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LESSON 1
THE VISIT OF A FOREIGN PARTNER

Tewmbl u cutyanuu:

1). Busur 3apyOexxHoro nmaptHepa (BcTpeda B a’dporopTy, 3HAKOMCTBO, Iipodeccun,
IPUBETCTBUSA, 01ar0JapHOCTH, IIPOIaHKue, POpMBI OOIIICHUS).

2). Teopus 1en10BOTO MUCHhMA, JIEMEHTHI JIEIOBOTO MUChMA.

3). TecTsl 111 UTeHUS U OOCYKACHUS.

4). Speak out. PazroBopHast mpakTHKa.

JIUAJIOT:

John Cartwright, a Sales Manager for a British company, has just arrived at Kazan
Airport from London. He is visiting a company that wants to buy equipment
produced by his company. Here are some dialogs between him and the staff of the
company.

At the airport

- Excuse me... Are you Mr Cartwright?

- Yes.

- I’'m Vladimir Ivanov, from TST Systems. How do you do?

- How do you do?

- Have | kept you waiting?

- Oh, no... the plane’s just arrived. Thank you for coming to meet me.
- Not at all. Did you have a good trip?

- Yes, thank you. | was a bit airsick, but now I’'m O.K.

- My car’s just outside the airport. My driver will take your suitcase.
- Thank you.

In the car

- We are going to our office in the centre of the city. It’ll take us about half an hour to
get there, Mr Pospelov is waiting for you.

- Please remind me who Mr Pospelov is.

- He’s our General Director. He is going to discuss with you the details of our future
agreement.

- Which hotel am | staying at?

- We’ve reserved a single room with a private bathroom at a hotel near the centre.

- That’s O.K. Thank you very much.

At the office

- I’d like you to meet Mr Pospelov, our General Director.
- Glad to meet you, Mr Pospelov.



- Glad to meet you too. Have you ever been to Kazan before, Mr Cartwright?

- No, it’s my first visit to Kazan

- What are your first impressions of Kazan?

- I like Kazan it’s a very beautiful city and quite different from London.

- I hope you’ll enjoy your visit, Mr Cartwright.

- Let me introduce my staff to you. This is my secretary, Miss Krivenkova

- Nice to meet you, Miss Krivenkova Nice to meet you too. Call me Ann.

- | also want you to meet Victor Volgin, our Sales Manager. You’ve already met Mr
Ivanov.

- What does Mr lvanov do?

- He is our Export-Import Manager... Do take a seat. Would you like a cigarette?

- Yes. Thank you.

- Would you like something to drink?

- Er... Yes. I’d like a cup of coffee,

- Ann, could you make coffee for us, please?

—  Certainly, sir. How would you like your coffee, Mr Cartwright, black or white?
- Black, please.

- With sugar?

- No, thanks.

- By the way, Mr Cartwright, what is your profession?

- I’'m an engineer, but at Continental Equipment I work as a Sales Manager. Here’s
my card.

- Let’s get down to business, Mr Cartwright. We’re extending our business and want
to buy equipment for producing some goods in Kazan, rather than importing them
from western countries as we do now. We know that some companies, including
yours, produce the sort of equipment we need. Your company provides advanced
technology and efficient service, which small companies can’t provide. That’s why
we’re interested in your company.

- Yes. I see. You’ll be pleased to hear that the service life of our equipment has been
increased, and also prices have been reduced.

- Would you mind speaking a bit slower, Mr Cartwright? I’'m not very good at
English.

- Sure. | said we had increased the useful life of our equipment.

- It’s very interesting, but first I would like to know if it’s possible to adapt your
equipment to our needs.

-To answer your question, Mr Pospelov, | have to visit your factory and study your
requirements.

- I’ll show you our factory tomorrow.

- What time?

- Let me see... | have an appointment with my lawyer at 9 a.m. How about 10?

- That’s fine.



- At the moment we are looking for a Commercial Director for this project, so in the
future you’ll have to deal with him. If we decide to buy your equipment, he’ll visit
your company and you’ll discuss the contract with him in detail.

- Fine. I’ve got some advertising leaflets so you’ll be able to study the main
characteristics of our equipment yourself.

- Thank you, Mr Cartwright. Our driver is at your disposal during your visit. His
name is Oleg.

- Thank you very much, Mr Pospelov.

- Well. That’s all... our driver’s waiting for you. He’ll take you to your hotel.

- Goodbye, Mr Pospelov.

- Goodbye, Mr Cartwright. See you tomorrow.

Translate the conversation into English:

B asponopry

- IIpocture ... Bol M-p KapTpaiit?

- Jla.

- 1 Bnagumup MBanoB u3 kommnanuu TCT Cucrems. 3apaBcTBYHTE.

- 31paBCTBYWTE.

- 51 3actaBun Bac xnats?

- O, HeT ... caMoJIeT TOJABKO 4TO npuiieren. Cnacubo, YTO NPUILIA BCTPETUTH MEHS.
- He 3a 4rto, noJsiet npoiiesn HOpMaIbHO?

- [a, 6narogapto Bac. MeHst HEeMHOT0 ykauasuo, HO ceiiuac g y>ke B HOpMe.

- Mos mammna oxugaet Bac. Mo Bogutens noMoxkeT Bam Hectu Bainn uemoan,
- bnarogapro Bac.

B mammune

- M&b1 HanpaBiisieMcsl B Hall o(uc, KOTOPbI HAXOAUTCS B LIEHTpe ropojaa. s toro,
9TOOBI 100paThes TyAa, HaM MOTpedyeTcst 0KoJo nosyvaca, Bac sxnet m-p [locnenos.
- HannomauTe MHe, noxanyicra, Kto Takoi M-p Ilocnenos.

- DTO Haml TeHepaibHbIi qupekTop. OH cobupaercs obcyauTs ¢ Bamu HekoTopbie
JIETaJIM HaIero Oy IyIIero CoralieHus.

- B xakoll rocTUHUIIE 51 MOTY OCTAHOBUTHCA?

- MbI 3aka3zanu 11 Bac oqHOMECTHBIN HOMEpP C BAHHOW B TOCTHMHHUIIE HENAIEKO OT
LEHTpA.

- Otnuyno. bonwmioe crnacu6o.

B ojuce

- Pazpemmre mo3znakomuts Bac ¢ mucrepom IlocnenoBbiM, HaluM T€HEPATbHBIM
TUPEKTOPOM.

Pan nmosznakomuthes ¢ Bamu, m-p Ilocnesnos.

- S Toxe. Bel ObuTH KOTIa-HUOY b B Kazanu?

- Her, 310 Mol nepBbiit BU3UT B KazaHs.

- Kakue Bamwm nepssie Bneuatienus ot Kazanu?
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- Ka3anp MHE HpaBUTCS, OHA COBCEM HE MOX0ka Ha JIOHIOH.

- Haneroch, Bam nonpasutcs y Hac, M-p Kaptpaiir.

- Pazpemmre MHe npencraBuTh BaM MOHMX COTpYIHMKOB. DTO — MOM CEKpETaphb,
mucc KpuBeHkosa.

- [IpusitHO mo3HakomuThesa ¢ Bamu, mrucc KpuBenkoBay

- MHe Toxke. MoxeTre Ha3pIBaTh MEHS IPOCTO AHHA.

- S Xouy Taxxke no3HakoMuTh Bac ¢ Bukropom BosrmHbIM, HAIIMM MEHEHKEPOM 110
copiTy. C M-poMm MIBarHOBBIM BBI yke 3HAKOMBEI.

- UeMm 3anumaercs M-p MIBaHoB?

- OH paboTaeT y HacC MEHEIKEPOM IO FKCIIOPTY U UMIIOPTY. ... [IpucaxkuBaiirech, M-p
Kaprpaiit. Curapery?

- Jla. bnaronapto Bac.

- He xotute nu yero-HuOy b BHITUTH?

- 9 ... la. Eciu MmoxkHO, yamky kode, nmoxanyicra.

- AHHa, ThI HE MOTJIa OBl MPUTOTOBUTH HaM Kode?

- Koneuno. Kakoii koe Bri npeanounrtaere, m-p Kaprpaiit, c Mmojgokom uiu 6e3?

- be3 Mosoka, noxanyucra.

- C caxapom?

- Het, G6naronapro.

- Kcratn, m-p Kaprpaiit, ko Bel o npodeccun?

- 51 mmxenep. Ho B xomnanuu Continental Equipment s paboTaro MeHEKEpOM T10
cObITy. BOT MOsI BU3UTHAsl KapTOUKa.

- [HaBaiite mnepeitnem k aeny M-p KaprpaiiT. Mbl pacmupsieMm cdepy Haien
NEATEIbHOCTH M XOTUM 3aKyIlUTh O0OpyJOBaHHME MJid MNpou3BojcTBa B Kazanu
HEKOTOPBIX TOBAPOB, KOTOPBIE MBI CEWYAC MMIIOPTUPYEM M3 3amaHBIX CTpaH. Mbl
3HaeM, 4TO PsJ KOMITAHWM, BKIJItOYas Barry, mpou3BomaT TOT TUIl 00OpyIOBaHUS,
KOTOPBIi HaM HyXe€H. Bamia KomnaHus BHEAPSIET TMEpPEIOBbIE TEXHOJIOTUU H
oOecneunBaeT 3(Q(EKTUBHYIO CUCTEMY CEPBHCHOM MOAAEPKKH, YTO HE MOJ CUITY
HEOONBIITUM KOMITaHusAM. BoT modyemy Mbl 3anHTepecoBauch Barieit komnanueit.

- Jla, 1 monumaro. Jlymato, uto Bam npustHO OyJeT y3HATh, YTO Mbl YBEIUYMUINA CPOK
Ci1y>kObl Ha1lIero 00opy1I0BaHUs U, KPOME TOTO, CHU3HJIU 1ICHBI.

- He mornm 6b1 Bel roBoputh uyTth momensieHHee, M-p Kaptpaiir? S He oueHb
XOPOIIIO 3HAK0 aHTTUHUCKUN SI3BIK.

- KoneuHo. I roBopui1, 4TO Mbl YBEJIMYUIIU CPOK CITY>KObI HAIlIETO 000PYA0OBAHMUSL.

- Oto oueHb uHTepecHo. Ho mpexnae Bcero s xorTen Obl 3HATh, MOXHO JIH
afganTupoBath Bamie 060pynoBaHue K HalllMM TPEOOBaAHUSM.

- ns Toro, ytoObl oTBeTUTH Ha Bam Bomnpoc, M-p Ilocnenos, st 10KeH OCMOTPETh
Bamy ¢pabpuky u u3yunts Bamm tTpedoBanus.

- 51 nokaxy Bam Hamry ¢abpuky 3aBTpa.

- B xoTopom uacy?

- JlaliTe MHe moagyMaTh. ¥ MEHsI Ha3Hau€Ha BCTpeya C IOPUCTOM Ha 9 4yacoB yTpa.
JaBaiite BcTpetumcs B 10 vacos.

- Xopomuio.



-Cefilyac MbI MIIEM YEJIOBEKAa HA JIOHKHOCTh KOMMEPUYECKOrO AUPEKTOpPA TaHHOIO
npoeKTa, mo3TomMy B OyayuieM Bbl Oynere mmers neno ¢ HuM. Eciau mbl nmpumem
peunieHre o 3akynke Bamero obopynoBanus, oH mpuenetr k Bam u Bwl mogpo6HO
o0CcyNTe C HUM OCHOBHBIE MOJIOKEHUSI KOHTPAKTA.

- Otnuuno. S mpuBe3 ¢ co0oil HEKOTOpbIE pEeKJIaMHbIE MaTepHalbl, Tak 4yTO Bbl
CMOXKETE CaMH U3yYUTh OCHOBHBIE XapaKTEPUCTUKU HAIIETO 000PYOBaHUS.

- brarogapio Bac, m-p Kaprpaiit. Bo Bpemsa Bamero Bu3ura Ham BoauTesb OyaeT B
Bamem pacniopsikenun. Ero 30yt Ouer.

- Bosbmioe cacu6o, m-p Ilocnenos.

- Hy uro k. Torna Bce ... Hamr Bogutens et Bac. On oTBe3zet Bac B roctununy.

- Jlo cBunanus, m-p [locnenos.

- 1o ceunanms, m-p Kaprpair. Jlo 3aBTpa.

A3bIKOBOM KOMMEHTAPHM:

Excuse me - MPOCTHUTE - 00bIYHAs popma
oOpalieHus B aHTJIOS3bIYHBIX CTPAHAX,
CITyarasi JJisi IPUBJICUCHHUS K ceOe
BHUMaHUs. B ciydae, ecinu yenoBek
XO0UYEeT U3BUHUTHCS 32 CBOU
HeaJCKBaTHBIC JCHCTBUS, JaIlle
UCIIOJIb3y€eTCsl BhIpaxkeHue: 1’m
(so/awfully) sorry.

to be airsick - IJTIOXO YYBCTBOBaTh ceOs B CaMOJIeTe.
Cpagnure: to be sick — 6omeTh
My driver will take your suitcase - B TaKOH (hopMe MOKHO MPEIIOKUTH

CBOM YCIIyTH TpeThemy juny. Ecim xe
BbI XOTUTE MOJIYYUTh HHCTPYKIIUHU WIIU
YTOYHUTH JAIbHEUIINE AECHCTBUSA, TO
CJIEYET UCMOJIb30BaTh BOMPOCUTEIBHOE
MPEIJI0KEHUE C MOAATBHBIM TJ1aroJIOM
shall: Shall I send the letter? ITucsmo
ormpasinsaTek? Shall | sign the contract?
-JIOJKEH M 1 OANMCAaTh KOHTPAKT?

It’ll take us about half an hour to get | -maHHas KOHCTPYKLHS HCIIOJIb3YETCS
there JUIA  yKa3aHUS. BpPEMEHH, KOTOpOE
TpeOyeTcss Ha BBINOJIHEHHWE TOTO WU
uHoro peiictBusa. Hampumep: It takes
them two days to send payments. — Ha
OCYIIECTBJICHUE TJIATe)KEH OHU TPATAT
nBa aus. IUll take me three hours to
draw up the contract. - Ha cocraBienue
KOHTpPaKTa MHE IOTpeOyeTCs TpH Jaca.
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to wait for smb (smth) - %1aTh KOro-iau0o (4To-11bo0).
Cunonuwm; to wait smb (smth). bauskoe
10 CMBICITY c10BO: t0 expect smb (smth)
—OKHUJIATh

to be going to do smth - coOMpaThCs caenaTh 4YTo-Iubo0.
JlaHHBII 000POT CITY>KHUT TAKXKE TS
BBIPQXKCHHUs Oy TyIIIET0 BPEMEHH

agreement - corjalreHue, jgorosop; to conclude an
agreement—saaxiro4arh ZIOrOBOP,
cornaiieHue; to come to an agreement —
HpHﬁTH K COTJIallICHHUIO

I’d like (1 would like) you to meet... -B JITAHHOM TIPEJIOKEHUU UCTIONB3yeTCs
KoMIuleKC ¢ nH(puHUTUBOM. [logoOHbBIE
KOMIUIEKCHl OOBIYHO MEPEBOJATCS Ha
PYCCKHit SI3BIK IPUAATOYHBIMU
IPEIJIOKEHUSIMU C COIO30M «UYTOOBDY: |
want you to send the fax immediately —
A xouy, uTtoObl Bbl oTmpaBmim (¢akc
HememenHo. Tell him not to sign the
contract. — Ckaxurte emy, 4TOObI OH HE
HOJITMCHIBAJI KOHTPAKT.

Glad to meet you too - s To)Ke (paj Mo3HAKOMUTKCS ¢ Bamm).
CraHgapTHBIA OTBET Ha MPUBETCTBHUE. B
MeHee (popMasibHOM 00CTaHOBKE MOYKHO
oTBeTUTH mpocto: Me too. B apyrom
KOHTEKCTE BBIPAXKEHUE «s TOXE» Oyner
UMETh Jpyrou skBuBajeHT. CpaBHUTE:
1) I am a Marketing Manager. — So am
. — S paborato MeHeETKEpPOM IO
Bompocam Mapketunra. — S toxe. 2) |
work in a bank — So do 1. — 4
pabotaro B 0anke. — S Toxe. 3) | don’t
like travelling. — Neither do I. — S ne
000 MyTeIeCTBOBATh, — S TOXKe.

SPEAK OUT

1. ITpeacraBbre, yTo BBl BCTpeuaeTe MpeACTABUTENS] aHTIUKUCKON KommnaHuu. B
asponopty Bbl yBHAenM MyX4YMHY, BHEIIHUWA BHUJ KOTOPOrO COOTBETCTBYET
ONMCAHUIO TOTO YEJOBEKAa, KOTOPOro Bbl OMKHBI BCTpEeTUTh. Brimonnute
CIICIYIOLINUE NECUCTBUA:

a) oOpaTuTeCh K HEMY Ha aHTJUUCKOM SI3bIKE W y3HAWTE, TOT JIU ATO YEJIOBEK,

KOTOpbIM BaM HyXeH;



0) mpencrtaBbTe ceOsi (HA30BUTE CBOEC MMS W (paMUJIMIO, a TAKXKE KOMITAHHMIO,
KoTOpyto Bbl pescraisere)

B) U3BUHUTECH 32 OMO3/IaHHUE;

I') CIIPOCHUTE, KaK OH JI0eXall;

1) TIpeaJIoKUTe eMy TpOoUTH K Barieit mammne;

€) CIIPOCUTE €T0, He MOMOYb JIU EMY JIOHECTH €ro YeMO/IaH.

) TpeACTaBbTe ceOe, YTO ITOT YEJIOBEK OKa3ajiCsi HE TEM YEJOBEKOM, KOTOPBIU
Bawm nyxeH. [Tonpocute y 3TOro yenoBeka npoiieHue 3a 0eCroKoncTBO.

2. TlpeacraBbTe, uTo K BaM B KOMMaHMIO MpUeXai MPEACTaBUTEIh HHOCTPAHHOM
¢upmbl. Brinonnute crneayronme AeiCTBUA:

a) IpeICTaBbTECh CaMU MU MPEJICTABbTE €My COTPYIHMKOB Baieidl KoOMITaHHH C
WCTIOJIb30BAHUEM CJICTYIOIINX BBIPAXKEHNMN:

Let me introduce myself. I am ....

Let me introduce my staff to you. This is .... He (she) is ....
I’d like you to meet.... He (she) is ....

May I introduce ... to you. He (she) is

0) cpocuTe y HEro, Kakyl0 KOMIIAHHWIO OH TIPEACTABIISIET, Kakas y HEro
JNOJKHOCTD, U3 KAKOTO TOPOJia OH MPUEXAT;

B) CIIPOCUTE Y HETO, HE XOTeJl Obl OH Yero-HUOY/b BBIMUTH; MPEIJIOKUTE €My
CUTapeTy, 4Yalky Kode, 4as, COKa U T. I.; CIIPOCUTE y HEro, He OyJeT Ju OH
BO3paXxathb, €CiM Bbl 3aKypure.

I') Ha3HAYbTE €My BCTPEUy Ha 3aBTpa U MOMPOIIAUTECH C HUM.

3. Tlo3HaKOMBTECH C BUBUTHON KapTOUYKOW U OTBETHTE Ha CJICIYIONINE BOIPOCHI:

CONTINENTAL EQUIPMENT

John G.Smith
Financial Director

9 North Road, Brighton, BNI 5 JF, England
Phone: (0273) 543359 Fax: (0273)559364

Whose card is this?

Who is he?

What company is he from?

What city is he from?

What is his telephone number?
What is the address of his company?

CocTaBbTe BU3UTHYIO KApTOUYKY Ha aHTJIUNUCKOM si3bIke Juisi ceOs. OOpaTtute
BHMMAaHWE, YTO B AHIJIOSI3BIYHBIX CTpaHaX aJpec MUIIETCS B 0OpaTHOM Mo
CPaBHEHMIO C HAILIEH MMOCIEA0BATEIbHOCTH.
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4, Kakumu no/pKkHbI ObITh Bamm oTBeThl Ha crieayromue, oOpalieHHble K Bawm
PETUTUKH:

How do you do?

Glad to meet you.

Good afternoon!

Good morning

Goodbye!

Hi!

How are you getting on?

How are you?

Would you like a cup of coffee?
Thank you very much.

THE THEORY OF BUSINESS LETTER
SJEMEHTBI JEJTOBOT'O IIMCBMA
1.1 IIpenmer, 11enb U CTPYKTYpa AE€JIOBOrO MUChMa

Hecomuenno, Bpemenu y Bac He XBaraeT - BHE 3aBUCUMOCTHM OT TOTO, KaKyro
JNOJDKHOCTh B CBOEM KoMIlanuu Bbl 3aHnmaere. 1 Bpl XoTuTE MCNONIB30BaTh CBOE
BpeMs Hanbosee 3G dexkTuBHO. Hanmucanue nenoBbix muceM 3apyOeKHBIM apTHEpaM
TpeOyeT BpeMEHHM, Aake eciau Bbl Xopomo 3HaeTe ITOBCEIHEBHBIN JEI0BOM
aHTIIMACKUN, HO 3Ty paboTy) MOXKHO CYIIECTBEHHO YNPOCTUTh, €CIIU
MPUIEPKUBATHCS HECKOJIBKUX OCHOBHBIX MpaBWJI. JTa IjaBa Mperonaraer, 4ro y
Bac ectp HeMHOro cBOOOJIHOTO BpeMeHHU, KOTOpoe Bbl morpatutre Ha TO, YTOOBI
MOHSTH OCHOBBI JJISl CAMOCTOSITEIbHOT'O HAITMCAHUS JISJTIOBBIX MTHCEM.

Jlep>kuTe B yM€ TpU OCHOBHBIE IIPABUJIA!

1. JlenoBwie mHChbMa CIy>KaT OJHOM LIeNW: OHM TepenaroT uHopmaruoo. MHOTO
BPEMEHHM YXOJHUT Ha OIPOMHOE KOJHUYECTBO (DAKCOB, AIEKTPOHHBIX COOOIICHUN U
MACEM, B KOTOPBIX TOBOPUTCA HA O YEM WJIM MOYTHU HHU O YeM. JTO — IycTasi TpaTa
BPEMEHU OTIPABUTEISA U NTOJTYyYATES.
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2. JlenoBble muchbMa CTOST neHer. [logymaiiTe, CKOJIBKO CPEACTB PacXOmyeTcs Ha
3apIUIaTy JIIOJIEH, KOTOPBIE MUIILYT, IEPEBOJAT, PEAAKTUPYIOT U OTIPABISIOT MUChMA.
[IuchbMO TOMKHO ONPaBABIBATH U ATU 3aTPATHI.

3. 3auem mwucarb mnucbmMo? IloToMy dYTO MHCBMO CHYXKUT JOKYMEHTOM,
CBUJICTEIBCTBOM MepelaHHON HHGOPMALIHH.

PRINCIPLES OF BUSINESS LETTER:

HpI/I COCTaBJICHMH ACJIOBOI'O MMCbMa CIICAYCT BCCTd UMCTh B BUJY UCTBIPC ITYHKTA,
nHade Baie nucbMo He JOCTUTHECT CBOEH noeiau:

1 Temy nucema

2 Anpecar

3 Ilenn maHHOIO MUCHMa

4 Ctunp u CTpyKTypa nuchma

THE SUBJECT OF LETTER:

JIrobast KOppecnoHACHIIUA - OT JEJOBOTO NMHUChbMa JI0 NPUIJIAIIEHHUsS Ha JaH4d IO
AJIEKTPOHHOM TII0YTE€ - HECET OIpeleieHHyl0 TeMmy cooOumienus. K cuacTbio, B
JIeJIOBOM IMChbME Ha AaHIJIMHCKOM TeMa OOBIYHO OIpesesieHa, a BBIOOp TeM
JOCTATOYHO OrpaHuyeH. YacTo OHAa UCXOAUT OT PYKOBOJUTENS WM OT KOJUIETH, JINOO
ONpeaeNsieTcss CUTyaluuen, KoTopas TpeOyeT pemieHus. YeM KOHKpeTHee MHpeMeT
IACbMa, TEM JIer4e ero mnucarb. Hampumep, mpeactaBuMm cuTyauuro, koraa Bam
HE00XO0AMMO 3alpOCUTh UH(OPMALUIO O TPY3€, HE T0CTaBIEHHOM BoBpeMs. Eciu Bei
B KypCce€ BCEX pPACueToB, BIHCATHh MHCbMO COBCEM JIETKO, €CJIH K€ HET, 3TO Oyner
Jerye CAeNaTb YeJIOBEKY, KOTOPBIM C CaMOro Hayajga BeNeT Jeja C JaHHBIM
nocrtasiukoM. Ho B m000oM cityuae ctapaitech IpUAEpKUBATHCS MIPaBUIIA - B OJJHOM
nucbMe obcyxaaercs He Oosiee AByX TeM. Ecnu Bbl XO0TuUTE paciMpuTh YHUCIO TEM
COO0OILIeHUs, TOYTH BO BCEX CiIydassXx OyJeT Jiydllle HamucaTh BTOPOE MUCHMO.

ADDRESS:

O4eBUHO, YTO 3TOT IMYHKT MPEACTABISAET ONPENEICHHBIE CIOXHOCTH, MOCKOJBKY
Bbl MokeTe He 3HaTh TOYHO, KTO OyJEeT mojyyaTeleM WM uurareneM Bamiero
nucbMa. Ecnu Bam 3T0 u3BecTHO, ciieqyer oOpamarbcsi HEMOCPEICTBEHHO K ATOMY
yenoBeky. OnHako 3avacTyro Bama ayguropus mupe, yueMm Bbl paccunteiBanu. Bame
MMCHbMO MOJKET OBITh aJPECOBAHO YEJOBEKY Mo umeHu Terry Smith, Ho ero moryr
OpPOYUTATh €IIe HECKOJbKO JioAed U3 ero (upMbl, 4YTOOBl NPEANPUHATH
HEOOXOIUMBIE IEHUCTBUSL.

