

J & J's CEO puts it this way: 'If we keep trying to do what's right, at the end of the
day we believe the marketplace will reward us. (subject question)

Some years ago eight people died of swallowing cyanide-laced capsules of Tylenol
(disjunctive question)

The pills had been altered in only a few stores, not in the factory. (general
question)

Nevertheless, a J & J quickly recalled all of this product. (reported general
question)

The recall cost the company $240 million in earnings. (disjunctive question)
However, the company's swift recall of Tylenol strengthened consumer
confidence and loyalty. (subject question)

Tylenol remains the leading brand of pain reliever in the US market. (disjunctive
question)

The Credo should not be viewed as some kind of social welfare program — it's just
plain good business. (general question.)

J&J’s CSR has made it one of America's most admired and profitable companies
(reported special question with What)

X. Complete the dialogue using these expressions.

- we have a number of options let’s look at pros and
> on the one hand cons

> let’s look at this from a different on the other hand
~angle we could also try

 let’s think about the consequences  the solutionthen'is -



SOME WORDS IN FAVOUR OF
CORPORATE SOCIAL RESPONSIBILITY (CSR)

I —an interviewer Jeffrey A. Fadima — an expert

I. Mr. Fadiman, could you tell me, what kind of moral dilemmas large companies
face in the developing world?

J. Well, 1) , companies do have responsibilities in the world and should try to
be a positive influence.

I. Mm, You mean CSR, a noisy word! Big firms all want to be good corporate
citizens, at least to show that they are.

J. Right, but 2) , rich country multinationals operating in Asia or Africa
should follow society’s standards there. That’s the problem. In developing nations
people prefer to see themselves as belonging to an inner circle. Everyone else is an
“outsider” whose motives are to be questioned. Obviously, people prefer to do
business with “insiders” they know and trust. A gift or a service obligates your
contact to return the favor at some future time with interest. This process should be
unending, with visits, gifts, gestures and services.

I. Mmm, maybe, but 3) of gift-giving practices.

J. Well, by participating in the traditional exchange of gifts and favors you become
a part of an inner circle. Naturally, 4) is to built trust, get greater access to
local markets and minimize risk of investment.

1.5) it is difficult sometimes to distinguish a “gift” of money from a bribe.
That’s the area where people can get themselves into hot water. Violating business
ethics, compromising integrity. 6) , they may be disastrous.

J. | know what you mean but 7) the size is important. The smaller the
amount the less likely it is to be a bribe. If money goes to a third party- especially
someone in power- it sounds like a bribe too. But, fortunately, we 8) to deal
with.

I. What are they? Can you give an example?

J. 9) is to offer donations to built hospitals, schools. 10) to provide
expert and engineering services, to donate jobs and so on instead of making private
payments to individuals and compromising business ethics.



Quiality

I. Find 14 pairs of words with similar meaning.

////////////////////////////////////////////////////////////////////////////////////////////

Excellence long-lasting, bewilder, repair, defect, perfection, break down, convey, :

durable go bust, eliminate, fault, compensation, strive for, supply-driven, hazard,

recover, go bankrupt, fix, go wrong, refund, puzzle, get rid of, struggle, danger,
get back, production-obsessed, express

//////////////////////////////////////////////////////////////////////////////////////////////

I1. Match the following words and phrases to the definitions.

warranty to become a bankrupt

consistency checking supplies of goods

benchmarking striving for continues improvement

to one’s cost to one’s loss or disadvantage

to go bust modeling company’s performance or product on the best
practice

stock control ability to last for a long time

durability a written promise given by a company to replace or repair a
faulty product

to overdue the state of being the same, conforming to specification

Kaizen concept to delay payment beyond the time fixed
to clear account  to pay what one owes

I11. Make two-word partnerships.

minimal a. defect
stock b. gap
balance c. satisfaction
total d. feedback
consumer e. quality
zero f. vehicle
market g. action
stylish h. complaints
safety i. trash
legal j. standard
customer k. margin
cheap I. control
quality m. sheet
profit n. target
quality o. hazard

V. Complete the sentences with the above word combinations.




no

10.

11.

12.

13.

Quality needs long-term commitment. A 'blitz approach’ can lead to s... h..., says
quality consultant John Oakland.

Using lousy systems and materials companies can produce only c... t....

About ten years ago Motorola, Texas Instruments and Harley Davidson took up
TQM to close the q... g... between them and the Japanese.

Many of them have realized that t... q... and customer service are no longer a
source of sustainable advantage, but merely a qualification for competing.

If you do not clear your account within the next week we shall have to take 1...
a....

Lean manufacturing means just-in-time manufacturing where parts are made and
supplied when needed. The main objective of lean manufacturing is that of z...
d....

