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BBEJIJEHMUE

JlanHoe mocoOue mnpeaHazHaueHo i caymateneid WIIK u
[IK (cnenuanbHOCTh «COBpEMEHHBIC MHOCTPAHHBIC S3bIKU»). OHO
MOXXET OBITb HCIOJB30BAHO HA 3aHATHUAX IO  JEJIOBOMY
AHTJIMMCKOMY SI3BIKY.

ITo cBoeil cTpykType MmocoOue MpeAcTaBiseT co00il ITh
pa3/iesioB, OPraHU30BAHHBIX 10 TEMATUYECKOMY TPUHLIAIMTY:

1. BUSINESS ORGANIZATION.

2. MANAGEMENT AND COMPANY STRUCTURE.

3. IN THE OFFICE AND BUSINESS ETHICS.

4, MARKETING AND PROMOTION.

5. MONEY AND BANKING.

[TocoOue oxBaThIBa€T MIUPOKUN KPYr TEM: OpraHu3aius,
OW3HEC, MEHEI)KMEHT, MApKETHUHT ‘U pEKJIaMa, JACHbIH, OaHKU U
pabota B oduce Cc ACIOBRIMU OymaraMu. TemaThka W XapakTep
y4eOHBIX MAaTEpUAJIOB, MPEACTABICHHBIX B Y4eOHOM MOCOOuH,
obecrneunBaroT GOpMUpPOBAHUE Y CIyIIaTeael mpodeccuoHaIbHOTO
CJIOBapsi, a TAaKXX€ HAaBBIKOB 'UTEHUS MU TOBOPEHUS B paMKax
npodeccrnoHanbHOM TeMaTku. Kaxapiii pazmen (Unit) — ato camo-
CTOSITESTbHBIM KOMIWIEKC, UMEIOINN YHUDUITMPOBAHHYIO U JIOTHY-
HYIO CTPYKTYpY M coctosmuil u3 cieayronmx yacteit: YOUR VO-
CABULARY, TEXT STUDY, GRAMMAR FOCUS, LET'S DIS-
CUSS.

Becs . maTepuasn, BKIIOUEHHBIH B OJIOKHM, TEMaTUYECKHU
BBIZIEpIKaH IS 00Jiee TITyOOKOT0 U BCECTOPOHHETO YCBOCHHUS TEM.

[Tpu cocraBieHun nocoOusi ObUIU UCIOJIH30BaHbI MATEPUAIIBI
U3 y4eOHUKOB IO JAHHOMY aCTeKTy ¥ OPUTHHAIBHBIX HCTOUHUKOB.



UNIT 1. BUSINESS ORGANIZATION
The world is a chain, one links another.

Your vocabulary

Business

- work relating to the production, buying, and selling of goods and services;

- an organization which produces and sells goods, or which provides a ser-
vice;

- important matters that you have to discuss or deal with.
Businessman, businesswoman

- a person engaged in trade or commerce.

Business cycle

-process by which investment, output, and employment in an economy tend
to fluctuate up and down in a regular pattern causing boom and depression,
with recession and recovery as intermediate stages.

Organization

-a large group of people that has particular aims.

Organizer

- the person who makes all the arrangements for something and makes sure
that happens as planned.

business Business is the production, buying, and selling of goods and
services.

company A business, company, or firm is an organization that sells
firm goods or services.

concern A business may also be referred to formally as a concern.

enterprise A business may be referred to approvingly as an en-
frees enterprise | terprise to emphasize its adventurous, risk-taking
private enterprise | qualities, and business in general may be referred to
in the same way, for example in combinations such
as free enterprise and private enterprise.
commerce Business is also referred to as commerce. This
commercial word, and its related adjective commercial, are of-
ten used to distinguish the business sphere from
other areas such as government or the arts, or to dis-
tinguish it from non-money-making activities.




Ex. 1. Business partners. The words in the box frequently occur after
'business’.

leaders
school interests
ventures business empire
community confidence

Find combinations that mean:

1 an individual's business activities, especially those of politicians.

2 avery large business organization.

3 specific money-making projects, perhaps involving an element of risk.
4 an institution that awards qualifications in business studies:

5 people involved in business in general.

6 heads of important companies who speak for 5 as a whole.

7 the morale of all those referred to in 5 and 6.

Ex. 2. Study the following words and word combinations and translate the
sentences given below into Russian. Consult a good dictionary if necessary.

mean business, none of one's business, go out of business, businesslike,
be busy with, have no business to-do, be-in business, like nobody's busi-
ness, mind one's own business

. Mother has busied herself with our affairs for too long.
. When travelling on business | take my tiny travel kit.

. Let's get down to business.

. She had no businessto publish his letters to her.

. 50% of these stores were not in business five years ago.
. They are working away like nobody's business.

. Umbrella sellers went out of business.

8. Stop teaching me!It's none of your business.

9. Listen to me! | mean business.

10.The visit to Copenhagen was brisk and businesslike.

~NOoO O wWwN -

TEXT 1. WOULD YOU LIKE TO START A BUSINESS?

If you want to start a business, you are to know some definite infor-
mation about it. We suggest you to see how a company is formed from the
very beginning.

A company can be also called a firm or a business. When it is producing
goods or trading, we say it is in business. A company which is just starting up
IS going into business and a firm which stops operating goes out of business.
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If a firm becomes bigger, it expands. The expansion means that a company
will produce more goods or sell more products. A manufacturer produces
goods. They are its products. When a manufacturing company expands, it
means that it increases its production.

A company selling goods in large quantities (in bulk) is called a wholesa-
ler. A person or a company buying in bulk (wholesale) and selling goods in
small quantities is a retailer. Many local shops sell goods retail. Two or
more companies which sell or manufacture the same product are competi-
tors. They are in competition and they compete for customers. To be ahead
of its rivals the company must be competitive.

An area where there is a demand for certain goods is-called a market. A
company selling locally sells its goods in the local market. Ifa company sells
its goods at the same place where they are produced, it uses the home or do-
mestic market. A firm selling abroad is an exporter. It sells on the interna-
tional or overseas market. The goods it exports are exports. An importer
buys goods abroad and imports them into his own<country.

Vocabulary

to go into business — HaunHaTh (OTKPBIBATh) OU3HEC

to go out of business — nmpekpamarh Ov3Hee

goods - ToBapsI

to sell - mponmaBaTh

bulk — xpymHas maptus ToBapa

wholesale — ortoBbrit

wholesaler — onToBIH TOProBeELl, ONITOBOE IIPEIPHITHE
retailer — po3HUYHBIA TOPTOBEII

to sell retail —-npoaBath B po3Hmily

competitor — KOHKYpeHT

competition — KOHKYpEHIIHSI

to compete — KOHKYpUpOBaThH

customer — nmokyiaresb

rival =conepuuk

demand —cripoc

local —mecTHbIH

home or domestic market — BHyTpeHHU# pPBIHOK

abroad — 3a py6exom

international or overseas market — Mmesx1yHapOAHBIH, BHEIIHUN PHIHOK

ASSIGNMENTS
I. Choose the right answer.
1. A firm which is just startingup is __ .
a)going into business



b)is in business
c)going out of business

2. A company which sells goods in large quantities is called :

a)a wholesaler
b)a retailer
c)a wholesale distributor

3. Two or more companies which sell or manufacture the same product are

a) customers
b)retailers
C) competitors

4. A company which sells goods abroad is

a)an importer
b)an exporter
c)arival

. An area where there is a demand for certain-goods.is called a

a)business
b)market
Cc)importation

I1. Complete the sentences using the text.

1.
2.
3.
4.

A wholesaler is a person or a company selling ... .
A retailer is a person or a company selling ... .

A customer is a person ... .

A competitor is a person.or a company ... .

III. Find the information containing in the text.

1.

DOk wn

© o

When a company s producing goods or trading, we say it is in busi-
ness.

Any manufacturer always thinks about expansion of his company.
When a company expands, it increases its production.

When you sell retail, you sell more expensive.

Selling in bulk, you sell cheaper.

Two-or more companies which sell or manufacture the same product
are competitors.

The companies selling on the overseas market must be competitive.
Imports have become very expensive lately.

There are a few competitive companies in the domestic market of the
country.

10. An importer buys goods abroad and imports them into his own coun-

try.



IV. Answer the following questions.
1. Why can a company go out of business?
2. When can a firm expand?
3. What do you buy wholesale?
4. What can you buy retail?
5. What famous manufacturing companies of our country do you know?
6. Which of them sell goods on the overseas market?
7. What famous importers of our country can you think of?
8. What must a company have to be competitive?
9. What can a firm do to win its rivals?
10. What products in our domestic market can be competitive abroad?

V. Translate into English a piece of a report of the Minister of Economics.

Ha BHYTPCHHCM PBIHKC CTpaHbl B IIPOHIJIOM I0AY IIOABHJIOCH MHOI'O
KOHKYPCHTOB. HpI/I‘lI/IHa 9TOIro0 B TOM, 4YTO MHOTHMC MHOCTPAHHBIC KOMIIAHHWH
OTKPBIBAIOT cBoli OusnHec B Poccuu ceiiuac. HGCMOTPSI Ha TO, YTO UMIIOPTHEIC
TOBAPBI JOPOTHUC, H3-3a HX Ka4YCCTBa OHHU KOHKypeHTOCHOCO6HI>I. M1
ITIOHUMAaEM, 4TO B 6yzly1ueM KOMITAHUHU-TIPOU3BOAUTCIIN HAYHYT PACHINPATH
IMPpOU3BOACTBO CBOUX  TOBApOB. menno IMO5TOMY  Halln OIITOBEIC
MNpCANPUATHA N3ydarOT CIIPOC HAa BHCIIHEM PBIHKC. Mkgr cyuTacM, 4TO HalIu
TOBapbl CMOTYT KOHKYPHPOBAaTh CO.CBOMMM CONEPHUKAMHU 3a PyOexKOM U
3aBOKOIOT CBOUX KJIIMEHTOB.

VI. Give the summary of the text in 5 sentences using as many new
words as possible.

VII. Split into pairs and act out a dialogue.

One of you is an‘importer to Russia, the other is an exporter of the same
product. Speak about advantages and disadvantages of exporting and import-
ing. Use if necessary the following words and phrases.

Importer Exporter
Dangerous t0 go into business To avoid the competitor
Difficult to expand To sell at more expensive price
Always competitive because of the To be the best
quality To be competitive
Sales are low because of the price To win the customers

Difficult to go into business



VOCABULARY STUDY

Word List

Nouns and noun phrases
asset(s) — akTuB(bI)
bankruptcy — 6aHKpOTCTBO
board — mpaiienue
board of directors
JTUPEKTOPOB,
(npaBiieHHE) KOpHIOpaLUU
charter — ycras
company — KOMIaHHS
limited company — kommaHus ¢
OTpaHUYEHHOW OTBETCTBEHHOCTHIO
debt — moar
entity — cymectso,
OpTaHU3AIIHS
EXPENSES — pacxoabl
fee — ronopap
flexibility — ruOkocTh
imprisonment — TIOPEMHOE
3aKJIIOUCHUE, 3aTOUYCHHE
Insanity — nmymeBHas/ICUXUYECKas
00JIe3HbD, oesymue,
HEBMEHSEMOCTD
lender — 3anmonaBery
liabilities — maccuBbl
licence — nmuneHsns
management —
PYKOBOZICTBO
objective = enb
operation —
JCSATCIIHOCTD,
SKCILTyaTaIus
owner —
COOCTBEHHUK
ownership —
COOCTBEHHOCTD
partner — nmaptaep
partnership  —
MapTHEPCTBO

MpaBJICHUE
TUPEKIIUS

OpraHusm,

yIIpaBJICHUE,

oreparus,
pabora,

TOBAPHUILCCTBO,

proprietor —Biajener, X03suH
proprietorship —coOCTBEHHOCTE

sole proprietorship — enuHOIMYHOE
BIIAJICHUC

retail — po3auuHas mpogaxa

retail store — maraswH pO3HHYHOW
TOPTOBJIA

retirement — orcraBka, BBIXOJ Ha
TICHCHIO

revenue — 1oxo/

share — akrust

shareholder — akimonep

tax — HaJjor

Whim— npuxoTh, Kanpus

Adjectives

complementary — nomoJIHUTETBHBIH
leery — xutpblii, HeZJOBEPUNBHIIA
legal — 3akoHHBIH, JTeraIbHBIN
liable — oTBeTCTBEHHBIH

Verbs and verbal phrases

borrow — ogamxuBars

charge — marpyxars

be charged — he was charged with —

eMy ObLIO TOPYYEHO

dissolve — pacmyckath, pacToprath,

pacTBOPSATH

entail — Biieus 3a coboii

involve — BoBiekars,
coOOM, BBITEKATh

be involved — GbITH BOBIICYECHHBIM

BJICYb 3a

pledge - ormaBatb B  JOJIT,
3aKJ1a/1bIBaTh, 00s13bIBaTHCH,
py4JaTbCs
Adverbs
consequently —  ciemoBarenbHO,

3HAYHT, CTAJIO OBITh
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I. Read and translate the following words and word combinations. Mind
the stress: a) on the first syllable; b) on the second syllable; c) on two
syllables.

a)

Asset, company, entity, charter, lender, owner, partner, retail, revenue,
legal, leery, liable, management;

b) expenses, imprisonment, insanity, objective, proprietor, retirement, dis-

C)
1}

solve, entail, involve;
flexibility, liability, operation, complementary.

Match the words with the definitions below.

Stock, shareholder, assets, ownership, charter, debt, liabilities, retail,
partnership, tax.

N -

o O1

8.

9.

1

I11.

. Owner of shares.

. Money lent to a government in return for interest; shares in the capital
of a business company.

. Anything owned by a person, company, etc. that has money value and
that may be sold to pay debts.

. Right of possessing.

. A business owned by two or more people.

. An amount of money that you have to pay to the government so that it
can pay for public services.

. The sums of money:which a company or organization owes, for exam-

ple because it has made promises or signed agreement.

Written or printed statement of rights, permission to do something, es-

pecially froma ruler-or government.

Payment, which must be, but has not yet been, paid to somebody; obli-

gation.

0.Sale of goods: (usually in small quantities) to the general public, not for
resale.

Using a dictionary add as many words as possible into the table. An

example has been given to help you.

Verbs Adjectives Nouns

to flex flexible flexibility

management

owner

1.

2.

3. operation
4

5

retirement

11



4 tax
7. to charge

8. to dissolve

Q. complementary

10. legal

IVV. Make adjective from the following nouns.
Nouns Adjectives
leer
liability
complement
legalism

V. Make nouns from the following verbs.
Verbs Nouns
to borrow
to entail
to involve
to pledge
to lend

V1. Make verbs from the following nouns.
Nouns Verbs
imprisonment
licence
objective
board
expenses

VI1. Choose the words with similar meaning from the two groups and
arrange them in pairs.
A.Objective; lender, board, charter, expenses, management, owner, revenue.
B.Creditor, governing body, regulations, overheads, aim, administration,
proprietor, income.

IX. What are the opposites?
Legal, leery, complementary, to borrow, expenses, operation.

12



TEXT 2. STARTING A BUSINESS

I'd thought we'd begin today with a sort of general look at some of the
problems involved in running a business, just as a sort of introduction. If you
look at almost any newspaper today, you'll see lots of reports of businesses
closing down and of other businesses starting up. And if you just walk down
the high street of wherever you live, you'll notice that there are quite a hum-
ber of little shops which only seem to last a few weeks. The next time you
look, there's someone quite different there. Lots of people are starting up their
own little businesses, but only a small number of them seem to succeed. Why
Is this so?

Well, there are several reasons. These are quite difficulttimes. There has
been a pretty general recession - though they tell us the worst is over now -
which means that unless you are part of a big, international concern - and not
always even then! - it is quite difficult to make a-living by making and selling
things. Then there's the question of labour relations. One is used to hearing
all kinds of horror stories about the activities of wicked trade unions, about
excessive wage demands, and about what is officially called "industrial ac-
tion", which usually means strikes. I'm sure.there is no doubt that these fac-
tors do contribute to the rapid disappearance of many little businesses, but it
Is more than likely, in my opinion, that what really accounts for most of the
failures is quite simply bad management. So | shall spend the next few mi-
nutes talking about management, and.in particular about the management of
money, which is the single most important aspect of managing a business.

Let's look at some of the ways in which a business may be badly ma-
naged, to see if we can learn some lessons from them about good manage-
ment. First, many new businesses are under-capitalised, that is, there isn't
enough money available to them to give them a real chance to succeed. If
everything goes smoothly right from the start, they may survive. But if they
encounter problems and delays, and they are undercapitalised, they will be in
trouble. And-we should remember, too, that enthusiasts tend always to be
over-optimistic, so they underestimate the amount of capital they are going to
need. So-that is.our first lesson: never attempt to start a new venture if you
haven't got enough capital to see it through.

Second, many new businesses fail because they are in the wrong place
or their premises are unsuitable - too big or too small, or something of the
sort. This may mean that they can't afford to pay the rent and other costs, or
they operate inefficiently because they haven't got enough room to plan prop-
erly or to expand if they need to. So our second lesson is: don't be too much
of a hurry to settle on premises if you aren't quite sure they are right.

Third, some ambitious new businesses spend too much of their capital
on presenting a glossy image, with expensive fittings and office furniture
which cost a great deal of money but do not contribute anything to meeting

13



the expenses. So that's our third lesson: get your priorities right and don't
spend too much of your capital on nonproductive items.

Fourth, far too many businesses fail because their managers have not
done their homework, in two ways in particular - in researching the market to
make sure that the product they have in mind is really in demand and not al-
ready available from lots of other companies at competitive prices, and in in-
vestigating and setting up ways of distributing the finished product, that is, of
getting it to the customer on profitable term. Remember, even if you produce
the finest product of its type in the world, but no one wants to buy it or you
can't get it to the people who do, you will fail. And that's our fourth lesson:
always research the market before you decide to enter it= and that includes
taking a long, hard look at the competition. There is fifth lesson here, too.
Be very sure you have a system of distribution ready before you even start
to produce anything.

There are quite a lot of other factors to be taken into account: installing
the right equipment, hiring a suitable workforce; ensuring a supply of raw
materials on terms you can afford; controlling production and the storage of
stock; keeping a close check on prices and customer credit; and so on. Some
of these we shall be dealing with later in your course.

But above all remember today's gaolden rule. Plan every step of the way
before you start... Any other time is too late.

Questions to the text:

1. Which reports will you see if you look at almost every newspaper?

2. Which factors contribute to the rapid disappearance of many businesses?

3. What is the single most.important aspect of managing a business?

4. Can you start a new venture if you haven't got enough capital to see it
through?

5. Why is it important to have the right premises?

6. What should the priarities be like? Is it essential to present a glossy image
or better to spend money on productive items?

7. What are the two tasks the manager has to do before the company even
starts to-produce anything?

8. What are the basic problems involved in running a business? Name them.

9. Are there any other factors to be taken into account?

GRAMMAR FOCUS
PARTICIPLES

Participle I (Active)

1) You'll see lots of reports of busi- | You’ll see lots of reports of busi-
nesses. nesses closing down.

2) These businesses close down. (Active)

14



Participle 11 (Passive)

1) There are some problems. There are some problems in-
2) These problems are involved in run- volved in running a business.
ning a business. (Passive)

Exercise 1. Translate the following sentences identifying Participle | and

Participle I1.

1. The brand being on the market for some time usually has the decline of

sales.

People involved in marketing spend a great deal of their time.

Opinions are the arguments leading to conclusions and recommendations.

There are government agencies formed to operate public services.

There are letters requiring answers.

Normally, the total price paid by the customer. is greater when payments

are spread over a period.

The statement containing certain data is presented by the financial manager.

8. The money collected from the customers replace some of that used in
starting the business.

9. All the elements of the marketing mix working together create a brand.

10.The credit level granted to a customer depends on customer's financial
standing.

ok w

~

Exercise 2. Combine two sentences to make up one either with Participle I or
Participle I1.
1. a) In 1985 a new Companies Act was passed.
b) It consolidated lots of earlier acts.
2. a) There is a loss at the time of sales.
b) The loss is caused by-incorrect delivery.
3. a) Most managers’ reading material consists of letters.
b) The letters require response.
4. a) The policy was based on minimum credit.
b) The credit was given by the bank.
5. a) Papers in technical journals have a brief abstract.
b) The abstract serves the purpose to confirm its interest.
6. @) Some costs vary in proportion to the quantity of goods.
b) The goods are produced by companies.
7.@) Clear instructions are essential.
b) Clear instructions outline the objective of the report and the area of it.
8. a) The credit control function is the responsibility of a credit manager.
b) The credit manager is backed up by his team.

Exercise 3. Use Participle | or Participle Il instead of Relative clause.
1. When the mail arrives look first at letters which are specifically addressed
or referred to you.

15
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Interesting information is defined as the information that affects people.

3. Standards should be set for the typical payment periods, which are ex-

pected for the country in question.

Often there is a covering which says what you are expected to do.

The legislation, which is needed to make a market economy possible,

must address numerous problems.

5. The rules and regulations which exist now do not let big business gain ex-
treme profits.

6. The country's debt will still be above 60% target, which is set in the treaty.

7. A connecting thread that runs all the way through Government in the US

Is the accountability.

o B

Exercise 4. Complete sentences using Participle | or Participle L.

1. People (try) to invent better definitions of their task spend a great deal of

time.

People (involve) in marketing try to invent better definitions of their task.

Agency's resident (form) advertisements uses all his creative genius.

4. Advertisements do not usually spring fully (form) into the mind of an
agency's resident.

5. Managers (select) information to pass it on to other managers depend on
information (communicate) to them

6. They pass on (select) information to other managers.

7. The sales manager (confirm) the company's orders is out at the moment.

8. The (write) confirmation of order is necessary.

W

Exercise 5. Replace the clause by Participle I construction using the model:

A new republic wasfounded A new republic was founded
which turned into reality the turning into reality the ideals of a
ideals of a few. palitical phi- few political philosophers.
losophers.

1. Sales promotions are aimed at the sales force, which encourages them to
Increase their activities.

2. Enormous amounts of money move round the world, which chases high
Interest.rates of capital gains.

3. You insert the number of each voucher in the column provided, which
enables the company's cashier to check later the evidence for each entry.

4. When you submit a recommendation to your boss you will summarize the
argument as best as you can, which will stress the facts that support your
case.

5. The basic pay of Northern Electric chief executive can be boosted by
54,000 pounds, which brings his total pay to 234,000 pounds.
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Exercise 6. Complete sentences using Participle | or Participle I1.

1.

2.

o ok

~

While (look) forward to receiving the merger the companies would need
to address legal concern.

When (put) at risk by investing, the company is naturally eager to recover
those funds as soon as possible.

When (make) a presentation to a small group of people, it is useful to have
some illustration of what you mean.
Activity ratios are meaningful when (compare) with those of other firms.
(Generate) additional sales advertising covers the added costs.
When (evaluate) the figures the financial manager presents, the director
must weigh the pros and cons.
Once (approve), these people hold office for life.
When (buy) a fur coat, the design has more effect on the purchaser than
price.
If (ask) to produce a report, it is worth while drafting it briefly first.
TERMS TO KNOW
become giants CTAaHOBHUThCS FTHTaHTaAMU
distinct advantage OTYETIIMBOE (3aMETHOE) MPEUMYIIECTBO
have much flexibility UMETh THOKOCTh
make decisions NPUHUMATh PCHICHHSI
daily operations CKCIHEBHOEC  BEICHHE  XO3AMCTBEHHOMU
JACATCIIBHOCTU
supervise KOHTPOJIMPOBATh, HAOJFOIATh; HHCTIEKTUPOBATh
beauty parlor KOCMETHYCCKHIA CaTIOH
real estate HEJIBHIKMMOCTh
interior-decorating bupMBl IO BHYTPEHHEMY OQOPMIICHHIO
firms WHTEpbepa
daily operations CKETHEBHOC  BCJCHHUE  XO3SHCTBCHHOUN
ACATCIIBHOCTU
render OKa3bIBaTh (MOMOUb)
offset BO3MEIIATh (KOMICHCUPOBATH)
overheads HaKJIaTHbIC PACXOIbl
less efficiently on the job  menee 3¢ dekTuBHBI Ha padoTe
a scale of operations MaciTal ornepanui
exceed the local market mpeBsbImaTh CIPOC MECTHOTO PHIHKA
demand
transportation costs TPAHCIIOPTHBIC PACXOIbI
adjust to smth NPUCIIOCA0IMBATELCS K YeMY-JIH00

maintain better morale = mommepXuBaTh JyYIINil MOPATBHBIN KIIMMAT

secure COXpaHUTh, 00ECIIEYNTh, TAPAHTUPOBATH
cope with monopolistic CIPABUTHCS C MOHOIIOJIUCTHYECKOM
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practices PAKTHKOM

finance expansion (buHAHCHPOBATH paCIINpEHUE

tax burdens OpeMsi HAJIOTOBOTO OOJIOKCHHS

good will TYIABWUI, TPECTIK  QUPMBI  (VCI08HA
CMOUMOCTIb Penymayuu U 0ell08blX C8s3¢ell)

lack of time HEXBaTKa BPEMEHU

handle multiple assign- ympaBmaTe (OCYIIECTBIATH KOHTPOJIb  3a

ment MHOTOYHCICHHBIMH 38 IaHUSIMH

lack of research facilities HexBaTka cpejCcTB Ha UCCIICIOBaHHE
overcome with positive IIPEOI0JICTh ITyTEM ITO3UTUBHOTO
planning TJIAaHUPOBAHMUS

reveal opportunities for packpsITh BO3MOXKHOCTH 7S yCIeXa
SUCCess

be contemplated OBITh 33 JyMaHHBIM
be undertaken OBITH TIPEANPUHSATEIM
reward MOOIIPEHNE, BOSHAIPAXKICHUC

an outlet for one's crea- BBIXOJ IS YbETO-UOO TBOPUCCTBA
tivity

guarantee rapaHTUpOBaTh

consumerism KOHCBIOMEPU3M  (O8udiceHue 8  3auumy
unmepecos nompedoumeretl)

causes of failure NPUYHHEI POBajia

rely on the inherent 110JTaraThCs Ha CBONCTBEHHEIC

advantages NPEUMYIIEeCTBA

competent management ° KOMIIETEHTHOE YIIPaBJICHUE

achieve success JIOCTUYb yCIiexa

decrease employment YMCHBIIUTH O€3paboTHITY

insurance company CTpaxoBas KOMIAaHHUS

license JUIICH3US, O(DUITHATBHOE pa3pelicHUe

facilities JICHE)KHBIE CPEICTBA; BOBMOXHOCTH

law of supply and de- 3akoH cmpoca u pemIOKCHHS
mand

expenses-incurred MOHECEHHBIC PACXOIbl

vendor IPOIaBel]

distribution pacnpejeiieHne

supply a retailer cHa0XaTh PO3HUYHOI'O TOPTOBIIA

suffer from the recession crpanats ot cnaaa
WORD STUDY
1. Match the words with their definitions.
efficiency, facilities, demand, costs, expansion, overheads, consumer-

ism, reward, goodwill, tax
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1) A need for or a desire for a commodity, together with the ability to pay
for it, as in the law of supply and demand.

2) A consumer protest against the perceived injustices in exchange rela-
tionships and efforts to remedy those injustices.

3) The expenses incurred in producing goods or services during the period.

4) Regular and essential expenses such as rent and the cost of telephones,
stationery, etc.

5) The quality of being able to do a task successfully and without wasting
time or energy.

6) The process of becoming greater in size, number, or amount.

7) An amount of money that you have to pay to the government so that it
can pay for public services.

8) The popularity and good reputation of a successful business that forms
part of its financial worth.

9) Something that you are given, for example-because you have behaved
well, worked hard, or provided a service to the community.

10) The equipment, buildings, services, etc that are provided for a particu-
lar activity or purpose.

2. Supply the sentences with the missing words.
render, lack, facility, offset, estate, maintain, cope with, adjust, handle,
vendor, exceed

1) He divided his ... among his four brothers.

2) We would never have secured our independence without the aid you ... .
3) They argued that their wage increases would be ... by higher prices.

4) Sales ... all expectations.

5) We should ... our approach.

6) I need the money to .. me for at least the next month until I start a job.
7) We must try to ... our own failure.

8) The streets were crowded with ... and buyers.

9)... of proper funding is making our job more difficult.

10) He «.. all the major accounts.

11) They ask for a 6 million pound loan ... as working capital.

3. Complete each sentence with the correct form of make or do.

1) There's a rumour going round that Pelly's are going to ... a bid for
Squash International.

2) Please ... your best to get these typed documents before 5 o'clock.

3) Who shall I ... the cheque out to?

4) If we don't get some orders soon we'll have to ... some of our workers
redundant.
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5) I'm afraid you'll have to ... without the other photocopier until we can
get the part we need from the suppliers.

6) We've been ... business with them for over thirty years now.

7) Considerable progress has been ... and we hope to put some concrete
proposals to our members tomorrow afternoon.

8) The bank has decided to ... extra provision against bad debts this year.

9) They've been ... a roaring trade since they decided to advertise on local
television.

10) We have ... a considerable profit on the sale of that land.

11) I've got all these invoices to ... before | can go home.

12) The business was so run down when she took it over that no body ex-
pected her to ... such a success of it.

13) Something as simple as changing the size of the lettering on the packet
can ... all the difference to your sales.

14) Increasing production will ... even more demands on machinery which
is already breaking down at an alarming rate.

15) They could ... with some computer paper in the wages office.

16) We've ... away with the old system of clocking.in.

17) A customer has ... a complaint about-one of our salespeople.

18) In fact, Gravers have ... us a favour by launching their product first.

TEXT 3. Advantages and disadvantages of running a small firm

Small firms actually have advantages over large firms in many cases.
One advantage of small firms.is that they often grow into large firms. Many
of today's small firms will become giants in tomorrow's business world.

Some of the situations in which small firms have distinct advantages are
the following:

1.When new:-products or ideas are being tried. Small firms have much
flexibility. Decisions can be made and implemented quickly.

2.When_ the personal attention of the owner is essential to daily opera-
tions. If the owner's presence is important to the growth of the business, it
will be more successful if the business is small enough for one person to su-
pervise’.

3.Where personal services, either professional or skilled, are dominant.
Examples of this include beauty parlors, real estate® offices, interior-
decorating firms, TV repair shops. Medical and dental services are also
usually rendered® by small firms. Any possible advantages of large size in
these areas are usually offset® by greatly enlarged overheads® less efficiency’
on the job, and the loss of the personal touch of the smaller firm.

4.When the market for the product or service is mainly local. In some
types of firms, it just is not economical to attempt a scale of operations that
exceeds® the local market demand®. The making of bricks or concrete blocks
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for the construction industry is an example. Transportation costs™ are pro-
hibitive for moving such products.

5.When the industry is characterized by wide variations in demand or in
styles. Examples of these include ladies' dress line, ornamental candles, and
custom-made chandeliers and lamp shades. These types of products just do
not invite large firm development in most cases. The small, flexible firm
usually can adjust™ to the necessary variations of specialized products more
easily.

6.When close rapport with personnel is essential. Small firm owners
usually have the advantage of being close to employees. They know prob-
lems from daily conversations and can adjust employment to a person's abili-
ties better because of this close association. As a result; they are usually able
to maintain? better morale and efficiency in the firm, which is‘important in
any business.

Disadvantages of small firms:

Small firms are often said to labor under such disadvantages as the ina-
bility to secure competent employees, the inability. to cope with™* monopolis-
tic practices, the inability to finance expansion™® when it has been proved to
be practicable, tax burdens™, limited vendor goodwill*®, discriminatory pra-
tices by large shopping-center developers, lack'” of time for the small pro-
prietor to handle'® multiple assignment, lack-of research facilities'®, and the
problems of making a new firm or product known in its market.

Many of the disadvantages of small firms could be overcome with posi-
tive planning. An ill-conceived business, whether large or small, has little
chance of success if its operation has not been properly planned. Good re-
search in the planning stage can reveal opportunities for success. It can also
indicate when a business:that is contemplated should not be undertaken.

The rewards®™ for successful small firm ownership can be significant.
The personal satisfaction-will vary with the individual owner. Good profits,
satisfying employment, being one's own boss, community status, family
pride and tradition, and having an outlet for one’s creativity are some of
them.

But-these rewards are never automatic or guaranteed. Success makes
many demands upon the operator of the firm. The requirements for success-
ful ownership of small business firms can be summarized as follows: person-
al characteristics, good customer relations and knowledge of consumer-
ism*, good community relations, business ethics and social responsibility,
compliance with government regulations. But sound business knowledge and
willingness to work hard stand at the head of any list. Knowing the causes of
failure can protect the owner against them.

The individual firm has benefited from having these and other advan-
tages. In addition to the types of firms cited, small firms in such fields as
construction, wholesaling, retailing, and the service industries have faced up
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well to their larger firm competition. Insurance and small finance firms have
also been very successful. The profitable firms have not relied on the inhe-
rent advantages of small firms as such, but have combined these advantages
with alert and competent management to achieve their success.

Notes: 1l.exxkegHeBHOE BEACHHC  XO3SHMCTBECHHOM  NCATCILHOCTH, 2.
KOHTPOJIUPOBaTh, HAOIIOATh; UHCIEKTUPOBATH; 3. HEJBHKUMOCTh; 4.
OKa3bIBaTh (nOoMOwb), 5. BO3MEIIATh, KOMIIEHCUPOBATD; 6. HaKIaJdHbIC
pacxosl; 7. 3(pPEeKTUBHOCTH; MPOU3BOIUTEIHHOCTD; 8. MPEBHIIIATH;
npesocxoauth; 9. cmpoc; 10. TpancmoprtHele pacxoxas; 11.
npucnocabnuBarh; 12. mnoanepxkuBath, 13. - crpaButhes; 14.
paciipeHue, pocT;
15. Opems HasoroBoro ob6noxkenus; 16. ryaBun dupmer; 17.
HEJIOCTATOK, HEXBaTKa, OTCYTCTBHE; 18. ympaBisTh, OCYIIECTBIISITH
KOHTpOJib; 19. cpencrBa Ha wucciaegoBaHme; 20. MOOIIpPEHHUE,
BO3HArpaxyjaeHue; 2 1. KOHCbIOMEPHU3M.

COMPREHENSION

1. Answer the following questions.

1) Why are small firms more preferable when new products or ideas are be-
ing used?

2) Why do small firms have advantages when the personal attention of the
owner is essential to daily operations?

3) Why are large firms less efficient where personal professional services
are dominated?

4) What are the advantages of small firms when the market for the product
is local and there are wide variations in demand and styles?

5) What advantages do-small firm owners have?

6) What disadvantages of small firms do you know?

7) How can owners of small firms overcome disadvantages?

8) In what way can owners of small firms be rewarded?

9) What requirements for successful ownership of small business firms are
mentioned in the passage? Which are the most important?

2. In each of the following select the word or phrase that best completes
the statement or answers the question.
1) An advantage of small businesses over big businesses is that small busi-
nesses
a.are more flexible c are less regulated
b.have fewer problems  d. are all of the above
2) Which of the following would be classified as working for some one
else?
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a. physician in private practice c. retail sales clerk

b. dairy farmer d. attorney
3) Big business, some people believe,
a. is unethical c. has more political power

b. strangles small business d. does all of the above
4) A list of skills in order of difficulty or rank is called
a.a rank list c. a hierarchy
b.a guild record d. a table of skills
5) Small businesses when compared to big businesses
a.are more likely to succeed c. are a greater risk
b.employ more workers d. usually require less capital to start
6) Future innovations in technology will
a. create opportunities for small businesses.
b. put small businesses out of business.
c. decrease employment in some industries.
d. all of the above.
7) Which of the following products can be sold in vending machines?

a.hot soup and sandwiches c. insuarance policies
b.stockings d.-all of these
8) Which of the following is a performance test?
a. driving (road) test c. blood test
b. 1Q test d. written driver's test
9) Which of the following is a repair business that services businesses?
a.watchmaker c. office machine repair
b.TV repair shop d. dentist
10) Which of the following is not a financial business?
a.credit union c. investment banker
b.insurance company d. company that prints paper money
11) If you opened a hamburger stand, you would probably need a
a.license C. variance or permit
b.lemonade stand d. all of these

12) What businesses are most people likely to have been involved with
whilesstill'in school?
a. paper route c. babysitting
b. lemonade stand d. all of these
13) Which of the following statements is true?
a. Small businesses can be very small.
b. Small businesses must be run on a full time basis to be profitable.
c. Small businesses are not found in the production area.
d. All distribution businesses are small.
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TEXT 4. FORMS OF OWNERSHIP

Read the text to get the gist of it. Answer the following questions.
a)What is the most risky form of ownership?
b)What form of ownership is the least easy to dissolve?

