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BBepgeHue

VYueOnoe mocobue «Business English. Focus on reading and writing»
npeaHa3HayeHo Uil oOydarolmuxcst BceX HampaBieHul u (opm oOyueHus
B JIECOTEXHUYECKOM BY3€ M PACCUMTAHO Ha 72 yaca ayJUTOPHOI pabOTHI.

[TocoOue mmeeT cBoOeil 1LEeNbI0 O3HAKOMJIEHHWE C 0a30BBIMU MOHSITHUSMU
NeNOBOM cQepbl, pacUIMpPEHHE CJIOBAPHOTO 3amaca O0ydyarolMuXcs, pa3BUTHE
HABBIKOB Pa3HbIX BUJOB YT€HUS, (POPMHPOBAHUE HABBIKOB JEJIIOBOTO MUCHMA U
BJIAJICHUSI TIOJIFOTOBJIEHHON M HEMOATrOTOBJICHHOW pEeYbl0 MO TemMaMm Ou3Heca
U Kapbephl.

B kauectBe Matepuana 1 oOyuyeHUs BBIOpaHbl TEKCThl U CTaTbU U3
HAy4YHO-TIOMYJISIPHBIX )KYPHAJIOB 0 OM3HECe.

CTpyKTypHO MOCOOME COCTOMT W3 BOCBMH Pa3/ieJOB MO KOJUYECTBY
IIPEJIaraéMbIX K M3Y4YEHHUIO TeM. M3ydeHue KakJIoro paszesia pacCUUTaHO Ha
8—10 ayauTopHbIX 3aHATHI. MaTepuan pa3fiena COIEpKUT ABa TEKCTa, 3aJaHus
K TEKCTaM, JIEKCUYECKUE M PEeueBble YIPaKHEHUs, MPUMEpbl YNOTpeONeHus U
ylpaXHeHUsI Ha (pa3oBbl€ IJaroibl, a TaKKe IpaBHJia HAMMCAHUSA JEJOBBIX
MMCEM U 33JIaHus JIsl ©X COCTaBJICHUS.

B nocobun npeaycMoTpeHbl yIpaKHEHHS AJi BHIITOJTHEHHUS KaK B YCTHOM,
TaKk U B NHUCbMEHHOW (opMe. YIpakKHEHUS BKJIIOYAIOT TaKUE 3aJaHusl, Kak
1moa00p 3KBUBAJIEHTOB M COOTBETCTBHI, 3allOJIHEHHE MPOIYCKOB, MEPEBOJA Ha
PYCCKMII W aHTJUUCKUN SI3bIKM, OOBACHEHHWE U KOMMEHTHUPOBAHUE, OTBETHI
Ha BONPOCHI, 00CYKJeHUE IpOo0sIeM, MOArOTOBKA COOOLIEHUH IO TEME, COCTaB-
JICHUE MUCEM U JIPYrod JOKyMEHTAlMH. DTH yNpPaXHEHHUs] Pa3BUBAIOT YMEHUs
BBIWICHATh B TEKCTE HH(OPMALIMIO, BBIACIATH IJIABHBIE UM BTOPOCTEHICHHbBIE
JeTanu, 00001aTh MOTy4YeHHbIE (PAKTBI, OPraHU30BbIBaTh U COOTHOCUTH MEXIY
co00¥ 3T QaKThl U JIeJaTh BBIBOJIBI.



UNIT 1. Career choice

e Why is it important to choose the right life-path?
e What is necessary to do to choose the right life-path?

Read TEXT 1 and put its paragraphs in the right order.

1. Tt would be wrong to suggest that self-
knowledge is the key to success. You
will need a range of skills and
knowledge which come with experience.
You will need to practice skills, take
advice, use others’ strengths and work
hard. But self-examination is a good
starting point and is rarely stressed when
it comes to choosing the right job for
you and doing your present job best.

2. Self-knowledge is invaluable to anyone
seriously intent on choosing the right
life-path. If you don’t know yourself,
you will be led into making ill-advised
decisions about your life and work from
which it may be difficult or impossible
to extricate yourself.

3. Job mismatch can also happen if your
natural areas of skill and enjoyment
are obscured by the desire to achieve
simply for achievement’s sake by a
natural competitiveness; or because it
seems somehow wrong to concentrate
solely on what is enjoyable or comes
naturally. Companies now spend more
time on matching people with jobs,
using sophisticated tests, assessment
centres and career counseling. Their
costs, when they get it wrong are great;
yours could be inestimable.




ONeKTPOHHbIN apxuB YITITY

Exercise 1. Give Russian equivalents.

1)
2)
3)
4)
S)
6)
7)
8)
9)

job mismatch

to match people with
sophisticated tests
assessment centres

the key to success

a perceived shortage of
to concentrate solely on
a range of skills
ill-advised decisions

10) to extricate yourself.

Exercise 2. Give English equivalents.

1)
2)
3)
4)
S)
6)
7)
8)
9)

MPUXOJIATH C OITBITOM
MPUHUMATH COBETHI
MIOJIBEPTaThCsI CTPECCY

4.

The problem is that there is rarely time
to stop and think: ‘Hold on, do I really
want to do this?” There are powerful
pressures to go straight from school
into a job; these stem from a perceived
shortage of good jobs, the need to pay
the rent, the need to be socially
acceptable, the desire to be of value to
the community.

€CTECTBEHHAss KOHKYPEHTOCIIOCOOHOCTh

TPaTUTh BpeMs Ha 4TO-THO0
CUWJIBHOE JIaBJICHUE
MPOUCTEKATh U3 Yero-Iu0o
M0JIb3a OOIIECTBY
MPABUJIbHBINA JKU3HEHHBIN MTYTh

10) GecuieHHBIH AJ1 yero-auoo.

Exercise 3. Match the words on the left with those on the right.

1)
2)
3)
4)
S)
6)

to find strengths
to solve advice

to work problems
to take hard

to lay out jobs

to make skills



7) to gain objectives, decisions
8) to practice experience

9) to choose plans

10) to use solutions.

Exercise 4. Fill in the gaps in the summary given below.

Self-examination is a good ........ point if you intent on choosing the right
life-path. But we rarely have time to stop and think about our natural areas of
......... and enjoyment as we face a lot of pressures. When you are led into
making ill-advised decisions about your life and work your costs could be .... .

Job mismatch can be inestimable for a person. If you intent on choosing the

take ....... , use others’ strengths and work hard.

But self- ...

you need a range of skills and knowledge, experience, you need to

i1s a good starting point. You should analyze your abilities,
skills and likes and do sophisticated tests in

centres.

Read TEXT 2 and answer the question «How does a personality type
influence career choice?»

We receive and process data via four functions:
thinking, intuiting, feeling, sensing.
Thinker » enjoys tackling problems with | At work:
logic. good with facts and
* is strong on analysis but weak | figures;
on implementing solutions. researching;
* is a methodical worker. systems analysis;
* is skeptical of projects unless | accounting;
backed up with sound, rational | financial side
arguments. of business.
Sensor * is good at getting things done, | At work:
often impatient with the good in initiating
planning stage projects;
» feels at home with routine setting up deals;
work. negotiating;
* has a lot of common sense and | troubleshooting;
1s practical. converting ideas into
 works hard and is usually well | action.
organized.
« is energetic and single-minded.




* assesses on personal values not
technical merit.

* is warm and sympathetic.

* is perceptive about peoples
‘moods’, feelings and reactions.
 may overlook blatant facts in
favour of ‘gut feelings.

Intuitor * enjoys playing with ideas and | At work:
theories. good at long-term
* is good at seeing the ‘overview’ | planning;
but misses the detail. creative writing;
* is creative and has a strong lateral thinking;
imaginative sense. brainstorming.
» will often get hunches about
things that turn out correctly.
Feeler * enjoys human company. At work:

good at cementing team
relationship;
counseling;

arbitrating;

public relations;

will talk as easily with
clerk as with an
executive.

Exercise 5. Tick the statements you agree with.

I like working with statistics.

I frequently forget where I leave things.

I always help a colleague.

[ am bored by mundane tasks.

I enjoy telling other people about my achievements.
I am easily persuaded by the majority.

I always like to win when I take part in an activity.

I don’t like telling other people what to do.

I prefer spending time on my own rather than in a crowd.
I find it easy to set myself objectives.

I have difficulty making decisions.

I find 1t difficult getting to know new people.

I’d love to travel abroad.

I like to be fully responsible for anything that I do.

I like to have the advice and support of people more experienced than myself.
I don’t always finish tasks on time.

I feel comfortable in nearly all social situations.

I like to keep things in order.

I am quick at making conclusions about most things.
Traditional solutions are the best.

I like working under pressure.

I always try to finish what I start.

I sometimes find it difficult to say what [ mean.

7



Thinking up new ideas is easy for me.

I’m not good at persuading others.

I enjoy organizing things in advance.

I don’t always finish what I begin.

[ don’t try to hide my emotions.
Traditional methods are usually the best.
My independence is very important to me.

Exercise 6. Put the following in order of your importance.
More money?

More challenging tasks?

More responsibility?

More recognition for your efforts?
More variety in your work?

More time for outside interests/hobbies?
Less travelling for extended periods?
Longer holiday allowance?

Better refreshment facilities?

An office to yourself?

A personal assistant?

An expense account?

Exercise 7.1. Study the information.

i What you do to earn your living is your job, your work, or (more formal) your
| occupation.

I Occupation is used on forms and in formal writing: e.g. Please give your name,
I address, and occupation.

I Post or position are more formal words for a particular job.

| A trade is a skilled job in which you use your hands.

A profession is a job such as that of a doctor or lawyer, for which you need
I special training and a good education. Some professions, such as teaching or !
nursing, are also called vocations, which suggests that people do them in order
| to help others. |
Vocation is a job that you do because you feel it is your purpose in life and for
I which you have special skills.

I A career is a job that you hope to do all your life, with more and more success.
|

Exercise 7.2. Fill in the gaps with a proper noun given above.
1. He regards teaching as his ... .
2. She believes she has found her true ... in life.
3. Approximately half people interviewed were in manual ... .
4. She has a ... as a restaurant manager.

8



5. I’ve applied for several ... without success.

6. It’s not easy to find ... .

7. Istarted ... when I was sixteen.

8. Many people start their ... activity with clerical ... .
9. State your name and ....... :

10. At 17 she found her true ............. as a writer.

Exercise 8. Match the words to their definitions.

1) complicated

2) sophisticated

3) difficult

4) complex

5) hard

6) easy

7) simple

8) plain
a) ahead in development; complex or intricate
b) simple and not complicated
c) easy to understand or do; not difficult
d) involving a lot of different but related parts
e) needing skill or effort to do or understand
f) needing little effort
g) involving a lot of different parts, in a way that is difficult to

understand

h) difficult to do or understand.

Exercise 9. Fill in the gaps with a proper word given above.

1. The instructions were t00 ................ for me.

2. This game is too .............. me.

3oIt's e to think with all that noise.

4. It's quite ............... that she doesn't want to talk to me about it.
S. It'svery .....ooiii. to use

6. It's ............. to see why he's so popular.

7. He thoughtitwasan ............... choice.

8. The situation is Very ..................

9. With abitof ............ work and determination we might still finish on
time.

10. Quitting my job was the .......... est decision I ever had to make.

Exercise 10. Translate the sentences from English into Russian.
1. You will be led into making ill-advised decisions about your life and work
from which it may be difficult or impossible to extricate yourself.
2. You will need to practice skills, take advice, use others’ strengths and
work hard.


https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/simple
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/complicated
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/easy
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/easy
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/difficult
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/understand
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/need
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/effort
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/involve
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/part_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/difficult
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/understand
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/difficult
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/understand
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/instructions
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/game_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/think_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/noise
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/quite
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/want_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/talk_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/see
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/popular
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/thought_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/choice_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/situation
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/bit_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/work_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/determination
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/finish_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/time_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/job
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3. It is rarely stressed when it comes to choosing the right job for you and
doing your present job best.

4. People oriented themselves towards the world in two basic ways.

5. The ‘sensor’ likes to get things done. They are energetic and single-
minded.

6. You enjoy new challenges and taking risks.

7. You would do well in any behind-the-scenes job where you don’t have to
come face to face with strangers.

8. I enjoy being challenged by new tasks.

9. You are more likely to feel at home in a job involving control, commerce
or management.

10. These pressures to go straight from school into a job stem from a
perceived shortage of good jobs.

Exercise 11. Translate the sentences from Russian into English.

1. OnHooOpa3zHasi, pyTHHHAs KaHIIeJIsIpcKas paboTa MHE HE TTOAXOIUT.

2. OH mnposiBUJ TOJHOE OTCYTCTBHE HWHTEpeca K JaHHOM mpodeccuo-
HaJIbHOM 00J1acTH.

3. 51 ObI xOTEN OBITH TOCYJAPCTBEHHBIM CITY KAIIIUM.

4. Bawm XOpollIO yIaeTcsl yrOBapUBATh JIIOJICH.

5. Kakue cBou cuiibHBIE CTOPOHBI BbI MOTJIM ObI HAM Ha3BaTh?

6. 5 He cumTaro, 4TO ATO MPaBWIBHO pelIaTh MPOOJEMBI C MOMOILIBIO
WHTYULHH.

7. Y HEero J0CTaTO4YHO OTPAaHWYEHHBIN 3anac 3HaHUM.

8. OH MOJIOH TBOPYECKUX UAEH U y HEr0 HEOPAMHAPHBIA MOAXO0J K perie-
HUIO TTPOOJIEM.

9. DTO D0CTaTOYHO MNPU3EMIICHHBIA YEJIOBEK, COBEPIIEHHO Hen3oOpera-
TEJIbHBIMN.

10. On o4eHb OBICTPO AeNaeT 3aKIIOUYCHHS, U OHU HE BCET1a BEPHBHI.

11. MHe HpaBuTCA NMpPEaCKa3bIBaTh PE3YJIbTATHI.

12. OH Bceraa Bcé€ aenaeT No-CBOEMY.

13. MHe oueHb BakeH ycrex B pabdore.

14. Mue HpaBsiTCA 3alaHus, KOTOpble TPeOyIOT OOJbIIUX (PU3NYECKUX U
YMCTBEHHBIX 3aTpar.

15. EMy HpaBUTCS pUCKOBATh.

16. OH mpeAnoYuTaeT peaau3oBbIBATh IJIAHBI JIPYTUX, & HE pa3padaThiBaTh
CBOM.

17. Y Hero Xopoio moxy4aeTcsi CTaBUTh LENH, INIAHUPOBATh U PYKOBOIUTh
JOJBMU.

18. PaGoTa, mpenmosararomias KOMMEPITUIO U OOIIEHUE ¢ JIFOJAbMH, HE IS
HETO.

19. Mbp1 mo0uM OpaThCs 3a pelIeHHs TPYIHBIX 3a/ad.

20. KakoBbl TEXHUYECKHE JTOCTOMHCTBA 3TOr0 MpoeKTa?
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PHRASAL VERB TAKE

the shirt to the shop

a new hobby

Exercise 12. Fill in the gaps with a proper word.

1. My uncle is taking my aunt ... to a theatre tonight.

2. Their sister took ... her skirt as she lost weight.

3. Sam took ... the whole business.

4. Ttook ... knitting. Ann takes ... her mother.

5. The train takes ... at 6 a.m.

6. That beautiful girl took ... my address and phone number.
7. My granny has taken ... waking up rather early.

8. Itook him ... a friend. The boys took ... the engine.

9. I'mtaking Friday .... to get some things done around the house.
10. I've taken the plctures ........... .

Exercise 13. Make up the sentences.

1. Grandfather, of, take, care, your.

2. Take, biscuits, the, out, of, the, oven.

3. We, took, victims, steps, to, help, the.

4. Of, advantage, your, friend, takes, you.

5. 1, to, take, risk, want, do, not, a.

6. His, advice, do, not, take.

7. Take, a, taxi, to, get, there.

8. 1, take, mobile, always, phone, with, me, my.
9. Going, are, the, you, take, to, job?

10. Of, it, courage, many, a, talk, lot, front, of, to, takes, people, in, so.
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JEJIOBOE I[THCbMO

Cmpyxkmypa 0en06020 nucovma
e Anpec oTIpaBUTENS
ata
Anpec nomyyarens
IIpuBercTBHE
Tema
Tekcr genoBoro nucbma
IIpomanue
*BioxxeHue

Buipasicenusi, ucnonvzyemvie 6 0e1060M NUCbME
Ilpusemcmeue (ecau adpecam uzgecmer)
Dear Ms /Miss/Mrs/Mr/Dr ...
YBaxkaemslii(-as1) Mucc / Muccuc / Muctep / JIokTop ...

Ilpusemcmesue (eciu adpecam neuszsecmert)
Dear Sir / Dear Sirs

Gentlemen

Dear Madam

Ladies

Dear Sir or Madam

Ladies and Gentlemen

To whom it may concern

Llepewiti abzay
We have received your letter dated ...
MBI TOJTy9HIIN Balie MUCHMO OT ...

Many thanks for ... / Thank you (very much) for ...
(bospmoe) cmacu6o 3a ...

This is to confirm ...

JI1s nOATBEPKACHUS . ..

We hereby inform you ...
HacrosimmM yBegomiisieM Bac ...

Llocneonuti abzay
If you have any questions, do not hesitate to contact us.
Ecnu y Bac ecTh BOPOCHI, CBSKUTECH C HAMH, HE KOJIEOJISICh.



http://www.correctenglish.ru/business/business-letters/senders-address/
http://www.correctenglish.ru/business/business-letters/date/
http://www.correctenglish.ru/business/business-letters/recipients-address/
http://www.correctenglish.ru/business/business-letters/salutation/
http://www.correctenglish.ru/business/business-letters/subject-line/
http://www.correctenglish.ru/business/business-letters/body/
http://www.correctenglish.ru/business/business-letters/greeting/
http://www.correctenglish.ru/business/business-letters/enclosure/

We look forward to your reply.
C HeTeprieHrneM KJIeM Balllero OTBETa.

We are looking forward to hearing from you soon.
C HeTepIieHneM OXKHUIaeM OT Bac M3BECTHI.