Offering greater service quality results in higher costs. However, investments
usually pay off because greater c... s... leads to higher sales and superior profit
performance.

Thus, where the manufacturer's q... t... might be 'zero defects', the service
provider's goal is zero customer defections).

By examining the b... s... and other documents we finally found out that the
company was not doing well as they claimed.

His decision was to ignore the mass volume residential market with its large p...
m... and go for high profile customers.

Mercedes, Europe's leading luxury car maker provides higher performance quality
than Volkswagen: its s... and comfortable v... has a smoother ride, handles better
and lasts longer.

Top service firms watch service performance closely — both their own and that of
competitors. They provide m... f... using such methods as customer surveys,
suggestion schemes and customer complaint programmes.

C.. c... are an opportunity for companies to remedy poor service.

V. Fill in the gaps in the sentences below with an appropriate form of the word
given in the margin.

HOW PRICE SIGNALS PRODUCT QUALITY

Heublein produces Smirnoff, America's 1)....... brand of vodka. leader
Some years ago mother brand, Wolfschmidt, attacked Smirnoff. courage
Wolfschmidt claimed to have the same quality as Smirnoff, but consideration
priced at $1 less per bottle to 2)..... demand. Concerned that low
customers might switch to Wolfschmidt, Heublcin 3)....... several expend
possible counterstrategies. The company could 4).... Smirnoffs respectful
price by $1, it could hold Smirnoffs price but increase advertising deny
and promotion 5)....... or it could hold Smirnoffs price and let its introduction
market share fall. All three strategies would lead to lower profits. competition
In some 6)...... , Heublein faced a no-win situation. At this point, priceless



however. Heublein's marketers thought of a fourth strategy - and it ironical
was 7).... brilliant, Heublein raised the price of Smirnoff by 81! tasty
The company then 8)..... a new brand. Relska, 9)....... with rough
Wolfschmidt. Moreover, it introduced yet another brand, Popov, differ
10)..... even lower than Wolfschmidt. This product line-pricing
strategy positioned Smirnoff as the elite brand and Wolfschmidt as

an ordinary brand. Heublein's clever strategy produced a large
increase in its overall profits. The 11)..... is that Heublein's three

brands are much the same in 12).... and manufacturing costs.
Heublein knew that a product's price signals its quality. Using price

as a signal, Heublein sells 13)...... the same product at three
14)..... quality positions.

V1. Complete the text using prepositions from the box.

S A D
- »

by, with, in, on, to, from, during, at, out, of, through,
about, into

L I R N N N N R N N A N N N N N N A N A A A A

MOTOROLA'S CUSTOMER-ORIENTED, SIX-SIGMA QUALITY

Founded 1) 1928, Motorola introduced the first car radio — hence the name
Motorola, suggesting ‘'sound in motion'2) __ the Second World War, it developed

the first two-way radios (‘walkietalkies’).3) _ the 1950s, Motorola had become a
household name in consumer electronics products. 4) 1970 Motorola switched
5) _ pagers and cellular telephones. However, 6) _ the beginning of the 80s
Japanese competitors were still beating Motorola 7) _ higher-quality products at
lower prices.

8) __ the past decade, Motorola has made a roaring come back. It now leads all
competitors 9)  the global two-way mobile radio market and in cellular

telephones, with a 45 % worldwide market share. Motorola achieved such
remarkable leadership through its commitment 10)  quality. In 1980 it set the
unheard-of goal of 'six-sigma’ quality. This means that Motorola set 11)  to
reduce product defects 12)  fewer than 3.4 per million components
manufactured - that is, 99% defect free production. 'Six sigma’ became Motorola's
rallying cry. Motorola's initial efforts were focused 13)  improving product
quality 14)  manufacturing improvements. The goal was to prevent defects 15)
____occurring 16) __ the first place by designingr quality 17) __ the outset. For
example, Motorola's highly successful MieroTAC foldable, hand-held cellular
phone has fewer components, which snap together instead 18) _ being joined by
screws or fasteners, resulting 19)  fewer component defects and production
errors. Six-sigma standard means that everyone in the organization must be
dedicated 20) _ quality. Thus total quality has become an important part of
Motorola's basic corporate culture.



Motorola spends $120 million annually to educate employees about quality.
Because Motorola's products can be only as good as the components that go 21)
____them, the company forces its suppliers to meet the same quality standards.
More recently, Motorola's initial focus 22) _ preventing manufacturing defects
has led 23) _ its emphasis 24) __ customer value. 'Quality’, notes Motorola's
vice-president, 'has to do something for the customer. Thus, our company aims 25)
__ “total customer satisfaction”. Our definition of a defect is 'if the customer
doesn't like it, it's a defect'. Instead of concentrating mainly 26) _ manufacturing
defects, Motorola now surveys customers 27) __ their quality needs, analyzes
customer complaints 28)  products. Motorola's executives routinely visit
customers' offices to gain more detailed, deeper insights 29) __ their needs. As a
result, Motorola's TQM programme has turned the company 30)  a market-
driven, customer-focused leader.