Ecnn Bel He yBepeHbI, K KOMy B KOHEYHOM MTOTre mnomnazaaeT Baie nucbmo, Bceraa
MMEET CMBICI MPEAINOJIOKHUTh, YTO 3TO 00pa30BaHHBIE M pa3yMHbIE JIIOAU (IIOKa HE
noka3zaHo oOpatHoe). He crout mnpenmonaratb, 4To OHM B TOW JKE€ Mepe
OpUEHTHPYIOTCS B BOIIPOCE, Kak Bbl caMu — 3TO MOXET MPUBECTU K TOMY, YTO BBI
YIYCTUTE HEOOXOAUMBIE I€TATH UITH OOBSICHEHHUS.
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PURPOSE:

Bo MHormx mnmchbMax o0003HAUCH TIpeIMET COOOIIEHWs, OHHU HaIleJICHBI Ha
OTIPEJICIICHHYIO ayIUTOPHIO, HO UX IIeJIb HE BITOJIHE SICHA.

- Yetko 1 Bl ipeicTaBiisere, 3a4eM MOChlIaeTe MIChbMO?

- It Toro uTo6b1 cOOOIUTH HHGOPMAITHIO?

- Yto6s! 3anrpocuth nHPOpMaIuo? YToObl Mo3aApaBUTh MapTHEpa?

- UToOBI 3aCTaBUTH MOJTyYATEIIs MPOU3BECTH KAaKUE-TO TCUCTBUS?

Bce oTM menu 3HAUMTENBHO OTIMYANOTCA Apyr oT Apyra. Hasepnoe, B Bamei
MpakTUKe OBUTM CIydaw, KOTJa IMOocie MpouyTeHHs muchMa Bbl B HemoymeHuu
MBITAIACH OTaaThCA, YTO XOTEJ CKa3aTh aBTOP.

PURPOSE AND STRUCTURE:

[lepBble TpU MyHKTa OTHOCSATCSA K COACP)KAHWIO, HAMPABICHHOCTH U OMNPEIEICHUIO
TEMBbI MHChMa.

1. 3Hatb, 0 YEM mucate — 310 [IPEJIMET.

2. 3nath, K KOMY o6pamaerecs — sto AYJIUTOPU L.

3. 3uath, SAUEM B umere — »to LIEJIN.

Teneps Bbl roToBbl K TOMY, 4TOOBI NOHATH, KAK nydine Bcero HamucaTh NUCbMO.
[lepBble TpU MyHKTa MOXHO ONPENETUTh 32 CUMTAHHBIE MUHYTHI - €CJIM, KOHEUHO,
Bl 3HaKOMBI € TEMOW.

Ho 4eTBepThIil MyHKT - CTUJIb U CTPYKTYypa — NOTPEOyeT OOJIbIIE BPEMEHHU.

STRUCTURE:
CtpykTypa nmrucbMa Ha aHTJIIMICKOM SI3bIKE BBITJISLAUT CIEAYIOIUM 00pa3oMm:

IlepBas yacTe nuceMa: Bripazute CBOO LIEIIb.

Bropas wact mucbma:  OOBsicHUTE, 4ero Bbl oxugaeTe win COOOITUTE CBOIO
uH(}OpMaIHIO.

Tpetbst yacTh nucbma: TpeOoBaHMe NEHCTBUS, 3aBEPILICHHUE MUCbMa WIIN
0JIaro1apHOCTH YUTATEIIO 3 €r0 OyAYLIUN OTBET.

O6paTtuTe BHUMaHUE, YTO OOBIYHO KaXKbIA pa3/en 3aHUMaeT JIMIb 4acTh ab3ama. B
HEKOTOPBIX CIIy4asix - OCOOCHHO B CiIyyae BTOPOM YacTH - pasjiesl MOXKET 3aHUMaTh

HECKOJILKO a03alieB.

JlaBaiiTe paccCMOTpUM MOAPOOHEE KAXKTYIO YACTh.
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Texkcr: 3aKOHYMB UYEPHOBUK TMHUCHMA, MPOYUTANTE KaxaAbld maparpad M CIPOCHUTE
cebs: «Hy m uro u3 storo?» Beab MMEHHO A3TOT BOIPOC MOXKET 3a7aTh cebe
yuTaTesnb. MoxeT ObITh, €clid U3 naparpada He SICHO, O YeM HJET peyb, HE CTOUT
BKJIFOYATh €r0 B TUCHMO?

"Brevity is the soul of wit." (KpaTtkocTs — cecTpa TajaHTa.)

Yuibsam lexcnmp

THE FIRST PART OF THE LETTER:

C IICPBOI0 KC IIPCATOKCHHUA ITMCbMaA IICPCXOIUTC IIPAMO K ACITY. Korna Bb1 unTaere
KHUT'Y, IIPCAIIOJIAracTcsa, 410 aBTOP B HAYAJIC JOJDKCH BBCCTHU Bac B KypcC acia. B
JACII0OBOM COO6IH€HI/II/I YUTaTCJIb CPpa3y HIICT I/IH(I)OpMaIII/IIO. HOMHI/ITC, YTO 4YMTATCIIb
pacinojaract HC OOJIBIINM BPCMCHCM Ha 4YTCHHUC IIMCbMad, YCM Ber — Ha ero
HaIIMCaHHC. HepBa;I qaCTb OJOJIDKHa OBITH KOpOTKOﬁ, HHA4YC YHUTATCJIIb IIPOCTO
IMOTCPACT TCPIICHUC.

THE SECOND PART OF THE LETTER:

OcHOBHas 4acTb COOOIIEHHST OOBICHSET, YTO BBl MMeeTe COOOITUTE M YeTo KJIETE OT
nonyuaress. He cTOUT MpUBOIUTH CIUIIKOM MHOTO MOJIPOOHOCTEN, HO 3Ta YacTh
MUChMa JOJKHA COZepKaTh BCIO HEOOXO0UMYI0 HH(OPMAIIUIO.

Ecnu undopmanuu MHOrO, pasbeiite ee Ha KOpOTKHE ab3aipl, oPOpMUTE B BHIIEC
NPWIOKEHUST (WM TPUIIOKEHHOTO (haiiya sl DJIEKTPOHHOM 1oYThl). MOXKHO
MOTYEPKHYTh 0C000 BakKHYIO HH(OpMaIuio (B AJIEKTPOHHOM MHCHME €€ CIIEAyeT
BBIICNIUTh 3arjaBHbIMU  OykBamu). CTpyKTypa TmHCbMa JOJDKHA OOJErduTh
MOHUMAaHUE TOT0, KAaKWe aCMeKThl BAXKHBI U YTO CIEYET JeNaTh.

THE THIRD PART OF THE LETTER:

JT1oT ab3a1l KOPOTKUH, KaK U IlepBasi 4acTh MUChMa. B 3aBUCHUMOCTH OT LieTiel aBTopa
OH MOJKET BBIMIOJIHITh HECKOJIBKO (hYHKITHIA.

- 3akmoueHre. ABTOP MOABOJIUT UTOT, CYMMHUPYET BBIBOJBI B OJTHOM TMPEIJIOKEHHH.

- TpeboBanue neiictBusa. B 3Toif yactu Bel cooliiaere, kKakux JIEeWCTBUHN KIETE OT
anpecarta. [IpuBenure KOHKpETHBIE TPEOOBAHUS.

- Breipaxxenne Omaromapuoctu. [loGmaromapure aapecara 3a BHUMaHue, OyIyIIui
OTBET ¥ IOHUMAaHHE.

CKEDKI/ITG, yTOo BEI CO6I/IpaeTeCB CKa3aTb, CKaXHUTC O9TO M CKaXXUTC MMCHHO TO, 4YTO
CKasaJlu.
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- CoobuuTe CBOM HaMEpEHUs.

-YBenoMbTe, 4ero Bel skziere nim cood1uTe cBo HHPOpMaIrio
- Bripazute npock0y cooOUTH O TOM, Korja OyAyT HpEeANpUHSATH JACHCTBUS,
3aBEPILUTE MMCHMO, BBIpa3UTe OJaroJapHOCTh ajpecary

]_ICJ'IOBOC IMUCbMO IIO CTPYKTYpPC IIOXOKC Ha HY6JII/ILIHO€ BBICTYIUICHUC: CKAXXHUTC, O
yeM Bl CO6I/IpaCTCCI> IOBOPUTD, BBICKAXKHUTC 3TO, 3aTCM ITIOBTOPHUTC 3TO CIIC pa3.

Hwxe npuBeieH npuMep nucbMa, WUTIOCTPUPYIOIINI paboTy BCEX TPEX YaCTEH.

Capital Supplies

8995 Camden Rd. « Williamsburg, W1 63094
October 2, 20XX

Lance Smith, Director
Terrance Trucking

P.O. Box 4440

Houston, TX 34598-4440
Dear Mr. Smith:

Thank you for your service. All 15 of your last shipments have
arrived undamaged. We have never contracted with a supplier
with as fine a record as yours. We appreciate the extra effort it
takes to ship our order intact and on time.

Ted McCracken and Bob Smiley have delivered these shipments
to our loading dock supervisor. | have attached copies of logs
for your review. Note that the unloading time is approximately
half of that from other shippers for a similar load.

Ted and Bob frequently help our crew unload the crates. This
additional service always comes with an exchange of jokes. Our
crew collects laughs to compete with your drivers!

Doing business with your organization is a pleasure. You save
us money by eliminating shipping waste and time by providing
efficient drivers. Please accept the enclosed certificates of merit
to Terrance Trucking, Ted and Bob, with our appreciation. We
are confident in referring our customers and vendors to Terrance
Trucking for their shipping needs.

Sincerely,
Cala Reginald
CLR:mjk
Enc. (10)

CopmynupyiiTe cBOM LIETH

OO0BsgcauTe, yero Bl xoTuTe Mau cOOOIIUTE
CBOIO MH(OPMAIIHIO U IENTN

3aBepI_HI/ITe IIMUCbMO,
no6nar0napHTe ajpecara.
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Crtunb - 310 TO, Kak Bel nmumute nucbmo. Panbine Obul npuHAT cTuib “business” -
dopManbHBI, C OrpaHUYCHHBIM HAOOpPOM BbIpaKeHUi. CeromgHs CcUTyarus
u3MeHwiacb. OCHOBHBIM CTWJIEM [IEJOBBIX TIHCEM CTal TMOBCEIHEBHBIN U
pasroBopHbIi. Yuum w3 obopora ¢dpassl Tuma “‘the aforementioned”
(BeImeynoMsaHyThIN) K “due to the fact that” (no mpuumne Toro, uto). Hare Bpems
BBICOKHX TEXHOJOTHH TpeOyeT OT MpodeCCHOHATIOB OONbIIEH OMpPEIeICHHOCTH,
KOHKPETHOCTH M TIEPCOHAIBHOTO TMOAX0aa. Hirke TpHBENIEHBI CeMb OCHOBHBIX
MPaBUJI COBPEMEHHOTO CTUJIS IEIOBOTO MUCHMA.

SEVEN MAIN RULES:

1. PasroBopHubiii  ctuab. [lummre Tak, kak rosopute. M30aBbTech OT
(opManbHBIX (Ppa3, KOTOPHIMU HAOUTHI CTapble YYEOHUKHU. 3ayeM roBopuTh “due to
the fact that”, xorma MoxkHO ckazath mpocTto ‘“because”? Ymorpebute nu Bwl B
pasroBope BbIpaxkeHue “‘the aforementioned information”? Ilouemy He mpocrto “the
information” unu “the previous information™?

2. SAcHoctb. CrapaiiTech NPHAEP:KUBATHCH SICHOIO CTWiIA, 4T00bI Bac
NOHMMAJ 4YuTaTedb. SI3pik Bamero mnucema JoipkeH OBITh aJaNTUPOBAH MAJis
NOHMMaHUA ajapecata. JTO O3HA4aeT, 4ro Bam cienyer mucaTte B pa3srOBOPHOM
MmaHepe. Mcrnonb3yiiTe qoCcTynHble NMpuMepsl. Mcxoaure w3 TOro, 4ro ajapecaTr He
COBCEM 3HAKOM CO CHEHU(PUKONW TEMbI U YTO MUCHMO OYIyT YUTaTh MHOIO JIFOJAEH.
Crapaiitece (opmyaupoBaTh B KaxJIoM abO3aue He Oosiee OAHOW HIEU U
OpraHu30BbIBaTh MX MO nopsaaky. CooOuieHne He JOKHO ObITh XAOTUYHBIM
HAarpoOMOKJICHUEM MbICIIEH. Bce JOIKHO CBOAUTHCS K OJTHOM UAEE.

3. Kparkoctb. CrapaiiTech H30aBJSTHC OT BCeX HEHY:KHBIX CJIOB. 3adem
roBOopuTh “in as much as”, Kkorga MOXHO cka3aTh ‘“‘because”? DTO HE 3HAYUT, YTO
HEJb3s MUCATh JUIMHHBIE TUChMA, OJIHAKO - KaK IPABWJIO - YEM JUIMHHEE ITUCbMO, TEM
oHo MeHee 3¢ dexTuBHO. [IpaBunbHee HanmKUcaTh KOPOTKOE MUCHMO C MPUIIOKEHUSMH .

«Writing, when «ITuceMo, cocTaBIIEHHOE
properly managed, is HaJIeXKAIIM 00pa3om —
but a different name 3TO PasroBoOp B
for conversation.» JIPYTrOM BUJIC.»

— Laurence Sterne - JlJoperc Crepr

4. 3aBepmieHHoCcTb. CTapaiiTech ObITh YBePEHHBIMH, YTO BKJIYHJIA B MHCBMO
BCH0 HYXkHYH uHpopmanuw. (He croutr ynmoMwHAaTh WHTEPECHBIE, HO
HeoOs3aTenbHbie AeTtanu). CrapaiTech AaTh JOCTaTOYHO WHGOPMAIMH, YTOOBI
YUTATENI0 HE MPUIIUIOCH CTPOUTH Aorafaku. He cinemyet nucats “When we last spoke
about the situation”, ecimm MOXHO cKa3aTh Ooijiee KoHKpeTHO: “When we spoke on
June 8 about hiring a new administrative assistant”. Aapecar MOXET OCHOBBIBATH
CBOU OTBET TOJIBKO Ha Bareit nadopmanmm.

5. Konkpernocts. Ucnognb3yiiTe cienuaibHble TEPMUHBI KOTOPbIE HeJIb3s HU
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C YeM MepenyTaTh.

Henpasunsno «The large order that we requested has not arrived». (Kpymnnsiii 3akas3,
KOTOPBII MBI 3ampalinBaiy, He ObLI TOCTABJICH.)

ITpaBuneao  «The order for 10,000 books that we requested on May 3, 20XX, has
not arrived as of June 20». (ITo cocrossHuio Ha 20 HIOHS 3aKa3 Ha
10 000 kHur, koTOphI MBI pazMecTHii 3 Mas 20xX roja, HE ObLI
JIOCTaBJICH. )

He 3a0piBaiiTe mpUBOAUTH UMEHA U IIU(PHI.
Cnemnaiite Balie cOOOIIEHHE OCSI3a€MBIM U 3aIIOMUHAEMbIM, KOHKPETHBIM.

6. KonctpyktusHocts. Mcnonb3yiite cioBa u (Qpas3bl MO3UTUBHOTO XapakTepa. OHu
ocTaBIIsIOT Xoporee BreuariacHue. Ciopa «failure» (reymaua), «you neglected» (Ber
POUTHOPUPOBAII) WIIM «Error» (ormmobKa) OTHaNIAIOT aBTOpa OT aapecara. CioBa
«agreeable» (oxotHO), «proud» (ropauThcs) WM «SUCCESS» (ycIeX) CO3aroT
ITO3UTUBHBIN HACTPOM.

7. IlpoBepka. Ilocaennuii MTPUX IS JHO00r0 /1€JI0BOI0 NMCbMa — NMPOBEPKA U
BbIYMTBHIBaHMe. Bbl orsapiBaere ceOs B 3epkaie, Mpexae yeM MOUTH Kyaa-iuoo.
[Tucemo — Bame otpakenue Ha Oymare. Ecinu B Hem MHOro opdorpaduyeckux uiu
rpaMMaTUYECKUX OLIMOOK, 3TO Oy/IeT OTBIEKATh YMUTATENSI OT CMBICIA COOOIICHMUS.
He crout npeanomarate, uto Bam cekpetapp HaBepHsKa 3HAKOM CO BCEMH
TOHKOCTSIMU s13bIKa. Bcerzia cTouT MpoBepuTh COOOIEHUE CAMOMY — B KOHIIE KOHIIOB,
MOoJl MUCbMOM OYZET CTOSITh UMEHHO Baia moanucse.

«Proper words in «CTHIIb — 3TO
Proper places make [TpaBmiIbHBIE ClTOBa
The true definition of B IIPABHJILHOM
style.» MECTE».

- Jonathan Swift - lbxonatan Ceudr

PARTS OF THE LETTER:

JlemoBoe MTHCHBMO COCTOMT M3 MHOTHX YacTel — KaK o00sS3aTelbHBIX, TaK U
HeoOs13aTeNbHBIX. B 3TOM I1aBe Mbl pacCMOTPUM 3TH YacTu. Huxke Mbl nepedncium
UX Ha3BaHUS HA aHTJIMICKOM SI3bIKE (B PYCCKOM HE BCEr/la €CTh TOYHbIA HKBUBAJIEHT):

1 Letter head niu Heading 1 "[anka" nim 3aroaoBoK

2 Date 2 JIaTa

3 File Number 3 Perucrparmonssrit Homep

4  Confidential 4 VYkazanue KoH(pUASHIUATEHOCTH
5 Inside Address 5 BuyTpennuii anpec

6  Attention Line 6 Crpoka "Buumanuto"

7 Salutation 7 [TpuBercTBHE
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8  Subject Line 8 Tema (He00s3aTEbHO)
9  Body of the Letter 9 «Temo»  mucema  (T.e.  OCHOBHOE
coJiepKaHue)

10 Complimentary Close 10  3axIroYUTEIbHBIC BBIPAKCHHS

11 Signature 11  Tloamuck

12 Added Information 12 JlomomuuteabHas nHGOpMAaLUs

13 Postscript 13 Tloctckpuntym

14 Mailing Instructions 14 VYka3aHus 10 OTIpaBKe
CONCLUSION

['maBHOE - OCO3HATH, YTO BBl MuUIIKMTE TaKOMy K€ JIEJIOBOMY 4YeJIOBEKY, Kak U Bbl
camu. Ecim Bbl Oynere MOMHUTH O MpeAMETE MUChbMA, €ro ayAUTOPUH, UEIH
COOOIICHHMS, a TAKXKE O €ro CTUJIE U CTPYKTYpe - BbI Ha MPaBUIBHOM ITyTH.

TEXTS FOR READING
1. Stereotypes vs. Cultural Ganeralizations

A stereotype is a belief that all people from a culture behave a certain way. It is an
opinion based on one’s own cultural values and prejudices and on little information
about the other culture. For example, a woman from a culture that values hard work looks at
a people from a fictional land called Zibi. In Zibi, people work at their jobs about five
hours a day. So, the woman says, “People from Zibi are lazy.” This is a stereotype
because she states that every person from Zibi is the same and it is an opinion based
more on the woman’s own values than on any thoughtful observation of Zibian
values or lifestyle.

We talk about different ways of doing business. We make cultural generalizations
about different styles of business. This does not mean that every person who lives in
a particular culture will do business in a way that fits the generalization. Within each
culture there are many choices. There is, however, in every culture a standard way of
doing things. The cultural generalizations describe those standards and the values that
guide those standards. For example, one could make a generalization about Zibians
and say, “People in Zibi usually work about five hours a day. They spend the rest of
the day taking care of family and farming. Family life is highly valued.” A
generalization is based on observation, not prejudice. It explains the standard
practices of a culture but does not determine how every person in that culture
behaves.

Applying Your Knowledge
With a partner, discuss the difference between a stereotype and a cultural
generalization. Then read the following statements about the fictional country
called Zibi. Decide which are stereotypes (S) and which are -cultural
generalizations (G). Circle the language that makes some of the statements

stereotypes.
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Zibians are selfish.

In Zibi gifts are often presented at the end of a negotiation.

It may take two or three days to get an appointment with a Zibian.

4. Zibians never let you know what they are thinking about. They always try to
confuse you.

5. In Zibi, many businesspeople invite their colleagues to their homes for dinner to
talk about work.

6. Arriving on time in Zibi usually means arriving ten minutes after the agreed time.
7. In Zibi nothing runs on time.

8. It is common in Zibi to discuss every detail of an agreement before signing a
contract.

9. In Zibi, all the power in a corporation stays at the top.

You can never get a middle manager to make an independent decision.

10. Zibians spend too much time eating.

I1. Responding to Stereotypes

wp e

There are many ways of responding to stereotypes. The following Asian-American
encounter illustrates that.

An Asian-American Encounter

An American man attending an international relations banquet was sitting across
from a man who looked Asian. He wanted to start a conversation so he asked the man
loudly and in very simple English, “Like food?” The man politely nodded yes, but
said nothing.

During the dinner program, the master of ceremony introduced the Asian-looking
man as an award winning professor of economics at an important university. The
professor was invited to give a short talk about world trade issues. After a short
discussion in perfect English the professor sat down. He then looked across to his
neighbor and asked loudly and in very simple English, “Like talk?”

Discussion

Answer the following questions and share your answers in groups.

What stereotype did the American have about the Asian- looking man?
How did the Asian-looking man respond to the stereotype?

Do you like the way he responded to the stereotype? Why or why not?
Have you ever been faced with stereotypes? How have you responded?
with anger at the person

with anger at the stereotype

with a joke

with an explanation of why the stereotype is wrong

oo hrwhE
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e. with silence

f.

Speak out
Introductions

Read conversations in pairs and highlight useful phrases for «breaking
the ice»

Michael Robertson has arrived at Kazan Associated Industries.
Michael: Good morning. My name’s Michael Robertson.

P.A.: Good morning, Mr. Robertson. How can | help you?
Michael: I have an appointment with Ms. Adams.

P.A.: Ah, yes. Mr. Robertson. Ten fifteen?

Michael: That’s right. Sorry I’m late.

P.A.: No problem. Please follow me. It’s this way.

Jessica: Mr. Robertson? How do you do?

Michael: Fine, thank you, Ms. Adams. And you?
Jessica: I'm fine. Please, call me Jessica.

Michael: OK, Jessica. And I’'m Michael.

Jessica: So, how was the trip, Michael?

Michael: Not too bad. But the plane was late. I’'m sorry.
Jessica: That’s OK. How was the traffic from the airport?
Michael: Pretty bad!

C.

There is a knock at the door.

Jessica: Oh, that'll be Dave. Come in. Michael Robertson, this is Dave Scott,
our Canadian representative.

Michael: Good to meet you, Dave.

Dave: It’s good to meet you too, Michael.

Jessica: Michael is the Purchasing Manager at AlphaCom in Moskow.
Dave: Yes, | know AlphaCom ... Tell me, is this your first trip to Kazan,
Michael?

Michael: Yes. Yes, itis ...

Read the talks in pairs.

1. Match the greetings with the most likely responses.

Greeting Response
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How do you do? Hello.

Good morning. Good morning.

Good afternoon. Hi!

Good evening. Good to meet you, too.
Hello, there. Fine, thank you. And
Hi! you?

Good to meet you. Good evening.

Good afternoon

IV. Practice greetings and responses.
V.  Practice the conversations.
VI.  What other things could you ask about to ‘break the ice’?

- How was your trip?

- How was the traffic (from the airport)?
- Do you like (this city)?

- Did you find our offices easily?

- How is your family?

- Is this your first visit to (Kazan) ?

VII. Culture file.

Names
English speakers like to use first names as soon as possible. British and Australian
people use first names faster than Americans. In Britain, a doctor or a lawyer will
often use first names. In North America, wait until someone invites you to use his/
her first name.

When you are introducing yourself, you can indicate which name you want people to
use.
Look at these examples:

My name’s Robertson. Michael Robertson. - People will call you Mr. Robertson.
My name’s Adams. Jessica Adams. - People will call you Ms. Adams.
My name’s Michael. Michael Robertson. - People will call you Michael.

My name’s Jessica. Jessica Adams. - People will call you Jessica.

Don’t introduce yourself as “I’m Mr. Robertson” or “I’m Ms. Adams.”
But you can introduce other people with titles, “This is Mr. Tanaka ...” and you can
introduce yourself and your partner as “We’re Mr. and Mrs. Lopez ...”

Don’t use titles with first names. You can’t say “Mr. Peter” or “Mrs.Anna”
Women can choose whether to use Ms., Mrs. or Miss. If you don’t know, use Ms.
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LESSON 2
JOB HUNTING

1). Tembl W cuTyamum: YCTPOWCTBO Ha paboTy (aHKeTa, COMPOBOIUTEIBHOEC
nuceMo, pestome U CV uHTepBbIO, OMarogapcreeHHoe nucbmo). Yro HAJIO u yto
HE HAJIO nenats B mouckax paOoThI.

2). denosast nepenucka. CormpoBOAUTEIEHOE MTUCHMO.

3). TekcThl s 9TE€HUS, IEPEBOAA U OOCYKICHHUS.

4). PasroBopHas mpakTuka, speak out

DIALOGUE:

TST Systems was looking for candidates for the position of Commercial Director.
Three applicants came for an interview after they had submitted their Resumes. The
third and the most successful was Mr Ivanov. Here is the interview with him.

- Good morning, sir.

- Good morning. Come in. Mr Ivanov, isn’t it? Please take a seat. You will have to
excuse for a moment while 1 finish signing these letters. Meanwhile please fill in the
application form... . There, that’ll do. Now I can concentrate on you, Mr Ivanov.

- Tell me, how long were you in your last job with Alpha?

- Five years. | am only leaving because the firm is moving to Moscow, but | think a
change will do me good.

- What do you know about our company? Have you got any questions for me?

- | know that this is a very promising company, so I’d like you to inform me what
will be the major focus of efforts in the next few years?

- We plan to expand our activities with English-speaking countries, mainly England,
to buy equipment and technologies from there and run training programs here. We
need a team of creative people to make our company competitive in the world
market.

- What will my responsibilities and obligations be during the first year?