Ilpowanue (eciu adpecam uzsecmen)
Yours sincerely / Sincerely yours
C HCKpEHHHUM YBa)KEHHEM

Ipowanue (ecau aopecam neuseecmett)
Yours faithfully / Faithfully yours (BrE)
C coBepIICHHBIM ITOYTCHHEM

Sincerely / Sincerely yours (AmE)
C UCKpEHHHUM YyBaXCHHEM

Exercise 14. Put the parts of the letter in the right order.
= Dr. Claire Samson
Geological Survey of Canada
615 Booth Street, Room 204
Ottawa, Ontario

= Dear Dr. Samson

= Department of Geological Sciences
Queen's University
Kingston, Ontario

= March 16,2010

= Sincerely yours,
= James Kandick,
Chairman

=  We are pleased to invite you to a reception on April 21, 2010 to be held in

honour of Prof. Marilyn Gomez, the newest member of the faculty in the
Department of Geological Sciences.
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Exercise 15. Put the parts of the letter in the right order.

= [ am a student of microbiology in Geneva, Switzerland. I would like to
apply for entrance to your university. Would you please send me an
application form and information on your university?

= Registrar’s Office
State University
Littleton, SD 55555

* Renee Martin

= Yours truly

= 10 September 2008

= Dear Registrar

= Blanc Apt. 406
Geneva, Switzerland.

UNIT 2. Employment

e What do the letters MBA stand for?
e What is the attitude of employers to MBAs?

Read TEXT 1 and put its paragraphs in the right order.

1. However, the company still prefers
MBAs gained abroad. With a longer
established reputation in the US,
business schools there still have the
edge in attracting candidates, while
INSEAD has positioned itself as an
international school with a cosmopolitan
25 faculty and student body.

2. Getting an MBA is one thing. Getting
employers to take it seriously is another.
MBAs have  not  traditionally
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commanded the same respect in the UK
as in the US, but an increasing number
of UK employers are now taking them
very seriously indeed.

The company actively recruits 3040
people a year from major business
schools, such as INSEAD in France,
Harvard and Stanford in the US, and
London  Business School  and
Manchester in the UK. It spends around
£ 1 million a year sponsoring its 25-30
graduate recruits to complete full-time
MBAs at the same institutions.

3. But not every company favours MBAs.

In the early 1990s, Shell actually
abandoned its own MBA course at
Henley when it realised it was not
producing graduates who fitted the jobs
for which they were destined.
Other companies take a more middle-
of-the-road approach. While they do not
actively target MBAs or recruit them
directly from business schools, a
growing proportion of its senior
consultants have got them, and they are
increasingly on the lookout for MBA
graduates.

4. Chairman Nigel Howlett believes the
MBA'’s education in analytical skills
and constructing solutions provides a
very useful training, producing people
who have a good overview of business
issues rather than a concern for details.
The company is currently undertaking
an evaluation of the best UK schools
in which to invest their bursary. With
the recent big increase in the number
of institutions offering MBAs,
Howlett 1s concerned that not all
MBAs are equal. ‘There are clear
differences in terms of quality.’
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Exercise 1. Give Russian equivalents.
1) the same respect
2) to complete full-time
3) to provide a useful training
4) to undertake an evaluation
5) to invest their bursary
6) clear differences
7) to abandon the own course
8) to fit the jobs
9) on the lookout for
10) faculty and student body.

Exercise 2. Give English equivalents.
1) aHanuTHYECKUE HABBIKH
2) BoIpoCkl Ou3HECa
3) pe3koe yBelnuYeHue
4) axTUBHO HAOMPATH JIIOJIEN
5) BBIITYCKHUKHU
6) oTAaBaTh MPEANIOYTCHHE
7) Goisiee yMEpEHHBIN MOAXO0/
8) crapiiue KOHCYJIbTaHThI
9) mpounas penyranus
10) mpuBnekaTh KaHAUAATOB.

Exercise 3. Match the words on the left with those on the right.

1) to command a profile

2) to be people

3) to have an evaluation

4) to raise a middle- the-road approach
5) to undertake respect

6) to establish abroad

7) to take the edge

8) to develop a career

9) to gain a reputation

10) to recruit on the outlook.

Exercise 4. Fill in the gaps in the summary given below.

Today we started with ...... in the morning from 09.00 till 12.00 and in
the evening from 18.30 till 21.30. Both I found quite interesting and
informative. During every lecture we have a ...... of 15-20 minutes, when we
were able to have a cup of tea or coffee. The morning lecture was Strategic
Management. Besides the theoretical material we were provided with a video
....... , which we discussed in detail. We put our suggestions and afterwards we
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were shown the outcome of the case- study, therefore we were able to judge to
what extent our ...... were right. All the case-studies are real ....... taken from
business life which makes them very interesting and practical.

Between the lectures we could use the computer rooms or MBA lounge
where we have unlimited access to the Internet and are provided with latest

news from international ..... for our studying purposes. The MBA lounge is
....... especially for the MBA students. In the evenings part-time MBAs also
...... classes giving us the ....... to chat with people who are currently engaged

in different businesses.

Read TEXT 2 and answer the question «What is the programme structure?»

The Aston MBA programme has a straightforward logical structure
which is the same for all modes of study.

Foundation These modules provide a thorough grounding in

modules core business disciplines to ensure that all students
are equipped to progress through the rest of the
programme.

Foundation modules are: Accounting for Business,
Organisational Behaviour, Marketing Management,
Operations Management, Business Finance.

Integrating These broad-based modules examine issues and
modules topics drawn from the disciplines covered in the
Foundation modules. Case-studies and topical
examples are used extensively, and this part of the
Programme draws heavily on the experience and
expertise of individual students.

The Integrating modules are: Business Economics
& Strategy, Strategic Management, Leadership
Development, Innovation &  Entrepreneurship,
Business Ethics & Corporate Responsibility.

Elective At the elective stage of the MBA, you tailor your
modules studies to meet your own particular interests and
personal development needs. Aston offers a good
choice of Elective modules.

You can choose from several different areas, or
you may prefer to specialize in one discipline — such
as Marketing, Finance or International Business.
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The project More than any other element of the MBA
Programme, the project provides you with the
opportunity to study, on your own initiative and in
detail, a subject of particular interest to you, and has
the potential to contribute powerfully to your career
development.

You will be advised by a personal supervisor
throughout this phase of your studies. Full-time
students normally carry out their projects over a three
month period. Part-time students, who have up to six
months for the project, usually identify a topic for
investigation in consultation with their employers.

Exercise 5. Tick the statements you agree with.

Higher education offers graduates more jobs.

Higher education improves an individual's quality of life.

Higher education will also enable individuals to expand their knowledge and
skills.

Graduates express their thoughts clearly in speech and in writing.

Graduates typically earn more than nongraduates.

Going to university is a great way to meet new people.

Some subjects will be new to you and could be your new passion.

Many courses offer opportunities to combine subjects to suit your interests and
preferences.

No clear alternative to universities has emerged yet.

Employers need skills, not just knowledge or titles.

A large number of people often end up in careers that are not even aligned with
their education.

The future potential of the workforce will depend on its ability to cultivate
learnability.

Students want jobs, not knowledge or titles.

It is unlikely that students value the actual process of learning.

Students have unrealistic expectations (understandably) about universities.

Rich people are more likely to buy a more expensive education.

Education is an investment in your own future or your child’s future.

Some students are thinking about getting an education in one of the foreign
universities.

The majority of students choose the university unintentionally.

It’s important to visit the University Open Days.

At present times, almost all universities and colleges have their own Internet
site, which houses a lot of useful information.
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Exercise 6. Put the following in order of your importance.
Course content?

The right course options?

Faculty’s reputation?

University’s rankings?

University’s campus?

University’s libraries?

Sports teams and societies?

The cost of tuition and the payment schedule?

University’s culture?

Forums and chat rooms where students communicate about the university?
Lecturers’ attitude to the students?

Students’ opinions about studying process and popular subjects?

Exercise 7.1. Study the information.

Seminar — a meeting of a group of people with a teacher or expert for training,
discussion, or study of a subject.

Lecture — a formal talk given to a group of people in order to teach them about a
subject.

Tutorial — a class in which a small group of students talks about a subject with
their tutor, especially at a British university.

Classes — a period of time in which students are taught something.

Lesson — a period of time when a teacher teaches people.

Subject — an area of knowledge studied in school or university.

Unit — a single, complete thing that may be part of a larger thing.

Course — a series of lessons about a particular subject.

Exercise 7.2. Fill in the gaps with a proper noun given above.
1. We will develop a few of these points in the ........ :
2. We have a famous lecturer for this ....... :
3. Wewenttoa....... on Italian art.
4. Do you know who's giving the ...... this afternoon?
5. Chemistry is my favourite ...... :
6. The course consists of 64 lessons organised into 16 .....s.
7. She did a ten-week ...... in computing.
8. I'skived offa........ once.
9. Early morning ...... are always sleepy.
10.We offer ...... instruction for test preparation.

Exercise 8. Match the words to their definitions.
1) to measure
2) to value
3) to estimate
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4) to evaluate
5) to analyze
6) to examine
7) to study
8) to judge

a) to estimate the monetary worth of (something); to consider (someone
or something) to be important or beneficial

b) to calculate roughly or judge the value, number, quantity, or extent of

c) to find the size, amount, or degree of (something) by using an
instrument or device marked in standard units or by comparing it with
an object of known size

d) to examine methodically and in detail the constitution or structure of
(something, especially information), typically for purposes of
explanation and interpretation

e) to test the knowledge or proficiency of (someone) by requiring them to
answer questions or perform tasks

f) to form an opinion or conclusion about (something or someone)

g) to devote time and attention to acquiring knowledge on (an academic
subject), especially by means of books

h) to form an idea of the amount, number, or value of; assess.

Exercise 9. Fill in the gaps with a proper word given above.
1.
2.
3.

4.

e

6
7
8.
9
1

0.

I enjoy and greatly ....... family relationships.
Computer simulations ....... ed how the aircraft would perform.
I think of it, instead, as trying to help them articulate their ideas, ....... the
material, explain what they think.
As soon as I walked through the door people were .......... ing me.
You'llbe ........... ed in three main areas: speaking, listening,
and reading comprehension.
. They ............ ed the performance of three different engines.
. Annais ............. ing French literature.
The distances were ........... ed in kilometres.
They ............ that a hundred people went bankrupt last year.
I haven't had time to ................ the proposals yet.

Exercise 10. Translate the sentences from English into Russian.
1. The Master of Business Administration (MBA or M.B.A.) degree

originated in the United States in the early 20th century when the country
industrialized and companies sought scientific management.

2. The core courses in an MBA program cover various areas of business

administration such as accounting, applied statistics, human resources,
business communication, business ethics, business law, finance,
management, entrepreneurship, marketing.
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9.

Most programs also include elective courses and concentrations for
further study in a particular area.

Business schools in many countries offer programs tailored to full-time,
part-time, executive (abridged coursework typically occurring on nights
or weekends) and distance learning students, many with specialized
concentrations.

Full-time MBA programs normally take place over two academic years
(i.e. approximately 18 months of term time).

Part-time MBA programs normally hold classes on weekday evenings
after normal working hours, or on weekends.

Mini-MBA is a term used by many non-profit and for-profit institutions to
describe a training regimen focused on the fundamentals of business.

In general, MBA programs are structured around core courses and
elective courses that (may) allow for a subject specialty or concentration.
The analytic skills required for management are usually covered initially.

10. Financial accounting deals mainly in the preparation of financial

statements while management accounting deals mainly in analysis of
internal results.

Exercise 11. Translate the sentences from Russian into English.

1.

9.

dopmanbHO 00pa3oBaHUE OOBIYHO JEIHWTCS HAa TaKWe CTaJWH, KaK J0-
IIKOJIbHOE O0pa3oBaHKE WM JETCKHH cajl, HayallbHas IIKOJIA, CPEIHSS
IIKOJIa, a 3aTeM KOJUISIK, YHUBEPCHUTET.

[TpodeccuonansHoe oOpazoBanue — 310 popMa 00yUeHUs, HAIIPaBICHHAS
Ha HETMOCPEJCTBEHHOE MpaKTUYeCKoe oOydeHHe OomnpeneseHHON mpodec-
CUU WK pEeMECTTy.

. Bricuiee 06paBOBaHI/I€, TAKXKC HAaA3bIBACMOC IIOCICCPECAHNUM 06pa3013a-

HUEM, SIBIISIETCA HE00s13aTeIbHBIM YPOBHEM 00pa30BaHUS.
Kypchl BKIIIOYAIOT JEKUMU, TEMATUYECKUE UCCIEIOBAHUS U KOMAHJIHbIE
MPOEKTHI.

. IIpakTnueckoe 00yueHHE YacTO BKIIOYAET KOHCYIbTAI[AOHHBIE MPOEKTHI

C peaJbHBIMU KJIMEHTaMHU.

[IporpamMbl MOTYT Takke BKJIIOUYATh (Ha OCHOBE KYPCOBBIX padboT) 00y-
YeHUE HaBbIKaM, HEOOXOIMMBIM Ha BBICIIIEM YPOBHE YIIPaBICHUS.

Kypc crparernu mokasbiBaeT, Kak pa3IMyHbIC TOTOJHUTEIBHBIC TUCITUTI-
JIUHBI 00HETUHSIOTCS.

OTkpBITOE 00pa30BaHNE HA3BIBAIOT CAMBIM OOJBIITUM W3MEHEHUEM B CIIO-
cobax o0y4eHHs CO BpEMEH N300peTeHUs TIeYaTHOTO CTaHKa.

B dopmanbHOM 00pa3zoBaHuu yueOHas mporpaMma — 3TO HabOp KypcoB
U UX COJIepKaHue, MpeJiaraeMbple B IIKOJIE HITU YHUBEPCUTETE.

10. B pa3Hblx MecTax U B pa3HOE BpeMsi 00pa3oBaTelIbHbIE CHCTEMBbI

HCIIOJIB30BAJIUCH IJIA PA3HBIX ueﬂeﬁ.

21


https://en.wikipedia.org/wiki/Elective_course
https://en.wikipedia.org/wiki/Corporate_title
https://en.wikipedia.org/wiki/Distance_learning
https://en.wikipedia.org/wiki/Mini-MBA
https://en.wikipedia.org/wiki/For-profit
https://en.wikipedia.org/wiki/Training

PHRASAL VERB MAKE

®Ppa3oebIUu 2na20/1 make

- i g
(INTO ) [ FOR )
\\\\_ /'./ y / .\‘x____ ) i

N i | /
uvprorR- | MAKE
L /

T “*-\.I‘
OFF )

rd
\\\
N

e T /AWAY \

'{ OF “ /"/_-____-'“"\\ I\\ WITH /
b b I //

\_ _(AFTER) —
\ o 7

Exercise 12. Fill in the gaps with a proper word.

. Your writing is awful! I can’t make it ....... !

. I honestly didn't know what to make...... half the pictures.
. The new computers make .... much greater productivity.

. You’ve been so kind to me, how can [ make it ..... to you?
. The kids made .....when they heard us coming.

. Cindy is going to make ... Karen tomorrow.

. I hope this money will make ..... for the inconvenience.

. What do you make ...... this letter?

. We're going to make the spare room ..... an office.

The robber made ...... .

SOOI A WN—

[—

Exercise 13. Make up the sentences.
1. 1, what, couldn't, make, was, out, he, saying.
Make, federal, the, entitlements, up, part, the, of, major, budget.
We, decision, today, a, have, make, to.
For, up, he, the, made, got, and, exit.
He, all, made, he'd, been, that, in, living, out, Boston, year.
Story, up , I, made, that .
Let, up, us, it, make!
Sure, back, make, you, up.
You, happy, me, feel, make.
Been, the, over, made, into, garage, playroom, has, a.

SO NR LD
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COIIPOBOIUTEJIBHOE [ITHCBMO

Cmpykmypa conpogooumenbHo20 nUcbma
e Anpec oTIpaBUTENS
[ara
Anpec nosyyares
IIpuBercTBHE
Tema
TekcT nuceMa
[Ipomanne
*BioxeHue.

Buipasicenus, ucnonvzyemvie 8 conpogooumenbHOM NUCbMe
Beeoenue
I was interested to see your advertisement for (position) in (paper) / on
(site).
MeHs 3auHTEpecoBaIo Balle 00bsABICHUE O BaKaHCUU (Ha3BaHUE
JIOJDKHOCTH) B (Ha3BaHUE Ta3eThl) / Ha (Ha3BaHUE CaiTa).
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I [ am applying for the position of (position), which was advertised (date) in i
: (paper). :
| 51 obpamiarocs ... (Ha3BaHHE JOJKHOCTH), 00BSBIECHUE O KOTOPOU 5 yBHUIET |
(nara) B (Ha3BAHUE ra3€ThHI). !
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(Name) suggested I contact you regarding the position of (position).
(Mmst yenoBeka) MpeIokKUIT MHE CBSA3aThCS C BaMU 110 TTOBOJY TOJIKHOCTH

| (Ha3BaHKME IOJDKHOCTH).

I My experience / education / background / skills / ... make me an ideal

| candidate for the position.

I Moii onbIT paboThl / oOpa3oBanue / kBamuukamus / HaBbIKHU / ... JeJIaeT
| MEHS UIeaTbHBIM KaHIUAATOM Ha 3Ty JOKHOCTb.

I From my enclosed CV / Resume you will find that my experiences / skills /
.. meet the requirements you have outlined for the position.

Bo BJIO’KEHHOM PE3I0Me Bbl YBUIUTE, YTO MOU OMBIT paOOThI / HABBIKU / ...

yJIOBJIETBOPSIIOT TPEOOBAHMSIM, KOTOPBIE BBl YKa3aJl B OOBSBICHUU.

Iloopobrocmu

I recently graduated from (university) with a degree in (field).
HenaBHo s 3aKOHYMIT YHHBEPCUTET 10 CHECIHATLHOCTH (Ha3BaHUE
CIIELIMAIIBHOCTH).
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Since 2002 / For 2 years I have been working for (company).
C 2002 roma / B Tedenue 2 net s paboTaro B (Ha3BaHWE KOMITAHUH).

As (current job) for (company), I have developed my skills and experience
as (job title).

bynyuu (HazBaHue TEKyIlEeH TOHKHOCTH) B (Ha3BaHHWE KOMIIAHUH) 5
MOJTYYXJT HEOOXOIMMbIE HaBBIKU U OTBIT JIJIs1 (Ha3BaHUE JIOJDKHOCTH).

I have solid experience in ...
VYV MeHs OO0JIBIIION OIIBIT ...

[ am very competent in ...
51 o4eHb OCBEIOMIIEH B ...

My high degree of motivation has been appreciated by my previous
employers.
Moii ObIBIINI pabOTOATETH XBATUI MOIO BBICOKYIO MOTHBAIIHIO.

3axnouenue

I would appreciate the chance to meet with you to discuss how I could be
a vital part of your company.

