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3. IIpaktrueckuii pazjen (TeMaTHIecKie TeKCThl, PaMMaTHYeCKHE 1 JIEKCHYeCKUe
yIpaXKHEHUs )

4. Pazzen a1 caMOCTOSITEIBHOU paboOThI

5. Pasmen KOHTponsi 3HaHUM (TeCTOBBIE 3ajaHUs, KOHTPOJBHBIE pPabOTHI,
TpeOOBaHUS K 3a4E€Ty U IK3aMEHY)

IlosichuTe/ILHAS 3aNMHCKA

ONEKTPOHHBIA  y4eOHO-METOAMYEeCKUH  KOMIUIEKC 10  JIUCLUIUIMHE
«MnocTpaHHblii  sA3bIK  (aHTIMECKMIA)» g coenuanbHocTd  1-25 01 07
«DKOHOMHUKA M YIpaBICHHE Ha HPENNpPHUITHN» IpeIHa3HAYeH I CTYAEHTOB
JHEBHOH (hOPMBI ITOJTy4eHUsI BBICIEr0 00pa30BaHusl, a TAKKe MpernoaaBaTeseit as
IPOBE/IEHNs], KaK ayJAUTOPHBIX NPAaKTUYECKUX 3aHATUH, TaK WU Ui OpraHu3aluu
CaMOCTOSTENIbHOM paboThI CTYIEHTOB.

Lenvio DOYMK sBusercst cucTeMaTH3HpOBATh Y4eOHO-METOAMYECKHIMA
Marepyaln II0 HW3y4aeMOW JUCHMIUIMHE, OITHMHU3MPOBATh 0Opa3oBaTesIbHBIH
npouece ¥ 00ecreunTh KadyeCTBEHHbIE YCIIOBUS Uil (POPMUPOBAHUS U PA3BUTHSI
KOMMYHHKaTHBHOU KOMITETEHIIMU CTYIEHTOB.

Conepxanue y4eOHO-METOMYECKOTO KOMILUIEKCA BKIOYAET Yy4eOHYIO
IporpaMMmy M y4eOHO-METOAMYECKYIO0 KapTy IO JUCIUIUIMHE, TEOPETUYECKUU H
INPaKTUYECKUHA pasfensl, OJIOK KOHTPOJs 3HAHWUM, a TaK JKe pasfen s
CaMOCTOSITEIbHON pabOTHI CTYI€HTOB.

B rteopernueckom pasgene ODYMK mpenctaBineHBl  MaTepuanbl 110
rpaMMaTHUKe AaHIJIMICKOro $3bIKa COOTBETCTBYIOIIME Y4eOHOW mporpamme IO
mucuuiuiiHe «MHOCTpaHHBIA SI3BIK», B O0BEME, IPEIyCMOTPEHHOM Y4eOHBIM
IUIAHOM CIIELHAIBHOCTH « DKOHOMUKA U yIIpaBlIeHUe Ha NPETPUSTHI.

[Ipaktugeckuii pazgen DYMK Bkmowaer B ceOsi: ayTeHTUYHBIE TEKCTHI,
MaTepualibl ¢ 3aJaHUsIMH TIPAMMATHYEeCKOr0 M JIGKCHYECKOTO XapakTepa
Pas3IMYHBIX YPOBHEH CII0XKHOCTH.

brnox koHTpoist 3HaHWH TIpejcTaBlieH TpPaMMAaTHYECKUMH TECTaMH
Pa3JINYHOrO YPOBHSA CJIOKHOCTH, 3alaHUSIMHU ISl HTOTOBOT'O KOHTPOJIS BCEX BHU/IOB
peueBoOil  NeATENbHOCTH M HAaBBHIKOB TEpeBOZla M  BKIIOYAET IMPEIMETHO-
TEMaTHYECKOe CoJeprkaHMe 3adera M dK3aMeHa no aucuuruinHe «VHocTpaHHBIM
SI3BIKY.

Pazpaborannsiit DYMK cnocoOGCTByeT OBIaIeHUIO peueBbIMI HaBBIKAMU B
cepe ObITOBOI U TPOheCCHOHAILHON KOMMYHHUKAIIUHU; COBEPIICHCTBYET YMEHHMS
YHUTaTh U MIEPEBOAUTH OPUTHHAIBHYIO JIUTEPATYPY 110 CIEIUAIBHOCTH; pacIiupseT
FOPU30HTHI 3HAaHUH 00yJarOIIMUXCS B 00IaCTH SKOHOMUKH U MEXKIyHapOIHOU
TOPTOBJIH. '
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HOACHUTEJBHASA 3AIIMCKA

VYyeOHasi mporpaMMa y4pexJEeHUs BBICHIETO OOpa3oBaHMs JAMCLUILIMHBI
«HOCTpaHHBIi A3BIK» pa3padoTana s cneruansHocT 1-25 01 07 «OxoHOMUKA
U YIIpaBJICHUE Ha MPEATPUATUN

3a nocneanue necsruierus B PecnyOnmuke benapycs u EBpomne B menom
CYIIECTBEHHO HW3MEHWJICS COIMOKYJIbTYPHBIH U 00pa30BaTENbHBI KOHTEKCT
U3y4yeHUs]  MHOCTPAHHBIX  S3bIKOB.  HOBBIE  COLMANBHO-TIOJIMTHYECKUE,
PKOHOMHYECKME M  KyJbTypHBIE  peaJMH, TMPOLECChl  UHTETpaludl U
MHTEPHALIMOHATN3AIMK MHOTMX CTOPOH MAaTepHallbHOW M JIYXOBHOW >KM3HU
MHUPOBOTO COOOIIECTBA, OTKPBITOCTh TpaHUI] TPUBEIH K 3HAYUTEIHLHOMY
pacIIMpPeHUI0 BCECTOPOHHMX KOHTAKTOB, B TOM 4YHCJEe MpodeccrnoHaIbHBIX.
KauecTBeHHO M3MEHMIICS XapaKTep HAYYHO-TEXHUYECKOTO COTPYIAHUYECTBA, YEMY
BO MHOTOM CTIOCOOCTBOBAJIO pa3BUTHE WH(OOPMAIIMOHHBIX TEXHOJIOTUN U MPEX]IE
BCEro rio6anbHoi cet HTepHET. DTO MOBBICUIIO CTATYC HHOCTPAHHOIO SI3bIKA KaK
o011eo0pa3oBaTelbHONM JUCHUIUIMHBI, KOTOpas CTajla peajbHO BOCTpeOyeMoil B
IPAKTUYECKON M MHTEJUIEKTYaJIbHOM 1€ATEIbHOCTH CIELUATUCTA.

B pyciae coBpeMeHHOUM 00pa30BaTENbHOM HACOJOTHMM  HU3MEHUJINCH
TpPaJMLIMOHHBIE B3IJIA/IbI HA MHOCTPAHHBIN S3BIK U METOJIOJIOTHI0 HMHOS3BIYHOTO
oOpa3oBanus. Ero memu u copep:kaHue OPUEHTUPYIOTCS Ha IUTIOPAIMHIBU3M H
IManor KyiabTyp. MIHOCTpaHHBIN SI3bIK paccMaTpUBAETCs HE TOJBKO B KAaueCTBE
CpEelICTBA MEXKYJIBTYPHOTO OOIIEHHMSI, HO U CPEACTBA (POPMUPOBAHUS JINYHOCTH KaK
CyOBeKTa HAlMOHAIBHOW M MHUPOBOM KynbTyphl. llpenmonaraercs, d4ro
MHUPOBO33pEHHUE, BKIIOUalOIlee B €e0S LEHHOCTH JIMYHOCTH, OOLIECTBA,
rocyJlapcTBa, a Takke 0oJiee MMPOKOro coodIecTBa (€BpOIEHCKOro, MUPOBOTO),
CIIOCOOCTBYET OOJIbIIIEMYy B3aUMONOHMMAHHIO M  COJNIMKEHHUIO HapoJOB B
COBPEMEHHOM TMOJIMKYJIbTYPHOM MHpPE, a, CJIEI0BATEIbHO, CTaOMIBHOCTH M
YCTOWYUBOCTH €r0 Pa3BUTHS.

OcoOeHHOCTBIO MpOrpamMMbl  SABJISETCS  KOMIIETEHTHOCTHBIA  IMOJAXO[,
YCWICHHE IPAKTUKO-OPUEHTUPOBAHHONW COCTABJISIOIIEH, HAIpaBICHHOCTh Ha
pa3BUTHE KOMMYHUKATHBHOM  KOMIIETEHUMHM OyAylIero coeguaiucra B
npeamnoiaraeMeix cepax ero npohecCUOHAIBHOU NEATeIbHOCTH. AKTyalbHBIMU
SBJIAIOTCS. M BOIPOCHI SI3IKOBOIO CaMOOOpa3oBaHUs, AMBEpCHUPUKALUS (POpM,
METO/IOB U TEXHOJIOTUI 00yUYEHUSI.

OCHOBHBIMHM LEISIMU COLMATBHO-TYMaHUTAPHON MOATOTOBKU CTYAEHTOB B
By3€ BBICTYNalOT (OpMUpPOBAaHME U  PA3BUTHE  COLMAIBHO-TUYHOCTHBIX
KOMIETCHIIMM, OCHOBAaHHBIX HA TyMAHUTAPHBIX 3HAHUIX, SMOIMOHAIBHO-
HEHHOCTHOM M COI[MAJIbHO-TBOPYECKOM OIBITE, U OOECIEUMBAIOIINX PEUICHHE U
UCIIOJTHEHUE TPAKIaHCKUX, COLIMAIbHO-TTPO(ecCHOHANIbHBIX, JUYHOCTHBIX 3a7a4 U

GyHKITHA.



CdopMHUpOBaHHOCTH Y BBIITYCKHUKA COIMAILHO-TUYHOCTHBIX KOMITCTCHITHMA
CIIOCOOCTBYET PAa3BUTHUIO COLMAIBHO-TIPO(ECCHOHATBHON KOMITIETEHTHOCTH Kak
WHTETPUPOBAHHOTO pe3yJibTaTa 00pa3oBaHUs B BY3€.

O6mue  TpeGoBaHuss K  (OPMHUPOBAHHIO  COLIMAILHO-TUYHOCTHBIX

KOMITIETEHIIMM BBIITYCKHUKA ONIPEACIISIIOTCS CIICTYIOIUMHU TPUHIUIIAMMU:

OPUHIMI TYMAHM3AUMUKAK T[PUOPUTETHBIA MpPUHIMI  0Opa30BaHMS,
00eCreuYnBaOIIUNA  JTUYHOCTHO-OPUEHTHPOBAHHBIA XapakTep 00pa30oBaTEeNbHOTO
IIpoLIecCa U TBOPUYECKYIO CaMOPEaIn3aluI0 BBITYCKHUKA;

MPUHLIUI (pyHIaMeHTAIN3aluH, CHOCOOCTBYIOIIMM  OPHEHTALIMH
COIEpKaHMS JUCLMUIUIMH COLMAJIbHO-TYMAaHUTAPHOTO IMKJIA Ha BbISIBICHUE
CYIIHOCTHBIX OCHOBaHUM U CBs3ed MEXIYy pa3HOOOPa3HBIMHU IPOLIECCAMHU
OKPY’KaIOIIEr0 MUpPA, €CTECTBEHHOHAYYHBIM U TyMaHUTAPHBIM 3HAHUEM;

OPUHLMII  KOMIIETEHTHOCTHOIO  IOAXO0HA, ONPEICIAIOIMUNA  CUCTEMY
TpeOOBaHMI K OpraHu3aluyd O00pa30BaTEIBHOIO MPOLIECCA, HAMNpPABICHHBIX Ha
YCWJICHHE €0 MPaKTUKOOPHUEHTUPOBAHHOCTH, MTOBBILLIEHUE POJIA CAMOCTOSITENBHON
paboThl CTYAEHTOB [0 pa3pelICHUI0 3aJad W CHUTYyaluld, MOJAEIUPYIOIIHNX
COLMaIbHO-NIPO(EeCCUOHATIbHBIE TPOOJIEMBbl, U (OPMUPOBAHUE Y BBIMTYCKHHUKOB
CHOCOOHOCTH JIEHCTBOBATh B U3MEHSIIOIIMXCS )KU3HEHHBIX YCIIOBUSX;

OPUHLUI  COUMAJBHO-JMYHOCTHOM MOATOTOBKM, OOECIeurBaIOIINN
dopMupOBaHHE Yy  CTYIAEHTOB  COLMAJIbHO-JIMYHOCTHOM  KOMIIETEHTHOCTH,
OCHOBAHHOW Ha €JIMHCTBE MPUOOPETEHHBIX T'YMAHUTAPHBIX 3HAHUW U YMEHHWI,
AMOIMOHAJIBHO-IIEHHOCTHBIX OTHOIIEHUH M COLMAaJIbHO-TBOPYECKOIO ONBITA C
Y4€TOM UHTEPECOB, MOTPEOHOCTEN 1 BO3MOKHOCTEN 00YUarOIINXCS;

OPUHIUI MEXKIMCUMIVIMHAPDHOCTH M HMHTErPATHBHOCTH COLIMAJIBHO-
rYMaHUTapHOTO 00pa3oBaHUs, peaau3alus KOTOPOro o0ecreynBaeT IeJIOCTHOCTh
U3Y4YEHUS TYMAHUTApPHOTO 3HAHUS M €ro B3aUMOCBS3b C COLIMAIBHBIM KOHTEKCTOM
Oymymieit mpogeccruoHaaIbHOM ASATeIbHOCTH BBIITYCKHHUKA.

B cooTBEeTCTBMU C BbIIIEYKa3aHHBIMU LEISIMU U MPUHIUMIIAMUA COLIMAJIBHO-
I'YMaHUTAPHON MOATOTOBKM BBIMTYCKHUK BBICIIETO YYEOHOTO 3aBEACHUS MPHU
MOATOTOBKE MO 0Opa3oBaTeIbHON MporpaMme MEepBOM CTYyNEHU (CHEIUaUCT)
JOJKEH IPUOOPECTH CIEAYIOIINE COUUATLHO-TUYHOCHIHbIE KOMNEeMEeHYUU.

o KOMIICTCHIIMH KYJIbTYPHO-IIEHHOCTHOW M JIMYHOCTHON OPUCHTAIIHH,
o KOMIICTCHIIMH IPaXKTAHCTBEHHOCTH U MTATPUOTH3MA,

. KOMIICTCHIIMH COLIMAILHOTO B3aUMOICHCTBHA,

. KOMIICTCHIIMM KOMMYHHKAI[UH,

o KOMITETEHIIUU 3/I0POBbhECOCpPEKEHUS,

[

KOMIICTCHIONH CaMOCOBCPIICHCTBOBAHMA.
BBIHYCKHI/IK B IIPOLCCCC COHH&HBHO-FYM&HI/ITapHOﬁ IIOATIrOTOBKH OOJIXKCH

Pa3BUTL CIICAYIOIINC MemanpeOMemete KOmMnemenuuu.



BJIa/ICHUE METOJJaMU CHCTEMHOTO M CPAaBHUTEIILHOTO aHAIN3a;
c(OPMHPOBAHHOCTb KPUTUYECKOT'O MBILICHHUS;

yMeH#e paboTaTh B KOMaH/IE;

BJIa/ICHUE HABBIKAMU MPOCKTUPOBAHUS U MPOTHO3UPOBAHUS;
C(OPMHPOBAHHOCTb JINYHOCTHBIX KA4eCTB: CaMOCTOSTEIBHOCTD,
OTBETCTBEHHOCTb,  OPraHU30BAaHHOCTb,  IIEJIEYCTPEMJICHHOCTh, a  TaKXke
MOTHBAIIMOHHO-IIEHHOCTHBIE OPUEHTAIINY;

® YMEHHE yYUTKCS, TTOCTOSIHHO TIOBBIIIATh KBATH(DHUKAITHIO.
I'maBHasi wegb o0O0ydeHHWS WHOCTPAHHBIM sI3bIKaM — (opmMupoBaHHE

WHOSI3BIYHOM ~ KOMMYHUKATHBHOM  KOMIIETEHIMHOYAYIIErO0  CHEIHAIHCTA,
MTO3BOJISIOLIEH UCII0JIb30BaTh WHOCTPAHHBIA  SI3BIK KakK CpEACTBO
PO EeCCUOHATIBEHOTO U MEXIMYHOCTHOTO OOIICHMUS.

JIoCTMKEHUE TJAaBHOW WEIM MPEAIoaaracT KOMIUIEKCHYIO pealn3alnio
CIEIYIOIIUX LETICH:

o MO3HABATEJILHOM, MO3BOJISIONIEH CHOPMHPOBATH MPEACTABIEHUE 00
oOpa3ze MHpa Kak IEJIOCTHOM MHOTOYPOBHEBOM CHUCTEME (3THUUYECKOMU, S3BIKOBOM,
COLMOKYJIBTYPHOU U T. I1.); YPOBHE MaTepUAIbHON U JyXOBHOW KYJIbTYpbI; CUCTEME
LHEHHOCTEW  (PEeNUruo3Ho-(GuiIocoPCKUX, ICTETUUECKUX U HPABCTBEHHBIX);
0COOEHHOCTSX MPO(ECCUOHAIBHON JAESITEIbHOCTH B COU3Y4aEMbIX CTpaHaXx;

o pa3BUBalOLIECH, oOecrnieunBaroien PEYEMBICIUTENBHBIC u
KOMMYHUKATHUBHBIE CIIOCOOHOCTH, Pa3BUTHUE MaMSITH, BHUMaHUS, BOOOpa)xKeHUs,
(bopmHpoBaHrEe MOTPEOHOCTU K CAMOCTOSATEIBHOM MO3HABATEIBHOM €S TEIbHOCTH,
KPUTHUYECKOMY MBIIIIEHUIO U pedieKcuu;

o BOCIIUTATEJIbHOI, CBSI3aHHOMW C (POpMHUpPOBAHMEM O0IIEUETIOBEUECKHUX,
OOLIEHAIMOHAIBHBIX M JIMYHOCTHBIX LIEHHOCTEH, TaKUX KaK: F'yMaHUCTHYECKOE
MHPOBO33pPEHNE, YBAXKEHUE K JNPYTUM KyJIbTypaM, NaTPUOTU3M, HPABCTBEHHOCTb,
KyJbTypa OOLIEHUS;

o NPAKTUYECKOM, TpEanojararomeld  OBJIaJACHUE  MHOS3BIYHBIM
oOleHneM B EAMHCTBE BCEX €ro KomnemeHyuul (SI3bIKOBOM, pEUYEBOM,
COIIMOKYJBTYPHOH,  KOMIIEHCATOPHOHM,  y4eOHO-TIO3HABATENbHOMN),  @yHKYUl
(3TUKETHOM, TMO3HABATENHbHOMN, PEryJIsSTUBHOM, LIEHHOCTHO-OPUEHTALMOHHON) U
¢opm  (yCTHOM W  THUCHMEHHOM), YTO  OCYHIECTBISAETCS  IOCPEACTBOM
B3aMMOCBSI3aHHOTO OOYYEHHMSI BCEM BHJAM PEUEBOW JESITEIILHOCTH B paMKax
ONPENIEIICHHOTO MPOrpaMMON NPEAMETHO-TEMATHUECKOTO COACPKAHUSA, a TaKKe
OBJIQJICHUSI TEXHOJIOTUSIMU SI3bIKOBOTO CaMOOOPa30BaHUS.

B kauecTtBe CTparermyecko HMHTETPATUBHOM KOMIIETEHUMHU B MPOLECCE
OOy4eHHSI MTHOCTPAHHBIM SI3bIKaM BBICTYNAET KOMMYHUKATHBHAS B €IMHCTBE BCEX
COCTaBJISIIOIIUX: — S3BIKOBOM, PEYEBOU, COLMOKYJIBTYPHOU, KOMIIEHCATOPHOW,
y4eOHO-TT03HABATEIILHOW KOMITETECHIIHA.



AH3viko6as ~ kKomnemenyusi ~ —  COBOKYIHOCTb  SI3BIKOBBIX  CPEJICTB
(poHeTHuecKMX, JEKCUYECKUX, TIpaMMaTUYeCKHMX), a TakkKe MpaBui HX
WCIIOJIb30BaHUsl B KOMMYHHUKATUBHBIX LIEIAX.

Peuesasa komnemenyusi — COBOKYIIHOCTh HABBIKOB W YMEHHH pPEUYEBOU
JeATeNIbHOCTH (TOBOPEHHE, TUCHMO, ayIUPOBAHUE, YTEHUE ), 3HAHUE HOPM PEUEBOTO
MOBEJICHUSI, CIIOCOOHOCTh HCIOJB30BaTh SI3BIKOBBIE CPEICTBA B CBS3HOM peyu B
COOTBETCTBHHU C CUTyaIMEH OOIIECHHUS.

CoyuoxynbmypHas KomnemeHyusi— COBOKYIIHOCTb 3HAaHUW O HAllMOHAJIbHO-
KyJIbTYpPHOH clienu(uKe CTpaH M3y4aeMoro si3blKa U CBSI3aHHBIX C 3TUM YMEHUUN
KOPPEKTHO CTPOUTH CBOE PEYEBOE U HEPEUEBOE MOBEICHHUE.

Komnencamopuas xomnemenyus — COBOKYHHOCTb YMEHHU HCIIOJIb30BATh
JIOTIOJIHUTENIbHBIE BEpOaIbHBIE CpPEICTBA W HEBEpPOAIbHBIE CIOCOOBI PEIICHUS
KOMMYHUKATHUBHBIX 3371a4 B YCJIOBUSX JACPUIIUTA UMEIOIIUXCS SI3bIKOBBIX CPECTB.

Vuebno-nosnaeamenvnas ~ komnemeHnyuss— COBOKYIIHOCTh  OOLIUMX H
CIECLIUAIIBHBIX ~ Y4€OHBIX  yMEHUM, HEOOXOJUMBIX JUISi  OCYIIECTBJICHUS
CaMOCTOSITEJIbHOU JIESITEJIbHOCTH 110 OBJIAJCHUIO HHOCTPAHHBIM SI3bIKOM.

B pe3synbraTte n3yyeHus IUCHUIUIMHBI CTYJICHT JTOJKEH 3HATh:

— OCOOCHHOCTH CHCTEMbl HM3y4aeMOro HHOCTPAHHOTO $3bIKa B €r0
(dboHEeTUUECKOM, JIEKCUMYECKOM U IpaMMaTHYeCKOM acleKkTax (B COMOCTaBICHUM C
POJHBIM SI3BIKOM);

— COITMOKYJIbTYPHBIC HOPMBI OBITOBOT'O M JIEJIOBOTO OOIIEHUS, a TaKkKe
npaBuja PEYEBOr0  ATUKETA, IO3BOJSIIONIME  CIEHHATUCTY  A((PEKTUBHO
WCIIOJIb30BAaTh WHOCTPAHHBIA S3BIK KAaK CPEACTBO OONICHHS B COBPEMEHHOM
MOJUKYJIBTYPHOM MUDE;

— HCTOPHIO U KYJIBTYPY CTPaH U3y4aeMOro SI3bIKA.

yMeTh:

— BECTH OOILIEHUE COLIMOKYJIBTYPHOTO U MPO(ECCHOHATBLHOTO XapaKTepa
B 00beMe, TPEAYCMOTPEHHOM HACTOSIIIEH IPOrpaMMON;

— YUTaTh W TEPEBOJUTH JIUTEPATYpPy MO CHEIUATBLHOCTH 00y4aeMbIX
(u3y4aroliee, 03HAKOMHUTEIIBHOE, TPOCMOTPOBOE U TTIOUCKOBOE UTEHUE);

— MMCBMEHHO BBIPAKAaTh CBOM KOMMYHHKATHBHbBIC HAMEPEHUS B cepax,
MIPEYCMOTPEHHBIX HACTOALIEH TPOTPAMMON;

— COCTaBIISAITh MHCbMEHHBIE JOKYMEHTBI, HCHOJIb3ysl PEKBU3UTHI
JIEJIOBOTO MHUChMa, 3aMOJHATh OJJAaHKU Ha y4acTHE U T.11.;

— MOHMMATh AyTCHTUYHYI0 HHOS3BIYHYIO pedYb Ha CIyX B 00beme
MIPOTrPaMMHOMN TEMATHUKH;

— HamucaTb 3CCE€ WIM JIOKJIaJ, B KOTOPOM  JOKAa3aTelIbCTBA
Pa3BOPAUUBAIOTCS CUCTEMHO, BaXKHBIE MOMEHTHI, TOAYEPKUBAIOTCA U MPUBOASITCS

ACTAJIN, MOAKPCIIAIOIINE U3JIaraCMyr0 TOUYKY 3pCHH:A, 1aTh OLICHKY PAa3HbIM UJCAM
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¥ BapHaHTaM pelIeHHs MpoOiieM, HamMcaTh 3CCe WM JOKJIAJ B Pa3BUTHE KAaKOM-
a100 TMO3UIMHU, TPUBOJS JOBOJbI 32 U MPOTUB OINPEACICHHOW TOYKU 3PEHUS U
MOSICHSIS TUTIOCHI M1 MUHYCHI BApPUAHTOB pPEUICHUs, CHHTE3UPOBaTh UHGOPMALIHIO U
apryMEHTHI U3 HECKOJIBKUX UCTOYHUKOB.

— MOHMMATh 00Illee COAEPIKAHUE CIOKHBIX TEKCTOB Ha aOCTpPaKTHBIE U
KOHKPETHBIE TEMBbI, B TOM YHCJI€ Y3KOCIIEIIUATbHBIE TEKCTHI;

- JienaTh YeTKUE MOAPOOHBIE COOOIIECHUS HA Pa3IMYHbIE TEMbI OBITOBOTO,
0OIIECTBEHHO-TIOJUTHIECKOTO, OOIEHAYYHOTO U PO(EeCCHOHATBHOTO XapaKTepa;

— u3jlaraTh CBOW B3IJISi HA OCHOBHYIO MpoOJieMy, JIE€MOHCTPHUPYS
MPEUMYIIECTBA U HEJJOCTATKU PA3TMUYHBIX MHEHHM.

BJIa/IeTh 0a30BOM JIEKCUKON OOIIETO SI3bIKa M sI3bIKa CIIELUATBHBIX IIEJIEH,
¢dboHEeTUKON, HOPMATHUBHOW TPAaMMATHKOM M CHHTAaKCHYECKUMH CTPYKTYpamH
aHTJIMACKOTO fA3bIKA C LEJIBI0 MIPABUIBHOTO O(OPMIICHHS BBICKa3bIBaHUA U
MOHUMAHMS PEUH COOECETHUKA;

— JOCTATOYHO  BBICOKMM  yPOBHEM  KOHTPOJSI ~ I'pPaMMAaTHU4YECKOU
MPaBUILHOCTH U M30eraTh OMUOOK, KOTOPhIE MOTYT MPUBECTU K HEITOHUMAHMUIO;

NpUodpecTH HABBIKN:

— KPUTHUYECKOTO  MBIIUICHUsS, HEOOXOAMMOTO il  TBOPYECKOH
npo¢eCCUOHATIBHON JIEATEIbHOCTH;

— CaMOCTOATENbHON pabOTBHI.

TpeGoBaHus K NPaKTUYECKOMY BJIAJICHUIO BUAAMH

peueBoi 1eATeJIbHOCTH

Ymenue
CTylIeHT JOJKEH YMETh:
BJIa/IeTh BCEMHM BHJAMHU UYTEHHs (M3ydarolee, 03HaKOMHUTENIbHOE, IPOCMOTPOBOE,
MOMCKOBOE), MPEANOIAraloIMMH pa3Hyl0 CTENEHb NTOHUMaHUS IPOYUTAHHOTO;
MOJIHO M TOYHO MOHHUMATh COJEPNKAHUE AYTEHTUYHBIX TEKCTOB, B TOM YHCIE
npoeCcCHOHAILHO  OPUEHTHPOBAHHBIX, HMCIOJB3YysSd  JABYS3bIYHBIA  CIIOBAph
(u3y4aroliee yTeHue);
noHuMaTh obmiee coaepkanue Tekcta (70 %), ompenensiTh HE TOJBKO KPYT
3aTparuBaeMbIX BOIPOCOB, HO M TO, KAK OHU pelIatoTcs (03HAKOMUTEIBHOE YTEHHUE);
NoJIy4aTh 0011lee NPeCTaBIEHUE O TEME, Kpyre BOIPOCOB, KOTOPbIE 3aTParuBaroOTCs
B TEKCTE (IIPOCMOTPOBOE YTEHUE);
HaWTH KOHKPETHYIO MH(MOpMaIuio (orpeaesieHue, MpaBmio, udpoBbie U Ipyrue
JAaHHBIE), O KOTOPOU 3apaHee M3BECTHO, YTO OHA COAEPKUTCA B JTAHHOM TEKCTE
(TTOUCKOBOE YTEHUE).

TeKCTBI, MNPpECAHA3HAYCHHBIC JIsI IMPOCMOTPOBOTO, IMOHMCKOBOIO M O3HAKOMHUTCIBHOI'O

YTEHUS, MOT'yT BKJIt04YaTh A0 10 % HE3HAKOMBIX CIIOB.
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T'osopenue
Momnonocuueckas peus. CTYAEHT IOJKEH YMETh:

—  [pPOAYLHMPOBATH  PAa3BEPHYTOE  MOJATOTOBIEHHOE M HEMOATOTOBIJICHHOE
BBICKA3bIBAHUE IO MPOOJIEMAM COLUOKYJIBTYPHOTO U HIPO(PECCHOHAIBHOIO
OOIIeHUS, IEPEUNCICHHBIM B HACTOSIIECH TPOTPaMME;

—  pEe3IOMHPOBATh MOITYYCHHYIO HH(OPMALIHUIO.

—  IIpumepHslit 00beM BbICKa3bIBaHus 15 ¢pa3s.

Huanoeuueckas peusb. CTyIEHT TOJKEH YMETh:

—  BCTymaTh B KOHTAaKT C COOECETHWKOM, IOJACPKUBATh M 3aBEpIIaTh Oeceny,
UCIIOJIb3Ysl aJIEKBAaTHBIE peueBble (hOPMYIIbI U MpaBUiIa peYEBOT0 ATUKETA;

—  oOMeHMBaThCsl MpoQecCHOHAIbHOW U HempodeccuoHadbHOM uHGpOpMaleil c
co0eceTHUKOM, BbIpaXkasl corjacue/Hecoriiacue, COMHEHUE, yJIUBIICHUE, MPOCKOY,
COBET, MPEIOKEHUE U T.I1.;

—  COYeTaTh JUAJTOTMYECKYI0 1 MOHOJOTUYECKYIO (DOPMBI peun.

[TpumepHOE KOTUYECTBO PEIUIUK — 8 (C KaX A0 CTOPOHBI).
Ayoupoeanue
CTyneHT JOJKEH YMETh:

= BOCIIPUHUMATh Ha CIIyX WHOS3BIYHYIO pE€Yb B €CTECTBEHHOM TeMIIE (ayTEHTHUYHbBIC

MOHOJIOTUYECKHE W JUAJIOTMYECKUE TEKCThl, B TOM YHCIE NPOPECCHOHATBHO

OPUEHTUPOBAHHBIE), C PA3HOU MOJTHOTOM U TOYHOCTHIO MOHUMAHUS UX COJICPKAHMUS;

- BOCITPOU3BOJIUTH YCJBIIIIAHHOE TPHU TMOMOIIM TOBTOPEHUS, MnepedpasupoBaHus,

nepeckasa.

VY4eOHble ayIu0o- U BUACOTEKCTHl MOTYT BKJIIOUATh 0 5 % HE3HAKOMBIX CJIOB, HE

BIIMSIONIMX HA TOHUMAHHE OCHOBHOTO COJICP>KaHMUS.

ITucoemo

CTyZIeHT JOJKEH YMETh:

= BBITIOJIHATh MMUCHbMEHHBIE 33JIaHHs K TIPOCIYIIaHHOMY, IPOYUTAHHOMY, JIOTHYHO U

apryMEHTHUPOBAHHO U3J1araTh CBOU MBICIIH;

— BJIAJ€Th HABBIKAMHU COCTABJIEHUS YACTHOIO U JIEJIOBOTO MHUCHhMA;

— pedbepupoBath U AHHOTUPOBATH MPO(ECCHOHATBHO OPUEHTUPOBAHHBIE U

OOIIIeHAyYHbIE TEKCThI C YIE€TOM PA3HON CTENEHU CMBICIIOBON KOMITPECCHH.

CormacHo y4yeOHOMY IUIaHY YYPEXKICHHsI BbICIIEro oOpa3oBaHMs Ha

M3y4YEHHUE NUCIUIUIMHBI OTBeAeHO Bcero 288 4., B ToM uucie 136 4. ayTIuTOpHBIX

3aHATUN, U3 HUX NPAKTUYECKUE 3aHATUA —136 4.

Pacnipenenennie ayguTOpHBIX YacoB MO ceMecTpaM IpuBeAeHo B Tabnuie 1.

Tabmuma 1
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ITpakTnueckue Hroroseii
Cemectp
3aHATHUS KOHTPOJIb 3HAHUIN
1 68 3a4eT
2 68 9K3aMEH

COIAEPKAHUE YYEBHOI'O MATEPUAJIA

1 cemecTp
YrteHnue

Banaqa: AKTUBU3UPOBATH N KOPPCKTUPOBATbL MMCIOIIHUECCA YMCHHA N HABBIKH
YTCHHUA Ha pAaCIIUPCHHOM A3BIKOBOM MATCPHAJIC, COBCPIICHCTBOBATL UX C LCJIbBIO

INOATOTOBKM K O3HAKOMHUTCIBHOMY H HU3y4YalOICMYy BHUAY 4YTCHU. CTYI[eHTBI
AOJIDKHBI YMCTb:

1) mpounTaTh y4eOHBIH TEKCT Ha 3aJaHHYIO CHTYallMI0 OOMICHHS C TOYHBIM
NOHMMaHHUEM €ro COACpPKaHWSI W BBIJCICHUEM CMBICJIOBOM HH(OpPMAIK C
ucnosibzoBanueM ciosaps (1000 m.3H. 3a 1 akagem.uac);

2) mpouuTath y4eOHBIH TEKCT C IETBI0 O3HAKOMJICHHSI C €r0 cojiepKaHheM 0e3
cioBaps (1500 m.3H. 3a 0,5 akagemM.uaca).

I'oBopeumue

ﬂuaﬂozu yeckasn peusb

CryaeHTBI TOJKHBI YMETh BECTH Oecely, UCIOJIb3ysl BONPOCHI, BOCKIUIAHUS,
npockObl, MpUKa3aHUsl, NPUIJIALIEHUS, OTBETHbIE PEIUIMKUA B BUJIE BBIPAKEHUS
corjlacus WM OTKas3a, [epecnpoca, BO3PAKEHUS, JONOJHEHHUS, COOOIIEHHUs
cBefeHui. OHU JOJDKHBI YMETh MO3J0POBAThCS M MOMPOIIATHCS, MPEACTABUTHCS,
CIPOCUTH, KaK J€Ja, BbICKAa3aTh CBOM INOKEJIAHUSA, U T.A., UCHOJIb3Yys PEIUIMKU U
BBIpQKEHUsI, Hanbosee 4YacTto ynoTpeodssionpecs B AHIMIMU TpU OOUICHUU Ha
OBITOBOM YpOBHE, @ HE CO3[JaHHbIE€ MCKYCCTBEHHO C HCIIOJIb30BAHHEM 3HAKOMOM
aexcukd. OOpa3HO TOBOps, oOOydaeMble JOJKHBI YYUTHCS TOBOPHUTH “‘IO-
AHTJIMIACKHU’, a HE «Ha aHTJMHCKOM S3bIKe». BhICKa3pIBaHNe Ka)K10TO coOeceTHUKA
JOJKHO COJEPKATh HE MEHEE § PEIlIUK.
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Momnonozuueckasn peus

CTymeHThl TOJDKHBI YMETh JIOTUYHO M TIOCITIE0BATEIBHO JIeJaTh COOOIICHUS
OIMMCATEIHPHOTO M TMOBECTBOBATEIHLHOTO XapaKTepa Kak IO 3aJaHHOW TeMe WIIH
CUTyallul, TaK W B CBSI3M C TMPOCIYIIAaHHBIM WA TPOYUTAHHBIM; OO0BEM
BbIckasbiBaHus — 10-12 ¢dpa3.

HpeleeTHO-TeMaTqucxoecouepmaHneKypca

1. Careers
Discussing ideas about careers
Past abilities
Curriculum vitae
Editing
Telephoning

2. Selling online
Discussing shopping online
Placing an order
Replying to an order
Negotiating

3. Companies
Discussing types of companies
Reaching agreement

4. Great ideas
Discussing ideas
Giving information
Editing
Meetings
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AVINPOBAHMUE

CTyzieHThl JOJKHBI MTOHUMAaTh HA CIyX MHOS3BIYHYIO PE€Yb B €CTECTBEHHOM
TEMIIE B JIBYKPATHOM IPEAbSIBICHUN MPENOJABATEIISI UM B 3ByKO3alUCH. TeKCThI
MOTYT COAEPXKaTh 10 2% HE3HAKOMBIX CJIOB, O 3HAYEHUH KOTOPBIX CTYJEHTHI MOTYT
noragatbes, U 10 1% coB, 0 3HAYEHUM KOTOPBIX HEJIb3s 10TalaThCsl, HO HE3HAHUE
KOTOPBIX HE MPEMSITCTBYET MOHUMAHUIO TEKCTa B 11€JIOM. JUTUTENTbHOCTh 3ByYaHUs
— 2 MHH.

IHHucomo

OOyuaeMmblii JOJDKEH TPaBUIBHO MHCAaTh CJIOBA U CJIOBOCOYETAHUS,
COCTaBJISIIOLINE OCHOBHOM MHUHHMYM, I'PaMOTHO O(GOPMIISITH B MHUCHbMEHHOM BH/IE
IPEJI0AKEHMS, BHITOJIHATh TUCbMEHHBIE 3aJJaHMsI 110 00pas3Ly.

SI3LIKOBOM MaTepHuaJl

@®onernka. KoppekTUpOBKa OCHOBHBIX YK€ MNPUOOPETEHHBIX (HOHETUKO-
op(hO3NMUYECKUX HaBBIKOB; 3BYKOBOM CTpPOH AHIJIMICKOIO sI3bIKa; OCOOEHHOCTH
IIPOU3HOIICHHUS TJIACHBIX M COTJIACHBIX; PACXO0KICHHE MEXIY NPOU3HOLICHUEM U
HaIlMCaHWEM; OCOOCHHOCTH MHTOHALIMY AHTJIMHCKOTO MPEIOKEHHUS.

Jlekcuka. O0muii o0beM coctapisieT npuMepHo S00 0B U CIOBOCOYETAHUIN
(6e3 ydera HWHTEpPHAIMOHAIBLHOW JIEKCHKH, CXOJHOW B IUIAHE BBIPAKECHUS U
COBMAAAIOIICH MO COACPKAHUIO).

I'pamMaTuka.

I'pammaTnueckuii Marepua
Ability/Past Ability
Request
Present Tenses

Adjectives

o B~ Wb BE

Modals: can/could, must, have to, need to, should
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MMPOMEXYTOYHBIA 1 UTOTOBBI KOHTPOJIb

JI1st IpOMEKyTOYHOTO KOHTPOJISL TIOCJIE MTPOXOKIACHUS KAXKIOW TEMBI Jat0TCA
JIEKCUKO-TpaMMaTU4YeCcKue TecThl. Ha mocienHemM 3aHATHM MPOBOJIUTCS UTOTOBOE
TECTUPOBAHUE IO BCEMY MPOWUJICHHOMY TPaMMaTHYECKOMY M JIEKCUYECKOMY
MaTepuay.

TpeOoBanus k 3auery

1. UreHne co caoBapeM OPUTHMHAILHOTO TEKCTa MO crenuaibHocTH 06bemMomM 1300
11.3H. [lepeaya kpaTKoro cojepKaHusl TEKCTa Ha aHTJIMKACKOM SI3bIKE

2. IlepeBozl OTpBIBKA TEKCTA, COJAEPKAIIETO aKTUBHYIO JIEKCUKY IO MPONIEHHBIM
TE€MaM, C aHIVIMMCKOIO Ha PYCCKUM A3BIK.

3. becena nnu AMANOry 1Mo NPOWJEHHBIM YCTHBIM TEMaM U PEYEBBIM CUTYALUSIM.

Il cemecTp

COJEP XAHME OBYUYEHUA

YteHnue

CryneHThl JOJKHBI YMETh YATaTh Mpo ceOs (CO CIOBapeM) ¢ MAKCUMAJIbHO
MOJIHBIM M TOYHBIM TMOHUMAHUEM COJICpXKAHUS BIIEPBBIC TMPEIbSIBISICMbIE
HECJIOKHBIE TEKCThI OOILECTBEHHO-OBITOBOTO M HAyYHO-TOMYJSPHOTO XapakTepa,
comepxkamue 10 5% He3Hakombix cioB. O0bem Texkcta — 1500m.3H. 3a 1
aKajiem.Jac.

CryaeHTsl JOJKHBI yMETh uWTaTh Hpo cebs (0e3 crmoBapsi) € LEJbIO
MMOHUMAaHUS OCHOBHOTO COJCP)KaHUS TEKCTHI, BKIIOYAOIMKE 10 3% HE3HaAKOMBIX
CJIOB, O 3HAYEHUH KOTOPBIX CTYJEHTBI MOTYT JJOTaaThes, U 10 3% CJI0B, O 3HAUEHUU
KOTOPBIX HEJb3s A0TaJaThCs, HO HE3HAHUE KOTOPBIX HE MPEMSATCTBYET MIOHUMAHUIO
tekcTa B 11eJioM. O0bem Tekcta — 2000m.3H. 3a 0,5 akageM.daca.

T'oBopeumune

uanozuueckasn peus.

CtyaeHTsl JOJKHBI yMETh BECTH Oecemy, BKIIIOYAIONIYI0 Pa3BEpHYTHIC
JIOTIOJITHUTENIbHBIE COOOIIEHHUS ¢ AapryMEHTAIlMi0 CBOEH TOYKHM 3pEHHUs B
COOTBETCTBMM C CHUTyallU€d MO TEME, a TaKXkE€ B CBSI3M C COJCPKAHUEM
YCIBIIIAHHOTO,  YBHUJEHHOIO,  MPOYMTAHHOrO.  BbICKa3plBaHME  Ka)JI0ro
cobeceTHUKA JIOJDKHO COJIepKaTh HE MEHEE 8 PerlIuK.
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Momnonozuueckas peus.

CTyneHTBI TOJKHBI YMETh: 1) JeNiaTh MOATOTOBJICHHBIC COOOIICHHS B BUIC
UHPOpPMAIIMM WM Pa3BEPHYTOrO paccKkaza Ha OCHOBE MPOCIYIIAHHOTO,
YBUJICHHOTO, MPOYUTAHHOTO; 2) PpAaCKpPBITh TEMY, CJelaTh BBIBOJABI H
aprymMeHTupoBath ux. CooOIeHUS JOHKHBI COMEP)KaTh JIMYHYIO0 OlleHKY. O0beM
BBICKa3bIBaHUS — HE MeHee 12 dpas.

IIpeanMeTHO-TEMATHYECKOECOAePKaAaHNEKYpCca

1. Stress

Discussing causes of stress

Discussing gender-related qualities

Discussing and rank stressful jobs

Punctuation

A report

Editing

Making and responding to suggestions
2. Entertaining

Discussing corporate entertaining
A report
A hotel booking
Making small talks
3. Marketing

Discussing ideas about marketing
Answering an enquiry
Reports
Editing
Using stress to correct information
Getting the message right

4. Planning

Discussing planning
Linkers

Time management
Editing

Checking information
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AvVINpPOBAHUE

CtyneHThl JOJDKHBI TTOHUMATh Ha CIIyX WM pearupoBaTh Ha pa3HOOOpa3HbIC
TUIIBI BBICKA3bIBAHUM, B KOTOPBIX OOCYKITAIOTCS Pa3IMYHBIE TOYKUA 3PECHHS TIO
mpoOiemMaM, a TakKe TEKCThl Pa3IMYHOTO XapakTepa B €CTECTBEHHOM TEMIIe, B
JIBYKPAaTHOM MPEABSBICHUN MPENoAaBaresisi U B 3BYKO3alMUCU. TE€KCTbl MOTYT
comepxkath A0 2% HE3HAKOMBIX CJIOB, O 3HAYEHUU KOTOPBIX CTYJIEHTbI MOTYT
JoragaTbesi, U 10 2% CI0B, 0 3HAYEHUHM KOTOPBIX HEJIb34 J10Ta/IaThCsl, HO HE3HAHUE
KOTOPBIX HE MPENSATCTBYET MOHUMAHUIO TEKCTA B LEJIOM. [[JIMTEIIBHOCTh 3By4YaHUs
— 25 MuH.

IIucemo
OO0yuaeMblIil 10KEH YMETh:

1) 3amoiaHUTH NOJPOOHYIO aHKETY O cebe;

2) cocTaBUTh NMOAPOOHBIN TUIAH MPOYUTAHHOTO TEKCTA;

3) cocTaBUTh MEPEUYCHHb BOMPOCOB K MPEACTOSIIEMY Pa3roOBOPY C peabHBIM
WM BOOOPaKaeMbIM MTapTHEPOM.

A3bIKOBOM MaTepua

®oneruka. OBnaJcHHE WHTOHAIMEH CJIOXKHBIX MPEIIOKCHUH, BBOJIHBIX
YJICHOB MPEIJI0KEHHUS, HHTOHAIIUEH MPe/IJIOKEHUI B KOCBEHHOM peuu, HHTOHAIueH
pasroBOpHBIX (opmya (TIPUBETCTBHE, MPOIINAHKWE, 3HAKOMCTBO, OJIaroJapHOCTH,
W3BUHEHUE U T.I.).

Jexcuka. O6mmii 006eM coctasisgeT 500 ¢JIOB M CIIOBOCOYSTAHUHI M BKITIOYAET
B ce0sl CTpOEBBIC CIIOBA, CTAHJIAPTHBIC PEIUTMKH, KIIHIIIE, CIIOBOCOUYCTAHHUS, CIIOBA-
MOHSATUST U THUIMOBBIE (PpPa3bl-00pa3Ibl, OTHOCSIIMECS K HU3y4aeMbIM cdepam
OOIIIEHUS U TOHUMAaHHS.

I'pamMmarTuka.

I'pammaTnueckuii maTepuall

Adjectives and degrees of comparison.
Verb and noun combination

Past Simple and Past Continuous

Past Simple and Present Perfect
Multi-word verbs

SANE R
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IIpoMeKyTOYHBIN U HTOTOBBIN KOHTPOJIb

JInst IpOMEKyTOYHOTO KOHTPOJIS TIOCJIE MPOXOKIACHUS KAXKIOU TEMBI TAIOTCS
JIEKCUKO-TpaMMaTUYeCcKue TecThl. Ha mocneaHemM 3aHSITHUU MPOBOJUTCS UTOTOBOE
TECTUPOBAHUE [0 BCEMY MPOWUJICHHOMY TPaMMaTHYECKOMY M JIEKCUYECKOMY
MaTepuay.

TpeboBaHuda K DK3aMEHYV:

1. Urenue 6e3 cnoBapsi OpUrMHAIBHOIO TEKCTA M0 CHEUATIBHOCTH 00BbEMOM
1500 m.3H. [Tepenaya KpaTKOTo COACPIKAHUS TEKCTA HA AHTJIIMHCKOM SI3BIKE.

2. IlepeBon c nmcra (pparMeHTa 1aHHOTro TekcTa 00bemMoM 400 1.3H.

3. TlepeBom TpemyiOKCHWA, COAEpKAIMMX AaKTUBHYIO JICKCUKY TIO
IIPOMJAEHHBIM TEMAaM, C PyCCKOT'O Ha aHTJIMMCKAN SI3bIK.

3. becena wnm amanord MO TPONACHHBIM YCTHBIM TE€MaM U PEUYEBHIM
CUTYaLHSIM.
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YYEBHO-METOJNYECKAS KAPTA YYEBHOM JUCIUTIJIMHBI < AHOCTPAHHBIN SI3BIK» (AHT JINACKHUM)
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Cemectp 1
1 HMuocrpannsiii sa3bik (IlpakTika ycTHoii peun) (68) 68 50
1.1 Careers Unitl 18
1.11 AH3zvikogou mamepuan How YIeOHUK
I'pammaruka Revision: questio nformation 2 ambitious yCTHas
Jlekcuka Career moves. CB, ex. A,B,C, D are you? pazmarou- Mpe3eHTaIus
OcnosHbie 8U0blL peyuegoli OessimeabHOCmu Queez HBIi
ToBopenue Starting up. CB, p.6ex. A, B, C MaTtepuan (hpOHTANBHBIH
IMucemo PF, Vocabulary p. 4 ex. A CDmnpownrp orpoc
BIBaTEIb
1.1.2 AH3zviko6ou mamepuan 2 Composi- yCTHast
I'pammaruka Modals: ability, requests, offers tion y4eOHUK Hpe3CHTAIINS
Jlekcuka CB, vocabulary file p. 157, 158 “Women in | pazgarou-
OcnosHbie 8UdbL peyegoli OessmeIbHOCmuU business” | HbIi (hpoHTaIBHBIH
Yrenue “Ten ways to improve your career”, CBp.8,9ex. B, C, D MaTepHan orpoc
I'oBopenne becena no texcry What helps when trying to move ahead in CDmnpourp
your career? Ex. A, p. BIBATEIb

Aynuposanue Improving your career (tracks1.2, 1.2) p.9ex. A, B, C, D
IMucemo PF, language review, p.5
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1.1.3 AH3zvikosou mamepuan 2 (hpOHTANTBHBIH
I'pammaTtrika Revision: question formation Writing CV pasnarou- oTIpoC
Jlekcuka BK anrmn. s3pika U. Borankwuit, ctp. 37-43 HBIH yCTHAA
OcHosHble 8U0bL peuesoll 0esimelbHOCHU MaTrepHua MIPE3CHTAITNS
Yrenne Teker: Dos and Don’ts for Job Seekers p. 50 Tewmsr"
I'oBopenueTelephoning, Making an appointment CDmpowurp Applyingforaj
Aynuposanwue (tr.1.3; 1.4; 1.5) BI-BaTEIb ob”
ITucemo Covering letter, PF p.7 ex. C,D
1.14 A3zvikosotl mamepuan 2 Topic Y4eOHUK (bpOHTANIBbHBIIH
I'pammaruka Revision: Modals: ability, requests, offers “Making orpoc
Jexcuka A new appointment in Fast-Track Inc. Career”
OcHosnbie 610bl peuesoll 0esimelbHOCHU
Yrenue Teker: CB, p. 13, Profile candidates
Tosopenue The requirements to an applicant
Aymuposanue (tr.1.6; 1.7; 1.8)
[Tucemo Writinge-mail
115 AH3zvikoeou mamepuan 2 Dialogues y4eOHUK (poHTANIBHBIN
I'pammaruka Revision: Modals At the orpoc
Jlekcuka vVocabulary study p.38 interview
OcHosnvie 8U0bl peuesoll 0esimelbHOCHU
Yrenne Texcr Job interview questions p.47
ToBopenue Going through the interview
AynnpoBanue
IMTucemo translation from Russian into English ex.2 p.49
116 AH3zvikoeou mamepuan 2 pasfgarou- (bpoHTANIBHBIN
'pammaruka Grammar study p. 51, 52 ex.1 - 4 HBIN orpoc,
Jlexcuka speech cliches ex.1 p.47 marepuain pabora B
OcnosHbie 6U0bI peuegou OeamenbHoCmu MUHU
Yrenue Texer: Management and Human resources Development rpymnmax.

T'oBopenue becena o texcry p.50

AyaunpoBaHue
[ucbemo ex.6 — 12 p.42
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1.1.7 AH3zvikosou mamepuan 2 (hpOHTANTBHBIH
['pammaruka prepositions paszmaTtou- ompoc
Jlekcuka ex.6 p.41 HBIN yCTHas
OcHogHbie 610l pedesoli OessimebHOCmU MaTrepHua MIPE3CHTAITNS
Yrenne Teker: the General Manager p.44 Tempr:"
I'oBopenue Responsibilities of a general manager CDmnpowrp Applyingforaj
AynupoBanue bI-BaTEIb ob”
IMucemo ex.13 — 15 p.43
1.1.8 A3zvikosotl mamepuan 2 Topic (bpOHTANIBbHBIIH
'pammaruka word derivatives “Making orpoc
Jekcuka ex.1 — 3 p.39 Career of a
OcHosnbie 8U0bl peuesoll 0esimebHOCHU manager”
Yrenne Texcr: So you fancy yourself as a manager?
Tosopenue The requirements to an applicant
AynnpoBanue
[MucemoWritinge-mail
1.1.9 | KonrponbHas paboTa o NpoHeHHOMY MaTepHaLy 2 TecT
Testl
1.2. Selling online Unit2 18
1.2.10 AH3zvikoeou mamepuan 2 Advantages pasfgarod- ($poHTANTBHBIN
I'pammaruka Modals 2: must, need to, have to, should,p.17, ex. A, B, C and HBIT orpoc,
Jlexcuka CB p.14,ex. A, B disadvantages | marepuari pabora B
of buying MUHH
OcHosHble 8U0bL peuesoll OesimebHOCHU online CDnpowrp rpyImnax.
Yrenue Teker: Your rights when buying goods bI-BaTEIb

Tosopenue becena mo texcry Starting up, p.14 A, B, C

AymmpoBanue Voice of America learning English / [Electronic
resource]. — Mode of access: http://learningenglish.voanews.com/.

