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MNPEAUCJIOBHUE

Yuebnoe mocobue «Business English Supplementary Exercises» (AHrmuickuit
SA3BIK JIJI1 DKOHOMUYECKUX CTEIMaIbHOCTEH) ypoBeHb pre-intermediate mMcmoiab3yercs B
KauyecTBE JIOMOJHUTEIBHOTO COMpoBOXIeHus1 yueOHnka «Market Leader (new edition).
Y4eOHOEe mocoOue HalelneHo Ha TO, 4TO Obl KOMIIEHCHPOBATh HEIOCTAaTOK JIEKCHKO-
IrpaMMaTHYECKOTO MaTepuayia, HeOOX0MUMOTo JUIsi (POPMHUPOBAHUS, PA3BUTHUS U 3aKPETI-
JICHUS SA3BIKOBBIX HABBIKOB B YCJIOBHSIX JIMYHOCTHO-OPUEHTUPOBAHHOTO O0yUYEHUs U pea-
JU3alid UHIUBUIYABHOTO MOAX0Aa K OOYYEHHIO B YCIOBHSIX POOOTHI B CMEIIAHHBIX
rpynmnax, rjie 00yJaroTcsi CTYICHTHI C PA3HBIMHU YPOBHIMHU SI36IKOBOH ITOJTOTOBKH.

JlanHOE yueOHOe MOoCcOOMe TMO3BOJSET MCIONIb30BATh POCCUUCKAE U  OPUTHHAIb-
HBIE, Ay TECHTUYHBIE Y4eOHO-METOMYECKHIE MTOCOOUSI KaK €MHOE 1eI0e.

OCHOBHBIM MPUHITUTIOM OPTaHU3ANMK YYeOHOTO MaTepualia B MpeajaraeMoM Io-
coOnn SABJISETCS MPUHIUI CHCTEMATHUYHOCTH W TIOCIICIOBATEIHbHONW aIaNTalud K U3Me-
HSIFOIUMCSL TIOTPEOHOCTSIM POCCUMCKUX CTyJIeHTOB. B mocoOuu momoOpaH MIMpOKUN
CHEKTP JCKCUYCCKUX, CAUHULI, UTUOMATHUECKUX BBIPAKCHHM, CTaTeH U JTOMOJIHUTEIHHO-
TO MaTepuaia, UCMOIb30BaHUEe KOTOPOTO MPEICTABIACTCS Hanboiee 3HaYUMBIM B TIPIIEC-
Ce M3YYCHHUs JICTIOBOTO aHTJIMKACKOTO sI3bIKa B IKOHOMHUYECKOM By3e. [locienoBarensHoe
TEMaTUYECKOE BBEJCHHE, MOCTOSHHOE MOBTOPEHHE M OTPabOTKAa HOBOTO JIEKCHUECKOTO
MaTrepualia TIOCPEJACTBOM BBITIOJHEHUSI PAa3HOTO PoOJia YNPAKHEHHH CIIOCOOCTBYET €ro
BOCIIPUATHIO U oOecrnieunBaet 3pPexktuBHOE oBnageHne. CTpykTypa OpraHu3aiuu y4eo-
HOTO MaTepualia UMeeT Y€TKO chopMyIMPOBAHHBINA TEMAaTUYECKUH IJIaH B COOTBETCTBUU
c 3amadamMu u TpeOoBaHmsiMu DenepasbHOr0 TroCyAapCTBEHHOTO 00pa3oBaTEIbLHOTO
CTaH/JapTa BBICUIETO NMPOPECCUOHATLHOTO 00pa3oBanus. MaTepuansl yueOHOro nocoous
MOTYT OBITh HCIIOJIB30BaHBI KaK JIJISl CAMOCTOSITENIBHOTO, TaK W ISl JUCTAHIIMOHHOTO
o0Oy4eHusl, T.K. CHAOKEHbI KIFOYaMH JIJIsi CAMOKOHTPOJIA.

OCHOBHOM 1IEJBI0 JAHHOTO Y4eOHOTO TOCOOUS SIBISICTCS pa3BUTHE KOMMYHHKa-
THUBHBIX HaBBIKOB B 00JIACTH JCIIOBOTO aHTJIMHACKOTO SI3bIKA y CTYICHTOB YKOHOMHYECKHX
CHEIUAIBHOCTEHN, TOCPEACTBOM (POPMUPOBAHHUS MPOHECCHOHAIBHBIX HABBIKOB HA OCHOBE
ayTeHTUYHOro  Matepuana. YdeOHoe mnocobue «Business English Supplementary
Exercises» (AHMIUNUCKUN $3BIK JJII 9KOHOMHYECKUX CIELUUATBHOCTEH) MpeaHa3HAueH
JUTS IIMPOKOTO CIIEKTpa HAIpaBIICHUH BBICIICH MPO(ecCHOHaTIbHON MOJATOTOBKH CTY-
JICHTOB B 00JIaCTH YKOHOMHKH U OU3Heca.



Unit 1. CAREER

Starting up
1. Match the words with their Russian equivalents:
1. ambitious a. Paspabotka u pa3Butue
2. career plan b. mocemaTs coopanus
3. sales and marketing C. YINpaBJICHHE
4. finance d. OmNBITHBIN YETOBEK
5. management €. amMOMIIMO3HBIN
6. administration and personnel f. crapmmii Mo JOMKHOCTH
7. production g. 0O0IIeCTBEHHbIE MEPOTTPHUAITHS
8. Research and development (R&D) h. ¢unaHCOBBI OTHET
9. superior 1. JIOTIOJTHUTEbHBIC HABBIKU
10. attend meetings J. TUIaH KapbepHOTO poCTa
11.social functions k. mpousBoacTBO
12. experienced person . ormen kanpos
13. extra qualifications m. OTJeJ MPOJIaK U MapKeTHHTA

2. Translate into Russian:

1. Alfred was very ambitious and wanted to become a successful and rich busi-
nessman.

2. Her career plan was to start in a small company and then work for a larger com-
pany as she had more experience.

3. The job needs having an interest in sales and marketing.

4. The finance department of the company has come up with a budget for the new
project.

5. In banking as in every other business good management is very important.

6. The administration and personnel department of the company is very well organ-
ized.

7. Toshiba is increasing production of its popular line of laptop computers.

8. The Research and Development department of our company has brought out a
new project.

9. Jerry shows respect to his superiors at work.

10. Only twelve people attended the meeting.

11. The company organizes many social functions, such as parties every year.

12. The company has a small team of experienced sales people.

13. The more qualifications you have, the easier it is to find a job.

3. Translate into English:

1. OH gocTaTO4YHO aMOMIIMO3HLIM, YTOOBI Ha4YaTh CBOIl COOCTBEHHBIN OMU3HEC.

2. Heob6xonumo pa3paboTarh HaUICKAIUA IJIaH KaphbepHOTO POCTa ISl KaXKJA0Tro
HalIero MeHeIKepa.

3. KoManaa B HailieM pPOCCHICKOM MpPEJICTAaBUTENLCTBE 3aHUMACTCS MPOAaXKaMu U
MapKETUHIOM, a Hallla NpoayKuus npousBoaurcs B Jlanuu, bpazunuu, Kurae u 8 CHIA.

4. B 5TOM rogy OH OKOHYMJI SKOHOMUYECKUI YHUBEPCUTET U coOupaeTcsi paboTaTh
B oT/ese (PMHAHCOB.

5. Bce BaxHbI€ pelICHHs] B KOMIIAHUY IPUHUMAET PYKOBOJICTBO.




6. [Ipon3BoaCTBO MaTepuaa o OBICTPO U MPOJIAXKHU BHIPOCIH.

7. Ilo BompocaM CBEepXypOYHOM pabOTHI, BaM HY>KHO MPOKOHCYJIbTUPOBATHCS C OT-
JIEJIOM KaJIPOB.

8. HayuHo-nccnenoBaTeabCKuil oT/ien pa3pabarbiBaeT MHOTO HOBOHM MPOAYKIIWH,
OCHOBBIBAsICh Ha JAaHHBIX O MPEANOYTECHUH KIIUEHTOB).

9. Moii HpIHEIIHUI HAYAJIbHUK — OYE€Hb XOPOLIUN PYKOBOAUTEb.

10. MHorue COTpy HHMKHU HE JIIOOSAT MMOCenaTh cOOpaHus KOMITAHHWH, TaK KaK CUU-
TalOT UX HEI(PPEKTUBHBIMU.

11. MHorue xoMnaHuu TpaTAT OOJbIIME CyMMbI JCHET Ha OOIIECTBEHHbIE MeEpo-
OpUATUS KOMIIAHUU.

12. Jlaxxe caMOMy OIBITHOMY Y€JIOBEKY WHOTJA HY>KHBI COBETHI U TOJJEPKKa 00-
JIe€ OMBITHOTO KOJIJIETH.

13. Ecnu BBl XOTUTE yIyULIUTh CBOIO Kapbepy, U3y4alTe JONOJIHUTEIbHbIC HABBIKU
B CBOOOJTHOE BpEMSI.

Vocabulary

4. Fill in the gaps with the following words:
goals, ahead, move, bonus, making, work, retirement, taking, mistakes.

1. Some ambitious people plan their next career as soon as they get their
first job.

2. Our negotiators are very good progress in the talks with the Rus-
sian company.

3. Julia is some time off next month to visit her daughter in Germany.

4. Jim kept making terrible at work. His boss said he was incompetent,

and gave him a sack.
5. If you reach your sales targets every month, you will probably earn a

6. Few people want to anti-social hours even if they don’t have ch1ldren

7. Changing companies often is not a good idea if you want to get in your
career.

8. After working hard all her life, Maria decided to take early and
travel around the world.

9. A good tip is to create your own and determine what skills you need to
reach them.

5. Translate into English:

Korpa SlH okOHYMI YHUBEPCHUTET, OH TOUYHO HE 3HAJ, KaKyl0 paboTy oH xoueT. OH
HE MOT OIPENEeNTUThCA B MPOo(ecCHOHaTbHOM IutaHe. HekoTophie ero Apy3bs MedTaiu
pazborateTs (3apaboTaTh cocTosHHE). [[pyrue oXuganu MoNyduTh JIETKYI0 PYTHHHYIO
paboty B agmuauctpauud. Ho fH Obu1 3auHTEepecoBaH B MPOBEIECHUU HCCIEAOBAHUN U
oH J1roOu xumuto. OH He ObUT aMOMIIMO3HBIM U MTPOCTO XOTEN XOPOUIO 3apadaThiBaTh Ha
KH3Hb. /[Ba roga cimycTs, mocie Toro Kak OH MOJy4HJI BhIcIIee 0Opa3oBaHKe, OH HaIIel
paboTy B KpynHOH (papmarieBTHUecKol KoMnaHuu. Kommanus ciaBUTCsI CBOMM OTAEIIOM
pa3paboTKu U pa3BuUTUs. Takke OHA MPEJOCTABISET OTIMYHBIE KapbepHbIE BO3MOKHO-
ctu. Tenepp SHy wacTo mpuxoauTcss paboTaTh CBEpXypOYHO, HO OH TOBOPHT, YTO OH Ha-
men, yTo oH XoTen. OH Bce BpeMsl YUMUTCS M TakXke 3apabaThIBaeT JOCTaTOYHO JICHET,



yTOOBI )XUTH 0€3 3a00T. Ero HayabHUKHU TOBOPSIT, OH BEJIMKOJICITHO BBITIOIHSET padoTy.
Kcratu, oH 04eHb CKOPO MOTYYHT MOBBIIICHHE.

Reading

6. Give the English equivalents:

1) mpeycneTsb B Kapbepe; 2) COCTaBUTh CIUCOK; 3) oYepunBaTh, HAaMe4aTh; 4) Kpat-
KOCpPOUHbIE/ TOJTOCPOYHBIE 1IE€IH; 5) OLEHUBATh JOCTHXKEHHMSI; 6) OBJIaieTh HAaBbIKAMHU; 7)
JIEJIETUPOBATh BBIMOJIHEHUE 33/1a4; 8) UCKaTh BO3MOXHOCTH; 9) pacmpsTh HaBbIky; 10)
onpenensth; 11) nocrurate uenu; 12) npuHumaTh BbI30OB; 13) 3aciykuBathb; 14) Opathb
OTHycK; 15) 3HAUUTENBHO.

Translate into Russian:
My grandfather’s advice has always helped me get ahead in my career.
Make a list of all advantages and disadvantages of this work.
We will outline our proposal to the committee.
Break long-term goals down into several short-term goals.
The CEO should regularly evaluate progress achieved in sales.

6. Now you can delegate tasks to your employees, control the execution and
promptly make changes if they become necessary.

7. It takes years to master a new language.

8. Tom has always looked for opportunities to broaden his skills.

9. Investigators are still trying to determine the cause of accident.

10. What goals does the company want to reach in the next two years?

11. The job is very difficult and there are many new challenges I need to accept.

12. She deserves a promotion because her work is excellent and she always reaches
her monthly goals.

13. Only one parent can take time off from work to care for a sick child.

14. By building a new factory, we will significantly increase our profits and help
local economy.

APl i

Translate into English:
AMOUIIMO3HBIE JIFOAU OBICTpEe IPEYCIEeBAIOT B Kaphepe.
MHe Hy’KHO COCTaBUTh CHUCOK BCEX JIe], KOTOPBIE 5 JOJDKEH ClIenaTh 3aBTpa.
Menemxep oOprcoBai OM3HEC MIaHBl HA HOBBIN TOJ.
VY Bac 10JKHBI ObITh KPATKOCPOUHBIE U JOJATOCPOYHBIC IJIaHbl Balleil Kapbephl,
MOATOMY TTOAyMaNTe 3apaHee.

5. HaM Hy’>XHO OLICHUTb JIOCTMIKEHUs B HAIIEH MOCICIHEH MAapKETUHIOBOM KOMIIA-
HUMU.

6. Ham meHemxep Aeserupyer BhINOJHEHHE 3a]1a4 B COOTBETCTBUM C HAIUMU CIIO-
COOHOCTSIMHU M OIIBITOM.

7. OH oBJa/Ie]1 HABBIKOM OpPaTOPCKOTO MacTEPCTBA.

8. KomnaHus piieT BO3MOKHOCTH BBIMTH HA HOBBIA PBIHOK.

9. Yun noien Ha Kypchl, YTOOBI PACIIUPUTL CBOU MPOPECCUOHATIbHBIE HABBIKH.

10. Mbl onpesieiuM LieJu MPOEKTa Ha COBELIAHUU.

11. 4 cnenaro Bce BO3MOKHOE, YTOOBI JIOCTHYD IIEIH.

12. MHe HpaBUTCsI IPUHUMATh BBI30BBI M BBIMIOJIHATE TPYIHYIO U HHTEPECHYIO paldoTy.
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13. CeronHs g MHOTO pa0oTall, IO3TOMY 3aCTy>KMBAI0 NIEPEPHIB.
14. MHe Hy>KHO B34Th OTTYJI, TaK KaK 5 OYEHb YCTAaI.
15. KonuuecTBO KYpHIIBLIMKOB B 3TOM pPaiioHE 3HAUUTENILHO YMEHBIIUIOCH.

Listening

9. Match the words with their Russian equivalents:

1. stuck in smth. a) BOWTH B IPUBBIYHYIO KOJICIO

2. to prioritise b) orBeTHas peakuus

3. to set objectives C) KJIIOYEBOM, pellaromui

4. to be good at smth. d) ycraHaBIMBaTh MPUOPHUTETHI

5. feedback €) ydacTBOBATh B 4eM-JIH00, 3aHUMATHCS YEM-JINO0
6. to settle into a routine f) morpsA3HyTH B ueM-1100

7. ameeting of minds g) UMETh CIIOCOOHOCTh K YeMY-JTH00

8. to be engaged in smth. h) craBuTh Henu

9. crucial 1) CIMHCTBO B3TJISAI0B, B3aUMOIIOHUMAHHE

10. Find English equivalents:

1. Bo-niepBhIX, BaM HEOOXOJIMMO IMOCTAaBUTh LIEJU U, KOT/Ia BBl CAEIAECTE ITO, BaM
HY’KHO OyJIeT pacCTaBUTh IPUOPUTETHI.

2. ToI mOrpsi3HENIb B TOM K€ cTapoii paboTe Ha BCIO CBOIO KHU3Hb.

3. Ecnu BBI perynsipHO OyaeTe OIleHMBATh CBOM JOCTHIKEHUS, Y Bac OyeT Jrydliee
MpECTaBIECHHE TOTO, K YeMY y BaC CIOCOOHOCTH.

4. D10 BCe CBS3aHO C OTBETHOM pEeakUUEH, HE TaK JIn?

5. Ecnu BBl Bce Bpems OyaeTe n30eratb pucka, eciii Bbl BOMIETE B MPUBBIYHYIO KO-
JICI0, BBl HUKOT/Ia HE TPOJIBUHETECH B Kapbepe.

6. 51 yBepeH, 4TO BaKHO OBITh MOJHOCTHIO COCPEIOTOUEHHBIM Ha 3aJJaHUH, KOTOPOE
BbI BBIIIOJIHSETE.

Language review

Prepositions

11. Fill in the gaps with the right prepositions:

e[ would prefer to work 1) one company during my career.

e Use charm 2) your superiors.

e Pay attention 3) every single task that you do.

e The article offers the following tips for getting 4) n your career.

e Be clear 5) what you want.

o If you are disappointed 6) your current career, look 7) ways to
transform your job 8) more of what you want.

e If you play it safe all the time, if you just settle 9) routine, you’ll never
move ahead 10)  your career.

e[’d like to speak 11)  Carmen Diaz in human resources, please.

e Hold on, I’'ll put you 12) :



¢ ’m phoning 13) your advert in Careers Now.

¢ Could you tell her I won’t be able to make a training course 14) Saturday.
e] can’t get 15) to them. Their phone is always engaged.
Modals

12. Put the words in the right word order and then translate sentences into
Russian:

0. new/ can/ four/ Our/ fluently/ divisional/ languages/ speak/ manager/ fluently.

Our new divisional manager can speak four languages fluently.

1. meeting/ you/ next/ come/ the/ Can/ to/ week?

2. come/ next/ I/ to/ meeting/ the/ can/ week.

3. I/ come/ the/ next/ be able to/ meeting/ to/ won’t/ week.

4. meeting/ that/ the/ couldn’t/ last/ Sorry/ to/ come/ 1/ week.

5. to come/ Sorry/ that/ I/ the/ meeting/ to/ wasn’t able/ last/ week.

6. we/ can/ What/ do?

7. directly/ to/ hope/ 1/ fly/ to be able to/ Dusseldorf.

8. Mr Reiner/ to/ speak/ I/ was able to/ yesterday.

9. The hotel/ could/ Ok,/ I/ was/ a lot of/ from/ hear/ but/ noise/ the street.

10. on Lake Leman/ take/ was/ I/ a/can/ trip/ I/ when/ boat/ in/ was able to/ Geneva.

13. Translate the words in brackets:

1. Of course, I (mory) take the message.

2. I think I (mor 6s1) show you round our production.

3. You (moxere) come to the director and tell him about it.
4. (MoxHno) I see the CEO now?

5. You (moxerte) easily get there in 20 minutes.

6. You (moxerte) do it directly on return.

7. You (cmoxete) discuss the subject outside the company.
8. She was in a hurry, she (ue morna) wait for us.

9. I was very tired but I (cmor) complete my report.

10. Before her illness, she (morna) work fourteen hours a day.

14. Complete the telephone conversation using phrases from the list below: can
you send, can I call you, can you hear, can I help you, can’t, can’t tell, could I speak
to, could you hold, could you repeat, could you speak, could you tell me.

Jon: Good morning, the Tech Store, this is Jon speaking.
Sara: (1) someone in Customer Services, please?
Jon: Er. Yes, of course, I’ll put you through.

Mark: Customer Services, Mark speaking, how (2) ?

Sara: I’'m calling about your new Samsung DVD players. (3) if you
have any in stock?

Mark: I’ll just go and see. (4) the line please?

Sara: Yes, no problem, I’ll wait.

Mark: Hello? I (5) any on the shelves. I’ll need to check the order status
on the computer. (6) back?




Sara: Certainly. My name is Sara Hall and my telephone number is 0582 1067.

Mark: Sorry, (7) up? It’s a terrible line.

Sara: Is that better? (8) me now?

Mark: Yes, that’s much better. (9) the number please?

Sara: Of course, It’s 0582 1067. I’ll be on this number all morning.

Mark: Sorry, (10) you if we’ve got any DVDs in stock right now, but I’11l
get back to you as soon as | have information. Was there anything else?

Sara: Er, yes, (11) send me a copy of your latest catalogue?

Mark: Of course, I’ll put one in the post to you today. What’s your address?
Sara: It’s 25 Ridley Lane, Lower

15. Translate into English:

Borock, uTO B JaHHBIII MOMEHT HE MOTY TeOe OMOYb.

He nymaro, 4yTo s cMory nmpuiitTu Ha coOpaHue.

[IeperoBops! NPOBANMIIACH, IOTOMY YTO MBI HE CMOTJIM JOTOBOPUTHCS O IICHE.
ITocne mecTr yacoB NEPEroBOPOB, Mbl HAKOHEL-TO CMOIJIA JOOUTHCA ycIexa.
Ecnu BBl cMOXkeTe clienarh 3aKa3 CeroJHs, Mbl CMOYKEM OTIIPABUTh 3aKa3 K IAT-

Nk W —

HUIIE.

6. S cuuTaro NOPTYrajabCKUil SA3bIK OYEHb TPYAHBIM. Sl MOTy IOHMMAaTh €ro, HO He
MOTY TOBOPUTH HAa HEM.

7. I3BMHUTE, HO 1 HE CMOTY BCTPETUTBHCSA C BAMH Ha CIEAYIOIIEH Henese, HO BO3-
MOYHO 51 CMOTY 4€pe3 HEACIIO.

8. A: Bbl cMokeTe MOWTH Ha 00ydaroIIuil ceMuHap?

b: Her, g HE cMOTYy — 51 OUEHb 3aHAT.

9. U3BuHUTE, 5 HE CMOT MPUNTH HA Ballle BBICTYIUICHHE BUuepa. MHE MpUIILIOCH pe-
maTh IPOOIEMBI.

10. S myman, 4TO ONO37a0 Ha CAMOJIET, HO sI CMOT MPUEXaTh B a3pOMNOPT BO BpEM4.

11. Korna s 61T MOJIOABIM, 1 MOT O€raTh HECKOJIBKO KHJIOMETPOB, HE YYBCTBYS yC-
TaJIOCTH.

12. E#i ynanock HalTH XOpOIIyI0 pabOTy, HECMOTpPS Ha TO, YTO y HEE€ HET 00pa3o-
BaHMSI.

16. Match situations 1-5 with questions a)-e):

1. Making a request a) Would you like a coffee?

2. Asking for permission b) Would you like me to carry your coffee for you?

3. Offering help c) Would you like to come with us for a coffee?

4. Offering something d) Could you get me a cup of coffee from the can-
5. Inviting somebody teen?

e) Can I have some sugar?

Now match situations 6-12 with replies f)-1). You can look back at the ques-
tions in the previous part to help you.

6. Agreeing to a request f) Actually, I think I’d rather have water if
7. Refusing a request you don’t mind.

8. Expressing a preference g) Of course, no problem.

9. Accepting an offer of help h) Actually, I’m really busy at the moment.
10. Accepting a suggestion 1) OK, let’s do that.
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11.Rejecting an offer of help j) Thanks, I’d really appreciate that.
k) Thanks, but I can manage.

17. Read the following impolite dialogue between a hotel receptionist and a
guest.

Receptionist Guest
1. Give me your name. 2. It’s Jessop.
3. Spell it. 4. 1t’s J-E-S-S-O-P.
5. Leave your passport. 6. OK. I want an early morning call.
7. Of course. 8. When is breakfast?
9. It’s from seven thirty until ten.  10. Also, I must leave a message for a colleague.
11. Do you want a pen? 12. Thank you.

Now rewrite the following lines from the dialogue. The words in brackets will
help you.
Line 1 (Can/ have/ name please)
Line 3 (Could/ spell/ that/ me please)
Line 5 (Could/ leave/ your passport)
Line 6 (Do/ think/ book me/ early morning)
Line 8 (I wonder/ you/ tell me when)
Line 10 (Would/ mind if I/ message/ colleague)
Line 11 (Would/ like me/ lend/ a pen)

18. Translate into English:

. He momoxeTe 1 MHE TOHECTH 3TH KOPOOKH, MoXKayiicra?
. He xotute nu emie cyna?

. Mory 4 3agats Bam nuuHbIil Bonpoc?

. I3BunUTE, HE MOTIIM OBI BBI MHE CKa3aTh, Kakas 3Ta yiuia?
. Mory nu 51 OTKPBITh OKHO?

. He mornu Ob1 Bbl 31€Ch MOCTaBUTH MOANUCH?

. Moxem MbI Bac noasestu a0 ropoga?

. He xoture nmu, yToOw1 1 Bam momor?

9. Mory s 3a€Ch cecTh?

10. Mory £ B35Th TBOIO MallIMHY Ha BBIXOAHbIE?

11. Mory 1 st BOCIIOJIb30BaThHCSI TBOUM TeNe(hOHOM?

12. He xotute nu, 4T0o0BI MBI iepecianu Bam katanor?

13. He mornu Obl Bel cnenats MHE o0mkeHne?

14. He mornu Os1 Bl eMy niepenaTh, 4To 3BOHMI MUcTEp ['paMm.

01N N bW~

19. Complete the sentences with the appropriate modal verbs and translate
them into Russian.

Could  couldn’t  would wouldn’t can can’t would need

1. ’'m afraid, 1 speak Spanish very well, but I’'m working hard to im-
prove.

2. Three years ago, most of our employees even send an e-mail. Now
they are computer literate.

3.1 like a job in which you have to travel all the time. I to
see my family every day.
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4. Barbara speak Russian, but she isn’t very fluent in English.

5. The Internet connection was very bad, so | visit the Job Search web-
site.

6. 1 like to get some work experience in an English-speaking country as I
think it be beneficial for me.

7. By the age of 15, she speak three languages fluently.

8. If you work flexitime, you arrange your own schedule. It’s great when
you have children.

9. My salary isn’t bad, but unfortunately I get a promotion.

10. you like to fill in this application form while you wait

WRITING A CV

CV stands for curriculum vitae - a Latin expression meaning 'life story'. (In Ameri-
can English it is called a resume.) It summarizes your education, achievements and job
history for prospective employers and so it should be carefully prepared. A CV is usually
sent with a covering letter.

What makes a good CV?

There is no single "correct" way to  Someemployers may spend as little as 45
write and present a CV but the following  Seconds skimming a résumé before brand-
ing it “not of interest”, “maybe” or “of
general rules apply: inferest

= It is targeted on the specific job or ca- BI Business School
reer area for which you are applying and brings  Succinct, eloquent, well-structured.
out the relevant skills you have to offer Towers Hamlyn

= It is carefully and clearly laid out: logically ordered, easy to read and not
cramped

= It is informative but concise

= It is accurate in content, spelling and grammar. If you mention attention to de-
tail as a skill, make sure your spelling and grammar is perfect!

What information should a CV include?

Personal details

Normally these would be your name, address, date of birth (although with age
discrimination laws now in force this isn't essential), telephone number and email.

British CVs don't usually include a photograph unless you are an actor. In Euro-
pean countries such as France, Belgium and Germany it’s common for CVs to include a
passport-sized photograph in the top right-hand corner. If you do include a photograph it
should be a head and shoulders shot, you should be dressed suitably and smiling: it's not
for a passport!

Education and qualifications
Your degree subject and university.
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Work experience

= Use action words such as developed, planned and organised.

= Even work in a shop, bar or restaurant will involve working in a team, provid-
ing a quality service to customers, and dealing tactfully with complaints. Don't mention
the routine, non-people tasks (cleaning the tables) unless you are applying for a casual
summer job in a restaurant or similar.

= Try to relate the skills to the job. A finance job will involve numeracy, analyti-
cal and problem solving skills so focus on these whereas for a marketing role you would
place a bit more emphasis on persuading and negotiating skills.

Interests and achievements

= Keep this section short and to the point. As you grow older, your employment
record will take precedence and interests will typically diminish greatly in length and im-
portance.

= Bullets can be used to separate interests into different types: sporting, creative etc.

= Don't use the old boring clichés here: "socialising with friends".

= Don't put many passive, solitary hobbies (reading, watching TV, stamp collect-
ing) or you may be perceived as lacking people skills. If you do put these, then say what
you read or watch: "I particularly enjoy Dickens, for the vivid insights you get into life in
Victorian times".

= Show a range of interests to avoid coming across as narrow: if everything centres
around sport they may wonder if you could hold a conversation with a client who wasn't
interested in sport.

= Hobbies that are a little out of the ordinary can help you to stand out from the
crowd: skydiving or mountaineering can show a sense of wanting to stretch yourself and
an ability to rely on yourself in demanding situations

= Any interests relevant to the job are worth mentioning: current affairs if you
wish to be a journalist.

= Any evidence of leadership is important to mention: captain or coach of a sports
team, course representative, chair of a student society, scout leader: "As captain of the
school cricket team, I had to set a positive example, motivate and coach players and think
on my feet when making bowling and field position changes, often in tense situations"

= Anything showing evidence of employability skills such as team working, organ-
ising, planning, persuading, negotiating etc.

Skills

The usual ones to mention are languages (good conversational French, basic Span-
ish), computing (e.g. "good working knowledge of MS Access and Excel, plus basic web
page design skills" and high driving ("full current clean driving licence").

References

= Many employers don’t check references at the application stage so unless the va-
cancy specifically requests referees it's fine to omit this section completely if you are
running short of space or to say "References are available on request."

= Normally two referees are sufficient: one academic (perhaps your tutor or a project
supervisor) and one from an employer (perhaps your last part-time or summer job).
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How long should a CV be?

There are no absolute rules but, in general, a new graduate's CV should cover no
more than two sides of A4 paper. CVs in the US tend to be shorter than in the UK,
whereas the 2 page CV still dominates for graduates, but I do see a trend now towards
one page CVs: as employers are getting more and more CVs, they tend not to have the
time to read long documents!

If you can summarise your career history comfortably on a single side, this is fine
and has advantages when you are making speculative applications and need to put your-
self across concisely. However, you should not leave out important items, or crowd your
text too closely together in order to fit it onto that single side. Academic and technical
CVs may be much longer: up to 4 or 5 sides.

1. Put the words in order to form stages in the preparation of a CV:
1) about the involves. Think job what

2) sort of chosen about Think it. be what person would to do

3) job that Identify match sills description. the your

4) a Decide on layout.

5) previous your experience review

6) describe Find language your suitable to experience.

7) the CV. version first of Draft your

8) for your CV Check mistakes.

2. CV includes the following parts. Can you match them with the definitions?

Education Referees  Personal Details  Profile

Additional Skills  Interests Professional Experience

1. nationality, age etc.

2. a few lines summarizing who you are, what
you're good at and what makes you special

3. schools, university, other training and quali-
fications

4. previous jobs and what your role was;

5. do you like reading, dancing, football, etc?

6. things you can do that weren't part of your
formal training, such as languages, computer skills etc.

7. former bosses, teachers or other people who

would be willing to confirm that you are a good candidate.

. In which part of the CV will you include the following information?
Fluent in English:
Nationality - German:
Concept AG - Assistant Project Manager:
Excellent communication skills:
Full driving license:
Diploma in English with Business Studies:
Skiing and windsurfing:
Computer literate:
Able to work on own initiative and under pressure:
Responsible for customer service:
Dr H. Mayer, University of Bath:

e &6 o o6 o o o o o o o
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4. Read and analyze good and bad example of CVs and write yours. Your
teacher will help you to choose an imaginary position to apply for.

“Instead of my résumeé, [’ve printed out my
daily horoscope for the past year. You'll see that
I’m a special person who’s destined for great things!”
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Good example:

David Gibbons
57 Outlands Road, Dingley, LE16 9SJ
Mob: 079 3316 8158
Email: David.gibbons@live.co.uk

Profile

A motivated, adaptable and responsible Computing graduate seeking a position in an IT position
which will utilise the professional and technical skills developed through past work experiences
in this field. I have a methodical, customer-focused approach to work and a strong drive to see
things through to completion.

Education
2009 -2013 BSc Computer Science (Hons)  Aston University
e Ist Class Degree with Professional Placement
Relevant Modules:
e Professional and Social Aspects of Computing (73%)
e Data Modelling and Database Systems (59%)
Understanding Information Systems (93%)
e Information Security (67%)
¢ Human-Computer Interaction (80%)
2007 -2009 BTEC National Diploma in IT  Hall Green College
e Grade Achieved: Triple Distinction*
2000 - 2007 Bournville Secondary School
e 8 GCSEs at grades A*—C.

Professional Experience
Jun 2008 — Present IT Manager = Maplins
Mentoring and training new IT staff;
Researching, installing and configuring new computer systems;
Ensuring that all relevant licensing laws are adhered to;
Keeping up to date with the latest technologies.
Oct 2003 —Jun 2008  IT Support Officer = Ladypool Warehouse Ltd.
Provided extensive IT support to internal and external stakeholders;
Installed and configured computer hardware operating systems and applications;
Monitored and maintained computer systems and networks;
Resolved, diagnosed and solved network problems and relevant software faults.
Jan 1999 — Sept 2003 IT Admin  West London Council
e Produced Requirements Documentation (diagrams and workflow);

e Maintained the computer network and information systems.
1996 — 1999  Various jobs  Retail (sectors)

Interests

I enjoy reading non-fiction books, solving puzzles and socialising with friends and family.
Referees

Mrs Saima Khan Sales Manager Flash Electronics Ltd.

Address: 24 St Denys Road, Postling, CT21 3QF

Tel: 0109 228 2091

Email: khan.s@flashelectronics.co.uk

16



Bad example:

Curriculum Vitae

Address: 66 Hendford Hill, Mouldsworth, WA6 8DE, United Kingdom
Tel: 07900257283
Email: coolguy007@hotmail.co.uk
DoB: 27 February 1985
Nationality: British
Gender: Male
Marital status: Single
Profile

I am a hard-working individual who enjoys working. I am excellent at meeting deadlines. I have
two years of experience in business, and I would like to contribute to a business with my excel-
lent skills and past work experience.

Education

1991 — 1992 Collingham Gardens Nursery

1992 — 1996 Stamford Primary School

1996 — 2002 Hall Green Secondary School

2002 — 2004 A-Levels Sandwell Sixth Form College

English: A*
Mathematics: C
Biology: B
Geography: A
Business: C

October 2004 — June 2007 UCB, Birmingham BSc Psychology

Professional Experience

2011 — Present IT Support Assistant ABC Electronics Ltd.
2008 —2011 IT Admin Dana Corporation

2006 — 2008 IT Assistant M&M Electric Vehicles Ltd.
2005 Cleaner K Lacey Ltd.

2003 —2005 Housekeeper Plaza Hotel

2002 Packer Packaging Products Ltd.

2000 —-2001 Cleaner TB Group Inc.

Interests
I enjoy skiing, hiking, playing football, bird-watching and going to Church on Sundays.

Referees

Mr Evan

Tesco

Birmingham, West Midlands, B55 1KE, United Kingdom, Europe, World, Universe.
Tel: 078 4320 3833

E-mail: evan.sanders82@hotmail.com
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Texts for retelling and discussion

1. Read the text, make sure you understand everything and retell it:

CHOOSING A CAREER

You can’t connect the dots looking forward; you can only connect them looking backwards. So you

have to trust that the dots will somehow connect in your future. You have to trust in something - your gut,
destiny, life, karma, whatever.

Steve Jobs

Many students don't have much time to spend in career planning during their degree

course. You may be too busy working to earn money to pay your way through university,
or perhaps you are a mature student with a young family that you need to support. You
may be too busy to regularly visit the Careers Service.

First let's look at what factors go into choosing a career:

Pro::rlgm- Teamwork Computing
solvin
- ™M | / Oraanisi Creative
ganising
Communicating ;I‘:llill; J/ /
Your :
Social
Your { Interests }7
Location | \
What i_‘actors Sciantific Outdc_mr
Your go into & Active
Qualifications choosing a
L J Security
career?
Your Money
Contacts Values &
: 2 Motivations
Determined Your
Personality | i
_ Work-life Py
Cautious ¥ balanee Others
©Copyright: University of Kent Careers OUtQOiﬁQ Calm

Service www . kent.ac.uk/careers

Choosing a career involves 4 main stages:

Self Awareness

Opportunity Awareness

Decision Making

Taking Action

Sometimes these stages will overlap and sometimes you have to return to a previous

stage.

Self Awareness. The first stage of Career Choice is Self Awareness. This involves

looking at your SKILLS, VALUES, INTERESTS and PERSONALITY and analysing
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where your strengths and weaknesses lie. This is important both in choosing the right ca-
reer and also for success in applications and interviews where you will find many ques-
tions which test whether you have been through this process.

Opportunity Awareness. Once you have done some preliminary self analysis, the
next stage is to gather information on the opportunities open to you.

Of course, the other important part in making decisions is discussing it with other
people. Friends, family and tutors can all play an important part here.

Taking Action. This is the final process of career planning. It involves:

= Finding out about the EMPLOYERS that offer the types of jobs you are inter-
ested in.

= Search the VACANCY DATABASE

= Preparing APPLICATIONS and attending INTERVIEWS

Sometimes you may have to return to previous stages in the process, for example, if
you are not able to get into your first choice career.

Don’t leave it until your final year to start thinking about your future career!

You can do many things during your time at univer- Dont stick your head in
sity to improve your chances of successfully enter- the sandl Leaving career
. . planning until your final
ing the career or postgraduate study of your choice. jear is @ recipe for

dizaster!

This is the most effective way of increasing
your chances of getting a graduate job. It covers:

= Learn how to identify & develop your em-
ployability skills and “sell” them to employers.

= Identify your interests, values & personal
styles and find careers these relate to.

= Find out about a particular career.

= Decide which career options to pursue.

= Prepare a CV, learn how to make applications & interview skills

= GET ACTIVELY INVOLVED IN UNIVERSITY LIFE. Surprisingly, the best
thing you can do at University to make yourself attractive to employers is to enjoy your-
self whilst at university! Employers will not just look for a good degree but also for pro-
active individuals who have got involved in societies, sports, volunteering, Student Union
activities, etc rather than simply studying and socialising.

« DEVELOP PERSONAL SKILLS. Students who get involved in clubs and so-
cieties or hold posts within the Students Union have lots of opportunities to use commu-
nication, negotiating and similar skills which are valuable ammunition for your CV.

« DEVELOP YOUR COMPUTER SKILLS. Computing skills are important for
almost all jobs.

= PREPARE A CV. This will be useful for vacation work applications and can also
be used as a basis for your final year applications.

= BUILD UP YOUR WORK EXPERIENCE. A number of summer placements
are advertised and although most give priority to second-year students some are open to
first years.
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= FIND OUT ABOUT THE CAREERS OPEN TO YOU. Almost half of
graduate vacancies are open to graduates in any subject, so your choice of career is very
wide! Choosing a career, though, involves more than just finding out what is possible for
you to do — you also need to think about what you want from your career and your skills,
abilities and interests.

= LEARN TO NETWORK. Networking will help you to get an inside view of
careers through work shadowing and information interviews.

2. Read the text and discuss it:

Make the Most of Your Career
Part of enjoying your career is getting the absolute most out of it each and every
day. Are you maximizing your potential? Are you taking every step possible to excel in
your job? If not, then you need to get on track and work for your success. You only get
out of your career what you put into it. Heed the advice below to make the most of your
career.

1. Ask Plenty of Questions

There's a commonly held myth that asking questions is a sign of weakness. How-
ever, when directed at the most successful people in your industry, the exact opposite is
true. Asking questions helps you expand your knowledge base, which will open you up to
new and exciting opportunities. Asking questions also shows an inherent interest in your
industry, proving that you're a diligent, thoughtful worker.

2. Take Off the Blinders

Successful people never have the attitude that certain tasks are outside of their job
responsibilities. If you want to be a manager, then you need to know how every person in
your department does their job. That means that you have to take off the blinders and be
open to experiencing new things whenever you get the chance.

3. Go Back To School

Even the most successful CEOs and entrepreneurs make time to go to educational
seminars and take classes at local colleges. In fact, many successful business profession-
als have multiple college degrees that apply directly to their line of work. While you don't
have to pursue a Ph.D, you should at least explore educational opportunities that could
potentially advance your career.

If you're a sales professional who deals with people all day, then enroll in some
psychology courses to learn more about the human psyche and improve your sales tech-
niques. Simply investing in your education will help you make the most out of your ca-
reer.

4. Regularly Take On New Challenges

Does your company have a client that no one else wants to service? Then this is
your chance to learn more about handling difficult customers. When you take on new
challenges, you expand your resume and you often surprise yourself at how much you
already know.
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5. Become a Resource for Others

Part of feeling fulfilled in your career is being able to share what you know with
others. If there are new people working for your company that seem to be struggling, then
pull them aside, offer a hand, and help them reach success. Your personal career success
1s only complete when you're able to share that knowledge with others and help to influ-
ence a new generation of people in your field.

6. Have Goals that You Constantly Strive For

There's always a new height you can achieve and new goals you can reach in your
career. The key is to identify those goals, and then put together a plan to achieve them.
Instead of coasting along in your job, you should always have short- and long-term goals
to push your career forward.

7. Always Be Prepared for the Next Step

One day, you might look around your office and realize that you've completely
maximized your potential with your current employer. Does that mean that you've maxi-
mized your career? No, it means that it's time for you to move on to that next step in your
adventure. You should always keep your employment options open and never be afraid to
take that next step in your personal development.

A LITTLE BIT OF HUMOUR

A responsible applicant

Employer to applicant: "In this job we need someone who is responsible." Appli-
cant: "I'm the one you want. On my last job, every time anything went wrong, they said |
was responsible."

The boss called one of his employees into the office...

The boss called one of his employees into the office. "Rob," he said, "you've been
with the company for a year. You started off in the post room, one week later you were
promoted to a sales position, and one month after that you were promoted to district
manager of the sales department. Just four short months later, you were promoted to vice-
chairman. Now it's time for me to retire, and I want you to take over the company. “What
do you say to that?"

"Thanks," said the employee.
"Thanks?" the boss replied. "Is that all you can say?"

"I suppose not," the employee said. "Thanks, Dad."
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https://ru.pinterest.com/pin/156851999494
897750/
https://www.livecareer.com/career-tips

“Thanks for coming in. We’ll get back
to you as soon as we lower our
expectations.”
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Vocabulary

a meeting of minds

B3aMMOIIOHMMAKHHUC, CANHCTBO B3IJIS110B

ability

CIIOCOOHOCTH

accept challenge

IMPUHHUMATH BBI3OB

achieve a target

JOCTHUYb LCIIN

acquisition nproOpeTeHne, MOTJIOIEHUE
administration and personnel OT/JIEJ KaJIpOB
adventurous OPUKIIOYEHUYECKUN
aim at HaleJIMBATh HA...
ambitious aMOMITMO3HBIN
apprentice CTaXkep

argue CIIOPUTH
aspirational BJIOXHOBJISIOIIINI
attend meetings nocenaTb coOpaHus
attraction IPUTITraTeIbHOCTh
background JIMYHbIE JTAHHbBIE

be concerned

OBITH 00ECIIOKOCHHBIM

be engaged in

Y4aCTBOBATh B

be good at UMETh CIOCOOHOCTB K
be responsible OBITh OTBETCTBEHHBIM
benefit BbITOJIA

broaden one's skills

pacHIMPSATh HABBIKU

carccr move

KPbEPHBIN 11ar, KAPbEPHBIA X0

career opportunities

KapbEpPHbIE BO3MOXHOCTH

career plan

IUIaH KaphEPHOTO pOCTa

certain OnpeIeICHHBIN
confident YBEPEHHBIN
confirm TIOJITBEPIKIATh
contribution BKJIQJI
convenient yAOOHBIN

corporate ladder

ciy>keOHasl JIECTHUIIA

cost-effective

HKOHOMHYECKH I1e71ecO00pa3HbIi

create C03/71aBaTh

crucial KJIFOUEBOM, pelaromuii

decide on smth. pemarp 4.-11.

decision pelieHue

defense 3amura

delegate tasks JICJIUTUPOBAThH BBITIOJIHEHUE 33JIaHUs

deserve a promotion

3aCJIY’KMBATh ITOBBIIIICHU A

determine OTIPEICTISTD
develop pa3BUBaTh
development pa3BUTHE
disappointed pazouapoBaHHBIN
discover OTKpBIBATh

do a job BBITIOJTHATH PaboTy

do one’s best

JCJ1aTb BCC BO3MOXKHOC

do research

IMMPOBOAUTH UCCICOAOBAHUC
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earn a bonus

3apaboTaTh MpeMUI0, OOHYC

earn money 3apabaThIBaTh JCHBIU
energetic SHEPrUYHbIN
ensure yJIOCTOBEPUTHCS

evaluate one's progress

OLCHUBATH JOCTHIXKCHUA

experienced person

OIILITHBIN YEJIOBEK

extra qualifications

JOITOJIHUTCIIBHBIC HABBIKH

feedback

OTBCTHAA pCaKIHsA

finance (bUHAHCOBBINA OT/IET
follow the advice CJIIOBATh COBETY
force 3aCTaBJISITh
frequently 4acTo

get a nine-to five-job

NOJIYYUTh PYTUHHYIO paboTy

get a promotion

IMMOJIYYUTDH IMOBBIIICHUC

get ahead in one’s career

MPOJBHUIATHCS B KAPbEpe

get the sack

OBITh YBOJICHHBIM

give advice

1aBaTh COBET

go trekking 3aHMMAThCSI TOPHBIM TYPU3MOM
goal LENb

graduate BBIITYCKHUK

graduate from 3aKaHYMBAaTh YHUBEPCUTET
handle CIIPaBJISATHCSA

hidden CKPBITBIN

hope (v.) HAJEAThCS

1n addition B JONIOJITHEHHUE

increase yBEJINYUBATh

influential BJIMSITEIIbHBIN

leave MTOKUIaTh

look for opportunities

HCKAaTb BO3SMOXHOCTHU

make a list

COCTaBUTH CIIMCOK

make a living

3apabarbiBaTh Ha XJ1€0, 3apadaThIBaTh HA KU3Hb

make a mistake

cIenaTh OMUOKY

make a move

CHUMAaTb KMHO

make fortune

JCJIaTh COCTOAHUC

make progress

MpeycneTh, AJOOUTHCS Iporpecca

management yIpaBlIeHUE

master skills OBJIaJICTh HABBIKAMH
mentally MBICJIEHHO

merger CIIHSTHHC

motivation MOTHBAIUS

move ahead JIBUTATHCsI BIIEPE]]
multinational (n.) MEXAYHapOoIHasl KOMIIAHUs
network CEeTh

notice 3amMevaTh
opportunity BO3MOXHOCTh
outline OYEpTUTh, HAMETUTh
package yIaKoOBKa
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part-time job

paboTa ¢ YaCTUYHOMN 3aHSITOCTHIO

per annum B I'OJ
performance JIEATENHOCTD

physically busznueckn

prefer MPEANOYNUTATh

prioritise YCTaHAaBJIMBaTh NPUOPUTETHI
priority PUOPUTET

production MIPOM3BOJICTBO

rapidly OBICTPO

reach the goal JIOCTUTATh LIEIN

recruit HAHUMATh Ha paboTy
recruitment HallM

refuse OTKa3bIBaTh

relationship OTHOILICHHE

remain OCTaBaThCA

Research and development (R&D) | pa3paboTka T pa3Butue
respected yBa)KaeMbIi

responsibility OTBETCTBEHHOCTh

retail banking pPO3HUYHBIE OAHKOBCKUE CITYTH
retrain IIepey4nBaTh

revenue npuObLIH

route yTh

sail (v.) 1J1aBaTh

salary 3apruiata

sales and marketing OTJIeJI TPOJIAYK U MapKETHHTA
schedule pacnucaHue

scheme cxema

seek satisfaction MCKATh YAOBJIETBOPEHHUSI
senior BBICIIHA

set objectives

CTaBHUTh LICJIN

settle into routine

BOWTH B IIPUBBIYHYIO KOJICIO

short/ long-term goals

KpPaTKOCPOYHbIE/ JOJATOCPOUYHBIE LIETH

shortage

HCXBATKa

significantly

3HA4YUTCIIBHO

social functions

0OLIECTBEHHBIE MEPOIPUSITHSI

socialize with smb.

o0mrarTees ¢ K.-JI.

spreadsheet JMHAMHUYeCcKas Tabiuia
staff nepCcoHal

staff turnover «TEKYUYKa» KaJIpoB

stuck in NOTPSI3HYTh B

subsidiary bunman

suitable NOIXOISIINI

superior CTapIIMA M0 JOIHKHOCTH

take a break

JIeNaTh nay3y, B3ATh MEpPephIB

take early retirement

pPaHO YWTH HA IIEHCUIO

take on

IPHUHATH BBI3OB

take time off

cieslaTh NepepbIB B paboTe, B3SITh OTTYJI
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task 3a/1aHNe

team player KOMAaHJIHbI UTPOK
transform MEHSTh

turnover 000poT

typical TUTTMYHBIN
unemployed 6e3paboTHBIN

use charm 04YapOBHIBATH
value IIEHHOCTh

wage 3apruiata

work anti-social hours

pa60TaTB BO BHCYPOYHLIC YaChBI

work flexitime

paboTraTh 10 THOKOMY IrpauKy

work overtime

paboath CBEPXYpPOUHO

workplace

pabouee MecTo
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Unit 2. SELLING ONLINE

Topics for discussion

Read the following statements about online shopping and make sure you understand
everything. Which of the following statements do you agree with?

1. Stay home and shop online. You’re too pretty to have to look for a parking space.
2. I love ordering things online because when they arrive it’s like a present to me

from me.

3. It’s hard to find things that won’t sell online.
4. I love shopping but I only really have time to do it online.
5. 1 don’t feel bad about online shopping at work. It’s the only place where I can

spend money while I make it.

Vocabulary

1. Match the words with their Russian equivalents:

to offer a discount
cooling off period

to get a refund

money back guarantee
to dispatch goods
method of payment
expiry date

credit card details

to buy in bulk

interest-free credit

to cancel an order
after sales service

to return goods

to be 1n/ out of stock
to keep in a warehouse

a. TOJTyYUTh JICHBI'H 32 TOBap/BO3BPAT

b.rapanTus Bo3Bpara JcHer

C.CTI0Cc00 OTUTaTHI

d.aHHBIE KPETUTHOM KapThl

€.0eCrpOoIIeHTHBIN KPEeaUT

f.oTMeHuTH 3aKa3

g. I0CTaBJIATh TOBAPHI

h.rapanTuifHOE U MOCTrapaHTHUIHOE 00CTY)KHUBaHUE
1. Mepro, B TCYCHUE KOTOPOTO KIMEHT MOXKET BEPHYTh TO-
Bap/ yCIIyTy | MOJIyYUTh Ha3aa JCHbIU

J.BEpHYTbH TOBap

k.mokymare onrom

1.0bITh B HaNTMUMK/ HE OBITH B HATMYUHU

m. npeajaaratb CKUAKy

N. XpaHUTh Ha CKJIaJe

0. JIaTa OKOHYAaHHS CPOKa JACHCTBUS
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2. Translate into Russian:

1. The customers are promised to dispatch the goods within a week of our order.

2. We are offered a 10 % discount if we buy in bulk.

3. The company guarantees that it will refund our money if we are not fully satisfied

with its service.

4. Goods are kept in a warehouse until ready for delivery.
5. A good after-sales service is just as important as the product itself.
6. Peugeot will extend interest-free loans of up to 48 months if the buyer comes up

with a downpayment of at least 20%.

riod.

7. Check the expiry date on the packet.
8. The customer is given the right to cancel the service during the cooling-off pe-

9. Everything in the catalogue comes with a money-back guarantee.

10. The buyer asked the seller to return the goods under the terms of the contract.
11. This is the fastest and easiest method of payment.

12. Spare parts are guaranteed to be in stock.

13. Credit card details are only required to guarantee your booking.

14. I'd like to cancel our order.

3. Translate into English:

1. MpI TiaTenbHO 3amuiiaeM Bamm nuyHble JaHHbBIE U TaHHBIE KPEIUTHOM KapThl.
2. MHe Hy’)KHO OTMEHUTh 3aKa3 Ha 3aIT4acTH.

3. Ilponasen; noTpeOoBasl BEPHYTh TOBAP U MPUIIOKUTH K HEMY aKT dKCIIEPTU3BI.

4. 51 nomxeH ObUT MOHATH, YTO YTO-TO MPOUCXOANT, KOT/Ia OH HayaJl IIOKYIaTh ONTOM.
5. «TexHoakcnopT» OyAET XpaHUTh 3TO 000py0BaHNE HAa CBOUX CKJIaJax.

6. Pa3Be ux HamMuue HE TAPAHTUPOBAHO?

7. 51 Xo4y HOMPOCUTh y COBETA JUPEKTOPOB OECTIPOLIEHTHBIN KPEAUT JUISl YUpexae-

HUS HOBOI KOMITAHUU.

8. MbI npennaraem 30 JTHEBHYIO rapaHTHUIO BO3BpaTa AEHET ¢ MOMEHTA MOKYIKH.

9. Bbl MOXeTe NOIYy4UTh MOJIHBIA BO3BpPAT CPEICTB, €CIIM BaM HE HPABUTCS ATOT TOBAP.
10. OH npeuaran KJIMEHTaM CKUJKY B CIIy4ae YCKOPEHHOMW OIUIATBHI.

11. B TOproBeix IEeHTpaxX HE MOXET HE OBITh B HAJTUYUU CEHCOPHBIX MOOMJIHHBIX

TenedOoHOB.

12. 3I[CCB BbI MOJXCTC BBCCTU CBOXO KOHTAKTHYIO I/IH(I)OpMaL[I/IIO H yKa3aTb croco0

OILJIATHhI.

Listening

4. Match the words with their Russian equivalents:

1. to order on the phone a. 3a0upaTh TOBaphI

2. to pick up goods b. pa3mecTuTh 3aKa3

3. to call up a call center C. OCYUIECTBIIATH JI€ATEIIbBHOCTh OJJHOBPEMEHHO

4. to enquire an order d. 3aka3atb 1o tenedoHy

5. to run operations side by side e. momy4ats HHGOpPMAIIHIO

6. to treat customers f. HaBOIUTH CIIPaBKU O 3aKa3e

7. to place an order g. oOpamaThCs ¢ KIMCHTaMH

8. to acquire information h. 3BOHUTH B HHPOPMALITMOHHO-CITPABOYHYIO CIIy KOy

N
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5. Give the English equivalents:

1) Ha BeOcaiite, 2) UAEHTUYHBIN, 3) Mara3uHbl Ha IJIaBHOH yiwuIle, 4) ONTUMAaIbHBIN
croco0, 5) roBopsi O HaIIe AESITeNTbHOCTH, 6) POSHUYHBINA Mara3uH, §) BapHaHTHI JOC-
TaBKu 9) kiueHt, 3akazuuk 10) nmpocmaTpuBath 4To-TO (B UHTEpHETE) 11) na3uth (B vH-
TepeHeTe).