51 ObL OBI TPHU3HATENICH 32 BO3MOXXHOCTH BCTPETUTHCS C BAMHU M 00CYTUTh
TO, KaKUM TI0JIC3HBIM YICHOM Ballleil KOMIAHHUH 51 MOT OBI CTATh.

I would welcome the opportunity to discuss these and other qualifications
with you.

51 ObL1 OB pasl BO3MOXKHOCTH OOCYAUTH C BAMU 3TH U ApyTHe
XapaKTePUCTHUKHU.

If you are interested, please contact me at (number).
Ecnu BbI 3aMHTEpECOBAHBI, MMOKATYICTA, CBSHKUTECH CO MHOU 10 (HOMEp
TenedoHa).

You may reach me at the above phone number or email address.
BbI MOXeTe CBSI3aThCSl CO MHOM 110 YKa3aHHOMY HOMepy TenedoHa
WK aJJpecy JICKTPOHHOM IOYTHI.

[ am sure my services would be useful to you.
S yBepeH, 4To MOM yCIIyTH OYIyT BaM IOJIC3HEI.

I look forward to our meeting.
Sl ¢ HETEepTIIEHUEM Ky HAILIEW BCTPEUU.




I look forward to meeting you.
A ¢ HeTepIieHneM Iy BCTPEUH C BaMHU.

I look forward to talking with you.
A c HeTeprieHneM Ky Oecesbl ¢ BAMH.

I look forward to hearing from you soon.
51 ¢ HeTepnieHneM Ky OT BaC CKOPBIX U3BECTUM.

Thank you for your time and consideration.
bnarogapto Bac 3a To, 4TO HAIILJIK BpeMs U yJSIUIN MHE BHIMaHHE.

Your consideration is greatly appreciated.
S oueHb pU3HATENIEH 32 Ballle BHUMAHHE.

Exercise 14. Read the cover letter and translate it.

Dear Mr. Fish,

Re: Fitness Instructor Vacancy

I am writing to apply for the job of Fitness Instructor, as advertised in Monday's
Courier newspaper. This is an ideal job for me given my enthusiasm for sport,
my related experience and qualifications.

Sport and fitness training have always been important to me, which is why
I chose to take a BTEC Diploma in Sports Science. I am a confident user of
Microsoft Office and have worked extensively with Fitness Line, a program for
analyzing fitness.

As you can see from my CV, I've taken the opportunity to gain extra
qualifications that were on offer at college, which has helped me get part-time
work as a pool attendant. I'm called on to provide cover during busy times so am
used to working irregular hours at short notice. I've also run a lunchtime
aerobics class at college since the start of this year.

I finish college in six weeks and am keen to find a job rather than carry on with
further full-time study. I could start any part time work or training sooner as
many of my classes are finishing and most of my assignments are done. I look
forward to hearing from you.

Yours sincerely,

Joanne T.

Exercise 15. Write your own cover letter.
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UNIT 3. Company structure

e How do you understand the word “hierarchies™?
e How do you understand the word ‘organization’?

Read TEXT 1 and put its paragraphs in the right order.

1.

A problem of hierarchies is that people
at lower level are unable to make
important decision, but have to pass on
responsibility to their boss. One solution
to this is matrix management, in which
people report to more than one superior.
For example, a product manager with an
idea might be able to deal directly with
managers responsible for a certain
market segment and for a geographical
region, as well as managers responsible
for the traditional functions of finance,
sales and production.

Organizing structure is considered by
many to be “the anatomy of the
organization”, providing a foundation
within ~ which  the  organization
functions”.

There can be different kinds of
organization structure, and firms can
change their organization structure by
becoming more or less centralized.

Most organizations have a hierarchical
or pyramidal structure, with one person
or a group of people at the top, and
increasing number of people below
them at each successive level. All the
people in the organization know what
decision they are able to make, who
their superior (or boss) is (to whom they
report), and who their immediate
subordinates are (to whom they can give
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instructions). This structure is one of the
simplest and it’s also called a line
structure.

. Yet the activities of most companies are

too complicated to be organized in a
single hierarchy. Shortly before the First
World War, the French industrialist
Henry Fayol organized his coal-mining
business according to the functions that
it had to carry out. He is generally
credited with inventing functional
organization, including (among others)
production, finance, marketing, sales,
and personnel or staff departments. The
functional type of organization structure
reflects an arrangement based on the
nature of the activities that must be
performed.

Related activities are grouped together
in the functional areas with which they
are most clearly identified. The chief
executive of each area occupies a
position on the second level of the
organization and generally has the title
Vice-President. This means, for
example, that the production and
marketing departments cannot take
financial decisions without consulting
the finance department. The functional
structure 1s efficient, but there are two
standard criticisms.

Firstly, people are wusually more
concerned with the success of their
department than that of the company, so
there are permanent battles between, for
example, finance and marketing, or
marketing and production, which have
incompatible goals. Secondly,
separating functions is unlikely to
encourage innovation.
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Exercise 1. Give Russian equivalents.
1) to pass on responsibility
2) to report
3) matrix management
4) to provide a foundation
5) according to the functions
6) staff department
7) related activities
8) standard criticisms
9) coal-mining business
10) incompatible goals.

Exercise 2. Give English equivalents.
1) cerMeHT pbIHKa
2) ¢dbuHAHCHI U IPOAAKHT
3) HemocpeacTBEHHbIEC MOJYMHEHHbIE
4) BBIMOJHATD QYHKIUU
5) uzoOpeTaTh GYHKIMOHATHHYIO OPraHU3aIINIO
6) MCHOJHUTEIbHBIN TUPEKTOP
7) BULIE-TIPE3UAECHT
8) B pamKax 4ero-Jmdo
9) Ha HU3KOM ypOBHE
10) naBaTh yka3zaHus.

Exercise 3. Match the words on the left with those on the right.

1) to report instructions

2) to be the structure

3) to deal the activities

4) to change an arrangement
5) to give unable

6) to organize innovation

7) to reflect business

8) to perform a position

9) to occupy with managers
10) to encourage to the superior.

Exercise 4. Fill in the gaps in the summary given below.

For me, the hierarchical ........ is comparable to the food chain which
supports animals. There is an initial ........ and there is a higher link that is
linked by middle links. And the initial link cannot be at the highest by passing
all the middle links. The hierarchical scheme is the most classic and
understandable for the ....... man.
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The organizationisa ....... -coordinated mechanism. There are many separate

mechanisms, but in general they ....... the same purpose. There are a variety of
legal ....... of organizations, including corporations, governments, ....... -
governmental organizations, international organizations, political

organizations, educational institutions, armed forces, charities, not-for-profit
corporations, partnerships and cooperatives.

Read TEXT 2 and answer the question «lIs economics of practical value
in business?»

Economics A basic understanding of economics is essential if we
want to be well-informed citizens. Most of the specific
problems of the day have important economic aspects,
and as voters we can influence the decisions of our
political leaders in coping with these problems that are
constantly reported by the news media. Why did the
stock market “crash”? Of what economic significance
was that dramatic decline in stock values? Why is
inflation undesirable? What can be done to reduce
unemployment? Are existing welfare programs effective
and justifiable? Should we continue to subsidize
farmers? Do we need further reforms of our tax system?
To understand the answers to these questions we should
have a basic working knowledge of economics. Needless
to say, knowledge of economics is more than helpful to
politicians themselves!

Economists That’s why economists are appearing on the payrolls of
large corporations. Their job? To gather and interpret
economic information upon which rational business
decisions can be made. Economists formulate economic
principles and laws, gather facts which are relevant to a
specific economic problem, study economic behavior.

Economists think about things from a special
perspective. More specifically, they look for rationality
or purposefulness in human actions and economic
institutions. This purposefulness implies that people,
individually and collectively, make choices by
comparing costs and benefits. As people make choices
from a wide range of alternatives, all choices entail
sacrifices or costs. To buy a new recorder may mean not
being able to afford a new personal computer. Taking a
course in economics may preclude taking a course in
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accounting, political science, or computer science.
A decision by government to provide improved health
care for the elderly may mean deteriorating health care
for children in poverty. Alas, costs are everywhere!
Naturally, people are most directly aware of personal
monetary costs; that is, expenses incurred when paying
tuition, buying hamburgers, hiring babysitters, renting
apartments, or attending concerts. Economic actions of
workers, producers, and consumers, of course, also
produce personal economic benefits. For example,
workers receive wages, producers get profits, and
consumers obtain satisfaction. People compare these
benefits with costs in deciding how to spend their time,
which products to buy, whether or not to work, which
goods to produce and sell, and so forth. If the added
benefits exceed the costs, then it i1s rational to take that
action. But if costs are greater than benefits, that action is
not rational and should not be undertaken. Economists
look carefully at costs and benefits to understand the
everyday activities of people and institutions in the
economy.

Economic analysis

There are two essentially different levels of economic
analysis. The level of macroeconomics is concerned
either with the economy as a whole or with the basic
subdivisions or aggregates — such as total output, the
total level of employment, total income, total
expenditures, the general level of prices, and so forth. In
short, macroeconomics examines the forest, not the
trees. It gives us a bird's-eye view of the economy.

On the other hand, microeconomics is concerned with
specific economic units and a detailed consideration of
the behavior of these individual units. Here we talk in
terms of an individual industry, firm, or household, and
concentrate upon the output or price of a specific
product, the number of workers employed by a single
firm, the revenue or income of a particular firm or
household, the expenditures of a given firm or family,
and so forth. In microeconomics we examine the trees,
got the forest. Microeconomics is useful in achieving a
worm's-eye view of some very specific component of
our economic system.
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Exercise 5. Answer the questions.

Give a definition of a hierarchical structure. What is it like?

Why is it difficult for a company to be organized in a single hierarchy?
Who invented functional organization?

In what way are the activities grouped in the functional type of organization
structure?

What are the drawbacks of the functional structure?

What is the main point of matrix management?

Why should we have a basic working knowledge of economics?

Who is an economist?

What are personal monetary costs?

What are personal economic benefits?

Give a definition of macroeconomics. What is it like?

Give a definition of microeconomics. What is it like?

What does “a bird's-eye view” mean?

What does “a worm's-eye view” mean?

Exercise 6. Put the following in order of your importance.
J Young economists — who are they?
Do they:

..try to make a career?

..plan far ahead?

..like specific projects with strictly set goals and terms?
...understand slogans like “You must!”?
o Young economists — what are they like?
Is it necessary to have:

..a special education in business?

..the ability to organize?

..the sense of priorities?

..the courage in making decisions?

..interests in global goals and certain results?

Exercise 7.1. Study the information.

Income — money that you earn by working, investing, or producing goods.
Benefit — something that helps you or gives you an advantage.

Profit — money that you get from selling goods or services for more than
they cost to produce or provide.

Bonus — an extra amount of money that you are given, especially because
you have worked hard.

Award — a prize given to someone for something they have achieved.

Fee — an amount of money that you pay to do something, to use something,
or to get a service.
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Dividend — an amount of money paid regularly to someone who owns
shares in a company from the company's profits.
Interest — the money you earn from keeping your money in a bank account.

Exercise 7.2. Fill in the gaps with a proper noun given above.
1. That new stock has doubled my ..... :
2. The company promisedus a ............. this year.
3. Iseeno.......... in changing the system now.
4. To get the maximum ............. , do the exercises slowly.
5. She has won numerous .............. s for her books.
6. A businessman will catch at any chance of making - A :
7. They will pay $112 million plus ..................
8. A company pays .............. s on both its common and preferred shares.
9. The............ for adults is $3 per day.
10. The total replacement .......... for a lost book is $60.

Exercise 8. Match the words to their definitions.

1) costs

2) expenses

3) expenditures

4) problem

5) mistake

6) salary

7) wages

8) honorarium
a) money spent by a government, organization, or person; the use of
time, money, energy etc doing something
b) the fixed amount of money that you receive from your employer,
usually every month
c¢) the amount of money a person regularly receives for their job
d) the amount of money you spend in order to buy or do something;
money you spend as part of your job that your employer later gives back
to you
e) the amount of money that is needed in order to buy, pay for, or do
something; all the money that a business must spend to produce
something or provide a service
f) a situation that causes difficulties and that needs to be dealt with
g) a sum of money paid to someone for providing a service or winning
a prize
h) something that you do or think that is wrong.
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Exercise 9. Fill in the gaps with a proper word given above.
How do you feel about this ...... ?

I cannot do this ............ :

Anyone canmakea .................. .

He earns a high ............ :

The employees expect some increase in .......... .
........... outran her income.

We usually offer our visiting lecturers an ............ of £500.
We need to find ways to limit .............. .

These changes will decrease our ................. :

10 Be sure to record all your business ................. :

RN D=

Exercise 10. Translate the sentences from English into Russian.

1. Our desire to improve our material well-being, to “make a living,” 1s the
concern of economics.

2. Needless to say, knowledge of economics is more than helpful to
politicians themselves!

3. An understanding of the overall operation of the economic system puts
the business executive in a better position to formulate policies.

4. More specifically, they look for rationality or purposefulness in human
actions and economic institutions.

5. Economic actions of workers, producers, and consumers, of course, also
produce personal economic benefits.

6. Also economics gives the individual as a consumer and worker some
insights as how to make wiser buying and employment decisions.

7. How can one “hedge” against the reduction in the purchasing power of
the dollar which accompanies inflation?

8. In spite of its practical benefits, however, the reader must be aware that
economics is mainly an academic subject.

9. It gives us a bird's-eye view of the economy.

10. Micro-economics is useful in achieving a worm’s-eye view of some very
specific component of our economic system.

11. Economics deals with the activities by which humans can earn a living
and improve their standard of living.

12. Economics is academic and of little value because it does not teach the
student how to earn a living.

13. Economics enables us to predict the economic consequences of many
human actions.

14. One of the widely (though not universally) accepted economic goals
is an equal distribution of income.

15. The first step in the formulation of an economic policy, the statement
of the goal or desired result, may be an occasion for disagreement because
different people may have different and conflicting goals.
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Exercise 11. Translate the sentences from Russian into English.

1. Poct undasanuu Bemetr 3a coOOM CHM)KEHHE IMOKYMAaTeIbHOM CIOCO0-
HOCTH HACEJICHUS.

2. Eciam noxoabpl KOMIIAHWU TPEBBIMIAIOT PACXOJIbl, TO MOXHO TOBOPHUTH
00 yCIIEIIIHOM PYKOBOJICTBE KOMITAHUEH.

3. IlpousBoacTBO U mMOTpeOJIECHUE TOBAPOB W YCIYT PACCMaTPUBAIOTCS
C TOYKH 3pPEHHS OOIIECTBA B I[E€JI0M, a HE C TIO3UITUU OTJEIHLHOTO MOTPEOUTEIS.

4. PacmupeHue MporpaMM COIUAIBHON MOMJEPKKU BCET/Ia HAXOIUTCS
1o/ NPUCTAIbLHBIM BHUMaHUEM PYKOBOJICTBA.

5. I'maBHag Hamia 3a00Ta — MOBBIIIEHHE €XErOJHOTO A0XO0[a, OJjaro-
COCTOSIHUSA U B 1I€JIOM YPOBHS KU3HU HAILIUX COTPYIHUKOB.

6. 3amaya OM3HEca — YJOBJETBOPEHUE HYXJ W MOTPEOHOCTEH MOTpeOu-
TEJICH.

7. 3HaHHE PKOHOMHKH MOMOTaeT MOTPEeOUTENsIM MOHATh CYTh MPOUCXO-
JAIIAX COOBITUM M TPHUHSATH MPABUJIBHBIE PEIICHUsS MO MOBOJY TOr0, KaK CO-
BEpIIaTh BBITOJAHBIC MOKYMKHU, BO YTO BKJIAJbIBATh COEPEKEHUsS, KaK YBEJH-
YUTh CBOU JIOXOJBI.

8. DKOHOMHMKa CBSi3aHa C HWCHOJIb30BAHMEM OIPAHUYEHHBIX PECYPCOB
B MIPOM3BOJICTBE TOBAPOB M YCIYT IS YAOBJIETBOPEHHS MaTepHabHBIX I10-
TpeOHOCTEH.

9. CymiecTByeT TpY OCHOBHBIE KaTETOPHHU J0XO0/1a: aKTUBHBIN T0X0/, Tac-
CHUBHBIH JIOXOJI U IOXOJI OT MOPT(deIIst IEHHBIX OyMmar.

10. ITaccuBHBIA T0X0J — 3TO MPUOBLIH HAa aKIIUH, IIPOIICHTHI, ICHCUOHHBIC
BBITUIATHI, BEIUTPHIIIN B JIOTEPEI0, paboTa B UHTEPHETE U MPUPOCT KaruTaia.

PHRASAL VERB GET

nepeaBwraTbes,
nepeMeLLaTb cs

get
namo nﬂ

34



Exercise 12. Fill in the gaps with a proper word.
1. He was very angry. He opened the door and told her to get ...... .

2. We have enough food in the backpack to get .......... until we arrive at
the camp.

3. A month after they broke up, she said that she had gotten ...... him.

4. But when he called him, she got ........ to him in a moment.

5. In high school, gossip gets ............ very quickly.

6. He talked and talked, and I just couldn’t understand what he was
getting.........

7. You’ll have to tell her the truth. There is no way you can get ..... it.

8. I know the exam is hard, but don’t worry, you can get ............ it.

9. He hired a very good lawyer and got ..... murder.

10. She dropped her pen to the floor. He got ..... and picked it up for her.

Exercise 13. Make up the sentences.
1. What, from, do, time, normally, home, you, get, home, work?
I, around, got, her, to, calling, yesterday, finally.
It's, should, getting, we, late, go.
The, up, clapping, and, whole, got, started, audience.
We, at, get, should, off, the, stop, next .
Time, you, what, do, get, work, off?
Get, homework, your, on, with.
He, go, to, University, to, Oxford wanted, in, but, didn't, he, get.
What, night, you, time, did, get, last, in?
O I, know, don't, so, how, money, he, little, gets, by, on.