There are three major legal forms of ownership: sole proprietorship, the
partnership and the limited company. It is important to note which form of
ownership is involved because the different characteristics of each will have
implications for the operation of the firm. The following section explains the
various forms of ownership, their advantages and disadvantages.

Sole Proprietorship

A sole proprietorship is a business owned and-usually operated by a single
individual. Its major characteristic is that the owner and the business are one
and the same. In other words, the revenues, expenses, assets and liabilities of
the sole proprietorship are the revenues, expenses, assets, liabilities of the
owner. A sole proprietorship is also referred to as the proprietorship, single
proprietorship, individual proprietorship, and individual enterprise.

A sole proprietorship is the oldest.and most common form of ownership.
Some examples include small retail stores, doctors' and lawyers' practices
and restaurants.

Advantages

A sole proprietorship is the easiest form of business to organize. The only
legal requirements for starting such a business are a municipal licence to op-
erate a business and a registration licence to ensure that two firms do not use
the same name. The organization costs for these licences are minimal.

A sole proprietorship can be dissolved as easily as it can be started. A sole
proprietorship can terminate on the death of the owner, when a creditor files
for bankruptcy, or when the owner ceases doing business.

A sole proprietorship offers the owner freedom and flexibility in making
decisions: Major policies can be changed according to the owner's wishes
because the firm does not operate under a rigid charter. Because there are no
others to consult, the owner has absolute control over the use of the compa-
ny's resources.

Disadvantages

As mentioned earlier, the financial condition of the firm is the same as the
financial condition of the owner. Because of this situation, the owner is le-
gally liable for all debts of the company. If the assets of the firm cannot cov-
er all the liabilities, the sole proprietor must pay these debts from his or her
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own pocket. Some proprietors try to protect themselves by selling assets such
as their houses and automobiles to their spouses.

A sole proprietorship, dependent on its size and provision for succession,
may have difficulty in obtaining capital because lenders are leery of giving
money to only one person who is pledged to repay.

A proprietorship has a limited life, being terminated on the death, bank-
ruptcy, insanity, imprisonment, retirement, or whim of the owner.

Partnerships

A partnership is an unincorporated enterprise owned by two or more indi-
viduals. A partnership agreement, oral or written, expresses the rights and
obligations of each partner. For example, one partner may have the financial
resources to start the business while the other partner may possess the man-
agement skills to operate the firm. There are three types of partnerships:
general partnerships, limited partnerships, and-joint. ventures. The most
common form is the general partnership, often<used by lawyers, doctors,
dentists, and chartered accountants.

Advantages

Partnerships, like sole proprietorships, are easy to start up. Registration
details vary by province, but usually entail obtaining a license and registering
the company name. Partners' interests can be protected by formulation of an
"Agreement of Partnership”. This agreement specifies all the details of the
partnership.

Complementary management skills are a major advantage of partner-
ships. Consequently partnerships are stronger entity and can attract new em-
ployees more easily than proprietorships.

The stronger entity also-makes it easier for partnerships to raise additional
capital. Lenders are.often more willing to advance money to partnerships be-
cause all of the partners are subject to unlimited financial liability.

Disadvantages

The major disadvantage of partnerships is that partners, like sole proprie-
tors, are-legally liable for all debts of the firm. In partnerships, the unlimited
liability is both joint and personal. Partners are also legally responsible for
actions of other partners. Partnerships are not as easy to dissolve as sole pro-
prietorships.

Limited companies

Limited companies, unlike proprietorships or partnerships, are created by
law and are separate from the people who own and manage them. Limited
companies are also referred to as corporations. In limited companies, owner-
ship is represented by shares of stock. The owners, at an annual meeting,
elect a board of directors which has the responsibility of appointing company
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officers and setting the enterprise's objectives.

Advantages

Limited companies are the least risky from an owner's point of view.
Shareholders of corporations can only lose the amount of money they have
invested in company stock.

Corporations can raise larger amounts of capital than proprietorships or
partnerships through the addition of new investors or through better borrow-
ing power. Limited companies do not end with the death of owners.

Disadvantages

It is more expensive and complicated to establish corporations proprietor-
ships or partnerships. A charter, which requires the services of a lawyer, must
be obtained through provincial governments or the federal government. In
addition to legal costs, a firm is charged incorporation fees for its charter by
the authorizing government.

Limited companies are subject to federal and provincial income taxes.
Dividends to shareholders are also taxed on an individual basis.

With diverse ownerships, corporations do not enjoy the secrecy that pro-
prietorships and partnerships have. A company must send each shareholder
an annual report detailing the financial condition of the firm.

I. Find international words in paragraphs 10 and 11.
I1. Complete the sentences with the words from the box below.

Single, ownership, sole proprietorship, flexibility, individuals, liabili-
ty, own, to operate, directors, stock.

1. There are three major-legal forms of ... : sole proprietorship, the partner-
ship and the limited company.

2. A sole proprietorship is owned and operated by a ... individual.

3. A.....can be dissolved as easily as it can be started.

4. A sole proprietorship offers the owner freedom and ... in making deci-
sions:

5. A partnership is an unincorporated enterprise owned by two or more

6. One partner may possess the management skills ... the firm.

7. In partnerships, the unlimited ... is both join and personal.

8. Limited companies are separate from the people who ... and manage
them.

9. The owners of limited companies elect a board of ... at an annual meet-
ing.

10. Shareholders of corporations can only lose the amount of money they
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have invested in company ....
I11. Make up you own sentences using the following words and word
combinations.
Forms of ownership, sole proprietorship, a single individual, most com-
mon form of ownership; partnerships, easy to start, partners, to be legally li-
able for all debts, owners, limited companies, board of directors.

IV. Read the text again and choose the best endings to the following
statements.
1. A sole proprietorship is a business owned and usually operated by ... .
a)two or more individuals
b)a single individual
c¢)shareholders
2. A sole proprietorship is ....
a)the oldest form of ownership
b)the youngest form of ownership
c)the least risky form of ownership
3. Only a municipal and registration licences are necessary for starting ... .
a)a sole proprietorship
b)a partnership
c)a limited company
4. A sole proprietorship can be dissolved ....
a)with great difficulties
b)not easily
c)easily
5. A proprietorship has.....
a)a limited life
b)an unlimited life
c)a long life
6. A partnership agreement, oral or written, expresses the rights and obli-
gations of... .
a)the'owner
b)each partner
c¢)shareholders
7. General partnerships, limited partnerships, and joint ventures are three
types of....
a) limited companies
b)sole proprietorships
C) partnerships
8. The most common form of partnerships is ....
a)the general partnership
b)the limited partnership
c)the joint venture
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9. Partnerships can attract new employees more easily than ....

a) limited companies
b)proprietorships
c)corporations

10. In partnerships, the unlimited liability is ....

a) joint
b) personal
c) joint and personal

11. From an owner's point of view limited companies are ... .

a) the most risky
b) the least risky
c) risky

12 Dividends to shareholders are taxed on ... .

a) an individual basis
b)a common basis
¢)both individual and common basis

V. Complete the unfinished questions in column A that are answered in

column B.
A B

How many ... ? 3 major forms of ownership.
How many... ? 1 individual.
How many... ? 2 or more individuals.
How many... ? 3 types of partnerships.
What... ? Shares of stock.
What... ? A board of directors.
What... ? Secrecy.

VI.

Using the information obtained from the paragraphs make an out-

line of the text.

VI1I. Speak about forms of ownership using key words, phrases, the topic
sentences and the outline.

VIII. Translate into English.

1.
2.

3.

EnunonuaHOe BajieHne — camas rmpocTas (popMa opraHu3amnuu Ou3Heca.
EnuHonuyHOe BlIajeHUE NPEIOCTABISET BIAJETBIy CBOOOAY U
r'MOKOCTb B MPUHATUU PEIICHUH.

Bragener oTBeTCTBEHHEH 3a BCE JIOJTH KOMIIAHUM.

Bpemsi  cymiecTBOoBaHUS ~ KOMIIAHMM  MOXET  OBITh  OFPaHUYEHO
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OAHKPOTCTBOM, TIOPEMHBIM 3aKJIOYEHHEM, YXOJAOM Ha IEHCHIO,
IIPUXOTBIO BJIAJIEIBLA U T.1I.

5. 3aumozaBUbl NPEANOYUTAIOT BKJIAbIBATh JICHBIU B IAPTHEPCTBA, YEM B
CAVHOJIWYHBIC BJIAJACHUS, IIOCKOJIBKY BCE IAPTHEPHl  SBISIOTCSH
(MHAHCOBO OTBETCTBEHHBIMH.

6. [lapTHepcTBa HE Tak JETKO PACIYCKAIOTCA, KaK €TUHOTUYHbIC BIAJCHUSI.

B kxoMmaHuAX € OrpaHMYEHHOHM OTBETCTBEHHOCTBHIO COOCTBEHHOCTH

IIPEACTABIICHA AKUMAMM aKIIMOHEPHOIO KaIllUTAJIA.

8. AKIMOHEpHl MOTYT TOJIBKO TOTEPSATh JE€HBI'M, WHBECTHPOBAaHHBIC B
KOpIIOpalyHu.

9. JluBuAEHBI aKIIMOHEPOB KOPIOpaluid 00JaraloTcs HajloroM Ha OCHOBE
WHIUBUYAJIBHOTO ITPUHIUIA.

10.Komnanust 00si3aHa MOCBUIATh aKIUOHEpaM CXKEroJHbIM  OTYET,
OTpaXkaroIuii ((MHAHCOBOE COCTOSTHUE (PUPMBI.

~

TRANSLATION PRACTICE
Translate from Russian into English in a written form.

A

1. KopriopatuBHass  ¢opma  OusHeca . sBisieTcss  Oosnee  THOKUM
WHCTPYMEHTOM /Il IIHPOKOMACINTAOHON SKOHOMHYECKOW NeATeIbHOCTH,
4eM €IMHOJUYHOE BIIaJICHUE WU TTAPTHEPCTBO.

2. [lepBoe, OHa 3amMIACT CBOMX BIAMENBIIEB, OCBOOOXHas HMX OT
WHANBUAYQIbHONH  OTBETCTBEHHOCTH - Tepea  3aKOHOM, KOTJa OHH
MPEACTABIIAIOT OU3HEC.

3. Bropoe, Bmamenblpl - aknpd  KamuTajga o0JadaloT  OrpaHUYCHHOMU
OTBETCTBEHHOCTBHIO, OHW. HE OTBEYAIOT 3a JOJTH Kopropamuu. Ecnu
akuoHep 3armratuia 100§ 3a 10 aknwii kanuTana ¥ KOpHoparus CTaHOBUTCS
0aHKPOTOM, OH UJTU OHAMOTYT NOTEPSITh 100 HMHBECTUPOBAHHBIX JTOJIJIAPOB.

4. TpeThe, KanuTaa KOpHopauyu MOXHO repeMeniate. [loTepst uHTEpeca k
neiy, 00JIe3Hb U T.11. OTJIEIBHOIO JIMIIA HE HAHOCAT yIepO KOPIOpalyy.

B

[TapTHepeTBO Kak (Qopma oOpraHuzanvu OuzHeca B OOJbIIEH WU
MEHBIIICH CTCTICHN SIBJIICTCSI ©CTECTBEHHBIM Pa3BUTHEM CIMHOJIUYHOTO
BJIaJICHUsL. B MOmbITKE MPeooiieTh HEKOTOPhIE M3 OCHOBHBIX HEIOCTATKOB
ENMHOIMYHOTO BJAJCHWSA poOAMach Takas ¢opmMa Ou3Heca, Kak
napTHepcTBo. Camo Ha3zBaHHE OOBSACHAET CyTh 3TOM dopmbl. [lapTHEPCTBO —
3T0 (hopma opraHuzaluu OuU3Heca, MpU KOTOPOH JBa WM 0ojiee OTACIbHBIX
JUIA JIOTOBAPUBAIOTCS O BIIAJICHUU TPEANPUITHEM U €ro YIpPaBJICHUH.
OOBIYHO OHU OOBETUHSAIOT CBOM (PMHAHCOBBIE PECYpPChl M YMEHHE BECTH
nena. [lomoOHBIM 00pa3oM OHHM PACTIPEICISIIOT PUCKH, a TaKKe MPUOBLIN
WM YOBITKH, KOTOPBIE MOTYT BBIMACTh HA WX N0r0. [lo cTeneHu yyactusi B
JESTETPHOCTH TPEANPHUATHS TMapTHEPCTBA OBIBAIOT pa3Hble. B HEKOTOpBIX
CIy4JasiX BCE€ MAapTHEPHI WIPAIOT AKTUBHYIO POJIb B (DYHKIITMOHMPOBAHUU
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IMpCAIIpUATHA, B APYTUX ClIydasaX — OAWH UM HCCKOJIBbKO YYaCTHHUKOB MOTI'YT
OBITH MOJTHAIINBBIMU», TO €CCTh UI'PATh IMTACCUBHYIO POJIb. 210 O3Ha4acT, 4ToO
OHH BKJIaAbIBaIOT CBOH (1)I/IHaHCOBI>I€ CpcacCTBa B q)HpMy, HO HC IIPUHUMAIOT
AKTUBHOI'O Y4aCTHUA B YIIPABJICHHUU CHO.

TEXT 5. INVESTING IN A LIMITED COMPANY

1When a limited company has started trading, you do not invest.in shares by
giving more capital to the company. You buy them from one of the share-
holders. If it is a private limited company, a shareholder can only sell shares
if all the other shareholders agree. If it is a public limited company, shares
can be bought and sold freely, usually at a Stock Exchange. If the company
is doing well and paying high dividends, then you might pay more than the
face value of the shares. If it is doing badly, you might pay less than the
face value of the shares. The price you pay at<the ‘Stock Exchange (or to a
shareholder) for your shares is their market value.

2 If the company fails, it will stop trading and go into liquidation. This means
that all the company's property and equipment (its assets) must be sold and
the money from the sale will be used.to pay its debts to its creditors. The
shareholders may lose the money they paid for the shares. If the company
still does not have enough money to pay all its debts, the shareholders do
not have to pay any more money. In other words, the shareholders' liability
for debts is limited to the value of their shares.

30n the other hand, if you are an owner of a business which is not limited,
for example a sole proprietorship (owned by one person) or a partnership
(owned by between 2 and 20 people) and your business fails, you will go
bankrupt. In this-case you might have to sell your own private possessions
(your house, car, furniture, etc.) to pay all your creditors. In other words,
sole proprietors and partners have unlimited liability for their firm's debts.

Exercise 1. Express the following in one word:

I. The money shareholders put into a company to buy property and equipment
S0 it can-start trading.

2. One of the owners of a partnership.

3.The price you pay for shares when the company has started trading is
their........... value.

4. To put money into a business or a bank account so that it will make a
profit.

5. The sole (only) owner of a business.

6. To buy and sell goods.

7. The price written on a share is its .... value.
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8. Something belonging to a person or a business which can be sold.

9. One of the owners of a limited company.

10. Your legal duty to other people, eg. to your creditors.

11. If a sole proprietorship or a partnership fails, the owners will go ......

12. You can only buy or sell shares in a .... limited company if the other
shareholders agree.

13. A person you owe money to.

14. The shares in a .... limited company can be bought and sold freely.

15. Another name for a business.

16. When a limited company fails, it goes into ...........

17. Money you owe to another person.

18. Shares in public limited companies are usually bought and sold ata .....
exchange (which is also called a ........ market).

Exercise 2. Put questions to text Ne 5 and answer them.

Exercise 3. Types of business. Complete this table about the four main kinds
of business in Britain.

Type of | Number of | Name of | Liabilityof | If the business [ Additional informa-

business | owners | owner(s) owner(s) fails... tion
Sole pro- OWNers go
prietor- a b unlimited
ship
d e Partners c
Name of company

includes word Limited
or abbreviation Ltd.
f 2-50
Company goes | Shares sold pri-
vately with agree-
g h [ ment of other

shareholders.
Must have Memo-
randum of Associa-
tion and Articles of
Association.
Name of company
includes words Pub-
lic Limited Compa-
ny or abbreviation
plc.
Shares sold ......

k

J 2

or more
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Exercise 4. Complete the following sentence with must or can.

1. There be at least two partners in a partnership.

2. A person who wants to start a business, but who has not got any partners
start a sole proprietorship.

3. Two people starting a business together start a partnership or
a private limited company.

4.You have as many as 20 people in a partnership.

5. Asole proprietor _ pay the firm's debts with his/her own money:-if ne-
cessary.

6. Each partner pay the firm's debts with his/her own money if ne-
cessary.

7. Anyone _ _ buy shares in a public limited company.

8. The name of a private limited company include the word limited or
the abbreviation Ltd.

9. You only buy shares in a private limited company if the other
shareholders agree.

10. You draw up a Memorandum and Articles of Association when

you start a limited company.

ACT OUT DIALOGUES

I. Split into pairs and act out the following dialogues.
a)Student A. You have recently inherited a small business and would like
to operate it. But your wife is absolutely against it. Try to persuade her that it
would be a valuable learning-experience and you can make a big profit.
Student B. Your husband is eager to become a sole proprietor but you
have recently read an article about private companies and think that it is a
dangerous and difficult business. Persuade your husband not to start it.
b)Student A. You. have started a business of your own and work day and
night. Your friend thinks that it is easy to operate it and doesn't believe that
you make a lot of efforts in doing it. Explain him all the difficulties of a sole
proprietorship.
Student B. Your friend is a sole proprietor. You think he does nothing but
making money. Try to give all arguments and facts to prove your point.
¢) One of you aims at forming a partnership. The other is eager to start a
business of his own. Try to persuade each other giving advantages and disad-
vantages of each form of business organization. Use the vocabulary.

Il. In order to start a limited company, you must draw up two legal
documents, a Memorandum, of Association and the Articles of Associa-
tion. In small groups, start your own company. Decide on the name of
the company, what you are going to do and how much capital you are
each going to invest. Then draw up the Memorandum. Write a full sen-
tence for each of the six clauses, which say the following:
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1. The name of the company (The name of the company will be ...)

2. The country where the company is.

3. The type of trade the company will carry on.

4. A sentence saying that the liability of the shareholders is limited by the
amount invested in shares in the company.

5. The amount of capital the company has and the number and value of its
shares.

TEXT 6. WHY ARE COMPANIES REFERRED TO ASLTD., INC.,
GMBH, OR S.A.?
Translate this text into Russian in written form

An individual, like Henry Ford, might want to begin a small enter-
prise and personally retain total responsibility and liability, but once it
starts to grow, a partnership or a "company"— such as Ford Motor Compa-
ny-would need to be formed. The key factor in @wning any company is
the guarantee called limited liability: the owners of a company never have
to pay more than they have invested in the company. Their liabilities are
limited. When a company goes bankrupt, the owners can never be required
to pay its unpaid bills.

The worst that can happen to investors.in a limited liability company
Is losing their initial investment if the company fails. By limiting the
downside risk for shareholders, companies are able to attract equity inves-
tors and raise large amounts of funds called equity capital through sales of
shares rather than by borrowing money at potentially high interest rates.
The names of companies around the world reflect this guarantee of limited
liability. The abbreviations “"GmbH" in Germany, "Inc." in the United
States, or "Ltd." in maost-other English-speaking countries indicate that the
firm is a limited liability company and investors have nothing more to lose
than the money invested in their shares. The "S. A." in French-and Span-
ish-speaking .countries also refers to limited liability by defining share-
holders as "anonymous." Since the identity of shareholders can be kept se-
cret, the creditors of a bankrupt company have no right to pursue them for
the company's unpaid debts.

Many.countries make a clear distinction between public and private
companies, with separate designations, such as AG and GmbH in Germany,
or Pic and Ltd. in Britain. Generally, "public" companies are those large
enough to have their shares traded on stock exchanges, while smaller un-
quoted companies are said to be "private,” even though their shares can be
held by the public at large. In some countries, a large company is said to be
privately owned if its shares are not available to the general public. In the
United States, where little distinction is made between public and private
companies, most companies simply bear the title "Incorporated.”
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Your vocabulary

corporation Large companies are referred to as corpora-
tions, especially in the United States.

corporate Corporate is used to describe things relating
to a corporation, or to corporations in general,

multinational in expressions like the ones in the next exer-
cise.
Large companies operating in-many

big business countries are multinationals.

Big business can refer to large business organ-
small and medium- | izations or to any business activity that makes

sized a lot of money.
companies
Small companies are referred to as small busi-
small business nesses or small firms.
small firm

Unlike some languages, English does-not have an everyday term for small
and medium-sized companies, apart from this rather clumsy expression.

1. Corporate partners. The words in the box frequently occur after corpo-
rate.

image
strategy collapses
governance corporate
logo ladder
performance

Find combinations that refer to:

the perception that people have of a corporation.

what corporate employees climb during their career.

company results over a period of time.

the values that people have and the ways that things are done in an organization.
the way a company is managed at the highest level.

plans that companies have maintaining and developing their position in
the future.

7 company failures.

8 asymbol, usually showing the company's name.

OOk WN P

34



Now use these expressions to complete the extracts.

a Corporate and associated fiascos have exposed the
failure of the auditing industry as a whole, not just the failure of individual
audits.

b No single subject has so dominated the attention of managers, consultants
and management  theorists as the  subject of  corpo-
rate

¢ While Wal-Mart grew, Walton was developing the practices that were to
give the firm one of America's most-admired  corporate

S.

d Huet, remaining one step ahead on the corporate :
has been transferred to New York as head of Societe Generate in America.

e Good corporate should.be about stopping messes
from happening, not just cleaning up afterwards:

f Few investors are prepared to look beyond conventional measures for as-
sessing corporate :

g All phone books are to have identical blue.covers with the British Telecom

. It is part of the corporate

LET’S DISCUSS

Wearing the corporate identity. Read this article from the Independent on
Sunday and answer the questions.

CORPORATE IDENTITY: THE
EXECUTIVE UNIFORM

An expensive advertising campaign
can attract you to a.company, its im- | 1 Even if you don't know what a
pressive building will make you glad | tank top is, does the writer imply
you came; but if the first person you | thatitis

deal with'is wearing a purple tank top | a suitable thing for someone
and flared trousers, are you really | working in a company to wear?
going to take them seriously?

A uniform is the most personal ma- | 2 Are white collar workers obliged
nifestation of a company's corpo- | to wear shirt with white collars in
rate identity, so companies specia- | your country, even if they don't
lising in 'executive careerwear' are | wear a uniform provided by the
putting white collar workers and | company?

professionals into ‘corporate suits'.
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John Larder, a Midland Bank
branch manager, wears his dark
blue corporate suit by choice. 'We
can choose between single-breasted
or double-breasted, and | alternate
between the two. However, |
wouldn't wear it out if | was with a
customer as | think it would be un-
fair for them to be seen with some-
one who is obviously a Midland
Bank man.'

There is often a certain amount of
choice available in terms of style
and colour, so not everyone ends up
dressed identically. But together,
the effect remains co-ordinated. At
the Abbey National not only are
corporate suits provided, but the
corporate identity is carried into
maternity wear and for the special
requirements of ethnic groups....
The majority of people who wear
corporate clothing are those who
deal directly with the public, and
the response from customers has
been very positive....

But who among the professionals
would wear company colours, and
how are they persuaded to do so?
The most recent newcomers to cor-
porate dressing. are financial servic-
es companies such as banks and
building societies and the challenge
Is to find a look that pleases every-
one....

There will always be those who
consider that being asked to wear a
uniform is a dubious privilege. A
senior employee at a leading estate
agent says: 'When the clothes were
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introduced, we were all on the
phone to our lawyers because we
just didn't want to wear them. Some
people even left their jobs.'...

Chris Willows, of BMW, explained | 5 If X is the linchpin of Y, is X an
why the company does not have important part of Y?

corporate clothing for its sales
people.'One of the linchpins of | 6 If you place tremendous
BMW's philosophy is its individual- | emphasis on something, do you
ity, both in the type of product it | think itis unimportant?
produces and the type of customer it
attracts. We are a company which
places tremendous emphasis on
corporate identity, even down to the
type of tile for the showrooms, but
there is a difference between bricks
and mortar and a human being.

But even when organisations do not | -7 Would you wear a uniform or
have corporate clothing, they still ‘corporate clothing' to work? If
expect their staff to dress to reflect |  you do already, what do you
the company's values. That means think of it?

saving the purple tank tops for even-
ings.

What is meant by “organizational climate”? Why is it important? What
part does an organization's culture play in the daily lives of its members?
Read the text'and be ready to discuss each point of cultural values.
Can you add any more?

ORGANIZATIONAL CLIMATE

Although the concept of organizational climate is somewhat nebulous,
it is valuable in understanding several aspects of organizational behavior.
Organizational climate is the overall favour ability of member attitudes
and perceptions with reference to specific activities and features of an
organization.

Organizations tend to have their specific culture: a peculiar mix of val-
ues, attitudes, norms, habits, traditions, behaviors and rituals. Some organi-
zations are well aware of their culture and regard it as a powerful strategic
tool, used to orient all units and individuals toward common goals, mobil-
ize employee initiative, ensure loyalty, and facilitate communication. They
aim at creating a culture of their own and making sure that all employees
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understand it and adhere to it. The specific cultural values of an organiza-
tion may concern, for example:
— the organization's mission and image (high technologies, innovative spi-
rit, superior quality);
— seniority and authority (respect for seniority; seniority as a criterion of au-
thority);
— the treatment of people (concern for people and their needs, equitable
treatment or favouritism, privileges, respect for individual rights, training
and developing opportunities, how people are motivated);
— the importance of different management positions and functions (authority
of personnel department: importance of different vice-presidents' posi-
tions; respective role and authority of research and development);
— work organization and discipline (voluntary versus imposed discipline;
punctuality; use of time clocks: flexibility in changing roles at work; use
of new forms of work organization);
— decision making process (who decides; who has to be consulted; individu-
al or collective decision making; need to reach consensus);
— circulation and sharing of information (employees amply or poorly in-
formed; information readily shared or not);
— communication pattern (preference for oral or written communication; ri-
gidity or flexibility in using established channels, use of meetings; who is
invited to what meeting; established behaviour in the conduct of meeting);
— ways of handling the conflicts (desire to avoid conflict; preference for in-
formal or formal ways; involvement of higher management);
— performance evaluation (confidential or public; by whom carried out; how
results are used);
— socialization patterns:(who socializes with whom during and after work;
facilities such as separate dining rooms or reserved clubs);
— management and leadership style (paternalism; authoritative, consultative
or participative style; flexibility and adaptability);
— identification with-the organization (manager and stuff adherence to com-
pany objectives and policies; enjoying working with organization).
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UNIT 2. MANAGEMENT AND COMPANY STRUCTURE

If the leader is good, the followers will be good.

Your vocabulary

Management
the control and organizing of a business or other organization;
those staff within the firm who exert control over its activities on behalf of

owners.

Top management

includes the chief executive of an organization, his or her deputy or depu-

ties, the board of directors and the managers in charge of the divisions or
departments of the organization.
Middle management

consists of the managers to whom top management delegates the day-to-

day running of the organization.
Managing director

company director responsible for the day-to-day running of a company.

Second in the hierarchy only to the chairman, if there is one; the managing
director is the company's chief executive.

Manager

staff
employee
workforce
personnel
payroll

shopfloor

white-collar
blue-collar
management
labour

a person controlling or administrating a business or part of a business.

People working for a company are referred to as its
workforce, employees, staff or personnel and are on its
payroll.

In some contexts, especially more conservative ones, em-
ployees and workforce refer to those working on the
shopfloor of a factory actually making things. Similarly,
staff is sometimes used to refer only to managers and of-
fice-based workers.

This traditional division is also found in the expressions
white-collar and blue-collar.

Another traditional division is that between management
and labour.
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Personnel or human resources?

personnel The people working for an organization are, formally,
human resources | its personnel. In large organizations, administration
HR of people is done by the personnel department, al-

though this expression is now sometimes rejected.
human  resource
management Companies talk instead about their human resources
HRM or HR and human resource management or HRM.

Hiring and firing

recruit Personnel departments are usually involved in finding

recruitment new staff and recruiting them, hiring them, or taking

take (staff) on them on, in a process of recruitment. Someone re-

hire cruited is a recruit, or in American English only, a
hire.

fire

They are also involved when people are made to leave
hiring and firing | the organization, or fired.

These responsibilities are referred to, relatively infor-
quit mally, as hiring and firing.

If you leave a job voluntarily, you quit.

Delayering and downsizing

re-engineering | Middle managers are now most often mentioned in the
delayering context of re-engineering, delayering, downsizing, or
downsizing rightsizing: all these expressions descibe the recent trend
rightsizing for companies to reduce the numders of people they em-
ploy, often by getting rid of layers of managers from the
lean middle of the hierarchy.
flat
An organization that has undergone this process is lean
and its hierarchy flat.

Ex. 1. Do you know the meaning of the following derivatives? Show it with
the help of your own sentences.

| to manage; manageable; management; manager; manageress; managerial |
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Translate the following sentences. Pay attention to the words in italics.

1. They reserved the right to make managerial decision.

2. What you need is advice from your bank manager.

3. I wish you could manage the time to come and to talk to us.

4. Private banks are being nationalized, and are to be managed with workers'
participation.

5. They are part of my management team.

6. The baby can be greatly influenced by the parents' management.

7. She has been working as the manageress of a bookshop.

8. Itis perfectly manageable task to tackle systematically.

Ex. 2. Write down a synonym for each of the words on the left. Choose the
one on the right. In what do they differ?

choice affect
objective present
current own
predict target
happen process
handle option
influence  give
pOSsess obtain
grant foresee
get occur

Ex. 3. The following words can be classified into 5 groups. What are they?
Show the difference in-their meaning with the help of your own sentences.

Choice, have, solve, dilemma, own, profit, possess, variant, cope with, to
process, option, tackle, problem, handle, return, predicament, gain, alter-
native.

Ex. 4. Match the definitions with the words given below.

Fee, executive, insure, skill, capacity, profile, applicant, charisma,
ensure, guideline, superior.

Ability to do something well.

Short biographical or character sketch.

Payment made for professional advice or services.

Person or body with managerial or administrative responsibility.

Make certain.

Secure compensation in the event of loss or damage by advance regular

ok wdrE
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payments.
7. In a higher position; of a higher rank.
8. Principle directing action.
9. Power to certain, receive, experience, or produce.
10. The ability to attract, influence, and inspire people by your personal qualities.
11. Someone who formally asks to be given something, such as a job or a
place at a college or university.

Ex. 5. Give the Russian equivalents to the following.

Involved in management; production oriented? impose regulations, ev-
er-more-complex environment; encompasses both science and art? busi-
ness executives; code of conduct; develop the body of knowledge; with re-
spect to the second criterion; the issue is much less clear-out; is consistent
with their interest; self-interest or concern for others; decision-making ma-
chinery; cross-cultural skills; consulting fee; character attributes: compare
against the places set earlier; authority.

Ex. 6. Labour exercise. Some of the words in the box go in front of
‘labour’. Others go after. Find which go where and match the
combinations to the definitions.

1 The willingness of people in the workforce to change jobs, or move to
another part of the country to find work.

2 Organizations designed to protect the interests of workers in the Unit-

ed States. These organizations are known in Britain by another name.

What is this name?

Workers with specialist knowledge and abilities.

A lack of workers in relation to the number required.

People who work with their hands.

Workers who don't cost much to employ.

Disagreements between labour and management, for example over pay.

These-can be good, or they can be bad and lead to a lot of disagree-

ments with management.

coO~NOoO Ol h~ W

shortage
cheap manual
mobility labour/labor relations
skilled unions
disputes
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TEXT 1. WHEN SLIMMING IS NOT ENOUGH

This article from The Economist uses the language of slimming to talk about
downsizing. From the headline, introduction, and the article itself find:

a aword, used here in the plural, referring to an eating programme designed
to help people lose weight.
b a two-word expression meaning a place where people go to lose-weight
and get fit.
¢ a formal word (a noun) referring to the state of being overweight,
d aword (used twice here) that means the process of losing weight,
e the comparative form of an adjective that can mean overweight, used here
to talk about the amount of money that companies earn.

American managers are obsessed with corporate corpulence. But a
downsized company is not always a dynamic one.

The gurus call it 'downsizing'. Last year, in an unending quest for lower
costs, higher productivity and fatter profits, American firms announced
615,000 job cuts, an all-time record. In the first seven months of 1994, ac-
cording to Challenger, Gray & Christmas; a Chicago consultancy, a further
319,000 workers suffered the same fate. Altogether, corporate America now
spends $10 billion a year on restructuring.

The telecoms and computer industries, grappling with technical change and
price wars, account for almost a third of this year's layoffs. The remaining
cuts were spread among industries as diverse as oil and aerospace, where
deals such as this week's-merger between Lockheed and Martin Marietta
will lead to still more job losses. And yet, just when this most enduring of
management fads seems to be permanently enshrined, American executives
have begun to have their doubts.

It can make sense to cut back in stages. But some American firms have
started to behave like corporate anorexics, addicted to downsizing as their
only business strategy. A forthcoming study by the New York-based Ameri-
can Management Association found that two-thirds of firms cutting back in
any-given year do so again a year later. A quarter of the companies it studied
had undergone three or more episodes of downsizing in the past five years.

Even the gurus have begun to wonder whether there is more to life than per-
petual slimming. Gary Hamel and C K Prahalad, authors of a new book on
business strategy, think that managers' obsession with downsizing can reflect
a lack of imagination. It may be easier to increase returns on investment by
cutting assets or jobs, rather than by raising profits.
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Fans of downsizing disagree. They claim that in the 1980s entire industries -
cars, defence, computers and others - needed a trip to the health farm, some-
times more than once. Downsizing is a way of freeing up capital and labour
for growing sectors to absorb. What is more, there is plenty of evidence that
downsizing has worked. American unit-labour costs fell by an average of
6.4% a year in 1985-93. In Japan and Germany, where downsizing has yet to
begin in earnest, they rose at annual rates of 4.2% and 6.6% respectively. Re-
cent business surveys show that America has become more competitive than
Japan for the first time in a decade. Even if management fashion is changing,
there is no case for most firms abandoning their diets.

COMPANY STRUCTURE. Study the chart and answer the questions.

Romford Engineering is a public limited company and its shares are
quoted on the London Stock Exchange. The chart below shows the lines of
communication and command between the company's senior officials.

The organization chart

Board of Directors
I

Chairperson & M mnllging Director
| I

Marketing Director Production Manager, Personne! Manager Financial Director
_ | _
- 1 N I
Overseas Sales | Market Research Recruitment Officer Welfare Officer
Manager Manager _ !I
UK Sales | i
Manager Training Officer

1T T Y [ I [ B [
A Line B Line C Line Chief Cost Computer Wages Budget  Chief
Manager Manager  Manager Engineer Accountant  Manager Officer  Officer  Accountan!

After studying the chart you are required to answer the following
questions:
1. Who do the Marketing Director, the Production Manager, the Personnel
Manager and the Financial Director (in other words the Departmental
Heads) take their orders from?
Who do the Line Managers and the Chief Engineer take orders from?
3. If the Managing Director and the Production Manager had a meeting,
what do you think they might discuss?
How many executive directors are there in Romford Engineering?
If the Computing Manager was sending information to the Managing Di-
rector should he send it through the Financial Director? Why?
6. How many immediate subordinates does each of the Departmental Heads
have?