V1. Replace the following Russian words with their English equivalents.

consistency, gaining an edge over, economic powerhouse, in terms of
customer needs and expectations, durability, global quality movement,
elimination of deviations, reduce defects, product quality, preventing
v defects, quality improvement, powerful strategic weapon, Total Quality -
v Management program, reliability, dedication to, quality pioneer, to respond
to, emphasis on quality, strive for, customer value, excellence, to survive,
’ total customer satisfaction

PRODUCT QUALITY

1) Kauecmso mosapa stands for the ability of a product to perform its functions.
It includes the product's 2) usnococmotikocms and 3) maoescnocms and value for
money. Quality should be measured in terms of buyers' perceptions. Companies
rarely try to offer 4) cosepuencmeo - few customers want or can afford it. Such
highest level of quality is offered in products such as a Rolls-Royce, a Sub Zero
refrigerator or a Rolex watch. Instead, companies choose a quality level that
matches target market needs and the quality levels of competing products.

Besides, quality also means 5) nocmosincmeo. In this sense, quality means 6)
‘tuxeudayuro omxnonenu'. During the past decade, 7) axyenm na xauecmeo has
encouraged a 8) anobanvroe osudicenue 3a kavecmeo.

Japanese firms have long practised 9) Ilpoepamma eceobwezo rkoumpons
kauecmsa (TQM). For more than 40 years, the Japanese have awarded the Deming
prize (named after 10) nepsonpoxooua 6 ooracmu kauecmsa \W. Edwards Deming)
to companies that have achieved outstanding quality. In these 40 years, a focus on
quality has turned Japan from a maker of knick-knacks into an 11) mowmnyro
akoHomuueckyro Oepacasy. Now European and US companies have 12)
peacuposams. The result has been a global quality revolution.



To some companies, improving quality means using better quality control to 13)
coxkpamums nozpewrocmu. 10 others, it means making lofty speeches about the
importance of quality But TQM means much more than this. It means a total-
companyl4) npueepoicennocms continuous 15) cosepuiencmesosanuio kavecmsa.
Quality starts with top management. Many companies have now created 'total
quality programmes' headed by vice-presidents or directors of quality. Then
employees at all levels of the organization must 16) 6opomoscs 3a kawecmso. Total
quality management involves 17) npedomepawenue deghexmos before they occur,
through better product design and improved manufacturing processes. Morever
total quality means improving 18) nompebumenvcrkas yennocms. Some argue that
total quality is a powerful weapon for achieving 19) “ececmoponnee
yoosremsopenue kauenma’”. This is possible if quality is interpreted in 20)
HenocpeoCmeeHHOU C8s3U ¢ NompeoOHoCmAMU U Hadedxcoamu nompeobumens. Many
companies have turned quality into a 21) mowmnoe cmpameeuueckoe opyorcue.
Strategic quality involves 22) oocmuoicenue npeumywecmea nao competitors by
consistently offering products and services of better quality. As one expert
proclaims: “Quality is not simply a problem to be solved; it is a competitive
opportunity”. Others suggest, however, that quality has now become a competitive
necessity only companies with the best quality will 23) swiorcusym.

VIIl. Decide on the right preposition for every verb to translate the word
combinations from the next exercise.

In,to,about,for, down, in, out

To turn, to carry, to rely, to strive, to involve, to reply, to respond, to complain, to
break, to result, to conform, to be committed, to refer

I X. Paraphrase the words in italics using the above verbs.

We very much regret to inform you that we have to refuse from the shirts as their
quality is unacceptably low, especially in design and colour.

Since the shirts correspond neither to the description nor to the sample, we can not
accept these goods at the price agreed.

We have supplied the same goods to other markets in Europe and no one has
received any negative criticism about their quality yet.

Quality comes only from companies whose employees are devoted to quality and
who have the motivation and training to deliver it.

Successful companies remove the barriers between departments. Their employees
work as a team to perform core business processes and to create desired results.

A quality-driven company must find and align itself with high-quality suppliers
and distributors it can trust.

Mentioning TQM, one way to improve quality is to benchmark the company's
performance against the best competitors struggling for equal or even superior
results.



8.

A

Doing things right the first time reduces the costs of repair and redesign when
product keeps going bust not to mention damage to company’s reputation. Quality
must be designed in.

Offering greater service quality results in higher costs. However, investments
usually pay off because greater customer satisfaction leads to increased customer
retention and sales.