SYENAUE LN

PE3IOME

[ ————————— —————— T — — T — — — — — — — — — — — — — — — — — — — —— — — —— — ————— — — ——

Cmpykmypa pe3stome
[lepconanbHble TaHHBIE
OmnbIT pabOTHI
O6pazoBanue
JInyHble KauecTBa U yMEHUS

Buipaoicenus, ucnonv3yemvie 8 peziome
Ilepconanvuvie danHvle
name — UMs
address — aapec
telephone — tenedon
e-mail / email — afpec 37€KTPOHHOI MOYTHI
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/clap_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/whole_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/start_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/audience
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/stop_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/time_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/work_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/homework
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/your
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/wanted
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/night
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/time_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/know_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/money
http://www.correctenglish.ru/business/resume/word-list/#personal-information
http://www.correctenglish.ru/business/resume/word-list/#work-experience
http://www.correctenglish.ru/business/resume/word-list/#education
http://www.correctenglish.ru/business/resume/word-list/#personal-skills-and-competences

nationality — HaIIMOHAIBHOCTH

date of birth — nara poxxnenus

marital status — ceMelfHOE TIOJIOKEHHE

single — xonocCT, HE )KeHaT, HE 3aMyXeM

married — )KeHaTbIN, 3aMYKHSS

married with two children — sxeHaTbIii, 3aMy>KHsIsl ¢ IBYMS I€TbMHU
divorced — pa3BeieHHBIN(-as1)

widowed — BI1oBa, BJIOBEI]

Onvim pabombwi

experience — OmbIT

employment history — npeapiayiiyue Mmecta padboThbl

related experience — onbIT TOJ00HOM pabOTHI

internships — cTaxxupoBka

employer — paboTomarenb

occupation / position — JOJDKHOCTD / TTOJI0KECHUE

activities and responsibilities — e TeTPHOCTh U OTBETCTBEHHOCTH

Obpa3zosanue

education and training — 06pazoBaHue 1 Kypchl

primary school — HaganpHas mKoJa

secondary school — cpennsis mkosa

qualification — kBasidukarus

O levels, GCSE (BrE) — arrecrat o cpeaneM o0pa3oBaHUU

A levels, High School Diploma (AmE) — aTTectar BbICIIeH MIKOJIBI
training / vocational training — oOy4enue / npodeccCHoHAIbHOE 00yUYeHUE
internship — craxxupoBka

degree in / diploma in — cTenens / TUTIIIOM

Jluunvle Hasviku u ymeHus

personal competences / competencies — yMeHUs, CHOCOOHOCTH
personal skills — mnaHBIC HABBIKK

computer skills — HaBbIKH PabOTHI C KOMITBIOTEPOM

mother tongue — poIHO# S3BIK

foreign languages — ”HOCTpaHHBIE SI3BIKA

Exercise 14. Read the curriculum vitae (CV) and translate it.
"The Larches'

Hudson Way

Larswick

Somerset

TA12 6MX
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tel. 0181 345 2126

e-mail: emily@yahoo.co.uk

Profile

Enthusiastic, responsible graduate with a Postgraduate Printing and Publishing
Certificate and good organizational skills.

Able to work independently using initiative and as part of a team to tight
deadlines.

Qualifications and training

Postgraduate Certificate in Printing and Publishing, London Institute

'A' level English, History, French

Experience

* Three months' work experience with World-English Press, a company involved
in writing, editing, and publishing English as a second and foreign language
texts.

* Word Processing and general office administration.

* Work with an Apple Mac using Claris works.

* Work experience at Reed Promotional Publishing and Oxford University Press.
* Currently working with World-English Press as a paid employee with
increased responsibility.

Interests

Cinema and theatre going.

References

Dr J. M. Eastwood.

Exercise 15. Write your own curriculum vitae (CV).

UNIT 4. Business and Culture

o What cultures affect international managers?
o What is the failure of pay-for-performance?

Read TEXT 1 and put its paragraphs in the right order.

1. Even with experienced international
companies, many well-intended
‘universal’ applications of management
theory have turned out badly. For
example, pay-for-performance has in
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many instances been a failure on the
African continent because there are
particular, though unspoken, rules about
the sequence and timing of reward and
promotions.

Similarly, management by objectives
schemes have generally failed within
subsidiaries of multinationals in southern
Europe, because managers have not
wanted to conform to the abstract nature
of preconceived policy guidelines.

2. Take a look at the new breed of
international managers, educated
according to the most modern

conve rsatlon management philosophies. They all know

that in the SBU, TQM should reign, with
company products delivered JIT, where CFTs

distribute products while subject to MBO.
(SBU = strategic business unit TQM =
total quality management, JIT = just-in-
time, CFT = customer first team, MBO =
management by objectives.)

But just how universal are these management

THE

Bgﬂﬁ;ﬁgﬁ%ﬁffﬁ:ﬁ?s solutions? Are these 'truths' about what

PEOPLE & SOCIAL MEDIA effective management really is: truths that
can be applied anywhere, under any
circumstances?

3. In every culture in the world such
phenomena as authority, bureaucracy,
creativity, good fellowship, verification
and accountability are experienced in
different ways. That we use the same
words to describe them tends to make
us unaware that our cultural biases and
our accustomed conduct may not be
appropriate, or shared.
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. Even the notion of human-resource

management is difficult to translate to
other cultures, coming as it does from a
typically Anglo-Saxon doctrine. It
borrows from economics the idea that
human beings are ‘resources' like
physical and monetary resources. It tends
to assume almost unlimited capacities for
individual development. In countries
without these beliefs, this concept is hard
to grasp and unpopular once it is
understood. International managers have
it tough. They must operate on a number
of different premises at any one time.
These premises arise from their culture or
origin, the culture in which they are
working, and the culture of the
organization which employs them.

Exercise 1. Give Russian equivalents.
1) universal applications
2) pay-for-performance
3) reward and promotions
4) preconceived policy guidelines
5) under any circumstances
6) cultural biases
7) accustomed conduct
8) human-resource management
9) monetary resources
10) without these beliefs.

Exercise 2. Give English equivalents.
1) ombITHBIE KOMITAHUU
2) ocoOble mpaBuIIa
3) ympaBlIeHHE 1O HEJISIM
4) HOBOE MOKOJICHHE
5) pacnpocTpaHsTh IPOTYKTHI
6) xopoiue /TEmble/ OTHONIECHUS
7) TpoBepka, KOHTPOIb
8) HeorpaHWYCHHBIC BO3MOKHOCTHU
9) BO3HUKATH U3 YbEH-TMOO KYJIbTYPHI
10) uaAMBUTyaIbHOE Pa3BUTHE.
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Exercise 3. Match the words on the left with those on the right.

1) tohave appropriate

2) to conform unaware

3) totake a look

4) to distribute a failure

5) tobe words

6) touse products

7) tobe managers

8) to borrow to other cultures
9) to translate to the guidelines
10) to employ from economics.

Exercise 4. Fill in the gaps in the summary given below.

With direct dialling, you go straight ..... to the number of the person you
want in the UK, and you pay in the country you’re in. All you need to know is
the telephone number in the UK, which is .......... up of the phone number
itself, and its area code, e.g. 0272 (area code for Bristol).

When ......... from abroad you must always omit the initial “0” of the area
code. The only other .......... you need is the international code for the UK
which you must dial first. This will ......... from country to country.

Remember, for direct dialling you will need to know:

INTERNATIONAL CODE FOR THE UK

UK AREA CODE (LEAVING OUT INITIAL “0)

LOCAL NUMBER.

Read TEXT 2 and answer the question «What is culture?»

Background | ‘Toyworld’ is a profitable toy retailer based in Seattle,
US, with subsidiaries in over 30 countries. ‘Toyworld’
buys its products from suppliers all over the world.

Mr Lee Chung, head of a toy manufacturing firm based in
Guandong, China, is going to visit the world subsidiary in
your country. He will be accompanied by his Export
Manager, John Wong. The purpose of his visit is to get to
know world's management better and to learn more about
the company. He may set up a joint venture with
‘Toyworld’ he has confidence in them and consider them
to be a suitable partner. This 1s Mr Chung and Mr Wong's
first visit to your company, and to your country.

Task 1 You are members of the planning committee for Mr
Chung's visit. Read the documents. Then, plan a draft
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programme in small groups. After that, compare your
ideas with the rest of the class and produce the final
programme.

1. Chinese relationships are built on personal trust and
respect. Everything you do during the visit must
show that you consider Mr. Chung and Mr. Wong to
be important people.

2. Relationship building activities and a successful
social programme will be more important than the
business meeting.

3. Mr. Chung communicates fairly well in English, but
has some problems understanding difficult
expressions. Mr. Wong has a much higher level of
English.

Task 2 1. Both men are rather fussy about food. For example,
Mr Chung was unhappy when he had to attend a
wine and cheese party last year he hates cheese!
They both enjoy high quality alcoholic drinks.

2. Your visitors will expect to have some basic
information about ‘Toyworld’, and to be offered
activities which give them a better understanding of
the company.

3.Mr. Chung and Mr. Wong will be particularly
interested in your warehousing facility and in your
sales network.

Exercise 5. Tick the statements you agree with.

It is important to exchange business cards.

It is important to shake hands.

It is important to kiss.

It is important to socialize with colleagues.

It is important to have small talk before meetings.

It is important to accept interruption.

It is important to use the first names.

It is important to be formal (how you dress, how you talk to colleagues, what
names you use, etc.).

It is important to be punctual.

It is important to have humour.

It is important to give presents.

It is important to be direct (saying exactly what you think).
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Exercise 6. Put the following in order of your importance.
Climate?
Institutions?
Ideas and beliefs?
Cuisine?
Language?
Arts?
Religion?
Geography?
Social customs and traditions?
Historical events?
Ceremonies and festivals?

Exercise 7.1. Study the information.

Community- a group of people with the same interests, nationality, job, etc.
Share -to have the same interest/opinion, etc as someone else.

Common - belonging to or shared by two or more people or things.
Nuance — a very slight difference in meaning, appearance, sound, etc.
Communication — the act of communicating with other people.

Norm — the usual way that something happens.

Etiquette — rules about what is polite and correct behaviour.

Culture - the habits, traditions, and beliefs of a country, society,

or group of people.

Exercise 7.2. Fill in the gaps with a proper word given above.
1. Short-term job contracts are the ......... nowadays.
2. Linguists explore the ................ s of language.
3. Weareindirect ................... with Moscow.
4. English has some features................. to many languages.
5. They ............... a love of gardening.
6 He was honoured asa .................. leader.
7. It's a good opportunity for children to learn about other .................. S.
8 Her failure to respond to the invitation was a serious breach of
9. The two countrles havealotin.................
10. Facial expressions are very important for nonverbal .................. .

Exercise 8. Match the words to their definitions.
1) to initiate
2) to start
3) to begin
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/group_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/interest_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/nationality
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/job
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/interest_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/opinion
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/else
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/belong
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/share_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/slight_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/difference
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/meaning
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/appearance
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/sound_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/act_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/communicate
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/usual
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/happen
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/rule_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/polite
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/correct_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/behaviour
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/habit
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/tradition
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/belief
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4) to communicate
5) to interact
6) to behave
7) to treat
8) to deal
a) to share information with others by speaking, writing, moving your
body, or using other signals
b) to talk and do things with other people
c) to do or say things in a particular way
d) to make something begin
e) to begin doing something
f) to start to do something
g) to behave towards or deal with someone in a particular way
h) to talk to someone or meet someone, especially as part of your job.

Exercise 9. Fill in the gaps with a proper word given above.

1. She felt she'd been unfairly .............. ed by her employer.

2. She'susedto............. ing with difficult customers.

3. The program was ............. ed by the state government.

4. We ..o work at nine o'clock.

5. She .ooviiiiiii her career as a journalist on a local newspaper.
6. Atschool, teachers say he ................ ed well with other students.

7. Wecannow ...........oeevvnnnns instantly with people on the other side of
the world.

8. Theyare................... ing like children.

9. T admire her forthright way of .................... ing with people.

10. He oovvvviie, s her really badly.

Exercise 10. Translate the sentences from English into Russian.

1.

Much of today's business is conducted across international borders.

2. The nuances and expectations of business communication might differ

3.

greatly from culture to culture.

A lack of understanding of the cultural norms and practices of our business
acquaintances can result in unfair judgments, misunderstandings and
breakdowns in communication.

When things that we are used to are done differently, it could spark the
strongest reactions in us.

The best thing to do is to listen and observe how your conversation partner
addresses you.

In countries like the United States, Australia and Britain, smiling is often
interpreted as a sign of openness, friendship and respect, and is frequently
used to break the ice.

43


https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/share_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/information
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/others
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/speak
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/moving
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/your
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/body
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/signal_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/talk_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/particular
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/begin
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/begin
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/start_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/behave
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/deal_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/particular
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/talk
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/meet
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/especially
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/part
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/your
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/job
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/felt_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/unfair
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/employer
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/dealing
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/difficult
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/customer
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/program_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/state_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/government
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/work_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/career_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/journalist
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/local_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/newspaper
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/school
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/teacher
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/student
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/instantly
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/side
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/world_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/children
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/admire
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/forthright
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/dealing
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/people
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/badly

7. A famous Russian proverb states that 'a smile without reason is a sign of
idiocy' and a so-called 'smile of respect' is seen as insincere and often
regarded with suspicion in Russia.

8. An American or British person might be looking their client in the eye to
show that they are paying full attention to what is being said.

9. Having an increased awareness of the possible differences in expectations
and behaviour can help us avoid cases of miscommunication.

10. It is vital that we also remember that cultural stereotypes can be detrimental
to building good business relationships.

11. The knowledge of the potential differences should therefore be something
we keep at the back of our minds, rather than something that we use to
pigeonhole the individuals of an entire nation.

12. The majority of the global business community might share the use of
English as a common language.

Exercise 11. Translate the sentences from Russian into English.

1. TloHuMaHHE OCHOB YEJIOBEYECKOIO IMOBEACHMSI MMEET pellarollee 3Ha-
YeHHe IJIs1 yIydllleHus Ou3Heca.

2. B omnpeneneHHbIX HepapXUUYECKH OPraHU30BAHHBIX KYyJIbTypax >KEH-
IIMHBI PEIKO 3aHMMAIOT PYKOBOSIIKE JOJKHOCTH B KOMMEPUYECKHUX OpIaHHU-
3alusX.

3. Kak Bectu Ou3Hec B Jpyrux KyjibTypax, HE oOWXkasi KJIMEHTOB U [ie-
JIOBBIX NMaPTHEPOB, — OYEHb BaXKHBII BOIIPOC.

4. TlyHKTyaJIbHOCTb SIBJISIETCS 00s3aTENIbHOM JIJISi TOCTEH, HO CaMU X03si€Ba
JTAJIeKO HE BCErja CIEAYyIOT €i, MO3TOMY He HEpBHMYANTE, €CIU Balll HapTHEP
OMa3/bIBaeT.

5. Hekoropble KOMITAaHUU TPOSBISIOT OTPOMHBIH MHTEPEC M JIEMOHCTpH-
PYIOT HENOJJAENIbHOE YBAKEHHE K KYJIbTYpE CTpPaHbl, B KOTOPOW pa3MenaroT
CBOE MPOMU3BOJICTBO WM O(HC.

6. IlpakTudecku BO BCEX 3amagHBIX KOMMAHUSIX CYIIECTBYIOT TpeOOBaHUS
K CTUJIIO OZI€K]IbI IEpCOHAA.

7. HWcnonb3yiiTe 110060€ 001IEHUE C MHOCTPAHIIAMH KaK YHUKAJIbHBIN IIAHC
noOJKe TMO3HAKOMUTBCS € JPYrod KyJlbTypOH H TPOJBUHYTHCS B COO-
CTBEHHOM Pa3BUTHUHU.

8. Bcrynas B nenoBble OTHOIIEHUS, HAJO BCETAa UMETh B BUAY, UTO JIOAU
CMOTPAT Ha Bac, KaK Ha MPEICTaBUTENS BAIIEr0 roCcyJapcTBa U Balllero Hapoja.

9. Bcrynas B JenoBble KOHTAaKTbl, HEOOXOAMMO MPOSBIATH TaKXKe OIpe-
JIEJIEHHOE YyBCTBO TEPIHUMOCTH K IpaBaM APYTUX HAPOJIOB.

10. lns  OGonpIMHCTBA 3alajHbIX CIEUUAINCTOB pas3roBOpsl O padore
B paMKax He(hOpMaJIbHOrO OOIEHUS B IPUHLIUIIE HEOIYCTUMBI.
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PHRASAL VERB LOOK

BB PHRASAL VERBS 3B

Could you look after the kids for an hour?
to protect or take care of sby/sth

I ook up to nurses and doctors. after O _Rich people look down on others.
admire sby o o feel you are superior to sby
Q- >
> o
>
t!‘)"to'hﬁd'"fﬂ L up IOOk for be trying to find

Ir1 don't know the meaning. {rriosidngoraion

I just look it up on google.

O
o *b-
e >
quickly examine sth —#* {\$ excited about a future event
I dicln’t study: [ just looked over ;@ I'm fooking forward to going

my notes this morning. o ut home for Christmas.

watch and be careful
Look out! The glass is going to fall.

© CORK ENGLISH TEACHER (@) (@)

Exercise 12. Fill in the gaps with a proper word.
1. Icanlook...... your cat for you while you are away.
2. Tamlooking .......... to graduation ceremony this year.
3. It was very difficult to look ............ old people.
4. Students had looked ........... to the summer holiday for months.
5. The hungry child was looking .......... to the meals at that shop.
6. Idon’t have much time to look ......... before returning to Paris.
7. We want to buy a car so can we look ........ tomorrow?
8. She looked ...... but she didn’t find the keys.
9. Theard a voice last night and looked ....... to see what happened.
10. Have you had a chance to look .......... the historical places.

Exercise 13. Make up the sentences.
1. They, looking, again, to, seeing, were, the, forward, grandchildren.
2. If, look, the, after, shoes, you, last, they, lot, a, longer.
3. Look, coming, out — a, there's, car!
4. Are, up, looking, things.
5. Looked, the, 1, it, up, dictionary, in.
6. I've, catalogues, a, through looked, few.
7. Management, cutting, at, is, ways, costs, looking, of.
8. They, the, are, looking, the, causes, of, into.
9. I'm, written, what, looking, you've, looking, over.
10. Could, me, for, contact, help, look, my, you, lens?
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OPOPMIIEHUE KOHBEPTA

United States

| Write the name of the recipient.

| Hanuwwume ums nonyuamens.

| This could be a person or an organization, depending on where your letter
i is going. If possible, try to name a person as the recipient instead of listing

I an entire organization — your letter is more likely to get someone's attention

| that way. Make sure to use formal titles, such as "Mr.," "Ms.," "Dr.," or

| whatever the person's title may be.

| Write the name of the organization on the second line.

i Bo emopotui cmpoke ykasicume Hazeanue opeaHuzayui.