R
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7. In what circumstances do you think the Marketing Director and the Pro-
duction Manager might have conflicting interests?

8. Would you expect the Chief Engineer to be paid more or less than the
Production Manager? Why?

9. What sort of work would you expect the Wages Officer to do?

10.1f there was a dispute between one of the line managers and the Chief En-
gineer how would you expect it to be settled?

11.1f there was a dispute between the Marketing Director and the Financial
Director how would you expect it to be settled?

Your vocabulary

Board of directors — the people legally responsible for a company.
President — the head of a company.

Vice-president — a senior manager in charge of afunction. He/she may be on
the board and may have responsibility for runningthe company.

Executive directors — high- level managers of the company.

Non-executive directors — other directors, bringing their knowledge and ex-
perience to several company boards.

Ex. 1. Role-playing. Read the words and complete the commentary

Chairman, chairwoman, managing director, chief operating officer, chief
executive, chief executive officer.

The person who chairs board meetings is the or . The
position is often combined with that of :
who may be responsiblefor the day-to-day running of the company. This re-
sponsibility is made. specific in the titles :
, or CEO. Some companies also
have a in addition to or instead of a CEO.

TEXT 2. THE BOARD OF DIRECTORS

Read the text. Answer the following questions.

a)Does the board of directors make mostly strategic or tactical decisions?
b)Are there any advantages of the situation that part-time directors can be
elected to the board?

The board of directors of a limited company is primarily responsible for
determining the objectives and policies of a business. It is the directors who
determine the direction the business is going to take. They will need to en-
sure that the necessary funds are available and will appoint key staff to
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whom they will delegate the authority to run the business on a day-to-day
basis. They will need to design an effective organization structure so that
there is both a chain of command linking one level of management with
another and an effective communication network so that instructions can be
passed downward and information passed upward.

The directors are appointed by the shareholders, normally at the compa-
ny's annual general meeting, at which the chairman of the board will be ex-
pected to account for their stewardship the previous year. The company's ac-
counts will be presented to the shareholders at that time so they can judge for
themselves whether or not the board has been successful.

Direction in business is like strategy in war situation. The strategic deci-
sions determine the areas in which the company's resources will be em-
ployed. Above all it involves planning to ensure that the business first sur-
vives and then flourishes. Strategic decisions, made by the board of directors,
are concerned with the disposition of resources.-These contrast with the tac-
tical decisions by means of which the senior executives (appointed by the di-
rectors) carry out in detail the plans conceived or approved by the board of
directors.

The fact that boards of directors tend.to meet rather infrequently, say
once a week, means that part-time directors can be elected to the board. Since
they will not have departmental responsibilities within the company they are
often described as non-executive directors. There are arguments in favour of
such directors though they may lack a detailed knowledge of the company's
activities. They may bring expertise to the board. Some are lawyers, or ex-
perts in tax affairs. Some represent influential groups of shareholders whose
support is necessary if the board is going to carry out its plans, while others
are directors in a number of companies and are used to interlock boards with-
in a group of companies. For example, a holding (or parent) company may
appoint a directorfrom their board to serve on the board of a subsidiary com-
pany, with a view to keeping a watching brief on the directors' activities.

Ex. 1. Read the text again and decide which of the following statements

are correct.

1. The board of directors of a limited company doesn't determine the objec-
tives and policies of business.

2. Key staff usually runs the business on a day-to-day basis.

3. The shareholders elect the board of directors at the company's annual gen-
eral meeting.

4. The board of directors doesn't make any decisions concerning the disposi-

tion of resources.

The senior executives carry out the plans by means of strategic decisions.

Non-executive directors can't be elected to the board of directors.

o o
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Ex. 2. Answer these questions in your own words.

How would you describe the role of the board of directors?

And the role of the senior executives?

What happens at the annual general meeting?

What is the difference between a strategic and a tactical decision?

What part can non-executive directors play in the proceedings?

What objections might be raised against the appointment of non-

executive directors?

What is meant by an interlocking board of directors?

8. How is it that a board of directors can control a company. though they
only meet, say, once a week?

ook wnE
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Ex. 3. Which of the following expresses the main idea of the text best of
all?
1. The board of directors is responsible for determining the objectives and
policies of a business.
2. Direction in business is like strategy in a war situation.
3. The board of directors designs an effective organization structure.

Ex. 4. Give the main points of the text.in 5-10 sentences. You may use the
following cliches:

The text is about..... It is shown that ..... In the opinion of the author it is
.............. Of special interest is-his argument that ............ The author con-
cludes by saying that........

TEXT 3. COMPANY’S STAFF

A.

1 As Managing Director-of our company I've been asked to say a few words
to you today about the way the company is organised. So what I've done is
to make a sort of table to show how it is all arranged.

2 Not all companies-are organised in the same way, of course. They all have
more or less the same bits and pieces, but they put them together in differ-
ent ways. In fact, some Managing Directors are always changing the orga-
nisation, which can be very disturbing for everybody else and sometimes
causes awful holdups. Sometimes it's necessary, of course, like when you
start making something different or join up with another company or some-
thing. Anyway, | think the organisation of my company is fairly typical, so
let's take a look at how we have arranged it.

3 At the top there's the Board of Directors. Their job is to administrate the
company, make general policies, and so on. There are two kinds of direc-
tors, actually. One kind is what we call non-executive directors, which
means that they are not full-time employees. They are the sort of people
who have some standing in various parts of the business world and are in a
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position to help the company to succeed. They only appear when there are
meetings of the Board, and some of them are on the boards of other com-
panies at the same time. But the second lot of directors - the executive di-
rectors - are full-time employees of the company. Most of them are manag-
ers of our various departments.

4 The absolute head of the company, of course, is the Chairman of the'Board.
He is appointed by the Board, and his job is to take the chair at meetings of
the shareholders and the Board of Directors, and to represent the company's
Interests at outside functions. He does not take much part in-the running of
the business. He leaves me to get on with the job. Mind you, not all chair-
men are like that. Our last one was a real pain, always wanted everything
done his own way and he kept interfering...

5 Then there's me, the Managing Director, or MD for short - as long as you
don't think I'm a doctor of medicine. Now, my jab is to coordinate the poli-
cies decided by the directors and see that they are carried out. | do this
through the various managers of departments -‘departmental managers. At
the moment I've got six. Actually, they're all going to come and tell you
about their jobs, so I'll just say a few words.

6 The first one is the Production Manager, who is of course responsible for
seeing that our products are made properly, and on time, if possible. Then,
next is the Marketing Manager, whose main‘job is to sell the product. Then
there's the Purchasing Manager, who makes sure we have the raw materials
for the Production Manager to-make the product for the Marketing Manag-
er to sell.

7 After the Purchasing Manager we have the Chief Accountant - I'm sure you
can guess what he does - and next to him the Company Secretary, whose
job is to organise the-work of the Board of Directors. The last is the Per-
sonnel Manager, who recruits people to work in the company and looks af-
ter their welfare; All these people will tell you a bit more about what they
do. So, that's the general scene.

1. Read and translate text Ne 3.
2.Draw.the scheme of the Company described in the text.
3. Write out of the text the functions of the Company’s staff.

Model: The board of Directors administrate the Company and make gen-
eral policies.

Non-executive directors
Executive directors

The Chairman of the Board
The Managing Director
The Production Manager
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The Marketing Manager
The Purchasing Manager
The Chief Accountant
The Personnel Manager
The Company Secretary

4.Remember the duties of the Company's staff mentioned. Name them.

B.

1 As Production Manager of our company, my job is concerned with making
the company's products. | suppose that's pretty obvious, really! But there
are quite a lot of other things we do, too. Let me tell you about the four di-
visions in my department, and you will be able to seethen what | mean.

2 First, there's the Factory, which of course is where the actual manufactur-
ing takes place. In fact, though, we buy some of the parts ready-made, in-
stead of making them ourselves. But anyway, the factory is our main cen-
tre. But when things are being made, you know, lots of things can go
wrong. So everything we produce has to be carefully checked, either while
it is being made or after it is completed. Or both. And this is the function of
my second division - Quality Control.

3 Now, manufacturing something, even quite simple things, is quite a com-
plicated process. And it also costs.a-lot of money. So all the time we have
to make sure that we are doing things the quickest and the cheapest way.
Without, of course, spoiling the quality of the product. It's nearly always
possible to make something mare cheaply, but if the quality is no good,
you'll soon get a bad reputation and before you know it, you'll end up in a
mess. So | have a special division of my department to look after this sort
of thing. It's called Planning and Control.

4 Then there's one more division - at the moment, anyway. Don't forget,
hardly anybody goes on making the same product all the time. And most
companies have a whole range of products, not just one. So all the time we
are working out new designs and so on. And that's the job of the division
for Research, Development and Design.

5 So, in-one way or another, there is a great deal going on. My department is
a very busy one - as I'm sure my colleague, our Marketing Manager, would
agree. (Second Speaker)

6 Absolutely!.. And it keeps my department pretty busy, too. My main re-
sponsibility, of course, is to sell the product., or rather, the products. But
that's actually only one part of what we do. In fact, we have so much work
that | have had to split my department into five in order to handle it.

7 First, | have a Sales Force, a number of representatives (we usually call
them just "reps") who establish personal and regular contact with our major
customers. They travel around a great deal, and it's quite a job to keep them
happy and efficient without spending a fortune on them.
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8 Another big job is to keep track of what is happening in the market. | mean,
we have to know what people are buying, what they want and can't get;
what our competitors are doing, and so on. This comes under the heading
of Market Research, for which we have another special division. And this
works very closely with another one, the Advertising division, which looks
after leaflets, exhibitions and conferences, advertisements in newspapers,
etc. You know the sort of thing. And since none of these divisions actually
make anything - as opposed to spending money -l have to keep a-pretty
tight control over the finances.

9 The other two divisions in my department have tasks that you might not
know so much about. My job doesn't end as soon as-someone buys our
product. It is terribly important to keep in touch with the customers and to
service their wants or needs after the sale: and for this we have our After-
Sales division. And last of all, we are the part.of the company that deals
with the public, so we have a Public Relations-division to handle this.

1. Read and translate text Mo 4.
2. Which two managers speak about their departments?
3. Complete the following sentences:

a) As Production manager of our company my job is concerned with

b) The factory is our main

¢) Manufacturing something is-quite a

d) If the quality is no good, you'll soon get :

e) To look after the quality they have a special department, called

f) All the time the Company is working out

g) That is the job of the division for Research, :

h) The main responsibility of Marketing Manager is :

1) He has a Sales Force who establish personal and regular contact with
j) Market Research-is another

K) It keeps track of what is happening

1) Advertising division looks after leaflets, :

m) After-Sales division keeps in touch and services their wants or
needs after

n)Public Relations division handles its relations

4. Use the sentences created to speak about:
a) Production department
b)Marketing department.
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GRAMMAR FOCUS
REVIEW OF TENSES

EXERCISE 1. Fill in the correct tense:
Example: (make) So far this morning you have made ten phone calls.

1. (have) | usually lunch at noon.

2. (retire) Mr. Benton next month.

3. (leave)  The secretary the office an hour ago.

4. (watch) We a good TV show now; can you call back later?
5. (have) Joan the same job for six years now.

6. (listen) We to the radio when the phone rang.

7. (listen)  We to the radio for an hour now.

8. (finish) I typing the memos tomorrow.

9. (dial) The line was busy, so | the-number a few minutes later.
10.(meet) Right now the salesmen in the manager’s office.
11.(double) Ourcosts __ since five years ago.

12.(take) The director always the right decisions.

13.(talk) Mrs. Lewis called while you on another line.
14.(start) Laura working for this company last year.
15.(sit) We in this waiting room for almost an hour now.

EXERCISE 2. Fill in the correct tenses of the italicized verb:
A. Yesterday the director called his wife.

1.He __ her every day.

2.He____ her right now.

3.He___ her tomorrow.
B. I go to the movies every Saturday evening.

1. Next Saturday | to the movies.
2.Last Saturday | to the movies.
3.I'm in my carnow. | to the movies.
C. The secretary works from Monday till Friday.
1.1t's Wednesday evening. So far this week end she three days.
2.Next week she five days.
3.Last.week she five days.

D. Mr. Jennings is waiting outside the director's office.
1.He__ there when | came in this morning.
2.He___ there since then.
3.He___ there now to talk with the director.

E. | eat breakfast at about 7:30 in the morning.
1.1t's 8:30 a.m. | breakfast already.

2.1 __ breakfast an hour ago.
3.1 ___ lunch in about four hours.
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EXERCISE 3. Fill in the correct progressive form.

Example: At this time tomorrow, | will be talking to the directors.
(talk)

I. (watch)  Right now John an interesting TV show.

2. (ring) When we walked into the office, the phone

3. (run) Nobody turned off the water; when we came home it . for
hours.

4. (talk) The president is in his office now; he on the phone for
more than an hour.

5. (leave) At 10 o'clock tomorrow we for Washington.

6. (live) I in New York City since last summer.

7. (walk) It started to rain while we to.the bus stop.

8. (sit) By the time the meeting started we in the office for
twenty minutes.

9. (work)  John for an electronics firm now.

10. (teach) Bertlitz languages for more than a hundred years!

EXERCISE 4. Choose the simple or progressive form:

Example:

(opens, is opening) | The secretary. is opening- the mail now.

1. (take, am taking) |Usually my coffee break at three o'clock.
2.(rained, was| When | left the house this morning, it

ramln_g) i Tomorrow at six o'clock I will for your call.
3. (wait, be waiting) When last K tina b nad alread
4. (made, been en last week's meeting began, we had already
making) _ our decision. _ _
5.(come, been com- Miss Lyons has _____ to the office three times al-
ing) ready looking for a job.

6. (seen, been see-|So far this month | have four movies.

ing)

7.(waited, been|When | arrived at the office, Mr. Smith had
waiting)

8. (listen, am lis-|I always to the radio in the evening.

tening)

9. (makes, is mak-|The director can’t speak. He a call.

ing)

10.(bought,  been|We had already our transistor.

buying

11.(read, been|l have these reports for two months

reading)
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EXERCISE 5. Complete the following sentences using the Past Perfect

Example: | read the newspaper at eight o'clock. | arrived at the office at nine
o'clock.
When 1 arrived at the office, | had already read the newspaper.

The directors took their seats at three o'clock. The meeting began at
three-thirty.
When the directors took their seats, the meeting hadn't begun.

1. | ate at noon. At one o'clock my boss invited me to lunch. When
my boss invited me to lunch,

2. The plane left at 11 o'clock. | arrived at the airport at noon. When |
arrived at the airport,

3. The concert was given on Wednesday He heard about it on Friday. When
he heard about the concert, :

4. My car was washed at 13:30 p.m. | got to the garage at noon. When |
got to the garage,

5. | typed up the report this mornmg When | left the
office yesterday,

6. We were waiting for John for two hours. He arrived at five o'clock. When
John arrived,

7. On Monday I went to the meeting. | received the reports on Tuesday.
When | went to the meeting,

8. The secretary left in September. She found another job a month later.
When the secretary left,

9. Mr. Jones had twenty years of management experience. He was named
president last week.
When Mr. Joneswas named president, :

10. They went back to the office. Then they finished their lunch. When

they went back to the office,

EXERCISE 6. Choose the right variant
A. TheBoard usually meets at the end of March, June, September and De-
cember. Today is May 10.
1. (has met, will have met)
The Board once this year.
2. (will meet, will have met)
The Board three more times this year.
3. (will be meeting, will have met)
By the end of the year the Board four times.
B.  Tomorrow John will take a four-hour train trip from New York to Bos-
ton. The train leaves New York at 9 a.m.
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1. (will be leaving, will have left)

By 10:30 tomorrow morning John

2. (will be sitting, will have sat)

It's now noon. At this time tomorrow John

ton.
3. (will meet, will have met)

for Boston.

on the train to Bos-

We __ him at the station when he arrives.

EXERCISE 7. Fill in will or would

Example:

1.He's 30 years old. Next year he _ be 31.

Today is Monday. Tomorrow will be Tuesday.

It was Monday. The next day would be Tuesday.

2.The plane left New York at noon; it arrive in Paris five hours later.
3.When | get to London | call you.

4.The company is doing well this year, but how things go next year?
5.Work on the building began three years ago. A year later it be fi-
nished.

6.The director is busy now, but he be able to see you later this after-
noon.

7.When | first started work as a salesman | never thought | one day be

promoted to vice president of the company.

8.My son is five years old. He

start school next September.

9.He had done well in school, but__ he do well in business?
10. The first Berlitz School opened in 1878. By 1900 there_ be more than
150 of them.

REVIEW OF TIME EXPRESSIONS

EXERCISE 8. Finish the sentences correctly choosing a, b, or c:

A.

D.

1. I'll see you

2. We-arrived

3. I've been here

4, \We've been waiting
5. We arrived

6. We're going to stay

7. The concert began
8. We'll stay

9. The concert will end
10. | haven't seen Bill
11. He'll be away

12. He'll be back
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a) for 10 minutes
b) 10 minutes ago
¢) in 10 minutes
a) at 10 o'clock

b) until 10 o'clock
¢) since 10 o'clock

a) an hour from now

b) an hour ago

¢) until it ends

a) since Thursday

b) three days from now
c) until Saturday



EXERCISE 9. Complete the following sentences choosing from the words
in the box:
Example: I'll call you back in five minutes.

1. The movie started five minutes for

2. What are you doing ? since

3. This store will stay open 10 p.m. ago

4. I've been taking English lessons two years in

now. from until
5. This has been the coldest winter 1955. at already yet
6. The train will leave the station 7:52 a.m. so far now
7. When | left the office last night, it was dark

outside.

8. You've received five phone calls today.

9. The package will be delivered two weeks now.

10.The director will retire next week, and they haven't
found a replacement for him

HEADHUNTING.
TEXT 4. POACHER TURNED TV STAR —
DO HEADHUNTERS DESERVE THEIR BBC IMAGE?

Headhunt, headhunter, headhunting - Headhunters are specialist consul-
tants who search for high-level, often board-level, executives and try to per-
suade them to leave their current job in order to go to work in another company.
Managers found in this way are headhunted in a process of headhunting.

Golden hello — a large sum of money or some other financial enticement of-
fered to executives by the company they move to.

Read this article from the Financial Times about the headhunting profes-
sion, and answer the questions.

Last'night's episode of Headhunters, a new BBC drama, does not present the
trade in its most flattering light. Hall works for one of London's foremost
headhunting firms, where he spends his time on the mobile phone in constant
search of bodies to 'poach'. A client wants to hire an entertainment lawyer:
Hall does better by persuading him to poach a whole team. When the head of
the old law firm finds out that his valuable assets are about to leave he is so
upset he kills himself.
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1 What is normally ‘poached’ and from where?

Headhunters have never been the most respected profession, but the message
from the BBC seems to be that their ruthless tactics are pushing them to new
depths of unpopularity.

2 If you use ruthless tactics, do you consider the feelings of
other people? Does 'ruthless' show approval or disapprov-
al of these tactics?

Tim Clark, an expert on headhunters at the Open University, argues that the
business does not deserve a bad name. He says that from the beginning
people have viewed headhunting as a secretive, underhand business, dislik-
ing the process by which individuals are approached discreetly and per-
suaded to move jobs. 'It's an easy industry to pick on..So much of. the busi-
ness is confidential. People don't know the full facts.'

3I1f you describe an activity as underhand, do you approve of it?
41f X pickson Y, is Y able to defend himself or herself properly?

So what are the facts? Is there a moral problem with poaching? Might it be
the responsibility of the headhunter to think about the mess that a person
leaves behind when they change jobs?

‘The work is very sensitive,' says lan Butcher of Whitehead Mann. "You can
create problems if you take out key people. But most senior businessmen
recognise that that is part of the game. In any case, our loyalty is to the
client."...

5Does lan-Butcher sympathize with the companies that he per-
suades people to leave?
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TERMS TO KNOW

entrepreneur
recruit
recruiting
maintain
work force

foster opportunities
hire
fill job requirements

applicant

position description

job specification

perform

seek out applicants

fee

offer assistance to smb
classified sections of newspapers
referral

application form

fit the needs

conform to the law

furnish the personnel manager
conduct an interview

obtain information

base a decision

applicant’s aptitudes

reference

on-the-job training
employee manual
upgrading

personnel management
staff position

collective bargaining

arbitration

be punished

set of circumstances
personnel department
hire

quit

npeanpuHIMAaTEeNb
HaOMpaTh, KOMIUICKTOBATH

Ha0O0p, KOMILUIEKTOBAHHE
HOJIIEP>KUBATH, COXPAHITh

pabouasi cuja; 4YHUCIO paboTaroUIuX;
YHCICHHOCTh PA0OYUX H - CIyXKAInuX
(Hanp. Ha npeonpusmui)

co3/1aBaTh BO3MOKHOCTH

HaHUMaTh, OpaTh Ha paboOTy
COOTBETCTBOBATh -~ TPEOOBAaHUSIM K
pabore

KaHJIUJAT, IPETCHICHT

OTIMCaHUE JOIHKHOCTH
KBaJIM(DUKAITIOHHBIE TPEOOBAHMUSI
BBITIOJHSTh, HCIIOTHSATH

HCKaTh KaHIUIATOB (TIPETEHACHTOR)
TaTa

npeiaraTth MOMoIs KOMY-TH00
KITaCCH()UIIMPOBAaHHBIC Pa3AEIbI Ta3eT
YIOMUHAHNE, CCHUIKA

OJIaHK 3asIBICHMUS

COOTBETCTBOBAThH HYXKIaM
COOTBETCTBOBATH 3aKOHY

cHabkaTh MEHepKepa Mo Kajipam
BECTH MHTEPBBIO (cobece10BaHuE)
HOJIYYUTh UH(OPMALIIIO
000CHOBBIBATH PEIICHUE

CKJIOHHOCTH TIPETEHJICHTa
pEeKOMEHANMsI, OT3bIB; TOPYYUTEIh
(nuyo, oaguiee pekomeHoayuro)
oOydeHue 1o Mecty paboThl

ydaeOHOe TTocoOHe ciTyKaliero
MOBBIIIIEHUE KBATU(UKAIINH
yIpaBJIeHUE KaJpaMu

IITATHOE TIOJIOKEHUE

IIEPETOBOPEI 0 3aKIIOYCHUU
KOJUIEKTUBHOTO IOTOBOpPA
apOuTpakHoe pa3dupaTensCTBO,
apOuTpax

OBITh HAaKa3aHHBIM

P 00CTOATENHCTB
OTJIeN KaJpOB
HAaHUMAaTh; HAEM
YBOJIBHATHCS C PaOOTHI
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terminate HpEKpaIiaTh, KJIACTh KOHEII
go bust pa3opUThCsl, 00aHKPOTUTHCS
upturn in profits MOJIbEM B NMTPHOBLITH
decline 1aJ1aTh, IIOHMKATHCSI, CHUKATHCS;
HajieHue, Crajl, CHUKEHIE

declining sales COKpAIIAfOIIUiCcs cOBIT (TIpoIaxa)
collapse Kpax, KpyIIeHne
avoid bankruptcy n30exaTh OaHKPOTCTBA
late shift HOYHAs CMEHa

WORD STUDY

1. Match the words with their definitions.
applicant, specification, fee, personnel, to manage, personnel manager, in-
terview, aptitude, to train

1) The entire body of persons employed by an organization, as opposed to
material.

2) Natural ability or cleverness suited to a particular kind of work or activity.

3) A person who applies for employment.

4) A very detailed written statement giving a description of the form and
content of an article or commodity,.or the process by which something is
produced.

5) To direct, control, take charge of (a business or organization).

6) A meeting, especially of two, or of only a few, persons, to do business, or
to decide whether one of the persons is fit for a post.

7) A manager responsible for all. matters concerning the employment of fac-
tory workers, office staff.

8) A payment for a piece of professional advice or for some special service.

9) To teach somebody a skill, occupation or profession.

2. Supply the sentences with the missing words.
employment, applicant, objectives, qualification, skills, purposes, | re-
quirement, experience, performed, training

1) The ceremony was... at the same time in nineteen other countries.
2) One ofthe ... you need in advertising is a fertile mind.

3) He had retired from regular....

4) Math is no longer a prime ... for a career in accounting.

5) There was a long waiting list of... for jobs.

6) He attended evening ... courses on advertising making.

7) She's had nine months'....

8) They acted with great... and conviction.

9) Complete secrecy was essential to our

10)If this policy is reversed we shall never achieve our ... .
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3. Complete the extract using an appropriate form of the verb of the

right.

The personnel department found itself scrambling |  staff, supervise

to meet the ... demands of the plant ....

One consequence of this scramble for new hires was

that selection standards were loosened. An ... num- | increase
ber of young, single and highly mobile workers was

hired, many of whom quit after only a few months

in the plant. The result: Personnel had to find ... for

people just ... as replacements.

Any organization having stable ... levels plansa{ replace, hire
stable workforce level - that is, employee ... results |  produce
in a flow of new hires that matches the flow of ...
expected to terminate.

Unfortunately the lead-time needed for recruit- | recruit
ment of certain trade skills was at least two weeks | employ
for local hires and as long as 3 months for ... relo-
cating from distant areas. But Personnel. was ex-| work
pected to find amd hire ... in less than two weeks. | replace
This became a major factor in the worsening rela-
tions between the ... department and Personnel. operate

4. Generate other forms from these verbs
Verb Noun Adjective
develop development developing
own
effect
describe
perform
apply
employ
assist
benefit
add

TEXT 5. MANAGING PEOPLE

If the small business entrepreneur® is going to have a growing and suc-
cessful business, that person must understand how to manage one of the

business's most important resources, people.

The main objective of the personnel function is to recruit® and maintain
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an efficient work force. This calls for the effective management of people,
ensuring a good relationship between people and fostering opportunities for
individual development.

The finding and keeping of good employees is not easy.

A small business owner should aim to hire® those individuals who are
best qualified to fill the job requirements. The education, experience and per-
sonality of each candidate must be carefully considered. The selection of ef-
fective personnel is essential if a business is to grow and prosper. Before se-
lecting an employee, the following Points need to be considered:

- A description of the job to be fulfilled.

- A source of applicants®.

- A basis for selecting the best candidate.

- A training program for the individual after hiring.

Position description has two parts. The first is a job description, which in-
cludes the main tasks and responsibilities of the<position. The second part is
called the job specification®. This part defines the education, work expe-
rience, skills, and abilities the individual must have in order to perform® the
job effectively.

Sources of employees. It is better to seek out applicants for employment
rather than wait for them to come to your business. Recruiting is the practice
of actively seeking workers rather than waiting for them to come to you. A
number of sources of possible workers are:

- Suppliers are good source. of possible applicants.

- Private and public employment agencies, usually for a fee’, can help
find the right applicant.

- High schools, vocational and technical schools, business schools, and
colleges offer assistance to employers.

- "Help Wanted" advertisements for applicants in the classified section
of newspapers are beneficial, but they must be specific about the job re-
quirements.

- Additional sources of personnel include radio and television an-
nouncements, and referrals® from your employees, your friends, business as-
sociates,and customers.

The application form®. Application forms should fit the needs of the
company and conform™ to the law. Their purpose is to furnish the personnel
manager with enough information about applicants so that a judgement as to
their qualifications for a job can be made. Only questions referring to a per-
son's ability to perform a job are permissible.

The employment interview. Before conducting an interview, the inter-
viewer should become familiar with the application. Then the applicant
should be put at ease and encouraged to discuss items on the application
which need to be clarified. The interviewer should take enough time to obtain
information on which to base a decision.
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Testing the applicant. Many forms of tests are used to determine an ap-
plicant's aptitudes, attitudes, skills and suitability for employment. The nature
of the work to be performed determines the type of test to be used.

References™. Before deciding to hire an individual, the references which
have been provided should be checked. References are persons who have
known the applicant for some time and their information may be helpful.

Employee training includes any activity that provides information or the
development of skills that improves the employee's performance.

Training usually either on-the-job or formal. On-the-job training an em-
ployee usually receives after being hired is an orientation to the company and
the job. This training may consist of an employee manual**plus some informa-
tion provided by the employee's boss. Formal training refers to organized in-
struction in a workshop or classroom situation. One of the best sources for the
small business employer can be found in adult educational programs. These
programs benefit both the employer and trainee as‘they are of high quality and
are usually free. Other forms of education, such as special or technical universi-
ty courses, are sometimes useful in upgrading® specific employees.

Notes: 1. mpeanpuHuMarenb; 2. HaOUpaTh, KOMIUJICKTOBAaTh; 3. HaHUMATh,
Opatrb Ha paboty, 4. KaHAWAAT, HPETEHIEHT, 5. YTOYHEHHUE,
neranu3anusi; 6. BBIIOIHATH, WCIOJHSATE;, 7. muiaTta; 8. YIOMHHAHHUE,
CCBLIIKA;

9. 6mank 3asBieHust; 10. cooTBeTCTBOBATh; 11. pexoMeHanusl, OT3bIB;
JIUII0, JaBIllee peKkoMeHaaluwo; 12. yue6Hoe mocodue; 13. moBwIlIeHHE
KBaJTU(DUKAIIUH.

COMPREHENSION

1. Answer the following guestions.

1) What is the main objective of the personnel function?

2) What factors about each candidate must be carefully considered?

3) Before selecting an employee, some points need to be considered. What
are they?

4) The employment interview, testing the applicant and references, which
one of these three is more effective? What would you prefer if you were a
personnel manager?

5) Is employee training necessary only for an employee or for a firm? Or is it
necessary for both of them?

6) What are the forms of employees' upgrading?

2. In each of the following, select the word or phrase that best completes
the statement or answers the question.
1) Which one of the following statements is true?
a. Personnel management is usually a staff position in most small
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businesses.
b. The smaller the business, the less important personnel manage-
ment is.
c. The personnel function should be clearly understood in any business.
d. When a business is small, good working relationships between
employees and the employer take care of themselves.
2) The first step in selecting the best employee for a job is to
a. contact an employment agency
b. place an ad in the newspaper
c. select a test to be given to the applicant
d. write a position description
3) When elected representatives of employees meet with representatives of
management to work out an agreement, they are engaged in
a. collective bargaining c. mediation
b. arbitration d. negotiation
4) All workers' needs cannot always be met because
a. management does not care  c. they are unrcasonable
b. they are too expensive d. all of these reasons
5) Personnel management is actually the proper and intelligent handling of
a. people c. personal problems
b. personnel d. workers
6) Most people work because they
a. have to in order to eat
b. want to make a contribution and feel recognised and appreciated
c. feel they will be punished if they do not work
d. all of these reasons apply to some individuals
7) Personnel management is not an exact science because you are dealing
with
a. people and.not objects
b. people who are lazy
c. people who donot care
d. people who feel threatened
8) A written company statement that states what will happen in a given set of
circumstances is known as a
a. policy c. law
b. rule d. requirement

APPLICATION FOR A JOB
Warming-up
In life of any person there is a moment when he must take a very important
decision — to find a job which will bring satisfaction and money simulta-
neously. And what is an ideal job for you? Choose the answers and give your
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reasons.
An ideal job for meisa job ...
¢ that suits my personality
¢ that gives challenge and opportunity
¢ that gives independence
¢ well-paid
¢ risky
¢ exciting
¢ that encourages thinking and development
¢
¢
¢
¢
¢

calm and steady

which is connected with communication
prestigious

part-time

without long business trips

Reading
You know that there are special newspapers dealing with recruitment.
These are some job ads from such a newspaper.
Look them through and choose an advert which attracts your attention at
once.

1.

DX Communications in Scotland's leading telecommunications company
trading throughout the UK with-subsidiaries in Ireland and Holland. Specia-
lising in the sale of mobile phones and related telecommunications equip-
ment, we are currently listed as one of the three fastest growing private com-
panies in the UK. In line‘with this rapid growth, we are now looking to re-
cruit the following key people.

BRANCH MANAGERS
Excellent Salary and Commission

In line with our current and proposed future expansion, we require Branch
Managers for.the Aberdeen area to drive our business forward. We are seek-
ing individuals who are self motivated and who thrive in a fast-paced, dy-
namic environment. You should be a skilled communicator and have a ge-
nuine enthusiasm for customer care. Retail management experience is pre-
ferred, however knowledge of the mobile phone industry is not essential as
full training will be given.

COMMUNICATION ADVISORS
Excellent Salary and Commission

Employment opportunities currently exist for high calibre Sales individu-
als for our Aberdeen retail branches. Industry experience is not essential but
a desire to succeed is. High flyers will be rewarded by our management pol-
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icy to "promote from within". An outgoing personality, excellent communi-
cation skills and a focus on the customer is essential.

To apply, please send forward your CV, including current remuneration
package, to Mrs. Mandy Darroch, HR Manager, DX Communications, Cla-
remont Centre, 39 Durham Street, Glasgow, G 41 IBS.

Closing date for applications 17th October 1997.

DX Communications — we succeed because we care

2.
CLEVELAND EUROPE LIMITED
Customer service — linguist
Cleveland Europe Limited,
a subsidiary of Greenfield Industries, Inc. U.S.A.
wish to recruit a linguist to work in our
Customer Service Department.

Applicants should be fluent in German
and have a good knowledge of French.
Some commercial experience also preferred.

Applicants should apply in writing including a full C. V. to:
Personnel Department
Clevel and Europe Limited
Station Road
Peterhead
Aberdeenshire
AB42 6SB

3.
WHAT MAKES YOU SPECIAL

Are you someone who:

¢
¢
¢
¢
¢

¢

Likes a challenge?

Enjoys working with people?
Wants to make a real contribution?
Enjoys a team environment?
Needs variety day to day?

Is self motivated?

These are the qualities that make people in the Scottish Prison Service special.
The Scottish Prison Service are looking for female and male Prison Officers
to work with us at HMP Aberdeen and Peterhead. You'll need to convince us
that you can bring maturity, common sense, good communication skills and a
positive attitude to the role - and in return, we'll provide a supportive team
working environment and first class training and professional development.
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You must also meet tne following criteria:

¢ Aged at least 20 years

¢ Minimum 5'0' Grades/Standard grades at A,B,C or 1,2,3 pass level
which must include English and Maths/Arithmetics - or have at least 3
years' experience in managing people

¢ Physically fit with good standard of health and good eyesight

The rewards are excellent - a starting salary of &12,500 with a lot-more
potential, and a benefits package including non-contributory pension scheme
and performance related pay.

You know you're special — so let us know too. Call us today for an appli-
cation form and more information quoting reference 126A, between 9 a.m.—8
p.m. Monday to Friday, 10 a.m. — 4 p.m. Saturday and Sunday.

0131 225 6755

SPS is fully committed to equal opportunities. People from an ethnic mi-
nority background are under represented.in-the Service and applications are
particularly welcomed from this group

LOOK AT ABETTER FUTURE
Scottish
prison
service
4,
A CAREER IN SALES

If you have a friendly personality and a desire to build a successful ca-
reer selling houses and apartments, you should be just the person to become
a full time

Barratt sales negotiator

You'll'need to have your own car, telephone and work five days per week
(inc. weekends).

In return; we are offering a generous basic plus commission to provide
excellent on target earnings of &20 K P.A. plus other benefits.

Sales experience would be an advantage.

Applicants in writing with c.v. to

Mr Gordon Cusiter, Sates & Marketing Director

BARRATT CONSTRUCTION LTD
2 Golf Road, Ellon, Aberdeenshire AB41 9AT
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BARRATT
BRITAIN'S PREMIER HOUSE BUILDER

5.
ROBERT GORDON'S COLLEGE
(HMC INDEPENDENT - Coeducational 1400 pupils)

School nurse

Applications are invited from suitably qualified candidates who have re-
cent experience of working with children and in healthcare administration.

The school nurse is required only during the school termand salary is paid
pro rata in accordance with national scale rates.

School teachers

The school is updating its list of supply teachers in all subjects. Candi-
dates should be registered with the General Teaching Council for Scotland or
eligible for such registration.

There are no specially printed forms of application. Letters of appli-
cation should be accompanied by a full Curriculum Vitae and should in-
clude the names of two referees.