Iucemo PF p. 9, Ex. A, B, C, D, PF p.8 ex.A,B,
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1 2 4 7 8 9 | 10
1211 A3vikosou mamepuan 2
I'pammaruka Revision: Modals CamocrosaTe | yueOHHK (hpoHTaNbHBIHI
Jlexcuka CBp.16, ex. B JIbHAs pasaarod- ompoc
OcHosHule 8U0blL peuesoll OessmelbHOCHU pabora, 1313178
YrenueWorry for retailers, CB p.16, Ex. C, D IMoxroroBka | MaTepuan
T'oBopenue becena mo texkcty CB pl6 ex. A MpoeKTa CDnpourp
Aynuposanue Multi-channel retail, CB p.15 A, B,C,D, E BI-BaTEJIb
Hucemo PF p 14, ex A, B
1.2.12 AH3zvikoeou mamepuan 2 CocraBiieHue | yueOHUK YMK | ycTHas
I'pammaruka Revision: Modals JMaora pas3maTodH Mpe3eHTaIHs
Jlexcuka Useful language, p.19 (PFp.8 ex. D) | writ Letter of
OcHoghbie 8U0bl peuesoll 0essmenbHOCmU MaTepua Order.
Yrenne Tekcr: CD Letter of
T'oBopenue becena mo teme CB, ex.Ap.18 MIPOUTPHIBA Acknowledge
AynupoBanue Tr. 2.4;2.5;2.6 CBex. B, C TENb ment
IMucemo Placing an order, PF p.10,ex. A, B, C, D
1.2.13 A3vikogou mamepuan 2 Topic y4eOHUK (poHTaIBHBIH
I'pammaruka Modals 2: must, need to, have to, should, “Online CD orpoc, pabora
Jlexcuka Integration of two companies business” HPOUTPHIBA B MHHHU
OcHosHble 8U0bL peuesotl OessmerbHOCHmU TEJh rpyImax
YrenneTexct: Case Study: Background. IK
T'osopenne Negotiating the details of a possible joint venture.
Aynuposanue Voice of America learning English / [Electronic
resource]. — Mode of access: http://learningenglish.voanews.com/.
IMucemo Integration of two companies
1.2.14 A3vikosoti mamepuan 2 Buneo
I'pammatuka Revision: Modals buasM

Jlekcuka Useful language, p.19

OcHosHovle 8U0blL peuesotl] essmelbHOCU
T'oBopenue becena no Teme CB, ex. A p.18
Aynupoanue Tr. 2.4;2.5; 26 CBex. B, C
IMucemo Placing an order, PFp.10,ex. A, B, C, D
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1.2.15 2
AH3zvikoeou mamepuan CamocrosaTe | yueOHHK (hpoHTaNbHBIHI
I'pammaruka Tenses JbHAS pasnaTod- ompoc
JlexcukaVocabulary unit 2 pabora, HBI
OcHogHule 8Udbl peuegoll OesimenbHOCmu [MoaroroBka | marepuain
Yrenue News paper articles MpOeKTa CD mnpowur-
l'oBopenue becena no Tekcry phIBaTENb
AynupoBaHue
IMTuceMmo translation from Russian into English
1.2.16 Azvikogou mamepuan 2 CocraBieHue | yueOHUK YMK | ycTHas
I'pammaruka Revision: Tenses JMaora pas3maTodH Mpe3eHTaIHs
Jlexcuka Useful language, p.19 (PFp.8 ex. D) | vrit LetterofOrder.
Marepuan Letter of
OcHogHble 8UdbL peuesoll OesimelbHOCHU CD Acknowledge
Yrenue Tekcr: MIPOUTPBIBA ment
ToBopenue becena no Teme CB, ex. A p.18 TeNb
AynupoBanueTr. 2.4; 2.5; 26 CBex. B, C
ucemo Placing an order, PFp.10, ex. A, B, C, D
1.2.17 AH3zviko6ou mamepuan 2 Topic YU4EeOHUK (bpOHTANBHBIH
'pammaTuka Tenses “Online CD ompoc, pabora
Jlekcuka Integration of two companies business” MPOUTPHIBA B MHHH
OcHosHbvle 8U0bL peuesotll OessmelbHOCHmU TeJb rpyImax
Yrenne Tekct: Shopoholics IK
ToBopenue becena mo teme Making a design of a web-site
Aynuposanue Voice of America learning English / [Electronic
resource]. — Mode of access: http://learningenglish.voanews.com/.
ITucemo The letter of complaint
1.2.18 Kontposbnas paboTa no npoiiiecHHOMY MaTepHaity 2 pazngaTod- YMK | tect
Test2 HBbIi
MaTepHal
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1.3. Companies Unit3 16
1.3.19 A3vikosoil mamepuai 2 PaGota  co | yueOHHK (hpoHTaNbHBIH
I'pammatrka Present simple Present continuous tenses CB p.26 CIIOBapeM. pasmaroy- oIpoc
Jlexcuka CB p.22-23 Ex. A, C Yrenue HBII
OcnosHbie 8UObL peyegoli OessmeabHOCU ra3eTHBIX Marepuan
UYrenue CB p.23, Ex. B craTei CDnpourp
ToBopenue Pasrosopusie cutyanuu StartingupCB p.22, Ex. A, B BI-BaTEeIIb
Aynuposanue A successful company, Tr. 3.1; 3.2;
Hucemo PF p.12ex. A, B, C
1.3.20 A3b1K06011 Mamepuan 2 Dictation: An | y4eOHuK YCTHBIH
I'pammaruka Present simple Present continuous tenses informal  e- | CDmpourp orpoc
Jlexcuka Describing companies CB p.23, Ex. D mail BI-BaTEITh Speak about
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU The world’s
Yrenwne Articles 1,2 CBp.23-25 most
ToBopenue becena mo Tekcry SB, ex. 3b, cp. 13 respected
AynuposanueA successful company Tr. 3.3 companies
Iucemo An informal e-mail, PFp.14ex. A, B, C
13.21 A3viko6ou mamepuan 2 CaMoCTOSITEN | Y4eOHHK YMK | Bribopounsrii
I'pammaruka Linkers, PFp.15, ex.D pHaspaboTa, | pa3garod- orpoc
Jlexcuka Useful language, p.27 quamord how | Heri
OcnosHble 8UObL peyuegoll OessmelbHOCmuU to make an MaTepHan
Yrenue Voice of America learning English / [Electronic resource]. — effective CDmnpourp
Mode of access: http://learningenglish.voanews.com presentation | bI-BaTenn
ToBopenue Suggestions how to make an effective presentation
Aynuposanue Tara Fashions, Tr.3.4, Ex. B, C
IMucemo Writing an advertisement
1.3.22 A3vikosotl mamepuan 2 Case study: yueOHUK YMK | ¢ponTansHbIi
I'pammatika Revision CB p. 32-35 Valentino CDnpour- orpoc, padorta
Jlekcuka Revision CB p. 32-35 Chocolates pBIBaTENh B MUHH
OcHosHbvle 8U0bL peuesotll OessmelbHOCmU TpyIax

Yrenue Background Expansion
T'osopenue Chart 1, p.28, Chart 2, p.29
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1 2 7 8 9 10
1.3.22 | AynupoBanue Tr.3.5
ITncemo
1.3.23 Revision y4eOHHK yCTHast
A3bikosou mamepuan Test pazaaTou- Mpe3eHTalUs
I'pammatuka Revision, PFp 13, ex. A, B, C p.33 HBIN Tema:
Jlekcuka Companies, PFp 12, ex. A, B, C MaTepHuan “Ourcompany
CDrmpourp ”
Ocnosnble 8UObL peyesoll OesimeIbHOCU BI-BaTeIb
Yrenne Case Study: Valentino Chocolates, CB p 28-29
Toopenne How to spend 1,5 min euro
Aynuposanue Tr 3.5
Mucemo Writing an investment plan, CB p 29
1.3.24 AH3zvikogou mamepuan Pecypcsr YIeOHUK YMK | ycrHbI#I
I'pammaruka prepositions yIaaeH- pasnmarou- orpoc
Jlexcuka vocabulary study p. 21 HOTO HBIT
OcnosHble 8UObL peyuegoll OessmelbHOCmU JICHCTBUSI MaTepHan
Yrenwue :text Forms of Onership
Tosopenne: What is the most risky form of business?
AynupoBaHue
ITucemo:ex. 1 — 3 p.22
1.3.25 AH3zvikogou mamepuan YIeOHUK YCTHBIH
I'pammaruka word formation p.23 pasnaTod- orpoc
Jlekcuka ex.4 — 10 p.23 HBII
OcnosHnble 8UObL peyuegoll OessmelbHOCmuU MaTepHan
Yrenwue: text Large corporations p.32
ToBopenne: Advantages and disadvantages of working for a big
company
AynupoBaHue
1.3.26 | KonTponbHas paboTa 1o mpoiieHHOMY MaTepuary YMK test

Test 3
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1 2 4 7 8 9 10
1.4 Greatideas Unit4 16
1.4.27 A3vikosotl mamepuan 2 yueOHUK CaMOCTOSITENb
I'pammatuka Past Simple-Continuous, rules. CBp 38 Hast paboTa
JlekcukaVerb and noun combination CB p.34 ex. A, B, Tr. 4.1 pa3maToyH (hpoHTaNbHBIHI
OcHoghbie 8U0bl peuesoll 0essmenbHOCmU BIA ompoc, pabora
Yrenue Texkcr Ferrari attraction, CBp 36 Marepuan B MHHHU
ToBopenueStarting up. CB, p.34 ex. A, B CD rpymnmnax.
Aynuposanue The Innovation Works Tr. 4.2, 4.3 IIPOUTPEIBA
ITuceMmo The Innovation Works, Tr. 4.2, 4.3 T€llb
1.4.28 A361K0601 Mamepuan 2 Text bank | yueGHuK
I'pammaruka Past simple Past continuous, p.38 A, B, C pa3naTodH pabora B
Jlekcuka How new ideas are found and nurtured p-120-121 | rpyire
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU MaTepual
Yrenue Texcr Three great ideas Articles 1, 2, 3 p.36
Tosopenue Global projects CD
AynupoBaHue IPOUTPbIBA
Mucemo PFp.17, ex.A, B, C TEIb
1.4.29 AH3zviko6ou mamepuan 2 Y4EeOHUK yCTHast
I'pammaruka Past simple Past continuous pa3naTodH HpEe3CHTAIINS
Jlexcuka Useful language, p.39 Bl Tema:
Ocnosnble 8UObL peuesoil OessmeibHOCmu Marepua Globalproject
Yrenue Teker «Azra’s award-winning products» Writing a | CD S
Toopenne How to conduct a meeting report MPOUTPHIBA
Aynuposanue Freestyle company Tr.4.4 TEhb
IMucemo Giving detailed inform. PFp.18,19 yueOHUK
1.4.30 SI3pIKOBOM MaTepua 2 Revision yueOHUK (bpoHTANBHBIH
I'pammaruka Past simple Past continuous, PF p 17, ex. A, B Test pa3naroyH orpoc,
Jlexcuka PFp. 16, ex. A,B, CB p.58 BIN
Yrenue PF The way of the wiki. PF p 16, ex C MaTepHan

ToBopenue ldeas for exciting new products which use Protean

AynuposanueTr. 4.5
ITucemo Dictation — translation
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1.4.31 2 CD (hpoHTaNIBbHBIH
SI3pIKOBOM MaTepuan IIPOUTphIBa orpoc,
I'pammatrka Past simple Past continuous TeNb
Jlekcuka vocabulary unit 4
OcHoghbie 8U0bl peuesoli 0esimenbHOCmU
YreHue
ToBopenue ldeas for exciting new products which use Protean
AynupoBanueTr. 4.5
[Mucemo Dictation — translation
1.4.32 2 pa3aaTo4H YcTHbIi
SI3b1KOBOM MaTepuan bII oIpoc
I'pammaruka Past simple Past continuous, PFp 17, ex. A, B Marepuan
Jlexcuka PFp.16, ex. A, B,
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU
Yrenue PF The way of the wiki. PFp 16, ex.C
Tosopewnue ldeas for exciting new products which use Protean
Aymuposanue Tr. 4.5
IMTucemo Dictation — translation
1.4.33 2 y4eOHUK JTUCKYyCCHA B
SI3pIKOBOM Marepual pa3aaTovuH MHWHHU
I'pammarmka Past Tenses 13174 rpyImax
Jlexcuka: vocabulary unit 4 Marepuan
Yrenue: The greatest inventions of the world CD
ToBopenue: Inventions and Innovetions NPOWTPHIBA
AynupoBaHue TEITb
IIuceMo MMOACTAHOBOYHBIC YIIPAKHCHUS
1.4.34 | KonTtponbHas paboTa 1o MpoiieHHOMY MaTepuary 2 TECT
Test4
HToro 3a cemecTp 68 3a4yer
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1 2 | 3 [ 4 7 8 | 9 ] 10
Cemectp 2
2 Huoctpannblii si3pik (IIpakTHKa yeTHOI peun) (68) 68
Stress  Unit5 18
25.1. AH3zvikogou mamepuan 2 Writing  a | yue6HHK CaMOCTOSITEITh
I'pammaruka Narrative tenses, Present Perfect; report  for | pasmaroun Hast paboTa
Jlexcuka PFp.20 ex. A, B the BIN
OcHoghbie 8U0bl peuesoll 0essmenbHOCmU Internation | marepuan
Yrenune Teker al Health | CD
ToBopenue Stressful situations and ways of relaxing, p.42 ex. A, B Symposium | mpourpsia
Aynuposanue Dealing with stress, Tr.5.1; 5.2; 5.3 TEJIb
IMucemo Writing a Message to your boss
25.2. A3vikosotl mamepuan 2 npe3eHTa- | y4eOHHK (hpoHTaNBHBIHA
I'pammaruka Past simple - Present perfect TSI paszmaTodH orpoc, paborta
Jlexcuka CB, EX.A, B “Stressful BIN B MHUHHA
Yrenne Slow down, you move too fast, p. 44 ex. A, B, C, D jobs” Marepua rpymnmax
ToBopenue becenamorexcty The main causes of stress at work CD
Aynuposanue Dealing with stress Tr.5.3. MIPOUTPBIBA
[ucemo PFp.21, ex.A, B, C TENb
25.3 2 Revision YU4EeOHUK YcrHast
A3zviko801 Mamepuan Test pa3aarouH npe3eHTAaIuS,
I'pammaruka Past simple—Present perfect CB p.58/59 | brii CaMOCTOSITENb
Jlexcuka Useful language p.47 Marepuan Hast paborta
Yrenne Texer The main causes of stress at work CD
T'oBopenne becena mo Tekcty The ways of improving the staff’s health IPONTPHIBA
AymupoBanue Tr.5.4; 5.5 TENb
Hucemo PFp.22, ex. A, B, C, D
25.4 2 Writing  a | yueOHuk YMK | Tect
A3b1K0601 Mamepual report for | pasmaroun
I'pammatuka Revision Past simple - Present perfect the BIii
Jlexcuka Revision Test CB p.58 Internation | marepuan
Yrenue The most stressful jobs al  Health | CD
I'oBopenue becena no Tekcty Symposium | mpourpsia
Aynuposanue Tr.5. TEeJlb

IMucemo Practical suggestion for stress management
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1 2 3 4 5 6 7 8 9 10
2.5.5. Azvikogou mamepuan 2 Home y4eOHUK CaMOCTOSITEIb
I'pammatika Revision reading pa3aaTtouH Hast paboTa
Jlekcuka Revision Test CB p.59 Bl
OcHosHule 8U0bL peuesoll OessmelbHOCHU Marepuan
Yrenne Texct Background of the company
I'oBopenue becena no Tekcty CD
Aynuposanue TT. 6. MIPOUTPBIBA
IT1CchMO 1TOICTAaHOBOYHBIE YIIPAKHEHHS TCIIb
2.5.6. 2 lexical y4eOHHK (bpoHTATBHBIN
A3vikosotl mamepuan exercises orpoc, paborta
I'pammaruka Revision Adjectives pas3maTodH B MHHHU
Jlekcuka vocabulary Unit 5 I rpymmax
MarepHai
OcHogHule 8Udbl peuegoll OesmenbHoCmu
Yrenwue: Stress has changed my life. CD
l'oBopenue becena o Tekcry IIPOUTPBIBA
AynupoBaHue TEeJb
IMucwmo: Dictation - translation
2.5.7 A3b1K0601 Mamepuar 2 Revision y4eOHUK YcrHas
I'pammaruka Revision Pronouns npe3eHTalus,
Jlexcuka lexical exercises Test pasaTodH CaMOCTOATENh
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU bI Has paboTa
Yrenne Deseases caused by stress Marepua
I'oBopenue: Jluckyccust
Aynuposanue Tr. 6. CD
[T1ChbMO MOICTAHOBOYHBIE YIIPAKHEHHSI MPOUTPHIBA
TEJNb
2.5.8 | Reading of newspaper articles 2
2.5.9 | KonrponbHas pabora 1o npoiieHHoMy Marepuaiy Test 5 2 YMK | Tecr
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1 2 4 7 8 9 | 10
2.6 Entertaining Unit 6 16
2.6.10 A3vikosoil mamepuan 2 yueOHUK (hpoHTaNbHBIH
I'pammatika Revision Pabora co orpoc
Jlexcuka Eating and drinking, p.51ex. A, B, C, D cimoBapem. | CD
OcHosHule 8U0bL peuesoll OesimerbHOCHU Urenue MIPOWTPHIBA
Yrenue Voice of America learning English / [Electronic resource]. ra3eTHBIX TeNb
ToBopenue Starting up p.50 ex. A, B crareit TK
Aynuposanue Corporate entertaining Tr.6.1; 6.2; 6.3
Iucemo PF p. 24 ex. A, B
2.6.11 A3vikosotl mamepuan 2 PaGora ¢ | yueOHHK (hpoHTaNbHBIH
I'pammaruka Multi-word verbs CB p.53, Ex.A, B, C pecypcamu orpoc, pabora
Jlekcuka Socializing yIaaeH- B MHHHU
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU HOTO CD rpymnmax
Yrenne Texct Corporate thrills reach new highs Ex. C, D, E JIOCTyTa MIPOUTPBIBA
ToBopenue Entertaining business people TeNb
Aynuposanue Tr. 6.4
Hucemo F p.25,ex. A, B,C, D
2.6.12 A3vikogou mamepuan 2 Topic y4eOHUK
I'pammaruka Revision “Corporate yCTHast
Jlexcuka Useful language p.55 entertaining | CD pe3eHTaIns
OcHoghbie 8U0bl peuesoll 0esimeIbHOCmU MIPOUTPHIBA
Yrenne Background of the company VMI TeNb
ToBopenue Greetings and small talk
Aymuposanue Tr. 6.5 Ex. B, C, D
[Iucemo PF p.26, ex. A
2.6.13 A3b1K0601 Mamepuan 2 Role-play | CD B3aumokonTp
I'pammatuka Multi-word verbs CB p.53, EX.A, B, C theconversa | mpourpsia 0Jib,
Jlexcuka Socializing tion TeJNb (bpoHTaNBHBIH
OcnosHbie 8U0bl peyuegoli OessimeabHOCmu “At a oInpoc
Yrenune TexcrCorporate thrills reach new highs Ex. C, D, E conference
ToBopenne Entertaining business people
AynupoBanueTr. 6.4
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1 2 4 7 8 9 10
2.6.14 AH3zvikogou mamepuan 2 YIeOHUK B3aumokoHTp
I'pammatika Revision OJlb,
Jlekcuka vocabulary unit 6 pa3znaTouH (bpOoHTANTBHBIN
OcHosHule 8U0bL peuesoll OesimerbHOCHU BIit oTIpOC
Yrenne Texct Business Etiquette MaTepHai
Tosopenue Forms of business entertaining in Belarus
AynnpoBaHue
I1ChMO TPEHUPOBOYHBIC YIIPAKHCHHUS
2.6.15 | Film «Kampbi» 2 Video film
2.6.16 | Revision 2 Revision yueOHUK
Test CB p.60/61 Unit 5
2.6.17 | KonTponpHast paboTa 1o npoiiieHHoMy mMarepuaiy I est6 2 TECT
2.7 Marketing Unit 7 16
2.7.18 AH3zvikoeou mamepuan 2 Pabora co | yueOHUK (bpOHTANBHBIH
I'pammaruka Questions, types of questions CB p 66 CIIOBapeM. orpoc
Jlexcuxka word partnerships CB p 62-63, ex A, B Urenue CD
OcHognbie 8U0bl peuesoll 0esmenbHOCmU ra3eTHBIX MIPOUTPHIBA
Yrenue Voice of America learning English / [Electronic resource]. — crareit TeJNb
Mode of access: http://learningenglish.voanews.com/. IK
T'oBopenue Business has only two functions — marketing and innovation
Aynuposanue “The four Ps” Tr 7.1.
IMucemo: dictation
2.7.19 A3viko6ou mamepuan 2 y4eOHUK B3aumokoHTp
I'pammatuka Questions, types of questions OJTb,
Jlexcuka Useful language CB p.67 (poHTATBHBIIH
OcnosHbie 8U0blL peyuegoli OessimeabHOCmu CD oIpoc
Yrenwue 5: the film. MIPOUTPBIBA
Tosopenue becena mo Tekcty, orBeThl Ha Borpockl CB ex. A, B, C, D, TEIb

p 64-65

Aynuposanue Tr 7.2, 7.3.
ITucemo A survey
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[Iponomxkenue TabauIbI

2

7

8

9

10

2.7.20

A3bikosou mamepuan

I'pammatuka Questions, PF, p 13, ex. A, B, C
Jlexcuka Vocabulary File p 160

OcHosHule 8U0bL peuesoll OessmelbHOCHU
Urenue
Toopenue Telephoning: exchanging information
AynmupoBanue Tr 7.5, 7.6, 7.7
Iucemo PF

MPOCKT

YIeOHUK
CD
MPOUTPHIBa
TeIb

PaGora B
MHHHU
rpymmnax,
AATIOTHYECKa
s peb.

2.7.21

A3vikosou mamepuan
I'pammatika Revision
Jlexcuka Case study pp.68-69
OcHoghbie 8U0bl peuesoll 0essmerbHOCmU
Yrenue The launch CB p 68
Tosopenue Product availability CB p 69

AynmupoBanue Tr 7.9.
IMucemo Writing file p 134

Dictation
Revision
CB, unit7

yueOHUK

(dpoHTaNbHBIH
onpoc

2.7.22

A3vikosoui mamepuan
I'pammaruka prepositions
Jlexcuka vocabulary unit 7
Yrenue What is marketing
Toopenne How to conduct marketing recearch

AynupoBaHue
IMucemoWriting file p 134

Focus on
economics

yueOHUK

pas3naTouH
BIi
Martepuan

Pabora B
MHHHI
rpyImnax,
IMaJIoTHYeCcKa
s peyb.

2.7.23

A3vikosoui mamepuan
I'pammaruka Revision Phrasal verbs
Jlexcuka vocabulary unit 7
Yrenue: Marketing Plan p.132
ToBopenue Is marketing equal to advertising?

AynupoBanue
Mucemo ex.1 —12 p.122 - 125

yueOHUK

pas3naTouH
BIN
Marepual

YcTHEIN
orpoc

2.7.24

Revision ex.1—4p.134 —-135

y4eOHHK

@DpOHT. onpoc

2.7.25

Kontponbhas paboTa no npoiiilecHHOMY MaTepuany
Test 7

YMK

TECT
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[TponomxenneTadauIBI

1 2 4 7 8 9 10
2.8 Planning Unit 8 18

2.8.26 A3vikosoil mamepuan 2 yueOHUK (hpoHTaNbHBIHI
I'pammatuka Expressing future CB p 74 oIpoc
Jlexcuka Expect the best, plan for the worth and prepare to be surprised pasmaTouH Bzanmo-

CB p70 bliiMaTepua KOHTPOJIb
OcHoghbie 8U0bl peuesoll 0esimelbHOCmU )

UrenuneeX. Cp 71

ToBopenue Ways to plan CB ex A, B, C

Avynuposanue Tr 8.1,

2.8.27 Azvikogou mamepuan 2 Pabota co | yueOHHMK Pa6ora B
I'pammaruka Expressing future, CB ex.A, B, C, p 74 CIIOBapeM. MWHHA
Jlexcuka Usefull language p. 75 Yrenne CD rpymmax

OcnosHbie 8UObL peyegoli OessmeIbHOCmU raseTHpIX | IIPOUIPHIBA B3anMokoHTp
Yrenwne text “Nizhny Novgorod:” CB ex A,B,C p. 73 crareit TeNb 0Ilb
Tosopenue Planning for economic development IK
Aynuposanue The secret of good planning Tr 8.2, 8.3, 8.4.
Iucemo CB p.88

2.8.28 A3viko6ou mamepuan 2 [loaroros- | yueOHHMK ($poHTaIBHBIH
I'pammaruka Future tenses Ka IIPOeKTa onpoc
Jlexcuka Holding a meeting ex B, p 75 CD

OcnosHbie 8UdbL peyuegoli OessmenbHOCmuU IPOUTrphIBa
YrenueVoice of America learning English / [Electronicresource]. TeJNb
T'osopenne Role-play situations CB Ex C, p.73 IK
Aynuposanue Meetings, Tr 8.5.
[IMCbMO TPEHUPOBOUHBIE YIIPAKHEHUS

2.8.29 A3vikosotl mamepuan 2 yueOHUK PaGora B
I'pammatuka Future tenses MUHU
Jlekcuka Holding a meeting ex B, p 75 pa3zarouH rpyImmnax,
Yrenue Voice of America learning English / [Electronic resource]. Bl JaormyecKa
T'osopenne Role-play situations CB Ex C, p.73 MaTepHa s peUb.

Aymuposanue Meetings, Tr 8.5.
Iucemo PF
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[Ipogomkenue TabauIbI

1 2 4 5 6 7 8 9 10
2.830 A3vikosou mamepuan 2 Revision yueOHUK CaMOCTOSITEIbHAS
I'pammatuka Revision: Future tenses CB, unit 8 pabota
Jlekcuka Planning CB p.76-77 pa3naTovYHbIH
OcHosHule 8U0bL peuesoll OessmeabHOCHU MaTrepHua
Yrenne The voice of business CB p.77 CD
ToBopenue Case study: C,B, p 77 MPOUTPHIBATENb
AynupoBanue Tr 8.6
[Iucemo CB, p.130
2.8.31 Azvikogou mamepuan 2 Focus on | pazmaTouHsblii Juanorndeckas
I'pammatuka Revision: Tenses economics | marepuai peub
JlexcukaUnit 8
OcHogHble 8Udbl peuegoll desimenbHOChmU
Yrenue Business Plan
ToBopenue Planning your new business
AynupoBaHue
[T1cbMO TPEHUPOBOYHBIC YIPAKHCHUS
2.8.32 A3vikosotl mamepuan 2 yueOHUK Huanoruyeckas
I'pammaruka Present Simple mis Beipaxkenust Oyayiero pevb
BpEMEHU pa3aTouHbIH
Jlexcuka Unit 8 marepuan
OcHoghbie 8U0bl peuesoll 0esimeIbHOCmU CD
Yrenue HPOUTPHIBATEIh
ToBopenwne Are you a good time manager?
AynupoBaHue
ITucemo dictation - translation
2.8.33 | UreHue razeTHsIx craTeit 2 pa3naTovYHbIH Huckyccus
MaTepHuan
2.8.34 | KonTponbHas paboTa 1o MmpoiieHHOMY MaTepuary 2 pazmarounsiii | YMK TecT
Test 8 MaTepHa
Hroro 3a cemecTp 68 IK3aMeH
Bcero ayninTopHbIx yacos 136
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TEOPETUYECKASA YACTD

1 TENSES

The Present Simple (Indefinite)
Tense

The Present Continuous (Progressive)
Tense

Ynompeonenue

e [loBTOpAIOIIKECS NEUCTBUS;
My brother plays tennis every other

day.

e JlelcTBus, CIEAYIOMIME OJTHO 3a
JIPYTUM;

e Pecup UIET O IOCTOSHHOM
COCTOSIHUU;

She lives in London.

® O6HICH3BCCTHBIG HNCTUHBI UJIN
3aKOHBI IPUPOJIBI;
The moon moves round the Earth.

e Pacnucanue IBMKCHUS
TPaHCIIOPTa;
The train leaves in ten.

e ( yka3aHueM Ha Bpems
MIPOBEICHUS] MEPOITPUSTHS;
The film begins at seven.

e (O030pbl, pEIOPTAXKH,

CIIOPTHUBHBIC KOMMCHTApPHH.
Angelina Jolie acts brilliantly in this
film.

e [IpuaaTOYHBIX MPEATOKEHUIX
BPEMCHU U YCJIOBUS IOCIIE
coro3oB WHEN, AFTER,
BEFORE, AS SOON AS,
UNTIL, IF, IN CASE, etc.

When the water boils, 7’ll turn off

the gas.

e JlelicTBME MPOUCXOINT B
HaCTOHHII/Iﬁ MOMCHT,

Mum is talking on the phone right

now.

L4 3aHJIaHI/Ip0BaHHI>I€ I[GﬁCTBHfI B
OmmKaiiem OyayIiem;
My father is leaving for Rome tonight.

e JleiicTBue 0003HAYAET IpoIiecC.

e [loBTOpArOIIKECS NEUCTBUS,
BBI3BIBAIOIINE PA3APAKCHUS UITH
Kputrdeckue 3amedanusi. OObIYHO
YIOTPEOJIIETCS C HApEUUSIMHU

ALWAYS, CONSTANTLY.
She isalways interrupting me!

e Mensromascs/ pa3BUBaroascs
CUTYyaIHsI.
His English is getting better.

e CTaTUBHBIE TJIArOJIbI
0003HAayYaroIIMe JIEUCTBUS.
Compare:

The soup smells delicious. (state,
Present Simple)

She is smelling the rose. (activity,
Present Continuous)
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e JlencTBUA, COCTOSTHUS B MOMEHT
peun C NCIIOJIb30BAHUEM
CTaTUBHBIX I'JIaroJIOB:

v" T'marosisl 9yBCTBEHHOTO
Bocmpusitus (See, hear, notice,
taste, smell, etc.);

It smells like a hospital here.

v FJ’IaFOJIBIYMCTBeHHOfII[GSITCJ'II;HOC
tu (understand, think, believe,
remember, know, forget, mean,
suppose, recognize, etc.);

Do you recognize me?

v FJ’IaFOJIBIHepe,ZIa}OHH/ICIIYBCTBaI/IC-)
moruu (like, dislike, hate, love,
wish, want, prefer, care, etc.);

| prefer dogs to cats.

v' T'naroiisl mepeaaromime
oOJiataHue/BlIaIEHIE YEM-TTHO0
(have, belong, own, possess).

They have a big new house.

Kaxk oopazyemcs

Ymeepdumenvnas gopma

noanexxamee | + |cMBICTOBOl riaron| = [yTBepxICHME
| play football.

He

She| + [cmeicnoBoit rnaron| +-s =

It

He reads books.

Ompuyamenvras popma

CMBICJIOBOH
TIarosx

noAIesxamee | + = [orpunmaHue

does not

do not /]

We don’t read.

He doesn’t play tennis.

Bonpocumeavnaa ¢gopma

do
does

+ [momnesxaiee| + [cmbicnoBoi raaron| = [Bompoc |

| am reading a book.

Ompuyamensnas dopmna
+ + |npnqac'rne Il = |0Tpnuaﬁue

am /
are /
is

nognexxaiiee | +

They are not playing chess at the moment.

Bonpocumensnas ¢opma

[am / are /is| + [mogmexamee| + [mpuuactue I| = [Bompoc |
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Do you hear me?

Does he work?

Is she using the computer now?

Cnosa-mapkepul

Often

Always

Usually

Seldom

Rarely

Sometimes

Never

Generally

As arule

Every day (week, year, month, etc.)
Every other day (week, month, etc.)

Once a week (day, month, etc.)

Now

At the moment
At present

Just now

Right now

All (the) morning
All day

All night

The whole night
These days

Still

The Past Simple (Indefinite) Tense

The Past Continuous (Progressive)
Tense

Ynorpedsenue

e JlelicTBUE, KOTOPOE 3aBEPLINIIOCH B

MPOLIJIOM U HE UMEET HUKAKOMN
CBsA3U C HACTOAILIUM.
She met her future husband 15 years

ago.

e JlelicTBus, CIEAYIOMIKME OJHO 32
JIPYTUM B IPOLLIOM.

| entered the office, looked around and

came up to the secretary.

e (CocTosHUE B IMPOILIOM.

e (OOBIYHBIE NCUCTBHUSA MU COCTOSTHUS

B IIPOIIJIOM.
| often went cycling last summer.

e [Iponomxaronieecs 1€MCTBUE B

OIpeeNIEHHBIII MOMEHT B ITPOLLIOM.
At 9 o’clock yesterday morning, the
plane was flying to Paris from New
York.

e JleiicTBUE B MPOLLIOM,
MPEPBIBAIOIIEECS IPYTUM
JICICTBUEM.

He was reading a newspaper when his

brother came.

e JIBa nmeticTBus wim Ooliee,
MPOUCXOJAMUC OJHOBPECMCHHO.

He was listening carefully while they

were explaining the plan to him.
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e Koncrpykmus used + Infinitive
MOTYEPKMUBAET KOHTPACT MEXKIY
MMPONIBLIM U HACTOSIIIHUM.

He used to smoke forty cigarettes a day

till he finally gave up smoking.

o Konucrpykmus Would + infinitive
(6e3 wactuiipl 10) ucnonb3yercs,
YTOOBI ONHUCATH TTOBTOPSFOIITUECS
JIEHCTBHS B TIPOIILJIOM (HE
cocrosiHus). Mcnones3yercs B
IIICbMEHHOW peYu B
BOCITOMHUHAHMSIX.

When we worked in the same office, we

should have coffee together.

e Bsojgnas nHdopmaims B pacckase,
IIOBECTBOBAHUMU.

The sun was shining and the birds were

singing. Tom was driving his old truck

through the forest.

e JlelicTBHE B IPOILIIOM, KOTOPOE
MPUBOJUT K pasapaKeHUIO WU
ocyxneHuto co ciioBamu ALWAYS,
CONSTATNLY.

When he was a teenager he was always

making trouble.

L4 CO6CTOﬂTeHBCTBaMI/IBpeMeHI/I:
WHILE, WHEN, AS, ALL DAY/
NIGHT/ MORNING,
YESTERDAY.

She was trying to open the bag while he

was checking the passport.

OoOpa3zoBanue
Ymeepdumenvran ¢opma
4 | IATOT B NDOTIGHMEN | —
BpEeMeHH b A

She watched TV last night.

T'marons! mo cnocoby o6pasoBaHMA
[POLIE/IIEro BpeMeHH

HenpasHIbHBbIE

npaBHJIABHBIE

npubasnserca -ed
K OCHOBe IJIarojia Bo BCeX
JHNAX M 9MCAax

BpeMeHH HaJlo
3ayUMTh

¢opMEI IIpoLIEAIIero

l'[pomemuee BpeMsd NPaBHJBHBIX IJjIarojioB

1) | rarosel, OKaHYMBAIO-

Prrmsom peee— ed = [mpomezamee Bpems |

Hpumep: clean + ed = cleaned

2) | rylarossl, OKAaHYUBAIO-
muecs Ha -e

+d = [npomesmee Bpems |

Hpumep: save +d = saved

Ymeepdumenvnaa ¢popma

nmojanesxaiiee | +

was /| + Inpnt{acme I| = | yTBeDKAeHHE

were

He was looking for you.
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3) [ rmarosel, okaHYHBaIOLIHE-

Cf HA corjaacHyw + y

ITpumep: cry —y + ied = cried

4)

TJIaroJjbl, OKaHYHBaKwIue-
cA Ha IJIacHyio + y

+ed=

IHpumep: play + ed = played

9) | riarosel, OKaHYHBAIO-
muecsa Ha YAapHyo
TJIACHYIO MeXIY ABYMS

COr'JTaCHBIMHA

+ yasoeHHadA + ed =
corJIacHaf

IMpumep: drop + p + ed = dropped

Ompuyamenvuan gopma

HHOHHATHB
OCHOBHOT'O
riarojia
6es yacTuusl to

[ momnexamee | + [did not] +

Ipumepwi: | did not open the window.
A He OTKPBIBAJ OKHO.

Bonpocumensnas gopma

OCHOBHOI1 rJ1aroJ
B HHOUHHTHBE
6e3 yacTunsl to

[ did | + i nojJeskaiee ‘ +

IMpumepwi: Did they close the door?
OHu 3aKpBUIH JBepb?

-y +ied -

npolleaiiee BpeMs

npoejee
BpeMs

= |oTpumanne

Ompuyamenvnaa ¢opma

nojjnesxamee | + |was /| + + ‘npnuac'me I| = | OTpHIIAHHE

were

Bonpocumenwsran gopma

[was / were | + [J:[o;mex-camee| + ‘upnqac'me 1 | = [aonpocl

Ilpumeps: Were you sleeping at eleven o'clock last night?
Buepa B OZHHHAANATE THI cIIaj?

CioBa-mMapkepbl

Last year (week, summer)
In the evening
Yesterday

Two years ago

In spring

At the end of the day.
At 5 o’clock

Once

Once upon atime
The other day

In 1997

At5p.m,

At that time yesterday

At the moment

At the time

From two to three last Friday
Between three and four yesterday
All the morning

The whole day
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The Future Simple

The Future Continuous

Ynorpediaenue
o JleiicTBus B Oyayiem. e JleiicTBUe, KOTOpOE OyAeT
We will visit Paris one day. COBEpIIIATHCS B OTNPEICIICHHOS
e [IpenckasaHus, MPOTHO3, BpeMsI B Oy IyIIeMm.
TIpeBAPUTETHHBINA PacUer. This time next week, | will be
Life will be better fifty years from skiing in Austria.
NOw. e JleiicTBUE, KOTOPOE TOYHO
e VYTIpo3bl, IPEIOCTEPEKECHUS, COBEPILIMTCS B OyayIIeM, Kak
TpeIoKEHNs, IPOCKOa. pe3yabTaT JOTOBOPEHHOCTH WIIN
Stop or | will shoot. PYTHHHOU PabOTBL.
e OOGeuanys Win CIIOHTAHHBIE - Shall I inform the rest of the
peLIeHHUs. team? _ _
| will help you with your - No, Iwill do it. I will be
homework. seeing them at the meeting
e Crimaromamuhope, think, believe, anyway.
expect.
| think he will support me.
e C BeipaxkeHnusmu I’msure,
I’mafraid.
I’m sure the exhibition will go
well.
e C napeuusmu probably, perhaps.
He will probably go to work.
Oopa3oBanue
T Ymeepdumensnan gopma
*+ [vil] + |osmommoro raarona | = [onnewaiiiee] + [will be + [paactie 1| = [yroepmaene
Mpunepw: Al our friends will be there. Mpumepwe: | will be watching TV at four tomorrow.
Ompuyamenvnan gpopma Ompuyamenvran popma
.\ . | e | [moanesamee | + [will not be| + [mpiactue 1| = [orpunanne
yacTHIb Lo ITpumepwi: He will not be watching TV at four tomorrow.

Hpumepwi: You will not go there.

Bonpocumenwsnasa ¢gopma

[ will | + [ monnesxamee | + [uudunurus 6ea| = [ Bompoc

Bonpocumenvnas gopma

qyacTHIBI to

ITpumepw: Will you read?

{wiil |+ Jno,nnemau.;eel + + | NpHYACTHE I| = lnonpoc |

Hpumepw: Will he be watching TV at four tomorrow?
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e | ] et |
Hpujcepu: When will you know it?
CioBa-mapkepbl
Tomorrow This time next week/ tomorrow
The day after tomorrow
Next week/ month/ year
Tonight
Soon
In a week/ month/ year
The Future Perfect The Future Perfect Continuous
Ynorpebdiaenue

e JlencTBue, KOTOPOE COBEPIIUTCS
JI0 OTIPEJIEIECHHOTO MOMEHTA B
Oyay1iem.

They will have finished their
meeting by five o’clock this
afternoon.

e JloguepkHyTh
MPOJOJKUTENBHOCTD AEUCTBUS B
OyIyIieM B OnpeeIeHHbIN
MOMEHT.

By the time Rick retires, he will
have been working for the same

company for thirty years.

OoOpa3oBanue

Ymeepdumenvrnas gopma

+ + |haveJ + [mpuuacrue 11| = |yreepxaenue]|

Hpumepwe: | will have finished this work by five tomorrow.

Ompuyamenvras gpopma

+ + + |have‘ +|1:lpm[ac1'ﬂe II| = |0Tpm:a1me

Hpumepw: She will not have finished this work by five tomorrow.

Bonpocumensnas gpopma

| will | + |no,11.nemamee | + ‘have| + | npuYacTie II‘ = | BOIIPOC |

Hpumepui: Will she have finished this work by five tomorrow?

Gynymiee
coBepIleH-
HOE JJIN-
TeJIbHOe
Bpems
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CraoBa-mapkepsl

By

By the time
Before
Until

By then

By ... for
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2 QUESTIONS

General Questions

1 2 3 4 5
Auxiliary verb | Subject group Main verb Object Adverbial
modifier
Do you remember our trip to last time?
Brussels
e.g. Is the man smoking a pipe?
May I have a look at your photos?
Did it rain last night?
Special Questions
1 2 3 4 5 6
Interrogative |  Auxiliary Subject Main verb | Object | Adverbial
word verb group modifier
e.g. Who did they end up choosing for the lead role?
Whom specifically will this new policy affect?
What are you cooking for dinner?
Questions about the subject of the sentence
1 2 3 4
Interrogative word Predicate Object Adverbial
modifier

e.g. Wholivesinthat old brick house?
What are you looking at?
What is there on the floor?

How

Why

Where

What

Interrogative

words

When
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3 MODALS



4 CONDITIONALS

Tadauna ycjJ0BHBIX NPeIJI0KEHU AaHTJIMHCKOTO SI3bIKA

Tun NMPEATOKCHUSA

Hpnz{aToqnoe NMPEAJTOKECHUEC

I'1aBHOE

Real 0 Conditional
(mepeBos
oe3 peanbHOe
«OBI»)

Present Simple

Present Simple

Bcerna

If you heat water,
ECJ’II/ITI:IHaneBaeIIIbBOI[y,
If people need money,

Ecan JIOJAM HYKHbI ICHbBI'H,

it boils.

OHA KHUIIUT.

they can borrow it
from banks.

OHU MOT'YT B3ATb
KpeauT B OaHKe.

1%t Conditional

Present Simple/Continuous

will + Infinitive

PeanvHoe
HACTOSIICE WIIN
Oynyiiee

If it looks like rain,
Ecmubymernoxns,

If he is working on Friday,
Ecnu on paGoraer B nsaTHHULLY,

we'll stay at home.
MBIOCTAHEMCAI0OMA.
he won't be able to
go with us.

OH HE€ CMOXET
I10€XaThb C HAMU.

Unreal | 2" Conditional
(mepeBop | ManoBeposiTHOE
C «ObI») | HaAcTOAIICE UIU
oymymiee

Past Simple/Continuous

would/could/might +
Infinitive

If I were you,
Ecim 0b1 g1 0611 TOOOH,

If 1 had more time,

Ecnu 0b1 y MeHst Ob1710 O0JIbIIIE
BpPEMEHH,

If it were not raining,

Ecnu 0bI HE 10X/b,

| would go there
myself.

s OBI CaM IOIIIeJI
TyJa.

| would come over.
s ObI 3a11eJ1 B
T'OCTH.

| could go out.

s1 ObI MOT BBIUTH.

3rdConditional
Hepeanbnoe

IIPOLLIOE

Past Perfect would/could + have
+ Participle Il
If you had gone there, you would have
Ecnu ObI THI MO TY/A, seen him.

If it hadn'tbeen so hot last
summer,

Ecnu 0b1 He OBLIO Tak )KapKo
MPOIILIBIM JIETOM,

TbI ObI YBHACJICS C
HUM.

we could have gone
to the South.

MBI OBl MOTJIH
1oexarth Ha Ior.
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5 PHRASAL VERBS
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after

up NoXoAuTb

3aHMMaTbCA \-
(qe'\y
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INPAKTUYECKASA YACTb

1 JOBS AND CAREERS

Vocabulary

Words Translation
Ability CIIOCOOHOCTH, BO3MOYKHOCTD (71€1aTh YTO-JI.)
Academic background | oOpa3oBanue
Accountant OyxraiaTep
Achievement JOCTHXKCHHE, YCIIeX
Adaptable JIETKO MPHUCTIOCA0TMBAEMBIi
Advertising peKJIaMa;peKJIaMHbBIN On3HEeC
Agenda nporpamma (paboTsl), MJIaH (MEPONPUATHIA);

noBeCTKa JHs (coOpaHus)

Aim/ target/ goal/
objective

HaMCPCHHUC, LICJIb

Applicant/ Candidate

KaHAUaT, KaHIuaaTypa, MpeTeHIeHT

Application form

Os1aHk, (hopMa 3asiBJICHMS;3a5IBJICHUE

Appointment

Ha3HadeHHue (Ha TOKHOCTh, MECTO);
JOJKHOCTh, MECTO (HEBBIOOPHBIE)

Career Kapbepa; ycrnex

Challenging/ challenge | coknas 3amaga, npodaema

Colleague KOJIIETa, COCITY)KUBEIT

Committed IPUBEPKCHHBIN (YeMy-I1.)

Competitive KOHKYPEHTOCTIOCOOHBIT

Confident YBEpPEHHBIH B (4EM-II.)

Constant HEHW3MEHHBIN; IOCTOSIHHBIN, HENPEPBIBHBIN
Current TEKYIINH, COBPEMEHHBIN; ICCTBUTEIIBHBIN;

JENUCTBYIONTUH (0 3aKOHAX, JOKYMEHTAaxX)

Customer/ consumer

MOKYTaTellb; MOTPEOUTEIh

CV (Curriculum Vitae)

KpaTkasi Ouorpadusi, pezrome

Deadline

CPOK OKOHYaHUS KaKoil-JI. pabOThl, 3aBEPILICHHUS
IPOEKTA, KOHEYHBINA CPOK

Deal C/IeJIKa, COTJIallICHHUE, IOTOBOP
Demand (V) TpeboBaTh;
(n) TpeboBaHue, 3apPoC
Department OTIEN
Effective JICCTBEHHBIN, pe3yIbTaTUBHBIN, 2(P(EKTHUBHBIN;
JNEeNUCTBYIONIUHN, UMEIOIIUHN CHUITy (0 3aKOHE U T. 11.)
Efficient paIMoHaIBHBIH, 11EIeCO00pa3HbIN;

KBTU(QUITMPOBAHHBIN (O YETOBEKE)
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Experienced

3HAIOIIUM, OTIBITHBIN; KBATU(UIIMPOBAHHBIN

Finance (bUHAHCBI, TOXOIbI, TCHBI'H, OFOHKET
Full-time job paboTa MOJIHBIN pabOYHil 1eHb,I0JHAS 3aHATOCTD
Headquarters mTad-KBapTHpa, TOJIOBHOM o¢uc, rIaBHOE

ynpaBiieHHE (KOMIIAHUH, OPTaHU3alI1H)

Human Resources

MEPCOHAJT, KaJpbl, IITAT CAyKaUX (MPEANPUATHS,
YUPEKIACHUS)

Incompetent

HEKOMIIETEHTHBIN, HECBE YN ; HECTIOCOOHBIH;
HEYMEJIbIN

Interpersonal skills

HaBBIKA MECKJIMYHOCTHBIX OTHOILICHUI

Long-term

JIOJITOCPOYHBIN; JJIUTEIIbHBIN, 10JITOBPEMEHHBIN

Management

IpaBJICHUE; 3aBEIOBaHKE, PYKOBOJICTBO,
MEHEHKMEHT

Managing Director

JTUPEKTOP-PACTIOPSIUTEIND, YITPABIIIOLINN, TJIABHBIN
MEHEeKEpP, PUHAHCOBBINA AUPEKTOP

Outgoing/easy-going,
sociable

TPYKEITIOOHBIN, KOMMYHUKAOCTBHBIM,
OOIIUTENIbHBIN

PA (personal Assistant)

JIMYHBINA CEKpeTaph

Part-time job

paborta, mpearnoarapias HeTmoJIHYIO 3aHITOCTb;
paboTa Ha MOJICTABKU

Personal

JIMYHBIN; IEPCOHATBHBIN

Personnel /staff

MEPCOHAJ, KaJpbl (IPEANPUATHUS, YUPEKICHHS])

PR (public relations)

a) CBSI3U C 00IIIECTBEHHOCTHIO, OTHOIIICHUS C
0O0IIIECTBEHHOCTHIO
0) nuap, pexiama

Premises BJIaJICHHE; TTIOMEICHNE; 3aHne (C mpujleraromen K
HEMY TEPPUTOPHUEH)

Previous PEIBITYINH

Profile npoduib; cCBeeHUs u3 ouorpadun

Promotion IPOJBIDKEHUE TI0 CITyKOe

Recruitment Habop (KaapoB) , HAéM (COTPYIHUKOB)

Reliable HaEKHBINA

Research and
Development

Hay4YHO-HCCJIEIOBATEIILCKUE U OIBITHO-
KOHCTPYKTOPCKHE PabOThHI

Salary/ wages/payment

3apaboTHas mara

Sales revenue

JIOXOJT OT MPOJIAK

Senior (manager)

cTapiuii (1o MoJ0XKeHUI0, 3BAHUIO)

Short-term KPaTKOCPOYHBIH

Skill yMEHHUE

Solution pelieHue

Staff turnover TEKY4YeCTh MEPCOHATIA
Subsidiary J04YepHU (0 KOMIIAHWN)

54




DISCUSSION 1

1. Why have you chosen the profession of an economist?

2. Would you like to work for a company, teach economic disciplines at university
or operate your own economic business?

3. Do you think you have entrepreneurial flair or talent? What traits is a successful
businessman supposed to possess?

READING
TEXT 1

PROFESSION OF AN ECONOMIST

Economists study the ways in which individuals and society choose to use
limited resources, such as natural resources, labor, factories, and machines, in an
effort to satisfy unlimited wants. They are concerned with the production,
distribution, and consumption of goods and services and are interested in helping
society get as much satisfaction as possible from its limited resources. Economists
collect, process, and analyze data to determine the costs and benefits of using
resources in various ways.

Economists are employed in a number of different job settings. About half of
them are academic economists, who engage in teaching, writing and doing re-
search in colleges, and Universities. They also write textbooks and journal articles,
develop and test new theoretical models, provide consulting services to
governments and businesses, and engage in variety of other professional activities.
The other half of all economists work for government or business.

Government economists collect and analyze information about economic
conditions in the nation and possible changes in government economic policies.
Much of this information is published in government bulletins and re-ports. Often
the government economist wears a second hat® as a policy analyst. Economists
forecast tax revenues and interest rates, analyze, who gains and who loses from
particular changes, monitor prices, compute total output and perform other useful
tasks in the public sector.

Business economists work for banks, insurance companies, investment
companies, manufacturing firms, economic research firms, and management
consulting firms.

Some economists operate their own economic businesses. They are
calledentrepreneurs. This is a French word that has been accepted into the English
language. Entrepreneurs are a mystery to some people, especially those who are
only comfortable with a nine-to-five existence and assured weekly paychecks and
fringe benefits. The entrepreneur is a business person who prefers to take calculated
risks in order to be his or her own boss. An individual hoping to start up a new
company needs to have entrepreneurial flair or talent, as well as good technical
skills and financial skills, because they make a profit through risk-taking or

55



initiative. They are self-employed, and often work long hours for less pay than they
would if they were an employee of another company.

While the percentage of growth for men entering into business independence
could be measured in the teens, women’s increase in a single decade was 69 percent.
There is no mystery here. Women go into business for the same reason men do — to
make money and to be their own bosses.

Entrepreneurship is regarded to be the first track to success. Rather than to take
a low-wage, big-industry job, people opt? to use their wits and energy to climb the
ladder of independence. People who are successful in business and so have become
rich and powerful are called tycoons.

Speaking about entrepreneurship, Professor K. Vesper of the University of
Washington says that “A driving force in entrepreneurship is addictiveness. Once
people have a taste of freedom in a business of their own, they like it. They don’t
want to go back to working for someone else.”

DISCUSSION 2

I.  Work in pairs.Discuss these questions.

1. What are the most important things for you in each work?

job satisfaction

earning plenty of money

having pleasant co-workers/collegues

mn]  Meeting people

security

md  OppOrtunities for promotion

status and respect

=l Denefits

a fair and reasonable boss

training opportunities

(O]
[e)]



2. Out of all people you know, who has the job you’d most like to have. Why?
3. If you could chose any job in the world to do, what would it be? Why?

4. What do you think of the following:

a four- seasonal job
day work sharing
week

Il. Read the statements and chose the three, which most closely represent
your beliefs about work.

1. People are naturally lazy and avoid work if they can.
2. Everybody in an organization is capable of creativity.
3. Work is a necessary evil.

4. People prefer to follow orders and instructions.

5. Work is as natural as play or rest.

READING
TEXT 2
Read this article. What are your reactions to it?

TOO OLD AT 30

I’'M CONTEMPLATING applying for my fifty-first job. It’s been a long time
since | wasted stamp money this way. In fact, when | reached the fiftieth without
success | decided to abandon job-hunting and got out my pen to scratch a living
instead.

But there’s another wildly exciting job in the paper today, “salary £12,500~£
16,250 according to age and experience”. The good news is the pay, the bad news
1s that damning little phrase “according to age and experience” which means [ won’t
get the job.

It’s not that | have more age than experience - I’ve led an incident-packed
existence. Unfortunately it’s not all related to a single-Strand career structure.
Journalist, temp, company director, wife and mother, market researcher, and now,
at thirty-something, I’m trying to use my Cambridge degree in criminology.
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I’m a victim of the sliding pay- scale. Employers can obtain a fresh 22-year-
old graduate to train a lot cheaper than me. Yet | m the ideal employee: stable,
good-humoured, child-bearing behind me, looking for 25-plus years of steady
pensionable employment.

Ageism is everywhere. It’s much more prevalent than sexism in the job
market, or that’s how it seems from where I’m standing. Even the BBC is a culprit.
Their appointments brochure says: “The BBC’s personnel policies are based on
equal opportunities for all ... This applies to ... opportunity for training and
promotion, irrespective of sex, marital status, creed, colour, race or ethnic origin,
and the BBC is committed to the development and-promotion of such equality of
opportunity. Traineeships ... are available to suitably qualified candidates under the
age of 25.”

Ageism is lagging behind sexism, racism, and handicappism because even the
oppressed seem to accept the discrimination. The public and private sectors arc
obsessed with attracting young high-flyers. Yet there are many professions that
would benefit from die maturity and stability die older entrant can bring. This is
recognized by the Probation Service, for example*, who welcome experienced
adults looking for a second career.

The armed services and police, perhaps, could think about strenuous aptitude
and fitness tests rather than imposing a blanket upper limit on entrants which is
arbitrarily and variously fixed between 28 and 33. The administrative grade of the
Civil Service assumes the rot sets in at 32.

My own pressing concern is to alleviate my guilt. | loved every minute of my
university education, and I’'m desperately grateful to the Government for financing
me through this at a cost of over £10,000. But unless someone gives me a job, how
can 1 pay them back in income tax?

JENNY WARD

DISCUSSION 3

Discuss with your partner. What is the life situation with people on picture below?

What is ‘unemployment’? What are the reasons for it?
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How do you see the consequences of it? Compare your answers with a diagram.

READING
TEXT 3

UNEMPLOYMENT

Unemployment is the number of adult workers who are not employed and are
seeking jobs. To be classified as unemployed, a person must be able and willing to
work, be actively seeking work, and be without a job. Everyone who fits this
description is unemployed. The labour force is the total number of employed and
unemployed workers. The unemployment rate is unemployment expressed as a
percentage of the labour force.

Try to imagine a world in which there is no unemployment. The world that
we've just considered would clearly not be a nice place in which to live and work.
Workers and jobs would be badly mismatched, productivity would probably not be
very high, and there would be a good deal of unhappiness and lack of job
satisfaction. The world that we live in differs from this fictional world in many
respects, and we'll focus on two of them.

First, in the real world, people don't usually take the first job that comes their
way. Instead, they spend time searching out what they believe will be the best job
available for them.

Second, the real world is dynamic and ever-changing. Production and
consumption change as new technologies are developed and exploited. The rapid
expansion of jobs in the high-tech computer-oriented sectors and the loss of jobs in
traditional sectors such as automobiles and steel making have resulted in a large
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rate of labour turnover, which has resulted in workers moving not only from one
sector of the economy to another but from one region of the country to another.

Unemployment has negative sides. The most obvious cost of unemployment
is the loss of output and the loss of income. How big this cost is depends on the
natural rate of unemployment.

Besides prolonged unemployment seriously lowers the value of a person’s
human capital, i.e. the value of a person’s education and acquired skills.
Whenunemployment is prolonged, human capital depreciates or deteriorates —
skills lose their value.

A rise in the unemployment rate also causes an increase in the amount of
crime. When people cannot earn an income from legitimate work, they some-times
turn to crime. A high crime rate is also one of the costs of high unem-ployment.

A final cost that is difficult to quantify is the loss of self-esteem that is hu-
man dignity, which afflicts people.

B. Translate into English.

be3paboTuiia — 3T0 0J1Ha U3 CEPhE3HBIX MPOOJIEM, C KOTOPHIMHU CTAJIKUBACTCS
m00oe obmectBo. Kak u m1000e sBICHHME, OHA HE MOXKET OBIThH OIlCHCHA
0HO3Ha4YHO. C OTHON CTOPOHBI, OHA JAET JIOASM BpEMS U BO3MOKHOCTh HAWTH
noaxoJsiyo padory. C apyroil CTOpOHBI, COCTOSHUE O€3pabOTHBIX MPUBOAUT
JIOJIeH K MOMCKY HE3aKOHHBIX 3apaboTkoB. [locnenctBusi 6e3paboTuilbl BeCchMa
BHYIIIMTENIbHBI. BO-TIEpBBIX, 3TO OTCYTCTBHE 3apaboTka. Bo-BTOPHIX, 3TO moTeps
NPUOOPETEHHBIX MPOPECCUOHAIBHBIX 3HAHUA M YEJIIOBEYECKOI'O JIOCTOMHCTBA.
O4eBUHO, YTO 4YEJIOBEK, PA304YapOBABIIMNCA HAWTHU BBICOKOOIIAYMBAEMYIO
paboTy, corjamiaercs Ha COMHHUTENbHBIC mpemioxkeHus. Kpome Toro,
Oe3paboTuria ToIKaeT JIto/Iel K coBepieHuto npectyriennid. Ecnu 6e3pabdoTuiia
JUTUTENIbHAs, OHa BBI3BIBAET CEPHE3HBIC COLUAIBHBIE W TCUXOJOTHYECKUE
poOJIEMBI HE TOJIBKO JIJIs1 6€3pab0THOTO, HO U JJISl €TO CEMbH.
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2 TRADE

Vocabulary

Words

Translation

Accommodation

IIOMCIICHUC

According to

B COOTBETCTBHUU C, COTJIACHO, IO

After sales service

O6CJI}’)KI/IB3HI/IG ITOCJIC ITPOJIaXXKU

Agenda 1) mporpamma (paboTsl) , IJIaH
(MepornpusTHii) 2) moBecTKa JHs (COOpaHms)

Appeal PU3BIB

Arrangement NpUBEJICHUE B TIOPSIOK; KIacCU(PUKAIIUS

Available TOCTYTIHBIN

Average CpeHUI

Bargain (n, v)

COIIALLIEHUE, TOTOBOPEHHOCTD; TOProBast
C/I€JIKA; TOPrOBaThCs

Book cover

neperieT

Brief

CBOJIKd, pC3IOMC

Business correspondence

ACJI0Bas IICPCITNCKaA

Cash

cash flow
petty cash
cash dispenser
cash register
cash-and-carry

JNEHbI U
JIBWKCHUE HATTMYHBIX CPECTB
JNEHbIM HAa MEJIKUE PACXOJIbI
OaHKOMaT

KACCOBBIN anmapar

oruiaTa ToBapa HAJIMYHBIMU

cash cow HaJEKHBIA HCTOYHUK JICHET

cash discount CKHJIKA TIPH yIUIaTe HATHIHBIMHU

cash desk pacuérHas Kacca (B MarasuHe)

Certain TOYHBIHN, ONIPEACIEHHBIN

Complicated 3aIyTaHHBIW; TPYIHBIN JJ1s1 TOHUMAHUS
Confident YBEPCHHBIH

Consumer noTpeduTesb

Cooling off period

«Bpewmsi, 4TO0OBI OCTBHITH U 00 TyMaTh

Credit card details

Nudopmariys kpeauTHON KapTOUKH

Customer

IIOKYTIaTEeNb

Cyberspace

KHOEPIIPOCTPAHCTBO, CO3/ITAHHBIN
KOMIILIOTEPOM BUPTYaJIbHBIA MUD

Delivery (~service)

JOCTaBKa

Destination MECTO Ha3HAYCHHSI, TYHKT Ha3HAUCHUSI
Discount CKHUJIKA
Earnings 3apaboTaHHbBIC JEHBIH, 3apa00TOK ,MPUOBLITH
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E-commerce

3JIEKTPOHHAs TOPTOBJIS, TOPTOBJIS YEPE3
HNuTepHer

Emergency HEIPEJABUICHHBIN CITy4ail;aBapusi

Enquiry 3arpoc, CIpaBKa, HaBeJICHNUE CIPABOK
Error 3a0JTy>KIeHNE; OTUIONTHOCTh, OMIHOKA
Essential BHYTPECHHE TPUCYIIHIA; BAKHEUIITHIA
Experience (v, n) WCIIBITHIBATh, 3HATH IO OMBITY; OMBIT
Expiry date CPOK I'OJTHOCTH, CPOK XpaHCHHUS

Fee BO3HArpakJieHue, roHopap (3a Kakue-amuoo

YCIIYTH)

Fixed amount

(UKCHPOBAHHOE KOJIUYECTBO

Further (information)

JAJIbHEHUIITNN, 100aBOYHBIN

Goods TOBApPHI

In advance 3a0J1arOBpEMEHHO, 3apaHee
Insurance CTpaxoBaHUE

Interest-free credit OCCIPOIECHTHBIN KPEIUT

Item OT/ICTIBHBIN TPEAMET

Joint venture COBMECTHOE TPETPHUSITHES

Layout IUTAHUPOBKA, TJIAH, PACIIOIOKEHUE

Low-budget (adj.)