Reading

6. Give the Russian equivalents:

1) high street, 2) bricks-and-mortar (shop), 3) dual pricing 4) to maintain margins 5)
to account for 6) spending 7) consumer 8) to compare prices 9) impact 10) competitive
11) rival 12) to surf the Internet.

. Translate into Russian:

. Buyers find out about products, compare prices or spontaneously shop.

. How do you maintain your margins without damaging your brand?

. The impact of trade on the world economy and development has also increased.
. Planned spending for 2001-2002 is approximately $354 million.

. The relationship between them is frequently of a competitive character.

. The new document is available on the website.

. We've grown up here, so we know how to treat customers.

. A driver picks up goods from three different consignors.

. We just acquire information and disseminate it.

10. We run operations from the Middle East to Antarctica.

11. If the retailer doesn’t repair or replace your purchase, just give us a call.
12. For further questions please call up the call centre.
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8. Translate into English:

1. Ha nomto cenbckoro xo3siiictBa nmpuxoaurtcs npudnusutensHo 30% BBII crpa-
HBI.

2. Ham rinaBHBIM KOHKYPEHT - 0COOCHHO OecromiaieH.

3. Hetu cunsar B IHTepHETE BECh JEHb.

4. TpanuLIMOHHBIE Mara3uHbl OOBIYHO MPOAAIOT IUPOKHUI ACCOPTUMEHT MPOTYKTOB.

5. IlepBonavanpHO EBpomeiickuii cor03 HacTauBaJl Ha OTMEHE JIBOWMHOTO 1IEHO00pa-
30BaHUs Ha ras.

6. O1u TpeOOBaHUs, B KOHEYHOM CUETE, JUKTYIOTCS HHTEPECAMU MOTPEOUTENEH.

7. Pe3ynpraT paboThl IpOrpaMM UACHTUYHBIN, HO METO/BI Pa3HBbIE.

8. OTOT 3aKa3uMK 3aMHTEPECOBAH B HAJIAXXUBAHUU JIOJITOCPOYHBIX JEJIOBBIX OTHO-
LICHU.

9. 4 cnplmana, 4TO OHM OTKPBIBAIOT KOJUI-LICHTP.

10. JlaiiTe 3HaTh, €CJIM 3aXOTUTE CACIATh 3aKa3.

11. BapuaHTbl JOCTaBKM OTrOBapUBAIOTCA MHAMBUAYAIbHO B KAXKJIOM OTAEIBHOM
Clly4yae MeXJy MOKyIaTeleM U MPEeACTaBUTENIEM Mara3uHa.

12. MBI MOXXeM TpOoCMOTpeTh OHJaliH mocienuuid Beimyck Computer Graphics
World.
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Language review

9 Translate the English proverbs into Russian and find the Russian equiva-
lents:

1. A man can do no more than he can.

2. Anyone who has to ask the price cannot afford it.

3. People who live in glass houses should not throw stones at their neighbours.

4. You must learn to walk before you can run.

5. He who falls today may rise tomorrow.

6. A bird may be known by its song.

7. He who laughs at crooked men should need to walk very straight.

8. Talk of the devil and he is to appear.

9. A tree must be bent while young.

10. The wind can’t be caught in a net.

10. Put the words in the following sentences in correct order:
1. don’t / to / 1 / answer / have / questions / your. — I don’t have to answer your
questions.
. round / work / have to / farmers / the year / all.
. you / not / hospital / noise / must / make / in.
. better / we / find / a / should / job.
. too much / you / salt / and / eat / sugar / shouldn’t.
.do/ get/to/ Turkey/I/haveto/a visa ?
. he / manners / improve / his / needs to.
.needn’t / you / complain.
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11. Read the conversation. Choose the correct modal verb.

A: Hello! What’s your name, please?

B: My name’s Helen.

A: How do you feel you must, you can and you may in your daily activities, Helen?

B: Well, it depends on the day and on the activities.

A: What do you mean?

B: On weekdays, 1 feel I must, sometimes I may and most often I can. On Sundays,
I feel I may, but sometimes I feel I must again And I can or I can’t.

A: Oh, but still what do you mean by that?

B: On weekdays I have 3-4 classes. I (must / may) get up at 7o’clock. I (must / may)
take some meal and (must / can) leave home. I (should / can) get to the University on foot,
but I seldom do it. I (shouldn’t / mustn’t) be late. I (am able to / must) come at 8.30, so I take
a bus to get on time. [ (must/may) be active in class. I (can / must) stay in the University till
14.00. At 12. 00 we (may / need) have lunch. I want to become an economist, so I (must /
may) do all this.On Sunday I (am to / may) do whatever I like. I (am allowed to / may) sleep
late if I like. I (should / may) stay at home, or go to the cinema. I feel I must on Sundays too.
I feel that I (will / must) do my homework and I say that I can do it.

A: Oh, I see. Thanks so much, Helen!

12. Translate into English:

1.V Hero, 10KHO OBIThH, €CTh YYBCTBO FOMOpA.

2. 3aBTpa JIeHb POKIAEHUS TBOEH cecTphl. Sl myMaro, 4YTO Thl OJKEH MOJAPUTH €
YTO-HUOY I1b.
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3. OH nomxeH ObUT BEPHYTHCS B TOCTHHHMILY, TaK KaK BBUICT €r0 CaMOJIeTa 3a/ICPKH-
BaJCsl.

4. Tebe HEe HAJO UJITU CETOAHS B Mara3uH, Tak Kak Mbl 00€1aeM B TOCTSIX.

5. Ona 3Hana, 4TO JOKHA BCE OOBSICHUTH UM.

6. 3aueM MHE UJITH Ty1a MEIIKOM?

7. 51 He 3Ha10, MOYEMY ITO OHA HE XOUET OTOBOPUTH C HUMH cama.

8. Orell TOBOPHUT, UYTO SI IOJKEH OCTATHCSI C HUM €II€ HEMHOTO.

9. Bce ycrpounock. Teneps MHE HE HAZO €xaTh B JIOHIOH.

10. 3auem Tebe OTKIAABIBATH HA 3aBTpa TO, UTO Thl MOXKEIb (MOT ObI) caenaTh ce-
rogHs?

11. Mue He3aueM TOBOPUTH BaM, ITOYEMY 3TO HAJIO CENaTh, HE PUBIICKAs] HUYHETO
BHUMAaHUS.

12. 51 ne BuXKy, mouemy Obl BaM HE ObITh APY3bSIMH.

SKkills
13. Match the words with their Russian equivalents:
1. negotiating tips a. OBITH IPYKETOOHBIM
2. to be friendly b. oOpaiaTh BHUMaHUE Ha Y-JI./K-JI
3. to have clear aims C. co37aTh CalT
4. to pay attention to d. nasnauur 1ieny B $50 3a uyac
5. to make an order €. BBIXOJIUTh U3-T10J] KOHTPOJIS
6. to set up a website f. coBeTHI MO BEACHHUIO NIEPETOBOPOB
7. payment terms g. clieaTh 3aKas3
8. to charge $50 an hour h. miatuTh K-11 3a 4yac
9. to get out of control 1. YCTIOBHS OILJIaThI
10. to pay smb. per hour J. AIMETh YETKHUE ETHN

14. Give the English equivalents:

1) A3bIK XKECTOB, 2) CE€Th KHIXKHBIX Mara3uHoB, 3) NPUOPUTET, 4) CTaHAApTHAs OI-
nata, 5) pukcupoBaHHas cymma, 6) 3apaHee, 7) KHUKHas 00JI0KKa, 8) MPUBJIEKATh BHU-
MaHue, 9) 3arpy»xartsb (¢aiin), 10) 3Byuath pazyMHO.

15. Translate into Russian:

1. Governments should pay attention to personal data protection and European leg-
islation on that matter.

2. Functions of each staff in the case of incident should be specified beforehand.

3. Five years ago, would you have believed you could be friendly with my mother?

4. The rate of pay per hour was increased by 25 per cent last year.

5. We need to make sure that we're using the right antibiotics so that this doesn't get
out of control.

6. The contract was for a fixed-price amount of $17 million.

7. The payment terms usually involved a cash payment that was due within one to
three months from the invoice date.

8. Given the current strategic situation, Italy gives priority to nuclear issues.

9. Copies of published texts of United Nations human rights instruments may be ob-
tained through bookstore chains.
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10. I mean, who knew it'd be this hard to pose for a book cover?

11. A user can then print the table and/or download it.

12. The organizers of the exhibition stated that they wanted to attract attention to the
new role of religious institutions in Russian life.

13. Everything you say sounds perfectly reasonable.

14. The perception of clear aims is the best motivation for a public employee in his work.

16. Translate into English:

1. A em€ TbI Moru1a Obl JaTh MHE Mapy COBETOB MO BEJICHUIO MEPErOBOPOB.

2. Jlns mpenocraBieHHs OOIIECTBEHHOCTH JOTOJIHUTENBbHON uHpopMmanuu bropo
co03/1aJ10 BeO-CaiT.

3. IoBhllIeHUE KayecTBa OKAa3aHUSI TIOMOIIM - 3TO JACHCTBUTENIBLHO KIIOYEBOWU MpPH-
OpUTET.

4. Puyapn crapancst ObITh JpyKeT00HBIM, HO OHa ObL1a TpyO0i.

5. Bam HyXHO OBITh OUE€Hb BHUMATEJIbHBIMU K SI3bIKY TeJIa.

6. l5ia Toro 4ToObI cenaTh 3aKa3 CBSKUTECH CO CIIYKOOW MOAJEPIKKH, MEHEIIKED
0 NpOoJIaXkaM 3aJacT BaM HECKOIbKO BOIPOCOB.

7. CkoJbKO BHI OepeTe 3a 4ac, JOKTOp?

8. YcIioBuUs OMIIaThl BKIOYAIN LIEHY TOBapa U MPOIICHTHI.

9. 3ByUHuT Kak pazyMHasi CTpaTerus, cap.

10. Mos uenp — He IpUBJIEKAaTh BHUMAHUE.

11. Tel nomxeH ObLIT XOPOIIO BCE OPraHU30BaTh 3apaHee.

12. IToMomik g0mKHA OBITH HAMPaBJICHA HA IOCTHYKEHUE SICHOM IIEJIH.

13. 5 3amnavy, CKOJIBKO OyAET HY)KHO.

14. Kpome TOro, BBl MOKETE 3arpy3uTh JOKYMEHTBI O Hay4HbBIX HCCIIEJOBAHUSAX U
Pa3BUTUU TEXHOJIOTHIA.

17. Translate the article into English:

Hoxkynaem B UnTEepHETE

B namm nHu Gosiee yeM Koraa-inbo Bce OOJIbINE JIFO/ICH COBEpIIAeT MOKYIKH, UC-
noib3ys cetb UuTepHeT. Beap «B CeTn» MOXHO MPHOOPECTH TOBAPBI CAMOT'0 HIMPOKOIO
aCCOPTUMEHTA, OT HEABMKMMOCTH J0 00YBU U aBUAOUIIETOB.

Tak KaKoBbI K€ MPEUMYIIECTBA OHJIANH-IIONITUHTA?

®danractuueckoe yn06ctBo: [1o cpaBHeHuto ¢ oddraltHOBEIM MarasuHoM ¢ (PUKCH-
POBAaHHBIMH YacaM# palOOThl, OHJIAWH-Mara3uH JOCTYyIeH KPYTJIOCYTOYHO. DTO 0COOCHHO
YAOOHO NIl MOJIOABIX MaTepel, JIIoiei, OrpaHUYEHHBIX B MEPENBHKEHUHU, a TAKXKe IS
TEX NOKyNaTeseil, KOTOPBIE )KUBYT B CIOKHBIX MOTOAHBIX yCIOBHSIX.

Bo3moxkHOCTh cpaBHUBATh LieHbl: Korga Bl IpUXOANUTE B MarasuH, Bbl, BEPOSITHEE
BCET0, BBIHYK/JIEHBI OYyJIeTE COIVIACUTHCA HA Ty LIEHY, KOTOPYIO BBICTABUT MPOJIaBell, Ka-
Ko Obl oHa HM Obu1a. C OHJIAMH-IIONIIUHTOM JIeJI0 OOCTOUT WHaYe: Bbl MOXKETE CPaBHU-
BaTh COTHM LIEH OT Pa3HbIX IIPOJIAaBIIOB.

Bbeckoneunsiit Be1Oop: ToproBoe nmpoctpancTBo Ha nonkax opdaaitHOBOro mMarasu-
Ha OrpaHUYEHO, a 3TO 03HAYAET U OFPAHUYEHHOCTh BbIOOpa ToBapa. B ciyuae ¢ oHnaiin-
Mara3uHoM 3TO He Tak. Kpome Toro, eciv Bbl HE HAlUIM TOBAp B OJHOM OHJIAWH-
MarasuHe, Bbl MOXKETE ITPOCTO MEPENUTH B CIIETYIOLIUI.

Jlerknii noctym K oT3bIBaM nokymnarenei: B IHTepHeTe BbI IETKO Hal1eTe MHEHUS
NOKymartesiel MpakTUYEeCKu O JIF0OOM TOBape, YTO MO3BOJISIET BaM JieJaTh 00JIee OCO3HAH-
HBIE MTOKYTIKH.
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OtcytcTBHE naBieHUs npu nokynke: CoBepiuas MOKYNKY B OOBIYHOM MarasmHe,
KKl U3 HAC XOTh pa3 MOJBEprajics rpyoboBaToMy NaBJIECHUIO CO CTOPOHBI HE B MEpPY
HACTOMYMBBIX MPOJABIOB. Bl MokeTe m30exaTh 3TOrO, Jeias MOKYNKU OHJIAMH. DTO
JIMILIb HECKOJBKO NIPEUMYLIECTB OHJIANH-ILIONIINHTA.

Ho umeer nu on Henocratku? K coxanenuto, na. PaccMoTpuM HEKOTOPBIE U3 HUX:

Bbl He MokeTe momepuTh Belu: Eciny Bbl OKynaeTe npeaIMeT OIEXKIbl, BBl HE MO-
JKETEe MOLlyNaTh MaTepual, HaJeTh BEIlb, PaCCMOTPETh JeTaly nomusa. Ecin Bbl He
3HaeTe COOCTBEHHBIM pa3Mep M HE3HAKOMBI C OpEHIOM MpeiJiaraeMoi OEX]Ibl, Balla
MTOKYIIKa MOYKET 3aKOHYUTHCA IJIAYEBHO.

Bbl He MOXkeETe MOJIly4UTh HEMEAJICHHBIN OTBET HAa MHTEpecyroluii Bac Bonpoc: Ec-
J¥M BBl XOTUTE 33/1aTh BOMPOC OTHOCHTEIHHO BHIOPAHHOTO TOBapa, Bam, CKOpEe BCETO,
MPUACTCS JKJIaTh OTBETa KaKk MUHUMYM 24 Yaca (XOTs Ha MHOTHX CalTax JJisg ATOM Lenu
peyCMOTpeHa BO3MOKHOCTh OHJIaH-4aTa).

Konduaenumansuocts n 0e30nmacHOCTh: Bompockl KoHGUASHIMANBHOCTH U 0€30-
NAaCHOCTH MpPH MOKYIKAX OHJIAlH JI0BOJIbHO aKTyallbHbI, HO CYILIECTBYET psJ Mep, KOTO-
pbie BBl MOXKETE MPEIIPUHSITH, YTOOBI 00€30MacuTh OHJIAH-ONepaluu ¢ AeHbramu. Ha-
npumep, oOpaiath BHUMaHUE Ha TO, 3alIUIIEH Ju cepBep: abbpeBuarypa HTTPS (Hyper
Text Transfer Protocol Secure) B agpece caiiTa CBUAETENIBCTBYET O TOM, YTO OH 3aIl[H-
nieH. Takke Bbl JOJKHBI HAy4YUThCS pacro3HaBaTh OOMaH M MOLIEHHUYECTBO IPH OIle-
panusx OHJIalH, YMETh TOJb30BaThCs aHOHMMA3epoM W HE pas3riamiaTh COOCTBEHHbBIC
nepcoHaNbHbIC JaHHbIE TP paboTe B HTEpHET.

WRITING

Order Letter Writing Tips:

Write the letter in a precise manner.

Make sure you keep the language of the letter formal and easy so that the reader
does not find it difficult to read.

If you are writing the letter to place an order make sure you do not make any mis-
takes.

Avoid making spelling and grammar errors.

Write the letter in a polite and appropriate manner.

Dos and don’t’s of order letters:

An Order Letter should be addressed to the person responsible for executing the or-
der.

It should include all the terms and conditions agreed upon by both involved parties.

There is no need to use too many adjectives in the letter since it is purely for an or-
der being placed.

The letter should have all relevant details related to the order, for example, quantity,
price and other terms and conditions.

1. Study examples 1 and 2 and comment on the style of the letters, their struc-
ture, logic and vocabulary.

Example 1 - Letter of Order:
Mancini Kitchen Equipment
Troy D. Mancini
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4220 Straford Park
Harold, KY 41635

Dear Mr. Mancini,

We would like to purchase twenty two (22) individual stand mixers (Model
#43423), all in the color red.

We would like you to charge this purchase to the preexisting account that we have
with you, business account #543234.

We hope to receive this order no later than Friday, November 11th, 2009. Attached
to this letter please find our preferred shipping method and receiving address.

Please confirm that you received this order by calling us at 232-231-4563 anytime
during business hours, Monday to Friday.

Thank you for your cooperation

Keller Kitchen Co.

Example 2 - Letter of Order Confirmation

Hello Victor,

Thank you for your recent purchase from Furniture World. The team are currently
working on getting your item dispatched, and it should be with you within 5 working
days.

Order Details

Order Number: 86675564

Mellow White Leather Sofa

Price Inc Delivery: $754

Payment Method: Credit Card

Delivery Address:

8561 Honey Pioneer Autoroute, Burnt House, Wisconsin, 53091-3064

Note: Because this is a large item you will need somebody to sign for the delivery
upon arrival and to grant the drivers access to the property in order to position it some-
where convenient.

If you should have any problems or queries about this order please contact customer
support on (534) 872-9133, or via email at support@furnitureworld.us

All the best,

Furniture World

Writing Task:
Color World placed an order with National Paints Co. Ltd. for various paints. Read
the letter of order and write an order confirmation letter using appropriate information.

Color World

15; New Market, Dhaka-1200
Ist September 2012

Manager,

Sales Division

National Paints Co. Ltd.

20, Tongi,Gajipur.

Sub: Order for various paints.
Dear Sir,
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Thank you for your quotation and the price list. We are glad to place our first order
with you for the following items:

SL. No: Description  Quantity Weight Unit price. Amount (Tk.)

1 Enamels paint 25 Tins 100 1bs 1000 25.000
2 Synthetic paint 20 Tins 2001bs 2000 40.000
3 White paint 10 Tins 101bs 500 5.000 70,000

Since the above goods are required immediately as our stock is about to exhaust
very soon. We request you to send the goods through your “Motor” van.

We shall arrange payment within ten (10) days to comply with 5/10, Net 30 terms.
Please send all commercial and financial documents along, with goods. We reserve the
right to reject the goods if received late.

Yours faithfully,

Mohammed Tareq
Purchase Manager,
Color world

Texts for retelling and discussion

1. Read the text and retell it:

Pros and Cons of Online Shopping

A lot of people nowadays prefer to shop online because it is so convenient and easy.
Every consumer who has experienced it will have his/her own views about it. This article
will give you a clear picture about the positives and negatives of online shopping so that
you can easily analyze its risks and benefits. With increased use of Internet, more and
more people are drawn towards online shopping. This means of buying products has
gained immense popularity in today's times. Earlier, Internet was only accessible to peo-
ple of developed countries, but recent revolution has made it accessible to almost all parts
of the world. With increased awareness, people now flock towards Internet for shopping.
The concept of shopping goods through online services has been highly recognized and
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accepted, as it provides several benefits to the customer. However, every good aspect has
a bad side to it and this is true to online shopping as well. The advantages and disadvan-
tages of this kind of convenience shopping are listed below.

Advantages

The best part of online shopping is that you can shop from home. There is no need
to go to the mall to purchase the item you need. You just need to order and it will be
available right at your doorstep.

It is convenient and easy! You do not need any degree to learn online shopping. All
you have got to do is, visit the website, search for your product and buy it. Your product
is just a click away!

Shopping online gives you the privilege to shop whenever you want. The stores are
never closed and you can do your shopping 24x7.

It provides variety to the buyer. You don't need to jump from shop to shop to look
for varieties of a product available in the market. The options available online are many
and this is one of the best features of online shopping.

Shopping from malls and stores makes it difficult to compare between features and
prices of products. Shopping through websites provides simplified comparison of prod-
ucts and helps in deciding which one should be purchased.

Many websites develop special discount schemes from time to time to attract cus-
tomers. You can always buy products under such schemes and save a lot of money.

It keeps annoying salesperson away. Aggressive salesmen often pressurize you to buy
their products. This harassment can be simply escaped by shopping using the Internet.

Disadvantages

The first disadvantage is that there is a time lag between you making the payment
and the delivery of the product.

You cannot try out the product before buying it. Many people like to try things out
before making the payment. This feature remains missing when you buy a product online.

High shipping costs often add up to the total cost of the product. Companies usually
set very high shipping costs, which add to the total expenditure. Also, if the product is
shipped from another country, you are to pay extra taxes for it.

The payment method may not be secure. With increased security issues, making
online payment through debit or credit cards might be insecure. It is therefore important
to check whether the payment gateway is secured or not.

Possibility of product damage while shipping cannot be reduced. If the product re-
ceived is damaged, it may again take several days for replacement or the company may
not provide any replacement at all.

The ease of shopping can be extremely dangerous for shopaholics, as they may get
provoked to buy many items at a time leading to unwanted expenditure. The incidence of
billing errors is high and if you face one, you will again have to follow a long procedure
and wait for several days before the error gets resolved. You need to have a debit or
credit card to make a purchase. Very few websites give you the option of paying cash or
check on delivery.

If you are trying this shopping method for the first time, you should get some tips
for safe online shopping from your friends and relatives who have already tried it out, so
that you do not make any mistakes. Also, weigh the pros and cons and decide for yourself
whether you would like to go for it or not.
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2. Read the text and discuss it:

Ecommerce Selling and Buying Products Online

Web is the major supply of getting information these days. Everyone use to search
over the internet to find some sort of information. Not just for information but net is also
employed for other reasons. Lots of people invest their time on net only for activity pur-
pose, some for interaction via email, talking etc and there are additionally some individu-
als whom invest a great deal of money on internet besides. Online makes it possible to
sell and purchase items online via an ecommerce site.

Ecommerce is just the buying and selling of products online. Lots of people on
daily basis take part in ecommerce e.g some for selling functions many for purchasing
reasons. Most widely used as a type of e commerce is simply purchasing the merchandise
or services from an internet store. Today every other company used to offer their prod-
ucts or services online. They show their entire services or products on an internet store.
Men and women see their particular site, see the merchandise, read their information and
lastly continue acquisition after selecting the favorite one. Full process is internet based.
Only complete your order after doing payment via a shopping card a product will un-
doubtedly be delivered to you within prescribed time period.

Every company needs to build an ecommerce web site to offer their particular prod-
ucts. With this they might need an effective ecommerce web design to create the greater
amount of visitors into internet site. Furthermore e commerce web design should really
be powerful enough so to make the visitors buy the products. But additionally, there are
some e commerce web pages which are purely web. These web pages allow people from
all over the world to sell their products or solutions . You just have to upload your prod-
uct or service information on these web sites. These web pages charge a really small por-
tion of the quantity through the item offered. Because these sites are very preferred and
that means you won’t need to value the traffic for the product.

This is stated that success of an e commerce web site is based on its web design. It’s
e-commerce web design and in addition converts your visitors into purchasers. Its signifi-
cance can not be underestimated.
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Vocabulary

accommodation pa3MernieHue

(to) account for HACUYUTHIBATH

accurate TOYHBIN

(to) acquire information | moxy4aTh HHQOPMAIUIO
(to) acknowledge pU3HABATH

(to) adopt MPUMEHSTH, OCBABATh

advantage/ disadvantage

HpeI/IMymeCTBO/ HCOOCTAaTOK

after-sales service

NOCTrapaHTHIHOE 00CTYKUBAHUE

agenda MOBECTKA JTHS
agreement COIJIallICHHUE

(to) allow N03BOJISITh, pa3peliaTh
(to) appeal MIPUBJICKATH
appropriate way ONTHUMAJIBHBIN CTIOCO0
(to) arrive at/in npuObIBaTh

as soon as possible

KaK MOKHO CKOpPEC

(to) attract attention (to)

IMPUBJICKATbH BHUMAHUC

(to) back up MO/IEP)KMUBATh

bargain yaadyHasi HOKyIKa

(to) be in/ out of stock OBITh B HAIMYNUN/ HE OBITh B HATMYUU
(to) behave BECTH ceOs

body language SI3BIK )KECTOB

book cover KHIDKHAs1 00JI0KKa

bookstore chain

CCThb KHMIKHBIX Mara3dmHOB

bricks-and-mortar (shop)

37aHuE, TPAJIUIIMOHHBIA Mara3suH

(to) browse

MPOCMaTPHUBATh YTO-TO (B HHTEPHETE)

budget

OFOKET

(to) buy in bulk

IMMOKYIIaTh OIITOM

(to) cancel an order

OTMCHMUTD 3aKa3

car hire

apeHja aBTOMOOUIIS

(to) cause NPUYUHATD

(to) change one’s mind nepenrymMaTh

(to) charge $50 an hour | Ha3HauuT neny B $50 3a yac
common 001t

(to) compare prices CpaBHUBATh IIEHbI
competitive KOHKYPEHTOCIIOCOOHBIH
concern 0ECIOKONCTBO

(to) confirm MOATBEPKAATh

consumer noTpeOuTeNb

cooling off period

NEPHO/I, B TEUEHUE KOTOPOTO KIMEHT MOXET BEpHYTh TO-

Bap/ YCIYTy U NMOJYYUTh Ha3aJ JEHbI'H

credit card details

JTAHHBIE KPEAUTHOMN KapThI

currently B MOCJIEHEE BpEMS
cut-throat Oecriona HbIi
damaged NOBPEKICHHBIN
database 0a3a JaHHBIX

delivery options

BAapHUaHThI JOCTABKHU
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demand

CIIpocC

destination MECTO HAa3HAYCHMS, MYHKT MPUOBITHS
(to) dispatch goods JIOCTABIIATH TOBAPHI

dual pricing JIBOMHAsI CHCTEMA LIEH

(to) encourage MOOUIPSIThH

(to) enquire an order HABOJIUTh CIIPABKU O 3aKa3e
environment cpena

(to) exchange 0OMEHHMBATH

existing CYIIECTBY KON

expiry date JlaTa OKOHYaHUs CPOKa JEHCTBHS
extra cost JOIIOJIHUTEIIbHAS IJIaTa

(to) face CTaJIKUBATHCS

fixed amount dbuKcrpoBaHHAsl CyMMa

gear bag CYMKa JIJIsi ”HCTPYMEHTOB WJIA TPUHAIICKHOCTEN
(to) get out of control BBIXOJIUTh U3-TI0JT KOHTPOJIS
guarantee rapaHTus

(to) have impact on...

HUMCTH BJIMAHUC HA...

(to) have clear aims

HMCTH YCTKHEC LICIIHN

(to) hesitate COMHEBATHCS

high-street shops Mara3uHbl Ha IJIaBHOM yJIUILIE
identical WICHTUYHBIN

in advance 3apaHee

in bulk ONTOM

insurance CTpaxoBKa

interest-free credit

OeCIPOLIEHTHBIN KPEIUT

in terms of our operation

roBops O HaIIeH AesITeIbHOCTU

invoice

cueT-(hakTypa

item HAaNMEHOBAHUE

joint venture COBMECTHOE TIPEANPUITHE
length JUTUTEIbHOCTh

link IIEPEX0/T HA CalT

logo JIOTOTHII

(to) maintain margins COXPaHUTh NMPUOBLIH
maintenance MOJJIEPXKKA

(to) make an arder

cacjaThb 3aKa3

(to) make a point

CUMTAThH YTO-JI. 00A3aTEILHBIM U CEOS

(to) navigate

JIA3UTh (B MHTEPEHETE)

(to) negotiate with

BCCTHU IICPCTOBOPHI C...

negotiating tips

COBETHI 10 BEJICHUIO IIEPErOBOPOB

negotiation

MIEPErOBOPHI

normal fee

CTaHapTHAasA OIuIaTa

(to) offer discount

npeJiaraTh CKUAKY

on condition

PU YCIOBHUH

packaging

YIIAKOBKa

password

napoJib

(to) pay attention to

oOpaimiarb BHUMAaHHUE Ha Y-JI./K-JT

payment term

YCJIOBHE OIJIATHI
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(to) pick up goods

3a0upaTh TOBAPHI

(to) place an order

pPasMCIIATh 3aKa3

priority IPUOPUTET
proof 3alUAICHHBIN
(to) purchase npuoOpeTarhb
query 3ampoc, BOIpoc
queue ouepesb

range ACCOPTUMEHT
receipt KBUTAHIIUSI, CUET
(to) receive MOJIy4aTh

refund BO3MEIIEHUE

(to) research MCCIIEIOBATh
retailer PO3HUYHBIN Mara3uH
(to) return goods BEPHYTh TOBAP
rival CONIEPHUK

rule PaBUIIO

(to) run YIOPAaBJIATH

(to) run operations side OCYIIECTBIISITh ACSITEIHHOCTh OJJTHOBPEMEHHO
by side

sale pacrpojaaxa
search engine MTOMCKOBHK
selection BBIOOD

(to) set up a website CO3/1aTh CalT
shipping OTHpaBKa
short-term/ long-term KPaTKOCPOUYHBIN/ JOITOCPOUHBIN
solution pelieHue

(to) sound reasonable 3By4YaTh pa3yMHO
spending pacxo/ibl

storage XpaHEHHeE, CKIax
store MarasuH
successful yCHEIIHbII
suitable IO IXOASIIUH
supplier MOCTABIINK

(to) surf the Internet

CUACTH B MHTCPHECTC

(to) treat customers

06pamaTLc;1 C KIIMCHTaMH

turnover 000poT
urgent CPOYHBII
visible BUTUMBII
warehouse CKJIaJ
wholesaler ONTOBUK
Helpful online shopping vocabulary
Account YyeTHas 3anuch IOKYIAaTels Ha CAUTe MHTEPHET-MarasuHa
Add to cart J106aBUTH B KOP3UHY
Advanced search PacimnpeHHbIl TOMCK
Availability (In stock, |Hanuuue ToBapa (B nHanumuuu, Het B Hamuum)
Out of stock)
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Backorder (date)

ToBap, KOTOpBI CKOPO MOCTYNHUT Ha CKJIaj (4acTo psiioM
CTaBUTCA IpeJIojaraeMas 1ata nocTyIJICHHs)

(Shopping) Basket, Cart

Kop3una nokynarens

Best sellers

Bbectcennepsl (ToBapbl NOBBILIEHHOTO CIPOCA)

Billing address Anpec, Ha KOTOPBIH 3aperucTpupoBaHa OaHKOBCKasl KapTa
Buy on the Internet ITokynarts B cetu MHTepHeT

Card (Credit card) [TnactukoBas GaHKOBCKas KapTa (KpeIuTKa)

Card Number Homep kpeauTHOM KapThl

Checkout Pacuer, orutara ToBapa

Confirm [TonTBepauTH

Continue [Tpo10KUTH

Create a profile

Coznath npodusib (KJIUEHTA)

Customer service

Otnen o0cayKUBaHUs KIMEHTOB, TEXHUUYECKAs MOJICPKKA

Customers’ Top Rated

ToBapsl ¢ HAUBBICIIUM PEUTHUHIOM, IIPUCBOCHHBIM IIOKyIIaTe-
JSIMH

Delete Y 1anuth TOBap U3 KOP3UHBI
Description Onucanue ToBapa
Discontinued CHSAT ¢ npogaxu

Discount Ckupka

Email address

AJlpec 31€KTPOHHOM NOYTHI

Estimated Taxes

[Ipennonaraemslii HajOT

Expiration Date

JleiicTBuTeNbHA J10: (0 CpOKE ACHCTBUSI KPEAUTHON KapThl)

FAQ (Frequently Asked |YABO (Yacto 3anaBaembie BOnpocs)
Questions)

Free becrmatHo

Gift [Tomapox

Import charges [TormmHa Ha UMTIOPT (TIpeAnoaraeMas )
(estimated)

Imported NMnopTHbII

In stock B nponaxe

Item ApTHUKYII, TOBap, HANMEHOBAHUE, TIO3HIIHS
Log in (out) Boiitu / BeriiTu u3 cuctemsl

Low stock, low quantity

OcTanoch OT'PaHNYCHHOC KOJIMYICCTBO TOBApPA

Money back guarantee

["apanTHs BO3BpaTa IEHEKHBIX CPEIICTB

My bag

Kop3uHa nokynaresns

New Arrivals

HoBrie ITOCTYIIJICHUA

New customer

HoBbIl KIneHT

Only left in stock | B 3amace octanock ToJIbKO IIT. TOBapa
Order 3aka3

Out of stock (OOS) Her B Hayinunn

Outlet CkuikH, pacpoaaka

Page  of Crpanuna u3

Payment Ormara

Piece (pcs) tyxka (1mrt.)

Price (High, Low)

Ilena (BbIcOKasi, HU3Kas)

(Order) Processing fee

CO6op 3a 00pabOTKy 3aKaza

Quantities limited

KonuuectBo TOBApa OIrpaHUYICHO
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Quantity

KomnnuectBo

Recalculate

HCpGC‘II/ITaTB CTOMMOCTbH 3aKa3a

Recently Viewed Items

HenaBHO npocMOTpEeHHBIE TOBAPHI

Remove

Y 1anuTe TOBap U3 KOP3UHbI

restocking fee

COop mipu Bo3Bpate ToBapa

Returns Bo3spar

Return policy IIpaBuna Bo3BpaTa

Reviews OT3bIBbI (MHEHHS) IOKyTIaTeNnen
Search [Touck

Security Code, Card
Code Verification
(CCV)

Tpex3HauHbli KOJ TPOBEPKU MOATMHHOCTH KPEIUTHOM Kap-
ThI

See larger view

[TocMOTpeTh KPYNHBIM IJIAHOM

Select a category

Br16paTh kaTeropuio

Select a size

BriOpats pazmep

Shipping Rates & PaciieHky ¥ MOJUTHUKA TOCTABKU
Policies
Shop now [lepeiiTu K NOKyNKam

Shop over the Internet

[Tokynate no MuTEpHET

Sign in (out)

ABTtopu3oBaThcs / BeliiTH U3 cucTeMBI

Size Pazmep

Size chart / guide Pa3mepHas cetka

Sort by (price, CoptupoBath 110 (1I€HE, HATUYHIO)
availability)

Store Directory, Index

PyGpukarop, Ykazarenp (MarasuHa)

Tax

Hamnor

Total (Tax Utoro (Bkiroyas Hajor):

included/incl.)

Trusted website Hanexubrii BeOcaiT

VAT H/IC (Hasor Ha no6aBaeHHYI0 CTOMMOCTB)
VAT excl. (excluded) |be3 HJIC

VAT incl. (included) CHJAC

Wishlist

CIIHCOK XeJIaHuH!

Zoom (in/out)

[TpuGnu3uTh (yI1anuTh)

References:

http://www.buzzle.com/articles/pros-and-cons-of-online-shopping.html
http://newonlineshopping.net/ecommerce-selling-buying-products-online/

https://skyeng.ru/articles/
http://howtowritealetter.net
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Unit 3. COMPANIES

Starting up
1. Match the words with their Russian equivalents:
1. construction a. mHGOPMAIMOHHBIE TEXHOJOTUH / DJIEKTPOHUKA
2. pharmaceuticals/chemicals b. muieBasi NPOMBIIUIEHHOCTh, TPOU3BOJICTBO MPO-
JYKTOB MMUTAHUS U HATTUTKOB
3. engineering c. (apMalieBTHUECKHE TOBAPHI (IIperapaThl) / XUMHU-

YECKHE TOBaPHI
4. telecommunications/Media d. Typuzm

5. retailing €. MPOU3BOJCTBO TPAHCIIOPTHBIX CPEACTB, ABTOMO-
OuTbHAS TPOMBIIIJICHHOCTb

6. banking and finance f. TenexommyHMKaIus/ mpecca; cpea nepeaadu uH-
dopmaru

7. transport g. PO3HUYHAs TOPrOBIIs, OCYLIECTBICHNE PO3HUYHON
TOPTOBJIH

8. vehicle manufacturing h. mammHOCTpOEHUE, MPOSKTUPOBAHNE, TEXHHKA,
WH)XEHEPHO-KOHCTPYKTOPCKHE PabOThHI

9. IT (Information 1. OaHKOBCKHE yCJIyru/ OaHKOBCKHE omeparuu u Gu-

Technology)/electronics HAHCOBAs JIeITENLHOCTH/ (PUHAHCOBaAs cdepa

10. food and drink J. CTPOUTENBCTBO, MOCTPOCHUE

11. tourism k. TpaHcnopt, nepeBo3Ka, CpeicTBa COOOIIECHUS

2. Translate from English into Russian:

1. JEITA — Japan Electronics and Information Technology Industries Association.

2. Businesses in the food and drink industry often use large quantities of water dur-
ing their production processes.

3. The term Information Technology is commonly used as a synonym for computers
and computer networks, but also for other information distribution technologies such as
television and telephones.

4. The Lithuanian construction sector can be characterized by a large quantity of lit-
tle construction companies (9 and less employees).

5. Retailing encompasses selling goods and services to their Customers for their
family or household use.

6. Food and drink industry includes businesses that process fruit, vegetables, poultry
and fish, and many others.

7. Revenues from telecommunications services are derived from sales to business
consumers (retail revenues) and to other carriers (wholesale revenues).

8. The future of the Indian pharmaceuticals business seems favorable due to the
great demand for its products.

9. When entering a country, we begin by mapping the challenges facing the media
sector and consult with the country’s existing media community.

10. Telecommunications helps current and future media professionals understand
the relationship between the broadcast, cable television, telephony, and Internet commu-
nication industries.

11. Investment and business opportunities in Africa’s tourism sector are vast and
when chosen carefully, they can be very rewarding.
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12. Tourism sector contributed 3% to Lithuania’s total added value in 2016.

13. Providers of telecommunications services provide diverse information and
communications technology (ICT) services.

14. We want to send enquiry for banking and finance sector recruitment services.

15. The transport sector, including the vehicle manufacturing industry and their
suppliers, accounts for a large share of GDP in many countries.

Vocabulary
3. Match the words with their Russian equivalents:

1. share price a. COOCTBEHHAasl KOMITaHHS

2. workforce b. npuObLIb, 10X0

3. profit C. MEXIyHapoIHasi KOMITAaHUS

4. turnover d. uenHa akiuu

5. subsidiary €. TPYIOBBIEC PECYPCHI, KaIpbl

6. market share f. nouepnee npeanpusitue, punmran
7. head office g. 000poT, 000pauYNBAEMOCTh

8. a multinational company h. cemeilinas kKoMmaHus

9. afamily owned company 1. JIOJIsl pbIHKA

10. one's own company J. TOJIOBHOM ouc

4. Translate from Russian into English:

1. OHu npoBenu aHallu3 MCHOJIb30BaHUS TPYJIOBBIX PECYPCOB M 3aTpaT Ha OIUIaTy
TpyJa.

2. Kakas 1eHa akuuii Komnasuu Sony?

3. [IpuObuIb UrpaeT BaXXHYIO pojib B cUcTeMe (POPMUPOBAHUS U paclipeiesieHus J10-
XOJI0B NPEIPUATHS.

4. OGOpOT 3TO MOKazaTelb CyMMapHbIX MPOJIaXK OPraHU3aLMU 3a OIpeIeICHHBbIH
MEPHUO.

5. C opuanyecKkol TOYKHM 3pEHHUs], AOYEpPHEE MPEANPUITHE — 3TO MPAKTHUECKU
CBOOO/IHAs OpraHu3alus, KOTOPYI0 (pUHAHCUPYET Apyras KOMIIaHUS.

6. OTa KOMIaHHUs KOHTPOJIHUPYET HAMOOJBIIYIO JOTIO PhIHKA.

7. Hmxeropoackas komnanus "PocOank-Bonra" mocne cMmensl Ha3zBanus Ha "Ko-
meneB-baHk" mepeHeceT cBoi ronoBHoM oduc B Camapy.

8. L'onoBHoit opuic MTC pacrnonoxxen B Mockse.

9. Bce 3Tu HOBIIECTBAa BHEAPSAIOTCS 3TOM MEXKIYHAPOJIHOW KOMMAHUEH C LIEJIbIO
MPEIOCTaBICHUS BBICOKOTO YPOBHS yCIIyT CBOMM KIIMEHTaM.

10. Hama coOcTBeHHasi KOMIAHWS OCYIIECTBISET MOCTaBKYy TOBapa B PErMOHBI
COOCTBEHHBIM aBTOMOOMIIBHBIM TPAHCIIOPTOM.

11. Cronuua pacnosiaraet MOCTOSIHHBIM KOJIMYECTBOM pabOyel CUIIbI, PUBJICYECH-
HOM 3HAYNUTEIbHBIMU HAaJOTOBBIMU JIbTOTAMM.

12. MexnyHapoaHblii MapKETHHI - 3TO PbIHOYHAs KOHLENLUS YIpaBICHUS Ies-
TEIbHOCTHIO MEKYHAPOJAHBIX KOMIIAHUM.

13. [lodepHee npeanpusaTre — 3TO CaMOCTOSATENbHAs OpraHu3anysi, KOTopas BEIET
CBOE XO35MCTBO U JOKYMEHTALHIO.

14. Mapsxa_npuOblIM 0 HATOrOOOJIO0XKEHHS 3TO OTHOIIEHUE YUCTOTO JO0XOAa J0
HAJIO0r000JI0KEHHS K YUCTBIM MPOAAKAM.
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Listening

5. Match the words with their Russian equivalents:

1. production line a) OBITh MOJIHOM (-bIM), B TPEHJIC

2. packaging b) ompenenuTh TCHICHIUIO

3. stay ahead of the competition C) CeMeWHbIN Ou3HeC

4. to tackle smth d) obpucoBath, HaMETHTh, 0003HAYUTD,

5. to build on one's strengths €) O0CTaBaThCs BIEPEIU KOHKYPEHTOB

6. to adjust f) mpowmsBoaCTBEHHAS TUHUS

7. to outline g) pemath 4To-TO

8. family - owned business h) ynakoBka

9. be fashion conscious 1) mpucnocabauBaThCs, MPUCIIOCAOINBaTh, aar-
THPOBAThCS

10. to spot a trend J) omupaThcsi Ha CBOM CHIIbHBIE CTOPOHBI

6. Find English equivalents:

1) mpocrasi GuzHec-ues, 2) ObITh YCIIENIHOW BO BCEM MHUpE, 3) UATH B HOTY C TEHJICH-
IMSIMH MOJIBI, 4) BCTpeYaTh C paclpoOCTEPTHIMUA OOBSTHSIMH, S5) aganTHPOBATh, YCBAWUBATH,
6) TUPEKTOp MO MEePCOHATY, YIPABIIIONIMN KaapamH, 7) KoJUlera, COCIyKHBEIl, ) 3apyoex-
HBIE Mara3uHel, 9) MPOM3BECTH/CO3/IaTh HOBBIN JTn3aiiH, 10)IpeocTaBUTh TOUKY OIOPBI.

Reading

7. Find English equivalents:

1) xomnaHusi HOMEp OJMH, 2) OTBEYaTh MPUOPHUTETAM JIIOJEH, 3) IKOJIOTHUECKH
Oe3omacHbIii/ Oe3BpeAHbId, 4) THOPHUIHBIN aBTOMOOWIb, 5) ClelaTh KIUEHTOB YJOBJIC-
TBOPEHHBIMH, 0) NPUOBUIBHBIA aBTOMPOU3BOAUTEIND, 7) 0043aTENIbCTBO MEPE] COOOIECT-
BOM, 8) B3HOCHI Ha OJIATOTBOPHUTEIBHOCTH, 9) amanTupoBaThcs K KyabType, 10) (Menu-
UHCKOE) JieueHue, 11) naBectunnu B cooOIiecTBo, 12) opueHTUpOBaHHAS Ha KIIMCHTA,
13) umetp BbicOKUH 6ai, 14) TpaTUTh Ha CIIOHCOPCTBO.

8. Translate from English into Russian:

1. Toyota is the number one company for customer services.

2. Everybody talks about being customer-focused, but few people really know what
it means.

3. Environmentally friendly technology is a rapidly growing field that focuses on
new scientific and technical methods that benefit the earth.

4. I don't know if the auto parts of a hybrid car are the same price as the auto parts
of just an ordinary car.

5. Beautiful flight attendants are doing everything to make their clients satisfied
with the service.

6. See the Bank of the West Commitment to Community Report to learn about our
support of financial education, workforce development, entrepreneurship and medical
treatment.

7. If you intend to make contributions to charity, make sure you are donating to a
qualified charitable organization.

45



8. This report will show you how to adapt to the varied culture of England, Scot-
land, Wales and Northern Ireland..

9. If there is little response to medical treatment or if any complications occur, sur-
gery is necessary.

10. Porsche, the world’s most profitable carmaker, has announced it will build a
four-door car, to go on sale next year.

11. Have I mentioned every single detail in the graph in order to score highly?

12. One factor should be considered when determining how much to spend on spon-
sorship.

13. Nonetheless, you need to know who your customer is before you can begin to
build a customer-focused business.

14. The Polaris Foundation is dedicated to long-term investment in the communities
where we live and in which we do business.

15. But in order to own a hybrid car, buyers must first face one of the most common
problems — the hybrid dealer servicing.

9. Translate from Russian into English:

1. IIpou3BOCTBO IKOIOTUYECKH OE30MACHON MPOTYKIIMH — KIIFOUEBas 3a/1a4a Ipu
AKOJIOTH3alMU CEIbCKOXO3SIICTBEHHON JESTENbHOCTH.

2. T'uGpuaHblii aBTOMOOMIIB 3TO 3KOHOMMUSI CPEJICTB U 3200Ta 00 OKpy>Karollei cpeze.

3.Jluaupyromniyie MApKEeTHHTOBBIE KOMITAHWH 3HAIOT, YTO CHENIaTh KIMEHTA yJIOBJIe-
TBOPCHHBIM, 3HAYHUT 3aCTABUTH €T0 COBEPIIATh MOKYIIKH CHOBA U CHOBA.

4. Kax1plil yemoBeK uMeeT 00s13aTeIbCTBO Mepe] COOOIIECTBOM.

5. Ecnu oHa momyyaeT B3HOCHI Ha OJaroTBOPHUTENBLHOCTH, MOJHBIM HA0OP JTOKY-
MEHTOB HY>KEH JJISI TOTO, YTOOBI CBECTH K MUHUMYMY MIPETCH3UU TPOBEPSIOIUX.

6. Ilo cnoBam JKenesHsika, ”HOCTpAHLbl JOJDKHBI adanTUPOBATHCA K POCCUUCKOM
KyJbTYypE.

7. MeauIMHCKOE JIEYEHUE COCYI0B MUSABKaMU YJIyUYIIaeT CAMOYYBCTBUE YETIOBEKA.

8. Ha mpornuioit Henene B r. bapuayne coctosiicst popyM MHBECTUIIUN B COOOIIECTBO.

9. 3aueM KOMMEpUYECKHE CTPYKTYPhI TPATAT NMPUOBLTH HA CIIOHCOPCTBO?

10. Kpeno »Toii KoMIaHUM OTBEYAET MPUOPUTETAM COBPEMEHHOTO MOJIOJOTO Yello-
BEKa.

11. OnpeneneHubie PUHAHCOBBIE BIOKEHUS HEOOXOAUMBI JUIsl TOTO, YTOOBI ClIeaTh
KJIUEHTOB YIOBJIETBOPCHHBIMHU.

12. Ecnu xodemib cienaTh CBOIO KOMIIAHWIO KOMITAHUEW HOMEP OJIMH — HAYHH C
ceosl.

13. IlocTpoenue Ou3zHeca ¢ UCMOIB30BAHUEM CTAaHAAPTOB CEpBHUCA SIBJISETCS OTIIU-
YUTEJIbHON 0COOCHHOCTHIO KOMITAHUH, OPUEHTUPOBAHHON Ha KJIMEHTA.

14. Komnanuu Toyota, Chrysler u Hyundai siBnsitoTcst cambpIMu IpUOBUIBHBIMU aB-
TOMPOU3BOAUTENIIMA MUPA B CETMEHTE MAaCCOBBIX MAIIHH.

15. Cryptonus 3TO MHBECTHUIIMH B COOOIIECTBO KPUIITOOPOKEPOB.

Language review

10. Put the words in the right word order and then translate sentences into
Russian:

1. months /new / are / product / six/ we / a / launching / in.

2. customers /sales/to/the/ are/our/ closer/ resources.
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3. year /investing/ this /you/ in /money/ are/more .

4. have / businesses / employees /98 percent / of /20/ U.S. /less / than.

5. don’t/ fulltime / want / hire /all/ companies / to / staff.

6. celebrate/ founded / September 27 / we / World Tourism Day/ by/ on/ the /

United Nations.

7. says / Federal Communications Commission / can't /newly-approved / 9/ in /

Lifeline program / companies /participate/ in /the.

8. goods / economy / an/ production / distribution /the / area /a/ is / and/ of

/consumption /services/an/ of/ and.

this.

9. most / this /the / what / sector /companies /in / are / profitable?
10. companies / survey / conducted /result / professional / a/ is / the / by / of /IT /

11. Fill in the gaps with the correct prepositions:

1. Our company is looking ... a new Personnel Director.

2. Our business invests a lot ... R&D.

3. Their subsidiary in Ottawa is going ... a difficult period.
4. This advertising agency never works ... weekends.

5. The company's head office is located ... Sheffield.

6. We look forward ... hearing from you.

7. We are thinking ...withdrawing these products from sale.
8. I'm afraid we have to put ... the meeting.

9. They were all in favor ... redesigning the model.

10. The commission finished checking ... 8 o'clock in the evening.

12. Open the brackets using Present Simple or Present Continuous:

1. We rarely ... out by more than a dozen machines a year (buy).

2. At moment, we .... for the presentation (prepare).

3. When two or more partners ... the company, they are usually called partners

(control).

4. What project you .... on now ( work)?

5. You always ... your silly questions (ask)!

6. Poor service and frequent delays often ...an airline's reputation (harm)
7. Unfortunately, our computers...well at the moment (not/to sell)

8. It only... our department two days to prepare the annual report (take).
9. Which market segments....they usually (target)?

10. He ...the testing of some new machines this week (supervise).

13. Translate the sentences from Russian into English:

1. MHorue moau KpUTHKYIOT aBUaKOMIIAHUH U TPEOYIOT JTyUIlero o0CiIy KUBaHHUS.
2. ThI IOCTOSIHHO TEPSIEIIb JOKYMEHTHI !

3. DTOT HOBBIII METOJ MMO3BOJSET KOMIAHUAM MPOBEPSTH MOTEHIUAIBHBIX COTPYA-

HUKOB.

4. Koraa koMmaHust 3aIyCKaeT HOBBIN MPOAYKT, OHA JIaeT eMy OpOCKOe Ha3BaHHeE.

5. Kakue npemnapatsl Baia komanaa tectupyer B 1abopatopuu Ha 3Toil Hepene?

6. HoBble npeanpusaTus ObICTPO pa3pacTaroTcs.

7. DKOHOMHYECKUN T0AX0] HOBOTO Tpe3uaenTa Jlonansaa Tpamma HaunHaet ¢op-

MHUPOBATHCA.
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8. JKM3HEHHBI IUKII NPOAYKTA ONMKUCHIBAECT CTAUH, YE€pPE3 KOTOPHIE MPOXOINUT MPO-
TYKT.

9. MeHemxkepsl 3TO Takue TUAbl, KOTOPbIE MMOMOTAIOT OpraHU3alUsM OPUEHTUPO-
BaThCs B MIOCTOSTHHO U3MEHSIOIIUXCS CUTYalUsIX.

10. B mae 2016 xommanuu Nestle, Anheuser-Busch u Coca-Cola pacrnomaranucek
Ha BEPUIMHE CIIMCKA KPYNHEHIINX MUIIEBbIX KOMIAaHUN B MUpE.

11. Armored Vehicle Manufacturing, Bemymias kaHajcKasi KOMIIaHUS, CIICITUATH3HU-
pyeTcs Ha 3armyacTsx.

12. Typusm B Kutae crpemuTensHO pa3BuBaercs. Tam B mocieaHee BpeMs ObLI
OOJBIION BCIJIECK BHYTPEHHETO TypHU3Ma U OOJbIION pOCT HHOCTPAHHBIX TYPHUCTOB.

Writing: Proposal Document

The first thing to note: there are both various types of Proposal Documents (Propos-
als) and different recommendations for their writing.

Sample 1
IT Project Proposal Document' (http://www.sampledocuments.in/it-project-
proposal-document.html)

IT project proposal document submitted on: 1st June 2012
IT project proposal document submitted by: JS IT Solutions Pvt. Ltd.
IT project proposal document submitted on behalf of: University of Genoa

Purpose of the IT project proposal document:

To prepare a report after a complete survey of the existing IT infrastructure of the
university.

To try and increase interdepartmental IT access as part of the opening out of knowl-
edge and resources program which the university is embarking on.

To advice and train employees with basic IT knowledge so that they can maintain
and perpetuate the IT changes that will be suggested and incorporated by the university
authorities.

To create a precedent of such a kind of IT project proposal document which can
then be placed in the public domain and which can be used by other universities and edu-
cational institutions in the future. This is the first of its kind, and should propagate many
more analyses of this nature.

Features of IT project proposal document:

There is a proposal to create an integrated network of computers and computer
banks which will increase accessibility of the student and professors.