- Well, first of all to be responsible for our contacts with English partners. You will
need to skillfully negotiate for and buy equipment. The job will involve much
travelling. There is likely to be a trade fair in London soon, which we hope you will
be able to go to.

- Yes, | see.

- So tell me are what are your three main strengths?

- | think they are: reliability, loyality, and energy.

- OK. Do you work well under pressure?

- Yes. | am accustomed to working under pressure.

- Are you a leader, an entrepreneur by nature?

- Yes, | think so.
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- All right. Now, Mr lvanov, | am quite prepared to offer you a job with us. You have
excellent references from your previous job. You’ll start on $450 and if you do well
we’ll review it after three months. The hours are from nine to five thirty, with an hour
for lunch and a fortnight’s holiday. Does that suit you? Any questions?

- What about travel? Where will | go and for what length of time?

- Mostly to England for not longer than a month.

- All right. When do you want me to start, sir?

- In a week, if possible.

- I am afraid I can’t start working till the 10th October.

- No problem. We’ll be seeing you on the 10th then?

- Yes, certainiy. Thank you very much. Goodbye.

- Goodbye.

Translate the conversation into English:

- lo6poe yTpo, cap.

- Jlo6poe yTpo. Bxonute, Bxonure cmenee. Bol M-p MBaHoB, He Tak nm? Caaurech,
noxanyicra. [logoxaure, moka s HE 3aKOHYY IMOJIKCHIBATH 3TH MHUCbMA. TeM
BPEMEHEM 3aMOJIHUATE, MOXalylcTa, 3Ty aHkety ... Hy, Temepp Bce, U a1 MOry
3aHsaThcs Bamu, M-p IBanoB. Ckaxute, kak jgoiro Bel paboranu B hupme Anbda?

- [IsaTh met. $1 yXxoXy TOJBKO MOTOMY, YTO Hama ¢upma mnepeesxkaetr B MOCKBY, HO
JyMaro, 4TO TIepeMeHa MOMIeT MHE Ha MOJIb3Y.

- Uro Bel 3Haete o Hament pupme? Y Bac ectb kakue-mu00 BONpPOChl KO MHE?

- [lonarato, uro Bama ¢upma umeet Oosibline nepcrneKTUBbl. S XoTen Obl y3HATh OT
Bac, Ha yem BbI coOMpaeTech COCpPEIOTOUUTH CBOU YCUIIUS B OJMKaNIIe roIbl?

—  Mbl miaHupyeM pa3BEpHYTH JEATEILHOCTh B AHTJIOSI3BIYHBIX CTpaHax B
OCHOBHOM B AHIVIMM, 3aKymaTh TaM OOOpYyJIOBaHHE, TEXHOJOTHUHU, a TaKKe
OpraHu30BaTh 3/1eCh OOyueHHE CHeruanucToB. Ham HyXHa CuJIbHAash TBOpYECKas
KOMaHJia, 4ToObl Hama (Qupma cO BpeMEHEM CTajla KOHKYPEHTHOCIOCOOHOM Ha
MHPOBOM PBIHKE.

- 3a 4ro s Oyay OTBeuYaTh W Kakue y MeHsS OyayT OOsS3aHHOCTH B TEPBBIA TOJ
paboThI?

- B mepByro ouepenr Bbel Oynmere oTBedaTh 3a Halld KOHTAKThl C AHTJIMACKUMU
napTHepaMH, BECTH C HMMH IEPETOBOPHI M 3aKkymnaTh o0opyaoBaHue. Bam HyXHO
Oynetr MHOro myremectBoBaTh. Kctatu, Bckope B JIOHIOHE COCTOUTCS sipMapka H,
BO3MOXHO, y Bac Oyzier maHc Tyga noexarts.

- Jla, moHMMaro.

- Utak, ckaxute, KakoBbl Baiu Tpu OCHOBHBIE JOCTOMHCTBA?

- lymato, 4TO 3TO: HaJIEKHOCTb. JIOSIbHOCTb, YHEPTHUA.

- JlJanHo. BBl XOpOIIO MEpEHOCUTE MOBCEAHEBHBIC HATPY3KU?

- Ha. Sl mpuBBIK HanpsHKEHHO PaboTaTh.

- Bel o HaTtype nuaep, npeanpuHuMaTens?

- Jlymatro, 4rto na.

22



- Xopomo. Teneps, M-p VBaHOB, 51 roTOB npeanoxuth Bam paborats ¢ Hamu. Y Bac
OTJIMYHBIE OT3bIBBI C IpeabIyILel padoThl. [Jymaro, uTo Mbl HauHeM ¢ 450 1011apoB,
a ecnu Bbl cebst xopolio mokaxere, TO 4epe3 3 Mecsla Mbl nepecMoTpum Barry
3apruiaty. Mbl paboTaeM ¢ I€BSTH J0 MTOJIOBUHBI IIECTOIO C YaCOBBIM IIEPEPHIBOM Ha
o0es 1 IByXHEAEIbHBIM OTIyCKOM. Bac 3T0 ycTpauBaer? Bonpocs! ectb?

- Hacuer kOMaHIMPOBOK, UX IIPOJOJIKUTEIBHOCTD, Ky1a?

- B 0CHOBHOM B AHIUIMIO, U HE JIOJIBIIIE, YEM Ha MECSL.

- Xopomo. Korga Bsi xotute, yTOOBI 1 Hauan pabotars?

- [1o BO3MOKHOCTH 4epe3 HENIEIIO.

- Botock, uTo 5 MOry Ha4aTh TOJIBKO ¢ 10 OKTAODSL.

- OTO He BaxkHO. MTak, yBUIUMCS A€CIATOrO?

- Jla, koneuno. bonbioe cacu6o. Jlo cBugaHus.

- Jlo cBuaHus.

LANGUAGE COMMENTS:
position - IOJDKHOCTB; Vacancy, opening position
BaKaHCUA
application - 1) 3asBiIcHHE, 3asBKa, OOpaICHHE,

npock0a; written application —
NMUChbMEHHOE 3asBlieHue; application for
the position — 3asiBieHHE 0 3aUnCICHUN
Ha J0JDKHOCTB; application to smb —
3asiBJIEHUE Ha Ybe-TO UMs; applicant —
MPETEH/ICHT, 3asIBUTEIIb;

- 2) npuMmeHenwue; to apply

1) 3asiBJIATH, 0OpaIaThCs; 2) MPUMEHSTh

job - paboTta (kaK MecTO pabOThI, KOHKPETHOE
3aJlaHu€ U Pe3yJIbTaT paboThI).
Cunonumsl: piece of work, task.
OcHoBHOE paznuuue Mexay job u work
3aKJII0OYACeTCS B TOM, 4TO wWork -
HEHUCUUCIIIEMOE CYIIIECTBUTEILHOE, a job
- ucuucnsiemoe. [loaromy 06bem paboThI
Jy4Ille OTIMCHIBAETCS CYIIECTBUTEILHBIM
work, nanpumep: I have a lot of work as
a secretary - Y MeHst MHOTO
cekperapckoit padbotel. Kpome Toro,
work MOXET BBICTYIIATh B POJIM TJIarojia

promising - IEPCIIEKTUBHBIN, MHOTOOOCIIIAFOIIIHIA,
nofaromi Haaexasl. CHHOHUM
prospective

effort - yCUIIHe, HaNpsDKEHUE, TOMBITKA; 10
make an effort - cnenate monwITKY;
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constant efforts to attain one’s end -
MOCTOSTHHAsI 00ph0a 3a TOCTHIKEHUE TICITH

creative

- TBOPUYECKUU, CO3UTATEIIbHBIN.
[IpousBoaHnsle: to create - co3UAATh,
TBOPUTH; creation -3/1€Ch:
KOHKYPEHTHOCHOCOOHBIN. Jlpyrue
3HAYEHHMS ATOTO CJIOBA -
COICPHHUYAIOIINMI, COPEBHYIOIIUICS,
KOHKYPUPYIOIIHNHI, KOHKYPCHBIN;
competitive examination - KOHKypCHBIH
AK3aMEH co3aaHue (mmpoiiecc); creator —
CO3/IaTeNb; creature - Co3IaHue, )KUBOE
CYILIECTBO

competitive

-3]1eCh: KOHKYPEHTHOCIIOCOOHBIN. JpyrHe
3HAYEHMS ITOTO CJIOBA -
COIIEpPHHUYAIOLINM, COPEBHYIOLIUKUCH,
KOHKYPHUPYIOIIUN, KOHKYPCHBIN;
competitive examination - KOHKYpCHBIA
JK3aMEH

responsibility

- OTBETCTBEHHOCTH; to assume (to accept,
to take) responsibility -B3sTh Ha ceOs
OTBETCTBEHHOCTH; to decline all
responsibility for smth - cusTs ¢ cebs
BCSIKYIO OTBETCTBEHHOCTh 32 4TO- TO; the
responsibility has the author -
OTBETCTBEHHOCTH HECET aBTOP; 2)
00s13aHHOCTB; 3) IJIATEKECITIOCOOHOCTh

(amep.)

obligation

- 00s13arenbeTBO; contractual (treaty)
obligations — moroBopHbIe
obs3arennscTBa; under (an) obligation to
smb - 00si3aHHBII KOMY-TO; 2)
o0s3aHHOCTh. CuHOHMM: duty

skillful

- YMEJIbIii, UCKYCHBIN, OTIBITHBIM.
CunonumM: experienced

negotiaiion(s)

- TIEPErOBOPHI, 00CYKIeHUE yCIIOBuUiA; {0
conduct (to carry out, to hold)
negotiations -BecTu meperoBopkI.
Cunonunm: talks

entrepreneur

- IpeANPUHUMATENb, BIaAEIel
MPEANPUATHS, POCTO MPEATPUUMINBBII
YeJI0BEK. B HEKOTOPOM CMBICIIE
CUHOHUMOM MOJKET CITYKUTh
businessman

24




fair

- 1) yecTHBIN, cipaBeUTMBBIN, 3aKOHHBIH;
fair employment practices -npuem Ha
paboTy 06e3 AMCKpUMHHALIKHU (amep.), 2)
spMapka; 3) OeJIOKypBIil, CBETJIBIM

strength

- 1) cuna, 2) noctounctBo. CHHOHUM:
advantage

reliability

- HaJIeXKHOCTH; to rely on (upon) smb
0JIaraThCs Ha KOTO-TO, HAJICATHCA,
JIOBEPSTH

tension

- HaMpsDKEHHE (371eCh B IEPEHOCHOM
cmbiciie). CuHoHMM: pressure / work
wider pressure — SI paboTaro o
JaBJICHUEM (HANPSHKSHHO)

reference

- 1) ccpuika, 2) peKOMEH/IaIus, OT3bIB.
To have good references — umethb
XOpoIIre OT3bIBBI; WhO are your
references? — kro moxer 3a Bac
MOPYYUTHCS (PEKOMEHI0BATH)?
CHHOHUMBI PEKOMEH/IATEILHOTO MTHChMa:
Letter of Recommendation, Testimonial

experimental period

- HCIIBITAaTENbHBIN CpoK. CHHOHHMM: term
of probation

length

- 1)nymHa, 2) Mpoa0DKUTEIEHOCTb.
CunonumM: duration

environment

- OKpy’KaroIas 00CTaHOBKa, OKPYKCHHE,
cpena; one's home environment —
ceMeliHast 00OCTaHOBKa

I11. WORDS AND EXPRESSIONS:

You have excellent references from your
previous job.
What do you consider a fair salary?

The hours are from nine to five thirty.

superior, supervisor
subordinate

senior

junior

officer

connections

to earn

Y Bac npekpacHble  OT3BIBBI €
npeabiayien paboThl.
Kakyro 3apmiaty Bei CUNTAETE

nocrorHoi Bac?

Mpb1 paboTaeM C JEBITH 10 ITOJOBHUHBI
IIECTOTO.

HaYaJIbHUK

NOIYMHEHHBIN

cTapiuii (o JTOJKHOCTH)
MJIaAMUN (10 TOJKHOCTH)
JIOJDKHOCTHOE JIMITO

CBSI3M;, JIIOOM, OOJaJaromue
YTOOBI TOMOYb

3apabaThIBaTh (JICHBIH)

CHUJIOH,

25




to discharge YBOJIUTh, BBITHATH C PaOOTHI

compensation oOllee Ha3BaHWE OIUIATHI MPOJCIAHHON
paboTHI

charge o0Ilee Ha3BaHUE OIUIATHI JIFOOBIX YCIYT

salary 3apruiaTa iy Kalux

wages 3apruiaTa pabounx

fee TOHOpap TBOPYECKUX PAOOTHHUKOB

fringe benefits Pa3IUYHOTO POJIa JLIOTHI Ha paboTe

bonus npeMust

red tape (pasr.) KaHIeaspckas (OymaxkHas) pabora

deadline KOHCUHBIH  CPOK  TOJA4Yd  YEero-To

labour contract (agreement) TPYJOBOE COTJIANICHUE

BUSINESS CORRESPONDENCE:

Kauuie u BBIPA’KCHHUSA CONIPOBOAUTECIbHOIO IUCbMaA:

- With reference to your advertisement in "Vechernaya Kazan" of Tuesday,
January 10, | would like to apply for the position of... in your company, — CchLiasich
Ha oObsBiaeHue B «Beuepneit Kazanu» ot 10 sHBaps, BTOpHUK, s XOTenl Obl
MPETEHI0BATh Ha JOJKHOCTD... B Ballel upme.

- | recently heard from... that there is a vacancy in your sales department. —
HCIaBHO YyCJIbIIIAJT OT ... O BAKaAHCHUH B BAlICM TOPTOBOM OTACJIC.

- | am used to working on my own. — I nmpuBBIK pabOTaTh CAMOCTOSITEIHHO.

- | appreciate the opportunity to work on my own initiative and to take on a
certain amount of responsibility. — 1 BbICOKO IIeHIO BO3MOXHOCTH padOTaTh C
JOJIKHOM MEpO OTBETCTBEHHOCTH, MPOSIBIISisE COOCTBEHHYIO HHUIIUATHUBY.

- During training for my present job | took courses in marketing. — Bo Bpems
O6yquI/IH AJIL TOJTYYCHUS OOJDKHOCTH, KOTOPYIO g 3aHMMaAloO B HaCTOHHlI/Iﬁ MOMCHT, s
3aKOHYMJI KypChbl MApKETHUHTA.

- Since my present position offers little prospect for advancement, I would
prefer to be employed in an expanding organization such as yours. — Tak kak Mos
HacToAasgs JOJIXKHOCTb HE JAa€T MHE 60J'IBHII/IX BO3MOKHOCTEH JJI IIPOABHIKCHUA, S
xoTten Obl paboTaTh B TAKOM NMEPCIIEKTUBHON OpraHU3aIlMK, KaK Balla.

- | am at present earning ... per month. — B Hacrosiiiee Bpems s 1oJjiydaro... B
MECHIII.
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- Thank you for offering me the post/position of... brarogapro Bac 3a to, 4ro
3351 MMPEAJIOKUIN MHEC NOJKHOCTD...

- | have pleasure in accepting this position. — C y10BoJIbCTBHEM NPUHUMAIO 3Ty
JOJIZKHOCTD.

-1 am looking forward to commencing work on September 1. — C HeteprnieHnem
Ky Hadasia paboThl 1 ceHTsI0ps.

COVERING LETTER.
READ AND TRANSLATE.

1).

Dear Name:

This is a letter of inquiry. | am writing to find out if your company has openings
for a product manager in one of your pharmaceutical divisions.

The recent acquisition of Kazan Diagnostics, Inc. (for which I am currently
working) by another Corporation has left the future of many employees uncertain.
For this reason, | am seeking new challenges and options and have selected Barker
Pharmaceuticals Corporation as one company whose reputation and leading position
in the industry is unparalleled.

At present | am employed as a product manager for Kazan Diagnostics, Inc. in
their Kazan headquarters. My job involves the implementation of effective marketing
plans in order that sales targets are met both on time and within budget. More
specifically this involves the preparation of quarterly sales and analysis reports and
forecasts, preparing product information packages for each new product launched,
and producing promotional material for existing products.

After you have reviewed my resume, | hope that we will have the opportunity to
discuss my experience and qualifications further during a personal meeting. Thank
you for your consideration.

Sincerely,

2).

Dear Name:

| am writing to inquire about the possibility of obtaining a position as a bilingual
secretary (English- French) in your company's international marketing and
promotions department. | am currently working as a private secretary for the senior
vice president in charge of international sales of United Belgian Marketing
Corporation in Kazan, Russia.

Attached is my resume outlining my qualifications and nine years of experience
as a secretary for several mid-sized companies. | have excellent secretarial abilities. I
can handle heavy responsibility and | have the ability to work on my own initiative
and as part of a team. My experience with United Corporation is especially relevant
to the qualifications you may seek. |1 would enjoy discussing this with you in a
personal interview.
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| look forward to your reply and hope to have the opportunity to meet with you
during a planned visit to Chicago early next month.
Sincerely yours,

3).

Dear Name:

| am presently a graduate student at Kazan Federal University in Kazan,
working toward a Master of Science degree in geophysics. 1 will graduate in July,
2017. Since my prior work experience during summer and part-time employment is
in geophysics, the profile of your company was provided to me by Kazan's placement
office. | am particularly interested in a position in your company related to geological
exploration.

| have worked as a summer intern and later as a part-time employee for the
Ferguson Oil & Gas Exploration Company in Almet. | was involved in seismic
interpretation and acreage evaluation in order to delineate existing and future fields
and to define potential exploration targets. The attached resume indicates my
capabilities. I am available for an interview to discuss my qualifications and your
requirements at your convenience.

Thank you for your consideration and | look forward to hearing from you.

Sincerely,

4).
Louise Jensen
0000 Green Street, Kazan, 00000 Tel. (000) 000-0000
May 5, 20xx
Ms. Martha Petrova Director of Personnel ABC International, Inc.
000 Yellow Avenue
Kazan 00000

Dear Ms. Petrova:

| am writing to you with the hope that you might have an opening now or in the
near future for a personal assistant/secretary in the international sales division of your
company. However, if you do not, | would very much appreciate if you could keep
my enclosed resume on file for future employment opportunities with Petersen
International.

| am an experienced personal assistant/secretary with excellent administrative,
organizational, and secretarial skills. I also would like to use my fluency in English
and German, both written and spoken. | have a flexible approach to my work,
together with the ability to cope with pressure and deadlines.

The attached resume details my working and educational experience. | would
appreciate my application being treated as confidential, because I am currently
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employed as personal assistant to the senior vice president in charge of sales at an
international specialist retail chain in Kazan.

Looking forward to your answer to this letter and thanking you for your
consideration,

| am,

Sincerely,

Anna

Enclosure: resume

5).
CoctaBbTe CBO€ COOCTBEHHOE COMNPOBOJUTENBHOE IUCHMO, UCIOIb3Ys
MTOJIC3HBIC BHIPAKCHUS U3 MIPUBEICHHBIX BHITIIE 00Pa3II0B

JOB INTERVIEW

Hwxe npencraBieHbl BBIACPKKA U3 MyOIMKAUA OJTHOTO U3 YHUBEPCUTETOB B
CIIA o ToMm, kak Bectu cebs B mouckax padbotel. [IpouuTaiite, mepeBenute u
3aIIOMHUTE.

DOs and DON’Ts For Job Seekers
(Uro HAJIO u yto HE HAJIO nenath B mouckax paboThl)

Translate into Russian:

DO learn ahead of time about the company and its product. Do your
homework.

* DO apply for a job in person.

* DO let as many people as possible know you are “job hunting.”

+ DO stress your qualification for the job opening.

« DO mention any experience you have which is relevant to the job.

+ DO talk about the future rather than the past,

* DO indicate, where possible, your stability, attendance record and good safety
experience,

» DO assume an air of confidence.

* DO approach the employer with respectful dignity.

* DO try to be optimistic in your attitude.

» DO maintain your self- control.
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* DO try to overcome nervousness and shortness of breath.

* DO answer questions honestly.

* DO have a good resume.

« DO know the importance of getting along with people.

* DO recognize your limitations.

* DO make plenty of applications.

* DO indicate your flexibility and readiness to learn.

* DO be well-groomed and appropriately dressed.

* DON’T keep stressing your need for a job.

* DON’T discuss past experience which has no application to the job situation.
* DON’T apologize for your age.

*DON’T be untidy in appearance.

*DON’T beg for consideration.

* DON’T mumble or speak with a muffled voice.

* DON’T be one of those who can do everything.

* DON’T hedge in answering questions.

* DON’T express your ideas on compensation, hours, etc. early in the interview.
*DON’T hesitate to fill out applications, give references, take physical
examinations or tests on request

* DON’T hang around, prolonging the interview, when it should be over,

* DON’T go to an interview without a record of former employment

* DON’T arrive late and breathless for an interview.

* DON’T be a "know it all” or a person who can’t take instructions.

* DON’T isolate yourself from contacts that might help you find a job.

* DON’T feel that the world owes you a living.

* DON’T make claims if you cannot “deliver” on the job.

* DON’T display a feeling of inferiority.

* DON’T write incorrect information on your CV to make it look better.

Il. Translate into English:

* HE ns3BuHsNMTECH 32 CBOM BO3PACT.

* HE npousBoauTe BrieyaTieHUe HEPSIUIMBOIO YEJIOBEKA.

* HE neMOHCTpUpYHTE CIIEMYI0 CAaMOYBEPEHHOCTb.

* HE yMonsiiTe 0 CHUCXO0XKICHUM.

* HE roBopute npuriyneHHbIM TOJIOCOM WM HEBHSITHO.

* HE OyapTe oHUM U3 TEX, KTO MOXKET JIeJIaTh BCE.

* HE ykJtoHstiiTeCh OT IPSIMOI'O OTBETA Ha BOIIPOCHL.

* HE 3arparuBaiitTe BOpoChl OTHOCUTEIIBHO 3apIuiaThl, padouero BpeMeHH U T.J.
B CAMOM HaydaJie pa3roBopa.

* HE komneGmsch, 3amoaHsSiTe aHKEThI, MPEAOCTABISUTE OT3bIBBI, BBIOJHSIATE
du3nUecKue u Ipyrue TECTHI MO Ipock0e padoTomarTess.

* HE 3aTsruBaiiTe HHTEPBBIO UCKYCCTBEHHO, KOTJIa OHO JOJKHO 3aKOHUYUTHCSL.
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*HE nmpuxonute Ha cobecemoBanune 0€3 PEKOMEHIANMHA C MPEABIIYIINX MECT
padoTHI.

* HE npuxoaute Ha coOeceioBaHUE TO3HO U 3aMbIXaBIINCh.

* HE OynpTe «BCce3HAMKON» MIIM Y€JIOBEKOM, KOTOPBIA HE MPU3HAET COBETOB.

* HE uz0eraiiTe KOHTaKTOB, KOTOpPBIE MOTJIM ObI TOMOYb BaM HaiiTu paboTy.

* HE cuuraitre, yTo Bechb Mup HeceT 3a Bac OTBETCTBEHHOCTb.

*HE >xanyiitecs, eciiu Bam He yaanock «3aBoeBaTh» padboTy.

* HE nemoHCTpUpyHTE 4yBCTBO NPUHUKEHHOCTH.

*HE Bximtouaiite B cBoe CV JNOXKHBIC CBEICHHS, YTOOBI MPEICTABUTH CEOS B
JIy4IlIeM CBETE.

* [IpenBapurensHO MOTy4YrTEe HHPOPMAIIHIO O GUPME U €€ CIIeHUaIN3auu. ITO
Oynet Bame qomarinee 3aianue.

* OOparmnaiftecs 3a pabOTOM JTUYHO.

* [IposiBisiiiTe BBIACPIKKY U KOHTPOJIUPYUTE CeOsl.

* He HepBHHUYANTE U TOBOPUTE CIIOKOMHO.

» OTBEUalTe Ha BOMPOCHI YECTHO U MPSIMO.

* metiTe nmpu cebe xopoliee pe3rome.

* He 3a0biBaiiTe, 4TO IpYy>KECTBEHHBIE KOHTAKTHI UMEIOT OOJIBIIIOE 3HAYCHUE.

* [Ipu3HaBaiiTe CBOM HEJIOCTATKH.

« Jlenaiite MHOTO 3aIIpOCOB.

* [ToquepkuBaiite Bairy ruOKoCTbh U TOTOBHOCTh YYUTBCH.

* CrapaiiTech MPOWU3BECTH BIICUATIEHUE YXOKEHHOIO YEJIOBEKA W OJICBANTECH
COOTBETCTBEHHO CIIyYal0.

*HE noguepkuBaiite, uro Bl Hyknaetecs B padoTe.

*HE oOcyxpaaiiTe NOpouUUIbIi ONBIT, KOTOPbIA HE HKMEET OTHOLIEHUS K
KOHKPETHOM CUTyallUu.

*[Iycth kKak MOXHO OOJBIIIEe YHCIO JIIOJACH 3Haer, uro Bel uiere paboTy.
[ToguepkuBaiite, uro Bbl nmMeeTe KBanmuuKamuio, HEOOXOAUMYIO JUIS JaHHON
paboTHI.

* Onumure TpUOOpeTeHHBbIM Bamu ombIT, KOTOpBIM JOKa3piBaeT Barry
MPUTOAHOCTD ISl 3TON PaOOTHI.

* ['oBopuTe U Aymaiite 6oJibie 0 OyayIeM, 4YeM O TPOILIOM.

* ['1e TOIbKO MO’KHO, TIOT4epKuBaiiTe Bary cTaOUIbHOCTD, HCIIOTHUTEIIBHOCTD
Y YMEHUE XPAHUTh KOMMEPUYECKYIO TAMHY.

* [Ipeanonaraiite atMmochepy 10Bepusi.

* [Ipubnmxkaiitech K pabOTOJATENIO C YBAKUTEIbHBIM TOCTOMHCTBOM.

* Crapaiitech ObITh ONITUMHCTOM.

I11. READ AND TRANSLATE THE TEXT:

AROUND THE WORLD
Getting connected
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As is clear from the case study, different business cultures have different ideas about
how an initial contact should be made. Different business cultures also use different
types of information to determine whether a company is worth working with. Here
are two other examples of how to get connected in other business cultures.