HEJIOpPOroun

Method of payment

cnoco0 oriatel, opma riaTexa

Money back guarantee

rapaHTus BO3BpaTa ACHCT

Objective/ aim/ target/ goal

CJIb

On condition (that)

cocTosgHuE "BKIIFOYEHO"

Order (n, v) MOPSAJIOK; TIPUKA3bIBATh

Packaging yIaKoBKa

Per hour B yac

Prepaid card neberoBasi KapTovka

Priority NIEPBEHCTBO, MPEUMYIIIECTBO, IPHOPUTET

Productive TPOM3BOIUTEIILHBIN; TIPOTYKTHBHBIH,
3¢ peKTUBHBIN

Profit/profitable BBITOJ1a/ IPUHOCHUTH TTOJIH3Y, BHITOTY,
npuObUIL/ NPUOBLTBHBIN

Prohibition 3arpeT

Query (n, v) BOTIPOC; OCBEJIOMJISITHCS

Range/ to extend the range

psi7/ yBEIUUYUBATDH P

Reasonable

pa3yMHbIN, OJaropa3yMHbIi; palmoHaIbHBIN

Receipt KBHTAHIIUS

Refund BO3BpAIICHUE (JICHET) ; BO3MEIICHUEC
(pacxo10B, yOBITKOB)

Reliable HaJCKHBIN; BEPHBIH, HCIIBITAHHBIN

Representative oOpaselr; mpeCTaBUTENb

Request npocb0a; TpeboBaHMe (BEKIUBOE)
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Retailer

PO3HUYHBIN TOProBell

Safe/ secure 0e30IMacHbIi

Sale npojaxa

Schedule CITHCOK

Stock 3a1ac/acCOpTUMEHT (TOBapOB)
Storage 0a3a, CKJIaJ], XpaHWIHIIE

The Board of Directors

COBCT TUPCKTOPOB

To achieve

oOUBaTHCS, JOCTUTATh

To acknowledge

CO3HABATh, NOIIYCKATh, ITPU3HABATDH

To allow MO3BOJIATh, Pa3penIaTh
To appeal to CCBLIATHCS
To arrange MPUBOJIUTH B TIOPSIJIOK; OPTaHU30BBIBATH

To attract smb’s attention

ITPUBJICKATDH YbE-IM00 BHUMAHUE

To be in stock/ to be out of
stock/

UMEThCSI/HE UMEThCS B HATMYUH

To be satisfied with

OBITH YAOBJICTBOPCHHBIM yeM-JI1u00

To buy in bulk

IIOKYIIaTh OIITOM

To buy/to sell online

MOKyNaTh/ IPOJABATh M0 CPECTBAM CETU
NHTepHeT

To cancel an order

OTMCHUTH 3aKa3

To change one’s mind

nepcaymMarb, UIBSMCHUTH PCIICHHC

To charge 3arpyxarb

To claim peboBaTh; NPEIBABIATH TPEOOBAHMUS;
3asBJISTH O CBOMX IIPaBaxX HA YTO-JI.

To confirm MTOATBEPKIATh

To contact smb

CBA3BIBATHCA C

To control/to get out of
control

KOHTPOJUPOBATH/ BEINTH U3-TI0]T KOHTPOJIS

To dealwith MMETH JIEJO C

To deliver JIOCTaBJIATh

To demand TpeOOBATh,HYKIAThCSI

To differ OTJINYATHCS

To dispatch MOCHLIATh; OTCHUIATh, OTIIPABIIATH IO

Ha3Ha4YCHUIO

To do business with smb

BECTH OM3HEC C KEM-JTMOO0

To download

3arpy’karb, CKauuBaTh (110 KaHAIy CBSI3U)

To estimate

OLICHUBATb

To exchange

0OMEHUBATh; MCHITHCS

To face (~a problem)

CTaJIKMBATHCSI C MPOOIeMOit

To go into liquidation

00aHKPOTUTHCS

To have accessto

NMCTb TOCTYII

To have negotiations/ to
negotiate/a negotiator

BCCTHU IICPECTOBOPLL
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To hesitate

KOJ'I€63TBC}I; COMHCBATHCA

To increase BO3pACTaTh, YBEJIMUUBATHCS

To make a good impression on | IPOKU3BOUTH XOPOIIIEe BIICYATICHUE
smb

To offer npeJyiaraTh

To offer/ to give a discount

MPEJIOCTABUTHh CKUJKY

To pay attention to

00paTUTh BHUMAHUE Ha

To pay in advance

3araTuTh (IpeaynpenTh) 3apaHee

To pay with a credit card

TUIATUTHh KPEAUTHON KapTOU

To place an order with a
company

ImogaBaThb 3aKa3 B KOMIIAHHIO

To point out YKa3bIBaTh; MOKA3bIBaTh; 00paIlaTh (UbE-I1.)
BHUMAaHUE

To provide CHAOXKAaTh

To purchase MIOKYTIaTh

To reach an agreement

JOCTUTHYTH COIJIAIICHUA

To reduce

ITOHMKAaTb, COKpalliaTb, YMCHbIIIATb

To refund BO3BpaIaTh (JICHbTH) , BO3MEIIATh (PacXO/IbI,
yOBITKH)

To reply OTBEYAThH

To require TpeOOBaTh

To run out of cash

HCTPATUTDH BCC HAJIMYHBIC JICHBI'U

To sell the goods over the
internet

IIPOAABATh TOBAP I10 CPEJICTBAM CETHU
HNutepner

To set up

yCTaHaBJIMBATb, CTABUTb

To ship

nepeBo3uTh (Tpy3, TOBAp); MOCTABIATH Ha
PBIHOK (TOBaphl)

To solve problems

paspeniaTh npoodsiemMy

To spring up BO3HUKATh

To summarize CYMMHPOBATh, PE3IOMHPOBATH

To supply cHaOXath (4eM-J1.) , IOCTABIIATh; IOCTABISATh

To thrive/ throve/ thriven peycrneBaTh, MPOIBETAThH

Transfer TIEPEMEIIICHHE

Tricky XUTPBIHA, TOBKHMA

Urgent CPOYHBIN

Warehouse TOBAPHBINA CKJIAJT

Website BeO-caiT

Wholesale dealer OITOBBII TOPTOBEIL

Wide range IIMPOKHIA THAIia30H/ aCCOPTUMEHT
DISCUSSION 1

Work in pairs. Discuss these questions.
1. What is happening in each picture?
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What do all the situations have in common?

What are the people saying?

Have you ever been in any of the situation shown? What was it like?
What sort of products and serves are involved?

What sort of relationship do the people have with each other?

Sk own

READING
TEXT1

Anyone who has contact with customers is a salesperson — that includes the
telephonist who answers the phone and the service engineer who calls to repair a
machine. So that probably includes you!

The relationship between a salesperson and a client is important: both parties
want to feel satisfied with their deal and neither wants to feel cheated. A friendly,
respectful relationship is more effective than an aggressive, competitive one.

A salesperson should believe that his or her product has certain advantages
over the competition. Customers want to be sure that they are buying a product that
is good value and of high quality. People in business are not going to spend their
company's money on something they don't really need (unlike consumers, who can
sometimes be persuaded to buy 'useless' products like fur coats and solid gold
watches!).

Some salespeople adopt a direct 'hard sell' approach, while others use a more
indirect 'soft sell' approach. Which approach do you prefer? Whichever approach
is used, in the end perhaps a good salesperson is someone who can persuade anyone
to buy anything. On the other hand, maybe a good salesperson is someone who
knows how to deal with different kinds of people and who can point out how his or
her product will benefit each individual customer in special ways. After all a buyer
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is called a 'buyer' because he or she wants to buy. All you need to do is to convince
them that your product is the one they want. A successful sales meeting depends on
both the salesperson and the customer asking each other the right sort of questions.

TEXT 2

INTERNATIONAL TRADE

Since ancient times people have strived to expand their trading as far as
technology allowed.

Today, container ships laden with cars and machines and Boeing 747s
shuttled with fresh fruit, fresh New Zealand lamb, and French cheeses ply the sea
and air routes, carrying billions of dollars worth of goods and services. Trade in
goods such as food, raw materials, and manufactured goods is known as visible
exports and visible imports. Trade in services such as banking, in-surance, and
tourism is known as invisible exports or invisible imports. So why do people go to
great lengths to trade with those in other nations?

International trade is a form of specialization. Sri Lanka specializes in tea be-
cause it has an appropriate climate and soil, and skilled growers and packers. The
principle is just the same as individual specialization: Jill specializes in math teaching
because she is good at math and at dealing with people, Jack specializes in dentistry
because he understands the biology and is deft with his hands. Of course, it is important
for both that there is demand for what they are offering.

Economic theory distinguishes between absolute advantage and
comparativeadvantage.

Absolute advantage is the ability of a country to produce a good using fewer
re-sources than another country.

Comparative advantage is a bit harder to understand, but more importantfor
trade.The principle of comparative advantage is a central concept in inter-national
trade theory which holds that a country or a region should specialize in the
production and export of those goods and services that it can produce relatively more
efficiently than other goods and services, and import those goods and services in
which it has a comparative disadvantage.

Comparative advantage is the ability of a country to produce a good at a lower
opportunity cost than another country. Comparative advantage refers to the relative
opportunity costs between countries of producing the same goods. World output and
consumption are maximised when each country specialises in producing and trading
goods for which it has a comparative advantage.

The majority of economists believe that international trade should be based
on comparative advantage and free trade. Free trade is a system which allows certain
countries to buy and sell goods from each other without any financial restrictions. In
practice, despite the advice of economists, every nation protects its own domestic
producers to some degree from foreign competition. Behind these barriers to trade
are people whose jobs and income are threatened, so they clame to the government
for protectionism. Protectionism is the government’s use of embargoes, tariffs,
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quotas, and other restrictions to protect domestic producers from foreign
competition.

Embargoes are the strongest limit on trade. An embargo is a law that bars trade
with another country. For example, the United States and other nations in the world
imposed an arms embargo on Iraq in response to Iraq’s invasion of Kuwait in 1990.

Tariffs are the most popular and visible measures used to discourage trade. A
tariff is a tax on an import. Tariffs are also called customs duties. Historically, these
provided revenue to governments when taxes were not easily collected from other
sources. Modern tariffs are usually imposed for a different reason: to shut out (or
add to the price of) certain imports in order to protect home producers from foreign
competition. An obvious example is the protectionist policy used by European
Union for many agricultural products. The current US tariff code specifies tariffs on
nearly 70 percent of U.S. imports. A tariff can be based on weight, volume, or
number of units.

Another way to limit foreign competition is to impose a quota. A quota is a
limit on the quantity of a good that may be imported in a given time period. For
example, the United States might allow 10 million tons of sugar to be imported over
a one-year period. Once this quantity is reached, no more sugar can be imported for
the year. Quotas can limit imports from all foreign suppliers or from specific
countries. Like all barriers to trade, quotas invite other nations to retaliate with more
measures to restrict trade. With tariffs, it is impossible to know the quantity that will
be imported, because prices might be elastic. With quotas, governments can set a
limit to imports. Yet unlike tariffs, quotas provide no revenue for the government.

TEXT 3
SUPPLY AND DEMAND

The supply of a particular product is the quantity of the product that producers
are willing to sell at each of various prices. Supply is thus a relationship between
prices and the quantities offered by producers, who are usually rational people, so
we would expect them to offer more of a product for sale at higher prices and to
offer less of the product at lower prices.

The demand for a particular product is the quantity that buyers are willing to
purchase at each of various prices. Demand is thus a relationship between prices and
the quantities purchased by buyers, who are rational people too, so we would expect
them to buy more of a product when its price is low and to buy less of the product
when its price is high. This is exactly what happens when the price of fresh
strawberries rises dramatically. People buy other fruit or do without and reduce their
purchases of strawberries. They begin to buy more strawberries only when prices
drop.
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MONEY

DISCUSSION 2

Work in groups. Do you agree or disagree with the following statements?
Give your reasons:

1.  The rich cannot exist without the poor.

2.  The state has an obligation to take care of homeless and poor people.
3. The only thing that can remove poverty is sharing.

4, Poverty is not just being without food. It is the absence of affection.
DISCUSSION 3

1.  What role does money play in your life?
2. For instance, you have been offered 2 jobs. What would you choose and why?
a) a part-time, attractive but a low-paid job
b) a full-time, dirty (from the ethical point of view) but rather well-paid job.
3. If you possessed a large amount of money, what would you do with it?
Choose out of the following 3 items that would characterize your actions
concerning your money. Give your reasons.

. put it under the mattress

. buy a lottery ticket

. visit a casino

. deposit it in a bank

. buy gold

. invest it in my own business
. buy a Van Gogh painting

. buy shares of a corporation
. invest it in real estate

. go on a spending spree

4. How much money do you need to consider yourself to be a rich person? Is it
possible to earn this sum of money in an honest way in our Republic?

5. When you see a person for the first time, can you detect whether the person is
rich, with average income, or poor. If yes, than how?

6. Can everything be bought with money?

7. What would be the consequences of a world without money? Would there be
no poverty? Could we use a barter system instead?

TEXT 4
WHAT IS MONEY?
Money is considered to be one of the greatest inventions of humanity along
with the alphabet and wheel. Its role in a society’s life is still very important. As
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Shakespeare wrote: “Gold makes white out of black and a hero out of a coward”. So
what is money?

Money is anything used by a society to
purchase goods and services or resources. The
members of the society receive money for their
products or resources; then they either hold
that money or use it to purchase other products
or resources, when and how they see fit.

Before money was in general use,
people traded goods and services for other

goods and services. This system of the exchange of goods and services without the
use of money is called barter system. For example, one family may raise vegetables
and herbs on a plot of land; and another may weave cloth. To obtain food, the family
of weavers trades cloth for vegetables, provided that the farming family is in need
of cloth.

The trouble with barter is that the two parties in an exchange must need each
other’s product at the same time, and the two products must be roughly equal in
value. It may work well when few products, primarily the necessities of life, are
available. But even very primitive societies soon developed some sort of money to
eliminate the inconvenience of trading by barter.

Over the years, different groups of people have used all sorts of objects as
money — whale’s teeth, stones, beads, seashells, salt, furs, tobacco, copper crosses,
and such metals as gold and silver. Such items are known as commodity money.

The first coins made of gold and silver appeared in China in the IX century
BC. Alexander the Great (356-323BC) was the first emperor who engraved his
image on the coin of his empire. Later almost all the other monarchs followed suit.

The use of paper money began in the early XVII century. Today, the most
commonly used objects are metal coins and paper bills, which together are called
currency.

Money has been called "the root of all evil." It has also been described as the
"lifeblood of commerce." But however you may look upon it, money remains in
great demand. Many economists give three main reasons, or demands, for money:

1. The need for money for payment of wages, rents, debts, and the costs of
food, clothing, and shelter. This type of need is called a transaction demand. The
money is needed for transactions of daily life. The transaction demand is the
strongest among lower income people. They need almost all their money for the
necessities of life. People with higher incomes can set aside part of their income for
investments and savings.

2. The need for money for expenses that may arise in the future. The money
1s set aside for a “rainy day,” usually in a bank account; it is not usually invested in
long-term or risky projects since the money must be at hand when needed. The
demand for this “rainy day” money is called a precautionary demand. It is held as
a precaution in the event of future needs.
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3. The need for money for investment purposes. People may want to invest
money in business, land, buildings, or antiques. These investments are risky. But
people who invest in them are using their money to earn money. The demand for
this money is called investments demand. There is always a chance of losing money
in such investments. When the demand for money is for very risky projects, it is
called a speculative demand.

TEXT5
THE FUNCTIONS OF MONEY

We have already noted that money aids in the exchange of goods and services
for resources. And it does. But that’s a rather general way of stating money’s
function. Let us look at three specific functions of money in any society:
1. Money Serves as a Medium of Exchange Amedium of exchangeis
anything thatis accepted as payment for products and resources. This definition
looks very much like the definition of money. And it is meant to, because the primary
function of money is to serve as a medium of exchange. The key word here is
accepted. As long as the owners of products and resources accept money in
anexchange, it is performing this function. Of course, these owners accept it because
they know it is acceptable to the owners of other products and resources, which they
may wish to purchase. For example, the family in our earlier example can selltheir
vegetables and use the money to purchase cloth from the weavers. This eliminates
the problems associated with the barter system.
2. Money Serves as a Measure of Value Ameasure of valueis a single
standard or“yardstick™ that is used to assign values to, and compare the values of,
products and resources. Money serves as a measure of value because the prices of
all products and resources are stated in terms of money. It is thus the “common
denominator” that we use to compare products and decide which we shall buy.
Imagine the difficulty you would have in deciding whether you could afford, say, a
pair of shoes if it were priced in terms of yards of cloth or pounds of vegetables
especially if your employer happened to pay you in toothbrushes.
3. Money Represents a Store of Value Money that is received by an
individual orfirm need not be used immediately. It may be held and spent later.
Hence money serves as a store of value, or a means for retaining and accumulating
wealth. This function of money comes into play whenever we hold on to money—
in a pocket, a cookie jar, a savings account, or whatever. Value that is stored as
money is affected by fluctuations in the economy. One of the major problems caused
byinflation is a loss of stored value: as prices go up in an inflationary period, money
loses value. Suppose you can buy a Sony stereo system for $1,000. Then we may
say that your $1,000 now has a value equal to the value of that system. But let us
suppose that you wait a while and don’t buy the stereo immediately. If the price goes
up to $1,100 in the meantime because of inflation, you can no longer buy the stereo
with your $1,000. Your money has lost value because it is now worth less than the
stereo.
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TEXT 6
IMPORTANT CHARACTERISTICS OF MONEY

To be acceptable as a medium of exchange, money must be fairly easy to use,
it must be trusted, and it must be capable of performing its functions. Together, these
requirements give rise to five essential characteristics:

Divisibility The standard unit of money must be divisible into smaller units
toaccommodate small purchases as well as large ones. American standard is the
dollar, and it is divided into one-hundredths, one-twentieths, one-tenths, one-fourths,
and one-halfs through the issuance of coins (pennies, nickels, dimes, quarters, and
half-dollars, respectively) . These allow people to make purchases of less than a
dollar and of odd amounts greater than a dollar.

Portability Money must be small enough and light enough to be carried easily.
For thisreason, paper currency, is issued in larger denominations— multiples of the
standard unit. Five-, ten-, twenty-, fifty-, and hundred-dollar bills make our money
convenient for almost any purchase.

Stability Money should retain its value over time. When it does not (during
periods ofhigh inflation), people tend lo lose faith in their money. They may then
turn to other means of storing value (such as gold and jewels, works of art, and real
estate) . In extreme cases, they may use such items as a medium of exchange as well.
They may even resort to barter.

Durability The objects that serve as money should be strong enough to last
throughreasonable usage. No one would appreciate (or use) dollar bills that
disintegrated as they were handled or coins that melted in the sun.

Difficulty of Counterfeiting If a nation’s currency were easy to counterfeit—
that is, toimitate or fake—its citizens would be uneasy about accepting it as payment.
Even genuine currency would soon lose its value, because no one would want it.
Thus the countries that issue currency do their best to ensure that it is very hard to
reproduce.

WORD STUDY

The word cash is uncountable: How much cash do you have on you?

Choose the correct definition for the following vocabulary items that are
formed with the word cash. Use the explanatory dictionaries.

1. cash flow is

a) the conversion rate between currencies;

b) money which is immediately available;

C) movement of money into and out of business.

2. petty cash is

a) small denomination coins;

b) money held in a business to cover small expenses;
C) pocket money given to children.

3. cash dispenser is

a) someone who spends money;
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b) machine in or outside a bank from which you can get money with a
card;

C) device used to sort out money.

4, cash register is

a) machine used in shops to record the money;

b) a special book where you keep the record of money coming in and
getting out;

C) person who records money in a bank.

5. cash-and-carry is

a) method to pay for the transport of goods;

b) large shop where goods are paid at cheaper prices and removed by
customers;

C) money you receive for delivering the goods.

6. cash cow is

a) animal bred to be sold;

b) part of business that brings enough profits;

C) someone you can cheat to get undue money.

7. cash discount is

a) reduction in a price if you pay immediately;

b) reduction of the sum of money you owe;

C) reduction in a price if you buy goods in bulk.

8. cash desk is

a) a table in which you keep money;

b) a television company office that deals with monetary issues;
C) place in a shop where you pay for goods that you have bought.
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3 BUSINESSES

Vocabulary

Words

Translation

Account cu€T (B OaHke), (OyXraaTepCcKue) cuera,
(OyxranTepckasi) OTYETHOCTD

Administration AMUHHCTpAITUS

Advertisement (advert, ad) OOBSBJICHHE; PEKIaMa

Annual Exeroaapiii

Asset IIEHHOE, ITOJIC3HOE KaYeCTBO

Assignment Ha3HAYCHHE

Balance sheet

OyxranTepckuii/0alaHCOBBIA OTUYET/CTAThS
0aJlaHCOBOTO OTYETA

Base (n, v)

OCHOBA; 000CHOBBLIBAThH

Business sector

1) mpou3BOACTBEHHBIN CEKTOP 2) CEKTOP
TOPTOBO-IIPOMBIIUICHHOW ESITENTbHOCTH

Capacity BMECTHUMOCTb,CITIOCOOHOCTBD (YTO-JI. JIENATh)
Career opportunity BO3MOKHOCTH KapbEPHOTO PAa3BUTHS
Chemicals XHUMUKATHI

Company (bankrupt, family-
owned, global, medium-sized,
multinational, small, parent,
profitable)

KoMmaHus (00aHKPOTHUBIILIASICS, CEMEHas,
MUPOBasi, CPEIHSISI, MHOTOHAIIMOHAJIbHAS,
MaJICHbKas,MaTepUHCKas, IPUObLIbHAS)

Competition COpPEBHOBAHUE
Competitive KOHKYPEHTOCTIOCOOHBIH
Conscious CO3HATEIbHBIN

Construction

COOPYKEHHE, CTPOUTEIBCTBO

Consumption

3aTparta, U3JIepPKKH, pacxo; chepa
NOTPEOJICHUS

Cost (n, v) 1[€HA; CTOUTh

Costs 3aTpaThl, U3ACPKKU

Dealer (~ network) JTJIEP; TOPTOBEI]

Demand for CIpOC Ha

Department OTJIEJI; OTJICJICHUE; YIIPABIICHUE
Distribution pacnpejelieHue; pasiaya

Distributor pacnpoCTpaHUTEIIb

Domestic market BHYTPEHHUH PHIHOK

Engineering TEXHUUYCCKUN, MH)KCHEPHBIN ; MHKCHEPHS
Equipment 000pyTIOBaHUE; OCHAIIICHHE
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Export (n, v)

HKCITIOP, BBIBO3(TOBAPOB); IKCIIOPTUPOBATH,
BBIBO3UTH (TOBAPHI)

Fall najaarhb

Figure udpa

Finance (n, v) ¢dbuHaHCHl, GUHAHCHPOBATH
Financial (buHAHCOBBIN

Focus on COCPEIOTOYUTH Ha YEM-TTHOO
Growth poct

Head office = Headquarters

TJIaBHOE YIIPaBJICHHE = IITa0-KBapTHUpa

Human Resources (HR)

TPY/IOBBIC PECYPCHI/TIOICKHE
PE3ePBBI/TIEPCOHAI/KAIPBI/IITAT CIYKAITUX

Impartial OecrpuCTpacTHBIA, O0BEKTUBHBIM
Income J0XO0X

Increase of 15% pocT Ha

Insurance CTpaxoBaHUE

Interest WHTEPEC, T0JIA

Investment WHBECTUPOBAHUE, BJIOKCHUE JICHET

IT (information technology) /
Electronics

MH(OPMAIMOHHBIE TEXHOJIOTUN

Launch (v, n)

3aI1yCKaTh, 3aIllyCK

Local staff MECTHBIN TIEpCOHAI

Location pa3MeIleHHe

Machinery MaIlMHHOE 000PYI0BAHNE;MEXAHI3M
Market share JIOJIS1 PBIHKA

Motivate # demotivate MOTHUBUPOBATh#IEMOTHBUPOBATh
Net profit qrcTas MPUObLIH

Overseas market BHENTHUIA PBIHOK

Own (adj., v) COOCTBEHHBI, BIIAJICTh
Pharmaceutical dbapmaneBTHIECKUT
Multinational company MHOT'OHALMOHAIbHAS KOMITAHHUS
Performance BBINOJIHEHUE

Presentation

MMPE3CHTANA, IIPCACTABJICHUC

Pre-tax profit

MPUOBLIH 10 HAJIOTO00JI0XKEHUSI (110
HaJIOTOB)

Private # public YaCTHBINZ rOCY1apCTBEHHBIN

Production IIPOU3BOJICTBO

Productive TIPOM3BOIUTEIILHBIN; TIPOTYKTHBHBIH,
3¢ hexTUBHBIN

Profit IPUOBLIB, TOXO]T

Profit after tax pUOBLIH MOCIIE YIUIATHI HAJIOTOB

Profitability PHOBUTEHOCTH

Profitable TIOJIC3HBIN

Promotion IIPOJBMKCHHE TI0 CITY)KOe
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Refund (v, n)

BO3BpallaTh; BO3BpalleHue (JIeHer) ;
BO3MeIeHHE (Pacxo/i0B, YOBITKOB) ;
KOMTICHCAITHSI

Retail outlet PO3HUYHAS TOPTOBAsi TOYKA
Retailing PO3HHUYHAsI TOPTOBJIS
Revenue JIOXO/T; BBIPYYKa

Reward (n, v) Harpaza, BO3Harpaxaarthb
Rise (n, v) MOBBIIICHHE, B(0)CXOIUTh

Sales and MarketingDirector

JIUPEKTOP MO MAPKETUHTY U IPOJaxKam

Sales representative (sales rep)

TOPTOBBIN MPEACTABUTEI/areHT 1O
pojake TOBapOB/KOMUCCHOHED

Share price Kypc/lieHa akui

Stock aCCOPTUMEHT (TOBapOB)

Stock Exchange dbonoBas Oupxa/Ouprka EeHHbIX Oymar
Subsidiary JOYEPHSISI KOMITAHUS
Telecommunications / Media TEJICKOMMYHHUKAIHH

To advertise PEKJIIAMUPOBATh

To assess OLICHUBATh

To be based/ to be located

OCHOBBIBATbCs Ha

To be enthusiastic about (- the
product)

JIMKOBATh/BBIPAXaTh BOCTOPT 1O MOBOIY
4ero-1m00/0ypHO pajioBaThCsl YEMY-
Ja100/0BITh B BOCTOPTE OT Yer0-I1u00

To be handmade

OBITH PYYHOI paboTOM

To be self-employed

3aHUMATBHCI COOCTBEHHBIM OM3HECOM

To break down

NOTEPIETh HeyAauy,pacnaiarbcst (Ha YacTH)

To break even

OCTaBaThCsl IPU CBOUX, N30€KaTh YOBITKA

To break into the market

BBIMTH HA PBIHOK

To bring out BBISBJISITH, OOHAPY)KUBATh

To build up YBEJIIMIUBATHCS

To buy out (a local competitor) | BEIKYITUTB

To close down 3aKpBIBATh, INKBUIUPOBATH (TIPEATIPHUSITHE)
To compete with COPEBHOBATHCSI

To distribute PacIpoCTPaHSITh

To draw up a plan

COCTaBJIATH IIJIaH

To earn money

3apabaTpIBaTh ACHBIU

To encourage

000APATH; MOOMIPATH, TOAICPKUBATH (B
q&M-J1.)

To enter the market

BBIWTH HA PBIHOK

To establish

YUPEXKIATh

To expand

YBEJIIMYUBATHCS B 00BEME

To extend

PaCIIMPSITh, IPOTATUBATH, IPOJIJICBATH

To forecast a profit

MIPOTHO3UPOBATH MPUOBLITH
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To go online

BBIXOIUTH U I/IHTepHCT

To go public

IMOJIy4aThb OI'JIaCKY

To have a positive/negative
effect on

MMETh MOJ0KUTEILHOE / OTPHUIATCIIBHOC
BJIIMSIHHUC Ha

To headquarter

pa3Melarh mTadb-KBapTUPY, TOJIOBHOM
oduc, mrabd

To hold a meeting

IIPOBOJUTH cOOpaHue

To move towards the goal

ABHUI'aTbCs K LCJIN

To outline strengths/

06pI/ICOBBIBaTI> cuabHbIe/ ca0ble CTOPOHBI

weaknesses

To pay interest BBIIUIAYMBATH MPOLEHTHI
To produce IPOM3BOJTUTH

To promote IIPOJIBUTaTh

To put money in savings
account

BKJIaAbIBAaTh ACHBI'U HA C6CpCFaTeJIBHBII>'I
CUceT

To introduce a new product

IIpencraBuTh HOBBIN MPOJTYKT

To invest in

BKJIaAbIBaTb MHBCCTHUIIUH B

To launch a marketing
campaign

3aIllyCKAaTb MAapKCTHHI'OBYIO KOMITAHUIO

To make profit

MOJTy4aTh NPUOBLIb, U3BJIEKATh MPUOBLIH

To make money

3apa0aTbIBaTh JEHBI'U

To raise [I0IHUMATh, MIOBBIIIATh, YBEIUYHBATh
To recruit HAaHUMATh

To refer to CCBUIATHCS HAa

To rent Opathb B apeHy

To replace 3aMEHSTh

To return BO3BpallaTh

To run a business

PYKOBOJIUTH NpeAnpusTruem/bupmoit

To run out of money

IIOTPATUTDb BCC ICHbBI'U

To serve customers

00CITy>KHMBATh MOKyIaTeIen

To set up =to establish=to
found

OCHOBBIBAThb

To slow down

COKpaniath (Harp., IpOU3BOJICTBO)

To start (the company started in

1992)

Ha4YMWHATh

To summarize = to sum up

CYMMHUPOBATb, pC3IOMUPOBATDL, IIOABOINUTDH
uTor

To vary pPa3HOOOPa3HUThH
Tourism TYypU3M

Transport TPaHCTIOPTUPOBKA
Trend HaIpaBJICHUE
Turnover obopoT

Up-to-date = modern

COBPEMEHHBI; HOBEUIIINHI
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Valuable

JIOPOrOCTOSIIINN

Vehicle manufacturing

ABTOCTPOUTCIIbHAA KOMITAHHA

Visual aid

HarjpsiagHocC rmocoomne

Warehouse TOBApPHBIN CKJIA]T
Workforce pabouas cuia
Worldwide BCEMUPHBIN; paclipoCTpaHEHHBIN BO BCEM
MUpE
DISCUSSION 1

1. Is it easy or difficult to start and operate a business in our Republic?

2. What does one need in order to start his/her own business and to be a
successful entrepreneur? Choose out of these 3 most important things and give your

reasons:

- business knowledge

- courage
- leadership

- financial support

- tremendous drive (= a very strong desire to do sth)

- impertinence (nep30cTh)
- true entrepreneurial spirit

- brilliant ideas

- communication skills

- patience

3. If you had a chance to start a business, in what sphere would you like

to work?

READING
TEXT1

TIPS ON STARTING A NEW BUSINESS
Setting up and running a business is a time
consuming task - you need to be dedicated and
focused and able to structure your time in order to be
successful. The rewards of starting up your own
business can be great, but think carefully if you have
the attributes and right sort of personality to cope with

going it alone.

Do what you love: You're going to devote a lot of time and energy to starting
a business and building it into a successful enterprise, so it's really important that
you truly deeply enjoy what you do, whether it be running fishing charters, creating

pottery or providing financial advice.
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Skills:1dentify your skills and particularly your weaknesses. Be honest and
ask friends and colleagues for input. If you are less hot in certain areas, hire people
with complimentary skills or seek professional advice when you need it.

Market place:Make sure that there is a market for your product or service.
Just as Texaco wouldn't build a petrol station next door to two others, a startup
business should ensure that the market for buyers or users is strong in the area he
intends to set up in.

Does the business world need you?ls there a large enough demand for your
product? Ask around before even attempting to start your business-check with
similar businesses in the area, or around the country. Find out how they started, and
what kinds of clients they target, to get an idea of where you'll fit in the market.

Company Structure: You will need to decide what business structure you
will trade under (sole proprietorship, limited company or partnership) and what
obligations and responsibilities you will have as the owner of a new business. Read
more about these business structures.

Get clients or customers first: Don't wait until you've offically started your
business to line these up, because your business can't survive without them. Do the
networking. Make the contacts. Sell or even give away your products or services.
You can't start marketing too soon.

Business Plan: Never underestimate how helpful this stage can be. Even if
you never consult the plan again, it is amazing how many thoughts and ideas can
evolve if you put all your thoughts down on paper in a structured format. Not only
will you require a well thought-out plan when seeking funding or new business
partners, but a decent plan will help you focus on your goals and ensure you are less
likely to stray from your real priorities. You can read our Business Plan Guides for
ideas.

Do the research: You'll do a lot of research working through a business plan,
but that's just a start. You need to become an expert on your industry, products and
services, if you're not already. Joining related industry or professional associations
before you start your business is a great idea.

Funding: Even if you have the best idea in the world, you are unlikely to make
a killing instantly. Be conservative with your funding estimates and either save
enough money to keep you going while the business goes through its initial stages,
or present your bank manager with a well thought out business plan and request
sufficient start up funds.

Competition: Never underestimate it. Thoroughly research the competitors in
your chosen industry. Indentify any weaknesses they may have and try to ensure
your product or service is a cut above theirs. Competition is a very healthy thing, but
you need to do constant research and never be complacent.

Staff: As your business expands, you may well need to hire people to manage
certain aspects of your operation. You need to ensure they have the right skills for
the job. Above all, you need to be able to “click™ with the people you work with -
this simply cannot be underestimated.
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Create a strong management team: your team members should share your
vision of the business, and a certain amount of proficiency and credibility. Rely on
your connections to find the perfect people for the jobs that will bring their expertise
to the business. Remember that you will eventually have to set aside your ego and
let them control certain aspects of the company, so your have to feel comfortable
around your management team.

Quality matters: you want to be able to set your self apart from all the other
businesses similar to yours. Having an eye-catching yet simple to navigate web site
and presentation material is key to succeeding in the modern business world.
Creating quality marketing tools doesn't have to cost you a fortune either; consider
hiring a design art or marketing student from a nearby university to help out. You
never know, you could even meet your next Junior Executive.

Seek Professional Advice: When running your business, a few words with a
trusted adviser (accountant, lawyer, business adviser) can make the difference
between success and failure. Before hiring a professional, you should visit several
to compare and don't necessarily make the decision based purely on price.

Be professional from the get-go: Everything about you and the way you do
business needs to let people know that you are a professional running a serious
business. That means getting all the accoutrements such as professional business
cards, a business phone and a business email address, and treating people in a
professional, courteous manner.

Get the legal and tax issues right the first time: It's much more difficult and
expensive to unsnarl a mess afterwards. Does your business need to be registered?
Will you have to charge GST or PST? Will you have to have Workers' Compensation
Insurance or deal with payroll taxes? How will the form of business you choose
affect your income tax situation? Learn what your legal and tax responsibilities are
before you start your business and operate accordingly.

Be honest about your weaknesses: Identify what you do well and what you
do badly, dividing it into areas such as financial, marketing, operational and general
management. Be honest with yourself, but also be realistic. Try and get someone
else to evaluate your answers - another person's perspective can be very valuable.
Identifying your weakness will help you to recognize what you are good at, and
which areas you will need to find someone who can do a better job than you.

Biggest causes of failure: The biggest causes of failure for start ups are -
setting your sights too high, not researching your market thoroughly, hiring the
wrong staff and not putting enough funds aside for contingency. Keep an eye on
these potential pitfuls at all times!

DISCUSSION 2

1. What types of businesses do you know? To your mind, what type is
widespread in our Republic and why?
2. What is the ultimate objective of every firm? Do you agree with it?
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3. What is profit and what is a loss? In your opinion, if the firm’s expenses are
equal to its sales revenue, can such firm still function or not?

4. What risks are assumed by businessmen?

5. Do you agree or disagree with the statement “Life, in general, is a risky
business”?

TEXT 2

BUSINESS

Business is the organized effort of individuals to produce and sell, for a profit,
the goods and services that satisfy society's needs. No person or group of persons
actually organized American business as we know it today. Rather, over the years
individuals have organized their own particular businesses for their own particular
reasons. All these individual businesses, and all the interactions between these
businesses and their customers, have given rise to what we call American business.

A person who risks his or her time, effort, and money to start and operate a
business is called an entrepreneur. To organize a business, an entrepreneur must
combine four kinds of resources: material, human, financial, and informational.
Material resources include the raw materials used in manufacturing processes, as
well as buildings and machinery. Human resources are the people who furnish their
labour to the business in return for wages. The financial resource is the money
required to pay employees, purchase materials, and generally keep the business
operating. And information is the resource that tells the managers of the business
how effectively the other resources are being combined and utilized.

Businesses are generally of three types. Manufacturing businesses (or
manufacturers) are organized to process various materials into tangible goods, such
as delivery trucks or towels. Service businesses produce services, such as haircuts
or legal advice. And some firms—called middlemen—are organized to buy the
goods produced by manufacturers and then resell them. For example, the General
Electric Company is a manufacturer that produces clock radios. These products may
be sold to a retailing middleman, which then resells them to consumers in its retail
stores. Consumers are individuals who purchase goods or services for their own
personal use rather than to resell them.

All three types of businesses may sell either to other firms or to consumers. In
both cases, the ultimate objective of every firm must be to satisfy the needs of its
customers. People generally don't buy goods and services simply to own them; they
buy products to satisfy particular needs. People rarely buy an automobile solely to
store it in a garage; they do, however, buy automobiles to satisfy their need for
transportation. Some of us may feel that this need is best satisfied by an air-

conditioned BMW with stereo cassette player, automatic transmission, power seats
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and windows, and remote-control side mirrors. Others may believe that a Ford
Taurus with a stick shift and an AM radio will do just fine. Both products are
available to those who want them, along with a wide variety of other products that
satisfy the need for transportation.

When firms lose sight of their customers' needs, they are likely to find the
going rough. But when the businesses that produce and sell goods and services
understand their customers' needs and work to satisfy those needs, they are usually
successful.

In the course of normal operations, a business receives money (sales revenue)
from its customers in exchange for goods or services. It must also pay out money to
cover the various expenses involved in doing business. If the firm's sales revenue is
greater than its expenses, it has earned a profit. So profit is what remains after all
business expenses have been deducted from sales revenue. A negative profit, which
results when a firm's expenses are greater than its sales revenue, is called a loss.

The profit earned by a business becomes the property of its owners. So in one
sense profit is the return, or reward, that business owners receive for producing
goods and services that consumers want.

Profit is also the payment that business owners receive for assuming the
considerable risks of ownership. One of these is the risk of not being paid. Everyone
else — employees, suppliers, and lenders — must be paid before the owners. And if
there is nothing left over (if there is no profit), there can be no payments to owners.
A second risk that owners run is the risk of losing whatever they have put into the
business. A business that cannot earn a profit is very likely to fail, in which case the
owners lose whatever money, effort, and time they have invested. For business
owners, the challenge of business is to earn a profit in spite of these risks.

DISCUSSION 3

1. What qualities are needed for a manager of an enterprise in order to make
the enterprise function more efficiently and have a bigger profit?

2. Which enterprise is easier to manage: a small or a large-scale one? Give
your reasons.

3. Which enterprises are more profitable: public or private ones?

4. Give examples of public enterprises in your country. What effect do you
think privatization would have on these organizations and on the services they
provide?

5. What do you know about corporate raid? What methods are used by
corporate raiders?

6. Give examples of enterprises with foreign investments in your country.
What is your point of view concerning the fact that foreigners acquire our national

enterprises?
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7. Why do so many non-profit organizations exist in our today’s world where
everybody pursues the goal of making profit? The institution in which you are
studying - is it a commercial or non-commercial organization?

TEXT 3
ENTERPRISE
The general terms for the organizations that produce and sell goods and

services are business, enterprise, company, firm (US corporation). The word
concern is used mainly to refer to a large organization.

An enterprise is a property complex used for performing entrepreneurial
activity. Itcomprises all types of property used for this activity including:

1. plots of land

2. buildings and constructions, highway transportation facilities and rail
facilities

3. equipment
inventory
raw materials
products
debts
incorporeal rights (company name, trademark, service mark).

The enterprise is an independent economic entity based on professionally
organized workforce, capable of manufacturing products demanded by consumers
using capital goods available. So, it uses economic resources for producing goods
and rendering services for the purpose of satisfying social needs. The enterprise is
an institution which creates the wealth of a country and from which this wealth is
distributed among all people in a society. Regardless of its size, an enterprise, after
it is registered by the state authorities, opens an account with a bank and becomes
legally autonomous. Like people, enterprises bear certain names. Usually enterprises
are named after their owners (“Ford”, “Christian Dior”, “Nina Ricci”) or their names
reflect the type of their economic activity (“Moldcell”, “Gazprom”, “General
Motors™).

An immense amount of enterprises in each country implies their classification
according to the following criteria:

1) By type of primary profit-generating activity enterprises are
classified into: industrial,agricultural, commercial, service, investment, insurance
enterprises and others.

2) By the source of origin of the registered capital enterprises are
classified into:

© N OA
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a)  public enterprises — they are owned by the government. They don’t
have the title tothe property available, but only exercise the control right;

b)  private enterprises — they belong to private individuals;

c)  mixed enterprises — they contain both public and private capital. Here
the governmentassigns the patrimony to the enterprise which has the title to the
property. The government cannot freely dispose of the enterprise’s property, it has
the right to dispose of the shares that belong to it in the enterprise;

d)  enterprises with foreign investments — they can either belong entirely to
a foreigninvestor or have a mixed capital invested both by a foreigner and a national.

3) By number of employees enterprises are classified into:

a)  small enterprises — they have less than 100 employees;

b)  medium-sized enterprises — between 100 and 500 employees;

C) large-scale enterprises — their staff exceeds 500 employees.

This classification differs from country to country: in our Republic, for
example, there are microenterprises (they employ less than 20 people), small
enterprises (they have 20 — 75employees) and large-scale enterprises (the number
4) By form of business ownership enterprises may be:

a) sole proprietorships;

b) partnerships;

C) corporations.

5) By the objective of the company’s activity there are:

a) commercial enterprises — these are for-profit organizations which exist to
earnand redistribute taxable wealth to employees and shareholders. They are run for
the benefit of their owners.

b) non-commercial enterprises — these are non-profit organizations
(abbreviated asNPOs, also known as a not-for-profit organizations). They do not
distribute their surplus funds to owners or shareholders, but instead use them to help
pursue their goals. Examples of NPOs include charities, trade unions, and
educational and public arts organizations. They are in most countries exempt from
income and property taxation and exist solely to provide programs and services that
are of self-benefit.

Medium-sized and large-scale enterprises usually have headquarters, branch
offices and subsidiary enterprises.

Headquarters or head office is the location of the central administrative
office of thecompany or enterprise. It is an office where top management of the
enterprise, board of directors, secretariat and other important management
departments are located. The head office of a company deals with coordinating the
regional offices and developing the global strategy for running the business.
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Branch office (from Latin filialis) is an economically autonomous
subdivision of a legal entity which is situated somewhere other than the firm's main
office location and exercises all or any part of the main office’s functions including
the functions of the regional offices. Branch offices are not legal entities. They are
vested by the legal entities that have founded them and operate on the basis of the
adopted regulations. Branch managers are appointed by the legal entity and act on
the power of attorney basis.

Subsidiary enterprise is an enterprise set up as a legal entity by another
enterprise called holding (the parent company or promoter) by means of transferring
part of its property under the operating control of the former. The promoter of the
subsidiary enterprise adopts the organization charter, appoints its manager and
exercises another kind of proprietary rights in relation to this subsidiary. So, the
holding is a “parent company’ and subsidiaries are “sister companies” to each other.
Together, the holding and its subsidiaries form a group (e.g. a newspaper group). A
large group is called a giant.

Generally, a firm starts by producing one good or service, called core
business. As the company gets bigger, it also produces other different products. A
group containing a lot of different companies in different businesses is a
conglomerate (e.g. a media conglomerate). As companies grow, they may also
expand geographically. At present, many companies are multinational with
manufacturing plants and trading locations in several countries world wide.

DISCUSSION 4
Work in groups. Discuss the following questions.

1.  Which of these companies do you know? Match them up with the sectors of
industry and the product groups in the chart. Discuss these questions.

2. Whichare the five largest or most important companies in region (or country)?
3. Which sectors of industry or product groups do they belong to?

4, Make a list with another group.

5. Compare your lists with another group.
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Sectors of Economy

Primary « Qil

* \ehicle manufacturing

* Engineering

* Food processing, beverages
Secondary * Aerospace

» Computers

* Electronics

* Other

* Transport

* Retailing

* Insurance

* Hotels and restaurants, catering
* Banking

* Telecommunications

* Airline

* Other

Tertiary

Selected Product Groups

BETAVIA

Belarusian Airlines
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READING
TEXT 4

Look at the following passages about two companies and compare two ways

of running business.

OVER THE DECADES, the name of
Siemens has become synonymous
with progress. Since 1847, when
Werner Siemens and Johann Georg
Halske founded the Siemens & Halske
Telegraph Construction Company in
Berlin. the history of Siemens has been
closely linked with the development of
electrical engineering. While still a
fledgling firm, Siemens & Halske
spearheaded the evolution of
telegraphy with the first pointer
telegraph and the construction of an
extensive telegraph network. In 1866
Werner Siemens invented the dynamo
machine. laying the cornerstone of
power engineering.

New ideas are an old tradition at
Siemens. The company that grew out
of the original Siemens & Halske is
today a highly innovative leader in the
world electrical and electronics
market. Composed of Siemens AG and
an array of domestic and foreign
subsidiaries, the contemporary
Siemens organization continues to set
milestones on the road of progress.
Siemens maintains its own production
facilities in more than 50 countries and
operates a worldwide sales network.
With more than 300,000 employees, it
is one of the largest companies in the
World electrical/electronics industry,
having recorded annual sales of DM 82
billion in the 1992/93 fiscal year.
Reliable and farsighted management is
united with the youthful dynamism
and zest for innovation that typify the
company.

IN 1849, JOHANN PHILIPP
HOIIMANN founded a company in
Sprendlingen, near Frankfurt am
Main, which initially undertook work
in connection with the construction of
the railroads, but very quickly
expanded its activities to include all
fields of building construction and
civil engineering. The first major
foreign project was started in 1882,
with the contract for Amsterdam'’s
Central Station.

By the turn of the century, branch
offices and regional offices had been
established at numerous locations
throughout Germany. As early as
1885, Holzmann had more than 5,000
employees. Interesting activities from
this period include the company's work
on the Baghdad railroad and railroad
projects in East Africa.

Holzmann has passed through all
forms of company organization, from
individual proprietorship via a limited
and general partnership through to a
GmbH (limited liability company).
The Philipp Holzmann
Aktiengesellschaft  (public limited
company) was formed in 1917.
Companies founded by Holzmann
were active in South America.

Even following the losses of
manpower and assets during the
Second World War, Holzmann was
able, as early as 1950, to recommence
its foreign activities. 1979 saw the
acquisition of J. A. Jones Construction
Company, of Charlotte, North
Carolina, USA, a major American
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corporation active in the construction
field. This was followed in 1981 by the
purchase of Lockwood Greene
Engineers, Inc., Spartanburg, South
Carolina, USA. Together with its USA
subsidiaries Holzmann has responded
to the changes occurring in the
construction industry with a flexible
and versatile corporate strategy.

The takeover in early 1989 of the
Steinmiiller Group, one of Germany's
leading companies in the sectors of
power engineering, process
engineering and  environmental
protection demonstrates this.
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4 INNOVATIONS

Vocabulary

Words

Translation

Advertising agency

PECKIIAMHOC arcHTCTBO

Agenda

1) mporpamma (paboTsl) , IIaH (MEPOTIPUSTHIN) 2)
MOBECTKA JHSA (COOpaHus)

Best-selling products

HanOoJIee X0J0BOM (CaMbIil POaBaeMbIil) TOBAP

Budget (v, n)

COCTaBJISATh OIOJKET; OF0KET,(DMHAHCOBAsI CMETa

Business plan

Ou3HeC-TUIaH

Capacity

1) BMECTUMOCTD, 2)CIIOCOOHOCTH (UTO-J1. JIETIATh)

Chairman

npeJceaaTeNb

Complain (n, v)

*ano0a; xKanoBarbcs (Ha YTO-J1.) , BEIPAXKATh
HEJIOBOJILCTBO (YeM-J1.), TOJaBaTh JKAJIOOY

Condition COCTOSIHUE, TTOJIO)KEHHE

Copy (n, v) KOIUS; TyOJIMKAT; KOMTMPOBATh; CHUMAaTh KOITHIO

Creation CO3J/IaHNE

Creative CO3UJIATEIbHbIN, TBOPUECCKUH

Creator TBOPEII, CO3/IaTeb; aBTOP, Pa3pabOTUHK

Database of 0a3a JaHHBIX

Design (n, v) 3aMbICe]I, TUIaH, MOJIEITh, IN3aliH;IPUTyMbIBATh,
3aMBIIILIATD, INIAHUPOBATH

Designer IPOSKTUPOBIIUK, MOJICIIbED, TU3ANHED

Developed XOPOIIO Pa3BUTHIN; TOJTHOIICHHBIN

Developing pa3BUBAIOIIHIACS

Development

pa3BUTHE, pacCUIMpPEHUE, pa3BEPTHIBAHUE, POCT;
HBOJTIOLUS

Discovery OTKpPBITHE; OOHAPYKEHUE; HAXOJIKa
Entrepreneur OM3HEeCMEH, Jeell, MPeINPUHIMATETh

In order to IUISL TOTO, YTOOBI

In response to B OTBET Ha

Innovation HOBOBBEJICHHE, HOBIIECTBO; MHHOBAIIHSI,
Innovative HOBAaTOPCKHH, IEPENOBON, PAlMOHAIIN3ATOPCKUIN
Innovator 1) HOBaTOp; paloHaIU3aTop 2) N300peTaTeb
Invented BBIMBIIIJICHHBIHN, BOOOpakaeMbIil

Invention U300pETCHHE

Key features OCHOBHBIC XapaKTePUCTHKHU

Licensing agreement

JIMIICH3MOHHOC COIJIallICHUC

Low / high production
costs

HHU3KHE / BEICOKHE HU3CPKKHU ITPOU3BOJACTBA
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Patent (n, v)

MATeHT, UCKITIOYUTEILHOE MTPaBo; MaTEHTOBAT;
Opath maTeHT (Ha 4TO-J1.)

Patentable MaTeHTOCIOCOOHBIHN (CITOCOOHBIN OBITH
3araTeHTOBAHHBIM )

Patented 3alaTeHTOBAHHBIN, 3aIIMILICHHBIN ITaTCHTOM

Patentee BJIAJICTICI] TATEHTA

Property UMYIIECTBO; COOCTBEHHOCTh

Rent (n, v) apeHHas TJ1aTa; apeH1I0BaTh, OpaTh B apCHY

Research (n, v)

(Haquoe) HCCIICAOBAHUC,; NCCIICAOBATL, U3YYATh,
3aHHMMATbLCs UCCIICTOBAHUAMMU

Right (n) IIPAaBOTA; IPABUILHOCTD, TPABO; MPUBUIICTHS
Target (n, v) 11eJIb; JIeJIaTh MHUIIICHBIO, IIEITUTHCS

To allow MO3BOJISATh, pa3peniaTh

To apply for a patent 110J1aBaTh 3asBKYy Ha MATCHT

To be developed in
response to

OBITH pa3pabOTaHHBIM B OTBET Ha

To boost

MOJHUMATh, [IOMOTATh MOTHATHCS, TTOBBIIIAThH
(11eny, peryTaluio, HAaCTPOSHHUE)

To build up a range

co3aaBaTh AUaIla3oOH

To be in favor of

MOJJICPAKUBATH YTO-]I.

To be technically

OBITh TEXHUYCCKH IMPOJABUHYTBIM

advanced

To buy in bulk MIOKYTIaTh OTITOM

To create HOPOXK/IaTh, POU3BOMTD; CO3/1aBaTh, TBOPUTH
To develop pa3BHUBaTh, COBEPIIICHCTBOBATH

To design a product pa3palaThIBaTh MPOTYKITUIO

To double yJIBauBaTh

To discover by accident

OoOHapyXUBaTh CIy4aliHO

To do research

BECTH MCCJICIOBATEILCKYIO paboTy

To encourage

000pATH; MOOMIPATH, OJIEPKUBATH (B 4EM-I1.)

To enhance status

ITOBBICHUTH CTATYC

To enter a market

BOWTH HA PBIHOK

To exploit an opportunity

BOCIIOJB30BAaTHCA BO3MOXKHOCTBIO

To extend a range

pacCIIMPUTh TUana3oH

To expand / expansion

pacCTATrMBaThHCA, PACIIUPATHCS; YBEIUYUBATHCS B
o0BéMe, B pazMepax, B konnyecTe/ 1)
yBeIM4eHue (B pazmepe, 00bEMe, KOIHMIeCTBe), 2)
pacrpoCcTpaHeHue, FKCHaHCHUs;, pPOCT, pa3BUTHE

To fill a gap

3aM0JIHATH TIPOOeT

To generate ideas from

T€HEPUPOBATh UJEU

To hire

HAaHUMAaTh, TIPEIOCTABIIATh PAabOTYy, MPHUTIIANIATE
Ha paboTy

To improve (~ idea)

yJIy411aTh
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To innovate

BBOJIUTHb HOBIICCTBA, IIPOU3BOJNUTEL IICPCMCHEI,
MCHATDH

To invent

I/I306p€TaTI>, co31aBaTh, BEIABUI'aTh YTO-JI. HOBOC

To make good profits

MOJIy4aTh XOPOUTYIO TPUObLIH

To make money from

3apa0baTbIBaTh JEHBIU

To make a breakthrough

CZIeJIaTh MTPOPBIB

To manufacture

MIPOU3BOJUTH

To meet a need

YIOBJIETBOPSITH NOTPEOHOCTD

To miss an opportunity

YIOYCTUTh BO3MOHOCTB (II1aHC)

To pay in advance

3AIJIATUTDH 3dPaHCC

To protect the
environment

OXPaHATh OKPYKAIOIIYIO CPEAY

To purpose

HMCTb ICJIbIO; HAMCPCBATHCS

To recap (to
recapitulate)

PE3IOMHUPOBATh, IIOABOJNUTL UTOI

To receive an award

MoJIy4aTh Harpaay

To reduce waste

COKPATUTDb HCHYKHBIC PAaCXObI

To save time

Oepeub BpeMs

To see an opening

ITOABJISIETCA BO3MOXKHOCTD

To solve a problem

paspemniaTth nNpoodieMy

To summarize

CYMMHUPOBATb, pC3IOMUPOBATH, IIOABOAUTL UTOT

To spend money on
smth.