This will be an interdepartmental phenomenon and latest research, cutting edge ref-
erence material and JSTOR access shall enhance the IT configuration of the university.

The employees of the universities, especially the librarians, will be trained through
special workshops and seminars to constantly upgrade their IT expertise and to handle
small and localized problems on their own.
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1. An IT project proposal document 1s one which contains various suggestions to
improve the IT infrastructure of a company or an institution. This is the result of a survey
conducted by professional IT companies and agencies, and the suggestions provided must
be incorporated by the client company for their betterment.

Sample 2
Proposal for Cost Savings (http://www.wikihow.com/Write-a-Proposal

Situation: Our current printers print on one side only. All prints generated for em-
ployee use or customer mailouts require a separate piece of paper for each page of the
document.

Proposed Solution: The addition of a duplex printer and a duplex printing policy
would allow the company to save considerable money by printing on both sides where
possible. Cost savings would result from using less paper, fewer paper clips and staples,
and less postage on larger mailouts.

Steps Involved:

Purchase a printer with duplex printing capabilities.

Show employees how to set printer options to print on both sides.

Communicate the new policy requiring employees to use duplex printing wherever
applicable.

Benefits:

Duplex printing would reduce the following costs: paper ($250/month), supplies
($25/month), and postage ($15/month).

Duplex printing supports the company’s green initiatives to reduce waste.

Potential Obstacles:

The cost of the new printer ($1200). The new equipment would pay for itself within
five months of use.

The time associated with setting up employee workstations for duplex printing and
communicating the new policy to employees (approximately 1 hour per employee). Addi-
tional months of use would offset the costs associated with this hour of lost productivity.

The resistance of employees to change and follow the new procedures. While there
will always be those resistant to change initially, this is not a difficult adjustment to
make. However, management may need to visit the issue with employees who are regu-
larly found not adhering to the new policy.

Sample 3
Proposal for Process Improvement

Situation: Customer calls to our helpline are currently answered by an assistant
who asks the customer if they are calling to report a new problem or to check the status
of a previously reported issue. If the customer is calling about a previously reported is-
sue, the assistant asks the customer for the Incident ID. The assistant then places the cus-
tomer on hold, calls a customer service representative, advises the representative of the
reason for the call (new problem or Incident ID, and transfers the caller.

Proposed Solution: The role of the assistant who answers the call could easily be
replaced by an automated system, which would allow the customer to press 1 for a new
problem or 2 for a previously reported issue. If the customer pressed 2, they would be
prompted to enter their Incident ID. The caller would then be routed to a customer ser-

49



vice representative, along with the Incident ID, if applicable, which would be passed
along via the phone system.

Steps Involved:

Purchase a new phone routing system that would allow these capabilities.

Program and test the new routing system.

Convert Incident ID #s from a combination of letters and numbers to numbers only.

Communicate the new workflow to customer service representatives.

Benefits:

The new process would eliminate the need for assistants to answer customer calls,
freeing them up for other tasks. Each assistant typically answers 30 calls per day. At an
average of 42 seconds per call, this would give each assistant an additional 21 minutes
per day.

Customer service would be enhanced, as the first voice that would greet the cus-
tomer would be that of the customer service representative who will ultimately assist
them.

Potential Obstacles:

The cost of the new phone routing system (approximately $700 dollars). This cost
would be miniscule compared with the savings over time associated with the additional
capacity of the assistants.

The time associated with programming and testing and developing the new ID sys-
tem (48 total man-hours). Again, the time saved by implementing the new procedure
would more than make up for this initial investment.

Resistance of customers who do not prefer dealing with an automated system. No
solution is going to please every customer, but most consumers today expect to be
greeted with an automated system when calling a business. One option is to allow cus-
tomers to press 0 if they’re unsure how to answer the automated questions.

Customer service issues with early callers whose ID still contains numbers and let-
ters. The above solution concerning the 0 option would eliminate this problem as well.

How to Write a Proposal (1)

Writing a good proposal is a critical skill in many occupations, from school to busi-
ness management to geology. The goal of a proposal is fo gain support for your plan by
informing the appropriate people. Your ideas or suggestions are more likely to be ap-
proved if you can communicate them in a clear, concise, engaging manner. Knowing how
to write a persuasive, captivating proposal is essential for success in many fields. There
are several types of proposals, such as science proposals and book proposals, but the
same basic guidelines apply for all of them.

3 Ps of a Winning Business Proposal’
The secret behind writing a winning business proposal and one that will just be set
aside is the presence of what I call the 3 Ps: problem statement, proposed solution, and
pricing information.

Problem Statement
A successful business proposal must be one that is able to describe to the client
what their needs are in a plain and simple manner. This is extremely vital because how
can you expect the client to believe that you can help them solve their problems if you
don’t even know are these problems?
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Here’s an example of a well-written problem statement of a business proposal:

With the presence of social media in today’s advancing world, Puffin Media Inc.
hesitated to make the leap from traditional marketing to social media marketing.

Their marketing tactics seem to be losing effectiveness and the company feels as if
they are missing out on a large segment of their market. In addition, their competition has
begun acquiring the majority of the business in the market and has brought Puffin Me-
dia’s growing revenues to a halt.

Proposed Solution

The main objective of submitting a business proposal is to offer a solution to a
problem faced by a prospective client. This part should be as detailed as possible, and
able to address each and every need you have discovered.

Here’s an example:

The solution that is recommended for Puffin Media Inc. is to deploy their company
on all of the major social media channels; however, there is a major difference in creating
social media platforms versus creating a brand you can promote on those platforms.

A marketing campaign must be created utilizing these media channels and creating
immediate engagement with your audience. In order for this to be successful, you know
how to make sales. Initially, acquire some fans, followers, subscribers, and connections
and invite them to join you in particular discussion or attend a specific event.

The purpose of this is not only to promote Puffin Media Inc, but also to solicit feed-
back from the target audience.

Pricing Information
For many clients, the pricing information is what will make them decide whether
they would offer you the contract or not.
How to write this part greatly depends on the solution or solutions you included in
the previous segment. If the solution proposed will only entail a short period of time, a
Fee Summary will suffice. For longer projects, segment these payments to specific mile-
stones in a Fee Schedule list.

2. Business proposal document is a paperwork presented by a business to their po-
tential or existing clients, customers or prospects proposing any new business matter to
them. This kind of a document must be formulated with utmost efficiency so as to obtain
maximum proposal acceptance from the intended people.

How to Write a Proposal (2)

I. Planning Your Proposal

1

Define your audience. You need to make sure that you think about your audience
and what they might already know or not know about your topic before you begin writ-
ing. This will help you focus your ideas and present them in the most effective way. It's a
good idea to assume that your readers will be busy, reading (or even skimming) in a rush,
and not predisposed to grant your ideas any special consideration. Efficiency and persua-
siveness will be key.

Who will be reading your proposal? What level of familiarity with your topic will
they have? What might you need to define or give extra background information about?
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What do you want your audience to get from your proposal? What do you need to
give your readers so they can make the decision you want them to make?

Refine your tone to meet your audience's expectations and desires. What do they
want to hear? What would be the most effective way of getting through to them? How
can you help them understand what you're trying to say?

2

Define your issue. It is clear to you what the issue is, but is that also clear to your
reader? Also, does your reader believe you really know what you are talking about? You
can support your ethos, or writing persona, by using evidence and explanations through-
out the proposal to back up your assertions. By setting your issue properly, you start con-
vincing the reader that you are the right person to take care of it. Think about the follow-
ing when you plan this part:

What is the situation this issue applies to?

What are the reasons behind this?

Are we sure that those, and not others, are the real reasons? How are we sure of it?

Has anyone ever tried to deal with this issue before?

If yes: has it worked? Why?

If no: why not?

Don't: write a summary obvious to anyone in the field.

show that you've conducted in-depth research and evaluation to understand the

issue.

3

Define your solution. This should be straightforward and easy to understand. Once
you set the issue you're addressing, how would you like to solve it? Get it as narrow (and
doable) as possible.

Don't: forget to comply with all requirements in the RFP (request for proposal)
document.

go above and beyond the minimum whenever budget allows.

Your proposal needs to define a problem and offer a solution that will convince un-
interested, skeptical readers to support it. Your audience may not be the easiest crowd to
win over. Is the solution you're offering logical and feasible? What's the timeline for your
implementation?

Consider thinking about your solution in terms of objectives. Your primary objec-
tive is the goal that you absolutely must achieve with your project. Secondary objectives
are other goals that you hope your project achieves.

Another helpful way of thinking about your solution is in terms of "outcomes" and
"deliverables." Outcomes are the quantifiable results of your objectives. For example, if
your proposal is for a business project and your objective is "increase profit," an outcome
might be "increase profit by $100,000." Deliverables are products or services that you
will deliver with your project. For example, a proposal for a science project could "de-
liver" a vaccine or a new drug. Readers of proposals look for outcomes and deliverables,
because they are easy ways of determining what the "worth" of the project will be.

4

Keep elements of style in mind. Depending on your proposal and who'll be reading
it, you need to cater your paper to fit a certain style. What do they expect? Are they inter-
ested in your problem?
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Don't: overuse jargon, obscure abbreviations, or needlessly complex language.

write in plain, direct language whenever possible.

How are you going to be persuasive? Convincing proposals can use emotional ap-
peals, but should always rely on facts as the bedrock of the argument. For example, a
proposal to start a panda conservation program could mention how sad it would be for the
children of future generations to never see a panda again, but it shouldn't stop there. It
would need to base its argument on facts and solutions for the proposal to be convincing.

5

Make an outline. This will not be part of the final proposal, but it will help you or-
ganize your thoughts. Make sure you know all of the relevant details before you start.

Your outline should consist of your problem, your solution, how you'll solve it, why
your solution is best, and a conclusion. If you're writing an executive proposal, you'll
need to include things like a budget analysis and organizational details.

I1. Writing Your Own Proposal

1

Start with a firm introduction. This should start out with a hook. Ideally, you want
your readers enraptured from point one. Make your proposal as purposeful and useful as
possible. Use some background information to get your readers in the zone. Then state
the purpose of your proposal.

If you have any stark facts that shed some light on why the issue needs to be ad-
dressed and addressed immediately, it's a safe bet that's something you can start with.
Whatever it is, make sure what you start out with is a fact and not an opinion.

2

State the problem. After the introduction, you'll get into the body, the meat of your
work. Here's where you should state your problem. If your readers don't know much
about the circumstance, fill them in. Think of this as the "state of affairs" section of your
proposal. What is the problem? What is causing the problem? What effects does this
problem have?[

Emphasize why your problem needs to be solved and needs to be solved now. How
will it affect your audience if left alone? Make sure to answer all questions and cover
them with research and facts. Use credible sources liberally.

Don't: rely solely on generic appeals to emotions or values.

Do: tie the issue to the audience's interest or mission statement as directly as possi-

ble.

3

Propose solutions. This is arguably the most important part of your proposal. The
solutions section is where you get into how you will address the problem, why you will
do it in this way, and what the outcomes will be. To make sure you've got a persuasive
proposal, think about the following.

Discuss the larger impact of your ideas. Ideas that seem of limited applicability
aren't as likely to spark enthusiasm in readers as ideas that could have widespread effects.
Example: "Greater knowledge of tuna behavior can allow us to create a more comprehen-
sive management strategy and ensure canned tuna for future generations."
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Addressing why you will do something is as important as stating what you will do.
Presume that your readers are skeptical and will not accept your ideas at face value. If
you're proposing to do a catch-and-release study of 2,000 wild tuna, why? Why is that
better than something else? If it's more expensive than another option, why can't you use
the cheaper option? Anticipating and addressing these questions will show that you've
considered your idea from all angles.

Your readers should leave your paper assured that you can solve the problem effec-
tively. Literally everything you write should either address the problem or how to solve it.

Research your proposal extensively. The more examples and facts you can give
your audience, the better -- it'll be much more convincing. Avoid your own opinions and
rely on the hard research of others.

If your proposal doesn't prove that your solution works, it's not an adequate solu-
tion. If your solution isn't feasible, nix it. Think about the results of your solution, too.
Pre-test it if possible and revise your solution if need be.

4

Include a schedule and budget. Y our proposal represents an investment. In order to
convince your readers that you're a good investment, provide as much detailed, concrete
information about your timeline and budget as possible.

Don't: include objectives that are vague, impossible to measure, or don't relate to
the stated problem.

Do: detail responsibilities and time commitments on the level of departments or in-
dividual staff-

When do you envision the project starting? At what pace will it progress? How does
each step build on the other? Can certain things be done simultaneously? Being as me-
ticulous as possible will give your readers confidence that you've done your homework
and won't waste their money.

Make sure your proposal makes sense financially. If you're proposing an idea to a com-
pany or a person, consider their budget. If they can't afford your proposal, it's not an adequate
one. Ifit does fit their budget, be sure to include why it's worth their time and money.

5

Wrap up with a conclusion. This should mirror your introduction, succinctly wrap-
ping up your general message. If there are consequences to your proposal not being un-
dertaken, address them. Summarize the benefits of your proposal and drive home that the
benefits outweigh the costs. Leave your audience thinking ahead. And, as always, thank
them for their consideration and time.

If you have extra content that doesn't exactly fit into your proposal, you may want
to add an appendix. But know that if your paper is too bulky, it may scare people off. If
you're in doubt, leave it out.

If you have two or more appendices attached to your proposal, letter them A, B, etc.
This can be used if you have data sheets, reprints of articles, or letters of endorsement
and the like.

6

Edit your work. Be careful in writing, editing, and designing the proposal. Revise
as necessary to make it clear and concise, ask others to critique and edit it, and make sure
the presentation is attractive and engaging as well as well-organized and helpful.
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Have another set of eyes (or two) read over your work. They'll be able to highlight
issues your mind has grown blind to. There may be issues that you haven't completely
addressed or questions you've left open-ended.

Eliminate jargon and clichés! These make you look lazy and can get in the way of
understanding. Don't use a long word when a short word will do just as well.

Avoid the passive voice whenever possible. Passive voice uses forms of "to be"
verbs and can make your meaning unclear. Compare these two sentences: "The window
was broken by the zombie" and "The zombie broke the window." In the first, you don't
know who broke the window: was it the zombie? Or was the window by the zombie and
just happened to also be broken? In the second, you know exactly who did the breaking
and why it's important.

Don't: muddle your proposal with I believe that..., this solution may aid... or other
qualifiers.

Do: use strong, direct language: The proposed plan will significantly reduce pov-
erty rates.

7

Proofread your work. Editing focuses on getting the content as clear and concise as
you can make it. Proofreading makes sure that your content is free of mistakes. Go over
your proposal carefully to catch any spelling, grammar, or punctuation errors.

Any mistakes on your end will make you look less educated and less credible, re-
ducing your likelihood of getting approved.

Make sure that your formatting is in line with whatever the guidelines require.

(http://www.wikihow.com/Write-a-Proposal)

Text for retelling and discussion

1. Read the text, make sure you understand everything and retell it:

Multinationals are the most visible of companies. Their local subsidiaries give
them sometimes global reach, even if their corporate culture, the way they do things,
depends largely on their country of origin. But the tissue of most national economies is
made up of much smaller organizations. Many countries owe much of their prosperity to
SMEs (small and medium-sized enterprises) with tens or hundreds of employees, rather
than the tens of thousands employed by large corporations.

Small businesses with just a few employees are also important. Many governments
hope that the small businesses of today will become the multinationals of tomorrow, but
many owners of small companies choose to work that way because they find it more con-
genial and do not want to expand.

And then of course there are the sole traders, one-man or one-woman businesses.
In the professional world, these freelancers are often people who have left (or been
forced to leave) large organizations and who have set up on their own, taking the exper-
tise they have gained with them.

But in every case the principle is the same: to survive - the money coming in has to
be more than the money going out. Companies with shareholders are looking for more
than survival - they want return on investment. Shares in the company rise and fall in
relation to how investors see the future profitability of the company; they demand share-
holder value in the way the company is run to maximize profitability for investors, in
terms of increased dividends and a rising share price. Publicly quoted companies, with
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their shares listed or quoted on a stock exchange, come under a lot of scrutiny in this
area. Some large companies (often family-owned or dominated) are private: they choose
not to have their shares openly bought and sold, perhaps because they do not want this
scrutiny. But they may have trouble raising the capital they need to grow and develop.

Profitability is the key. Formulas for success are the subject of thousands of busi-
ness courses and business books. Of course, what works for one person may not work for
others. See below for books on two styles of running a company that might be hard to
imitate!

Discussion

Points for discussion:

1. Do human beings need to work to be happy?
2. What motivates people to work long hours?
3. What business would you like to work in?

4. Would you like to work for a large company or for yourself?

5. Which company would you like to work for?

6. Would you like to work in the office or at home?

7. What are the advantages/disadvantages of working from home?
8. Can perks (or fringe benefits) compensate for a boring job?

9. How do people find a balance between work and personal life?
10. What would make you leave your job?

11. In your opinion, what is the worst job in the world?

JCA RTEONSTOCK
' LCOM

Search ID: kscn3 Eis

"WE'RE AN INTERNATIONAL COMPANY, MR. ZICKENBARTH.
WE'VE GOT CREDITORS IN MORE THAN
200 PIFFERENT COLINTRIES."
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Vocabulary

a straightforward business idea

npocTtasi Ou3Hec-uaes

adjust

pUCIIOCA0IMBATHCA, TPUCITIOCAOINBATE, AIAITHPO-
BaThCS

adopt aJIalITUPOBATh, YCBAaUBATh
assignment 3a/1aHKe
award Harpaaa

banking and finance

0aHKOBCKHUE yCiIyrr/ 0aHKOBCKHUE Orepanuu u Qpu-
HAHCOBASs JICSITEILHOCTh

be fashion conscious

OBITh MOJTHBIM, B TPEHJIE

be in favour of

OBITH 3a

be located in

OBITh PACTIONIOXKEHHBIM

be self-employed

paboTtaTh Ha ceOst

be successful worldwide

OBITH YCIICIIHBIM BO BCEM MHUPC

bring out a new design

MIPOU3BECTH, CO3JaTh HOBBIN AU3ailH

build on one's strengths

OIMUPATHCAY Ha CBOW CUJIBHBIC CTOPOHEI

commitment to community

00513aTEIBCTBO MEPE]] COOOMIECTBOM

construction

CTPOUTCIBCTBO, MIOCTPOCHHUC

contributions to charity

B3HOCEHI Ha 6HaI‘0TBOpI/ITeHBHOCTL

co-worker KOJIJIETa, COCITY KHBEII

currently B HACTOSIIEE BpeMsI
customer-focused OpUETUPOBAHHBIN Ha KIIMEHTA

delay 3aJIeprKKa

demand CIIpoc

engineering MaIIMHOCTPOCHHUE, IPOCKTHPOBAHHE

environmentally friendly

HKOJIOTMYECKH 0e301acHbIi / 0e3BpeIHbIMI

family owned company

ceMelHas KOMITaHUSI

family-owned business

CEMENHBIN OU3HEC

food and drink

nmumeBas NpOMBINIJIICHHOCTD, IIPOU3BOACTBO IIPO-
AYKTOB IIMTAHHUA 1 HAIIUTKOB

give a foothold

IIPEAOCTABUTDH TOUKY OIIOPBI

go through MIPOXOJUTH Yepe3

head office TOJIOBHOM 0duc

hybrid car rUOPHUIHBINA ABTOMOOHIIB
invest in BKJIJIbIBaTh B

investment in communities

WHBECTUIIMUA B COOOIIIECTBO

involve

BOBJICKATb

IT (Information
Technology)/electronics

WH(pOpPMaIIMOHHBIC TEXHOJIOTHH / DIEKTPOHUKA

keep up with fashion trends

HUATHU B HOT'Y CO BpCMCHEM

lease

cIaTh B apeHAY

look for

HCKaTb

look forward to

KIATh C HCTCPIICHUCM

make clients satisfied

CACJIAaTh KIIMCHTOB YAOBJIICTBOPCHHBIMH

manufacturer

IMPON3BOANUTCIIb

market share

J0JIA pbIHKA

medical treatment

(MeIMIIMHCKOR) JICUCHUE
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meet people's priorities

OTBEYATh IPUOPUTETAM JIFOIEH

multinational company

MCKIAYHApPOAHASA KOMIIAHUSA

one's own company

COOCTBEHHASA KOMITAHUS

outline 00pHCOBBIBATH, HAMETUTH, 0003HAYATH
overseas stores 3apyOeKHBIC Mara3uHbl

packaging yIaKOBKa

performance JICATEIILHOCTD

Personnel Director

JUPEKTOP MO NMEePCOHATY, YIPABJISIOIINN KaJpamMu

pharmaceuticals/chemicals

(dapmalleBTHUYECKUE TOBAPHI (ITpenapathl)

production line

IMPONU3BOJCTBCHHASA JIMHUSA

profit npUObLIb, TOXOJ

profitable carmaker npUObUIbHBIN aBTONPOU3BOAUTEID

put off OTKJIaJIbIBaTh

respond OTBEYAaTh

retailing PO3HHMYHASI TOPTOBJIS, OCYIIECTBICHUE POSHUIHOM
TOPTOBJIU

reward npeMust

score highly MMETh BBICOKHI OaJII

share price IICHA aKI[UH1

spend on sponsorship

TPAaTUTh Ha CITIOHCOPCTBO

spot a trend

OMPEICIUTh TCHICHIINIO

stay ahead of the competition

OCTaBaThCsl BIEPEIU KOHKYPEHTOB

subsidiary

JIoUYepHee Npeanpusitue, huiman

survey

HCCIICOOBAHNC

tackle smth

peuaTh 4To-TO

telecommunications/Media

TEeJICYyOMMYHHMKAIIWs/ TIpecca; cpejia nepeaaya uH-
dbopmanuu

the number one company

KOMITaHHWsI HOMCP OAWH

tourism TYPHU3M
transport TPacIopT, MepeBO3Ka, CPEACTBO COOOIICHUS
turnover o0opoT

vehicle manufacturing

MPOU3BOJICTBO TPAHCIIOPTHBIX CPEICTB

welcome with open hands

BCTpEUaTh C PACIPOCTEPTHIMHU OOBATUIMHU

workforce

TPYJIOBBIE PECYPCHI
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Unit 4. GREAT ideas

"If at first, the idea is not absurd, then there is no hope for it."
Albert Einstein

Pt IR
ARAT|

('L 0OK WHAT 'VE |
INVENTED!

Topics for discussion

1. Read the following quotes about ideas and make sure you understand every-
thing. Choose 3 that you agree with most. Discuss the quotes in class and choose 3
best ones:

1. "If at first, the idea is not absurd, then there is no hope for it." Albert Einstein

2. "Ideas are like rabbits. You get a couple and learn how to handle them, and pretty
soon you have a dozen." - John Steinbeck

3. "A new idea is delicate. It can be killed by a sneer or a yawn; it can be stabbed to
death by a quip and worried to death by a frown on the right man's brow." — Ovid

4. "The air is full of ideas. They are knocking you in the head all the time. You only
have to know what you want, then forget it, and go about your business. Suddenly, the
idea will come through. It was there all the time." - Henry Ford

5. "Adults are always asking little kids what they want to be when they grow up be-
cause they're looking for ideas." - Paula Poundstone

6. "Capital isn't that important in business. Experience isn't that important. You can
get both of these things. What is important is ideas." - Harvey Firestone

7. "I know quite certainly that I myself have no special talent. Curiosity, obsession
and dogged endurance, combined with self-criticism, have brought me to my ideas." -
Albert Einstein

8. "If I have a thousand ideas and only one turns out to be good, I am satisfied." -
Alfred Noble

9. "Money never starts an idea; it is the idea that starts the money." - William J.
Cameron

10. "New ideas pass through three periods: 1) It can't be done; 2) It probably can be
done, but it's not worth doing; 3) I knew it was a good idea all along!" - Arthur C.
Clarke
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2. Translate the following sentences from Russian into English:

1. Mnest mpunuia B €ro TOJ0BY M TeEPh YIOPHO UIeT Mo3T. (Muxaun Keaneyxuii)

2. IlpakTUYHYIO HJEI0 MOXHO HCIIONBb30BaTh M C TPaBOW, U C JIEBOW CTOPO-
Hbl. Cmanucnas Edcu Jley

3. Vneu nomuuislie, CKOpble — MOHUMAIOTCS HEOOBIKHOBEHHO OBICTPO, U HEMpPEMEH-
HO TOJITION, HEMPEMEHHO BCEH yIHWIIel; MajJo TOrO, CYMTAIOTCS BEIMYANIIMMHU U TE€HU-
albHEUIIMMHU, HO — JIMIb B JI€Hb CBOETO mosiBieHus. JlemeBoe He npouHo. (Pedop
Jlocmoesckuii)

4. Benukue 104 TOBOPAT 00 UIEsAX, CPEAHHE JIIOU TOBOPST O BEllaX, a MaJleHb-
KHE JIOJU — O BbINUBKE. (Ppan Jlebosuy)

5. TBop1IbI BETUKHUX UACH OTHOCATCA OUYE€Hb MPEHEOPEKUTEIHLHO K CBOUM TBOPEHU-
SIM ¥ MaJ1o 3a00TITCs 00 ux cyanoe B mupe. (/les [llecmos)

6. JItoOoe uenoBedeckoe 3HAHUE HAYMHACTCSI C UHTYHUIUH, EPEXOIUT K TMOHATUIM
Y 3aBepuiaetcs uaesmu. (Mvwmanyun Kanm)

7. I[ImoXuM  HWCIOJHEHUEM MOXKHO HCHOPTUTH JAXE CaMyl  XOPOIIYO
unero. (Heuzeecmmuuiii asmop)

8. UeperHass KOpoOKa -  XpaHWIMIE MO3rOBOrO  BElIecTBa, HO  HE
uneu. (Koncmanmun Kywnep)

9. OIHO TONBKO HECUACTHE CYUIECTBYET JI YEJIOBEKA... 3TO KOrJa UM OBJa/IeBacT
uzes, He UMEIoIasi HUKAKOTO BIUSHUS HA JIEWCTBUTEIBHYIO U3Hb WU K€ OTBJIEKAIO-
mas ero ot Tpyna. (Moecann Bonvgheane I'éme)

10. Hy>XHO UMETh B rOJIOBE BEIMKOE MHOXKECTBO PA3HOOOpA3HENIINX UeH, YTOOBI
poauTh oJIHY Xopotyto. (/lyu Cebacmbsan Mepcove)

11. Jlrogu cuibHBI A0 TE€X MOp, MMOKA OHU OTCTAWBAIOT CUJIBHYIO HJIEH0. (3uemyHo
Dpetio)

12. TBou uIen HUYETO HE CTOAT, €CIU Thl HE ycren ux 3anucath. (Eeeenuit Ckoo-
7108)

13. Hert Tako#i umeu, Takoro ¢akra, KOTOPOro Obl HEb3s OBLIO OMONLIUTE U TPE/I-
CTaBUTh B CMEIIHOM BUE. (DPedop Muxatinosuu /locmoesckuii)

14. Unest MOXET OBITH OJIATOBUIHON B TEOPUH U PA3pPYIIUTEIHHON Ha MPAKTHKE, H,
HAIPOTUB, - B TECOPUH PUCKOBAHHOM, a HAa TPAKTUKE MPEBOCXOAHOMU. (DomyHO bépk)

15. Bama unes, koneuHo, 6e3ymHa. Becb Bompoc B TOM, JOCTaTOYHO JiU OHa Oe-
3yMHa, 4TOOBI OKa3aTbcs BepHOU. (Hunvc bop)

Starting up and vocabulary

3. Match the English expression to its Russian equivalents:

1. to be the key fo something a) TOJYYHUTh Harpamay 3a u300peTeHue

2. research and development (R&D) b) mnory0buts uaero

3. there’s nothing wrong with C) YIOBJIETBOPSATH CIPOC

4. to improve something d) cHmXaTh KOJIUYECTBO OTXOJOB

5. to kill an idea €) HET HUYero IIOXOTO B...

6. to generate ideas f) 3amomHWTH HUITY HA PHIHKE

7. to offer something fo somebody g) SIBISATHCS KIIOUYEBBIM ACTIEKTOM JJIS Yero-
8. an existing customer 160

9. to develop something in response to  h) wuccnenoBanus u pa3padoTka

customer research 1) 3alMIIaTh OKPYIKAIOIIYIO CPery
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10. to satisfy consumer demand J) TPUAYMBIBATH (T€HEPUPOBATH) HOBBIC

11. an upmarket image uaeu

12. reduce waste k) ymyumarh yTo-1160

13. fill the gap in the market 1) paspaboraTh 4TO-TO HA OCHOBE MapKe-

14. win an award for innovation TUHTOBOTO UCCIIEIOBAHUS

15. protect the environment m) BIEYaTICHUE BHICOKOKIACCHOTO (TOBA-
pa/yciayru)

n) mpeayiaratb KOMy-Iu00 4yTo-1ru00
0) TIOCTOSIHHBIN MMOKyTaTeIh

4. Translate the following sentences from English into Russian:

1. Most first-time entrepreneurs believe that having an original idea is the key to
success.

2. The last two decades saw the rise in interest to all kinds of “green” products and
now, if the manufacturer says that their cars protect the environment, they sell like hot
cakes.

3. What we’re aiming at in this meeting, is to find a way to reduce waste at our
chemical plant.

4. How are you going to give it a more upmarket image, [ wonder?

5. Every year in the past three decades, Edison Awards chose the prospective prod-
ucts in various business spheres and by now, there are more than 50 companies who have
won their award for innovation.

6. This idea doesn’t offer very much return to potential investors, I’m afraid.

7. Don’t tell anyone about it until you have a working prototype — Ted had this
great idea for a new application design, and they killed it at the very first meeting.

8. Some people think there’s absolutely nothing wrong with stealing ideas, whereas
others believe it’s extremely unethical.

9. What can we do to keep our existing customers interested and loyal?

10. Generating ideas is a hot topic today: there are hundreds of websites that offer
idea generation techniques and advice.

11. The first Iphone, Ipad and Ipod, as well as many other popular products were
developed in response to customer research.

12. 1 think we should increase our R&D budget if we want to make good progress.

13. Last year we had a big problem with sales, but then our marketing team had a
brilliant advertising idea and now we’re opening a new office to satisfy consumer de-
mand.

14. People who are busy improving themselves usually have no time to criticize
others.

15. We’ll give you the investment you need, if you tell us how your product can fill
a gap in this market.

5. Translate the following sentences from Russian into English:

1. B ux ciydae KJIIOYOM K YCIEXy CTajlo yJauHOE COYETaHUE OTIMYHON UIEH U TO-
TOBHOCTU MHOTO TPYAUTHCS IS €€ OCYIIECTBICHHUSL.

2. Ham OblI X0T€Nn0Ch YJIYYIIUTh 3Ty MOJIE€Jb B COOTBETCTBUU C MOCIETHUMH Map-
KETUHTOBBIMU HCCIIEIOBAaHUSMHU: OHHM TOKa3aJid, YTO TMOKYHAaTeNIsM HY>KEH MPOIYKT,
IOPOM3BOJININI BIeYaTIeHUE ToBapa 60jee BEICOKOrO KiIacca.

3. B mpouutom rofy Ham oTAes UCCIeI0BaHUHN U pa3paboTKH MPOBET OY€Hb MHOTO
UCCIIEZIOBaHUHM, HO TaK HUYEro U He pazpaboTal.
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4. Yrto0Obl YyIOBIECTBOPUTH PE3KO BBHIPOCIIUMA CIPOC, UM MPHUIILIOCH JOMOIHUTEIBHO
HaHATh 200 COTPYIHUKOB.

5. M&I yBepeHbl, UTO HOBbIE KapTOHHBIE Ouopaszmnaraemeie (biodegradable) vamiku
Ut KOhe TTIOMOTYT 3aIIUTHTh OKPYIKAIOIIYIO CPEJly, HO MBI HE MOXKEM O0€NIaTh, YTO OHU
MIOMOTYT CHU3UTh KOTUYECTBO OTXOJOB.

6. 51 mymaro, 4TO HET HHUYEro IUIOXOr0 B TOM, YTOOBI HEMHOTO YIYYIIUTH TBOIO
UJIEI0.

7. B aTOM cymepMapKeTe mpeuaratoT JOCTaBKY NPOAYKTOB HA JOM MOKYIATEIISIM,
y KOTOPBIX €CTh UX JUCKOHTHAs KapTa.

8. Hakonen Ham ynamoch OpUAYMAaTb HECKOJbKO JCHUCTBUTEIBLHO XOPOWIUX UACH
JUTs1 KOHKYpCa.

9. VYV Hac HeT HM LIaHCA BBIUTPATh IPU3 3@ UHHOBAIIUU B 3TOM TOJly.

10. Borock, MbI HE MOXeM (PMHAHCHPOBATH BAIll MPOEKT: OH HE 3aIlOJIHIET HUIIY Ha
TEKYIIIEM PbIHKE U HE MpeJularaeT HU4ero HOBOro HaIlluM NOKYIATEsIM.

Listening

6. Match the words to their Russian equivalents:

1. aspace a) n30aBUTHCS OT YETO-TNOO
2. aneed b) moctynHbIi
3. afacility C) OYEBHJHO
4. accessible d) mpocTpaHCcTBO, MECTO
5. apparently €) HE UMETh HUKAKOW BOZMOXHOCTH CJie-
6. to interact with somebody JaTh...
7. to get rid of something f) momemenue, o0opy1I0BaHHOE /TS OIpe-
8. to have no way of doing something  JeneHHBIX 1eNeH
g) B3aUMOJICHCTBOBATH C KEM-JTHO0
h) HE0OXOAMMOCTH, MOTPEOHOCTH
7. Find English equivalents for the following words and phrases:
1) ocobennoe MecTo; © Randy Glasbergen
2) NpOBOJAUTH MO3TOBOH IITYPM; vglasbergencom
3) HaliTU HOBOE NIPUMEHECHHE
uzee;

4) TeXHOJIOTUH IS TBOPYECTBA,

5) 3acTaBUTH YeIOBEKa 1yMaTh
MO-JIPYTOMY;

6) yIOBJIETBOPUTH OTPEOHOCTH;

7) HEyAOBJIETBOPECHHAS
MOTPEOHOCTB;

8) cimenaTh 4TO-TMO0 JOCTYITHBIM
JUTSL KOTO-TO;

9) 3apaboTaTh JeHer Ha YeM-TO.

GIASBERGEN

“Just to be clear, giving birth to a great idea
doesn’t qualify you for paid maternity leave.”
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Reading

8. Find English equivalents for the following words and phrases:

Article 1

1) aBTouentp; 2) tonma; 3) mepconain; 4) TpaTUTh BpeMs Ha HAONIOJIEHUE U KOH-
TPOJIb 3a TOJIOM; 5) roHOpap, miarta; 6) miuarta 3a BxoA (2 BapuaHTa); 7) OpaTh I€HBIH 32
YTO-TO; 8) BAJIUTh BaJOM, YTOOBI TTOJIFOOOBATHCS HAa YTO-TO; 9) eXeHEBHbBIE MOCETUTENH;
10) 3asBnsiTh; 11) moTeHIMANBHBIN MOKyNaTeNb; 12) 3apabortate; 13) caenars HabmoI€E-
HUE.

Article 2
1) necstunerue; 2) UHTEHCUBHAS pa3paboTka (mouBbl); 3) mpuBeno K; 4) sKcrepu-
MEHTHUPOBATH C ...; 5) 00BEIUHUTHCS C KEM-TO; 6) €Clii BCe MOUET MO TUIaHy; 7) pe3koe

CHIDKEHHE YEro-To; 8) caMblil OBICTPOPACTYIIMM PHIHOK MOTPEOUTEIHCKUX TOBApOB; 9)
OIICHHMBATh, olleHKa; 10) mecTHble unHOBHUKH, 11) moxox; 12) monrocpouHas KOHKYpPEH-
TOCTIOCOOHOCTH; 13) OBITH CPAaBHUMBIM C 4eM-TTn00; 14) quBepcuduKanms.

Article 3

1) cTOoUMOCTBIO B ...; 2) mIpoAaBaTh MECTO JJIsi peKIIaMbl (peKJIaMHbIE TUTOIIaaAn); 3)
nokytika; 4) 6pockuit; 5) HaOpaTh JIeHeT Ha; 6) BBICOKAs MMOCEIIAEMOCTh; 7) MOIb30BaThCS
OTPOMHBIM CIIPOCOM CPE[IH...; 8) TpaTUTh JCHbI'M Ha MPOJBUKEHHUE; 9) MIMPOKas KaMIia-
HUS B Macc-mMeaua.

9. Translate the following sentences from English into Russian:

1. Have you contacted the local officials for the license yet?

2. A decade of intense cultivation gave fantastic results.

3. This is the second “VW?” car dealership in this area and there are crowds of peo-
ple inside — they don’t need intense media coverage to be popular.

4. According to the most recent estimates, we are very close to developing the
working prototype.

5. Diversification is the key to long-term competitiveness in any market.

6. Hundreds of people were trooping in every day to admire the beautiful new mo-
torbike.

7. And what did your decision to join with the competition lead to?

8. Trust me, a decade from now nobody will say this was a crazy idea.

9. Don’t experiment with the taste your customers know and like — I’m sure this
will lead to a sharp drop in sales.

10. If all goes to plan, we will be the largest company in the fastest-growing con-
sumer market.

10. Translate the following sentences from Russian into English:

1. DToT 4YenoBeKk 3asBISET, YTO MPUOOpEN BXOAHOW OueT Ha BbICTaBKy (exhi-
bition) 3a 100 gosapoB, HO MbI OOBIYHO HE OepeM IIaTy 3a BXO/I.

2. T'ne BoI 00yuaete nepcoHan? OHU OTIUYHO PabOTAIOT.

3. Eme B mpouuiom rojay 3Ty UIrpy NOYTH HUKTO HE MOKYIAJ, a CEHYac OHa IMOJb-
3Y€TCsl OTPOMHBIM CIIPOCOM CPEAH MOKJIOHHUKOB CEpHaa.

4. CKOJIbKO y BaC €KEIHEBHbBIX MTOCETUTENICH?

63



5. Bpockwuii u3aiiH caiTa He BCErJa rapaHTUPYET BBICOKYIO MOCEIIAEMOCTb.

6. OOpammaiiTech K HaM — MbI IPOJAEM PEKJIAMHBIE TIIOMIAIN TT0 BCEMY TOpPOY.

7. S roBopui Tebe, 4TO HYKHO TPATUTh OOJIbIIIE JCHET Ha MPOJIBHKEHUE — POJIaX
MOYTH HET, U I0XOJIbI YIIAJIH.

8. MBI yCTpOUM TapakHYIO pacrpojiaxy, u3doaBumMcs ot ctapbs (old stuff) u HaGe-
PEM JICHET Ha MOE3/IKY.

9. HM3BuHuTe, HE MOTJIHM OBI BBl TIOKA3aTh Y€K (receipt) Ha BaIlIyd MOKYIIKU?

10. Ecau Bce MOWAET MO IIaHy, 3TO MPUBJIEYET TOJIY MOTCHIUAIBHBIX IMOKYIIATE-
Jei.

Language review

11. Put the words in the following sentences in correct order:

1. Helen Rubinstein / Krakow / was born / Poland / in / in / 1872.

2. As/ child / she / a / father / bookkeeping / helped / her / with / smart / that / no-
ticed / girl / the / he / and / was / to / a / enough / university / go / later / to / a.

3. Her / mother / beauty / believed / made / face / and /own / her / cream / in /
power / the /of.

4. After / medical / at / Krakow / sciences / University / studying / Helena / to /
Australia / moved.

5. She / selling / cream / started / that / mother / the / her / gave / her / popular / it
/and / soon / became / very.

6. In/ she / shop / 1902 / opened / a / in / Melbourne / and / $100.000 / with / she /
London /in/ 1908 / moved / to.

7. She / 18 / a/ hours / day / worked / and / a / beauty / revolutionary / treatment /
skin / salon / which / opened / beauty / offered.

8. In /20 / following / the / years / her / expanded / business / throughout / globe /
the.

9. She / most / products / beauty / invented / use / today / women / like / mascara /
waterproof / and / cream / lifting / many / more.

10. Helena Rubinstein / working / into / her 90s / continued / and / in / died / 1956 /
age / of /at / the / 94.

12. Translate the following text from Russian into English:

Bunerensm Maiibax mepBbIM HOHSII, YTO aBTOMOOUIIb — 3TO HE MOBO3Ka C MOTOPOM.
Tanant uHXeHepa, OOTaThlid OMBIT UCCICOBAHUI U Pa3pabOTOK yOSIUIu €ro B TOM, 4TO
aBTOMOOWJIb — 3TO KOMIIJIEKC BCEX €T0 COCTABJISIIOIIUX.

OH pomwics 9 despansa 1846 roga B cembe cToisipa B HEOOIBIIIOM TOpPOAKe Xaii-
as0poHH. Korna manpuuky Obu1o 8 JI€T, ceMbsl mepeexasia B OOJbIION MPOMBIIIICHHBIN
ropox Lryrrapr. B necstunerHem Bo3pacte Buiibresnbm ocrancs CUpOTOM M momnaj Ha
BocnuTaHue B bparckuii joM mactopa BepHepa. B narHaamaTe oH Hadal CBOE TEXHUYE-
CKOoe 00pa3oBaHKMe HAa MAIIMHOCTPOUTEIHHOM 3aBojie. [JHEM MpoXOAusl MPaKTUKY B Mac-
TEPCKOM M KOHCTPYKTOPCKOM OIOpO 3aB0OJIa, BEUEPOM Opall ypOKHU IO YEPUCHHIO, MaTeMa-
THKE U €CTECTBEHHBIM HayKaMm B TOPOJICKOM ImiKkoJyie. TeXHUYEeCKUM TUPEKTOPOM 3aBOjia
obu1 ['orTi6 [atimiiep. OH mpuriacui TAIAHTIMBOTO M PabOTOCIOCOOHOTO MOJIOJIOTO
YesioBeKa nmopaboTaTh C HUM HaJl JBUTATENIEM BHYTPEHHETO CTOPaHUs JIsl TPAHCIIOPTHBIX
CPE/CTB.
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B aBrycre 1883 roga Obl1 TOTOB MEPBBIM CTAIMOHAPHBIN ABUTATEh Maitbaxa co0-
CTBEHHOM KOHCTpYKIMHU. B nexabpe Toro ke roja mosiBuics cieayromuii. [lomyTHo
Bunsrensm Maiibax npeasioxXus HOBYIO CHCTEMY 3a)KUTaHMUSL.

B 1889 rony cocrosimace Bcemupnas [lapmwxkckas BoicTaBka. CrieliuaabHO ISl 3TO-
ro cooeiTus B. Maiibax pa3paboTas HOBBIM aBTOMOOWJIL C TIEPBBIM B HCTOPUHU V-
o0Opa3HbIM MOTOpOM. JleHbru, BEIpyUYEHHBIE 3a MaTeHT, mo3Bomiu ['. Jlaiimnepy co3nath
JUTSI CBOETO TaJaHTIIMBOTO COTPYIHUKAa Maiibaxa OTAeTbHYI0 MaCTEPCKYIO, Te UCCIEO-
BaHMS TOIILIN TTOJTHBIM XOJO0M.

B 1894 rony B. Maiibax mosyuyusi maTeHT Ha KOHCTPYKIUIO THAPABINYECKUX TOP-
MO30B, a €I Yepe3 IO/l MOSIBUJICS €r0 HOBBIN JBUraTeib «DEeHUKC.

B 1907 rony Maiibax nokunyn ¢upmy Mercedes, ciiaBa KOTOPOW BO MHOTOM CO3-
JlaBajlach €ro TAJIAHTOM U PabOTOCIOCOOHOCThIO. ETO yBIeKkIa uaes co3laHus ABUTATe-
Jeil s 3HAMEHUTBIX B Ty Mopy auprkadneit Zeppelin. [Ipu moanep:kke cBoero apyra
rpada Oepnunanga [enmennna, Maitbax u ero ceia Kapnm ocnoBanu B 1918 romy moto-
pocTtpoutenbHyto komnanuio Maybach Motorenbau GmbH.

Bunsreasm Maitbax ymep B 1929 rony B IlTyTrapre. «O0mecTBO HEMEIKUX WH-
YKEHEPOB» OTMETHIIO €r0 3BAHUEM «KOHCTPYKTOP-IIEPBOIPOXOICID.

13. Fill in the gaps in the following sentences with correct prepositions:

1. We were planning to spend more ... advertising this year.

2. The company sells a wide range ... electrical and electronic goods.

3. Atthe age of 10, he developed an interest ... computer engineering.

4. This innovative application allows you to interact ... people from other countries
using your own language.

5. If we researched a way to decrease the production costs, we could make clean
water accessible ... anyone anywhere.

6. Ifall goes ... plan, this year innovation award will be ours.

7. At the start of his career, he worked ... a newspaper delivery boy.

8. We were just discussing the reasons why

9. At our last meeting, we agreed to get rid ... end-of-year staff bonuses.

10. Local officials reported a sharp drop ... sales of locally produced foods.

11. I was working all year to raise some money ... university.

12. Frankly speaking, I don’t see any benefits ... this idea of yours.

13. The new chocolate bar was so popular that we brought ... millions in our first
year.

14. The new, smaller tablet is in great demand ... the parents of young children.

14. Open the brackets, putting the verbs into correct form (Past Simple or
Past Continuous):

1. Why Drink That Whisky?

A Scotsman ... (go) into a pub in London and ... (ask) for a glass of his favorite
whisky.

Unfortunately, they ... (not have) any.

The barman ... (propose) another whisky.

“Look,” he ... (say), “this one is recommended by King George V, King George VI,
Edward VI and Edward VIIL.”

“I’d rather not drink that,” ... (say) the Scott. “Those men are all dead.”
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2. Harry ... (carry) a large grandfather clock on his shoulder. He ... (deliver) it to a
customer. He ... (can not) see what ... (be) on his right hand side and he ... (knock) over
an old lady who ... (look) in a shop window.

"I'm very, very sorry," ... (say) the man.

"Idiot!" ... (shout) the old woman. "Why can't you wear a watch like everybody
else?"

3. An old pirate ... (sit) in the bar. He ... (smoke) a pipe and ... (drink) a glass of
rum. He ... (wear) an eye patch and he ... (have) a parrot on his shoulder and a wooden
leg. Instead of his right hand, he ... (have) a metal hook. A young sailor ... (chat) with
the pirate and he ... (ask) him about his adventures at sea.

‘So, how ... you ... (lose) your leg?’, the young man ... (ask) the pirate.

‘Arrr! )’ ... (say) the pirate, “You see, some sharks ... (circle) the ship when I ... (fall)
overboard. Luckily, my men ... (pull) me back onto the ship before the sharks ... (eat)
me completely, but one of the sharks ... (get) my leg.’

‘And how about the hook on your hand? How ... you ... (lose) your hand?’

‘I ... (board) a ship when another sailor ... (cut) off my hand with a sword.’

‘That’s amazing! What a life full of adventures!” ... (say) the young man. ‘And how
about your eye? How ... you ... (lose) that?’

‘I ... (eat) a grapefruit when the juice ... (go) into my eye.’

‘But I don’t understand. How ... you ... (lose) your eye from the grapefruit juice?’

‘Arrr!” ... (say) the pirate, ‘it ... (be) my first day with the new hook.’

15. Translate the following sentences from Russian into English:

1. BbI 4TO-TO CKa3anu 0 NpoJake pEKIaMHBIX IUIOLIAIEH CO CKUAKOM?

2. MbI m1aHUPOBAIN PUBIIEYb MOTEHIUANBHBIX MTOKyTaTeNel IUPOKOH KaMIIaHU-
€l B MacC-Me/Iha U YBEJIMUUTH JOXO/IbI OT IIPOAAXK, HO BCE MOLLIO HE I10 ITUIAHY.

3. C ampens mo ceHTAOpb Mbl pa3paOaThIBaid MJIEI0 HOBOI'O HCTOPHKO-
tematnueckoro (historical theme park) mapka pa3zpnedenuit 1y gerei, U ceiiuac roTOBBI
MPEAICTaBUTh HAII IPOEKT.

4. Tlo oueHkaM dKcmepToB, BHeApeHue (the implementation) HOBOM CHCTEMBI OYH-
CTKHU BOJBI CWJIBHO YJIyYIINJIO KAYECTBO KU3HU B PETHOHE.

5. Tlo nerenpe, uaes o rpaBUTAlMKM NoceTwia HeloTOHA, KOrga OH CUEN moj s10-
JIOHEH U OJIHO U3 sI0JI0K yHajo eMy Ha T'OJIOBY.

6. UeM BBl 3aHMMAJIMCh BECh MPOLLIBIA roa? bromker n3pacxoqoBaH, a pe3yibTa-
TOB BalllUX pa3pabOTOK 51 HUTAE HE BUXKY !

7. Korma mbl moaOupany HOBBIM oducC I Hallleld KOMITAHUH, MBI TyMalid 00 0CO-
OEHHOM MecTe, Iie MO’KHO MCII0JIb30BaTh Pa3jIMYHbIe TBOPUYECKUE TEXHOJIOIMH U 3acTa-
BUTB JIIOACH yMaTh MO-APYyroMy.

8. MbI Kak pa3 mMpOBOJWJIM MO3TOBOM LITYpM € KOMaHJIOM pa3pabOT4YMKOB, KOIJa
NIO3BOHWJI HAaYaJIbHUK.

9. Hama komnanust Obula CHEIMAIBHO CO3JaHa JUIsl TOrO, 4TOOBI JaTh BO3MOX-
HOCTb YYECHBIM U CTYJCHTaM COTPYAHUYATH C OM3HECOM: MBI TIOMOTAEM TBOPYECKUM JIIO-
JSIM T€HEpUPOBAaTh UIEH, a JEJIOBBIM JIIOJSIM — HAXOAUTh HAWITy4llee MPUMEHEHHUE s
HUX.

10. MpI naxke He JyMally, 4TO CMOXEM HAWTH HOBOE NMPHUMEHEHHUE AJI1 ITOU uiee,
HO Yy Hac BCE MOJYYUIIOCh.
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Skills

16. Match the words to their Russian equivalents:

1. aim / to aim (af) a) MAapKETUHIOBasi CTpaTerus

2. the main aim of... b) 1iens / HaneuBaThes Ha (2 pasa)

3. target/ to target (no preposition) c) rnaBHas uens (2 pasza)

4. the main target d) ompenenuThes ¢ JaTOM BBIMYCKa TOBapa
5. to decide the date of the launch

6. marketing strategy

17. Find English equivalents to the following words and phrases:

1) po3HMYHBIC Mara3uHsel; 2) 5 3a ...; 3) 3a4eM KAaTh A0Jbine? 4) cpyOUTh JACHET
Ha YeM-TO; 5) TEXHUUYECKU COBEPIIEHHBI; 6) BpeMs MUKOBOI'O CIpoca Ha yTo-1ub0; 7) B
LIEJIOM, MBI BCE COTJIACHBI; §) clelMaIn3upOBaHHbIE MarasuHsel; 9) 3amurHeie ouky; 10)
Mara3uHbl CIIOPTUBHBIX TOBAPOB.

18. Make your own dialogue for the following situation:

You and your colleagues are holding a meeting to decide on the next step of new
product development. The deadline for the research and development stage is next week,
but so far there is only a concept and no working prototype yet. The concept is very
promising and the product can bring huge profits, but it will take more time and money
than you would like. The competition is also working on something similar, and you are
afraid they are more successful, but you don’t know for sure. Think about the product
you’re developing, work out the positions for every participant (3-4 people) and agree on
your course of action.

Use a minimum of 15 words and phrases from the exercises and the course book.
Use the dialogue in the recording script as a model.

Writing

Formal information letters

The term “business letters” refers to any written communication that begins with a
salutation, ends with a signature and whose contents are professional in nature. Histori-
cally, business letters were sent via postal mail or courier, although the Internet is rapidly
changing the way businesses communicate. There are many standard types of business
letters, and each of them has a specific focus. Here are some of them: Sales Letters, Order
Letters, Complaint Letters, Inquiry Letters, Follow-Up Letters, Letters of Recommenda-
tion, Cover Letters, Letters of Resignation, Letters giving information, etc.

Business letters can be transactional (meaning they ether require an answer or are
written in response to another letter that requires an answer, like complaint letters or in-
quiry letters) or non-transactional (meaning they do not require any answer or further
communication, like letters of resignation or recommendation).

An Information letter 1s a transactional letter, written to someone who is either a
stranger or someone who you know, but not well. In this letter, you give information that
was requested, your opinion, suggestions, solution to a problem, etc.

The KISS (Keep It Short and Simple) principle works very well with business let-
ters. We can also recommend to make your letters logical. The letter structure is also very

67



important — the reader does not need to waste their time looking for what they asked. A
good business letter must include:

A proper greeting:
Dear Mr. Neubaum, / Dear Ms. Wallace,

An opening paragraph starting with:
“In response to your enquiry”’; “Thank you for enquiring about...”; “Thank you for
your email enquiring about...” or “Thank you for your interest in ...”.

The main paragraph where you give the required information. Remember: omit
needless detail, tell the readers only what they need to know. Give just the important
facts, not the whole background or history.

- If there is a lot of data, organize it in bullet point or numbered items.

- Enclose or offer additional information for those readers who want detail, or refer
them to a Web site where more information can be found: “Please find attached our price
list and latest catalogue” or “You can find more information on the matter at our / this
website: www.ourwebsite.com”

- When a program, event, or other thing is new, say so: “The show premieres on
Monday at Fantastic Theatre House”.

The proper ending paragraph: “Should any questions arise, please don’t hesitate to
contact me” or “If you have any questions, I will be happy to answer them” or “I look
forward to you order / reply”.

And the signature or sign-off:

- highly formal: “Yours sincerely” (if you know the reader’s name) or “Yours faith-
fully” (if you don’t know the name) with a comma after,

- semi-formal (acceptable in most cases): “Best regards” or “Regards” or “Sin-
cerely” with a comma after,

- Informal (acceptable for people you know well, who have the same status as you
or who have established informal communication style): “Best wishes”, “All the best”
with a comma after,

Your name, family name
Your position in the company one line lower.

19. Study examples 1 and 2 and comment on the style of the letters, their
structure, logic and vocabulary.

Example 1

Dear Mr Gerry,

Thank you for enquiring about our seminar on productivity. Below is the informa-
tion that you requested:

1. The Seminar on Productivity will be held on 23 December 2016 and 24 Decem-
ber 2016.

2. Yes, there will be a follow -up session lasting half a day , one month after the
seminar .
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3. The cost is $250 per participant. This includes lunch for both days. For every 5
participants, we allow an additional participant to attend free.