Egypt
In Egypt, the government is usually the customer; private businesses usually do not

have big international accounts. A good introduction in Egypt requires governmental
references. For example, an American businessman in a large company in Arizona,
United States, wanted to do business in Egypt. His company had no history of
working in the Middle East. He had to get letters of reference and introductions from
a U.S. senator and the U.S. government’s envoy (government contact) to Egypt
before the Egyptians would consider doing business with his company.

The social relationship that develops between the two business parties is also very
important. The social relationship is not limited to the one persop in charge of the
account. During the first meetings, the same respect and social interest should be
shown to all persons who are in the key contact’s office, even if they are not directly
involved in the business deal. These people may influence the key contact’s opinion.

South Korea

It is best to make the first contact with a Korean company through a third party. If
this method is chosen, it is important to contact a highly respected Korean. South
Korea has a clear social structure. People work with people who are in their own
social level. In high business circles in South Korea, everybody knows everybody.
An introduction through a well-connected individual will open many doors. High-
level government officials are the most effective contacts because they can promise
some governmental cooperation. The government has a lot of influence on business
in South Korea. There are also many trading companies and banks that successfully
introduce foreign businesspeople to Korean businesses.

In Korean society, a person’s status is defined by education, family, place of birth,
current address, friendships, connections, and the size of the company. When
businesspeople are introduced in South Korea, it is important that they give personal
information about their own connections and education along with the company
profile. People sometimes give biographies (a short description of their life) to
provide additional personal information. All this information should be given before
the first meeting so that the people involved have a chance to learn about each other.

Applying Your Knowledge
Read the following actions taken by businesspeople to make contacts in Korea or
Egypt. Decide whether each action is a good idea. Write Yes for a good idea and
No for a bad idea. Discuss your answers with the class.

South Korea
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a. A businesswoman preparing for her first business trip to South Korea writes up
a personal biography describing her family background, education, and work history.

b. She then goes directly to all of the businesses that interests her. She introduces
herself and hands them her biography, along with information about her business.

Egypt
a. In preparation for his first business trip to Egypt, a businessman from a small

company contacts a member of U.S. Congress and gets a reference for his business.
Then he contacts the Egyptian businesses.

b. He meets the business contacts and spends many hours socializing with them
and their friends. After they have developed a good social relationship, he begins to
talk business.

INTRODUCTIONS

There are many ways of introducing oneself, as the following South Korean-
American encounter illustrates

A SOUTH KOREAN-
AMERICAN ENCOUNTER

An American executive working in in South Korea said, “I learned about Korean
handshaking customs my first day at work. | had just entered the bank in Seoul where
| would have my office. When | was introduced to a female member of my new staff,
| naturally extended my hand and shook her hand. She turned deep red. Everyone in
the department laughed.

Why?
Can you answer?

In the United States, a man and a woman shake hands, as do two men or two women.
Either the man or the woman can begin the handshake; often the person with more
authority begins the handshake. The businessman in this minicase was acting as
though he were in the United States by extending his hand to the Korean woman.

In South Korean introductions, two men shake hands and two women bow. But in an
introduction between a man and a woman, one can bow or shake hands. If they shake
hands, the woman always begins the handshake. She is giving the man permission to
touch her hand. If a man begins the handshake, he is touching her without her
permission. This causes embarrassment.

Your Point of View
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In small groups think about the introductions described below. Demonstrate
these introductions to the class in your native language and afterward explain
what was said.

a. Self-introduction to someone at a party (between two men; a man and a
woman; and two women)

b. Self-introduction to a colleague at a business conference (between two men; a
man and a woman; and two women)

Discussion
Watch the introductions and answer the following questions as a class.

1. How much touching is there in each introduction?

2. How much distance is there between the two people in each introduction?

3. What are some differences between the social and business introductions?

4.  What are the differences among introductions involving two men, a man and a
woman, and two women?

QUESTIONS FOR INTERVIEW
INTERNAL ENVIRONMENT

Company profile
1. What company do you work for? / Who do you work for?
2. How is your business or enterprise registered?
3. Which sector of industry or product groups do you belong to?
4, What are your company’s principal activities?
. What does your company produce / manufacture / make? / What does your
ompany specialize in?
6.  What range of products / services do you offer? What are your main products /
services?
7. What is the philosophy of your company?
: What is the logo of your company?
Q. When was your company established / set up / created?
10.  Where is your company based / located?
11.  Where is your head office based / located?
12.  How many employees are there in your company? / How many people does
your company employ?
13.  Does your company have any subsidiaries? Where?
14.  How is your company structured? How many departments / units / workshops /
divisions does your company consist of?
15.  What is the organizational structure of your company (functional, divisional,
hybrid, matrix)? How many levels (layers) does your company have?
16. What is your company’s current financial position?

5
C
8
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17. Does your company make large profit every year? / What is your company’s
turnover and profit?

18.  Where does the largest part of your turnover come from?

19. What are your annual sales?

20.  What are the company’s total sales and gross margin?

21. What is your net income?

22.  What are your total revenues?

23.  What sort of analysis can you do to assess the company’s situation?

24.  Are your prices low or high compared with yout competitors?

25.  What recent activities of the company are worth mentioning?

Company strategy, strengths and current projects

Are you developing any new products or services? What?

Are you entering any new markets? Which ones?

Are you going to extend your production?

Are you introducing new technology? What?

Are you introducing any quality programme? What exactly?

Are you making a profit?

Are you reorganizing any work systems? Which ones? Why?

Are you taking on new staff? Why?

9. Do you invest a lot of money in research and development? Why?

10. How does the human resource function support the overall strategy of an
organization?

11.  Why should managers plan?

12. Does your company have its personal development plan?

13.  Does your company (department, division, unit) have any current plans?

14.  What are the targets of control activity?

15.  What focus of control activity do you have (internal / external)?

16. How does the concept of Total Quality Control relate to the products or
services of your company?

17.  What are the key challenges facing your company?

18. How do you solve problems?

19. Do you have any tips for solving problems?

20.  What helps you to solve problems?

21.  What is the technique in the decision-making process?

22.  What does a decision-maker do in a decision-making situation?

23.  Why do you think troubleshooting or solving problems is so important in
business?

24.  Are good organizational decisions usually due to one key individual or to a
group of individuals?

25. Do you have any obstacles in achieving the goals (aims)?

26.  In your opinion, what are some of the most important factors that characterize
good managers?

27. s itdifficult to manage people? Why?

NGO~ WDE
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28. What are some of the most common mistakes managers make?

29. What are the major factors that must be considered when managing in
international environment?

30. What are time allocation differences among managers in performing each
function (planning, organizing, directing and controlling)?

31. Why do organizations need managers?

32.  What do you see is the biggest challenge facing managers as they attempt to
manage the environment inside an organization?

33. What problems do you have while managing people?

34. How do you motivate your staff?

35.  What role does motivation play in organization members’ activity?

36.  Why must managers know the needs of their employees in order to motivate
them?

37. What are psychological foundations of motivation?

38.  Why is it important for managers to behave ethically?

39. What steps can managers take to encourage ethical behaviour in organizations?
40. Can money buy ethics?

41. What are the steps an organization must take to help employees translate effort
into performance?

42. What “quality” training is given to your staff?

43. What are the most effective ways of recruiting?

44, What is an organizational culture? Explain why it is important.

45.  Organizational culture is big news these days. Is this an important and enduring
organizational issue?

46. Why is it important for a manager / organization to take the time to nurture the
culture of an organization? How is this done?

47. Does your company have its own culture?

48. What do marketing managers do to achieve needs and wants of an
organization’s customers?

49. Is advertising important to your business?

50. How do you inform customers about your product?

51. How does your company encourage consumers to want your product?

52. What are the main “features and benefits” of your product?

53.  Why do your customers like your products / services?

54.  What is the “unique selling proposition” that makes your product special?

Candidate profile

What is your background?

When did you join the company? What job did you have before this one?
How long have you worked for the company?

Which department are you in?

What is the main activity of your department?

What is the role of your division / department?

ook wnE
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7. What managerial zone are you in? (the institutional zone, the managerial zone,
the technical core)?

8.  What management are you in?

9.  What is your position?

10. How many people are under you?

11.  What is your role in the company?

12.  What duties do you perform?

13.  What functional area are you in?

14.  What are your functions? What do you deal with?

15.  What are you responsible for? (in charge of)

16.  Who do you report to? (Who are you responsible to?)

17. What are your goals?

18.  What are the most important things for you in your work?

19. Have you ever been unemployed or made redundant?

20.  Why did you pick up Management (Financial Management, Marketing)?
21. Is Management (Financial Management, Marketing) connected with your job?
22.  How do you start your working day?

23.  What are your day-to-day activities?

24. Do you hold regular meetings with your colleagues and counterparts?
25.  Which part of your day is the most productive?

26. What possibilities do you have for career promotion?

27. What important events took place in your company in the last five years?
28.  Are you successful? Why?

29. What are your current projects and your future plans?

External Environment

1.  What target markets does your company operate in (local, regional, national,
international)?

2 What is the state of a market you operate in?

3 How does your company choose target markets?

4.  Are you market leaders?

5. Who are your target customers? (state enterprises, private enterprises, other)?
6 Who are your partners, suppliers?

7 Who are your competitors?

8 Do you have close relationships with your suppliers?

9. Do you have sales representatives all over the world?

10.  What must your company do to stay competitive in the future?

11.  What are the main “features and benefits” of the competition?

12. Why does business go abroad?

13.  What is the role of international manager?

14.  Why is cultural awareness important to business people?

Candidate internship
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What are the objectives of the internship?

What is the project of the internship? (skills and experience you wish to gain).
What type of (country) enterprise do you prefer to be placed in and why?
What specific aspects of the enterprise would you like to experience?

What projects / actions do you plan to implement after training?

What do you think you would change in your job after the internship?

ok owdE

LESSON 3
BUSINESS TRIP

Tema: 1) koMaHIUpPOBKa
TenedOHHBIN pPa3roBoOp
OpOHUPOBaHHE OTENSA
MOKyIKa Ouiera

2) [enoBas nepenucka
3) PaboTta Has TEKCTOM
4) Speak out

TELEPHONE CONVERSATION WITH THE BRITISH FIRM
Match English and Russian sentences:

Continental Equipment. Can | help you?

I’d like to speak to Mr Cartwright

Mr Cartwright? Who’s calling, please

This is Victor Ivanov from TST Systems.

Hold on, please. I’ll find out if he is in.

What is it, Miss Elliot?

Ivanov wants to talk to you, sir.

I’m very busy at the moment. Ask him to phone later.

9. Yes, sir.

10.0h ... wait a minute, Miss Elliot. Who is Mr Ivanov

11.He said he was from TST Systems.

12.From TST Systems? ... Oh, ask him what his telephone number is. I’1l call him
back.

13.Hello? This is Mr Cartwright’s secretary speaking.

14.Yes ... lvanov, here.

15.’'m sorry, Mr Cartwright’s very busy at the moment. Can you tell me your
telephone number, Mr Cartwright will call you later.

16.0f course, +7(843)225 40 39.

ONoGakrwdE
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17. ... and where are you calling from?

18.From Kazan, Russia.

19.Could you tell me the code for Kazan?

20.+7 (843).

21.Thank you, Mr Ivanov.

22.Hello? Is that TST Systems?

23.Yes.

24.This is John Gartwright from Continental Equipment. May | speak to Mr
Ivanov?

25.Yes. lvanov speaking....

26.Did you want to speak to me?

27.Yes, Mr Cartwright. I’'m the new Commercial Director of TST Systems. I’ve
pleasure in informing you that we carefully studied your materials and decided
to accept your proposal.

28.Thank you, Mr lvanov

29.1 am planning to come to Brighton and discuss with you the main points of our
agreement in detail.

30.When are you going to come?

31.0n Wednesday, next week.

32.That’s fine. Are you going to travel by air?

33.0f course. The Tatarstan International Airlines Flight from Kazan arrives in
Gatwick Airport at about 10 o’clock, as far as I know.

34.0.K. There is the 12.20 train from London to Brighton. If you take a train or a
bus to the railway station, you’ll be in time to catch the train. We’ll meet you at
the station in Brighton.

35.Thank you, Mr Cartwright. Which hotel in Brighton do you recommend?

36. I’d recommend the Northern Star Hotel. It’s very nice and isn’t very
expensive. Shall we reserve a room for you?

37.Yes. If it isn’t too much trouble. I’d like to book a single room with private
bathroom for three nights.

38.Goodbye, Mr Ivanov. Have a good trip

39.Goodbye, Mr Cartwright. See you next week.

TELEPHONE TALKS WITH ENGLISH COMPANY.
Translate into English:

Continental Equipment. Yewm st mory 6biTh Bam mose3na?

51 661 XOTEN MOroBOpuUTH ¢ M-poM KapTtpaiiTom.

C M-pom Kaprpaiitom? IIpoctute, a ¢ keM 51 pa3roBapuBaro?
910 Bukrop MBanos u3 komnanunu TCT Cucrems.

a s wnh e

OnHy MUHYTY, HOXanyicTa. S y3Haro, Ha MECTE JI1 OH.
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6. B uem neno, mucc Dmmmot?

7. C Bamu xoueT 1nmoroBoputh M-p MiBaHoB.

8. 4 ceituac ouens 3auAt. [lonpocute ero mo3BOHUTH MOMO3XKE.

9. Xoporo, cap.

10.0 ... mogoXaUTe OJHY MHHYTY, MECC DJUTHOT. A KTO OH- 3TOT M-p MIBaHOB?

11.0H cka3an mHe, uTo 0H 13 Kommanuu TCT Cucrems.

12.113 xomnanuu TCT Cucrems?

... y3HaiiTe ero TenedoHHbI HOMEp. Sl TO3BOHIO €My caM.

13. Annio. 1o roBopUt cekperapb M-pa KapTtpaiita.

14./1a ... VIBaHOB ciyIiaer.

15. S npomry npoienusi, Ho M-p Kaprtpaiit ceituac ouens 3ansat. He moriu 0b1 Be
Ha3BaTh MHE CBOM TeneoHHbI HOMep? M-p KapTpaiit nepe3Bonut Bam
MO3XKeE.

16.Koneuno. +7(843) 225 40 39.

17.... a otkyna Bel 3BoHMTE?

18. 13 Kazanu, TaTapcrana.

19.He moriu Onl BBl MHE Ha3BaTh ko1 Kazanu?

20.+7 843.

21.bnarogapro Bac, m-p IBaHOB.

22.Anno. Oto —kommnanus TCT Cucrems?

23.]1a.

24.ToBopurt JIrxon Kaprpaiit u3 kommanuu Continental Equipment. Mory s
MIOTOBOPUTH C M-pOM VIBaHOBBIM?

25. Jla, UBanoB caymiaer ...

26.Bb1 x0TEMM OTOBOPUTH CO MHOI?

27.1a, m-p Kaprpaiit. S HOBBIN KOMMepUeckuid qupekTop kommanuu TCT
Cuctems. Mmero y10BOIBCTBHE COOOITUTH Bam, 4TO MBI BHUMATEIBHO
M3y4dnH Barmm maTtepuansl v permiv MpuHATh Batre mpemoxkenue.

28.bnarogapto Bac, m-p IBaHOB.

29.51 cobuparock puexarts B bpaiiton u moapodHo odcyauts ¢ Bamu ocHOBHBIE
MTOJIOKEHUS HAIIETO COTJIAIICHHUS.

30.41 mopexomenoBai Ob Bam roctunuily Northern Star. Ona BriosHe npuin4Has
1 Hejoporas. 3aka3aTb BaM TaM HOMep?

31.Ecnu Bac He 3aTpyaHuT. S OBl XOTEJ 3aKa3aTh OJHOMECTHBIN HOMEpP C BaHHOU
Ha TPH JTHS.

32.Xoporuo. [Tepenaiite ot mens nmpuset Mr.Black.

33.Koneuno.

34.]1o ceunanus, m-p MBanoB. XKenaro mpusTHOTO MyTH.

35. o ceunanus, m-p Kaprpaiit. /lo BcTpeuun Ha cienyroieil Hefene.
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36.Korna BbI cobnpaerech npuexarb K Ham?

37.Ha cnenyromieit Henene, B cpeny.

38.0t1nuyHo. Bel monerure camonerom?

39.Koneuno. Hackonbpko MHE U3BECTHO, peiic MexXTyHapOAHBIX aBUATUHUHN U3
Kazanu npuiteraer B asponopt I 31BuK rae To okoso 10 gacos ytpa.

40.ITpexpacno. 13 Jlonaona B bpaiiton ectb moe3a B 12.20. ecnu BbI moezeTe Ha
BOK3aJ Ha M0€3/1€ WM Ha aBToOyCe, TO BbI ycIleeTe Ha 3TOT noe3. Ha Bok3aie
B bpaliToHE MBI Bac BCTpETUM.

41.bparomapro Bac, m-p Kaptpaiit. B xakoit roctunuiie B bpaiitone st mory
OCTaHOBUTHCS?

II. RESERVING A ROOM AT THE HOTEL.
Read in pairs:

1. Hello. Northern Star Hotel. Can I help you?

2. Yes. I’d like to reserve a single room with bathroom, for three nights, from
Wednesday. The 12" of February, to Friday, the 14™ of February, inclusive.

3. Let me see ... Yes, sir. A single room for three nights with English breakfast,

Is that right?

Yes, that’s right.

What is your name, please?

It’s for Mr Ivanov.

Could you spell it, please?

Yes, of course. I-V-A-N-O-V

. Thank you, sir.

10.Shall 1 send a deposit?

11.No. It isn’t necessary, sir.

12.Thank you very much.

© oo N R

Translate, order the sentences:

Bonpmoe cnacu6o.

Her, cop, B 3TOM HET HEOOXOIUMOCTH.
JlomKeH Jv s BHECTH 3a1aTOK?
bnaronmapro Bac, cap.

a, xoneuno. 1-B-A-H-O-B.

He mornu 661 Bel Ha3zBaTh ero gpamuiuio no Oykam, cop?
41
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7. OtoT HOMED 11 M-pa Kitmmenko.

8. HazoBure, noxaiyiicra, CBOI0 (HaMUIHIO.

9. Mla, Bce IpaBUIBHO.

10.Oxny MuHyTY ... [la, cap. OQHOMECTHBIM HOMEP Ha TPU JHS C aHTJIUICKUM
3aBTpakoM. Bce nmpaBuibHO? S GBI XOTEN 3aKa3aTh OJTHOMECTHBIN HOMED C
BaHHOI Ha TpH JHS, CO cpefbl, 12-To deBpans, 1o naTHulbl, 14 pespans,
BKJIIOUUTENBHO.

11.Auno. I'octuauma Northern Star. Uem s mory O0b1Th BaM mosie3eH?

1. Buying a ticket
Read in pairs:

1. Good morning. What can | do for you?

| want to fly to London. Are there any seats available on Wednesday, next
week?

Are you flying alone, sir?

Yes.

What class?

Economy.

Just a moment, sir ... I’ll check, there are a few seats left.

Fine.

. What is your name, sir?

10.Victor Ivanov.

11.As a rule, we sell Russian citizens return tickets. You can buy an open return.
12.0.k. How much is it?

13.Here you are. Flight PS501. It is 30.000.

14.What time is the flight due to depart?

15.1t leaves at 8.55 a.m., but you must check in one hour prior to departure, sir.
16.And what time does it arrive in London?

17.10.30 local time. There’s three hours time difference, you know.

18.Thank you very much.

NS
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Translate, order the sentences:

BeI neture ogun?

a.

Kaxum kiraccom?

OKOHOMHYECKHM.

OmHy MHHYTY, C3P ... S IPOBEPIO ... JIa ... HECKOJBKO MECT OCTAJIOCH.
Jlobpoe ytpo. Uem s mory O6biTh Bam nosniezen?

ok wdE
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7. 51 cobuparock neteth B Jlonaon. Ecte mu y Bac cBoOogHBIE MEcTa B cpefy, Ha
cienyooiei neaene?

8. Hazoure, noxanyiicta, CBOI0 (GpaMUIHIO.

9. OtnuyHo.

10.BaHoOB.

11.Kak mpaBuio, Mbl mpojaeM rpaxiaaHaMm Poccum OumneTsl B o0a konia. Ha
oOpatHbI pelic Bel MOXkeTe KynmuTh OMJIET C OTKPBITOM JaTOM.

12.Xopomo. Cxonbko 310 6yaeT ctouth? 30000, BKrogast COOpBI B a3pOIOpPTY.

13.MO>KHO 3aruIaTUTh HATUIHBIMH ?

14.bosnbiioe criacu6o.

15.B 10.30 mo mecTtHOMYy BpeMeHH. Bbl HaBepHOE 3HAETEe, YTO pa3HHIA BO
BPEMEHHU TPH Haca.

16.8.55 yrpa. Ho BBl momxHBI 3aperucTpupoBaThCS B a’poOIOPTy 3a dYac M0
OTIPABIICHUS.

17.Kaxoe Bpemsi OTIIpaBJiIeHUs camoJieTa?

18.Koneuno, cop. Bor Bamm Ounetsi. Petic nHomep PS501.

LANGUAGE COMMENTS:

to speak to smb

rOBOPUTh C KeM-mu0o. OOparhTe BHUMaHUE Ha
pazuuusi B ynoTpeOJeHUH CIEAYIOMMNX OJU3KUX IO
3HAYEHHMIO TJIar0JIOB:

to speak pasroBapuBaTh, TroBOpUTh;, to speak English -
rOBOPUTh HO aHruicku; to speak to (with) smb
about smih — pasroBapuBaTh ¢ KeM-THOO O YeM-

1100;

to talk pasroBapuBath,  OonTaTh  (pa3zNIUUMS  MEXIY
aHrnuiickumu rinarojgamu  to speak um to talk
3HAYUTENIBHO MEHBIIEe, YeM MEXAy pPYCCKUMHU
IJIaroJlaMu «rOBOPHUTH» U «O0oaTaThy); to talk lo smb
about smth — pasrosapuBaTh ¢ KeM- JUOO O UYeM-
mu6o0; to talk business (music) — roBopuTh 0 aeie

(My3BIKE);

to tell CKaszaTh, pacCKa3blBaTh, NMPHKa3biBaTh; to tell smb
smth — cka3aTh KOMy-JIM00 4TO-1100; to tell smb to
do smth — cka3atb koMy-T0OO caenaTh 4To-1100; to
tell stories — pacckasbIBaTh HCTOPHH;

to say cka3aTh; to say smth, to say smth to smb — cka3zatb
4yT10-1100 KOMy-1100; to say that... — cka3aTh, 4TO

to inform smb, to let UHPOPMHUPOBATH KOTO-TMO0, COOOIIATh KOMY-THOO0 O

smb know

qyeM-J11u00

to find out

1) y3HaTh, BBISICHUTS; 2) paCKphITh (TaliHy, OOMaH)
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to be in

ObITh Ha MecTe. CpaBHuTe: to be out (away, off) —
BBIWTH.

to (tele)phone

3BOHUTH (110 Ternedony). Cunonumsl: to ring (up), to
call. Habupats Tenedonnsiii nomep — to dial the
number

He said he was from TST
Systems

B QHIJIMACKOM SI3BIKE B CJIOKHBIX MPEIIOKEHHUAX C
JOTIOJHUTEIBHBIMHU TPUIATOYHBIMH, €CITH B TJIABHOM
MPEUTOKEHUH TJIaroJI CTOMT B MIPOIIEIIIEM BPEMEHH
(He said ..,), nmas oOo3HaueHHs JCHCTBHS,
OJTHOBPEMEHHOTO C JeHCTBHEM TJIAaBHOTO
NpPEJIOKEHUS, B TPUIATOYHOM  YHOTpeOsseTcs
npoctoe mpoineaiiee Bpems (... he was from TST
Systems) (cm. Ypok 12)

to ask

1) cnpammBaTh; 2) ----- npocuTh; to ask a question
— 3ajaBathb Bonpoc; to ask about smih (smb) —
CIIpaIIuBaTh O YeM-JH00 (KOM-T100)

Ask him what his telephone
number is

BOIIPOCUTEIIBHBIE TIPEIJIOAKEHUSI B KOCBEHHOM peuu B
AHTJIMACKOM SI3bIKE UMEIOT NPSIMOU MOPSAIOK CIOB
(ckazyemMoe CTOMT MOCJI€ MOJJICKAIIETO)

Double five-nine-three- six-
four-two (559-36-42)

Korja TejaedOHHbI HOMEP Ha3bIBAETCS BCIIYX,
Kaxkaas ero nuudpa npousHocurcs otaenbHo. [Hudpa
«O» npousHocuTcs Kak OykBa o [ou]. Eciiu B
Terae()OHHOM HOMEpE JIBE OJJMHAKOBBIE ITUDPHI
CJIENYIOT OJIHA 32 IPYTOM, TO ATH JBE U PHI
IPOU3ZHOCSTCSI OOBIYHO C UCTIOJIB30BAHUEM CIIOBA
double: 55 — double five, 33 — double three u . m.
TenepoHHBII HOMEP MOXKHO HAa3BaTh TAKXKE U
cienyromuM odpasom: five- five-nine-(thirty-six)-
(forty-two)

to spell TOBOPUTH YTO-JIMOO 1O OyKBaM
smth
deposit 1) 3amaTok; 2) Bkian B OaHK, IEMO3UT; to place

money on deposit — BHOCUTH JICHbIU HA JCTIO3UT

Are you flying alone?

B AHTJIMKUCKOM S3bIKE JJI BBIPAKCHUS JCUCTBUS B
OyayieM 4acTo MCTob3yeTcs BpeMs Present
Continuous (B pycCKOM sI3bIKE SIS BBIPAKEHUS
NeHCTBUS B OyAYIIEM TaK»Ke YacTO UCIOJIb3YETCs
HACTOSIIEE BpEeMsI).