TPaTUTb ACHBI'XM HA YTO-JI.

To steal

BOPOBATh

To swamp the market

3aBaJIMBATh PBIHOK

To treat

oOpaiarbcsi, 00XOAUTHCS

Translucent

ITPOCBEYMBAIOIINI; TIOJTYIPO3PAYHBIN

To win an award

3aCIIy’KUTh Harpamy

DISCUSSION 1

Which of the following statements do you agree with? Which do you disagree with?

Why?

1. ‘Innovation distinguishes between a leader and a follower.” Steve Jobs

2. ‘Innovation is taking two things that already exist and putting them together

in a new way.” Tom Freston

3. ‘Learning and innovation go hand in hand. The arrogance of success is to
think that what you did yesterday will be sufficient for tomorrow.” William

Pollard

4. ‘Business has only two functions — marketing and innovation.” Milan Kundera
5. ‘For good ideas and true innovation, you need human interaction, conflict,

argument, debate.” Margaret Heffernan
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READING 1
TEXT1

Do you distinguish the terms ‘innovation’ and ‘invention’? What are the
differences?

What Is Innovation?

The process of translating an idea or
invention into a good or service that
creates value or for which customers will
pay.

To be called an innovation, an idea
must be replicable at an economical cost
and must satisfy a specific need.

Innovation involves deliberate application of information, imagination and initiative
in deriving greater or different values from resources, and includes all processes by
which new ideas are generated and converted into useful products. In business,
innovation often results when ideas are applied by the company in order to further
satisfy the needs and expectations of the customers.

In a social context, innovation helps create new methods for alliance creation,
joint venturing, flexible work hours, and creation of buyers' purchasing power.
Innovations are divided into two broad categories:

1. Evolutionary innovations (continuous or dynamic evolutionary innovation)
that are brought about by many incremental advances in technology or
processes and

2. Revolutionary innovations (also called discontinuous innovations) which are
often disruptive and new.

Innovation is synonymous with risk-taking and organizations that create
revolutionary products or technologies take on the greatest risk because they create
new markets.

Imitators take less risk because they will start with an innovator's product and
take a more effective approach. Examples are IBM with its PC against Apple
Computer, Compaqg with its cheaper PC's against IBM, and Dell with its still-cheaper
clones against Compag.

http://www.businessdictionary.com/definition/innovation.html
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TEXT 2

What Is Invention?

An invention is a unique or novel device, method, composition or process.
The invention process is a process within an overall engineering and product
development process. It may be an improvement upon a machine or product or a
new process for creating an object or a result. An invention that achieves a
completely unique function or result may be a radical breakthrough. Such works are
novel and not obvious to others skilled in the same field. An inventor may be taking
a big step in success or failure.

Some inventions can be patented. A patent legally protects the intellectual
property rights of the inventor and legally recognizes that a claimed invention is
actually an invention. The rules and requirements for patenting an invention vary
from country to country and the process of obtaining a patent is often expensive.

Another meaning of invention is cultural invention, which is an innovative set
of useful social behaviours adopted by people and passed on to others. The Institute
for Social Inventions collected many such ideas in magazines and books. Invention
is also an important component of artistic and design creativity. Inventions often
extend the boundaries of human knowledge, experience or capability.

There are three areas of invention: scientific-technological (including
medicine), sociopolitical (including economics and law), and humanistic, or
cultural.
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Scientific-technological inventions include railroads, aviation, vaccination,
hybridization, antibiotics, astronautics, holography,the atomic bomb, computing, the
Internet, and the smartphone.

Sociopolitical inventions comprise new laws, institutions, and procedures that
change modes of social behavior and establish new forms of human interaction and
organization. Examples include the British Parliament, the US Constitution, the
Manchester (UK) General Union of Trades, the Boy Scouts, the Red Cross, the
Olympic Games, the United Nations, the European Union, and the Universal
Declaration of Human Rights, as well as movements such as socialism, Zionism,
suffragism, feminism, and animal-rights veganism.

Humanistic inventions encompass culture in its entirety and are as
transformative and important as any in the sciences, although people tend to take
them for granted. In the domain of linguistics, for example, many alphabets have
been inventions, as are all neologisms (Shakespeare invented about 1,700 words).
Literary inventions include the epic, tragedy, comedy, the novel, the sonnet, the
Renaissance, neoclassicism, Romanticism, Symbolism, Aestheticism, Socialist
Realism, Surrealism, postmodernism, and (according to Freud) psychoanalysis.
Among the inventions of artists and musicians are oil painting, printmaking,
photography, cinema, musical tonality, atonality, jazz, rock, opera, and the
symphony orchestra. Philosophers have invented logic (several times), dialectics,
idealism, materialism, utopia, anarchism, semiotics, phenomenology, behaviorism,
positivism, pragmatism, and deconstruction. Religious thinkers are responsible for
such inventions as monotheism, pantheism, Methodism, Mormonism, iconoclasm,
puritanism, deism, secularism, ecumenism, and Baha’i. Some of these disciplines,
genres, and trends may seem to have existed eternally or to have emerged
spontaneously of their own accord, but most of them have had inventors.

https://en.wikipedia.org/wiki/Invention

TEXT 3
21 Great Ways to Innovate
How hard is it to innovate? Not once but over and over? How can you repeatedly
implement great new products, processes or services? Continuous innovation is not
easy and if you keep using the same method you will experience diminishing results.
Try innovating how you innovate by employing some of these ideas.

1. Copy someone else’s idea.One of the best ways to innovate is to pinch an idea
that works elsewhere and apply it in your business. Henry Ford saw the
production line working in a meat packing plant and then applied to the
automobile industry thereby dramatically reducing assembly times and costs.

2. Ask customers.If you simply ask your customers how you could improve your
product or service they will give you plenty of ideas for incremental
innovations. Typically they will ask for new features or that you make your
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product cheaper, faster, easier to use, available in different styles and colours
etc. Listen to these requests carefully and choose the ones that will really pay
back.

. Observe customers.Do not just ask them, watch them. Try to see how
customers use your products. Do they use them in new ways? This was what
Levi Strauss saw when they found that customers ripped the jeans — so they
brought a line of pre-ripped jeans. Heinz noticed that people stored their sauce
jars upside down so they designed an upside down bottle.

. Use difficulties and complaints.If customers have difficulties with any aspect
of using your product or if they register complaints then you have a strong
starting point for innovations. Make your product easier to use, eliminate the
current inconveniences and introduce improvements that overcome the
complaints.

. Combine.Combine your product with something else to make something new.
It works at all levels. Think of a suitcase with wheels, or a mobile phone with
a camera or a flight with a massage.

. Eliminate.What could you take out of your product or service to make it
better? Dell eliminated the computer store, Amazon eliminated the bookstore,
the Sony Walkman eliminated speakers and record functions.

. Ask your staff.Challenge the people who work in the business to find new and
better ways to do things and new and better ways to please customers. They
are close to the action and can see opportunities for innovation. Often they
just need encouragement to bring forward great ideas.

. Plan. Include targets for new products and services in your business plan. Put
it onto the balanced scorecard. Write innovation into everyone’s objectives.
Measure it and it will happen.

. Run brainstorms.Have regular brainstorm meetings where you generate a
large quantity of new product ideas. Use diverse groups from different areas
of the business and include a provocative outsider e.g. a customer or supplier.

10.Examine patents.Check through patents that apply in your field. Are there

some that you could license? Are some expiring so that you can now use that
method? Is there a different way of achieving the essential idea in a patent?

11.Collaborate.Work with another company who can take you to places you

can’t go. Choose a partner with a similar philosophy but different skills. That
is what Mercedes did with Swatch when they came up with the Smart car.

12. Minimize or maximize.Take something that is standard in the industry and

minimise or maximise it. Ryanair minimized price and customer service.
Starbucks maximised price and customer experience. It is better to be different
than to be better.
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13. Run a contest. Ask members of the public to suggest great new product ideas.
Offer a prize. Give people a clear focussed goal and they will surprise you
with novel ideas. Good for innovation and PR.

every boundary and assumption that applies in your field. You and your group
will come up with amazing ideas once the normal constraints are lifted.

15. Watch the competition.Do not slavishly follow the competition but watch
them intelligently. The small guys are often the most innovative so see if you
can adapt or license one of their ideas — or even buy the company!

16. Outsource.Subcontract your new product development challenge to a design
company, a start-up or a crowdsourcing site like ive or NineSigma.

17.Use open innovation.Big consumer products companies like Proctor and
Gamble or Reckitt Benckiser encourage developers to bring novel products to
them. They are flexible on IP protection and give a clear focus on what they
are looking for. A large proportion of their new products now start life outside
the company.

18.Adapt a product to a new use.Find an entirely different application for an
existing product. De Beers produced industrial diamonds but found a new use
for diamonds when they introduced the concept of engagement rings. It
opened up a large new market for them.

19.Try Triz.Triz is a systematic method for solving problems. It can be applied
in many fields but is particularly useful in engineering and product design.
Triz gives you a toolbox of methods to solve contradictions e.g. how can we
make this product run faster but with less power?

20.Go back in time.Look back at methods and services that were used in your
sector years ago but have now fallen out of use. Can you bring one back in a
new updated form? It has been said that Speed Dating is really a relaunch of
a Victorian dance format where ladies had cards marked with appointments.

21.Use social networks.Follow trends and ask questions on groups like Twitter
or Facebook. Ask what people want to see in future products or what the big
new idea will be. Many early adopters are active on social network groups and
will happily respond with suggestions.

The ways to innovate are legion. Try some approaches that are new to you in

order to boost your innovation capability.

http://www.innovationmanagement.se/imtool-articles/21-great-ways-to-innovate/
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5 CHALLENGES

Vocabulary

Words

Translation

Absence

OTCYTCTBHE

Absenteeism

OTCYTCTBHE0E3YBaXKUTEIbHOUTPUIHHEI,
CUCTEMATHYECKHUE MPOTYJIbI

Abuse (n, v) ocKopOJieHue, OpaHb, HAJPYTaTeIbLCTBO;
OCKOpPOJISITh, pyraTh, MOHOCHUTb, HAJIPYTaThCS

Account CuéT

Ambitious YEeCTOFOOMBBIN, [IEJICy CTPEMIIEHHBIH;
CTpEeMSIIIMIACS (K YeMy-J1.) ; YKaKIyIIHi (4ero-i.)

Arrangement NIPUBEJICHHUE B TIOPSIJIOK; PACTIONOKCHNUE;
KJaccu(UKaIus; CHCTEMaTH3AIINS;
JOTOBOPEHHOCTH, COTIIAIIICHHE, pa3pelIeHuE,
yperyiaupoBaHue (Cropa, pa3HoTJIacHii)

Cause (n, v) NPUYMHA, OCHOBAHUE; OCITYKUTh IPUIHHOM,

MOBOJIOM (/1151 YEero-J1.); MOTUBUPOBATH (YTO-J1.)

Cause of stress at work

MIPUYMHA CTpEcca Ha paboTe

Colleague

KOJICTa, COCIIYKNBCI

Complaint

}KaJIO6a; HCIOOBOJIBCTBO, HGYIIOBJIGTBOpéHHOCTb

Counseling service, n

ciry»0a nmpodecCUOHAIbHOW OpUEHTAIUU

Current account, n

TEeKYUIUH CYET; TOPTOBBIN OalaHC (COOTHOIICHHE
CTOMMOCTH DKCIOPTa ¥ UMIIOPTA CTPAHBI 32
onpeaenEHHbIA Mepro)

Deadline

CPOK OKOHYAHUS KaKOM-JI. pabOThI, 3aBEPIICHUS
ITPOEKTAa, KOHEYHBIN CPOK

Deposit account

JICTIO3UTHBIN CYET, CPOYHBIN BKJIAJ, AaBAaHCOBBIN
cUeT

Dramatically 3¢ (HeKTHO, IPKO, BIICUATISIIONIE; PAa3UTENHHO,
MOPA3UTEIBHO, 3HAYUTEIHHO, CUIIBHO
Dream job paboTa, 0 KOTOPOI MOKHO TOJILKO MEUTATh

Experience ( n, v)

OTIBIT, CTaX PabOThI; UCIIBITHIBATD, 3HATH 110
OIIBITY

Facilities (for studying,
sport)

CpelicTBa 00CITyKUBaHUSI, 000PY/I0BAaHUE;
COOPYKEHUS;, YCTPOUCTBA

Fall (n, v)

naacHue, nagarb

Flexible

TUOKU;;ITOTaTIMBBIH, JIETKO
MIPUCITOCA0IMBAEMBII; TOKIAUCTHIH;
CTOBOPYMBBIN, YCTYITYUBBIN; JIETKO IMOAIAIOIIUNCS
BJIIASTHUIO
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Flexitime

CKOJIB31IUHI rpadux

Formal — informal

ouUIIUATIbHBIA — HEO(UITMATBHBIN

Free medical check up

OecrIaTHBIN MEIUITMHCKUN OCMOTP

In place of/ instead of

BMECCTO

Income

J0XO0J, MPUXOJI, TPUOBLIH; 3apab0OTOK

Increase (n, v)

BO3pacTaHue, poCT, NPUOABIICHNE; BO3PACTATh,
YBEIIMYUBATLCS; PACTH

Interest

UHTEpEC; 105 (B MpeanpusTUH, OU3HECE,
COOCTBEHHOCTH); Y4aCTHE B MPHOBLIAX

Job security —job

rapaHTus 3aHATOCTH, 00eCIICYEeHHOCTh pa60T01”4

insecurity

Lifestyle o0pa3, CTHJIb JKU3HH

Loan (n, v) 3aéM, CCyJa; 1aBaTh B3aiMbl, OJJAJDKUBATH,
CCY)KaTh

Loss 1oTeps, JIUIICHUE

Major cause OCHOBHAsI IPUYMHA

Massage MacCax

Merger clUsiHUEe, 00beAMHEHNE (KOMMEPUYECKOE,
IPOMBIIIJIEHHOE)

Morale MOPAJIBHOE COCTOSIHUE; 00EBOM JTyX

Overdraft IpeBhIIIICHIE KpeanTa (B OaHKe)

Personal life JIMYHAs KU3Hb

Praise (n, v) (mo)xBasia, BOCXBAJICHUE; XBAIUTh, BOCXBAJIATH,
PEBO3HOCHUTH, TPOCIIABIIATH, CIIABOCIIOBUTD

Pressure JaBJICHHE

Promotion opportunities | BO3MOKHOCTH MPOJIBUKEHUS 110 CITYIKOE

Queue (n, v) OYepe/lb; CTOATh B OYEPE/Id, CTAHOBUTHCS B
ouepe/ib; 00pa30BBIBATH OUEPEIb

Rat race OerieHast TOHKa

Reason for smth.

IpUYHHA

Recruitment

Ha0op (KaapoB) , HaéM (COTPYTHUKOB)

Redundancy

COKpalIICHUEC TATOB

Relationships

OTHOIICHUEC, B3AaUMOOTHOIICHHUEC, B3aUMOCBA3b,
KacaTcJIbCTBO, CBA3b

Rise (n, v) TIOBBIIIICHHE, BO3BHIIIICHNE, TIOIHEM; B(0)CXOIUTH,
BCTaBaTh, OJJHUMATHCS, B30UPAThCS
Rumor CIIyX, MOJIBA

Rumor about smth

CIIyX O Y€M-TO

Salary/ payment/ wages

’aJoBaHbe, 3apab0oTHas Tu1aTa (CIIyXkKaIlero) ;
OKJIaJ

Savings

coepexxeHus

Shift

CMCHa
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Solution

peleHue, paspeiieHue (mpooJIeMbl U T. 11.) ;
pa3bsCHEHHE

Staff/personnel/

HITAT CIYKAIUX; CITYKEOHBIN MepcoHa

employees

Stress CTpece

Stress level ypOBEHB CTpecca

Stressed HaIpsKEHHBIN; HATPYKEHHBIN

Stressful HANPSDKEHHBIN, TSHKENBIN, TPYAHBIN, CTPECCOBBIN

Stress-related illnesses

3a00J1eBaHKs CBSI3BHHEIC CO CTPpCCCOM

Symptoms of stress

CUMIITOMEI CTPCCCa

Tight deadline

CoKaThble CPOKHU

Timetable

pacnucanue (>keJ1e3HOJOPOKHOE, IIKOJIBHOE U T.
1.); rpaduk (paboThl U T. 10.)

To affect work

UMHUTHPOBATH pabOTy

To ask a boss for a pay
rise

IIPpOCUTDb 0occa 0 IOBBIIICHUH 3apa60THoﬁ IJ1aThI

To attend nocenaTh
(meetings/lectures)
To be absent OTCTYBCTBOBATh

To be fired

OBITh YBOJICHHBIM C paOOThI

To be in trouble

IIornacTh B 6€I[y, HNMCTb HCIIPUSATHOCTH

To be exhausted

VCTOLLEHHBIN, U3HYPEHHBIN; U3MYUYECHHBIN;
00€CCHIICHHBIN

To be promoted/ to get
promoted

IIOJIYUHUTD ITOBBIIMICHUC

To be skeptical about

CKCIITUYECKH OTHOCUTBCA K

To be stuck 1n a traffic

3aCTPATHh B aBTOMOOMIJIBHOW MTPOOKe

jam

To be unemployed OBITH 0€3PabOTHHIM

To be/to work under ObITh/ pabOTATh MO HANIPSHKCHHEM
pressure

To borrow 3aHUMAaTh, OpaTh Ha BpeMs

To cause (~problems)

BBI3BIBaTh, OBITh MPUUUHOU

To check

IIPOBEPSATH, CBEPSITh

To complain JKaJoBaThCs (Ha YTO-J1.) , BEIPAXKATh HEJIOBOJIBCTBO
(uem-11.)

To control KOHTPOJIMPOBATH

To cope with pressure CIIpaBUTLCH, BBIACPKATH, COBIAAATh C
HaNPSOKEHUEM

To cost a fortune CTOUTH LIEJI0E COCTOSTHUE

To criticize KPUTHKOBATH

To cut the workforce by
(10%)

Coxkparats padouyro cuny Ha (10%)
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To deal with

HUMCETH ACJIO C

To do many things at the
same time

JieJaTh MHOTO Beled 0JJTHOBPEMEHHO

To earn/ to make money

Sapa6aTI>IBaTB JACHBI'H

To express emotion

BbIpa’XXaThb SMOIIUTIO

To experience problems

HUCIIBITbBATb HpOGJ’IeMBI

To give orders

JAaBaTb PpaCIIOPSKCHUA

To give up a job

Opocatb paboTy

To handle

YOPaBJISATh (4€M-J1.) , CIIPABJIITHCA (C YeM-J1.)

To improve (~a situation/
one’s health and fitness)

yIIy4IlIaTh

To interrupt

IMpCPLIBATh, BHC3AITHO IIPCKpAllaTh

To lead a meeting

BCCTH, BO3IJIABJIATH COBCIIAHHC

To lead to

IPUBOAUTD K

To make a loan

IMMOJIYYUTH 3aCM

To make a speech

BBICTYIIATh C PE€UYBIO/TIPOM3HOCUTH PEUb

To make progress in a
career

ACJIaTh YCIICXHU B KapbCpcC

To manage stress

CIIPABJIITHCA CO CPCCCOM

To meditate

O6I[YMBIB3TB, B3BCIIMBATD ; PAa3MbIIJIATD

To meet a deadline

YCHETh K YCTAHOBJIEHHOMY CPOKY

To negotiate

BCCTH IICPCTOBOPLI

To overcome

0OOPOTh, TOOCTUTH

To overeat

06T>€,Z[3TBC5I; IICPeCaaThb

To overwork

CJIMIIIKOM MHOTO paboTaTth

To pay attention to detail

oOpallaTb BHUMaHHE Ha JCTaJIN

To pretendto

MPETEHI0BATh; MPUTA3ATh (HA YTO-J1.)

To recruit/ to employ

HAaHUMAaTh Ha paboTy

To reduce (v)

0CJIa0JISITh, MOHWXKATh, COKPAILIaTh, YMEHBIIATh

To relax

0CIIa0JISITh, paccaabsiTh

To resign

YXOOUThb B OTCTAaBKYy, IIOAABATh B OTCTABKY,
OCTaBJIATH IIOCT

To solve (~a problem)

pemaTh, pazpenats (mpodjieMy U T. 11.) ; HAaXOIUThb
BBIXO/JI; BBISICHATH, OOBSICHSTh

To suffer emotional strain

HCIBITBIBATb OMOIMOHAJIBHOC HAIIPSAKCHUC

To spend a lot of time at
work

MPOBOJUTH MHOTO BPEMEHU Ha padoTe

To travel abroad on
business

€31IUTh 3a TPAHUILY 10 OU3HECY

To work in shifts

paboTaTh MOCMEHHO

To work to tight deadline

paboTaTh B CXKAThle CPOKHU

To work under pressure

paboTaTh MO/ HANPSKEHUEM

To worry about

OECIIOKOUTHCS HU3-3a
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Valuable ICHHBIN; JOPOTOM, JOPOTOCTOSIIHN, APATOICHHBIN
Workaholic TPYAOTOJIUK; YCJIOBEK, "Topsiuii" Ha paboTe
Workload 00BEM paboThl,(pabouast) Harpy3Ka

DISCUSSION 1

1. Have you ever faced with problems which are seemed to be unresolved?

2. Do you always ask your friends and close people for help and advice in
difficult situations or try to cope with them on your own?

3. Do challenges make people weaker or stronger?

4. Remind some proverbs about dealing with problems and explain their main
idea.

READING
TEXT1

“CHALLENGES ARE OPPORTUNITIES IN DISGUISE”
You may have heard it already.

Lines like that are great for Ted Talks, because in reality, when a problem
arises, most of us lose our mind and do something that worsens the problem even
more.

Well, we all encounter multiple challenges at work every day, and while some
of us look for an excuse to avoid such challenges, some people actually take the
opportunity to get one step closer to their career success.

We all want success in our lives, but sadly only a few of us get to taste it,
simply because most of us don’t know how to transform everyday challenges into
opportunities.

As you may realize, our career depends a lot on the choices we make, and
avoiding the challenges is not a very clever choice in this case.

Here are some useful tips that will not only help you handle the workplace
challenges with ease but will also help you pave the way towards success.

1. Keep yourself calm under stressful situations

It is okay to let your frustrations out every once in a while, but you wouldn’t
want that to happen inside the office. When you are working with a bunch of people,
you need to maintain a cordial relationship with everyone.

Whether you realise it or not, people like to help those who are cheerful and
kind. If you are angry and irritated all the time, none of your colleagues may come
to help you if you find yourself in a tricky situation.

If you deal with stressful workregularly, it may not be easy to keep you cool
all the time. However, you can try meditation which not only keeps you calm but
also improves your focus.

2. Seek advice from people with experience

You may face challenges that you have never faced before. How can you solve
something that you haven’t encountered before? You either have to improvise or
seek advice from a person who has faced such problems in the past.
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As mentioned earlier, it is crucial to maintain a cordial relationship with
everyone, especially with the ones who are knowledgeable and experienced. They
can not only give useful advice on your problem but may also offer a few crucial
career-boosting tips along the way.

Even Sherlock Holmes used to seek advice from his big brother Mycroft every
once in a while. So it is perfectly okay to seek advice from wiser men when you
can’t find a way out.

3. Work on your strategies

Challenges are parts and parcels of our life, and to overcome those challenges,
we do require some strategies. You cannot just rely on your instincts and improvise
all the time, whenever a problem arises.

While creating a strategy for a particular problem, you need to observe and
analyse the situation. Alot of strategies seem good on papers, but they are not
practically effective. So you need to be realistic all the time.

Take some significant amount of time to strategize the plan. No matter what
the situation demands, you wouldn’t want to rush on this one.

4. Don’t be afraid to take risks

No one has ever done anything great by playing safe, neither will you. Yes, it
may sound intimidating, but in order to overcome all the challenges and achieve
success in your career, you must take risks more often than you anticipate.

Well, nobody will ask you to fight a jaguar or jump from the 50" floor, but
you need to prepare yourself to face your fears at some point. You should not waste
an opportunity just because you are too afraid to risk job security.

Face each of those challenges and take proper actions to overcome them.
Remember, not taking a risk is the biggest risk of all time.

5. Believe in yourself

No matter which industry you are employed at, you can achieve more than
you can imagine if you feel confident about your work all the time. If you don’t have
faith in yourself, how can you expect others to believe in you?

There are times when some challenges get the better of us and leave us feeling
depressed for the rest of the time. Remind yourself why you started doing this work
in the first place. That may help boost your morale.

Also, when start believing in your potential, it reflects in your performance,
and no matter what challenge is thrown at you, you handle it confidently all the time.
6. Give yourself a break every once in a while

All work and no play makes Jack a dull boy. Put yourself in Jack’s position,
and the result is same. Working relentlessly without any break, not only makes you
miss out on the little pleasures of life, but also take a toll on your mental health.

We are not zombies. To function properly and to overcome the regular
challenges, we do need our brains to stay in its peak condition. And that’s not
possible if we exert ourselves every day. Take your colleagues out for lunch or happy
hour to release the stress once in a while.

While that may help you freshen up your mind, you may also create a better
bond with your colleagues. Also, when you have a discussion about a certain
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challenge among the colleague, they may come up with a better solution and help
you overcome that problem like a team.

It’s not wrong if you do not share the same point of view with everyone else.
You can overcome your workplace challenge in your own unique way and still
achieve success. In fact, people often get appreciated for trying something new.

As you may have noticed, successful people aren’t very different from us.
They just know how to handle a challenge and use it to their advantage.

Now that you are familiar with the tricks to deal with workplace challenges,
you can also employ them in your daily work and transform the challenges into
success.

DISCUSSION 2
1. Have you ever changed a collective?
2. How much time did it take you to get accustomed to new people and
atmosphere?
3. Did you have any arguments with anyone in a new collective?

READING
TEXT 2
HOW TO DEAL WITH STRESS AT A NEW JOB

The first few days at a new job are often nightmarish and very stressful. You
want to make a good first impression, but don’t want to give off a too-eager-to-please
vibe. On top of that, it is never easy to get adjusted with new colleagues,
responsibilities, and routines.

Every small mistake will leave you questioning yourselves whether you made
the right decision. In a few days time, you might start dreading the very thought of
going into work.

If you are going through this, you need
not panic. Most people go through this
at some point in their careers. Don’t
give up hope.
Here are a few tips to help you cope
with stress at a new job.
1. Stop comparing it to your
previous job
It’s a basic human nature to
compare new with old. But, the past tends to get distorted as you are more likely to
focus only on the pleasant memories. You will just end up living in the past. This is
never a good idea, especially when you are at a new job.

Don’t make statements like — ‘Oh, at my previous job, it was done this way’.
It can easily turn off your new colleagues and superiors. Work environments and
work cultures will vary when you change jobs. You need to understand that, it would
have been created or framed as per the organization’s vision, mission, and
objectives.
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Stop romanticizing your previous job, focus on the present, proceed with an
open mind, and try to adjust yourself to the new work environment.

2. Don’t try too hard

When you are starting out on a new job, you may feel the urge to prove
yourself. You will only end up overworking — saying ‘okay’ to tasks that are beyond
your know-how or picking up more tasks than you can handle. Result: more stress.
Firstly, it is foolish to think that you need to prove yourself. You were selected after
a rigorous selection process. At the end of which the recruiters were satisfied with
your skills, abilities, and personality. They deemed you fit for the job.

So, relax, and stop yearning for perfection or trying to do everything at once.
Try to get a feel for the new job, routine, responsibilities and work culture. Start
slow, take up tasks that you know you can finish. If you have questions or want help
or experiencing difficulties, don’t be hesitant to ask your teammates and superiors.

3. Willingness to learn from mistakes

“By seeking and blundering we learn.”— Johann Wolfgang von Goethe

No matter how good you are, you will make mistakes. Every organization
works in a different manner. Even if your role is the same, your goals, objectives or
even the software you use may vary. The key is to accept, learn and move on from
these mistakes. If you don’t learn from the mistakes you have committed, you will
just end up feeling like an outsider or under qualified — overwhelmed and out of sync
with the rest of the organization.

Here are a few ways to help you learn from mistakes:

. Ask for feedback after completing a task.

. Accept the criticism coming your way — pay attention to the message,
rather than your feelings.

. Ask questions when in doubt.

. Don’t be hesitant to ask for help.

. Set apart time to reflect on your mistakes daily.
. Don’t get bogged down or moan about negative criticisSm.
. Don’t give excuses or try to pass over the blame.

Don’t set unrealistic expectations.
4 Stay organized

Settling into a new job can be a time
taking and stressful process. You will have to
unlearn a lot of things from your previous gig
and learn new things about your current gig.
This may make it hard to stay on top of your
schedule or routine. One way to overcome
this is by staying organized.

Here are few ways to help you stay

organized when you are new to a job:
. Get to the office as early as possible.
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. Plan your day the night before — prioritize your to-do list, pick out your

. Take regular breaks.

. Avoid multi-tasking.

. Make note-taking a habit.

. Have a system in place to deal with all the new information that you are
getting.

. Make use of productivity apps and email management tools.

5. Be yourself

One of the major challenges of starting a new job is to fit in. People try to
overcome this by faking their own personality. It is a very stressful thing to do,
especially if you are trying fake traits that you don’t wish to include in your
personality.

For example, if you are an introvert (who wants to remain so) trying to project
yourself as an outgoing personality, you will find the new job very hard and
uncomfortable. You will never be able to perform to your potential without being
yourself.

Always remember, recruiters would have definitely considered your
personality while making the selection decision. If they deemed you fit for the
organization, that means they wanted people with your type of personality in the
team. Modern day workplaces have room for all kinds of personalities, so you don’t
have to force yourself to behave in a way that you are not comfortable with.

DISCUSSION 3

1. Are you an impulsive or calm and reserved person?

2. Do you always admit your mistakes and apologize?

3. Is it easy for you to forgive and forget anybody’s faults?

4. They say that a wrong word can Kkill. Do you agree with the statement?

READING
TEXT 3
CONFLICT MANAGEMENT

We are not robots, we are humans and it
will definitely take a bit of time for us to
acclimatize to a new environment. The important
thing is not to let your nerves get the better of you,
instead, focus on things,be able to control and
keep learning.

Conflicts can arise in any department, in any situation, so always be ready for
them!

The following are two common types of workplace conflicts:
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Internal conflict

If the conflict is among the employees of the same team, then asking their
manager to talk to both of them individually is usually the most preferred way. The
manager can listen to both the sides, clear the unnecessary doubts, and then the angry
employees can resolve the conflict among themselves in a closed room.

The possibility of a heated argument or any communication gap reduces, and
the chances of conflict resolution are much higher.

External conflict

If the dispute is among the employees of two different teams or departments,
then the resolution is a little tricky!

But the right way is not to ask their respective managers to resolve it; it is
better to check the following and avoid any ineffective solutions:

1. Different teams

The conflict among the employees of two different teams but the same
department can be solved in the way mentioned in “internal conflict” section above
or by practising team-exchange programs so that the employees get to know each
other, which will help in clearing the matter more efficiently.

2. Different departments

To resolve the conflict among the employees of two different departments can
be resolved by efficient communication between their managers and the employees-
in-question. This can also make use of a closed room, but their respective managers
should not leave it at any point, to prevent heated arguments or unresolved
conclusions.

Conflicts are the primary reasons for lack of productivity among different
departments, so make sure your organization does not suffer from losses or
inefficient outputs because of such disputes. Rectify them right away!

TEXT 4

HOW TO DEAL WITH A DIFFICULT COWORKER

Whether you are working in the office or at home, you will have to deal with
people. Unfortunately, not all the coworkers are easy to work with.Some situations
can be so complicated that you might consider leaving your job. However, there are
no hopeless situations, and we have outlined some tips on how to deal with a difficult
coworker.

Being able to deal with difficult people at work might be quite challenging,
but at the same time, it is a great opportunity to improve your communication skills
and create a better working environment for yourself and your colleagues who also
struggle at the workplace because of a difficult person.

Types of colleagues that are hard to deal with
Difficult coworkers come in many forms and shapes in all workplaces. How
you deal with them depends on your self-confidence, your bravery and on how close
you need to work with the person day-to-day during your working time.
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There are many types of people who appear to be hard to work with, but we
will mention only some most widespread types of those who are really a trouble at
a workplace.

1. Bullyat work is one of the most difficult people to deal with. The
astounding amount of workers confesses that the reason for changing the job is being
intimidated by a person they worked with. Those who quit the job felt not eager to
go to work in order to avoid being insulted, yelled at and regularly criticized.

2.Another type of people who are not easy to cope with is a negative
coworker.They always complain about everything and find faults even in something
that is great for everyone else. They constantly want your attention in order to
express their dissatisfaction. In result, interaction with them drains you out of
energy, brings distress and hampers you to be productive in the workplace.

3. Gossiperscan be classified as another type of coworkers that may annoy
you and disrupt your productive working. Of course, there are those employees who
would be quite happy to know all office rumors, even if they are blown out of
proportion. But you may feel uncomfortable around such people, as they want to
share a lot of personal information about other colleagues that you do not want to
know. They even may start nagging you to disclose what you know.

4. Very often the top of the destructive forces at the workplace can be your
own boss. He is the one who supposed to support, encourage, give direction and help
you develop professionally. However, he ends up being the reason of why you dread
going to work and get back home after working day devastated and stressed out.

Motivating your employeesand encouraging them to develop their skills are
the traits of a good boss, but, unfortunately, many of those who are in charge seem
to miss this point, to the disappointment of the employees.

TEXT 5
4 WAYS OF DEALING WITH A DIFFICULT COWORKER

1. Staying calm

When the person is on the edge, it is difficult to take whatever he or she says
seriously. It concerns all spheres of life, but it is especially relevant to the workplace,
where you are supposed to stay professional and be in control of your emotions at
all times.Dealing with an unpleasant coworker requires extra stamina because if you
lose your temper, the chances that you pass your message to him decrease.
Moreover, you might end up being considered the one who is actually a difficult
colleague.

2. Trying to understand the reasons behind an unpleasant behavior

The last thing that you want to get into is why the colleague behaves the way
that is annoying you. You are here to work and you are not his boss (or a mom) to
tell him how he should behave at the workplace.

However, if the person is really toxic and harmful for your working process,
the actions need to be taken. The thing is that if a person is annoying or is being
mean to you, he might do this unintentionally. There is no need to take it personally,
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but understanding why he chooses to behave this way may help effectively deal with
it. Maybe the person with a bad hygiene does not even suspect that he causes
inconveniences to you.

This can be solved in a brief, friendly conversation. Perhaps, the reason why
the person is criticizing you and is trying to put you down is that he is intimidated
by you.There are many reasons for the dysfunctional behavior of your colleague, but
having a private conversation might help solve the issue.

3. Ignoring a difficult colleague

If the unpleasant coworker refuses to cooperate with you without any intention
to change the situation, the best solution might be to ignore him. It is better to avoid
any communication with him and concentrate on your work.

There are cases when it is impossible to eliminate the communication
completely, so at least it should be kept to a minimum. Focus on your work,
communicate more with other colleagues who give you a great energy and do not
hinder your professional development.

4. Getting to drastic measures

Okay, so you have done all you could and your colleague is still making your
working environment unbearable. Now it is a time to ask for help from a higher
authority. Of course, this should be done only in extreme cases when the situation is
really out of hand and the person that you dislike disrupts working process way too
much.

If you decided in favor of this drastic method, be careful with your actions. If
you complain too many times you might get yourself into a trouble. The higher
authority might consider you the one who is unable to communicate with coworkers
effectively and handle problems yourself.The majority of people spend more time at
work with coworkers than at home with family and friends. Not so many of us are
lucky to work in a great team, which is supportive and facilitating for professional
development.In fact, very often we face with coworkers that display disruptive,
unpleasant and dysfunctional behavior. If there is such issue in your workplace, it
seems that the best solution is to change a job.

However, the experience of solving
problems with difficult coworkers and
ability to build positive relationships with
members of your team will give you new
skills that will for sure help you excel in
your job and your career.

An argument with your boss will
make the workplace feel awkward.

There’s always a time and place for
disagreement, or at least fair and
respectful constructive criticism.Once in a while, some people may get carried away
and turn what would have been a productive discussion into a full blown argument.
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Arguments don’t always lead to employees losing their jobs, as long as they weren’t
egregiously ugly. Employees who can fix the situation and restore the harmony may
not even see any consequences, provided they act quickly and appropriately.

DISCUSSION 4
1. Can you say “No” to your boss or leader?
2. Is a supervisor always right?
3. Do employees always try to please their boss?
4. Is it a good idea to make friends with your boss?
5. What is subordination?

READING
TEXT 6

A CONFLICT WITH YOUR BOSS

If you’ve just got into a verbal tiff with your boss, you’ll need to act soon —
no matter whose fault it was.

1. Give Yourself an Assessment

An argument involves two people. You need to start by examining yourself
and how you contributed to the argument. Even if it started with your boss angering
or upsetting you, you need to consider what you did in response that escalated the
situation.

Maybe you let your feelings get too far ahead of your thoughts. Maybe you’d
let some unresolved issues accumulate, resulting in a heated exchange.

You can’t assume what your boss was
thinking at the time, or what your boss should have
done differently. Taking a personal inventory
allows you to form the right response to the
situation.

Be willing to accept the mistakes you’ve
made — if you deny them all and reject the notion of
accountability, you won’t be able togrow

personallyand professionally.

2. Give Assessment to Your Boss’s behavior

You can’t get inside your boss’s head, and it might be inappropriate to ask
probing questions. Instead, you’ll need to take what you know and piece together
your observations. Is your boss obviously going through a rough time right now?Has
the workplace been extremely stressful or shorthanded? If your company going
through major transitions that haveput a lot of pressure on your boss? These factors
may have contributed to the argument you had.

Developing some empathy for your boss’s position will help you form the
proper apology. When you have a solid grasp of all the factors affecting the situation,
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you can choose your words carefully. You can avoid hitting tender nerves or
bringing up issues that may have started the argument in the first place.

You may come to the conclusion that your boss did or said things that were
objectively wrong, regardless of the circumstance. If your boss used offensive
language or direct insults at you, especially if you weren’t speaking in the same
manner, this may be larger than the typical workplace argument.

Seriously contemplate whether or not you can continue to work with your boss
in situations where you were made to feel unsafe, denigrated, or discriminated
against — especially if other employees have expressed a similar sentiment. This is
an issue that HR needs to address immediately.

3. Learn the Art of Apologizing

Genuine apologiesare the only
apologies that matter. When you make
thorough use of the word “but” or try to
explain why you did the things you did, it
might appear that you’re attempting to shift
the blame onto someone else.

A true apology is thorough
ownership for one’s own part in a dispute
or a bout of misbehavior that doesn’t
address or reflect upon the other party in
any way. If they have something to apologize for, they need to recognize that on
their own. They may not, but you can’t control what your boss does.

Even if both you and your boss raised your voice, it’s not up to you to address
what your boss did. You might have been yelling in response, but that wasn’t
important. What’s important is that you chose to react that way, and that’s exactly
how you need to accept ownership of it.

If you have a great boss, he or she might feel compelled to apologize for what
was done in response to your apology. Blameless apology opens the door for a
productive dialogue where both people can begin the discussion about what they
need to do better.

This may not happen right away because your boss might not yet be ready. At
the very least, minds will be kept open and you’ve handled your own part.

4. Modify Your Behaviors

Saying you’re sorry but not acting like your sorry won’t make much of a
difference. If your boss has taken an issue with recurring behaviors or a workplace
problem that’s been ongoing.

To demonstrate that your apology was sincere, you need to make sure that
your actions are matching your words. If you don’t fully commit yourself to your
efforts, you’re going to find yourself back in the same position. This might lead to
permanent career damage, so it’s crucially important to devote yourself to
professional betterment.

Even if your boss laid out some feedback or criticisms that seemed
exceptionally harsh, you need to show that you were receptive to what was said.
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Have you really been showing up late a lot? Make an effort to come in five minutes
early as often as you can.

If your boss said thatyou’ve been argumentative or arrogant, take every
opportunity you can find to be receptive and humble. Let everyone see that you’ve
acknowledged your wrongdoing and are making an effort to restore peace and
harmony.

5. Prevent the situation from recurring

Arguments leave some lingering tension. It might take a few weeks for things
to fully cool down. While tensions are still high, another argument is much more
likely to happen. You might need to take a day to apologize if you feel too strongly
about the situation to be able to apologize without a bias.

No matter how you decide to handle the argument and its aftermath, you need
to be sure that your emotions aren’t affecting your ability to move forward.It might
feel embarrassing when the argument happened recently, but that’s a feeling that
will dissipate with time. You likely depend on your boss for a lot of things, but it’s
important to remember that your boss is also depending on you.

Symbiotic relationships are the easiest to repair, and if you’re both competent

professionals, you’ll be able to let the past go.
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6 NEGOTIATIONS

Vocabulary
Accessible JOCTYITHBIN
According to COTJIACHO 4eMY-JTHO0
Activity JIeSATCIIBHOCTh
Bar chat OapHas cTolKa
Behavior MMOBEICHUE
Benefit (v, n) 10J1b3a, BEIFOa
Boom days IPOIBETAHUE, THH HAUOOJBIICH aKTHBHOCTH

MOKYyIIaTeJIen

Budget (n, v)

OIOJKET, 3aKJIaAbIBaTh B OIOKET

Compared to/ with

I1IO0 CPAaBHCHHUIO C

Conference room

KoH(pepeHI1 3ai

Conglomerate

KOHTJIOMEpar

Content

COJICPKUMOE

Corporate entertaining

KOpHOpaTHBHBIﬁ OTOBIX

Corporate gift giving

JlapeHue MOJapKOB B JIEJIOBOM Cpee

Cost control

KOHTPOJIb IIEHO00pa30BaHuUs

Credit environment

JIOBEpUTEIIbHAS cpea

Cuisine

KYXH$, CTOJI (MUTaHUE; KYyJIMHAPHOE UCKYCCTBO)

Delicacy

ACIINKATHOCTD, TAKT, YYTHUBOCTD

Destination

MCCTO Ha3HAYCHU, ITYHKT HA3HAYCHUA

Economic boom

HKOHOMUYECKUN OyM

Economic decline

DKOHOMMYECKHN YIaJI0K

Effective way

s exTuBHBIN cI0CO0

Entertainment book

CIIPAaBOYHMK PA3BJICKATENBHBIX YUPEKICHUN

Establishment

co3gaHue, 00pa3zoBaHUE, YUPEKICHUE

Etiquette

ATUKET, Ipo(eccoHanbHas TUKA

Event

COOBITHE, MEPOTIPUSITHE

External affairs

BHCIITHHUEC OTHOILIICHMA, ITOJIUTHKA

For a variety of reasons

I10 pa3JIM4YHbIM IIPUYHHAM

Gift/ present

10JIaPOK

High demand for

BBICOKHUH CITPOC Ha YTO-TMOO

High-class entertainment

PAa3BJICKATCIIbBHOC MCPOIIPUATHUC BBICOKOI'O YPOBHS
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Hospitality

rocTclIpunuMcCTBO

Hostess/host/owner XO03sIiKa, X0351H, BJIajeel (JjoMa) FTOCTUHHUIBL,
aHCHOHATA; IPUHUMAIOIIAS CTOPOHA

In addition to B JIONIOJIHEHHUE K

In particular B YaCTHOCTHU

Influential BIIMSATENBHBINA

Light meal JIETKas MUIa

Location MECTOPACIIOTIOKCHHE

Losses/ expenses

yOBITKH, U3AECPKKU

Mutual interest

000 IHBIN HHTEPEC

Occasion CIIydai, IIIaHC, TIOBOJ

Overseas countries 3apyOeKHbIE CTPaHBI

Participant YYACTHHK

Per participant Ha OJTHOTO yYaCTHHUKA

Relationship OTHOIIICHUE, B3aNMOOTHOIIICHUE;CBSA3b,POJICTBO

Responsibility

OTBCTCTBCHHOCTDB

Restructuring

PECTPYKTYpHU3aLIUsl, IEPECTPOUKA CTPYKTYPbI

Shareholder

aKIMOHEp; MaNIIUK, BIIaJIeJIel] aKIun

Spacious TIPOCTOPHBIN

Sponsorship CTIOHCOPCTBO

Survey OIPOC, aHKETUPOBAHUE

Trend KypC, HampaBJiCHUE ,TCHICHIIHS
To ask for a bill MOTIPOCUTDH MTPUHECTH CUET

To attend a conference

MPUCYTCTBOBATHh HA KOHPEPECHIINH

To avoid doing smth

YKIIOHATBCA OT

To be abroad on business

OBITh B KOMAaH/IMPOBKE 3arpaHulen

To be in steep decline

YpE3MEPHBIN, HETIOMEPHO BBICOKHMM YITaI0K

To be familiar with

OBITh 3HAKOMBIM C UEM-JTH0O0

To be located/situated

pacinojararbCa , HaXOAUTbCA

To book a table (Br.) / to
make a reservation (Am.)

3aKa3aTh, 3apPE€3E€PBUPOBATH CTOJIUK B PECTOPAHE

To call off=to cancel

OTMCHHUTD, aHHYJIMPOBATh

To come over

MPEOI0JETh

To complain

ZKaJI0BaTbCA

To confirm the booking

MOATBEPIUTH 3aKa3 (CTOJIMKA, OuseTa)

To create demand

MMOpOXKAAaThb CIIPOC

To cut down (a budget)

COKpaIlarh

To do business

HMCTDb ACJIO0BBLIC OTHOIICHHA, TOPIroBaTh C
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To entertain

Pa3BJICKATDb

To feel at ease

9yYBCTBOBATb oOyeryeHue

To find out OOHapYKUTh, y3HATH
To force 3aCTaBIISTh, BBIHYXK/IATh
Toindicate yKa3bIBaTh

To inform uHGOPMHUPOBATH

To invest/investment

HHBCCTHUPOBATb, MHBCCTULIUN

To give a lift to smb.

IIOABO3UTDH

To halve

YMCHBIINUTBL BABOC

Tohave a dessert

CKylIaThb ACCCPT

To have fun

BCCCIINTLCA

To have the main course

CKyIIIaTh OCHOBHOE (TOopsiuee) OJIF010

To hold a conference

MPOBOJUTH KOH(PEPEHLINIO

To increase YBEIUYNBATh
To keep an old client COXPAHUTh TTOCTOSTHHOTO KIIMEHTA
To leave a tip OCTaBUTh YaCBbHIC

To look at the menu

HN3Yy4YHUTh MCHIO

To look forward to doing
smth

KJAaTb C HCTCPIICHUCM Y€T0-TO

To multiply

MIPEYMHOXKAaTh

To obtain immediate
sales

IMOJIydaTb HCMCAJICHHBIC IIPOAAKHU

To order

3aKa3aThb

To pay for

3aIlJIaTUTDb

To put down the receiver

MOJIOKHUTH TelIePOHHYIO TPYOKY (3aKOHUUTH
pasroBop)

To recognize smb

Y3HATb KOI'0-TO

To recommend PEKOMEH/I0BATh

To reply to OTBETUTH

To retain customers COXPAHUTH KITUCHTOB
To reveal O0OHapy>KUTb, BBISICHUTD
To select BHIOMPATH

To spend money on
corporate entertaining

TPATUTL ACHBI'M HAa KOPIIOPATUBHBIC PA3BJICUCHUA

To take partin /to
participate

Y4aCTBOBATH

Totake smb out

MIPUTJIACUTH KOro-TO B Kade, pectopaH

To throw out

BBIOPOCHUTH
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To tighten IPUBS3aTh
To turn down /to refuse | oTkazarbes
To turn up /to appear/ t0 | MOABIATHCS

arrive

To take up/ to accept IPUHSTH

Venue IIOMEIIEHUE

Year-in/ year-out W3 rojia B rojl

DISCUSSION 1

Discuss these questions:

1. If someone comes from another country, what differences do you expect in

their behavior, manners, eating habits, etc.? Think of some examples.
2. Which other nationalities do you think are most different from your own?
Give your reasons.

READING
TEXT1
GOOD MANNERS, GOOD BUSINESS

Nobody actually wants to cause offence but, as business becomes ever more
international, it is increasingly easy to get it wrong. There may be a single European
market but it does not mean that managers behave the same in Greece as they do in
Denmark.

In many European countries
handshaking is an automatic gesture. In
France good manners require that on
arriving at a business meeting a
manager shakes hands with everyone
present. This can be a demanding task
and, in a crowded room, may require
gymnastic ability if the farthest hand is
to be reached.
Handshaking is almost as
popular in other countries — including
Germany, Belgium and Italy. But Northern Europeans, such as the British and
Scandinavians, are not quite so fond of physical demonstrations of friendliness.

In Europe the mot common challenge is not the content of the food, but the
way you behave as you eat. some things are just not done. In France it is not good
manners to raise tricky questions of business over the main course. Business has its
place: after the cheese course. Unless you are prepared to eat in silence you have to
talk about something — something, that is, other than the business deal which you
are continually chewing over in your had.

114



Italians give similar importance to the whole process of business entertaining.
In fact, in Italy the biggest fear, as course after course appears, is that you entirely
forget you are on business. If you have the energy, you can always do the polite
thing when the meal finally ends, and offer to pay. Then, after a lively discussion,
you must remember the next polite thing to do — let your host pick up the bill.

In Germany, as you walk sadly back to your hotel room, you may wonder why
your apparently friendly hosts have not invited you out for the evening. Don’t worry,
it is probably nothing personal. Germans do not entertain business people with quite
the same enthusiasm as some of their European counterparts.

The Germans are also notable for the amount of formality they bring to
business. As an outsider, it is often difficult to know whether colleagues have been
working together for 30 years or have just met in the lift. If you are used to calling
people by their first names this can be a little strange. To the Germans, titles are
important. Forgetting that someone should be called Herr Doctor or Frau Direktorin
might cause serious offence. It is equally offensive to call them by a title they do not
POSSESS.

In Italy the question of title is further confused by the fact that everyone with
a university degree can be called Doitore - and engineers, lawyers and architects may
also expect to be called by their professional titles.

These cultural challenges exist side by side with the problems of doing
business in a foreign language. Language, of course, is full of difficulties disaster
may be only a syllable away. But the more you know of the culture of the country
you are dealing with, the less likely you are to get into difficulties. It is worth the
effort. It might be rather hard to explain that the reason you lost the contract was not
the product or the price, but the fact that you offended your hosts in a light-hearted
comment over an aperitif. Good manners are admired: they can also make or break
the deal.

DISCUSSION 2

1. Do you agree with the saying ‘When in Rome, do as the Romans do’? Do
you have a similar saying in your language?

2. What are the ‘rules’ about greeting people in your country? When do you
shake hands? When do you kiss? What about when you say goodbye?

3. Think of one or two examples of bad manners. For example, in Britain it is
considered impolite to ask people how much they earn.

4. What advice would you give somebody coming to live and work in your
country?
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READING
TEXT 2
HOW NOT TO BEHAVE BADLY ABROAD

Travelling to all coners of the world gets easier and easier. We live in a global
village, but how well do we know and understand each other? Here is a simple test.

Imagine you have arranged a meeting at four o’clock. What time should you
expect your foreign business colleagues to arrive? If they’re German, they’ll be bang
on time. If they’re American, they’ll probably be 15 minutes early. If they’re British,
they’ll be 15 minutes late, and you should wate up to an hour for the Italians.

When the European Community began to increase in size, several guidebooks
appeared giving advice on international etiquette. At first many people thought this
was a joke, especially the British, who seemed to assume that the widespread
understanding of their language meant a corresponding understanding of English
customs. Very soon they had to change their ideas, as they realized that they had a
lot to learn about how to behave with their foreign business friends.

For example:

The British are happy to have a business lunch and discuss business matters
with a drink during the meal; the Japanese prefer not to work while eating. Lunch is
a time to relax and get to know one another, and they rarely drink at lunchtime.

The Germans like to talk business before dinner; the French like to eat first
and talk afterwards. They have to be well fed and watered before they discuss
anything.Taking off your jacket and rolling up your sleeves is a sign of getting down
to work in Britain and Holland, but in Germany people regard it as taking it easy.

American executives sometimes signal their feelings of ease and importance
in their offices by putting their 'feet on the desk whilst on the telephone. In Japan,
people would be shocked. Showing the soles of your feet is the height of bad
manners. It is a social insult only exceeded by blowing your nose in public.

The Japanese have perhaps the strictest rules of social and business behaviour.
Seniority is very important, and a younger man should never be sent to complete a
business deal with an older 55 Japanese man. The Japanese business card almost
needs a rulebook of its own. You must exchange business cards immediately on
meeting because it is so essential to establish everyone’s status and position. When
it is handed to a person in a superior position, it must be given and received with
both hands, and you must take time to read it carefully, and not just put it in your
pocket! Also the bow is a very important part of greeting someone. You should not
expect the Japanese to shake hands. Bowing the head is a mark of respect and the
first bow of the day should be lower than when you meet thereafter.

The Americans sometimes find it difficult to accept the more formal Japanese
manners. They prefer to be casual and more informal, as illustrated by the universal
‘Have a nice day!’” American waiters have a one-word imperative ‘Enjoy!” The
British, of course, are cool and reserved. The great topic of conversation between
strangers in Britain is the weather— unemotional and impersonal. In America, the
main topic between strangers is the search to find a geographical link. ‘Oh, really?
You live in Ohio? | had an uncle who once worked there.’
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“When in Rome, do as the Romans do”.
Here are some final tips for travellers.

In France you shouldn’t sit down in a cafe until you've shaken hands with
everyone you know.

In Afghanistan you should spend at least five minutes saying hello.

In Pakistan you mustn’t wink. It is offensive.

In the Middle East you must never use the left hand for greeting, eating,
drinking, or smoking. Also, you should take care not to admire anything in your
hosts’ home. They will feel that they have to give it to you.

In Russia you must match your hosts drink for drink or they will think you
are unfriendly.

In Thailand you should clasp your hands together and lower your head and
your eyes when you greet someone.