4. It would be are pleasure to conduct an in-house seminar for you . if you wish to
explore the possibilities, we will send our representative to discuss the matter with you

If I can be of any further assistance, please call me at the above telephone number .

Yours sincerely,
Steven Gerrard

Example 2
Dear Ms Philips
Translation Services & Fees

Thank you for your letter of 4 November enquiring about our translation services.

Lingua Services Galactic offer a full range of translation services to help you in the
development of sales literature and web sites. Please find attached our latest brochures
and price list from which you can see that our prices are highly competitive.

I look forward to calling you in a few days.

Yours sincerely,

James T Brown

Sales Manager

20. Study examples 3 and 4, comment on the style of the letters, their struc-
ture, logic and vocabulary and make changes where necessary.

Example 3

Dear Mr. Whitmeyer:

I have attached copies of the certificates requested by the Port of Houston Author-
ity:

* Insured endorsements

* OCP policy with a $500,000 limit

* Notices of cancellation

The job will last approximately 90 days and will involve earthwork and some un-
derground storm work to provide proper sloping and drainage of the site. The site is ap-
proximately 3500 feet from the ship channel and involves no in-water or on-water expo-
sure.

We have a very limited time (until May 1) to get the approved bonds and certifi-
cates to the Port Authority; therefore, I will appreciate your help in delivering them as
soon as possible. We have come to expect your fine servicing of our accounts.

Thank you,

Example 4

Dear Ms. Jones:

Some of the materials you recently requested had to be retrieved from our archives,
and if you could see our archives, you’d know that’s no easy task!

We are pleased to enclose the old product pricing policies you needed. However, we
have been unable to locate the specifications on the AW-1893 engine. I’ve noted your
request on my calendar and will ask my assistant, when she returns from vacation, if she
can give me further clues as to where we might locate that information. If you don’t hear
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from me again, please understand the information is simply too old to still be in our pos-

session.

Best wishes with your research. Let us know if we can help in other ways.

Sincerely,

21. Write your own reply to this email enquiry:

Dear Mr. Woodman,

I’m writing to enquire about the Tech Crunch conference for this year. I would be
extremely grateful if you sent me the following information about the event:

- Exact dates and location;

- Conditions for participants;
- Participation fees;

- Accommodation details.

Looking forward to your reply.
Best regards,

Lyla Brown
R&D Executive at IPL. Computers

Texts for retelling and discussion

1. Read the text about innovations
in business, make sure you understand
everything and retell it:

Everyone can innovate. Innovation
means coming up with new ways of doing
things. Bringing innovation into your busi-
ness can help you save time and money,
and give you the competitive advantage to
grow and adapt your business in the mar-
ketplace.

Innovation generally refers to chang-
ing processes or creating more effective
processes, products and ideas. For busi-
nesses, this could mean implementing new
ideas, creating dynamic products or im-
proving your existing services. Innovation

“It's always 'Sit," 'Stay,' 'Heel—never 'Think," 'Innovate,’
'Be yourself."”

can be a catalyst for the growth and success of your business, and help you to adapt and

grow in the marketplace.

However, things are not so simple. Resistance to new ideas is well known. In or-
ganizations, the best way of killing an idea may well be to take it to a meeting. The very
things that make companies successful in one area may prevent them from developing
success in new activities. Early work on personal computers at Xerox was dismissed by
its senior managers because they considered that the company's business was copying,

not computing.
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Company leaders talk about corporate venturing and intrapreneurship, where em-
ployees are encouraged to develop entrepreneurial activities within the organization.
Companies may try to set up structures in such a way that they do not stifle new ideas.
They may put groups of talented people together in skunk works to work on innovations -
development of the PC at I BM is the most famous example. Skunk works are outside the
usual company structures and are less likely to be hampered by bureaucracy, in-fighting
and so on.

When innovators go to large companies with new designs for their products, they
face similar problems. The inventor of the small-wheeled Moulton bicycle could not per-
suade Raleigh to produce it, so he set up his own company. But a single innovative
breakthrough is not enough. There has to be continuous improvement and market re-
sponse. The current winners in bicycle innovation are producers of mountain bikes, who
have taken the original bicycle design and eliminated its irritations, revolutionizing an old
concept by providing relative comfort, easy gear changes, a 'fun' ride and so on.

In reality, it’s a long way from an idea to a product. The initial idea for a car will be
turned into a series of prototypes and tested. In software development, the final 'proto-
type' is the beta-version, which is beta-tested. Pharmaceuticals go through a series of tri-
als. Even the most brilliant entrepreneurs will not have the resources to do it alone in in-
dustries like these, as the investment and experience required are enormous.

Cars, software and pharmaceuticals are examples of industries dominated by giants.
The 'rules of the game' are well established, and newcomers are rare, unless they can find
a small niche unexploited by the giants. There may be more opportunity for innovation
where the rules of the game are not yet established. This may involve selling and deliver-
ing existing products in new ways: think, for example, of selling books and airline tickets
on the Internet.

One thing is certain: business will continue to benefit from the creativity of indi-
viduals and organizations who can develop great ideas and bring them to market. That
being said, successful innovation should be an in-built part of your business strategy,
where you create a culture of innovation and lead the way in innovative thinking and
creative problem solving.

2. Read the text and discuss it:
Al The Ethics of Human Enhancement

Recent scientific advancements
increasingly allow humans to improve
everything. Soon enough technology
could allow people to make them-
selves “better than well” by using en-
hancements such as brain modifica-
tions to increase memory, intelli-
gence, or even create new capacities.
Benefits might also include living for
much longer, becoming more attractive or altering people's appearances. But questions
remain about what ethical issues these opportunities create.

Humans have always sought to improve themselves throughout their lives. Some of
the more familiar methods include education, exercise, or a good diet. So what, if any-
thing, distinguishes these accepted methods of enhancement from those that cause moral
concern, such as using drugs or genetic modification?
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One argument commonly used to challenge the value of human enhancement is this:
The means by which people achieve their goals in life matter. In other words, if a per-
son uses a technological shortcut to achieve a goal, that choice may decrease the accom-
plishment's value. For instance, if a mountaineer reaches a summit using a helicopter
rather than by physically climbing the mountain, that undermines the achievement's
value.

Closely related is the ethical question, raised about certain psychopharmacological
substances, such as antidepressant medications. This argument holds that some uses may
be morally undesirable forms of enhancement because, essentially, they transform the pa-
tient into someone else.

A further reason for caution regarding human enhancement is that it may narrow a
person's prospects, violating the principle of preserving an “open future.” Some en-
hancements might promote success early in life, but lead to serious disability later. A
typical example would be the use of drugs that provide short-term gain—such as increas-
ing physical strength or stimulating creativity—but which may also come with long-term
health risks.

Among the biggest ethical issues surrounding human enhancements is the question
of governance. Making numerous enhancements available will require having a range of
decision makers charged with developing policies for their use and implies the need for
social systems ensuring that everyone has affordable access to them.

A further societal concern is that enhancements might undermine some essential
quality of our human identity that we would rather preserve. Other moral concerns are
often folded into the fear of biotechnological change, notably the view that initiating such
changes is akin to "playing God."

Finally, perhaps the most pressing issue is the degree to which the use of human en-
hancements requires a global response, rather than just domestic policy. While such work
has led to research leadership in multiple countries, there is much more to do before we
can achieve a clear sense of the global implications of human enhancement and formulate
a reasonable strategy for managing it.

Adapted from the article by Andy Miah
From MIT Technology Review: https://www.technologyreview.com/s/602342/the-ethics-of-
human-enhancement/

References:

https://www.business.gov.au/info/run/research-and-innovation
https://www.technologyreview.com/s/602342/the-ethics-of-human-enhancement/
http://www .bizdocx.com/business-letters/information/providing/
http://howtowritealetter.net’/how-to-write-information-letters.html
http://www.biography.com/people/helena-rubinstein-9466271
http://www.carum.su/history-world-cars/great-peopls/wilhelm-maybach.html
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Vocabulary

accessiblle JOCTYITHBIN
add 00aBIIATh
allow MO3BOJISITH
apparently OUYEBUIHO
appoint Ha3HA4YaTh
available JOCTYTHBIN
award Harpajaa

be the key to something

SIBIISITHCS KJIFOUEBBIM ACIIEKTOM ISl YETO-
oo

beverage HAIUTOK

brainstorming MO3TOBOM MITYpM

bring in 3apaboathb

car dealership aBTOLICHTP

catchy Opockuit

charge OpaTh IEHBI'M 33 YTO-TO
claim 3asIBJISITh

concept HOHATHE, Ujes

crowd TOJITA

decade JeCSTUIIETHE

develop something in respond to cus-
tomer research

pa3pa60TaTL 4YTO-TO HAa OCHOBC MAapKCTHH-
T'OBOI'O UCCICAOBAHUA

encourage

MOOIIPATH

entrance fee /admission fee

Ij1aTa 3a BXO/[

existing customer

MMOCTOSTHHBIN IMOKYyHIaTCJIb

facility

ToMeIeHrne 000pyA0BaHHOE JIsl OTpe/ie-
JICHHBIX I1eJIeH

fill the gap in the market

3aIT10JIHUTH HUITY Ha PBIHKC

generate ideas

MIPUIYMBIBaTh (TEHEPUPOBATH) HOBBIE
ujeu

get rid of something

n30aBUTHCS OT YETO-JT00

have no eay of doing something

HE UMETh HUKAKOM BO3MOXXHOCTHU CAEIaTh

improve yIIy4IlaTh

income/ revenue J0X0]1

interact with somebody B3aNMOENCTBOBATH C KEM-JIHOO0
invention M300peTeHHE

kill an idea MOTyOUTh UJICIO

launch 3ayCcKaTh

make a breakthrough COBEpIIATh NPOPHIB

meet a need 00eCTeunTh HYKIbI

miss an opportunity YIYCTUTh BO3MOKHOCTb

need HE00X0IMMOCTh, NOTPEOHOCTh

offer something to somebody

npeajaratb KOMy-Jn0o 4To-1u00

out of the blue

OTKYJld HU BO3bMHUCH

protect the environment

3alMIIaTh OKPYKAOUIYIO Cpeay

purchase

IIOKYIIKa
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reduce waste

CHMXATb KOJIMYCCTBO PACXO0J0B

research and development (R&D)

HCCIIEIOBAaHUS U pa3paboTKa

satisfy consumer demand

YAOBJIETBOPSTH CIIPOC

space

IIPOCTPAHCTBO, MECTO

staff

NIEPCOHAI

take advantage of an opportunity

IMMOJIHOCTBIO PCAJIN30BATH BO3BMOKHOCTDH

there is nothing wrong with

HET HUYCTO IIJIOXOI'O B TOM...

upmarket image

AIUTHBIN 00pa3

win an award for invitation

NOJIYYMTh Harpajy 3a u300pereHue

74




Unit 5. STRESS

When you 're stressed, you eat ice cream, cake, chocolate and sweets.
Why? Because “stressed” spelled backwards is “desserts”.
Loretta Laroche

Starting Up

Recognizing stress. Read the questions and discuss the answers:

What is stress?
What causes stress?
How do you recognize stress in your life?
Have you been under stress recently?
How does stress affect you?
Do you have a kind of red warning flag that indicates too much stress?
When you are stressed, how do you feel physically?

o Do you feel tired during the day?

o Can you sleep well at night?

o Does your stomach hurt?
e How do you feel emotionally?
o Do you feel nervous or worried about stressful situations?
o Do you get angry easily?

e 6 o o o o o —
.

2. Match the words with their Russian equivalents:

Going to the dentist [TpousHOCUTD peub, BHICTYNATh HA Iy OJIuKe
Finding a place to park 3acTpsTh B IpoOKe
Travelling by air CTosTh B OUEpEeIN B CylIepMapKeTe

Queuing in the supermarket
Being stuck in a traffic jam
Making a speech

Having an interview

Going to the hairdresser

Hckath MecTO U1 TapKOBKHU

[Tocewmenue cromarosiora

JlereTp Ha camoneTe

[Tocemenue mapukmaxepa

[Ipoxoauts cobecenoBanne/0paTh HHTEPBHIO

%0 N O LA L
S Mo a0 o

3. Translate into Russian:

1. Millions of people fear going to the dentist.

2. Here are several helpful parking apps to help you find a safe place to park.

3. You can make travelling by air less stressful, and even enjoyable.

4. Queuing in the supermarket s one of life's most frustrating tasks.

5. Everyone hates being stuck in a traffic jam, but sadly, many people have to deal
with it every day.

6. People who have fear of public-speaking, often become nervous when making
speeches.

7. What is the difference between “giving an interview” and “having an interview”?

8. Going to a new hairdresser is making me way too anxious.

4. Give the English equivalents:
1) npocmaTpuBaTh BeO-CaliThl; 2) MPUHUMATh BaHHY; 3) pa3MbIIIJIEHUE, pacCcykKie-
HUe; 4) 3aHUMATbCS CIIOPTOM, UTPpaTh B CIIOPTUBHBIE UIPHI; 5) Mporyiika; 6) yreHue; 7)
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JeNaTh TMOKYIIKH, XOUTh 10 Mara3uHaM; 8) 3aHUMAaThCs CaJOBOJICTBOM; 9) CMOTpEThH Te-
aesusop; 10) cnymats my3biky; 11) Mmaccax; 12) muTh/ecTs.

5. Translate into English and hold the conversation with your partner:

1. A-TIpuser! Cro net Tebs He Bunen(a) (I haven’t seen you for ages) Kak nena?

B-IIpuset! ¥V mens Bce xopolo. A Tbl Kak MOXUBaeIb?

A-Jla y Mens Bce oTiinyHO! BOT X0y Mo mMarasuHam, NoToM cOOMpParoCch_MOUTrPaTh
B (byT00d. A ThI UeM 3aHUMACIILCS?

B-Otnuuneiii tad! A s BOT IPUHUMAK0 BaHHY, Pa3MBIIUISLIO, CIYIIAK MPUITHYIO
MY3bIKY.

A-I'm (hmm), y TeGs1 cTpecc uTo u?

B-/la, yTpoM s xoaui(a) K HOBOMY MapUKMaxepy, TErnepb He MOTY TOSIBIISITHCS Ha
moasx. CTprKKa MpoCTo ykacHas !

A-Jla, npyxuie (mate), Tede He mo3aBuayelb. Ho eciau xouelns, To s MOTy K TeOe
3aexath (I can drop in) u Mbe1 BMecTe nocMmoTpum Tenek (telly) wnmm mocuaum B UnTepHe-
T€.

B-Ts1 - HacTosiuit Apyr! 3ae3xail uepe3 4acok.

2. A-HenaBumxy cTodATh B o4epenu B cynepmapkere! Beerga xaxercs, 4to cocen-
HsIS O4epelb IBIKETCS ObICTpee.

B-/la nagHO TeGe, 4ero Thl TAKOW HEPBHBIN?

A-S1 yac mpocTossi B mpoOKe, MOTOM Tojiyaca UCKajl MECTO Ha MapKOBKE, TEreph
CTOIO B ouepenu B cynepmapkere. CTOIBKO BpEeMEHH 3ps TOTPayeHo!

B-U ne rosopu! (Indeed!) A s 3aBTpa BBICTYNal0 mepes OrpOMHOI ayaUTOpHUEH,
HEPBHUYAIO OUYCHB!

A-Y Bcex cBou (poOuu. S BOT jerath 00r0ch. I HEHaBUXKY CTOATH B ouepesix!

B-Ox, u Tspxenas sta mryka-xu3nb! (Life is not a bed of roses)

Listening

6. Match the English words with the Russian equivalents (part 1):

1. control a. HC UMETh BIIHSHUS, HC BIUATH

2. combination b. CHIIBHBIN, TSKEIIBIN, dKECTOKUN
3. cause C. JUIICHHBIN TOIEPIKKH, TOMOIIN
4. unsupported d. maBnenue

5. severe ¢. camoo0JaaHre, KOHTPOJIb

6. pressure f. coueraHme, COBOKYITHOCTb

7. to make no difference g. TpUYHNHA, TOBOJ

7. Match the English words with the Russian equivalents (part 2):
to deal with a. UCCNeI0BaTh, U3Y4YUTh, IPOPaOOTATh
stress risk assessment b. moHrMMaHue, 0CO3HAHUE, OCBEIOMIICHHOCTD
to prevent C. oYar HaIpPsHKCHHOCTU
hotspot d. umeTs aeno ¢, 60poThCs, CIPABISATHCS
to investigate €. IPe0TBPAIlaTh, MPEYyTPEKIAThH
awareness f. aHanu3 prcka BOSHUKHOBEHHUS CTPECCOBBIX CUTYaIUil

ANl e
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8. Match the English words with the Russian equivalents (part 3):

1. totend to a. 3/1.: )KaJoBaThCs

2. toreport b. UMeTh CKIIOHHOCTH K Y-JI

3. coping strategies C. JICTKOPAHUMBbIN, 9yYBCTBUTEILHBIN

4. vulnerable d. cTpareruu npeooeHUs TPYIHOCTEH

5. to be good at €. 31.: HedPPEKTUBHBIN, HEYIOBICTBOPUTEILHBIN,
CITa0BIit

6. poor f. OBITH CIOCOOHBIM K Y-JI.

9. Find the English equivalents to the following words and word-combinations:

1) cTparerust mpeoosIeHUsT TPYIHOCTEM; 2) UCCIEA0BaTh, U3YYUTh, POPadOTaTh; 3)
CUJIbHBIH, TSKENBIN, )KECTOKHI; 4) TIeTKOpaHUMBIN, YyBCTBUTEIbHBIN; 5) qaBieHue; 6) He
UMETh BIIMSHUSA, HE BIHSTH; 7) UMETh CKJIOHHOCTH K 4-J1.; 8) IOHUMaHue, OCO3HaHUE, OC-
BEJIOMJICHHOCTB; 9) 30.: Hed(()EKTUBHBIN, HEYIOBICTBOPUTENBHBIN, c1abbit; 10) camo-
obnananue, KOHTPoJb; 11) npuuuna, moBom; 12) 30.: xanoBatecs; 13) 30.: HeIPhEeKTUB-
HBIH, HEYIOBJIETBOPUTEIBHBIN, cla0bIil; 14) MUIICHHBIA MOAACPKKH, oMonTy; 15) ovar
HANPSDKEHHOCTH; 16) OBITH CIOCOOHBIM K 4-J1.; 17) mpeaoTBpamarh, npeaynpexaars; 18)
COUYETaHHE, COBOKYIHOCTbH, 19) nMeTh aemno ¢, 00poThCs, CIPaBISATHCS.

Reading

10. Find the English equivalents to the following words and word-
combinations:

1) KOHCYIBTAHT-MAPKETOJIOT; 2) KOHEYHBIN CPOK UCTIOTHEHUS; 3) PyKOBOJIUTh, KOH-
TPOJIUPOBATH, KOOPAUHUPOBATH; 4) NOMOTHUTEIbHBIE JBIOTHl U MPUBWIETUH; 5) Kapbep-
Has JIECTHUIA; 6) TepesioM, MOBOPOTHBIH MOMEHT; 7) M3y4EHUE KOHBEKTYPHI PBIHKA;
8) TIIAaTeTbHO U3YUUTh; 9) MOIYIUTHCSA, CIIOKUTHCA OJaronpusTHBIM 00pa3om; 10) aecs-
Tuierne, nekana; 11) OemeHHas MOroHs 3a ycrexom, 6orarctBoM; 12) cKopoCThb, pUTM
*u3HU; 13) MecTHOe cooOuiecTBO; 14) HaBepcTaTh yMyIIEHHOE; BCTPETUTHCS C APY3bsi-
MU, KOTOPBIX JaBHO HE BUJEIN; IOTHATb.

11. Translate from English into Russian:

1. Here are the top 25 Market Research Consultant profiles on LinkedIn.

2. A deadline is negative inspiration. Still, it’s better than no inspiration at all.

3. Please supervise your children on the playground.

4. A company car and a mobile phone are some of the perks that come with the job.

5. You have to work very hard if you want to climb the corporate ladder. And after
that you will have to work even harder to get out of the rat race.

6. For Dan Jeffries, an act of kindness proved to be a turning point that saved his
own life.

7. Market research will help you understand your customers and get to know what
people are prepared to pay for your product or service.

8. Examine the past, but don’t live in it.

9. I'm most excited about how well it has all come together!

10. A Decade is a Canadian alternative rock band.
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11. Are you living your life in the fast lane? Click here to test your pace of life in
our short quiz. As students, you are a part of the local community. During your Second
and Third year, you may choose to live off campus in a private rented house.

12. There go my people, I must hurry to catch up with them for I am their leader.
Mahatma Gandhi

13. Happiness is catching up with your friends.

12. Translate from Russian into English:

1. Ilocne okoHyaHUsI yHUBEpPCHUTETA 51 Oyqy paboTaTh KOHCYJIbTAHTOM - MAapKETO-
JIOTOM.

2. KoHeuHblii CPOK cAauu KypCOBBIX paboT - CIEIYIONIUI YeTBEPr.

3. Iloxanyiicta, He OCTaBIANTE eTel 0e3 mpucMoTpa (KOHTPOJIA).

4. 4 odeHb XO4y MOJYYUTH 3Ty NOBKHOCTH! [ToMHMMO BBICOKOUW 3apruiaThl, y Hee
€CTh Ky4Ya JOTOTHUTEIbHBIX JbIOT U MPUBHUIIETHH.

5. KapbepHas necTHHIla cTajna 3aKOHOJATEIbHUIIEH MOJI Ha PBIHKE TPyAa.

6. Y Kaxaoro yenoBeka ObIBAET B JKU3HU IEPEIIOMHBIM MOMEHT, MOCJIe KOTOPOIro
OH MEHSETCS.

7. W3ydyeHne KOHBEKTYPHI PhIHKA - OY€Hb WHTEPECHBIN mporecc. OcoOeHHO ecin
ThI - TYMaHUTAPHIA.

8. CoTpyAHHMKH TaMOKHHU TIIATEIbHO OCMOTpenH Oarax. Kak HU cTpaHHO, yydeso
MOMyTasi y HUX HE BbI3BAJIO HHTEpECa.

9. S nonro xomwia eHbIU Ha 1ecTON AWQOH, U BOT, CITYCTS /IBa roja, BCE YAaUYHO
CIIOXUIIOCH, U 1 Kynuiia ero. [IpaBna, oH yxe 0e3HaIexHO ycTaped.

10. ®unbM «BnacTenuH KoJeIpy BBIIIEIN MOYTH JBa ACCITUICTUS HA3a/.

11. B moctuHayCcTpUAIbHOM O0IIIECTBE padoTy, CBSI3aHHYIO C YACTBIMU TepepadoT-
KaMM, CTPECCOM U KOMaHAMPOBKAMH YaCTO Ha3bIBAIOT KPbICUHBIMU Oeramu.

12. 3anaiite cebe BOIpOC: Bac yCTpauBaeT PUTM Balllei KU3HU?

13. MecTHOE cOO0O0IIEeCTBO MPOKMBAET HA OJHON TEPPUTOPUU: B OJHOM TOPOJIE,
paiioHe, KBapTaJe, JOME.

14. B npouuiom mecsiie s 6oen(a), Tenepb MHE HY>)KHO MHOT'O€ HarHaTh.

Vocabulary
13. Match the words with their Russian equivalents:
1. lifestyle a. KpailHUil CpOK
2. workaholic b. 00bEM paboTHI
3. workload C. CBOOOAHBIN rpaduk
4. deadline d. oOpa3 xu3Hu
5. flexitime €. TPYIOTrOJIUK

14. Translate into Russian:

1. Make it a lifestyle, not a duty.

2. A workaholic i1s someone who constantly thinks about work, and without work
feels anxious and depressed.

3. Students find that their workload increases by the end of the course.

4. I am terribly busy because the report deadline is near.

5. Some people fear that flexitime working is 'career death'.
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15. Translate into English:

1. PopuTenu yacto ocyxnaroT o0pas KU3HHU CBOMX
JeTeN.

2. Moii 1BOIOPOIHBIN OpaT - HACTOSIIINIA TPYIOTOJIHK.
OH paboTaeT Jake 0 BBIXOJHBIM U B OTITyCKE.

3. B aTom cemecTpe y Hac Harpy3ka ropasao Oosblie,
YEeM B [IPOLIIOM.

4. KpalilHU# CpOK C/1aud IOKYMEHTOB Ha BU3Y -
clenyromas nATHULA.

5. V neé rubkuit rpaduk, mo3TOMy OHa MOXKET
IJIJAHUPOBATh CBOM JICHb KaK ITOXKEJIACT. S "*51'm a-Freud not.

Language Review

Past Simple and Present Perfect

16. Choose either the present perfect or the past simple to go into each sen-
tence. Use contractions where possible but only for negatives: haven't, didn't, etc.

1. 'This is my house." 'How long have you lived here?' 'T...... (live) here since
1997

2. He lived in London for two years and then he........... (go) to Edinburgh.

3. When I left school, I cut my hairand ............. (wear) it short ever since.

4. Shakespeare ............. (write) a lot of plays.

5. My brother............. (write) several plays. He has just finished his latest.

(T P (not see) him for three years. I wonder where he is.

7. Heoooiiiiiiii (not smoke) for two weeks. He is trying to give it up.

8. Chopin.................. (compose) some of his music in Majorca.

9. "'When.........ooooiiiiiiiiiiin (he/arrive)?' 'He arrived at 2 o'clock.'

10. I read his books when I was at school. I................ (enjoy) them very much.

11. Ican't gooutbecause I..............coooiiiiiiiiiii., (not finish) my work yet.

12, T (never/drink) whiskey.' 'Well, have some now!'

13. Here are your shoes. I.......................... (just/clean) them.

14. Ileft home at 8.00a.m.and I........................ (get) here at 12.00p.m.

15, Lo, (meet) him last June.

17. Fill in last night, ever, ago, just, yet, always in the right place.
1. Nick’s uncle went to Russia a decade.

2. Mr. Rambler has investigated something awesome.

3. Nick has been good at market research.

4. The doctor prevented heart attack.

5. They haven’t met the deadline.

6. Have you thought about your lifestyle?

18. Correct the mistakes in these sentences:
1. We lived here since 1997.

2. I've been ill since two days.

3. How long do you know him?

4. Susie has seen a good film last night.
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5. We've finished our homework just.
6. I've already wrote three letters.

19. Translate into English using Present Perfect or Past Simple and the active
vocabulary:

1. S TONBbKO YTO TIIATEIBHO MPOCMOTPEN 3TU JOKYMEHTHI U 0OHAPYKUIT HECKOJIBKO
OLIUOOK.

2. B npouuioM roy y MeHst ObL1 THOKUi rpaduk.

3. TonbKo 4TO y3Haja, 4YTO KpaHUMA CPOK C/IaYu TTPOEKTa ObLI Buepal.

4. la, He Gecrnokoiics, sl Bce 3aBepIIiia elle Buepa U MocJie NPoluIach 1Mo Marasu-
Ham.

5. HenaBHo s pemniia Bbly4UTh UTAIbSHCKUM, HO Y MEHS Takasi Harpys3ka Ha palo-
T€, YTO MIPOCTO HET BPEMEHHU.

6. Tsl cmoTpen yxe HoByro ceputo «Mrpel npecronos»? - Jla, Buepa nmocMoTpe,
MHE 04eHb NoHpaBuiIoch! Ho 3TOT GpuiabM He [U1sl 4yBCTBUTEIBHBIX JTFOICH!

7. B netrcTBe y MEHsI XOpOIIO MOAYYaloch OPOU3HOCUTh peyb Ha MmyOiuke. A ceil-
4ac 51 CTECHAIOCh.

8. Huxorna He ObUT TPYJIOTOJIMKOM U HUKOT/IA HE OYTy.

9. Iloyemy BBI BUepa omo3anu Ha padoTy? - 3aCTpsuT B MPOOKeE.

10. B npouuiom cemecTpe s MPOMyCTHJI MHOTO 3aHATHUI, HO MHE yJaJIOCh HarHaTh
CBOUX OJIHOTPYIITHUKOB.

20. Present Perfect and Simple Past. Work together to fill all the gaps in the
sentences below with the correct tenses, Present Perfect or Simple Past. Hint: 8 are
Present Perfect and 6 are Past Simple.

1. The company (not upgrade) the computers since 2008.

2. The company (relocate) last year but no one likes the new
office.

3. There (be) a boom in office rents in the last six months.

4. The government (deregulate) the insurance industry

in the middle of last year and your company is the only one which hasn’t reformed its
business because of that yet.

5. The company (downsize) the workforce six
months ago and now there aren’t enough staff to do all the work.
6. Sales of the new product (make great strides

= improve) in the last two months, but it is still losing money.

7. The company  updated its software on Monday, but
it (crash) seven times since then.

8. The sales staff were retrained in November. Since then half of the staff
(leave) to get better jobs with other companies.

9. The director (restructure) the department in a
very unpopular way at the end of last year, then he left the company two weeks later.

10. A product was re-launched at the beginning of this month but its sales
(be) even worse since then.

11. Your company (redevelop) land that
it owns just five years ago, but since then all the surrounding land has been filled with
much more modern developments.
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12. The CEO (decide) at the end of last year to slowly
decentralize power to local branches but a new CEO has joined this month and wants to
bring power back to the head office.

13. The market share of one of your competitors
(expand) by more than 300% in the last twelve months.

14. Smoking was permitted inside the office until January this year but then it was
banned. Since then, the only local café (close) its smoking
area.

Communication activities

20. Read the following notes and discuss with a partner what seems reasonable
and what sounds weird. Share your ideas with your group-mates:

Things to do when you are sad

Don't listen to Bob Dylan
Wear a big sweater
Drink tea

Clean your room

go for a walk
make paper cranes

fend necipes (2o wse wbien you are kappy)

watch anime

read a wewspaper

hang fairy lights around your house
bake an apple-pie with a friend
ovganize old "Pokemon cards

think how beautiful the outer space is
pain qour daduess

go te @ café

sleep on a pile of blankets

ask someone to hold you

cry

be ok at some point

visit a library

pick flowers

sit with someone
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21. Choose a situation which is the most stressful to your mind. Say what you
would do in this situation to cope with stress. Describe the situation from your own
life experience when you felt stressed

a. You are being asked to speak in public. But you don't know much about the sub-
ject discussed by the participants. Everybody is looking at you. You are terrified and
don't know what to say. You feel your hands shaking and your cheeks blushing.

b. You are a first-year university student. You are taking your first exam. You are
absolutely calm and self-confident as you know the subject very well. You are taking a
question card and feel a cramp in the stomach. You don't remember the answer to the
question.

c. Your best friend has fallen ill and he has asked you to go to the chemist's to buy
some medicine. You've gladly agreed to help him. Standing in the queue you suddenly
realize that you've lost your friend's purse with a considerable sum of money in it. You
are shocked and don't know what to do.

d. You've seen your brother's girlfriend kissing some other guy. You don't know
whether you should tell your brother about it. You are afraid that he won't believe you if
you tell the truth. But on the other hand he will never forgive you if he learns that you
have concealed this unpleasant fact.

22.Read the quotations below. Choose any statement and comment on it
o “It’s not stress that kills us, it is our reaction to it.”
Hans Selye
e “There are some things that you learn best in calm, and some in storm.”
Willa Cather

o “The time to relax is when you don’t have time for it.”

Sydney J. Harris
o “Stress is caused by being ‘here’ but wanting to be ‘there.’
Eckhart Tolle
e “One of the symptoms of an approaching nervous breakdown is the belief that
one’s work is terribly important.”
Bertrand Russell

23. What is your favorite quote on stress and how to overcome it? Feel free to share
the best one(s) you have found in this article or in your life in the comments section below.

Writing

Ex.24 Rewrite the paragraph, using punctuation and capital letters where nec-
essary
It may seem like there’s nothing you can do about stress the bills won’t stop coming
there will never be more hours in the day and your work and family responsibilities
will always be demanding but you have a lot more control than you might think in fact
the simple realization that you’re in control of your life is the foundation of stress
management stress management is all about taking charge of your lifestyle thoughts
emotions and the way you deal with problems no matter how stressful your life seems
there are steps you can take to relieve the pressure and regain control
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Ex.25 Put the word groups in the correct order to make sentences

What you can do
. your/ Move/ often/ body — more/ don't/ for/ than/ an hour/ sit
. face-to-face / positive /Make / connection/ other / people/ with
. When/ change/ you/ stressor /can't/ the, learn to avoid/change, adapt, or accept
. intake/ Reduce/ and caffeine /your/ of alcohol, nicotine,
. every/ Do/ you/ something/ day/ enjoy
. Get/ all/ the/sleep/ your/ best /restful /to feel
. Learn/ / more/ by reading/stress/about

~N N DN BN

Ex.26 Ask you groupmates to fill in the following questionnaire, process the re-

sults and illustrate them in a graph.
Rate the causes of stress from 1 to 3, where 1 is the most stressful

Lack of money
Your future career
Health
Your studies
Emotional problems (depression, anxiety, anger, grief, guilt, low
self-esteem)
Family relationships
Personal relationships (with friends, groupmates etc.)
Traumatic event (such as a natural disaster, theft, rape, or violence 1 2 3
against you or a loved one)
Change (any major life change can be stressful, even a happy event) | 1 2 3

el el el Y
NN N[N
(USERUS USROS R EUS)

—
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[\
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Death (of a pet, a family member, a friend, an acquaintance, or ex- 1 2 3
pectation of death)
Fear and uncertainty (when you regularly hear about the threat of 1| 2 3

terrorist attacks, global warming, and toxic chemicals on the news, it
can cause you to feel stressed, especially because you feel like you
have no control over those events)

Ex. 27 Represent the result of your research to your groupmates using Useful
language in Practice file on p.23

1. The graph/table/slides/ shows the results of..............

2. As you can see on this graph/table/slides..............

3. Firstly..............

To begin with........................

4. Secondly.........oooviiiiiiiiiiiii,

5. Finally,......coooooiii
6. In conclusion
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Vocabulary

absenteeism HEesBKa Ha paboTy
accidentally CIIy4aifHO
ambitious aMOUIIMO3HBIN
angry CEepAUTHIN

appear vulnerable Ka3aThCsl PAHUMBIM
appropriate MOAXOASTITUI

to be afraid of 00sThCA

to catch up with JOTOHSITH Y.-JI.
cause npUYUHA

to consider

pacCMaTprBaTh, I10J1araTb

to contribute

BHOCHUTDH BKJIa[

corporate ladder

ciy>keOHasl JISCTHUIIA

counsellor COBETHHK

to deal with smb. UMETH JIETIO C...

entire 1EJIbIN

escape nooer

ever-increasing MOCTOSIHHO YBEJIMUUBAIOITUNCS
to examine UCCJIeI0BATh

exclusively HCKJIFOUUTEIIHHO

extensive discussion MIPOCTPAHHOE 0OCYIKJICHHE
findings MOJIYYEHHBIE JTaHHbIE

to give care to smb. 3a00TUTHCS O K.-]I.
handbook CIIPABOYHUK

to have a bath OPUHUMATh BaHHY
lifestyle CTHJIb )KU3HH

major complaint

OCHOBHas >kajio0a

medical checkup

MEIHUIUHCKUA OCMOTP

to meditate

MCIUTHPOBATH

to meet the deadline

YCIICBATh B CPOK

morale

MOPAJIBHOC COCTOSSHUC

to negotiate

BCCTHU IICPCTOBOPLI

outlining

COCTaBJICHHE TUIaHA B OOIIMX YepTax

overworked

paboTaroluii ¢ TOBBILIEHHOW HAarpy3Kou

pace of life

TCMII )XM3HHU

to pay attention to

YACTSTh BHUMAHUC

pay rise TIOBBITICHUE 3aPILIAThI
perks JTOTIOJTHUTEIIbHbIE PUBUIICTHH
to prefer IpeANoYUTaTh
proposal MIPEJIOKEHNE
psychologist TICUXOJIOT

psychology TICUXOJIOTUSI
psychotherapist TICUXOTEPANEBT
quarterly report KBapTAJIbHBIA OTYET
rare penKui

rat race KpBICHHBIE Oera

raw material CBIpbE
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redundancy COKpAlLlEHUE

to resign MOJaBaTh B OTCTABKY
rumors CIyXH

severe stress CUJIbHBIN CTpECC
solicitor CTPSITYMI

steady progress MOCTOSIHHBIHN MPOTrpecc
stockbroker OuprkeBoOit OpoKep
strike 3a0acTOBKa

to suffer emotional strain

CTpaaaThb OT SMOIMMOHAJIIBHOT'O HAIIPSKCHUA

to supervise

Ha0I01aTh (32 4eM-1100)

to surf the Net

CUACTb B UHTCPHCTC

tight deadline KECTKUE CPOKU

turning point MTOBOPOTHBIN TyHKT

unsupported 0€3 Ybeii-J1. TOMOIIIH

valuable LIEHHBIH

various pa3zHoo0Opa3HbIi

vending machine TOPTOBBIM ABTOMAT

vet BETEpPUHAP

vicar IPUXOJCKOM CBSIIECHHUK

workaholic TPYJIOTOJIUK

work-life balance OanaHc MeX1y paboTON U JIMYHOM KU3ZHBIO

workload pabouas Harpyska
Pecypcesr:

http://grammar.about.com/od/d/g/Deadline.htm
http://www.bbc.co.uk/programmes/p04fmOzr
https://www.theguardian.com/small-business-network/2013/aug/23/small-business-tips-market-

research

http://sayquotable.com/quotes/quote-about-examine-the-past-but-dont-live-in-it-image.html
http://www.richardwiseman.com/quirkology/pace _home.htm
http://www.richardwiseman.com/quirkology/pace _home.htm
http://www.richardwiseman.com/quirkology/pace_home.htm
https://ru.pinterest.com/pin/211387776235874479/
http://www.fitnessquotesimg.com/7087/make-it-a-lifestyle-not-a-duty
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Unit 6. ENTERTAINING

Starting up

1. Match the words with their Russian equivalents:
1. art galleries a) OCHOBHOE 011010
2. historic sites b) ckauku
3. horse racing C) MeCTHasi KyXHs
4. main course d) umeTh y100HOE pacronoxeHue
5. local food €) TOMPOCHUTH CUET
6. ask for the bill / check f) xyno>xecTBeHHast ranepes
7. book a table g) MpreMJIeMbIe [IEHbI
8. an exclusive restaurant h) GpicTpoe 0OCTy)KUBaHHE
9. fast service 1) HICTOPUYECKHE MeCTa
10. fair prices J) mpeanarath BKyCHYIO €1y
11. to serve delicious food k) OpoHUpOBATH CTOJIUK
12. to be in a convenient location 1) mepBOKIACCHBIN pecTopaH
13. eating habits m) KyJUHApHbIE TPATUITUU

2. Translate into Russian:

1. In different parts of Britain people have different eating habits. Most of them
have five or six meals a day

2. The National Art gallery is home to one of the world's most impressive collec-
tions of paintings, sculpture and graphic arts, ranging from the Middle Ages through the
21st century.

3. After being spiritually fulfilled, this is a perfect opportunity to refresh your body
with some good local food and dance till dawn.

4. Our exclusive restaurant offers fast service and serve delicious food at most
competitive and fair prices for all guests of the city.

5. 1 prefer Senator Apartments to stay in because of convenient location, nice
rooms - spacious and well-equipped.

6. OAO TATNEFT contributes to successful development of such sports as hockey,
volleyball, wrestling, figure skating, horse racing, karate, tennis, boxing, swimming, etc.

7. Museums, art galleries and historic sites are now major attractions.

8. Guests wishing to dine in the hotel restaurant are advised to book a table in ad-
vance.

9. Only fresh vegetables or fruit are used for cooking dishes, no matter salad or
main course.

3. Translate into English:

1. V kaxnoii npoBuHUMM ['py3um paszinyHble KYJIWHAPHBIE TPAAULHU, HE OCTaB-
JSOLIME PaBHOAYIIHBIM HA OJTHOTO U3 FOCTEN.

2. Tlocne HAMOTHEHHOTO COOBITHSIMU JTHSI OTBEIANWTE M3YMHTEIBHBIN pazHooOpas-
HBIH YKUH U3 6 Orof; (OCHOBHOE OJI0OJI0 HAa BBHIOOP), CBEXKHUE callaThl U3 cajar-0apa u
CBIp Ha JIecepT.

3. T'octsiM 00s13aTeNIbHO MOHPABUTCS KPYTIIOCYTOUHO padoTaromuii 6ap, B KOTOPOM
[peAJaratoTcsl alleTUTHbIE 3aKYCKH M HAITUTKH.
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4. D10 mueaabHOE MECTO JUISl OT/BIXA, a TAKXKE I 03HAKOMJICHHUS C OKPECTHOCTSI-
MU U O0oratoil MECTHOM KyXHEH.

5. Kpanuduxaiuss ¥ onpIT MO3BOJISIIOT COYETATh BBICOKOE KAa4E€CTBO MEPEBOJIOB U
IPHEMJICMBIE IICHBL.

6. Otenb yIOOHO PACIONIOKEH - BCETO B HECKOJIBKHX MHUHYTaX OT MPEKPacHOTO
TUIshKA.

7. UcTopuyeckue MecTa, KyJIbTypa, HAIlMOHATbHAS KyXHSI U BOSMOXXHOCTH JUISI aK-
TUBHOTO OTJIbIXa 3aMHTEPECYIOT JTa)KE CaMBIX OBIBAJIBIX ITyTEIIECTBEHHUKOB.

8. MBI coBeTyeM BaM OpOHHMPOBATH CTOJIMK 3apaHee, €CIIH BbI XOTHTE MOYKUHATH B
HAIlIeM [IEPBOKIACCHOM PECTOPAHE.

9. lleHTpasibHOE MECTO B MAaBWILOHE OyJET 3aHMMATh XYJIO0XKECTBEHHAs Tajiepesi, B
KOTOpOH OyAyT MpeNCTaBICHbI BHICOMATEPHAIbl, IIOCBSAIIICHHBIC OCHOBHOM TEME JKCITO-
3UIIHH.

10. Lenpro Hammelt GUPMBI SIBISIETCSI KOMIUIEKCHOE M OBICTpOe 00CTY)KUBAHUE T10-
KyIIaTeJICH.

Listening

4. Match the words to their Russian equivalents:

1. entertaining a) MECTO MPOBEJICHUS] MEPOTIPUITHS
2. a wide range of b) mocTurate nenu

3. trade show C) pa3BlieyeHUE

4. exhibition d) mactep-kacc

5. workshop e) Ooubiioe pazHooOpaszue

6. venue f) npombInIUIeHHAs BBICTABKA

7. achieve the aim g) BbICTaBKa

5. Give the English equivalents:

1) nro6UTH 3a00TUTHCS O KOM-TO; 2) IPUCMATPUBATh 3a KEM-TO; 3) U3MEHUTH OPOHb;
4) mroOouTh 00mAaThCs; 5) OBITh BOBJIICUCHHBIM; 0) OTKa3bIBaThCA; 7) pa3BlICKaTh; 8) OT-
KJIOHUTbH MPUTIIAIICHHE.

Reading

6. Give the English equivalents:

1) moOuMBbIe KITUEHTHI, 2) YPOKU BOXKACHUS, 3) €IMHCTBEHHOE pa3inyue, 4) moiy-
YUTh BO3MOXKHOCTb, 5) MpeANnpuHUMAaTeNb, 6) NpUayMaTh HOBbIE MHTEPECHbIE UJEH, 7)
Mmeponpustue, 8) ounersl MoryT oboiTich $2000, 9) okynathcs, 10) ObITh B IOKMCKE HO-
BbIX uzei, 11) npoBoauTe Meponpustiu, 12) ONBIT, KOTOPBIH MOKHO HCIBITaTh pa3 B
XU3HHU, 13) TOCTUTHYTh HEBEPOATHBIX BepUINH, 14) BooOpaxkeHHe.

7. Translate into Russian:
1. We went to see an entertaining show tonight.
2. Together we are able to reach any highs and overcome any difficulties.
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3. With the exception of ordinary corporate hospitality we never accept or offer
gifts, favours or any advantages liable to compromise the objectiveness of a decision or
which may prejudice the company’s interests and its image.

4. The official schedule of the event will appear on the website.

5. If you want to keep in touch with your most favourite clients easily, you can set
them as favourites.

6. Companies in different countries should be challenged to come up with cost-
effective solutions.

7. They are asked to imagine that they are flying in a hot-air balloon which is too
close to the ground.

8. Nevertheless, he becomes a pilot of a jet fighter.

9. For relaxation you can visit some of the near health spa.

10. If you are looking for a once-in-a-lifetime experience or for the ultimate travel
indulgence you can arrive and depart from Atlantis, The Palm by helicopter.

8. Translate into English:

1. Onumnuiickue Urpsl OOBEIUHSIOT BCE JIydllee B CriopTe — 0OydeHue, paspie-
YEHUE U BJIOXHOBEHHUE.

2. Ecan y Bac paHee HUKOI/Ia He ObLJIO BOJMTENBCKUX MpaB, BaM, HaBEpHOE, He-
IJI0XO MOJYYUTh YPOKH BOXKJICHHUS HA KypcCax.

3. AHHa-Mapu Ha3Bana 3Ty BBICTABKY €IMHCTBEHHOW BO3MOKHOCTBIO B KHU3HU aB-
CTpaJIMHLEB YBUAETH IPUMEPHI PATHUHBIX TOUYEPKOB.

4. JIroOo#t mpeAnpuHUMATENb MOXKET CTOJKHYTHCS C OMACHOCTBbIO B OJUH MUT TIO-
TEpATh CBOM OM3HEC, KOTOPBI CTaj pe3yJbTaToM YINOPHOTO TpyZa B T€YEHHWE MHOTHUX
J€eT.

5. B moeii ronoBe Bcerja poXKAarOTCs HOBble MHTEPECHbIC WJIEH W BapHAHTHI IO-
HUMAaHUS TEKYIIUX TIPOOIIEM.

6. DTu 4yBCTBA BBI3BIBAIOT SMOIIMU U BOCTOPT, IOPOXKAAIOT BOOOPAKEHHUE U TATY K
TBOPUYECTBY.

7. Ilocne Gosnee YeThIpEX JIET HANPSKEHHOM paOOThl MPOEKT Hayasl OKyHaThCsl.

8. OTo_MeponpuaTue MO3BOJIWIO IMPHUBJIEYb BHUMAHHE OOIIECTBEHHOCTH K 3TOH
BaXKHOU MpoodIieMe.

9. KonekTuB KOMMIaHUM MPUJIaraeT BCe YCWIMS MJIg TOrO, YTOOBI UX JIOOUMBIE
KJIMEHTBI M TIOCTABIUKHA PACCMATPUBAIM MX KaK MapTHEPOB, CIIOCOOCTBYIOIIUX COBMECT-
HOMY YCIIeXy, U ObUIM 3aMHTEPECOBaHbI B TECHOM COTPYAHUYECTBE.

10. ITocne Toro, kak OHa OpraHU30BaJIa JICHb POXKICHUS CECTPhI, OHA PEIIniia CIe-
JaTh NPOBEACHHE NMPA3THUYHBIX MEPONPUITHI cBOel mpodeccuei.

Language review

9. Put the words in the right word order and then translate sentences into Rus-
sian:

1. 1s / near / school / There / new / a / our / cinema

2. got/ my / problem /I / with / have / homework / a

3. when / can / help / she / thinks / problem / we / Mary / has / her / a

4. well / think / your / very / I / don't / father / drives

5.to/we/On/a/restaurant / sometimes / Sundays / go
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6. circus / went / with / we / ago / the / Two / my / to / parents / months
7.did / very / The / trick / well / magician / his

8. after / Jim / sister / Mother / look / asked / his / to / younger

9. her / Cindy / you /1 / found / Can / tell / that / have / necklace

10. way / on / bike / Mike / on / already / been / his / to / his / school / has

10. Translate into English:
OHa BcTaeT B 6 yTpa, MOTOMY 4TO €€ paboTa HaYNHAETCS PaHO
MO0>KHO IPUMEPHUTH ITU CAHIATUU?
Ha ynune cnumkom xononHo. Haznens Temnoe nanbTo U MIAIKY.
B nomeniennu ciuiikom xxapko. Mory s CHITh KypTKy?
Mbpu cobupaetcs craTh BpauyoM, KOTJa BEIPACTET.
He 3a0yab BBIKIIIOYATh CBET, KOT'/1a BEIXOAUIIb U3 BAHHOM.
[TosxamyiicTa, 3aIOJIHUTE 3TOT PETUCTPALIMOHHBIN OJIaHK.
MBI ¢ HETEPIIEHUEM KIEM BCTPEYH C TBOEH )KEHOM.
Amns Tak TeprienuBa u 1o0pa. Eil HpaBUTCS yXa)kMBaTh 3a I€TbMH U MOXKHWIBIMU
JTHOJbMU.
10. N3BuHU. Sl HE MOTY MONTHU NPOTYJATHCS C BAMU BE4epOM. 51 OUeHb 3aHAT.

PN B =

X

11. Fill in the gaps with the correct prepositions:

1. She paid for lunch ...... advance, so we don't need to pay now.

2. I went to the wrong house..... mistake. .

3. Please make sure that you're ...... time for the class.

4. I was walking to the station and ..... chance I saw the glove that I'd lost on the
ground.

5. I love eating out in London..... instance, one of my favourite restaurants has
amazing Japanese food.

6. I think the catis....... danger on that high roof.

7. 1 picked up the laptop and ....... my surprise it fell apart in my hands.

8. I have a lot ....... common with my cousin. We both like many of the same
things.

9. If the baby starts to cry, pick herup ........ once.

10. Did you forget your purse ......... purpose so you wouldn’t have to pay?

11. It’s best to arrive ........ foot because there is nowhere to park.

12. What do a whale and a dolphin have ........ common?

13. He added salt instead of sugar ......... mistake.

14. What’s your favourite thing to do? ........ instance, do you like sport?

15. The book was ........... reach on a high shelf.

Writing

How to write a formal email
Whether it is for business or for other purposes, knowing how to write a formal or
professional email is an extremely valuable skill.
In the subject line of your email, be sure to use a short, clear description of your rea-
son for emailing. Avoid things like 'Hello' or leaving the subject line blank.
Before you've even started to write your email, it’s important to know how to use ti-
tles when addressing someone.
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- For men, using ‘Mr’ along with either their surname or first name is appropriate

- Married women should be addressed with ‘Mrs’

- ‘Ms’ is used for women regardless whether they are married or not.

- University professors may be addressed as 'Prof.’, and doctors are 'Dr’

Now, let’s look at how to start your email!

If you know the name of the person you are emailing and have a formal relationship
with them, begin by saying ‘Dear Ms [Surname],’. If you don’t know the person’s name,
use ‘Dear Sir/Madam’, or ‘To whom it may concern’.

Top Tip: Remember to always include a comma after ‘Dear [Name]’!

If you have a more casual or informal relationship with the person you’re emailing,
something like ‘Hi [First Name]’ or ‘Hello [First Name]’ is perfectly acceptable.

Introduce yourself, and explain why you are writing

Explain who you are, including any important information that is related to your
enquiry.

Tell your reader why you are writing. Make sure to include any details that will help
them with your question, if you have one

Signing off depends on your relationship with the reader — let’s take a look at the
best ways to sign off formal and professional emails for now: Using ‘Sincerely’, ‘Cor-
dially”, and ‘Best’, followed by your full name are all excellent ways to close your email.

Let’s take a look at an example at what we 've got so far:

‘Dear Ms. Smith, My name is Jane and I am a 26-year-old from Colombia. I am
writing to ask for more information about the English courses you have available at EC
Oxford. I have studied English in school, but would like to improve my abilities at your
school.’

‘Thank you very much for your time.

Sincerely,

Jane Smith’

How to write an informal email

An informal email is a letter that is written in a personal fashion. You can write
them to relatives or friends, but also really to anyone with whom you have a non-
professional relationship with, although this doesn't exclude business partners or workers
with whom you're friendly with either.

The contents of your letter should be written in a personal and friendly tone. How-
ever, it's important to adjust your use of language to the person you are writing to. A
good way of assessing how you should write is to think about how you would interact
with each other in real life. Also, the English and the Americans are fond of exchanging
social niceties. For example, they like asking a few polite questions "How are you?" or
"How was your holiday?" for example.

How do you address someone in English? This is fairly straightforward, and it is
usually not as important as would be with a business or formal letter.

This heavily depends on how well you know the person in question. Carefully con-
sider your relationship with him or her. You could simply say: "Hi Richard," but it is al-
ways safer to just say "Dear Richard," (Never forget the commal!)

Sample Opening Sentences

Your opening should be casual, and not as stiff as they would be in business letters.

How are you?
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How have you been?

How is life treating you?

How are the kids?

I hope you are doing well

I hope you, Mike, and the kids are having a great time in. . .

Ending

Closing sentences examples:

I am looking forward to seeing you.

I can't wait to see you soon.

I can't wait to hear from you.

I am looking forward to hearing from you, I hope to be hearing from you soon.

See you soon.

Send my love to. . .

I hope you are doing well.

Give my regards to. . .

Signature

In terms of signing off, the choice is yours and you have a lot of freedom here. Here
are some examples:

Best wishes,

Best,

Kindly,

Kind regards,

Best regards,

Lots of love,

Love,

1. Study examples 1 and 2 and comment on the style of the letters, their struc-
ture, logic and vocabulary

Example 1 — Informal Email:

Hi Scott,

Thanks for the e-mail. It is always nice to hear from people, especially
from you, Scott.

I have not got any reply, a positive or negative one, from Seibido yet.
Let's wait and hope that it will make a BOOK.

Have you finished your paperwork for Kaken and writing academic articles?
If you have some free time in the near future, I want to meet you and
explain to you our next project.

Why not drink out in Hiroshima if we are accepted?

We need to celebrate ourselves, don't we?

Let's have a small end-of-the-year party!

Sincerely,
K. Nakagawa

Example 2 — Formal Email:
Dear Dennis,

91



Hope you are well.

I'm writing to you, yet again, in your capacity as "Answer Man."

One of our David English House teachers has just e-mailed me to see if |
have any more information on "university listening tests" which are to be
administered soon.

I have no information about any such tests. Do you? If so, could you
please let me know.

Thank you kindly.

Best regards,
Donna

Texts for retelling and discussion

1. Read the text and discuss it:

Business Etiquette & Entertaining

Developing strong working relationships with business partners is a key part of any
business strategy. Entertaining can be an effective tool in helping you develop and
deepen your business relationships, but only if done correctly.

Depending on the county where you are doing business, a personal relationship with
your client, supplier or prospective partner can be important. In Spanish culture, for ex-
ample, it is imperative to build up a personal relationship before doing business. In other
countries, such as Germany, a personal relationship is generally not required — trust in a
business’ capacity to deliver on its promises is more important than knowing the Manag-
ing Director personally.