I For instance, if you're writing to Paul Smith about a business matter and he
| works for Widgets, Inc., you'd write "Paul Smith" on the first line and
"Widgets, Inc." on the second.

I Write the street address or post office box number on the third line.
| Hanuwume aopec unu Homep noumoso2o Auuka 6 mpemseli Cmpoke.

(such as "400 West" instead of simply "400") or suite numbers.

Write the city, state and ZIP code on the last line.
B nocnedneti cmpoke yxkaxcume 20poo, wimam u noumoswvlil UHOEeKc.
The state should be abbreviated with two letters instead of spelled out.

United Kingdom

| Write the name of the recipient on the first line.

| Hanuwume ums nonyuamensi 6 nepeotl cCmpoke.

| Include any necessary titles. You can probably skip titles for close friends
i and family members, but you might consider including them for

I government officials, military personnel, doctors, professors or elderly
i people. This could be a person or an organization.

1

i Write the address number and name of the street on the second line.

| Bo emopou cmpoke nanuwiume HomMep aopeca u Ha36anue Yiuyboi.

I It's important that you write the number first and the street second.

| For example: 10 Downing St.

|
|
i Name the town or city on the third line.
| Hazoeume 20po0 6 mpemuveti cmpoxe.

| For example: London.

1

1

If you're writing a street address, be sure to include any directional notation



Write the name of the county on the fourth line (if applicable).

Hanuwume nazeanue oxpyza 6 uemeepmoti cmpoke (eciu npumMeHumo).

If, for instance, you're sending a letter to London, you probably don't need
to write the county. But if you're sending a letter to a rural area, including it
might be a good idea. If you know any other principal subdivisions, such as
the province, state, or county, then include that as well.

Write the postal code on the last line.

Hanuwume noumogwiii unoexc 6 nociieoneli cmpoke.

For example: SWIA 2AA.

Include the name of the country (if applicable). If you're posting the letter
from outside of Great Britain, write "UK" or "United Kingdom" on the last
line.

Ireland
Write the name of the recipient on the first line.
Hanuwume ums nonyuamens 6 nepgotl cmpoxe.
This could be a person or an organization. Include any necessary titles. You
can probably skip titles for close friends and family members, but you
might consider including them for government officials, military personnel,
doctors, professors or elderly people.

Write the name of the house on the second line (if applicable).

Hanuwume nazeanue doma 60 6mopou cmpoke (eciiu npUMeHUMOo).

This is especially relevant in rural areas where houses or estates are known
by name instead of by address. For example, you could write Trinity
College Dublin.

Write the street on the third line.

Hanuwume ynuyy 6 mpemweti cmpoxe.

You can include the street number if you only have the street address.
If you know the name of the estate, though, the street name alone should
be enough. For example: College Green.

Write the name of the town or city on the fourth line.

Hanuwume nazeanue 2copooa 6 uemsepmoti cmpoxe.

If you're sending a letter to Dublin, you'll need to follow the city name with
a specific one- or two-digit postal code for that area of the city. You could
write, Dublin 2.

Write the name of the county on the fifth line (if applicable).
Hanuwume nazeanue oxpyaa 6 namou cmpoke (eciu npuMeHumo).




If you're sending a letter to a major city like Dublin, you probably don't
need the county. If you're mailing to a rural area, though, you do.

Note that in Ireland, the word "county" comes before the name, and is
abbreviated "Co." So, for example, if you're sending a letter to County
Cork, you'd write "Co. Cork" on the envelope.

Exercise 14. Match the information given below and the numbers on the
envelope.
e the town the letter comes from
the country in the mailing address
the country the letter comes from
the town in the mailing address
the sender
the addressee’s house number.

(1) Simon & Schuster Co
(2) Upper Saddle River, NJ 07458
(3) USA

Tata Steel Rail

(4)1. Skinningrove
(5)York YO1 6YH
(6)United Kingdom

Exercise 15. Match the information given below and the numbers on the
envelope.
e the house number in the return address

e the town the letter comes from
e the country in the mailing address
o the addressee
e the town in the mailing address
e the street name in the mailing address.
Mrs. Stele
(1)12 Mansfield Road
(2) Stratford-upon-Avon CV37 7JT
United Kingdom
(3)SLZ Agency
101(4)Koala Bark Dr
(5)New Canberra WA 1234
(6)Australia
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UNIT 5. Management

e What are the duties of managers?

e How do you understand the words “business” and
“management?

Read TEXT 1 and put its paragraphs in the right order.

1. Our society is made up of all kinds
of organizations, such as companies,
government  departments, unions,
hospitals, schools, libraries, and the
like. They are essential to our
existence, helping to create our
standard of living and our quality of
life. In all these organizations, there
are people carrying out the work of
a manager although they do not
always have that title. The vice-
chancellor of a wuniversity, the
president of a students’ union or a
chief librarian are all managers. They
have a responsibility to wuse the
resources of their organization
effectively and economically to
achieve its objectives.

2. Are there certain activities common
to all managers? Can we define the
task of a manager? A French
industrialist, Henri Fayol, wrote in
1916 a classic definition of the
manager’s role. He said that to
manage is ‘to forecast and plan, to
organize, to command, to coordinate
and to control’. This definition is still
accepted by many people today,
though some writers on management
have modified Fayol’s description.
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The principles of radical management
Delight
/ customers

Communications: Managers enable

sell-organizing teams

conversation

From value
fovalues

The principles are self-remforcing & interlocking

Instead of talking about command,
they say a manager must motivate or
direct and lead other workers.

.On the other hand, middle

management and supervisors are
generally making the day-to-day
decisions which help an organization
to run efficiently and smoothly. They
must respond to the pressures of the
job, which may mean dealing with an
unhappy customer, chasing up
supplies, meeting an urgent order or
sorting out a technical problem.
Managers at this level spend a great
deal of time communicating,
coordinating and making decisions
affecting the daily operation of their
organization.

. Furthermore, they must select people

for the jobs to be done. For this, they
not only need analytical ability but
also understanding of human beings.
Their third task is to motivate and
communicate effectively. They must
be able to get people to work as
a team, and to be as productive
as possible. To do this, they will
be communicating effectively with
all levels of the organization —
their superiors, colleagues, and
subordinates. To succeed in this
task, managers need social skills.
The fourth activity is measurement.
Having set targets and standards,
managers have to measure the
performance of the organization, and
of its staff, in relation to those targets.
Finally, managers develop people
including themselves.
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Exercise 1. Give Russian equivalents.
1) government departments
2) astudents’ union
3) the day-to-day decisions
4) certain activities
5) to run smoothly
6) to chase up supplies
7) to set targets
8) to select people
9) to succeed in the task
10) to forecast.

Exercise 2. Give English equivalents.
1) nomxHOCTH (Ha3BaHUE JOJKHOCTH)
2) KayecTBO KU3HU
3) uCIoJIB30BaTh PECYPCHI
4) MEHEIKMEHT CPETHErO 3BeHa
5) HeIOBOJILHBIN KIUCHT
6) BBINOJHUTH CPOYHBIN 3aKa3
7) paboTaTh B KOMaHE
8) MNomYMHEHHBIC
9) ynpaBiATH
10) xomaH0BaTh.

Exercise 3. Match the words on the left with those on the right.

1) to create work

2) to carry out a responsibility
3) to have a description

4) to achieve the performance
5) to sort out workers

6) to measure standards

7) to define objectives

8) tolead problems

9) tobe tasks

10) to modify essential.

Exercise 4. Fill in the gaps in the summary given below.

Inmy ............ we set clear goals and targets for a fixed period of time.
We try to make it worth people’s time to .......... those targets through our
performance-related .......... scheme. We have regular meetings to see if
everyone is on track during that period of ........... and at the end we have an
appraisal ............ to evaluate the work that has been done.
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Naturally, if we find that the deadlines were too tight or things didn’t get
done because of factors beyond our ............ , we sometimes adjust schedules
to more realistic time frameworks.

I like to get in ........... before the rest of my ......... and design the daily
work schedule of each team member. That way I feel very much in control and
that [ have a hand in every ............ . My staff know that I like to be involved
in every decision and they always consult me when they run into problems.
We’ve been ........ successfully like this for years in the company and I find that
it people to have a strong leader heading operations. They have their
own .......... , naturally, but when it comes to the important .............. it’s me
who makes them.

Read TEXT 2 and answer the question «What is the difference between
a manager and a leader?»

People Businessman is an owner, an executive can sit
on the board, or the board of trustees.

Manager is a person who is not an owner but
hired to organize, control or conduct a business.

Levels of management are first-line
management, middle, top.

First-line managers are supervisors, managers
who are responsible for the daily supervision of
non-managerial employees.

Middle managers are managers who surpervise
first-line managers and are responsible for finding
the best way to use resources to achieve
organization goals. Their main job is to develop
skills and know-how, such as manufacturing or
marketing expertise, that allow the organization to
be efficient and effective.

Top managers establish organizational goals,
decide how departments should interact, and
monitor the performance of middle managers.
They report to the company’s chief executive
officers (CEO).

Top management team is a group composed of
the CEO, the president, and the heads of the most
important departments.

Business is the work of buying or selling
products or services for money.
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Management is the planning, organizing,
leading, and controlling of resources to achieve
goals effectively and efficiently.

Planning is choosing appropriate
organizational goals and courses of action to best
achieve those goals.

Organizing is establishing task and authority
relationships that allow people to work together to
achieve organizational goals.

Leading is motivation, coordination, and
energizing individuals and groups to work
together to achieve organizational goals.

Controlling is establishing accurate measuring
and monitoring systems to evaluate how well the
organization has achieved its goals.

Resources are assets such as people,
machinery, raw materials, information, skills, and
financial capital.

Exercise 5. Tick the statements you agree with.

He regularly works an eleven hour day, starting around eight and finishing
around seven at night.

He spends a lot of time talking to people on the telephone but he never sends
memos.

He rarely holds board meetings. He makes decisions on the phone or on the
tennis court.

He has a good memory and he writes people’s names on his hand so he
doesn’t forget them.

He invites every single one of his 10,000 employees to a party at his home
every year. The last party cost around 1100,000.

He continually questions his employees about every aspect of the business
and he tries to pick holes in their arguments to find out whether their ideas will
work.

If he becomes annoyed in meetings, he leaves the room. He hardly ever loses
his temper.

He employs people he likes personally. This is more important to him than
qualifications.

He has had several business failures in the past and nearly went bankrupt
several times but he has always survived. He puts his success down to good
ideas, good people, and good luck.

He didn’t go into business to make money. He went into business because he
wanted a challenge.
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Exercise 6. Put the following in order of your importance.
Fear can make people work hard.
The best motivation is money.
Keep staff happy.
Recognition, reward, appraisal — main management tactics.
To create a positive working environment.
To recognize achievements.
To give workers autonomy.
To work without constant supervision.
To use feedback mechanisms.
To practise conflict resolution.

Exercise 7.1. Study the information.

Director — an important manager in an organization or company.

Head — the person who is in charge of an organization.

Manager — someone in control of an office, shop, team, etc.

Colleague — someone that you work with.

Staff- the people who work for an organization.

Employer — a person or company that pays people to work for them.
Employee — someone who is paid to work for a person or company.

Worker — someone who works for a company or organization but does not
have a powerful position.

Exercise 7.2. Fill in the gaps with a proper noun given above.
1. He was appointed as company .......... last year.
2. A copy of the report was circulated to each ................ .
3. A good boss listens to his ............... S.
4. He knows how you are a valued ................
5. Your former ............... holds you in quite hlgh regard.
6. He'sasteady........... :
7. She'sthe ................. of the local sports club.
8. The company hasa ............... of over 500 employees.
9. Heisthe............ of an oil company.
10. She discussed the idea with some of her .............. S.

Exercise 8. Match the words to their definitions.
1) organization
2) centre
3) office

4) company
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5) enterprise

6) firm

7) agency

8) bureau
a) a building, office, etc. that is used for a particular business or activity
b) an organization that sells goods or services in order to make money
c) a group whose members work together for a shared purpose in a
continuing way
d) an organization, especially a business, or a difficult and important
plan, especially one that will earn money
€) an organization or a business that collects or provides information
f) a room or part of a building in which people work, especially sitting
at tables with computers, phones, etc., usually as a part of a business or
other organization
g) a company offering a professional service, for example a company of
lawyers
h) a business that represents one group of people when dealing with
another group.

Exercise 9. Fill in the gaps with a proper word given above.

1. He works for a software ...... that makes software.

2. The retailer has a customer service .................. :

3. Labor ..................... s have contributed heavily to the Democratic
campaigns.

4. Ididn't leave the ............ until eight o'clock last night.

5. The holiday was cancelled so the travel ........... had to refund
everybody the price of the tickets.

6. The ................ agency secured the contract on the back of their

previous successful campaigns.
7. She's just started working for an accounting............... :

8. Don't forget this is a commercial ............... — we're here to make
money.

9. The data is then sent on to the Census ............... :

10. Last year, the environment ............. was upgraded to a ministry.

Exercise 10. Translate the sentences from English into Russian.

1. There is an opinion that to be an effective manager you must help your
subordinates to satisfy their needs. In the mid-1950s, A. H. Maslow,
a pioneer in management psychology, put forward the theory that there
are five basic needs which people aim to satisfy.

2. Physiological needs: the basic need for food, clothing, shelter.

3. Safety needs: the need for security, continuity, protection against
anything that threatens an organized orderly existence.
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4. Social needs: the need to belong and be accepted in a social context.

Esteem needs: the need to have status and others’ respect.

6. Self-fulfillment needs: the need to feel fulfilled through the creative use

of your natural aptitudes and practiced skills which leads to ‘self

actualization’.

A manager often has a staff of people who report to him or her.

Certain departments within a company designate their managers to be

line managers, while others are known as staff managers, depending

upon the function of the department.

9. As an example, a restaurant will often have a front-of-house manager
who helps the patrons, and supervises the hosts.

10. An executive director is the senior operating officer or manager of an
organization or corporation, usually a non-profit.

11. Their duties are similar to those of a chief executive officer (CEO) of
a for-profit company.

12.The executive director is responsible for strategic planning, working
with the Board of Directors, carrying out the Board's decisions, and
operating within a budget.
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Exercise 11. Translate the sentences from Russian into English.

1. JlesaTenbHOCTh JIOJIEeH, BBIOJHSIONIMX pabOTy MEHeIKepa, 3aBUCUT OT
YPOBHSI, HA KOTOPOM OHH pabOTaroT.

2. Jlupektopa KOMIIAHWW NPUHUMAIOT CTPATETUYECKUE PEUICHUs, a Me-
HEJKEPHhl CPEIHEr0 3BE€HA HECYT OTBETCTBEHHOCTh 34 €KEIHEBHYIO JESTEIb-
HOCTb OpPraHU3aINH.

3. CraButh 3aauu, MPUHUMATH PEIICHUS, TTOOUPATh MEPCOHAI, pacIpe-
JESATh padoTy, OIIEHUBATH PE3YJIBTATHI — 3TO TOJHKO HEKOTOPHIE 00S3aHHOCTU
MEHEKEPOB.

4. Kak 3amHTEepecoBaTh JIOJel B paboTe, KaK 3aCTaBUTh MX pabdOTaTh W
paboTaTh MPOAYKTUBHO — CYIIECTBEHHas MpooOsiema, CTosias mepei Kakaou
OpraHU3aIUEN.

5. JledaTenbHOCTh OPraHU3alMy 3aBUCUT OT XOPOILIETO PYKOBOJICTBA.

6. MeHemxkepbl JOJDKHBI YMETh OICHUTH JACSITEIBbHOCTh OpPraHU3alluu U
BCETO IITaTa COTPYIHUKOB IO TOCTUKEHUIO HAMEUYCHHBIX 1IEJICH.

7. SIBusercs au 3a00Ta O MOIYMHEHHBIX 00SI3aHHOCTHIO HaYaIbHUKA?

8. OcHOBATh U PYKOBOJIUTH KOMITAHUEN MOKET HE KaXKIbIH.

9. HauvanbHUKHU — 9TO HEOOSA3aTENBHO JIIOJU, KOTOPHIX BCE JIOOST U KOTO-
pbIE B XOPOIIMX OTHOIIEHUSX CO BCEMMU.

10. Xopomunii Ha4aJIbHUK BCET/1a JOJKEH YMETh 3aBO€BATh YBAKEHUE MOJI-
YUHEHHBIX.
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https://www.investopedia.com/terms/c/ceo.asp

PHRASAL VERB TURN

1Nto -
(change into) (make a device stop
@ working, switch off)
in
on
(go to bed)

(make a device start
working, switch on)

Exercise 12. Fill in the gaps with a proper word.
1. Ilove this song! Turnit............ and let’s dance!
2. Don’ttumn............ that job, Adam — it’s a great opportunity!
3. He’s usually rather quiet, but at carnivals he turns .......... a real party
animal!
4. Once I leave my house, I never turn ......... It’s very bad luck, you
know.
5. Jessica is at her office now. I don’t know when she turns ..........
6. Turn the lights .......... and I’ll bring in the birthday cake and candles
7. Did Jack turn ........... at the concert in the end?
8. Let’stumn.............. the air conditioning. It’s really hot.
9. Turn ......... the radio, Simon. It’s too loud.
10. I’m sure Emily will turn ........... his invitation.

Exercise 13. Make up the sentences.
1. Turn, before, go, lights, off, the, you.
2. They, the, me, offered, job, down, turned, but, I, it.
3. Help, she, eventually, her, to, aunt, turned, for.
4. Cold, I'm, could, the, turn, you, heating, please, up?
5. Can, TV, turn, you, on, the?
6. Turn, page, to, 105.
7. Up, Fred, again, turned, late.
8. The, turned, car, over.
9. Sofa, turns, bed, into, the, a.
10. Midnight, 1, turn, in, usually, at.
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/please_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/page_1
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%BE-%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%B8%D0%B9/turn_1

CIIV)KEBHAA 3AIIHCKA

Odghopmnenue ciysceOHbIX 3aNUCOK

A memo, short for memorandum, is an essential instrument in
virtually any business organization.

Cnyoicebnas 3anucka, COKpAWjeHHO OM «MEeMOPAHOYMY, SGJIAeMCsl
BANCHBIM UHCIMPYMEHMOM NPAKMUYECKU 8 000U 0eN1080U 0p2aHU3AyUL.
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| It is a tool of relatively simple recorded communication within the
i internal parts of the organization.