Application should be made in writing by
14th October 1997stating qualifications and experience to:

The Headmaster
Robert Gordons' College
Schoolhill, Aberdeen, AB10 IFE
From whom further information may be obtained.
Robert Gordons' College is recognized as a charity for the provision of
education for children

Vocabulary

subsidiary — ¢wman

to be related — ObITH CBSI3aHHBIM

key people — pykoBoasiue J0KHOCTH

salary — 3apaboTtHas riara

COMMISSION — KOMHCCHOHHOE BO3HATPAXKICHUE

to require — HyxaaTbes (B ueM-1100), TpeOOBaTh

to drive the business forward — npoaBurath, pa3BuBaTh OU3HEC
to thrive — npouserats, mpeycrnesarb

fast-paced environment — GeIcTpO MeHsOIIasICss 00CTaHOBKA
customer — 3aka34uK, MOKyIaTeib, KIUEHT
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variety — pasHoobpasue

retail — posuuna

essential — cyiecTBeHHBIH, BayKHBIN

desire to succeed — xenanue JOOUTHCS ycIexa, IPEyCIeTh
outgoing personality — oOImUTENBHBIN XapaKTep

to apply — ob6pamaTscs (3a paboToi)

remuneration — Bo3HarpaxjeHue, 3apriaTa

customer service department — otaen mo o0CTy)KHBaHUIO KJIMCHTOB
self motivated — uHHITMATUBHBIIHI

female — xxenmmaa

male — myxunHa

maturity — 3penoctb

positive attitude — monoxuTENTBHOE OTHOILICHUE

ethnic minority — sTHUYeCKOE MEHBIITHHCTBO

background — npoucxoxaeHne

benefit — Briroaa, monp3a, MPUOBLIH

advantage — npeumyIecTBo

pro rata — B COOTBETCTBUH, IPOMOPIIHOHATBEHO

to update — 0OHOBIATH

eligible — moaxoasmuii, skenaTeabHbIH

to accompany — conpoBOKAaTh, COIPOBOKAATHCS

referee — cyaps, 4eoBEK, KOTOPBIH MOYKET BAC IIOPEKOMEHI0BATh

ASSIGNMENTS

I. 1. Read the first job-ad and find the information which was mentioned in
the text.
a) DX Communications-has subsidiaries in Ireland and Holland.
b)DX Communications requires new salesmen.
c) Knowledge of the' mobile phone industry is essential for applicants.
d)Retail management experience is very important for recruits.
e) CV should include remuneration package of the previous year.

2.Read the second job ad and say if these sentences are true (T) or false
(F).

a) Greenfield Industries is situated in Aberdeenshire,

b)Cleveland Europe Limited is seeking a linguist.

c¢)Applicants should be fluent both in German and in French.

d)Applicants should have some experience in commerce.

e) The new linguist will work in Sales Department.
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3. Read the third job ad and complete the following sentences.
1. The Scottish Prison Service is looking for people
a)who like to work independently
b)who enjoy a team environment
c)who like a risky job
2. Applicants mustbe .
a)older than twenty
b)good at foreign languages
c)sensible
3. The Scottish Prison Service is seeking
a)only men
b)both men and women
c)only women

4.Read the fourth job ad and find the information which is incorrect.
a) Barratt Construction LTD needs a marketing director.

b) It is a full time job.

c) Applicants should have some sales experience.

d) There won't be any commission.

e) Barratt Construction LTD deals with houses and apartments.

5. Read the fifth job ad and find the answers to the following ques-
tions.
1. What kind of experience is needed?
a) experience of working with children
b)experience of working with elderly people
c)experience of working at school
2.How long will a school nurse work?
a)during the academic year
b)only during the school term
c)during three-months
3.Howmany pupils are there in Robert Gordons' College?
a) 1500
b) 1300
c) 1400

II. Name the companies in each of these places
¢ Aberdeen
¢ Glasgow
¢ Peterhead
¢ Ellon
¢ HMP Aberdeen and Peterhead
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ITI. Now read the ads once more and say which one would you choose if
you
1. graduated from the Medical College
2. studied at the Linguistic Department
3. a post-graduate student of the Teachers' Training University
4. graduated from the Academy of Trade
5. studied at the University of Management

Give the reasons for your choice. Don't forget to think over
¢ asalary offered

¢ criteria required

¢ potential of the company

¢ the fact if it is a part-time or full-time job.

IV. Answer the questions.
1. Which company is looking for a good salesman?
. Which firm needs supervisors?
. Which company is interested in people with good eyesight and physical-
ly fit?
. Where should people able to work with children apply?
. Why is Robert Gordons' College looking for new teachers?
. Which company needs workers with a car.and a telephone?
. Which organization needs people for a short period of time?

w N

~N o O b~

V.  Look through the job ads and say

what kind of a company DX Communications is

what skills the applicants for the Scottish Prison Service should possess
what the main criteria for a linguist in Cleveland Europe Limited are
what the salary basis-offered in Barratt Construction LTD is

what kind of documents the applicants for Robert Gordons' College
should have

* & O o o0

VI. Tryto compose a job ad of your own. Take into consideration that
you must
¢ give basic information of your company
¢ describe the features of character of the staff you need
¢ mention qualification and age if necessary
¢ name the position you employ for
¢ give your address in full and all the phone numbers.
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RESUME FORMATS

In general there are two types of resume:

The Targeted Resume is good when you know the job classification and
your target audience. In such resume you write about your skills, abilities and
qualifications which match the job requirements.

The Standard (Inventory) Resume is good if you cannot identify your
target. It highlights your accomplishments and skills in a more general-way.
You write it when you are open to a number of positions and-cannot clearly
identify what you really want to do (your target), but you know your market-
able skills.

In reality, there are SEVEN formats of resume, which seems A LOT for
those who do not have experience in resume writing and VERY FEW for
employers who can think of many more varieties.

We are going to consider the following resume formats:

1)

2)

3)

4)

5)

6)

7)

CHRONONOLOGICAL FORMAT. It contains work experience (his-
tory) in reverse time sequence (i.e..-starting from the most recent one
and going back in time). The focus is on time, job continuity, profes-
sional growth and advancement, results.

FUNCTIONAL FORMAT. It contains work experience and abilities
grouped by certain spheres or areas. The focus is on what you did, not
when or where.

COMBINATIONFORMAT. It is a combination of your market val-
ues (the functional style) and your employment chronology (the chro-
nological format). The focus is on promoting your assets and qualifi-
cations that meet the needs of your prospective employer.

TARGETED FORMAT. Your work history and education are also
there. The focus is on the presentation of your abilities and results di-
rected to a specific target.

ALTERNATIVE FORMAT. It is good for people without much ex-
perience.

CREATIVE ALTERNATIVE FORMAT. It is good for people of
arts or crafts.

THE RESUMAP is a new format which breaks the tradition of
resume writing. It is much more creative and imaginative. The focus
is on dynamics of presentation.
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Finally, a specific form of a resume is CURRICULUM VITAE (CV). It
Is used mostly by those professions in which it is important to list all the cre-
dentials (accomplishments, results, publications, titles of presentations at
conferences and symposia, certificates, awards, research programs, public
lectures, etc.)

Doctors, university professors, civil servants and others who have‘a long
list of accomplishments will be perfect candidates for CV, which is not li-
mited in space (unlike a resume having a one-page, maximum-a two-page
limit).

FINAL DISCUSSION ON THE RESUMEFORMATS

1.What are the two most common resume formats? How do they differ?
2.What resume formats are there at your disposal?

3.Give a brief characteristic of each.

4.What is the main difference between a CV and a resume?

5.What resume format will you choose if:

* you are a student, returning to a workforce after an extended (= long) ab-
sence?

* you have an impeccable work history?

« your future is directly connected to your past?

« you have few deficiencies in experience, education, and results?

« your results and achievements speak for themselves?

« you want to be different and make a statement?

* you are an artsy-craftsy person?

* you are changing careers?

« you have worked many-jobs in a short period of time?

« you have worked in the same field for a long time?

« you have had an employment break?

« you havea long list of accomplishments in the medical or scientific career?

* your career direction is clear and you want to stay in your field?

6. Give a YES or NO answer:

 Will you choose a chronological resume format when you are looking for
your first job?

« Will you choose a functional resume format if you don 7 want to show
your age?

 Will you choose a creative alternative resume format if you have been out
of work for some time?

« Will you choose a functional resume format to emphasize your strengths
and results?
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« Will you choose a chronological resume format if you are re-entering a
job market after some time?

« Will you choose a functional resume format if you have done a limited
number of functions in your previous job?

» Will you choose a combination resume format if youwant to present a
summary of your marketable skills?

« Will you choose a targeted resume format if you have a specific job in
mind?

» Will you choose targeted resume format if you want to send it to several
prospective employers?

« Will you choose an alternative resume format if you haven 7 got a specific
job in mind?

7. What is the best way to select the correct resume format?

HATH OCHOBHBbBIX PA3JIEJIOB PE3IOME
FIVE PRIMARY RESUME SECTIONS

1. 3AI'OJIOBOK
HEADING
2. BBOJAHAA YACTD
INTRODUCTION
3. OIIBIT PABOTHI
EMPLOYMENT (EXPERIENCE)
4. OGPA3OBAHUE
EDUCATION
5. PABHOE
MISCELLANEOUS

3aroJ10BoOK
HEADING

This section can also be named Personal Directory or Name and Address.

It consists of:

« your full name and mailing address (with full postal code)

« your home phone number (with a country code: for Belarus it is 375,

for Russia it is 7, etc.)

« your fax number (if you have and use it)

« your E-mail address

Usually this information is placed at the central top part of the page. If
you are a student with a different mailing address for winter and summer
months, give both addresses and the dates when you will be at location.
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BBoanast yacth
INTRODUCTION

An effective introduction consists of two or three sub-sections. It sets the
tone (3amaer ToH) of your resume and connects your field of knowledge or
work with the needs of your prospective employer. It answers the main gues-
tions: What do you want to do? How can you contribute to the company
where you want to work?

The first sub-section of the Introduction gives information about who
you are and what you can offer. It can be written in one of the 3 forms:

* Title
» Objective
* Summary
For a targeted resume it is better to use a Title or an Objective.

Title or Job Objective

This category is useful if you are a_ student trying to suggest that you
have definite career goals. It may also be useful if you want a specific job in
a large organization with a number of vacancies. In any case, it's better to
give not the position you would like (for example, a sales manager), but the
area and the general level of responsibility (for example, "a management po-
sition in marketing" or "management trainee").

Summary of Qualifications (Profile)
The purpose of the-Summary is to give your key strengths and areas of
expertise.

OnbIT pad0THLI
EMPLOYMENT (EXPERIENCE)

This-section will have the most influence on a prospective employer (in
his or her.decision to invite you for an interview and, hopefully, offering you
a job).

The Employment (Experience) section highlights your professional ca-
reer and experience, qualifications and achievements (results) as well as the
level of your responsibility.

You begin this section with your most recent position (it must have
maximum space) and then move backwards. The following information
should be provided for each of your (present and past) employer:

» name of organization (enterprise, company);
* its location (city and region where you worked);
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« dates of employment;
* job titles or positions which you held.

You don't have to go back to the beginning of your career (if it is long
enough). Ten to twelve years of experience is enough (unless this is impor-
tant for you). What you did 15 or more years ago is not important for your
prospective employer.

Experience does not mean only the job for which you were paid. You can
also include volunteer work. Students should include all volunteer and part-
time jobs.

This is how your Employment (Experience) section-should look (espe-
cially for chronological or combination formats), include three pieces of in-
formation for each job:

1. Your main responsibilities and company-specific information

2. Your specific skills, which are necessary to perform those responsibil-
ities

3. Your specific results and accomplishments which are related to your
work

OoOpa3oBaHue
EDUCATION

Educational qualifications are most often the primary selling point. Be-
gin with your most recent educational attainment or your most advanced de-
gree or diploma and then work backwards (Ph.D. - MBA or MA - BA). Be
sure to give the date you obtained any degree or diploma, along with the
name of the institution that granted it.

If you have limited work experience, the Education section appears at
the beginning of your resume. This will be the case for technical school or
college graduate.

If you have graduated from college or university, there is no need to in-
clude high-(secondary) school certificate or other credentials of that period
on your resume.

If courses you have taken are a selling point, list those relevant to the job
you.are applying for. (This is especially important for students seeking their
first permanent job.)

Under this section, you may want to include:

» GPA (grade point average - cpeauuii 6asn)

» Extracurricular (BHeknaccHas) activities (working on school newspaper,
volunteer work, etc.)

+ Jobs and activities while attending school / college / university, which
are related to your career
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* Scholarships (uMeHHBIC CTUTICHINN)

» Awards and honors

* Internships (mpakTuka)

« Special theses or dissertations

 Research projects

 Presentations made at conferences and publications

Pa3zHoe
MISCELLANEOUS
In this section, you may write (if you think it is important) about:
» military service
* interests and hobbies
¢ community service (0O1IecTBeHHAast padoTa M0 MECTY JKUTETHCTBA)
* volunteer work
« membership and active participation in professional associations
+ awards and honors
* recognitions
+ licenses and accreditation
* languages
« personal information (date of birth, marital status, citizenship, etc.)

REFERENCES (ITOPYUYMUTEJIM, naroiue Bam pexomeHpaiyu, WA
PECKOMCHAATCIILHBIC ITMCbMAd, KOTOPLIC HO-aHTJIMICKNAIN TaK)Ke Ha3LIBAIOTCS ref-
erences) may be considered an additional section (number 6) of your resume.

You don't need to give the names of people who can supply references.
Some applicants prefer to-wait until the employer is seriously interested, es-
pecially if they are currently employed and don't want others to know they
are looking around. Omit this category altogether or write: "References will
be supplied on request”.«If you do include references, give full name, title,
company, and address. Telephone numbers may also be helpful.

TEN MOST COMMON MISTAKES OF RESUME WRITING

Too long (preferred length is one page).

Disorganized and hard to follow.

Poorly typed or printed. Looks unprofessional.

Overwritten - long paragraphs and sentences.

Too sparse - only dates and job titles.

Not oriented at results. No accomplishments of the candidates shown.
Too many irrelevances.

Misspellings, typos and poor grammar.

. Overdoing with typesetting. Photos and exotic paper stock distracts attention.
10. Misdirected. Little or no apparent connection to the organization.
EXERCISE 1. Read the resume and write your own one according to the

©CoNoR®wN -
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formats described above.

ROBERT L. LEWIS
56 Waterfront St., River City, VT 07882
(717)999-0264
Professional Profile

Management professional attuned to ever-changing needs of business.
Extremely service-oriented with a unique combination of initiative and
analytical abilities. Astute in identifying areas in need of improvement,
with the vision to develop and implement successful action plans.
Consistently demonstrate exceptional knowledge and decision-making
abilities in the following areas:

Financial Management Human Resources Management
Organizational Reengineering Promaotional Activities
Computer Technology and Programming Problem Analysis and Resolution
Automated Systems and Procedures Quality Improvement

Customer Relations Strategic Planning

Management Experience

Harper Valley auction Co., Inc:, Green Hills, Vermont
Position Held: General Manager (1997 to Present)
Managerial Accountant (1992-97)

Selected Achievements:

» Conducted ongoing analyses to evaluate efficiency, quality, and prod-
uctivity of all departments. Realigned and automated many tasks re-
sulting in fewer errors, higher production levels, and noticeably im-
proved handling of tasks.

» Developed and implemented automated accounting system to more ef-
ficiently manage the processing and documentation of all financial da-
ta.

«  Applied broad knowledge of computer systems. Extensive program-
ming performed in developing and implementing automated systems
to increase accuracy and efficiency.

» Dedicated extensive time and energy to improving communications
with personnel, accepting full responsibility for scheduling, perfor-
mance reviews, and employee motivation.

76



Education

MBA Candidate Local Business College, Green Hills, Vermont (Anticipated
completion 5/2002)

Bachelor of Science, Accounting Major University, Boston, Massachusetts,
1991

Affiliations

Institute of Managerial Accountants - Member since 1993

Community Rotary Club - Member since 1994; Current President Elect;
Treasurer 1996-98

U.S. Postal Service Advisory Board - 1997-Present

TEXT 6. KNOWING YOURSELF

There have been many studies during the past few years that have at-
tempted to identify the characteristics of successful entrepreneurs. On such
study compared many of the lists already developed. Those characteristics
common to all or most of the lists indicated that an entrepreneur tends to have
the following characteristics:

=High level of physical energy

= Ability to set clear goals and plans to reach goals

= Strong positive attitudes

=High levels of moral strength

=Willingness to take chances

= |ndustrious — need to be always working at something

= Takes the initiative«n starting work

=High level of reasoning ability

= Able to make decisions

=Willing to lead others

=QOrganized

=Positive attitude towards others

= Uses time effectively

»Willing and eager to learn

= Desire to satisfy the needs of others

= Able to change and adapt to changing environment

= Able to seek and find information needed to achieve their goals

= Avoids procrastination

»Have a determined persistence

=Informed about latest trends and needs

=Willing to take responsibility

= Knows how to manage money

= Able to motivate others

= Always looking for opportunities
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»Willing to recognize and reward contributions of others

= Restless eager to do something new

=|_earns from failure and moves on
Obviously not all entrepreneurs are alike, but based on a variety of studies
most of the successful ones have the above characteristics.

Answer the questions:

What characteristics do you find absolutely necessary for every manager?
Which of them are inborn and which can be acquired?

What are of primary importance?

Do you possess them?

THE PERFECT INTERVIEW
So you chose a job ad, sent your resume to the company and they invited you
to the interview. Are you nervous? Now try to imagine that you are a director

of a company. What kind of person would you employ?

Tick the most essential features from the text “Knowing Yourself” and give

your reasons.

Your vocabulary

An employer

An emplyee/appointee

A one-to-one/individual interview
A panel interview

A “deep end” interview

A progress interview

An interviewer

An interview leader

An interviewee

An applicant/candidate/nominee
A shortlist

A recruitment process

An employment agency

A job counselling cost

A job opening/ position/ post vacancy
A want ad for

A person specification

A “golden hello”/ ‘goldenhandshake”
A hiring description

A job description/specification
To shortlist for an interview
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to apply for a job (opening)

to sit on the panel

to run/lead an interview

to present the panel of nominees
to interview

to ask probing questions

to elicit (information from)

to support/second a nominee

to grade according to preferences
to turn into a debate

to be prone to stress

to think on one’s feet
to be caught off guard

to zero in on any reservations
to address concerns

to meet qualifications/requirements
to advance into a position
to fill a post
to recruit/hire/employ/take on
to clinch a deal

to set up an interview



TEXT 7. INTERVIEWING

An interview is the fourth stage in a recruitment process after the follow-
Ing ones:

1) advertising an opening (on the part of the employer);

2) writing and submitting all the necessary application documents (on the
part of applicants);

3) making a close study of these documents aiming at singling-out the best
candidates who will be short-listed for an interview (on the part of the
employer).

There are different kinds of interviews:

1) traditional one-to-one/individual interviews;

2) panel interviews where one or more candidates are inter viewed by a panel
of interviewers;

3) "deep end" interviews where applicants have to demonstrate how they
cope in actual business situations.

The atmosphere of an interview may vary from the informal to the formal
one and interviewers may take a friendly, neutral or even hostile approach.
Different interviewers use different technigues and the only rules that appli-
cants should be aware of may be: "Expect the unexpected" and "Be yourself!"
Don't get flustered when the prospective employer instead of asking about
your strengths, weaknesses and goals presents you with the hypothetical cri-
sis like that: "Your boss calls you and asks to cancel all his morning and af-
ternoon appointments as he.feels not quite well. But his desk-calendar
doesn't list the names of the people he's scheduled to meet, only their firms.
Plus there are five urgent. messages on his voice mail. How would you han-
dle this?" The interviewer probably wants to see how you think on your feet
and react under pressure. Don't let be caught off guard.

Progress interviews are interviews where employees have a chance to re-
view and to set objectives for the future. Such interviews usually take place
after a new employee has been working with a company for several months
and after that they may take place once or twice a year.

Regardless of the kind every interview proceeds through three stages:

1) the warm-up;

2) the question-and-answer session;

3)the close.

The warm-up. Of the three stages, the warm-up is the most important al-
though it may account for only a small fraction of the time you spend in the
interview. Psychologists say that 50% of the interviewer's decision is made
within the first 30 to 60 seconds and another 25% is made within 15 minutes.
If you've got off to a bad start, it's extremely difficult to turn the interview
around. Remember: the first minute of the interview is crucial.

Body language is very important at this point because you won't have time
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to say much in the first minute or two. You must sell yourself nonverbally.
Begin by using the interviewer's name if you are sure you can pronounce it
correctly. If the interviewer extends a hand, respond with a firm but gentle
handshake. Then wait until you are asked to be seated. Let the interviewer start
the discussion. And listen for cues that tell you what he/she wants to hear.

The question-and-answer session. Questions and answers consume the
greatest part of the interview. During this phase the interviewer asks you to
restate your qualifications and expand on the points in the c.v. (resume). You
will be also asked whether you have any questions of your own.

As questions are asked, tailor your answers to make a favourable impres-
sion. Remember that the interviewer will be observing you and noting every
word you say. So don't limit yourself to yes or no answers and pause to think
before responding if you are asked a difficult question. Consider the direction
of the discussion and guide it where you wish with.your responses.

Another way you can reach your goal is to-ask 'some right questions. If
you periodically ask a question or two, you will not only learn something but
demonstrate your interest as well. It's especially useful to probe for what the
company is looking for in its new employees. Once you know that, you can
show how you meet the firm's needs. Also-try to zero in on any reservations
the interviewer might have about you so.that you can dispel them.

Paying attention when the interviewer speaks can be as important as giv-
ing good answers or asking good questions.

The close. This is the last phase of the interview but not less important
than the first two. If the interviewer has any reservations about hiring you —
perhaps he/she has cited your lack of public-speaking experience or limited
computer knowledge — address these concerns directly: "I agree that deliver-
ing powerful presentations is critical for my successful work and accordingly
for the success of the company and | intend to join a special course in public-
speaking” or "Having mastered WordPerfect 6.0 and Excel, I'll have no
problems learning your software too". But if you see that the interviewer is
about to finish the procedure, don't prolong it yourself. Just express your gra-
titude for the interviewer's time and consideration. And if you are strong
enough, you may add: "l really want to work for your company. | want this
job!" Guess what? You'll be hired!

Remember that when you come to the interview your goal is to get the
job, but if the interview goes well your objective should be to clinch the deal
on the best possible terms. And they are to get the whole package: a good
salary and extra benefits like a company car or cheap housing loans, bonuses
paid in a "thirteenth month", company pension schemes, free canteen meals,
long holidays or flexible working hours — all that contribute to the attractive-
ness of a job and the effectiveness of your work.

The range of the language that the participants of an interview may use
can be very wide. Below are some of the functions that may be carried out.
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Questions:

1.
2.

3.
4.

S.

6.

7.

8.
9.

What are the stages in a recruitment process?

What are the kinds of interviews? Which one would you prefer as an in-
terviewer/an interviewee? Explain your choice.

The first minute of an interview is crucial. Do you agree?

How many communication tools do you have at your disposal when being
interviewed? Which ones will you use at each stage of an interview?

What should an interviewee remember in order not to be caught off
guard?

Why is paying attention when the interviewer speaks as important as giv-
ing good answers or asking good questions?

Can an interviewee guide an interview where he/she wishes? In what
way?

What techniques can an interviewee use to sell him self/herself best?
What should you do if the interview goes well‘and you are quite confident
that you'll be hired?

10.Enumerate the factors that you as a potential inter viewee consider to in-

fluence your behaviour at an inter view maost. Dwell on each factor.

Task 1. Choose either the adjective or the adverb in each of the sentences be-

low.

The first task for the interviewer is to make the candidate feel comforta-
ble/comfortably.

In a panel interview the nominee may look at the inter viewers nerv-
ous/nervously.

If the candidate sounds nervous/nervously, encourage him/her to speak on
a well-known topic.

This approach-proves clear/clearly the importance of a well-prepared
strategy.

. When the interviewee appears good/well in control, it is time to move on

to more probing questions.

. If the atmosphere becomes tense/tensely, the interview leader should take

charge.

The leader should keep the pace of the interview lively/livelily and the
atmosphere friendly/friendlily.

In a good interview the candidate seems hard/hardly to notice the time.
The time for each interviewer and interviewee goes very quick/quickly in
a well-conducted interview.

10. Well-prepared interviewers are usually good/well at interviewing.
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Task 2. Fill the gaps with suitable words from the list below.

grade behavioural expertise

checklist appointee person specification
assess panel rapport

outcome non-controversial biographical
competence  key enable

1. A ... is the statement of the human characteristics and experience required
to do a job.

2. Sometimes one candidate is interviewed by a ... of interviewers because
this increases the likelihood of making a good choice.

3. At the first stage of an interview the interviewer needs to make the candi-
date feel at his/her ease, develop ... and set the scene.

4. It is appropriate to start the interview with a neutral chat by asking ...
questions — perhaps about the weather or the traffic conditions.

5. A ... of critical questions is normally prepared so that each nominee is
asked for standard information.

6. The ... approach is the most straightforward and reliable.

7. The interviewer might want to know something about the ... style of the
interviewee.

8. The interviewer's questions should encourage and ... the candidate to
speak freely.

9. Before closing the interview it is useful for the inter viewer to summarise
the ... points and issues.

10.Then the interviewers need to ... all the candidates in or der to select the
best one.

11.Before choosing the one who will have the position offered the interview-
ers ... the nominees according to their preferences.

12.The ... of the interview is of great importance to the candidate.

13.1f an organization recruits from inside, the employees see that ... is re-
warded.

14.An .. is the person chosen for a position or job.

15.0ne of the advantages of using an employment agency is that it offers ...
in an area where the employer is not regularly in the market.

Task 3. Translate the sentences into English

1. MHTepBbIO — YETBEPTHIN 3TAll B MPOLIECCE HaeMa MepcoHalIa.

2. CYI_H€CTBYIOT CJIICAYIOIIHEC THIIBI MHTCPBBIO: TPAJUIMOHHOC MHTCPBLIO OJWH
Ha OJIMH, MTAHEIEHOE MHTEPBHIO, IITyOOKOE MHTEPBBIO U HHTEPBBLIO-TIPOTPECC.

3. PazHble MHTEPBBHIOUPHI HCIIOJIB3YIOT Pa3HbIE METOJIbI, YTOOBI TIOCMOTPETH,
KaK BbI MOXKCTC TOBOPUTD 0e3 IIOATOTOBKH U PCArupOBaTh 1101 JABJICHUCM.
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4. Bo BpeMsl MHTEpBBIO KaHAMJAThl Ha JOJDKHOCTH JTOJDKHBI MOCTapaTbCs
IPOU3BECTU OJIaroNpUATHOE BIIEUATIIEHUE HA paboToAATENs U J€NaTh BCE,
YTOOBI HE OBITh 3aCTUTHYTHIMU BPACILIOX.

5. Bo BuepamHeil razere s npouna 0ObSBIECHUE O BAKAHCUHM Ha JIOJKHOCTH
MEHEKepa KpyIHOH KOMIIaHUH.

6. Llensl 3a KOHCyJAbTalMI0O O paboOTe B areHCTBE MO HailMy JOBOJBHO
BBICOKHE.

7. PykoBonuTeNnb MHTEPBBIO 3a/la]l €My HECKOJIBKO JETalbHBIX BOIIPOCOB C
1eNbl0 J00BITh MHGOPMAIUI0O O €ro MNpopeCCHOHATBHBIX HAaBBIKAX U
JOCTHUKCHHSIX.

8. Kaxnmplii M3 MHTEPBBIOMPOB MOJACPKHUBAI CBOETO MPETEICHTA, OICHUB
€ro COIVIACHO CBOMM JIMYHBIM MPENNOYTEHUsIM, M 0OCyXIeHue
IPEBPATUIIOCH B CIIOP.

9. Hukro U3 KaHAMIATOB HE OTBEYAJ TPEOOBAHUAM STOW KOMIIAHUM.

10.13bIK TE€IOABMKEHHUI BO BPEMsI pa3MUHKH SIBISIETCS OUE€Hb BaXKHBIM, T.K. Y
Bac HET JOCTaTOYHO BPEMEHM, UTOObI MHOTO paccKa3aTh O ceOe B IEpBbIE
JBE-TPU MUHYTHL. BbI 10JKHBI TpoaTh ceOsi HeBEpOaIbHO.

11.ITocne u3ydyeHHe BCEX pe3lOME AJisi MUHTEPBBIO ObLIO OTOOPAHO TOJBKO
MSTh KaHNIaTOB.

12.BHUMAaTENbHO CIEANTE 32 MHTEPBBIOUPOM, YTOOBI 3aMETUTH JIOOBIE €ro
COMHEHHUS U Pa3BEsTh UX.

13.Ecmm y paboromaTens €CTh KaKHe-TO COMHEHHS O TMPUHATAA Bac Ha
paboTy, MPsMO OTBEUANTE HA HUX.

14. Y100l TPOIBHHYTHCA MO CIIyk0€, HYXHO OBbIThb HE CKJIOHHBIM K
cTpeccam.

15.Ecnu MHTEPBHIO MPOIIIO XOPOIIO, 3aKII0UaNTE CIETIKY Ha CaMbIX JTYUIIHUX
U1 Bac yCIOBUSIX.

LET’S DISCUSS

Task 1. A good interview is always well-structured. Work in pairs and put
the list of things that an interviewer should do into a logical sequence.

answer questions
ask questions about candidate’s CV
explain the plan of the interview
explain what happens next
hold a few minutes of neutral conversation
listen
make the candidate feel at ease
observe
I. summarise the main points
Now decide what the interviewer and the interviewee could say at each of the
nine stages.

—STQ o0 o
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Example: 1. Make the candidate feel at ease:
Interviewer: “Thank you for coming, I hope you had a good journey”.

Interviewer: “Yes, thanks. It only took 40 minutes, door-to-door, and it’s
easy to get here from the station”.

Task 2. In the table below there are some notes prepared by the Marketing
Director of a large company. They concern two members of the Market Re-
search Ddepartment (MRD), Barbara and Graham. Both these employees
have been in the MRD since they joined the company. They have both just
applied for the vacant position of the Head of the MRD. Imagine that you are
Marketing Director, compare the applicants on the basis of the given infor-
mation, interview them and then decide who will be offered the position.

Candidate Barbara Graham
1 2 3
Age 30 36
Status single married, with 3 children
Years of service in com- 3 8
pany

Educational qualifications

master's degree in marketing;
diploma in communications

3 A-levels, 6 0 levels (no fur-
ther education)

Previous work experience

2 years in transport depart-
ment of oil company

2 years as a waiter; 5 years in
banking (Lloyds); 3 years in
market research firm

Special skills and abili-
ties

communicates  effectively
with staff; articulate; logical
mind; sound powers of anal-
ysis; fluent French and Ital-
ian

writes superb reports; excep-
tional mathematical ability;
highly intelligent

Personal qualities

hard-working; efficient; mo-
bile — will work anywhere in
the UK; lively; out-going
personality; popular with
most colleagues

respected because of his know-
ledge of the job; quiet; re-
served; always calm in a crisis

Negative points

sometimes works too fast
and misses important facts;
can be too frank and outspo-
ken; one or two colleagues
can't stand her; smokes too
much; lives on her nerves

considered  unsociable by
some; speaks rather slowly and
hesitantly; no foreign languag-
es; not mobile — wife has im-
portant job at local hospital

university — studies inter-
rupted for one year

Interests modern jazz dancing; col-[says he is too busy to have out-
lecting paintings side interests
Health had serious illness while at|excellent

While comparing the candidates make use of the following structures.
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e.g.. Both Barbara and Graham are over thirty. Barbara is single. Graham,
on the other hand, is married with three children.

1.Graham has had no further education whereas Barbara....
2.Besides speaking French, she ... .

3.Graham is extremely good at writing reports. Furthermore, ... .

4. Despite Barbara's ability to communicate well with her colleagues
5.Although Graham is respected by his colleagues ... .

Your vocabulary

Compensation
Compensation
package

Remuneration
Remuneration

When talking about executive pay, compensation can refer,
confusingly, to two different things:

= what top executives get for running a company.

= what they get on leaving a company.

Apart from salary, an executive’s compensation package can
include:

package
Bonuses bonuses: extra payments, sometimes, but not always, related to
Benefits the firm’s performance.
Perks benefits and perks ranging from share options, the right to
Share options buy the company’s shares at an advantageous price, to a chauf-
Stock options feur-driven car.
Remuneration is also used to talk about executives’ salary and
benefits.
Golden boot A compensation package for an executive leaving a company is

Golden goodbye
Golden handshake
Golden parachute

Compensation
payment
Compensation
payoff
Compensation
payout

Severance package
Severance payment

oust

also known as a golden goodbye, golden handshake or gol-
den parachute.

Compensation for someone leaving a company may be referred
to as a compensation payment, compensation payoff, or
compensation payout.

These payments may form part of a severance package.

Severance payments can be the subject of complex negotia-
tions when an executive leaves, or is ousted: forced to leave.

When executives are ousted, people may talk about companies
giving them the golden boot.
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Ex.1. Failure-related pay. Complete this extract from The Economist using
grammatically appropriate forms of the words listed. One of the words is
not used.

boot oust goodbye pay-off
compensation fortune package executive

A RACKET IN NEED OF REFORM
Many of Britain's company chiefs are overpaid, including some of the

ones being (I) out of their jobs. Other bosses deserve more.
'If you can meet with triumph and transport firm that lost J331 million
disaster and treat those two imposters last year,
just the same." Kipling's test have shared of around J4

manhood is proving all too easy for the million;and Peter Sherlock
has resigned as chief executive of

bosses of British firms: they earn a NFC,aroad haulage firm, with a
fortune if they do well, and a (5) expected to top
(2) if they do badly. J750,000 - two years after his hasty

exit from Bass, a brewer, with a
This month, Peter Davis, the J395'000 farewell.
departing co-chairman of Reed

Elsevier, a publishing firm, carried a Such'golden __ (6)', together
(3) worth J2 million ($3 with massive pay rises for many

million) away with him ‘in_his bosses keeping their jobs,

briefcase; four directors quitting have made (7) pay a

Tiphook, a financially troubled political issue. ....

Ex. 2. Complete the sentences.
Some workers receive a Christmas bonus when :
When an employee works more than the scheduled hours

If you-are given luncheon vouchers
Tax has to be deducted by an employer
It is not.easy to obtain job satisfaction
When someone stays away from work
An ideal job would be one where
When you are being interviewed for a job
. An interview should always

10 A personnel department
11.Work would be more interesting if

©oNdoa koD
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TEXT 8. Labour Laws Don't Dover Everyone
Read the article and do the exercises.

New York (CNN news). When Jose Castro helped to organize a trade
union campaign at his workplace, Hoffman Plastic Compounds in California,
he was fired. His firing was found to be unlawful, but. on March 27th the
Supreme Court ruled that he could not receive back pay. The reason: Mr. Ca-
stro i1s a Mexican, who is in the United States illegally and who used a
friend's ID to get his job.

His case raised the question of the rights of people who are not lawfully
residents. The court, which divided five to four on theruling, was clearly in
some confusion, as is the country at large. Under a Supreme Court ruling,
children of illegal aliens may attend public schoals. Most states provide il-
legal aliens with emergency medical care and insist that they get their vacci-
nations. They may not give them extra social assistance. People working il-
legally in America must pay taxes, but cannot receive a refund for overpay-
ment; they must contribute to Social Security (the national pension), but can-
not receive retirement benefits. Depending-on state law, they can vote in lo-
cal elections (such as those for school boards), but not national ones.

Labour laws used to cover everyone, even those people not legally per-
mitted to work. Trade unions provided strong support, preferring immigrants
to swell their ranks rather than provide cheap competition. In 1986, hiring
undocumented workers was made illegal. But employers resisted becoming,
in effect, immigration agents, and the law was little enforced.

The National Labour:Relations Board, which supported Mr. Castro, has
continued to allow undocumented workers to get back-pay if they are fired.
But the Supreme Court jibbed in Mr. Castro's case, saying he had in any case
got his job througha criminal fraud, and should not be paid wages he could
not legally have earned. Chief Justice William Rehnquist added that this
would only encourage violation of the immigration laws.