If you are looking to develop a personal relationship based around trust, entertain-
ment is often the most efficient way. Whether dealing with clients or suppliers, taking an
individual away from the formality of a meeting place lets both of you loosen up, share
some of your personalities, and build mutual regard besides the purely professional.

If you have decided to entertain a client, partner or supplier, you’re assuming re-
sponsibility and need to prioritise their enjoyment and relaxation.

Even if you perceive the business relationship as one-sided — if you’re the ‘cus-
tomer’ in the relationship, for example — you should look after every detail to ensure the
individual has an enjoyable time. A poorly planned evening, or evidence of obvious cor-
ner-cutting on your part, is counter-productive. If you’re not going to commit to organis-
ing everything well and putting your guests’ enjoyment before your own, don’t bother.

Equally, avoid activities where there is no scope for someone to abstain or an activ-
ity that could be interpreted as controversial. Offending your guests will do more than
harming a personal relationship. It can also make you and your company look careless —
which is not a desirable trait in a business partner.

Food and Drink
There’s a reason why ‘breaking bread’ with a person is seen as a huge factor in
building up trust, whether in personal or business relationships. Sharing a meal allows
you to converse easily with a guest while also providing plenty of breaks for silence —
and a topic of conversation!
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British cuisine also enjoys quite a strong international reputation: helping your
guest to enjoy the best your nation or city has to offer is an obvious treat. While business
lunches can be effective, many guests visiting your home base would appreciate filling
their evening time with an informal dinner.

While it can be tempting to bring your business people to a new, exciting venue,
this is generally not the best idea. Going with an unknown quantity can run the risk of a
sub-par experience. Ideally, go somewhere where you have been before, and where you
know the staff.

Another advantage of bringing your guests to a familiar restaurant is that you will
be knowledgeable about the menu. It is a good idea to recommend a number of dishes
from different price categories so that your guest feels comfortable ordering exactly what
they want.

An important aspect of restaurant entertaining is that no guest should be eating or
drinking on their own. Even if you are not drinking alcohol it is good to be drinking
something (whether a soft drink or a non-alcoholic beer) when they are.

As the host, you will be ordering the wine, so ensuring that consumption doesn’t get
out of hand is your responsibility. It’s also your job to manage the situation if you fail in
that. Should someone get a little worse for wear then order a taxi and arrange to pay for it
to ensure he or she gets back to the hotel safely.

Gift Giving

As you can imagine, gift giving is a tricky area. On the one hand, sharing gifts is a
traditional part of business in many European countries and can be a great way of show-
ing respect. Conversely, people in other countries may treat a generous gift as little better
than a bribe.

Keep the culture of your guest’s home country in mind. When it doubt, items from
your own culture (such as coffee table books of your region or locally produced goods)
are safe choices, demonstrating thought and consideration without being ostentatious.

Success in business entertaining is much like entertaining people in your personal
life: sticking to safe options unless you know an individual very well, and considering
your guest’s enjoyment first, will almost always see you right.
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Vocabulary

accessible JOCTYTTHBIN

achieve the aim JOCTUTATh IEeIN

add up 00aBJISITh

art gallery XYJI0’)KECTBEHHAs rajepes
ask for the bill / check MIONPOCUTH CUET
authentic NOJUTMHHBIN

bar chart cToJibuaras quarpaMmma

be in a convenient location

UMETh YA0OHOE pacnoioKeHUE

book a table

OpOHHUPOBATH CTOJHUK

burst out (laughing) pa3pa3utbes (CMEXOM)
break down PYLIUTHCA

catch the imagination MOPa3UTh BOOOPAKECHHE
contest COPCBHOBAHHEC
convenient yA00HBIN

corporate event

KOPIIOPATUBHOE MEPOIIPUATHE

cost-effective

ONPaB/IBIBAIOIINM 3aTPATHI

defend 3alMIIaTh

eating habits KyJMHapHbIE TPAIULIUH
elegant 9JIETaHTHBIN
embarrassing 3aTPyIHUTEIbHBIN
entertaining pa3BiicUEHHE
entrepreneur npeaIpUHUMATEIb

fair prices

IMPUCMIICMBIC IICHEBI

fast service

ObICTpOE 00CTYKUBAHHUE

football pitch

dbyTOOoIBHOE TIOJIE

generosity

BCIIMKOAYIINC

hairdressing salon

MTAPUKMaXEPCKUH CaJIOH

historic sites

HCTOPHUYICCKHUC MCCTA

horse racing CKauKH

hospitality TOCTEIPUHMCTBO

hot-air ballooning BO3yXOIUIABAHUE

in advance 3apaHee

jet fighter pEaKTUBHBINA UCTPEOUTEND
exclusive restaurant NePBOKJIACCHBII pecTOpaH
exhibition BBICTABKa

local food MECTHas KyXHs

look around OCMOTPETHCS

look for HCKAaTh

look forward to

KIOAThb C HCTCPICHUEM

main course

OCHOBHOE OJIFO10

memorable

3aIIOMUHAIOIIANCS

motor racing

aBTOMOOMJIbHEIE TOHKHU

once-in-a-lifetime experience

YHUKQJIbHBIA OIIBIT

refuse

OTKa3bIBATHCA

reminiscent

HaIrrOMUHAIOIIINHN

serve delicious food

npeajaraTb BKyCHYIO €11y
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set aside OTKJIaJbIBATh

set up OpPraHu30BLIBATH

slow down 3aMeUIATh

spacious IPOCTOPHBII

stand up for CMEJIO BCTPEYaTh

stuffed peppers (bappoBaHHbIN eper
stylish CTUJILHBIN

superior HavyaJIbHUK

take out BBIHMATh

take part in MPUHUMATh YYaCTHE B...
take up BCTPEYATHCS

tasty BKYCHBIN

top priority MEPBOCTENIEHHON Ba)KHOCTHU
tournament TYPHHUP

trade show TOPTOBO-IIPOMBIIIJICHHAS BHICTABKa
trek yTh

turn down y0aBUTh TPOMKOCTb

turn up npuOaBUTh TPOMKOCTb
venue MECTO MPOBEJACHUSI MEPOTIPUSITHSI
wallet OyMayKHUK

welcoming MIPUBETCTBEHHBIN

wide range of

0oJbIII0E pa3HOOOpa3He

wine testing

JIETyCTaIusl BUHA

workshop

MacCTCP-KJIaccC

work out

pa3pabarbIBaTh (TU1aH, TPOEKT)
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Unit 7. MARKETING

“Good companies will meet needs,; great companies will create markets.”

Starting Up

Philip Kotler, American marketing author and consultant

Topics for discussion

Answer the following questions:

1. What images spring to your mind when you hear the word ‘marketing’? Make a

mind map.

2. What’s the best marketing campaign you know of?

3. How would you start marketing a product or idea you had?

4. How has the Internet changed marketing?

5. Do luxury and affordable brands use different types of marketing?

Vocabulary

1. Match the words with their Russian equivalents:

. goods

. a customer

. promotion

. to persuade

. available

. a sales target

. to queue up

. to launch an advertising compaign
9. to distinguish

10. long-lasting

11. market share

12. sales forecast

13. consumer behaviour
14. target customer

15. a product lifecycle
16. market segment
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a. JTOJISl phIHKA

b. cerMeHT pbIHKa

C. IIEJIEBOM MOTPEOUTENH

d. ToBapsI

€. JOJITOBEYHBIM, CTOMKUI

f. yoexxnatpb

g. TIOKYTIaTeIb, KIINEHT

h. cTosTh B ouepenu

1. JKU3HEHHBIN ITUKJT TPOAYKTA
J. IPOJBIKEHUE TOBapa

k. mporHo3 cosiTa

1. nocTynHbIH
M.IOTPEOUTETHCKUE TOBAPHI
N. 3aIyCTUTh PEKIAMHYO KaMITaHUIO
0. peKJIaMHBIN OFOIKET

p. TUIaH TIPOaaX



17. advertising budget g. OTINYaTh
18. consumer goods I.IIOKYNaTeIbCKOE MOBEICHUE

2. Translate into Russian:

1. Our priority is support of the long -lasting relations with our partners.

2. The London firm Gameworks needs an effective marketing campaign for its new
games console.

3. An advertisement uses the benefits of the product or service to persuade
customers to purchase and use the particular brand

4. Our marketing people have come up with a great idea for the launch of the new
model

5. There was a promotion in the supermarket and they were giving away body lotion
samples.

6. Our autumn catalogue is now available on our website

7. Apple fans began queuing up for the new iPhone 7 FIVE DAYS ahead of its
release.

8. Brand new design and high quality distinguish our goods from the rest.

9. The study of consumer behaviour enables marketers to understand and predict
consumer behaviour in the market place.

10. As expected, the price of imported_goods has risen.

11. We collaborate only with the best and most reputable companies — leaders in the
market segment of their region

12. The current year's sales target was 78 per cent higher than the previous year's.

13. The product lifecycle starts with placing the product on the market, followed by
its correct installation, maintenance, overhaul and repair.

14. We need the right product to satisfy the needs of target customers.

15. Established in 1856, Burberry is a brand distinguished by a rich heritage.

3. Translate into English:

1. HecMoTpst Ha ONTUMUCTUYHOCTH IPOTHO30B MPOJIAXK, JIEKTPOMOOHIIM HE CMOTIIN
3aBOEBATh PHIHOK.

2. 3MeHeHue yNmakOBKH M HOBas PEKJIaMHas KaMIaHWs MO3BOJISAT HaM YBEJIMYUTH
YKU3HEHHBIN ITUKJ TOBapa U MOJTYUYUTH JKEJTAEMYIO MPUOBLIb.

3. Hoas peiHka Asus BeIpocia ¢ 7% gm0 7,2%, v Tenepb KOMMAaHUS 3aMbIKaeT
MATEPKY JUACPOB PhIHKA KOMIIBIOTEPOB.

4. Bce Oonpuie mnapQrOMEpPHBIX MarasMHOB, CTPEMSIIMXCS PAaCIIUPUTh CBOU
ACCOPTUMEHT TOBAPOB MPEMHUYM-KJIacca, BBIOUPAIOT MPOAYKIIHMIO HAIlEH KOMIAHWUU, KakK
CaMy1o JIOCTYIIHYIO B 3TOW KaTerOpuHu.

5. Pacxompr Coca-Cola Ha KaMmaHHIO B COITMAIBHBIX MEIWA BCE €IE COCTABIISIOT
MaJIyl0 4acThb  OT OOIIEro pekaamMHoro Oromkera B $2,9 MipA., HO € KaXIbIM TOIOM
YBEJIIMYUBAIOTCA.

6. MormHble peKIaMHBIE KOMITAHMHM CIOCOOHBI  (pOPMHUPOBATH CHPOC Ha
NOTPEOUTENILCKUE TOBAPHI, HA KOTOPHIE IO HUX CIPOCA HE CYIIECTBOBAIIO.

7. IlpakTudecku JIF0OOM UMEIOIIUICS TOBap, JIOObIE YCIYTH HAXOASIT CBOM CErMEHT
DBIHKA.

8._MapKEeTHHIOBbIE MCCIIEIOBAHUS MMOKA3AIH, YTO COTPYAHUYECTBO 3HAMEHUTOCTEMN
¢ OpeHaMu He BCer/ia BEJIET K JKeJIaeMOMY POCTY TPOJaXK.

9. IlokynarenbcKoe MOBEICHHE NOTpeOuTeel 3aMeTHO U3MEHSETCS B 3aBUCUMOCTH
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OT TOBapa, KOTOPBIH OH JKeJAeT MPUOOPECTH - MAYKY COJIH WU aBTOMOOWII.

10. Kammanus «Nike Running: Tak mpocTo, 4yTo Ja)e MemepHblil 4eJI0BEK CMOXKET
Tak >ke!» Obla cieaHa COBMECTHO € peksiaMHbIM areHTcTBoM Wieden + Kennedy.

11. CormnacHO AaHHBIM O TpoJa)xax, 3a MOCJIEIHHUE TPU Mecsla MPOIUIOro roja
npoaaxu tenepona Microsoft Lumia ynanu Ha katactpoduueckuit aist komnanuu 81%.

12._3anyck HOBOM Mojenu cMapTdoHa mpuHeceT ¢ co00i 3HAYUTENbHBIN Crajl IIeH
Ha TIPEBIIYIIYI0 BEPCHIO.

13. He 3Has, npoduiib cBOEro morpeduTess, sl KOTOPOro MpeaHa3HayYeHbl Ballu
YCIIyTH, BBl HE cMOKeTe A((HEKTUBHO MPOPEKIAMUPOBAThH U MPOJIATh UX.

14. OdpunmanbHble TUIEPHl 32 PEKOPAHOE BPEMsI BBHITTOJHWIH IJIaH MPOJIAXX HOBOM
Mozaenu Smart Fortwo.

15. Nike He monaraercs Ha MapKETHHIOBBIC WCCIEIOBAHUS W MpPEABAPUTEILHBIC
TECTUPOBAHMUSI, KOTOPbIE YaCTO CHIIKAIOT BO3/ICMCTBHE HA BOCIPUSATHE, a TIOJATalOTCs Ha
AKCIIEPUMEHTAIBHYIO PEKIIaMy.

Listening

4. Match the words with their Russian equivalents:

1. passionate curiosity a. TOCTOSIHHO

2. constantly b. mpuObLIB, 10X0

3. a business sense C. BIIUATH

4. a company's assets d. mpuBnekarenbHbIN

5. a capability €. ICTUHHBIN UHTEpEC

6. profit f. ynoBneTBopsITH MOTPEOHOCTH
7. to affect g. IO3UIIHS, OTHOILICHUE

8. major h. aKTUBBI KOMIIAHUUT

9. attractive 1. IGTIOBOE Uy ThE

10. to meet the needs J. BO3MOXKHOCTB, CIIOCOOHOCTb
11. an attitude k. 0CHOBHOM, TIIaBHBIN

5. Translate into Russian:

1. Einstein said that he had no special talents but only passionate curiosity.

2. Marketers have to do the hard analysis of all the business data and market
research to understand what is going to affect customers and their behaviour.

3. A successful marketer should have a really strong business sense, an instinctive
understanding of how the company makes money.

4. The key to being successful lies in finding ways to be constantly improving.

5. A company's assets are usually divided into current assets and fixed assets

6. This version of the application offers us new capabilities.

7. Company profits are down from last year's figures

8. The new rates will attract all consumers including businesses.

9. We will check all opportunities in order to find a solution that meets your needs.

10. We supply all major electronics brands.

6. Give the English equivalents:
1 )UCTUHHBIN UHTEPEC K MOKYIATEN0, 2) BIUITh HA MOTPEOUTEIHCKOE TOBEICHUE,
3) nenoBoe uyThe, 4) YAOBICTBOPSATH MOTPEOHOCTH MOTpeOUTENEH, 5) BIMATH Ha
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npuObUb, 6) Beaymue OaHKU, 7) BO3MOXHOCTH KOMIAHHWM, 8§) TEKyILIHE AaKTHUBBI,
9) oTHOMIEHHE K YeMy-T100, 10) MOCTOSHHBII.

7. Translate into English:
1) - KakuMm 0oimKeH OBITh YCTICIIHBIA MapKeTOJIOT?

- Bo-nepBbIX, OH JOJKEH NPOSBIATh UCTUHHBIM MHTEpEC K MOKyHareiro. ITo
KJIIOY K MOHMMAaHUIO NOBEJICHHS TOKYTIATENs, €r0 MOTPEOHOCTSIM H, KaK 3TH MOTPeOHOCTH
MOYKHO Y/IOBJI€TBOPHUTH.

2) - KakoBbI 11aHBI BaIlieii KOMITAaHUU Ha OvKanui roa?
- Hama ocHOBHas 1enb - yBEIMYMTh TEKYIIME_AaKTUBBI M TMPHUOBUIH HAIINX
PETMOHANBHBIX (PHITHATIOB.
3) - BaxxHO 11 SMOLIMOHAILHOE COCTOSTHHE B BONpocax Ou3Heca?
- besycnono! [IpaBuiibHOE_OTHOIIEHKE K AETY- 3TO ITOJIOBUHA yCIIeXa.
4) - MoXHO I pa3BUTh B ceO€ AeI0BOE UyThe?

- Ota uaes KakeTcs NPHUBIEKATEIBLHOW, HO MOJarai, 4YTO 3TO BPOXKICHHOE
kadecTBO. OJHAKO MOXKHO HAy4YHMTbCSl TPAMOTHO aHAJIM3UPOBAaTh CUTYyalMI0 U JenaTh
BBIBO/IBI.

5) - Uro noausano Ha Baie pemenue npoaars JJIOrMCTHYECKY0 KOMIIaHUIO?

- XKenanue mocrosHHOrO pa3BuTHs. KoMmaHus AocTuria MakcMMyma CBOUX
BO3MOKHOCTEH Ha JAHHOM pBbIHKE, U MHE yX€ OBLJI0O HE MHTEPECHO €M 3aHHMAaTbhCA.
Celiyac MapKeTHHTOBBIM KOHCANTHHT OPUBJICKAET MEHS Ky/a OOJbIIIe.

Reading
8. Match the words with their Russian equivalents:
1. to ctreate a. 1esieBas rpynmna
2. an extraordinary b. cTOMKHMI, HEe MOAIAIOIINICS BO3ICHCTBHIO,
achievement CONIPOTUBJISFOITUNACS
3. the average shelf life C. CO3/1aBaTh, TBOPUTH
4. to regain the top spot d. pekiaMHO€ OOBSIBICHUE
5. to feature in a film €. pexiama
6. a piece of art f. pexiamupoBanue, pexiama
7. ultimate g. BBIIAIOIINECS TOCTUKEHUE
8. advertising h. pa3mernieHne TOproBoii Mapku, caMmoro ToBapa/yCciayru

WJIY YIIOMHUHAHUS O HEM B KUHO-, TEJIEBU3NOHHOM
¢dbunpMe, TeIeBU3NOHHON MPOrpaMMme.

9. an ad, advertisement j. [lonnepxkka 3HAMEHUTOCTEN

10. a target group k. Bexyuuit Openp kinacca JroKe

11. to be resistant to l. mpousBeneHne UCKyCcCTBA

12. product placement m. UrpaTh IABHYIO POJb B (PUIIbME, TOSIBUTHCS B
bunsMme

13. celebrity endorsement N. CPEIHUI CPOK XpaHEHUS

14. commercial 0. BEPHYTh JUIUPYIOLIYIO TO3UIIUIO

9. Translate into Russian:
1. India and China have managed to lift millions out of poverty in the last 20-30
years — that's an extraordinary achievement.
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2. While many people think of movies when they think of product placement,video
games and pop music are other popular industries for product shout-outs.

3. Travel Explorations’ main target group is experienced backpackers and
adventurers.

4. Sometimes the biggest resistance to innovation comes from the person who
should benefit most from it — the customer.

5. The need to innovate and develop ideas is viewed as an important part of the
ultimate success of the company.

6. Nike has set the Internet on fire with a new ad celebrating India's female athletes.

7. Get more out of your ad budget, reach new customers, and generate buzz about
your company by posting your commercial on YouTube.

8. Regardless of size, many business owners want to create a brand around their
business.

9. To find a buyer for a piece of art often takes time, so investing in art should be
considered as medium- or long-term investments.

10. A new planet is set to feature in the next Star Wars film Episode VIII

11. The average shelf life for almost all frozen vegetables is eight to 12 months, but
tomatoes and bell peppers are best consumed within three to four months.

12. Microsoft founder Bill Gates has regained the top spot as the world's richest
person, according to Forbes magazine's annual ranking of global billionaires

13. The ads of Marlboro were effective because they captured an ideal lifestyle to
which many men aspired at the time.

14. Women are the target group of this marketing campaign.

15. The last survey reveal a growing resistance and negativity toward advertising

10. Translate into English:
1) - O xakoM aBTOMOOUIIE THI MEUTACIIIH?
- be3 comuenwms, Aston Martin!
- Jlymaro, 3TO MOTOMY 4YTO aBTOMOOWIM 3TOro OpeHna ObuiM B duiibmax o
Jxeitmce bonpe!
- He no stoii npuuune. Aston Martin — Begymuii OpeHa Kjacca JHOKC. XOTs
pa3MeIeHne TOBapa B KHHO — CUJIbHBI MapKETHUHTOBBIN XO/I.
2) - 4 caplana, 4To Bbl TOTOBUTECH 3alYCTUTh HOBYIO PEKJIAMHYIO KAMIAHUIO MTPU
y4acTuu 3Be3]1 cropral
-Jla! Ilogaepskka 3HAMEHUTBHIX AaTJIETOB-3TO OTIWYUTENbHAS YepTa PEKIaMbl
Haiero opesaa
- Bambl pekinaMHbIE pPOJIAMHBIE POJIMKU- 3TO HACTOSALIME HPOU3BE/ICHUS
uckyccrna!
- Celiuac, xoraa JroAd CTaJll_HEBOCHPUUMYUBLI K CTaHJIAPTHOM peKiiame, HyKHO
YEM-TO YIIUBIIATD.
- KTo Bamma neneBast ayauropusi?
- YV Hamero OpeHIa OYEHb IIUPOKas IeJeBas ayIuTOPHs -3TO JIIOAU JHO0ro
BO3pacTa, KOTOPHIE XOTAT ObITh AKTUBHBIMU U CIIOPTUBHBIMHU.
3) - Baiir HOBBIM TPOAYKT UMEET OOJBIION ycmex!
- D10 npasna! CoznaHue >IEKTPOMOOHIISL CTAJIO BBLIAIOIIMMCS JIOCTHKEHUEM ISt
Halllel KOMIIAaHUHW, OHO MO3BOJIUIIO HAM BEPHYTh JIMJIUPYIOUTYIO MO3UIINIO HA PHIHKE.
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Language review

11. Put the words in the following sentences in correct order. Find a correct
answer:

1. promotional/ German/ used/ the tag/ which/ manufacturer/ "Das Auto"?

a. BMW car

b. Volkswagen

2. brand/Americans/ machines/ name/ is/ what/ used/ many/ to all/ torefer / in
general/ by/ photocopying?

a. Xerox

b. HP

3. was/ why/ the first/ Macintosh/ named/Apple/ computer?
a. Jef Raskin named it Macintosh after his favorite kind of apples.
b.Stive Jobs used to wear a mackintosh.

4. KFC/ does/ for/ stand/ what?
a. Kentucky Fried Chicken
b. Kitchen Fresh Chicken

5. 1s/ Adidas/ the founder/who/ of?
a.Adolf Dassler
b. Rudolf Dassler

6. was/ called/ what/ 1945/ Jaguar Cars/ before?
a. SS
b.JJ

7. electronics/ produced/ manufacturer/ consumer/ also/ which/ tires?
a. Nokia
b. Samsung

8. logo/ who/ the Chupa-Chups/ designed?
a.Salvador Dali
b. Pablo Picasso

9. cosmetics/ advertisements/ with/ ends/ its/ which/ giant/ "Because you're worth it."?
a. L'Oreal
b. Chanel

10. company/ its/ well-known/ what/ Swoosh/ for/ is/ logo?
a. Adidas
b. Nike

12. Translate into English:
1) Bor wim unensl Bameit cempn mnpuoOperany aneibCHHOBBIM COK Mapok
«J1o0psIit», «JIroOumbliny, «DpyKTOBBIM cag»?
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2) Kaxoit mapku coka Bel ornaere npeanourenue?

3) Kaxk gacTo BBl ynorpe0sere cok?

4) I'ne Boi 00b19HO TTOKyTIaETE COK?

5) Yro nnst Bac umeeT Hanbouibiiee 3Ha4€HUE TIPH MOKYTKE COKa?

6) Oka3bIBaeT JIM peKiama Bo3JeicTBHE Ha Balie pemenue npu mokyrmnke coka?
7) O6pamaete 11 Bl BHUMaHue Ha COAepKAHUE ITUKETKH?

8) Ha xakue srneMeHThI 3TUKETKH Bbl oOpamaete BHUMaHUE?

9) Baxxen nu my1s1 Bac nuzaitn ynmakoBku?

10) Coku ¢ kakumu BKycamu Bbl mokymnaete?

11) dnst xoro Bel mokymnaete cok?

12) Pexnama kakux Mapok coka Bam kaxxeTcst Hanbosee mpuBIeKaTeIbHOM?

13. Fill in the gaps with the right prepositions:

KiWeXT
Gartenstrasse 25 D-97259Greussenheim
Deutschland

Medieta Juguetes
Avenida Revolucion 1910

Guadalajara
Mexico

Dear Ms Medieta

RE: KinderFarben Painting Packs
Many thanks you for your email about the KinderFarben range of children’s
paints.
Here are the answers to the points you mentioned:
*All KinderFarben paints fully comply 1) ~ EU food and safety standards. The
paints are non-toxic and washable.

* Each pack in the JuniorArtist range consists 2) a paintbox with eight
colours, a paintbrush and a leaflet in Spanish.

* Average delivery time to Mexico for orders 3) 5,000 is fourteen days

We do not rely 4) rail transport, because of the current strike. We can also
take care 5) insurance and any other documentation.

* The discounts we offer depend 6) the size of orders - I would be happy to
talk 7) you about this.

* Goods should be paid for in euros. We offer flexible credit terms, so I am sure we
could agree 8) suitable terms.

Please contact me if you have any further questions. I look forward 9) hearing
10) you.

Martin Ballack

Sales Manager

Skills

14. Match the words with their Russian equivalents:
1. a sales report oOmuit 00bEM Mpogax
2. a quarter YBEIUYUTH
3. to meet one's sales targets MOKYTIaTeNb
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4. to increase KBapTaj

5. total sales OTpaciieBOM KypHal

6. a trade magazine pacmpoCTpaHUTEIb, TUCTPUOBIOTOP
7. a distributor IJIaBHBIHN 3aKyTIIIHK

8. a customer OTYET O MPOAAKAX

9. a chief buyer BBITIOJIHATH TUIAH T10 TIPOJIakaM

15. Translate into English:

1. S momy4m Ball KBapTaJbHBIN OTUET.

2.B nocneanee Bpems st OblJ1 OYEHb 3aHST.

3. Mbl yBEIMUMIIM AOII0 pbIHKA Ha 2%.

4. OtnuuHas paboTa!

5. 3armyck HOBOI TMHUM LIaMITyHel ObLT yCIEIIEH.

6. MBI pa3zMecTUIN pekjiaMy B LIEHTPaJIbHOM Mpecce.

7. OT0 OBUIM C YMOM MOTPAYEHHBIE IEHBIH.

8. MBI y>ke MOy YHJIA MHOTO 3aKa30B M OTJIMYHBIE OT3bIBBI [IOKYIIATEICH.
9. OnuH U3 HalIMX KPYNHEUIINX MOKYIAaTEIe MOCETUT HAC Ha CIEAYIOLIEH Helee.
10. Ona oxuaaer Baliero 3BOHKa.

16. Make mini-dialogues using the the sentences from the previous task:

Example:
— We've met our sales target before the end of the quarter.
— Well done!

Telephoning

How to make a business phone call in English?
Making the business call:

A business call has three main stages: introduction,
middle bulk and an ending summary of the call.

Introduce yourself or/and remind the person you are
calling of your identity at the beginning of the call.

Make sure that the person you are calling is fully
available to talk. If not, try to schedule an appointment for
you to call back again. | i

State the purpose of your call. Be clear and to the i can mey be monitored for training purposes
point. Do not allow the conversation to go into meaningless o et To eep eur st omused”
chatter.

Summarize the important points of the conversation
End the call in a pleasant manner. Thank once again the other person for his/her
time. Set an appointment for another call if it is needed, and wish him/her a good day.

Useful Telephone phrases
- Hello/Good morning/Good afternoon
Opening a call + This is (your name) from (your company’s name) ...
- It's (name)
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Explaining the reason
for the call

- I am calling on behalf of Mr/Mrs/Ms (name)
* I'm calling about ....

- [ wanted to ask about .....

- Are you the right person to ask?

Asking for the person |- Can I speak to (name), please?
-+ May I speak to (name), please?
- I would like to speak to (name) please.
- I am trying to contact (name).

Taking a call - (name) speaking.

+ (company name). How can I help you?

Asking for more

- Excuse me, who is calling?
- I am sorry, who is speaking?

information + Where are you calling from?

- Are you sure you have the right number?
Ask the speaker to - Just a moment, please.
wait + Could you wait for a moment, please?

+ Could hold on a second, please?
- Can you hold the line, please?
- The line is busy.

Transferring a call

+ Thank you for holding.
+ I’ll put you through.
- I’ll connect you now/I’m connecting you now

Connection problems

- Could you repeat that, please?

+ I’'m afraid I can’t hear you.

- Can you speak up a bit, please?

- Could you speak a little bit more slowly?

- I am sorry, I didn’t catch that. Could you repeat that again,
please?

How to reply when
someone is not
available.

+ I’'m afraid (name) is not available at the moment.
- I’m afraid the line is engaged. Could you call back later?
 I’m afraid he/she is in a meeting at the moment.

Mrs (name) is out at the moment.

Take a message

- Would you like to leave a message?
- Could I take a message?
- Would like him/her to call you back?

Leave a message

- Can I leave a message, please?
Could you give him/her a message, please?
+ Can you tell him/her that I called?
Could you ask him/her to call me back, please?

Suggesting a meeting

Do you have time to meet next week?
- I was wondering if you might have time to meet next week.
- It would give us the chance to talk about ...

Suggestion times and
places

- When would suit you?

- Where would you like to meet?

- Would Monday be OK for you?

- How about ...?

- Shall we say 10 o'clock in my office?
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Reacting to suggestion | - I just need to check my diary.

- I think that would be possible.
- Yes, that would be good for me.

Changing * I'm calling about our meeting tomorrow.

arrangements

our meeting.

- I wanted to ask you if we could meet a bit earlier/postpone

- | was wondering if we could reschedule our appointment.

Asking for + Could you give me a few details?
information - What about ...?
Making proposals + I have an idea.

+ What do you think?

- How does that sound?
Interrupting * Yes, but can I just say something?

- Well yes, that might be true, but ....
- Can I just come in here?

Reacting to proposals |- That sounds very reasonable.

- We could probably work with that.
- That depends.
- I don't think that would be possible.

Ending the call + Thank you very much for your help.

- Thanks for calling.
- Thank you for your time.

D

Telephone Summary
0

- plan the call thoroughly. Have clear objectives.
- send an e-mail before you call when necessary.

- anticipate what the other person will say. Prepare your responses.

- have all necessary information at hand.

- refer to this book for essential phrases.

- e-mail ahead to allow the person time to prepare.

- smile when you phone. Be polite and agreeable.

- check that your respondent is free to talk.

- be efficient. You are representing your company.

- use questions to identify key issues.

- be concise. Time is money.

- listen actively. Confirm regularly that you understand.
- stand up. It gives you more authority.

- speak clearly and slowly.

- allow people to finish what they are saying.

- handle complaints politely.

- avoid complex language.

- check that the other person understands.

- take notes during a call. Write them up afterwards.
- send a follow-up e-mail to confirm.

D

finish with a positive phrase.
ON’T

- call if you are unprepared.
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assume your respondent is available to talk when you call.
lose control if someone becomes aggressive.
forget that you represent the company on the phone.
- waste time.
- pretend to understand.
assume the person has understood everything.
interrupt.
- rely on your memory for important details.
forget to write down important details.
+ put the receiver down too quickly. It can seem rude.

Role-play this situation

Student A - a caller: You need to postpone an important internal meeting with the
HR manager, scheduled for Friday at 9. You are supposed to discuss a new team building
program.

Student B - a telephonist: You get an internal call from someone wishing to speak to
the head of human resources. Unfortunately, she/he is in a meeting until lunchtime. Get
more information and take a message.

Student C - a receiver: You are the head of Human Resources. You get a message
from a colleague who wants to postpone a meeting arranged for Friday at 9. Call back,
set a new date and time and find out about a new team building program.

Writing

Replies to Inquiries
1. Express Appreciation for the Inquiry
Tell the customer, either directly or by implication that you are glad he or she has
written to you about one of your organization's products or services. The tone of your
reply should express your appreciation.

2. Give the Exact Information Requested

Say in the first sentence that you are granting the request or answering the inquiry.

When answering yes to a request for an appointment or reservation, repeat in your
letter all the details such as date, time, and place.

3. Do not forget to answer the questions.

A common error in answering inquiries is failure to answer some of the questions
asked. Prevent this common error by marking on the letter of inquiry the points or
questions to be addressed. Before you send your reply, double-check with the original
letter to see that each point or question has been adequately covered.

4. Sell Your Organization or Product.

Put "sell" into every letter you write. An inquiry tells you that the customer was
interested when he or she wrote, but what guarantee do you have that the interest is still
"hot"? Stress the benefit of converting interest into action!

5. End with a Positive Closing

If appropriate, offer to give further assistance, and end with a goodwill closing.
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Important Language to Remember
- The Start: Dear Mr, Ms (Mrs, Miss VERY IMPORTANT use Ms for women
unless asked to use Mrs or Miss)
+ Thanking the Potential Customer for His/Her Interest:
Thank you for your letter of ... inquiring (asking for information) about ...We
would like to thank you for your letter of ... inquiring (asking for information) about ...
- Acknowledging receipt of an enquiry/request
I refer to your inquiry about / relating to ...
I have received your letter of ... requesting information about ...
- Providing Requested Materials:
We are pleased to enclose ...
Enclosed you will find ...
We enclose ...
- Making suggestions / pointing out pros and cons:
The best choice would be ... since ...
I highly recommend ... as / due to the fact that ...
... would probably be more suitable because ...
+ Providing Additional Information:
We would also like to inform you ...Regarding your question about ...In
answer to your question (inquiry) about ...
- Apologizing and rejecting proposals:
While I appreciate your firm’s need for this information, I regret that ...
It will not be possible to ...
We feel that it will not be in our interests to ... for reasons of ......
- Closing a Letter Hoping for Future Business:
We look forward to ... hearing from you / receiving your order / welcoming
you as our client (customer).
I hope this suggestion/information will be useful to you.
I hope that this information will help you to make decisions on your order.
Please feel free to contact me again if you have any further queries on ...
Do contact me on 27615432 if you need further information.
Please do not hesitate to contact me on 27615432 if I can be of further
assistance.
- Signature:
Yours sincerely (remember use 'Yours faithfully' when you don't know the name of
the person you are writing and "Yours sincerely' when you do.)

6. Study examples 1 and 2 and comment on the style of the letters, their struc-
ture, logic and vocabulary.

Example Nel
Novelty Safety Equipment Ltd
14th Floor Shun Koo Building
Aberdeen Hong Kong
24 Feb 2017
Attn: Mr Tim Lee
Manager
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Sun Lee Consultancy Ltd
198 Fa Yuen Street
Mongkok

Kowloon

Dear Mr Lee

Thank you for your inquiry regarding our newly released range of fire
extinguishers.

You will see from the enclosed catalogue that the range has been extended to
include some highly efficient portable extinguishers.

We have a special offer for our existing customers - 15% discount on orders of the
extinguishers from this new range.

We look forward to your increased order at this discount rate.

Yours sincerely

Silvia Choi
Merchandising Manager
Enc. 1

Example Ne 2

Thank you for your letter requesting information about our fabrication services. Yes,
we can custom-make waterproof aluminum boxes for mounting luggage on your
motorcycle at a reasonable cost. You are welcome to visit our office at 1600 Main Street,
where our design personnel have pictures of the custom-made boxes. We are proud of the
beauty and comfort that these boxes offer. Please drop in and discuss the design that you
would like, or call 555-5555.

You are a large producer of knitwear goods. You've got a letter from a foreign
retailer. Write a respond to the letter.

F. Lynch & Co.
19 Jianguomen High Street
Beijing China

United Textiles Limited
22 Lawton Street Liverpool
England

Dear Sir or Madam

We were impressed by the selection of sweaters that were displayed on your stand
at the «Menswear Exhibition» that was held in Shanghai last month.

We are a large chain of retail stores and are looking for a manufacturer who could
supply us with a wide range of sweaters for the teenage market.

As we usually place very large orders, we could expect a quantity discount in
addition to a 20% trade discount off the net list prices, and our terms of payment are
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normally 30-day bill of exchange, documents against acceptance.

If these conditions interest you, and you can meet orders of over 500 garments at
one time, please send us your current catalogue and price list. We hope to hear from you
soon.

Yours faithfully

L Crane

Chief Buyer For F. Lynch & Co.

Texts for retelling and discussion

1. Read the text and retell it:

Marketing mix
Individuals who are planning to launch a business no matter how big or small
should learn about marketing. Marketing is crucial to the success of a business, with its
main focus on customer satisfaction, quality, and consumer value.
Marketing Mix is one of the most commonly used strategies. It is also called the
4Ps: price, place, product and promotion.

The marketing mix is the set of controllable tactical marketing tools — product,
price, place, and promotion — that the firm blends to produce the response it wants in
the target market.

.

\ S—pLACE
T /.
s D
pROMOTION

The concept is simple. Think about another common mix — a cake mix. All cakes
contain eggs, milk, flour, and sugar. However, you can alter the final cake by altering the
amounts of mix elements contained in it. So for a sweet cake add more sugar!

It is the same with the marketing mix. The offer you make to your customer can be
altered by varying the mix elements. So for a high profile brand, increase the focus on
promotion and desensitize the weight given to price.Let’s look at the elements of the
marketing mix in more detail.

Product

A product is a good or service that a business owner provides for sale to his target
market. When it comes to developing a product, the design, quality, packaging, features,
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after-sales service, and customer service should be considered.If you want to start a
business, you need to know what you are going to sell. You may think that you can just
sell any product that you think appeals to your target audience. However, you need to
research and study the market before you can actually figure out what to sell to meet the
demands and needs of your customers. Keep in mind that warranty, service, and support
are very important.

Place

Place includes company activities that make the product available to target
consumers.

Place is also known as channel, distribution, or intermediary. It is the mechanism
through which goods and/or services are moved from the manufacturer/ service provider
to the user or consumer. The place may include the location of your business, distributors,
shop front, possible use of the Internet, and logistics.

Price

The price is the amount of money that customers have to pay to purchase
products or avail of services. There are several factors that you have to consider when it
comes to price. These include discounting, price setting, credit collection, and cash and
credit purchases. The company’s goal in terms of price is to reduce costs through
improving manufacturing and efficiency, and the marketer needs to increase the
perceived value of the benefits of its products and services to the buyer or consumer.

Promotion

Promotion includes all of the activities
marketers undertake to inform consumers about
their products and to encourage potential
customers to buy these products.

It involves the use of different methods,
such as direct marketing, sales promotion,
advertising, and personal selling to persuade|#5:
customers to your business. You should motivate
your target market. Put yourself in their shoes so r:
you can find out how they view your business. S
Keep in mind that advertising, publicity, and public relations will keep your service or
product out front and ahead of your competition.

Peense, Prerce,
PLEhsE:?luse,l

These 4 Ps of Marketing are very helpful when it comes to starting a business. You
need to have the necessary knowledge and skills in order to be successful in a certain
venture. By learning about the 4 Ps of Marketing, you can avoid typical marketing
pitfalls and have a successful business.
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2. Read the text and discuss it:

Product :
Adidas has a[vg vari!e'llygproducts that they sell. They sell W ‘ - P rl Ce

athletic shoes, casual shoes, Apparel, sports equipment, _-.:E' Adidas products are generally cheaper than
and have begun to sell body fragrances. Adidas also bought out % Nike products, however, pricing can be directly
Reebok(who sells the same types of products) in 2005 for 3.8 proportional to the type of technology used in

billion dollars. Adidas also owns Taylormade
and these Adidas Reebok and Taylormade
\ together are called the Adidas group

the product. Although Adidas' pricing is lower
than Nike's it is still higher than companies such
as Reebok and Under Armour and | would
consider them exclusively priced. Adidas does
discount as weII

.

laylorMade

o T w1 a

2
Place Od@ GS Promotion

You can buy Adidas products in many places such as Target # Adidas promotes its company in many
Walmart, Dicks Sporting Goods, Dunhams, and all other ways, including advertisements,

sporting goods stores. You can also get Adidas products online TARGET sponsoring professional athletes and
at their website, Eastbay and many other sports retailers. Adidas' professional sports teams, they also
headquarters is in Herzogenaurach, which is in Bavaria, Germany. have televison commercials. Adidas
Adidas' production sites are located in Germany(1), Sweden(1), Finland(1) also promotes itself through personal
USA(4), Canada(5), China(1), and Japan(1). Adidas works with more than selling by having workers answer

1,070 independent factories from around the world who manufacture

questions and explain products in their
their products in 67 countries

mgpy'stores around the world.

EVERY SEASON STARTS AT

1 s i ot
I FRIENDSnAND FAMILY !

| |30% OFF »

4 Day Shopping Relay

Walmart

Save money. Live better.

2. Team Work

You are starting a new small-business venture! Cangratulations! But for a product or
service to succeed, it must be the right product, being sold at the right time, to the right
customer, in the right market. It may seem simple! You just need to create a product that a
particular group of people want, put it on sale, some place that people visit regularly, and
price it at a level which matches the value they feel they get out of it; and do all that at a
time they want to buy. Then you've got it made!

There's a lot of truth in this idea. However, a lot of hard work needs to be done
finding out what customers want, and identifying where they do their shopping. Then you
need to figure out how to produce the item at a price that represents value to them, and
get it all to come together at the critical time.

So how do you start? To make a product successful, you must be personally and
emotionally committed to its success. Once you've got a product or service in mind, you
need to begin with an analysis.

One of the best known models is the 4Ps of Marketing, which helps you define your
marketing options in terms of product, place, price, and promotion ( you've read about it
in the previous text). Use the model when you are planning your new venture.
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Fill in the 4Ps chart providing information about your company.

Marketing Mix
(your company name)
Promotion

Here are some questions that will help you understand and define each of the four
elements:

Product/Service
- What does the customer want from the product /service? What needs does it
satisfy?
- What features does it have to meet these needs?
- How and where will the customer use it?
- What does it look like? How will customers experience it?
- What is it to be called?
- How is it differentiated versus your competitors?

Place

- Where do buyers look for your product or service?

- If they look in a store, what kind? A specialist boutique or in a supermarket, or
both? Or online? Or direct, via a catalogue?

Price

- What is the value of the product or service to the buyer?

- What discounts should be offered to trade customers, or to other specific
segments of your market?

-+ How will your price compare with your competitors?

Promotion

- Will you reach your audience by advertising online, in the press, on TV, on radio,
or on billboards?

- When is the best time to promote? Is there seasonality in the market?

- How do your competitors do their promotions? And how does that influence your
choice of promotional activity?

Task: prepare and give a speech based on your firm's marketing mix analysis.

112



Vocabulary

achievement JIOCTHKEHHE

ad, advertisement peknama

advertising pEKJIaMUPOBAHUE, PEKIaMa
advertising agency pEKJIaMHOE areHTCTBO
advertising budget pEeKJIaMHBIN OI0/pKET
advertising campaign peKJIaMHasi KaMITaHUS
affect BIIUSITh

amount of money KOJIMYECTBO JICHET
appeal oOpaieHue

attitude IMO3UIIHMSI, OTHOIIICHHE
attractive MIPUBJIEKATEIbHBIN
available JOCTYTTHBIN

average shelf life CPEIHUI CPOK XPAHECHMSI
awareness MMOHUMaHUE, 3HAHHUE

be resistant to

CONNPOTHUBJIIATHCA

become resistant to smth

CTaHOBHUTBCA YCTOP'I‘{HBBIM K 4.-JI.

business sense

JIEJIOBOE Yy ThE

capability BO3MOXKHOCTb, CIIOCOOHOCTh
constantly MTOCTOSTHHO

celebrity endorsement HOJIepKKa 3HAMEHUTOCTEN
chief buyer TJIABHBIN 3aKYTIITUK
company's assets AKTHBBI KOMIIAHUH
commercial peKJIaMHOE OOBSBICHHUE

consumer behavior

IMOBCACHHUC TTOKYIIATCIIA

consumer goods

MOTPEOUTENBCKHIE TOBAPHI

consumer profile

MOTPEOUTENbCKUN MTPODUITH

convenience store

Mara3uH TOBapOB NEPBOM HEOOXOIUMOCTH

create C03/1aBaTh, TBOPUTH

customer MOKYyIIaTe/Ib, KIIMCHT

deep understanding r1y00KO€ TOHUMAaHHUE

define OTPENICIIATh

direct marketing IpsIMOM MapKETHHT

dissatisfied HEYJIOBJICTBOPEHHBIN

distinguish OTJINYATh

distributor pacpOCTPAHUTEIb, TUCTPUOBIOTOP
endorse HOJATBEPKAATh, 0100PSITH

extraordinary achievement

BBIJIAIOIIHUECS JTOCTHKECHHE

feature in a film

UIpaTh IJIaBHYIO POJib B (pUIIbME, TIOSIBUTHCS B

dbunpme
flee cracaThCsi 6€TCTBOM
garret KaMopkKa
goods TOBapbI
increase YBEITUIUTh
insert BCTaBJISITh

instinctive understanding

MHCTHMHKTUBHOC IIOHUMAaHUC

launch an advertising compaign

3aITyCTHUTh PCKIIAMHYIO KaMITaHUIO

leaflet

JUCTOBKA, OYKJIET

long- lasting

JIOTOBEYHBIN, CTOMKHUHI

113




luxury brand

BEIyITUH OpEH]T KJ1acca JIFOKC

major

OCHOBHOM, T'JTABHBIN

market niche

HUIIA PbIHKA

market research

HCCIICA0OBAHUC PbIHKA

market segment

CCIMCHT PBIHKA

market share

AOJIsI pPbIHKA

medical authorities

MEIUINHCKUE BIIACTU

meet the sales targets

BBIIIOJIHUTD IJIAH IO MPOoadKaM

meet the needs

YAOBJIETBOPSITh MOTPEOHOCTH

opportunity BO3MOKHOCTh

overpriced NIEPEOIICHEHHBIH

passionate curiosity WCTUHHBIA HHTEpEC

pendant HE3aKOHYEHHBIN

persuade yOexaTh

piece of art MIPOU3BEICHUE HCKYCCTBA
promotion MPOABIKEHUE TOBAPA
product launch BBIITYCK HOBOT'O TOBapa
product lifecycle KU3HEHHBIN LIMKJI IPOAYKTA

product placement

pa3MelleHue TOProBoi MapKu, CaMmoro ToBa-
pa/yCciayru uiu YIOMUHAHUS O HEM B KMHO-, TEJIEBU-
3MOHHOM (uUJIbME, TeJICBU3MOHHON Mporpamme

product range

ACCOPTUMCHT U3 Ieaui

profit PUOBLIH, TOXO
quarter KBapTaa

queue up CTOSITh B OUEepeaH
reflect OTpa)kaTh

regain the top spot

BEPHYTh JUAUPYIOIIYIO [O3ULUIO

return to responsibilities

BO3BpAalIaThCsl K 005S3aHHOCTSIM

romance

poMaH

sales figures

00BbEeMBI MPOJIAXK

sales forecast

IIPOrHO3 cObITa

sales report

OTUCT O IMpoaaXax

sales target

TIJ1aH TTPOJIAXK

sponsorship CIIOHCOPCKasi O IePIKKa
spring HMCTOYHUK

submit to MIPE/ICTABISATh HA PACCMOTPEHUE
target customer 11eJIEBOM TTOTPEOUTEIH

target group 1IeJICBas rpynmna

take into account

IMPUHUMATHL BO BHUMAHUC

total sales

o01uii 00bEM IPOIAK

top spot JIy4IIee MeCTO

trade magazine OTpacieBOM KypHal

ultimate CTOMKHUIA, HE MOAAAIOUTUNCS BO3ACICTBUIO, COMPO-
TUBJISIOIIUNACS

volume 00BeM

waterfall BOJIONAJ

wearer BIIaJICJICI]
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Starting Up

Unit 8. PLANNING

1. Match the words with their Russian equivalents:

1) electronic organizer

2) to plan your retirement
3) memory

4) to make a plan

5) your career

6) pocket diary

7) notes stuck on board

8) to stick to a plan

9) to plan your day

10) to plan a holiday

11) to make lists

12) a waste of time

13) to arrange a meeting
14) to keep within a budget
15) to do research

16) special family occasion
17) to estimate costs

18) to forecast sales

19) to implement a plan
20) to prepare a budget

a) KaHUKYJIbI

b) mamsTh

C) 2JIGKTPOHHBIN OpraHaiiep

d) kapMaHHas 3anucHast KHUTa

€) NpUAEPKUBATHCS IJIaHA

f) mnanupoBath CBOM JIEHb

g) IJIaHUPOBAThH YXOJ Ha MEHCHUIO
h) Bama kapeepa

1) 3aIIUCKU, TPUKPETUIEHHBIE K JOCKE
J) BBIpabOTaTh IJIaH

k) mpoBoIUTh UCCIIEIOBAaHUE

1) cocTaBasATH CIIUCKHU

m) NpUAEePKUBATHCA OI0KETa
n) OpraHu30BaTh BCTPEUY

0) HarpacHasi TpaTa BpeMeHH

p) cemeiiHOe TOPIKECTBO

q) BHEAPUTH TIaH

I') HOJATOTOBUTH OFOJIKET

S) IPOTHO3UPOBATH MPOJAKHU

t) OLICHUBATH U3JCPIKKHU

2. Translate into Russian:

1. Planning is the process of thinking about and organizing the activities required to
achieve a desired goal.

2. Planning gives more power over the future.

3. For personnel the key career planning tool is Individuals Development Plan.

4. When you are planning your working day, see what tasks you can designate to
someone else.

5. Always write a to-do list the night before.

6. We should just stick to the plan.

7. If you are planning a holiday, remember the safest way to carry money is to take
traveller’s cheques.

8. Before we begin discussing how to plan a successful retirement, it’s important to
understand why we need to take our retirement into our own hand.

9. Make a list of your most impressive moments.

10. Business plans are a waste of time.

11. It’s time to make a plan for Jane.

12. To meet the goals, managers may develop plans such as a business plan or a
marketing plan.

13. Please contact our managers if you’d like to arrange a meeting with us.

14. Their task was to do research on the relevant topic.
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15. A diary is a small book containing a main diary section with a space for each
day of the year with room for notes, a calendar and pages for a short address book at the
end.

16. The main different sizes produced are the small pocket diary and larger desk
diary.

17. We forecast an increase in sales.

18. They didn’t estimate the costs properly.

3. Translate into English:

1. Hamr otnen oTBevaeT 3a IJIAaHUPOBAHKUE KAPbEPHI.

2. Ecnm Mb1 Oynem npuaep:kuBaThes miiaHa, Mbl BCE CIEJIaeM BOBPEMSI.

3. B nmekaOpe mpouuioro roja Haia KOMIIAHWS pelInia BBECTH NEHCHOHHOE Ijia-
HUPOBAHUE.

4. MbI 10JDKHBI COCTaBUTH IUIAH U IEUCTBOBAThH BMECTE.

5. Sl mymaro, imydie BCEro COCTaBUTH IJIAH U MPUECPKUBATHCS €TO.

6. [lnmaHupoBaHue — 3TO OJHA U3 PYHKIUA MEHEKMEHTA.

7. IlpaBuibHOE IUIAHMPOBAHUE PabOuYero JHS TO3BOJUT BaM CHOKOHOMHTH Ballle
BpeMH.

8. Jlns miiaHupoOBaHUSL CBOETO BPEMEHHM MOYKHO HMCIIOIb30BaTh OpraHaisep.

9. JlecaTUMHHYTHasl HOJIFOTOBKA K pabodyemMy JHIO MO3BOJUT COKOHOMUTH JI0 JIBYX

9acoB paboyero BpeMeHH.

10.
1.
12.
13.
14.
15.

Heobxoanmo opraHn3oBaTh BCTpeUy C MapTHEPAMHU B OirpKaiiiiee Bpemsl.

Bo MHOrMX KOMIaHUAX MJJAHUPOBAHHUE KaPbEPBI SBIISAETCS 00S3aTEIIbHBIM.

Kak npaBuiibHO cIIJIaHMPOBATH YXOJ1 HA MEHCUIO?

80% ycrenHbIXx OM3HECMEHOB 3apaHee INIAHUPYIOT CBOU JICHb

[Inanupys cemeiiHoe TOPKECTBO, YUUTHIBAUTE BO3PACT YIEHOB CEMBH.

Bce, uTo BBl XOTUTE BUAETH B Balllel KM3HU 4yepe3 5 JIeT, JOKHO OBbITh B Ba-

LIeM IIJIaHe Ha 3aBTpa.

16.
17.

Heo6xonmuMo noAroToBUTE OFOKET HA CIASAYIOIINM TO/I.
3TO MO3BOJIUT BHEAPUTD IIJIaH BOBPEMSI.

Listening

4. Match the words with their Russian equivalents:

1) business angel a) HaeMHbIE paOOTHUKHU
2) employees b) coOCTBEHHOCTH
3) competitors C) IOCTUYb TeJei
4) to achieve goals d) akroHepsl
5) to revise plans ¢) Ou3Hec aHreln
6) mission statement f) mepecmaTpuBaTth niaaHbl
7) shareholders g) KOHKYPEHTBI
8) ownership h) muccus
5. Find English equivalents:

[IpennpusTrs Majioro u cpeaHero Ou3Heca, BIOKUTH ICHBI'M B KOMIIAHUIO, HAUH-
HaIOIe KOMIIAHUH, BIOXHYTh KU3Hb, TUYHBIN BKJIAJ, EIaTh OMMOKH HAa Oymare, mep-
COHaJI, UMEThb OIAaCEHHs, IA0I0H.
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Reading

6.
Ho

Find English equivalents:
BbI€ TOCTUHUIIBI, TOPTOBBIE IIEHTPbI, ICTOPUYECKHUI LIEHTP, CTUMYJIUPOBATH POCT

SKOHOMUKH, PETHOHAIbHBIN OIOJIKET, CeIbCKOe X03HUCTBO, HAHMMATh Ha paboty, pado-
yasi cuia, MPOU3BOACTBO, MOJAEPHU3UPOBATh MMPOU3BOICTBO, KOMMEPUYECKUI TPAHCIIOPT,

CO31aThb

pabouune MecTa, THOCTpaHHbIE MHBECTHUIIMH, IPUOOPECTU KOHTPOJIb HaJ, (PMHAH-

CUPOBATh, PpIHOYHASI SKOHOMHUKA, KAYECTBO, YIPABIATH 3aBOJIOM, POSHUYHBIN MPOJIABELL,
3aMEeCTHUTENb T'yOepHaTopa, SKOHOMUYECKOE Pa3BUTHE, OLEHUTh, MOBBICUTH 3(PPeKTHB-
HOCTb, COKPATHTb 33JICP’KKU, HHBECTOPbI, OBbITh HAa IEPEKPECTKE, TOPTOBBIE MAPIIPYTHI.