} CnyorcebHble 3anucKku — 2mo KOpomkue HympeHHue 0elogvle NUCbMA,
| omnpaenennvle Opy2um compyOHUKam 6 pamrKax 0OHOU OP2AHU3AYUU.
| Yet provides the classically perfect blend of informativeness and
i casualness to not become a useless scribbling, informationally or
1
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bureaucratically speaking.
This is what you have to aim in the intention of writing a good memo
for someone. When writing a memo, think of the words informative,
irect, and to-the point.

The most important thing that should be in your mind, even before
you begin writing your memo, is identifying your audience.
Baoicno nooymams 0o mozo, kax vl mHauHeme NUCAMb CIYHCEOHYIO
3anucky, 05l K020 OHA NPeOHA3HAYAemcs.
You must be sure to know the responsibilities, constraints,
authorities, and even their level of competence.
Knowing who you are going to write your memo to relates directly to
your knowledge of what do they need to know. This is a very basic
I question in writing any memos to anyone. You are tasked with avoiding
| being uninformative while not giving out irrelevant information. Would

| you give human resource assessments to the advertising manager?

Remember this basic format.
Cny>xe0OHbIe 3aITMCKHU HAa aHTJIIMICKOM SI3BIKE JTOJDKHBI BKITFOUATh TIOJIS:
«From» (ot koro)
«To» (komy)
«Date» (nara)
«Subject» (Tema)
«Memo Contents» (camo cooOI1ieHue),
HaIpumep:

[JloroTum KOMNaHuu |
| MEMORANDUM (CiysxeOHast 3aImicKka)



OTt: [MMs UJIM MHUITAAITBI |
Komy: [MMs nnm nHUIMAIIHI |
Jlara:

Tema: [KOpOTKOE ONMCAHMUE |
Coobmenue.. ...

Exercise 14. Match the information given below and the numbers
in the memo.
¢ personnel@cam.uk

L)

% Subject
% 10 April
% From
To : Shipping Department
1 __ : Clancy Brite, Persomnel Director
Date v 2)
3)__ : Conference Participation

[ want to inform you that on April 17 your department will be
audited. Your questions and comments can be sentto (4) .
Clancy Brite

Exercise 15. Match the information given below and the numbers
in the memo.

X/

% Marketing Executive

X/

¢ Jonathon Fitzgerald
% Date

X/

+» Fall Clothes Line Promotion.

| To 2| (1) Kelly Anderson,

‘From | :[(2) . Market Research Assistant
'(3)__:|4September 2009

 Subject | :](4)

Through market research and analysis. it has been discovered that the
proposed advertising media for the new fall lines need to be reprioritized and
changed. Findings from focus groups and surveys have made it apparent that
we need to update our advertising efforts to align them with the styles and
trends of young adults today. Also, it is has become increasingly important to
use the internet as a tool to communicate with our target audience to show our
dominance in the clothing industry.

Jonathon Fitzgerald

59


mailto:personnel@cam.uk

ONeKTPOHHbIN apxuB YITITY

UNIT 6. Finance

e What do you think is good value for money?
o What do you think is a waste of money?

Read TEXT 1 and put its paragraphs in the right order.

1.

60

Finance 1s a broad term that
describes activities associated with
banking, leverage or debt, credit,
capital markets, money, and
investments.  Basically, finance
represents money management and
the process of acquiring needed
funds. Finance also encompasses
the oversight, creation, and study
of money, Dbanking, credit,
investments, assets, and liabilities
that make up financial systems.

. Many of the basic concepts

in finance originate from micro and
macroeconomic theories. One of the
most fundamental theories is the
time value of money, which
essentially states that a dollar today
is worth more than a dollar in the
future.

Since individuals, businesses, and
government  entities all need
funding to operate, the finance field
includes three main sub-categories:
personal finance, corporate finance,
and public (government) finance.

. Corporate finance refers to the

financial activities related to
running a corporation, usually with
a division or department set up to
oversee the financial activities.


https://www.investopedia.com/terms/f/finance.asp
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For example, a large company may
have to decide whether to raise
additional funds through a bond
issue or stock offering. Investment
banks may advise the firm on such
considerations and help them
market the securities.

Startups may receive capital from
angel  investors or  venture
capitalists in exchange for a
percentage of ownership. If a
company thrives and decides to go
public, it will issue shares on a
stock exchange through an initial
public offering (IPO) to raise cash.
In other cases, a company might be
trying to budget their capital and
decide which projects to finance
and which to put on hold in order
to grow the company. These types
of decisions fall under corporate
finance.

Financial planning involves
analyzing the current financial
position of individuals to formulate
strategies for future needs within
financial  constraints.  Personal
finance is specific to every
individual's situation and activity;
therefore,  financial  strategies
depend largely on the person's
earnings, living requirements, goals,
and desires.

For example, individuals must save
for retirement, which requires
saving or investing enough money
during their working lives to fund
their long-term plans. This type of
financial management decision falls
under personal finance.


https://www.investopedia.com/terms/b/bond.asp
https://www.investopedia.com/terms/b/bond.asp
https://www.investopedia.com/terms/r/retirement-planning.asp

Exercise 1. Give Russian equivalents.
1) leverage or debt
2) capital markets
3) assets
4) liabilities
5) financial constraints
6) to raise additional funds
7) abond issue
8) a division or department
9) venture capitalists
10) the time value of money.

Exercise 2. Give English equivalents.
1) OankKOBCKOE €I0
2) HeoOXoauMBbIe CpeACTBa
3) ¢uHaHCOBOE MOJOXKEHUE
4) 3apaboTOK yeIoBeKa
5) JOATOCPOYHBIC MJIAHBI
6) doumoBas 6upxa
7) TPOLECHT BIaJCHUS
8) J0CTaTOYHOE KOJUYECTBO JICHET
9) ¢yHmamMeHTaIbHBIC TEOPUHU
10) rocynapcTBeHHBbIE (PUHAHCHI.

Exercise 3. Match the words on the left with those on the right.

1) to make up financial activities

2) the type financial systems

3) to fall of financial management

4) to oversee under personal finance

5) to finance in finance

6) the basic concepts finance

7) the finance finances

8) personal-finance company

9) to raise field

10) high projects.
Exercise 4. Fill in the gaps in the summary given below.

Public .... includes tax, spending, budgeting, and debt ....... policies that
affect how a government pays for the services it provides to the public.

The federal ......... helps prevent market .......... by overseeing the
allocation of resources, distribution of ....... , and economic stability. Regular
funding is secured mostly through ......... borrowing from banks, insurance

.......... , and other nations also help finance government spending.
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https://wooordhunt.ru/word/personal
https://wooordhunt.ru/word/raise
https://wooordhunt.ru/word/high
https://wooordhunt.ru/word/company
https://www.investopedia.com/terms/t/taxation.asp

In addition to managing ........ in day-to-day operations, a government body
also has social and fiscal responsibilities. A government is expected to ..........
adequate social programs for its tax-paying citizens and to maintain a ...........
economy so that people can ........ and their money will be safe.

Read TEXT 2 and answer the question «What can you afford that you most
appreciate?»

The dollar The dollar is the basic unit of United States money. It is
worth 100 cents. Its symbol is $. So, $1-00 means one
dollar.

The dollar is also the main currency unit of:

Australia, Canada, Jamaica, New Zealand, Singapore,
Zimbabwe and some other countries.

The dollar was adopted in the USA in 1792. The first
US dollars were issued in silver and gold. After 1934,
however, all gold coins were taken out of circulation.
A silver dollar was issued at various times from 1794
until 1935.

The dollar was adopted in Canada in 1878. Australia
adopted the dollar in 1966, and New Zealand in 1967.

The pound The basic unit of money of the United Kingdom is the
pound, also called the pound sterling. The symbol of
Britain's pound sterling is £. Today the pound is equal
to 100 pence. The British adopted the decimal system
in 1971.

Things were far more complicated in the past. The
pound was subdivided into 20 shillings. The shilling
was subdivided into 12 pennies. The guinea was equal
to one pound one shilling. It was a gold coin used in
fixing prices of valuable goods. There also were
crowns, 5-shilling silver coins; half-crowns worth
2 shillings and 6 pence; florins, 2-shilling silver pieces;
bobs worth 12 pence. A sixpence was a 6-penny coin
and a 3-penny piece was called a "three pence".

There also were "ha'pennies", copper coins, worth half
a penny, and farthings, or quarter-penny copper coins.
You may ask what you need to know all this for.
Perhaps you don't have to remember any of it. Unless,
of course, you collect coins. Or read the great works of
English literature.
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The shilling

The shilling is a unit of currency formerly used in
Austria, the United Kingdom, Australia, New Zealand,
United States and other British Commonwealth
countries. Currently the shilling is used as a currency in
four east African countries: Kenya (Kenyan shilling),
Tanzania (Tanzanian shilling), Uganda (Ugandan
shilling) and Somalia (Somali shilling). It is also the
proposed currency that the east African community
plans to introduce (east African shilling). The word
shilling comes from old English "Scilling", a monetary
term meaning twentieth of a pound, and from the Proto-
Germanic root skiljang meaning 'to separate, split,
divide.' The word "Scilling" is mentioned in the earliest
recorded Germanic law codes, those of ZAthelberht of
Kent.

Slang terms for the old shilling coins include "bob" and
"hog". While the derivation of "bob" is uncertain, John
Camden Hotten in his 1864 Slang Dictionary says the
original version was "bobstick" and speculates that it
may be connected with Sir Robert Walpole.

One abbreviation for shilling is s (for solidus, see £sd).
Often it was represented by a solidus symbol ("/"),
which may have originally stood for a long s or [, thus
1/9 would be one shilling and ninepence (and
equivalent to 21d; the shilling itself was equal to 12d).
A price with no pence was sometimes written with a
solidus and a dash: 11/-.

The solidus symbol is still used for the Kenyan shilling
(one of the successors to East African shilling), rather
than sh.

Exercise 5. Answer the questions.
What is the basic unit of money in the USA?
How much is the dollar worth?
What is the dollar's symbol?
Where does the dollar circulate?
When was the dollar adopted in the United States?
Were the first dollars issued in copper?
Do gold coins circulate now?
When was the dollar adopted in Canada?
When did Australia and New Zealand adopt the dollar?
What is the basic unit of money in/of the UK?
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https://en.wikipedia.org/wiki/Currency
https://en.wikipedia.org/wiki/British_Commonwealth
https://en.wikipedia.org/wiki/Kenyan_shilling
https://en.wikipedia.org/wiki/Tanzanian_shilling
https://en.wikipedia.org/wiki/Ugandan_shilling
https://en.wikipedia.org/wiki/Ugandan_shilling
https://en.wikipedia.org/wiki/Somali_shilling
https://en.wikipedia.org/wiki/East_African_shilling
https://en.wiktionary.org/wiki/Reconstruction:Proto-Germanic/skiljan%C4%85
https://en.wikipedia.org/wiki/%C3%86thelberht_of_Kent
https://en.wikipedia.org/wiki/%C3%86thelberht_of_Kent
https://en.wikipedia.org/wiki/John_Camden_Hotten
https://en.wikipedia.org/wiki/John_Camden_Hotten
https://en.wikipedia.org/wiki/Sir_Robert_Walpole
https://en.wikipedia.org/wiki/%C2%A3sd
https://en.wikipedia.org/wiki/Solidus_(punctuation)
https://en.wikipedia.org/wiki/Long_s
https://en.wikipedia.org/wiki/Penny_(British_pre-decimal_coin)
https://en.wikipedia.org/wiki/Penny_(British_pre-decimal_coin)
https://en.wikipedia.org/wiki/Pence
https://en.wikipedia.org/wiki/Kenyan_shilling
https://en.wikipedia.org/wiki/East_African_shilling

When was the decimal system adopted in Great Britain?
How many shillings were there in the pound before 19717
Was the guinea equal to one pound sterling?

What was the crown equal to?

Were there any copper coins in circulation?

What is the symbol of the British pound sterling?

Where is the shilling formerly used?

Where does the word shilling come from?

Exercise 6. Put the following in order of your importance.
e What do you think about people who do not pay the correct amount of tax?
Is this:
.....a serious crime?
.....morally wrong but not a crime?
.....excellent business practice?
e [f you lend a colleague a small amount of money and they forget to pay it
back, do you:
.....say nothing?
.....remind them that they owe you money?
.....arrange to go for a drink with them and say you’ve forgotten your wallet or
purse?

Exercise 7.1. Study the information.

Payment- the amount of money that is paid.

Cheque - a piece of paper printed by a bank that you use to pay for things.
Card - a plastic card given to you by your bank, that you can use to pay for
things or to take money out of your account.

Cash — money in the form of coins or notes.

Change — the money that you get back when you pay more for something
that it costs.

Note — a piece of paper money.

Receipt — a piece of paper that proves that you have received goods or
money.

Bill — a piece of paper that tells you how much you must pay for something
you have bought or for a service you have used.

Exercise 7.2. Fill in the gaps with a proper noun given above.
I. Youcanmakea........ in any bank.
2. Canlpay by credit .......... ?
3. You can also pay by cheque, or by .............. :
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/plastic
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/card
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/your
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/bank
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/pay
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/money
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/your
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/account
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/piece
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/paper
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/money

4. Weareshortof................ :

5. Hetookawadof............... s from his pocket.

6. Keepyour................... in case you want to bring it back.
7. You forgottosignthe ................. .

8. Hepaidhis............... and left.

9. Here'syour.............. , SiT.

10. Can you giveme .............. for a pound?

Exercise 8. Match the words to their definitions.

1) to earn
2) to pay
3) to borrow
4) tolend
5) to spend
6) to waste
7) to save
8) to win
a) to use something without care or thought
b) to give money as a payment for something
c) to get a prize in a competition, election, fight, etc
d) to keep something, especially money, for use in the future
e) to get money as payment for work that you do
f) to give money to someone because you are buying something from
them, or because you owe them money
g) to get something from someone with the intention of giving it back
after a period of time
h) to give something from someone with the intention of giving it back
after a period of time.

Exercise 9. Fill in the gaps with a proper word given above.

1. Factory workers don't ....a lot of money.

2. Idon'tliketo........... money. It's not always easy paying it back.

3. Jeffhopes that some day he will ......... money in the lottery.

4. You shouldn't .......... so much money on useless things.

5. Toften ..... money to my sister but she hardly ever pays me back.

6. How do you ............ for things you buy: in cash, by cheque or by credit
card?

7. We agreed to........... for the car by installments.

8. Tonly wantto......... about $20.

9. She............ s a lot of money on clothes.

10. Do you ............ up to buy something you want, e.g. a new bike?

66
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/care
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/thought
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/prize
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/competition
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/election
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/fight
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/payment
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https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/money
https://dictionary.cambridge.org/ru/%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C/%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9/clothes

Exercise 10. Translate the sentences from English into Russian.

1. Money is a universal means of payment and a means of exchange.

First people used things like animal skin and precious metals as money.
But it wasn’t easy to carry and store them.

The money we use nowadays is made of paper and cheap metals.

They are banknotes and coins of different value.

Everybody uses money in our modern world.

We all need money, we think about it and work for it.

8. It is difficult to imagine today’s life without banknotes and coins, credit
cards and cash.

9. Modern technologies have influenced the way of payment: and plastic
cards are becoming more and more popular today and they can be accepted even
abroad.

10. It’s really convenient and safe for travelers because you don’t have to
carry the money in your wallet or exchange the currency in order to make
purchases in foreign countries.

11. Contact the company that issued the invoice and see if you can work
something out with them.

12. You'd be surprised how many people do not write the correct amount.

Nownkwd

Exercise 11. Translate the sentences from Russian into English.

1. Omara cueToB SIBJSIETCS YACThIO KU3HU KAXKJIOTO.

2. Heobxomumo mombITaThesi coOpaTh JIOCTATOYHO JIEHET JJIs OIUIATHI
CUETOB.

3. K coxanenuto, MHOTHE JIIOAM HE TTOHUMAIOT, KaK MPAaBWJIbHO OTIIPABUTH
CYET JIJIS OTLIATHI.

4. HekoTopbIM JIOJSM HyXHa MOMOIIb, YTOObI COBEPIIUTH OHJIAMH-TLIA-
TEXKH.

5. 4 paboraro B oduce, 1 MHE HYKHO BBOJUTH IUIATEXKHU B HAILy CUCTEMY
JTAHHBIX.

6. Mpbl moayyaeM MHOTO CYETOB U YEKOB C HEBEPHOM MH(POpMAIUECH.

7. TlockonbKy CYIIECTBYET HEOOXOAUMOCTb, 5 XOTeNl Obl OOBSICHHUTH, Kak
OTIIPaBUTh CUET HA OIUIATY IO MOYTeE.

8. Eciu BaMm HyXHa Komnus cyeTa-QakTypbl, 3TO HOPMAJILHO.

9. MHorna Bbl IPOCTO HE MOYKETE 3aIJIATUTh MOJHYIO CYMMY.

10. D10 He 03HAYaeT, YTO BbI JOJKHBI UTHOPUPOBATH CUET.

11. Ham HyxXeH nemo3uT B pa3Mmepe 165 (yHTOB CTEpIMHIOB C MOCIE-
IYIOIIMMH JIBEHAALAThIO €XKEMECIYHbIMH IUIaTexamMu B pasMepe 60 ¢dyHTOB
CTEPJIMHIOB.

12. Korna momkeH ObITh MPOU3BEEH MEPBI TIaTexk?
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ONeKTPOHHbIN apxuB YITITY

PHRASAL VERB PUT

Exercise 12. Fill in the gaps with a proper word.

1. You should notput ......... studying for the math’s exam because the
exam is tomorrow.

2. The flights in many countries will put ............. due to the bad weather
conditions.

3. I don’t understand why John puts ......... with his wife because she is
crazy.

4. How has Alice put .......... with their complaints?

5. Sally is putting me ....... for the weekend.

6. Put your shoes ............ — we're going out.

7. 1put the children's bad behaviour ...... to the fact that they were tired.

8. He spends much of her time putting ........ fires and navigating red

tape.
9. Ttrytoput.............. a few pounds every week.
10. Did you put the lights .................. downstairs?

Exercise 13. Make up the sentences.
1. Last, put, off, one, the, week, election, year, was, for.
2. I, with, put, that, up, the, are, cannot, dirty, things.
3. Put, I, two, can, up, children, adults, but, no.
4. His, jacket, he, on, put.
5. Out, put, the before, campfire, leaving.
6. Most, the, European, forward, in, put, the, clocks, spring, countries.
7. Through, me, put, can, to, you, number, this?
8. Why, you, silly, are, that, on, voice, putting?
9. 1, longer, can't, going, to, off, dentist, the, put, any.
10. That, put, out, torch!
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BHJIBI JIEJIOBBIX ITHCEM

OcHogHble munwvl 0e106bIX nucem

[Tpennoxenue — Commercial Offer — oTnpaBsieTcss NOTEHIMAILHOMY
JIe7I0BOMY MApTHEPY C YCIOBHUAMH M TPEATIOKESHUSAME O COTPYAHUYECTBE.