Cpasnure: | am flying next week — 1 yieraro Ha
CJICIYIOIIIEN HENEIE.

return ticket

OwieT «Tyaa u oOpaTHO». AMEPUKAHCKUI CHHOHUM
sToro cioBa: two-way (round-trip) ticket. buer B
ojuH KoHell: single ticket (.anri.), one-way ticket
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(amep.). OOpatHbIit OmeT: return half

to arrive ¢ npeutoramu at wnu in; arrival — npuOsiTHe.
Haanwcs B aspornopty (Ha BOK3alie) ¢ yKa3aHHEeM
BpeMeHu npuosIiThs peiicoB: ARRIVALS

to depart oTIpaBisAThCs; departure — ornpasnenue. Haanuch

B a3ponopTy (Ha BOK3ajie) C yKa3aHUEM BPEMEHU
otnpanienus peiico: DEPARTURES

Match English and Russian words and expressions:

I’d like to speak to Mr White, please.
Wait a minute, please.

to be in

to be out

What is it?

This is Mr White speaking.
Ivanov, here....

Is that TST Systems?

to accept smb’s proposal
to travel by air

As far as | know ....

to be in (on) time

If it isn’t too much trouble.
Remember me to (give my regards to) Mr. Ivanov.
Have a good trip.

single (double) room
available

as B rule

open return ticket

How much (is it)?

to pay in cash

Yewm s mory ObITh Bam nonesen?
(CranpgapTHblil OTBET Ha T€NE()OHHBII 3BOHOK).
51 ObI XOTEN MOTOBOPUTH C M-pOM Y aliTOM.
OnHy MUHYTY, OXKaJIYHCTA,

beITh Ha MecTe

Brriitu

B uem neno?

I'oBoput M-p Yaiir.

Ivanov ciymaer....

Oro — komnanusg TCT Cucrems?

[IpuHuMaTh ybe-1100 MPeIOKEHUE JIETETh Ha CaMOJIETe
Hackoisibko MHE U3BECTHO.....
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Yceners

Ecnu Bac He 3aTpyaHuUT.

[Iepemaitte oT MeHs nipuBeT M-py llocnenosy.

Kenaro IpUATHOTO MyTH.

OnHo(ABYX)MECTHBIN HOMED

HmMmerommiica B HaIU4Iun

Kak npaBuio ....

bunet «Tyna u 06paTHO» C OTKPBITOM 1aTOi Ha 0OpaTHBIN peic
CKOJIBKO 3TO CTOUT?

[InaTuTh HATMYHBIMU

1. Business letter

1) CHHCOK OCHOBHBIX COKpAallleHHid, WCHOJb30BAHHBLIX B  JI€JOBOI
KOPPeCNOHAeHIUM:

A/C» a/c, acc. (account current) — TEKYyIIUNA CYET

adsd (addressed) — angpecoBano

adse (addressee) — aapecat, moxy4areinb

ad (advertisement) —pekiramHOe 00BsIBIICHHE (MHOXK. YuciI0—ads)
a.m. (ante meridian) — no momyaus (cMm. Ypok 1)

app. (appendix) npunoxeHue

Attn (attention) — BHHUMaHHIO (KOTO-THO0)

B/E, B.E., b.e. (bill of exchange) — nepeBoaHoit Bekcenb, TparTa
B/L, b/l, B.L., b.1. (bill of lading) — xoHocamenT

cc., cC (copies) — yka3aHHe Ha apecaToB KOMHA MUChMa

CEO (chief executive officer) — ucnoHUTENbHBINH JUPEKTOP

cfc (confer) — cpaBuute

Co. (company) — kommnaHus

contr. (contract) — KOHTpakT

Corp. (corporation) — xoprioparus

cur. 1. (currency) — Bamota; 2. (current) — Texymui

CV (curriculum vitae) — xpartkast 6uorpadus

dd I, (dated) — marupoBannsiii; 2. (delivered) — mocraBneHHbIH
Dep., (department) — 1. — otnemn;

doc. (document) — noxymenTsl (MHOX. uncio — docs.)

doz, dz. (dozen) mroxxuBa

eaon (except as otherwise noted) — eciu He yka3zaHO WHaUe

e.g. (exempli gratia, nat.) — Hampumep

enc., eacl. (enclosed, enclosure) — BIIOKEHHBIN, NpUIaraeMblii, BJIOXKCHHE,
MpUJIOKEHUE (K MUCbMY U T. II.)

exc., excl. (except, excluding, exception, exclusion) — uckirouasi, HCKIIFOUEHUE
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expit (expiration) — ucredenue (cpoka)

fig. (figure) — 1. — nudpa; 2. — pUCYHOK, cXeMa

FY (fiscal year) — ¢unancoBbIi TOA

fa.a. (hoc anno, at.) — B TeKyIlleM roxy

hf. (half) — monoBuna

H.Q., HQ, h.q. (headquaters) — riaBHoe yrpaBieHue (KOMIIAHUH, OPTaHU3ALMH)
id. (idem, nmaT.) — TOT *Ke¢

I.e., ie (id est, maT.) — TO €CTh

Inc., inci (including) —sxirouas

Inc.,, inc. (incorporated) — 3aperucTpUpPOBAaHHBIN Kak FOPHUIUICCKOE JIUIO
(xoprioparus)

info (information) — uadopmarus

inv. (invoice) — cuet-dakTypa

10U (I owe you) — moJsiroBasi paciucka

L/C, l.c., 1/c (letter of credit) — akkpeauTus

ULC (limited liability company) —- xoMmmnaHus ¢ OrpaHHYE€HHONH OTBETCTBEHHOCTHIO
Ltd., Itd. (limited) ¢ orpaHUYEHHO¥ OTBETCTBEHHOCTHIO

LOC (letter of commitment) — rapaHnTuitHOe MUCHMO

mdse (merchandise) — ToBapsr

memo (memorandum) — 3amnucka

M.O., m.o. 1. (mail order)—roroBerii nepeBoj; 2. (money order) — JICHEKHBIH
MIEPEBO/I, TUIATSIKHOE MTOPYUCHHE

M.T. (metric ton) — meTpudeckas TOHHA

MV (merchant (motor) vessel) - ToproBoe (MOTOpHOE) CYIHO

N/A (not applicable) — He mpumennMoO (HaIp., MyHKT B aHKETE)

NC, N.C., n/c (no charge) — 6ecruiatao

0/1 (our letter) — (ccputasicy Ha) Hallle MUCEMO

PA (power of attorney) — moBepeHHOCTb

p.a. (per annum, jat.) — B TOJ

par. (paragraph)- a63ai, maparpad, myHKT

Pic, PLC (public limited company) — oOTKpbiTas akKIMOHEpHas KOMITAHUSA C
OrpaHUYEHHOW OTBETCTBEHHOCTHIO

PO (post office) — mouroBoe oTaencHue

pp. (pages) - crpaHuIlsl

pp, P-p (per pro, nar.) — OT UIMEHU | IO MOPYUYCHHFO

gV (quod vide, nat.) — cMoTpH (Tam - TO)

R&D (research and development) — nayuHo-nccie1o0BaTeIbCKE PaOOTHI

rct (receipt) — pacriucka, KBUTAHITUS

rept. (report) — oruer

re (regarding) — OTHOCHTEIBHO

ref. (reference) — ccoika

RMS (root-mean-square) — cpeaHe-KBaapaTHUEeCKUi

shipt (shipment) — otrpyska, oTnpaBka

sig. (signature) —moamuce
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tn. (ton) —ronna

urgt (urgent) - cpouHsbIit

V., VS (Versus, iaT.) - MpoTHB

VAT (value-added tax) - HJIC

V.1.P, VIP (very important person) — 0co60 BayKHO€ JIHIIO
v.S. (vide supra, 1aT.) — cM. BBIIIIE

2). Match abbreviations with words:

NB the same

I.e. compare

e.g. against

p.a. important note

g.v. that is

cf. regarding

V.S. this year

p.m. for example

V.V. for and on behalf of
re reference

VS. see above

h.a. after noon

id. with the terms reversed
pp for each year

ref. conversely

2). Business letters. Samples:
PesepBupoBanue aBuanepesnera, oTess, IOMEIeHUs s KOHGEepeHITUH.

Match the title and translate letters

1). PesepBupoBanue aBuanepesnera

2). PesepBupoBanme orest

3) pe3epBUpOBaHUE MTOMEILCHUS 1151 KOH(DEPEHITNU

A)
Dear Name:
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As discussed on the telephone, we want to reserve the use of a small conference room
where dinner can also be served for 23 people for the evening of Thursday, June 7
from 6:00 p.m. until 11:00 p.m.

We also want to reserve your three-course steak dinner ($24.95) for every participant,
as well as optional bar service.

Please, confirm this reservation by return mail or fax.

Sincerely,

B)

Dear Sir,

This letter is to confirm our telephone conversation this morning when | arranged for
two tickets to be sent to us in the names of P. R. Dell and R. Newsome, our directors,
who will be travelling London Heathrow-Rome on flight BA 164 at 10.05 hours, on
Wednesday 12 June.

Please send the tickets to us by return, and find a cheque tor £210.00 enclosed.

Yours faithfully,

C)

Dear Mr Ruggerio,

This letter is to confirm my telex and your answer of today in which you agreed to
reserve two separate rooms with shower and bath, from 12 June to 21 June inclusive
for Mr P.R. Dell and Mr B. Newsome, who will be attending the Textile Trade Fair in
Rome.

Could you make sure that the rooms are situated at the back of the hotel, as the rooms
they were given last year, overlooking the main road, were rather noisy?

I am enclosing a banker's draft for £40.00 as a deposit. Could you please
acknowledge receipt?

Yours sincerely,

l. Language comments:

AMep. BapuaHT AHIJI. BADHAHT 3HaveHue
apartment flat KBapTUpa
attorney lawyer IOPUCT
baggage luggage Oarax
billion milliard MUJLTHAP T
cab taxi TaKCH
corporation company KOpIoparus,
KOMITIaHUA
downtown city/ centre IICHTP TOpoja
drugstore chemist’s amnTeKa
elevator lift T
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fall

gas
highway
intersection
living room
long-distance
bus

mail
movies

pits
pullman
railroad
salesman, clerk
schedule
soccer
subway
ticket office
to be sick
trial lawyer
truck

trunk

1st floor
2nd floor
3rd floor

autumn
petrol
motorway
cross-road
dining room
coach

post

cinema
trousers
sleeper
railway
shopassistant
time-table
football
underground
booking office
to be ill
advocate
lorry

boot

ground floor
1st floor
2ndfloor

OCCHb

OeH3HUH

11occe
MIEPEKPECTOK
rOCTHHAs
MEXKyPOTOTHUN
aBTOOYC

moyra

KHHO(DHIIBM
Oproku
CHAJILHBIA BaroH
KeJe3Hasi Jopora
IPOIaBeIl
pacrucaHue
bytOoNI

METpPO

OmJteTHas kKacca
OBITH OOJIBHBEIM
aJIBOKaT
TPY30BHK
Oara)xHUK
NIEPBBIN ATaX
BTOPOM 3TaXK
TPETUHN ITAK

1) Match English and American words:

subway

cab

apartment
corporation
downtown
highway
attorney
baggage
soccer

railroad
round-trip ticket
salesman
ticket-office
one-way ticket
fall

gas

schedule

w

I11. Read and translate and fill in the gaps:
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return ticket
shopassistant
company
autumn
petrol

city centre
underground
timetable
luggage

taxi

football
railway
motorway
lawyer

flat

single ticket
booking office




I've been Head of Sales at this sportswear company for about five years now. I’'m in

() control of sales, and there are six Area Sales Managers who (2)
to me. My work involves a variety of things, including (3) new
staff, (4) sales and marketing campaigns» and (5) the people who

work for me. In general, we have a very good sates (6) :

However, the job can have its unpleasant side, and there have been occasions when
have had to make people (7) because sales were falling. I’ve also had
situations when staff have suddenly (8) because they couldn’t take the
pressure - only the other day one of my best people handed in his (9)

unexpectedly. But these things don’t happen often and at the moment business is so
good that we're (10) more staff.

1 awhole b overall

c wide d comprehensive
2 aaccount b declare

c report d inform
3 arecruiting b enrolling

C raising d gathering

4 aco-operating b collaborating
c constituting  d co-ordinating
5 aprovoking b thrilling
¢ motivating d agitating

6 aforce b crew
c set d pack
7 adismissed b bankrupt
¢ fined d redundant
8 aresigned b vacated
¢ abandoned d ceased
9 awarning b notice
c departure d leaving
10 ataking on b setting up

¢ drawing on d putting up

2) Read and fill in the gaps:

make have get let
put come sort suit
Dear Alison,
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| thought I"d (1) in touch with you because something (2) up

about the project yesterday. We need to arrange a meeting soon to (3) out
the contract. Our team leader (4) a word with me yesterday and he wants a
first draft by the end of the month. I know you’re busy, but do you think we could
meet next week? If you can’t (5) it then, we could (6) it off until
the following week at the latest.

Anyway, could you (7) me know what day would (8) you best?

All the best,

Jane

3. a) Read and translate the text:
GETTING CONNECTED IN COLOMBIA

A bank in Bogota, Colombia decided to improve its computer communications
system. The top sales manager of a young but successful communications company
in the United States wanted to get the Colombian account. The sales manager, Peter
Knolls, was a young man with an excellent background in computers and U.S. sales.
He had been one of the original partners in this small communications company.
From his office in Chicago, he started to look for the right person to contact. He
called several people in the Colombian bank but wasn’t able to get ahold of the
person in charge of the account. He decided to call the Colombian Association of
Banks. The association coordinates bank business and encourages foreign investment.
It also acts as a third party to introduce foreign contacts. An agent of the association
named Roberto Coronas as the key contact of the Columbian bank for the account.
The agent then suggested they all meet together in Colombia. Knolls, wanting to be
certain that a trip to Colombia would be worthwhile, asked the agent for Coronas’s
phone number and called him immediately. He introduced himself to Coronas and
began to explain how his company could develop the best computer system for the
bank. Coronas suggested they meet each other in person to talk further.

Before leaving for Colombia, Knolls sent a brief letter to Coronas describing his
company and its interest in doing business with the bank. He also sent his company’s
credentials. These included a profile of his company with all the necessary financial
information from the past two years and some references from satisfied clients. This
information would show what a good reputation the business enjoyed in the United
States.

Knolls went with the agent to meet Coronas in person. After a brief introduction,
Coronas suggested that the two men have dinner together that evening. At the dinner
the sales manager was ready to talk about business, but Coronas wanted to talk about
general topics, such as business friends and Colombia’s literary and cultural history
instead. Knolls said his interest was in business, not in the arts. The young man
explained how he had independently developed a successful communications
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business without any special help or connections. He did not make a good impression
on Coronas.

At the end of the evening, Coronas said they should stay in touch, but he never
contacted Knolls again.

6) Match the underlined words with a, b, c:

1. A young but successful communications company in the United States wanted
to get the account to develop a new computer system for the bank.

a. businessman

b. money

C. job
2. He had an excellent background in U.S. sales.

a. experience

b. time

C. interest
3. Peter Knolls started to look for the right person to contact.

a. touch

b. speak to about the business

c. be friends with
4.  He called several people in the Colombian bank but wasn’t able to get a hold of
the person in charge of the account.

a.understand

b. hug and kiss

C. speak to
5. This association acts as a third party to introduce business contacts.

a. independent group

b.large dinner

c.businessperson
6. The association identified Roberto Coronas of the Colombian bank as the key
contact for the account.

a.person who introduces

b.person who gives information

C.most important person
7. He sent the company’s credentials.

a.description of qualifications

b.credit cards

c. description of beliefs
8.  These included a profile of his company with all the necessary financial
information from the past two years.

a. picture of the company

b. description of the company’s history and accounts

c. description of the company’s employees
9. He also sent some references from satisfied clients.

53



a. dictionaries

b. letters recommending the company

C. products
10. This information would show what a good reputation the business enjoyed in
the United States

a. standing or position

b. look

c. history
11. The young man explained how he had independently developed a major
communications business without any special help or connections.

a. family

b. knowledge

c. friends with power
12. He did not make a good impression on Coronas.

a. make an imprint

b.paint a nice picture

c. have a positive effect

LESSON 4
ARRIVAL

Situations:
I. 1) arrival
2) customs and passport control
3) at the airport
4) time — table
5) at the rail station
6) practice

I1. Bussiness letter structure
I11. Texts for reading and discussion
I. Speak out

1) Arrival. Read the dialogue.
Mr. lvanov is at Kazan airport now.

He has to fly to London and then go by train to Brighton where he will be met
by a junior manager of Continental Equipment.

a) Atan airport

- Excuse me. Could you tell me where International Airlines counter is?
- Certainly. Just go up the escalator and you’ll see it.
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Here’s your ticket. Your flight is now boarding at gate 50. Go down, it’s to
your left.

b) At a passport and customs desk

Your passport, please. How long are you planning to stay in the country?
Three weeks. Could | prolong my entrance visa in case of necessity?

Sure. The receiving party will take care of it.

Can you put your bags on the table, and your customs form, please.

How much do they weigh?

23 kilos. I'm sorry, but you’ll have to pay an extra luggage charge.

Oh! It’s only three kilos overweight.

Yes, sir...that’s £6... Thank you. Have you anything to declare?

Pardon?

Alcohol, cigarettes, fresh fruit, plants...?

Uh, no.

Open your suitcase, please. Any gifts?

Only one bottle of vodka.

All right. It’s duty free. As you probably know, it’s forbidden to bring in
more than two bottles of alcohol and two blocks of cigarettes to England. And
no limitations as to currency. Here’s your form.

Thank you.

Not at all. Next please.

¢) Riding a city bus

Pardon me, do the buses to Three Bridges railway station stop here?

Yes, they stop at the comer. You can take any bus except number 420.

How often do the buses run?

They are supposed to run according to the schedule that you can see over there.
But in fact, they don’t always run on schedule.

What are the usual intervals between bus arrivals?

About 15 minutes. But you won’t have to wait any longer. Bus number 405 is
coming. You can take it.

d) Driver

Put 55 p into the fare box, please.

Oh, I have only pounds. Can you give me change?

| am sorry, but | accept exact change only.

Let me check my pocket. Oh, luckily I have the exact fare.

Please stand back from the door. Move to the rear. Let the passengers off.

How long will it take me to get to the railway station? | am afraid of missing
my stop.

About 20 minutes. | can tell you when to get off.

e) At a railway station
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- TI’ve found out from this timetable that there are several trains to Brighton
daily.

- Yes, quite so. The next is at 12.20.

- Well, I’'ll take it. One ticket, please.

- Single or return?

- Single, please.

- Here you are. The train is leaving from platform 3.

- Is there a buffet-car on the train? 1’d like to have a snack.

- Unfortunately, no. But you can get a snack at a cafeteria in the station,
otherwise you’ll have to do without breakfast.

- Thank you very much.

- Not at all.
Announcement: The train now standing at Platform 3 is the 12.20 Inter-City
service to Brighton.

2). Translate into English.

a) IMoe3naka B aBTOOYCE

- IIpocture, aBTOOYCHI 10 Bok3aia Three Bridges ocrtanaBiuBaroTcs 3/1eCh?

- Ha, 31eck. Bel MoxkeTe cecTh Ha 10001 U3 HUX, Kpome Homepa 420.

- Kak gacto xoasT aBT00yCHhI?

- Cuuraercs, 4TO OHU MPUACPKUBAIOTCS PACIUCaHUs, OHO BUCHUT BOH Tam. Ho
(paKTHUECKH OHU HE XOJAT MO PACIUCAHUIO.

- A ¢ KaKuMU UHTEpBaJIaMH OOBIYHO XOASAT aBTOOYCHI?

- Ilpumepno kaxzasie 15 munyr. Ho Bam yxe He mpuaercs xaatb. Bor maer
405-ii. On Bam mogxoaut.

b) Boaurenn
- Iloxanyicra, ormycTuTe 55 NEHCOB B SALIMK JJIs OIUIATHI IIPOe3a.
- 0O, ... Y MeHs TONbKO QYHTHI.
He moriu 661 Bel nate MHe cnauy?
- IIpoctute, HO 51 MPUHUMAIO TOJILKO O€3 CauM.
- Omny MUHYTY, s niouity B kapmane. O, K c4acThio, y MEHS €CTh 0€3 cliauu.
- Oroninure ot aBepen. [Iponsuraiitecs. He Memaiite naccaxkupam Mpu BhIXO/IE.
- 3a CKOJIbKO BPEMEHM s MOTY J00pathcsi 10 Bok3ana? S 00rCh MPOIMYCTUTH
OCTaHOBKY.
- [IpubmusurensHo 3a 20 MuHyT. f ckaxy, koraa Bam Hy:kHO OyJ1eT BEIXOIUTh.
- Bot Bam 6unert. Ilocanka npousBoautcst y croiiku 50. Crnycturech B 3ai1 D

cnesa ot Bac.
d) na Bok3aje

- Cyns no pacnucanuio, 10 bpaiiToHa XOIUT HECKOJIBKO MOE310B €KETHEBHO?
- CoBepiieHHO BepHO. biamxaiimuii B 12:20.
- Xoporo, noaxoaut. OauH OuieT, moxanynucra.
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- B oauH xoHel unu Tyaa v o0paTHo?

- B o11H KOHell, MoXKalyrcTa.

- Bozpmurte. [loe3n oTnpasisercs ¢ TpeTheil m1aThOpMBI.

- Ectb 111 B moe3sie BaroH-pectopan? S xoren Obl IEPEKYCHUTb.

- K coxanenuro, Her. Ho ecniu Bbl moToponuTech, TO CMOXKETE IMEPEKYyCUTh B
kKadeTepur Ha BOK3aJie, MHaU€ OCTaHETeCh O€3 3aBTpaka.

- bonwmoe cnacu6o.

- [Toxxanyiicra.
Oo6mbsasnenue: [loe3n, crosmuii Ha TpeTbed iardopme, B 12:20 ormpasisiercs B
BbpaitToH.

€) ¥ cTo0J1a TAMOKEHHOT0 ¥ MACIOPTHOI0 10CMOTPa
- Bam macnopt, noaiymcra.
Kak nonro Bel mnaHupyeTe HaXOAUTHCS B CTpaHe?
- Tpu Hepenu. S MOTy IPOJITTUTH BHE3/IHYIO BU3Y B ClTydyae HEOOXOIUMOCTH?
- Koneuno. [Ipurnacusmas Bac pupma nomkHa mo3ab0TUTHCS 00 3TOM.
[ToxamnyiicTa, MOJIOKUTE CYMKHM Ha CTOJ M NIpeabsSBUTE Bairy TamMoXEHHYIO
JEKIJIAPaLIHIO.

- CKOJIBKO OHH BECAT?

- 25 kr. Coanero, HO MPUJIETCS AOIIIATUTh 32 U30BITOYHBIN BEC.

- O! Bcero 3 Kr JIHIIHUX.

- Jla, cap,... 310 6 PpyHTOB. Criacu6o. Bel neknapupyere 4To- 1100?

- [Ipoctute?

- AJIKOT0JIb, CUTApPEThI, CBEXXHUE PPYKTHI, pACTEHHUS ... ?

- O, HeT.

- OTkpoiite yemoiaH, noxanyiicra. Kakue-uuOyab nogapku?

- Toapko oHA OYTHIJTIKA BOJKH.

- Xopoi1io, 3To He obJlaraeTcs MONUIMHOW. BbI, HaBepHOE, 3HAaeTe, YTO B AHTIIHIO
3anpenieHo BBO3UTH OoJiee IBYX OJIOKOB curapeT u 0oiiee ABYX OyTHIJIOK CIIUPTHBIX
HAIMUTKOB. UTO KacaeTcs BAJIFOTHI, TO orpaHndeHui HeT. Bot Bamra ¢opma.

- Cnacu0o.

- He 3a yto. Caenyrouuii, noxanyucra.

LANGUAGE COMMENTS

customs, customs house - TamoxHsI; to go through customs -
MPOUTH TAMOXEHHBIN IOCMOTP; CUStomS
fees - TamoxeHHbIE COOPBI

to prolong - IPOJIUTH, IIPOJOKUTH, OTCPOYUTE;
prolongation — npojieHue, 0OTCpoUKa
entrance(entry) visa - BbE3/IHas BH3a; eXit visa - Bele3qHas

Bu3a; to apply for a visa — 3ampocuts
BU3Yy; t0 grant a visa — mpenocTaBUTh
Bu3y; t0 put a visa on a passport —
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IMPOCTAaBUTb BHU3Y B IIACIIOPTC

necessity

1) HeobxoaumocTh; Of necessity — mo
HEO0OXOIMMOCTH; 2) TIpeAMET IepBO
Heobxoaumoctu. It is necessary to do. -
- 9T0 HEOOXOMMO CJICJIATh.

to declare

1) nexnapupoBatb, 2) OObSIBIATH,
npoBo3ramaTh. FiMeer 1enyio cepuio
npou3BoHbIX: declared value —
00BsIBIIEHHAA IEHHOCTH, declarant —
3asBHTEND; declaration — uckoBoe
3asBiIeHuE, 00baBieHue; declarative —
JeKIapaTUBHBIH; declaratory —
00BSICHUTENbHBIH, TOSICHUTEIbHBIN

to miss

1) mpoIyCTUTh, OMO3/1aTh 2) CKy4aTh

to catch

MoMaTh, 37€Ch: CECTh HA
TPAHCIIOPTHOE CPEJCTBO

option

Bb100p. CuHOHUM: choice

abroad, overseas

3a TPAHUILY

accident

IIPOMCILIECTBUE, UHLIUJICHT, HECUACTHBIN
CIIy4ai

injury

PaHCHUC, ITOBPCIKICHNUC

SIGNS AND NOTES AT THE AIRPORT

READ AND REMEMBER THE SIGNS

ARRIVALS:

BAGGAGE CHECK IN
BAGGAGE CLAIM

CART RENTAL END
(LUGGAGE CART AREA)
CHECKIN

FIRST CLASS ONLY

INTHE CITY:

ATTENTION

DO NOT LITTER

$50 FINE

DON’T WALK
WALK

PRIVATE PROPERTY
BUS STOP

EXIT TO BUS
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ROAD SIGNS:

DETOUR

NO PASSING
RAILROAD CROSSING
TRAFFIC CIRCLE (ROUNDABOQOUT)
TRAFFIC LINE

NO PARKING

PUBLIC PARKING
AUTO REPAIR

CAR WASH
SLOW.CHILDREN
SPEED LIMIT 55

TRANSLATE INTO ENGLISH:

[IPUBBITUE
PEI'MICTPAIIUS BATAXA

[IOJIYYEHUE BATAXA

[IPOKAT BAT AXKHBIX TEJIEXKEK
PEIMCTPALIUS

TOJIbKO JJ1 [TACCAXHUPOB ITEPBOI'O KJIACCA
BHUMAHUE

HE COPUThH

[LITPAD 50 JOJL.