In America you should eat your hamburger with both hands and as quickly as
possible. You shouldn’t try to have a conversation until it is eaten.
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7 MARKETING

Vocabulary

Words

Translation

Advertisement / advert/
ad

pexirama

Advertising agency

PECKIIAMHOC arcHTCTBO

Advertising budget

peKJIaMHBIN OIO/IKET (CMeTa pacXxo 0B (PUPMBI HA
peKiiamy)

Advertising campaign

peKkiiaMHas KaMnaHus (KOMIUIEKC PEKJIaMHBIX U
COITYTCTBYIOILIIUX MEPOIPUSATUH, OCYIIECTBISIEMBIX
C LEJbIO MPOJABUKEHUS TOBAPA HA PHIHKE U
CTUMYJIMPOBAHUS MTPOJIAXK)

Amount Cymma

Available JOCTYIHBIN; UMEIOIIHICS B PACHIOPSKCHHH,
HAJIMYHbBIN

Belief Bepa; JOBepUe; YOCIKICHNE

Brand TOproBasi Mapka, OpeH 1

Brand value pealibHasi CTOMMOCTb aKIMi Op3HJa Ha PBIHKE

Budget OropkeT; puHaHCOBasi cMeTa

Certain TOYHBIN, ONPEACIEHHBIHN

Choice Br16op

Competing brands

KOHKYPHPYIOIIIAsi MapKa, MapKa KOHKYpEHTA

Competitive advantage

KOHKYPEHTHOE NMPENMYIIECTBO/OTINYHE

Competitor/ competition

KOHKYPEHTOPEBHOBAHHE, COCTSI3aHNE/ KOHKYPC;
KOHKYPCHO€ HCHIBITAHUE

Conscious (fashion,
health ~)

CO3HATEJIbHbIN, OCO3HAHHBIM

Considerable

3HAYUTEJIbHBIN; BAXKHBIN, 3aCTYKUBAKOIINAN
BHUMAHUS, CYIIECTBCHHBIN

Consumer

[loTpeOurens

Consumer behaviour

MOBEJICHUE MOTpeOuTeNnen

Consumer goods

MOTPEOUTENBCKHUE TOBAPHI, TOBAPHI HAPOIHOTO
OTPEOJICHHS

Consumer profile = a
kind of picture of the
typical customer

poduib moTpedburtens (0OCHOBHbBIC
nemMorpaduyeckue u ncuxorpapuyeckue
XapaKTePUCTHKH MOTPEOUTENST KOHKPETHOTO
TOBapa: MoJi, BO3pacT, YpOBEHb J10X0/1a,
MOBEICHYECKUE XAPAKTEPUCTUKH)

Creative

CO3UJIATEbHbBIN, TBOPUECKUN

Customer

IMOKYIATCJIb, HOTpe6I/ITeJ'H>; 3aKa34MK, KJINCHT
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Customer loyalty

PUBEPKEHHOCTH IOTpeOuTeNel (KakoMy-JI. BULY
TOBapa)

Decline (n, v) najieHue, CIa/;yMEHBIIATHCS, UATH HA YOBLIb

Definition npeaesieHue, hopMyupoBanue (porece) ;
nebuHuIms, GopMyITHpPOBKA

Delay (n, v) 3aJIepKKa, MPUOCTAaHOBKA; OTKJIAbIBATH;
OTCPOYHBATH

Desire (n, v) YKEJIaHWE; UCTIBITHIBATh CUIILHOE JKEJIaHuE,

KaXIaTb, MCUTAaTh, OYCHb XOTCTb

Dispatch (n, v)

OTIIpaBKa, OTIIPABJICHNE, OTChUIKA (Kypbepa,
MIOYTHI); OTIIPaBKa, OTIIPABJICHUE, OTCHLIKA
(Kypbepa, moUTHI)

Existence

Cy1iecTBoBaHUE

Expenses/ costs

pPacxXoJibl, U3IEPKKU

Experience (n, v)

OIIBIT; UCIIBITEIBATh, 3HATH 110 OIIBITY

Failure

HEyIaBIlIeecs JIeJ0, HEeyaua, HeycneX, TpoBall

Fair MOPSIAOYHBIN, YECTHBIN, CITPABE IJINBBIN;
3aKOHHBIN

Feature 0COOCHHOCTh, XapaKTEpHAs yepTa

Income level YPOBEHb JI0X0Ja

Incredibly HEBEPOSITHO;, MAIIOBEPOSITHO

Initially B HAYaJILHOM CTaJINH, B Ha4ajle, B HCXOIHOM
MTOJI0KEHUH

Label SIpJIBIK, STUKCTKA, HaKJIeHka, OupKa

Likely BEPOSTHBIN, BO3MOKHBIN

Luxury 00raTCcTBO, MBIIITHOCTH, POCKOIITH

Market PBIHOK (CcOBITA) ; COBIT; CIPOC

Market niche

PBIHOYHAA HUIIIA

Market research

MAapKCTHHI'OBOC HUCCJICJOBAHUC

Market segment

CErMEHT PbIHKA, CEKTOP PhIHKA, PHIHOYHBIN
CErMEHT

Market share

J0JIs1 Ha PBIHKC

Marketing campaign

MAapKCTHHI'OBasA KOMIIaHUS

Marketing mix

KOMIIJICKC MApKCTHUHI'A

Meaningful BBIPA3UTEIbHBINA, MHOTO3HAYUTEIHHBIN

Memorable He3a0BEHHBIN, (JIOCTO)IaMSITHBIN, He3a0bIBACMBbIi

Necessity HE0OXOIMMOCTb, HACTOSITEIhHAS TOTPEOHOCTH

Particular peNKHii, 0COOCHHBIN, crienuruecKuii

Per capita Ha YeJIOBEeKa, Ha AYITy HACCIICHUS

Percentage IPOILICHT; MPOIICHTHOE OTHOIIECHHUE; MMPOIICHTHOE
coJiepKaHue

Powerful BJIMSATEJIbHBIN, MOTYIIIECTBEHHBIN, JEVCTBEHHbIN

Price IleHa
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Product

MPOJYKT; MPOJIYKIIUS; BBIpAOOTKA, U3JeIINe

Product availability

HaJM4Ke ToBapa (MpUCYTCTBUE HEOOXOAUMOTO
TOBapa B Mara3uHe WIHM Ha CKJIaJIe)

Product launch

BBIITYCK HOBBIX TOBAPOB HA PBIHOK

Product life cycle

JKM3HEHHBIN UKJ TPOAYKTA

Product range

HOMCHKJIATypa BBIITYCKACMBbIX H3I[€JIHI>1

Production costs

3aBOJACKas CC6€CTOI/IMOCTB; H3ICPIKKHU
IIPONU3BOACTBA

Profitable

TIOJIC3HBIN; 0JIarONMPUSITHBIN

Promise (n, v)

OO6emanue, EepCIeKTUBA, MPOESKITUS; 00eIIaTh,
JlaBaTh OOCIIaHue, ogaBaTh HAJICHKIbI

Promotion

MMPOABHIKCHUC I10 CJIY)K66; IIOBBIIMICHUC B 3BAHUH,
IMPOU3BOACTBO B YHH

Publicity (extensive ~,
wide ~, ~ agent)

IJIACHOCTh, MyOJIMYHOCTh

Purchase (n, v)

MOKYTIKA; 3aKyIKa, KyIUIs; MOKYNaTh, 3aKyIaTh
(mpuobpeTath YTO-J1. 3a ICHBIU)

Quality KauecTBo
Recognizable JIETKO y3HaBAEMBIii; pacTiO3HaBaCMbIi
Sales 00BeM IpoJiax, 00beM cObITa, TOBAPOOOOPOT

Sales figures

JlaHHbIE 00 00BEME MPOAAXK, T0X0/I€ OT MPOJIAK

Sales forecast

MIPOTHO3 COBITA, MPOTHO3 MPOJIaXK (OIlEHKA
O’KHMJTaeMOT0 00beMa MPOJIaXK B HATYPaJIbHBIX U
CTOMMOCTHBIX ITOKA3aTeJIsIX )

Sales leaflet

PCKIIAMHO-KOMMCPUYCCKAA JINCTOBKA, pCKHaMHBIﬁ
JINCTOK

Sales target

TJIaH NPOJIAXK [

Strap line = slogan

JIO3YHT, IPU3bIB; IEBU3

To achieve/ to reach

IOOMBAThLCS, JOCTUTATh

To advertise on TV, on
Internet

PCKIaMHUPOBAThH 110 TCIICBUACHNIO, B HHTCPHCTC

To appeal to

CchLiatbes

To associate with

aCCOIIMMPOBATH, CBI3BIBATH C (KEM-JI. / YEM-J1.)

To be a failure

HE UMETh ycrexa

To be worth doing smth.

3aCJIyKUBAIOIIUNA TOTO, YTOOBI YTO-JIMOO CHEIaTh

To believe

Beputb

To belong to

OBITH COOCTBEHHOCTBHIO

To carry out market
research

OCYHICCTBJIATH MAapPKCTUHI'OBOC UCCIJICJOBAHUC

To choose BriOupathb

To concentrate on cocpenoTounTh(-cs1) Ha

To continue — IPOOKATh — HE TTPOO0KATh
discontinue
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To decrease

YMCHBIIATLCA, Y6BIBaTB, COKpalaThbCA

To define

XapaKTCPU30BaTh, ONIPCACIIATh, YCTaHABJIMBATD

To determine

NpCaAcCITh, YCTAHABIMBATD

To distinguish from

oTJIn4aTb OT

To establish a brand

OCHOBBIBATH OpEH]T

To expect smb to do

HaACATHCS, YTO KTO-IMOO CASIaeT YTO-IU00

To extend the range

PaCHIupPATh AUAITA30H

To find out 3HATh, Pa3y3HaTh, BLISICHUTD; IOHATh; PACKPBITH
(oOmaH, TaitHy)

To increase BO3pacTaTh, yBEIUYMBATHCS; PACTH; YCUIMBATHCS

To involve MIPUBJICKATh, BOBJIEKATh, BTATUBATH

To keep up with the
demand

YAOBJICTBOPATD CIIPOC B JOCTATOYHOM KOJMYCCTBC

To launch a new product

BBINTYCKATh HOBBIM MPOJYKT

To launch an advertising
campaign

3aIlyCKaTb PCKIIAMHYIO KOMIIAaHHUTO

To make ads

CO31aBaThb PCKIIAMBI

To make a product
available to the public

JIeTaTh MPOAYKIIMIO TOCTYITHOM JjIsl 0011IeCTBa

To manufacture/ to
produce

TIPOU3BOINTH, U3TOTOBIISITh; BHIICIBIBATS,
o0pabaTkIBaTh, NepepadaThIBaTh/IPOU3BOIUTD,
BEITTYCKAaTh; BRIPA0ATHIBATH; H3TOTOBJISATH

To mean

HaMCPCBATLCA, UMCTh B BUIY

To overspend

TPATUTh CJIIMIIKOM MHOI'O;, COPHUTH JCHbBI'aMH

To pay extra for

JOIINTa4YNBaTh 3a

To queue up CTOSITh B OUEPEIU
To recognise 3HaBaTh, OMO3HABATh, OCO3HABATH
To reflect Otpaxxath

To reinforce

YKPEIUISTh, YCUJINBATH

To rely on smb

HaZIEeATHCSA HAa KOTO-I1100

To result in KOHYAThCS (UeM-J1.) , HIMETh PE3yJIbTaTOM
To retail pojiaBaTh B PO3HUILY

To spend money on smth | TpaTuTh A€HBIH HA YTO-THOO

To submit to 0JIIATHCS YEMY-TTH00

To withdraw OTOJBUTATh, OTACPTUBATh; OTHUMATD

Usual — unusual

OBIKHOBEHHBIM, OOBIYHBIN — HEOOBLIKHOBEHHBIH,
HEOOBIYHBIN

Value

OCHHOCTDb, BaXKHOCTb, CTOUMOCTD

Volume of sales

00BEM IIPOJAK

With regard to

OTHOCUTCIIbHO, B OTHOIIICHUH, YTO KaCacTCsAa

Word of mouth

MOJIBa; capahaHHOE PaJIuo
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DISCUSSION 1
Discuss with your partner these questions.

1. What images spring to mind when you hear the word ‘marketing’?
Would you like to work in marketing?
What marketing tactics do you think are very successful?
What do you think of things like Christmas being marketed?
What do marketing executives do in their jobs?
How has the Internet changed marketing?
Is there too much hype in marketing?
What do you think of McDonalds’ marketing techniques aimed at attracting
children?
9. How would you start marketing a product or idea you had?
10.What is your opinion of marketing in the era of globalization?

N Oh W

READING
TEXT1
MARKETING

The marketing concept of building an organization around the profitable
satisfaction of customer needs has helped firms to achieve success in high-growth,
moderately competitive markets. However, to be successful in markets in which
economic growth has leveled and in which there exist many competitors who follow
the marketing concept, a well-developed marketing strategy is required. Such a
strategy considers a portfolio of products and takes into account the anticipated
moves of competitors in the market.

The  American  Marketing

Association defines marketing as "the

process of planning and executing the

conception, pricing, promotion, and

distribution of ideas, goods, and

services to create exchanges that

satisfy individual and organizational

objectives."  Marketers use an

assortment of strategies to guide how, when, and where product information is

presented to consumers. Their goal is to persuade consumers to buy a particular
brand or product.

Successful marketing strategies create a desire for a product. A marketer,
therefore, needs to understand consumer likes and dislikes. In addition, marketers
must know what information will convince consumers to buy their product, and
whom consumers perceive as a credible source of information. Some marketing
strategies use fictional characters, celebrities, or experts (such as doctors) to sell
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products, while other strategies use specific statements or "health claims" that state
the benefits of using a particular product or eating a particular food.

Impact and Influence

Marketing strategies directly impact food purchasing and eating habits. For
example, in the late 1970s scientists announced a possible link between eating a
high-fiber diet and a reduced risk of cancer. However, consumers did not
immediately increase their consumption of high-fiber cereals. But in 1984
advertisements claiming a relationship between high-fiber diets and protection
against cancer appeared, and by 1987 approximately 2 million households had begun
eating high-fiber cereal. Since then, other health claims, supported by scientific
studies, have influenced consumers to decrease consumption of foods high in
saturated fat and to increase consumption of fruits, vegetables, skim milk, poultry,
and fish.

Of course, not all marketing campaigns are based on scientific studies, and
not all health claims are truthful. In July 2000 a panel of experts from the U.S.
Department of Agriculture supported complaints made by the Physicians Committee
for Responsible Medicine that the "Got Milk™ advertisements contained untruthful
health claims that suggested that milk consumption improved sports performance,
since these claims lacked scientific support. In addition, the panel agreed with the
physicians' claim that whole milk consumption may actually increase the risk of
heart disease and prostate cancer, and recommended that this information be
included in advertisements.

The tremendous spending power and influence of children on parental
purchases has attracted marketers, and, as a result, marketing strategies aimed at
children and adolescents have increased. Currently, about one-fourth of all television
commercials are related to food, and approximately one-half of these are selling
snacks and other foods low in nutritional value. Many of the commercials aimed at
children and adolescents use catchy music, jingles, humor, and well-known
characters to promote products. The impact of these strategies is illustrated by
studies showing that when a majority of television commercials that children view
are for high-sugar foods, they are more likely to choose unhealthful foods over
nutritious alternatives, and vice versa.

Inappropriate Advertisements

Attempts to sell large quantities of products sometimes cause advertisers to
make claims that are not entirely factual. For instance, an advertisement for a
particular brand of bread claimed the bread had fewer calories per slice than its
competitors. What the advertisement did not say was that the bread was sliced much
thinner than other brands.

Deceptive advertising has also been employed to persuade women to change
their infant feeding practices. Advertisers commonly urge mothers to use infant
formula to supplement breast milk. Marketing strategies include giving women trial
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packs or coupons for several months of free formula. Often, women are not aware
that supplementing breast milk with formula will reduce or stop their milk supply.
When the samples and coupons are no longer available, women may try to "stretch"
the formula by mixing it with water, unaware that diluting the formula places their
infant at risk for malnutrition. Many groups have objected to the use of marketing
strategies that include free formula and coupons, and infant-formula manufacturing
companies have been forced to modify their marketing practices.

Other marketing strategies involve labeling foods as "light," meaning that one
serving contains about 50 percent less fat than the original version (or one-third
fewer calories). For example, a serving of light ice cream contains 50 percent less
fat than a serving of regular ice cream. As a result, consumers mistakenly believe
that eating light food means eating healthful food. However, they fail to realize that
a serving of the light version of a food such as ice cream can still contain more fat
and sugar than is desirable.

Food labels with conflicting information often confront consumers. For
example, labels claiming "no fat" do not necessarily mean zero grams of fat. Food
labeling standards define low-fat foods as those containing less than 0.5 gram of fat
per serving. Therefore, consuming several servings may mean consuming one or two
grams of fat, and people are often unaware of what amount of a food constitutes a
"serving." In addition, foods low in fat may be high in sugar, adding additional
calories to one's daily caloric intake. Too often, consumers mistakenly translate a
claim of "no fat" into one of "no calories."

Other examples of conflicting claims include labels advertising foods as "high
in fiber," without specifically indicating the presence of high levels of salt, sugar, or
other nutrients. Also, labels advertising dairy products as high in calcium, and thus
offering protection from osteoporosis, are often missing information relating to the
high fat content and its possible contribution to the risk of heart disease.

Consumers are also misled by food comparisons. For example, one fruit drink
may be advertised as containing more vitamin C than another, when in reality neither
of the drinks are a good source of the vitamin. In addition, labels on some fruit drinks
claim that the product "contains real fruit juice” when, in reality, the fine print
reveals that one serving contains "less than 10% fruit juice."

Recommendations for Responsible Food Marketing

Consumers rely on product advertisements and food labels for nutritional
education. The American Association of Advertising Agencies states that
responsible food marketing strategies should: (1) avoid vague, false, misleading, or
exaggerated statements; (2) avoid incomplete or distorted interpretations of claims
made by professional or scientific authorities; and (3) avoid unfair product
comparisons. Advertisers must also consider the long-term consequences or
potential for harm stemming from their claims. While these recommendations are
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important in developed countries, they become even more critical in international
marketing campaigns.

It is also important for consumers to recognize their role in evaluating health
claims and product comparisons. While advertisers are aware of the need for truth
In advertising, sometimes their desire to sell products over-shadows an accurate
disclosure of product attributes. Advertisers should bear in mind that inaccurate or
vague health claims have the potential to cause economic hardship, illness, and even
death. Lastly, marketing strategies used in developing nations should be subjected
to the highest standards of truth in advertising.

Marketing strategy is a method of focusing an organization's energies and
resources on a course of action which can lead to increased sales and dominance of
a targeted market niche. A marketing strategy combines product development,
promotion, distribution, pricing, relationship management and other elements;
identifies the firm's marketing goals, and explains how they will be achieved, ideally
within a stated timeframe. Marketing strategy determines the choice of target market
segments, positioning, marketing mix, and allocation of resources. It is most
effective when it is an integral component of overall firm strategy, defining how the
organization will successfully engage customers, prospects, and competitors in the
market arena. Corporate strategies, corporate missions, and corporate goals. As the
customer constitutes the source of a company's revenue, marketing strategy is
closely linked with sales. A key component of marketing strategy is often to keep
marketing in line with a company's overarching mission statement.[4]

The Keys to Developing Successful Marketing Strategies

A successful marketing
strategy is judged by how
effectively it can be used.
Many people know that a
successful marketing strategy
puts a lot of different factors
into consideration and uses
these factors as a collective.

There are, however, five
main keys to developing
successful marketing
strategies. Every successful

entrepreneur will tell you that these five always play a part in the development of a
successful marketing strategy:

1) Strengths - A successful marketing strategy always considers the various
strengths that a company has. These strengths should be present within the company

and the company should be able to use it in order to achieve the desired goal. It is
clear that every company has strengths which it could use to gain advantages over
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the competition. These strengths could range from having more resources to having
more experience. The strategy must utilize the strengths to the maximum. Every
effort expended should be directed towards the achievement of the goal.

2) Weaknesses - Just as every company has strengths, every company also
has its weaknesses. A successful marketing strategy needs to take these weaknesses
into account and help people overcome them. A successful marketing strategy
should be realistic regarding its weaknesses in order to truly be effective.

Successful marketing strategies have often turned potential weaknesses into
strengths. Anything is possible with the right manipulation of a company's strength.
By taking account of the potential weaknesses, a company will be able to find ways
of coping for those weaknesses. They could actually remedy those weaknesses and
make sure that they will not be the downfall of the company.

3) Opportunities - Successful marketing strategies have always taken
advantage of every available opportunity for advancement. By taking account of
existing opportunities, a company will be looking at the various stepping stones that
it can use in order to achieve success. Various opportunities are always available in
a market.

However, these opportunities are often shrouded and need a keen eye and a
good sense to take advantage of them. In taking advantage of opportunities,
however, the company must not lose sight of the main goal through which it can
measure SUcCess.

4) Threats - Since the market contains opportunities for the company, it

should also be mentioned that it does contain threats. People should be aware of any
potential even that could bring a company to its knees.
Successful marketing strategies have always included methods of riding out these
threats and adapting to them in such a way that they will endure them. The most
successful marketing strategies, in fact, have actually been able to turn these threats
into opportunities. Take BMW for example: when it was faced with the threat of
being forbidden to manufacture airplanes, it took to manufacturing cars. That's a
great way of turning a threat into an opportunity.

5) Implementation - A marketing strategy needs to be implemented in order
to be successful. The implementation is the final test of how successful a marketing
strategy actually is. It could be clever, it could be simple, it could be cunning, and it
could be obvious. The successful marketing strategy is always implemented.
Without this final test, the marketing strategy is just a marketing strategy. Success
Is determined by the use, not by the design.

These are the five keys to a successful marketing strategy. Mark them well,
for they might help you to achieve success someday.
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TEXT 2
CONCEPT OF MARKETING

What does the term of “marketing” mean? Many people think of marketing as
selling and promotion. In fact selling is only the tip of the marketing iceberg. It is
but one of several marketing functions — and often not the most important one. If
the marketer does a good job of identifying consumer needs, developing good
products, and pricing, distributing, and promoting them effectively, these goods
will sell easily.

Most businesses now are dominated by an orientation toward marketing, not
toward production. Marketing has become a key factor in business success. To-
day’s companies face increasingly stiff competition, and the rewards will go to
those who can best identify customer needs and deliver the greatest value to their
target customer. Marketing activities are an expensive undertaking, and their costs
are built into the prices of products. It is estimated that at least half of the cost
consumer pays for a product is accounted for by marketing expenditures.

Since no organization can satisfy all consumer needs, it must concentrate its
efforts on certain needs of a specific group of potential customers. This is the target
market. One of the advantages of target marketing is the possibility of be-coming
the leader in a specific market segment. Market segmentation involves aggregating
prospective buyers into groups that 1) have common needs and 2) will respond
similarly to a marketing action.

Modern marketing is most simply defined as the process of directing the flow
of goods from producers to customers. It encompasses a broad range of activities
including product planning, new-product development, organizing the channels by
which the product reaches the customer, the actual distribution of products,
wholesaling, price setting, advertising and promotion, public relations, retailing,
product warranties, financing, and more.

Market research estimates the demand for specific products and services, de-
scribes the characteristics of probable customers, and measures potential sales.
Marketing research studies people as buyers and sellers, examining their habits,
attitudes, preferences, dislikes, and purchasing power and almost every aspect of
the seller-buyer relationship. It also investigates distribution systems, pricing,
promotion, product design, packaging, brand names, etc.

A marketing strategy is a means by which a marketing goal is to beachieved,
characterized by 1) a specific target market and 2) a marketing pro-gram to reach
it. A marketing program is a plan that integrates the marketing mix to provide a
good, or service to prospective customers. The elements of the mar-keting mix,
usually called the 4 Ps, are as follows:

— Product: a good, a service, or an idea to satisfy the consumer’s needs;

— Price: what is exchanged for the product;

— Promotion: a means of communication between the seller and buyer;

— Place : a means of getting the product into the consumer’s hands.
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To implement a marketing program successfully, hundreds of detailed decisions
are often required, such as writing an advertising copy or selecting the amount for
temporary price reductions. These decisions, called marketing tactics, are detailed
day-to-day operational decisions that must be taken right away.

Within the field of economics, two types of marketing are defined: micro
marketing and macro marketing. The former describes the activities of individual
firms, beginning with originating and producing products and ending when the
products reach the final user, the customer. Macro marketing, by contrast, de-
scribes how the whole system of production and distribution works in a society.
Marketing is not confined to profit-making companies that manufacture products.
Doctors, lawyers, hospitals, colleges, museums, and other service enterprises also
engage in marketing.

A. Translate from English into Russian.

Marketing Research can be defined as the function that links the customerto
the marketer through information — information used to identify and define
marketing opportunities and problems: to generate, refine, and evaluate market-ing
actions; to monitor marketing performance; and to improve understanding of the
marketing process. The marketing research process involves, usually, the four steps.

Defining the problem and research objectives is often the hardest step in re-
search process. When the problem has been carefully defined, the manager and
researcher must set the research objectives. A marketing research project might have
one of three types of objectives. Sometimes the objective is exploratory — to gather
preliminary information that will help to better define the problem. Sometimes the
objective is descriptive — to describe things such as the market potential for a product
or the demographics and attitudes of customers who buy the product. Sometimes it
Is casual — to test hypothesis about cause-and-effect relationships.

The second step of the marketing research process is developing a plan
forcollecting the information needed. To meet the manager’s information needs,
theresearcher can gather secondary data, primary data or both. Secondary data con-
sist of information that already exists somewhere, having been collected for an-other
purpose.Primary data consist of information collected for the specific purpose.

The stage of implementing the research plan involves collecting, processing
and analysing the information.

The last phase is interpretation and reporting. The researcher should try not to
overwhelm manager with statistics, but to present the major findings that are useful
in the decisions faced by the management.

Most large companies have their own marketing research departments. A
company with no research department will have to buy the services of research firms.
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B. Translate from Russian into English.

HccnenoBarenu phliHKa OMPENESIOT MOTEHIMAIBHBIX MOTpeOuTeseil ToBapa,
T.€. JIMI, KOTOpble, KaK OHM TOJIararoT, OyAyT MOKyNaTh €ro. MapKeTHHTroBoe
UCCIIEIOBaHUE MPOBOJUTCS C LIETBIO OMpEJEeNIeHUsT Haubojee MOAXOMIAIIETO CO-
YETaHUs 3JIEMEHTOB MAapKETHUHIOBOW mporpammel. llocne TiarenbHOro uccie-
JIOBaHUS KaXJO0r0 M3 YETHIPEX COCTABIIOIIMX MAPKETUHTOBOM MPOTPAaMMBbI BbI-
pabaTbIBaeTCs CTpaTerus MapKETUHIOBOM AesTeNbHOCTU. Ecnu cienuaiucTom 1o
MapKeTUHTy TMpOBEJEHA XOopollasg padoTa MO ONpeaeieHUI0 MOTpeOHOCTEN
MOKyTaTensi, pa3paboTKe MPUBIEKATEIBHOIO MPOAYKTA, YCTAHOBICHHUIO KOHKY-
PEHTOCIIOCOOHOM LIEHBI, HAXOXKIAEHUIO YAOOHBIX KaHAJIOB PaCIpEeAesICHUs] U Tpo-
JBIKEHUS TOBapa, TO TaKOW MPOAYKT OYyJEeT pacnpojaBarbcs ycremHo. Mapke-
TUHT SIBJISICTCSI KIFOYEBBIM (DAaKTOpPOM B ycliexe Ou3Heca B YCIOBHSIX KECTKOM
KOHKYPEHIUU.

DISCUSSION 2
Work in pairs. Put components of successful marketing in the right order according
to their importance. Complete this chart with your own components.

- Have a passionate curiosity for the customer.

- Have good communication skills.

- Have a strong business sense.

- Have an instinctive understanding of how your company makes money.

- Get a deep understanding of their needs and their behavior.

- Analyse all the business data and market research constantly.
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READING

TEXT 3

Work in pairs Read this article containing advice on dealing with cash-flow
problems. Decide what sort of people the article is written for. Which pieces of
advice do you find most helpful?

LATE PAYERS CAN KILL A BUSINESS

MANAGING CASH FLOW in the everyday sense is about making sure you
have money coming in to finance the costs of the goods and services you are
producing.

If you’re a small business, the chances are that for every £100 you owe, others
owe you £155. What’s more, you’re probably waiting up to 12 weeks to get paid.
It’s not right. Some business people have very definite ideas about what should be
done to make things fairer.

Improving credit control can make a world of difference to your business
prospects. Profit is good, but it’s cash that pays the wages.

So here arc ten lips to help you get what’s due to you.
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1 ASSESS the credit risk of every customer and assign a credit limit to
them before any goods arc supplied. Trade and bank references should always be
taken up before accepting a customer on credit terms.

2 STATE the credit terms clearly on each invoice (a pay-by dare and
details of interest charges).

3 ASK for a percentage of the invoice value in advance as protection
against bad debt and to help cash flow.

4 TRY credit insurance if credit’checks do not come up to standard. It’s
not always available, but it can provide up to 100 per cent cover on approved debts,
guaranteeing payment by a specified date.

5 THINK about using debt collection agencies for smaller debts Agency
fees, usually based on a percentage, are on payable if the debt is successfully
recovered.

131



8 ARRANGEMENTS

Vocabulary
Words Translation
Account CuéT
A chain of shops CETh Mara3uHoB
Adequate aJICKBATHBIN, COOTBETCTBYIOIITHIA

Advertising budget

peKJIaMHBIN OIO/IKET (CMeTa pacXxo 0B PUPMBI HA
pekamy)

Alert (to stay alert)

TpeBOra, CUTHaJI TPEBOTH;0/TUTEIbHBIN,
BHUMATEJIbHBIN, HACTOPOKCHHBIN

Approximately

npUOIU3UTENBHO, OJIM3KO0, OKOJIO, TOYTH,
NPUOJIMKEHHO

Broadcasting

pauoBeIllaHNEe, TPAHCIISLINS;
pajuonepeaayda;TeaeBeaHne

Challenge (n, v)

CJIOKHAasA 3ajJgayda, HpO6JIeMa; CTaBHUThb 11O,
COMHCHHC, OCITapHBATb

Common opinion

CANHOC MHCHUC

Complex

TPYAHOPA3PEIINMBIH, CJI0KHBIM; 3y TAHHbBIN

Considerable task

BakKHas 3aja4a

Consumer goods

MOTPEOUTETHCKHE TOBAPHI, TOBAPHI HAPOIHOTO
OTPEOJICHUS

Demand (v, n)

TpeOOBaHKEe, HACTOMYMBASANIPOCHOA; TPEOOBATH,
notpedoBath (CKOro-i., 0TKOT0-J1.);
MPENbIABISITHTPEOOBAHUE

Devaluation

o0OeclieHeHre, 00eCIIeHUBAaHNE I BaIbBALIUS

Endless

OCCKOHEUHBIN; OecrpeeIbHbIN, BEUHbIH,
HECKOHYAEMBbIM

Exchange rate

BAJIIOTHBIN (OOMEHHBI) KypC

Facilities CpeICcTBa 00CITy)KHBaHHMS; 000pYyI0BaHHE;
COOPY’KEHUS;, YCTPOMCTBA; YCIOBUS
Favour PacIoJI0OKeHHE; 0JIarOCKIIOHHOCTD; OJIIePIKKa,

oJlo0peHue

For instance

HanpuMmep

Handicraft pemeciio; pydHast pabora

In addition BJ100aBOK; JOIMOJHUTEIBHO; CBEPX TOr0; KpOME
TOT'0; MIOMHUMO BCETO IPOYETO

In search of B TIOMCKaxX

Inflation UHQIISIIHS

Infrastructure uH(ppacTpyKTypa

Interior BHYTPEHHUI
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Long-term investments

J0JITOCPOYHBIC MHBCCTUITUN

Luxury resorts

POCKOIIHBIE KYPOPTHI

Market leader

U7ep pbIHKA, PEIHOYHBIN JTHIEp (AKIIUU BEIYITIX
KOMIIaHUH )

Occasion BO3MOXKHOCTb, CITy4ai, MaHC

Ordinary OOBIUHBINI, OOBIKHOBEHHBIN; OPAMHAPHBIN;
IIPOCTOU

Payback period CpPOK TorarieHus (3a0JXKEHHOCTH); CPOK

OKYIIaCMOCTH

Pocket diary

KapMaHHLIﬁ CKCIHCBHHUK

Presenter

MIPEABSBUTEIb, I10JIaTEIb; BEAYIIHMA
(TEJIeBU3MOHHON WJIM PaIuONIPOTpaMMBbl )

Product launch

BBIITYCK NPOJYKIIMU

Profile

KpaTkuil Onorpaduueckuii O4epkK; CBEJICHUS U3
ounorpapuu

Questionnaire

BOIIPOCHHK, aHKCTA, OHpOCHBIﬁ JINCT

Rainforests

TpOHI/I‘-IeCKI/Iﬁ JICC; BJIAJKHBIC JIPKYHI'JIN

Report on JTOKJIa1/COOOIIIEHHE O

Research (Hay4HOE) HCCIIeIOBAaHNE; U3YUEHUE; U3bICKAHUE;
ucclieaoBarenbekas pabora

Resort KypopT

Retirement OTCTaBKa, BBIXOJ B OTCTaBKY; YXO/I Ha IICHCUIO;

oTXOoH OT ACI

Sales target

IJIAHOBOC 3aaHHC 110 pCaJIn3allui ITPOAYKINHN

Sanitation 03I0POBJICHHE, YIIYUIICHHUEC CAHUTAPHBIX YCIOBUI;
CaHMTAPHS

Schedule CIIHCOK, TIEpPEeUCHb, KaTaJloT; OIKCh, PEECTP;
rpaduk, mporpaMma, IjiaH; pacnucaHue (Ha
TPaHCIIOPTE)

Scheme IUTaH, MPOEKT; IPOorpamMma; cxema

Short-term (long-term)
planning

KpPaTKOCPOUYHOE (JI0TOCPOYHOE) TIIIAHUPOBAHKE

Significant

3HAYUTEIIbHBIN, BAXKHbBIN, CYIIECTBECHHBIN;
3HAMEHATEIbHBIM

Slum (to live in slums)

TPYIIOOBI

Solution

pelieHue, paspeiieHue (mpooJeMsbl U T. 11.) ;
pa3bsiCHEHHE

Spectacular

MIPOU3BOJISIINNA TTyOOKOE BIICYATIICHUE;
BIICUATIISIOMUHN; (D )EeKTHBIIM

Subsidiary JOYCPHSSA KOMITAHUS
The board of directors COBET JINPEKTOPOB
To arrange NPUBOJUTH B IOPSAIOK; PACCTABIISITh

To attract visitors

IIPUBJIEKATH [TIOCETUTENEN
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To broadcast throughout

nepeaaBarhb 110 pagnuo UiIn TCICBUACHWIO, BEIIATD,
TPAaHCJINPOBATDH

To comment on

OTKJIMK Ha 4YTO-JI.

To do research

IIPOBOJUTH UCCIICAOBAHNUC

To expect

Kaarb, OXKUIAaTh

To go wrong

COUTBCA C MMYyTU UCTUHHOTO, COTPEIIUTD;
OMYCTUTHCA (MOPaIBHO); BBIUTHU U3 CTPOs (0
MEXaHU3MeE)

To identify tasks

YCTAaHABJIMBATH 3a1a491

To implement

BBITIOJIHATH, OCYIICCTBIIATD, o0ecreynBaTh
BBITIOJIHCHUC, ITPUBOJNUTL B HCITIOJTHCHUC

To inform personally

UH(GOPMHUPOBATH JTUYHO

To make a list of things

COCTaBUTH CHIUCOK BENIEH

To offer a free customer
service

[IpenocraBiaTh OecriaTHyIO ciiy>k0y paboThI ¢
MOKYTAaTeIIMH (KJIUEHTaMM )

To plan smth from an
early age

IUIAaHUPOBATH YyTO-7H100 C paHHCTO BO3pacTa

To persuade

yoex1atTh (B 4€M-I1.) ; yPE30HUBATD; MECHSITh

To present IPEIOTHOCUTD; IAPUTh; IPECTABIIATh

To provide with PEIOCTABUTh KOMY-TO YTO-THOO

To remind HAIlOMHMHATh; OBITh ITOXO0KHUM;IE€aTh
HATIOMUHAHUE

To reply OTBEUYATh

To retire YXOJHTH B OTCTABKY, HA TICHCHIO

To solve elIaTh, pazpenarh (mpoodyieMy H T. I1.) ; HAXOJUTh
BBIXO/I; BBISCHATH, OOBSICHSITH

To step back OTBJICYBCS, OTCTPAHUTHCS;YCTYIUTh

To stick on BKJIFOUNTB, 100aBIISIT

To submit IO TYUHSATECS, TOKOPSATHCSI

To take advantage of

BOCIIOJIB30BATHCA CIIydacM

To update

OHOBJIATH, JOTOJHATH (CBEACHUS, MHPOPMAITHIO) ;
nopabaTeIBaTh

To vary

HU3MCHATH, MCHATH

To vote by show of
hands

OTKPBITO I'oJIOCOBATH

To write a schedule/ a
plan/ a report

COCTaBHUTH pacnucanue/ Tian/ oT4er

To expect

KJaTh, OKUJIATh

To be outside control

HaXOJWUTHCA HC 110 KOHTPOJICM

To collect (information)

coOupaTh

To consider options

paccMaTpuBaThL BO3MOKHBIC BapI/IaHTBI/ OIIIMKUH

To define aims

ONnpCACIIATh HEINU

To estimate (costs)

OII€HUBATH
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To expand

pacTAruBaThCA, PaCIIUPATHCS; YBEIMYUBATHCS B
00BEME, B pa3Mepax, B KOJIMYECTBE

To forecast (sales)

MNpCABUACTD, ITPCABOCXUIIATD, IIPCACKA3bIBATH

To get a bonus

MOJIYYUTh Harpaay / IpeMUIo

To improve

yIydqmiaTbCia; COBECPIICHCTBOBATHCA,
MOMPAaBIIATHCA, HAJIAKNBATHC

To keep within (- the
budget)

JepKaThCs B pamkax (0roxera)

To lead to

BCCTH K

To make a profit

MOJIy4aTh MPUOBLIb

To meet the deadline

YKIIaABIBATHCA B CPOK

To overspend by ... %

TPATUTH CIIMIIKOM MHOI'O, COPUThb NCHbI'aMH

To meet sales target

BBITIOJIHATD IIJIAH ITPOJaXX

To rearrange

MEHSATb, IEPEAEIIbIBATh, IEPEYCTPAUBATD;
HepEeJIBUraTh; TPAHCPOPMUPOBATH

To reassess

MIPOU3BOJIUTH MEPEOICHKY (MMYIIECTBA U T. I1.)

To set a deadline

Ha3HA4aTb CPOK OKOHYAHU:A pa60TI>I

To work inefficiently

paboTtath paroHanbHo/ pa3yMHO/>(PPEKTHBHO

Training (course) oOyueHue
Unproductively HETPOTyKTHBHO
Update OOHOBJICHHE, TOPA00TKA, MOAU(DUKAIIHS;

MOACpHU3aNN:A, YCOBCPIICHCTBOBAHNC

Valuable / undervalued

[IEHHBIN, [TOJE3HBIN /HETOOIIEHEHHBIH,
3aHM>KCHHBIN

Various pa3NIUYHbBINA, pa3HbIil, pa3HOOOPa3HBIN
Vast OTPOMHBIN, OOLIMPHBINA, TPOMAHBIN; OeCKpallHUM,
0e30pexKHbIN, 0ECKOHEUHBIHN
Waste (n, v) pacTpata, paCTOYUTEILCTBO, U3JIUIITHSIS HITH
HEHY>KHasl Tpata; TePATh AapOM, TPATUTh BITYCTYIO
(IeHbru, Bpemsi, JHEPTHUI0, YCHIINS U T. 11.)
DISCUSSION 1

Which of the following statements do you agree with? Which do you disagree

with? Why?

1. ‘A goal without a plan is just a wish.” Antoine de Saint-Exupéry

2. ‘A man who does not plan long ahead will find trouble at his door.” Confucius
3. ‘A good plan is like a road map: it shows the final destination and usually the

best way to get there.” H. Stanely Judd

4. ‘Good fortune is what happens when opportunity meets with planning.’

Thomas Edison

5. ‘Before anything else, preparation is the key to success.” Alexander Graham

Bell
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READING
TEXT 1
BUSINESS PLANNING

Business planning is a process that involves the creation of a mission or goal
for a company, as well as defining the strategies that will be used to meet those goals
or mission. The process can be very broad, encompassing each aspect of the
operation, or be focused on particular functions within the overall corporate
structure. Often, it involves the use of resources within the company as well as
engaging the services of consultants to assist in designing and implementing the
plan.

There are several points in the life of a business when the process of business
planning is an essential task. Starting up a new company involves performing at least
rudimentary planning to address such factors as defining the goals of the company,
obtaining operating licenses, incorporating the business if appropriate, and defining
the basic structure for the new business. Along with these factors, business planning
will also address the issue of what
goods and services to offer and
how to go about producing those
core products.

A second stage when
business planning comes into play
IS when an existing company
wishes to expand operations. This
will determine what is needed in
order to manage the expansion
process, especially in regards to
financing new facilities,
expanding sales and marketing efforts, or designing a new communications
infrastructure to meet the needs of the expansion. It is not unusual for consultants to
be called during this type of planning, as the process often involves a drastic
overhaul of the company’s operations.

Business planning may also be advantageous in the event of acquisitions. For
example, Company A decides to buy Company B and integrate their operations into
the overall company structure. This will often mean developing a business plan that
addresses issues such as negotiating new service contracts with vendors to include
the acquired company, combining some functions or physical locations in order to
maximize efficiency, and rearranging departmental functions and the personnelwho
will staff those departments. As with expansion, it is not unusual to call in
consultants that specialize in various areas to help give the business planning a
logical flow and develop a plan for completing the merger of facilities and other
assets in a timely manner.

In general, any type of business plan requires investigation, careful evaluation
of all known factors, and projecting potential results of different options that are
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open to the company. This open-ended process can take on a number of forms, some
of them relatively simplistic, while others are extremely detailed and complicated.
However, the basic task of business planning is necessary for the entrepreneur
starting a new business, as well as the established company that wishes to expand
through the launch of new products or by acquisition of competitors.

Business planning is a management-directed process of identifying long-term
goals for a business or business segment, and formulating realistic strategies for
reaching those goals. Through planning, managementdecides what objectives to
pursue during a future period, and what actions to undertake to achieve those
objectives. Plans may be broad and encompass the entire enterprise, like a plan to
double corporate profits, or they may concentrate on certain functional domains,
such as information technologyplanning. Business planning may also entail
developing contingency plans of what to do if some goals prove unattainable along
the way or of how the business would survive a crisis, e.g., data center failure, natural
disaster, and so forth.

Successful business planning requires concentrated time and effort in a
systematic approach to answer three basic questions:

1.  Where is the business enterprise today?

2. Where does management want to be in the future?

3. How can the business accomplish this?

In answering the first question management assesses the present situation and
its implications for future developments. Through planning, management concerns
itself with the future implications of current decisions it is about to make, and
considers how these decisions limit the scope of future actions. The second question
anticipates future profitability and market conditions, and leads management to
determine pragmatic objectives and goals. Finally, management outlines a course of
action and analyzes the financial implications of those actions. Often management
will specify measurable outcomes along the way that will demonstrate whether the
business is progressing toward the goals as planned. From an array of alternatives,
management distills a broad set of interrelated choices to form its long-term strategy.
It is in the annual budgetingprocess that management develops detailed, short-term
plans that guide the day-to-day activities meant to attain the objectives and goals.

TEXT 2
PURPOSE AND FUNCTION OF PLANNING

Effective planning enables management to craft its own future, at least to some
degree, rather than merely reacting to external events without a coherent motivating
force for corporate actions. Management sets objectives and charts a course of action
so as to be proactive rather than reactive to the dynamics of the business
environment. The assumption, of course, is that through its continuous guidance
management can enhance the future state of the business.

TEXT 3
PLANNING CONCEPTS
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Business planning is a systematic and formalized approach to accomplishing
the planning, coordinating, and control responsibilities of management. It involves
the development and application of: long-range objectives for the enterprise; specific
goals to be attained; long-range profits plans stated in broad terms; adequate
directions for formulating annual, detailed budgets, defining responsibility centers,
and establishing control mechanisms; and evaluative methods and procedures for
making changes when necessary.

Implicit in the process are the following concepts:

. The process must be realistic, flexible, and continuous.

. Management plays a critical role in the long-term success of a business.

. Management must have vision and good business judgment in order to
plan for, manipulate, and control, in large measure, the relevant variables that affect
business performance.

. The process must follow the basic scientific principles of investigation,
analysis, and systematic decision making.

. Profit-planning and control principles and procedures are applied to all
phases of the operations of the business.
. Planning is a total systems approach, integrating all the functional and

operational aspects of the business.
. Wide participation of all levels of management is fundamental to
effective planning.

. Planning has a unique relationship to accountingwhich collects, books,
analyzes, and distributes data necessary for the process.
. Planning is a broad concept that includes the integration of numerous

managerial approaches and techniques such as sales fore-casting, capital
budgeting, cash flow analysis, inventory control, and time and motion studies.

A business plan, then, incorporates management objectives, effective
communications, participative management, dynamic control, continuous feedback,
responsibility accounting, management by exception, and managerial flexibility.

TEXT 4
BENEFITS OF PLANNING

Planning provides a means for actively
involving personnel from all areas of the
business enterprise in the management of the
organization. Company-wide participation
improves the quality of the plans.

Employee involvement enhances their
overall understanding of the organization's
objectives and goals. The employees'
knowledge of the broad plan and awareness of
the expected outcomes for their responsibility

centers minimizes friction between departments, sections, and individuals.
Involvement in planning fosters a greater personal commitment to the plan and to
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the organization. These positive attitudes improve overall organizational morale and
loyalty.

Managerial performance can also benefit from planning, although care must
be taken that planning does not become an empty task managers do periodically and
ignore the rest of the time. Successful planning focuses the energies and activities of
managers in the utilization of scarce resources in a competitive and demanding
marketplace. Able to clearly identify goals and objectives, managers perform better,
are more productive, and their operations are more profitable. In addition, planning
iIs @ mental exercise from which managers attain experience and knowledge. It
prepares them for the rigors of the marketplace by forcing them to think in a future-
and contingency-oriented manner.

TEXT5
DRAWBACKS TO PLANNING

Seemingly there would be no downside to planning; however, organizations
may engage in lengthy and labor-intensive planning activities without gaining much,
if anything, for their investments. By one estimate, some companies may spend
hundreds of thousands of dollars on labor for so-called planning activities, yet
nothing of strategic importance results from all of the planners' efforts. Companies
with bureaucratic planning programs are particularly susceptible to wasting
management's time with planning activities that do little to actually further the
business. Sometimes the managers charged with planning lack the necessary
knowledge or clout in the organization to make any strategic impact; clearly their
time is wasted. In other cases, middle managers may be asked to create periodic
departmental "plans” that are nothing more than an elaborate restatement of what
they're already doing. Similarly, employees and management may engage in
protracted planning sessions that aren't adequately focused on concrete business
development strategies, but on speculation, clarification of existing policy, or trivial
issues. While management and employees need forums for dialogue, companies may
be cloaking such dialogues with the moniker and resources that should be reserved
for true strategic development.

To avoid such pitfalls, successful companies strive to keep planning activities
sharply focused and in the hands of the appropriate decision makers. Their planning
IS grounded in pragmatic and business-critical performance issues, such as
profitability, return on investment, and cost containment.

TEXT 6
THE PARTICIPANTS

Planning is essentially a managerial function. Although the top executives
initiate and direct the planning process, they involve as many key employees and
decision makers as needed. Often, outside consultants assist the following personnel
in the planning process:

The board of directors defines the purposes and direction of the business
entity; the executive managers formulate objectives and goals; the chief executive
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officer gives direction and sets standards; the chief financial officer coordinates
financial and accounting information with the treasurer, controller, and budget
officer assisting; the chief operating officer provides production information;
counsel provides a legal interpretation to proposed activities; also assisting are sales
and marketing executives, department and division managers, line supervisors, and
other employees who clarify the realities of the day-to-day routines.

Planning is an inclusive, coordinated, synchronized process undertaken to
attain objectives and goals.

TEXT 7
THE PLANNING HORIZON

There are two main types of plans. The first is long range, extending beyond
one year and, normally, less than ten years. Often called the strategic plan or
investment plan, it establishes the objectives and goals from which short-range plans
are made. Long-range plans support the organizational purpose by providing clear
statements of where the organization is going.

The second is short range, covering a period of up to one year. Short-range
plans are derived from an in-depth evaluation of the long-range plan. The annual
budget is a quantified expression of the enterprise's plans for the fiscal year. It
generally is divided into quarters, and is used to guide and control day-to-day
activities. It is often called the tactical plan because it sets priorities, in the near term,
for the long-range plans through the allocation of resources to specific activities. See
Figure | for more detail.

TEXT 8
FUNCTIONAL PLANS

Plans are often classified by the business function they provide. All functional
plans emanate from the strategic plan and define themselves in the tactical plans.
Four common functional plans are:

1. Sales and marketing: for developing new products and services, and for
devising marketing plans to sell in the present and in the future.

2. Production: for producing the desired product and services within the
plan period.

3. Financial: for meeting the financing needs and providing for capital
expenditures.

4, Personnel: for organizing and training human resources.

Each functional plan is interrelated and interdependent. For example, the
financial plan deals with moneys resulting from production and sales. Well-trained
and efficient personnel meet production schedules. Motivated salespersons
successfully market products.
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TEXT 9
STRATEGIC AND TACTICAL PLANNING

Strategic plans cover a relatively long period and affect every part of the
organization by defining its purposes and objectives and the means of attaining them.

Tactical plans focus on the functional strategies through the annual budget.
The annual budget is a compilation of many smaller budgets of the individual
responsibility centers. Therefore, tactical plans deal with the micro-organizational
aspects, while strategic plans take a macro-view.

TEXT 10
STEPS IN THE PLANNING PROCESS
The planning process is directly related to organizational considerations,
management style, maturity of the organization, and employee professionalism.
These factors vary among industries and even among similar companies. Yet all
management, when applying a scientific method to planning, perform similar steps.
The time spent on each step will vary by company. Completion of each step,
however, is prerequisite to successful planning. The main steps are:

. Conducting a self-audit to determine capabilities and unique qualities

. Evaluating the business environment for possible risks and rewards

. Setting objectives that give direction

. Establishing goals that quantify objectives and time-frames

. Forecasting market conditions that affect goals and objectives

. Stating actions and resources needed to accomplish goals

. Evaluating proposed actions and selecting the most appropriate

. Instituting procedures to control the implementation and execution of
the plan
TEXT 10

SETTING OBJECTIVES AND ESTABLISHING GOALS

The setting of objectives is a decision making process that reflects the aims of
the entire organization. Generally, it begins at the top with a clear statement of the
organization's purpose. If well communicated and clearly defined down through the
hierarchy, this statement becomes the basis for short-range objectives in the annual
budget.

Management articulates the overall goals to and throughout the organization
in order to coordinate all business activities efficiently and effectively by:

1.  formulating and distributing a clear, concise statement of the central
purpose of the business

2. leading in the formulating of long-range organizational goals

3. coordinating the activities of each department and division in
developing derivative objectives

4, ensuring that each subdivision participates in the budget process
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5. directing the establishment of short-term objectives through
constructing the annual budget

6. evaluating actual results on the basis of the plans

The organization must know why it exists and how its current business can be
profitable in the future. Successful businesses define themselves according to
customer needs and satisfaction with products and services.

Management identifies the customers, their buying preferences, product
sophistication, geographical locations, and market level. Analyzing this data in
relation to the expected business environment, management determines the future
market potential, the economic variables affecting this market, potential changes in
buying habits, and unmet needs existing now and those to groom in the future.

In order to synchronize interdepartmental planning with overall plans,
management reviews each department's objectives to ensure that they are
subordinate to the objectives of the next higher level.

Management quantifies objectives by establishing goals that are: specific and
concrete, measurable, time-specific, realistic and attainable, open to modification,
and flexible in their adaptation.

Because goals are objective-oriented, management generally lists them
together. For example:

1. Profitability. Profit objectives state performance in terms of profits,
earnings, return on investments, etc. A goal might call for an annual increase in
profits of 15 percent for each of the next five years.

2. Human resources. This broad topic includes training, deployment,
benefits, work issues, and qualifications. In an architectural consulting firm,
management might have a goal of in-house CAD training for a specified number of
hours in order to reach a certain level of competence.

3. Customer service. Management can look at improvements in customer
service by stating the number of hours or the percentage of complaints it seeks to
reduce. The cost or cost savings are stated in dollar terms. If the business sells service
contracts for its products, sales goals can be calculated in percentage and dollar
increases by type and level of contract.

4. Social responsibility. Management may desire to increase volunteerism
or contributions to community efforts. It would calculate the number of hours or
dollars within a given time frame.

TEXT 11
FORECASTING MARKET CONDITIONS

Forecasting methods and levels of sophistication vary greatly. Each portends
to assess future events or situations that will affect either positively or negatively the
business's efforts. Managers prepare forecasts to determine the type and level of
demand for products currently produced or that can be produced. Management
analyzes a broad spectrum of economic, demographic, political, and financial data
for indications of growing and profitable markets.
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Forecasting involves the collection and analysis of hard data, and their
interpretation by managers with proven business judgment.

Individual departments such as sales, and divisions such as manufacturing,
also engage in forecasting. Sales forecasting is essential to setting production
volume. Production forecasting determines the materials, labor, and machines
needed.

TEXT 12
STATING ACTIONS AND RESOURCES REQUIRED

With the objectives and forecasts in place, management decides what actions
and resources are necessary in order to bring the forecast in line with the objectives.
The basic steps management plans to take in order to reach an objective are its
strategies.

Strategies exist at different levels in an organization and are classified
according to the level at which they allocate resources. The overall strategy, often
referred to as the grand strategy, outlines how to pursue objectives in light of the
expected business environment and the business's own capabilities. From the overall
strategy, managers develop a number of more specific strategies.

. Corporate strategies address what business(es) an organization will
conduct and how it will allocate its aggregate resources, such as finances, personnel,
and capital assets. They are long-term by nature.

. Growth strategies describe how management plans to expand sales,
product line, employees, capacity, and so forth. Especially necessary for dynamic
markets where product life cycles are short, growth strategies can be (a) in the
expansion of the current business line, (b) in vertical integration of suppliers and
end-users, and (c) in diversifying into a different line of business.

. Stability strategies reflect a management satisfied with the present
course of action and determined to maintain the status quo. Successful in
environments changing very slowly, this strategy does not preclude working toward
operational efficiencies and productivity increases.

. Defensive strategies, or retrenchment, are necessary to reduce overall
exposure and activity. Defensive strategies are used: to reverse negative trends in
profitability by decreasing costs and turning around the business operations; to
divest part or all of a business to raise cash; and to liquidate an entire company for
an acceptable profit.

. Business strategies focus on sales and production schemes designed to
enhance competition and increase profits.
. Functional strategies deal with finance, marketing, personnel,

organization, etc. These are expressed in the annual budget and address day-to-day
operations.
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TEXT 13
EVALUATING PROPOSED PLANS

Management undertakes a complete review and evaluation of the proposed
strategies to determine their feasibility and desirability. Some evaluations call for
the application of good judgment—the use of common sense. Others use
sophisticated and complex mathematical models.

Prior to directing the development of a profit budget for the upcoming annual
period, management resolves issues related to the internal workings of the
organization from a behavioral point of view. For example:

. Ensuring managerial sophistication in the application of the plans.

. Developing a realistic profit plan, and assigning adequate responsibility
and control.

. Establishing appropriate standards and objectives.

. Communicating the attitudes, policies, and guidelines to operational

and administrative personnel.

. Attaining managerial flexibility in the execution of the plans.

. Evaluating and updating the system to harmonize with the changing
operational and business environments.

TEXT 14
ASSESSING ALTERNATIVE STRATEGIC PLANS

Because of the financial implications inherent in the allocation of resources,
management approaches the evaluation of strategic alternatives and plans using
comprehensive profit planning and control. Management quantifies the relevant
strategies in pro forma statements that demonstrate the possible future financial
impact of the various courses of action available. Some examples of pro forma
statements are: budgets, income statements, balance sheets, and cash flow
statements.

The competing strategic long-range plans constitute simulation models that
are quite useful in evaluating the financial effects of the different alternatives under
consideration. Based on different sets of assumptions regarding the interaction of
the entity with the outside world, these plans propose various scenarios of sales,
production costs, profitability, and viability. Generally categorized as normal
(expected results), above normal (best case), and below normal (worst case), the
competing plans project possible outcomes at input/output levels within specified
operating ranges attainable within the fiscal year.

In developing and using planning and control programs, management benefits
from the realization that:

. Profit plans do not replace management and administration, but are
tools for managers with which to keep business activities on track.

. Vigilance and consistent review are necessary because the plans are
made in the present about future events and outcomes. Management's plans are
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highly dependent on the quality of its estimates and judgment. Therefore, it must be
flexible in utilizing the results of models and in interpreting the actual results.

. Dynamic management continuously adapts plans to a changing
environment, seeks improvements, and educates the organization.
. Profit plans do not implement themselves. Management must direct,

coordinate, and control relevant actions. Management must have a sophisticated
understanding of the plans, be convinced of their importance, and meaningfully
participate in their implementation.

Management bases its choices on the overall return on investment (ROI)
objective, the growth objective, and other dominant objectives. Management selects
courses of action relative to pricing policy, advertising campaigns, capital
expenditure programs, available financing, R&D, and so forth.

In choosing between alternative plans, management considers

. the volume of sales likely attainable

. the volume of production currently sustainable

. the size and abilities of the sales forces

. the quality and quantity of distribution channels

. competitors' activities and products
. the pace and likelihood of technological advances
. changes in consumer demand

. the costs and time horizon of implementing changes
. capital required by the plan
. the ability of current employees to execute proposed plans.

TEXT 15
CONTROLLING THE PLAN THROUGH
THE ANNUAL BUDGET
Control of the business entity is essentially a managerial and supervisory
function. Control consists of those actions necessary to assure that the entity's
resources and operations are focused on attaining established objectives, goals, and
plans. Control compares actual performance to predetermined standards and takes
action when necessary to correct variances
from the standards.

Control, exercised continuously, flags
potential problems so that crises may be
prevented. It also standardizes the quality and
guantity of output, and provides managers
with objective information about employee
performance.

In recent years some of these functions
have been assigned to the point of action, the lowest level at which decisions are
made. This is possible because management carefully grooms and motivates
employees through all levels to accept the organization's way of conducting
business.
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The planning process provides for two types of control mechanisms:

1. Feedforward: providing a basis for control at the point of action (the
decision point); and

2. Feedback: providing a basis for measuring the effectiveness of control
after implementation.

Management's role is to feedforward a futuristic vision of where the company
Is going and how it is to get there, and to make purposive decisions coordinating and
directing employee activities. Effective management control results from leading
people by force of personality and through persuasion; providing and maintaining
proper training, planning, and resources; and improving quality and results through
evaluation and feedback.