7.
1.
1sts.

bl i

6.
decision
7.

Translate into Russian:
We need to construct new hotels to facilitate the increase in the number of tour-

Agriculture is the cultivation and breading of animals and plants.

The company employs new workers every month.

New measures were undertaken to boost the economy.

SLM Solutions is to modernize production with new facility in Germany.

A market economy is when competition from free enterprise makes economic
S.

The fact is that this trade route was established due to the profitability of the silk

manufacture.

8.
9.
10.
1.

Additional stops are taken to balance regional budgets.

Most shopping centres have places to stop for coffee and lunch.
It is not easy to buy control of the company.
What is the role of leaders in improving bureaucratic efficiency?

12. The fund was to finance conservation projects.
13. We are trying to balance quality versus quantity.
14. For further information contact our retailer.

15. Jambojets orders new plants to cut delays.

8.
1.
2.
3.
4.
5.
CTHIINH.
6.
7.
8.

Translate into English:

DTa KOMIIaHUs YaCTO HAHUMAET Ha pabOTy HOBBIX COTPYIHUKOB.

DTO MOXKET MOJICTETHYTh Pa3BUTUE IKOHOMUKH PETUOHA.

Heobxonnmo MoepHU3UpOBaTh MPOU3BOJCTBO HA TOM 3aBO/JIE.

Po3HuuHbIi poiaBell Bcerjja 3aMHTEPECOBAaH B TOM, YTOOBI CHU3UTh U3JEPKKH.
Oco0eHHO aKTyalbHOW CTAHOBUTCS 3ajjaya MPUBICYCHUS WHOCTPAHHBIX WHBE-

MHorue ToproBble HEHTPHI PaCIIOIOKEHBI B LIEHTPE ropoja.
Jlydiie Bcero HayaTh 3KCKYPCHIO ¢ HCTOPHUYECKOTO LIEHTPA.
DKOHOMHMYECKOE PAa3BUTHE MPEACTABIAECT cOO0K (OpMUpPOBAHHE OTHOIICHUH B

o01recTBe.

9.

Ceromnst He0OX0OIUMO CO37aBaTh paboure MecTa B HEOOJBIINUX TOPOIaX.

10. Cenbckoe X035HUCTBO SBISETCS HCTOYHUKOM 3arpsA3HEHUS OKPYXKarOLIE cpepl.
11. dunaHcupoBaTh — 3TO 3HAUUT CHAOKAThH JICHE)KHBIMU CPEJICTBAMH.

12. Ero He MHTEpECYET KaueCTRBO.

13. DTO BBIIIAAUT KaK BETUMKOJIEHBIA TOPrOBBIA MapuIpyT.

14. Cenbckoe X035HCTBO 3TO CTpAaTErMuecKasi OTpacib CTPAHBI.

15. DTO HOBBIN MUHUCTP 3KOHOMUYECKOTO Pa3BUTHSI.
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Language review

9. Put the words in the right word order and then translate sentences into Rus-
sian:

1.  flying/Paris/to/l/am/Thursday/on/morning.

2. month/next/we/going/forty/to/are/cut/jobs.

3. expect/I/will/be/the/train/late.

4. it/rain/won’t/hope/l.

5. for/leaving/year/next/we/France/are.

6. intend/to/new/summer/next/we/launch/range/a.

7. having/we/party/Thursday/are/next.

8. seeing/am/ my/manager/I/at/12/Friday/next.

9. 1s/going/leave/time/ in/she/to/a/month’s.

10. 1s/coming/minute/any/he.

10. Translate into English:

Mpgb1 HaMepeHbI OTKPBITH HOBBIN oduc B JIoHI0HE.

MBI 0KHIaeM, 9YTO IPOJAXKH BBIPACTYT.

OH cobupaeTcs MOIEPHU3UPOBATH MPOU3BOJCTBO B ’TOM PETHOHE.
OH npuesxaer 3aBTpa.

Mpi1 xoTenu Obl IPUBJIEYb HOBBIX MHBECTOPOB.

Jleneranus npuObIBaeT 3aBTPA.

Mpg1 HaunHaeM paboTaTh Ha OyAylel Heaee.

UYTo BBIIENAETE CErOIHS BEYepoM?

51 cobuparoch nmocnate UM (akc.

10. Kakue Bompocsl MbI OyieM 00Cy)aaTh CeTroTHs?

11. S Hangeroch MOBBICUTH 3()(PEKTUBHOCTH pabOTHI.

12. Onu cobupatrorcs B JIoHI0H Ha OyIyIIeit HeAene.

13. Ham 05l X0T€NIOCHh NPUBJIEYb MHOCTPAHHbIE HHBECTULINU.

14. Korna BbI coOupaeTech MOCTPOUTh HOBYIO TOCTUHHUILY ?

15. S ckaxxy HECKOJIBKO CJIOB 00 SKOHOMHUYECKOM Pa3BUTUHU PETUOHA.

RN R W=

11. Fill in the gaps with the right prepositions:

1. He is going to a meeting ... the marketing department next Monday.
2. We intend to write a report ... the board of directors.

3. Heis going to keep ... the budget.

4. We are celebrating our company’s 100™ anniversary ... 12 am next Friday.
5. We collected information ... possible locations for a new plant.

6. She is going to prepare a report with details ... the various costs.

7. We are hoping to expand ... the Far East.

8. We are going to move our headquarters .... Hong Kong ... Shanghai.
9. Making lists ... things is a waste ... time.

10. You should stlck . your plan.

12. Translate into English:

1. OH cobupaetcs Ha cobpanue CoBera TUPEKTOPOB.

2. OHu HamepeBaroTcs nepeHecTy 3aBoa u3 Jlongona B Manuecrep.
3. OH muaHupyeT HamucaTh JOKJIa] A 6occa.
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XNk

9.

Mp1 cobupaeMcs cOOOUTUTH I€TaIl HOBBIX CIIEIOK.

[TnanupoBanue pabodero IHS — 3TO MycTas TpaTa BPEMEHH.

Ecnu BBl pa3paboranu riaH, BaM CleAyeT ero MpHUIep>KUBaThC.

MsI cobupaemcst cobpats MHGOPMAIMIO I PO3HUYHOTO IPOJaBIIA.

Onu opranusyroTt codpanue A pabOTHUKOB B CIIEAYIOUIHIA OHEACTbHUK.

Hawm xotenocs 661 pazpaboTaTh HOBbIE TOPrOBbIE MapUIPYTHI JJII KOMMEPUYECKO-

ro TPaHCHOPTA.

10.
1.
12.
13.
14.
15.

13.

I.

S Hazmeroch iepKaThbesl B paMKax OOJDKETa.

Mgl cobrpaeMcs TPOBECTH UCCIIEAOBAHUE SISl HAIIUX KIMEHTOB.

MpI cobupaemMcs MOArOTOBUTH IJIaH IKOHOMUYECKOTO Pa3BUTHS PETHOHA.
51 HamMepeBarOCh UCTIOIB30BATh MH()OPMAIIUIO U3 PA3IMYHBIX HCTOYHUKOB.
['y6epHatop cobupaeTcsi CTUMYJIUPOBATH POCT SKOHOMHUKHU PETHOHA.

MpsI cobupaeMcst OTKPBITh TOPTOBBINA LEHTP ISl IeTEH.

Open the brackets:
We ... (give a presentation) about the merger to institutional investors on Friday

morning.

2.
3
4
5
6.
7
8
9.
1

0.

14.

PN R

9.
10.

11.

Have you heard the news? Citibank ... (to make a bid) for Tatra Bank.

. We ... (to expect) to make a profit within 2 years.
. We ... (to intend) to open a new hotel in the historical centre.
. On Wednesday morning he ... (to attend Annual General Meeting).

We... (to want) to become the major international hotel chain.
. (to take a year) to modernize production.

. Which of them ... (to give a talk) tomorrow?

They ... (to create work) for 2000 employees in the next 5 years.
Have you seen the news? I think the plant ... (to close).

Translate into English:
S nymaro, 4TO HOBBIN MPOIYKT OYyJET MPOAABATHCS OYEHB XOPOLIO.
51 cobuparoch ynpaBisTh 3aBOI0OM, KOTOPBIM IPUHAUIEAKHUT MOEH ceMbe.
Hawm Ob1 X0T€n0Ch NpUBIIeYb HHOCTPAHHBIX HHBECTOPOB B HAIll PETHOH.
OHu ycTpauBaroT BEUEPUHKY Ha CIEAYIOLIEH Hefene.
Uro BHI fenaeTe B cy000Ty Beuepom?
OH HaMepeH MOBBICUTH 3(PPEKTUBHOCTH 3TOTO MPOU3BOJICTBA.
B kakoe Bpemst Mbl BcTpedaeMcs 3aBTpa?
S BBIXOKY U3 oduca uepe3 5 MUHYT.
VY MeHs BCcTpeda ¢ MHOCTPaHHBIMHM HHBECTOPAMU B O BTOPHHK JTHEM.
51 yBUIKYCh C HUM C HUM 3aBTpa B 2 yaca.
MUHUCTEPCTBO S3KOHOMHYECKOTO pPa3BUTHUSL COOMPAETCS CTUMYJUPOBATH POCT

9KOHOMHMKHM.

12.
13.
14.
15.

Mgl cobupaemcs mepeexatb B HOBBIN O(DHC B CEPEIMHE arpers.

51 He coOuparoch HAUMHATH CBOM OM3HEC — 3TO OYEHb PHCKOBAHHO.
be3paboTriia yBeIHUHUTCS, €CIIH MBI HE CO31aJMM HOBBIE pabOvre MecTa.
OH cobupaeTcs IPOBEPUTH KAYECTBO TOBAPOB HA HAIIIEM 3aBOJIC.
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Writing
Writing an e-mail
1. Study examples 1 and 2 and comment on the style of the letters, their struc-
ture, logic and vocabulary.

Example 1. Good example

From Tedpal@easynet.co.uk

To Domas@easynet.com.uk

Subject  Details the trip to Brussels

Dear Mr. Ashley,

As you know, you’re going to Brussels on Wednesday. I’ve spoken to Mr. Cuvier’s
secretary and the details of the trip are now more or less planned.

You’re catching the 8.00 flight from City Airport. Someone will be at the airport to
take you to the hotel — you’re staying at the Marriot for just one night. At 11.00 you’re
meeting Mr. Cuvier at his office. I’'m sure he’ll take you out to lunch. After lunch you’re
not doing anything until 4 pm, so you’ll have time to go back to the hotel if you want.
The travel agency will send the tickets here by courier this afternoon, so I'll give them to
you as soon as they arrive.

I am looking forward to seeing you soon.

Yours sincerely,

Ted Palmer

Personal Assistant

How to write an email

The style of emails is similar to a standard business letter. Emails are generally
shorter than letters. They contain only a few lines:

-Subject line

This shows the reader the exact subject of the email.

Greeting

More formal variant is Dear Mr. Smith, more informal is Dear John.

Reason for writing

Main point (body)

Closing phrase (Sincerely yours, Best wishes)

Here are some recommendations how to write an email.

1. Use a descriptive subject line. Instead of writing «Urgent» write «Meeting at 10
am about pay rise».

2. Keep your emails short. Try to keep to only one point in each email.

3. Begin with a greeting. Use Mr./Ms. with last names (Dear Mr. Powell), though in
English it’s not rude to put Mr./Ms. With someone’s first name (Dear Angelina).

4. State your purpose if you are initiating the communication (I am writing to en-
quire about ...).

5. Put the main point first in the body. Keep your messages clear and concise. The
paragraphs should be short. Eliminate all the information that is not necessary.

6. Don’t forget about polite ending. Use a phrase «I look forward to ...» (I look
forward to hearing from you).

7. Use common closing expressions such as Yours sincerely (more formal), less
formal are Best wishes, Best regard depending on how well you know the recipient.

8. When you have finished, check your writing for logical structure, clarity of ideas,
accuracy of language, appropriateness of style.
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Example 2. Bad example
From Edthom@easynet.co.uk
;ll"lo John.Jan@planet.nl
@ Dear Mr. John J ansen,
®j @ got your name by a friend of mine, Anton Berg. I understand you have re-
cently designed his new Cambridge offices.

We @ are plan to refurbish our London office and Anton suggested you might be
able to help us. If so, I would like  to meet to outline the details.

I would be happy to come to your offices. Is there any chance we could meet soon?

I am away next week, but in the office from Wednesday 11™. Perhaps we could get
back to me with a day and time.

™ Call me as soon as possible.

(*)Yours faithfully,

Edward Thomas

Director, Target Management plc

Tel: 0207 9462120

How not to write an email

1. The message doesn’t have a subject line, so nobody can tell if the email is im-
portant or not. It can be overlooked or rejected as spam.

2. Don’t use titles with a person’s full name. Instead of Dear Mr. John Jansen use
Dear Mr. Jansen.

3. First sentence should start with a capital letter so it should be «I ...»

4. Passive constructions are more common in emails. Besides, colloquialisms
should be avoided. As a result instead of «I got your email» you’d better write «I have
been given your email by...».

5. There is a grammar mistake in the sentence «We are plan...» . It should be «We
are planning...»

6. «To meet» in the sentence «I would like to meet» sounds too straightforward
and pushy. It would be better to write «I would like to arrange a meeting».

7. The phrase «Call me as soon as possible» is not appropriate in the first-time
email. Moreover, it sounds too directive. The more common polite expression is «I look
forward to ...».

8. Yours faithfully is not suitable in this case as we use it when you don’t know
the name of a person you are writing to. Yours sincerely would be more appropriate.

9. In general, emails you send are a reflection of your professionalism, values and
attention to details so you should pay attention to choice of words, sentence length.

Texts for retelling and discussion

11. Read the text and retell it:
Planning
Planning is about resource allocation, the way that individuals and organizations
deploy their limited resources such as time, money and expertise. To understand the con-
cept of planning one must be able to distinguish between the planning and the plan. Plan-
ning is an activity, a plan is a commitment; in other words a plan is a part of planning.
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In the case of individuals, you could say that there is a worldwide planning industry,
with its calendars, diaries, electronic personal organizers and time management training.
Time management courses tend to hand out some advice how to plan:

-Firstly, make lists of things you have to do. Classify them in terms of urgency and
priority;

-Secondly, do not allow yourself to waste time through distractions and interrup-
tions;

-Thirdly, delegate tasks. Do not try to do everything yourself;

-Finally, do not try to be a perfectionist in everything. Do each task so that it is
«good enough» for the circumstances.

Companies also have to do some planning which is setting the direction for the
company and then guiding the system to follow the direction. There are many kinds of
planning in organisations.

Companies have to plan for events that they do not want. Contingency planning is
designed to prepare for the worst, with specific plans of action for disaster recovery, in-
cluding handling of the media and protecting the company’s reputation.

Organisational planning is an element of strategy where companies make long-term
plans about the future development of their activities. They have to anticipate competi-
tors’ activities as well as trends in the general economic and political environment. This
type of planning includes:

-Setting the organizational objectives;

-Organising the work, people and system to achieve the objectives;

-Measuring performance;

-Controlling the progress of the plan.

Very large organizations have teams of scenario planners trying to predict how this
environment may change and how they might prepare for and perhaps influence this
change.

In general, planning determines the future course of action.

Translate the following words and phrases from English into Russian:

Resource allocation, individuals, organizations, limited resources, expertise, to dis-
tinguish between the planning and plan, commitment, diaries, time management, ur-
gency, distractions, interruptions, to delegate tasks, to be good enough for the circum-
stances, contingency planning, to prepare for the worst, disaster recovery, to make long-
term plans, to anticipate competitors’ activities, general economic and political environ-
ment, scenario planners, to predict, to determine the future course of action.

Answer the questions:

What is planning?

Is there a difference between planning and a plan?
What do individuals use for planning?

What is contingency planning?

What does organisational planning include?

Nk W =

12. Read the text and discuss it:
Why your plans fail
Life is full of planning: business plans, diet plans, plans to get a degree and your
plan to get rich. Why do so few go «according to plan?»
Your business can’t make money the way you intended. You quit your diet on day
three and start eating the chocolate cake. You realise that you hate the subject you’re
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studying. You might admit that some of your plans didn’t work out perfectly but the
problem isn’t a better planning method. We’ve all had a great deal of practice planning.
Different planning styles can help, but they can’t solve the core problem of uncertainty.
That is, you have no idea what the future holds.

When you need to find a way to make the unknown tolerable the best option is sim-
ply not to plan. This may seem crazy, but a «flexible planning» model is to be ideal for
areas where there is a heavy amount of uncertainty.

Flexible planning isn’t planning in the traditional sense. Traditional planning in-
volves looking at your outcome and devising a route to reach there. Flexible planning de-
fies this entirely by not focusing on an end result. Instead, the emphasis is placed on do-
ing actions that will place you in more favourable positions.

Traditional planning starts with your objective and works backwards from that.
Let’s say you were planning out what career choice you wanted. A traditional approach
would be to work out your career choice, possible firms to work with, education you’ll
need, classes you’ll need to take and how to find your education. Each step is determin-
ing the one before.

The problem with this method is it cleanly erases uncertainty along the way. What if
changes in the industry and firms you want to work for start downsizing? What if your
school of choice doesn’t accept you? What if you don’t like the classes or eventual ca-
reer? What if you can’t fund tuition?

Flexible planning starts where you are and works forward. So your current position
might be limited post-secondary schooling and funds. Flexible planning suggests that
many outcomes are favourable and that the paths to get there are almost infinite. Instead
your job becomes to put yourself in increasingly more favourable position.

The next step might be to get some schooling, apply to different Universities and
scholarship programs or work to earn money for tuition. The best step is one that has the
most favourable options flowing from it.

In business context this would mean planning your business so that it would have
the largest amount of opportunities available. This way if one of your original plans fails,
you can easily switch to another.

(http://www.lifehack.org/articles/featured/why-your-plans-fail.html)

Discuss the following points in small groups:

1. Why do so few things go according to plan?

2. Do you agree that the problem of uncertainty can’t be solved?

3. It is mentioned that «Flexible planning suggests that many outcomes are favour-
able and that the paths to get there are almost infinite. Instead your job becomes to put
yourself in increasingly more favourable position». Do you agree?

4. Can we say that people are bad at planning?

5. Do you agree that flexible planning has advantages over traditional planning?
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Look at this picture. How does it characterize the idea of planning?

icatures-Irekand.com/blog
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Vocabulary

account for

HAaC4YUTbIBATb

achieve a desired goal

JIOCTUYb ITOCTABJICHHOM 1I€/IU

agriculture CEJIbCKOE X035MCTBO
appreciate IIEHUTh

arrange a meeting OpraHu30BaTh BCTPEUY
assets AKTUBBI

Board of Directors

CoBeT JUpPEKTOPOB

boost the economy

CTUMYJIMPOBATh POCT SKOHOMHUKHU

breath life

BIAOXHYTH KM3Hb

bureaucracy

OropoKpaTus

business angel

Ou3Hec aHres (TUIl MHBECTOPA)

buy control over

pUOOPECTH KOHTPOJIb HaJl

career planning

TJIAHUPOBAHUE Kaphepbl

career planning tool

HHCTPYMCHT IIJIAHUPOBAHUWA KaPbCPBI

carry out research

IMPOBOJAUTH MUCCIACOAOBAHUC

Chief Executive WCIIOJTHUTEIBHBIN TUPEKTOP

Collect cobupath

company profile npouIIb NeSTEIHPHOCTH KOMIIAHUU
commercial PEKIAMHBIN POJIMK HA Pa M0 WIH TEIEBUACHUH
competitors KOHKYPEHTBI

consider paccMaTpuBaTh

contribute crioco0CTBOBATH

construct hotels

CTPOUTH OTCJIN

cost of moving

CTOMMOCTD IICPCC3aa

create work

co37aTh paboune MecTa

crossroads MIEPEKPECTOK

cut delays COKPATHUTD 33JICPKKHU

deal with UMETH JEJI0

deputy governor 3aMEeCTUTENh TyOepHaTopa

desk diary HACTOJIbHAs 3aMMCHAs KHIKKA-KaJICHIaph

developing economies

Pa3BUBAIOIIMECCA S9KOHOMUKHA

do research

MIPOBOJINTH MCCIICIOBAaHUE

to-do list CIIUCOK JIeJT

economic development SKOHOMUYECKOE Pa3BUTHE
efficiency 3 HEKTUBHOCTD
electronic organizer AJIEKTPOHHBIN opraHaizep
employ HaHUMAaTh Ha paboTy
employee HAaeMHbBIA paOOTHUK
envelope KOHBEPT

estimate costs OLICHUBATh U3AEPKKHU
evaluate OLICHUBATh

expect 0XKUJAaTh

family occasion CEeMEMHOE TOPIKECTBO
finance (dbuHaHCUPOBATH

forecast sales

MIPOTHO3UPOBATH MPOJAKH

foreign investors

HMHOCTPAHHBIC MHBCCTOPHI

furniture MeOeb
government grant MIPABUTEIHCTBCHHBIN IPAHT
headquarters mTab-KBapTupa
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historic centre

HWCTOPUYECKUN LIEHTP

hope HaJICATHCS
Intend HaMepeBaThCs
Involve BOBJICKAaTh

implement a plan

BHCAPUTD IJIAH

improve quality

YIAYYIIUTh KQ4E€CTBO

keep within the budget NpUAEPKUBATh PAMOK OI0JKETa
leasing JIU3UHT
loan 3aiiM

make an appointment

JAOTOBOPUTHCA O BCTPCHUC

make lists

COCTaBJIATH CIITMCKH

market economy

PBIHOYHAA 5 KOHOMUKA

mission statement

MUCCHUS

modernize production

MOJEPHU3UPOBATH IIPOU3BOJICTBO

overspend MOTPATUTH OOJIBINE, YEM 3AIUIAHUPOBAHO
own a business BIAICTh OM3HECOM

ownership COOCTBEHHOCTh

plan a holiday IJJAHUPOBATh OTIYCK

plan your working day TJIAHUPOBAThH CBOM pabouuil ICHb
planning IJJAHUPOBAHUE

pocket diary KapMaHHas 3alucHasi KHIKKa

prepare a budget MOATOTOBUTH OIOJIKET

quality Ka4ueCTBO

quantity KOJIMYECTBO

rearrange NIEPECTaBIISITh, IEPEABUTAThH

redecorate 0-HOBOMY O0()OPMHUTH HHTEPHEP
regional budget PETHOHAIBHBIA OIOKET

reinvest MIOBTOPHO MHBECTUPOBATh

Relocate nepeMelarh

renovate MIOJTHOBJISITh, PECTABPUPOBATh, PEMOHTHPOBATH
retailer PO3HUYHBIN TOPrOBEI]

retirement plan

NEHCUOHHBIN TUTaH

revise a plan

IEPECMOTPETH IIJIaH

route MapuipyTt

run business YIPaBISITh OM3HECOM
service industry cdepa ycayr
shareholder aKIMOHEP

shopping centre

TOPIOBBIN LIEHTP

stick to the plan

MIPUICPKUBATHCS TIJIaHA

Submit

MpCaACTaBJIATh HA paCCMOTPCHHUC

take smth. into one’s own hand

B34Tb B CBOM PYKH

trade route

TOPTOBBIA MApHIPYT

transport company

TPaHCIIOPTHAA KOMITAHUA

transport department

TPAHCIOPTHBIN OTAEN

transport links

TPAaHCIIOPTHBLIC CBA3U

threat yrpo3a

vehicle TPAHCIIOPTHOE CPEJICTBO
waste of time HalpacHas TpaTa BpeMEHH
wheel KOJIECO

workforce pabouasi cuia
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Unit 9. MANAGING PEOPLE

“What if, and I know this sounds kooky,
we communicated with the employees.”

https://www.google.ru/search?q=management+cartoons&newwindow=1&biw=1280&bih=675&tbm=isc
h&tbo=u&source=univ&sa=X&ved=0ahUKEwjGoozN5ezRAhXnBZoKHV_ mBScQsAQIIQ#imgrc=Mr
mllgZNL2CvAM%3A

Topics for discussion

1. What makes a good manager? Choose the 5 most important personal quali-
ties.

To be a good manager you need to be:

e optimistic e confident
e determined e creative
e innovative e committed
e responsible e humane
e self-motivated e supportive

2. Think about managers from these countries:
Russia, the United States, Germany; Japan; Saudi Arabia, Italy.

Guess which words refer to managers or management style of each country.
Some words/word-combinations can refer to more than one country.

e are older than in other countries e initiative
e impatient e must not lose face
e lifetime employment e are not good with time management
e discrimination e official
e emotional e informal
e postpone deadlines e management by consensus
e polite but direct e diplomatic
e aggressive management
3. Match the parts of famous quotations. Do you agree with all of them?
1. Management is doing things right;... a. than motivating other people. (Lee la-
2. Management is, above all, a practice | cocca)
where... b. difficult for people to get their work
3. Good management consists in showing | done. (Peter Drucker)
average people... c. art, science and craft meet. (Henry
4. Management is nothing more... Mintzberg)
5. Most of what we call management con- | d. leadership is doing the right things.
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sists of making it... (Peter Drucker)

e. how to do the work of superior people.
(John Rockefeller)

Vocabulary

1. Match the words with their Russian equiva-
lents
https://www.google.ru/search?q=management-+cartoons&newwi
ndow=1&biw=1280&bih=675&tbm=isch&tbo=u&source=uni
v&sa=X&ved=0ahUKEwjGoozN5ezZRAhXnBZoKHV_mBSc
QsAQIIQ#imgre=qif LASIrJThnLUHM%3 A

. THAT mEANs
IVE GIWEN you T00

MucH TIME ANP
ToO MUCH MoNEY !

WELL, T'VE

FINISHED THE
PROTECT oM TIME
AND ON BUDGET!

1. focus on a. BKJIQ/IbIBaTh JICHBI'M B 0Oy4YeHHE

2. make suggestions b. rHOKOCTH, YCTYITUYUBOCTh

3. judge people’s abilities C. pearupoBaTh Ha YTO-JTHO0, OT3BIBATHCS

4. skills d. cocpeoTounTh BHUMaHKUE Ha YEM-JIN0O

5. be good at €. UMETh JICTIO C (CNpAasIsAmbCsl, peuams npooiemot)
6. flexibility f. nenate mpennonoxkeHus (MPeaIoKEeHUS)

7. personal qualities g. IMETh CIIOCOOHOCTh K 4eMy-JTH00; XOpOIIO YMETh
8. respond to nenaTh

9. plan ahead h. OwITh (HE) B Tagax ¢ 4eM-ITudo

10. delegate to a deputy 1. OIICHMBATh CIIOCOOHOCTH JItO I

11.employees’ concerns J. 0€CroKoMCTBO paOOTHUKOB

12.1nvest in training k. HaBBIKH

13. deal with (problems) |. MMYHOCTHBIE KayecTBa

14. (not) to be good with m. nepeiaBaTh MOJHOMOYHS 3aMECTUTEIIO

N. IUIAaHUPOBATH 3apaHee

2.Translate into Russian:

1. A good manager believes in importance of education at work and invests in regu-
lar training courses for employees.

2. Scandinavian managers focus on staff and the quality of working life; also they
often delegate authority.

3. He is a real expert in brand management that is making suggestions and planning
on how the brand is perceived in the market.

4. - He is good with numbers!

- Of course he 1s! He’s been managing the Accounting Department for 15 years.

5. The basic thing in team-building is to enjoy working with others.

6. In Japanese hierarchical company structure managers are always older than their
employees.

7. At the meeting a Japanese manager listens to all suggestions from others and
then they come to an agreement. They call it “management by consensus”.

8. He reported to the CEO on last month’s sales figures.
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9. We have to agree on the date of our negotiations with Nike.

10. Such personal qualities as flexibility, optimism and determination helped her to
reach the position of Manager of the Department.

11. Setting realistic time frames and planning ahead are key factors in time man-
agement.

12. He is good at managing people because he respects his employees and is always
ready to respond to their concerns.

13. He is not good with ethics, as he judges people’s abilities by their nationality.

14. A manager should be self-motivated otherwise he will not be able to motivate
others.

15. You have to communicate with your staff clearly, as clearly defined tasks are
very important for people.

3. Translate into English:

1. MoxeT ObITh CII0)KHO PELIUTh NpodieMy, eCu KAaTh CAUIIKOM foaro. HyxkHo
CTapaThCsl CIPABUTLCA C HEH Kak MOXHO ObIcTpee.

2. Y COTpyAHHUKOB MOTYT OBITh XOPOIINE NPEUIOKEHUS O PA3BUTUN KOMITAHUH, TaK
YTO MEHEJDKEPY CIEeAyeT NPUCIYIIAThCS K HUM.

3. He crout crapathcs caenatb Bce CaMOMY, MOKHO Iepe/IaTh MOJIHOMOYHS 3aMec-
TUTEJIIO.

4. Ba)XHO BBITTISIETH YBEPEHHO, KOT/a BHI I€Ja€Te IPE3CHTAIHIO.

5. PaboTHUKHM MOJDKHBI pa3BUBaTh CBOM MPO(PECCHOHATBHBIC HABBIKH, MOITOMY
YOPABIIAIONIUM CJIEAYyEeT BKJIAIbIBATh CPEACTBA B 00YYaIONIKe KYPChI AJI COTPYAHUKOB.

6. VY Hero ¢uHanbHbIe ULl HUKOTAA He cxoasTca. OH sIBHO HE B jajiax ¢ apud-
METUKOU.

7. JlaBaiiTe COCPEAOTOUYMUMCS HA pe3yJIbTaTe MEPErOBOPOB.

8. OHM cOCTaBWJIM JJIsl YIPABJISAIONIETO MOAPOOHBIA OTYET O pe3yJibTaTax padoThl
HaJ IPOEKTOM 3a MOCJIEAHUE TPU MecsIIIa.

9. Ona roeopuiia ¢ 00CCOM 0 CBOUX HJEAX IO MOBOJY MCIOJIb30BaHUS HOBBIX Me-
TOAOB MpoaaxH (sales techniques)?

10. Kaxxercsi, oH corylacuiics ¢ Heli 10 OCHOBHBIM ITyHKTaM.

11. OOuienue ¢ NOJYMHEHHBIMU — JIyUIIUH c1Oc00 y3HaTh O TOM, YTO MPOUCXOAUT
B Pa3HbIX OT/ieaX, He 00ECOKOEHbI JIH YeM-TO COTPYAHUKH.

12. JlaBaiiTe ceifuac cocpeloTOYMMCS Ha MOCEAHEM BOIPOCE, a IOTOM 3apaHee 3a-
IUIAHUPYEM MTyHKTHI U1 00CYKISHHS BO BpeMs CIIEIyIOIIel BCTPEUYH C OCTABIIMKAMH.

13. Tlocne caustHUs (merger) HaM MPUAETCS pellaTh NpobdJeMy, CBA3AHHYIO C CO-
KpaieHueM (reduction) COTpyIHUKOB.

14. TlpencraButeny KOMIaHUM M3BUHUINCH 3a 3aJepKKy B moctaBke (delay in de-
livery) o6opynoBaHus.

15. LleneyCTpeMICHHBIM W NPEJAHHBIA CBOEMY JENY YEIOBEK JIErKO MOJHUMETCS
1o kKopropatuBHOU JiectHuUlle (climb the corporate ladder).

Listening

4. Match the words with their Russian equivalents:
1. pioneer a. Oyaromnosryume COTpyAHHUKOB
2. chairman b. memarte akueHT HA YEM-THO0
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foremost

retail store

place emphasis on
quality control
staff welfare
enduring

S th O a0

MEPBONPOXOEL, MHUIIUATOP
MOCTOSIHHBIH, BBIJIEPKAHHBIM BPEMEHEM
npeJicenaTeNnb

MarasuH pO3HU4YHOU TOPTrOBIIU
KOHTpPOJIb KaYE€CTBA

MEepEea0BOM, EPBBIM, CAMBIN TJIaBHBIN

5. Match the words with their Russian equivalents:

specialize in

display caring attitude towards

have belief in

environmental and social issues

provide support

make a profit

substantial

entrepreneurial spirit
genuine concern for people

0. practical aid

a. UMETh yOEXKJICHHE B 4YeM-JTH00

b. moanuHHas 3a00Ta 0 JIOIX

C. IMOJy4yaTh NpUOBLIb

d. cnenuanu3upoBaThCs HA YEM-TUOO

€. COJIMIHBIN, CYyIIECTBEHHBIN

f. memoHCTpUpOBaTH MOJIXOJ, OCHOBAHHBIM Ha
3a00Te 0 KOM-JIH00

g. TMPEIOCTABIATH MOAJIEPKKY

h. peanpHas (mpakTHUecKasi) MOMOIIb

1. 9KOJIOTMYECKHUE U COLIMATBHBIE BOIIPOCHI

J. TpeanpUHUMATENbCKasl KWiKa (TpeanpuHu-
MaTeNbCKUH 1yX)

6. Match the words with their Russian equivalents:

effective communication
involvement

availability

visibility

immediate

engender a commitment
mutual consideration

o po o

HE3aMEJINTEIbHBIN, CPOYHBII

B3aMMHOE yBaKCHHE

s dexTUBHOE 00IICHNE

JIOCTYTTHOCTb (JIOCTYT)

BBI3bIBATh 3aMHTEPECOBAHHOCTH (MOPOXKIIATh 00s13a-

TEJIbCTBA)
f. BOBJIEUEHHOCTH
g. BUJIMMOCTb, BU3yajIbHasl JOCTYITHOCTh

7. Give the English equivalents:

1) KOHTpPOJL KauecTBa; 2) JOCTYMHOCTh; 3) IEMOHCTPUPOBATH MOAX0/1, OCHOBAHHBIN
Ha 3a00Te 0 KOM-100; 4) TIepeIoBOil, IEPBBINA, CAMbIi TJIABHBIN; 5) UMETh YOeXKICHHUE B
yeM-1100; 6) moiay4dars npuObLIb; 7) 3QdexTuBHOE 00menue; §) mommHHas 3a00Ta o
moasax; 9) npeagnpuHuMarensckuil 1yx; 10) cnenuanusupoBaTbes Ha yeM-au6o0; 11) He-
3aMeUIMTENIbHBIA, CPOUYHBIN; 12) comuaHblid; 13) BOBJIEUEHHOCTb;, 14) CyIIECTBEHHBIN;
15) mepBonpoxozer, HHUIMATOP; 16) BUAMMOCTb, BU3yallbHAsl JTOCTYMHOCTh; 17) mara-
3UH PO3HMYHOM Toprosiu; 18) mpenocraBiarh moanepxkky; 19) peanpHas (mpakTude-
ckas) moMmoIb; 20) BBI3BIBaTh 3aMHTEPECOBAHHOCTH (MOPOXKAATh 00s3aTenbCcTBa); 21)
HKOJIOTUYECKHE U COLMAJIbHBIE BOIIPOCHL; 22) mpe/cenaTelb; 23) AeaaTh akLUEeHT Ha YeM-
a100; 24) B3auMHOE yBaXeHHE; 25) Giaromnoiryune COTpPyAHUKOB; 26) MOCTOSHHBIHN, BbI-
JICPKAHHBIN BPEMEHEM.



Reading

8. In the 1960s Douglas
McGregor, a US psychologist, devel-
oped theories of human motivation and  Theory X
management. These theories describe ?
two contrasting models of workforce
motivation applied by managers. Look
at the cartoon and try to guess what

both theories state. Theory Y
https://www.google.ru/search?q=theory+x-+and-+th

eory+y-car- ?
toons+pictures&newwindow=1&biw=1280&bih= .
675&tbm=isch&tbo=u&source=univ&sa=X&ved
=0ahUKEwi047GOsOn-
RAWWDWRQKHWAzA40QsAQIHg#imgrc=aO <&
bEE5v55kjQRM%3A

Theory X and Theory Y (Douglas McGregor)

9. Give the English equivalents:

1) BbIMCKUBATH; 2) OBITh OCHOBAHHBIM HA; 3) 3HAUUTENILHOE YAOBIIETBOpEHUE; 4)
JIEWCTBUTEIPHO MOTHBHPOBAHHBIM pabouMii MepcoHal; 5) udemoBedeckas mpupoja; 6)
OBITH CIIOCOOHBIM K UeMy-JIM00; 7) OTpUIIATENIbHASI TOUKA 3PEHUS; 8) OKUIATh XOPOIINX
pe3yNbTaToB (BO3/araTh HAACKIbI HA); 9) SBISITHCS Ha paboTy pamu omuatel, 10) crath
JydIlie B 4EM-TO.

10. Give the English equivalents:

1) sxoHOMUS (COKpaleHNE) U3ACPIKEK; 2) BOBICUEHHOCTh (y4acTue) pabOTHHUKOB;
3)BBIOOp (BapuaHT); 4) KOMMIaHUSA-y4YpeauTeab (MaTepUHCKash KOMIaHUs); 5) MOITBEp-
XKIaTh; 6) MEPEeKUBaTh (BhIpaXaTh 03a00UEHHOCTH); 7) CTPYKTYypHBIE MpPeoOpa3oBaHUs;
8) AbCTUTH; 9) 3aHATHCA PELIEHUEM BOIIPOCa BMECTE C PyKoBojcTBOM; 10) uMmeTh mod-
HYI0 CBOOOy AeicTBUil (pa3Bsizanbl pyku); 11) aumiennsiii MotuBanuu; 12) xeptsa; 13)
pacmyckaTh cinyxu; 14) cokpaiienue (3. mrarta COTpyAHUKOB); 15) KackagHOe coBella-
Hue; 16) uyBCcTBOBATH ce0sl ICHUMBIM (yBakaeMbiM); 17) 3pPpeKTHBHOCTS.

11. Translate into Russian:

1. Employees appreciate their engagement in decision-making.

2. The job you like can bring you a significant satisfaction.

3. They are searching for people that are capable of learning and working under
pressure.

4. The Personnel Manager was seeking out options to reduce the number of em-
ployees.

5. She is really concerned about current environmental issues.

6. — I have to announce, that the company is going through a period of restructuring
and there will be victims of reduction.

7. The situation with investment into staff training is getting better.

8. You must be self-motivated to create truly motivated workforce.

9. Theory X is based on the assumption that people are lazy and turn up to work
just for the pay.

10. When he was asked to participate in that meeting he felt flattered and valued.
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11. In contrast to the negative view of human nature of Theory X, Theory Y says
that people are optimistic and capable of self-motivation.

12. He doesn’t approve initiative and never encourages people to take ownership
with management. Such a style can lead to demotivation of workers.

13. BMW is a German automobile manufacturing company and is the parent com-
pany of Rolls-Royce Motor Cars.

14. — The issue of cost saving is the most important one at today’s “cascade brief-
ing”. Globalization is forcing businesses to make cost savings by reducing operating
costs.

15. — I cannot give him a free hand in this project — he seems to be demotivated
and can spoil everything. Moreover he spreads rumors about salary reduction, although it
is not confirmed.

12. Translate into English:

1. Korna paGoTHUKYM 4yBCTBYIOT, YTO UX HE IIEHAT, OHU JIMIICHbI MOTHUBAIIMH.

2. IMonrona mpakTUKX W Tpe3eHTaluu y Bac OymyT jydiie nojayyaTtbes.

3. — OcHOBHOI1 BOMpPOC AJisi 00CYXIACHUSI Ha CETOJHSIIHEM COBEUIaHUH — 3TO BO-
MPOC O COKPAIIEHUU U3ACPIKEK.

4. OH neMCTBUTEIHLHO NEPESKUBALCT 32 CBOMX PAOOTHHUKOB.

5. — Sl Xy XOpoIuX pe3ydabTaTOB OT ITUX KYPCOB (BO3/arar0 HaJeXIbl), TaK Kak
YBEPEH, UTO BbI CIIOCOOHBI K OBICTPOMY 00YUEHHIO.

6. — Y Hac ecThb HECKOJbKO BapUAHTOB, KaKk M30€KaThb BO3MOXKHOI'O COKpAICHUS
1ITaTa COTPYAHUKOB.

7. Teopusa X [yrnaca Maxkl peropa ocHoOBaHa Ha OTPULIATEIBHOM B3IJIAJIE HA YEJIO-
BEUECKYIO IIPUPOJTY.

8. B coBpemeHHbIX ycaoBHsIX (OpMBI yyacTHsi paOOTHUKOB B YNPABICHUU BEChMa
pazHoo0Opa3HbI.

9. Ilpu yuacTuu pabGOTHUKOB B YIIPABJICHUH OpPTaHHW3AI[MEH MMOBBINIACTCS MOTHBA-
s v 3QhEeKTUBHOCTD TPYAa.

10. — MpbI cuuTaem, 4TO BBl JOJDKHBI UMETh MOJTHYIO CBOOOJY ACHCTBHUMA MpU pas-
paboTke COOCTBEHHBIX CTPATETHiA.

11. MaTepuHCKasi KOMIIAHUSI — 3TO KOMITaHUS, KOTOPOU MPUHAJICKUT OOJIee Moo-
BHUHBI KamuTana, T.e. KOHTPOJIbHBIN MaKkeT akiuil (majority shareholding/majority stock).

12. Cornacuo Teopuu X, JIt0JIU SBISIOTCS Ha paOOTY TOJNBKO PaJM 3apILUIATHI.

13. — 4 cnblan cTONBKO CAYXOB U KJIE€BETHl B Bai ajgpec, 4To y MEHs HET COMHeE-
Huii: Bel — ipekpacHubiit yenosek! (Ockap Yaiinwo).

Language Skills oo

13. Put the words in brackets into
the correct order:
https://www.google.ru/search?q=theory+x-+and-+theo
ry+y+cartoons+tpictures&newwindow=1&biw=1280
&bih=675&tbm=isch&tbo=u&source=univ&sa=X&
ved=0ahUKEwio47GOsOnRAhWWDWRQKHWAzA

40QsAQIHg#imgdii=Jv4JZ7b61QoRaM%3A%3BJv g =\ e \\
4JZ7b6iQoRaM%3A%3BnbYagzTfVInmYM%3A& %ﬁfﬁj i

imgrc=Jv4JZ7b6iQoRaM%3 A No, Thursday's out. How about i wever good for you??
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NN

had in)
8.
9.

He explained that he . (an expert was in such tasks)

The boss told . (to not be late for work again)

He asked him . (wasn’t why ready his presentation)

She said she . (always ahead planned)

He told me . (how enjoyed he had working with this team)

The manager announced that . (was better the situation getting)
My grandfather said he . (his youth been good with numbers
She told me that the new manager . (much is older our staff than)
She asked her new employee . (she how had with such a problem

managed to solve)

14. Translate into Russian:

1.

Rl el

ChI.

Howm

8.

OH cka3ai, 4To yCIbIIIal XOPOIIUe MPEAT0KEHHS OT pAOOTHUKOB.

JIMpEeKTOp MOCOBETOBANI MEHEIXKEPY OT/IeJIa HHOTia MIepeaaBaTh MOJTHOMOYHS.
Omna cka3zana, 4To B o(huce OueHb IIYMHO, M OHa HE MOKET COCPEIOTOUNTHCH.

Ha cobecenoBanuu ero crpocuiy, KOrjaa OH MpOXOo il MOATOTOBUTENIbHBIE Kyp-

HuxkTo HEe roBOpuII, YTO 3TO HAII HOBBIM HaYaIbHUK.

MeHemkep 3asBUIL, UTO BIIOXKWI CPEJCTBA B HOBBIE O0YYAIOIIHE KyPCHI.

Cecrpa cka3ana, 4TO HIIET HOBYIO padoTy.

VciomHUTEeTBHBIN PyKOBOAUTEI> TOBOPHII Ha COBEIIAHUH, YTO HAJIO CTPEMHUTHCS

K ITOBBIIICHHUIO HpI/I6LIJ'II/I.

9.

MapKeTOery CKa3ajii CACJIaTh aKIICHT HAa IIPOABUKCHHUC HOBOI'O TOBApa.

10. OHu cnpocwiy, Kak OH CIPABISUICS ¢ TIOJOOHOM 3amavyeil Ha TmpenbIayIieit pa-

oore.

11. FOBOpI/IJII/I, 4YTO KOHTPOJb Ka4€CTBa B IIPOLIIIOM IOy ObLT1 Ha 00Jiee BHICOKOM

YPOBHE.

15. Fill in the gaps with the right prepositions:

e R Al

on; at; to, about; with, in; of; out, for

Patagonia responds  people’s environmental concerns.

He apologized  coming late for the meeting.

They argued  their French colleagues  the terms  the contract.
It was not difficult  him to learn Arabian — he is good  languages.
I don’t believe his ideas about restructuring.

He needs a tutor. He is not capable  self-study.

She specializes  new computer technologies.

He agreed  his colleagues  the date of the product launch.

She is seeking  opportunities to her ideas into practice.

16. Translate into English:

l.
2.

[TpaBUTENBCTBO CTPEMUTCSI IIOBBICUTH JIOCTYITHOCTL MHTEPHET PECYPCOB.
[Ipodcoro3 mpuien K cormacuio ¢ padoToaaTeNIeM IO BOIPOCY OILIATHI Iy TEBOK

paboumnm.

3.

Byxranrep oTunTancs nepen IMpeKTOPOM IO BOMPOCY 00 OIIaTe HaJOTOB.
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4. Ycnex B MajloM OM3HECE 3aBUCUT OT NPEANPUHUMATEIbCKOU KUIKU paOOTHHU-
KOB.

5. 3aluTHUKU OKpYyXarollel cpenbl 00ECHOKOEHBI MOBBIIIEHUEM TeMIepaTyphl
MHPOBOTO OKEaHA.

6. KoHCynpTaHT TOProBOro LEHTpPa JOJDKEH HAXOAUTHCS B Ipejenax BUIUMOCTU
MOKyTIaTesen.

7. pencenarenb caienan akIeHT Ha MIAHOBBIX MOKA3aTENAX PaOOTHI.

8. IloBbICHB pa3Mep MEHCUH, TPABUTEIHCTBO MPOSIBUIO MOUTMHHYIO 3a00TYy O MEH-
CHOHEpAX.

9. I'yGepHaTop OKa3an CYHIECTBEHHYIO MOJJICPKKY CEIbCKOXO3SMCTBEHHOMY CEK-
TOPY.

10. VMBanoBcKkas 001acTh COEMATUZUPYETCS HA IPOU3BOACTBE TEKCTHIISA.

11. 'epmaHnus sBiIsieTCS NEPBOIPOXOAIEM B 007IaCTH IKOJIOTUYHON 3KOHOMUKH.

17. A Little Bit of Humour

A. Complete the sentences with the correct form of the verbs in brackets

A crow (sit) on a tree, doing nothing all day. A rabbit (ask) him,” Can I also (sit)
like you and (do) nothing all day long?” The crow (answer): “Sure, why not.” So, the
rabbit (sit) on the ground below the crow, and (rest). A fox (jump) on the rabbit and (eat)
it. Moral of the story: To be (sit) and (do) nothing, you must be (sit) very high up.

B. Change all direct speech in the story to make a reported dialogue

A sales rep, an administration clerk, and the manager are walking to lunch when
they find an antique oil lamp. They rub it and a Genie comes out. The Genie says, “I’ll
give each of you just one wish” “Me first! Me first!” says the admin. clerk. “I want to be
in the Bahamas, driving a speedboat, without a care in the world.” Poof! She’s gone. “Me
next! Me next!” says the sales rep. “I want to be in Hawaii, relaxing on the beach with
my personal masseuse, an endless supply of Pina Coladas and the love of my life.” Poof!
He’s gone. “OK, you’re up,” the Genie says to the manager. The manager says, “I want
those two back in the office after lunch.”

Moral of the story: Always let your boss have the first say.
http://www.managementparadise.com/forums/laughter-accelerated-just-chill/21841-six-stories-morals-
really-funny.html

18. Translate into English:

1. KonTposb kauectBa NpOAYKIMU HA MUILIEBOM MPEANPUATUNA JOJKEH OCYIECTB-
JSITHCSL OYEHB TIIATEIBHO.

2. Manomy O6u3HecCy Halllel CTpaHbl Hy»KHa He3aMeJUTUTeIbHas TOJIIEPIKKa.

3. B 1980 Puuapa bpercon co3nan nepBblii pO3HUYHBIN Mara3sud Virgin.

4. MHorue npeanpuHUMAaTENN yOeKIeHbl, YTO OCHOBHAas LieJb OW3HEca — 3TO He
10JIy4eHHEe NPUObUIH, a CBOOOA U HE3aBUCUMOCTb.

5. SIBnsisich XOPOUIUM MEHEIKEPOM, OH YJEJsI OOJBIIIOe BHUMAHHUE OJaromnosy-
YUIO COTPYJIHMKOB U KaueCTBY paboueil )KU3HU.

6. Ananc (advance payment) Ha CTPOUTEILCTBO 3JaHUS, €CIU ATO CYIIECTBEHHAs
CyMMa, HYy>KHO yKa3bIBaTh OTJIeJIbHOM cTpokoii B Oanance. (balance sheet)

7. CBoumu punbMamu Tonu Keil mbiTaeTcst BeI3BaTh 3aUWHTEPECOBAHHOCTh MHOTH-
MU COLMAIILHBIMU BOIIPOCAMHU.

8. I'myOGodvaiiimuii TPUHITKIT YeJIOBEUECKOW MPUPOJIBLI — ATO Kaxaa MOXBaJbI (Vuib-
am [[cetimc).
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9. IlepBOMpOXO/IIIEB TOJKAET JIFOOOMBITCTBO, a CIEAOM UIET Hayka (HKax-Ue Kyc-
mo).

10. B3auMHOe yBakeHHE BO3ZHUKAET TOJIBKO TOT/Ia, KOTJIa MPOBEICHBI TPAHULIBI U K
HUM OTHOCSTCS ¢ TouTeHueM (B. [lleebenn).

11. BoBlieyeHHOCTh IIEpCcOHANA — 3TO (PUINYECKOE, IMOLIMOHATBHOE Y MHTEIUICKTY-
aIbHOE COCTOSIHME, KOTOPOE MOTHUBHPYET PaOOTHHKOB BBIMOJIHATH PabOTy KaK MOXKHO
Jydlle.

12. V nac nBa BapuaHTa: AaTh €My HOJHYIO CBOOOY EUCTBUM WU MEpPENaTh Mpo-
€KT JIpyrOMY YEJIOBEKY.

13. DddekTuBHOCTL pabOTHl 3aBUCUT OT YUaCTUsl COTPYJHUKOB B PEIICHUU CEPb-
€3HBIX BOIIPOCOB.

14. Korma paOOTHUKH JUIICHBI MOTHBAIIMU, OHU MPUXOAAT HA pabOTY TOJIBKO pajv

CHET.
15. MblI BBIMCKHMBAEM HOBOE PEILIECHUE 110 BOMPOCY O COKPAILICHUHN U3IEPIKEK.

Listening

19. Match the words with their Russian equivalents:

1. absenteeism a. HEe UMETh OlpaBIaHUs

2. goup b. mpenacraBuTeNnb mpodcoro3a
3. monitor (verb) C. HEBBIXOJ Ha paboTy (Mpory)
4. sickness level d. KOHKypeHT

5. union representative €. TIOBBIIIAThCS

6. per year f. ypoBeHb 3a0051€BaeMOCTH

7. competitor g. KOHTPOJIUPOBaTh (YIPaBIATH)
8. h.

have no excuse for B IOJ]

20. Match the words with their Russian equivalents:

1. join ...for dinner a. bonrarb o

2. have a lot of contacts b. urpaTh B CKBOIII

3. manufacturer C. NMPHUCOEAMHUTHCS 32 00e10M

4. feel jet-lagged d. BpemsmpenpoBoXIeHUE

5. spare time €. MPOU3BOJUTEIND (MU3TOTOBUTEID)

6. chat about f. UMeTh MHOTO KOHTaKTOB

7. eat out g. TIEPEeKUBATh HAPYIIIEHUE CYTOYHOTO PUTMA

8. play squash h. cBoGogHOE Bpemst

9. pastime 1. ecTb BHE JioMa (B pecTopane, kade u T.1.)
21. Match the words with their Russian equivalents:

1. supply a. Croit! Ilomoxmu! (pase.)

2. enquiry b. 11eHUTH

3. reasonable price C. TOCTaBJATH (MIOCTaBKA)

4. hold on! d. ynomunars

5. business card €. 3ampoc

6. give...acall f. pazymHas nieHa

7. mention g. T03BOHHUTH

8. appreciate h. Bu3uTKa
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22. Give the English equivalents:

1) moBbIaThes; 2) 60aTaTh 0; 3) HE UMEThH ONMpaBAaHUs; 4) UMETh MHOTO KOHTaK-
TOB; 5) MpeaCcTaBUTENb MPOQCcor3a; 6) ypoBeHb 3a00JIeBAEMOCTH; 7) pasyMHas lieHa; 8)
BpEMSIIPENPOBOXKACHUE; 9) KOHTponupoBaTh (yrnpasiaTh); 10) urpats B ckour; 11) mpu-
COCIMHUTRLCA 3a 00eaoM; 12) mpousBoauTens; 13) B roa; 14) mepexuBaTh HapylleHHE
cyTo4yHoro putma; 15) cBoboaHoe Bpemsi; 16) 3ampoc; 17) ectb BHe qoMa (B pecTopaHe,
kade u 1.71.); 18) HeBbIX0O Ha padoty (mporyn); 19) Busutka; 20) KOHKYpeHT; 21) MOBHI-
maThes; 22) eHUTh; 23) MOCTaBISTH (ITOCTaBKa); 24)yOMUHATE; 25) TO3BOHUTb.

23. Read the situations below and make up dialogues using the lexis from ex-
ercise 25.

1. Last month Helen Jordan applied for a job in your organization and is finishing
her probation period now. It’s time to discuss her strengths and weaknesses and come to
a solution — either to give her the job or not.

2. Student A.

You are a representative of the German car manufacturing company meeting your
Australian business partner for making up a contract.

Student B.

You are an Australian businessman who has come to Germany to sign up the new
contract with your German colleagues.

Task: Make a small talk before you come to business.