O npuéme Ha paboTy — Acceptance — yBe1oMIISIET O MPUHATUHU Ha paboTy.

Sassienne — Application — cogepkuT pe3toMe 1 IpeIoKSHHE ce0s
B Ka4eCTBE paOOTHHKA.

Orka3s — Refusal letter — aTo menoBoit 0TKa3 HA 3agBIIEHUE WU
PEIIOKEHHE.

XKanoba — Complaint Letter — comepxut xano0y uiau MpeTeH3uu
Ha Ka4eCTBO MPUOOPETEHHOTO TOBAPA WM OKA3aHHBIX YCIYT.

[Tucemo-n3BuHeHHME — Apology Letter — 3To oTBeT Ha MUCHMO-KAJIO0Y.

[Tucemo-3anpoc — Inquiry Letter/Enquiry Letter — otnpaBasiior, Koraa
HEOOXOMMO TOTYYUTh HHPOPMAIUIO 00 yCIyTre Wi TOBape.

[Tucemo—oTBeT Ha 3anpoc nHpopmanuu — Reply to Information Inquiry
/Reply Quotation.

[Tucemo-6aromapHocts — Thank you letter.

JlenoBble MMChMa MOTYT OTIIPABIIATh, YTOOBI TpHUrIIacuTh — Letter of
Invitation — Ha MeporpusATHSs, CBI3aHHBIC C IEITETBHOCTHIO KOMITAHHU.

[TucbeMo 11t BRIpaXKEHUS COKaleHus U coOone3HoBanus — Letter
of Sympathy.

[To3apasnenune — Congratulation Letter.
ConpoBoauTeabHOE TUChMO K pe3tome — Cover letter.
[Tucemo-nanmomunanue — Reminder/Follow-up letter.
[Tucemo-3akas — Order letter.

OTBeT-NIOATBEPXKICHUE HA TIOJIYYCHHYIO 3asBKy — Response to Order.
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Exercise 14. Choose the type of business letter given below.
s Cover Letter
% Letter of Complaint
¢ Contract
¢ Invitation Letter

We are honored fo mvite vou to parficipate in our forthcoming conference on old

Gaelic philology to be held October 7-1- in New York City College’s School of
Linguistics.

Exercise 15. Choose the type of business letter given below.
s Cover Letter
% Inquiry Letter

s Offer Letter

% Advertising letter

We are interested 1n buying you equipment for producing pet food. Would you
kindly send us more information about this equipment such as price, dates of
delivery, terms of payment, suarantees”

Exercise 16. Choose the type of business letter given below.
¢ Cover Letter

% Advertising letter
¢ Inquiry Letter

Why not record your dictation - on our Stenogram - and she can be doing
other jobs while you dictate?

You will be surprised at how liftle it costs. For 52 weeks in the year your
Stenogram works hard for you, and you can never give it too much to do -
all for less that an average month’s salary for a secretary!




UNIT 7. Negotiations

o What does it take to become effective negotiators?
o What are the negotiations?

Read TEXT 1 and put its paragraphs in the right order.

1. Integrative negotiation 1is also called
interest-based, merit-based, or principled
negotiation. It is a set of techniques that
attempts to improve the quality and
likelihood of negotiated agreement by
taking advantage of the fact that different
parties often value various outcomes
differently. While distributive negotiation
assumes there is a fixed amount of value
(a "fixed pie") to be divided between
the parties, integrative negotiation attempts
to create value in the course of the
negotiation ("expand the pie") by either
"compensating" loss of one item with gains
from another.

2. Negotiation is a dialogue between two or

more people or parties intended to reach
a beneficial outcome over one or more
1ssues where a conflict exists with respect
to at least one of these issues. This
beneficial outcome can be for all of the
parties involved, or just for one or some
of them.
It is aimed to resolve points of difference,
to gain advantage for an individual or
collective, or to craft outcomes to satisfy
various interests. It is often conducted by
putting forward a position and making
concessions to achieve an agreement. The
degree to  which the negotiating
parties trust each other to implement the
negotiated solution is a major factor in
determining whether negotiations are
successful.
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3. Distributive negotiation is also sometimes
called positional or hard-bargaining
negotiation and attempts to distribute a
"fixed pie" of benefits. Distributive
negotiation  operates under  zero-sum
conditions and implies that any gain one

. party makes is at the expense of the other
and vice versa. For this reason, it is also
sometimes called win-lose because of the
assumption that one person's gain is another
person's loss. Distributive negotiation
examples include haggling prices on an
open market, including the negotiation of
the price of a car or a home.

In a distributive negotiation, each side often
adopts an extreme or fixed position,
knowing it will not be accepted—and then
seeks to cede as little as possible before
reaching a deal. Distributive bargainers
conceive of negotiation as a process of

distributing a fixed amount of value.
A distributive negotiation often involves
people who have never had a previous
interactive relationship, nor are they likely
to do so again in the near future, although
all negotiations usually have a distributive
element.

4. There are many different ways to
categorize the essential elements of
negotiation. One view of negotiation
involves three basic elements: process,
behavior and substance. The process refers
to how the parties negotiate: the context
of the negotiations, the parties to the
negotiations, the tactics used by the parties,
and the sequence and stages in which all
of these play out. Behavior refers to
the relationships among these parties, the
communication between them and the styles
they adopt. The substance refers to what
the parties negotiate over: the agenda, the
issues (positions and interests), the options,
and the agreement(s) reached at the end.
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Exercise 1. Give Russian equivalents.
1) the beneficial outcome
2) points of difference
3) to implement
4) the agenda
5) the issues
6) the sequence
7) integrative negotiation
8) merit-based
9) distributive negotiation
10) under zero-sum conditions.

Exercise 2. Give English equivalents.
1) cTopoHBI B meperoBopax
2) yAOBIETBOPSATH UHTEpPECAM
3) I10BEpSTH APYT APYTY
4) moBeAcHUE
5) conepxxaHue
6) ¢duxcupoBaHHasi CyMMa CTOUMOCTH
7) pa3aenuTh MEKIY
8) BBIUIPHIIL OJTHOTO YEIOBEKA
9) mnpowurpslil APyroro yeiaoBeKa
10) ycTynuTh Kak MOXHO MEHBbIIIE.

Exercise 3. Match the words on the left with those on the right.

1) to gain outcomes

2) to craft concessions

3) to put forward basic elements

4) to make a position

5) to achieve an agreement

6) toinvolve a previous relationship

7) touse value

8) to improve advantage

9) to create the tactics

10) to have the quality.

Exercise 4. Fill in the gaps in the summary given below.

International negotiation often happens .............. many countries at the
same time. These may band together into economic ........... (such as the
European Union) or develop shorter-term strategic alliances, such as where
smaller countries band .............. to confront a dominant larger nation. Such
collective negotiations are often as much marriages of convenience as the joint
action of true friends. Whilst international ............. are essential, each country
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eventually puts its own needs above the .......... of others. Even when countries
go to war on behalf of one another, the ultimate ........... is still national at root.
International negotiation can be about life and death, literally, and even survival
of the entire ............ .

Read TEXT 2 and answer the question «Where does marketing originate
from?»

Marketing Marketing is the term given to all the different
activities intended to make and attract a profitable
demand for a product. The practice of marketing is
almost as old as humanity itself. A market was
originally simply a gathering place where people
with a supply of items or capacity to perform a
service could meet with those who might desire
the items or services. Such meetings embodied
many aspects of today's marketing methods,
although sometimes in an informal way. Sellers
and buyers sought to understand each other's
needs, capacities, and psychology, all with the
goal of getting the exchange of items or services to
take place.

Factors The rise of agriculture undoubtedly influenced
markets as the earliest means of 'mass production'
of an item, namely foodstuffs. As agriculture
allowed one to grow more food than could be
eaten by the grower alone, there was likely
motivation to seek out others who could use the
excess food, before it spoiled, in exchange for
other items.

Two major factors of marketing are the
recruitment of new customers and the expansion
of relationships with existing customers.
Marketing methods are informed by many of the
social  sciences, particularly  psychology,
sociology, and economics. Anthropology is also a
small, but growing, influence. Market research
underpins these activities. Through advertising, it
is also related to many of the creative arts.

Elements These four elements are often referred to as the
marketing mix. A marketer can use these variables
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to make a marketing plan. The four Ps model is
most useful when marketing low-value consumer
products. Industrial products, services, high-value
consumer products require adjustments to this
model. Services marketing must account for the
unique nature of services. Industrial marketing
must account for the long term contractual
agreements that are typical in supply chain
transactions.

Exercise 5. Tick the statements you agree with.

Marketing, to many people, automatically means manipulation, lying, and
corporate greed.

To be clear, not all marketers lie.

Marketing is meant to make people buy your stuff.

Marketing efforts have nothing to do with advertising.

Limiting your marketing aims and objectives to consumer communications
won’t help you maximize your sales efforts.

Marketing aims to ensure you deliver the optimal product or service into the
marketplace at the right price.

Many marketers tout the benefits of their product or service rather than
simply promoting the features of what they're selling.

Sometime after the launch of a company or product, many marketers shift
their objective from announcing the new product and educating the marketplace
to generating repeat businesses.

Some businesses use marketing to make it more difficult for competitors to
enter the marketplace.

Marketing has often been described as “the art of selling products.”

Exercise 6. Put the following in order of your importance:
Value creation?
Marketing plans and strategies?
Market research?
Brand building?
Promotions?
Customer service?
Product Designing and development?
Financing?
Risk Taking?
Incorporating sustainability?
Surviving in a tough business environment?
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Exercise 7.1. Study the information.

Product — something that is made to be sold, usually something that is
produced by an industrial process or, less commonly, something that is
grown or obtained through farming.

Goods — items for sale, or possessions that can be moved.

Service — the act of dealing with customers in a shop, restaurant, or hotel by
taking their orders, showing or selling them goods, etc.

Market — the business or trade in a particular product, including financial
products.

Promotion — this includes advertising, sales promotion, publicity, and
personal selling, and refers to the various methods of promoting the
product, brand, or company.

Placement — distribution refers to how the product gets to the customer.
Pricing: This refers to the process of setting a price for a product, including
discounts.

Retail — the activity of selling goods to the public, usually in shops.

Exercise 7.2. Fill in the gaps with a proper word given above.

1. They do a range of skin-care .............. S.

2. The........... 1s so good it sells itself.

3. The only trouble with this café is that the ............ is so slow.

4. The company plans to make a big push into the FEuropean
............... next spring.

5. The director gives instructions for the ........... of the camera.

6. It's much cheaper to buy wholesale than ...............

7. Under the new ............ structure, each transaction costs a flat $3.

8. They sell leather goods such as wallets, purses, and briefcases.

9. There is a 25% discount on all electrical ............ until the end of the
week.

10. Obviously as sales manager he'll be very involved in the ........... and

marketing of the product.

Exercise 8. Match the words to their definitions.
1) a fair deal
2) araw deal
3) agood deal
4) a great deal
5) to deal with
6) todeal in
7) to deal a blow to
8) to make a deal, to do a deal
9) it's a deal
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https://dictionary.cambridge.org/dictionary/english/showing
https://dictionary.cambridge.org/dictionary/english/selling
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/business
https://dictionary.cambridge.org/dictionary/english/trade
https://dictionary.cambridge.org/dictionary/english/particular
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/include
https://dictionary.cambridge.org/dictionary/english/finance
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/activity
https://dictionary.cambridge.org/dictionary/english/selling
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/public
https://dictionary.cambridge.org/dictionary/english/barbershop
https://dictionary.cambridge.org/dictionary/english/range
https://dictionary.cambridge.org/dictionary/english/sell
https://dictionary.cambridge.org/dictionary/english/trouble
https://dictionary.cambridge.org/dictionary/english/cafe
https://dictionary.cambridge.org/dictionary/english/slow
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/plan
https://dictionary.cambridge.org/dictionary/english/big
https://dictionary.cambridge.org/dictionary/english/push
https://dictionary.cambridge.org/dictionary/english/european
https://dictionary.cambridge.org/dictionary/english/spring
https://dictionary.cambridge.org/dictionary/english/director
https://dictionary.cambridge.org/dictionary/english/instructions
https://dictionary.cambridge.org/dictionary/english/camera
https://dictionary.cambridge.org/dictionary/english/cheap
https://dictionary.cambridge.org/dictionary/english/buy
https://dictionary.cambridge.org/dictionary/english/wholesale
https://dictionary.cambridge.org/dictionary/english/structure
https://dictionary.cambridge.org/dictionary/english/transaction
https://dictionary.cambridge.org/dictionary/english/cost
https://dictionary.cambridge.org/dictionary/english/flat
https://dictionary.cambridge.org/dictionary/english/sell
https://dictionary.cambridge.org/dictionary/english/leather
https://dictionary.cambridge.org/dictionary/english/wallet
https://dictionary.cambridge.org/dictionary/english/pocketbook
https://dictionary.cambridge.org/dictionary/english/briefcase
https://dictionary.cambridge.org/dictionary/english/discount
https://dictionary.cambridge.org/dictionary/english/electrical
https://dictionary.cambridge.org/dictionary/english/week
https://dictionary.cambridge.org/dictionary/english/sales
https://dictionary.cambridge.org/dictionary/english/manager
https://dictionary.cambridge.org/dictionary/english/involved
https://dictionary.cambridge.org/dictionary/english/marketing
https://dictionary.cambridge.org/dictionary/english/product

10) it's no big deal

a) an equitable agreement

b) unfair treatment

c¢) to handle enquiries or take action to solve problems
d) to come to an agreement

e) to do business, usually by buying and selling

f) good value for the price paid

g) to damage

h) formal expression

1) [ agree

j) It's not important.

Exercise 9. Fill in the gaps with a proper word given above.

1.

2.

3.

10.

I couldn't find a client's phone number yesterday ............cccceeeuvreenneen. ,
I thought, but my boss was furious.

The latest trade figures may........cccceeevvieeerciieeenieeee, the government's
hopes of an early recovery.

It's a large export company, Which..........c.ccceeeviiieriiieiniiieeee, all types
of antique furniture and jewellery.

It Was....ooeeeeieeeeeeee e, , so both buyer and seller went away
happy.

Women still often get........ccceevviiiniiiiiiiiiieeee, at work — less pay for
the same work and fewer opportunities for promotion.

Mrs Barker ......oocoooiiiiiiiii all requests for product
information.

The agreement included an attractive discount and two years' free

maintenance, SO It Was ...........vvvvvviiinnnnnnnnnn. .
L with you — if you replace me on Tuesday,
I'll work for you on Saturday.

Of COUISE WE CaIC....ccceeeeveieeeiieeiieeeiieeerie e, about the quality of
service we provide.

— I want $1,000.

— Make it $950.

—OK then, $950 -....c.ooiiiieeeeeee e .

Exercise 10. Translate the sentences from English into Russian.

1.

To identify the needs, wants and demands of the consumers and then
analyzing the identified information to arrive at various decisions for the
successful marketing of a firm’s products and services is one of the most
important functions of marketing.

The analysis involves judging the internal weaknesses and strengths of
the organization as well politico-legal, social and demographic data of
the target market.

77



(O8]

e

10.

This information is further used in market segmentations.

These objectives may involve increasing market presence, dominate the
market or increase market share.

The buying and selling are the exchange functions of marketing.

The product design helps in making the product attractive to the target
market.

In today’s competitive market environment not only cost matters but also
the product design, suitability, shape, style etc. matter a lot in taking
production decisions.

The transporting function involve moving products from their points of
production to locations convenient for purchasers and storing function
involve the warehousing products until needed for sale.

Standardization involves producing goods at predetermined
specifications.

Packaging involves designing package for the products, labeling means
putting information required / specified on a product’s covering.

Exercise 11. Translate the sentences from Russian into English.

l.

NS e

8.
9.
10.

11.
12.

[Tpoaykuust — 3T0 Te MaTepuaIbHbIE WM HEMATEpUAIbHbBIE AKTUBBI, KO-
TOpble OBUTM CO3/JaHbl MPOU3BOAUTEIEM IPHU OCYIIECTBICHUH MPOU3-
BOJICTBEHHOTO IpoI1iecca.

ToBap npeacraBisier coO0i SKOHOMHUYECKYIO KAaT€rOpUIOo, B KOTOPYIO
NEPEXOIUT NPOAYKLHS, KOIZAa IMPOU3BOAUTENb NPUHUMAET PpELICHHE
IpoAaTh CO3JaHHbIE UM MaTepUAIbHBIE U HEMaTepUaabHble IEHHOCTH.
Ha cebecTtouMoCTh NMPOAYKIMN HAKPYUUBAETCSl ONPEIEIEHHBIN IPOLEHT
C LENbI0 MOKPBITUS HEMPOU3BOACTBEHHBIX 3aTPAaT, B UTOTE MOTydaeTcs
LI€HAa 3a €IMHUILY TOBapa.

MBI He B COCTOSTHUM COPEBHOBATHCA C TAKUMHU KOHKYPEHTaMH.
[TomyuaTs mpuOBLTE — 3TO HaIlla OCHOBHAS 3a/1a4a.

HeoOxoaumo mpojaxu CTUMYJIMPOBATh HA HAILIEM 1IEJIEBOM PhIHKE.
YroObl pemuTh HAIM MpoOJIeMbl, HEOOXOIUMO BBIMTYCTUTH HOBBIH 0O0-
jlee KOHKYPEHTOCIIOCOOHBIN TOBAp WJIM NOHU3UTH LieHbI Ha 30 %.

Mpb1 6b1 XOTEIM POJIaBaTh HAIl TOBAP MOJI Ballleil MApKOM.
[Torpeburenu noTepsiu 10BEpUE K HallEMy OpeHTy.

OnHu npeAnoYnTaroT MOAOOHBIN TOBAp MO OOJIee HU3KUM IIEHAM.

51 He yBepeH, 4TO HaM CTOMUT PacIIUPSATh UMEIOIIUNCS PHIHOK.

Yro oTanuaeT Ball ToBap OT TOBapa KOHKYPEHTOB?
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PHRASAL VERB DO

Exercise 12. Fill in the gaps with a proper word.

1.

2
3
4
5.
6.
7
8
9.
1

Fixing that sink has really done me ............ !