Effective management means goal attainment. In a profit-making business or
any income-generating endeavor, success is measured in dollars and dollar-
derivative percentages. The comparison of actual results to budget expectations
becomes a formalized, routine process that:

. measures performance against predetermined objectives, plans, and
standards;

. communicates results to appropriate personnel;

. analyzes variations from the plans in order to determine the underlying
causes;

. corrects deficiencies and maximizes successes;

. chooses and implements the most promising alternatives;

. implements follow-up to appraise the effectiveness of corrective
actions;

. solicits and encourages feedback to improve ongoing and future
operations.

So business planning is more than simply forecasting future events and
activities. Planning is a rigorous, formal, intellectual, and standardized process.
Planning is a dynamic, complex decision-making process through which
management conceives of—and prepares for—the business's future.

Management evaluates and compares different possible courses of action it
believes will be profitable to meet corporate objectives. It employs a number of
analytical tools and personnel to prepare the appropriate data, make forecasts,
construct plans, evaluate competing plans, make revisions, choose a course of action,
and implement that course of action. After implementation, managerial control
consists of efforts to prevent unwanted variances from planned out-comes, to record
events and their results, and to take action in response to this information.

DISCUSSIONZ2
Work in pairs. Write keys to good planning.
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READING
TEXT 16
Read an article and compare with your answers.
WHAT MAKES A GOOD PLAN?

What factors are involved in creating a good business plan? Is it the length of
the plan? The information it covers? How well it’s written, or the brilliance of its
strategy. No.

A business plan will be hard to implement unless it is simple, specific, realistic
and complete. Even if it is all these things, a good plan will need someone to follow
up and check on it. The plan depends on the human elements around it, particularly
the process of commitment and involvement, and the tracking and follow-up that
comes afterward.

Successful implementation starts with a good plan. There are elements that
will make a plan more likely to be successfully implemented. Some of the clues to
implementation include:

Is the plan simple? Is it easy to understand and to act on? Does it
communicate its contents easily and practically?

Is the plan specific? Are its objectives concrete and measurable? Does it
include specific actions and activities, each with specific dates of completion,
specific persons responsible and specific budgets?

Is the plan realistic? Are the sales goals, expense budgets, and milestone dates
realistic? Nothing stifles implementation like unrealistic goals.

Is the plan complete? Does it include all the necessary elements?
Requirements of a business plan vary, depending on the context. There is no
guarantee, however, that the plan will work if it doesn’t cover the main bases.
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As you can see, preparing a business plan is an organized, logical way to look
at all of the important aspects of a business. First, decide what you will use the plan
for, such as to:

- Define and fix objectives, and programs to achieve those objectives.
- Create regular business review and course correction.

- Define a new business.

- Support a loan application.

- Define agreements between partners.

- Set a value on a business for sale or legal purposes.

- Evaluate a new product line, promotion, or expansion.

- No time to plan? A common misconception

“Not enough time for a plan,” business people say. “I can’t plan. I’'m too busy
getting things done.” A business plan now can save time and stress later.

Too many businesses make business plans only when they have to. Unless a
bank or investors want to look at a business plan, there isn’t likely to be a plan
written. The busier you are, the more you need to plan. If you are always putting out
fires, you should build fire breaks or a sprinkler system. You can lose the whole
forest for too much attention to the individual trees.

Keys to better business plans

Use a business plan to set concrete goals, responsibilities, and deadlines to
guide your business.

A good business plan assigns tasks to people or departments and sets
milestones and deadlines for tracking implementation.

A practical business plan includes 10 parts implementation for every one part
strategy.

As part of the implementation of a business plan, it should provide a forum
for regular review and course corrections.

Good business plans are practical.

https://articles.bplans.com/what-makes-a-good-plan/
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PA3JEJI JJII CAMOCTOSITEJIbHOM PABOTHI

TEXTS ON ECONOMICS

TEXT1
Forms of Competition

A free-market system implies competition among sellers of products and
resources. Economists recognize four different degrees of competition, ranging from
ideal competition to no competition at all. These are pure competition, monopolistic
competition, oligopoly, and monopoly.

Pure (or perfect) competition is the complete form of competition. It is the
marketsituation in which there are many buyers and sellers of a product, and no
single buyer or seller is powerful enough to affect the price of that product. The
above definition includes several important ideas:

- there is a demand for a single product;

- all sellers offer the same product for sale;

- all buyers and sellers know everything there is to know about the market;

- the market is not affected by the actions of any one buyer or seller.

In pure competition the sellers and buyers must accept the going price. But
who or what determines the price? Actually, everyone does. The price of each
product is determined by the actions of all buyers and all sellers together, through
the forces of supply and demand. It is this interaction of buyers and sellers, working
for their best interest that Adam Smith referred to as the “invisible hand” of
competition.

Neither sellers nor buyers exist in a vacuum. What they do is interact within
a market. And there is always one certain price at which the quantity of a product
that is demanded is exactly equal to the quantity of that product that is produced.
Suppose producers are willing to supply 2 million bushels of wheat at a price of $5
per bushel and that buyers are willing to purchase 2 million bushels at a price of $5
per bushel. In other words, supply and demand arein balance, or in equilibrium, at
the price of $5. This is the "going price™ at which producersshould sell their 2 million
bushels of wheat. Economists call this price the equilibrium price or market price.
Under pure competition, the market price of any product is the price at which the
quantity demanded is exactly equal to the quantity supplied.

In theory and in the real world, market prices are affected by anything that
affects supply and demand. The demand for wheat, for example, might change if
researchers suddenly discovered that it had very beneficial effects on users' health.
Then more wheat would be demanded at every price. The supply of wheat might
change if new technology permitted the production of greater quantities of wheat
from the same amount of acreage. In that case, producers would be willing to supply
more wheat at each price. Either of these changes would result in a new market price.
Other changes that can affect competitive prices are shifts in buyer tastes, the
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development of new products that satisfy old needs, and fluctuations in income due
to inflation or recession. For example, generic or "no-name" products are now
available in supermarkets. Consumers can satisfy their needs for products ranging
from food to drugs to paper products at a lower cost, with quality comparable to
brand name items. Bayer was recently forced to lower the price of its very popular
aspirin because of competition from generic products.

Pure competition is only a theoretical concept. Some specific markets may
come close, but no real market totally exhibits perfect competition. Many real
markets, however, are examples of monopolistic competition. Monopolistic
competition is a market situation in which there are many buyers along with
relatively many sellers who differentiate theirproducts from the products of
competitors and it is very easy to enter into this market. Thevarious products
available in a monopolistically competitive market are very similar in nature, and
they are all intended to satisfy the same need. However, each seller attempts to make
its product somewhat different from the others by providing unique product features
— an attention-getting brand name, unique packaging, or services such as free
delivery or a "lifetime"” warranty.

Product differentiation is a fact of life for the producers of many consumer
goods, from soaps to clothing to personal computers. Actually, monopolistic
competition is characterized by fewer sellers than pure competition, but there are
enough sellers to ensure a highly competitive market. By differentiating its product
from all similar products, the producer obtains some limited control over the market
price of its product.

An oligopoly is a market situation (or industry) in which there are few sellers
(2-8). Generally these sellers are quite large, and sizable investments are required to
enter into their market. For this reason, oligopolistic industries tend to remain
oligopolistic. Examples of oligopolies are the American automobile, industrial
chemicals, and oil refining industries.

Because there are few sellers in an oligopoly, each seller has considerable
control over price. At the same time, the market actions of each seller can have a
strong effect on competitors' sales. If one firm reduces its price, the other firms in
the industry usually do the same to retain their market shares. If one firm raises its
price, the others may wait and watch the market for a while, to see whether their
lower price tag gives them a competitive advantage, and then eventually follow suit.
All this wariness usually results in similar prices for similar products. In the absence
of much price competition, product differentiation becomes the major competitive
weapon.

A monopoly is a market (or industry) with only one seller. Because only one
firm is the supplier of a product, it has complete control over price. However, no
firm can set its price at some astronomical figure just because there is no
competition; the firm would soon find that it had no sales revenue, either. Instead,
the firm in a monopoly position must consider the demand for its product and set the
price at the most profitable level.
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The few monopolies in American business don't have even that much leeway
In setting prices because they are all carefully regulated by government.

Most monopolies in America are public utilities, such as we find in electric
power distribution. They are permitted to exist because the public interest is best
served by their existence, but they operate under the scrutiny and control of various
state and federal agencies.

TEXT 2
Principles of Management

Different scholars offer different sets of principles of management. The most
famous are the following fourteen. But the main principle should be read as follows:
“There 1s nothing rigid or absolute in management affairs, it is all a question of
proportion.”

1. Division of work. Within limits, reduction in the number of tasks a
workerperforms or the number of responsibilities a manager has can increase skill
and performance.

2. Authority. Authority is the right to give orders and enforce them with
re-ward or penalty. Responsibility is accountability for results. The two should be
balanced, neither exceeding nor being less than the other.

3. Discipline. Discipline is the condition of compliance and commitment
thatresults from the network of stated or implied understandings between employees
and managers. Discipline is mostly a result of the ability of leadership. It depends
upon good supervisors at all levels making and keeping clear and fair agreements
concerning work.

4. Unity of command. Each employee should receive orders from one
superior only.

5. Unity of direction. One manager and one plan for each group of
activities having the same objective is necessary to coordinate, unify and focus
action.

6. Subordination of individual interests to general interest. Ignorance,
ambition, selfishness, laziness, weakness, and all human passion tend to cause self-
serving instead of organization-serving behavior on the job. Managers need to find
ways to reconcile these interests by setting a good example and supervising firmly
and fairly.

7. Remuneration of personnel. Various methods of payment may be
suitable,but amounts should reflect economic conditions and be administered to
reward well-directed effort.

8.  Centralization. Like other organisms, organizations need direction and
coordination from a central nervous system. But how much centralization or de-
centralization is appropriate depends on the situation. The degree of centralization
that makes best use of the abilities of employees is the goal.

9. Scalar chain (line of authority). The scalar chain is the chain of
commandranging from the top executive to the lowest ranks. Adhering to the chain
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of command helps implement unity of direction, but sometimes the chain is toolong,
and better communication and better decisions can result from two or more
department heads solving problems directly rather than referring them up the chain
until a common superior is reached.

10.  Order. Both equipment and people must be well chosen, well placed,
andwell organized for a smooth-running organization.

11. Equity. Kindliness and justice will encourage employees to work well
andbe loyal.

12.  Stability of tenure of personnel. Changes in employee assignments will
be necessary, but if they occur too frequently they can damage morale and
efficiency.

13. Initiative. Thinking through a plan and carrying it out successfully can
bedeeply satisfying. Managers should set aside personal vanity and encourage
employees to do this as much as possible.

14.Teamwork.

TEXT 3
What Makes a Good Manager?
(10 Tips for a Successful Manager by Bill Gates)

There isn’t a magic formula for good management, of course, but if you’re a
manager perhaps these tips will help you be more effective.

1. Choose a field thoughtfully. Make it one you enjoy. It’s hard to be
productive without genuine enthusiasm.

2. Hire carefully and be willing to fire. You need a strong team, because a
mediocre team gives mediocre results, no matter how well managed it is.

3. Create a productive environment. This is a particular challenge because
it requires different approaches depending on the context.

4, Define success. Make it clear to your employees what constitutes
success and how they should measure up their achievements.

Goals must be realistic. Project schedules, for example, must be set up by the
people who do the work. People will accept a “bottoms-up” deadline they helped to
set but they’ll be cynical about a schedule imposed from the top that doesn’t map to
reality. Unachievable goals undermine an organization.

5. To be a good manager, you have to like people and be good at
communicating. This is hard to fake. If you don’t genuinely enjoy interacting with
people, it’ll be hard to manage them well.

6. Develop your people to do there jobs better than you can. Transfer your
skills to them.

7. Give people a sense of the importance of what they’re working on — its
importance to the company, its importance to the customers.

When you achieve great results, everybody involved should share in the credit
and feel good about it.

152



8. Take on projects yourself. You need to do more than communicate.

The last thing people want is a boss who just doles out stuff. From time to
time prove you can be hands-on by taking on one of the less attractive tasks and
using it as an example of how your employees should meet challenges.

Q. Don’t make the same decision twice. People hate indecisive leadership
so you have to make choices.

10. Let people know whom to please. Maybe it’s you, maybe it’s your boss
and maybe it’s somebody who works for you.

TEXT 4
Translate from Russian into English.
Cemb 3anioBeieid OM3HECMeEHA

JlaBaTh 0O€IIaHUsl U HE BBIMOJHATH UX CTAJO0 y HAC MPOCTO HOPMOM KU3HHU.
B otoil cCBA3M mone3Ho BCnOMHUTH 1912 rom, korga  poOCCHMCKHMU
MpEeANPUHUMATENSIMU ObLIO BBIPAOOTaHO CEMb OCHOBHBIX MPUHIIUIIOB BEJCHUS JIE:

Ilepevit npunyun — «YBaxaii Bnactb». Binacts — He00X01uMoe ycioBue J1s
s dextuBHOrO BeneHus nen. Bo Bcém momkeH ObITh mopsigok. B cBszu ¢ atum
MPOSIBIISI YBa)KEHUE K OJIOCTUTEIISIM TTOPSIJIKA B Y3aKOHEHHBIX AIISIIOHAX BIACTH.

Bmopou npunyun — «byap decTeH W mpaBauBy». ITO — (yHIAMEHT
MPEANPUHUMATENIBCTBA, MPEANOChUIKA 3J0pPOBOM MPUOBUIM W HOPMAIbHBIX
OTHOIIIEHUH B Aenax. Poccuiickuii mpearnpuHuMaressb J0HKeH ObITh 0e3yNpedHbIM
HOCHUTENEeM J00poeTeneii, 4eCTHOCTH U MPABIUBOCTH.

Tpemuii npunyun — «YBaxkail mpaBo 4aCTHON cOOCTBEHHOCTH». CBOOOIHOE
NpEeANpPUHUMATENILCTBO — OCHOBa Osaromoiyuust rocypaapctBa. Poccuiickuit
NpeanpuHUMarens o0si3aH B MOTE JIMIIA CBOEr0 TPYAUThCS Ha Oyiaro cBOe
oTuu3Hbl. Takoe pBEHHUE MOXKHO MPOSBUTh TOJBKO MPU OMOPE HA YaCTHYIO
COOCTBEHHOCTb.

Yemeepmotit npunyun — «JI1o6u n yBaxkaii uenoBekay. JIroOOBb U yBayKeHUE
K Y€JIOBEKY TPYy/1a CO CTOPOHBI MIPEANPUHUMATES TTOPOKIAET OTBETHYIO JTFOOOBH
U yBaXXeHHE. B Takux yClIOBUSIX BO3HHUKAET TapMOHHUSI MHTEPECOB, YTO CO3HAET
atMochepy Uil Pa3BUTHS Y JIOJICH caMbIX pa3HOOOpa3HBIX CIIOCOOHOCTEM,
noOyXIaeT UX MPOSBIATH ce0s BO BCEM OJIecKe.

Ilamutit npunyun — «byJb BEpEH CBOEMY CJIOBY». Y CIIEX B JIEJIE BO MHOTOM
3aBUCHUT OT TOTO, B KAKOW CTENEHU OKPY>KAIOIIHE TOBEPSIOT TeOe.

Illecmoin npunyun — «>KuBu no cpencrsam». He 3apbiBaiicst. BeiOupaii neno
no miedy. Bcerga oneHuBail cBou BO3MOXKHOCTH. [[eHCTBYM cO00Opa3HO CBOUM
CPEACTBAM.

Ceovmoui npunyun — «bynp ueneycrpemieHHbIM». Bcerma umei nepen
coboii scHyw Ienb. [lpeanpuHuMarento Takas Ieldb HY)KHa Kak Bo3ayx. He
OTBJIEKalcs Ha apyrue uenu. CiayKeHue IByM rocnogaM MpOTUBOECTECTBEHHO.

B crpemnenun noctuup CBOEHM 3aBETHOM LENM HE MEPEXOAU TpaHU
J03BOJIEHHOTO. HukakasienbHeMOKeT3aTMUTbMOPATIbHBIEIEHHOCTH..
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TEXT5
Advertising

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 economies of scale and to lower consumer costs.
Indeed, advertising is sometimes depicted as “the engine of prosperity”.

Advertising informs consumers about the existence and benefits of prod-ucts
and services, and attempts to persuade them to buy them. The best form of
advertising is probably word-of-mouth advertising, which occurs when people tell
their friends about the benefits of products or services that they have purchased. Yet
virtually no providers of goods or services rely on this alone, but use paid advertising
instead. Indeed, many organizations also use institutional or prestige advertising,
which is designed to build up their reputation rather than to sell particular
products.Advertising may be described under three headings:

1. descriptive;

2. persuasive;

3. both descriptive and persuasive together.

Descriptive advertising gives the most important facts about the product. It

Is the cheapest form of advertising and is used a lot by the small traders selling
through the local paper. It usually says:

2. what the product is;

1. how much it will cost;

2. where it may be obtained.

Persuasive advertising tries to persuade people that the product which isbeing
advertised has a special quality or usefulness which makes it much better than other
similar products. It is used a lot in television advertising where consumers are
persuaded to think that if they buy that product they will be-come very popular or
very happy.

This is the area in which advertising is often criticized. Advertising is
sometimes misleading. Although it is illegal for advertisers to make untrue
statements about their goods, services or prices, they still make their wares seem
unduly attractive. They pander to our egos and our vanities. They create a demand
which would not otherwise exist.

It is easy to say, “I'm not influenced by the adverts!” Everyone is influenced
to a certain extent. There was recently some research on subliminal advertising. The
word 'coffee’ flashed on the television screen. It happened soquickly that no-one was
aware it had happened. For just a fraction of a second it registered on the viewers'
subconscious. The result? A surprising number of people chose to make coffee at
that precise moment. Of course, it could have been a coincidence but it was highly
unlikely.
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Any paid form of non-personal communication through the mass media about
the product by an identified sponsor is advertising.

Sponsors are people or firms that pay for radio or TV programs in return for
advertising. Sponsors may be a nonprofit organization, a political candidate, a
company or an individual. Advertising is used when sponsors want to communicate
with a number of people who cannot be reached economically and effectively
through personal means.

Mass media used include magazines, direct mail, radio, television, billboards
or hoardings, newspapers where advertisements are placed. Advertisement is an
announcement in a newspaper, on television, or on a poster about something such as
a product, event, or job. The forms advert and ad are also used. Advertisements on
the radio and TV are called commercials. Classifieds, flyers, handbills, junk mail
and spam are also forms of advertising. Classified advertisements (also classifieds
or want ads) are small adverts placed in a newspaper by people wishing to buy or
sell something, to find a job, etc. Handbills is the type of advertisements used by
local traders. They are expensive in labour costs and not very effective. Junk mail is
advertisements that you receive through the post, which you have not asked for and
which you do not want. Spam is unwanted e-mail advertisements sent to a large
number of people.

The British Code of Advertising Practice exists to protect the consumer from
being deceived and misinformed by advertisements. Their slogan is: “All
advertisements should be legal, decent, honest and truthful”.

TEXT6
How Companies Advertise

Large companies could easily set up their own advertising departments, write
their own advertisements, and buy media space themselves, but they tend to use the
services of large advertising agencies. These are likely to have more resources, and
more knowledge about all aspects of advertising and advertising media than a single
company. The most talented advertising people generally prefer to work for agencies
rather then individual companies as this gives them the chance to work on a variety
of advertising ac-counts (contracts to advertise products or services). It is also easier
for a dissatisfied company to give its account to another agency than it would be to
fire its own advertising staff.

The client company generally gives the advertising agency an agreed budget;
a statement of the objectives of the advertising campaign, known as a brief; and an
overall advertising strategy concerning the message to be communicated to the target
customers. The agency creates advertisements (the word is often abbreviated to
adverts or ads), and develops a media plan specifying which media — newspapers,
magazines, radio, television, cinema, posters, mail, etc. — will be used and in which
proportions. (On television and radio, ads are often known as commercials.)
Agencies often produce alternative ads or commercials that are pre-tested in
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newspapers, television stations, etc. in different parts of a country before a final
choice is made prior to a national campaign.

The agency's media planners have to decide what percentage of the target
market they want to reach (how many people will be exposed to the ads) and the
number of times they are likely to see them. Advertising people talk about frequency
or 'OTS' (opportunities to see) and the threshold effect - the point at which
advertising becomes effective. The choice of advertising media is generally strongly
influenced by the comparative cost of reaching 1,000 members of the target
audience, the cost per thousand (often abbreviated to CPM, using the Roman
numeral for 1,000). The timing of advertising campaigns depends on factors such as
purchasing frequency and buyer turnover (new buyers entering the market).

How much to spend on advertising is always problematic. Some companies
use the comparative-parity method they simply match their competitors' spending,
thereby avoiding advertising wars. Others set their ad budget at a certain percentage
of current sales revenue. But both these methods disregard the fact that increased ad
spending or counter-cyclical advertising can increase current sales. On the other
hand, excessive advertising is counter-productive because after too many exposures
people tend to stop noticing ads, or begin to find them irritating. And once the most
promising prospective customers have been reached, there are diminishing returns,
I.e. an ever-smaller increase in sales in relation to increased advertising spending.

TEXT 7
Advertising techniques

1. Repetition. The simplest kind of advertising. A slogan is repeated so often
that we begin to associate a brand name with a particular product or service.

N

Endorsement. A popular personality is used in the advertisement.
3. Economical appeal. Advertising often appeals to basics such as mother-love,
sex, manliness, femininity.

4. Scientific authority. Sometimes the adverts show a person in a white coat i.e.
a scientist telling us about a product. More often it mentions “miracle
ingredients” or “‘scientific testing” to persuade us.

5. “Keeping up with the Jones’s.” An appeal to pure snob value. You want to
appear to be richer or more successful than your neighbors.

6. Comparison. The advert lists the qualities of a product in direct comparison
with rival products.

7. An appeal to fear or anxiety. This type is similar to 3, but works on our fear.

8. Association of ideas. Cigarette advertising, for example, should be attractive:
healthy people smoking in beautiful rural situations (Usually it is
accompanied by the words “Smoking is harmful for your health”)
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9. Information. If a product is new, it may be enough to show it and explain
what it does.

10. Special offers/free gifts. This is a very simple and direct appeal — it’s half
price!

11. Anti-advertising. This is a modern version which appeals to the British sense
of humour. It makes fun of techniques of advertising.

TEXT 8
Translate the following text from Russian into English

CnoBo pekjiama MpOUCXOUT OT JJATUHCKOTO €JI0Ba reclamo (BBIKpUKHUBATB).
Peknama — 310 nH(poOpMaLysa 0 CBONCTBAX MOTPEOUTENBLCKUX TOBAPOB U Pa3IMUHbIX
BHJIaX YCIYT C LEJIbI0 UX pEaIU3ally U CO3JaHus CIIpoca Ha HUX.

CoBpeMEHHBIMU CPEICTBAMU PEKIIAMBI CITy’KaT IIeYaTh, paauo, TEIEBUICHUE,
a TaKXe BUTPHUHBI, YIAaKOBKAa, TOBAPHBIE 3HAKU U T.I. YOEIUTh MOKyNaTesel
BbIOpaTh TOT WJIM MHOM TOBap — 3TO OCHOBHAs 3ajaya pekiambl. Pexnama nomkHa
OBITh JIETKO pa3inyrmMa B CpeICTBaX MacCOBOM MH(MOPMALIHH.

Banrnuiickom s3bike pekiama oOo3HayaeTcss TepMuHamu advertising u
publicity. OuenHuBas u BbpIOMpass HaWIy4dlIUMEe M3JEIHUS, HEKOTOPBIE JIIOJIU
MOJIAraroTCs Ha pekiamy. Y 0eIUTh MOKynaTes BBIOpaTh TOT WJIM MHOM TOBap — 3TO
OCHOBHAsl 3ajjaya peKJIaMbl. DMOLMOHAIBHBIM OTKIMK Ha PEKJIamMy MOXKET ObITh
CBSI3aH C JINYHBIMH HAJIEKIaMU, CTPaxaMu U IpeIpaccyIKaMu YeJIOBeKa.

Peknama He n0JDKHA HENpPaBWIBHO HMH(DPOPMUPOBATh WM OOMAHBIBATH
NOKyHaTeNsl, a TAKXKE TUCKPEIUTUPOBATh APYTHe M3LEIHS MPSAMO WM HAMEKOM.
Pexknamupyst ToBapbl WM yCIyTd, HEOOXOJUMO COOJIOJaTh MPUHIUIBI YECTHOU
KOHKYPEHLUH.

TEXT 9
Foreign trade

Foreign trade being an essential part of a nation’s economy. Governmental
restrictions are sometimes necessary to protect national interests. Government
actions may occur in response to the trade policies of other countries or in order to
protect specific depressed industries. Since the beginnings of foreign trade, nations
have tried to maintain a favourable balance of trade - that is, to export more than
they import.

Products are known to be bought and sold in the international market with
national currencies. Seeking to improve its balance of international payments, that
i, to increase reserves of its own currency and reduce the amount held by foreigners,
a country may attempt to limit imports. The aim of such policy is to control the
amount of currency that leaves the country.

One method of limiting imports is simply to close the channels of entry into a
country. Usually maximum allowable (paspermiennsriit) import quantities known as
quotas may be set for specific products. These may also be used to limit the amount
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of foreign or domestic currency that is allowed to cross national borders. Having
been imposed, quotas serve as the quickest means of stopping or even reversing
(30.13MeHATh) a negative trend in a country’s balance of payments ns well as of
protecting domestic industry from foreign competition.

Another common way of restricting imports is by imposing tariffs or taxes
onimported goods. A tariff paid by the buyer of the imported product makes the price
higher for that good in the importing country. The higher price reduces consumer
demand, effectively restricting the import. The taxes collected on the imported goods
also increase revenues for the nation’s government. Tariffs also serve as a subsidy
to domestic producers of the goods taxed because the higher price resulting from a
tariff is an incentive for the competing domestic industry to expand production.

In recent years the use of non-tariff barriers to trade has increased. It may
result in some administrative regulations that discriminate against foreign goods and
in favour cf domestic ones. These regulations may include various measures such as
adopting special domestic tax policies or strict standards on Imported goods,
delaying imports at the country’s boundaries, ordering government officers to use
domestically produced goods. Direct government support of depressed domestic
industries is considered as a non-tariff barrier to trade, as such support puts the aided
industries at an unfair (mecnpaBemmuseiii) advantage among trading nations.
However, these barriers are not necessarily Imposed by a government, for example
an organized public campaigns “buy only American” or “don’t buy beef of mad
cows” may be effective as well.

TEXT 10
YOUR RIGHTS WHEN BUYING GOODS

Complaining about faulty goods or bad service is never easy. Most people
dislike making a fuss. However, when you are shopping, it is important to know your
rights.

When you buy something from a shop, you are making a contract. This
contract means that it's up to the shop — not the manufacturer — to deal with your
complaints if the goods are not satisfactory. What do we mean by satisfactory?

The goods must not be broken or damaged and must work properly. This is
known as "merchantable quality". A sheet, say, which had a tear in it, or a clock that
didn't go when you wound it would not pass this test.

The goods must be as described - whether on the pack or by the salesman. A
hairdryer, which the box says is blue, should not turn out to be pink, a pair of shoes
the salesman says is leather should not be plastic.

The goods should be fit for their purpose. This means the purpose for which
most people buy those particular goods. If you wanted something for a special
purpose, you must have said exactly what for. If, for instance, the shop assures you
that a certain glue will mend broken china, and it doesn't you have a right to return
it.

If the shop sells you faulty goods, it has broken its side of the bargain. If goods
are faulty when you first inspect or use them, go back to the shop, say that you cancel

the purchase and ask for a complete refund. If you prefer, you can accept a repair or
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a replacement.

If the goods break down through no fault of yours, after you have used them
for a time, you may still be entitled to some compensation. In some cases it would
be reasonable to expect a complete refund - if, for instance, without misuse your
shoes came apart after only one day's wear, or your washing machine irreparably
broke down after only three wash days. But if your washing machine worked
perfectly for a while and then broke you could only expect some of the purchase
price back. You and the supplier must negotiate a reasonable settlement.

You need never accept a credit note for faulty goods. If you do so, then later
find you do not want anything in the shop or store, you may not get your money
back.

If you have to spend money as a direct result of goods being faulty, you can
also claim this from the shop. You could, for example, claim the cost of using a
laundry while the washing machine wasn't working. But you must keep such
expenses down to a minimum. There are four golden rules:

1. Examine the goods you buy at once. If they are faulty, tell the seller quickly.

2. Keep any receipts you are given. If you have to return something the receipt
will help to prove where and when you bought it.

3. Don't be afraid to complain. You are not asking a favour to have faulty
goods put right. The law is on your side.

4. Be persistent (but not aggressive). If your complaint is justified, it's
somebody's responsibility to put things right.

Remember:

__You can't complain about defects that were pointed out to you, or that you could
reasonably have been expected to notice.

_ Stop using the item as soon as you discover a fault.

_You are not entitled to compensation if you simply change your mind about
wanting the goods.
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TEXT 11
Brands

People often wonder what makes a brand different from a product. Quite
simply, in marketing terms, products aren’t brands. Products are general, while
brands are something quite unique. Brand identity consists of far more than the

physical product itself. It includes all the psychological
features that we have learnt to associate with it. Top brands
form a personal relationship with consumers; they’re able to
make us feel more confident, more powerful, healthier, and
happier. Brands are promises and people buy what they believe
in,

A Dbrand has USPs (Unique Selling Points), specific
features which set it apart from its competitors. For example.
Barbie was the first doll to look like a young woman, and a
metal rivet was the unique feature of Levi jeans. Both brands
have had numerous imitators, but generally speaking, a ‘me-
too’ product won’t achieve the success of the one it follows.

People who say you don’t need to worry about your
competitors couldn’t be more wrong. Competent managers
have to know how to position their brand in relation to the
competition, in terms of factors like price and quality of the
product. Managers should relate the brand’s values in a
meaningful way to the consumers they have targeted. With
worldwide brands this may mean changing your message from
country to country, or even within one market. Coca-Cola
produces a version for Japan which is sweeter than the one sold
in the LIS. The Japanese prefer beef with a higher fat content,
so McDonald’s naturally obliges. Ronald McDonald’s name
was even changed to Donald because the Japanese have trouble
saying ‘r’.

The product life cycle is a familiar one in marketing. A
product is launched, developed, goes through a period of
growth, enters maturity, declines, and eventually dies. A top
brand should go on and on if it is well managed. A brand
manager is like a doctor or plastic surgeon, who can keep the
brand healthy and looking fresh down the years. Brand
managers must be able to identify new segments of the market,

particularly when products have become mature. Coca-Cola has introduced a large
number of variants to appeal to different consumers.

So knowing what stage your branded product is at in this cycle may help you
decide when to launch a line extension or go for a relaunch with improvements and
‘added-value’ features. Newer versions of cars, for instance, will come with air-
conditioning as a standard feature, or they will have a facelift to modernize the look
even though what’s under the bonnet may stay the same.
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TEXT12

BIG LABELS SMALL PRICES

Diane is a student at a university far away from her home town.

Now it's the end of term and she's buying presents to take home for her family. For
her mum, she buys a Chanel handbag and a bottle of French perfume. For her
brother, she buys an Adidas sports shirt and some music CDs. For her sister, she
buys a Gucci bag and some DVDs. She hasn't made up her mind what to buy for her
dad yet - perhaps a Rolex watch.

Is she rich? No, not at all. So how can Diane buy all these things for her
family? The answer is simple - none of the things are genuine.* She doesn't buy any
of these things from a shop. Some things come from the market and some things

from street traders. They are all fakes. They are all
counferfdit goods.
Perhaps this may seem normal to you. Perhaps you
too buy counterfeit goods. It's one way of buying
‘designer label' clothes. It's also a way of buying music
and films without spending a lot of money. Sometimes it's
very difficult to tell the difference between the real thing
and a copy. If you can buy counterfeit goods cheaply,
that's not a bad thing, is it? Does it matter?
Many companies are very worried, for two reasons.
Firstly, the companies lose money. In Europe, about 11 per cent of clothing and
footwear, and 12 per cent of toys and sportswear, may be counterfeit. In China, most
films and software are believed to be fakes. Billions of dollars are lost every year
from people buying counterfeit goods and downloading pirated games and software
from the Internet. This means less money to develop new goods and prevent viruses.
Asian software developers working for small businesses struggle to survive.

Secondly, fake goods are not as safe as genuine goods. One reason why fake
goods are much cheaper is that no money is spent on checking safety. Another reason
is that the goods are often made with poor-quality materials. Toys are a good
example. Children like to put their toys in their mouth. If the toys have sharp parts,
or are covered in a paint that is not safe, this can be a serious problem.

Another example is car parts. If the brakes are not genuine, the car may not
stop in an emergency. Mothers who buy counterfeit toys cannot be sure that the toys
are safe for their children. Drivers who buy fake car parts cannot be sure that their
car is safe to drive. If | there's a problem, there's no customer support - and you
certainly | won't get your money back.

Buying counterfeit goods means two things. You take money away from
companies that make safe goods and you give money to counterfeiters who don't
care about safety. Next time you buy a cheap designer label or download pirated
software, think about where your money goes. If the product breaks, has a virus, or
is unsafe, the only person you can blame is yourself.
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SELF-CONTROL TESTS

Test 1
Management

|. Match the words to their definitions.

1. assumption

2. bonus

3. bribery

4, chief
executive

5. commission

6. counterpart

7. deputy

8. dress code
9. failure

10. favouritism
11. a manager
12. merger

13. _ a
representative

14. redundancy

15. qualification

a. when someone or something does not achieve the results that
were expected

b. someone or something that has the same job or purpose as
someone or something else in a different place

c. someone whose job is to manage all or part of an organization
d. someone chosen to speak or make decisions for another person
or group of people

e. when someone loses their job in a company because the job is
no longer needed

f. a skill, personal quality, or type of experience that makes you
suitable for a particular job

g. an occasion when two or more companies, organizations etc
join together to form a larger company

h. something that you think is true although you have no proof

I. an amount of money paid to someone according to the value of
goods, services, investments etc they have sold

J. an extra amount of money added to an employee’s wages,
usually as a reward for doing difficult or good work

k. someone in an organization who is immediately below
someone else, and who does their work when they are not there

|. the manager with the most authority in the day-to-day
management of a company

m. when one person or group is treated better than others in an
unfair way

n. the way that you are expected to dress in a particular situation,
especially as an employee of a particular company

0. dishonestly giving money to someone to persuade them to do
something to help you

I1. Supply the right preposition.

1. When staff worry over certain issues, a good manager should respond ..... their

concerns promptly.
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2. Don’t think you have to do everything yourself. Delegate tasks ..... other people.
3. The team had to report ..... their progress ..... the manager every month.

4. They are aggressive when selling and put pressure ..... customers to purchase.

5. James was arguing ..... his manager ..... taxation.

6. Investors can participate ..... the management of the company they invest ..... , but
must keep ownership at less than 50%.

7. You should be apologizing ..... your customers ..... wasting their money.

8. He may become a good manager. It depends ..... his communication skills.

9. Jane was talking ..... her boss ..... her plans to leave the company.

10. They focus too much ..... their weaknesses, jump to conclusions too quickly and
label all local staff as the same.

I11. Make these adjectives negative, using prefixes from the box.

aggressive, ambitious, complete, efficient, familiar, enthusiastic, motivated,
profitable, secure, skilled

IV. Guess the word according to its definition.

1. something belonging to an individual or a business that has value or the power to

earnmoney e _
2. someone you work with, used especially by professional people and managers _
a

3. a date or time by which you have to do something or complete something
i

4. an experienced person who gives advice to less experienced people to help them
intheirwork 0 _

5. someone who buys things in order to sell them to someone else, or who helps to
arrange business deals for other people e

6. time that you spend working in your job in addition to your normal working hours
7._th_e_er;1p16}7ees who sell a company’s products are the sales representatives, usually
knownas e

8. involving actions to keep someone or something safe from being damaged, stolen
etc___u__

9. a particular quality or ability that gives someone an advantage in relation to others
—_—— e —_————

10. money that is paid by a government or organization to make something cheaper
to buy, use or produce I
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V. Make word combinations out of these words and use them in sentences of your

own.

management

managerial

international

VI. Word formation. Fill in with the missing forms.

Mmanager

Noun Adjective Verb
develop
élobalization
.r.r.lanagerial
.rﬁ.otivation
persuade

VII. Choose the correct alternative to complete each sentence.

1. You must keep staff ......

A. generated

B. motivated
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, especially when things get difficult.

D. informed



2. Try to ensure that each employee’s .................... is not too great.

A. working B. work-to-rule C. working party  D. workload
practice
3. What can we do to improve .................... in this department?
A. morale B. mortality C. moral D. temperament
4. The merger will allow the combined company to ................... COSsts.
A. fall B. decline C. reduce D. gain
5. The chief executive was .................... because she was incompetent.
A. resigned B. dismissed C. make redundant D. fire

VIIl. Complete the dialogue between the Managing Director (MD) and the
Personnel Manager (PM). Choose the words above to fill in the gaps.

accounting for managers sales

communications new technology

computer systems promotion and marketing

distribution manage

make decisions specialized management-training courses
MD: John, we must think about 1) ...........cccccvene. for our junior managers.

PM: Yes, our promising younger people need to learn about management structures.
MD: They need to know how t0 2)........c.ccceevvvennene and results of these decisions.

PM: And, of course, 3) ....cccccevveevnennne. is essential. And they must know how to read
the balance sheet.

MD: Without it, they will never 4) ....................... successfully, and they won’t know
anything about stock control, costing, pricing... you name it.

PM: Yes, cost and price decisions depend on knowing this.

MD: Of course, that’s not the only thing they need to know. 5) ......cccoeevieniennns
means that they need to know about things like 6) ............cccccveueenee. :

PM: What else?
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MD:7) e , for example.

PM: Yes, and | think that the 8) ............c..cceee. departments need managers with
this background, as well as the 9) ..........ccceevene. department.
MD: Eventhe 10) ....c.cccceevveveennn, managers could benefit, too. Perhaps we should

only appoint managers with a Harvard MBA !

IX. Arrange the words into pairs of synonyms.

S

4 aggressive, ambitious, bonus, concentrate on, convincing, effective,
@ foreseen, goal, manage, skilful, hostile, target, safe, enthusiastic,
predict, persuasive, efficient, premium, protected, skilled, focus on,
determined, interested, run

)

N

X. Report the sentences using the reported verbssaid, informed, asked, wondered...

1. The CEO has appointed a new management team.

Xl. Put the question to each sentence.
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1. They ignore the background, education and cultural differences between
themselves and their staff.(special question)

2. Young executives come back from business school armed with big
ideas.(alternative question)

3. Management problems always turn out to be people problems.(general question)

4. When managers work in foreign countries, they may find it difficult to understand
the behaviour of their employees.(indirect question)

5. It is important for young managers to make key people believe in them and trust
them.(tag question)

6. We should adopt a more sympathetic attitude towards them.(to the subject)
7. Employees are becoming more valued by management.(alternative question)

8. In the past, management and workers were completely separate, even to the extent
of having separate restaurants for lunch.(tag question)

XIl. Translate the sentences into English.

1. KoMmanusi umieT MeHemkepa Mo Ipojaxkam JiJisi CBOEro HOBoro (Guiauana B
[Tapuxke.

2. Y MeHeKEepPOB OTCYTCTBYET MOTHBAIIUSA, TAK KaK UM PETYJISIPHO HEIOTIJIaYUBAIOT
3a X padory.

3. Ecau MCHC/KCP YIIPABJIACT MHOI'OHAIIMOHAJIBHBIM KOJUICKTHBOM, OH JOJIZKCH
OBITH TOJICPAHTHBIM U OJHHAKOBO OTHOCHUTBLCA KO BCEM COTPYAHUKAM.

4. Hacrosimuii MeHeIKep HE IMOJAaBIISIET CBOMX CIIYXalllMX, a BOOAYLIEBISAECT U
MOTHUBHUPYET.

5.3a mocnenHue JBa rojla CETh Mara3uHOB BBIPOCJIA B HECKOJIBKO pa3 Oyarojaps
MPaBUWJIBHOMY MEHEKMEHTY.

6. AMOWIIMO3HBIE JTFOIU BCET/1a UCIIOIB3YIOT CBOU BO3MOKHOCTH MaKCUMAJIbHO, OHU
CTaBST TIEpeT COOO0H 1SN ¥ TOCTUTAIOT UX.

7. Korna Bl paboTaeTe ¢ MHOTOHAIIMOHAJILHOM KOMaH/10M, BaM CJeAyeT MPUHUMATD
BO BHUMaHHE OCOOEHHOCTHU Ka)/J10M HalUH.
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8. DTtot TOII-MCHC/KEP HM3BCCTCH TEM, YTO OH OTKa3aliCid OT TpaduIMOHHOI'O
YHPAaBJICHYCCKOTO CTHJIA B I10JIb3Y MOTHUBAIIUU IICPCOHAJIA.

9. Xopommiit MeHeKep o mpoAakaM OepeT Ha cedsl MHUIMATUBY. DTO O3HAUaeT,
YTO €CJIM Ball KJIMEHT CIPAIIMBAET BAC O YEM-TO, IO3HAKOMBTE WJIM MPEICTABbTE
eMy elle KaKoi-To 0I00HBINA TOBAp WK YCIIYTY.

10. D¢ dexkTruBHOCTH PAaOOTHI MEHEKEepa B HAMOOJIBIIEH CTENEHN 3aBUCHUT OT €ro
JIMYHBIX KauyeCTB.
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Test 2
Conflict

I. Guess the meaning of the word according to its definition.

1. an amount of money that a business has to spend on something __ p

2. much more than is reasonable or necessary s
3. the ability to remain the same in behavior, attitudes, or qualities
___Y
4. official discussions between groups who are trying to reach an agreement _
0 _______
5. the final result of a process, meeting, activityetc. ¢
6. relaxed and informal _~ _u
7. that needs to be dealt with |mmed|ately _9__
8. inaway that is considered right or correct y
9. needing a lot of time, ability,andenergy _ _m_
10.strong enough to deal successfully with dlfflcult conditions or situations _ ¢

I. Fill in the words in the correct form.

accept counterpart propose

address cover (V) resolve

agree exceed sales target

contribute place (v) tough
1. American chief executives are paid far more than their ................... in the UK.
2. Many companies are facing ................... competition.
3. It took a massive $ 1.68 billion pretax charge to ............. losses from bad loans.
4. Doctors should not .............. expensive gifts from pharmaceutical companies.
5. The use of technology has enabled NatWest to .................... a problem facing
many businesses across the UK.
6. Actually, I ................... with Mike on this point.
7.Lyle oo that | become his business partner.
8. The airline has .................... a large order for jets with Boeing.
9. Most pension disputes will be ................... within a year.
10. His department .................... $ 3.3 million towards the fond.
11. They have already reached their .................... for this year.
12. Working hours must not .................... 42 hours a week.

I11. Make up word expressions.

1. to address a) the sales target 1. to miss a) a suggestion
2. to arrange 2. to place b) sb’s advice
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3. to exceed b) a signing-on 3.to reach c) dramatically
4. to get bonus 4. to reject d) a meeting
5. to give c) an effort 5. to request e) an order
6. to lead d) to a strike 6. to resolve f) sb’s mind
7. to make e) half way 7.to rise g) a conflict
8. to make f) delivery 8. to show h) actions
9. to manage g) an issue 9. to speak 1) an agreement
10. to meet h) to the point 10. to take J) frustration
I) concessions
J) a conflict

IV. Find 10 pairs of synonymes.

o

CD talks/ important/ to refuse/ expenses/ to solve/ properly/
negotiations/ proposal/ to compromise/ to concentrate/ to
differentiate/ to meet half-way/ suggestion/ to reject/
thoroughly/ to focus/ to distinguish/ to sort out/ urgent/ costs

/
N
V. Tick all possible prepositions.
with | to at on about towards |in
1. to agree
2. to argue

3. to be angry

4. to complain

5. to
concentrate

6. to
contribute

7. to focus

8. to get back

9. to involve

10. to lead

11. to shout
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12. to worry

13. to place an
order

14. with
reference

VI1I. Choose the correct word.

. I’ll ask my bank manager for advice/ advise about investment.

. Lawyers here only get their fee/ wages if they win the case.

. The income/ salary from the investment is $ 52, 000 a year.

. Do these cars confirm/ conform to the new safety regulations?

. You shouldn’t read confident/ confidential documents!

. The unions criticized the government’s economic/ economical policy.
. Please send me your latest catalogue and prize/ price list.

. We’ve increased produce/ productivity by 10 % in this factory.

O NANDN DW=

VIII. Match the word to its definition.

1. assertive a) done or given officially or publicly

2. compromise b) to take goods or mail to a place

3. counterpart c) to make someone believe something is not true

4. exceed d) to find a satisfactory way of setting a disagreement, dispute etc.

5. formal e) to refuse to accept a request, suggestion, or offer

6. frustration f) behaving in a confident way so that people listen to your opinions
and ideas

7. deliver g) someone that has the same job or purpose as someone in a
different place

8. resolve h) an annoyed or impatient feeling that you get when you are
prevented from sth

9. reject 1) to be more than a particular number or amount

10. trick J) an agreement between two people or groups in which both sides

agree to accept less than they first asked for

IX. Complete each sentence with the correct form of the given word.

employ

1. Inanareaof high .................... people are desperate to find jobs.
2. Every ..o, of the firm is entitled to a 10 % discount.

3. Her oo gets very angry if she uses the phone too much.
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distribute

1. British Leyland .................... their cars throughout the world.
2. His job is to organize the .................... of money to students.
manage

1. The unions had underestimated the employers’ ability to .................... .
2. He spent 14 years with IBM in sales, marketing and .................... :

3. Tobeagood................. you need loads of energy.

know

1. We need somebody with a good working .................... of French.

2. Our company is well-................... abroad.

3. She’s obviously very ........cccoeeee. as far as marketing is concerned.

contribute

1LHIS o, this year include gifts to the San Francisco library and Museum
of Modern Art.

2. Our department .................... $ 2.5 million towards the fund.

X. Ask gquestions to the sentences.

1. New products must comply with certain standards. (a general question)

2. Unions took strike action to stop the production and distribution of the local
newspaper. (an alternative question)

3. They are almost totally dependent on Western economy. (a tag question)

4. Chanel #5 has been the number one fragrance in the world. (a question to the
subject)

5. Farmers in the northern Indian state grow mostly wheat and rice. (a special
question)

6. Agriculture in this region still employs half the workforce, although it accounts
for only 1 per cent of production. (an indirect question)

X1. Supply the correct tense form.

1. Unemployment ............... (peak) last year and since then ............... (go) down.
2.We .............. (Study) the effect of the fall in the dollar’s value at the moment.
3. Our research ............... (carry out) last year but I ............... (see) the results yet.
4. Turnover ............... (rise) dramatically since we ............... (be founded).

5. The marketing department ............ (recruit) two new assistants so far this year.
6. An extraordinary meeting ............... (hold) next Wednesday.

7.In the UK, price increases ............... (restrict) by the operation of Price Code.

8. We didn’t want to see the accounts because we ............... (see) already them.
9. The office was very quiet. Everybody ............... (go) home.

10. Sales ............... (fall) since the beginning of June.

172



Xl1l. Translate into English.

o

10.
11.

12.

[leperoBopsl B AMepuke cieayeT BeCTH B HeGOpMaJbHOM OOCTaHOBKE,
YTOOBI YYaCTHUKU MOTJIA PacciaOUuThCS.
Ham MeHemxep — O4eHb HETEPHENUBBIA YEJIOBEK M HE JIIOOUT, KOTJa
COTPYIHMKH OMAa3bIBAIOT Ha padoTy.
PykoBoauTenb 11000i KOMIIAaHUKM UHOTJA JIOJDKEH UATH Ha KOMIIPOMHUCC,
9TOOBI H30€XaTh KOH(PIMKTOB C COTPYTHUKAMHU.
Upe3MepHbIi 3pUTENbHBIA KOHTAKT MOKET MPUBECTU K arpeccuu (3710CTH)
ONIOHEHTA.
Hamra komnaHus nenmaer akUEeHT Ha COKPAIlEHHE PacXxo[O0B, MHAYE ITO
OTpa3HTCs Ha 3apIuiaTe pabOTHUKOB.
AMEpPUKAaHCKHE ITOCPEAHUKH NPUIAIOT MAJIO 3HAYEHUS 3BAHUIO U CTATYCY.
Kaxnplii y4acTHUK JOJKEH MOATOTOBHUTHCS K MEPErOBOPAM JTOJKHBIM
o0Opazom.
UT0oOBI pemuTh Kakyro-HHOYAb TPOOIEMY, MEHEDKEP JI0JKEH BBICIYIIATh
MHEHUS U IPEITIOKEHUS BCEX COTPYIHUKOB.
Hair rmaBHbBINM napTHEP OTKA3aJICSA COTPYAHUYATH C HAMU, TaK KaK MbI HE
IIOCTABUJIA TOBAp BOBPEMSI.
[IpennoxxeHue oNmoHeHTa He ObLIO PACCMOTPEHO JOJHKHBIM 00pa3oM.
CHOKOMHBIN W yBEPEHHBIM JOKJIAAUUK MPOU3BOAUT  XOPOILIEe
BIICYATJICHUE HA Ay IUTOPHIO.
A Bame npeanpusATHE NpHAAaeT OOJBIIOE 3HAYEHHE IPOU3BOACTBY
Ka4€CTBEHHOW MPOYKIUN?
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Test 3
New business

I. Guess the meaning of the word according to its definition.

1. dishonestly giving money to someone to persuade them to do something to

helpyou _i_
2. someone who starts a company, arranges business deals, and takes risks in
order to makeaprofit u_

3.acompany or business __t

4. an amount of money that is obtained and used for a particular purpose _u _
5. to calculate what is likely to happen in the future, using a particular method or set
of figures g _
6. the total value of goods and services produced in a country’s economy, not
including income fromabroad s m__ r__
7. an increase in the value of goods and services produced i ina country or area _

w

8. all people who work for a company orinacountry b e

9. a promise to do something or to behave in a particular wa&____ : m__
10. spending by a government, usually a national government _ u
___u_

11. an official rule or order I

12. money that is kept in a bank to be used later or invested, rather than spent

___S
13. money that is paid by a government or organization to make sth such as a
particular food or product cheaper to buy, use, or produce d

14. an offer to pay less tax, given to people who do sth that the government Is trying
toencourage e

15. to use a company’s good performance as a standard by which to judge the
performance of other companies of the same style m_

I1. Fill in the word in the correct form.

balance of exchange rate graduate (V) monetary stable
trade gauge job losses policy trade surplus
entrepreneur debt leadership recession transport links
enterprise regulations
1. The overall .......... in the UK is improving as a result of the strong currency.

2.State governments had sought to promote economic development through close
links with local ....................

3. The two companies plan to establlsh AN e to provide computer services
to the telecommunications industry.
4. If the yen-dollar .................... remains at its current level, U.S. exporters could

lose $ 5 billion in business annually.
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5. The building society hopes to ...........cc....... the likely demand for each property
before the auction starts.
6. The IMF has failed to find money to help write off ...................

7.He......... from The University of California with a degree in mathematlcs
8. The store closings will resultin .................... for about 2, 500 workers.
9. The company did well under the .................... of its founder, Haruo Suzuki.

10. The program is aimed at maintaining the exchange rate against other currencies
by tightening ...................

11. Many economists conS|der that there is a ....cccccvvnenne when industrial
production falls for six months in a row.

12. Tighter ......cccccoveeee. are being introduced to protect the environment from car
exhaust emissions.

13. Japanese enterprises operate under relatively ........ capital market conditions.
14. China has enjoyed a .................... with Japan.

15. Regions with good .................... and a high quality workforce will be at a

competitive advantage in bidding for inward investment.

I11. Make up word expressions.

1. average a) conditions 1. personal a) expenditure
2. business b) investments 2. profits b) currency

3. daily c) labour 3. public Cc) improvement
4. economic d) reduction 4. skilled d) union

5. foreign e) arena 5. slight e) commitment
6. government f) campaign 6. weak f) surplus

7. intellectual g) salary 7. tax g) rate

8. interest rate h) workload 8. unemployment  h) increase

9. marketing 1) policy 9. trade 1) staff

10. monetary J) grants 10. trade J) incentive
IV. Match the word both to its synonym and antonym.

Word Synonym Antonym

1. set up a business a) loan (v) a) stop a business

2. lend (money) b) decline (v) b) increase (V)

3. hire (staff) c) plenty of c) dismiss

4. decrease (V) d) launch a company d) loss

5. surplus e) income e) borrow

6. reduce f) recruit (v) f) deficit

7. revenue g) lower (v) g) go up

V. Supply the correct preposition.
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1. The government was accused ..... incompetence.

a) in b) of c) with
2. A lot of their products appeal ..... the older consumer.
a) for b) to c) at

3. British Steel have benchmarked themselves ..... the best operations anywhere in
the world.

a) to b) in C) against

4. You can borrow money ..... your pension fund on normal commercial terms.
a) from b) at c)in

5. The writer personally contributed $ 5000 ..... the earthquake fund.

a) in b) for c) towards

6. If talks start, this package is likely to be a basis ..... negotiation.

a) for b) to c) of

7. The discovery of oil acted as stimulus ..... the local economy.

a) for b) of c) to

V1. Fill in the word in the correct form.

A:

1. Our top priority is to maintain customer ....... in our product. (confide)
2. lam ..., to succeed in my caree. (determine)

3. Once again private ...........ccoeue.. has not waited for government to

take the initiative. (entrepreneur)

4, MOre ....cccevveenne. is also needed to develop the food-processing
industry in rural areas. (invest)

5. A large proportion of the company’s ..... work outside the UK. (employ)
6. He was accompanied in the trip by the chairman of the three major US

auto makers and other 18 business .............. . (lead)

B:

negotiate

1. Thesalary is ........cccooenie. so how much do you think I should ask for?
2. Unfortunately, .................... with the union have been broken down.
profit

1. Any line which proved .................... was immediately discontinued.

2. Couldn’t some workers be more ................... employed in other department?
3. Doubts have been expressed as to the .................... of the business.
grow

1. Thereisa....ccccoevenrnne. awareness of the need to improve productivity.
2. The government is worried about the .................... in public expenditure.
produce

1. The new model should be .................... in three months.

2. The finished .................... must leave the factory in perfect condition.
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3. I’'m afraid our talks with the manufacturers have been .................... )

VI1I. Match the halves of the sentences and put the verbs into the correct form.

A:
1. We can’t invest in that country a) we can close the meeting.
2. I’1l let you know b) after they (tell) us about their special
3. When we ... (discuss) the contract discount.
4. We will deal with the insurance c) they want us to promise better terms
5. Before they ... (sign) this contract for future business.
6. If the project .......... (fail), d) until their economy (be) stable.
e) we (lose) a lot of money.
f) as soon as | (receive) their brochure.
B:
1. We ... (make) this country great again as long as you ......... (give) us your vote.
2. Ifwe .o, (come) to power, we will provide jobs for everybody.
3. Unless they... (be committed) to the project long-term, they ...... (not carry) it
through.
4. As long as the project ................... (be financed) from outside sources, we
.................... (have to) ensure a much higher rate of return.
5. While |l ......cccocv. (look for) ajob, I ....cccvvvnene. (continue) to study.
6. Before she ................ (apply), she ............... (attend) different training courses.

VIII. Translate into English.

1. OOMeHHBI! Kypc BaJIOT B Halllel CTpaHe UMEET HeCTaOMIIbHOE TOJI0KEHUE, UTO
IIPUBOJUT K U3MEHEHUIO DKOHOMUKH.

2. Xopommii MEHeIKEp JOJKEH OBbITh YBEPEHHBIM U PEIIUTEIBHBIM JUIsI TOTO,
4TOOBI KBaTU(UIIUPOBAHHO PYKOBOJAUTH MEPCOHATIOM.