Writing

The objective of communication is not the transmission but the reception (Dr
Gerard M Blair)

Reports
https://www.google.ru/search?q=business+correspon-
dence+cartoons&newwindow=1&biw=1280&bih=675&t
bm=isch&imgil=n4fdhYRI63ksMM%253A%253BXyB-
RsUVDXzoDM%253Bhttps%25253A%25252F%25252F
www.cartoonstock.com%25252Fdirectory%25252Fw%2
5252Fwriting_letters.asp&source=iu&pf=mé&fir=n4fdh’Y
RI63ksMM%253A%252CXyB-
RsUVDXzoDM%?252C &usg=_amZED9dR8eOEILsdit
66 _11Yc6k%3Dé&ved=0ahUKEwj2mJvErPTRAhVpOpo
KHUSUAOAQyjcILA&ei=3q-
UWPaxBun06ATLqlyABA#imgrc=5tKOMCGqwaSz7M:

A short report is usually written to inform the authority concerned or specific read-
ers about a specific matter so that they can make appropriate decision about the matter. It
consists of facts and sometimes analysis of facts. The information provided in a short re-
port is arranged somewhat in a memo format. While writing a short report, one must start
it with an introduction heading. Also the purpose of writing the report including explana-
tion should be mentioned in it. The length of a short report is usually from half page to
two pages. However, the followings are the parts of a short report.
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(1) Introduction

(2) Discussion

(3) Summery

(4) Conclusions

(5) Recommendations
(6) Appendix

1. Study the example of a report and comment on the style of a report, its
structure, logic and vocabulary.

Example 1

Western University
English Department
Uttara Campus
Dhaka 1230
Bangladesh.

Report On The Possibility Of Opening A Short Course In English

Introduction

In a meeting of the department of English held on 20 May 2014, the view was ex-
pressed that our students have a very poor command in English, both spoken and written.
So it was proposed that a short course in English should be opened under the manage-
ment of the English teachers.

Discussion

We realized the need for such a course for good reasons. From the answer scripts of
the students of different departments, we found that the standard of English of about 80%
of them is far below the average. We interviewed many students of our university, of
some other universities, and even some outsiders, and found that they deplorably lacked
correctness in writing and fluency in speaking English. We also talked with them about
opening a short course in English in order to help them with the basics of written and
spoken English. They all highly appreciated the idea and opined that such a course would
be of much help for them.

The students need to use correct English in their answers of the exam questions in
different courses and subjects. If they are given some knowledge about the basics of spo-
ken and written English, they can go a long way towards their improvement.

Conclusion
So we think that Short Courses in English will be a quite popular programme. It will
help students, non-students, and professionals.

Recommendations

We would recommend that such a course should be opened in the Department of
English, and the university should look into the financial aspects of the programme as
early as possible.
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Mohammad Kamrul Islam
Head of the Department of English
15 June, 2014

Some More Tips

1. BE CONCRETE
Give specific details.

ABSTRACT

CONCRETE

- Your study package will be delivered
soon

- Your superannuation plan will earn high
interest.

- Photocopiers should have appropriate per-
formance parameters.

-Your study package will be delivered in
two weeks time.

- Your superannuation plan will earn 10%
interest.

- Photocopiers should be able to produce
50 stapled copies of 20 double-sided sheets
in less than 3 minutes.

2. BE CONVINCING
Use language that is believable.
Avoid exaggeration and superlatives.

Suggest possibilities or probabilities rather than making forceful assertions.

EMPHATIC

REALISTIC

-Always

-Never
-Everyone/everything/all
-No-one, nobody

-Must, should, will

-Usually

-Rarely

-Most

-A few, some
-Could, might, may

3. Whenever possible, use active voice to let the subject perform the action.

PASSIVE

ACTIVE

-Record enrolments were received by the
University this year.
-The report was completed by Sue.

-The University received record enrolments
this year.
-Sue completed the report.

4. BE COURTEOUS

Display good manners and a caring attitude in your writing.

Whenever possible, phrase your writin

positively with a pleasant tone.

NEGATIVE

POSITIVE

-We cannot deliver your study package
before 1stMarch

-We cannot agree to the present terms and
conditions outlined in your contract.

-You failed to enclose a cheque with your
order; therefore, it 1s impossible to send
you the merchandise.

-Your study package will be delivered as
soon as possible after 1stMarch.

-Some discussion regarding the terms and
conditions will need to be entered into be-
fore we can reach a mutually satisfying
agreement.

-As soon as your cheque arrives, well send
your order through express delivery.
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Texts for retelling and discussion
1. Read the text and retell it:

Sending a strong message: protecting your employees

In 1985, a film company facing financial pressure hired a new president. In an effort
to cut costs, the president asked the two leaders of a division, Ed and Alvy, to conduct
layoffs. Ed and Alvy resisted—eliminating employees would dilute the company’s value.
The president issued an ultimatum: a list of names was due to him at nine o’clock the
next morning.

When the president received the list, it contained two names: Ed and Alvy.

No layoffs were conducted, and a few months later Steve Jobs bought the division
from Lucasfilm and started Pixar with Ed Catmull and Alvy Ray Smith.

Employees were grateful that “managers would put their own jobs on the line for
the good of their teams,” marvels Stanford’s Robert Sutton, noting that even a quarter
century later, this “still drives and inspires people at Pixar.”

2. Read the text and discuss it:

My Best Boss — Stories of the Greatest Bosses of All Time

There’s no shortage of stories about bad bosses out there — get any group of workers
together and you’re sure to hear some horror stories. But it’s rarer that we get to hear
about the good bosses — but there are plenty of them too, and it’s time they got their turn
in the spotlight.

I recently asked readers about the best boss they ever had. Here are five of the most
impressive managers they talked about.

1. Taught me office politics

“My first boss was amazing. She would often say, ‘Hey come in here and listen to
this phone call.” Then she’d explain the politics of what happened and I’d be expected to
handle the next one. Each situation and project she gave me, she prepped me for but ex-
pected me to handle on my own as well. She supported me but demanded that I produce
results. The job had moments that were extremely frustrating and she gave me resources
to help understand what I was doing wrong and alter my strategies.”

2. Even fired employees liked her

“My best boss was one from early in my career. She was reasonable about workloads,
provided insightful feedback and suggestions, and was always polite and professional in
dealing with employees, colleagues, outside professionals, and clients. We knew she had our
backs but also would deal with problem employees with empathy and professionalism.

I once ran into an employee she had fired who told me that they admired and re-
spected this supervisor and felt their performance deficiencies had been dealt with re-
spectfully and professionally. The person said she was given every opportunity to be suc-
cessful including extra training and mentoring but ultimately lacked the skills needed to
do the job. How many people would say that after being fired?

Every manager should take lessons from my former boss. I would work with or for
her again in a heartbeat.”

3. Helped me move on

“My boss was the one who advocated for a promotion for me and when my
employer overlooked me, she helped me to grow and understand that it might be time to
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move on. When I put in my two weeks, her exact words were ‘I am so incredibly proud
of you,” which was just the right response.”

4. Fair decision-making

“I really appreciate both of my current bosses because of how they handle making
decisions that don’t make everyone happy. There are times in any organization where, no
matter what you decide, some people will wish you’d decided differently. But these two
women are both good at getting input from all the relevant contingents before making big
decisions; being candid and open about the decision process when possible, and upfront
about not being open when it’s not possible (e.g. confidentiality issues); communicating
the decision clearly, acknowledging that people might disagree but still being firm that
this is the decision; being open to feedback and revisiting decisions down the line if
something changes; not taking things personally or trying to prove their authority. It cre-
ates a culture where it’s safe to voice dissenting opinions, but where decisions do get
made and things get done.”

5.I’d give him a kidney

My first boss wanted to surround himself with what he felt were great people. He
was there for guidance, but he let you run with your strengths regardless of whether or
not something was in your job description. Working for him you just felt more capable,
smarter, part of a team.

Not everyone liked him — he was polarizing. But without exception, the higher per-
forming people loved him for the opportunities and those just trying to do as little as pos-
sible would have burned him in effigy.

But he had this magic where he could just make you feel like you could do abso-
lutely anything. He instilled confidence like no one I’ve ever known. There is a lot of lip
service every day to team players — but at the risk of sounding like a cliché, he really had
a way of making you feel like you were part of a team. You knew what you did mattered.
It mattered to the company and it mattered to him.

I don’t have any idea how he did it. No effusive compliments, no empty praise, no
weekly luncheons or gift cards. When he said ‘thank you, I couldn’t have done it without
you,” you just knew he meant it. There was never a question that he had your back. He
engendered a loyalty that’s rare. I haven’t worked for him in years, but if he needed a
kidney, I’d see if [ was a match.

References:
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https://ru.m.wikipedia.org

http://www.csu.edu.au/ _data/assets/pdf file/0004/51934/Business-Report-Writing-Skills.pdf

http://dailyenglish24.blogspot.ru/2014/06/short-report-example-sample.html

http://www.crossculture.com/blog/nationalities/cross-cultural-factors-in-leadership-in-the-middle-
east/

http://www.mirradosti.com.ua/?p=834

http://www.mgmtstories.com/sending-a-strong-message-protecting-your-employees/

http://www.quickbase.com/blog/my-best-boss-stories-of-the-greatest-bosses-of-all-time
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Vocabulary

absenteeism HEBBIXO0JI Ha paboTy (mmporyn)
act JICCTBOBATH

agree on JIOTOBOPHTHCS O

agree with COIJIACUTHCSI C

apologise for

IMPUHCCTU U3BUHCHUSA 34

apologise to

IMPUHCCTHU M3BUHCHUS K.JI.

appreciate IICHHUTD

argue about CHOPHTH O

argue with CIIOPHTH C

availability JOCTYITHOCTH (AOCTYM)

be aware of smth 3HATh O

be good at UMETh CIIOCOOHOCTh K 4eMY-JIH0O0; XOpOIIO YMETh
JeNath

believe in BEpPUTH B

bow KJIAHSTHCS

build coalition CO3/1aBaTh KOAIUIIHUIO

business card BHU3UTKA

chairman pecenaTesb

chat about 6oaTaTh O

communicate with o0IaThCs C

competitor KOHKYPEHT

credibility HaJICKHOCTh

deal with (problems) HUMETH JICTIO C (CnpasisamsCs, peuianms npooiemol)

decision pelieHue

delegate to a deputy

nepcaaBaTb NOJIHOMOYHA 3aMCCTUTCIIIO

display caring attitude towards

JEMOHCTPUPOBATh MOAXO0J, OCHOBaHHBIA Ha 3a00Te
0 KOM-J1100

draw on the experience

OCHOBBIBAaTbhCs HaA OIIBITE

eat out

€CTh BHE JioMa (B pecTopane, kade u T.11.)

effective communication

s dexTuBHOE 00IIICHNE

employees’ concerns

0eCIOKONCTBO PaOOTHUKOB

enduring

HOCTOHHHBIﬁ, BBII[ep)KaHHBIﬁ BpPCMCHCM

engender a commitment

BBI3BIBATh 3aMHTEPECOBAHHOCTH (TIOPOXKIATH O00sI-
3aTeJIbCTBA)

enquiry

3a1poc

entrepreneurial spirit

MpEeANPUHUMATENBCKAS KIIKa (IPEANPUHAMATE b~
CKHI TyX)

environmental and social issues

9KOJIOTMYCCKUC U COITNAJIBHBIC BOIIPOCHI

essential BAYKHBII

executive PYKOBOJUTENH

feel jet-lagged NePEKUBATh HAPYLICHHE CYTOYHOTO pUTMaA
flexibility TMOKOCTb, YCTYITYUBOCTD

focus on COCPeIOTOYUTh BHUMAHUE Ha 4YeM-IH00
follow-up MIPOJIOJKATH JICHUCTBOBATH

foremost NIepEI0BOM, MEPBBII, CAMbIW TIaBHBIN

genuine concern for people

Mo AJIMHHAasA 3a00Ta 0 JIOOAX
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give a call MI03BOHUTh

give orders OT/IaBaTh MPUKA3BI
goal-scorer aBTOp roJsa

go up MOBBIIIATHCS

have a lot of contacts

HMMCTb MHOI'O KOHTAKTOB

have belief in

UMETh YOKICHNUE B 4eM-JIH00

have confidence

OBITh YBEPEHHBIM

have no excuse for

HC UMCTDb OIIpaBAaHUA

hold on! croit! momoxau! (pase.)
hospitality TOCTEIIPUUMCTBO

hug oOHHMMATh

immediate He3aMe I TENIbHBIN, CPOUHBIN
invest in training BKJIQ/IBIBATh JICHBI'M B 0OyUYEHHUE
involvement BOBJICUCHHOCTD

join ...for dinner

MIPUCOCAMHUTRCSA 32 00€]I0M

judge people’s abilities

OLIEHUBATH CITOCOOHOCTH JIFOAEN

lack of experience

HEXBATKa OIIbITa

listen to

CJIyHIaTh

loyalty

IPEAAHHOCTh

make a profit

M0JIy4aTh NPUObLIL

make difference

HUMCTBb 3HAYCHHC

make suggestions

JenaTh OPeanoaoKeHus (IpeasioKeHus)

make up of smb

COCTaBUTH U3 K.-JI.

manufacturer

MIPOU3BOIUTENH (M3TOTOBUTEIID)

mention

YIIOMHWHATD

monitor (verb)

KOHTPOJIMPOBATH (YIIPABIATH)

mutual consideration

B3aMMHOC YBA)KCHUC

(not) to be good with

ObITh (HE) B Ja/1aX C 4eM-1100

over-confident CaMOHAJIeIHHbIN

overdo nepeycepACcTBOBATh

pastime BpPEMSIIPENPOBOKICHHUE
persuasive yOeInTenbHbIN

personal qualities JUYHOCTHBIC KaUueCTBa

per year B IO

pioneer TIEPBONPOXOEI], UHULIUATOP
place emphasis on JenaTh akIeHT Ha 4eM-JTH00
plan ahead TJIAHUPOBATh 3apaHee

play squash UTPATh B CKBOIII

plenty of experience

MHOI'O OIIbITa

praise for

ITIOXBAJINTLH 3a

practical aid

peanbHas (MpakTHUeCcKas) TOMOIIb

provide support

MIPEOCTABIATEH MOJICPKKY

quality control

KOHTPOJIb Ka4CCTBa

reach an objective

JOCTHUYb IICIIN

reasonable price

pa3yMHas IieHa

reduce the amount of smth

YMCHBIIUTH KOJNUYCCTBO Y.-JI.

reflect

PAaSMBIIIATD
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report on

JOKJIaALIBATE O

report to MOYUHATHCS K.-JI.

respond to pearupoBaTh Ha YTO-JIMO0, OT3BIBATHCS
retail store Mara3uH pO3HHUYHON TOPTOBIU
satisfaction YAOBJIETBOPEHHE

sickness level YPOBEHb 3a00JI€BAEMOCTH

skills HaBbIKU

spare time cB00OIHOE BpeMsi

specialize in CHEUAIU3UPOBATHCS HA YEM-TTM00
staff welfare OJlaronoyrygme COTpyJHUKOB

stand back OTCTYMAaTh

statesman rOCYJJapCTBEHHBIN IEATEIb
substantial COJIMIHBIN, CYIIIECTBEHHBIN
superficial MTOBEPXHOCTHBIN

supply MOCTaBJISATH (ITOCTaBKA)

support oA JEpIKKa

talk about TOBOPHUTH O

talk to TOBOPHUTH C

training course y4eOHBIN Kypc

treat people OTHOCHUTHCS K JIFOJISIM

under promise

CBSI3aHHBIM CIIOBOM

union representative

MpeICTaBUTEINb Tpodcoro3a

urgently CpPOYHO
visibility BUJIUMOCTb, BU3yaJlbHasl JOCTYTHOCTb
weakness c11a00CTh

well-written

XOPOIIIO HAMMCAHHBIN
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Unit 10. CONFLICT

Starting Up

1. Match the words with their Russian equivalents:

1) handling conflicts

2) intervene and propose something new
3) take sides with those you like

4) ask to turn it down (music)

5) say nothing

6) behave as though nothing has happened

7) call the police

8) talk to each one separately about the
situation
9) shout at them to stop

10) be in the check-in queue at an airport
11) ask them to go to the back of the
queue

12) jump the queue

13) report to an airport official

14) consider carefully what somebody
says

15) get angry and criticize somebody in
return

16) ask what is going on

17) to pretend an off-duty police officer

2. Translate into Russian:

a) BecTH ce0sl Tak, Kak OyJATO HUYETO He
MPOU3OIILIIO

b) npoiiTu 6€3 ouepenu

C) COOOIIUTH MPEACTaBUTENISIM a3pOIopTa
d) KpUKHYTH UM, YTOOBI IPEKPATHIIN

€) paccepaAnThCS U KPUTUKOBATH B OTBET
f) noroBopUTH ¢ KaXAbIM OTAEIBHO IO
HOBOJY CUTYaIllH

g) IPUKUHYTHCS MOJIMIEHCKUM TIPH HC-
NOJTHEHUH 00s13aHHOCTEN

h) BMemaTbcs U NpeAsioKUTh YTO-TO HO-
BOE

1) TIIATENBHO 00 TyMaTh TO, YTO TOBOPAT
apyrue

J) HUYETo HE CKa3aThb

k) cripocuTh YTO MPOUCXOIUT

1) mompocuth y6aBUTH My3bIKY

m) MPUHSATH CTOPOHY TEX, KOMY CHMITaTH-
3UpYEIIb

N) BBI3BATh MOJHUIIUIO

0) paccMOTpeHHEe KOH(PIMKTOB

P) MOIIPOCUTH UX BCTaTh B KOHELl OYEpEIU
q) CTOSITh B OYEPEIN HA PETUCTPALIHIO

1.You should be good at managing conflicts if you want to work effectively.
4. When you see two strangers hitting each other the best way is to call the po-

lice.

5. My friend started complaining loudly to everyone when saw somebody jumped

the queue.

6. My sister cannot stand critics from other people and get angry and criticise

them.

7. In the meeting we agued too long and could not agree with each other so we

had to take a break.

8. Sometimes it makes sense to bring two sides of the conflict together and dis-

cuss the problem

9. We normally don’t like when our colleagues criticize our work but we should

consider carefully what they say

10. Please don’t pretend that nothing is going on.
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11. The essential part of the activity and responsibility of any manager is taking
actions to manage conflict
10) What would you do if your colleagues often criticized you?

3. Translate into English:

1. Nnorna KoH(MIUKTEI MOTYT OBITH MPOTyKTUBHBIMHU.

2. Ecnmn y Te0s1 ecTh 3aBBIIICHHBIE (HEPEATUCTUYHbBIE) OKUIAAHUSA OT HOBOTO MECTa
paboThl, TeOe OyIeT TPYIHO CIIPABUTHCS C BO3MOKHBIM Pa30u4apOBaAHUEM.

3. HepocTtaTok KOMMYHHUKAIIMKM — OJHA U3 CaMbIX PACIPOCTPAHEHHBIX MPUYUH BO3-
HUKAIOIIHUX KOH(DIUKTOB.

4. Ecnu Obl BBl OBJaJeNM HAaBBIKAMH aKTHBHOTO CIIyIIAHUs, BBl Obl cTaynu Oosee
3 (PEKTUBHBIM MEHEHKEPOM.

5.Y1o0BI ycrenHo pa3peiuTh 1e10BOi crop, He0OXOAMMO 3HaTh OCHOBBI IIPOIIEC-
ca MeJIUaIHH.

6. Ecnmn Menmatop OyaeT WCmoib30BaTh MPABUWIIBHBIC TEXHUKH MEIHAINN IS pas-
penieHusi KOHQINKTA, OH CMOXET MOMOYb CHOPSALIMM CTOPOHAM JIOCTHYb MX COOCTBEH-
HOT'O BapMaHTa COTJIAIICHUSI.

7. Menuamysi 3TO MPOIECC BOBJICUEHUS TPETHEH CTOPOHBI B PACCMOTPEHUE CIIOPA.

8. IlepBbIii Iar B peUICHUM CIIOpa — ATO MOTOBOPUTH C KAXKJIO0H CTOPOHOM OTAEIHHO
0 MOBOY BUJICHUSI CUTYAllUU U IPUUKHBI pa3ziopa.

9. Urto OBI BBI cAeNaI, CTOS B OYEPEIU 3a OMIIETaMH, €Clid Obl KTO-TO TOTBITAJICS
poJe3Th O3 ouepeu.

10. Ecniu ObI BBl ObUIM CBHJIETEEM CIIOPA MEXAY CBOMMH KOJUIETaMH, Bbl Obl BMe-
HIAJIMCh U TIPEJIJIOKUIN CBOE pellieHne KOH(MDIUKTAa WM MPOMOTYAIN Obl?

Listening

4. Match the words with their Russian equivalents:

1) the most common reasons of dis-
putes at work

2) unrealistic expectations

3) lack of flexibility

4) lack of communication

5) resolve business disputes

6) commercial parties

7) get involved in mediation process
8) set an agenda

9) let’s face it

10) no one cares

11) be able to discuss difficult issues
thoroughly and frankly

12) be willing grapple with the issues

a) MPUHUMATh yyacTue (BMEIIMBAThCS, BKIIO-
4aThCsl) B MPOIECC MeIUaLUU

b) Ha3HAYUTH MOBECTKY JHS

C) BCEM BCE PaBHO

d) cMoub 00CYAUTH TPYAHBIE BOPOCHI TIIA-
TEJIBHO U OTKPOBEHHO

€) ObITh TOTOBBIM MIPEOJIONIETh MPOOIEMBI,
TPYAHBIE BOIIPOCHI

f) oTcyTcTBUE (HETOCTATOK) KOMMYHHUKAITUN

g) OTCyTCTBUE (HEO0CTATOK) TMOKOCTH

h) kommepueckue cTopoHbI

1) pemaTh J1€JI0BbIE CIIOPHI

]) HEpeaTUCTUYHBIC (Upe3MEpPHBIE) OXKUIAHUS
k) naBaiire nmpu3HaeM 3To (IOCMOTPHUM IpaBJE B
rjlaza, CKakeM IpSMO, IO MPaBe TOBOPSI, IPH-
3HAEMCs YECTHO)

1) cambie pacripocTpaHeHHbIE TPUYUHBI CLIOPOB
Ha paboTe

145



5. Find English equivalents:

1) kak MeauaTop BBl JOJKHBI MPOSBIISTH TEPIICHHE, 2) MEPCOHAT, KOTOPBIM MOXET
NPUHUMATh peleHus, 3) UCKyCHO paboTaTh CO CTOpOHaMH (KOH(IUKTA) AJIs MOITy4YEeHUs
MOJTHOTO TIOHUMAaHUs BbIroA, 4) Oyayliue BBITObI, TOydYaeMble OT pa3peleHus cropa,
5) co3manue mpaBUIbHON aTMoc(epsl AJis MPOBEICHUS TPYIHBIX Pa3roBOPoOB, 6) yI0CTO-
BepbTECh/yOEUTECh, UTO €CTh JIIO/M, MPUHUMAIOIINE PELICHHE, KOTOpbIe )KeaarT 0o-
poThCs ¢ MpoOIEeMOH, 7) TUITMYHOE OTHOIICHUE CO CTOPOHBI PYKOBOJICTBA, 8) 3TO MOXKET
MIPUBECTH K 3a0acTOBKE, 9) MbI IOJKHBI YTO-TO € 3TUM Jenarb, 10) 3T0 cTOUT paccMoOT-
petb, 11) M1 Bo3aMecTuM 30 IPOIICHTOB CTOMMOCTH, 12) OH CHJIBHO TIOJIBEJI MEHS C 3aKa-
30M, 13) s He 10BOJIEH TeM, KaK Bbl pyKOBOJUTE OTAEIOM. 14) pa3periars Jel0BbIE CIIO-
pbl. 15) Kakoe 3HaYeHHE A pabOThl UMEET KOMMEpUeckoe cornamenue, 16) Hemocra-
TOYHO MPOJAYMaHHbIE TEXHUYECKUE YCIOBUS

Reading

3. Find English equivalents:

1) pasHornacus siBnsitorcs GopMoit KOH(MIUKTA, 2) COPBI MOTYT CHAENaTh 00CYXkK-
neHue 0osiee MPOMYyKTUBHBIM, 3) JeNaTh MOCIEIIHBIE BBIBOJBI, 4) OBITH MMOCIIEIOBATEb-
HBIM, 5) 00pallaThCs C JIOAbMH KAaK ¢ HEMOCIYIIHBIMU IIKOJbHUKAMH, 6) cTapaiiTech HE
o0LIaThCs € JHObMHU CHUCXOJUTENBHO, CBBICOKA, 7) MOHATH B3Il U UyBCTBA KaXK10TO
YeyoBeKa, 8) MOCTaBUTh ce0s Ha MECTO JAPYroro, 9) momModb YIydIIUTh CHUTYyalHIo,
10) paccmarpuBaTh KOHGIHUKT, 11) ObITH MocCnenoOBaTENbHBIM B TOM, Kak pa3Oupaercs
KOH(JIUKT, 12) cnunikoM OBICTpO MpUHUMATH perieHus 13) uaru Ha ycTynky, 14) mocra-
paTbcsl yCIOKOUTHCS, 15) moTepsATh 10BepHe.

6. Translate into Russian:

1. Conflict management often differs from one company to another.

2. How people handle conflicts normally depends on many factors.

3. Try not to talk down to people, that doesn’t work.

4. If you treat people with respect and try to find a win-win scenario you will suc-
ceed in resolving any conflict.

5. It’s important to ask questions to find out what’s happening and win people’s
trust early on.

6. As a mediator you should listen to what both sides of the argument are saying
and try to get in their shoes.

7. There must be no favoritism — it would be unfair if you treated a person better
than others.

8. She’ll criticize you one day and praise you the next. How can anyone be so in-
consistent?

9. Sometimes mangers start treating people like naughty school kids.

10. I wouldn’t jump to conclusions if I were you.

11. Mediator should understand each person’s views and feelings.

12. If you were a mediator you would ask their perception of what’s going wrong.

7. Translate into English:
1. PazymHbIe penieHust He TPUXOIAT OBICTPO, TIOITOMY HE OyIbTE CIUIIKOM HETEp-
TMIEJIUBBI.

146



2. Pa30bupaiiTech B MNPOUCXOMSIIEM KaK YEJIOBEK, ICUCTBUTEIBHO >KEIAOIIUMA
YIIyYIIUTh CUTYAIIMIO, a HE KaK CJIeJI0BaTEllb.

3. Eciiu BBl XOTUTE BHUKHYTHh B CUTYaIlMIO, BaM MPHUJIETCS 33J1aTh BOMPOCHI O MPO-
UCXOJISIIIIEM 00EUM CTOPOHAM CITOpa.

4. Mpbl Ob1TH OBI pa30vapoOBaHbl, €CJIM Obl OHM HE MOJNKACATA KOHTPAKT.

5. Camblii ny4mmii cnocod B paCCMOTPEHUU CIIOPOB - 3TO TMOMBITATHCS TOCTABUTh
ce0st Ha MECTO KaXX0T0 U3 YYACTHUKOB KOH(IIHKTA.

6. Jlia MeHeKepa O4eHb BayKHO 3HATh TPU BELIM MPU PACCMOTPEHHH KOH(IIMKTA:
YTO MPOUCXOJUT, YTO CHIETAHO HEMPABWIBHO C TOYKH 3PEHUS KaXJA0ro YYaCTHUKA U YTO
MOHO U3MEHHTb.

7. Ecniu Ob1 51 IpOSIBUIT JKEJIaHWE TIOWTH Ha KOMIIPOMUCC, 3TO MOTJIO OBl paccMaTpH-
BaThCA KakK CIabOCTh.

8. YMeHue uaTu Ha KOMIPOMUCC CUUTAETCS MPOSIBICHUEM T'HOKOCTH.

9.V pykoBoauTeNs HE JOKHO OBITH IFOOMMYUKOB — OBLIIO OBl HECTIPABEJIMBO BhI-
JIEJSITh KOTO-TO CBOUM OCOOBIM OTHOIIICHUEM.

10. Bam ynanock Obl yCHEITHO pa3pelIuTh 3TOT KOH(JIMKT, ecilu Obl BBl OCBOMJIU
HEOOXOIUMBIE JIJISl ATOTO TEXHUKU MEIHAIIIH.

Language review

8. Put the words in the following sentences in correct order:

1. Sales, you, a, if, will, get, bonus, the, exceed, target, you ?

2. Increase, we, order, if, would, immediately, you, delivered, our.

3. They, perhaps, impatient, explain, if, be, situation, less, will, we, the.

4. Will, inconsistent, never, being, if, trust, win, keeps, their, she, Anna.

5. Us, delay, inform, if, will, is, there, you, a ?

6. Paid, would, they, faster, even, always, deliver, cash, we, not, if.

7. Always, ideas, problems, finds, to, has, solutions, easily, John, and.

8. Buyer, there, about, between, disagreement, serious, a (3), of, any, some, deal, is,
terms, the, and ?

9. Translate into English:

1. Ecu s motepsro 3TOT 3aKa3, 00I0Ch, 3TO MOXKET MOBIUATh HA MOE KOMHUCCHOH-
HOE BO3HarpaxjacHue.

2. MpbI HE CMOKEM YBEJIMYHTH 3aKa3, €CJIU BbI HE C/ICNIaeTe HAM CKUJIKY OOJIBIIIE.

3. Ecom ObI BBI ieniay HaM peryJisipHbIC 3aKasbl, MbI MOTJIA OBl B3ATh Ha ce0s CTpa-
XOBKY.

4. Ecnu BBl IOMAETE HA YCTYIIKY, MBI CIIEaeM TO )K€ CaMoe.

5. Ham He npunuiochk 661 00paTUTHCS K JPYTOMY MOCTABIIUKY, €CIH ObI BB CMOTJIH
CieNaTh MOCTaBKY B 3TOM MECHIIE.

6. S yBepeHa, UTO OHHM HE CTaJIM ObI MPOJOJDKATh 3aHUMATHCS OM3HECOM, €CTU Obl
OBLITH HEYAOBJICTBOPCHHBI.

7. Bel moiiiere Ha KOMIPOMHUCC, €CJIM Y3HA€Te O TOM, KaKue BBITOJIBI B OyaylieM
MIpUHECET pa3pelieHrne Toro Koudaukra?

8. Eciu ObI BBI 3aI1aTHIIN HAJTUYHBIME, MBI MOTJIH OBI PEIOCTaBUTh BaM JOTIOJHHU-
TEIHHYIO CKUJIKY.
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12. Fill in the gaps with the right prepositions:

1. Sorry to say, but conflicts are inevitable ..... workplace.

2. Did you ask them to turn it (music) .... ?

3. Today we are going to deal .... the most common reasons of disputes ...... work.

4. If you go on behaving in such a way I’ll have to report ..... an airport officials.

5. Being involved ..... mediation process you should avoid to take sides ...... those
you like.

6. If you shout ..... people hitting each ...... other to stop and it didn’t help the only
way out is to call ..... the police.

7. Make sure you have the key decision —makers willing and able to grapple ....
the issues.

8. Our staff have .... pay quite a bit for parking, we could contribute 30%........ the
cost, this would help to avoid the possible conflict situation.

9. The goods had ..... to be delivered ...... the end of the month, ...... the latest.

10. We’ll discuss this proposal .... the next board meeting.

11. Translate into English:

1. Ecnit ObI THI 3aKOHYMIT pabOTY CETOIHS BEYEPOM, 3aBTpa Tede Obl Ay BHIXOTHOM.

2. MbI crienaeM I0CTaBKY B TEUEHHE CEMU JHEH, €M BbI 3aIJIaTUTE B €BPO.

3. Ecnu Ob1 51 paboTana yaaneHHo(u3 qoMa), y MeHs ObLI0 Obl O0JIbIlle BpEMEHU IS
OOILEHNSI C IETHMH.

4. Yro ObI BHI 1€, eciau Obl Balll 00CC HUKOTa HE IPUCTYIITUBAJICS K TBOUM UICSIM?

5. Bbl ctanu Obl BMEUIMBATHCS, €CJId Obl yBUEINH, KaK Ballll KOJUIETH CIOPAT?

6. Ecnu BbI ienaeTe 3aka3 CeroHsl, Mbl OIJIATUM Ballll TPAHCIIOPTHBIE PACXO/IbI.

7. OH cranet 6osnee 2 (HEKTUBHBIM PYKOBOJUTEIIEM, €CIIA YIYUIIUT CBOU HABBIKH
yIpaBlieHUs1 KOH(DIUKTAMU.

8. Ecnu 661 ThI pHIyMal Kak peluTh 3TOT CIOpP, 3TO YCIOKOWIO Obl COTPYTHUKOB
oTena.

12. Open the brackets:

1. Ifyou....... (pay) cash, we’ll give you an extra discount.

2. Ifyou....... (pay) cash, we’d give you an extra discount.

3. Ifyou........ (deliver) this week, we’d pay all transport costs.

4. Ifyou ...... (exceed) the sales target, they’ll give you a bonus.

5. We’d place our order early next week if you ...... (give) us a 10% discount.

6. If we pay late they ...... (close) our account.

7. We ........ (sign) the contract if they reduced the price.

8. If Olivier could give the priority .....this order, we would never lose ..... this cus-
tomer.

13. Translate into English:

1. Ecnu Obl MBI ienayid peryJisipHbie 3aKas3bl, OHU CMOTJIU Obl TIOKPHIBATH TPAHC-
MOPTHBIE PACXO/IbI?

2. To1 cooOmuIIL HAM, eciu OyIeT 3a/iepkKKa MOCTaBKU?

3. Ona Bcerya Xo4eT BCe JieTaTh MO CBOEMY U HE JIFOOUT UJTH Ha KOMIIPOMHUCC.

4. On otnpaBuiics Obl B KpyHu3, €Clid Obl y HET0 ObUIO OOJIbIIIE JICHET.

5. Ecnm Ha cnenyromieii Henene s moeAy B JIOHI0H, s 3aiiay B MX ouC MPoaax.

6. Uto Obl THI crienain, ecau Obl TBOM Oocc monpocui Tebst mopaboTaTk 10 MOTYHOUHU?
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7. Ecnu Obl 0H OosbliIe ciayuai, oH Obul Obl 0oJiee 3P (HEKTUBHBIM MEHEKEPOM.

8. Ecnn 661 OnuBep He mojBeT MEHS CUIBHO C 3TUM 3aKa3oM, 51 Obl HE CTall MPOCUTH
0 €ro YBOJIbHEHHUHU.

9. Botock, ecnu MosioKeHUE AeN HEe yIyUYIIUTCA, MHE MPUIETCS TMOKUHYTh KOMIIa-
HHUIO.

10. IocTrapaiiTech HEe CepIUThCS, IOTOMY UTO, €CJIM Y Bac HE XBaTUT TEPIIEHUS IPU
paccMOTPEHUH Pa3HOTIACUIA/CIIOPOB, 3TO TOIBKO YXYAIIUT CUTYAIIHIO.

Writing

Writing Business Letters

General Guidelines

If writing a business letter takes you much longer than in your own language,
here are a few guidelines that you may find helpful.

= Plan before you write.

= Look up words you need before you start.
Note the points you want to make, and order them into logical paragraphs.

= Tone

= Write as you would speak in a business conversation. The tone should be friendly
and polite.

= Names

= Make sure you check the gender of the addressee (the recipient), as well as the
correct spelling of the person's name and title.

= Use Ms. for women and Mr. for men. You can use Mrs. for a woman if you are
100% sure that she is married.

= Dates

= To avoid any confusion, write the month instead of using numbers (e.g. January
15th, 2012 or 15 January 2012).

= Be concise and clear. The easier it is to read a letter the better.

= Keep sentences and paragraphs short and simple.

= Use straightforward vocabulary to avoid any misunderstanding.

= Ask direct questions.

= Rewrite any sentence that does not seem perfectly clear.

= If the recipient is not a native English-speaker, it is preferable to avoid words or
expressions that are too technical or complicated.

= Remember this word order principle

Subject Verb Object Manner Place Time
Who Does What How Where When
Example :

Mr. Brown will travel by plane to London on Monday, June 5th.

A technician will install the equipment in your office on Tuesday.

= Avoid old-fashioned words

= Although they are used in legal documents and contracts, words like 'herewith',
'herein', 'aforementioned’, etc. are rarely used in letters.
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The following style of sentence is preferable :

""You will find more information on our products in the enclosed brochure."”

How to write the parts of business letter in a proper way:

SALUTATION

The salutation is an important part of a letter. The choice of the right salutation de-
pends on whether you know the person you are writing to and how formal your relation-
ship is.

Very formal (for official business letters)

To Whom It May Con- Use only when you do not know to whom you must address the

cern: letter, for example, when writing to an institution.

Dear Sir/Madam, Use when writing to a position without having a named contact.

Dear Mr Smith, Use when you have a named male contact.

Dear Ms Smith, Use when you have a named female contact; do not use the old-
fashioned Mrs.

Dear Dr Smith, Use when writing to a named doctor.

Dear Prof Smith, Use when writing to a named professor.

Dear Xu Li, Type the whole name when you are unsure of the recipient’s
gender.

Less formal but still professional (business letters)

Dear colleagues, Use when writing to a group of people.
Dear Mary, Use when writing to a named female.
Dear John, Use when writing to a named male.

Informal (personal letters)
These salutations should be used with people you are close to, as they might offend
others.

Hello guys, Use when writing to a group of people you know very well.
Hi, Use when writing to one or more people you know very well.

= There should be a comma after the salutation and a colon after “To Whom It May
Concern”.

= No full stop is needed after Mr, Ms, and Dr.

= The form Mrs is outdated.

= Avoid the exclamation (!) in salutations.

STARTING YOUR LETTER

There are two ways in which business letters usually start: they make reference to a
previous contact, for example, phone conversation, meeting, previous mail correspon-
dence; or they are the first contact with the recipient.

Making reference to previous contact

I am (we are writing) regarding

= your inquiry about ...

= our phone conversation ...

In reply to your request ...

Thank you for contacting us.

Contacting the recipient for the first time

I am (we are) writing to

= inform you that ...
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= confirm ...

= enquire about ...

= complain about ...

I am contacting you for the following reason.
I recently heard about ... and would like to ...

MAKING A REQUEST

We would appreciate it if you would ...
I would be grateful if you could ...
Could you please send me ...
Could you possibly tell us ...
It would be helpful if you could send us ...
GIVING GOOD NEWS

We are pleased to announce that ...
I am delighted to inform you that ...
GIVING BAD NEWS

We regret to inform you that ...
I’'m afraid it would not be possible to ...
Unfortunately we are unable to ...
After careful consideration we have decided ...
ENDING YOUR LETTER

Enclosures
Please find enclosed (for letters)
Please find attached (for emails)
Offering future assistance
If you require more information, please let us know.
Please do not hesitate to contact us if you need any further assistance.
Referring to future contact
I am looking forward to hearing from you soon.
We are looking forward to meeting you on 21 January/in Tromse.
We would appreciate your reply at your earliest convenience.
Closing
The closing salutation must match the opening salutation and the overall tone of the let-
ter. Choose one of the following closing lines depending on the formality of the salutation.

Very formal
Your sincerely, Use when you’ve started with Dear Sir/Madam or To
Sincerely yours, Whom It May Concern.
Respectfully,
Sincerely, Use when you’ve started with Dear + name.

Less formal but still professional
Kind regards,
Warm regards,
Regards, not too formal but businesslike
Best wishes, even less formal

Informal
Best,
Hugs,
Cheers, Use with friends and colleagues you feel close to.
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1. Study the example of a business letter and comment on its style, structure,
logic and vocabulary.

Heading
Address: the
writer’s full
address and the
full date

Inside Address:

the name and
address of the
person to whom
the letter is
addressed

Salutation/
Greeting:
whom the
letter is for,
beginning
with “Dear,”
followed by
the person’s
name (colon
after the
person’s
name)

Closing:
aligned to
left, draws
from a
variety (e.g.
Thank you,
Sincerely,
etc.) with
only the first
word of the
closing
capitalized
(comma
after the

Formal Business Letter Format
(Sample Letter of Complaint)

123 American Avenue
Long Beach, CA 90800
October 25, 2005

Mr. L. M. Green

Park Services

1111 Oak Street

Long Beach, CA 90800

Dear Mr. Green:

/Y esterday I noticed a situation at Rabbit Park that could be
very dangerous for the children who play there. The
equipment appears to be old and worn. For example, the
leather seats on the swings are falling apart. I observed a
child who had difficulty staying on a seat because it was
worn so thin. In addition, the mats under the equipment are
torn or missing entirely. This concerns me greatly.

Would you please look into this matter? Perhaps the

equipment needs to be repaired, or preferably replaced, to
insure the continued safety of our children.

/‘Sincerely,
Mrs. Amy Kyle

Mrs. Amy Kyle

Revised 3/07

Body:
clearly
explains the

purpose of
the letter or
problem and
suggests a
solution
(not
indented,
paragraphs
skip a line)

Signature: writer’s
signed name followed by
printed name, aligned to
left with closing

24
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Texts for retelling and discussion

1. Read the text and retell it:

Conflict may well be productive in some cases. In any business situation, there are
often a number of different ideas about the way to proceed. Usually only one way can be
chosen, so conflict is inevitable. Ideally, airing the different ideas in discussion will lead
to the best one being chosen. But the process may become political, with an idea being
defended by the person or group putting it forward after it has become apparent that it is
not the best way to go, and unwillingness to 'lose face' by abandoning a long- cherished
idea. There may be conflict between different levels in an organisation's hierarchy or be-
tween different departments, with hostility to ideas from elsewhere -the not-invented-
here syndrome.

Examples of unproductive conflict include disputes between colleagues or between
managers and subordinates that go beyond ideas and become personal. Companies can
spend a lot of time and energy resolving these disputes. In countries with high levels of
employee protection, dismissing troublesome employees can lead to a long process of
consultation with the authorities and even litigation, for example where an employee sues
their company for unfair dismissal. Defending an action like this is of course costly and
a distraction from a company's normal business.

Labour-management conflict in the form of tactics such as strikes and go-slows
can also be very expensive and time-consuming. The goodwill of a company's customers,
built up over years, can be lost very quickly when they are hurt by such a dispute. But
there are sometimes cases where the public sympathize with the employees and don't
mind the disruption. Both sides may put a lot of effort into presenting their case and gain-
ing public sympathy with the use of advertising, public-relations firms, and so on. Many
countries have legislation with compulsory cooling-off periods before strikes can begin,
official procedures for arbitration between the two sides, and so on.

In dealings between companies, supplier-customer relationships can degenerate
into conflict. Conflict seems to be endemic in some industries, for example construction,
where contractors are often in dispute about whether the work has been performed prop-
erly or whose responsibility a particular problem is. This can lead to protracted legal pro-
ceedings.

More and more companies in the US are specifying in contracts that any disputes
should be settled using alternative dispute resolution (ADR), avoiding expensive legal
wrangling. Specialised organisations have been set up to facilitate this.

2. Read the text and discuss it:

Mediation

Mediation is a process of third-party involvement in a dispute. A mediator cannot
impose an outcome but rather assists the disputing parties in reaching their own agree-
ment. Mediation can be used in a wide range of disputes, including labor disputes, public
policy disputes, disagreements among nations, family disputes, and neighborhood and
community quarrels. According to research, about 80% of dispute mediations lead to
resolution.

A mediator must be able to command trust and confidence by building a rapport
with the parties in the mediation process. Opponents must feel their interests are truly un-
derstood, because only then can a mediator reframe problems and float creative solutions.
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As compared with other forms of dispute resolution, mediation can have an infor-
mal, improvisational feel. It can include some or all of the following mediation tech-
niques for conflict resolution:

Planning: Before the process begins, the mediator helps the parties decide where
they should meet and who should be present.

Joint discussion: After each side presents its opening remarks, the mediator and the
disputants are free to ask questions with the goal of arriving at a better understanding of
each party’s needs and concerns.

Caucuses: If emotions run high during a joint session, the mediator might split the
two sides into separate rooms for private meetings, or caucuses.

Negotiation: At this point, it’s time to begin formulating ideas and proposals that
meet each party’s core interests—familiar ground for any experienced negotiator. A me-
diator can lead the negotiation with all parties in the same room, or may engage in “shut-
tle diplomacy,” moving back and forth between the teams, gathering ideas, proposals,
and counterproposals.

Discussion issues:

1) Why is it so important to involve mediator when handling conflicts?

2) Try to explain every given mediation technique from the view point of neces-
sity.

3) What other things can be done by a manager/mediator when dealing with conflict
resolution?

a. Just for fun or with humor about conflict management.

= Jou'Re Nor
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pronght n everyone's moms.” MEANINGFUL NEGOTIATIONS?
SECRET TO SUCCESS m'i‘geesru;:m A ﬁenrtoveﬁ
A reporter asked a bank president, "Sir, R et 1enT

What is the secret of your success?"
"Two words: Right decisions."
"And how do you make right decisions?"
"One word: Experience."
"And how do you get experience?"
"Two words: Wrong decisions."

FOUR PEOPLE

This is a story about four people named
Everybody, Somebody, Anybody, and Nobody.

There was an important job to be done and Everybody was asked to do it. Every-
body was sure Somebody would do it. Anybody could have done it, but Nobody did it.
Somebody got angry about that, because it was Everybody's job. Everybody thought
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Anybody could do it but Nobody realized that Everybody wouldn't do it. It ended up that
Everybody blamed Somebody when Nobody did what Anybody could have done

Search ID: ktan280

'::.-d-n'FLct resolution in tThe |.-,.lg-|‘|-C|:-|ﬂ.CE

HOW TO RESPOND TO A REJECTION LETTER

The next time you get a rejection letter from a hoped-for employer, just send them
the following announcement:

To Whom It May Concern:

Thank you for your letter of [date]. After careful consideration, I regret to inform
you that I am unable to accept your refusal to offer me employment at this time. This year
I have been particularly fortunate in receiving an unusually large number of rejection let-
ters. With such a varied and promising field of candidates, it is impossible for me to ac-
cept all refusals. Despite [your Company]’s outstanding qualifications and previous ex-
perience in rejecting applicants, I find that your rejection does not meet with my needs at
this time. Therefore, 1 will initiate employment with your firm immediately. I look for-
ward to working with you. Best of luck in rejecting future candidates.

Sincerely,

[Your Name]

to I‘&S&l‘ﬁfe our Gmnﬂlgtﬂ”
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Vocabulary

appear

ITOABJIATBHCA

ask smb. go to the back of the queue

IMOIMPOCUTH BCTATh B KOHCI OUCpCan

ask to turn the music down

NONPOCUTh YOABUTh MY3bIKY

ask what is going on

CIIPOCUTDB, YTO MMPOUCXOOUT

avoid n30erarhb
be able to discuss difficult issues thor- OBITh TOTOBBIM MPEOJIOJIETh MPOOIEMBI,
oughly and frankly TPYAHBIE BONPOCHI

be in the check-in queue at an airport

CTOATH B OUCPCAN HA pCrUCTPALIUTO

be willing to grapple with the issues

CMOYb OOCYAMTbH TPYJIHBIE BOIPOCHI TIlA-
TEJIbHO U OTKPOBEHHO

be consistent

OBITh IIOCJICA0BATCIbHBIM

behave as though nothing has happened

BeCTH ce0s Tak, Kak OyJITO HUYETO He

MIPOU30IILIO0
behavior TIOBEJICHHE

call the police BBI3BATh MOJIHITHIO
calmness CIIOKOMCTBHE

camping equipment

CHApPs’KCHUEC IJI IMTOX0Aa

cause problems

BbI3bIBATH Hp06HeMI>I

change attitude

HU3MCHATH OTHOILICHHUC

commercial parties

KOMMCPUYCCKNUEC CTOPOHBI

consider carefully what somebody says

TIIAaTCIJIBHO 06I[YMaTB TO, YTO I'OBOPAT

JpyTHe

consistency MOCJICJIOBATEIIBHOCTh
creativity TBOPUYECKHUIN MOTEHIIHAI
credibility HaJICKHOCTh
disagreement pasHorjIacue
disappointment pazoyapoBaHue

emotion AMOIHS

enquire CIpalnBaTh

enthusiasm DHTY3Ha3M

exceed in sales target IPEBBILLIATH 1I€JIb IPOJIAXK
favoritism (dhaBopuTH3M, 6JIATOCKIOHHOCTh
fight a battle BeCTH O0H

formality dhopMaTbHOCTh

get angry and criticize somebody in return

PacCCpAUTHCA U KPUTUKOBATL B OTBCT

get in smb’s shoes

OBITH HA MECTE K.-JI.

get involved in mediation process

NPUHUMATh Y4acTHE B MPOIIECcce MOCPe/I-
HUYECTBA

handling conflicts

paccMOTpeHue KOH(IUKTOB

have an argument CTIIOPHTH

ignore IIPOUTHOPUPOBATH

inconvenience HEY00CTBO

intervene and propose something new BMEIIATHCS U MPEITIOKUTH YTO-TO HOBOE
investigator HACCIIeN0BaTENb

issue BOIIPOC

jump to conclusions

CACIaTh ITOCIICINHBIC BHIBOABI
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jump the queue

poiTH 6€3 ouepeau

lack of communication

OTCYTCTBHE (HEIOCTATOK) OOIICHHS

lack of flexibility

OTCYTCTBUE (HEJIOCTATOK) THOKOCTH

let’s face it

JlaBaiiTe MpU3HAEM 3TO (IIOCMOTPUM ITpaB-
1€ B I71a3a, CKa)KeM IpsIMO, 0 IpaBJe
rOBOpSl, IPU3HAEMCSI UECTHO)

make a concession

IIOMTH Ha YCTYIIKY

make a decision

MIPUHSTH PEIICHHUE

most common reasons of disputes at work

cambI€ PacpOCTPAHCHHBIE IPUYUHBI CIIO-
pOB Ha paboTe

move things forward

IIPpOABHUTATH BIICPEC

neighbours coceau

no one cares BCEM BCE PaBHO
outstanding BBITAIOIIUICS
patience TEepHeHHUe
perception BOCIIPUSTHE

pretend an off-duty police officer

MPUTBOPATHCA MOJULUEHCKUM TTPU UCIIOJI-
HEHUH 003aHHOCTEH

reject the suggestion

OTKJIOHATH NMPECATTOXKCHHC

report to an airport official

COOONINTH MPEJICTABUTEIISIM a9POIIOPTa

resolve business disputes

peiiaThb ACIOBBIC CIIOPBI

rude rpyObId

sailor MOPSIK

say nothing HUYEro HE CKa3aTh

set an agenda HA3HAYUTh IOBECTKY JIHS

set up HAaCcTPOHUThH

shout at smb to stop KPUKHYTh, YTOOBI MPEKPATHIIN
skillful KBaJTU(UIIMPOBAHHBIN
spontaneous CaMONIPOU3BOJIbHBIN
sympathy COYYBCTBHUE

take sides with those you like

NPUHATH CTOPOHY TE€X, KOMY CUMITaTH3H-
pyelb

talk to each one separately about the situa-
tion

IIOTOBOPUTH € KAXKJIBIM OTZAEJIBHO I10 I10-
BOJlYy CUTYallUH

talk down to smb

CHHUCXOJUTCIBHO Pa3roBapuBaTh C K.-JI.

treat smb OTHOCHUTHCY K K.-II.
trust on smb JIOBEPSITH K.-JI.
turn down BBIKJTFOUHUTH

unacceptable behavior

HCIOIIYCTHUMOC IIOBCICHUC

unrealistic expectations

HepeaMCTUYHbIE (UpE3MEPHBIE)
OXKUJIaHUs

walk away

YXOOUTH

weakness

cj1a00CTh
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Unit 11. NEW BUSINESS
Starting up

1. Match the words with their Russian equivalents:

1. low taxes a. BBICOKUH YpOBEHb 0€3pa0OTHIIBI

2. skilled staff b. Xopoiiiee TpaHCIIOPTHOE COOOIICHUE

3. low interest rates C. HEBBICOKAs CTaBKa apeHHOM IJIaThI

4. cheap rents d. Kkypcel oOyueHus

5. stable economy €. TOCYJapCTBEHHBIC JOTAINH

6. good transport links f. Hu3KME HaOTH

7. training courses g. KBaTU(UIIMPOBAHHBIN MEPCOHAT

8. high unemployment h. HeBBICOKHUIA pa3Mep MPOIIEHTHON CTaBKH
9. astrong currency 1. ycTol4MBas BaJIIOTa

10. government grants J. cTabwibHas YKOHOMHUKA

2. Translate from English into Russian:

1. First of all that is a cheapness of the earth for the building up, low taxes, close-
ness to the sources of raw material and main markets.

2. Although the situation is slowly improving, the Municipal Police still
lacks skilled staff and experience in dealing with these crimes.

3. In this case, it is entirely possible to have very low interest rates co-exist with
strong growth.

4. They found out about the cheap rent and fired me.

5. It is said that a stable economy cannot be built in an unstable society.

6. The hotel has good transport links and is within walking distance of many of the
city's attractions.

7. Two training courses are presently ongoing.

8. We've got contacts throughout Eastern Europe, with workers in areas of high un-
employment.

9. Over the longer term, a strong currency promotes efficiency in export industries.

10. Grants related to income are government grants other than those related to as-
sets.

11.A strong currency and low interest rates will continue to support domestic de-
mand.

12. It is impossible to combine excellent location and good transport links with
rather cheap rents in one apartment.

13.The new and upgraded training course would help this company to have a more
mobile, integrated and multi-skilled staff.

14. Regardless of government grants the German economy faced a decade of high
unemployment and slow growth.

15. A stable economy of a country is made of low taxes, low interest rates, a strong
currency and low unemployment.
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Vocabulary

3. Match the words with their Russian equivalents:
. interest rate . BBII (Banossiii Buytpennuii [Ipoaykr)
. exchange rate . YUCIIEHHOCTh PabOTaIOLINX
. inflation rate HaJIOTOBBIE JIIOTHI
. labour force . IPaBUTEILCTBEHHAS OFOPOKpaTHs
. tax incentives . YpOBEHb 0e3pabOTHUIIBI
. government bureaucracy MPOIICHTHAs CTaBKa
. GDP (Gross Domestic Product) . bananc BHelHel TOProBIu
. unemployment rate . 3apyOexXHbIE MHBECTULIUH
. foreign investment YpOBEHb HHPIIAUU
0. balance of trade OOMEHHBII KypC BaJIOThI
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4. Translate from Russian into English:

1. 3neck MOXKHO 3a7aTh BOIIPOC: KaK MPOLIEHTHAsI CTABKA MOKET ObITh OTpULIATEb-
HOI?

2.JlnaH MOJDKEH TakXe BKIIOYATh KOOPAWHAIUIO TOJUTHUKUA B 00JacTH OOMEHHBIX
KYDCOB.

3.BnepBble HM B OAHOW M3 CTPAaH PErHOHA YpOBeHb MHQUAIMM He npeBbicua 20-
MPOLEHTHOW OTMETKH.