X. Put questions to the words in italics.

1) The Japanese took early to TQM. 2) In 1947 General Douglas MacArthur
invited W. Edwards Deming to Japan to help cope with their postwar industrial
needs. 3) Deming was no ordinary Management consultant. 4) He was the man
who invented quality. 5) To the Japanese he was a prophet whom they invited back
many times to lecture on quality and statistical theory. 6) Meanwhile the United
States and Europe ignored him. 7) In 1951 the Japanese created the Deming Prize.
8) The award symbolized Japanese industry's commitment to Deming's quality
ideals. 9) Honda, Nissan, Toyota and Matsushita all won that prize more than 30
years ago. 10) Consumers around the world flocked to buy high-quality Japanese
products, while American and European firms were trying to catch up.

XI. Complete the sentences with an appropriate form of MAKE or DO.

The chairman ... ... areport on benchmarking practices at the moment.

We ... ... our best recently to prevent manufacturing defects.

They ... ....a good progress since they launched an aggressive crusade to improve
quality.

He said that the company .... ... a good profit if introduced a TQM program.

We have to ... a lot of research before copying Toyota’s fuel gauge and “better the
best” where possible.

Rolls Royce .... choice in favor of old-style quality and went bust in 1973.

You .... ....a great mistake by discontinuing this product; it’s a real cash-cow.
When I turned up in the garage in the evening, all the repairs ...

There is a lot of work .... before re-launching the product

. Could you ... me a favour and get my laptop it fixed by, say, tomorrow. It’s a busy

time in my life.

. We... already .... away with old system of clocking in and traditional office hours.

1. IlepeBeaure Teker Ne 1
What are the ways of settling a claim?
In case ofv short-weight it is recompensed by a load sent separately or at the

of follow-up shipments. In a case of damage or fauls, the goods at the Buyer’s
option can be repaired or replaced, all at the Seller’s expense.



Sometimes if deviation in quality is within certain limits the goods can be
retained but with an allowace proportionate to the discrepancy in quality. This is
usually the case with raw materials, foodstuffs or any other goods sent in bulk.

If the goods are missing the Seller must necessarily locate them. Sometimes
it is quite a problem as consignments may be lost when transshipped at some
intermediate port or if sent at a wrong address. If the goods are not recovered
compensation must be paid by the party directly responsible for it.

2. BpInviuTe U3 TEKCTA TEPMHUHBI.
3. IlepeBeaure HA PYCCKHH A3BIK COYECTAHUSA CJIOB:

offer without obligation, goods-in-transit insurance, marine insurance,
documentary evidence, missing goods, admit a claim, counter claim, withdraw a
claim, expert’s report, inspection report, surveyor’s report, make repairs, reject a
claim.

4. Haiinure B cjioBax npeduxcol U cyGpurcsol

exemination, inspection, surveyor, failure, evidece, defective, counter,
damaged, withdrawn, arbitrator, documantary.

5. IlepeBenure npeni0:KeHHUs, IOBTOPUB NMpPeABAPUTEILHO HeJIHYHbIEC (DOPMBI
rjaroJia.

a) Jopora, koTopas 1071KHA COEAUHUTH 3TH JIBA TOPOAA, CTPOUTCS.
b) OH nepBbIM MOIHST STOT BOIPOC.

C) Ilpu criuchIBaHWM TEKCTA, OH ClieNIal HECKOJIBKO OITHOOK.

d) I monumar, mouemy oH n30eraeT roBOPUTH 00 ITOM.

e) B xoMHaTEeHECKOJIbKO CIIOMAaHHBIX CTYJIBEB.

f) 51 wyBCTBOBAJ, YTO KTO-TO HET 32 MHOM.

6. ITocraBbTe riaros rjaBHoro mnpemioxeHuss B Past Simple m BHecuTe
COOTBETCTBYIOIIIME HU3MCHCHHA B IIPUAATOYHOC MNPEAJI0KCHUEC (IlpaBI/I.JIO
COIJIACOBAHMS BpPEMEH).

a) She doesn’t know the teacher will explain this rule at the next lesou.

b) The student explain to them that they want to attend his lecture.

¢) We don’t suppose that they can come across each other in this city.

d) I think you can meet him there.

7. llepeBeaure ciieayrouue Npeajio:KeHus, 00paiass BHUMAHUE HA
CcTpaaaTe/bHbIN 3aJI0T.

a) The results will be reffered to in the next chapter.

b) Their achierments were not spoken about at the conference.



c) In a dispute between the Buyer and the Seller not only the fact of a confegency
IS to be ascertained.
d) If is proved the Seller is not liable and the execution of a contract is poslponed
until all the after-effects causing damage are eliminated.
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