3. Kaxnprit mecsiy mpeanpustue OTHPABISIET KaKoro-HUOyab pabOTHHKA Ha
oOyyJaroine Kypchl.

4. J1ns1 Toro yToOBI MPOBECTH XOPOIIYIO PEKIAMHYIO0 KaMIIaHUI0, HAaM HEOOXOAUMO
0OpaTUTHCS B PEKJIAMHOE areHTCTBO.

5. Ilpu ocCHOBaHUM KOMITAHUHM MOKHO B3SITh 3a€M B OaHKE.

6. B SlmoHum OTKpBUICA WEHTP BBICOKUX TEXHOJOTHUM, KOTOpOMY TpelyeTcs
BBICOKOKBAJIM(DUIIMPOBAHHBIN TIEPCOHAI.

7. UToOBbI 3amyCTUTh HOBBIA MPOAYKT, HEOOXOJIMMO MPOBECTH MAPKETUHIOBOE
WCCIIEOBAHNE PHIHKA.

8. Hame npennpusitue ocraercs NpuObUIbHBIM, HECMOTPSI HAa KPU3HUC B CTPaHe.

9. Ham aupektop pemmui B3sTh OTIYCK, TaK Kak OH paboTaeT Jo0Jroe Bpems Oe3
OTABIXA.

10. HMHocTpaHHbIE WHBECTULMH JAlOT BO3MOXHOCTb OCHOBaTh KOMIIAHHUIO,
MOJIEpPHU3UPOBATH €€, a TAKXKE CIOCOOCTBYIOT €€ BHIXOy Ha MUPOBOI PHIHOK.
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Test4
Products

|. Match the words to their definitions.

1. design a. improve the quality or value of something
2. earnings b. a move to a more important job or rank in a company
or organization
3. economical c. to make changes, especially small changes, to something
in order to improve it and make it more suitable or effective
4. enhance d. something useful and intended to be sold that comes from
nature or is made in a factory
5.fashionable e. attractive in a fashionable way
6. modify f. the way in which something has been planned and
made, including its appearance, how it works etc
7.user-friendly  g. popular, especially for a short period of time

8. product h. the money that a person receives for the work they do
in a particular period of time

9. promotion I. easy to use or operate

10. stylish J. using time, money, goods etc carefully and without wasting
any

I1. Supply the right preposition.

1. The new variety of Kiwifruit is sweeter and more attractive ..... Asian tastes.

2. Good design will never go ..... ..... fashion.

3. Companies spend far too much ..... launching and promoting new products.

4. They claim that none of their cosmetics was tested ..... animals.

5. The European manager is not very enthusiastic ..... selling the product.

6. A CD tower system has several special features which should appeal ..... our
customers.

7. There was a very strong demand ..... jeans and T-shirts over the last month.

8. I am afraid your terms ..... payment are not acceptable ..... us.

9. It is necessary to develop a new product and to invest a lot of money ..... it, as it
will help our company to compete ..... other companies or another industry.

10. We specialise ..... distributing high quality goods.

I11. Complete the text by writing one appropriate word in each gap.

If you want to .......... success with a new product, there are a number of steps you
have to get right. First, you should identify a .......... in the market: a need for a
product that doesn’t exist yet. Then you can either .......... a completely new product
idea, or modify an existing product idea. It is important to .......... market research to
check if your idea will have a market, and to be able to target the right .......... Next,
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you must decide how to .......... the product, for example by developing an effective
advertising campaign.

IV. Put the question to each sentence.

1. The board has already signed contracts with the four largest kiwifruit cooperatives
in Italy. (alternative question)

2. Multinational companies which manufacture products in developing countries
help the world economy. (general question)

3. Goods will be dispatched within 24 hours of your order.(special question)

4. The kiwifruit Marketing Board has retained all marketing and selling rights for
Europe and overseas for the trademarked variety.(indirect question)

5. The fake goods reduce the company’s own sales.(to the noun)

6. Most of the best ideas are discovered by accident.(tag question)

V. Complete the sentences with the correct word from the box.

best-selling high-quality luxury profitable risk
distributioninnovative  products  reliable well-made

1. Consumers want .............c........ products, but they want them at bargain prices.

2. Valentino chocolates are recognized as ...........cccccevenenn products with a delicious
and unique taste.

3. We supply goods to customers who want ........................ design.

4. Toshiba’s consumer electronics ................ceeueene... were previously marketed in

Italy through a distributor.
5. The system will significantly improve communications and be more
......................... than the current equipment.

6. There is always SOMe ...........cccceevveenneen, with any kind of investment.
7. Samsonite sells practical and ...............cccccoe..e. bags and suitcases.
8. Nestle makes many of the world’s ............cccceeee.. food products.

9. The company plans to establish a network of central warehouses to make product
........................ more efficient.

10.  Electric  reported annual earningsthat make it the  most
............................. company in the US.

VI. Read the email from the chief executive to a product manager at a company.
Choose the best word A-D to fill each space.

Dear Alice,
I’m getting concerned about the state of our plans for the 1) of the new XZ6
product in September next year. The product has been tested extensively, and 2)
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will start in May as planned, but we have had no concrete plans from our
agency about the advertising campaign. 3) must be informed in plenty of time
for the launch, so that they can build up stocks in their shops, but we have done
nothing on this front yet. A special website must be developed for the model, but
none of our website 4) are aware of what they have to do. In all these areas,
the 5) are becoming critical.
Please let me know what you plan to do about the situation as soon as possible.
Vanessa Leyton
Chief Executive

1. A commence B launch C start D begin

2. Aproduction B making C manufactured D working

3. AConsumers B Manufacturers  C Shoppers D Retailers

4. A developers B software C screenwriters D hackers

5. A latenesses B delays C absences D cancellations

VII. Guess the word according to its definition.

1. a set of similar products made by a particular company or sold in a particular shop
a

2. to show or make a new product available for sale for the firsttime =~ ¢

3. the employees who decide what to purchase, and who to make the purchases of

finished goods or components to be made into goods, arethe _u

4. to keep something or to continue to have it a

5. goods that are produced in order to be sold, espeC|aIIy goods that are sold in a

store  r_ I

6. to produce large quantities of goods to be sold, using machinery __u

r

7. a person or business responsible for making goods available to customers after

they have been produced, either one that sells directly to the public or one that sells

tothe shopsetc 1 u_
8. a large building for storing items before they are sold, used or sent out to shops,
or a large shop selling a large number of a particular items at a cheap rate e

9. used to describe situations and behaviour in which businesses are trying very hard
to be more successful than others, for example by selling their goods or services
more cheaply thanothers _ o i1

10. a name, sign, or deS|gn on a product to show that it is made by a particular
company _ _a_

VI11. Choose a verb from the box to complete each sentence and write it in the correct

form, active or passive.

distribute  modify produce
have manufacture promote
launch look at offer
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The very first step in the launch of a new product is when the Research department
...... 1) an idea. In the next step, the Marketing department ...... 2) it, and decides if
they think it will sell. Sometimes, the Research department ...... 3) the design a little.
Next, a prototype ...... 4) to see if it works. Then maybe it ...... 5) to a small number
of customers on a trial basis. If everything looks OK, the new product ...... 6) on a
large scale. The marketing department ...... 7) the product through an advertising
campaign, and then it ...... 8) onto the market. Large quantities of the product ...... 9)

to sales outlets all over the world.
%

CD competitor, display, durable, examine, exciting, expensive,
fashionable, goods, manufacturer, modify, production, products,
show, pick up, rival, long-lasting, inspiring, high-priced, raise, up-
to-date, change, producer, output, test )

IX. Find synonyms among the following words.

N

X. Change the active sentences into the passive.

1. National Westminster Bank has launched a commercial insurance service for
small businesses.



Xl.Translate the sentences into English.

1. Ecnu BBl HE OCTaBUTE TOBAap K KOHILy 3TOW HEAENH, Mbl OYJEM BBIHYKICHbI
OTMEHMTH 3aKa3.

2. HoBasg mnpomykKuus 3alMINACT OKPYXKAIOLIy0 CpEely U COOTBETCTBYET
TpeOOBaHUAM MOKyHaTeNEH.

3. S npeanouuTard MOKyNaTh MNPOYHYI0 U HAJEKHYIO OOYBb, CACIAHHYIO U3
HaTypaJIbHOU KOXH.

4. Jlnsg ycnemiHoro 3amyckKa IMpOAYKTa OYE€Hb Ba)XXHO HANTH HYXHBIX JIFOAEH,
KOTOPBIE MOTYT IIOMOYb C POBEAECHUEM PEKIAMHON KOMITAHUH.

5. VHHOBammoHHOE HU300peTeHHe ObUIO YCIEIIHO HCHBITAHO M CKOpO OyAeT
BBIITYILIEHO Ha PBIHOK.

6. Hama xomnanus cokycupoBaia CBO€ BHUMaHHME Ha IM3aliHE U KaueCTBE CBOEH
IPOIYKIHUU.

7. OHU XOTAT NpUBJIEYb NOTPEOUTEIEH BRICOKOKAYECTBEHHBIMU U 3KOHOMUYHBIMU
TOBapamu.

8. Ha xakoil cerMeHT pbIHKa Bbl HALIEJIMBAETE BAIll HOBBIM MPOAYKT?

9. Ilpu nokymnke OBITOBBIX AJIEKTPONPUOOPOB CIIETyeT YOSAUTHCS B TOM, UTO Ha HUX
€CTb TapaHTHSI.

10. DToT MarazuH mpemIaraeT MUPOKAN ACCOPTUMEHT TOBAPOB U MPOJAET UX IIO
pa3yMHBIM II€HaM.
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PA3JEJI KOHTPOJISI 3SHAHUI

1 cemecTp

TPEBOBAHMUSA K 3AUYETY

1. UreHue co cioBapeM OPUTHHAIBHOTO TEKCTa MO CreuaibHOCTH 00hemMoM 1300

II.3H. Hepenaqa KpaTKOT'O COACPKaHUA TCKCTA Ha AHTJIMMCKOM SI3bIKE

2. HepeBon OTPBIBKA TCKCTA, COACPKAIICTO AaKTHBHYIO JICKCHUKY IIO HpOﬁI[CHHBIM

TE€MaM, C aHIVIMMCKOIO HA PYCCKUM A3BIK.

3. Becena Wi Juajioru 1o HpOﬁI{CHHLIM YCTHBIM TEMAM N PCUCBLIM CUTYAIIUSAM.

2 cemecTp

TPEBOBAHMUSA K DK3AMEHY

1. Urenue Oe3 ciioBaps OPUTHHAIBHOTO TEKCTA IO creruaibHocTi oobemom 1500
1.3H. [lepenaya KpaTKOTO CoJIep:KaHUsI TEKCTA HA aHTJIMHCKOM SI3BIKE.
2. IlepeBop ¢ mucta ¢pparMeHTa JaHHOro Tekcta 00bemoM 400 1.3H.

3. HepCBOI[ HpGHHO)KCHHﬁ, COACpKAIMX AKTHUBHYIO JICKCHKY IIO HpOﬁIICHHBIM

TEMaM, C PyCCKOT'O Ha aHTJIMHUCKUU SI3bIK.

3. becena nnu nuanaoru Mo MpONACHHBIM YCTHBIM TeMaM U PEYEBBIM CUTYAIIHSM.
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LEXICAL - GRAMMAR TESTS
KoHTpoJibHBIE TECTHI

Unit 1

“Jobs and Careers”

I. Match English words with their Russian equivalents.

1. applicationform a. puma, JouepHee MPeapUsITHE

2. short-term b. paboTaThCBEPXYPOUHO

3. togetahead C. 00paTHAsICBA3b

4. currentjob d. TTIaBHBIN MCIIOJHUTEIBHBINA TUPEKTOP
5. subsidiary €. paHO YHTH Ha TICHCHUIO, B OTCTAaBKY

6. staffturnover f. 3asBiIeHNE

7.theCEO g. COCJIUHATH 110 TenedoHy

8. putsmb. through h. kpaTKOCpOYHBIit

9. feedback 1. TEKy4eCThKaApPOB

10. challenge j. BBI3OB, CII0)KHOCOTBETCTBCHHOE3aJaHHC

11. totakeearlyretirementk. nactosmaspadora

12. toworkovertime l. mpoaBUTaTHCS 1O KaphEPHOM JICCTHHIIC

I1. Replace the underlined words with their synonyms in the correct tense form, given
in the chart.

to get the sack, career opportunities, the company, staff, sales revenue, to
take a career break, to recruit, vacant position, to have linguistic ability, to
get ahead in a career, salary, to make a fortune

1. It’s very difficult to climb a career ladder for the person who has just applied for
a job.

2. He was fired because he had been constantly late.

3. The personal assistant took time off work to look after her baby.

4. This company offers excellent career prospects, so that every employee has a
chance to be promoted.
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5. Some people save money all their lives and by the time they are old, they
becomewealthy.

6. This company motivates its staff with the help of high payment.

7. The successful candidate for the position of a sales manager should speak at least
twoforeign languages.

8. The new contract will enable us to employ about 50 extra people.

9. Fast-Track advertised the post only inside the firm as it believes in offering career
opportunities to its personnel.

10. The company announced that its annual profit was 25% below target and very
few sales contracts had been made.

I11. Fill in the gaps with the correct preposition where necessary.

1. While selecting an applicant, you should pay attention ... his level of education,
experience and the ability to work in a team.

2. — Good morning. Could I speak ... Mr. Brown, please?

Hold ... . I will putyou ... .

3. Having worked in Human Resources for 10 years, Mr. Smith got a promotion and
now he is ... charge ...this department.

4. Newly-employed people often face ... problems because of the lack of experience.
5. My current job involves frequent travel ... the region.

6. The profitability of a company depends ... many factors, such as the performance
of its employees, its advertising campaign, its strategy, etc.

7. All the applicants are expected to fill ... an application form and to send it to the
company not later than the 3" of July.

8. | feel I am well qualified ...the position because I have a good knowledge of
computing, numeracy skills and the ability to handle administration.

9. Many teenagers often find it difficult to decide ... a career plan while they are still
at school.

10. One of the keys to your success is the ability to get ... well with people.

IV. Paraphrase the following word combinations and use them in sentences of your
own.

. a person who applies for a job

. a person’s place or rank in employment

. act of choosing

. a person who employs others

. a person who is employed

. those who are without jobs

. something successfully finished or gained, esp. through skill and hard work

~N o Ok~ Wi
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8. using a type of computer program that allows figures to be shown in groups on a
screen so that quick calculations can be made

9. a manager of a higher rank

10. a person who can work effectively in a group of people

V. Complete the sentences using can, could, was/were able to, would.

1. ..... the new photocopier print out a whole book in less than five minutes?

2. After six hours of negotiation, we ..... make some progress.

3. He was a brilliant linguist and .. speak over a dozen languages fluently.
4.“.....youmind going on a tralmng course?” “Not at all, as long as it’s next month.”
5. %“..... you show me your application form?” ““ Certainly. Here you are.’

6. “..... I take a career break?” “Sure, as long as you haven’t had it for 3 years.”

7.1 thlnk he ..... get a promotion soon. He is so talented and hard-working.

8. Emlly ﬁnd a good job despite her lack of formal qualifications.

9. “..... I use your mobile phone?” “Sure, you ..... — go ahead.”

1

0 .. you do me a favour? Check my E- mall, please.

V1. Put the question to each sentence.

1. Businesses continually need to hire good personnel to take the place of workers
who retire.

(indirect question)

2. Most large companies have special departments which are responsible for
employer-employee relations. (general question)

3. | think that the first impression people have of you is the right impression.
(alternative question)

4. Mike has succeeded in getting the contract signed. (to the subject)

5. Mr. Jewel is trying to raise some more money at the moment because he is going
to set up a small business in 5 months. (special question)

6. The job description will tell the applicant exactly what to do if he is interested in
the position. (indirect question)

7. Some people think working in a bank is boring. (tag question)

8. This company provides generous fringe benefits for its employees, including
insurance and medical payment. (special question)

9. Not many people manage to make a living as a successful artist. (general question)
10. A portfolio worker is a professional person who works for many different
companies or individuals. (alternative question)

11. The job market is getting more and more competitive and the idea of a “job for
life” has already become old-fashioned. (tag question)

12. Yesterday | had an interview for a holiday job at a summer camp for children.
(to the subject)
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VII. Fill in the gaps with one of the words given below in the correct form.

@

(D interview, well-paid, to dismiss, to hire, to specialize in, to fire, to get a
promotion, to fill in, enthusiastic, unemployed, to apply for, fast-
learner, skilled, applicants

—/

At the moment I have a very good, 1) ... job that I enjoy doing, but it hasn’t always
been like this.

Several years ago | used to work as a salesman for a small company that 2) ...
producing items of furniture. It was the sort of job where you had to be 3) ... , you
had to believe in your product and do everything possible to sell it. But times were
hard, and a lot of companies had to 4) ... a lot of their employees, so our company
also started to 5) ... the number of people it 6) ... in order to save money —
fortunately I wasn’t one of them — but in the end it had to close down, and | found
myself 7) ...for the first time in my life. I 8) ... several jobs in similar companies,
but I wasn’t successful — every one of them turned me down.

Then one day | was looking through the paper and | came across an advertisement
for courses that specialized in journalism. I 9) ... an application form, sent it off,
was accepted onto the course, studied hard, was a ...10) ..., passed my exams, and
becamea 11) ... journalist. I then wrote to a small magazine, attended an 12) ... with
dozens of other 13) ... and, to my surprise, I got the job. The magazine grew in size
and popularity, I 14) ... this year and now I’m the editor, so I suppose, I have been
lucky, really.

VIII1. Give the opposite to the following words.

.abadly-paidjob .......................

. to have a full-time job ......................
.tospend money ......................

. to become poor .....................

. to stand still in a company .......................
. to work fora company .....................
.tobehired .....................

Jtofail ool

.the lineisfree .......................

10. short-term .....................

O 00 1 N DN B~ WIN B
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I X. Match the words to make word partnerships.

1. to apply a. tasks

2.torun b. challenge

3. to deal c. one’s best

4. to make d. with a problem
5.to do e. a vacant position
6. to study f. a fortune

7. to fill g. progress

8. to evaluate h. for a job

9. to delegate I. for extra qualifications
10. to broaden J. a business

11. strengths and k. one’s skills

12. toaccept |.weakness

X. Translate the sentences into English.

1. I'naBHBIN UCTIOTHUTENBHBIA TUPEKTOP HECET OTBETCTBEHHOCTH 32 3(DPEKTUBHYIO
paboty GhUpMBI.

2. Eciu Bbl paboTaere CBEpXypOYHO, KOMIAHUsS BBHIMJIAYMBAET BaM B JBOMHOM
pasmepe.

3. OHa oTKa3zaJlacb OT HEHOPMHUPOBAHHOrO pabouyero rpadpuka, MOTOMY YTO OHA
XO0TeJia MPOBOJUTH 0O0JIbIIIE BPEMEHU CO CBOCH CEMBbEH.

4. VYBepeHHBI KaHIMAAT BCErga HWMeEET MPEUMYLIECTBA II€pe]] CBOMMU
KOHKYpPEHTaMH.

5. 1 Toro 4yToOBl MMETH ycmex B paboTe Thl JAOKEH MOCTAaBUTh HECKOJIBKO
BAXKHBIX LIEJIEH.

6. Jly1s1 ycrienmHoro npoABMKEHUS 10 KaphepHOH JIECTHUIIE BAM HEOOXOAUMO BpeMs
OT BPEMEHHU MPOXOAUTH KyPChI TOBBIIIECHUS KBATU(DUKAIIIH.

7. HupekTopy KOMIaHUU TpeOyeTcs HaACKHBIM, OBICTPO OOydaeMblil MOJIOJO0M
YEJIOBEK Ha JIOJHKHOCTB JIMYHOIO KOHCYJIBTAHTA.

8. — Mucrep Cmut, Bam 3Bonut Muctep JKy>3n1 1Mo MOBOAY OYEPHETO
npeanpusatus. Bac coenuHuTh?

- Her, ckaxxure, 4TO 51 IEPE3BOHIO €MY IO3]IHEE.

9. Ecnu BbI 3HaeTe 2 s3bIKa, TO BaM Oy1eT HAMHOT'O IIPOILe HAUTH XOPOIIyIo padoTy.
10. Mos cectpa xorena Obl HATH pabOTy B OTHAENE MAapKETUHIA, a JUIsl MEHSI HET
paloTHI JIy4llie, 4eM B OTJIEJIE KaJIPOB.
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Unit 2
“Trade”

|. Put the verb in brackets into the correct tense form.

1. They guarantee that they ..... (refund) our money if we ..... (be) not fully satisfied.

2. In general, teenagers ..... (spend) a higher proportion of money online than the rest
of us.

3. Over the past of ten years, there ..... (be) a tendency for business correspondence
to become simpler, more informal and this tendency ..... (be) even more visible in e-
mails.

4. We ..... (try) to reach an agreement on a joint venture all day.

5. DirectSun ..... (come) into the room, the director of DirectSun ..... (have)
negotiations with an important business partner.

6. They ..... (promise) to dispatch the goods within two days of our order, but they
..... (arrive) yet.

7. The machines ..... (be) faulty, so we ..... (return) them to our supplier.
8. We ..... (deal) with your order at the moment.

9. Lifetime Holidays ..... (have) many high street shops and a large catalogue of
holidays.

10. We ..... (try) to reach an agreement on a joint venture all day.

Il. Match the words to their definitions.

1.agenda a. a person or company that sells a particular type of product
to a customer

2.bargain b. a plan or timetable for doing something

3.discount C. a business activity in which two or more companies have

invested together
4.fee d. a person or company that sells goods in large quantities

5.interest free e. a company or a person that sells goods to members of the
credit public

6.an invoice f. a request by a customer for goods and services

7.joint venture g. a list of the subjects to be discussed at a meeting
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8.method of h. a price reduction often expressed as a percentage of the

payment original price

9.online I. a shop through which products are sold to the public

10.an order J. @ document sent by a supplier to a customer that lists the
goods sold and says how much they cost

11.a retailer k. the way you choose to buy the goods you want

12.retail outlet I. when you can pay some time after you buy, but at no extra
cost

13.schedule m. involving the use of the Internet to obtain and exchange

information, buy goods, etc.

14.a supplier n. something you buy cheaply or for less than the usual price

15.awholesaler 0. a fixed charge, compensation or payment for something

I11. Fill in with the most suitable Modal verb.

1.
2.

Online retailers .......... offer secure online ordering.

In many companies employees .......... wear jeans.

.......... queue up when you buy online.

. High Street retailers .......... present goods attractively to get people to buy.
....... | make a phone call?

. This deal is too important to lose, so we .......... make a mistake.

ACV ... be printed on good quality notepaper.

. Customers .......... be confident that their credit card details are secure.

. I think we’re all in agreement, so we .......... discuss it any further.

10. You .......... advertise these goods online, it’s prohibited.

IV. Supply the right preposition.

1. Most teenagers pay goods online their parents’ credit cards.
2. We didn’t have any more paper stock so we had to order some more.
3. Let’s talk the time for setting the website.
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4. That could be all right — as long as | get some money advance.

5. They offer a discount customers who buy bulk.
6. The way the Internet encourages people to shop about has a big impact the
market.

7. E-toys had a great service for selling toys online in America and in Europe, but
eventually they ran money and had to go liquidation.

8. Alpha Tex will place an order condition that we give them an extra discount
for cash.

9. Goods are kept our warehouse until ready delivery.

10. If we are not satisfied your service we will look for another supplier.

V. Choose the correct alternative to complete each sentence.

1. If you want to obtain up-to-date information about any possible subject, you need
..... to the Internet.

A entrance B access C way D approach

2. Shopping on some websites is like going round a supermarket with a cart and then
going to the ..... .

A checkout B check-in C check mark D check-up

3. People who use the Internet are becoming more and more ..... — they want to be
able to use it wherever they are.

A emotional B moving C mobile D motivated

4. Buying things on the Internet is ..... .

A e-shopping B e-buying C e-commerce D e-business
5. If you want people to visit and order from your ..... , don’t put any obstacles in
their way.

A web site B location C layout D spot

V1. Guess the word according to its definition. The first letter of each word is given.
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2. a person who buys products or services for their own use, rather than to use in
business or to resell c...............

3. the imaginary place that emails and other pieces of information pass through when
they are going from one computer to another c.................

4. setting two different prices online and in shops for the same goods d........

5. an arrangement where a company collects money from a person or organization
and, in return, promises to pay them money if they are ill, have an accident, cause
harm to others etC I................

6. the network of computer systems that allows computer users around the world to
exchange information |.............

7. the way in which the words and pictures on a page are arranged |I............

8. the difference between the cost of buying or producing something and the price
you sell it for m............

9. money that you gain from selling something, or from doing business in a particular

VII. Complete the sentences with the correct word from the box.

bricks-and-mortar  password productive searchable

cut-throat website online tricky receipt urgent

1. Internet retailers have been able to offer .......... prices because they do not have to
bear the cost of running a physical shop.

2. | am afraid this report .......... Is so you will have to stay and finish it.

3. If you buy something from the .......... and you don’t like what you’ve got, you can
return that item to a store.

4. Paying onlineisa.......... business for consumers who are too young to own credit
cards.

5. When you receive an order, e-mail the customer to acknowledge .......... and to

inform them when the goods will be shipped.

6. Pressing parents to spend online is less .......... than pressing on the high street.
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7. A lot of people research products .......... and then go to the store to pick that
product up.

8. Some .......... retailers are adopting a model of dual pricing in order to keep their
position online while maintaining margins in their shops.

9. You log on by entering your .......... , and you can then surf to any site on the
Worldwide Web.

10. Every online store should be .......... , and there should be a search button on the
home page, if not on every page.

VI1II. Put the question to each sentence.

1. Selling online is similar to selling by mail order in many ways.(general question)

2. Online shopping has become a cause for concern in a difficult retail environment.(
to the subject)

3. The key to selling online is to understand or recognise what the customer wants
when they’re on your website and try and provide that information.(indirect
question)

4. Bill Gates wrote his first computer program at the age of 13.(special question)
5. Our shop has a turnover of 3,000 euros a week.(tag question)

6. Parents donated money for the purchase of new computer equipment.(alternative
question)

7. A good website is one that is easy to navigate, easy to find and easy to transact
with.(general question)

8. Previously, most users went online from Internet cafes or at work.(tag question)

IX. Arrange the words into pairs of synonyms.

LD
estimate, extend, query, reduce, urgent, transaction, require, reach,
question, difficult, convinced, immediate, dispatch, expand, purchaser,
decrease, assess )

CD achieve, buyer, complicated, confident, deal, delivery, demand,

193



X. Translate the sentences into English.

1. BeGcaliT KoMIaHUU JOJDKEH MPEIOCTaBISITh OO0JIbIIIOE KOJIUYECTBO HHGOPMAITUN
0 €€ MPOIYKIIHUH.

2. PonutensiM jerye MoTpaTUTh JE€HBIM Ha IOKYNKY B OOBIYHON PO3HUYHOM
TOProBiIe, yeM B MHTEpHETE.

3. Ecnu BBI HE YJIOBJIETBOPEHBI I[€HON, MBI MOXKEM MPEIJIOKUTH BaM HEOOJIBIIIYIO
CKUIKY.

4. Bo BpeMs MeperoBOpoB OYEHb BAaXKHO JOCTUYb COIVIAILEHUS IO BOIPOCAM,
BKJIIOYCHHBIM B IIOBECTKY JTHS.

5. JlaBaiiTe pa3MeCTUM 3aKa3 B KOMIIAHUHU, KOTOPasi NPOJAET CBOM TOBAaphl 4e€pe3
HNuTepher.

6. Hama xkommanus BbIIIa HA MEXAYHAPOAHBIM PBIHOK W OTKPBUIA MAara3wuHbI
PO3HUYHOU TOPTOBJIA B HECKOJIBKUX ropojax Mramuu.

7. KoMmaHum ¢ TakoW pemyTalued IOJDKHBI IPENOCTABIATH MOCIENIPOAAKHOE
o0cITy>)KUBaHHE.

8. IlpaBineHue koMmaHuu OBLIO pazovyapoBaHO PAOOTON OMNTOBBIX TOPTOBIIEB Ha
CKJIaJIax.

9. Ham ¢unman B [Tapuke cMOT MOyYUTh O€CTIPOIICHTHBIN KPEIUT B OaHKE.

10. IIpuBnekarenbHOCT, MHTEpHET caiiTa M Xopouiee 00CITyKUBaHUE SIBIIIOTCS
OJIHUM U3 YCJIOBUH YCIIEIIHBIX MPOJAXK.

194



Unit 3
“Businesses”

|. Guess the word according to its definition.

1. a company that is at least half-owned by another company, its parent company

3. the amount a company receives from sales in a particular periodr......

4. the amount of business done in a particular period, measured by the amount of
money obtained from customers for goods or services that have been sold t.......

5. the total amount of goods or services that people or companies would buy if they
were available d.....

6. the amount of money coming into and going out of a company, and the timing of
thesec... ....

7. all the people who work in a particular country, area, industry, company, or place
of work w........

8. the main office of a company h... ......
9. to become larger in size, amount, or number e.....

10. to describe something in a general way, giving the main points but not the details

11. to give something to someone because they have done something good or helpful
I......

12. to make something better i.......

13. to put money into a business activity, hoping to make a profit i.....

14. to make or produce large quantities of goods to be sold using machinery

Il. Match the words to make word combinations.

1.competitive a. asset
2.excellent b. performance
3.parent C. points
4.share d. price

5. to summarize e. customers
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6. valuable f. commitment

7. offer to g. a competitive salary
8. to deal with h. share

9. to demonstrate I. company

10. to meet J. business

11. to raise K. priorities

12. market . prices

I11. Guess the words given in brackets.

1. In the face of such strong (m/i/o/t/c/t/p/o/n/eli), small grocery stores are going out
of business.

2. Wellings made a number of high-risk (e/t/s/t/n/i/e/s/m/n/v) in the property market
during the last 80s.

3. Some people prefer (r/o/elilnivitie/n/lin/m/aly/I-dly/fin/l/r/ile) products because
they don’t want to do any harm to the environment.

4. Do you know if the (u/r/s/elp/pli/l) will be able to deliver the goods on time?

5. The expedition is looking for (s/i/s/r/sIn/p/o/o/h/p) from one of the major banks.
6. We offer (m/a/p/l/i/ali/r/t) advice on pensions and investments.

7. 1 have been asked to give a short (r/e/n/p/o/s/eli/n/t/a/t) on the aims of the project.
8. The industry has just undergone a period of rapid (a/s/e/i/p/x/n/o/n).

9. He was asked to (u/e/s/s/i/r/m/a/m) the main points of his business plan.

10. Annually our company carries out a (m/t/a/r/e/k) (y/v/elr/u/s) to find out who its
potential clients are and to increase its database.

IV. Find synonyms.

1. headquarters a. to include

2. staff b. rival

3. customer c. outside the company
4. competitor d. consumer

5. to grow e. to value

6. to appreciate f. to employ

7. external g. to expand
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8. to involve h. to start
9. to set up I. head office

10. to recruit J. personnel

V. Supply the right preposition.

1. There is a heavy demand ... car spare parts nowadays.

2. I am very grateful to you ... informing me about the meeting, and ... the agenda
attached.

3. Our strategy focuses ... bringing the customer the best quality for the least money.
4. The companies contribute huge amounts of their money ... the charity.

5. The company was nominated ... being customer-focused and ... the latest
innovations in the sphere of information technologies.

6. The management of the company doesn’t want its employees to be involved ...
the strike.

7. The CEO asked me to find ... more about these training courses for our personnel.
8. Our new up-to-date model responds ... the customers’ needs.

9. To succeed ... our competitive world any company should be aware ... the
situation in the market.

10. Spartak is offering quality chocolates ... considerably lower prices.

11. In order to stay ... ... the competition in any business you should find out what
1s going ... in the market.
12. One of our strengths is that we always try to keep ... ... the latest fashion trends.

V1. Complete the sentences with the correct word from the box. Make changes if they

are necessary. @

\D a multinational company, production, supplier, to be self-
employed, profitable, a bonus, insurance, dedicated, to refer,
handmade

)

N

1. Our government is developing a new pension program for people who are

2. When our employees go on business to Italy they tend to buy expensive .............
shoes.
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3. One of the advantages of .................. companies is that they offer excellent
career opportunities to their staff.

4. While making a presentation you shouldn’t .............. to the notes very often,
otherwise the audience will have an impression that you are not knowledgeable.

5. He is certainly ............. but not very talented.

6. The ............ of consumer goods has increased throughout the world.

7. France is the world’s biggest ............... of champagne.

8. The advertising campaign proved very ............. .

9. Health .............. is one of the ways to protect people from illnesses and
accidents.

10. People who stay more than 2 years in the job receive a special ............. :

VII. Form the right part of speech from the words ‘“produce’”, “succeed”’,

(X3

manage”’.

produce

1. The factory ............ an incredible 100 cars per hour.
2.Englandisa............ of high quality wool.

3.0ur ............ has increased since we hired efficient staff.

4. A ... with a strong brand name is very important for good sales.

5. Management is always seeking ways to increase worker ............ :
6. Our meeting turned out to be very ............ :

succeed

1. The ............ of your presentation depends on thorough preparation.

2. Women need to be tough to ............ in the male-dominated world of business.
3. Were your negotiations ............ last week?

manage

1. How do you normally ............ to be so well organized?

2. The company’s failure was mainly due to bad ............ .

3. Could you tell me how I can contact your regional ............ ?

VIIl. Complete the sentences using Present Simple or Present Continuous.

1. Our major competitor’s subsidiaries ..... (to spring up) on both sides of the
Atlantic. We must launch a new product to keep our clients.

2.1 can’t stand Ms. Fox! She always ..... ( to make) mistakes!

3. Sony ..... (to expand) fast: sales increased by 30% last year and the same figure
is forecasted this year.

4. Catherine ..... (to know) a lot of important businesspeople in Europe.

5. Mr. Kent ..... (to travel) in Australia at the moment. He ..... (to visit) important
new markets there as he ..... (to need) to know more about them.
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6. When Ann ..... (to arrive) at the office each morning, she ..... (to check) her
schedule for the day with her personal assistant.

7. The head of Vista Travel ..... (to want) to make the company a world-class
company.
8. Smithson’s magnificent headquarters building ..... (to stand) in Bloor Street in

Toronto, Canada.

IX. Put the question to each sentence.

1. Levi Strauss and Co. is not just famous for the jeans and casual clothing that it
makes. (tag question)

2. One of the most important features of a successful company is a very good and
strong management team. (to the subject)

3. By the time he was in his early thirties he had four companies with a turnover of
more than $3 million. (alternative question)

4. The trouble began in 1990, when Levi’s management announced the closure of a
large factory in Texas. (special question)

5. In fact, inefficient employees can cost their companies billions. (general question)
6. Microsoft has chosen 50 recruits from the graduates of the elite universities.
(special question)

7. They decided that the only thing to do was to sell their own business. (indirect
question)

8. A successful company could mean a lot of different things to different people.
(general question)

9. Falling production and weak demand have had a negative effect on our plans. (to
the subject)

10. Many national companies such as Belita and Modum are expanding fast
nowadays. (alternativequestion)

X. Translate the sentences into English.

1. TpancHaMOHAIbHBIE KOMIAHUM MpeajiaraloT MNpoQpeccuoHalaM XOpOLIue
KapbEpHBIE BO3MOKHOCTH.

2. MBI TONBKO HENABHO MOSBUIMCH HAa PBIHKE, HO YK€ HMEEM 3HAUYUTEIBHYIO
PBIHOYHYIO JIOJIIO.

3. M#I aklileHTHpYyeM BHUMaHUE Ha KauyeCTBO, YTOOBI YBEIMYUTH HAIIIM MTPOJIAXKH HA
KJIFOUEBBIX PbIHKAaX 3arpaHULECH.

4. JIroGast pupma momKHA OBITH KOHKYPEHTOCTIOCOOHOM, MHAaYe OHA 00aHKPOTHUTCS.
5. MBI npoBOAMM €XEroAHbIE NPE3CHTALIMH, HAa KOTOPBIX BBIACISAEM CHUJIbHbBIC
CTOPOHBI HAllIEW KOMITAaHUH.
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6. Celiuac OH PYKOBOAMTENb OTJENIa KaJIpoB, padOTaeT Ha OJHOM M3 JOYEPHUX
npeanpuaTdd B TOKMO, NOJy4aeT XOpOUIYH 3apIulaTy W HMEET YacCTHYIO
MEIULUHCKYIO CTPAXOBKY.

7. MHOTHE KOMIaHUM padOTAIOT KaK Ha JIOKAJbHBIN, TaK U HA BHEIIHUIA PHIHOK.

8. PykoBoACTBO pemmio 3aKynuTh HOBOE OOOpPYJOBaHME U pa3BEpHYTh
MapKETHUHIOBYIO KOMITAHUIO, YTOOBI JOCTUYb 0€3yOBITOUHOCTH.

9. 3oamak OTKPBUI Mara3WHbl 3arpaHuIleii, BbINIEN Ha (DPAHIy3CKUN PBIHOK H
TIpeUIOKKI cBoH Ky Ha Hero-Mopkckoit 6upxke.

10. Hamra kommanus 4acto moompsieT paboTHUKOB, KOTOPBIE MOKA3bIBAIOT XOPOIIINE
pPE3yJIbTATHI.

11. IIpon3BOACTBO, COIPOC M HAIIM AKTUBBI MMEIOT ITOJIOKUTEIBHOE BIMSHUE Ha
JICHEKHBIH MOTOK, U MBI MO’KEM (DMHAHCHUPOBATH HOBBIE TIPOEKTHI.

12. Bee ycneninble ceroiHsg KOMIIAaHUU ObUTM KOT/Ia-TO MaJou3BECTHBIMU. OIHAKO
UM YAQJIOCh MPUBJIEYb BHUMAHHUE MOKYIATEIEH OTIIMYHBIM Kauye€CTBOM TOBAapOB U
1n00eIUTh KOHKYPEHTOB.

200



Unit4
“lnnovations”

I. Match a word or a word combination to its definition.

1 to make  a a.to do or provide something that is necessary

breakthrough

2. R&D b. a new idea, method or invention

3.brainstorming c. to make a new product available for sale for the first

sessions time

4. innovation d. to make an important discovery or change

5. to launch e. an official document giving you permission to own
or do smth for a period of time

6. creativity f. to make, design or produce smth new by chance

7. licensing agreement  g. continuing for a long time

8. long-lasting h. the act of producing or using new and effective ideas

9. to meet a need I. the department of a company concerned with
studying new ideas and planning new products

10. to discover by J. the act of meeting with a group of people in order to

accident try to develop ideas and think of ways of solving
problems

Il. Form the right part of speech from the words “patent”, “invent”, “develop”.

patent

1. When does the ............ expire?

2. No doubt that this idea is ............ because first of all, it is creative and
innovative and secondly, it has great sales potential.

3. We have decided to ............ our new drug because we are afraid that another
competitors might steal our idea.

4. Many ............ complain that it is getting more and more difficult to apply for a
patent.

invent
1. King Gillette ............ the disposable razor blade and founded the Gillette

company at the beginning of the twentieth century.
2.The ............ of the computer has revolutionized the business world.
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3. Jose Ladislao Biro was a Hungarian ............ , a writer, and a painter. He made
the first ball-point pen.
4. One of the most essential conditions that must be fulfilled if you want to patent

your idea is that there must be “an ............ step”.

develop

1. Scientists ............ new drugs to treat arthritis now.

2. One of the basic needs in many ............ countries is water.

3. There have been significant computer ............ during the last decade.

I11. Supply the right preposition.

1. Many goods are developed ..... response ..... customers’ needs.

2. There is an opinion, that the majority of the best ideas are discovered ..... accident.
3. Let’smove ..... ..... another item on our agenda.

4. Our Board of Directors agreed to spend more money ..... R&D.

5. 1 don’t think that our idea could be patented since it’s similar ..... our rivals.

6. If your idea is creative and innovative you can apply ..... a patent.

7. Plans for a tunnel were rejected ..... favour ..... the bridge mainly because of the
increased costs.

8. It’s time to get rid ..... our old-fashioned work practices.

9. He won an award ..... developing a new model of digital camera.

10. Our model is technically advanced so we are sure it will be ..... great demand

IV. Make up word partnerships.

1. product a. demand

2. customer b. advantage

3. to encourage C. competitiveness
4. long-term d. image

5. to take e. correspondence
6. upmarket f. an opportunity
7. customer g. range

8. to deal with h. scientists

9. to raise I. money

10. to miss J. research
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V. Complete the sentences with the correct word or word combination from the box.
Make changes if they are necessary. @
Y

(D to discover by accident, to launch, to make a breakthrough,
licensing agreement, brainstorming sessions, selling points,
Research and Development, innovation, creativity, long-lasting

/

_/
1. The scientists ..... a major ..... in the treatment of cancer.
2. She’s planning to ..... a company to make electronic toys.
3. An education system that lets children use their ..... was introduced by Mr.
Rogers.
4. If our industries avoid ..... , we will never compete successfully with other
countries.

5. Scientists ..... that this disease is carried by rats.

6. The method of ..... is widely spread in the USA.

7. Many people believe that it’s very important for big companies to invest in ..... .
8. In 2005 Burberry decided to renew Sanyo’s Japanese ..... for 10 years.

9. According to scientific research, the consumption of this harmful product can have
a ..... negative effect on people’s health.

10. What are the unique ..... of your product?

VI. Translate the italicized parts of the sentences into English.

1. I didn’t follow my friend’s advice who said, ”The best way to yruumoorcumouoero
is to take it to the meeting”.

2. If we carry out research and find out what customers need we will be able to
Y0081emE8OPUMbUXCHPOC.

3. To protect the environment companies all over the world need to
CHU3UMbOMXO0ObINPOUIBOOCMEA.

4. In order to turn our ideas into commercial opportunities we should
szaumooelicmeosamsbc Many OVerseas universities.

5. Promoting our innovative idea we fully relied on its
ocseujeHuecpedCmeamumaccosouuHGopmayu.

6. One of the most important components of a successful meeting is when everyone
2080pUMNO04epeou.

7. Howhaveyoumanagedtozanonnums npoben na pvinke?

8. Ournewproductsnpeocmasnsarom coboii 6b1200HYI0 803MONCHOCHTb.

9. We have decided to ésicmasums our new models of tractors in Moscow.

10. Our latest innovative design is aimed at yseruuenuenpooaorc.
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VII. Complete the sentences using Past Simple or Past Continuous.

1. He ..... (not to wish) to interrupt because the Head of Research and Development
..... (to speak).

2. Pierre and Marie Curie ..... (to discover) radium in 1902.

3. They ..... (to solve) the problem connected with turning a new idea into
commercial opportunity all week long.

4. “ ..... you (to read) the contract?” “Yes, and I ..... (to send) it back to the legal
department.”

5. When George Eastman ..... (to introduce) the first Kodak camera in 1888, he .....
(to want) to supply the tools of photography at the lowest possible price to the
greatest number of people.

6. While the secretary ..... (to deal with) business correspondence, her boss ..... (to
look through) licensing agreement.

7. Some years later Julia Wyman ..... ( to do) research into types of company
organization when another interesting idea ..... (to come) to her.

8. During the late 1990s companies ..... (to get) ready for the Y2K bug.

9. Eventually he ..... (to set up) his own label and ..... (to become) a millionaire.
10. When I ..... (to be) at business school we often ..... (to work) on case studies.

VIII. Put the question to each sentence.

1. When innovators go to large companies with new designs for their products, they
face many problems. (special question)

2. Business benefits from the creativity only if it can develop great ideas and bring
them to market. (tag question)

3. Eric von Hippel, a professor of management of innovation has spent three decades
studying the role played by customers in shaping new products. (to the subject)

4. A Microsoft research project resulted in an invention. (general question)

5. The results of his research will be published in a scientific magazine next week.
(indirect question)

6. We were forced to withdraw the model because customers were complaining.
(special question)

7. Sometimes small firms succeed when they copy the products of giant
corporations. (alternative question)

8. The Japanese began conquering international markets by copying American
products and selling the results at lower prices. (tag question)

9. Imitation is less expensive than innovation. (indirect question)

10. Information technology has changed not just the nature of markets and
competition; it has also broken down the barriers of geography and time. (general
question)
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IX. Match the antonyms.

1. to miss (a chance) a. to be against

2. to save b. to waste

3. a breakthrough C. to decrease

4. to increase d. to cancel a meeting

5. to launch e. a failure

6. to be in favour of f. to lower

7. to hold a meeting g. a copy

8. to spend money on h. to save on, to economize on
9. to raise I. to exploit ( an opportunity )
10. an original idea J. to withdraw

X. Translate into English.

1. JInst TOro 4ToOb!I 3a1I0JHUTH HUILY HA PHIHKE CBOUM TOBApOM, KOMIIAHUS J10JIKHA
UCITI0JIb30BaTh BCE CBOM BO3ZMOXHOCTH, B TOM YHCJIE€ U PACIIHUPATH ACCOPTHUMEHT.

2. Komnanus mojBejia UTOTH 3a ATOT IOJ M peliniia, YTO HEOOXOAMMO CHHU3UTH
3aTpaTel HAa IPOU3BOACTBO.

3. M3oOperarenp AOJKEH 3aMaTEHTOBAaTh CBOE OTKPBITUE I 3alUTHI OT
KOITUPOBAHUSI.

4. OauH U3 HAIMX MOJIOABIX YYEHBIX pa3padoTal HOBYIO M0 U ceHyac HILET
YaCTHBIX HHBECTOPOB. OH coOupaeTcs MPOCMOTPETh 0a3y UX JTaHHBIX.

5. DTOT NIpOAYKT UMEET OrPOMHBIN MOTEHLIMAT IPOAAXK, T.K. OH MPUBJIEKATEIbHbIHI
1 MHHOBAIIMOHHBIN.

6. Hamra komnanus npefcTaBuiia HOBYIO WJCI0 HA PhIHKE U MOJIydnyIa Harpamy.

7. Pobept Tomcon padoran B komnanuu IT General, korna oHu 3anmycTHiid HOBYIO
PEKIIAMHYIO0 KOMITAHHUIO U YBOUJIM CBOM MPOJAXKHU.

8. Mbl oOcyxJanu JUIEH3UPOBaHWE WHHOBALIMOHHOTO MPOJYyKTa, KOTJa IjaBa
MCCJIEI0BATENBCKOrO OT/IENa CIPOCHII, CMOKEM JIM MBI peain30BaTh (MPEBPATUTH)
3Ty NHHOBALIMOHHYIO UJIEI0 B KOMMEPUYECKYIO BO3MOKHOCTb.

9. Bce koMnaHUM TOJKHBI YMEHBIIUTD OTXObI, TOJIBKO TaK Mbl CMOKEM 3aIIUTUTh
OKPY’KaIOILYIO CPELy.

10. DToT TOBap OTBEUaN MOTPEOHOCTSIM MOKyNaTeNe, OH MOBBILIAI UX CTaTyC U
3alUIIAIT OKPYKAIOILYIO CPELy.
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Unit 5
“Challenges”

I. Guess the words according to their definitions. The first letter of each word is

given.
1. a date or time before which something must be done or completed —d.......

2. a very busy and competitive way of life (2 words) —r.... r......

3. conditions in one’s work, one’s style of living, etc. that cause anxiety and

5. to try to find out more information about something —i..........

6. a policy which bans smoking in public places, at work, etc. (2 words) —n.......

8. the practice of training the mind and body to become more positive —m.........

9. a general medical examination, usually taken regularly, to test one’s state of health
(2 words) —m...... Cowu...

10. a person who likes to work too hard —w.........

I1. Match the words from each column to make word partnerships.

1. to reduce a. redundancies

2. stress-related b. one’s work

3. to cope with c. the workforce

4. to appear d. a work-life balance
5. to achieve e. illnesses

6. fear of f. workload

7. to increase g. vulnerable

8. to cut h. pressure

9. unreasonable I. job satisfaction
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10. to focus on J. stress levels

I11. Supply the right preposition where necessary.

1. One of the most difficult things for any employee is to ask a boss ... a pay rise.
2. He started to worry ... the increasingly poor quality of his work.

3. People in business may suffer ... stress for many different reasons: if they’re
overworked, if they have to work ... tight deadlines, if they always feel ... pressure.

4. He had to give ... his studies because of lack of money.

5. Lately she has had a heavy workload, which led to poor health and she made up
her mind to take time ... work.

6. She felt she had no control ... the situation, so she decided to leave everything as
it was.

7. My brother always suffers ... emotional strain when he has a medical check-up.

8. As some staff are under a lot of stress, I suppose it will be reasonable to set ... a
counseling service.

9. Various factors have contributed ... his resignation.

10. Nowadays plenty of employees who work in the offices spend too much time ...
paperwork.

IV. Paraphrase the underlined words using the words from the box.

sad lack of focuson reason gossip sort out

staff cuts important authority = making better

1. Today a well-known expert is lecturing on the ways of decreasing stress levels.
2. She is stressed after having negotiated a valuable contract with overseas partners.
3. There is an opinion that women pay more attention to details than men.

4. Having not enough time leads to depression.

5. As a result of economic crisis redundancies have become a common thing.

6. He didn’t show any cause for dismissing his deputy.
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7. What are the ways of improving the staff’s health and fitness from your point of
view?

8. It is very depressing if you are not involved in decision-making.

9. There’s a rumour circulating that the factory is going to shut down.

10. What should the management do to solve the staff problems?

V. Match the words with their opposites.

1. valuable a. mild, soft

2. to appoint b. badly paid job
3. steady C. impatient

4. severe d. unhealthy

5. to give up e. to increase

6. healthy f. to discourage
8. to reduce h. unreliable

9. to support . to dismiss

10. patient J. to start

V1. Guess the words given in brackets.

1. Many people ..... (i/c/p/o/n/m/a/l) that their bosses don’t give them any freedom
or independence.

2. My stress counselor has advised me to change my ..... (e/i/s/1/t/l/f/y/e) otherwise
| might have a nervous breakdown.

3. Very often the employees of our company have to ..... (r/e/r/o/w/k/v/0) as our
latest model has been in great demand over the past two years.

4. No doubt that ..... (s/e/g/s/a/a/m) is one of the most effective ways to deal with
stress.

5. Our teacher has asked us to speak about the most ...... (f/t/s/t/s/e/s/l/u) situations
we have ever faced.

6. Most staff have started to panic since their ..... (o/u/j/s/y/i/b/e/r/c/t) (2 words) is
low.
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7. The Board of Directors took new measures aimed at ..... (g/k/l/t/a/i/c/n) low
morale level of our employees.

8. When I have to make a speech, I’'m always nervous, I can’t learn how to .....
(d/a/n/n/e/l) my emotions.

9. It goes without saying that putting forward the idea of ..... (x/b/y/f/e/i/1/i/i/t/)
helps a company to improve its productivity and to increase staff motivation.

10. One of the disadvantages of his job is that he has too much ..... (r/a/r/p/p/w/e/o/K)
and the boss that is difficult to deal with.

VII. Supply the right tense form either Past Simple or Present Perfect.

1.-Youever....... (to work) in an open-plan office?
- Never. The idea of such an office horrifies me!
2. - I’'m worried about my husband!
- Oh, what’s wrong?

- I believe he has difficult time at work. You see, he ..... (to start) to forget family
birthdays and yesterday he even ..... (to forget) where he had parked his car!

3.1..... (to find out) that massage, meditation and exercise help to reduce stress but
there’s nothing like shopping for me!

4. Recently he ..... (to suffer) emotional strain and last week he was taken to hospital.

5. Last year our company ..... (to do) everything possible to persuade employees to
eat better and to take more exercise.

6. He ..... (to overwork) last month and as a result the management of the company
..... (to praise) him and he ..... (to get) a promotion.

7. When I ..... (to study) at the University it ..... (to be) difficult for me to meet tight
deadlines.

8. The company ..... (to decide) to fire him because he ..... (cannot) take any
decisions. Moreover, two months ago he ..... (to miss) a valuable contract.

9.You ..... (to learn) the way men and women cope with stress?

10. At first, meditation ..... (to be) a hobby but in the end it ..... (to become) a career.

VIII. Put the question to each sentence.

1. It’s very important how people choose to organize their lives. (tag question)
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2. Employees have to deal with a lot of time limits for finishing work. (general
question)

3. Working under pressure leads to the lack of creativity. (alternative question)

4. Oxford University published the list of the most stressful jobs yesterday. (special
question)

5. My dear friend has joined a meditation group in India. (to the subject)

6. Less stress leads to increased job satisfaction and means more productivity.
(indirect question)

7. Students’ absenteeism is one of the major problems at our University. (to the
subject)

8. The unions have said that they will recommend strike action in case of further
redundancies. (special question)

9. More and more people want to get away from what they call the rat race. (tag
question)

10. People are looking for a better quality of life and a healthier work-life balance.
(alternative question)

X. Translate the sentences into English.

1.OHUBBEIMHOBYIOCUCTEMYITOOLPEHUIPAOOTHUKOB,
YTOOBICHU3UTHKOJINYECTBOCTPECCOBBIXCUTYALIUM.

2. Cou — TpyOroauK, MOITOMY €l HPaBUTCS €3AUTh B KOMAHIUPOBKHU U XOAUTH
Ha KypChI TTOBBIIICHUS KBATU(UKAIIH.

3. Tlocne cnusiHUS KOMMAaHWM JaBieHHME Ha pPaOOTHUKOB YBEIUYWIIOCH, a
BO3MOKHOCTH IIPOJABMKEHUSI YMEHBIIUIIUCH.

4. MeHs CUJIBHO pa3jipa)kaeT, Korjaa s J0JIT0 CTOI0 B OYEPE/Iu.

5. 51 HeHaBMKY CBOIO PabOTY: TOCTOSIHHBIE TPOOKH IO yTPaM, TaBJICHUE CO CTOPOHBI
HaydaJibHUKA. U BBI €11l CIpalrBaeTe KaKOBbI MPUYUHBI MOETO cTpecca?

6. Bcro mpomutyto Henmento oHa HUYEro He Jefiana, a cedyac oHa paboTaer Haj
OTYETOM HOYBIO, UTOOBI YIIPABUTHCS B CPOK.

7. Uepena yBOJIbHEHUN — CHIIBHBIN CTpecC sl paOOTHUKOB KOMIIAHUH, TTOITOMY
KOMITAHUU TIPUXOAUTCS HAHUMATh MICUXOJIOTOB.

210



8. Maccax, MemuTanus, CBOOOJHOE BbIpRXEHHE SMOIMN, YMEHUE YIJIaKUBATh
TO0YI0 CHUTYaIlMi0 — BCE JYMAlOT, YTO 3TO JydYIllee CPEJCTBO MPOTUB CTpecca.
Uenyxa! Moe myuriee cpecTBO IPOTUB CTpecca - MPOCTO HE paboTaTh!

9. Haemnsie paboure 0OpaTUIuCh K 60CCY C BOIMPOCOM O MOBHIIICHUH 3apaO0THOM
TJIaThI.

10. Kaxxayro Heneno MO Opat BeJleT EPErOBOPhI C 3apyOeKHBIMH MMapTHEPAMHU.
DTO0 XOpoliias BO3MOKHOCTh JJI KApbEPHOT'O POCTA.

11. becrutatHoe MEIUIIMHCKOE OOCIIEOBAHNUE — 3TO XOPOIIEE MOOLIPEHNE HAIIUX
COTPYJHUKOB.

12. 51 6pocun paboTty, rjae s 3apadaThiBai XOPOIIHE JEHbI'H 13-32 BLICOKOTO YPOBHS
cTpecca.
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Unit 6

“Negotiations”

|. Match a word or word combination to its definition.

1. priority

2.corporate
entertaining

3. venue
4. dessert

5. tip

6. facility

7. hone

8. socializing

9. to turn down

10. trepidation

11. participant
12. budget
13.to turn up

14. outstanding

15. contest

Il. Find synonyms.

1. awareness
2. spacious
3. tasty

4. cosy

a. the place where something is arranged to happen

b. an arrangement or system that makes a particular activity
possible

c. a struggle or fight to gain control or advantage
d. to refuse a request or offer or the person that makes it

e. something that needs attention, consideration, service,
etc., before others

f. a plan how to spend money, esp. during a certain period
or for a particular purpose, taking account of what one will
earn or receive and of what one will probably have to spend

g. a state of anxiety about something bad that might happen
h. sweet food served after the main part of a meal

I. the act of entertaining aimed at obtaining sales, keeping
old clients and attracting new ones.

J. a person who takes part or has a share in an activity or
event

k. much better than most others, very good
1. to arrive, to make one’s appearance

m. a small amount of money given as a gratitude for a small
service performed

n. spending time with others in a friendly way

0. to improve, to make perfect

a. to reject
b. objective
C. meeting point

d. hors d’oeuvre
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5. to book e. knowledge
6. venue f. delicious

7.to look forward to  g. member

8. to take part in h. to reserve

9. to turn down I. having a lot of room
10. to put off J. pleasant, comfortable
11. participant k. to wait for, to expect
12. aim . to participate

13. starter m. to postpone

I11. Complete the sentences with one of the words from the box in its correct form.

to recommend accessible tournament health spas to take
out hospitality thrilling to look around golf wine tasting

| P is a national feature of Belarusian people.
2. When you go to France, you are likely to be invited to a ............ :

3. A game in which people hit small white balls into holes in the ground with a set
of special sticks is called ............ :

4. Whata ............ game! The winner was in doubt until the last minute.

5. As a corporate entertaining our company has decided to organize a chess

6. Let’s give our guests more time ............ the sights of our city.

7. France, Italy and the Check Republic are well-known for their ............. where
people come for cures.

8. I'dlike ............ you to visit “the big six” events as I call them in Great Britain.
9. Our senior managers ............ our Japanese guests to the theatre tonight.