CTOMUTE (HA CBETO®OPE)

UJINTE (TAM XE)

JIMYHBIE BEILU (BATAXK)

ABTOBYCHAS OCTAHOBKA

BbIXOJ] K ABTOBYCY

OBBE3/]

OBI'OH 3AIIPEILIEH
YKEJIESHOJOPOXXHbBIN ITEPEE3/]
KOJIBLIEBOE JIBM)KEHUE
ABTOMATUCTPAJIb

CTOSIHKA 3AIIPELLIEHA
OBIIECTBEHHA I CTOSIHKA

PEMOHT ABTOMAIINH

MOWKA ABTOMAILIVMH

OCTOPOXHO. JETHU

OT'PAHUYEHUE CKOPOCTH 55 MUJIb/YAC

MEANS OF CITY TRANSPORT:
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Electric railway TOPOJICKAs AIEKTPUYKa

Tram TpaMBau

Trolleybus TPOJLIECHOYC

Bus aBTOOYC

Double-decker JBYXATa)XHBII aBTO0yC B AHTIIUH

Coach MEKyTOPOAHBIM TYPUCTUUECKUN
aBTOOYC

Metro, underground, subway, tube METPO

Taxi, cab TaKCHU

B AHrmum — neBocTOpoHHee JBIKEHHE. M3 0OIIECTBEHHOrO TpaHCIoOpTa B

Jlongone Bbel  Moxere Bocmosmb3oBatbes Merpo  (London  Underground),
anekrpuakoit (Docklands Light Railway, uau DLR) — Tonbko B OyaHHE THU B 10
21:30, xene3noit noporoi (British Rail) u aBrobycom. IlepBeie Tpu Buaa
TpaHCIOpPTa JEISATCS HAa IIECTh 30H MO JAJbHOCTH (TIOCIIEMHSS IIecTas BKIIIOYAET
asporopt Heathrow). ABroOycHasi ceTh pa3/eiieHa Ha YeThIpe 30Hbl. MOXHO KYIHTh
npoe3aHoi Omietr Ha Bce Buubl TpaHcnopra (One Day Off Peak Travel Card),
KOTOPBIN IEUCTBUTENIEH B TeueHue oHoro aHs (B Oyxuu ¢ 9:30 mo 15:30 u ¢ 18:00
70 TIONYHOYH, B BBIXOAHBbIE Oe3 orpaHudeHuii). CTOMMOCTb €ro pasiudyHa B
3aBUCHUMOCTH OT BPEMEHHM JIHS U 30HBI. buiier B oquH koHen crouT oT £1 1o £2.8, a
poe3aHoN OuneT Ha oauH AeHb — oT £2.8 1o £3.8. Ecnu Bl nokymnaere npoe3aHoit
Oowner Ha aBTOOYyC nJis 30H 1, 2, 3, 4, TO 3TO O3HA4aeT, YTO BBl MOXKETE €3UTh
aBTOOYyCOM Ha paccTOsiHUE, SKBUBaJeHTHOE 1-6 30HamM MeTpo. Bce BoceMb IIaBHBIX
KEJIC3HOJIOPOKHBIX BOK3aJIOB UMEIOT CBOIO CTAHITUIO METPO.

[Tpuobperenue xene3nonopoxkHoro ounera Brit-Rail cpokom Ha 4-30 nHelt gaer
MPaBO Ha HEOTPAHUYEHHOE KOJIMUECTBO MOE3/0K M0 BCEHM CTpaHE UM ONPEIeICHHBIM
pEerruoHaM co CKUJIKOU. ABTOOyCHOE COOOIIEHNEe MEX Ty TOPOJAaMH JEIIeBIIe, YEM 10
KEJIEe3HOM mopore. ABTOOYCHl OCTAHABIMBAIOTCSA TOJBKO HA MPEANUCAHHBIX OCTa-
HOBKaX.

3HAMEHUTBHIMU JIOHJJOHCKUMHU YEPHBIMH TAaKCH MOKHO BOCIIOJIB30BAThCS HA JIFO00H
yJIUIIE, €CJI Ha HUX CBETUTCSA MHAUKATOp. BoauTenu caatoT o4eHb CTPOruil SK3aMeH
non HasBanueM The Knowledge, mostomy Bbl MokeTe MOBEpATh WX 3HAHUAM H
npodeccHoHaIbHOM moaroToBke. Ilmara 3a mpoe3n deTko oOo3HaueHa Ha TabIIo,
00bIYHO OT 3TOM cymMbl fatoT 10 % yaeBbiX. Bbl 0OHapykuTe Ha Ioporax Takxke
MHOTO (PUPM ¥ YaCTHBIX JIMI], OKa3bIBAIOIIMX TPAHCIIOPTHBIC ycayru. OHM HE BCera
JIOCTATOYHO HAJIC)KHBI U HE BCETJ1a 3HAIOT JIOpPOry B 11000 KoHel ropoa. [Tons3yschk
UX yCIyramMu, 3apaHee OrOBOPUTE IIEHY.

B CIIIA — mnpaBoctopoHHee aBmkeHHe. OOIIECTBEHHBIM TPAHCIOPT Pa3BUT
cmabo. B kpymHBIX ropojgax uMeeTcs METPO M BO BCEX HACCICHHBIX IyHKTaX —
aBTOOyC, KoTopbhii xoauT mo pacnucanuto. B CIHIA croumocTs mpoesna B
obmecTBeHHOM TpaHcropTe — oT 50 1meHToB a0 1 goiiapa. buner neiicTBuTeleH B
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TEYCHUE YKAa3aHHOTO Ha HEM BpeMeHHU (00bdHO 2-2,5 4). ABTOOYC OCTaHABIMBAETCS
KaK Ha OCTaHOBKaX, Tak W MO TpeOOBaHHUIO B JIIOOOM MecTe, AJid 3TOT0 Bbl JOKHBI
JTOTPOHYTHCA 110 IIHYpa Ha Bamiem cuyeHuu.

NATIONAL EXPRESS.
Translate useful information:

National Express operates a daily scheduled network of coach services to 1200
destinations around Britain.
— All coaches are fitted with washroom/toilet.
— All services are non-smoking.
— Rapid services feature stewardess service, with hot and cold drinks and snack
available.
FARES
Standard Fare Days
Standard fares will apply when travel in either direction is on any Friday
throughout the year, and at certain other peak travel days/periods (e.g. Christmas,
New Year and Easter).
Economy Fare Days
Economy fares apply when travel in either direction is not on a Standard day.
Advance Purchase Fares
You can make further savings on Standard & Economy returns if you book your
ticket at least 7 days in advance of your outward journey.
DISCOUNTS
— If you are 50 or over, a student or under 25 you can buy a Discount Coachcard
which will give up to 30 % off most normal fares (except advance) and costs £8 for 1
year or £19 for 3 years.
— Children (15 and under) receive a discount of up to 30 % off the adult fare.
— Up to 2 children travel free with a Family Coachcard (& 15 for 1 year).
TRAVEL INFORMATION
— Please allow ample time (minimum 1 hour) between coach arrival time and
check in time when travelling to Airports.
— In order to guarantee your seat, holders of open return tickets (i.e. when the
return journey has not been booked) should visit a National Express Agent to
book the return journey as soon as possible.

Practice

1. What advice can you give to a passenger in a strange country?
How to find the luggage check in.

How to find a cafeteria.

How to find the luggage cart area.
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How to check in at the airport.

How to ask a clerk about train departure.

How to find the First Class Carriage at a railway station.
What kind of travel card to buy.

2. You have to go from London to Glasgo. What questions will you ask at the
enquiry office?

You. (Copocure, korga uaeT cieayromuii noesa B ['nasro?)

Clerk. At 8.40, sir.

You. (Cnpocwute, HOUHO# (Overnight) mu 3to moe3n?)

Clerk.  Yes, the train has sleeping accommodation. (cramsHbIC MecTa)

You. (Ckaxxute, 4TO HE KYpPHUTE M XOTEJN OBI B35Th JIyUIIIHE MECTA).

Clerk. 1 can give you a first-class non-smoking compartment.

You. (Crpocure, koraa on npudbsiBaet B ['a3ro?)

Clerk. Itis due to arrive in Glasgow at 6.30 a.m.

You. (Ckaxure, yto Bbl Hameerech, uTo OH NpuOyaeT BoBpeMs (0
time)).

Clerk.  Yes, sir, it usually runs to time.

You. (Crpocure, ¢ kakoit mathopmbi?)

Clerk.  Platform 5.

You (ITobmaromapure 3a uHpoOpMaIKio).

3. Read the text and explain how you will get from Gatwick to London
Getting a Taxi at Gatwick

To provide choice and customer service, BAA London Gatwick has appointed two
private hire car companies to offer a special kind of taxi service, 24 hours a day,
guaranteeing a car, whatever the destination or distance may be. Both companies are
obliged to meter prices for the entire journey and publish their scale of charges.

In the interest of passengers, other taxis are not allowed to apply for hire at the airport
as, under current taxi laws, there would be no guarantee of service and no control
over fares charged outside the immediate Gatwick and Crawley area.

Passengers may of course use any taxi service or private hire car company of their
choice, provided they have pre-booked the journey in advance. The simpliest way to
make contact is to ask the driver to wait at the relevant terminal arrivals concourse
with a card displaying the passenger’s name.

4. Put the questions into the correct places in the given dialogue, read it:

How long are they staying?
Are there any seats available?
When will the tickets come?
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When do they plan to leave?
What are the options?
Are there any British Airways flights about that time?

Susan. Grand Tour Agency. Susan Sharp speaking.
Hans. Hello, Susan. This is Hans Bradly. | need to send two of our sales managers to
Rome next week. ?

Susan. OK. 2
Hans. Monday October 14th.
Susan. And if you want to book a return flight I must ask you:

"
Hans. Four days. They would like to come back on the night of the 17th |

2
Susan. Let me have a look. There is a flight at 8.50 p.m. with British Airlines. |
Hans. ?
5. Read the text, answer the questions and retell it:

System of Government

Britain is a parliamentary democracy with a constitutional monarch — Queen

Elizabeth Il — as a head of State.

Today the Queen is not only head of State but also an important symbol of national
unity. The royal title in Britain is:

“Elizabeth the Second, by the Grace of God of the United Kingdom of Great Britain
and Northern Ireland and of Her other Realms and Territories Queen, Head of the
Common—wealth, Defender of the Faith.” In law the Queen is head of the executive,
an integral part of the legislature, head of the judiciary, the Commander-in-chief of
all the armed forces of the Crown and the Supreme Governor of the established
Church of England.

The Queen and the royal family continue to take part in many traditional ceremonies.
They visit different parts of Britain; they are involved in the work of many charities.
In practice the monarch has no actual power: they say, the monarch reigns but doesn’t
rule. Queen’s power is limited by the Parliament. Parliament is the supreme
legislative authority in Britain and the Prime Minister is the virtual ruler of the
country.

Parliament comprises the House of Commons, the House of Lords and the Queen in
her constitutional role. The Queen summons, prorogues and dissolves Parliament.
She opens each session with a speech. It is her duty to make appointments to all
important state offices. The Queen must see all Cabinet documents. She has the
power to conclude treaties, to declare war and make peace.

The Commons has 651 elected Members of Parliament (MPs).

The Lords is made up of 1,185 hereditary and life peers, and the two archbishops and
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the 24 most senior bishops of the established Church of England. The centre of
parliamentary power is the House of Commons. The leader of the party that obtains a
majority in the House of Commons is the Prime Minister. The party which has ma-
jority of the seats in the House of Commons is called the Government, and the other
Is the Opposition. The Government may hold office for five years. All the affairs of
the State are conducted in the name of the Queen.

Is Britain a monarchy?

Who is the Commander-in-chief of all the armed forces of the Crown?
What are the duties of the Queen?

Who rules the country?

What is the supreme legislative authority in Britain?

How is the Government formed?

ook wdE

BUSINESS LETTER.
ABBREVIATIONS.

CokparnieHusi UCMONB3YIOTCA JJIE 9KOHOMHUM MeCTa W BpPEMEHH, YTOObI
n30eXaTh MOBTOPOB JJIMHHBIX CJIOB U OOOPOTOB WM MPOCTO B COOTBETCTBUU C
OOILIEMTPUHSATHIM YIIOTPEOICHUEM.

CeronHs cokpalieHus: ynoTpeOstoTCs HEMOCIEeI0BaTEIbHO U TPOU3BOJIBHO, U
HUKaKHE€ TMpaBuja HE B COCTOSHUM OXBAaTUTh BCE BO3MOKHBIC BapUaHTHI,
HCKJTIOYEHUSI 1 OCOOEHHOCTHU, C KOTOPBIMU MOYKHO CTOJIKHYTHCS B TIEYaTHBIX TEKCTaX.
dopMma, KOTOPYIO TPUHUMAIOT COKPAIEHUS - OHHM MHUIIYTCS MPOMUCHBIMH OyKBaMHU
WU CTPOUYHBIMH, C TOYKON WM 0€3 TOUKHU - 3a4acTyl0 3aBHCUT OT MPEANOYTECHUMN
aBTOpa WJIM MOJUTUKU W3AATeNsl UM opraHu3aiuu. Tem He MeHee, MPeICTaBIICHHbBIC
B 2TOM riaBe maparpadbl OTPaXKaroT Psi/I TOJIE3HBIX PEKOMEHAIIMN 0 COBPEMEHHON
IIPaKTUKE YMOTpeOJIeHUsl COoKpalieHuil. B ciiydae cCOMHEHMI MOYXHO OOpaTHTHCS K
XOpOIIIEeMYy CJIOBapr0 0O0IIEYNOTPEONTENPHON JIEKCUKU WJIM CJIIOBAPIO COKPAIICHUN U
ab0peBuatyp, B KOTOPBIX TPUBOJIATCA CTaHAAPTHBIE (HOPMBI OOIIETPUHATHIX
COKpaIllCHUH.

B nanHoM yueOHUMKE OOCYXIarOTCs TJIaBHBIM 00pa3oM BOMPOCHI OOIIEH, He
TEXHUYECKOW TeMaTUKH. B HaydHBIX TEKCTax COKpalleHUs MOYTH HUKOTJAa He
YHOTPEOSIFOTCS ¢ TOUKOM.

CoxkpanieHusi Helb3s MEPEHOCUTh C OJHOM CTPOKH Ha apyryro. CokpalieHus
MOYTH HUKOT/Ia HE BBLICISIIOTCS KypcuBoM. B abOpeBuarype, coctosiier u3
OTJ/ICJIbHBIX 3arjaBHBIX OYKB, HUKOTJIa HE CTaBSITCS MpoOeabl MEXIy OyKBaMH, BHE
3aBUCHUMOCTH OT TOTrO, pa3leisioTca Ju OykBbl Toukamu uiud HeT. (OmHako
WHUILHAIBI 00BIYHO PA3JESIOTCS TPOOETIOM.)

[Ipn mepBOoM yMOMHUHAHWM YacTO COKpAIlaeMOro TEpPMHHA WM Ha3BaHUS,
KOTOpPO€ HE3HAKOMO YHUTATEII0 WJIM MOXKET 3allyTaTh €ro, OHO OOBIYHO MHIIETCS
MOJIHOCTHIO. 3a4acTyio MPH 9TOM B CKOOKaxX yKas3bIBaeTCs COKpaieHHas ¢opma. B
JaTbHEHNIIIeM MPU YIIOMUHAHUH YIOTPEOISIETCS TOIBKO COKpAICHHE.
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3HAKM NPeNUHAHUS ¢ COKPALleHUAMH

Touka cTaBHUTCA TIIOC/IC OONBIIMHCTBA COKpaHIE?HI/If/'I, MpCaACTABIIAOIINX coboit
HCCKOJIBKO IICPBBIX 6YKB CJIOBaA.

cont. [oT continued] MIPOJIOJDKCHUE
enc. [oT enclosure] MIPIIIOKEHUE
Oct. [oT October] OKTSIOpb

univ. [OT university] YHUBEPCUTET

BrIBIIME COKpalieHus], KOTOPbIE ceYac CYUTAIOTCS MOJHOIICHHBIMU CIIOBAMH, HE
TPeOYIOT TOUKH.

lab JabopaTopust

gym CIIOPTHBHBIN 3aJ1

photo dororpadus

ad pEeKJIaMHOE OOBSIBIICHUE

Touka craBuTCSd mOCje OOJBIIMHCTBA COKp&HlCHPIﬁ, 06pa30BaHHBIX OT CJIOB, H3
CCPpCAUHBI KOTOPBIX ObLIN OIIYIICHBI 6YKBBI.

govt. [or government] MIPaBUTEIHCTBO
att. [or government] aJIBOKaT

bros. [ot brothers] OpaThs

Dr. [or Doctor] JIOKTOP

B HEKOTOpBIX COKpaleHHs X, OOBIYHO HA3bIBAEMBIX KOHTPAKTypaMH  HIIU
CTSDKEHUSIMU, OMYyCKaeMble OYKBBI 3aMeHSIOTCs amocTpodom. Takue CTSHKEHHBIC
dbopmbl 00bIYHO THIIYTCS O€3 TOukM Ha KoHIe. (B amepukaHCKOM aHIIHMIICKOM
HCTIONB3YETCSl OYEHb Mo KOHTPAKTYP, 3a UCKIIOUEHUEM CTSHKEHHBIX (DOPM U3 IBYX
CJIOB, OJTHO M3 KOTOPBIX SIBJISICTCSI TJIAT0JIOM. )

ass’n uiu assn. [or association] accoIMaIs
dep’t mau dept [oT department ] JCIapTaMeHT
nat’l wim natl [or national] HAITMOHAJLHBIN
can’t [oT cannot] HE MOXKET

B cokpaienusix, o0pa3oBaHHBIX W3 3arjlaBHBIX OYKB, TOYKH OOBIYHO OIYCKAKOTCS.
OnHako B HEKOTOPBIX COKpAUIECHUSX, OCOOEHHO B TE€X, YTO MHIIYTCS CTPOYHBIMU
OykBamMH, TOUKH OOBIYHO coxpaHsroTcsa. [locime BHYTpEeHHHMX TOYEK MpobOena He
TpedyeTcs.

| GOP [or Grand Old Party] | pecniy6nuKancKas napTHs

65



PR [or public relations]

CBi3HU C O6HIGCTB€HHOCTBIO

CEO wmmu C.E.O. [or chief executive

officer]

HUCIOJIHUTEIbHBIN AUPEKTOP

a.m. [ot ante meridiem]

JIO TIOJTYTHS

Write a letter to your partner, using some phrases from the table

Formal/Neutral

Informal

Name

Dear Mr/Mrs/Ms Dupuis
Dear Mary

Hi/Hello Mary
Mary, ... (or no name at
all)

Previous contact

Thank you for your email
of ...
Further to your last email,

| apologise for not getting
in

contact with you before
now.

Thanks for your email.

Re your email, ...

Sorry I haven’t written for
ages,

but I’ve been really busy.

Reason for writing

| am writing in connection
with ...
| am writing with regard to

In reply to your email, here
are ...

Your name was given to
me by ...

We would like to point out
that ...

just a short note about ...
[’m writing about ...
Here’s the ... you wanted.
| got your name from ...
Please note that ...

Giving information

I’m writing to let you
know that ...

We are able to confirm
that ...

| am delighted to tell you
that ...

We regret to inform you
that ...

Just a note to say ...
We can confirm that ...
Good news!
Unfortunately, ...

Attachments

Please find attached my
report.

I’m sending you ... as a pdf
file.

I’ve attached ...
Here is the ... you wanted.

Asking for information

Could you give me some
information about ... |
would like to know ...

Can you tell me a little
more about.
I’d like to know ...
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I’m interested in
receiving/finding out ...

Please send me ...

Requests

I’d be grateful if you could

| wonder if you could ...
Do you think I could have
L7

Thank you in advance for
your help in this matter.

Please could you ...
Couldyou ... ?

Can | have ... ?

I'd appreciate your help on
this.

Promising action

I will ...

I’1l investigate the matter.
I will contact you again
shortly.

ri...
I’1l look into it.
I’11 get back to you soon.

Offering help

Would you like me to ... ?
If you wish, | would be
happy to ...

Let me know whether you
would like me to ...

Do you want me to ... ?
Shall 1 ...?

Let me know if you’d like
me to ...

Final comments

Thank you for your help.
Do not hesitate to contact
us again if you require any
further information.

Please feel free to contact
me if you have any
questions. My direct line is

Thanks again for ...

Let me know if you need
anything else.

just give me a call if you
have any questions. My
number is ...

Close

I am looking forward to ...
(+ -ing) Give my regards
to ...

Best wishes

Regards

Looking forward to ... (+ -
ing) Best wishes to ...
Speak to/See you soon.
Bye (for now)/All the best

I11 Read the story

ITALIAN-SWISS BREAKDOWN

A major Italian manufacturing company needed a new computerized system
for its shipping and handling department. The Italian company hired a Swiss
software and engineering company to develop the computerized equipment. This
equipment was going to be put in the Italian company’s warehouses.

The two companies agreed on a plan with the following four phases:

1)  develop software specifications for the shipping and handling

department,

2)  design the software, 3) make the computerized machines using the
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software, and 4) put the new equipment in the warehouses. They also developed a
general schedule of when each phase should be completed.

In the first phase, the two companies agreed on the preliminary specifications
for the new software and began to write a more detailed description of these
specifications. At first, these meetings were friendly and effective. The two teams
used English in the meetings and had no difficulty speaking to each other. However,
within three months there was a breakdown in communication and cooperation
between the two companies.

The Swiss engineers complained that the Italian team changed the software
plans too frequently. Every time the Swiss team thought they had an agreement on
the detailed specifications of the computer software, the Italian team came up with
new ideas and changes which delayed the project. The Swiss team complained that
the Italians were often late and therefore the deadlines were not being met.

The Italian team also had complaints. They said that after the preliminary
specifications were made, they thought of some basic ideas that would lead to great
improvements. The Swiss team rejected the new ideas even though the new ideas
might be important because they said they were finished with that step in the process.
The Italian team complained that the Swiss team required fixed dates for everything
and only cared about keeping the schedule.

VOCABULARY

Match the following words (taken from the story) to their definitions.

1. shipping and handling 2 failure

2. hire b. not able to be moved; not
flexible

3. warehouse c. something that comes first with
other things following

4. phase d. slow down something in
progress

5. Specification e. detall or aSpeCt of a plan

6. schedule f. step or stage

7. preliminary g. a date or time before which
something must be done

8. breakdown h. storing, packing, and sending
goods

9. delay I. place to store goods

10. deadline J. timetable or plan of time for
doing things

11. Fixed k. employ

REVIEWING THE CASE
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Answer the following questions and share your answers with a partner

1.

Why did the Italian manufacturing company hire the Swiss engineering
company?

How many phases did the plan have that the companies agreed on? In what
phase would they decide on the Italian company’s software needs?

3. Was language a problem in their meetings?
4. What were some of the problems the two teams had with each other? Complete
the following chart.
Italian Team Swiss Team Says
Says
Plans Italian team always
changes plans after
agreed time
Deadlines
Schedules

Making inferences
Answer the following questions and share your answers with a partner.

Hwnh e

Why do you think the Italian team often changed their software plans?
Why do you think the Italian team missed the deadlines?

Why do you think the Swiss team refused the Italian team’s new ideas?
Why do you think the Swiss team required fixed deadlines?

SPEAK OUT

Asking nicely

Think before you speak

N =

Use as many different polite expressions as you can.
Try to explain and persuade politely.
Answer quickly and fluently using polite intonation.

Ask a colleague to give you a lift to the station.
Ask permission to use someone's washing machine.
Order another bottle of wine in a restaurant.
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Ask someone at the airport to take a piece of your luggage for you.
Ask a friend if you can borrow their car for the weekend.

Find out the prices of tickets for an important sporting or musical event.
Make an appointment to see a dentist as soon as possible.

Ask your landlady if you can have a party in your flat.

. Ask permission to change the channel in a public TV room.

10 Ask the manager of a hotel to explain your bill to you.

11.Find out about sending a parcel to another country.

12.Ask the waiter for the bill.

13.Ask if it's OK to borrow some tools to repair something that's broken.
14.Ask if it's possible to move to a room which is less noisy.

15.Invite your friends for a meal.

16.Ask your boss for an extra week's holiday this summer.

©oNo O~

ADDITIONAL GRAMMAR EXERCISES:
1. Present Simple

Exercise 1
Routines and frequency

Complete the dialogue by putting the verbs into the correct form.

BRIAN: | need to speak to Gina about this new publicity brochure. (1) Do you know
(you/know) where she is?

DIANA: She (2) (not/work) on Fridays. She only (3) (have) a

part-time job now.

BRIAN: Right. When (4) (she/come) to the office?

DIANA: Well, she (5) (come) in from Monday to Thursday, but she (6)
(not/stay) all day. She usually (7) (start) at 9.00 and (8) home at

about 2.15.

Exercise 2

Scientific facts

Complete the passage using the verbs in the box.

| go have  make rise |

Cuts in interest rates (1) have a number of good effects on the economy.

Firstly, they (2) it easier for companies to make profits, because the
cost of repaying loans (3) down. As a result, share prices usually
“4____ .
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| Feel help lead spend |

The second reason is that consumers (5) more confident, so they (6)

more in the shops. This also (7) manufacturers and retailers to increase

their turnover. However, if interest rates are too low, this can sometimes (8)
to higher inflation.

Exercise 3
Programmes and timetables

Read the following dialogue. Make any necessary changes to the verbs in brackets.

LAURA: | need to be in Birmingham for a meeting tomorrow by 3.15. Have you got a
train timetable?
CLAIRE: Yes, here it is. Right, there (1) _is (be) a train at 12.47, and that (2)

(arrive) at 2.50, but it(3) (stop) at most of the main stations on the way.
LAURA: Is there another one that (4) (get) there before 3.00?