Writing for the minority, Justice Stephen Breyer argued that stripping
labour-law:protection from illegal aliens would not only undermine Ameri-
ca's domestic labour law but would lower the cost of illegal labour, drawing
more hopefuls in. Whatever happens, it is certain that America's non-citizens
are now more vulnerable than they were.

EX. 1. After reading the text write down in two appropriate columns
what illegal aliens can/must and cannot/ must not do in the United
States.

Illegal aliens can/must do |lllegal aliens cannot/must not do
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EX. 2. Sum up the arguments for and against paying Mr. Castro
wages.

EX. 3. Divide the class into two groups and make up the speech of:
a) Attorney;
b) Prosecutor.

TEXT 10. EMPLOYEE MOTIVATION
Read and translate the following text in written form

A manager who has an understanding of what the employee wants from
work will have a better chance of having more satisfied and productive em-
ployees. Studies of employee motivation point out.that people work for many
different reasons. The reason or reasons a person behaves a certain way is
called a motive. Employee motivation is the reason an employee works a
certain way on the job. There are many explanations of what motivates em-
ployees. One theory was developed by A. Maslow. Maslow’s hierarchy of
needs theory explains that an individual has-many different levels of needs.

SELF-ACTUALIZING
Realizing .of “individual potential, creative
talents, personal future fulfillment
ESTEEM
Self-prospect, respect of others, recognition,
achievement
SOCIAL
Friendship, affection, acceptance
SAFETY
Security, protection from physical harm, freedom
from fear of deprivation
PHYSIOLOGICAL
Food, water, air, rest, sex, shelter (from cold,
storm)

This theory suggests that when one level of needs is satisfied, the next
level has the greatest influence on a person's behaviour.

Frederik Herzberg developed another theory of job satisfaction. It sug-
gests that job satisfaction and job dissatisfaction come from two different sets
of factors. One set he referred to as 'motivating' factors, and the other set he
called 'hygiene' factors. The motivating factors (recognition, achievement,
responsibility, opportunity for advancement, and the job itself) relate to inter-
nal satisfaction and influence employees to improve their performance. The
set of hygiene factors (salary, company policies, working conditions, and re-
lationships with other employees) are separate from the job itself. He sug-
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gests that hygiene factors must be present in order to prevent job dissatisfac-
tion, but it is those motivating factors that influence employees to maximize
their performance on the job.

These theories show that employee performance is a complex topic to
understand. Developing a work environment where the employee meets the
needs of the business and the business meets the needs of the employee is
what the most successful managers work at.

Answer the questions to the text

1. Are there other needs which you would add to the hierarchy? Where?
Why?

2. Which of the following would motivate you to work harder (higher
salary; good team; job security; holidays, opportunities to travel; good work-
ing conditions; interesting; creative work; promotion opportunities; threat of
redundancy; fringe benefits; hard working boss..). Choose your top five and
rank them in order of priority.

3. Scripture maintains that man does not live by bread alone, but the need
hierarchy suggests that man lives by bread alone when there is no bread.
What does it mean?
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UNIT 3. IN THE OFFICE AND BUSINESS ETHICS

TEXT 1. The Office
1. Look the list of words.

discount CKHJIKA
applicant MIPOCUTEIT
turn up [IPUXOAUTH
knowledgeable  xopormio ocBenomIiTeHHBIH
enquiry 3ampoc
courteously BEXKITUBO, YUTHBO
receptionist CeKpeTapb B IPUEMHOMN
hub LCHTP
keyboard KJIaBHATypa, KOMMYTaTop
conjure up U3TOHATH
implication TIOCTIC/ICTBHE
diminish YMCHBIIIATh

I1. Read the text.

One way of describing the function of. the office is the administrative
back-up for the organisation. Everyone-involved in a business operation has
to refer to the office from time to time. Even'in the first few minutes of the
day the office comes alive. The salesperson telephones from a customer's
shop to find out some details about prices, or discounts, or delivery dates. A
customer telephones to find what has happened to the order he sent in last
week. The short-listed applicants for the new Quality Control Manager's job
turn up for their interviews with the Personnel Manager. The Company Sec-
retary arrives earlier than usual to ask whether the Agenda for the Board of
Directors' Meeting later in the day has been typed yet. And the office junior
brings in the morning mail ‘which he has opened and sorted, and which now
needs to be distributed to the various managers. There is a great variety of
tasks undertaken. in the office and the staff engaged in these operations need
to know a great deal about the business. For example, when customers visit
the office, or telephone, they naturally expect the staff who deal with them to
be knowledgeable. They expect their enquiries to be dealt with courteously,
promptly and competently. Receptionists may occupy a comparatively lowly
position in the organisational hierarchy, but they create the vital first impres-
sion which often determines whether we get the order or not.

The importance of the office is obvious. It is the hub of the communica-
tions network for the whole organisation. Technology affects the whole of
business, not least the office, and the concept of a completely paperless of-
fice is beginning to emerge. Already on many executives' desks there are
keyboards or other devices to communicate with the computers which con-
trol all the electronic devices in the office. Electronic files are replacing con-
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ventional filing cabinets, and intelligent facsimile and copying machines are
appearing together with a variety of printers able to print anything from let-
ter-quality characters to four-colour diagrams. Telephone systems are now
incorporating a host of facilities from an answering service to video-
conferencing.

Video-conferencing involves executives separated by hundreds and per-
haps thousands of miles, discussing problems face-to-face on television
screens. This in turn conjures up the notion of clerical workers performing
many of their daily tasks away from the office, so that offices of the future
are not only going to be paperless. They are also going to occupy less space,
require fewer staff and allow much shorter working weeks.

These changes will affect a large number of people. The introduction of
robotic production lines in factories and new technology in- offices will
change the way men and women work, and the roles they expect to fulfil.
There have already been great changes in the traditional patterns of employ-
ment due to new technology, and this seems likely to continue, with implica-
tions for both sexes.

Whatever happens as a result of the new technologies, the role of the of-
fice will be changed rather than diminished..Most office workers of the future
will find themselves seated at multi-function work-stations able to exercise
control over routine purchases, sales, market research, production runs and
accounting procedures. In other waords, we can expect a centralisation of de-
cision-making powers, with the office becoming even more emphatically the
very hub of the business.

II1. Answer the questions in your own Words.

How would you describe the function of the office?

To what extent do you think office work is boring?

Why do you think the-receptionist has a responsible job?

What do you understand by the term a paperless office?

What sorts of equipment would you expect to find on the desk of an ex-
ecutivein a modern office?

Why. do office workers need to know a lot about business operations?

7. What would be the effect if office workers were inefficient or poorly mo-
tivated?

What is video-conferencing?

What social implications do you see resulting from the impending
changes?

aObrwnE

o

Qgro

IV. Translate and learn the phrases.
» The administrative back-up for the organisation
» To refer to the office
» To find out some details about prices, discounts or delivery dates
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3.
4.

To turn up for the interview

To undertake a great variety of tasks

To know a great deal about the business

To deal with the enquiries courteously, promptly and competently

To occupy a comparatively lowly position in the organizational hierarchy
To create the vital first impression

The hub of the communications network

The concept of a completely paperless office

To replace conventional filing cabinets

To incorporate a host of facilities

To discuss problems face-to-face on television screens

To affect a large number of people

To change the way men and women work

Great changes in the traditional patterns of employment

With implications for both sexes

Multi-function work station

To exercise control over routine purchases, sales, market research and ac-
counting procedures

A centralisation of decision-making powers

The very hub of the business

V. Prove the following.

The office is the administrative back-up for the organisation.

The office is the hub of the communications network for the whole orga-
nisation.

The changes in the office will affect a large number of people.

The role of the office will not be diminished in future.

PRACTICE
Task 1. In what way can office work be more efficient? Read the text and fill

each blank with the correct word partnership from the box below. Use
each'partnership once only.

put off unpleasant tasks members of staff
delegate routine tasks have a meeting
unnecessary paperwork separate folders
time-consuming way set priorities

lose concentration skip over

set a time limit pick out

Here are ten key ways to improve efficiency.

1. Avoid 1) ... . Be ruthless. Are all those statistics and memos really ne-
cessary?
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2. Essential paperwork should be organised into 2)... so that you and other
3) ... can find what you want quickly.

3. 4) ... . Decide which of your tasks are the most important and deal with
them first.

4. Never 5)... . It is best to deal with them as soon as possible or you will
keep thinking about them and 6) ... .

5. Know when to stop. If you are too much of a perfectionist, you will
concentrate on one task and not leave enough time to do the others.

6. 7) ... . Don't try to do everything yourself. Make sure, however, that the
subordinate is competent enough to carry out the task.

7. Cut meetings to a minimum. Ask yourself if a meeting is essential or if
the issues could be dealt with in a less 8)... .

8. If you must 9)... , restrict it to those whose presence is essential. Don't
waste people's time.

9. At the beginning of a meeting 10) ... and stick to it. This should concen-
trate everybody's mind and avoid unnecessary anecdotes etc.

10. Learn the art of speed-reading. 11) ... the non-essential text and 12) ...

the message, the important facts.

Task 2. Fill in the gaps in the passage @about computers in business making
use of the words from the boxes. Each-word must be used only once.

accurate input printer screen
compo- keyboard punched single

nents linked records supplies
continuous  output retrieve transactions
disk

Computers are being used more and more in business because they are
fast, efficientand 1) ... .

Here are some ways in which computers are used.

Insurance companies use them to store and 2) ... details of clients' poli-
cies.

Production departments in companies use them to ensure they have ade-
quate 3) ....of raw materials and 4) ... .

Banks use them for processing details of accounts and 5)... .

Personnel departments use them to keep 6)... of a company's employees.

Can you think of any other ways in which computers are used?
The most common ways in which you can 7) ... information into a com-
puter are:

- by typing itona$@)...;
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- from a magnetic 9) ...;

- from a 10) ... tape or card;

- from another computer 11) ... to yours.

A computer can 12) ... information:

- on a13) ... called a VDU (visual display unit);

- to a 14)... which may use 15)... sheets or 16)... stationery;
- to a punch card or tape;

- to a magnetic disk;

- to another computer.

Task 3. Agree or disagree to the statements of some people speaking about
the effects that computers have had on their working lives.

1. Without organizing jobs differently, introducing computers doesn't
help.

2. Computers create more work.

3. Computers reduce everything to numbers.

4. People begin to feel like computers.

5. Computer systems do not always work:

6. The purpose of computers is not always clear.

TEXT 2. TALKING TO COMPUTERS
Read the text and say what advantages and disadvantages you can
see in using speech-recognition systems. If your office is about to
be computerized with ‘talking’ machines will you be for or
against?

If you walk into your-office one day and your colleagues are all talking to
their computers, don't panic. There's nothing wrong with them and there's
nothing wrong with you. It's just that they have had enough of traditional
keyboards and mice-and are moving on to the era of speech-recognition sys-
tems. Talking computers are not new. There was a lot of publicity about the
early systems twenty years ago, but they never performed well. They had
very limited vocabulary — about 1,000 words, and you need 10,000 words to
carry out basic tasks. Now many systems deal with 30,000 words.

Everybody is using voice recognition today. If you make a telephone en-
quiry about a product or a service, or if you make an airline or car rental
booking, you may find you are talking to a computer. Soon we'll be able to
send faxes vocally and give instructions to our PCs. A computer will store 50
numbers so that, when you want to phone your agent Maria in Costa Rica,
you simply pick up the phone and say 'Maria’ and Maria answers the phone.
Interactive phone systems are also being used for automatic directory enqui-
ries and for directing phone calls straight to the correct extension. Mail order
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companies and financial services are interested in developing such systems.

New systems which can recognize 50,000 words are appearing on the
market. They are useful for professionals who need to put large amounts of
text into PCs but who can't type. These systems will be of assistance to law-
yers, doctors, journalists and other professionals.

We all speak differently, so how does the machine cope? It recognizes in-
dividual voices after a short training period. Users have to read lists of words
slowly into the computer. But isn't it all a bit inhuman? The supporters-of the
system say that such services are reliable, cost-effective and do not get tired
and irritable. Human beings can get on with more important and more inter-
esting tasks.

WRITING A MEMO

A memorandum (plural memoranda, abbreviation memo) is a very com-
mon form of business communication which is exchanged between members
of the same organisation. Most companies print their own memo stationery,
but the layout is more or less the same. There are 4 main headings (To:,
From:, Date:, Subject:/Re:). The memo usually focuses on one message or
piece of information, and often requests action to be taken. It may be sent to
a single person or a group of people.. Thereare many different techniques
used in memo writing, but several basic rules should always be applied:

- Since memos are a little less formal than business letters, it is best to use
simple language and a neutral tone.

- Keep your memo clear.'Use short, simple sentences.

- A memo should not:be ‘any longer than one page. Most people do not
have to read long memas.

- The opening and closing formula can be more direct, and less formal
than in a letter.

- No signature is required at the end. However the person who has written
the memo may put his/her initials, but not his/her full name.

Now read the memo below and match the parts of the memo (1-6) with the
descriptions (a—f).

BLOGGS & BLOGGS MEMO

1.To: All staff

From: Michael McGovern, I.T. Centre
2.Date: 18 August 20
3.Subject: Computer Access

4. We will be upgrading the software installed on the network over the week-
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end. It is therefore possible that you may have problems accessing your
computer on Monday morning.

5. If this is the case, please do one of the following:

= Press the restart key when the ‘access denied' message comes up.

= Phone extension 2291 for help from a technician.

6. We are doing everything we can to make sure things go smoothly and will
be glad to help if you have any problems or queries.

MM

a.The body of the memao.

b.A short heading which tells you what the memo.is about. ¢ When the

memo is sent.

d. The conclusion of the memo, which often recommends a course of ac-
tion.

e.Name of the person to whom the memo is sent.

f. A brief introduction to the memo giving the most important information.

Task 1. Fill in the gaps with words from the box.
Circular classify clarify essentials observe
recipient submit topic cover transmit

1. The purpose of writing letters, memos and reports is usually to _

information from one person to another.

2. But before you can begin to write a report about anything at all, you need

to the purpose for which you are writing it.

3. Before writing a report about a complicated process, you will find it help-

ful to it first for'a period of time.

4. You will also need to all the data you have collected.

5. At the top of a memo or report don’t forget to name the

6. You should start anew par. (paragraph) for each new

7. When you finally do write your report, the pieces of mformatlon you

should never forget are the

8. The deadline is the latest time you can a report.

9. When you are writing a summary of what has happened, you should al-

ways try to the main points.

10.A letter that is sent to many different people in a company is called a
(letter).

Task 2. Below is a memo on the subject of office re-organisation. Choose the
correct linking words.
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From: J.A.King Date: 5 Oct
To: M.A.Tolsen Re: Staffing

| have several suggestions concerning office re-organisation.

(First/ As a result/ Nevertheless) | propose that we move Mrs. Sinclair
into the accounts department to help Mr. Banks (consequently/ since/ al-
though) there have been a number of complaints from the staff that pay slips
have been late and certain payments have not been processed as soon-as they
should have been. (In addition/ Secondly/ Despite this) Mr. Banks has been
requesting extra staff for some time.

(Secondly/ Consequently/ However) | suggest we take on a temp over
the summer period to handle incoming telephone calls and enquiries in the
mail order section. (Owing to/ Moreover/ Although) the volume of orders has
not increased the new computerised system has.proved to be more time-
consuming than anticipated. (Consequently/ For example/ Next) Mrs. Ke-
reasky and Mrs. Davies have had more work to do'than they cope with.

(However/ Thirdly/ Thus) I recommend that we take on a new order
clerk in the sales department. A number oferrors have been made recently
(owing to/ despite/ while) a lack of available staff at peak times.

| am aware that these changes will involve extra expenses.

(Finally/ On the other hand/ Furthermore) they will, | believe, save
money in the long run in terms of increased efficiency.

Task 3. Read the dialogue and write a short memo to Pat telling her of the
decision reached.

Alex: I’ve compared the Nadlov products with Rosario’s and have reached
a clear decision. | prefer the Nadlov ones. However they are more expensive.
Brad: So, you’ll'have to-convince me of the benefits.

Alex: Nadlov is better — I think by 20 per cent.

Brad: Could you remind me of the price difference?

Alex: $23 per unit.

Brad: ~Hmmm. We’re spending a lot of money on this so the decision is
very important. Can you tell me about the benefits of the Nadlov product?
Alex: Tthink it’s a better design — it’1l be easier to use.

Brad: Okay, if you prefer Nadlov to the others that’s fine. Will you tell Pat
about this?

Alex:  Sure, I’ll send a memo right away.
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MEMO

To: Alex Date:
From: Pat Re:

Task 4. Fill in the gaps in the dialogue making use of the words from the box
(some of them can be used more than once)

Final least able right lower modern
high true latest attractive small

- Mr. Aldin, I'm very sorry to say we cannot sign a contract with your
company at this price. It is unreasonably 1) ... . We are in close touch
with the world market and our in formation is that your competitors are
quoting 2) ... prices.

- You are partly 3) ... . It's 4)..., the price is 5) ... , but you should take into
consideration the fact that this model is the 6).... word in electric indus-
try. It is designed on the most 7) ... lines and we can guarantee the 8) ...
reliability of the computers.

- We know all that. But nevertheless the price doesn't seem 9) ... . Will the
10) ... price depend on the number of computers we'll buy from you, Mr.
Aldin?

- 11) ... . If you increase your order to five computers we'll be 12) ... to
give you a 2% discount on the price.
- I'm afraid the discount is too 13) ... . | expect at 14) ... a discount of 4%.

- Let me make some calculations. Well, Mr. Borisov, 3% and not more as
this concession leaves only avery 15) ... profit for ourselves.

- In this case I'd like to discuss the matter again with my people and after
that I'll be 16)... to give you my 17)... reply.

Task 5. Read the dialogue and answer the questions.

- Good morning. My name is Vladimir Petrov. I've got an appointment with
Mr. Nickles.

- Good morning. That's right. Mr. Nickles is expecting you. Would you,
please, sit’down? I'm sorry, Mr. Nickles is at the meeting now but it'll be
over in a couple of minutes. If you'd just like to wait over there, I'll make a
cup of coffee. There are some journals and reference materials on the table
to get a better idea of our firm.

- Thank you so much. We've carefully studied your exhibition at the fair, |
have no doubt that your equipment is of high quality, reliable and efficient.
(a buzzer sounds)

- You can go in, Mr. Petrov.
(Mr. Petrov enters the office, Mr. Nickles is on the phone)
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- Well, let me tell you, my secretary being a lady would not write what |
think of you and | being a gentleman cannot even think it. And you, being
neither, can easily imagine it.

(hangs up)

- Sorry. One has to be rude sometimes. Mr. Petrov, no? I'm sorry to have
kept you waiting.

- I'm a bit early, actually.

- Did you have a good trip?

- Yes, it was pretty comfortable, thanks.

- Please, sit down. Would you like something to drink?

- No, thanks. I like the poster on the office door: "If You Haven't Anything
To Do, Don't Do It Here". Is it your own idea or a modern trend in man-
agement?

- Oh, both, I think. I'm glad you like it. Last year I bought a number of post-
ers running: "Do It Now!" and had them hung around the office.

- Did you inspire your subordinates with enthusiasm?

- Well, the slogan affected the staff but not in the way | expected: the cashier
skipped out with $30,000; the head book=keeper eloped with the private
secretary; three clerks asked for a rise in-salary and the office boy became a
crook.

- Ha-ha-ha...

- Now, | expect, you'll want to hear all about our new model. You'll be
pleased to find that it incorporates 2 unique features although it costs
slightly more. And we are confident that it will be cheaper to run. We've
put it through a number of very extensive tests. | don't think you'll be dis-
appointed. Well, | think that covers it for the present, er..., unless you can
think of anything else:

- We are very interested in maintenance, yes, and there's the question of de-
livery dates, and finally, we'd like to know whether it's possible to adapt
your equipment to our uses.

- As for the delivery dates, I'm happy to say we're now able to guarantee
two months, maybe less. And there's very little routine maintenance for
you to-worry about. As part of the contract one of our men will call every
six months to make any necessary adjustments. That should be sufficient.
In the unlikely event of a breakdown we've always got a duty mechanic
who would be there as soon as you call.

- That'll do. Well, 1 think if you agree, I'd like to see your factory and then
to see how you suggest going about adapting the equipment to our needs.

- Yes, good idea. I'll arrange that with the manager now.

- That'll be marvellous.

- We'll get a complete set of documents so that you could study the re-
quirements. The expenses involved will be charged to your account
though.
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- No problem.

- Fine. In that case we'll tell our experts and lawyers to prepare the contract
for signing. | was hoping we'd get it all worked out today. You've got eve-
rything organized, haven't you?

- Sorry, but I have no right to discuss the general principles of the contract.
My mission is far too modest. I'll have to discuss it with my boss first.

- Right, let's leave it there, shall we?

Questions:

1. Does Mr. Nickles' secretary behave right with the client, Mr. Petrov?
What would you do the same way and what would you do differently?

2. Mr. Nickles is very rude on the phone with his party. Does it mean that
the former isn't afraid of losing the latter as his business partner? How
would Mr. Nickles express the same idea if he were afraid of that?
Imagine you become a boss. How will you inspire your subordinates with
enthusiasm? Will you use the same kind of posters used by Mr. Nickles or
any other ones? Will you use any other means? What will they be?

4. What are the terms of equipment maintenance and delivery suggested? Do

they suit Mr. Petrov?

Why does Mr. Petrov want to see the factory before signing a contract?

To your mind, does Mr. Petrov really have no right to discuss the general

principles of the contract? Can it simply be a move of the knight? If yes,

what for then?

o o

Task 6. Find English equivalents for the phrases in the dialogue Task 5:

y MEHs Ha3HaueHa Berpeva ¢; muctep H. oxumaer Bac; MOKETe€ BOWTH;
BelIaTh TPYOKy, COBPEMEHHOE TE€UEHHWE B MEHEIKMEHTE; KacCHp YJIpa,
noxutuB $ 30 000; mpubaBKa K 3apIuiare; MOChUILHBIA CTAJ KYJIUKOM; B HEE
BKJIFOUEHBI; JICMICBJIC B AKCILTyaTalllK; MIPUCTIOCOOUTH Ballle 000pyJ0BaHUE K
HAIlUM  YCJIOBMSIM; ~ KOHTPAKT TPEIyCMaTpPUBAET; MPOU3BOJIUTH  BCIO
HEOOXOUMYIO PEryJIHpPOBKY; B CIlydyae TOJOMKH, YTO MAaJIOBEPOSTHO;
NEKYPHBIA - MCXaHWK; TOJTHBIA IMAaKeT AOKYMEHTAIMH; PACXOABI IO ATOMY
BOTIPOCY BbI GepeTe Ha ceOs; y MEHsI HET TOTHOMOYHM 00CY X AaTh.

TEXT 3. THE LANGUAGE OF SPACE
Read and translate the text into Russian in written form.

The way to get rich is clear for an increasing number of businesses. It is to
use Feng Shui, an Eastern philosophy. Many well-known companies are in-
troducing Feng Shui principles into the workplace, such as putting in fish
tanks full of goldfish or carp. Fish mean money and that employees will
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prosper. Flowing water also attracts energy and the sound is relaxing. Com-
panies also advise their employees to wear lucky colours which are asso-
ciated with wealth, such as red, green and black. Mats and carpets are in the
same colours. Plants are essential to bring in energy and fight against the
negative effects of office equipment. However the leaves are rounded to pro-
duce good atmosphere. Doorways should be kept clear so that energy can
flow through the building and there should be pictures on the walls so that
people focus better when they enter the building and feel more comfortable
and relaxed. Desks should face the door and you should sit with a solid wall
behind you.

Some companies go further. Any clocks in the building should have three
hands, as three is a lucky number. No cars are allowed.to park in front of the
building, as cars represent dangerous tigers. Furniture is positioned so that it
does not block energy lines. Company cars are given lucky numbers. Critics
say that all this is just trendy nonsense. But the-businesses using these prin-
ciples say that they are simply making better environment for their em-
ployees. They claim the critics just don't understand.

VOCABULARY

administrative back-up

a photocopier

an open plan office

a paperless office

a clerical worker

an office junior

a receptionist

the hub of the business
filing cabinet/files

diary

directory

note pad

paper clips

pencil sharpener

ruler

eraser/ rubber

tray/ in-tray

staples/ stapler

wastepaper bin

VDU (Visual Display Unit)
video-conferencing
multi-function work-stations
to exercise control over

to diminish the role of the office
to talk shop

to deal with enquiries/ queries
to conjure up

memorandum/ memo

access denied

separate folders

punch(ed) card/ tape
keyboard

screen/ monitor

input/ output

to store/ retrieve/ process data
disk/ hard disk

disk drive

stationery

software/ hardware

Modem

RAM (Random Access Memory)
ROM (Read Only Memory)
to put off unpleasant tasks

to delegate routine tasks

to set a time limit/ priorities
time-consuming way

to skip over/ out

to pick out

to transmit information

to submit a report

circular

recipient

essentials

to make necessary adjustments
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pay slips to take on a temp

larceny to inspire subordinates
tax evasion to be bound to
to allow for to ferret out incompetence

to amount to

EX. 1. Translate into English using the vocabulary.

1)

- Jlobpoe ytpo, rocnona. Kak nmoxxupaete?

- Cmacu0o, xopomo. A Bs1?

- Hopmaneho, 6narogapro Bac. Bl untanu BCio Hairy KOPpPECHOHICHIIUIO C
Bamum gupexropom?

- Jla. MBI TiiatensHO M3ydniiv Baiie neinoBoe NpeajiokKeHue U JyMaeM, 4To
MBI COCTaBUM IPOEKT KOHTPAKTa K KOHI[y ATON HENENH, @ OKOHYATEIbHO
3aKJIFOUMM KOHTpaKT ¢ Bamu mocnie ero oocyxaeHus no tenedoHy ¢ HalluM
TUPEKTOPOM.

- Xopomo. [laBaiite mepeiinem k neny. CerogHs M 3aBTpa Mbl 00CYIuUM
YCJIOBUS OIIATHI U TOCTABKH.

- JloroBopuiuck. A mocie3aBTpa  MOTFOBOpUM 00  yHNakOBKE H
TPaHCIIOPTUPOBKE.

- 3aTeM A IIaHUPYHO noexarb B bupmuarem Ha 3 gua. Kak Bam mu3BectHO,
TaM OyJeT BbICTaBKa. Bbl mpucoennuuTech KO MHE?

- Jla, ¢ yIOBOIBCTBHEM. JTO KAK Pa3 COOTBETCTBYET LIEJIM MOETO BU3UTA.

- Hanerochb, uto Tak. A mocine 3Toro y-Bac OyaeTr 1octaTouHo BpeMeHU st
HOCEILECHHUS HalIero 3aBO/1a-IIPOU3BOIUTEIIS " ocMoTpa
JTIOCTONPUMEYATEIILHOCTEH.

- Mens ato yctpauBaet. W I HaZIErOCh MEpeaTh NPOEKT KOHTPAKTa MOEMY
IUPEKTOPY MO (haKkCcy HE MO3KE CIETYIOIIEN Cpeibl.

2)

- Mory 5u s ceroaHsi yBUIETh MEHEIKEpa MO pekyname? ITO TOBOPUT M-P
CuMOHOB.

- K coxanennto, mucc brelik Het Ha Mecte. OHa 00emaeT ¢ AU3ANHEPOM.
OcraBute 114 Hee coolmieHue?

- Jla, noxanyicra. I xoten Obl NPUTIACUTh €€ Ha YKUH U OOCYIIUTh C HEH
BOHPOC 00y4YeHHs HalUX peKJIaMHbIX areHToB. Korga oHa BepHeTcs ¢
o0ema?

- IIpennonoxurensHo B 2.30.

- Kornma Mo)xHO TIepe3BOHUTH?

- Tonpko nocne 5. C 510 6.

- Ee TpynHO 3acTaTh Ha MecTe, HE TaK JIU?

- Jla, cap, HO 3TO ee pabora... O, Bam cerogs moBe3no. 3/1eCh HAXOAUTCS
OJIVH W3 PYKOBOJUTENIEH PEKIIAMHOIO areHCTBa, JHAPI0. OH TOXKE KAET MHUCC
brnelik u mor Obl pacckazarb Bam o cBoeii pabGote, ecnu 310 Bac
JIEUCTBUTEIILHO HHTEPECYET.
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TEXT 4. Business Meetings
1. Look through the list of words.

comprise COCTOSITh U3
Iinappropriate HEIOCTAaTOYHBIN
hierarchy uepapxus

confer 00CYX/1aTh, COBEIIATHCSI
apex BEPIIHHA, BEPXYIIIKa
transact business BecTH Aena, 3aKII04aTh CACIKH
agenda MTOBECTKA JTHS

resigning OTCTaBKa

subordinate [MOTYMHEHHBIN

shop steward YIPaBIISIONTUH 1Iexa
coincide COBIIAJaTh

socialise o0marscs

vehicle CPEJIICTBO

grievance xaoba

1I. Read the text.

A committee normally comprises between three and twenty | members. It
Is headed by a chairperson who has the power to control the discussion. The
abilities of the chairperson are likely to be reflected in the effectiveness of the
committee. He (or she) will be expected to identify the problem for the com-
mittee members, consider the available facts with them, and encourage them
to express their views.

The use of a committee in business can be advocated whenever the nor-
mal chain of command is inappropriate. The committee allows people from
different departments and-specialisms to come together to deal 1 with prob-
lems of common concern. They also allow people from different levels in the
organisational hierarchy to meet and confer, for example in a joint consulta-
tion committee where representatives from the management side can consult
directly with worker representatives.

The committee is essentially a communication device. The problem in a
large organisation is to ensure a two-way flow of instructions (downwards)
and feedback (upwards). It is often possible for a management to delegate the
responsibility for making decisions in non-critical areas to committees,
though it is important to remember that the Board of Directors (at the apex of
the organisational hierarchy) is also a committee and functions accordingly.
Minutes are required to be kept of the decisions taken at the meetings which
become a record of the business transacted and the decisions reached. The
proceedings are required to follow the order set out in the agenda which is
distributed to the members before the meeting.
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Under no circumstances can voting take place unless a quorum (a mini-
mum number of members) is present. The quorum will be laid down in the
committee's terms of reference. A motion (or resolution) is the term used to
describe the point in the meeting when a decision is being considered. One of
the members will normally make the proposition and will then need to find a
seconder — someone who supports it. The wording of the resolution is very
important as the committee will be bound by it if more than a half of the
members present vote in favour. The only way a member can avoid the col-
lective responsibility for the decision is by resigning.

Another form of meeting used in business is what is sometimes de-
scribed as a «command meeting». In this case the manager calls his subordi-
nates together and uses the occasion either to tell them what he wants from
them or to listen and exchange ideas with them. It is a very effective way of
ensuring that the team is kept fully informed. Some managers have these
meetings on a regular basis, say every Friday afternoon at three o'clock, so
that the coming week's programme can be discussed. The meeting can coin-
cide with a tea break and this gives the group an opportunity to socialise be-
fore getting down to the serious business.<These meetings are in no way
comparable with the committee meetings since they are very much a vehicle
for the individual manager. He can use the time to sell ideas to this team, seek
their aid in finding solutions to problems, or simply inform and instruct them.

From the workers' point of view perhaps the most important meetings
are those conducted by their trade unions. As well as the local branch
meetings there are regional and national executive committee meetings
which are all conducted on @ formal basis. Shop stewards committees op-
erate at factory level and play an important role in communicating workers'
grievances to management.

II1. Answer the‘questions in your own words.

Why does the chairperson of a committee need to be chosen carefully?
When is the formation of a committee justified?

Who would you expect to find in a Joint Consultation Committee?

In what sense is the Board of Directors a Committee?

How does the committee reach a decision?

How is.the decision recorded?

What is a command meeting? How does it differ from a committee?

What options are available to the member of a committee who strongly
diagrees with a resolution passed by the majority of the committee's
members?

N Ok~ owd

IV. Translate and learn the phrases.
» To have the power to control
» To be reflected in the effectiveness of the committee
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» To identify the problem

» To consider the available facts

« To encourage to express one's views

» The normal chain of command

» To deal with the problems of common concern

» To ensure a two-way flow of instruction

» To delegate the responsibility for making decisions

» Arecord of the business transacted and the decisions reached
» To follow the order set out in the agenda

» The committee's terms of reference

» To consider a decision

* To be bound by to vote in favour

« To avoid the collective responsibility

« To exchange ideas

* To keep the team fully informed

* Onaregular basis

« A vehicle for the individual manager

» To seek one's aid in finding solutions to problems

» Local branch meetings

» Regional and national executive committee meetings
» To be conducted on a formal basis

» To communicate workers' grievances to management

V.Prove the following.

1. The abilities of the chairperson are likely to be reflected in the effective-

ness of the committee.

The committee is essentially a communication device.

3. The only way a member can avoid the collective responsibility for the de-
cision is by resigning.

4. A «command meeting» is a vehicle for the individual manager to sell
ideas to his team, seek their aid in finding solutions to problems, inform
and instruct them.

5. From-the workers point of view the most important meetings are those
conducted by their trade unions.

N

VI1.Speak on the problem of business meetings using the phrases given
above (Task 1V)

VOCABULARY
AOB to call/convene a meeting
an agenda to hold/attend a meeting
an item on the agenda to chair a meeting
a chairperson to adjourn/interrupt a meeting
a vote to postpone/cancel a meeting
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vote/voting

voting by ballot
voting by a show of hands
an affirmative vote

a negative vote

a casting vote

a proxy vote

an abstainer

an abstention/abstantion
consensus

a contrary opinion

a deadlock
minutes(pl)

a motion/resolution

a proposition/proposal
a proxy

a power of attorney
an action

a proposer

a supporter/seconder
a one-to-one meeting
a 'command meeting'
a quorum is present

to carry on with talks

to suit oneself

to circulate the agenda/minutes to
to put into the minutes

to approve of/sign the minutes
to make/propose/table a motion
to reject a motion

to adopt/carry/pass a motion

by a large majority

by a majority of ... votes
unanimously

by acclamation

to have an equal say/stake

to put a question to-the vote/to
voting

to hold the vote/voting

to vote on/upon an issue

to vote for/pro/in favour

to vote against/con

to vote by proxy

to abstain from voting

to reach consensus/a consensus view
to have/reach a quorum

to go over/recap

Task 1. Match the words on the left with their definitions on the right.

1. AOB (any other business)

2. to adjourn
3. agenda

. casting vote
. CoOnsensus

o1~

6. to convene

\l

. minutes
. motion

. proxy

O 00

10. power of attorney

a. a proxy vote is made on behalf of

someone else (if permission has been
obtained)
b. the written record of a meeting
c. permission to act on someone else’s
behalf
d. a list of points or items for discussion
e. items not originally included on the
agenda
f. if there is a deadlock, e.g. three for
and three against a motion, the chair-
person may vote to ensure that a de-
cision is made
g. to call a meeting
h. general agreement on a subject
I. a proposal to be discussed and voted
on
J. to stop a meeting for a short period
of time
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Task 2. Complete the paragraph below using the words and phrases from
Task 1.

Before the chairperson 1) a meeting he/ she should circulate an
2) so that everyone knows what items are to be discussed. At the
beginning of the meeting the 3) of the previous meeting are con-
firmed. Then those present discuss each 4) on the 5) and try to
reach a 6) view. If an issue is important a vote may be taken; those
absent may have given 7) to someone present and can therefore
vote by 8) . In the event of a 9) the chairperson may record
a 10) so that a decision is made.

Task 3. Match the words listed above with the dictionary definitions which
follow.

proposer  referees relevant  adjournment resolution
grievances interview  neutral quorum command
co-option adequate audience agenda casting
amendment seconder minutes liaison procedures
apologies  motion auditors convene report

1. The company chairperson will be expected to give this at the Annual

General Meeting.

The breaking-off of a meeting. The postponement of further discussion.

A detailed list of items to be discussed.