10. The island we have chosen for our conference is ............ only by boat.

IV. Match the words with their opposites.

1. cost-effective a. to save
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2. to greet

3. advantage

4.to attract public attention
5. overseas

6. to allow

7. to spend money

8. to cut down

9. to look after

10. to include

V. Match the halves of the sentences.

1. Corporate entertaining contributes to the
interaction between people and

2. How do you feel about inviting our guests
to one of the most stylish restaurants

3. Alice is responsible for hotel booking and

4. They were late for the conference because

5. This year our company has decided to cut
down

6. On behalf of our company, I’d like to
invite you to attend this year’s conference

7. 1 certainly look forward to

8. I'm in favour of choosing Hotel Moda in
Prague because

9. There is a saying,

10. Our guests were disappointed because

b. to exclude

c. to increase

g. to neglect

h. to distract

d. unprofitable
e. disadvantage

f. to say good-bye

I. to ban, to prohibit

J. local, national, domestic

a. they hadn’t managed to go
sightseeing.

b. which will be held in Leeds,
England.

c. meeting their new Chief

Executive.
d. meeting guests at the airport.

e. this hotel offers outstanding
conference facilities.

f. “There is no such thing as free
lunch”.

g. budget on corporate entertaining.

h. where they serve an exclusive
Japanese food.

I. their flight had been delayed.

J. helps to know each other better.

VI. Form the right part of speech from the words ‘“entertain”, ‘“socialize”,

“negotiate”.
entertain
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1.We ............ our foreign guests this evening.
2. Our company has invited a popular television ............ for its 10" anniversary.

3. The law applies to theatres, cinemas, and other places of public ............ :

socialize

1. I enjoy ............ with my colleagues after work.

2. We talked about various ............ questions, such as unemployment and
education.

3.Being ............ helps you to climb a career ladder.

negotiate

1.The trade union ............ a new contract with the management this week.

2. The treaty was the result of long ............ :

3. As he often goes on training courses he must be a really skillful ............ :

VII. Match the columns to make word combinations.

1. to book a. to know each other

2. to look after b. the old town

3. overseas c. the meeting

4. to return d. at extra cost

5. to get e. subsidiaries

6. to become f. a table

7. to put off g. clients

8. a personal h. a strong international team
9. to walk round I.your kindness and generosity
10. to be available J. preference

VI1II. Supply the right preposition where necessary.
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1. When they asked the waiter ... the bill, they were speechless because it was
enormaous.

2. What holiday destinations can you recommend us apart ... Egypt and Turkey.

3. One of the main aims of organizing corporate entertaining for overseas partners
is to break ... cultural barriers.

4. The delegation of foreign partners set ... on Friday early in the morning.
5. As she is one of my best friends I couldn’t but take ... the invitation.
6. Leave me alone! Don’t involve me ... your dirty business!

7. We recommended ... our business partners to attend the Wimbledon tournament
and the Chelsea Flower Show!

8. My friend is a creative personality. She always comes ... ... new and exciting
ideas that’s why she is considered a valuable asset for the company she work in.

9. Do you know why she is so hard-working? All her efforts are aimed ... getting
more profit!

10. “Help yourself ... some wine, please,” said Mrs. Brown.

IX. Put the questions to the sentences.

1. The pharmaceutical industry has to follow a tough new code of practice. (special
question)

2. Many companies have realized that it can cost 4 or 5 times as much to gain a new
client as it is to keep an old one. (tag question)

3. Corporate entertaining is a barometer of the economy. (general question)

4. The marketing team has sent out a questionnaire to find out what type of venue
the participants preferred. (alternative question)

5. The Grand Hotel in England best meets the requirements of the conference.
(alternative question)

6. The budget of our company for corporate entertaining makes $ 2 000 per
participant. (indirect question)

7. The chart shows the popularity of certain forms of entertainment with executives
while they’re abroad on business. (special question)

8. In Italy they often had pasta as a first course. (tag question)

9. Corporate entertaining is considered to be the main benefit of the sponsorship. (to
the subject)
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10. He is going to participate in the contest which will give him a chance to run over
a car with the tank. (indirectquestion)

X. Translate into English.

1. CormacHo 3THKETY, B peCTOpaHe HEOOXOJUMO OCTaBUTh YaeBBIE.
2. TonbKO B3aUMHBIA HHTEPEC 3aCTABUIT ITUX OM3HECMEHOB IMOWTH HA BEYEPUHKY.

3. JIupekTop cooOmunI, YTO OH ye3)KaeT 3a TPAHUILy 110 JIeTy: HaJa)KHBATh BHEIITHHEC
CBSI3H.

4. Tlo mpuesne B CTOKrosibM, Hallla JAeNeraiusi pelinia, B MNEPBYI OYepeb,
OCMOTPETH JIOCTONMPUMEUATETLHOCTH U MOMPOOOBATH HAIMOHAIBHYIO KYXHIO.

5. benopycel cnaBsaTCs TOCTENPUUMCTBOM, OHU F'OTOBBI IOTPATUTH MHOTO JICHET Ha
pPa3BIICUCHUE CBOUX T'OCTEM.

6. OO1IeCcTBEHHBIN ONpoC MoKa3aji, YTO HA0JI01aeTCsl TEHACHLUS K COKPAIICHUIO
TpaT Ha pa3BJICUCHUA.

7. Ecau BBI efeTe Ha KOH(bCpCHHI/II-O, BaM CJICOYCT 336p0HI/Ip0BaTI> MCCTO B OTCIJIC
pAaaoM € MECTOM €€ IIPOBCACHMA.

8. Xopo1asi KyxHsl, HOMHOTO BUHA — 3TO BCE, YTO HEOOXOIUMO ISl 3aKIIOUCHHUS
YAAQYHOTO KOHTPAKTA.

9. MbI nogymMbIBaeM O TOM, YTOOBI HalllM rocTu octaHoBuiIMCh B Grand Hotel, Tak
KaK OH IpejJiaraeT npekpacHble BO3MOKHOCTH.

10. Ha co6panuu 66110 TporHGOPMUPOBAHO — OFOIKET HA HOBYHO MaPKETUHTOBYIO
KOMITaHUIO JIOJDKEH OBITh YPE3aH B JIBa pasa.
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Unit 7
“Marketing”

I. Guess the word according to the definition given.

1. to try hard to sell a product or service by advertising it widely, reducing its price
m

2. the business activity of making sure that people know about a new product, a film
etc. u

5. to sell goods in small quantities to members of the public, usually inashop _
[

6. a set of similar products made by a particular company or available in a particular
shop _ _n_

7. an occasion at which a new product is shown or made available for sale or use for
the firsttime _ _u_

8. to send something or someone to aplace t
9. foror by each person _ P

10. the amount of money something isworth _~ u _

1. Make up expressions with the words given.

agency figures life cycle range
availability forecast mix research
behavior goods niche segment
budget launch orientation share
campaign loyalty profile target
campaign

Market Marketing | Advertising | Customer | Consumer | Product Sales
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I11. Complete the letter with the words given.

analysis free mix research
demand goods plan trends
Dear Sam,

Thank you for your letter about your plans to market our products in the South
Pacific Region. As you know, we wantto sell our (1) ............... inevery (2) ......co.......
market in the world, so naturally we are interested in your region. Obviously we
have to do some (3) ............... :

For now, | have four questions:

1.
2.

3.
4.

How is the present supply and (4) ............... for our kind of products?

What kind of marketing (5) ............... do you think we should develop in our
marketing (6) .............. ?

What are the market (7) ............... in this sector?

Can you recommend someone to carry out a detailed market (8) .............. for
us?

| look forward to hearing from you as soon as possible.

Yours sincerely,

Peter Smith

IV. Tick all possible prepositions.

to with on from in at

agree

appeal

associate

belong
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concentrate

distinguish

rely

result

submit

spend

target

V. Make up word partnerships.

1. carry out a) money

2. conduct b) sales target

3. associate ¢) with the demand

4. launch d) market research

5. meet e) a failure

6. request ) a consumer survey

7. run out of g) a new product

8. target h) an advertising campaign
9. keep up 1) the range

10. be j) one’s support

V1. Put the question to each sentence.

1.In order to regain the top spot, Chanel launched a new ad campaign. (a general
question)

2. Companies carry out market research to get information about what buyers need
and want. (a specialquestion)

3. Good marketing should increase the volume of sales. (a tag question)

4. World leaders hope to achieve a major breakthrough at the conference on
environmental issues. (a question to the subject)
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5. Zirkon already made good profits when it introduced its new digital camera in
2000. (an alternativequestion)

6. Anita Roddick, founder of the Body Shop, was born in England in 1942. (an

indirect question)

VI1I. Match the word to its definition.

1. brand
2. budget

3.competitive
advantage

4. customer profile

5. customer loyalty

6. decline

7. market niche

8. market segment

9. product life cycle

10. survey

11. target

12. volume

a) when sales, profits, production etc. become less

b) to aim products, programs of work, etc. at a particular
area or group of people

C) a set of questions given to a group of people to find out
about their opinions or behavior

d) the total amount of something

e) a name given to a product by a company so that the
product can be easily recognized by its name or design

f) an advantage that makes a company more able to succeed
in competing with others

g) a detailed plan made by an organization about how much
it will receive as income over a particular period of time,
and how much it will spend

h) a description of a typical customer likely to be interested
in a particular product

1) the fact that people choose to use a particular shop and
buy one particular product, rather than use other shops or
buy products made by other companies

J) amarket for a product or service, perhaps an expensive or
unusual one, that doesn’t have many buyers, but that may
make good profits

k) the four stages in the existence of a product

I) a group of customers that share similar characteristics,
such as age, income, interests, and social class
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VI1I1. Make up 10 pairs of synonyms.

o0

(D produce/ reach/ purchase/ desire/ carry out/ learn/ decline/
compete/wish/ manufacture/ buy/extend/decrease/ find out/
determine/ rival/ conduct/ expand/ achieve/ define

/
N
IX. Fill in the missing words. Make changes if necessary.
amount customer loyalty failure
available consumer goods niche market
benefit competitive advantage  product launch
budget
1. Each year business managers draw up a ............c....... and suggest a series of

financial targets.

2. Marco offered regular customers at his bakery and restaurant special meals in
order to build .................... :

3. The system offers real .................... to the consumer.
4. Savings are needed to finance new ................... :

5. This small pharmaceuticals company has targeted specialty cancer treatment as
| I :

6. America’s lead in aerospace is one of its most important .................... :

7. Rising incomes have brought higher demand for cars and other western

8. Figures show a big rise inthe ................... of money in the economy.
9. They plan to make the product widely .................... in vending machines.

10. The CEO recommended a detailed investigation into the reasons for the
COMPANY’S ..evvvvereeennnnnne

X. Translate into English.

1. JIJISI YCIICITHOI'O MApPKETUHI'A KOMIIAHUA JOJI’KHA UMCTb XOpOH_II/Iﬁ JIO3YHT.
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2. Tlocne auckyccuu Ha KOH(GEPEHIMU BCE WIEHbl PEKJIAMHON KOMIIAHWU OBbLIN
YIOBJIETBOPEHBI PE3YIbTATAMH HPOJAXK.

3. 4 cuwnraro, yto komnanus MaxFactor qo/kKHa YBETMUUTh PEKIaMHBIA OFOJKET.
4. Kaxnaplii MecsIl MEHEJDKEP COCTABIISET OTUET O JOXOJaX KOMITAHHH.

5. MapKCTHHFOBLIﬁ OTACI 3aHUMACTCA IIPOTHO3UPOBAHUCM PbIHKA cOblTa H
ITOMCKOM HOBBIX CITOCOOOB IMPpOABUKCHUSA TOBApa.

6. Ouepennas PR akiuus HanpaBiieHa Ha yBeIMUYEHHE 00beMa MPOJIaAK.

7. Ku3HEHHBIM LMK TOBapa HAYMHAETCS C BBIMYCKAa MNPOOHBIX O00pa3OB H
3aKaHYMUBAETCA €0 MPOJIaKE.

8. MenHemxkepy HEOOXOAMMO TMPOBECTH PHIHOYHOE HWCCICIOBAHUE W HW3YYHTH
MOBEJICHUE MOKYyTaTeNsl.

9. Bama npoiyKiusi COOTBETCTBYET CIIPOCY MOTpeduTes?

10. Ora pexnaMHas KaMITaHUS NTOTEPIIENA HEY1ady, U IPOJAKN PE3KO CHUZWIIKCH.
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Unit 8

“Arrangements”

I. Guess the words according to their definitions. The first letter of each word is

given.
1. the period after one has retired —r.........

2. a piece of work that needs skill, effort, and careful planning, esp. over a period of
time—p.........

3. to cause (someone or oneself) to become connected or concerned —i...........

4. to spend more than you have planned —o..........

5. a planned list or order of things to be done, dealt with —s...........

6. to decide on an amount of money to be spent on a particular purpose —a...........

7. new businesses that appear are called —s.....-b........

8.a written set of questions which a large number of people are asked to answer in
order to provide information —g............

9. an act of sending sound and/or pictures by radio or television —b........

10. a short description of a company esp. as given on television or in a newspaper —

Il. Match the synonyms.

1. to inform a. to decide thoroughly
2. headquarters b. to evaluate

3. international c. to call off

4. to forecast d. head office

5. to decide in detail e. to let smb. know

6. to modernize f. to foresee

7. to estimate g. to update

8. a presenter h. overseas
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9. to implement I. an announcer

10. to cancel J. to fulfil

1. Translate the italisized parts of the sentences using word partnerships from the
previous exercise.

1. We are short of time, so can you ceéopumsuemronooeny, please?

2. Our company has decided to move to another office, so now we
paccmampueaemeapuarnmot concerning the most suitable area for us.

3. MyGrannyhasalwaystoldmetonranuposamuvececpannezosospacma.

4. He confidently npocnosuposan ysenuuenue npooasc and he turned out to be
right.

5. Organising the conference we tried to do our best to depacamuvca ¢ pamxax
o0r00xcema.

6. We ycmanosunu xpaiitnuii cpox for sending application forms.

7. Every company should decide on ocrosnoit uoeeir thoroughly as it reflects the
image and the values of the company.

8. As there have been tremendous changes in the reorganisation of our company we
consider that we should o6rnosums nawu 6usnec naanot.

9. This department is in charge of céop ungpopmayuu on marketing research.

10. The first point on our agenda is to e6cyoums nepeezo and to choose a transport
company which will help us.

» €ce » (X3

1V. Form the right part of speech from the words “cancel”, “invest”’, “present”’ in
its correct form.

cancel

1. We are obliged to announce about all .............. flights.

2. The flight is fully booked but if there are any ............... we will let you know.
3.She .............. her trip to New York as she felt ill.

1. Your bank manager will advise you where to ............ your money.
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2. The government is trying to attract more ............ into the shipbuilding industry.

3. | have almost everything to set up a new business: a great idea, a good business
plan. The only thing I need is to find a private ............ :

present
1. The sales director will give a short ............ on the new sales campaign.
2. Our company has placed an ad for the vacant position ofa ............ :

3. When are we going to ........... our new project?

V. Match the words to make word partnerships.

1. to stick a. sales

2. to consider b. research

3. to plan smth. c. to date

4. to write d. from an early age
5. to forecast e. to the plan

6. to keep within f. the plan

7. 1o set g. the relocation

8. mission h. a schedule

9. to refine I. information

10. to undertake J. statement

11. to move
12. to update
13. to keep up
14. to collect

15. to discuss

k. forward

. the budget

m. business plans
n. a deadline

0. options

VI. Supply the right preposition.
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1. Our new marketing campaign is mainly aimed ... attracting foreign investors.

2. ... addition ... giving a general introduction to computers, the course also provides
practical experience.

3. The concert is being broadcast ... Europe.
4. How can you comment ... the current situation on the car market?
5. A chain of redundancies led ... numerous strikes.

6. 1 was thinking for a long time where to invest my money ..., finally I made up my
mind to put it ... hotel business.

7. There is no point ... contacting this company. As we all know it is rather
unreliable.

8. We are all inspired ... new opportunities for our company which we have had due
to recent investments.

9. You can’t rely on her: ... instance, she arrived an hour late for an important
meeting.

10. The day before yesterday our Finance Director asked the accountant to hand ...
the report on time.

VII. Open the brackets using the Present Continuous, to be going to, will.

1. When we ... (to launch) a new range of sunglasses?

2. Mr. Pallier has just made a note in his diary, and he ... (to call) you back on Friday
to confirm the appointment.

3. We are sure we ... (to beat) our rivals pretty soon.

4. Our Chief Executive ... (to meet) our foreign partners to discuss the future actions
next week.

5. Work performance leaves much to be desired and you still ... (to expect) increase
in profits!

6. I don’t think we ... (to open) three subsidiaries next month.
7. We ... (to look forward) to your reply concerning our joint venture.

8. The rival’s company ... (to discuss) the terms of a new profitable contract with
Beltelecom.

9. Our Marketing manager ... (to invite) an authority on business planning to give a
presentation to the sales team.
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10. We ... (to hope) to increase the number of international flights in five months’
time.

VIII. Match the halves of the sentences.

1. One of our main aims is a. otherwise our competitors will win the
race.

2. We’ll never finish this meeting b. plans are nothing, planning is
everything.

3. I have short memory. c. to define clients’ needs.

4. We’re expected to produce high d. we can relocate to a new office either in

quality products, Rome or in Florence.

5. Let’s consider two options: e. if people don’t stick to the point.

6. We are planning to open a new f. that’s why every time he goes shopping
Complex he makes a list of things.

7. While planning a family occasion g. Will you remind me about the
appointment?

8. My brother complains that he hasa h. one should be able to set certain targets

bad memory and to define priorities.

9. To manage time successfully i. that’s why our management has reduced
costs.

10. Nobody can deny that J. it is necessary to take into accounts all
the details.

IX. Put the question to each sentence.

1. Long-term cooperation with our Chinese partners is extremely profitable for us.
(special question)

2. On Friday our department is going to estimate the costs on the construction of a
new resort. (alternative question)

3. Many people ask themselves what the secret of good planning is. (tag question)

4. My friend believes that making a list of things to do is a waste of time. (general
question)
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5. As the exchange rate rocketed, we couldn’t keep within our budget. (special
question)

6. There are different ways our staff could improve their performance. (indirect
question)

7. Next week we are planning to have a training weekend for our department.
(alternative question)

8. My boss was angry because [ hadn’t met the deadline. (general question)
9. Mr. Vlasov is responsible for opening new stores in Europe. (subject question)

10. To vast majority of business people there never seems to be enough time.
(indirectquestion)

X. Translate into English.

1. YroObl monyunth OOHYC, BBl HOIKHBI ycneTb cAaTh OTYET B CPOKU U
MPEIOCTABUTh €r0 HA PACCMOTPEHUE HAa KOH(EPEHIUU.

2. MHorue OW3HECMEHBI COCTABJSIOT paclyCaHWE CBOMX JIeJl HA MHOrO JHEH
BIIEpPEI.

3. Ham HyxHO moctapatbest yOeIUTh €ro nepeexars B Apyroi oguc.

4. Ecniu Mbl He OyaeM NpUICpKUBATbCSA IJIaHA, TO Mbl HE YCIIEEM BOBpEMs
JOCTPOUTBH HAIll POCKOLIHBINA KypopT B Mcrianuu.

5. Hamm 3amaum ceroansi clieayroniye: oOCyAHTh MPEJIOKEHHbIE BapHAHTHI U
COCTaBUTb PACIIUCAHUE.

6. Ecau uto-To HUACT HC TaK, HY’KHO OTCTYIIUTb U ICPECMOTPCTb CUTYyallHIO.

7. CoBET IUPEKTOPOB I0JIaraeT, 4TO BJIOKEHHE JOJTOCPOYHBIX WHBECTHUIIMM B
CTPOUTEJILCTBO OTEJISI HA MECTE TPYILI0O, OUE€Hb BBITOHO.

8. Hepeﬂ HaMK CTOMT OYCHb BaKHasd 3aJada: COCTAaBUTHL IIJIaH Pa3BUTUA CCTHU
Mara3mHOB OACXKbI.
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COMPLEX LEXICAL - GRAMMAR TESTS
TEST 1

Boibepume 00un u3 npeonorzceHHvIX 6APUAHNIOE OMEema
1. I don’t like ... black coffee.

1)a 2) an 3) the 4) —
2. He retired at ... age of seventy.

1)a 2) — 3) the 4) an
3. She began to speak in ... low voice.

1) the 2) — 3) an 4) a
4. How soon they will finish the meeting depends ... the director.

1) at 2) on 3) to 4) —
5. We have been looking ... a car parking for an hour already but can’t find it.
1) in 2) to 3) at 4) for
6. | am fed up ... her remarks!

1) of 2) upon 3) with 4) by

7. They started their successful business in the late ... .
1) seventy 2) seventies 3) seventieth
8.Adam borrowed from the bank ... dollars.

1) fifty-two thousand  2) fifty-two thousands 3) fifty-two thousands

of
9. Bill has been ... General manager in this company since 2016.
1) the fourth 2) a fourth 3) the fours
10. She started driving ... after having additional practice.
1) professionaller 2) professional 3)

professionally
11. Your health and happiness of close people are ... than money.
1) the most important  2) importanter 3) better important

12. Do you remember ... moment in your life?

1) happier 2) the happiest 3) happyest
13. Sorry, I am in a hurry. I ... time to talk to you.

1) have no 2) have none 3) have any
14.... Helen and Tina entered London University.
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1) Either 2) Two 3) Both 4) Every
15. I hope that ... enjoyed visiting The British Museum.

1) nobody 2) everybody 3) all they 4) the whole
16. ... they got home they were very tired.

1) When 2) While 3) For 4) So

17. Mum, | will call you on Sunday ... usual. Ok?

1) how 2) like 3) as 4) since

18. The Greens ... see the lake from their bedroom window.

1) ought 2) may to 3) must to 4) could

19. His Dad ... this company a year ago.

1) had left 2) leaves 3) has left 4) left

20. Tomorrow at five the boys ... basketball with a team from Germany.

1) are played 2) will be playing 3) will have played 4) were playing
21. My car ... at the wrong place and | was fined.

1) parked 2) is parked 3) was parked 4) parks

22. This problem ... recently with the help of foreign investments.

1) has solved 2) has been solved 3) is solving 4) solved
23. The weather is too boiling ... on the beach. Let’s go to the shade.

1) stay 2) staying 3) to stay 4) to staying
24. Doctors make us ... carrots. They say it is useful.

1) eat 2) to eat 3) to eating 4) eating

Ykaotcume nomep noouepkuymozo gppazmenma, 6 Komopom oonyuiena oumuoKa.
25.Can I(1)help you(2)with(3) this heavily(4) basket?
26. She speaks(1) two foreign(2)tongues(3)fluently (4).

Buvibepume omeemmuyro penauky, nooxooauwyro no cMulciy K RPeEOl0HCEHHOU pennuke-

CIuUMYyJy.
27 \What is that man?

1) He is Jim. 2) He is tall. 3) He is a manager. 4) He is very kind.
28. Where is the nearest supermarket?

1) Don’t bother. 2) Never mind. 3) Have a good time.  4) Just over there.

Ilpouumaiime npeonosicenusn. Boibepume o0un u3z npeonoiceHnvix 6apuanmoe omeema.
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29. Our office is situated on the tenth ... .

1) store 2) floor 3) block 4) platform
30. Harry has ... experience to become a director.

1) enough 2) very 3) many 4) a lot

31. | was offered a ... in the city center.

1) work 2) activity 3) vacancy 4) job

32. Try to support her. She is very weak and ... .

1) sensible 2) sensor 3) suitable 4) sensitive

Ilepegeoume na anznuiickuil A3vlK hpacmenm npeonoxHceHus, 0AHHbLI 8 CKOOKAX.
33. (Takmue) programs teach us to be more kind to homeless animals.
34. It was (mocennmii) train to Manchester on that day.

Ilpouumaiime mexkcm u 3anojiHume Kaxcowlii U3 RPONYCKO8 MOJIbKO 0OHUM C/1060M,
nooxooauwum no cmoiciy. Cnoeooonrcrnocooeprccamonedonee 15 cumeonos.

Three days (35) ... Kevin went for a job interview. The manager (36) ... him a lot of
questions.

3anonnume nponyckK cjioeom, 06pa308annbm om YKA3aHHO20 6 CKOOKax.
37. Reading develops a child's ...(imagine) at an early age.
38. The picture is very ... (value). It will be sold at the auction.

Haitoume 6 kaxcoom npedﬂooicenuu 00HO JTUNIHEE C/1060 U GbINULULUME €20.

39. There was a traffic jam on the road so that we were late.
40. He knows a lot of about Japan.

TEST 2

Buvibepume ooun uz npednorcennvix eapuanmos omeema
1. What ... smart dress! Has she bought it in France?
1)a 2) an 3) the 4) -
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2. Will you open ... window? It is rather hot here.

1)a 2) - 3) the 4) an

3. There is one part of ... Atlantic Ocean that has a very strange history.

1) the 2) - 3) an 4) a

4. Please turn ... the light before you leave home.

1) at 2) off 3) up 4) on
5.Helen is fond ... driving a car.

1) in 2) to 3) at 4) of

6. We are leaving ... Spain next week. There we will take part in business talks.

1) of 2) upon 3) for 4) by

7. 1 met them long ago, may be in the mid ... .

1) ninety 2) nineties 3) ninetieth 4) nineties’
8. ... studentstook part in that flash mob.

1) Three hundred 2) Three hundreds 3) Three hundred of  4) Three hundred’s
9. Nancy studies at ... course

1) a second 2) the second 3) the two 4) a twoth
10. Don’t eat your breakfast so ... . It is not good for your stomache.

1) quicky 2) quick 3) quickly 4) quicklier
11. This supermarket is situated ... than the “Prostore”.

1) more further 2) more farther 3) far 4) much farther
12. Rex is ... dog | have ever seen.

1) angrier 2) the angriest 3) more angrier 4) the most angriest
13. There isn’t ... interesting to do here. Let’s go home.

1) anything 2) something 3) nothing 4) everything
14. The laptop ... is on the table belongs to Fred.

1) where 2) what 3) which 4) whose

15. We went on a cheap excursion. It didn’t cost ... .

1) much 2) many 3) few 4) lot of

16. ... we were passing the cafe | saw Tom sitting inside.

1) So 2) Why 3) Although 4) As

17. ... her age Mrs.Ann can easily swim across the river.

1) Because 2) Inspite 3) Despite 4) Since

18. They ... repair their bedroom window.

1) ought 2) may to 3) must to 4) should
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19. Ada ... asleep when she ... television.

1) fell, was watching  2) falls, was watching 3) fall, watched 4) fell, watches
20. Mrs.Potter ... a walk now. She likes to walk in sunny weather.

1) is having 2) will be having 3) had 4) have had

21. The computer ... the day before yesterday.

1) has repaired 2) is repaired 3) repaired 4) was repaired
22.1 ... to the wedding which will take place on Saturday.

1) invited 2) have been invited  3) is invited 4) will invited
23. The weather is lovely enough ... outdoors!

1) to stay 2) staying 3) stay 4) to staying
24. My Dad made me ... him in the garage.

1) to help 2) help 3) to helping 4) helping

Ykaotwcume nomep noouepkuymozo gppazmenma, 6 Komopom oonyuieHa oumuoKa.
25.1 haven’t told(1)them(2) about that incident(3) yesterday and saved(4) the situation.
26. When(1) I looked at(2) my watch, |_couldn’t believe(3) that it_is so late (4).

Buvibepume omeemmuyro penauky, nooxXo0auwyro no cMulCy K RPEOI0NHCEHHOU penauke-

CHLUMYLY.

27.Could you give me your pencil, please?

1) You are welcome.  2) Here you are. 3) That's really 4)Icould.
nothing.

28. I’m sorry, I’m late.

1) You are welcome.  2) That’s very well.  3) Good luck. 4) That’s OK.

Ilpouumaiime npeonoyxcenusn. Bvibepume 00un u3 npeonorHceHHbvIX 6aPUAHMOE OMEEma.
29.Pet food is a ... business in many countries.

1) valuable 2) useful 3) profitable 4) expensive
30. By the time he was 16, Dan had made up his ... to become a pilot.

1) mind 2) decision 3) brain 4) memory
31.1f you happen to like a famous actor or a sportsman, you can ... a fan club.

1) begin 2) join 3) belong 4) serve

32. People often report good family and social relations as a ... for their happiness.
1) result 2) proof 3) reason 4) solution
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Ilepegeoume na anznuiickuii A3vlK hpazmenm npeonorHcenus, OAHHbLI 8 CKOOKAXx.
33. (Ectb) another way of solving this problem.
34. Our company (mpeaaaraert) all kinds of service for car owners.

Ilpouumaiime mexkcm u 3anoiHuUme Kaxcovlii U3 NPONYCKO8 MoabKO0 0OHUM C/1080M,
nooxooauwum no cmoiciy. Cnoeooonrncnocooeprcamonedonee 15 cumeonos.

When | (35)... ayoung man | lived in New York and was going (36) ... marry a beautiful
girl.

3anoinume nponyckK cjioeom, 06pa3oeauubm om YKAa3aHHO020 6 CKOOKax.
37. The students have to do some ... (revise) before exams.
38. The change of activity gives us good ... (relax) during the day.

Haiioume 6 Kaxcoom npeonoxceHuu 00HO JTuuiHee CJ1060 U gblnuuiume e2o.
39. We can’t afford it a new car. We earn very little money.
40. The situation was getting out of control. We needed of technical support.

TEST 3

Bblﬁepume OO0UH U3 npeOJzoofceHHbtx eapuanmoe omeema
1. When | was ten | lived with my parents in ... Washington.

1)a 2) - 3) an 4) the
2. | want to read something. Let’s buy ... newspaper.

1)a 2) the 3) - 4) an
3. Bob, don’t be at ... loss! There must be some way out.

1) - 2) the 3) an 4) a
4.This beautiful plate is made ... clay.

1) at 2) out 3) of 4) by
5.Can | help you ... this heavy basket?

1) on 2) with 3)in 4) for
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6.The telephone and the door bell rang ... the same time.

1) at 2) to 3) from
7. Henry is still a handsome man in his late ... .
1) fiftys 2) fifti’s 3) fiftyth

8.They could read this information in ... .
1) a section seven 2) seventh section
9.This blogger has about 6 ... subscribers.
1) millions 2) million

3) section seven

3) millionth of

4) after

4) fifties

4)the section seven

4) millions of

10.You will get your salary a little bit ... . Unfortunately we have financial problems.

1) later 2) more later 3) the last

11.This motorbike is ... thing | have ever bought in my life.

1) expensively 2) the expensivest 3) more expensive
12. ... of all I would like to go to work on Saturday.

1) Less 2) Least 3) Little
13.What ... suggestions can you make?

1) else 2) another 3) other
14.Nick has got ... a wonderful voice and is going to be a singer.
1) such a 2) SO 3) a such

15. Unfortunately there was ... hope for the victory on that day.
1) alot 2) many 3) few

16. We won’t go to the circus ... | get my salary.

1) while 2) unless 3) so

17. At first she was completely against it ... in the end she agreed.
1) but 2) if 3) because

18. ... | rewrite this sentence? - No, you ... .
1) Can, must 2) May, should
19.1 ... to the dentist since last summer.

3) Should, needn’t

1) haven’t been
20. The coat ... awful so I didn’t buy it.

1) has looked 2) looks

21. The fresh cakes ... in no time.

1) is sold 2) were sold

22. The road will ... in two days.

1) is reconstructed 2) be reconstructed

2) wasn’t 3) won’t be
3) was looking
3) were been sold

3) been reconstructed
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4) such
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4) that’s why
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4) hadn’t been
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4) has been sold

4) to be reconstructed



23.We couldn’t ... any place at the car parking in the downtown.

1) to finding 2) to find 3) finding 4) find
24.Clean your teeth before ... to bed.
1) to go 2) go 3) going 4) to going

Ykasicume nomep noouepknymoczo ghpazmenma, 6 Komopom oonyuieHa oumiuoka.
25.1s it(1) still rained(2) outside? We can’t go(3) out for a walk(4).
26. Darts are(1) often played(2) in pubs in Ireland(3) and in other countries(4).

Bovibepume omeemmuyro penauxy, nooxooauwyio nO CMbICAY K NPEOIOHCEHHOU PEenauKe

CHUMYyJy.

27.\Why not go to the disco club?

1) ’m very sorry. 2) ’m all for it. 3) It’s a pity. 4) I don’t think I do.
28. Mark doesn’t like pizza.

1) Doesn’t he? 2) Yes, he does. 3) Rather doesn’t. 4) Does he really?

Ilpouumaiime npeonoyxcenusn. Bvibepume 00un u3 npeonoHceHHvIX 6APUAHMOE OMEEma.

29. In ... ’'m satisfied with my working conditions.

1) normal 2) common 3) average 4) general
30. Every day | use underground to ... to work.

1) travel 2) ride 3) tour 4) move
31.1 look ... to seeing my friend whom I haven’t met for five years.

1) ahead 2) front 3) forward 4) advance
32. It was a small beautiful village ... by fields.

1) surrounded 2) occupied 3) crowded 4) covered

Ilepeseoume na anenuiickuil A3vlK hpazmenm npeod1oHceHus1, OGHHbLIL 6 CKOOKAX.
33. What is (mocsieqnue) news for today?
34. We spent the (Becn) day in the forest.

Ilpouumaitme mexcm u 3anoanume Kaxcowvlil U3 RPONYCKO8 MOJIbKO OOHUM C/1080M,
nooxooauwum no cmoiciy. Cnoeooonricnocooeprccamonedonee 15 cumeonos.

I love listening (35) ... English pop music and sing songs. But my biggest problem (36)
... pronunciation.
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3anoanume nponyck cjioeom, 06p(l308aHHbLM om YKAa3aHHo20 6 CKOOKax.

37. As for me, | prefer ... (comfort) clothes.

38. We have got into debts because we have ... (finance) problems at the moment.

Haiioume 6 Kaxcoom npeonoxceHuu 00HO JuuiHee CJ1060 U gblnuuiume e2o.

39. There was silence in the room. Nobody said to anything.
40. Hurry up or we are will be late for the plane.

TEST 4

Bblﬁepume OOUH U3 npednoofceunblx eapuanmoe omeema
1. Rob decided to go to ... Madrid for the weekend.

1) an 2) the 3)a

2. Dan prefers ... rock music to ... pop music.

1)a a 2) —, — 3) the, the

3. What ... big tree!

1) the 2) an 3) -

4 .My birthday is ... the 51 of March.

1) in 2) on 3) at

5.The railway station wasfar ... the village.

1) at 2) before 3) of

6.Hurry up or we will be late ... the train.

1) for 2) on 3) with

7. The economic situation in ... was rather difficult.

1) nineties 2) ninety’s 3) the nineties

8. ... refrigerators were exported to Russia last month.

1) Four hundreds 2) Four hundred 3) Four hundred of
9. ... will take you to Victory square so you won’t lose your way.
1) Bus two 2) Bus second 3) Second bus
10.She sings ... . I hope she will become famous.
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1) woderfullest 2) wonderfuller 3) wonderful
11.Nick’s grades in physics are ... than Sam’s.
1) the highest 2) many higher
12.The weather was getting ... .

1) more and more bad 2) badder and badder 3) worse and worse

13.This copy book is ... . She left it here yesterday.

3) more higher

1) herself 2) hers 3) her

14. ... car has just been evacuated by the police?

1) Whose 2) Who'’s 3) Whom
15. He doesn’t know Jim’s adress. I don’t know ... .

1) too 2) SO 3) either
16. ... of some mistakes in the test he was given an “eight”.
1) But 2) Nevertheless 3) Despite
17. My car is rather old. ... it never lets me down.

1) Because 2) However 3) Since
18. Tomorrow I will ... to come to work a little bit earlier.
1) may 2) must 3) can

19. The whole day last Sunday we ... at our dacha.

1) were working 2) work 3) have worked
20. Your kittens ... muchsince | saw them last.
1) are growing 2) have grown

21. Ifyouleaveyourwallethereit ... .

1) is steal 2) was stolen

22. Thiswatchcan ... away becauseitisbroken.

3) has grown

3) will be stolen

1) is thrown 2) was thrown 3) to be thrown

23. This phone is worth ... because it has many modern applications.
1) buying 2) to buy 3) buy

24.She had better ... before her mother.

1) to apologizing 2) to apologize 3) apologize

4) wonderfully

4) much higher

4) worse and worst

4) shes

4) Whos

4) neither

4) Inspite

4) That’s why

4) have

4) have been working

4) grew

4) will be stealed

4) be thrown

4) to buying

4) apologizing

Ykasicume nomep noouepknymozo ppazmenma, 6 komopom oonyuwiena ouiuoka.

25.How much(1)of these tasks(2)have you done(3)yet (4)?
26. Their(1) street will be(2)renames(3)next year (4).
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Buvioepume omeemmuyio penauky, nooxo0auwyio no CMuIC1y K RPeOIoOHCeHHOU peniuKe-

CHLUMYLY.

27.Have a nice weekend!

1) I really will have.  2) Here you are. 3) Haven’t you? 4) The same to you.
28. Thank you for inviting me to your party.

1) Itis my pleasure.  2) That’s O.K. 3) You are welcome. 4) Don’t say so.

Ilpouumaiitme npeonosxcenusn. Boioepume o0un u3 npeodiorsceHHbvIX 6APUAHMOE OMEema.
29.The conference will ... place in a month.

1) be 2) take 3) make 4) have
30. To my ... there should be more parks in megapolices.

1) opinion 2) mind 3) sight 4) thought
31. ... me know when you come back.

1) Permit 2) Allow 3) Let 4) Cause
32. | like to ... fun with my friends during our holidays.

1) take 2) do 3) get 4) have

Ilepeseoume na anenuiickuil A3vlK hpazmenm npeodioHceHus, OGHHLLIL 6 CKOOKAX.
33. The first task was difficult but the second was (mamHoroJierue).
34. She plays (um) the piano (am) the guitar.

3anoinume nponyckK cjiogom, 06pa3oeauubm om YKAa3aHHO020 6 CKOOKax.
35. I tried to find ... (suit) words to explain that phenomenon.
36. | wish you much health and ... (happy)!

Haiioume 6 Kaxcoom npeonoxceHuu 00HO JTuuiHee CJ1060 U gblnuuiume e2o.
37. The room was filled with much people and there was rather noisy.
38. Look! The man is trying on to steal food from the shop.
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Mpunoxenune 1

HPUJIOKEHUSA

Abbreviations of International Trade Organizations

Abbreviation Full Form Meaning
APEC Asia Pacific Economic | A3smuarcko-
Co-operation TUXOOKEAHCKOE
3KOHOMHNYECCKOC
COTPYAHHUYICCTBO
ASEAN Association of Acconuanys cTpaH
Southeast Asian Nations | FOro-Bocrounoii A3uu
BIS Bank for International bank st
Settlements MEKTyHAPOTHBIX
pacyeToB
CAP Common Agricultural O6ias
Policy CCIBCKOXO3SIHCTBEHHAS
IIOJIMTHUKA
Comecon Council for Mutual CoBeT 10 B3aMMHOI
Economic Assistance YKOHOMUYECKOU
[IOMOIIIH
EBRD European Bank for EBporetickuii 6aHK
Reconstruction and PEKOHCTPYKITUH U
Development pa3BUTHSI
ECB European Central Bank | EBpormetickuit
IlenTpasibHbI OaHK
EEC European Economic EBporietickoe
Community IKOHOMHUYIECKOE
C000IIEeCTBO
EFTA European Free Trade EBporietickast
Association accoIarus CBOOOHOM
TOPIrOBJIU
EU European Union EBpomneiickuii coro3
Euratom European Atomic EBponetlickoe
Energy Community COO0O0IIECTBO aTOMHOM
OHEPruu
GATT General Agreement on | I'enepanbHOE
Tariffs and Trade COTJIaIIeHUE TI0
TaMOXEHHBIM Tapuham
U TOprosiie (cTpaH
ATIIaHTHYECKOTO
CO103a)
IADB Inter-American MesxamepuKaHCKHA

Development Bank

OaHK pa3BUTHS
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IBRD International Bank for MesxyHapOaHbIN OaHK
Reconstruction and PEKOHCTPYKIIUHU U
Development pa3BHUTHS
ILO International Labour MesxayHapoaHast
Organization OpraHM3alys Tpyaa
IMF International Monetary | MexyHapoaHbIi
Fund BaJIIOTHBIN (hOHJT
ISO International MesxyHapoaHas
Standardization OpraHu3aIus
Organization CTaHIapTH3AIUH
ITO International Trade MesxayHapoaHast
Organization OpraHM3alys TOPTrOBIN
(OOH)
ITU International MexnyHapoaHbII
Telecommunications TEJIIEKOMMYHUKAITUOHHBI
Union i1 coro3
LAFTA Latin American Free JlaTmHOAMEpUKaHCKAS
Trade Organization OpraHu3aIus
CBOOOJTHOI TOPTOBIU
NAFTA North American Free CeBepoamepuKaHCKast
Trade Organization OpraHH3aIIHSI
CBOOOJTHOM TOPTOBIU
OAS Organization of Opranu3zanus
American States aMEepUKaHCKUX
rOCyJ1apCTB
OAU / AEC Organization of African | Opranuzanus
Unity / African a()pUKAHCKOTO
Economic Community | equncrtsa /
Adpukanckoe
IKOHOMHYECKOE
CO00IIECTBO
OECD Organization for Opranuzanus 1is
Economic Co-operation | 5KOHOMHUYECKOTO
and Development COTPYIHUYECTBA U
pa3BUTHS
OEEC Organization for Opraau3anus 1l
European Economic €BpOIENCKOro
Cooperation HKOHOMHYECKOTO
COTPY/JIHUYECTBA
OPEC Organization of the Opranu3zanus cTpaH-
Petroleum Exporting AKCITOPTEPOB HEDTH
Countries
UN United Nations Opranuzanus

O0benuHensbIx Hanumii
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UNCTAD United Nations Kondepenrus
Conference on Trade OpraHH3aI|H
and Development 00BbEAMHEHHBIX HALUI
I1O TOPT'OBJIC U
Pa3BUTHIO
WCO World Customs Bcemuphas
Organization TaMOKCHHAS
OpraHu3alus
WTO World Trade Bcemupnas toprosas
Organization OpraHu3aIys

Ipuinosxkenue 2 Abbreviations commonly used

in business context

Abbreviation Full Form Meaning

@ at KOMMEPUYECKOE

AIC, alc account cuer

adds addressed aJIPECOBAHO

adse addressee aJipecar, moJy4aTelnb

ad (ads) advertisement (s) peKIaMHOe 00BSABIICHHE
(MH. 1)

A.G.M, annual general eXeroIHoe oo1ee

meeting coOpaHue

A.O.B. any other business pasHoe

A/P, alp account paid CYET OIJIaueH

app. appendix TIPHIIOKCHHE

approx. approximately PUOJN3UTEIIHEHO

Attn. attention BHUMAaHHIO (KOTO-1100)

AW.B. air way bill aBUarpy3oBasi HaK-
JagHas

B/E., B.E., b.e. bill of exchange IICPEBOJIHON BEKCEIIb,
TpaTTa

B/L. bill of lading KOHOCaMEHT (TpaH-
CHOpPTHAsl HAKJIa/IHas )

c.a.d.,, CAD cash against [UIATEK HATUYHBIMUA

documents IPOTHB TPY30BbBIX

JIOKYMEHTOB

CA current account TEKYIIUN CYeT

C cents LEHT

c.c., cc., cc copies to yKa3aHHE Ha aJpecaToB
KOITMM NMUCbMa

CC. cash credit (0aHKOBCKHIA KPEIHT)

HaJIWYHBIMH ACHbBI'aMU
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C.E.O. Chief Executive UCIIOJHUTEIIbHBIH
Officer JTUPEKTOP
cfmd confirmed IIOITBEPIKICHHBIN
cge. carriage BaroH
CIF, c.i.f. cost, insurance and CTOMMOCTb,
freight CTpaxoBaHUE U PPaxT
c. and f. cost and freight CTOUMOCTH B (hpaxT
C/N credit note KPEAUT-HOTA
c/o care of 3a00Ta 0
Co. company KOMITaHUS
C.0.D. cash on delivery yIuIaTa Mmpu JOCTaBKe;
HAJIOKCHHBIN TIJIATEK
contr. contract KOHTPAKT
Corp. corporation KOPIIOp
cur. currency, current BAJIIOTA, TCKYIITHAMN
CV curriculum vitae KpaTkas onorpadus
C.W.0. cash with order HAJIMYHBIA pacueT mpu
BBIJIaY€ 3aKa3a
D/A documents against JOKYMEHTHI IPOTUB
acceptance aKIIenTa
D/C documents against cash | TOKyMEeHTHI IPOTUB
HAJUYHBIX JIEHET
dd dated, delivered JTaTUPOBAHHBIH,
JIOCTaBJICHHBIN
dept department OTJIEIN
Div. Division o/Ipa3ieJICHUuE
D/N debit note neber-HoTa
doc. (docs.) document, (documents) | TOKyMeHT (TbI)
doz., dz. dozen JFO’KEHa
D/P documents against JTOKYMEHTBI IPOTHB
payment naTexa (J0KyMEHTBI
3a HAJIMYHBIA pacyer)
EAON, eaon except as otherwise noted | nckirouas Te ciayyaw,
KOTJIa yKa3aHO MHay4e
EC European Community EBpormeiickoe
COOONIECTBO
E.&OE. errors and omissions OIMOKH U MPOITYCKH
excepted UCKJIIOYCHBI, HCKITFOYast
OIIMOKYU M MPOITYCKU
e.g. example HanpuMep
E.G.M. extraordinary general AKCTPAOPpIUHAPHOE

meeting

ob1iee coOpanue
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Enc., encl. enclosure, enclosed pHiaraeMbli,
pUIoKeHue (K THChbMY
U T.I1.)
exc., excl. except, excluding, VICKJIIOYast, UCKIIOUECHUE
exception
expn expiration ucTe4YeHHe (CpoKa)
fig. figure udpa, pUCYHOK, CXeMa
FOB, f.0.b. free on board dpanko-6opt, POb
FY fiscal year (bMHAHCOBBIH o
G.D.P. gross domestic BaJIOBOM BHYTPCHHHUIA
product IPOAYKT
G.N.P. gross national product BaJIOBOM
HAIIMOHAJIbHBIN
TPOJTYKT
gr. wt. gross weight BeC OpyTTO
h.a. hoc anno (y1ar) B TEKYIIIEM TOTY
hf. half MIOJIOBUHA
1 2 3
H.P. hire purchase MIOKYTIKAa B PACCPOYKY
H.Q., HQ, h,q. headquarters TJIABHOE YIIPABJICHUE
(KOMITaHUH,
OpraHu3alyn)
id. TOT K€
e, ie TO €CTh
inc., incl. including BKJTFOYAs
Inc. Incorporated 3apErHCTPUPOBAHHBIN
KaK IOPUINIECKOE JTUIIO
(kopriopartus)
info information uHbOopMaIus
inv. invoice cueT-akTypa
1.0.U. | owe you s BaM JI0JDKeH (hopma
JIOJITOBOM PACITUCKH )
J.i.t. just in time KaK pa3 BOBpPEeMsI
Jnr. Jr junior MUTa TITH#
K a thousand (in job ThICSTYA
advertisements, £25 K
means £25,000)
Ib pound (weight) ¢byHT (Bec)
L/C, l.c., llc letter of credit aKKPEIUTUB
LLC limited liability KOMTIaHWMS C
company OrpaHUYEHHOU
OTBETCTBEHHOCTHIO
LOC letter of commitment rapaHTUHHOE TTHCHMO
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Ltd., Itd. Limited C OrpaHUYCHHOMN
OTBETCTBEHHOCTBIO

mdse merchandise TOBapHI

memo memorandum 3ammcKa

M.O., m.o. mail order, money order | mo4YTOBBIH MIEpEBOI,
JICHEXKHBIN TIEPEBOI,
MJIATEKHOE MOPYUYEHUE

mngr. manager MEHEIKEp

mo, mth. month MecsII]

M.T. metric ton METpPUYECKasi TOHHA

MV merchant (motor) vessel | Toprosoe (MoTopHOE)
CYJHO

N/A not applicable HETIPUMECHHUMBIH, HE
IPUMEHUMO

N.B. nota bene, nar. Ba)KHOC 3aMEUaHue,
00paTu BHUMaHUE

NC, N.C., n/c no charge OecraTHO

o/l our letter (cchuTasich HA) HAIIE
IACHMO

0.n.0., 0.b.o. or nearest offer, or best | unm camoe Grm3koe

offer PEIOKECHHIE, WIH

HaWJTy4Ilee
PEJIOKECHUE

0z ounce (weight) yHIIHS (Bec)

P pence TICHC

P.A. Personal Assistant JIMYHBIA TTOMOIIHUK

PA power of attorney JIOBEpEHHOCTD

p.a. per annum B Iojl

par. paragraph a03ar1, maparpad, MyHKT

pd paid yIUIAYCHO, OTIJIaYCHHBIH

P/E ratio (or P.E.R.) price earnings ratio IICHOBOE OTHOIIICHUE
J0X0]1a

per pro (pp), p.p. for and on behalf of OT UMEHHU | TI0
OPYYEHHUIO

plc public limited OTKpPBITas aKI[HOHEPHAS

company KOMITAaHHMS C

OrPaHUYEHHOU
OTBETCTBEHHOCTBIO

PO post office IIOYTOBOE OTJICIICHHE

PpP. pages CTpaHHUIbI

P.R. public relations CBSI3H C
00IIIECTBEHHOCTHIO
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Pte. private limited company | yactHas KOMIaHHS C
OrPaHUYECHHOU
OTBETCTBEHHOCTHIO
P.T.O. please turn over OKaJIyiCTa,
NIEPEBEPHUTE
Pty. proprietary company YaCTHAS KOMITAHHS
p.W. per week B HEJICITIO
qty. guantity KOJHYECTBO
qVv quod vide, nat CMOTpH (TaM-TO)
R&D research Hay4YHO-HMCCJIEI0BATEIIb-
and development CKHe€ U OIBITHO-KOHCTPY-
KTOpCKUE pabOThI
rect receipt pacrnucKka, KBUTaHIIUS
rept. report OTYET, TOKJIA]]
re regarding OTHOCHUTEIHLHO
ref. reference CChLIKa
RMS root-mean-square CpeAHEKBaAPATUUECKUIM
R.O.I. return on investment BO3BpAT HA MHBECTUITUAX
R.S.V.P. répondez s’il vous MOXaJyHCTa, OTBETHTE
plait-fr. for please reply
s.a.e. stamped addressed OTIeYaTaHHbII
envelope 0OpaIeHHBIH KOHBEPT
shipt shipment OTrpy3Ka, OTIpaBKa
sig. signature IOJTITUCH
sp.ex special export price CHeIMalIbHAs YKCIIOPTHAS
1IeHa
tn. Ton TOHHA
urgt urgent CPOYHBII
V., VS Versus, Jiar. MIPOTHB
V.S. vide supra, Jiar. CM. BBIIIIC
V.AT. value added tax (UK) HJIC
VIP very important person 0Cc000 BaXKHOE JIUIIO0
Viz namely a UMCHHO
V.V. vice versa, jart. Ha00O0pOT
w, w/out with, without c, 6e3
Ipunoxenne 3 PeueBblie kiuie
Set expressions IMepeBon
| think ... A nymaro...

It seems to me ...

Mue kaxercd ...

(Personally,) | believe ...

JInyHo s nymaro...

From my point of view / viewpoint ...

C moeilt TOYKH 3peHus ...

247




(Personally,) I feel...

KonkpeTHo s qymaro ...

In my view / opinion ...

C moel TOYKH 3peHus ...

As | seeit, ...

Hackonbko 4 3Haro, ...

For all i know, ...

Hackombko s 3Har0,...

As far as | can see, ...

Hackonabko s 3Halo,...

To my knowledge, ...

Hackoinbko s 3Halo, ...

| guess ...

1 cumraro...

At my best guess, ...

[To MmOemMy MHEHHUIO, ...

To my way of thinking, ...

ITo MmoemMy MHEHHUIO, ...

Small wonder that ...

HCYBI/II[I/IBI/ITGJIBHO, qTo0 ...

It is not surprising that ...

HGYBI/II[I/IBI/ITCJIBHO, qTo ...

It goes without saying that ...

Camo coboii pazymeeTcsi, 9To

It’s self-evident that ...

Camo c000ii TOHATHO, YTO ...

It stand to reason that ...

Camo coboii pazymeercs, UTO

To put it in a nutshell, ...

OaHHUM CIIOBOM, ...

Moreover, ... boxee Toro, ...
What’s more, ... Boxee Toro, ...
Furhtermore, ... Kpowme Toro, ...
Besides, ... Kpowme Toro, ...
Toadd toit, ... Bno6asox, ...

In addition, ... K Tomy xe, ...

In a word, ... OIHUM CIIOBOM, ...
In a nutshell, ... OIHUM CIIOBOM, ...
In short, ... Kopoue, ...

To make a long story short, ...

Kopoue rosops, ...

Summing it up, ...

IToaBonas utor, ...

So, to sum it up, ...

Hrak, mogBoas UTOT, ...

In conclusion, ... B 3akmgrouenue, ...
As for ..., Yro kacaercH ...,
Asto ..., Yro kacaercH ...,
As far as ... Is concerned, Yro kacaercd ...,
Concerning ..., Yro xacaercs ...,
As a matter of fact,... Yro kacaercd ...,
Actually, ... daKTHYECKY, ...
The fact is ..., Jleso B TOM, 4TO ...
As regard to ... Yro kacaercs ...
Speaking of ... ["oBops O...

In regard to ... B oTHOMICHMH ...
Regarding ..., OTHOCHUTENBHO ...,
The thing is ... Jleno B ToM, 4TO ...
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The troubleis ...

[TpoGiema B TOM, YTO ...

The point is ...

CyTb B TOM, 4TO ...

It comes as no surprise that ...

HeynusurensHo, 41O ...

Small wonder that ...

HeynusurensHo, 4TO ...

To crown it all, ...

B nosepiiennn Beero, ...

It is important to note that ...

BaxxHo oTMeTUTB, YTO ...

What counts here is ...

HpeI[CTaBHSICTCH Ba’XHBIM. ..

What matters here is ...

[IpencraBiseTcs BaXHBIM ...

It is vital to note that...

Crour OTMCTHTD, 4TO...

It’s important to keep in mind that ...

BaxHO nmeTh B BUy, YTO ...

It’s important to remember that ...

Baxxno IIOMHUTD, YTO ...

An imortant point is that ...

BaxxHbIM sIBIISIETCS TO, UTO ...

What’s worse, ...

Yro xyxe, ...

It turned out / appeared that ...

Cityuunocsk Tak, 4To ...

It is no great surprise that ...

Hey,I[I/IBI/ITGJ'ILHO, qTo ...

On the one hand,..., on the other hand,

C o0mHOM CTOPOHBH, ..., C APYTON
CTOPOHBI, ...

Luckily / Fortunately /
Unfortunately, ...

K cuactrro / K cuactero /
K coxanenutro, ...

This plays a key / vital / prominent /
important / major role in ...

OTO0 UrpaeT KIOYEBYIO / JKU3HEHHYIO
/ BUJTHYIO / BaKHYIO / TJIaBHYIO pOJIb B

This play a key / vital / prominent /
important / major role in ...

OT0 UrpaeT KIOUYEBYIO / JKU3HEHHYIO
/ BUITHYIO / BAKHYIO / TJIaBHYIO POJIb B

This aspect is of fundamental / great /
vital importance for ...

OTOT acleKT uMeeT
byHIaMEeHTaIbHYIO / OONbIIYIO /
KU3HEHHYIO BaXKHOCTh JUIA ...

We have every reason to believe that

Mo:xHO nojaraTh, 4To ...

We can safely assume that ...

Mo3kHO cMeJIo IMpCAIIOIOKUTDL, YTO ...

There is ample / abundant evidence
that...

BriostHe mocTtaTo4HbBIM / OYEBUIHBIM
CBHUIETEIHCTBOM SIBIIAETCH ...

This problem has to do with / relates
to / is associated with / is connected
with ...

Ot10 npobiiemMa UMeeT OTHOIIICHUE K /
KacaeTcs / CBsi3aHa C ...

It’s common knowledge that ...

OOmIeu3BeCcTHO, YTO ...

It's well know that ...

H3BecTHO, YTO ...

It has long been know that ...

JlaBHBIM-JaBHO U3BECTHO, YTO ...

So (as) far as is known, ...

Hackoabko U3BeCTHO, ...

To the best of our knowledge, ...

Hackoabko HaM HM3BECTHO, ...

So far as we know, ...

Hackoabko HaM H3BECTHO, ...
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