CLAIRE: NO, but there (5) (be) an Intercity Express that (6) (get) in
at five past.

LAURA: And when (7) (it/leave)?CLAIRE: It (8) (go) at 1.15.
LAURA: (9) (be) there any buses to East Street?

CLAIRE: Oh, yes, there’s a bus that (10) (run) every ten minutes and it only
(11) (take) about five minutes to East Street.

Exercise 4

Choose a word from box A and a word from box B to describe what these people do,
making any necessary changes to the verbs.

A B
Personnel officers  Management invest advise
consultants
An architect A stockbroker design look after
A journalist An air steward write arrange
Venture capitalists ~ Auditors check buy and sell

1 Anair steward looks after passengers on a plane

2 stocks and shares.

3 houses.

4 in small, high-risk companies.
5
6

the accounts of a company.
companies on how they should be run.
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7 Articles for a newspaper.
8 interviews.
Exercise 5

Answer the following questions about your daily routine.

1 How do you get to work in the morning?

2 How long does it take to get to university?

3 What do you do in the mornings?

4 What do you eat for lunch?

5 What do you do in the afternoons?

6 What time do you usually finish your studies?

7 What do you do at the weekends?

I1. Present continuous:
Exercise 1

Two friends meet in Paris. Read the dialogue and put the verbs into the present
continuous.

PIERRE: Hello, Jason. What(1) are you doing (you/do) over here?

JASON: Hello, Pierre. I'm here for a few days. | (2) (attend) the
conference at the Pompidou Centre.

PIERRE: Where (3) (you/stay)?

JASON: At the Charles V.

PIERRE: Very nice. And how’s business?

JASON: Not that good. The recession (4) (affect) us. People

(5) (not/spend) very much and we (6) (not/get) many new orders,
but it could be worse. How about you?
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PIERRE: It’s much the same over here. Interest rates are still very high, so
everyone (7) (try) to cut down on expenses. Not many companies (8)
(buy) new equipment, so it means that our Training Division (9)
(not/do) very well. Still, our Financial Services Division (10)
(manage) to get new customers, because in the current climate there are a lot of
people who (11) (look) for good financial advice.

Exercise 2

Read the following passages about changes that are taking place in the software
industry. Fill in the blanks with the verbs from the box, using the present continuous.

Ispend  come sell  shrink |

After two years in which the price of PCs has fallen by half, the price of software (1)

Is coming down too. The big software houses (2) software at lower and
lower prices, and a price war looks inevitable. The profit margins of major companies
like Borland, Lotus, and Microsoft (3) . In the last quarter Borland were
down to a mere 2.6%. In addition, they (4) less and less on R&D, which

may affect their long-term product plans.

| become begin take over turn |

Now the major software companies (5) their attention to the less profitable
home computer market, and software packages for children, such as Microsoft’s
‘Creative Writer’ (6) from business software.

Specialist computer shops are (7) less popular, as families are unwilling to
spend their weekends there, and computers (8) to appear in supermarkets
such as Wal-Mart and Costco.

Exercise 3
Continue these sentences using a verb in the present continuous.

I’m afraid the MD is busy. He s having a meeting with the auditors.
Could you call the maintenance people?
The meeting room isn’t free.

I’ve just seen Jane in the cafeteria.
Shh! Listen!

O wpN -

Exercise 4

Answer these questions about yourself and your company’s current projects.
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1 What are you studying these days?

2 What training courses are you doing?

3 What examinations or professional qualifications are you studying for?

4 What other aims and objectives are you trying to achieve outside studies?

Exercise 5

Complete the following paragraph about a temporary situation. Say how people are
dealing with one or more of the following problems.

No transport (trains, buses, underground, etc.)

No emergency services (ambulances, fire brigade, etc.)

No local government services (rubbish collection, etc.)

No postal service

The General Strike is now in its second week, and is causing widespread chaos and
disruption in the capital...

Exercise 6

Write about changes currently taking place in the car market, using the prompts.

1 size On the whole, cars are getting smaller.
2 safety Nowadays...
3 the lapanese These days ...
4 reliability
5 electric cars
6 pollution
Present simple vs present continuous:
Exercise 1

Decide if the speaker is talking about routine activities or activities going on

at the moment of speaking. Put the verbs into the present simple or the present
continuous.

A: How (1) do you usually organize (you/usually organize) the delivery of milk to the
factory? (2) (the farmers/bring) it here themselves?
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B: No, (3) (we/always collect) the milk ourselves, and the tankers (4)
(deliver) it to the pasteurization plant twice a day.

A: What sort of safety procedures (5) (you/have)?

B: As a rule we (6) (test) samples of every consignment, and then the milk

(7) (pass) down insulated pipes to the bottling plant, which (8)

(operate) 24 hours a day. I’ll show you round a bit later, but the production line (9)
(not work) at the moment because the employees (10) (change)

shifts.

Exercise 2

Decide whether the verbs refer to general activities or current projects. Put simple or
present continuous.

Our company was founded fifteen years ago, and we (1) manufacture (manufacture)
and (2) (supply) clothing to large organizations such as the police, hospitals,
and so on. We always (3) (spend) a long time talking to the customers to find
out their needs. At the moment we (4) (produce) an order for 18,000 shirts for
the police. The next order is for a local electronics factory, and our head designer (5)

(have) discussions with them to find out what sort of clothes they (6)

(require).

Exercise 3

In the following exercise, decide whether these situations are permanent or
temporary. Put the verbs into the present simple or present continuous.

1 He joined the company 25 years ago and he still works (work) for us.

2 We (not/send) out any orders this week because we’re waiting for the
new lists.

3 | (deal) with Mr Jarman s clients this week because he’s away.

4 Go down this road, turn right, and the road (lead) straight to the
industrial estate.

5 Because of the high cost of sterling, exports (not/do) very well.

6 The stock market can be risky because the price of shares (vary)
according to economic conditions.

7 She would be excellent as a European sales rep because she (speak)
French fluently.

8 I’'m Heinrich Brandt, and | (come) from a small town near Munich.

9 We (spend) a great deal on phone calls due to a postal strike.
Exercise 4

75



In the following passage, decide whether the verbs refer to general statements about
change, or changes that are currently taking place. Put the verbs into the present
simple or present continuous.

Political parties cannot last for ever. Normally they (1) enjoy (enjoy) a period of great

popularity in their early years; then they(2) (go) through a period of stability

and (3) (put) their ideas into practice. After that, they (4) (run) out of

ideas, and the opposition (5) (take) power. Now the present government (6)
(become) old and tired. It (7) (make) mistakes and it (8) (lose)

popularity, and the opposition party(9) (start) to look like a possible

alternative.

Exercise 5

Fill in the blanks with the verbs in the box, using the present simple or present
continuous.

|fall grow begin go demand make |

In many ways, the economic outlook is good. Unemployment (1) is falling and is

now down to 8% from 14%. The economy (2) at a rate of 2.5%. However, the
real danger is that inflation (3) to rise. This is dangerous because every time
that inflation (4) up, people always (5) higher wages, and this in turn
(6) the problem worse.

Exercise 6

In each of the following sentences, put one of the verbs into the present simple and
the other into the present continuous.
1 We are interviewing (interview) people from outside the company for the new
post in the export department, but | think (think) we ought to give the job to Mr
Jackson.
2 At the moment we (carry) out a survey to find out what sort of after-
sales service our customers (want).
3 We’ve got a competition on at work to do with our new range of cosmetics.
The marketing people (try) to find a brand name that (sound) natural
and sophisticated.
4 (you/know) what Mrs Ericson (do)? She’s not in her office and
nobody has seen her since lunch.
5 Could you help me? | (try) to translate this letter from a Spanish client
and I don’t know what this word (mean).
6 I (apply) for a transfer to our London office, but I don’t know if I’1l be
successful. It all (depend) on whether or not they have any vacancies.
7 Their new ‘Own brand’ instant coffee (taste) very good, so it’s not
surprising that it (become) more and more popular.
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I11. Pastsimple
Exercise 1

Use the verbs in the box to complete the sentences. Some of the sentences are
positive statements, some are negative, and some are questions.

|accept complain  hire place realize study visit |

Oh, I’'m sorry to disturb you. I didn't realize you had a visitor.
you economics when you were at university?
She the job because the salary was too low.
Last week a number of customers about slow service.
you the Acropolis when you were in Greece?
| am writing with reference to the order | with you last week.
At last year’s launch party, who you to do the catering?

~No ok wnN -

Exercise 2
Write in the missing form of each of the irregular verbs below. Each verb can be used
with the expressions on the right.

BARE PAST TENSE EXPRESSIONS
INFINITIVE
run ran ... a business,... out of something,... up a bill
do L ... a Job well, ... your best, ... business (with)
make L ... a profit, ... a mistake, ... a complaint ...
went abroad, ... out for a meal, ... bankrupt
write L ... a letter, ... a report, ... out a cheque ...
had lunch, ... a meeting, ... problems ...
pay L by credit card, ... cash, ... in advance ...
sold something at a profit,... at a loss, ... out
Exercise 3

Choose a past tense form and one of the expressions above to complete the
following sentences.

1 He made some calls from his hotel room and ran up a large phone bill.

2 We with that company a few years ago, but then we stopped dealing
with them.
3 The company lost money in its first year, but last year it of £2.5m.
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4 He couldn’t find a suitable job in his own country, so he to look for
work.

5 When the consultants had finished their study they for the
directors, giving a list of recommendations.
6 The engineers with the gearbox, so they made some modifications to

it.

7 They didn’t want cash or a cheque, so | .
8 The product was very popular. We on the first day and ordered
more stock.

Exercise 4

In 1990, a small shoe company lost a great deal of money. Then a new group of
managers arrived and made it profitable. Say what they did, using the past tense.

1 There were fourteen very old directors on the board.
They made all the directors redundant.
2 Their offices were too small.

3 The factory where they made shoes used very old machinery.

4 The workers in the factory disliked their working conditions.

5 The company had two loss-making subsidiaries.

6 The company only had two salesmen.

7 All the company’s customers came from the local area.

8 The company’ s products were very old-fashioned.

9 The company’s suppliers always complained about late payment.

10  The Accounts Department did all the book-keeping by hand.

Write a short paragraph about your career history, giving the dates where possible.
Here is an example:

Roderick Salmon went to university in 1999, where he studied economics. He
graduated in 2005 and joined Arthur Andersen. He qualified as a Chartered
Accountant in 2009, and worked for the company for three years. In 2012, he did an
MBA at INSEAD in France, and then got a job with Yamaichi, a Japanese investment
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bank. In 2016 he left the bank and became the Financial Director of a television
company.

IV. Present perfect
Exercise 1

Complete the following sentences by putting the irregular verbs into the present
perfect.

1 I’m going to send them a reminder. They Ahaven 't paid (not pay) us for their last
order.

2 Their shares (fall) by over 23% and now look like a good buy.

3 (you/write) to them about that shipment, or do you want me to phone
them?

4 We (spend) a lot on modernizing the factory, and it is now very

well equipped.

5 Unemployment is very high here because a lot of factories (shut)
down.

6 The lawyers (draw) up the contracts, so we are now ready to go ahead
with the deal.

7 I (not speak) to the MD about your proposal, but | will soon.

8 (you/find) a suitable replacement for Mr Chambers, or is the

post still vacant?

9 Anne (just/get) back from lunch. Why don’t you call her now?

10  Peter, (you/meet) David Long? He’s our new Finance Director.
Exercise 2

Match each sentence in column A with the two sentences in column B that give more
information about: (i) the action in the past, and (ii) the result in the present.

A B
1 | have missed my flight to A We moved offices two months ago.
Rome. B We bought some new machinery.
2 | have lost that file on C It dropped in value yesterday.
Inchcape. D The factory is now very efficient.
3 We have relocated to Corby. E It is trading at $1.90 to the pound.
F A lot of firms are in trouble.
4 The dollar has fallen sharply. G | arrived at the airport late.
H The economy slowed down last year.
5 We have automated our | I don’t know where it is.
production lines J | am waiting for another plane.
6 The recession has been very K We have a new address.
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severe. L | put it somewhere.

Exercise 3

Complete these sentences. Use a verb in the present perfect to explain why the
present situation has occurred.

1. Our sales are improving because ...
we have introduced some new product lines.
2. Our agent wants the brochures delivered urgently because ...

3. Maria is off work for three months because ...

4. It is now much easier for us to export because ...

5. At the moment the government is very unpopular because ...

6. This year’s coffee crop in Colombia will be very small because ...

7. | think it would be a good time to buy shares now because ...
Exercise 4
Complete or continue these sentences using just and the present perfect.

| have just seen Jane. She wants to have a word with you.
He probably won’t come in to work today because
Yes, the report is ready.
Boeing s financial future now looks very secure.
Why don’t we have lunch in that new restaurant that
| think she must be out.

No, | won t have a coffee, thank you.

~No ol wiN -

Exercise 5
Write short paragraphs about the changes that have taken place.

1 The new supermarket is attracting a lot of new customers.

The new managers have refurbished the building completely and they have put in a
new delicatessen section. They have improved their range of fresh foods and have
added a cafeteria.

2 The office isn’t the same as it was when you were here.
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3 The company is now in a much better financial position.

Exercise 6
Complete the dialogue by putting the verbs into the present perfect.

A. Good afternoon, Mr Jackson here. How you are getting on with the car 1 brought
in this morning? (1) Have you finished it vet (you/finish it/yet)?

B: Nearly. We (2) (already/do) most of the work on it. We (3)
(not/find any major problems/yet), but we (4) (already/fix) the things you
mentioned.
A (5) (you/check) the headlights? I think they need adjusting.
B: Yes, we (6) (already/fix) them. The only other thing is that you need two
new tyres, but 1 (7) (not/order them/yet), because they’re £50 each.
A: That s fine, go ahead with that. Do you know what the bill will be?
B: No, 1 (8) (not/work it out/yet), but it’ll be about £180. Are you coming to
get the car now?
A: No, 1(9) (not/finish work/yet). I’1l be there in about an hour.

Exercise 7

Fill in the blanks with for or since.

They have operated as joint directors since the company started.

Orders have increased the advertising campaign in June.

Our sales executives have used the same hotel _ over 20 years.

Sorry, Mr Smith is not available. He has been in a meeting 8.30.
| joined the company, | have been to over twenty countries.

Car sales have gone up by 10% the tax cuts in December.

Portugal has been a member of the European Union 1986.

It isn’t a new Mercedes. He has had it years.

ONoGakrwdE

Exercise 8
Make questions and answers, using the prompts.

1 How long/you/be/in charge of the Finance Department?
A How long have you been in charge of the Finance Department?
B (I/six months) | have been in charge of it for six months.

2 How long/you/have a phone line for investors?
A
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B (We/three months)
3 Now long/the property/be on the market?

A

B (It/six months)
4 Now long/you/have an office in Spain?

A

B (We/1992)
5 How long/Jason/ be in the States?

A

B (He/the 18 th)

Review: simple past, present perfect, present perfect continuous
Exercise 1

Look at the graph and read the sentences. Put a tick [v] next to the ones that are right,
and correct the ones that are wrong.

1 Over the last year or so, shareholders in the holiday group Owners Abroad
have had a turbulent ride. v

2 The shares have risen sharply at the beginning of the year on the news of the
Airtours bid. rose

3 Then the shares have fallen steadilyJfor three or four months, ending up at
100p at the end of June.

4 In July the shares plummeted to 60p because of the company’s difficulties.
5 The shares have stayed at around 60p for most of July.

6 At the beginning of August, the shares began to recover again.

7 Since August the shares have managed to recover.

8 The share price has now climbed back to where it has been before the Airtours
bid.

Exercise 2

In the dialogue, put the verbs into the simple past or the present perfect.

A: Can | have a word about your trip to Athens?
B: Yes, of course. Is everything OK?
A: Yes. Your tickets (1) have arrived (arrive) and they’re in my office now.

And | (2) (just/had) a fax from the hotel confirming your reservation.
B: Thank you. What about money?
A:1(3) (already/order) some drachmas for you. | (4) (ring) the
bank yesterday, and they’ll have them tomorrow. But there’s a problem with your
Eurocheque book. I (5) (ask) them to send one a week ago, but it (6)

(not/arrive) yet.
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B: That’s all right. I (7) (never/need) a Eurocheque before. | normally use a

credit card.

A: Really? Are you sure you can do that?

B: Yes, | think so. Certainly when | (8) (go) to France last October I (9)
(take) my Visa card and my Mastercard, and | (10) (not/have) any

problems. But I’ll check about Greece. (11) (you/ever/be) there?

A: No, but have a word with Alison Morgan in Production. She (12) (be)

there a couple of times this year, so | expect she would know.

Exercise 3
Underline the correct form of the verb.

1 TI’ve stayed/been staving in a hotel for the last ten days, but I hope to find an
apartment of my own soon.

2 I wonder how Jim is getting on. I haven’t heard/been hearing from him for nearly
a week.

3 Graham is a netural salesman. He has sold/been selling eight cars since the
beginning of the week.

4 1 didn’t realize that you and David were friends. How long have you known/been
knowing him?

5 This report is a nightmare. | have written/been writing it for two weeks, and it
Is still not finished.

Exercise 4

Read the following letter. Put the verbs in brackets into the simple past, present
perfect, or present perfect continuous.

Darwin, 24 October

Dear Ken,

| am writing to let you know how | am getting on with the marketing trip here. | am
sorry | (1) haven' t been (not/be) in touch for so long, but | (2) (be) very busy
since | (3) (arrive) here on the 18th.

There is a great deal of interest in the new fertilizer. Last week | (4) (be) in
Sydney, where | (5) (visit) a number of farmers and (6) (see) a couple
of potential agents. The feedback at all of those meetings (7) (be) very
positive, and | (8) (already/receive) a number of orders. I (9)

(never/have) such an enthusiastic response about a new product, so | am confident it
will be a great success.

| (10) (come) up to Darwin on Tuesday, and since then | (11) (be) to
some more farms and | (12) (make) two or three useful contacts. Yesterday
| (13) (have) a meeting with Barry Thomas, who you may remember. He (14)

(work) with Agrichem in London for a couple of years in the early 90s, then
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(15) (set) up his own business over here, and he (16) (act) as a
distributor of some of our agricultural machinery for the last year or so. Towards the
end of our meeting he (17) (ask) about becoming the sole distributor for the
fertilizer. The question is an interesting one, but | feel that we (18) (not think)
enough yet about the precise sales and distribution network that we will need. We
must talk about this when | get back.

Anyway, | must fax this off to you now. | (19) (just/have) another phone call
from someone who wants to hear about the fertilizer, so I'll do that now. I'll be in
touch again soon, and in the meantime send my congratulations to everyone in R&D.

Jim
Exercise 5

Write a short paragraph about one of your or your company’s current projects.
Talk about what is happening now, what you have already done, and what you
haven’t done yet. Here is an example:

1 Were going to the Hamburg Book Fair next week. Weve reserved a 20 metre
stand, so the display will be quite impressive. We have sent most of the stock on
ahead, but there are one or two books that haven t come out yet, and we re going to
take them with us. We have already arranged a lot of meetings, but there are still a
few people that we haven t contacted yet.

2

SUPPLEMENTARY READING
Text 1

Have you ever done business with people from any of the countries? If so, do you
agree with the information given?

Mixing Business and Pleasure

Gone are the days when business was only carried out in offices and conference
rooms. Now people mix business and pleasure in a range of settings. But what are the
rules of business entertaining in an international context? Here's a brief guide.

China In common with other Asian business cultures, the Chinese are keen on lavish
business entertaining. Large evening meals are very much on the agenda here. Expect
your host to order enough to feed twelve people for a party of six. The meal will
probably also consist of several courses, so it’s a good idea to pace yourself and not
eat too much early in the meal. That said, good manners require you to leave lots of
the food uneaten: finishing off your food will send the insulting signal that your host
has not ordered enough to satisfy your hunger.
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It’s not a bad idea to practise eating with chopsticks before making your business trip
to China. Your hosts will certainly appreciate your efforts to use them and you should
avoid asking for European-style cutlery if at all possible.

Japan If you’re doing business here, you can expect to be lavishly entertained after
office hours by your host, who will pick up the bill for food and drinks. In the
evenings, business is pretty much off the agenda, so don’t expect to put the finishing
touches to a deal over sushi. What is firmly on the agenda, however, is drinking - and
quite a lot of it. Japanese business people can consume a good deal of saki during an
evening’s after-work partying and enjoy toasting one another. If someone offers you
a toast, be sure to return the compliment.

Karaoke is an especially popular activity for entertaining business contacts. If you are
taken to a karaoke bar, the golden rule is to take part. It’s important to show your
hosts that you’re a good sport, even if your singing voice is not exactly your strong
point.

Britain Forget breakfast meetings. They’re deeply unpopular, even in forward-
looking London. The British prefer to do business over lunch or, on occasion, dinner.
The latter meal is, however, usually reserved for pleasure, allowing business contacts
an opportunity to get to know each other a little better, so don’t expect to talk shop
over your lamb cutlet and trifle.

One after-hours venue where business and pleasure can be mixed is the pub. ‘Going
to the pub’ is something of a national pastime, no less so among business people than
the population as a whole. If your British business contacts take you to the pub, be
prepared to drink the British version of beer. Expect something a little different from
the light, refreshing beers you may be used to. British beer - warm and flat - is an
important national product. Make sure to try it before moving on to something a little
more drinkable.

USA Breakfast meetings, where business is mixed with smoked salmon and
scrambled eggs, have become pretty popular here in recent years. If you’re invited to
one, set your alarm clock for an early rise: such meetings often get under way as early
as 7a.m.! Expect to discuss a lot of business over your breakfast.

Business people from the US are also keen on after- hours entertaining. It’s not
unusual to receive an invitation to have an evening meal with a business host at his or
her home. If you receive an invitation like this, remember to turn up punctually. You
can also expect a tour of your host’s home before the evening gets underway. Bring
flowers or a bottle of wine.

Over to you, answer the questions:
After a meeting is finished, do you prefer to socialize with your business partners

over a drink in a pub, or would you rather take them to a cultural event such as the
theatre?
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Text2
Foreign Joint Ventures

An American company, Wolverine World Wide, Inc., decided to sell its Hush Puppy
shoes in eastern Europe. It went to Sofia, Bulgaria, where it set up and licensed a
Bulgarian factory to make Hush, Puppies. Wolverine was so successful that within a
year, it was selling Bulgarian-made Hush Puppies in more than thirty stores
throughout Bulgaria.

When a company in one country joins with a company in another country to make or
market a product, they enter into a foreign joint venture. A few years ago, only big
corporations involved themselves in foreign joint ventures. Today businesses of all
sizes are joining forces with partners in other countries to. make and distribute their
products.

Some companies enter into foreign joint ventures to undertake, projects that they
would hot have the resources to complete on their own. In Europe, an Anglo-French
company, Eurotunnel, is building a railroad tunnel under the English Channel to
connect England and France. When it is completed, “chunnel,” as it is called,
reduced travel time between Great Britain and France from 2 hours to 20 minutes.
Foreign joint ventures can involve companies in more than two nations. Airbus
Industrie, for example, is a partnership of British, French, and German airplane
manufacturing companies that produces wide-body passenger planes for the airlines
industry.

Changes in Russia opening the way for new joint ventures between Western and
Soviet companies. Pan American World Airlines and the Soviet airline Aeroflot have
pooled their resources to provide three nonstop flights a week between the United
States and the Russia. They are also involved in a joint venture with the Sheraton
Corporation to build two pew hotels in Moscow.

Foreign joint ventures like these are a great boon to consumers. They provide goods
and services to more people at lower costs.

Answer the questions

1. What is a foreign joint venture?

2. Why do you think Wolverine World Wide, Inc., set up a factory in Bulgaria instead
of exporting its finished shoes there?

Text 3

Job Sharing

The concept of taking one fulltime job and dividing- it between two (or more)
permanent part-time employees is called job sharing. The job-sharing partners share
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responsibilities of the same job, but they do not work at the same time. One might
work mornings while the other works afternoons.

The idea of job sharing has gotten a lot of attention, but it has not been fully
incorporated in many companies. Job sharing is used most often by office support
and blue-collar employees, not by managers or administrators.

The advantages of job sharing can be many if all goes well. Employees who want to
decrease their workload so they can return to school, undertake an internship, or stay
home with their children have that flexibility with job sharing. Those employers who
offer job sharing believe that it helps to retain experienced employees, reduce
absenteeism, and increase efficiency. They also find that two workers generally bring
a wider range of skills and abilities to a job than does one person.

However, because one job is shared by two people, many employers are concerned
about the interaction between the job-sharing partners. The partners must be team
players. If they don’t get along, their work will suffer. In addition, many employers
believe that there are benefits are often paid according to the hours the employee
works, having two people instead of one increases such base costs as unemployment
compensation.

Job sharing is an issue whose future is hard to predict. There have been many recent
innovations affecting daily work schedules, such as flextime, permanent part- time
positions, and freelancing. Job sharing, however, often involves a division of duties
and responsibilities. Therefore, it may take longer for it to become widely accepted.

Answer the questions:
1. What is job sharing?
2. Do you think that job sharing will be more or less popular in the future?

Text4
What Is a Lobbyist?

The word comes from the idea that the easiest way to contact legislators is to stop
them in the hallway or lobby. A lobbyist, then, is a person who tries to influence
those who make or carry out public policy. Some lobbyists work for organized
groups or societies. Others represent big and small businesses. Sometimes a lobbyist
will represent a foreign government or some organization in another country.
Lobbyists may work for the banking industry, unions, teacher organizations, or
nonsmokers-to give just a few examples. A single individual may hire a lobbyist, as
may a special-interest group representing thousands of people.

Some of the most important lobbies in the world are the hallway outside the
committee hearing rooms for the U.S. House of Representatives and the Senate. They
are often crowded with lobbyists. They have come to influence legislators about
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pending laws. After meeting with lobbyists and discussing the pros and cons of a law,
legislators often decide how they will vote.