Notices of meetings must always be this.

The sort of meeting which might lead to the offer of a job.

Those whom you would be concentrating on when making a speech.

A firm considering employing you would contact them before inviting

you for an interview.

8. Might be reduced if people are allowed to participate in the making of de-
cisions.

9. An abbreviated record of what was said during a meeting.

10.A proposition to be voted upon.

11.Someone who makes a formal recommendation at a meeting.

12.What the chairperson of a committee meeting should strive to be.

13.A formal decision reached at a meeting.

14.The minimum number of members needing to be present to make a com-
mittee meeting legal.

15.The sort of meeting called by a manager who wishes to face his subordi-
nates.

16.Discussion in a meeting should always be this.

17.A suggestion to alter the wording of a motion.

18.Will need to be appointed at a company's Annual General Meeting.

Noakowd

107



19. Someone who supports a formal proposal in the meeting.

20.To call an Annual General Meeting.

21.This will be necessary between the secretary and chairperson in a commit-
tee meeting.

22.Should be conveyed to the chairperson if you cannot attend a meeting.

23.The power available to a committee to ask other to attend or serve on the
committee.

24.The chairperson's vote when the committee is undecided.

25.The rules governing the conduct of a meeting.

Task 4. Read the transcript of the talks at which the terms of payment and the date
of delivery are discussed and answer the questions that follow.

Those present at the talks:

1. Mr. James Cramer (Mr. C), Import Department Manager. (Canadian side)
Mr. Andrew Drown (Mr. D), Import Department Deputy Manager. (C.
side)

Mr. Simon Garrington (Mr. G), Senior engineer. (C. side)

Mr. Mikhail Balashov (Mr. B), Sales Manager. (Belarusian side)

Mr. Semen Antonov (Mr. A), Sales Manager Deputy. (B. side)

Mr. Leonid Petrov (Mr. P), Senior.engineer. (B. side)

no

ook w

Mr. C: Good morning, everybody.

All those present: Good morning.

Mr. C: Take your seats, please. Are all of you all right?

Mr. B: Yes, quite. What about you, Mr. Cramer?

Mr. C: I'm fine, thank you. Shall we carry on with our talks?

Mr. A: Yes. | suppose the terms of payment come next, or the date of delivery.

Mr. C: Shall we start with the date of delivery?

Mr. B: Suit yourself. When do you require the equipment?

Mr. C: The sooner, the better. To be more exact — in the first quarter of

the year

Mr. A: That will be a bit difficult. Will you take part deliveries?

Mr. D: Yes, it's all right with us. Mr. A: What do you say to 4 shipments

at the rate of 25 items each?

Mr. G: When could we expect the 1% consignment then?

Mr. B: Would you be satisfied to have it within the 2" half of January?

Mr. G: What about the balance of the order?

Mr. B: We could ship the rest at the rate of one consignment per month.

Mr. C: Do you mean we'll get the last consignment in April?

Mr. B: Exactly.

Mr. C: It's a bit too late. We need the lot by the end of March at the lat-
est. We have obligations to our regular customers, you know.
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Mr. B: Let's leave the matter open until tomorrow. I'll be in touch with
the plant tonight. Perhaps we'll manage to complete deliveries in
March.

Mr. C: That suits us. Shall we pass on to the terms of payment or would

you like to have coffee or tea first?

Mr. B: Oh, that's a good idea. Let's have a break, shall we?

Mr. C: OK, let's, (after a half an hour's interval)

Mr. C: Here we are again. Shall we continue then?

Mr. A: Yes, let us not beat about the bush and take the bull by the horns.
We want you to pay for the 1% shipment in advance and for the
balance of the order...

Mr. C: Just a minute, Mr. Antonov, not so fast, not.so fast.

Mr. A: Are you against advance payment?

Mr. D: | didn't say that. Are you going to grant us credit?

Mr. B: If you mean effecting payment by drafts, yes.

Mr. D: When will they fall due? I mean what kind of drafts will you

draw on us?

Mr. B: We'll draw on you two or three months' drafts. Does that suit you?

Mr. C: We'd prefer drafts at 90 or more days.

Mr. B: You're welcome. But you didn't say anything about advance payment.

Mr. C: Argument is not worthwhile, is:it?

Mr. B: Yes, it is not. But you are not going to lose anything, Mr. Cramer.
The advance is only 10% of the total value and we'll be giving you
a Letter of Guarantee issued by the Bank for Foreign Economic
Affairs to the effect that the advance money will be refunded in
case of any failure on our part.

Mr. G: Will that be a separate document apart from the contract itself?

Mr. A: No, it'll be an integral part of the contract in the form of its ap-
pendix.

Mr. G: That's good.

Mr. B: Shall we consider the terms of payment settled then?

Mr. C:“l think so. That was the last but not the least point for today's dis-

cussion, wasn't it? And it is lunch time already. Could | invite you
all to our canteen? It's not bad at all, | can assure you...

Questions:

1.

wmn

Why do you think Mr. Cramer prefers to start the talks with the time of
delivery?

Why doesn't April delivery suit the Canadian side?

What terms of payment are being discussed?

What kind of drafts do the Canadian businessmen expect their Belarusian
counterparts to draw on them and why?

Why will a Letter of Guarantee be given to them?
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Task 5. Find English equivalents for the phrases in T. 4.

OcranpHass 4YacTh 3aKa3a; MOXalyiicTa (MOCTynaWTe, KakK CUMTaeTe
HYKHBIM); TIOCTaBUTh NEPBYIO MAPTHUIO TOBAapa; HaM HYXHa BCS MapTHUS
(oOBeM, KONMMYECTBO) HE TO3[HEE KOHI[A MapTa; 00sS3aTeahCTBa 110
OTHOIIIEHUIO K TOCTOSIHHBIM KIIMEHTaM; OTJIOXKHUTh PEIICHUE BOIpoca J0;
JaCTUYHAsl TIOCTaBKa, XOIUTh BOKPYT Ja OKOJIO; OpaTh OBbIKa 3a pora;
ABAHCOBBIM IUIATEX; IMOJJIECKATH OIUIATE; TPATTHI CO CPOKOM IUIarexka B 90
JHEN; CHOpUTHh BEIb HE HMMEET CMbICTa; O TOM, 4YTO; COCTaBHAas 4YacTh
KOHTpPAaKTa; HeCOOJII0IEHUE YCIOBUI KOHTPAKTa C Halllel CTOPOHBI.

Task 6. A group of three editors working for a publishing company has a
meeting. They are discussing two possible designs for the cover of an eco-
nomics textbook. The discussion is as follows. Step 1 and Step 2 are de-
scribed in detail with the examples of what Chris and Karin say. You should
produce Steps 3-5.

1. Chris asks Karin for her opinion.
Chris: Am I right in thinking that you prefer the second design, Karin?
2. Karin answers explaining that she strongly prefers the second version.
Karin: I really do think that, yes. It’s much clearer — | strongly prefer the
more minimalist design. | really believe that the title is clearer and | have ab-
solutely no doubts that the author’s name doesn’t need to be so big. I definite-
ly think that the illustrations look better than all these formulae and graphs.
I’m positive that the tints are better too — you can read the title easily, the
printing is very good.
3. Chris asks for Jean’s opinion.
4. Jean argues (neutrally and weakly) for the first design mentioning the fol-
lowing points:
= jtisstronger
= the title is clearer
= the author’s name is very important
= the formulae and graphs say more about what is in the book
» thetints are better
5. Finally Chris argues (neutrally and weakly) for the second design claiming:
= agrees with Karin
= the author’s name is not so important
= the illustrations are clearer than the formulae and graphs
= he prefers the tints in the second design and the characters in the title are
clear enough
= easier to read
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DISCUSSION

Task 1. Look at these problems and decide the best way of dealing with each

problem. Which would be best:
a one-to-one meeting of two of the people involved,;
a meeting of four or five of the people involved,
a meeting of about ten of the people involved;
or should just one person decide what to do and then in form everyone by
phoning or sending a memo?

A large, influential customer continually pays late. Your sales manager and
credit controller have politely and repeatedly complained but this hasn't
made any difference. The time has come to decide what to do about this.

In a small factory the older workers are ignoring safety rules and encour-
aging the younger ones to do the same. Some-of these rules may be exces-
sively cautious and the older workers' production rates are very good.

In a medium-size factory groups of workers operate as teams. One group
has been getting poorer results than the other teams and verbal warnings
have had no effect.

The firm is having a bad year and it will probably be necessary to make five
members of the office staff redundant. The normal policy is 'last in — first out'.
Someone has been leaking information about your firm's products to your
competitor. It may be a member of your staff or one of your preferred
suppliers.

The board requires a report on your department's longterm plans over the
next ten years.

The territories covered by your sales force have been unchanged for ten
years. A revision of the boundaries might make the team more efficient.
There is to be-a company picnic next month and everything has to be
planned and organized.

Discuss the alternatives like this:

If you had a meeting of four people, the others might feel that.... If the
manager sent everyone a letter, everyone might ... .

Task 2. Translate into English.

1.

g~ wn

Ilepen Tem, kak co3Barh coOpaHHe, TpeAcenaresib JODKEH pasaTh
YYaCTHUKAM TIOBECTKY [Hs, 4YTOObl BCE 3HAJM, KaKWE€ BOMPOCHI OyIyT
00CYX1aThCSI.

B Hauane coOpaHusi yTBep>KIaeTcsi MPOTOKOJ MPEIBIIYIIET0 COOpaHHUs.
3areM NpUCYTCTBYIOUIUE O0CYKIAIOT KXl MyHKT MOBECTKU JTHS.

Ecnu Bonpoc BaxHBIM, OH MOKET OBITh MOCTABJIEH Ha rOJIOCOBAHUE.
[lepen nmpoBeneHHEM roOJI0COBaHUSA HEOOXOJIMMO BHECTH MPEJIOKEHUS U
00CyIUTh HX.
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6. [Ipencenarens HOMWKEH OBITH YBEPEH, UYTO MPUCYTCTBYIOIIME TOYHO
3HAIOT, 3a 4YTO OHU royocytoT. OH o00s3aH Bcerja 3a4UTHIBATH
PEAJIOKEHUE, IPEKIAE YEM CTABUTH €TI0 HAa FOJIOCOBAHUE.

7. Tepmun '"mpemoxkeHue" TPUMEHSETCS II0 OTHOIICHHUIO K HJEe,
BBIJIBUHYTON HA PACCMOTPEHUE COOpaHusl.

8. T'onoc mpencenarens sBIASETCS PEIIAIONINM, KOTJa KOJIMYECTBO T'OJIOCOB,
MOJIAHHBIX 33 U IPOTUB PE30IIOLNHU, OIMHAKOBO.

9. Pesomrornus Obuta mpuHATa enuHoriaacHo. [IpuHaTue gaHHOW pPEe30mIOUUN
MOBJICYET 32 COOOM CHI)KEHHE KOJIMYECTBA MPOTYJIOB U OMO3aHHH.

10.CaenyromuM MyHKTOM MOBECTKU JIHA SIBISIETCA MOKYIKa Y4acTKa 3eMIIU
JUISL IOCTPOWKHU CKJIAJa.

TEXT 5. THE ART OF NEGOTIATION

Read and translate the text into Russian in written form

There has been a great deal of research into the art of negotiation, and, in
particular into what makes a good negotiator.

One point most researchers seem to agree on Is that good negotiators try
to create a harmonious atmosphere at the start of a negotiation. They make an
effort to establish a good rapport with.their opposite number. So that there
will be a willingness — on both sides — to.make concessions, if this should
prove necessary.

Good negotiators generaly wish to reach an agreement which meets the
interests of both sides. They therefore tend to take a long-term view, ensuring
that the agreement will improve, or at least not harm, their relationship with
the other party. On the other hand, a poor negotiator tends to look for imme-
diate gains, forgeting that the real benefits of a deal may come much later.

Skilful negotiators ‘are flexible. They do not "lock themselves™" into a posi-
tion so that they will lose face if they have to compromise. They have a range of
objectives, thus allowing themselves to make concessions, for example, "I aim
to buy this machine for 2000$" and not "I must buy for 2000$". Poor negotia-
tors have limited objectives, and may not even work out a "fall-back™ position.

Successful negotiators do not want a negotiation to break down. If prob-
lems arise, they suggest ways of resolving them. The best negotiators are
persuasive; - articulate people, who select a few key arguments and repeat
them. This suggests that tenacity is an important quality. Finally, it is essen-
tial to be a good listener and to check frequently that everything has been un-
derstood by both parties.
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VOCABULARY PRACTICE

Ex. 1. First read the passage below. Then explain the meanings of the
words and phrases which have been underlined.

The effectiveness of any committee is inevitably determined by the ac-
tions of its chairperson. The chairperson is responsible for compliance with
the technicalities. For example, the meeting must be properly convened and
a quorum of members must be present. Furthermore proper notice. of the
meeting must have been given. The charisma and skill of the chairperson
will decide to a large extent how much the committee does and whether rela-
tionships are harmonious or strained. A good chairperson. will insist that
when any members speak their remarks are addressed to the chair. This is
not simply a matter of extending courtesy to the chairperson. The chairper-
son is deemed impartial and should not take sides in any dispute other than
with regard to a matter of procedure. Disagreements will be less personal
when the arguments have to go through an intermediary and there will be
less chance of personality clashes.

In any meeting there will be some members who find it easy to interpose
their arguments. Others will find it more difficult. It may be a matter of expe-
rience in committees, strength of character, age and status compared to other
members. The good chairperson will spot the difficulties being encountered
and bring these members into the discussion at an appropriate moment.
«Yesy, the chairperson might say; «I can see you feel very strongly about that
particular matter, Mr. Hughes.'Does anyone have a contrary opinion? What
about you Miss Latimer?»

The ball is in Miss Latimer's court. The chairperson has ensured that
everyone will listen to what she has to say.

Ex. 2. Complete the following sentences using your own words
1. The purpose of a committee meeting is to ...

2. The chairperson.of a committee ...

3. When two members of a committee disagree ...

4. Sometimes a manager calls a meeting of his subordinates ...
5. ... because it is necessary to conclude the meeting.

6. ...when apersonality clash is looming.

7. Communication involves the transmission of...

8. One can see the committee as an instrument of...

9. A motion becomes a resolution when ...

10. ... elected by the shareholders.

EX. 3. Choose the phrase A, B or C, which best completes each sentence,
1. Of course the costs incurred in staff meetings may be justified
A. but that is no excuse for wasting the staff's time.
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B. but at least management should be aware of them.

C. but that is no excuse for wasting management time.

2. Decisions reached in committees may sometimes be compromises

A. which is another way of saying they are useless.

B. and that is always a good thing.

C. or, as it is sometimes said, a camel was a horse designed by committee.
3. The careful recording of decisions and the writing of minutes involve time
and expense

A. even after the formal meeting has ended.

B. only before the meeting has started.

C. and a great deal of effort by everyone.

4. A number of different ideas can be put forward in a meeting

A. but too many cooks can spoil the broth.

B. and everyone will be satisfied with that.

C. but that will satisfy no one.

5. The interaction between members from different, sections of the organisation

A. will ensure that people understand each others' problems.

B. should help people to understand each others' problems.

C. will lead to frictions and discontent.

6. While each member has an equal say.in committee proceedings

A. none of them want to contribute.

B. they will all want to say more than their share.

C. they do not necessarily have an equal stake in the outcome.

7. In a business setting the committee is often used to

A. bridge the gap between departments.

B. encourage people to get to know each other.

C. communicate with people outside the organisation.

8. Since committee decisions are collective
A. there is no need to record them.
B. they can be reached quickly.
C. no single individual can be held responsible for them.
9. The board of directors constitutes a committee

A. elected by management.

B. elected by shareholders.

C. chosen by management and workers.

10. Everywhere in life it is to be seen that progress depends on
A. the exchange of ideas.

B. the demolition of one group by another.

C. bitter conflicts between those with opposing ideals.
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WRITING MINUTES

The careful recording of a meeting, i.e. the writing of minutes, is an es-
sential part of a meeting though it involves time and expense even after the
meeting has ended. There are no strict rules in writing minutes. Minutes may
be written in detail or in brief depending on the anticipated readership. But the
main elements are always the same (sometimes some of them are omitted):
Where and when a meeting took place.

Present, i.e. the names of the participants.
Apologies, i.e. the names of those absent.
Subject.
Minutes of the previous meeting.
Items on the agenda: the discussion held, the motions made, the resolu-
tions carried (Proposer; Seconder; the results of the vote).
Any Other Business (AOB).
8. Date of the next meeting.
When writing the minutes of a meeting it is‘good practice to use a variety
of verbs of speaking.

ook wdE

~

Minutes of the meeting held at the Head Office of Architech Consult on
7/2/03.

Present: Richard Harris (Chairperson) = RH Amanda Bell (Chief De-
signer) — AB Donald‘Mc¢Gregor (Human Relations) — DM Jona-
thon Coe (Accountant) — JC Wendy Adam (Designer) — WA

Apologies: Peter Thornbarough

Subject: Abidjan design project

The minutes of the last meeting were confirmed.

1. RH opened-the meeting and underlined the importance of reaching a
decision on the project.
2.Each person in-attendance was invited to state his/her position concern-
ing the feasibility of the work in Abidjan.
3. AB (the initiator of the project) pointed out that it would be a major con-
tract and explained that it should be accepted for the following reasons:
¢ the.company would be able to expand into new areas;
¢ it would enhance the company's reputation;
¢ it would broaden the expertise of the company's specialists;
¢ it would open up new international markets.
4. JC agreed that the project was viable for the following reasons:
¢ the bankers were favourable and ready to provide finance;
¢ raw materials were cheap and plentiful;
¢ local labour was inexpensive;
¢ the level of risk was within acceptable limits.
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He claimed that estimates from local sub-contractors indicated that profit

margins would be high.

5. DM stated that there would be difficulties in controlling the project
from a distance. Staff would have to spend considerable time abroad
supervising progress on site. He also mentioned the problems they had
encountered with a similar venture in Togo.

6.WA outlined her reasons for opposing the scheme. In her view it had

not been thought through sufficiently by the client. She emphasized that

further research was needed before going ahead.

7.RH closed the meeting and announced that he would make the final de-
cision himself after due consideration of the issues.

Task 1. Look at the internal memo concerning the discussions before the ne-
gotiations to fix an advertising contract. Use the verbs from the box to
complete the spaces in the text.

| take on clarify reach resolve tell agree. discuss  want be |
MEMO
To: TR Date: 14 May
From: SA Re: Advertising contract negotiations

It is going 1) ... difficult 2) ... an agreement with Emmy over the advertis-
ing material. Their principal negotiator, Stella Ragione, appears 3) ... a
large downpayment on the signature of a contract — probably near 50 per
cent. We plan 4)... her that this is impossible. We are happy 5) ... the pos-
sibility of an advance but personally | believe it would be a mistake 6) ...
to anything above 20 per cent. 7) ... our position immediately could save
our time. | suggest we inform Miss Ragione of our views on the matter.
We should also make it clear that Morreille Partnership (Marseilles) are
happy 8)... the project and their reputation for high standards is as good as
Emmy's. We need 9)... this very soon as time is short.

Task 2. These are the minutes of a meeting. Some parts have been left out.
Choosing from the words in the box complete the minutes.

Minutes of the last meeting  Present subcommittee Any
Other Business Seconder chairperson
Proposer Action Members
Date of the next meeting Apologies chaired
(1)...: Mr. Jones (chairperson)  Ms Perkins Ms Carson
Mr. Smith Ms Trueman (secretary)
(2)... : Ms Green and Mr. Brown were unable to attend and sent their
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apologies
(3) ... : No business remained from the last meeting
Membership of the Committee
It was agreed that the Production Manager should be invited to become a
member of this Committee.
Proposer: Ms Perkins
(4) ... : Mr. Smith
Carried unanimously
2004: Development of European markets
A (5) ... is to be set up to consider the ways in which the company can meet
the challenge. (6) ... should be drawn from the Sales, Publicity and Market-
ing departments; Mr. Jones will be the (7) ... of this.
Other developments
After some discussion it was agreed that Ms Perkins should look into the
possibilities of moving some manufacturing operations to Kenya.
(8) ... : Mr. Jones
Seconder: Ms Carson
Carried unanimously
Next year's promotional budget
The heads of the Design, Promotion, Sales and Marketing depart-
ments are to form a committee to work on this. The committee will
be (9) a by Mr. Jones and he will notify the people concerned.
(10) ... : Mr. Jones
(11) ... : Since there was nothing further, the meeting was adjourned.
(12) ... : The next meeting will be held on 6 March.

Task 3. This is the transcript of the meeting held to discuss the possible pur-
chase of a piece of land‘on which to build a warehouse. Write suitable mi-
nutes for circulation to all concerned.

Mr. Todd:" Well, thank you ladies and gentlemen for being able to attend
this meeting at such short notice. Unfortunately, Alison Moore couldn’t make
it because she is still in Taiwan. I’'m sure we all appreciate that we need to
come to an-agreement on this matter as soon as possible. Perhaps you could
start, Charles, by reminding us of the options open to us.

Mr. Green: Yes, we’ve investigated four sites in all and the position now is
that we’ve narrowed down the number of suitable sites to two, one near
Burnsley, the other near Whitly. The others were either too small or too ex-
pensive. Both the Burnsley and the Whitly sites are very similar in surface
area though the price of the Whitly site is considerably lower.

Mr. Marsh: Well, that is probably because the Whitly site is not so advan-
tageous as far as communications are concerned. In my opinion, access to rail
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and road routes is too restricted to make it a viable choice.

Mrs. Grant: I’m sorry, but I think that the Burnsley site is out of the ques-
tion. I’ve actually visited the place myself and the amount of work that would
be needed before construction would make it even more expensive. It needs
levelling and compacting, it’s not enclosed and the surface is unstable.

Mr. Green: Are you sure? | thought it could be resurfaced quite easily.

Mrs. Grant: Not according to the advice I’ve been given. And there’s
another thing. There are plans to build a motorway extension to Whitly with-
in the next five years so in fact there won’t be a problem in terms of road
transport. Quite the opposite.

Mr.Marsh: Except that it’s much farther north. And that would mean extra
transportation costs.

Mr. Todd: Well, look, I think the next thing is for us to commission a prop-
er survey of the sites and particularly check Sheila’s imptessions of the
Burnsley site. Then the next stage will be to contact a number of contractors
and get tenders from them...

TEXT 6. PROBLEM SOLVING

Problems can be located in only two places - in the work situation and
in people. Problems in the work situation.can be further subdivided into
those located in plant, machinery and equipment, and problems located in
procedures, methods and ways of working. Problems with people can be
subdivided into those located in individuals and those in groups.

Locating the source of @ problem is not a simple task because different
people see the same problem caused by different reasons. Nevertheless, your
first task in a problem-solving meeting is to agree on the source of the problem.

When the source of the problem has been located, a decision has to be
made. Decisions are of two types: quality decisions, and acceptance deci-
sions. Quality decisions are those which may be regarded as good decisions
and will solve the problem. How ever, the word "good" is open to argument
here. Decisions can-only be judged retrospectively. You cannot say "This is a
good decision®, only, "That was a good decision”. For this reason the word
"quality", rather than good, is used to describe a decision which, when im-
plemented will be efficient. Acceptance decisions are those which will be ac-
cepted by the people involved in the problem.

The majority of decisions tend to fall in the middle, where quality and ac-
ceptance are of equal importance. Who takes the decision then? The majority
of problems are being solved during meetings. Here are seven sections to
guide you in the conduct of such meetings.

1. Understand the language. Problems cannot be solved if the language is
not thoroughly understood. And not simply the language of the country, but
the language of the particular subject, trade, industry.
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2. Get the facts. The difficulty in getting all the facts is that, often, we do
not know how many facts there are. When we meet to solve problems, we are
considering symptoms.

3. Locate the cause of the problem. If opinions in the meetings are strong-
ly divided as to the cause, then you must develop possible courses of action
for each.

4. State in objective terms. This is stating the problem without subjective
opinion, without adjectives that indicate what someone thinks about the
statement. Where possible, the problem should be stated in quantitative rather
than qualitative terms.

5. Consider possible solutions. Possible solutions are-not probable solu-
tions; they are possible. Make sure that all possible solutions are recorded for
consideration.

6. Screen solutions. When a meeting makes a lot of progress, ideas flow,
much discussion takes place, and solutions are sometimes tabled more in en-
thusiasm than in cold, logical deliberation. Screen the possible solutions. Be
very careful of solutions that have been transferred from other situations.
This is not a good basis for accepting the solution. What
happened in another place, in another time;.is unlikely to be the same in the
current climate.

7. Select decisions. Some solutions are incompatible and therefore mu-
tually exclusive. Some solutions can be combined. Determine the cost of all
solutions; establish how practical they are; how many can be combined; the
likely outcome of implementing them; the degree of acceptability by those
who have to carry them.

1. Define your own problem (your neighbour's, your friend's, your rela-
tive's) and try to find'the solution to it using your own recommendation (in-
struction). Refer to-additional literature if necessary.

Ex. 1. On the left isalist of some of the idioms used at the meeting. Look at
the expressions on the right and try to find the expression which is closest
in meaning to the idiom.

a. in future 1. decide

b. it’s a matter of fact 2. in the way described

. make our minds up 3. always after today

d. so far 4. to find the explanation or cause
e. in reality 5. some time soon

f. above all 6. it depends on

g. get to the bottom of 7. earlier than originally planned
h. in the near future 8. one way of achieving some

objective
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I. In that respect 9. until now

J. a means to an end 10. during
K. in the course of 11. this is the most important thing
|. ahead of schedule 12. this is truth, not imagination

Ex. 2. Fill in the blanks.

Boundless, adequate, talk, vigorous, amalgam, succeed, sus-
tained, employee, dimensions, knowledge, operations, sheep,
lion, beaver, tortoise.

Knowledge vs implementation

We can consider company's ... in terms of their knowing what to do, and
their doing it. Of the two ..., the more important is.implementation, i.e. it isn't
what you know, it is what you do about what you know. Many people with
limited knowledge ... because they do a lot about what they know; they make
every little bit of ... they possess work for them. If you have ... energy and
work hard, you will be successful simply because you are doing something -
even if your knowledge is limited. A company that possesses ... knowledge
but does little about it can be linked to. someone who is "all ... and no do".
Real success stems from an ... of the.two. Knowledge is combined with ...
and ... action to implement decision. There are four main types of an ...
-... Energetic and possessing high knowledge.
-... Energetic but possessing low knowledge.
-... Lethargic but possessing high knowledge.
-... Lethargic and possessing low knowledge.

What type do you belong to?

Ex. 3. Join the halves.

1. A major part of the manager's job will be

2. The modern manager must now consider the environment in which

3. One difficulty facing the manager, however is determining

4. Each person in business looks to his or her personal

5. Managers outline the steps to be taken

6. At the turn of the century the manager's objective

7. The authority you grant must be adequate to accomplish the task

8. The degree of centralization that makes best

9. The quality of management's decision will be

10.But it remains for the field of management to develop a position that is

11.The science portion of management is expanding, more and more

12.When you are building a team to take your company on to bigger and bet-
ter things
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13.First you make your decision, based on facts wherever possible

14.The basic question is not are we doing better than last year

15.Innovation should always be customer-driven

16.A decision will usually have to be carried out by subordinates

17.A golden rule is to be objective

18.The personnel manager may face a difficult task

19.You need to know what models are available

20.Make a wrong appointment to a key post

21.An office manager would benefit from an early feedback

22.Typing pool supervisors should know which members of their staffs are
working well

23.A variety of data usually needs to be analysed

a) decisions can be analyzed and programmed.

b) what is meant by the "interest of society".

c) consistent with the professional, ethical status of its members.

d) in moving organization toward the objectives.

e) to predict what the environment needs and what changes will occur in the
future.

f) was to keep his company running and to make a profit.

g) you have delegated, but must not exceed your own authority, h) code
of ethics to determine acceptable behavior.

1) a reflection of the quality of the infermation it receives.

J) the organization operates and be prepared to adopt a wider perspective.

K) a use of the abilities of employees is the goal.

I) and your company's performance will suffer.

m) but are we doing better than our competitors.

n) so a manager would be wise to take their views into account.

0) when a new work flow has been introduced

p) you have to be certain you are choosing the right people

q) and then you put the ideas into practice.

r) and that means finding what the customers need.

s) before-a-decision can be made rationally.

t) so they can be recommended for pay increases and/ or promotions.

u) and so amanager must avoid being swayed by emotions.

V) before you can make up your mind which word processor to buy.

w) when a number of first-class candidates are short-listed for a job.

Ex. 4. Verbs and adjectives. Add an appropriate verb or adjective from the
list below to each of the following sentences where indicated.

1. If subordinates are ... in the decision-making process they will show ... in-
terest in their work.

2. The ... work can all too easily become a battle to ... piles of paperwork be-
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fore the time runs out.

3. Like a good car driver the ... manager looks as far ahead as he can so as to
spot hazards and then ... them.

4. The whole business organisation from the board of directors down to the
.. pool, is a network of teams each trying to ... its own goals.

5. Each team in the business will ... its target more easily and effectively if
everyone is pulling in the ... direction.

6. Before you decide on a course of action it is wise to ... the consequences.
7. Most firms are aware of the need to ... good public relations:

8. When a ... plan is being ... it is necessary to bring into account its effect on
the environment.

Verbs: achieve, consider, maintain, avoid, deal, reach, evaluated, involved.
Adjectives: same, day's, astute, typing, greater, likely, development.

Ex. 5. Complete the following sentences using your own words.
1. Businesses will flourish :
2. An aspiring manager should learn :

3. Businesses are often affected by situations

4. By anticipating problems

5. The decision-making process

6. If we can minimise our costs

7. The good manager is one who :

8. The most valuable subordinate is the one who :
9. When a business is faced'with falling sales it can either
10.1f only one member of:staff can be promoted

11.1f a member of staffis consistently late

Ex. 6. Translate the definitions into English. Match them with the words giv-
en below.

Delegation, fringe-benefits, mediation, termination, authority, layoff,
efficiency, recruitment, retirement, staffing, responsibility

1. JloctuskeHNe MTOCTABICHHBIX 1eJIel ¢ HAMMEHBIITUMU U3CPKKAMU.

2. Otoop. ¥ oOydeHue Jrojied, OOJaaAIOMIUX CIOCOOHOCTSIMH, IS
HOMOJHEHUsI CTPYKTYPhI OpraHu3aliu.

3. Bnactp m1s neiicTBuil, HEOOXOIUMBIX ISl OCYIIECTBIICHUS PEIICHUH WIN

paspernieHust mpooaeMm.

[Tepenada yacTu Kakoi-11M00 PabOTHI MOTYMHEHHBIM.

OO0s13aHHOCTh TPUHUMATH PEIICHHSI HIIA Pa3peniaTh MpoOIeMBbl.

Brimatel, koTopbie pabounii mosryyaeT He3aBUCUMO OT 3apaOO0THOM TIIaThI.

BpemenHoe pacropkeHue 0roBopa C pabOTHHUKOM, CHEJaHHOE

opraHu3aluen ¢ ooenanueM B0O300OHOBIEHUS JOTOBOpa B Oy yIiieMm.

8. Tlomolils TpeThel CTOPOHBI, HE CBS3aHHON O(PHUIIMATBHBIMU 00SI3aTEIbCTBAMM,

No ok
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B pa3perieHny KOHMIMKTA.

9. Ilporecc mpuBICYCHHs] KaHIUIATOB, KOTOPHIE MOTIU OBl BBITIONHATH
HEO0OXOUMYI0 padoTy.

10.106poBoIbHOE pacTOpKEHUE AJOTOBOPa paOOTHUKOM.

11.PacTopkeHre opraHuzaiueid J0oroBopa ¢ paOOTHUKOM 0Oe€3 oOeraHus
MIPUHATH €r0 Ha padoTy.

TEXT 7. Business Ethics

A.Preliminary discussion

1. How do companies educate employees about ethics?

2. Where do employees get information when they face a conflict between
keeping a competitive edge and maintaining ethical standards?

3. How do employees learn to do a better job and to do it ethically?

4. Do you know what ethical crime is?

5. Why do ethical problems occur in Russian business?

B. Pre-reading exercises

B.l. Skim the text and give its key idea.

B.2. Scan the text to define if the statements are true (T) or false (F).
1. TG&Y Stores is a wholesaling company.

2. Problems of business ethics are personal and human.

3. Ethics does not define conduct.

4. Ethical rules are the same in every society.

5. Employees prefer working for an ethical company.

C.Reading
C.l1. Read the text and answer the questions.
1. What is a national retailing corporation?
2. What ethical problems can arise in business? What are their reasons?
3. What is the meaning of ethics? What is the difference between ethics and
business ethics?
4. s it necessary.to encourage business firms to act ethically? Give your reasons.
5. What is the process of selecting employees for the companies? How can
the administration weed out ethically undesirable employees?
Business Ethics
W. C Frederick, K. Davis, J. E. Post
TG&Y Stores, a national retailing corporation with headquarters in Okla-
homa City, sued seven of its buyers, charging them with accepting $ 735,000
in cash and other gifts from the company's vendors. One of the buyers who
purchased shoes for the retailing chain allegedly built a nest egg of $ 525,000
from these kickbacks. TG&Y also sued twelve of the stores that allegedly
had paid these bribes to TG&Y's buyers.
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"Money laundering"” provides another example. The Bank of Boston Cor-
poration shipped over $ 1 billion in cash to banks in Switzerland and other
European nations without reporting these transactions to United States bank
regulators. Twenty-one other banks also failed to file the required forms for
big cash transactions. Drug-enforcement officials fear that such large cash
flows may possibly cloak secret drug sales, gambling earnings, or other illicit
chains that are hidden in banks and "cleaned up" or "laundered" so as to ap-
pear they were made honestly.

Ethical problems in business can arise also in a very personal, human way.
When orders dropped in one-small manufacturing company, the supervisor
knew she would have to lay off a loyal, hard-working employee in two
months.

Company rules did not allow her to tell the employee in advance, for fear
he would quit while still needed or not work as hard as he usually did after
being told. The supervisor believed that it was-unfair to the employee, but
she had to enforce all company rules and policies. For her, the ethical di-
lemma had both personal and professional dimensions.

Episodes like these raise ethical questionsfor a number of reasons. Some-
times, society is harmed. At other times, an.individual profits unfairly at the
expense of others. Frequently, a business firm suffers higher costs when
money is embezzled or when the firm has to pay hidden costs for its sup-
plies. Money laundering cloaks illegal activities and protects lawbreakers.
However, business frequently demonstrates a high level of ethical perfor-
mance. Twice within a five-year period, Johnson & Johnson protected its
customers by recalling stocks of Tylenol capsules when poison was found in
some Tylenol bottles on store shelves. In a similar case, Parker brothers vo-
luntarily withdrew its all-time best-selling toy when two children choked to
death after swallowing some of its parts. Both companies spent millions of
dollars on the recalls.

One of the major social challenges faced by business is to balance ethics
and economics. Society wants business to be ethical and economically profit-
able at the same time.

The Meaning of Ethics

When one is dealing with ethics, clear thinking is extremely important, be-
cause most.ethical issues and problems are controversial, involving emotion-
al questions of right and wrong behavior. A good first step is to have a clear
definition of ethics.

What Is Ethics?

Ethics is a set of rules that define right and wrong conduct. These ethical
rules tell us when our behavior is acceptable and when it is disapproved and
considered to be wrong. Ethics deals with fundamental human relationships.
Ethical rules are guides to moral behavior. For example, all societies have eth-
ical rules forbidding lying, stealing, deceiving, and harming others, just as they
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also have ethical rules that approve of honesty, keeping promises, helping oth-
ers, and respecting the rights of others. Such basic rules of behavior are
thought to be essential for the preservation and continuation of organized life.

For many people, religious beliefs and organizations are a major source of
ethical guidance and moral meaning. The family institution also imparts a
sense of right and wrong to children as they grow up, as do schools and other
similar influences such as television. The totality of these learning expe-
riences creates in each person a concept of ethics, morality, and socially de-
sirable behavior.