4. N3yuenue ynciaeHHOCTH paboTaroumx ObU1o BriepBbie mpoBeaeHo B 2006 romy.

5. IlpaBurensctBy CneayeT JaBaTh HAJOTOBBIE JILIOTHI B LENSIX Pa3BUTHS OMO3HEP-
TETUKH.

6.YTo0bI mosTydnuTh paboOTy, OH IPOIIET Yyepe3 Bce: coOece10BaHusl, MECSIbl U Me-
CSIIIbI IPABUTEIHCTBEHHOW GIOPOKPATHH.

7. MBI cTpeMuMCs K JOCTUKEHHUIO HE MEHEE 7-MPOLIEHTHBIX T'OJOBBIX TEMIIOB POC-
ta BBII.

8. B Hcnanun ypoBeHb Oe3paboTuiisl coctaBisieT 20% - u 6onee 40% cpenu mMo-
JIOZIBIX JIFOACH.

9. IlpaBuTenbcTBa CTpaH MPUHUMAIOT MEPbl K TOMY, YTOOBI IPHUBIIEYb YACTHBIC
Y UHOCTPAaHHBIE MHBECTULIMH ITYyTEM MPEJOCTABICHUS HEMAJIBIX JIBIOT.

10. Ha mpoTspkeHUH 1enoro psaa JeT MOJ0XKHUTENbHOE CAIbI0 TOProBOro banaHca
ATOW CTpaHbl OCTAETCS BBICOKUM, YTO OJIArOMPUATHO OTpaKAeTCsl HA MJIATEKHOM OajlaHce
CTpaHsl.

11. Cronuna pacrnosaraeT XOpoUIMM TPAHCIOPTHBIM COOOILIEHHEM, 00ecreunBaro-
MM €€ MOCTOSIHHBIM KOJIMYECTBOM paboyeil CUJIbl, MPUBJICUEHHON 3HAYUTEIbHBIMU Ha-
JIOTOBBIMHU JIIOTAMM.

12.I1paBUTENbCTBEHHBIC TPAHTHI 1 MHOCTPAHHBIC MHBECTUIIMU OOECIICUMBAIOT CTa-
OWJIBLHYIO YKOHOMUKY.

13. B 3TOM rosty BbIpOCIM YPOBEHb UHGASIMU U OOMEHHBIN KypC, YTO OTPa3ujIoCh
Ha BBII rocynapcrsa.

14. YpoBeHb 6€3palbO0THIBI HEYKJIOHHO pPacTET, MOITOMY KBaIU(DHUIIMPOBAHHBIM
IepcoHaJ CcorialaeTcsi padoTaTh 3a KpailHe HU3KYI0 3apab0THYIO TUIATY .

15. CnoBO «ypOBEHb» B AHIJIMMCKOM SI3bIKE OINMUCHIBAET MHOKECTBO 3HAYCHHUH W
IpUMepPaMU 3TOTO MOTYT CIYKUTh CIIOBOCOYETAHHS «OOMEHHBIM KYypC BaTIOTBD», «YPO-
BEHb MHDISAINUNY, KIPOLIEHTHAS CTABKa» U «YPOBEHb 0€3pa00THUIILI.
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Listening

5. Match the words with their Russian equivalents:

1. issues

2. in operation

3. to run a business
4. to downsize

5. toown

6.
7
8
9
|

to retain

. to convert
. to recognize

to allow

0.to build upon

a) BIAJCTh

b) mo3BoIATH

C) MpuU3HaBaTh

d) mepenenwiBaTh

€) B JICHCTBUU

f) ocHoBbBIBaTH(CS) HA...

g) PYKOBOIUTH MPEANIPHUITHEM
h) cokpamarp

1) BOIPOCHI

]) yAepKUBaTh

6. Match the words with their English equivalents:

. carpentry
. core knowledge

1
2
3. book-keeping
4. myriad

5. patchy

6.
7
8
9
1

confused

. fragmented
. complicated

available

0.business footing

Reading

7. Find English equivalents:
1. contacts
2. experience
3. sacrifice
4. start-up
5. strength
6.
7
8
9
1

to be aware

. to get business running
. to persuade

to succeed

0.weakness

8. Translate from English into Russian:

1. Every business like every person has its own strengths and weaknesses.

2. Women played a major role in the successful recovery of Asia as work-
ers, entrepreneurs and investors.

3. We can cover all requirements with our extensive network of contacts.

4. This topic encompasses experience and practice in developing strategies for eco-
nomics within statistical agencies.
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billions

non-systematic

at a loss

business basis

basic understanding

by parts

easy to get

the skill of making things from wood
difficult

accountancy

to successfully start operating
to make profit

advantage

to know

to convince

disadvantage

practice

contribution

acquaintances

new company
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5. It is a sacrifice required for the future of the human race.

6. Start-ups require a lot of time and energy from their owners to become successful.

7. As we are all aware, natural resources can act as a destabilizing factor.

8. Does the family money keep the business running?

9. Since the survey is running on a voluntary base it is not easy to persuade firms to
collaborate.

10. The new businesses sometimes fail to succeed.

11. SWOT Analysis is a useful technique for understanding your Strengths and
Weaknesses, and for identifying both the Opportunities open to you and the Threats you
face.

12. A successful team needs the ability to sell and the ability to count.

13. The team needs experience, contacts and the ability to sacrifice time and money.

14. We are facing a crisis in the industry but we are fully aware of its consequences.

15. To get business running — is to succeed in persuading other people that they
need this only start-up.

9. Translate from Russian into English:

1. YtoOsl ycrienHo pa3BUBaTh OM3HEC, BAaM HY>KHBI 3HAKOMCTBA U CBSI3H.

2. OnbIT B 00/1aCTH yIpaBIIEHUS JIOJbMHU OUYEHb BaXKEH Jisl PYKOBOIUTES.

3. MbI He MOKeM 3a0bITh U HE 3a0yIEM ITH KEPTBHI.

4. .Cremyer IOMHHUTH O POJIHM TOCYIaPCTBEHHOT'O CEKTOpa B JieJie pa3BUTHS (UHAH-
CUPOBaHHSI HOBOOOPA3yIONIUXCS MPEANPUATAN HA pAHHUX 3TAMAX UX CTAHOBJICHHSI.

5. cujia mapTUU COCTOUT B TOM, UTO OHA HE OOUTCS OpaTh OTBETCTBEHHOCTH 3a
OIIMOKH.

6. [lyTenecTBeHHUK TOJDKEH 3HATH O KYJBTYPHBIX PA3IUYHIX dTUX IBYX CTPaH.

7. Thl JOJIKEH MPUHAT BO BHUMAHUE CBOM CUJIbHBIE U cJ1a0ble CTOPOHBI, YTOObI
OouzHec 3apaboTai.

8. IlponaBate — 310 yOeXIaTh IPYTHX JIIOIEH OKYIAaTh YTO-TO.

9.V Hac Bce nomy4uTcs, s Tebe oberraro.

10. Cyns o TBOMM CJI0BaM, 3TO MPEUMYIIECTBO, & HE HEAOCTATOK.

11. Bece ycneninbie HOBbIE KOMIIAHUH HCTIBITHIBAIM HEYAauy B Hadaje paboThl.

12. Tlokaxku eii, 4To TeOe N3BECTHO O €€ KEPTBE WK OHA OYJIeT TOBOPUTH 00 3TOM
BECh Beuep.

13. YOenu ero, 4To 3TO Ba>KHBIH OIIBIT.

14. 51 cuuTaro, 4To 3TO €ro ciIadoCTh.

15. Hannuue none3HsIxX CBSA3EH MPUHECET EMY yAady.

Language review

10. Fill in the gaps with the correct prepositions:

The unemployment rate was the problem 1) ... the past years. It fluctuated greatly:
one year it reduced 2) ... 8 per cent which was down 3)... 3 points. 4)... order 5) ... per-
suade the skilled workforce 6) ... agree to work for less money 7)... it was normal, the
government asked them to make lots 8)... personal sacrifice. Everything was useless as
the rate of local currency 9) ... dollar was extremely high as well as the ability to experi-
ence 10)... poverty.
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11. Translate the sentences from Russian into English:
. 51 He 3Har0, KOrjJa Hallla roJJOBIINHA.
. OHa He nepecTaBaa MEIIATh MHE, TIOKA 5 YUUJICS.
. [To3BOHU MHE, KaK TOJIBKO 00 H300pETEeHUH CTAaHET U3BECTHO.
. OH BCIIOMHUJI TOT pa3, KOI/1a YBUJIEI €€ BIIEPBbHIE.
. Her, noka Tbl Ham He CKa)kelllb BCe.
. Korna st ocBo00xycCh, M03BOHIO TEOE.
. Oxcnopt cHmkancs 10 2002 rona, a 1OTOM BHOBb Ha4all pacTy.
[Toxanyiicra, coobmure, OyayT Ju pabOTBl TO TMPOEKTY MPOIOJKATH-
cst mocie 2006 rona.

9. UckmounTENbHO BaXKHOE 3HAYEHUE UMEET OLICHKA 3KOJOTMYECKUX MOCIEICTBUM
110, B XOJI€ ¥ MOCJI€ OCYIIECTBICHUSI MEPOTIPUSITUH B LEJSIX PA3BUTHA.

10. Tloka ypoBeHb 0e3pabOTHIIBI HU30K, NMPABUTEILCTBY HY)KHO OLEHHUTH pa3Mmep
COLIMAJIBHBIX TTOCOOUH.

11. 51 He mpoBepsT CBOIO JIEKTPOHHYIO MOYTY JiBa yaca!

12. Yro Bsl caenanu Bo Bpems paboyero aHs?

13. T'oapl mpoIUIH € TEX MOP Kak OHa crana padoTaTh B KOMIIAHUH.

14.Koraa Mbl iepekrBaeM KpU3UC, HEYETO BHIOUPATD.

15. Panbiie uiam mo3xe, 10 WIKA MOCIE OTIYCKA, Thl BCIIOMHUIIb BPEMs, KOT'/1a MBI
BCTPETHUIINCK.

0NNk W=

Writing

Task: Write the report using the table.
Employment rates of men and women in three countries in Europe in 1991

Country Men Women
Germany 76.5% 54.4%
Spain 66.2% 32.3%
[taly 77.1% 37.8%

Sample answer:

The table gives the proportion of men and women in in three countries who worked
in 1991.

In 1991, just over half the female population in Germany (54.4%) was working
compared with more than three quarters of the men.

On the other hand, in Spain, about a third of the women were working and a third of
the men were not.

As regards the percentage, Italy’s employment rate among men in that year was
similar to Germany’s, but not as many female workers were employed (37.8%).

Overall, the number of men employed is always higher than the one of the women,
according to the table.

Tips while writing the report.

Do!

+ Make an introduction, body and conclusion
+ Limit your report by 5 sentences
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+ Start with the table description

+ Give clear, outstanding examples of figures from the table
+ Use linkers (On the other hand, as regards, overall)

+ use simple language

Don’t!

- Make a free structure

- Write more than 5 sentences

- Ramble

- Describe the trends not supported by the facts
- Start your sentences without linkers

- Use the words you do not know

Texts for retelling and discussion

1. Read the text and retell it:

New Business

1. To start a new business you need to consider numerous factors: inflation rate,
government bureaucracy of your state, availability of labour force and unemployment
rate in the chosen business industry.

2. The advantages are: tax incentives, a strong currency, cheap rents, government
grants, forming the stable economy.

3. The disadvantages include the lack of management skills, business knowledge in
book-keeping, marketing and human issues in the area of potential business.

4. A myriad of independent consultants advise an entrepreneur in law, accountancy,
and banking, that’s why the picture is fragmented and complicated, so the people become
confused.

5. You need to explore the potential profitable areas of business from delivery to
making some new boxes.

6. Then you need to perform a SWOT analysis to evaluate your strengths and weak-
nesses, and know about your opportunities and threats.

7. In order to succeed you not only need to have a great business, but also to form a
good team of people.

8. The right team of professionals is essential to get the business running.

9. Firstly, the team needs the ability to sell, in other words to persuade other people
to buy what you are selling.

10. Also, the team needs the ability to count: to understand the accountant’s books
to drive the business.

11. Moreover, the team needs different types of experience: customer experience,
product experience and start-up experience.

12. Furthermore, the team needs to have professional contacts to help your business
succeed.

13. Finally, the team must be aware of future sacrifices of time and money.

14. Of course there is no magic formula to start a business, but the team is an ex-
tremely important factor.

15. By following these steps you will succeed in your new business.
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2. Read and discuss the text:

The 5 Best Business Ideas

Creating the company of your dreams often begins with learning more about some-
thing completely new to you

Here are 5 new-age business ideas to get you started.

1. Healthy fast food.

Don’t be mistaken -- fast food is thriving today just as much as it ever has. But to-
day people seek out healthy alternatives to the greasy meals that make up much of fast
food fare. Taco trucks, burger joints and ice cream stands just aren’t doing it anymore.
Restaurants who offer acai bowls, quinoa-kale salads and whole-grain wraps are in.

One great little niche is the healthy fast food truck. If mobile fast food isn’t really
your thing, don’t worry -- restaurants like Green Tomato and Zoe’s Kitchen do just as
well.

2. Delivery services for just about anything.

It seems that, given the opportunity, people will pay to have just about anything
done for them. They already pay Postmates and Uber Eats to deliver food to their homes
and workplaces. Booster Fuels will fill up their cars wherever they are. And with the rise
of services like Amazon Prime Now, people can have everything from groceries to elec-
tronics delivered to their doorstep in under two hours. The concept has already proven
itself -- all you have to do is figure out what you’d like to deliver.

3. Virtual reality (and its accessories).

Virtual reality (VR) is an impressive facet of modern technology. With a pair of
goggles and the right computer hardware, you can immerse yourself in a variety of fasci-
nating worlds using VR.

If you aren’t the most computer savvy person you know, never fear -- you don’t
have to be a programming genius to create a VR-centered business. In fact, most VR-
related business ideas have nothing to do with the technology itself. Rather, you can start
your own VR industry update website, where you write about new tech, games, software
and more.

4. Activity bars.

Why go to a “normal” bar? Why go to a “regular” cocktail bar? Millennials want a
pumped-up, engaging experience they’ll never forget.

This may not be a business you can execute online, but it’s a fun one nonetheless.
Activity bars are popping up all around the country, most with bowling alleys and mini
arcades. Can you come up with your own creative spin?

5. Subscription boxes.

You see them all the time on Facebook, Instagram and Pinterest: subscription
boxes. Now, you can receive a monthly box of just about anything: international
snacks, high-end makeup, stickers and even craft beer. There’s a subscription box for al-
most every hobby and personality... but not quite all. But what’s even better than ship-
ping out subscription boxes? “Unboxing” them. If building and shipping subscription
boxes isn’t quite your thing, then perhaps sharing boxes online is.

With these 5 new-age business ideas, it’s more possible than ever to create the mod-
ern company you’ve been dreaming of. How will you modify these ideas?
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Adapted from https://www.entrepreneur.com/article/283568

|||'|
'||| Il
|||| l. ||| I|I |

“¥our proposal is innovative, Unfortunately, we won't be able to
use |t because we've never tried something like this before.”
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Vocabulary

allow M03BOJISITh

apologise NPUHECTH U3BUHEHUS
appeal to 0o0paiaTbes K K.-J1.
approximately npUOIU3UTEIHHO
attract MPUBJICKATh
available JIOCTYTTHBIH

average salary

CPCOHAA 3apIljiaTa

balance of trade

OajaHC BHEUIHEW TOPTOBIH

be aware 3HATh

book-keeping Oyxranrepus

borrow money 3aHUMATh JIEHbI' U
brochure Oporropa

build upon OCHOBBIBATH(Cs1) HA. ..
business footing JIeJI0Basi OCHOBA
carpentry TUIOTHUIIKOE JIEJIO

cheap rents HEBBICOKAs CTABKA apEHTHOM TUIATHI
complicated CJIO’KHBIN

confused 3armyTaHHBIN

consumer spending NOTPEOUTENIBCKUE PACXO/IbI
contacts 3HAKOMCTBa

convert IepeACIbIBATh

core knowledge OCHOBHOE 3HAHHE
currency BAJIOTA

drive the business CTUMYJINPOBATh OM3HEC
downsize COKpaniaTh
environmental 3KOJIOTHYECKUI

exchange rate 0OMEHHBIN KypC BAJIFOThI
expand pacupsAThCS

experience OTIBIT

face CTaJIKUBAThCS
fashion-conscious CIeNIui 32 MOJION
favourable OJaronpusTHHIN

fill the form 3aMOJIHATH OJJAHK

flow of cash [MIOTOK HAJIMYHBIX JICHET
foreign debt BHEITHUI JTOJIT

foreign investment 3apyOeKHbIC HHBECTUIIUH
fragmented pa3apoOIIeHHbBIT

GDP (gross domestic product)

BBII (BanoBblii BHYTPEHHUN IPOIYKT)

get business running

3aCTaBUTH OM3HEC paboTaTh

give up

CaaBaTbCs

good transport links

XOpoIliee TPAHCIIOPTHOE COOOIICHUE

government bureaucracy

IMPaBUTCIILCTBCHHAA 6}0p0KpaT1/151

government grants

roCyapCTBEHHBIE NOTAIUU

head for

HAIpaBJIATHECA

high unemployment

BBICOKHUI YpOBEHb 0€3pa0O0THIIbI

human touch

YCJIIOBCYCCKOC IMPUKOCHOBCHHC
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in order to

4TOOBI

independent

HE3aBUCUMBINI

inflation rate

YPOBEHb UHDISAIINN

integrated strict laws

VWHTETPUPOBAHHBIE CTPOTUE 3aKOHBI

interest rate

IIPOLCHTHAA CTaABKaA

in operation

B ICUCTBUU

issues BOIIPOCHI
job loss notepsi pabovero mecra
keep costs CHEPKUBATh 3aTPaThl

labour force

YUCJICHHOCTh PabO0TaIOIINX

living standard

JKU3HEHHBIN YPOBEHb

low interest rates

HEBBICOKHI pa3Mep NPOLEHTHON CTaBKU

low taxes HU3KHE HAJIOTH

maintain MO/IEPKATh

military BOCHHBIN

modernize MOJIEPHU3HPOBATh

monetary policy BaJIFOTHAs TOJIMTHKA

myriad OTPOMHOE KOJTMYECTBO

overall tax revenues NIOJTHBIE HAJIOTOBBIE OCTYTIICHHSI
overcome IPE0I0JIeBATh

own BJIAJICTh

patchy HEPOBHBIN

payment oriata

percentage IPOLICHTHOE COOTHOLIEHHUE
persuade y0exnaTh

population HaceJeHue

post office MIOYTOBOE OTJCIICHUE

promise oOelianue

public expenditure pacxo/ipl Ha COIMAIbHBIC HYKJIbI
puzzle 3arajika

recent survey He/TaBHEE MCCIIETOBAaHUE
recession craj

recognize IIpU3HABATh

remain OCTaBaThCsl

renewed BO300HOBJICHHBIH

rent apeHaHas 1njaaTa

repay the loan BO3MECTHUTH CCYAY

retain YAEPKHUBATH

reward BO3HArpaKJIeHUE

run a business PYKOBOJIUTH NPEIIPUITHEM
sacrifice KepTBa

sign MOAMHUCHIBATh

skilled staff KBIU(DUIIMPOBAHHBIN MEPCOHAT
stable YCTOWYMBBIN

stable economy cTabuIbHas SKOHOMHKA
start-up HEIABHO CO3JaHHAA KOMIIaHUI
stimulate CTUMYJINPOBATh
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strength

CHJIbHAsI CTOPOHA

strong currency

YCTOWYHMBAsi BAJIIOTA

subsidies cyOcuanu
succeed peycreTh
suitable IO IXOASIIUH

tax incentives

HAJIOI'OBBIC JbI'OThI

trade deficit

TOPTOBbIN AehUIIUT

trade surplus

AKTUBHBINA TOPTOBBIN OaslaHC

training courses

Kypchl 00y4eHHUs

unemployment rate

ypOBEHb 0€3pabOTHIIBI

up-to-date

AKTYJIbHBIN

weaknesses

cnabasi CTopoHa

workforce reduction

COKpareHue pabouei CHIbI
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Unit 12. PRODUCTS

Starting up
1. Match the words with their Russian equivalents:
invent PBIHOK
develop nenaTh, Co3/1aBaTh
make n300peTaTh
distribute poJaBaTh
a product yJIy4qIlaTh
market TOBap
sell pa3BHUBaTh
buy pacmnpocTpaHsTh
improve MTOKYIIaTh
Vocabulary

2. Translate into Russian:

1. The government discussed fundamental economic issues of the year.

2. Buying in bulk is economical.

3. I think French clothes are so attractive -I really like this year's summer collection
in the Redoute catalogue.

4. The new Mini is very economical-it does 100 kilometres on six litres of petrol.

5. Rolex watches are expensive -but they're worth the money.

6. Flared jeans are very fashionable at the moment -Levi's new range is very good.

7. Japanese cars are famous for being reliable -I've had a Toyota for ten years and it
has never broken down.

8. The main thing about Nike_trainers is that they are comfortable -I can't wear or-
dinary shoes any more.

9. The furniture at Ikea is practical-you take it home and put it together yourself, so
you don't have to wait for it to be delivered.

10. If you want an example of a popular newspaper, look at The Sun in the UK -it
sells over 3 million copies a day and is read by more than 5 million people.

3. Find the English equivalents:

1) mpe3eHTanus ToBapa/ BBIXO Ha PHIHOK, 2) IPOBEPKa, TECTUPOBAHUE, 3) MPOIABH-
KEHUE TOBapa Ha pblHKE, 4) MpPOU3BOACTBO, 5) HU3MEHEHHE, 6) OCTaHaBIH-
BaTh/3aKaHYMBaTh, 7) pa3paboTarh, 8) pacmpoCTpaHATh, 9) BBHICOKOTEXHOJOTHUECKHUU,
10) uzHococroiikuii, 11) BeICOKOKaueCTBEHHBIHN, 12) Xopolio mpoaaBaeMslil, 13) monro-
CpOYHBIA, 14) XOpoIIO c/IeTaHHBIA/KaueCTBeHHbIN, 15) HenpuBIeKaTenbHbIN, 16) HEIKO-
HOMMYHBIN, 17) HemonHubiii, 18) HenanexHbld, 19) HeynoOHbINA, 20) HEW3BECTHBIM,
21) Hemoporoii, 22) HeMPaKTUIHBIN.

4. Translate into English and make up a dialogue:

1. Kak BbI mymaere, ¢ 4ero Ha4MHAETCs KU3HEHHBIM MK HOBOro ToBapa? U mo-
yemy?

2. Kakue Hanbosiee BaKHbIE CTaIUU B IPOJBUKEHUHU TOBapa Ha PhIHKE?

169



3. Yrto HeoOXx0oAUMO pa3paldoTaTh, YTOOKI Balll TOBApP CTaJ XOPOIIO IPOJABAEMbIM?

4. T'OoTOBBI I BBI 3aIJIATUTH OOJIBIIE JIEHET, €CIIM TOBApP JEHCTBUTEIBHO BBICOKOTO
KauecTBa’?

5. Korma nmiast ToBapa HacTynmaeT MOMEHT, UYTO €r0 HyXXHO BHJIOM3MEHHTb MJIH CO-
BCEM MPEKPATUTh IPOU3BOICTBO?

6. Kaxoii crioco6 pacnpoctpanenus Toapa Bbl cuntaere caMbIM y1auHbIM?

7. Ha uém ocHoBbIBaeTcs Bail BEIOOP TOro MM MHOTO ToBapa?

Listening

5. Match the word with their Russian equivalents:

1) deal with a) yKacHbIN

2) attitude to b) BOBJIEKATH

3) wholeheartedly C) TPaTUTH/TIPOBOAUTH ( BpEMsI)

4) involve d) coxanenus

5) spend €) OTHOIIIEHHE K YeMy-T0/ KOMY-TO

6) close to f) peauHoBBIC canoru

7) regrets g) BCEM CEPJILIEM, BCELEIO, MOTHOCTHIO
8) awful h) nmetp neno ¢ yeM-To/KeM-To

9) all in vain 1) 6JM3KO

10) willies J) BCe HampacHo

6. Find English equivalents:

1 )npuBnekaTenbHbIl, 2)pa3zMep/rabapuTsl, 3) npuemiemas 1eHa, 4) OpueHTUpOBaHa
Ha TOTpeduTeNeH, 5) Jerkoe MPUKOCHOBEHHE, 6) MIIaBHO/PaBHOMEPHO, 7) PEUMYIIIECT-
BO, 8) Kpenkuii, 9) nerkuil B ucnonb3oBaHuy, 10)pa3nBUKHON/THOKUI/yHUBEPCATbHBIM,
11) xopomro npoaaBaeMbIii, 12) BEICOKOKaue€CTBEHHBIN, 13) HammydIlee coueTaHue «Iie-
Ha-Ka4eCTBOY.

7. Translate into English:

1. Oto0 ny4ie Bcero noaXoAMT ISl XpPaHEHUS! TUCKOB.

2. Toap nmpeasaraercsi B Tpe€X paclBeTKaXx.

3. ¥V Hero MHOro HHTEPECHBIX XapAKTEPUCTHUK.

4. OTIMYUTENILHONU €T0 XapaKTEPUCTUKOU SIBISETCS, TO, YTO TOBAap MPOCT B oOpa-

5. OH BecuT MeHee TPEX KUIOTPAMM .

6. Y Hero ecth BCE, UTO HYKHO JIJIsl JoMa U oduca.

7. Y Hac ecTb TOBapbl AJIs MOKyHaTelel, BeAyIUX aKTUBHBIN 00pa3 KU3HH.
8. Haiu ToBapsl npuBIIEKATEIbHbBI U MPAKTUYHBI.

9. Mg eni€ He OOBSBIISIIN O AaTe Havasia BHITYCKa.

10. OHu Takx)e yHUBEpPCaIbHbI 1 OPUEHTHPOBAHBI HA TOTPEOUTEIIS.

8. Translate into Russian:

1. It was modified after the tests.

2. They'll be insured against fire.

3. It's been advertised in all national newspapers.
4. They've been promoted to senior managers.
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They were discontinued because of poor sales.
They're manufactured in Korea.

It'll be tested in our laboratories.

It's delivered within a week.

. Everything is still under guarantee.

O You can hold it in the palm of your hand.

SR

Reading
9. Match the word with their Russian equivalents:
1) toast a) nmpoOjema, UCTIBITAaHUE
2) ground b) npuaaBaTh cuiibl, 0OAPUTH
3) bar C) IPEUMYIIECTBO, TOCTOMHCTBO
4) dissolved d) ucneiTanue
5) energy-giving quality €) NpensiTCTBUS
6) venture f) moguepkuBasi, oOpairas BHUMaHUE
7) beverage g) OpuKerT, muuTKa (I0KoIa1a)
8) initially h) >xeHbIIEHB
9) challenge 1) pacTBOPSTH
10) ginseng ]) XKapuTh
11) emphasizing k) ctumynupytolee BelecTBO; aHTHACTIPECCAHT
12) obstacles 1) u3menbuath
13) challenge m) U3HAYaIbHO
14) stimulator n) HAIUTOK

10.Translate into Russian:

1. For centuries, the residents have cultivated a caffeine-loaded berry.

2. Finally, they are ground to a fine powder or pressed into bars.

3. Smart producers are trying to add value at home and sell branded products over-
seas.
The beverage company uses it to make the top-selling soft drink.
The global soft-drinks industry is dominated by well-known brands.
Another challenge lies in the fact that most energy drinks contain guarana.
. The company is working hard to distinguish its product from the rest by empha-
sizing its use of traditional drinks.

8. Their local specialty will be in high demand in years to come.

Nouva

11. Translate into English:

1. MecTHbIe COOMPAIOT TIIOJBI, 3aTEM MEJUICHHO O00XKApUBAIOT WX CEMEHA, YTOOBI
YAQIUTh BCE OCTATKH T'OPEUH.

2. DTO MOHO IMOTOM PAacTBOPUTH B BOJE.

3. CnocoOHOCTh IpUAaBaTh CUIIBI CAENaia TOT KOMIIOHCHT TMOMYJISIPHBIM BO BCEM
MUpE.

4. Teneppb ympapisiolne HalleJIeHbl Ha TO, YTOOBI 3apaboTaTh HA YHUKAJIbHBIX Ka-
YeCTBaxX MX HAMTKA U 3aBOEBATh HOBBIX MOKYyIATEICH 10 BCEMY MUPY.

5. OpHako, MPensTCTBUS, IS STOTO OTPOMHBIE.
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6.

OTH KOMIIAaHUU PACIOiaraloT OrpOMHBIM OOJIKETOM Ha MPOJBUKEHUE MPOAYK-

uu (marketing).

7.

bonpMHCTBO coacp:KaT BHTAMHHBLI M AHTHACIIPCCCAHTBI TAKHME KaK, caxap,

KEHBIIICHb, KOPEHH.

8.

Hacenenue 3anumaeT TpeTbe MECTO B MUPE 1O MOTPEOICHUIO MPOXIIAUTENIbHbBIX

HaIIUTKOB.

Language review

12. Put the words in the right word order:

XN R =

months /delivered/ it's/ within /two/.
in/manufactured/the/ they're/USA.

the /was/ it /modified/ after/tests.

because of / sales/ discontinued/they/ were /poor.
national /been /advertised/ in /newspapers /all/ it's.
to managers. they've/ promoted/ been / senior/
tested /laboratories /it'll / in /our /be .

fire/ be/ insured/ they 'll/ against.

13. Translate into English using Passives:

SN

Kakoii ToBap mpou3BoAUTCS Ballell KOMIAHUEH?

Korna ToBap Oyzaer qoctaBiieH MOKynarento?

OTH HaHHBIC TPOBEPSUINCH B HAIIIKX JIAOOPATOPHUSIX.

VYHUKaTbHBIE XapaKTEPUCTUKU JOPa0ATHIBAIOTCS €KETOJTHO.

HoBast Mozens OyeT NOCTYIHA yKe K KOHIY Tofa.

ToBap oueHb XOpOIIIO MPOoJAETCs O1aroaaps TOMy, 4TO OH PEKIAMHUPYETCS B ra-

3€Tax, Ha TCJICBUACHUN, B UHTCPHCTC.

7.
8.

MHorue MeHepKephl MOTyYHIN MOBBIIIEHUE TIO CTyK0e.
Brimyck ToBapa ObLT MpeKpalieH no NpuuruHe I0Xoro cObITa.

14. Fill in the gaps with prepositions:

1.
2.

NNk

tion.

=

It comes .... two elegant colours.

.... just a few minutes water is heated .... the ideal temperature.

It is designed .... those who want hi-tech .... their business.

It comes .... ablack natural rubber strap.

The whole system is controlled .... a user-friendly keypad.

It is provided .... a removable divider, key operated locks and digital combina-
It is made .... highly resistant cowhide leather.

It takes .... a minimum .... space.

15. Translate into English:

1.
2.

Yto ObI BBl MOIJIM PaccKa3aTh O MPOU3BOJUMOM TOBape?
HoBas monenb o0nagaeT HECKOJIBKUMU OCOOEHHBIMHU XapaKTEPUCTUKAMM, OpH-

CHTUPOBAHHBIX HAa HAIIINX HOKYHaTGHGﬁ.

3.
4.
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OH uaeanbHO MOAXOAUT 715l oduca.

Emé oguuM npeumyIinecTBOM ToBapa SBISETCS TO, YTO OH JIETOK B OOpAIllEHUH.
B nogepieHnn ko BceMy CKa3aHHOMY, OH CTOUT 99 eBpo.

DTO Haumyulllee COOTHOILICHHE 1IEHbI U KaueCTBa.

9. Kakoe rapantuitHoe o0CIy>KMBaHUE BbI TIpeaiaraete?

10. Kakue yHukanbHble CBOMCTBA UMeeT Bara npoaykuusa? (unique selling points/
USPs)

PN

16. Open the brackets:

1. I'm afraid, it .............. (to be) available year.

2. W (to be) expert furniture makers.

3.t (come) in three shades of brown.

4. We ..ooooovennnnn. (to be ) very interested in colours, but ask about the price, too.
5. The special screen .............. (give) excellent images.

6. You.............. (can) hold it in the palm of your hand.

To Tt (sell) everywhere soon.

8. Everything ........... (to be) still under guarantee.

17. Translate into English.

1. D10 camas PKCKIIIO3UBHAsA MOJEIIb B HALIEH KOJIJIEKLINH.

2. OH cnenualibHO ObUT pa3paboTaH, YTOOBI BbI MOTJIM HACIAIUTHCS 3CTETUKOU CO-
XpaHeHus aparolieHHoro BpeMeHnu (the art of precision timekeeping) .

3. JlanHas oxpaHHas CUTHajJu3alus JOBOJBHO Tpomo3jkasi (robust), HO He cpa3y
3aMeTHasl.

4. Bces cuctema KoHTposmpyercst yaooHsM myasToM (keypad).

5. Tloptdens cHabxeH chéMHOM meperopoakoi (divider), mexanuueckum (key op-
erated locks) u kogoBbiM 3amkamu(digital combination).

6. Mojenp M3roToBJIEHA U3 BHICOKOIIPOUYHON BOJIOBBEN KOXKHU.

7. DTO mpeaycMaTpuBaeT HaJM4KMe BHOBBH pa3paboTaHHBIX ( hew innovative) oT-
KPYUHBAIOIINXCS PYUEK.

8. HeOosnbuioit HarpeBaTellb, BMOHTUPOBAHHBIN CBEpPXY, MMO3BOJIUT BalllMM HAIUT-
KaM (cups) Bcerja ocTaBaThCsl HYy)KHOM TemrepaTypsl (perfectly warm).

Writing

Order Letter Writing Tips:
e Write the letter in a precise manner

eMake sure you keep the language of the letter formal and easy so that the reader
does not find it difficult to read

oIf you are writing the letter to place order make sure you do not make any mis-
takes

¢ Avoid making spelling and grammar errors

¢ Do not deviate mid-way from the topic while writing the letter

e Write the letter in a polite and apt manner
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Order Letter Template

From,

Date: (Date on Which Letter is Written)
To,

Subject: Order Letter

Dear (Sir or Madam)

I (name of the person) am writing this letter to you
.............. (name of the receiver) to place an order for goods for our ongoing
project. Actually we had ordered enough goods for our work, however the quan-
tity seems very less now and hence we require more goods for our work to be
completed soon. The attached list of goods with this letter will tell you precisely
our requirement of goods. Hope you send it as soon as possible so that our work
can continue without any halt.

Hoping to receive the said order soon without any delay, also the payment for the
same would be done soon.

Thanking you,

Yours Truly,

Name of the person

Sign of the person



Order Letter Sample, Email and Example/Format

From,

Date: (Date on Which Letter is Written)
To,

Subject: Order Letter

Dear Sir,

I am the purchase manager of XYZ Company and I am personally writing this
letter to order goods for our site work. As we have been purchasing goods from
you company since some time now, I am writing this letter to order material.
Along with this.....

Along with this letter I am attaching the list of materials or goods that is needed.
Please make sure you send it across in a week’s time as the requirement is a bit
urgent this time.

I hope there is enough stock left with you to complete this order of ours. Thank-
ing you for your support and timely orders till date.

Thanking You,

Yours truly,

Name and Signature

Dos and Don’t’s of Order Letter

e An Order Letter should be addressed to the person responsible for executing the
order

e [t should include all the terms and conditions agreed upon by both involved par-

ties

e Since it is purely an official letter it should be typed out

e There is no need to use too many adjectives in the letter since it is purely for an
order being placed

e The letter should have all relevant details related to the order, for example, quan-
tity, price and other terms and conditions

18. Fill in the following letter:

Dear Sir or Madam,

As per our discussions on (date of meeting) we are pleased to place an
order for 100 copies of Mastering Mathematics book by (writer) for Class VII
for the ICSE Board on the following terms and conditions:

1. The cost of each book will be Rs. (inclusive of all taxes)

2. Payment terms will be a post-dated cheque for 50% advance with order. This
cheque will be cleared on the day of the deliver. The balance payment of 50% 7 days af-
ter delivery and after random inspection

3. Delivery will be done within 7 days from the order date
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4. Delivery will be done at (address of organization)

5. If the order is not delivered as per the above terms and conditions, the order
stands cancelled

Please find enclosed cheque number dated for Rs.
towards advance for the order.

Hoping to have a long business relationship with you.

Best regards,

(Name of signing authority)

Business Letter Writing: Orders
The following letters place product orders.

Useful Key Phrases

e Would you please send

e According to your website / magazine / leaflet,

e COD (cash on delivery)

e NOTE: The intials at the bottom of the letter indicate who the letter is from followed
by who typed the letter - for example: from Ken Beare typed by Ron Easton = KB/re

Useful Key Phrases

e As someone who has worked with

e we were very disappointed to find / see / have discovered

e As our written agreement stipulated, we expected

e [ think you will agree that a communication problem exists.
e We would like you to , or provide us with a refund.

Example Letter

Drivers Co.

3489 Greene Ave.

Olympia, WA 98502

August 17, 2001

Richard Brown, President

Document Makers

Salem, MA 34588

Dear Mr. Brown,

As someone who has worked with your company for over 3 years, we were very
disappointed to see the documents you produced for our latest Drivers Co. publicity cam-
paign.

As our written agreement stipulated, we expected full color leaflets with fancy ex-
planatory texts, but instead, we found that black and white photos had been included in
the prepared leaflets. I think you will agree that a communication problem exists.

We would like you to send out a photographer to provide us with the promised
color coverage, or provide us with a refund.

Yours truly,

(signature here)

Thomas R. Smith,

Director
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Business Letter Writing: Account Terms and Conditions
The following letter outlines the terms of a newly opened business account.

Useful Key Phrases

e Thank you for opening an account with

o[ would like to take this opportunity

e Invoices are payable within

e As, I will be happy to answer any questions you may have regarding
eand therefore encourage the use of

e We consider this incentive

Example letter

Dear |,

Thank you for opening an account with our company. As one of the leaders in this
industry, we can assure you that our products and our services will not disappoint you.

I would like to take this opportunity to briefly set forth our terms and conditions for
maintaining an open account with our firm. Invoices are payable within 30 days of re-
ceipt, with a 2% discount available if your payment is remitted within ten (10) days of
receipt. We consider this incentive an excellent opportunity for our customers to increase
their profit margin, and therefore encourage the use of this discount privilege whenever
possible. We do, however, require that our invoices be paid within the specified time, for
our customers to take advantage of this 2% discount.

At various times throughout the year we may offer our customers additional dis-
counts on our products. In determining your cost in this case, you must apply your special
discount first, and then calculate your 2% discount for early payment.

As the credit manager, I will be happy to answer any questions you may have re-
garding your new account. I can be reached at the above number. Welcome to our family
of customers.

Business Letter Writing: Sales Letters
The following letters introduce products for sales.

Useful Key Phrases

e Are you having trouble

e This is why it is important to have

e At X, we have the skills and experience to

eMay we stop by and offer you a FREE estimate of how much it would cost to

oIf so, give us a call at X and set up and appointment with one of your friendly
operators.

Example Letter
Document Makers
2398 Red Street
Salem, MA 34588
March 10, 2001
Thomas R. Smith
Drivers Co.

3489 Greene Ave.
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Olympia, WA 98502

Dear Mr. Smith:

Are you having trouble getting your important documents formatted correctly? If
you are like most business owners, you have trouble finding the time to economically
produce good-looking documents. This is why it is important to have a specialist take
care of your most important documents.

At Documents Makers, we have the skills and experience to come in and help you
make the best possible impression. May we stop by and offer you a FREE estimate of
how much it would cost to get your documents looking great? If so, give us a call at 789-
8989 and set up and appointment with one of your friendly operators.

Sincerely,

(signature here)

Richard Brown

President

RB/sp

19. Fill in the blanks using the words given in the box:

1) offer, del credere, commission, recommendation, principals, terms, rates, fac-
tory, documentation, manufacturers, freight, brochure

Dear Mrs Neves,

We are writing to you on the ......... of the Portuguese Chamber of Commerce who
informed us that you were looking for a buying agent for precision tools in this country.
We have been in this trade for over 20 years and have close contacts with the major
................ both here and overseas.

If we may, we would like to give you a brief outline of the ................... we work on.
Generally, we place orders for our ................. with our suppliers, and our customers settle
direct with the manufacturer. In addition, we arrange all cost, insurance and .....................
facilities for the client handling consignments from the....................... to the port / airport
of the importer................... country.

As we have dealt with these agencies for a number of years, we can offer you their
most competitive .................. for shipment. In addition, we would take care of all
........................ including customs formalities.

As a rule, we operate on a 4.5 per cent .................. on c.i.f. values, but if credit is
involved, we could offer .................. services for an additional 2.5 per cent commission.

If you are interested in this ..................... we can assure you of first class, efficient
service. Meanwhile, do not hesitate to contact us for any more information. Please find
enclosed our .................. giving full details of our company.

We look forward to hearing from you in due course.

Yours sincerely,

M Kobelt

Managing Director

2) draw, charges, settle, inform, acting, valid, documents, opened

Dear Sir,

We are .................. on behalf of the Eastern Bank, London, and would like to
................ you that the above documentary credit for $45,000 has been ....................... in
your favour by your customers Mercury Data Ltd. The credit is ...........c.cc......... until 12
August and all bank ....................... have been paid.

178



Please bring the following .................... to the above address: air waybill, invoice
for full value of the sale c.i.f. London, insurance certificate, certificate of origin.

Would you also ......cccceevveennenee. a sight draft for the full amount of the invoice on
us so that we can ........ccceeeeveenennnnee, this account. Thank you in advance.

Yours faithfully,

Paul King

Documentary Credit Manager

Texts for retelling and discussion

1. Read the text, make sure you understand everything and retell it:

When we think of business, we usually think of tangible products that we can see
and touch: computers on the desk or cars in the showroom. We may also think of primary
products like coal or agricultural goods. But manufacturing forms a diminishing part of
most advanced economies: only 17 per cent of the US economy, for example. Manufac-
turing is increasingly lean, with 'Japanese' techniques such as just-In-time(JIT) ordering
of components and total quality management (TQM) becoming widespread.

There is an unresolved argument about whether economies need manufacturing at
all to survive and flourish. In many people's minds, nevertheless, there is great regret
when a factory closes in a 'traditional’ industry: there is something more 'real' about work
in a car plant than in a call centre. (The call centre may be selling intangible products
such as mortgages: more and more services are described in product terms.) But the car
plant may provide more work indirectly, for example at the component manufacturers
that supply it.

We define ourselves partly by the products we own and use, wherever they are
made. Economies in different parts of the world are at different stages of development in
the way products are bought and perceived. In newly industrialised countries, such as
some of those in Asia, more and more people are now able to afford consumer durables
like washing machines for the first time, and companies that sell these types of goods can
make large amounts of money. In the West, the market for televisions or washing ma-
chines is basically one of replacement. In a situation like this, design, brand and image
become more important. Previously prestigious products, like certain makes of luxury
car, become increasingly affordable, and manufacturers have to be careful to stay ahead
of the game to avoid their brands being perceived as 'ordinary'.

The cars, televisions and washing machines of the 1950s may have had more style,
but modern products are technically far better now than they were then. Consumers may
complain about designed-in obsolescence and unnecessary sophistication of products
with too many features that are never used, and manufacturers may have started to take
this into account, simplifying the ways they are used. Consumers are also able to obtain
and compare information about different products more and more easily. Consumerism is
a force that manufacturers increasingly have to reckon with.

2. Discussion: What is better? Whose side are you on?

Instructions:

Read, translate these texts and organize a role play (some students could be in-
vestors, manufacturers or customers/ 2 students for Coca-Cola Company/2 students
for Pepsi-Cola Company). Companies’ representatives start the meeting speaking
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about theirs histories, advantages and disadvantages (if they have). Search for addi-
tional information in the Internet. Investors, manufacturers and customers ask
them questions. At the end choose: Whose side are you on!

ol e Mt I8, 1902

Text 1

Coca-Cola was first created in 1885 at
Columbus, Georgia in a three legged kettle by
Dr. John Pemberton. It was originally a type of
cocaine which was popular in Europe at the time.
The original drink was non alcoholic, carbonated
and included cocaine and caffeine from the Kola
nut. It was originally sold in Jacob’s Pharmacy
in Atlanta, Georgia on May 8, 1886. Originally,
an elixir, it was believed to actually cure many
diseases which included morphine addiction,
impotence, headache, dyspepsia an others.

In 1887, another pharmacist Asa Candler
. vm?::l:i(t)l:ust bought the formula from John Pemberton. This

e cost was $2,300, and within ten years, the soda

became one of the most popular fountain drinks.
It should be noted that the first few years, three
versions of the soft drink were sold by three
different companies. However, after some legal wrangling, in-fighting, buy outs and
forgery, a second Coca-Cola company was created in 1892, this is the Coca-Cola Com-
pany that still stands today.

"PEPSI| “», PETE : THE PEPSI-COLA COPS
Text 2 1

Havanoce BCC B 4 S o wAKS SURE YOU Gy
B =

§\G 816 BOTTLE
aBrycte jgainekoro 1898 SRR A NickeL /e
rona, korna Kane6 bpaaxewm, \;‘:,HP:JKREESAU:: e
¢dapmaneBtr u3z Hpro-bepha, smw““‘“""
MpHUIyMall pelenT CHpOIa u3 e SO0
OpEXOB KOJIbI U BaHWIH. JTa BUBGETS. Good nevs ,m \
MHKCTypa, [0 3aBEPEHHIM el sV r 2o B
nu3zobperarens, cro-
coOcTBOBaja MPaBUIBLHOMY
MUILIECBAPEHUI0 U JIENCTBO-
Baja Kak (EepMEHT Kemy-
IOYHOT'O COKa IerichH. M3-
HayaJgbHO CHUpoI, pa3baB-
JICHHBIM BOJOM, PEKIaAMHUPO-
BaJICsl KaK JICKAPCTBEHHOE CPEICTBO M HA3BIBAJICS MPOCTO «HAMUTOK bpamay. OmHaxo
yxe kK 1903 rogy oH npuoOpen npuBbluHOE 1711 HAac Ha3zBaHue «Pepsi-Colay (nanee —
[lericn) 1 moayymsI MUPOKOE MPU3HAHUE MaccC.

Harnuroxk Ilericu 6b11 n3o0peren cnyctst 12 jieT mocie MmosiBIEHUsI Ha CBET CBOETO
riaBHoro kKoHkypenra — Coca-Cola. OtmeTtum, uto Ilencu BCIO CBOIO CO3HATENbHYIO
U3Hb COMEPHUYAET CO CBOUM «CTaplIUM OpaTom», HE Kejas yCTyNaTh MECTO Juiepa
6e3 60s. B 1903 rony bpanxem peructpupyet Toprossiii 3Hak «Ilencu-Komna» u 3amycka-

big boules ... 12 big
drinks. All you neced
for a good, big party. ~

If your dealer cannot supply you, Al in
his name and address and mail w Depr
A3, Pepsi-Cola Co., Long Island Cicy, N. Y.
Deoaler’s Name. ...cccomcsiceiiiaasisisassnans

e
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€T MEePBYIO PEKIIAMHYIO KaMIaHu0. B KOMIMaHuu ¢ TOPAOCTHIO TOBOPST O TOM, uTo «Iler-
cu-Kona» crana nepBbIM 3amnaaHbiM ToBapoM MaccoBoro crnpoca B CCCP.

Just for fun

. THERE'S' % &
The dﬂerence between the uﬁ;ﬁi‘@;i b? Jﬁ?ﬂﬂ!ﬁhl&é‘?%%%%l‘? E E} YES, BROTHER-THIS 1S &
. . e T Sl MARATHON DANCER. IF PAUSEVILLE ~WHERE THE
Coke Girl and the Pepsi Girl g & RLTG  Boti 66" B oL S PN A
"Wh 1 " T LAHD IH A DITCH THE. TRAFFIC LIGHT AT
olesome ...0r N 4 THE
"Delicious"? \

What kind of girl do you
prefer: 'wholesome'... or
'delicious'? For the better part of
the decade, Coke chose to focus
on the wholesome, small town,
all-American girl-next-door
image. But ladies, "calorie-
reduced" Pepsi was part of your
healthy, modern lifestyle too -- so
you'd look smashingly slim in the
latest fashions as much as so you'd
get a better rate on your life
insurance! The difference between
the Coke Girl and the Pepsi Girl
wasn't just about style... It was
about attitude. _ 4

While the small town Coke Order a 6-Box of Coca-Cola from m. ) 7
Girl was entertaining an awkward | vyour dealer....Keep it cold and

WIAGOMN WHEELS,
AND BOY,

THEYRE
Capravi MG
g

NOW 1 FEEL
LIKE GUIDING
THESE OLD g_.,“,

THE DRINK THAT
KEEPS YOU FEELING FIT
FOR WHAT'S AHEAD

prink :

. . o . rea o serve i r refrigerator. Delicious and Refteshi
suitor in her parent's livingroom... Sl S e o) i
-.or picking up a 6-pack at the COCA-COLA BOTTLING CO., INC.
local grocery store... ... the Indianapoelis - - Indiana

Talaphans Riley 5447

carefree, stylish Pepsi Girl was
heading out for a romantic night on the town. As for ads featuring guys, well, I don't
think Pepsi even ran any ads featuring just guys. While both brands seem to have felt that
women were their target market, Coke at least made an effort to engage the other half of
the population. For the Pepsi Girl, men were no more than a prop... a fashion accessory.
After all, the modern woman, "the darling of her dress-maker", had "countless men-folk"
to pick and choose from.
All of today's images have been added to my Beverages Flickr set.
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Vocabulary

add value 100aBTh CTOMMOCTh

alleged benefits mpeanoiaraeMas BeIroa

all in vain BCE HANPACHO

arrange OpPTaHU30BBIBATH

arrogant BBICOKOMEPHBIH

association acCOIHaIHsI

attitude to OTHOUIEHHE K YEMY-TO/ KOMY-TO
attractive MIPUBJICKATEIHHBIN

awake 00ApCTBYIOIUI

awful y>KaCHBIH

bar OpUKeT, IJIUTKA (1I0KO0JIa1a)
beverage HaIUTOK

buy MOKYTIaTh

caffeine-loaded berry Copeprkaniast Kodeun siroaa
capitalize HCIIOB30BaTh JJI CBOEH BBITOJIbI
celebrity 3HAMEHUTOCTh

chain store CETEeBOM MarasuH

challenge npo0sema, UCTIbITAaHHUE

close to OJIM3KO

coal yroJib

consistency MOCJICIOBATEIIbHOCTh

contain COJIEPKATh

copper Meb

credibility HaJICKHOCTh

customer loyalty BEPHOCTH MOTpeOHUTENCH

deal with HUMETBH JEJI0 C YEM-TO/KEM-TO
design pa3pabaThIBaTh

destination MECTO Ha3HAUYCHMUSI

destroy pazpyuarb

develop pa3BHUBaTh

dimensions U3MEPEHUS

discontinue (v) IPEKPATUTh

dissolved PacTBOpeHHBIH, paCTBOPUMBII
distinguish pa3auyarh

distribute pacrpoCTpaHsITh

document feeder YCTPOWCTBO JUIsl [T0/1Ia4 OPUTHHAJIA IOKYMEHTa
economical pEeHTa0EIbHBIH

efficiently 3¢hPeKTUBHO

emphasizing MOAYEepKUBas, 00paiasi BHUMaHHE

energy-giving quality

Bonp;nuee Ka4yCCTBO

environmentally friendly

0e3BpeIHBIN ISl OKPY>KAIOLIEH Cpebl

establish yCTaHaBJIUBaTh

examined W3YUYCHHBIN

exception HCKJIFOYEHUE

exploit HCCIIEIOBATh

flexible THOKUH

float 1J1aBaTh

free trial JIEMOHCTpPAIMOHHAs BEpCUsI
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ginseng YKEHBIIICHb

ground U3MEIbYCHHBIN
highlight BBIICTISITh OCOOCHHO
high-tech BBICOKHE TEXHOJIOTHH
household goods PEAMETHI JOMaITHEro 00Mxo/1a
improve yJIy4IlIaTh

initially W3HAYaJIbHO

invent n300peTaTh

involve BOBJICKATh
kitchenware KyXOHHas I1ocy1a
launch 3aIyCcKaTh

life cycle JKU3HEHHBIN ITUKII
light up OCBETHUTH
long-lasting JUIMTEIIbHBIN
long-wearing HOCKHI1

make JIelIaTh, CO3aBaTh
manufacture IPOM3BOIUTH

market PBIHOK

measure Mepa

modify U3MEHSITh

mountain range ropHasi ielb
obstacles IPETSITCTBUS

poverty OCTHOCTH

pride TOpPJIOCTh

product TOBAp

promote poJABUraTh

record OTYeT

refine OUYHUUIATh

regrets COXKaJICHHUSA

robust 3/IpaBbIi

rotate CMEHSATH JPYT Apyra
secure future Oe3omacHoe Oyyiiee
sell po/1aBaTh
semiconductor MIOJTYTIPOBOTHUK
smoothly TJIAJIKO

spend TPaTUTH/TIPOBOAUTH ( Bpems)
stimulator CTUMYJIMPYIOIEE BEIIECTBO; AaHTUACTIPECCAHT
stylish CTHJIbHBIN

toast JKapHuTh

test HUCHBITHIBATh

tested IPOBEPEHHBIN

trace clien

unique selling point

YHHUKAJIBbHOC TOProBOC MPCAJIOKCHNC

user-friendly

JIETKUI B MCIIOJb30BAHUM

venture NPEAIPHUSITHE
wellies PE3UHOBBIE CAINOTH
wholeheartedly BCEM CEPJILIEM, BCEIET0, MOTHOCTHIO
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Yueonoe uzoanue

beasikoBa Ouibra BiiagumMuposHa
I'myxoB I'ennaauii BacuabeBuy
I'pomoBa Tarbsina BiragumupoBHa
Epmaxosa IOnus ImutpueBHa
KapaceBa Ejiena AnekcanapoBHa
Kyankoa Haranbsa BacuibeBHa
MaxcumoBa OJuibra KoHCTAHTHHOBHA
Mwmrotuna Exkatepuna AjlekcaHIpoBHA
IlerpoBa Hatanbsi JpHcTOBHA
Cemouxknna IOy BukropoBHa
CroiikoBuy JIunus FOpseBHa
YerBepukosa Oxcana Hukonaesna
IIInxaTroBa Enena EBrenbeBHa

BUSINESS ENGLISH
SUPPLEMENTARY EXERCISES
(PRE-INTERMEDIATE)

Yueonoe nocooue
O 0e1060MY AH2UTICKOMY A3bIKY

B asmopckoti peoakyuu
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