Suppose you own a large business that makes and sells clothing. You hear of
legislation being considered to put higher duties on tex-tiles imported from certain
foreign countries. You feel that this would be very bad for your business. To make
your views known, you might write to a member of Congress or join an organization
of other clothing manufacturers. You might also hire a lobbyist to communicate your
views to the legislators who will vote on the bill.

In many cases, lobbyists are experts in their field who can explain difficult subjects
in a clear fashion. Sometimes, lobbyists are - former —government employees. They
are hired because of their familiarity with the workirrg of government and the
legislators.

Who pays for lobbyists? A lobbyist working for a foreign government is paid by that
country. Other lobbyists are paid by trade oranizations, businesses, interest groups,
and so forth. Each organization passes along the cost to its members, and each
business passes along the cost to its consumers.

Answer the questions:

. What is the job of a lobbyist?

2. Why do people use lobbyists instead of writing to a sember of Congress?

Text5
An overview of the job market

The outlook for any occupation is affected by a number of factors. The first thing- to
consider is what kinds of goods and services will be in demand in the future. This
will give you a good idea of the types of jobs that will be available. Without demand,
career opportunities decrease. In the early part of 20 century, for example, the
demand for blacksmiths dropped sharply after the automobile was introduced. At the
same time, however, the automobile created a demand for mechanics because people
needed to have their cars fixed. Today, the demand for instant access to information
has created a need for workers who supply, record, process, and distribute
information. It has also created a need for workers who can maintain the machines
and equipment used in these activities.

Another factor to consider is how many people are entering a particular field. For
example, it has been estimated that many people will choose careers as writers,
artists, and entertainers. The increase in people who want to work in these fields will
create greater competition for jobs. For this reason, it may become difficult to obtain
steady work in these fields.

A third factor affecting the number of job openings in any one year is the turnover in
a field. Turnover is the number of people who leave one job for another. People leave
jobs for a number of reasons, including advancement, retirement, dismissal, and
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relocation. There is generally a greater turnover in entry-level positions than in
higher-level positions. For example, the turnover rate for receptionists is likely to be
higher than for office managers.

Geography is also a factor. Job opportunities vary from one part of the country to
another. In the 1970s and early 1980s, many businesses and people moved from the
midwestem and northeastern states to western and southern states. As a result, the
number of job openings in these areas changed.

An important factor in your own job outlook is your education. The amount of
education that you have usually affects the income that you will receive in your life-
time. Generally speaking, the more education you have, the more income you will
earn. Education also tends to increase the job opportunities available to you.

Answer the questions:

1. What should be considered choosing a job?
2. What is the turnover?
3. What is the role of education in your life?

Text 6
Inflation

Business and government leaders consider the inflation rate to be an important
general indicator. Inflation is a period of increased spending that causes rapid rises in
prices. When your money buys fewer goods so that you get less for the same amount
of money as before, inflation is the problem. There is a general rise in the price of
goods and services. Your money buys less. Sometimes people describe inflation as a
time when «a rouble is not a rouble anymorey.

Inflation is a problem for all consumers. People who live on a fixed income are hurt
the most. Retired people, for instance, cannot count on an increase in income as
prices rise. Elderly people who do not work face serious problems in stretching their
incomes to meet their needs in time of inflation. Retirement income or any fixed
income usually does not rise as fast as prices.

Many retired people must cut their spending to keep up with rising prices. In many
cases they must stop buying some necessary items, such as food and clothing.

Even for working people whose incomes are going up, inflation can be a problem.
The cost of living goes up, too. People who work must have even more money to
keep up their standard of living. Just buying the things they need costs more. When
incomes do not keep pace with rising prices, the standard of living goes down. People
may be earning the same amount of money, but they are not living as well because
they are not able to buy as many goods and services.

Government units gather information about prices in our economy and publish it as
price indexes from which the rate of change can be determined. A price index
measures changes in prices using the price for a given year as the base. The base
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price is set at 100, and the other prices are reported as a percentage of the base price.
A price index makes it possible to compare current prices of typical consumer goods,
for example, with prices of typical consumer goods, for example, with prices of the
same goods in previous years.

With all economic indicators, it is important to look at changes over a period of time.

Answer the questions:

1. What is inflation?
2. lIs inflation a problem for consumers?
3. What is a price index?

Text7
BUSINESS AND CREDIT

Businesses often use credit for the same reasons that consumers do. For instance, they
may need to buy goods on credit, or they may need short- or long-term loans to pay
salaries or to buy property. Manufacturers borrow money to buy raw materials, new
machinery, factories, or trucks. Usually the larger the business, the larger the number
of reasons there are for obtaining credit. When businesses borrow money, however,
they can pass along the cost of credit by charging higher prices on their own
products.

Businesses also use credit to help sell their products. For instance, stores that accept
credit cards or sell on an installment basis make it easier for consumers to buy. When
consumers buy more, businesses sell more— and make more profits. In addition to
increased sales of products, businesses may make money on finance charges. In
general, the more credit that businesses sell to consumers, the more they make on
finance charges.

Although there are advantages to offering credit, there are also problems. The
company will have extra costs. Employees must be hired to keep records of payments
and to send out bills. The business will also have to take additional risks. When
people do not pay their bills, profits are reduced. Businesses that are well run,
however, usually make money offering credit.

Answer the questions:

1. What are the purposes of using credit?
2. What are the additional risks in business?

Text 8

WHERE TO GO FOR CREDIT
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Credit is available from a number of different sources. Commercial banks make loans
to individuals and businesses, and these banks are one of the most used sources of
loans. Commercial banks also issue bank credit cards, like Visa and MasterCard.
Most - banks set a limit on the amount of credit a person can i have at one time. For
example, a bank may set a credit 1 limit of $500 on your credit card. This means that
you cannot charge more than $500 worth of purchases on your credit card at any
given time.

Credit unions are set up by people who work i together in similar occupations or at a
large company. It is a way for people to pool their money. Credit unions usually
charge less for their loans than other lending-agencies, partly because they are
nonprofit organizations and because they can make fairly safe loans.

Consumer finance companies specialize in loans to - people who cannot get credit
elsewhere. Consumers may have trouble borrowing from other sources if they do not
have steady jobs or if they have a poor credit his- r tory. The cost of a loan from a
consumer finance company is higher than the cost of a loan from other sources, since
this loan involves a greater risk.

Another less-used kind of credit is borrowing on life f insurance. Certain kinds of life
insurance build up a cash value. The owner of the life insurance policy may borrow
part of or all the cash value. Those loans are i usually repaid at low rates of interest.
Pawnshops provide another way to obtain credit. A consumer brings in jewelry,
musical instruments, cameras, or other valuable items. The pawnshop lends a small
portion of the value of the item to the customer and holds the item in the store. The
individual can get the item back if the loan plus interest is repaid within a certain
time. If the customer does not repay the loan, the pawnshop can sell the item. The
pawnshop runs 5 quite a risk that it will not get its money back.

The risk a creditor takes in lending money or selling on credit is one of the most
important factors in determining the cost of credit. Consumers who have a good
credit rating will usually pay less than those who, have a poor rating. In general, the
lower the risk, the lower the cost of obtaining credit.

Answer the questions:

1. Where can take credit from?
2. What is a consumer finance company?

Text9
THE EVER-CHANGING MARKET

Although a market economy is one of the most open and free systems, some controls
and regulations are needed. Not all prices are set by the market. In some instances the
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consumer in our economy wants the government to set the price. Rates for utilities,
such as water and electricity, are generally set by government bodies. There are rent
controls for apartments in some large cities. Those controls are the exception rather
than the rule in our market economy. Prices for most goods and services are set
through the interaction of buyers and sellers in the marketplace.

In fact, an important point to remember about the market is that prices may change
for more than one reason. A situation may occur in which an increase in consumer
Income increases demand. At the same time, producers may be faced with rising costs
for producing goods. In such a case, the change in the equilibrium price can be traced
to more than one reason.

As you can see, the market has a lot of cause-and- effect features to it. There is no
governing board that determines the price of an item, the amount to be produced, or
the amount that will be demanded by consumers. Rather, the price goes up or down
because of the activities of thousands of consumers and producers. It is a two-way
street: Not only do consumers’ and producers’ activities affect price, but those
activities are also affected by price.

Take one more look at some of these cause-and- effect relationships in the market.
Fruit-of-the-Sun fruit punch had an equilibrium price of $2, meaning that the amount
supplied equaled the amount demanded at that price. When consumers discovered
that the punch was rich in nutritional value, demand increased. At the available
supply, there was a shortage, thus boosting the price. What signal does this
development give to producers? At the higher price, more profit can be made. Those
already producing Fruit-of-the-Sun punch will produce even more. Other firms will
get into the business. The supply will eventually increase. There will come a time
when the available supply is too much for the demand at the market price. The price
will eventually decrease, causing some of the inefficient producers to get out of the
business.

Answer the questions:

1. How the prices are set?

2. Why do the prices go up and down?
Text 10
THE MARKET AND PRICES
Have you ever wondered why the price of a certain product goes up or down? You
may have noticed, for example, that the price of compact disc players dropped after
they had been on the market for a few years. You may have heard about the price of

oranges rising- sharply after a hard frost in Florida killed part of the crop. Prices
constantly change in our market economy.
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As you know, the basic economic questions are answered in the United States for the
most part by the market. In this chapter, we will look more closely a: how a market
works. We will also see how the market affects prices.

A market is any place where individuals buy and sell goods and services. For
example, goods and services can be bought at home, in a store, by telephone, or by
mail. A market may be as small and as close to home as the corner grocery store or as
far away as a ranch in Australia. The market is made up of all the different places
where buyers and sellers exchange money and goods or services.

There are all kinds of markets in our economic world. There are markets for bicycles,
television sets, oranges, and cleaning services. All markets, though, have some
common economic principles.

Earlier you learned that a basic problem all economies face is scarcity. We cannot
have everything we want because there are not enough resources to go around. Price
Is one indication of the scarcity of an item. If something is in short supply, the price
will be high.

Price can be looked at as an unfortunate thing, especially if you do not have enough
money to buy something you want. Price can be a discouragement. You may be
surprised to know that sometimes price is meant to be a discouragement. However,
there are other times when it is meant to be an encouragement. Take a look at how
price can be both a discouragement and an encouragement to buyers (consumers) and
sellers (producers) in the market.

Answer the questions:

1. Why do prices constantly change?
2. What is a market?
3. What is scarcity?

Text11
MAKING PRODUCTION EFFICIENT

The most efficient operation is one that can produce the most goods or services at the
lowest cost. Managers want to run as efficient a business as possible. They are also
concerned with producing- high-quality goods and services. Managers focus their
attention on the operations activities to attain these goals. Quality control,
maintenance' and cost control are their three main areas of concern.

Quality Control

Companies who produce goods and services want their products to meet certain
standards. Quality control involves measuring goods and services against established
standards. Automobile makers, for example, set hundreds of standards involving such
things as safety, dependability, durability, and comfort. Some factories have
inspectors who check each product. Other factories check quality by inspecting
samples during pro-cessing or after the product is finished. A car maker might test
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one out of every 100 cars that roll off the assembly line. A soup company might
sample one out of every 1,00t) cans of soup it produces.

In the past few years, many companies in the autu mobile, electronics, steel, and
other industries have organized quality Circles. A quality circle is a group of \
employees from the same work area. They meet regularly to define, analyze, and
solve quality problems in their area. Groups usually number seven to ten people and
meet on a voluntary basis. One of the workers serves as a team leader. The circles
tackle problems such as reducing defects, boosting morale, streamlining hiring
practices, and improving training. Quality circles work closely with their supervisors
and inform management of their progress.

Answer the questions:

1. What is the main purpose of running business?
2. What is quality control?
3. What is quality circle?

Text 12
TRAINING AND DEVELOPING EMPLOYFFS

Some companies- leave orientation up to the employees supervisor. Other companies
have orientation sessions that are supplemented with written materials, such as an
employee manual or handbook.

Whether or not new employees have had prior work experience, they must receive
some type of training. This training may be designed to improve job performance,
develop employees for new responsibilities, reduce accidents and inefficient
procedures, and teach employees to use mew equipment.

Training employees while they work is known as on-the-job training. This is the most
often used and most practical training technique in business. A manager or designated
employee explains the steps and demonstrates the job. Then trainees perform the job.
They get feedback from the supervisor on their performance and make adjustments as
necessary.

In some businesses, particularly in small businesses, employees must know how to do
several jobs. Then, if one employee is absent, another can fill in. One way to do this
Is by job rotation. Employees move from job to job for several hours, days, or weeks
at a time until they learn the tasks. Job rotation helps prevent boredom and boosts
morale because an employee has a variety of work experiences. Job rotation also
helps managers make more effective use of the company's human resources.

Instead of training employees on an individual basis, some

managers set up group training sessions. One advantage of this

technique is that employees can express their ideas and share their experiences while
listening and learning from others. For example, a manager may aim a group training
session at discussing new products, a special sale, or a change in company policies.
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Answer the questions:

1. Why do employees must receive some type of training?
2. What is on-the-job training?
3. What is job rotation?

Text 13
Try to memorize some useful information

POLITICAL CORRECTNESS (PC)

Political correctness is a term used in various countries to describe real or perceived
attempts to impose limits on language, terms, and viewpoints in public discussion in
order to avoid potentially offensive terminology. However, critics of political
language choice argue the new terms are often awkward, euphemistic substitutes for
the original stark language concerning differences such as race, gender, sexual
orientation, disability, religion and political views.

POLITICALLY NON IMPROVED
CORRECT
RACE, NATIONALITY
Negro Afro-American (African American)
Easterns Orientals
Hispanic Latino, Chicano
Indians Native Americans, Indigenous People
RELIGION

The phrase "Whatsoever you do | "Whatsoever you do to the least of my
to the least of my brothers, that | people, that you do unto me"

you

do unto me", attributed to Jesus

Merry Christmas

Christmas Happy Holiday

Before Christ (b.c.) Winter Holiday

In the year of Lord (a.d.)|Before common era

Christmas Tree Common Era
Holiday Tree

GENDER

"1 now pronounce you man and | "l now pronounce you husband and wife"
wife"

Man of the Year Person of the Year
sex gender
HUMAN DISABILITIES
invalid, handicapped, cripple | disadvantaged, disabled, differently-abled,
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short
fat

fool, stupid
old person, old age pensioners
blind

physically challenged

horizontally challenged
differently sized

heavyset

a person of substance

mentally challenged, low 1.Q.,
cerebrally challenged

advanced person, senior citizen
optically challenged
acoustically challenged

deaf hair disadvantaged
bald follicularly challenged
sex maniac comb-free
il manly man
poor under the weather
disadvantaged,economically disadvantaged

people who <can’t speak a
common linguistically challenged
language clearly unwaged
unemployed microwave dependant
a bad cook

HUMAN WEEKNESSES
drunk accidentally over-served
a bad driver automotively challenged
drug addict chemically challenged
gossip verbal terminator

hooked on soap operas
to wear too much make up
to gain weight

a screamer or moaner
to shop too much

to snore

to hate sports on TV
to dance

to work out too much
to sunbathe

to be too skinny

melodramatically fixated
cosmetically oversaturated

to be a metabolic underachiever
vocally appreciative

to be overly susceptible to marketing ploys
to be nasally repetitive

to be athletically biased

to have rhythmic experience

to be abnormal overachiever

to experience solar enhancement
to be skeletally prominent

MISCELLANEQOUS

pet

house plants
dead

kill

animal companion
botanical companions
terminally inconvenienced
neutralise
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Killing the enemy servicing the target

go to the toilet answer a call of nature

to lie to be economical with the truth

lie terminological inexactitude

to spy to be involved with activities incompatible
with diplomatic duties

natives indigenous population

foreigners aliens , newcomers

foreign languages modern languages

look ism favouring the attractive over less attractive

slums substandard housing

third world countries emerging nations

foreign students international students

housewife domestic engineer

Text 14

What do you do, Daddy?

A young boy asks his father, 'What do you do, Daddy? Here is how the father might
answer: 'l struggle with crowds, traffic jams and parking problems for about an hour.
| talk a great deal on the telephone to people | hardly know. | dictate to a secretary
and then proof-read what she types. | have all sorts of meetings with people | don't
know very well or like very much. | eat lunch in a big hurry and can't taste or
remember what I've eaten. | hurry, hurry, hurry. | spend my time in very functional
offices with very functional furniture, and | never look at the weather or sky or
people passing by. | talk but I don't sing or dance or touch people. I spend the last
hour, all alone, struggling with crowds, traffic and parking. Now this same father
might also answer: | am a lawyer. | help people and businesses to solve their
problems. | help everybody to know the rules that we all have to live by, and to get
along according to these rules.

Both answers are true. Why is the first less recognized than the second?

It might be said that we are trained to be aware of the goal of our activities, but not to
be aware of what is actually happening. What are we doing? Going from New York
to San Francisco. Ask again. Sitting five abreast, bored and anxious, re-reading the
airline's brochure, cramped, isolated, seeing and thinking nothing.

Answer the questions:

1. What is dad’s position in a company?
2. Why is the first statement less recognized?
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Text 15

The duties of the boss

As nearly everyone knows, the boss has practically nothing to do except to decide
what is to be done; to tell somebody to do it; to listen to reasons why it should not be
done, why it should be done by someone else, or why it should be done in a different
way; to follow up to see if the thing has been done; to discover that it has not been
done; to ask why it hasn't been done; to listen to excuses from the person who should
have done it; to follow it up again to see if the thing has been done, only to discover
that it has been done incorrectly; to point out how it should have been done; to
wonder if it is not time to get rid of a person who cannot do anything right; to reflect
that he or she probably has a wife or a husband and a large family, and that certainly
any successor would be just as bad, and maybe worse; to consider how much simpler
and better the thing would have been done if one had done it oneself in the first place;
to reflect sadly that one could have done it right in twenty minutes, and, as things
turned out, one has had to spend two days to find out why it has taken three weeks for
somebody else to do it wrong.

Read the joke and fry to retell it.
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BUSINESS ENGLISH TEST 1

READING
QUESTIONS 1-40

PART ONE
QUESTIONS 1-5

- Look at questions 1-5.
- In each question, which sentence is correct?
- For each question, mark one letter (A, B or C) on your Answer Sheet.

Example: 0

Don’t forget —
Flight BA692 6.45 pm

The plane arrives at

A quarter to seven in the morning.
B quarter past six in the evening.
C quarter to seven in the evening.

The correct answer is C, so mark your Answer Sheet like this:

' 0 |[A B C |

1.

For further information on our full range of products, please complete and
return the form below.

You can find out more about these products by
A requesting a form.

B Dbuying any product.

C sending your details.

2.

OFFICE HOURS
MON-THURS 8.30-5.00

FRI 8.30 -4.00
SAT CLOSED
SUN CLOSED

A The office closes early on Fridays.
B The office closes at the same time every day.
C The office is open at the weekend.
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CONFERENCE VISITORS’ INFORMATION DESK
Please note:
Lunch is available only if booked when you registered

Lunch is available for

A all visitors to the conference.

B people who have already requested it.
C anyone who wants to book now.

4.

Filing Cabinet Specifications
Height: 102 cm
Width: 47 cm

Colours: Brown or Grey

This product is available in different

A sizes.
B colours.
C sizes and colours.

FREE CALCULATOR WITH ALL
ORDERS OVER $50

You can get a free calculator

A if you spend more than fifty dollars.
B if you order more than fifty items.
C if you make more than fifty orders.

PART TWO

QUESTIONS 6-10

. Look at the information below about businesses in a popular shopping district.
. For questions 6-10, decide which business (A - H) each person should contact.

. For each question mark one letter (A - H) on your Answer Sheet.
. Do not use any letter more than once.
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A BLACKS’ BIKES | E GORDINIS
new and used bicycles Vans for Sale
Vehicle Repairs
B TR Lt F Al OFFICE SHOP
Catering Equipment business stationery
Hire Service available and supplies
C WONGS G TOP TYPISTS
Sports goods Recruitment Agency
Camping goods for
Office Staff
D KING ADS H | HENRY’S Wholesale
Specialists in Warehouse for
commercials Travel Goods

Ms Hernandez needs to hire a temporary secretary.
Mrs Lee’s company needs quotations for a TV advertisement.
Miss Jemsby wants to compare the prices of coffee-making machines.
Mrs Wu has to buy envelopes for her mail-order business.
0  Mr Martin wants to order shirts for his company’s football team.

= ©O© 00 NO

PART THREE
QUESTIONS 11 -17

- Read the report below about a company’s sales.

- Are sentences 16-22 on the opposite page ‘Right’ or ‘Wrong’?

- If there is not enough information to answer ‘Right’ or ‘Wrong’, choose
‘Doesn’t say’. For each sentence 16-22, mark one letter (A, B or C) on your
Answer Sheet.

Company Sales Highest Yet

Business at Shanghai International is breaking all records. Shanghai International is a
joint venture between a British firm, whose headquarters are just outside London, and
a Chinese firm based in Shanghai. The company produces paint and has benefitted
enormously from the development of shipbuilding in China. Last year was the best
yet for the company, with total sales up by 50% in quantity and 60% in value on the
previous year.

Shanghai International now sells eight times more paint than when it started in 1990,
and is growing faster than any other paint production operation in South-East Asia.
Sales have doubled since it moved to a new factory two years ago, and the possibility
of further expansion is already being discussed, with plans to build a plant in Dalian,
in the north of China.
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Shanghai international now provides China’s biggest shipbuilding companies with
more than 50 % of their requirements. To deal with sharp rise in production, the
company has recently built two new warehouses at the present factory site.

11. The companies which own Shanghai International are from different countries.
A Right B Wrong C Doesn’t say
12. Shanghai International supplies paint to a number of different industries.
A Right B Wrong C Doesn’t say
13. Last year, Shanghai International sold 60% more paint than in the year before.
A Right B Wrong C Doesn’t say
14. Shanghai International moved to a new site because the old factory was too small.
A Right B Wrong C Doesn’t say
15. Shanghai International is considering setting up a new operation in northern
China.
A Right B Wrong C Doesn’t say
16. Shanghai International supplies China’s biggest shipbuilders with all the paint
they need.
A Right B Wrong C Doesn’t say
17. The company has added two new warehouses as a result of the increase in
production.
ARight B Wrong C Doesn’t say

PART FOUR
- Read the information sheet below about conference centres.
- Answer guestions 18-26 on the opposite page.

EASTBY COMMERCIAL DEVELOPMENT OFFICE
Conference Centre Information

Conference organisers often have difficulty finding a suitable place to hold a
conference. We would like to suggest four conference centres in our area where you
are certain to find good service and value.

THE CORNWELL CONFERENCE CENTRE

The Cornwell is twenty kilometres from Eastby and is most easily reached by car or
coach. It has two conference rooms, each holding up to three hundred people, and
three seminar rooms, each designed for a maximum of forty. There is also a first-
class restaurant. There are excellent telephone, fax and e-mail facilities. The price per
head also covers bed and breakfast in a nearby hotel.

THE EASTBY BUSINESS CENTRE

Companies needing a good social programme as well as meeting rooms are well
looked after at the EBC. The management can arrange concerts and discos on request.
The EBC is located opposite the main entrance to the City Museum on Bateman
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Street. As parking space is not available at the Centre, the management recommends
that guests leave their cars in the Eastby Railway Station car park, which is free.

THE GREENHILL CENTRE

The Greenhill, only five kilometres from Eastby, is a good choice for small
conferences and meetings. It is popular with many companies based in the area and
its highly-trained reception staff speak a number of foreign languages. There are three
comfortable meeting rooms, seating ninety people in total, all well equipped with
audio-visual aids. The Centre offers a special price if all three rooms are hired
together. Guests can stay overnight in the nearby Greenhill Hotel, which has outdoor
tennis courts.

THE METRO REGENT

The Metro Regent is a large, modern hotel in beautiful gardens, with a conference
hall suitable for up to two hundred people. It is only ten minutes by train from Eastby
city centre, which has many tourist attractions. Cars and minibuses can be rented
from the hotel. There is a busy programme of conferences at the Metro Regent,
especially in the summer, so early booking is advisable. The hotel is closed for the
whole of November and for the New Year.

- For questions choose the correct answer.
- For each question, mark one letter (A, A or C) on your Answer Sheet.

19.The cost per person at the Cornwell includes
A telephone calls.
B all meals.
C hotel accommodation.

20. The Eastby Business Centre advises conference guests to park
A outside the main entrance.
B at Eastby Railway Station.
C opposite the City Museum.

21. The Greenhill Centre is frequently used by
A local companies.
B foreign companies.
C television companies.

22. The most popular time for holding conferences at the Metro Regent is
A New Year.
B Summer.
C November.
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- For questions 27-30, use the the information in the text to match each
conference centre with the service it offers (A-G).

- For each question, mark the correct letter (A-G) on your Answer Sheet.

- Do not use any letter more than once.

23. The Cornwell Conference Centre
24.The Eastby Business Centre
25.The Greenhill Centre

26.The Metro Regent

discounts

secretarial support
excellent food

games room

organized entertainment
sightseeing trips

vehicle hire
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PART FIVE

- Read the text below about company pay policy.
- Choose the correct word to fill each gap, from A, B or C
- For each question, mark one letter (A, B or C) on your Answer Sheet.

Company Pay Policy
Company pay policy should have two main goals. Firstly, the policy should provide
(27) acceptable level of reward. This will make it possible (28) the
company to hire and keep employees.
Secondly, it should encourage individual employees to seek promotion within the

company by (29) rewards for additional responsibility and improved skills.
The aim is to make employees see themselves (30) part of a team.

Pay policy should therefore be decided at the (31) level in the organisation.
The Personnel Manager is normally the one (32) takes the final decision.
However, that does not mean that (33) members of the management team do
(34) have responsibility as well. The issue is (35) important  that
one manager cannot deal with it alone. Everyone in a company is responsible for
making sure (36) pay policy is successful.

27 | A | this B |the C an

28 | A |for B |to C by

29 | A | offer B | offered C offering

30 |A |in B |as C like

31 | A | highest B | Higher C highly

32 | A | which B | Whose C |who

33 | A | another B | Other C others

34 | A | neither B | Never C not

35 |A |[too B |So C [such

36 |A |any B | Much C many
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