Ethical rules are present in all societies, all organizations, and all individual
persons, although they may vary greatly from one to another. Your ethics
may not be the same as your neighbor's; or one particular religion's notion of
morality may not be identical to another's; or what is considered ethical in
one society may be forbidden in another society. In spite of this diversity,
ethics is a universal human trait. All people everywhere need rules to govern
their conduct, rules that tell them whether their actions are right or wrong,
moral or immoral, approved or disapproved.

What Is Business Ethics?

Business ethics is not a special set of ethical rules different from ethics in
general and applicable only to business. Business ethics is the application of
general ethical rules to business behavior. If a society's ethical rules say that
dishonesty is unethical and immoral, then anyone in business who is dishon-
est with employees, customers, creditors, stockholders, or competitors is act-
ing unethically and immorally. If protecting others from harm is considered
to be ethical, then a business firm that recalls a defective and dangerous
product is acting in an ethical way.

In the TG&Y episode, both the buyers who took the bribes and the bribers
acted unethically because they deceived others, took unfair advantage of
them, and then concealed-their own selfish actions. They broke the rules of
fair play. Likewise, the banks that allowed laundered money to flow through
their accounts not only broke the law but protected criminals who harmed so-
ciety and who brought tragedy into the lives of drug users and addicts. The
supervisor-who failed to give an employee advance notice of being fired was
not breaking the law, but she felt unethical in not telling the whole truth.
When business firms or people in business violate the rules that define right
and.wrong behavior, they are acting unethically, and they also may be acting
illegally.

Why Is Business Ethics Important?

Why should business pay attention at all to ethics? What prevents a busi-
ness firm from piling up as many profits as it can, in any way it can, regard-
less of ethical rules? In most cases, the general public expects business to
exhibit high levels of ethical performance and social responsibility. Parker
Brothers spent $ 10 million in recalling the toy that was involved in the
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death of two children because company executives knew that its customers
and the general public would approve its attempts to protect children’s lives,
even though the likelihood of further accidents was remote.

A second factor encouraging business firms and their employees to act eth-
ically is to prevent harm to society. One of the strongest-ethical principles is
stated very simply: "Do no harm." A company that is careless in disposing of
toxic chemical by-products that may cause disease and death is breaking this
ethical injunction. Many ethical rules operate to protect society against vari-
ous types of harm, and business is expected to observe these . commonsense
ethical principles.

A third reason for promoting ethical behavior is to protect business firms
horn abuse by unethical employees or unethical competitors. Bribery and
kickback schemes penalize honest business firms: "One New York apparel
vendor says he lost a $ 4 million account with one of the nation's largest re-
tailers because he, unlike one competitor, didn't bribe the buyer with $
20,000 cars and pricey stereo systems."

High ethical performance also protects the individuals who work in busi-
ness. Employees resent invasions ot privacy. (such as unjustified polygraph
tests) or being ordered to do something.against their personal convictions
(such as "midnight dumping"” of toxic wastes) or working under hazardous
conditions (such as entering unventilated coal mines). Businesses that treat
their employees with dignity and integrity reap many rewards in the form of
high morale and improved productivity.

People feel good about working for an ethical company because they know
they are protected along with the general public.

In spite of the positive benefits of good ethical practices, ethical problems
do occur in business. One of the main reasons is:

Personal Gain

Personal gain, .or even-greed, causes some ethical problems. Business
sometimes employs people whose personal values are less than desirable.
They will put their own welfare ahead of all others, regardless of the harm
done to fellow employees, the company, or society. In the process of select-
ing employees there is an effort to weed out ethically undesirable applicants,
but ethical qualities are difficult to anticipate and measure. The embezzler,
the chronic sick leaver, and the bribe taker slip through. Lacking a perfect
screening system, business is not likely to eliminate this kind of unethical be-
havior entirely. Moreover, business has to proceed carefully in screening ap-
plicants, taking care not to trample on individuals' rights in the search for po-
tentially unethical employees. Contrary to popular opinion, personal gain is
not the most important reason why unethical practices occur in business.

D. Vocabulary
D.l. Read and learn new words.
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sue (smb for smth) (v) — to make a legal claim, especially for an amount
of money, because of some loss or damage that one has suffered
charge (with) (v) — to bring an especially criminal charge against; accuse
kickback (n) — (slang) money paid, usually secretly or dishonestly, to
someone in return for doing something
bribe (n) — something especially money, offered or given in bribing
illicit (adj) — (done) against a law or a rule
embezzle (v) — to steal (money that is placed in one's care)
forbid (v) — to refuse to allow; command against, especially officially or
with the right to be obeyed
govern (v) —to control and direct the affairs
conceal (v) — to hide; keep from being seen or known
penalize (v) — to punish for breaking a law or rule
hazardous (adj) — (especially of an activity) which contains risks or danger
weed smb/smth out (phr v) - to get rid of (people or things of unaccepta-
ble quality) in order to improve smth

D.2. Complete the sentences using the active vocabulary.

1.She was to be included in the investigation for accepting ....

2.The new tax laws ... people who earn less than & 7,000 a year.

3.The manager ... $ 1,000 from the bank where he worked.

4.He was .. the robbery.

5.1f you do not return our property we will....

6.The country was ... by a small elite of military officers.

7.They were convicted of racketeering and were ordered to repay $ 100
million in... profits.

8.1t was a ... occupation for him.

D.3. Give synonyms to-the following words and word combinations:
in cash, vendor, transaction, lay off, enforcement, lawbreakers, to govern
their conduct; ethical performance, abuse, remote, pricey, ethical injunction.

E. Speak up

E.1. Work in groups and discuss the problem of major ethical prin-
ciples that.can be violated by the employees and employers.

E.2. Make a summary of the text.

TASK 1. Read the Russian article, find key sentences and translate
them into English.
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JleoBasi ITHKA aMePUKAHCKHUX MUJLINOHEPOB

S HEKOT/1a HE TOBOPIO: «MHE HYKHO, YTOOBI BBI ATO CHCIIAITH.
S roBopro: «MHE HHTEPECHO, CyMEETE JIM BBl ATO CIETAThY.
I'enpu Dopo

['enpu Dopn passun uaen Poxdennepa u Kapuern 06 HCKITIOUUTENHHO
BaXHOU poyin OusHeca u O6m3HecMeHoB B IllTatax. [lockoybKy peTmiaroiLyto
pOJIb B KHU3HU OOILIECTBA UTPAET SKOHOMHKA, TO HE MOJUTUKAM, HE IIKOJIaMm,
HE JYXOBEHCTBY, a MPEANPUHUMATENAM MPUHAAICKHUT POJb  COLUATBHBIX
JUIEPOB, HACTABHUKOB, BocmuTarTenei Hapoga. OHu O0JIblIe BCETO HA BUAY
y aMEepUKaHCKOW MyOIHMKH M Nar0T € MpUMEphl s HOIpKAHUSI, KOTOPhIE
MOTYT OBITh JTUOO XOPOLIMMH, JUOO AypHBIMU. OT MOPANIbHO-ITHUECKUX
YCTaHOBOK OM3HECMEHOB, noauepkuBain Popa, B IEPBYIO0 04€peb, 3aBUCUT
0J1arococTosiHue OOIIECTBA.

[Toryuenue mnpuObUIEH 3a CYET TOBBILIGHWSI WHEH W CHIKCHUS
3apabOTHOMN IUIAaThl «aBTOMOOUJIBHBIA KOPOJIbY» PE3KO MOPUILIAJ, HAa3bIBask 3TO
cnexkyysiuuend u rpadexxoMm. BbpICOkue IEeHbI, MMOAYEpPKUBAT OH, OJUHAKOBO
HEBBITOHBI U TPEINPUATHIO, PHIHOK COBITa KOTOPOTO CYXKaeTcs, U Hapo.ay,
JlJis KOTOpOTO JOPOTOBH3HA XYK€ CaMOro BBICOKOTO Hajora. B Amepuke,
JlokazpiBann Dopa, UMEIOTCS MPEATPUSTHS, CO3JaBaEMbIe HCKIIOYUTEIHHO
paau oOoramieHus WX BJIaJEbIeB, HO UX HCITEIBHOCTh TEpSET BCSIKUN
MPAKTUYECKHA CMBICH, KOT/Ia 3Ta IeJb JIOCTUTHYTa, a MOTOHS 3a JHYHBIM
o0oraileHueM BMECTO CIIy>KEeHHUS O0IIeCTBY HEUM30€KHO MPUBOAUT K POCTY
Hen Ha ToBapbl ¥ YCIYTH U YXyALIEHUIO UX KaUecTBa.

®opn Haunbosiee MOIAHO CPOPMYIUPOBAT UL TMOJE3HOCTU KPYIMHBIX
KOMITAaHWHM, MO0 OHM, JIOKA3bIBajl OH, BHOCAT cCaMbId OOJIBIION BKJIad B
ciyxeHue oOmiectBy. be3 3roro cimykeHus, T. €. BO3BpaTa HOTPEOUTEIIO
qacTh
npuOblIell B BHUJAE CHIDKEHUS LEH, HPEINpHUsITHE HE MOIVIO OBl pacTH.
«IIpou3BoauTe BEMM TaK, 4TOOBI MajO00OECIEUEHHbIE JIIOIU JIETKO MOIJIU
MOKynaTh uXx». Korma mpoMBINUIEHHUKY yIAeTCs MOHU3UTh W3ACPKKU U
1eHbl, W mioau. OKa3hIBalOTCSI B COCTOSTHMM OOJIbIIIE TIOKYIATh, 3TO JAeT
BO3MOKHOCTh HapalmiuBaTh MPOU3BOJCTBO, a Oojiee KPYIHOE MPOU3BOJCTBO
emnie OONBHIE CHW)XKACT M3ACPKKH. DTO, B CBOIO OdYepelb, MPUBOAUT K
JaJBHEHIIIEeMY pOCTY TMPEANPHUSATHS, YBEIWYCHHIO YHCIIa pabOYuX MeEcCT,
00beMa BBIIIJIAYMBAEMON 3apa0OTHOM MJIaThl U K MOJYYEHHUIO MPUOBLIEH,
HEOOXOUMBIX JIJIsl paCUIMPEHUs] TPOU3BOICTBA.

[Tomo6no Poxdennepy u Kapnern, «aBTOMOOUIBHBIN KOPOJbY
MPOTUBOMOCTABISUT  OOIIECTBEHHO-TIONIE3HbI OM3HEC CHEKYJALHUU, HO K
CHEKYyJIIHTaM OTHOCHJI HE TOJIBKO MWIPAalOlIMX Ha TOBBIIICHUH WU
MOHIKEHUU Kypca LEHHBIX Oymar, a BOOOIIE BCEX, KTO HHUYEro He
MPOU3BOJUT U JIMIIb MAaHUITYJIMPYET JeHbraMu. BH3HECMEHOB, MMEBIIMX
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JeN0 C KanutalioM B (opme JIeHer, OH MpPE3pUTEIbHO Ha3bIBaJ
«KanmuTaluCcTaMu» W OTHOCHUJ K HUM TakKXKe MoJiydaresieid AUBUACHAOB U
IPOLIEHTOB MO BKJIajaM U 3aiiMam. JIroboi Tpya TpeOyeT BOo3HArpaxacHus B
dbopmMe JeHer, HO «KAMUTAIUCT» BO3HATPAXKICHUS HE 3aCIy’KMBAET, pa3 3a
HEro «TpyasTcs» ero AeHbru. [lo MueHuto dopja, UCTOUHUKOM KaluTajIoB
JUTSI TIPOMBINIJICHHOCTH JIOJDKHA OBITh PEMHBECTHUIIMS MPHUOBLICH, a GaHKaMm
CIeyeT UrpaTh POJIb TOJBKO COEperaTelbHBIX U KPEAUTHBIX YUPEKICHUM.
3aHUMaTh ACHBIM MOXKHO JIJISI TOTO, YTOOBI HA4YaTh JCJIO, HO Jajice CIeayeT
MOJIy4YaTh NPUObUIbL 3a CUET PACIIUPEHUS MPOU3BOACTBA U, COOTBETCTBEHHO,
CHWKeHMs 1eH. JKaxIa JeHer TOoJKaeT JIoJAe Ha NPECTyIUICHUs, a
MPOMBIIUICHHUKOB — HA  TOBBIINICHWE II€H BMECTO  [OBBIIICHUS
s pexTuBHOCTH IPOU3BOJICTBA. Dopn ocyxaall U TeX
aBTOMOOUJIECTPOUTENICH, KOTOpPhIE YacTO MEHSIOT  MOJEIAH, BBOMST
«U3JMIIHAEY» YKpAIEHUs, YBIEKAIOTCA AU3aHOM, — BCE 3TO JIUIIb CIOCO0
Movallle 3aje3aTh B KApMaH MOKyIaTesl.

UTOoOBI paciupuTh WU YIYUIIUThH JEJ0, MPOMBIIIIEHHUK HE JOJKEH
oOpamatbCsi K BHEIIHMM 3aUMCTBOBAHUSM WJIM TMPOJABaTh aKIUHU, €r0
3a/laya  — KaK MOXHO JIy4ll€ HCHOJIb30BaTh HMMEIOIIUECS PECYPCHI.
«3aTbIKaTh JIBIPBI ACHBIaMW» — TOJBKO MOKPBIBATH OIIMOKU U HEAOCTATKHU, a
He ycTpaHAaATh uX. Dopa ocyxklan «IpoKpydydBaHUE» MPUObBLICH B OaHKax
BMECTO BKJIQJIBIBAHUSI UX B MPOU3BOACTBO, KaK U BXOXKJCHHE OAHKUPOB B
JTUPEKTOPATHI MPOMBIIIIEHHBIX KOMITAaHUH.

[IpuobOperaTh akiuu, MO €ro MPEACTABICHUIO, BIPABE TOJBKO JIIOIH,
HETIOCPEJICTBEHHO 3aHATHIC MTPON3BOJICTBOM, a HE T€, KOTOPBIC BHIKAUYHUBAIOT
u3 Hero nenHbru. (CoxpaHuB. ycTaB 3akpeiTod kommanuu, ['enpu Dopn
BBIKYIIHJI [1al KOMIIAHbOHOB, KOTOPBIX Ha3bIBaJl HE MHAYE, KaK Mapa3uTaMu,
a ¢ 1919r. onu ero cemps CTaM €€ TOJHBIMH coOcTBeHHHMKamu.) Korma
POU3ZBOUTENIO TPUXOMUTCS JACIUTHCS J0XOAaMu HE ¢ paboyuMu
MOKyMaTeNIMH, a € OaHKApaMU U aKIMOHEPAMH, OH TEPECTaeT CIYKUTh
obmectBy. [lo MEeHHIO Dopaa, OaHKUPHI, BXOJAIIME B MpaBlicHUEe (GUPMBI,
JTYMAarOT TOJIBKO O CBOCH BBHITOJIC U OOBIYHO BBICTYIAIOT MPOTUB CHIKCHHUS
IEH U TOBbIIEHUs 3apaboTHOM 1warbl. (OCHOBOW  COLMATBHOTO
Oyaronoyyus AOKHBI ObITH HE JAUBUJICH]IBI W MPOIEHTHI MO BKJIajaMm, a
HU3KHE IIEHBI U BBICOKHE 3apabOTKH.

[enpu- @opn Obul, MOXKaMyH, €IUHCTBEHHBIM W3 «HEKOPOHOBAHHBIX
KOpoJiei» AMEpuKH, KOTOPBIA MBITAJICS «CBOMM YMOM)» IOCTHYb MHOTHE
SIBJICHUSI aMEPUKAHCKOW W MHUPOBOW LMBUJIU3AIUHU, XOTS 3aKOHYMJI TOJBKO
cpeaHio Mmkoiay. C MNPAMOJMHEMHOCTHIO TEXHOKpaTa OH MOpHIal Kak
(MHAHCHCTOB, TaK W JICBBIX DPAJUKAIOB U MPOQCOIO3bI, CUUTAs, YTO OHU
CTOBOPWIHCH JPYT C JPYyroM, 9YTOObl TIOJYUHUTH TPOU3BOIAUTEIIS.
OUHAHCUCTHI U KOPPYMIIUPOBAHHBIE MOJTUTUKU CBOUM 3TOM3MOM Pa3KHUTAIOT
HEJIOBOJILCTBO HAPOJIa, a «KPACHBIE» €r0 HUCIOJIb3YIOT, YTOOBI CTOJKHYTH
n6aMu TIPOMBINUICHHUKOB M pabounx. Ho MOCKOIBKY YpOBEHb IKU3HH
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HapoJa 3aBHCUT OT MAaTE€pUaJIbLHOTO MPOU3BOJICTBA, YCIEX HEMBICIUM 0e€3
NapTHEPCTBA MEXKy padOUMMU U IPEANPUHUMATEIISIMHU.

Bricokyto 3apaboTtHyto miaty ®opa cuutan He 6J1aroTBOPUTEIBLHOCTHIO,
a DKOHOMHYECKOM  HEOOXOAUMOCThI0. Bbicokue  3apaboTku  1mpu
palMOHAIIBHOM UX PACXOJOBAHHUH JIOJKHBI TPUBECTU K PA3BUTHIO MaCCOBOTO
notpebnenusi. Poct mpou3BoACTBa  OrpaHUYMBACTCA  MOKYHATEIbHOM
CIOCOOHOCTBIO ~ HAceleHus, W 3a7adya OwW3Heca — CTUMYJIHPOBATH
notpedyiieHue, TMOAMAEPKUBATh  IUIATEXKECIOCOOHBIN  cIpoc. Phyarom
CTUMYJIHpOBaHus cripoca Dop/ cuntan BO3BpAT YacTH NPUObUIEH pabouum u
MOKymHaTeJsiM: TepBbIM — B (opme HambaBOK K 3apabOTHOM IaTe Mpu
COKpaIieHn# pabodero JHs (€Ciy y 4elioBeKa OOJIbIe CBOOOIHOTO BPEMEHH,
TO OH OOJIBIIIE MOKYIAET U OOJbIIE MOJIB3YETCs aBTOMOOUIIEM), BTOPHIM — B
BUJIC €XKErOJHOTO CHUXEHUS LIEH U HEOTPAHMYECHHOTO IMPOJJIEHUS CpOKa
CITy0bI aBBTOMOOMJIA 32 CUET MAacCCOBOTO IIPOU3BOACTBA 3aIT4acTeil.

dopa MpakTUYECKH YCTPAHUI TUCKPUMUHAIIMION B TPYJI0YCTPOMCTBE.
JIBepu MOMX 3aBOJIOB, C TOPAOCTHbIO TOBOPHJ OH; OTKPBITHI JJI BCEX, KTO
xemaet Tpyautbes. B 1916-1917 rr. tam paboTaiiu npeacTaBuTeIn okoio 60
ATHOHAIIMOHAJIBHBIX TPyNN (BKJIIOYas aMEPUKAHCKUX HETPOB M HHJCHIICB)
MIPaKTUYECKA U3 BCEX CTPaH MUpA.

1. Translate from Russian into. English (Ilosxyyenue npuosbLieii ...
YBeauuuia cBoi 10X01).

2. Read the Russian article again and make up an outline of the ren-
dering.

3. Render the Russian‘article.
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UNIT 4. MARKETING AND PROMOTION
May both seller and buyer see the benefit
Your vocabulary

Market — a place where goods and services are bought and sold.

Black market — the system by which people illegally buy and sell goods, or
foreign currency.

Buyer’s market — when there are more goods for sale than there are people
wanting to buy them.

Seller’s market — a market characterized by excess demand in which buyers
consequently experience difficulty in buying.

Marketable — able or fit to be sold.

Marketing — the part of business which is concerned with the way in which a
product is sold.

Market-driven, market-led, market-oriented — companies quick to re-
spond to the needs of a market.

Market growth — the rate at which the overall market is growing (or not, as
the case may be).

Market leader — the company or product withthe biggest share.

Market sector/ segment — a part of a larger market, for example the market
for trucks seen as part of the overall market for vehicles. Segment is also used
to refer to a particular category of customers.

Segment a market — when ‘companies try to identify or appeal to these spe-
cific groups of customers«n a process of segmentation.

Market share — the proportion of sales that a company or a product has in a
particular market.

Ex. 1. Translate the sentences given below. Pay attention to the words in ital-
ics.

1. Chesterham isa small market town with a population of 2000.

2. Accessto new foreign markets was assured.

3. This device was first marketed by a Japanese firm.

4. They have never had to operate in a market economy.

5. It’s a seller’s market at the moment.

6. A talking watch will shortly be on the market.

7. Many labour-saving devices have come onto the market.

8. You’ll never get a picture as good as this one on the open market.

9. Exxon might well be in the market to buy up a competitor too.

10.They took the mineral water off the market while tests were being made.
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Ex 2. Market partners. Read the examples and complete the commen-
tary.

... the long and difficult task of building a market economy from the wreckage
of central planning.

From now on, factories that work without getting paid will go bust. Making
that happen is the single most important step the government can take to
push Ukraine into a real market economy.

It is sometimes argued that corruption oils the wheels of a hugely over-
regulated economy such as India's, which would otherwise grind to a halt.
There is something in this. A black market price, is, after all a market

price.

Daniel Ward, director of consumer affairs for Nissan Europe said, ‘It is a dif-
ficult market place for everyone. We do not see any great signs of growth in
the last part of the year and it will be a slow struggle upwards.’

The newspaper made much of the fact that theAsterix Park did not sell
hamburgers. Mr de Schonen said market research showed that customers
preferred not to sit down for meals.

A IS one where things
market economy are bought and sold freely and not under
market price government control. In a market economy,

prices are decided by :
market forces the factors that influence the demand for

things, their availability and consequently
market place their price :
market research Is used to indicate that a price has been

‘decided' by the market, and not in some
other way, for example by the government.

means the same as market.
Is the gathering of information
on markets, products and consumers: on what
people need, want, and buy; how and when
they buy; and why they buy one thing rather
than another.

TEXT 1. Evolution of Modern Marketing

A.Preliminary discussion
1. Do you know what marketing is?
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2. How did marketing change in the 20th century?
3. What methods of merchandising do you know?

B. Pre-reading exercises
B.l. Skim the text and give its key idea.
B.2. Scan the text for the following information.
1. Why did marketing specialists — including middlemen and facilitators de-
velop?
2. What are marketing functions and who performs them?
3. When were chain stores organized?
4. How have methods of merchandising been changed?

C.Reading

C.l. Read the text and answer the questions.
1. What did the typical marketing setup use to be in”/America in the 19th century?
2. Why is there a little need for exchange goods in a'subsistence-level economy?
3. What supersedes market places in England?
4. What should marketing begin with?

Marketing, in economics, is that part.of the process of production and ex-
change that is concerned with the flow of goods and services from producer to
consumer. In popular usage it is defined as the distribution and sale of goods,
distribution being understood in.a broader sense than the technical economic
one. Marketing includes the activities of all those engaged in the transfer of
goods from producer to consumer — not only those who buy and sell directly,
wholesale and retail, but also those who develop, warehouse, transport, insure,
finance, or promote the product, or otherwise have a hand in the process of
transfer. In a modern capitalist economy, where nearly all production is in-
tended for a market, such-activities are just as important as the manufacture of
the goods. It is estimated in the United States that approximately 50 % of the
retail price paid for acommodity is made up of the cost of marketing.

In a subsistence-level economy there is little need for exchange of goods
because-the division of labor is at a rudimentary level: most people produce
the same_or similar goods. Interregional exchange between disparate geo-
graphic areas depends on adequate means of transportation. Thus, before the
development of caravan travel and navigation, the exchange of the products
of one region for those of another was limited. The village market or fair, the
itinerant merchant or peddler, and the shop where customers could have such
goods as shoes and furniture made to order were features of marketing in ru-
ral Europe. The general store superseded the public market in England and
was an institution of the American country town.

In the United States in the 19th century the typical marketing setup was
one in which wholesalers assembled the products of various manufacturers or
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producers and sold them to jobbers and retailers. The independent store, operat-
ed by its owner, was the chief retail marketing agency. In the 20th century that
system met stiff competition from chain stores, which were organized for the
mass distribution of goods and enjoyed the advantages of large-scale operation.
Today large chain stores dominate the field of retail trade. The concurrent ad-
vent of the motor truck and paved highway, making possible the prompt deli-
very of a variety of goods in large quantities, still further modified marketing
arrangement, and the proliferation of the automobile has expanded the.geo-
graphic area in which a consumer can make retail purchases.

At all points of the modern marketing system people have formed asso-
ciations and eliminated various middlemen in order to achieve more efficient
marketing. Manufacturers often maintain their own wholesale departments
and deal directly with retailers. Independent stores may operate their own
wholesale agencies to supply them with goods. Wholesale houses operate
outlets for their wares, and farmers sell their <products through their own
wholesale cooperatives. Recent years have seen the development of whole-
sale clubs, which sell retail items to consumers who purchase memberships
that give them the privilege of shopping at wholesale prices. Commaodity ex-
changes, such as those of grain and cotton, enable businesses to buy and sell
commodities for both immediate and future delivery.

Methods of merchandising have also been changed to attract customers.
The one-price system, probably introduced (in 1841) by A. T. Stewart in New
York, saves sales clerks from haggling and promotes faith in the integrity of
the merchant. Advertising has created an international market for many
items, especially trademarked and labeled goods. In 1999 more than $ 308
billion was spent on advertising in the United States alone. The number of
customers, especially for durable goods, has been greatly increased by the
practice of extending credit, particularly in the form of installment buying
and selling. Customers also buy through mail-order catalogs (much expanded
from the original catalog sales business of the late 1800s), by placing orders
to specialized “home-shopping” television channels, and through on-line
transactions (*'e-commerce") on the Internet.

There are many possible ways to satisfy the needs of target customers. A
product can have many different features and quality levels. Service levels
can be adjusted. The package can be of various sizes, colors, or materials.
The brand name and warranty can be changed. Various advertising media —
newspapers, magazines, radio, television, billboards — may be used. A com-
pany's own sales force or other sales specialists can be used. Different prices
can be charged. Price discount can be given, and so on.

Marketing should begin with potential customer needs — not with the pro-
duction process. Marketing should try to anticipate these needs. And then
marketing, rather than production, should determine what goods and services
are to be developed — including decisions about product design and packag-
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Ing; prices or fees; credit and collection policies; use of middlemen; trans-
porting and storing policies; advertising and sales policies; and, after the sale,
installation, warranty, and perhaps even disposal policies.

This does not mean that marketing should try to take over production, ac-
counting, and financial activities. Rather, it means that marketing — by inter-
preting customers' needs — should provide direction for these activities and
try to coordinate them. After all, the purpose of a business or nonprofit or-
ganization is to satisfy customer or client needs. It is not to supply goods and
services that are convenient to produce and might sell or be accepted free.

C.2. Decide whether these statements are True (T) or False (F).

1. Marketing includes the activities of all those engaged in the transfer of
goods from producer to consumer.

2. Interregional exchange between disparate geographic areas depends on
sufficient demand for goods.

3. In the 20th century independent stores could ‘hardly compete with chain
stores, which were organized for the mass distribution of goods.

4. The simultaneous advent of the motor truck and paved highway, making
possible the prompt delivery of a variety of goods in large quantities, still
further modified marketing arrangement, and increase in number of the
automobiles has expanded the geographic area in which a consumer can
make retail buying.

5. Marketing should begin with potential manufactures' possibility and pro-
duction process. At the same time marketing should try to anticipate con-
sumers' needs.

D. Vocabulary

D.l. Read and learn new words.

subsistence (n)—a small amount of money or food that is just enough to
survive

rudimentary (adj) = at the simplest level

interregional (adj) — having connection among regions

itinerant. merchant — a merchant habitually traveling from place to place

peddler (n) — a person who tries to sell (esp. dangerous or illegal drugs)
by going from place to place

supersede (v) — to take the place of something (usually something older)

wholesaler (n) — a businessman who sells goods in large quantities, (esp.
to shopkeepers)

jobber (n) — a dealer buying stocks and shares

retailer (n) — someone who sells things to the public in small quantities

concurrent (adj) — existing or happening at the same time

advent (n) — the arrival or coming of an important event, period, inven-
tion, etc.
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proliferation (n) — a rapid increase or spreading

middleman (n) — a person who buys goods from producer, and sells to
shopkeeper or directly to user

ware (n) —a small article for sale

cooperative (n) — a firm, farm, shop, etc. that is owned and run by all the
people who work in it

enable (v) — to make able, give the power, means, or right to do something

merchandising (n) — the way in which goods are arranged and placed in-astore

haggling (adj) — arguing, esp. in an attempt to fix a price

trademark (n) — a name, sign, or design used on a product to show it is
made by a particular company

durable goods — expensive products that consumers do not regularly or of-
ten buy, for example refrigerators, televisions, etc.

integrity (n) — strength and firmness of character or principle; honesty

installment buying — a way of buying something by making small, regular
payments over an agreed period of time

on-line transaction — a payment or a business deal over the Internet

warranty (n) — a written promise that a company gives to a customer, stat-
ing that it will repair or replace a product they have bought if it breaks during
a certain period of time

D.2. Give English equivalents to the following words and expressions:
4 [IOKYIIKa B KPEIUT;

4 TOBAPHBI JJIUTEIBHOIO IMOJIb30BAHUS,
4 TOproBaThbCs MU3-3a LICHBI;

4 BBITCCHSATD,

4 BOBHUKHOBEHHE, U300PETEHNC;

4 PO3HUYHBIN TOPIOBELL;

4 pacpocTpaHeHUE,

4 COBIIAJAIOIIHUM;

4 CpeACTBA K CYIIECTBOBAHUIO;

4 >JIEMEHTAPHbIN, TIPUMUTHUBHBIN;

4 YIIMYHBIN TOPTOBELL.

D.3. Choose an appropriate word or expression from the box to com-
plete the following sentences.

subsistence rudiment advent concurrent
cooperative enable merchandizing haggle
trademarks durable goods warranty peddling

1. Ford offers a 12-month basic ... on all car parts.
2. Their road-building equipment is fairly ....
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She was sent to prison for ....

They do not have access to sufficient land for ....

He is serving two ... prison sentences.

We decided to setup a ....

For the third year in a row, analysts say that Morgans is the best in the in-
dustry for creative ....

8. The company used names similar to well-known ... to sell cheap imitations.

9. People are much better informed since the ... of television.

10.The fall in the value of the pound will... us to export more goods.

11.1t is the custom to ... in British and American shops.

12.0Orders to factories for ..... which include machinery, household ap-
pliances, cars and other items designed to last at least three years, fell to
$ 123.27 billion last month.

Nookow

D.4. Give synonyms for the italicized words-in each sentence below, or
briefly explain their meaning.

1. The one-price system, probably introduced (in 1841) by A. T. Stewart in
New York, saves sales clerks from haggling and promotes faith in the in-
tegrity of the merchant.

2. Customers also buy through mail-order catalogs (much expanded from
the original catalog sales business.of the late 1800s), by placing orders to
specialized "home-shopping™ television channels, and through on-line
transactions (*'e-commerce").on the Internet.

3. Wholesale houses operate outlets for their wares, and farmers sell their
products through their own wholesale cooperatives.

4. At all points of the modern marketing system people have formed asso-
ciations and eliminated various middlemen in order to achieve more effi-
cient marketing.

E. Make up a summary of the text. Use the active vocabulary.

Word Study
Customers; consumers, and clients
customer There are a number of ways to talk about people who buy
consumer things.
client

Customers are individuals or organizations who buy
things from shops or other organizations,

customer base

client base Consumers are individuals who buy things, especially
when considered as members of large groups of such
people.
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Clients are individuals or organizations who pay for ser-
vices provided by a professional person or organization
such as a lawyer or advertising agency.

A business may refer to its customers as its customer
base or client base.

Competition and keyplayers

competitor Competitors are organizations selling prod-
ucts or services in the same market, and they
can also be the products-or services them-
player selves. Competitors in a market are players,
key player and the most important ones are key players.
compete Competitors compete with each other.

The related adjective is competitive: com-
competitive mentators talk about the things that give one
competitive advantage company or product its competitive advan-
competitive edge tage or competitive edge over others.

Competition is characterized in many ways:
competition some of them are in the exercise.

Companies without competitors are mono-
monopoly polies.

Ex. 1. Consumer combinations. Find combinations in the box that refer to:

1 things that people buy that last a long time, like refrigerators or televi-
sions.

2 aperiod when consumers are spending a lot.

3 refusal by consumers:to buy things from a country or company

that they disapprove of.

the feeling that people have about economic prospects.

the amount consumers spend, often referred to when discussing the econ-

omy asawhole.

the study of how, why, where, and when people buy things.

7 the resistance of consumers to things or organizations that they disapprove
of.

o1~

»

durables
boycott behaviour
backlash consumer confidence
boom spending
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Ex. 2. Competitive expressions. Complete these adjectives used to describe
competition. They all mean “strong” or “very strong”.

frmd bl _ f__rc_
Competition _nt_ns_ c_t—thr _t

s gn f c nt st_ff

t gh

Ex. 3. Match the words given below with their definitions.
\ Consumer, buyer, customer, client, clientele, purchaser

1. A person who buys something (a formal word).

2. The people, especially rich people, who regularly use a shop or restaurant
or the services of a professional person.

3. Someone who buys goods from a particular shop, restaurant, or company.

4. Someone who is buying something expensive such as a house, company,
or painting, usually from another person.

5. Someone who pays for services or advice from a professional person or
organization.

1. A person who buys and uses goods and services.

Ex.4. To show that you know the words from ex.3 fill them into spaces.

1. Madam Vickor caters for a very select....

2. Ford has launched a big new sales campaign in an effort to bring in new....
3. We couldn't find a... for our‘house, so we weren't able to move after all.

4. The firm is one of our oldest ... - we don't want to lose them.

5. We may have to pass increase in the price of raw materials on the ....

Ex.5. Open the brackets.

Key marketing decisions (to be) made within limits (to set) by the organi-
zation. The strategic management process (to involve) the steps (to take) at an
organization's corporate and divisional levels (to develop) long-run master ap-
proaches for survival and growth. In contrast, the strategic marketing process
(to involve) the steps (to take) at the product and market levels (to allocate)
marketing resources to viable marketing positions and programs.

Focusing the Business with the three Cs business theorists (to point out)
that three Cs—customers, competitors, and the company itself— (to interre-
late) (to establish) the basic character of an organization's business. An or-
ganization's business (mission) (to be) a statement about the type of custom-
er it (to wish) (to serve), the specific needs of these customers, and the
means or technology by which it (to serve) these needs. This definition (to
affect) the company's growth prospects by establishing guidelines for select-
Iing opportunities in light of customer needs, competitors' actions, the organ-
Ization's resources, and changes in environmental factors.
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Read the text once again and explain, in your own words, what stands

behind the three Cs.

VOCABULARY STUDY
Word List

Nouns and noun phrases

conception — KOHIIETIIHsI, TIOHSTHE

consumer — noTpeOUTeIh

customer — moKyImaTesb, 3aKa34KK, KIUECHT

distribution — pacmipenenenue, pasnaua

exchange — o6men

household — nom, nomamnrHuii Kpyr

marketer —  mpopgaromui,

TOPTOBEIl Ha Oazape

marketing — Toprosis, mpogaxka, COBIT,
MapKEeTHHT, CHUCTeMa CObITa

marketing mix — KOMITJIEKC MapKETHHTa

means — crioco0, cpeacTBa

merchant — kyreri, Toproseit

merchandise - ToBapsI

pOSSession —  BiaJeHHE, HUMYIIECTBO,

COOCTBEHHOCTH resale — mepenpoaxa

MpoJIaBell,

retailer — po3Hu4HBI TOproOBeIl

utility — mosre3nocTh, 3pPeKTHBHOCTE
wholesaler — ontoBbIit TOProBel, ONTOBOE
HpEeANPUATHE

Adjectives

perspective — nepcrneKTHBHBIN

prospective - Oymymui,
IIPEIIoJIaracMbli, OKUIAEMBII

wasteful - pPacTOYMUTEIIbHBIN ,
HE3KOHOMHBIN

Verbs and verbal phrases

be aware of — cosnaBarsb, 3HaThH
convert — mpeBpaiarb, 00paiaTh
disprove — orpoBeprarhb

execute  —  BBIMONHATH, O(GOPMIIATH,
HCTIOJTHSATD
induce - — y0Oexmarh, BO3/CHCTBOBATD,

BBI3BIBAThH
perform — BBINIOJIHATE, UCITOIHSTh
pull — TstHYTH, €xaTh, IBUTATHCS

. Read and translate the following words and word combinations.
Mind the stress: a) on the first syllable; b) on the second syllable; ¢) on

two syllables.

a) Customer, marketer, marketing, merchant, retailer, valuable, wasteful;

b) conception, consumer, exchange, possession, resale, utility, perspective,
prospective, convert, disprove, induce, perform;

c) distribution, target market, form utility, be aware of.