Why did Britain do .............. with the royal yacht?
Canyoudo........... cigarettes?

Do............ your laces or you’ll trip over them.

Everyone tried to do her ............. .

I’'mdoing .............. an old cottage.

You've done your buttons.............. the wrong way.

This essay is not as good as I expected. You shoulddo it ............ :
Moving house completely did me ...............

0. My dad buys houses, does them ............ and sells them for a profit.

Exercise 13. Make up the sentences.

1.

2
3
4
5.
6.
7
8
9.
1

The, cannot, investment, without, country, do, foreign.
This, old, done, away, with, tradition, is.

Him, couldn’t, I, without, couldn’t.

I"d, that, like, buy, can, to, up, house, I, a, do.

Down, she, me, did.

Do, your, lace, up, shoe!

Do, I'll, to, have, it, again, over.

You, do, should, up, jacket, your.

Were, horses, done, completely, up.

0. We, sympathy, did, out, it, of.
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ITHCHMO-34KA3

Enclosed please find our order. / Our order is enclosed.
Hamr 3aka3 — BO BiOXeHUM.

We would like to place the following order:
Mp1 xoTenu Obl pa3MECTUTh CIEIYIOLIUHI 3aKas3:

We herewith order the following items:
B HacTosieM nuchbMe MbI 3aKa3bIBaeM CICIYIOIINE MTPEIMETHI:

We require the goods urgently.
Hawm cpouno tpebyroTcst ToBaphl.

We would be grateful if you could deliver as soon as possible.
MpbI ObLTH OBl OYCHB TPU3HATEIIBHBI, €CJTM ObI BBl BBITOJTHHIIN JIOCTABKY,
KaK MOJKHO, CKOpee.

Please let us know when we can expect the delivery.
[Toxxamyiicta, coOOIUTE HaM, KOT/Ia OKUAATh JOCTABKY.

Veeoomnenue 06 omnpaske

We are pleased to inform you that your goods were sent today.
Panpr BaM cOOOIINTE, UTO CETOJIHS OBLIM OTHPABIICHBI BAIlTA TOBAPHI.

We hereby inform you that your goods will be delivered tomorrow.
HacTosiimum niuchMoM yBeIOMIISIEM Bac, YTO BaIllk TOBApHI OyayT
OTIIPaBJICHBI 3aBTA.

We hope that the goods will arrive in perfect condition.
MpI HazieeMcsl, YTO TOBAphI MPUOYAYT B OTJIMIHOM COCTOSTHHH.

We look forward to doing business with you again.
C HeTepreHneM KIeM MTPOJAO0IKEHSI HAIIETO C BAMH COTPYAHHYECTBA.

Yeeoomnenue o noJjiy4ernuu

We have received your delivery.
MBI TOJTyYHIIN Bally TOCTAaBKY.

Your delivery arrived in perfect condition on ...
Bamra nocraBka npuObia B OTIMYHOM COCTOSIHUM B ...



Exercise 14. Read and translate the order letter, fill in the gaps.

From,

Date (date on which letter is written)

To,

Sub:

Dear )

My name is and I am writing as

on behalf of . With regard to a request for a quote dated
, I wish to order fabrics that are
in color and design.

This order is for a client who is preparing for a wedding on
and I wish to have the order urgently. The reference number of this order is
, please include it in all transactions for this order.

The first order will be for pieces so that we can examine the
quality of the fabric and the design before making the second order. The
second order will be for pieces upon approval of the first
order. Kindly receive a check of for the

first order.

I would appreciate if you sent me a confirmation of receipt through my
email )

I hope to receive the shipment by latest in our office
located on this address

Thank you in advance.

Your Truly,

( )

Exercise 15. Write your own order letter.
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UNIT 8. Advertising

e What influences people’s buying decisions?
e How does the advertisement make you feel?

Read TEXT 1 and put its paragraphs in the right order.

1. Advertising 1s any paid form of
nonpersonal presentation and promotion
of products, services, or ideas' by an

d?ﬁpi-ﬁt'. identifiable individual or organization.
Iﬂing It flourishes mainly in free-market,
profit-oriented countries. It is one of the

41 most important factors in accelerating
¥ l") / the distribution of products and helping
to raise the standard of living.

Advertising cannot turn a poor product

ﬂ or service into a good one. But what it

| can do — and does — is to create

awareness about both old and new
products and services.

2. Product advertising is an important part
of the marketing mix. Its aim is to
increase sales by making a product or

ot service known to a wider audience, and

sl . by emphasizing its positive qualities.
custom®! 0% A company can advertise in a variety
of ways, depending on how much it
wishes to spend and the size and type
of audience it wishes to target.

The different media for advertising

include television, radio, newspapers,

magazines, the Internet and direct mail.

The design and organization of

advertising campaigns is usually the job

of an advertising agency.
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3. Many firms advertise their goods or

services, but are they wasting economic
resources? Some economists reckon
that advertising merely manipulates
consumer tastes and creates desires
that would not otherwise exist.
By increasing product differentiation
and  encouraging brand loyalty
advertising may make consumers less
price sensitive, moving the market
further from perfect competition
towards 1imperfect competition and
increasing the ability of firms to charge
more than marginal cost. Heavy
spending on advertising may also create
a barrier to entry, as a firm entering the
market would have to spend a lot on
advertising too.

. Corporate advertising is not directly

concerned with increasing sales of a
particular product or service, but more
with the brand image, or picture,
a company wants to present to the
public. Public relations (PR) experts
specialize in organizing activities and
events which generate positive publicity
for companies. Unusual advertising
campaigns sometimes get  extra
publicity for the company by way of
media reports about the campaign.

Exercise 1. Give Russian equivalents.
1) to advertise the goods
2) consumer tastes
3) product differentiation
4) marginal cost
5) the brand image
6) extra publicity for
7) an identifiable individual
8) promotion of products
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9) a wider audience
10) an advertising agency.

Exercise 2. Give English equivalents.
1) »KOHOMHYECKHE pecypChl
2) J0SIBLHOCTB K OpeHy
3) HecoBepllleHHas KOHKYPEHIIUS
4) OOoBIIME PACXOIBI
5) opraHu3anus MEPOTIPUSITHI
6) OpUEHTUPOBAHHBINA HA MPUOBLIL
7) yCKOpEHHE paclpoCTpaHEHUs MPOTYKTOB
8) pekiamMa npoaykra
9) 3aBuUCETh OT YEro-Inudo
10) pa3paboTka peKJIaMHBIX KaMITaHHA.

Exercise 3. Match the words on the left with those on the right.

1) to advertise the positive qualities
2) to create the standard of living
3) tomove the services

4) to spend the market

5) to present into a good product
6) to create on advertising

7) toraise to the public

8) to turn sales

9) toincrease desires

10) to emphasize awareness.

Exercise 4. Fill in the gaps in the summary given below.

Conceptually .............. focuses on the production part related to quality,
visibility, attractiveness etc while advertising is concerned with processing part
related ............ skill, choice of media, cost, effectiveness etc.

Advertisement is an art form or artistic production of a thing such as
.................. , short film, song, a printed matter etc. which is intended to
persuade people to buy a ........... or service or make people aware of
information about a job thatis ............ , an event that is going to happen etc.

A good advertisement is one which sells the product without drawing
attention on the celebrities. The ............ put an advertisement in the daily
newspaper for the jobs. The company released a ............. advertisement for
lunching its new product.

........... 1s a type of business. It is the business or the activity of ........... on
television, in newspapers, other medias etc in order to ............. people to buy
products or services.
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Read TEXT 2 and answer the question «What is the campaign's key message?»

Bellissima is an Italian perfume and cosmetics
business. The company has a highly successful range
of products in the luxury cosmetics market. It is
planning to launch a new fragrance and extensive
market research has produced detailed profiles of two
potential target markets as described below. Bellissima
now has to decide whether to expand its current market
base or risk branching out and reaching a new client.

High-income women aged 25-30, who spend a high
proportion of income on restaurants and theatre.
Currently loyal to our cosmetics range but change
perfume brands from time to time. However, they
already have a positive image of our brand so a
relatively limited promotional campaign would be
enough to create an awareness of the new product.
They accept high prices for quality products. Packaging
should be simple but elegant, using expensive materials
in dark colours. The brand should appeal to a sense of
ambition and superiority. Suggested brand names:
Sophistication or Cool Elegance.

Profile A
Profile B
Profile C

Women aged 18-25, who like popular music, clothes,
going out and don’t mind paying high prices for quality
or products that are ‘in fashion’. Currently don’t use
our brands as consider them slightly old fashioned.
We would need to spend a lot on promotion to attract
this target who are not high earners but spend a high
proportion of income on clothes and cosmetics.
Packaging to represent a young, carefree lifestyle with a
strong and rebellious personality. Regular packaging
updates needed to keep up with fashion trends.
Suggested brand names: Rebel Angel or She DevilL.

Exercise 5. Tick the statements you agree with.
People remember advertisement isn’t a product.
People are far from the advertising world.
Advertising raises prices.

Advertisements are never true.
People don’t believe in advertisements.
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Advertising is the greatest art form of the 20" century.
Any kind of advertising should be banned from the media.
Some advertisements are great fun.

Advertising changes our style of living.

Every advertisement is a big lie.

Advertisements are key part of the business.

Advertising for tobacco and alcohol should be forbidden.

Exercise 6. Put the following in order of your importance.
Hoardings in the streets?
Leaflets in the letter boxes?
Jingles on the radio?
Commercials on the TV?
Brochures in the shops?
Glossy ads in the magazines?
Personal ads in the newspapers?
Handwritten ads on the supermarket walls?
Ads on the sides of buses?

Exercise 7.1. Study the information.

Advertisement — a paid notice that tells people about a product or service.

Ad — informal for an advertisement, UK also informal advert.
Announcement — something that someone says officially, giving information
about something.

Notice — (a board, piece of paper, etc. containing) information or
instructions.

Poster — a large printed picture, photograph, or notice that you stick or pin to
a wall or board, usually for decoration or to advertise something.

Spam — unwanted email, usually advertisements.

Slogan — a short easily remembered phrase, especially one used to advertise
an idea or a product.

Logo — a design or symbol used by a company to advertise its products.

Exercise 7.2. Fill in the gaps with a proper noun given above.

1. Toften prefer the ............. s on TV to the actual programmes.

2. Iputan................. in the paper to sell my bike but I haven't had any
takers.

3. There was a large .......... on the wall saying "No Parking".

4. Both men and women have complained about the ............... :

5. Some Internet service providers block ............... to subscribers.

6. The players wore shirts with the sponsor's ................. :
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7. That old campaign ............ really means that there should be jobs and
enough food for all citizens.

8. The end of the world is at hand!" the ............ declaimed.
9. Her.................. confirmed (that) she would be resigning as prime
minister.

10. The protests are a delayed reaction to last week's ..................... .

Exercise 8. Match the words to their definitions.
1) to advertise
2) to promote
3) to launch
4) to compete
5) to sell
6) to merchandise
7) to buy
8) to order
a) to encourage people to like, buy, use, do, or support something
b) to get something by paying money for it
c) to sell anything
d) to give anything for cash
e) to make something known generally or in public, especially in order to
sell it
f) to begin something such as a plan or introduce something new such as
a product
g) to ask for something to be made, supplied, or delivered, especially in a
restaurant or shop
h) to try to be more successful than someone or something else.

Exercise 9. Fill in the gaps with a proper word given above.

1. The company is poised to ............ its new advertising campaign.

2. The government is planning to ...................... a benchmarking
scheme to guide consumers.

3. T'llbe........... ing a take-away later. Would you like anything?

4, 1o ed a double espresso.

5. The company has tobe ableto .................... globally.

6. He.oovovvviiiiiiiii, s his services on the company notice board.

7. There are more people ...........coveiiiiiinn.... ing at this time of the year

so prices are high.

8. Advertising companies are always having to think up new ways to
.................. products.

9. We'llbe ....oovvvviiiiiiiii, ing the tickets at/for £50 each.

10. Shehad to .......oovvvviiiiii the new product line.
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Exercise 10. Translate the sentences from English into Russian.

1. Adverting products and services can be divided into ones that are useless
for us and ones that are very useful.

2. 1 believe that although advertising can encourage us to purchase things
that are not necessary, overall it is beneficial.

3. A negative side of advertising is that people are encouraged to buy
expensive things that they do not need.

4. One thing is jewelry and this is the result of mass advertising.

5. For example, every day when watching TV, listening to the radio or
reading the paper, many adverts can be seen about getting an expensive ring,
chain, necklace or ear-rings.

6. From my point of view these kinds of advertising contaminate people's
minds.

7. They make you believe you need such products in order to succeed or be
happy.

8. An integral part of marketing, advertisements are public notices designed
to inform and motivate.

9. Their objective is to change the thinking pattern (or buying behavior) of
the recipient, so that he or she is persuaded to take the action desired by the
advertiser.

10. When aired on radio or television, an advertisement is called a
commercial.

Exercise 11. Translate the sentences from Russian into English.

1. Pexylama — 3T0 yke HEOThEMIIEMAs 4aCTh HALLIEH KU3HU.

2. Peknama pa3BUBAaeTCsl TEM MHTEHCUBHEE, YEM LIMPE CTAHOBUTCS BBIOOD
TOBApOB M YCIIYT.

3. OrcyTcTBHME HOPMAJIBHBIX PBIHOYHBIX OTHOLIEHUW CTABUT IIOJ COMHE-
HUE HEOOXOAUMOCTh PEKJIAMBI.

4. B pexkiaMHOM COOOIIEHHM MEPEYUCIICHbl KOHKYPEHTHBIE IMpEeuMYyIle-
CTBAa PEKIAMHUPYEMOM KOMIIAHUH, IUIIOCHI, KOTOpbIE MOTYT IpHOOpecTH ee
KJIMEHTHI.

5. VYOexnamomas pekiaMa — pekiiama, mpuMeHsieMas i (GopMHpOBaHHUS
U30UpaTEIHLHOrO CIIPOCa Ha KOHKPETHYIO MapKy.

6. B pexname Hem30€KHO CTATKHUBAIOTCS pa3jivyuHble (PUHAHCOBBIE U TO-
JUTHYECKUE UHTEPECHI.

7. WHorma nesTeNbHOCTh PEKIAMONPOU3ZBOAUTENIEH W PEKIaMOpPaCIpo-
CTPaHUTEJIECH JTULEH3UPYETCS.

8. B OosbLIMHCTBE CTpaH CKpbITasl pekjiama 3arperieHa.

9. CoBceM He MPUBJIEKAET B pEKIamMe aOJIOHHOCTb.

10. CornacHo pe3yiapTaTaM UCCIEIOBaHMs, My»KUHUHbBI B OOJIbIIEN CTENEHH,
4eM JKCHILMHBI, CKIIOHHBI HE I0BEPATh PEKIIaMe.
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Exercise 12. Fill in the gaps with a proper word.

1. Go....... , please. Your story is very interesting.

2. Thadtogo .............. with the speech.

3. EveryweekendIgo............ with my friends.

4. The lights go ............. automatically when the office is empty.
5. Wealways go ..........ocvennnen our notes before the exam.

6. They are not coming. We’ll have to go .............. their help.

7. This tie goes ............... your shirt.

8 Welllgo..oovvvniinn.. to work after the break.

9. Are you planningto go ............... Paul's job when he leaves?
10. Those colours don't g0 ...............c.e.enee.. :

Exercise 13. Make up the sentences.
1. The, night, out, went, electricity, last.
2. Show, must, on, go.
3. Go, let’s, out, tonight.
4. Went, I, looking, my, through, the, desk, for, letter.
5. Without, I, to, had, today, go, lunch.
6. What, spaghetti, with, goes well?
7. Do, on, go, I, listening, am.
8. I've, really, gone, classical, in, never, for, music.
9. Small, many, go, firms, under.
10. But, the, prices, went, went, again, down, then, up.
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ABEPEBUHATYPHI

@, (= at sign) — 3HaK "cobaka"

a/c (= account) — aKKayHT, CYET

AGM (= annual general meeting) — exerogHoe oo61Iee coOpanue

a.m. (= ante meridiem) — 10 MOy AHS

ATM (= automated teller machine) — 6ankomart

attn (= attention, for the attention of) — gy BHUMaHUs KOT0-1MO0 (0OBIYHO
ynompeosemcs 8 NUCbMAXx)

approx. (= approximately) — nIpuOIN3UTEIIHHO

CEO (= chief executive officer) — rmaBHbIN UCTIOTHUTEIBHBIA TUPEKTOP
Co (= company) — KOMITaHHS

dept (= department) — nemaprameHT, OTEI

e.g. (= exempli gratia) — HanpuMep

EGM (= extraordinary general meeting) — upe3BbeIuaiiHoe oOiiee coopanue
ETA (= estimated time of arrival) — pacueTHOE BpeMsi MPUOBITHSI

etc (= et cetera) — u Tak gaynee, ¥ TOMy MOJ00HOE

GDP (= gross domestic product) — BanmoBsIif BHyTpeHHUH TPOayKT (= BBII)
GNP (= gross national product) — BaoBbIl HAITMOHATHHBINA MTPOTYKT

(= BHII)

GMT (= Greenwich Mean Time) — cpeanee Bpemst nio ['punBuuy

1.e. (=1d est) — To ecTh (T.€.)

Inc (= incorporated) — MHKOPITOPHUPOBAHHBIN, 3aPETUCTPUPOBAHHBIN KaK
KOPIIOpaIus

IPO (= initial public offer) — mepBoHavanbHOE MyOIMYHOE MPETIOKEHUE
Ak

Ltd (= limited) — o6miecTBO ¢ OTpaHUYEHHOW OTBETCTBEHHOCTHIO

mo. (= month) — mecs1x

no. (= number) — HOMED

Plc. (= public limited company) — nmyGinuHas KOMIOaHHUs C OTPaHUYEHHOM
OTBETCTBEHHOCTBIO

p.m. (= post meridiem) — mocJie MOy aHS

PR (= public relations) — cBsi3u ¢ 00111€CTBEHHOCTHIO

p.s. (= post scriptum) — mocJieciioBue

gty (= quantity) — KOJIHMYECTBO

re — KacaTeJIbHO, OTHOCUTEIBHO (OOBIYHO YIOTPEOJISIETCS B MUChMaXx)

Exercise 14. Choose 2-3 abbreviations given above. Explain what they mean
and in what situations they can be used.

Exercise 15. Design different types of ads.
- Slogan,;
- Billboard ad (on an A3 sheet of paper) etc.
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