II. Match the words with the definitions below.
Conception, consumer, distribution, merchant, utility, wholesale, to dis-

prove.
1. Person who uses goods.

2. Conceiving of an idea or plan.

3. Trader, esp. one doing business with foreign countries.

4. Distributing or being distributed.

5. Prove to be wrong or false.

6. Selling of goods (esp. in large quantities) to shopkeepers, for resale to

the public.
7. Quality of being useful.
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I11.

Mind the use of the words agent, broker, distributor, retailer, dealer

and representative which have certain similarities in meaning, but are
not exactly the same.

1.

2.

An agent is a person or organization who acts on behalf of a principal
in order to sell the principal's goods or services to third parties.

A broker brings together a seller and a client. For this service hefshe is
paid a commission called brokerage.

. A distributor is someone who has arranged with one or more suppliers

to sell a product. He /She is not strictly speaking an agent because
he/she buys and sells the goods for himself/herself and not as the repre-
sentative of a principal.

. A retailer is someone who buys goods (often in quite small quantities)

from a wholesaler and then sells them to consumers in retail outlets
(shops, stores, etc.).

. The word dealer implies a one-person operation of buying and selling

for individual profit. For example, we may refer to a dealer in horses,
in antique furniture or art. A dealer is not likely to buy from a wholesa-
ler though he/she may buy goods in bulk at an auction or clearance
sale. The word dealer is also used to describe someone who buys and
sells securities on his/her own account.

. A representative or sales rep is a member of a sales team and is employed to

travel from one place to another in order to encourage potential customers
to buy. The synonym salesengineer is now seen quite frequently.

Which of these are incorrect?

car dealer car retailer car representative
sole distributor sole agent sole retailer
company rep insurance broker company dealer
stockbroker Insurance retailer foreign  exchange
dealer

IV. Using a dictionary add as many words as possible into the table.

prospective

Verbs Adjectives Nouns
1. consumer
2. exchange
3. possession
4, utility
5. to convert
6. to execute
7.
8.

wasteful
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V. Make adjectives from the following nouns.

Nouns Adjectives
perspective

conception

possession

V1. Make nouns from the following verbs.
Verbs Nouns
to retail
to induce
to perform
to pull

VII. Choose the words with similar meaning from the two groups and
arrange them in pairs.
A. Prospective, conception, consumer, distribution, means, possession, to
convert, to execute, to induce, to pull.
B. Notion, future, customer, ownership, to.change, to perform, to cause, al-
location, facilities, to draw.

VII1.What are the opposites?
Collection, harm, harmful, economical, to confirm, to find.

TEXT 2. MARKETING
I. Read the text to get the gist of it. Entitle the text. Answer the follow-
ing questions.
a)ls marketing equal to advertising?
b)Is marketing necessary to get high profit?

Some people think of marketing as an evil, wasteful practice of marketers
as manipulators whoenjoy taking advantage of customers in the marketplace.
According to this view, the objective of marketing is to induce customers to
buy low-quality merchandise at high price. For some reason people who
manufacture or grow products are often considered more valuable in the so-
ciety than the merchants who distribute them, although both groups provide
the goods and services we desire. To disprove this, let's see what marketing
IS and what functions it performs.

Marketing is the process of planning and executing the conception, pric-
ing, promotion, and distribution of ideas, goods and services to create ex-
changes, that satisfy individual and organizational objectives.

Many people incorrectly believed that marketing is the same thing as ad-
vertising or personal selling. To serve both buyers and sellers, however, mar-
keting seeks 1) to discover the needs and wants of perspective customers and
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2) to satisfy them. These prospective customers include both individuals buy-
ing for themselves and their households, and organizations that buy either for
their own use (such as manufactures) or for resale (such as wholesalers or re-
tailers). The key to achieving these two objects is the idea of exchange,
which is the trade of things of value between a buyer and a seller so that each
Is better off after the trade.

For marketing to occur, at least four factors are required: 1) two or more
parties with unsatisfied needs, 2) a desire and ability on their part to be-satis-
fied, 3) a way for the parties to communicate, and 4) something to exchange.

Potential consumers make up a market, which is 1) people 2) with their
desire and ability to buy a specific product.

People who are aware of their unmet needs may have the desire to buy the
product. People must also have the ability to buy such as the authority, time,
and money.

Marketing doesn't stop with the ideas obtained from discovering consum-
er needs. Since the organization obviously cannot satisfy all consumer needs,
it must concentrate its efforts on certain needs of a specific group of potential
consumers toward which an organization directs its marketing program. Hav-
ing selected the target market consumers,-the firm must take steps to satisfy
their needs. Someone in the organization's marketing department, often mar-
keting manager, must take action and develop‘a complete marketing program
to reach consumers by pulling a combination of four levels:

» Product: a good, a service; or idea to satisfy the consumer's needs.

» Price: what is exchanged for the product.

» Promotion: a means of communication between the seller and buyer,

» Place: a means of getting the product in to the consumer's hands.

These are the elements of the marketing mix.

After discovering what prospective customers need the marketing man-
ager must translate the ideas from consumers into some concepts for the
products the firm might develop. These ideas must then be converted into
marketing program =-a plan that integrates the marketing mix to provide a
good, a service or idea to prospective buyers.

Marketing creates utility, the value to consumers for using the product.
The utility is the result of the marketing exchange process. There are four dif-
ferent utilities: form, place, time and possession. The production of the good
or service constitutes form utility. Place utility means having the offering
available where consumers need it. Time utility means having it available
when needed. Possession utility is getting the product to consumers so they
can use it.

I1. Complete the sentences with the words from the box below.

Provide, advertising, consumers, marketing, merchandise, prospective,
valuable, satisfy.
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Some people think that the objective of marketing is to induce customers
to buy low-quality ... at high price.

Manufacturers and merchants ... the goods and services we desire.
Marketing is not the same thing as ... or personal selling.

Potential... are people with their desire and ability to buy a product.

... manager takes action and develops a complete marketing program to
reach consumers.

A marketing program is a plan that integrates the marketing mix to pro-
vide a good, a service or ideato ... buyers.

People who manufacture or grow products are often considered more ...
than the merchants.

Marketing creates exchanges that... individual and organizational objectives.

I11. Translate into English.

1.

2.

[lonsiTME MapKEeTHUHIa IOAPAa3yMEBAECT IPOABMKEHUE W OpPraHU3aLHUIo
IPOJAXKHU U3IEIHUNA TOKYIATENIO.

Otaen MapKeTHHra 3aHUMAETCs IPOJBHKEHHEM TOBapa, PEKIAMOW H
UCCJIEIOBAHUEM PBIHKA.

beicTpo MeHsAOmMIICS MHp SBISETCS TOJOBHOW OOJIBIO ISl TEX, KTO
3aHUMAETCS MAPKETUHIOM.

MapkeTuHr 3aHUMaeTcsl OOHapyXKEHHeM NOTpeOHOCTe  Oyaynmx
MOKyNaTeNIe U yAOBIETBOPEHUEM UX.

[ToTeHMaNbHBIMM TOKYHATENSAME . IBJIAIOTCS JIOJUW C HUX JKEJIAHUEM H
CIIOCOOHOCTBIO KYIIUTh OIIPEIEIICHHbIE U3/1EIHS.

JIroqu, 3aHMMArOIMECs | MAPKETUHIOM, HAIICJIEHBl Ha OIPEACIICHHYIO
IpyIIly WY TPYNIIbl IOTEHIAAIBHBIX TOKYIATENEH.

VYnpapnsomuil MapKETUHIOM pa3paldaThIBA€T MOJHYIO MapKETUHTOBYIO
IpOrpaMmy.

IV. Make up your own sentences using the following words and word
combinations.

Conception, marketing, the process of planning, promotion, distribution,

to satisfy-individual and organizational objectives, advertising, personal sell-
ing, to discover wants and needs of customers, the idea of exchange.

V. Choose the best endings to the following statements.
1. Some people think that the objective of marketing is to induce customers

to buy low-quality merchandise at....
a)high price
b)low price
C) mean price

2. People who manufacture or grow products are often considered ....

a)clever
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b)more valuable

c)less valuable

Many people incorrectly believe that marketing is the same thing as ....
a) management

b)accounting

c)advertising or personal selling

Marketing seeks to satisfy the needs and wants of... .

a) perspective customers

b)the board of directors

c) marketing manager

These prospective customers include both individuals.and ....
a)organizations

b)owners of the firm

c)government

Exchange is the trade of things of value between a buyer and ....
a)a customer

b)a consumer

c)aseller

For marketing to occur, at least....

a) 4 factors are required

b) 2 factors are required

¢) 3 factors are required

The organization must concentrate. its efforts on certain needs of a specif-

ic group of....

a)its employees

b)potential customers

C)its managers

Marketing manager must develop ....
a)a complete marketing program
b)a design of a product

c)a budget statement

10. The production of the goods or service constitutes ....

a)place utility
b)time utility
¢) form utility

VI. Complete the unfinished questions in column A that are answered in

column B.
A B
How many ...? 4 factors.
How many ...? 4 levels.
What... ? A marketing program.

What... ? Utility.
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How many...? 4 different utilities.
What... ? Marketing.

VII. ldentify the sentences in the text that talk specifically about two ob-
jects of marketing and translate them into Russian.

VI1I1. Using the information obtained from the paragraphs make an out-

line of the text.

IX. Speak about market and its functions using key words, phrases, the

topic sentences and the outline.

TEXT 3. Marketing strategy. Marketing tactics.
A.
Ex. I. Restore the word order in the following statements.

1) Segmentation different groups of customers.in the is the act of distin-
guishing among market. 2) Targeting of customers the organization can
serve is the act of choosing which groups-effectively. 3) Positioning
clearly positions the company in relation to competitors is the act of
creating and communicating a message that.

Ex. Il. Scan through the text. Work in pairs to question the text and to give
answers.

Marketing strategy. The marketing process is divided into a strategic and tac-
tical phase. The strategic phase has three components — segmentation, target-
ing, and positioning (STP). The organization must distinguish among different
groups of customers in the market (segmentation) and choose which groups it
can serve effectively (targeting). A key step in marketing strategy, known as
positioning, involves creating and communicating a message that clearly posi-
tions the company oritsbrand in relation to competitors. Thus, Volvo (Swe-
den) has positioned its automobile as the “safest”, and Daimler-Benz (Germa-
ny), manufacturer of Mercedes-Benz vehicles, has positioned its car as the best
“engineered”. Some products may be positioned as “outstanding” in two or
more ways. However, claiming superiority along several dimensions may hurt
a company’s credibility because consumers will not believe that some compa-
ny can do better than others in all dimensions. Furthermore, although the com-
pany may communicate a particular position, customers may perceive a differ-
ent image of the company as a result of their actual unpleasant experiences
with the company’s product or through word of mouth.

Strategy — crpaterus; strategic — cTpaTermueckuii; segmentation —
CcerMeHTaIus (MpoIecc BBIABJICHHS HauOoyiee OJarompUsITHBIX YCIOBHM Ha
PBIHKE C I1EJIbI0 BHIOOpA BapUaHTa OPUEHTAINH TPOU3BOICTBEHHO-COBITOBOM
MOJIMTUKK);  targeting —  ompeleleHue  Ienu;  positioning  —
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MO3UIIMOHUPOBaHNE (IEHCTBUS, HaNpaBlieHHbIE HAa OOECIEYEeHHE TOBapy
KOHKYPEHTOCIIOCOOHOTO ~ TOJIOXKEHHS Ha  pBIHKE H  pa3paboTKy
COOTBETCTBYIOIIETO KOMITJIEKCA MapKeTHHTa); communicate — COOOINUTS;
position — 3aHATH NO3WIMIO;, engineer — MPOCKTUPOBATh; superiority -
peBOCX0IcTBO; dimension - u3Mepenue; credibility - mpaBauBOCTB; perceive
- BocmpuHUMaTth; by words of mouth - ycTHO; superiority complex - MaHus
BEJTMYHS.

Ex. I11. Agree or disagree with the following statements.

1) Strategy is a well-planned series of actions for achieving an aim, es-
pecially success against an opponent. 2) The marketing process is not di-
vided into any phases. 3) The strategic phase has two.components. 4) Seg-
mentation is the act of dividing something into smaller parts. 5) Target is an
object, person, or place that is deliberately chosen.to be attacked. 6) Position
Is the place where someone or something is, especially in relation to other
objects and places. 7) Credibility is the quality of deserving to be believed
and trusted. 8) Claiming superiority along several dimensions may hurt a
company's honesty because consumers will not believe that some company
can exceed the rest in all dimensions. 9) Although the company may state a
particular position, customers may receive a different image of the company
as a result of their real experiences with the.company's product or through
word of mouth.

Ex. IV. Translate the following words and phrases from Russian into English.
MapkeTuHr; KOHKYpEHT; TakuM o0pa3oM; TMpPOBOAUTH pa3lInyue;
BOCIPUHUMATh; OTJIMYAKLIUNCS; JIMIO, pPEIyTalus; pe3yJbTaT; CaMbli
0e30macHbIif; MPOU3BOAUTET; ABTOTPAHCIIOPTHOE CPEICTBO; MMPOCKTUPOBATH;
BbI,Z[&IOIHHﬁC?I; HCCMOTPA Ha 3TO; IPCABABILATE IIPCTCH3HUIO, IIPCBOCXOACTBO,
U3MEpPEHUE; TOBPEAUTH;  TMPABIUBOCTh, TMOTPEOUTENh; CTpPATETUs; XOJ
pa3BUTHA; ACIUTBCA HA, (1)3321; COCTaBHas 4aCTb, CCIrMCHTAIMA; IIOKYIIATCIIb,
PBIHOK; BHIOMPATH; 00CTYKUBaTh; 3(h(PEKTUBHO; BKITIOYATh B CeOsI; CO3/IaHUE;
MocjaTh COOOIICHME, HEJIBYCMBICICHHO; 3aHsTh MO3UIMI; (QadpuyHas
Mapka;, 1o OTHOIICHHUIO K; IIOJararb, KpomMe€ TOro, HCCMOTpPA Ha TO, YTO,
ONpeaeeHNE 11eJI1; MO3ULIMOHUPOBaHUE; (PaKTUUECKH CYIIECTBYIOLIUMI.

Ex. V. Complete the following statements. Choose one topic to speak about
a) segmentation; b) targeting; c) positioning; d) company's superiority com-
plex. Retell the text Marketing strategy.

1) The marketing process is divided into ... 2) The strategic phase has ...
3) Segmentation is ... 4) Targeting is ... 5) Positioning involves ... 6) Some
products may be positioned as ... 7) Claiming superiority may ... because ...
8) Customers perceive ... as a result of...
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B.

Ex. I. Restore the word order in the following statements.

1) Tactical deals marketing with product. 2) Tactical marketing with price
deals. 3) Tactical marketing with deals place. 4) Engineers a product
based on their own preferences, interests, or expertise design. 5) Marke-
ters customer desires to the engineers who design the product are to
communicate. 6) Engineers expect marketers as many customers as possi-
ble to buy to find their product.

Ex. 1. Scan through the text. Work in pairs to question.the text and to give
answers.

Marketing tactics. Having developed a strategy, a company must then
decide which tactics will be most effective in achieving strategy goals. Tac-
tical marketing involves creating a marketing mix-of three:main components -
product, price and place. Before assembling a product, the marketer's role is
to communicate customer desires to the engineers who design the product.
This is in contrast to past practice, when engineers designed a product based
on their own preferences, interests, or expertise and then expected marketers
to find as many customers as possible to buy this product. The second mar-
keting-mix element is price. A Mercedes-Benz vehicle is generally consi-
dered to be a high-quality automobile, and it therefore can command a high
price in the marketplace. On the other hand, in order to gain market share,
some companies have moved to "more for the same™ or "the same for less"
pricing, which means offering prices that are lower than those of their com-
petitors. Place, or where the product is made available, is the third element of
the marketing mix. When a product moves along its path from producer to
consumer, it is said to be-following a channel of distribution including, for
example, food-processing plants, warehouses, wholesalers, and supermarkets.
Because of this, some marketers may decide to skip steps in the channel and
instead market directly to buyers through direct mail (advertisements that are
sent by post to.many people), telemarketing (a method of selling things in
which you telephone people to see if they want to buy something), door-to-
door selling (visiting each house in a street or area, to sell something), shop-
ping via television, or factory outlets.

Goal - menp; marketer - Toprosen; preferences - npennouTeHus; ex-
pertise - 3HaHUs, OIBIT, expect - OKUAATh, pacCUnuThIBaTh, channel of distri-
bution - kaHam TOBapOJBMKEHHUS; processing - mepepaborka; skip -
repeckakuBaTh, market -cObIBaTh; outlet - Toprosast Touka.

Ex. I11. Agree or disagree with the following statements.
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1) Salesmen employ all sorts of tricky and fraudulent tactics to try and
persuade customers. 2) Tactical marketing creates intentionally false informa-
tion about products and prices. 3) Marketers' role in the marketplace is to
hide the truth or confuse people. 4) Marketers deliberately intend to deceive
people. 5) Marketers are to express customer desires to the engineers who de-
sign the product. 6) Engineers should not design a product based on their own
preferences, interests, or expertise. 7) Engineers expect marketers to find as
many customers as possible to buy their product. 8) High-quality products
can command a high price in the marketplace. 9) Companies have to offer
lower prices than their competitors to gain market share.

Ex. IV. Translate the following words and phrases from Russian into English.

Ctparerus; co3aaBaTh; IJIaBHBIM; COCTABHOM 2JIEMEHT; U3/ICIINE; 1ICHA;
MECTO, CO6HpaTB HU3OCIIUC,; TOPIOBCI; POJIb, COO6HIaTI>; CJI€AOBaTh, KaHaJl
TOBAPOABHIKCHUA, nepepa60TKa; 3aBOJ, TOBapHBIﬁ CKJIad; YHHUBCpCaM,;
IICPCCKAKNBAThL, BMCCTO, C6I>IBaTI>; mo4dra,; - pCKIaMHOC 06T>HBHCHHG;
I[IpoaaBaTh, IMOCCIHICHHUC MAlrda3MHOB C LCJIbIO ITOKYIIKH, TaAKTHKA, pa3BHUBATh,
peuiaTtb, ITOKYIIATClIb, JKCIIAHUC, HNHIKCHCP; KOHCTPYHPOBATL, KOHTPACT,
MIPEANIOYTCHHUE, HHTEpEC; 3HAHUA, OIIGIT, OXXUIaTh, HaXO/IUTh,
paccMaTpuBaTb, Ka4C€CTBO, CJICAOBATCIIBHO, PBIHOK; HpI/I06pCTaTB JOJIFO Ha
pBIHKE; MpeasiaraTh; KOHKYPEHT; OOCTYMHbIN; 3(()EKTUBHBIN; NOCTUraTh;
oeib, T aKTI/I‘{eCKHfl; MAapKCTHHI'; BKIIIOYAaThb B 06651; TOpProBas TOYKa.

Ex. V. Complete the following statements. Choose one topic to speak about
a) marketing & product; b) marketing & price; ¢) marketing & place; d)
channels of distribution. Retell the text Marketing tactics.

1) Tactical marketing involves ... 2) Nowadays the marketer's role is ...
3) It is now a thing of the-past, when engineers designed ... and then expected
... 4) The second marketing-mix element is ... 5) ... is generally considered to
be ... 6) A Mercedes-Benz vehicle can command ... 7) In order to gain market
share, some companies offer ... 8) Place is ... 9) Channels of distribution in-
clude ... 10) Direct mail is ... 11) Telemarketing is ... 12) Door-to-door selling
IS ... 13) Shopping via television is ... 14) Factory outlet is ...

GRAMMAR FOCUS

The Passive

§ 1. The passive: general information. Active voice and passive voice.

In the active, the subject of the verb is the person or thing doing the action:
John cooked the food last night.

In the passive, the action is done to the subject: The food was cooked last
night.

The passive occurs very commonly in English: it is not merely an alterna-
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tive to the active, but has its own distinctive uses.

§ 2. Forms of the passive. Passives can be formed in the following ways:

¢'to be' + past participle: The food is/has been/will be cooked. The food
is/'was being cooked;

+modal + 'to be/to have been' + past participle: The food may be/have
been cooked;

+infinitive: 'to be/to have been' + past participle active: The food is to
be/was to have been cooked;

¢-ing form: 'being/having been' + past participle: Being/Having been
cooked...

§ 3. Transitive and intransitive verbs.

The passive occurs only with verbs used transitively, that is, verbs that can
be followed by an object.

There are verbs that can be used transitively-or ‘intransitively: The door
opened (perhaps by itself). The door was opened (perhaps by someone).

Ex. 1. Write the correct words in the blanks to convert each sentence
from passive to active voice.

1.The company's tax liability is reduced by a bond received from the for-
eign government. — The foreign government....

2.Under the Code, a foreign tax is defined as any tax imposed by a foreign
country or US possession. —«.. a foreign tax as any tax ....

3.The land improvements were made by the foreign subsidiary controlled
by Atkins, Ltd. — The foreign subsidiary ....

4.Coronda, Ltd. is not owned by a foreign corporation. — A foreign corpo-
ration ....

Ex. 2. Rewrite these sentences beginning with (The) + a noun formed
from the italicized verb and a passive verb. Choose an appropriate verb
tense and make any necessary changes. Which variant sounds more
formal?

1. They will consider the issue at next week's meeting. The consideration
will be given to the issue at next week's meeting.

They eventually permitted the site to be used for the festival.

They have transferred the money to my bank account.

They will present the trophy after the speeches.

They will not announce the findings until next week.

They demolished the building in only two days.

They will produce the new car in a purpose-build factory.

N o O RN

Ex. 3. If possible, make a corresponding passive sentence. If it is not
possible, write ""No passive."
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1. The committee called on Paula to explain her reasons for the proposed
changes. — Paula was called on to explain her reasons for the proposed
changes.

2. | got down most of what he said in his lecture. — Most of what he said in
his lecture ....

3. When | was young my aunt and uncle looked after me. — When | was

young I....

The surgeons operated on him for nearly 12 hours. — He ....

Sandra let out a scream and collapsed to the floor. — A scream ....

Hugh takes after Edward — they're both very well organized. — Edward ....

All his relatives approved of his decision. — His decision ...

No ok

TEXT 4. MARKETING RESEARCH

I. Read the text and answer the following-questions.
a) What is the meaning of correct marketing research?
b) Is marketing research more necessary for big companies or small firms?

Marketing research — what it is and how-it can make money for you
Marketing research is the gathering,recording, and analyzing of informa-
tion about problems relating to marketing. It'will help you to identify who
your market is as well as which methods will best satisfy the needs of your
market. But it encompasses many other aspects of marketing, including new
product introductions, pricing, advertising, consumer behavior, and so on. So
important is marketing research that certain basic marketing strategies such
as market segmentation, in which you identify a specific portion of the mar-
ket and concentrate your resources on selling to that one segment, or product
differentiation, in which:you differentiate your product from that of a com-
petitor in such a fashion as'to best appeal to potential buyers, would be abso-
lutely impossible without it.
Among the many things marketing research will tell you are the following:
1. Who are your customers and who are your potential customers?
2. What kinds of people are your customers? (This includes demographic
categories, such as age, income, and education, and psychographic catego-
ries such-as interests and preferences.)
Where do your customers live?
Why do your customers buy?
Do they have the ability to pay?
Are you offering the kinds of goods and services that your customers
want?
7. Are you offering your products or services at the best place, at the best
time, and in the correct amounts?
8. Are your prices consistent with the value your customers place on the

o O AW
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product or service that you are selling?

9. How are your promotional programs working?

10. What do your customers think of your business and its image?

11. How do your business and your business procedures compare with those
of your competitors?

Correct use of marketing research can mean amazing profits for your
business and tremendous advantages over your competitors. A famous exam-
ple of correct use of marketing research took place in the early 1960s. Ford,
along with two other major American motor companies, had developed cars
to compete with foreign cars such as the Volkswagen. Ford's entry had been
the Falcon, introduced in 1959. As the years passed, the numbers of Ford
Falcons that were sold began to decrease as a percentage of Ford's total sales.
This was also true for the competing cars offered by the two other American
companies. Ford might simply have concluded that American small cars were
no longer wanted. Instead, Ford did marketing research to find out more
about the falling off of Falcon sales. During this research, Ford discovered an
interesting and important fact: while sales of the Falcon were declining, sales
of sporty options such as bucket seats and aspecial interior were increasing.
This was due primarily to the greater numbers of young adults who were pur-
chasing the vehicle. Ford's careful study of the market research findings led
the company to put out the Ford Mustang, introduced in 1965. This sporty
vehicle demolished all previous records for sales and developed a new mar-
ket after which competitors followed as best they could, some two to three
years behind. The head of Ford's Mustang project was none other than a
young engineer by the name of Lee lacocca.

But successful use of marketing research is not limited to major compa-
nies such as Ford. Thousands of small firms and entrepreneurs have used
marketing research successfully to carve out huge shares of their respective
markets. An optical firm.totally turned its company around and doubled sales
within a year by identifying its customers. A mail order entrepreneur sold
$10 million worth ofa single product through marketing research techniques.
A small computer firm successfully took on IBM a segment of the total com-
puter market and won through the correct application of marketing research.

I1. Read the text again and decide which of following statements are
correct.
1." Marketing research shows who your market is and which methods will
best satisfy the needs of your market.
2. Some basic marketing strategies are possible without marketing research.
3. Correct use of marketing research can bring high profits for business and
advantages over competitors.
4. A famous example of correct use of marketing research took place
in the early 1950s.
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. Ford had developed cars to compete with other American companies.

Ford discovered that sales of sporty options were decreasing due to young
adults.

The Ford Mustang was introduced in 1964.

The Ford Mustang didn't demolish previous records for sales.

9. Successful use of marketing research is practiced by thousands of small
firms.

o
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III. Answer the following questions.
What is marketing research?
What will marketing research help you to do?
Why is marketing research so important?
What things will marketing research tell you?
Why did the Ford Mustang demolish all previous records for sales?
Do small firms use marketing research successfully?

ok owdE

IVV. Which of the following expresses the main idea of the text best of all?
1. Marketing research, its functions and use.
2. Marketing research conducted by big companies.
3. Marketing research and small firms.
4. Marketing research and its successful use.

V. Give the main points of the text in 3-5 sentences. You may use the fol-
lowing cliches:

The text is about ....... It gives a detailed analysis of .......... ... is proposed.
The conclusion is as follows .......

V1. Speak about marketing research, its functions and use.

WORD STUDY
Product — something that is produced or manufactured and sold, often in
large numbers:
Products are sometimes referred to as goods, foe example in the expression
fast-moving consumer goods, or FMCG.
White goods~ things such as washing machines and refrigerators.
Brown goods — things such as televisions and hi-fi equipment.
Goods are also referred to formally as merchandise.
Services — activities such as banking, tourism, or entertainment that contri-
bute to the economy but which may not directly involve manufacturing.
New products are introduced or launched onto the market.
If a defect is found in a product after it is launched, it may be recalled: cus-
tomers may be asked to return the defective product for checks.
A product that a company no longer wants to make available is withdrawn
from the market.
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Product introduction/ launch/ recall/ withdrawal

Ex.1. Innovative nightmares. This is an article from the Financial Times
about new product launches. Complete the article with the numbered
names. (One name is used twice.)

a OAW ¢ MENTADENT e HOT 'N' COLD
b SPEW d NEONSUCETTES

WAKEY WAKEY - OPEN YOUR EYES TO NEW PRODUCTS

(1) is every parent's nightmare: the fruit-
flavoured powder, available in the US, makes a.coloured foam in the
mouth, and is sold complete with a reflecting 'Spewer Viewer' so child-
ren can check the effect.

(2) is a French canine 'sports drink' which is said
to refresh and revive dogs after they have been exercising.

(3) is a Danish bread-and-ice-cream sandwich
which can be served grilled, fried or toasted.

Spew, Oaw, and Hot 'n' Cold are just three of the 12,000 new products
which have been unleashed on unsuspecting consumers around the
world in the past year, according to the market research group Mintel.
Its 450 field researchers - who shop for the new, the bizarre and the
handful of products which will still be on the shelves by next year -
report that product innovation has been continuing unabated, even in
those economies affected by recession.

Six product areas account for about a quarter of all launches listed last
year by Mintel in its fortnightly new product reports: confectionery;
desserts and ice creams; sauces and seasonings; soft drinks; haircare;
and oral hygiene.

New launches in confectionery have ranged from the vitamin-enriched
and sugar-free, to the high-calorie and luridly-coloured. In France,
(4) are lollipops which stain the tongue ‘electric blue',
'toad green’, or 'Dracula red'. At the same time, France has also seen
the launch of 'natural’ fruit gums which claim to help keep the
'intestinal ecosystem' in good order.

The Japanese appear to be keen on what Mintel terms ‘functional’
foods. For example, Wakey is a gum which wards off sleepiness, while
(5) have extended their range to include apple mint
for etiquette, herb mint for relaxation, and jasmine mint for elegance.
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A new drink based on dokudami, a foul-smelling plant, 'helps quicken
blood flow, promotes urination and prevents various adult diseases'.
The wonder drink is also said to be ‘efficacious against piles and con-
stipation'.

In personal care products, the ‘two-in-one' trend, which began with
shampoos and conditioners, now seems to be working its way through
bath and toothpaste new launches. (6) , for exam-
ple, is being packaged in a dual-chambered container which dispenses
baking powder and hydrogen peroxide solutions. Not unlike Spew or
Neon Sucettes, the effect is blue and effervescent.

Mr David Jago, Mintel's new products specialist, says that most new
product launches are doomed to failure. 'I'd hazard a guess that around
70-80 per cent of all product introductions. don't succeed in the long
term,’ he says.

Ex. 2. Product combinations. Find combinations in the box on the next
page that mean:

1 the products that a company has to offer, considered as a group. (4 expres-
sions)

2 the life of a product considered in terms of the phases from its develop-
ment and launch to its withdrawal.

3 the way a product is designed to be perceived in relation to other prod-
ucts.

4 a company paying fordts product to be used or seen in a film or tv pro-
gramme.

mix
lifecycle range
positioning product placement
portfolio line

Now match the two parts of these extracts.

1 Boeing is now expanding its product line with its first all-new aircraft for
12 years.

Mitre's product range includes soccer

British Aerospace said more than half its sales now come from

By rearranging what each supplier can do on its network,

As product lifecycles shorten,

O b wdN
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6 The entire multi-million dollar event has been designed to comple-
ment Pepsi Max's sporty

7 The Bond films were the first to realise the potential of product
placement. 007 had more than a licence to Kill.

a. the lifespan of some consumer electronics gadgets is now as short as six

months.

b. products that weren't included in its product portfolio as little as two years

ago.

c. Nike can change its product mix almost overnight.

d. At present the company makes four models, the 737, 757, 767 and the

$ 150 million 747.

e. and rugby balls and sports footwear.

f. The logo was a licence to print money, with spin-off merchandise ranging
from James Bond pyjamas to eau-de-cologne.

g. positioning as a low-calorie cola drink for youths wanting to 'live life to
the Max'.

Ex.3. Translate into Russian in written form.
Production Life Cycle

Products, like people, have been viewed as having a life cycle. The prod-
ucts life cycle concept describes the stages a new product goes through in the
marketplace: introduction, growth, maturity and decline.

The introduction stage of the product life cycle occurs when the product
first enters the market, sales grow slowly, and profit is little.

The second stage of the product life cycle, growth, is characterized by
rapid increases in-sales, and it is in the stage that competitor appears.

The third stage, maturity, is characterized by a leveling off of total in-
dustry sales revenue. Also, marginal competitors begin to leave the market.
Most consumers who would buy the product are either repeat purchasers of
the item-or-have tried and abandoned it.

The decline stage is the beginning of the end and occurs when sales and
profits are steadily dropping. Frequently a product enters this stage not be-
cause of any wrong strategy of the company but because of environmental
changes.

Can you give any example illustrating four stages of product life?
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TEXT 5. International Marketing

1. Look though the list of words:

promote COJICHCTBOBATH PACTIPOCTPAHEHUIO
commence  HauuHATh(CH)

gvaporate  ucuesarhb

chagrin mocazna

brewery MMMBOBAPEHHBIN 3aBOJT

devastating orpomHsrii

mantle KaJlWJIbHAS CETKa I ra30Boro (poHaps

II. Read the text

Having made a product the problem becomes to find someone who
will buy it. It is the responsibility of the marketing department to promote
and organise the sale of products to the purchaser. Broadly speaking, activi-
ties such as sales promotion, advertising and market research are covered. It
would be possible for the factory simply to produce a motor car and then
hope that it sells. However, it takes a long time to set up a production line for
a car assembly plant and even minor modifications can prove difficult and
expensive. It is much bettor to discover what people are looking for when
they buy a car and then try to satisfy their needs. Do car drivers want speed —
or safety? Are they looking for the power to accelerate - or comfort? Is their
aim to impress their neighbours‘and other road users, or are they just con-
cerned with getting from A to B and back? How important is the price, and
the cost of petrol and maintenance? Which designs and colours are preferred?
Who is buying the car? Is.it a company or an individual? It is questions like
these the marketing department will have to answer even before production
commences.

It becomes obvious-that making and selling are two facets of the same
undertaking. The marketing manager and the production manager are two
members of the same team, depending on each other in much the same way
as the players in the Liverpool football team. What good does it do if our
strikers are:scoring goals but our goalkeeper keeps having to pick the ball out
of the back of the net? This situation could be compared to the marketing
team who ho make great efforts to find customers for their cars, only to find
the cars cannot be delivered on time, or that the cars develop faults as soon as
they arrive.

The problem facing any business is that the market for goods - and
services — is ever changing. Take the case of a company manufacturing ciga-
rettes. Not so long ago the market for cigarettes was assured. Then the medi-
cal researchers discovered the link between cigarette smoking and lung can-
cer and many other diseases. Prospects for further growth evaporated as
many people decided both to save money and live longer to spend it. The
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government joined in by restricting advertising and sponsoring their own an-
ti-smoking campaign. The government is also understandably involved in
campaigns to discourage drinking and driving, much to the chagrin of the
breweries whose sales of wines and spirits are thereby reduced.

New technologies have an even more devastating effect on the mar-
kets. Once upon a time there was a very successful company which made gas
mantles. The whole country was lit by gas. Then came electric light. The
sales of gas mantles plummeted. Today we look to oil for our energy. Our oil
companies prosper, but for how long? The day before yesterday we used
typewriters. Yesterday we used electric typewriters. Today we use word pro-
cessors. And tomorrow?

The rapidly changing world is both a headacheand an exciting chal-
lenge to those engaged in marketing. If they predict correctly their business
will survive and prosper. If they misread the signs the business will fail and,
perhaps more importantly for all of us, valuable-economic resources will be
wasted.

111. Give sentences with the following phrases:
 To promote the sale of products

* A car assembly plant

* To satisfy smb's needs

* To save money

* To discourage drinking

 Gas mantles

* The rapidly changing world

IV. Answer the guestions in your own words:
What is the purpose of the marketing department?
Why do the marketing-and production departments need to cooperate?
What do businesspeople and footballers have in common?
Why is the design-of a product so important?
What does a business need to do to survive and prosper?
In what way can a government help or hinder a business?

ook wnE

V.Retell the text.

V1.Join the halves.

On the left of the page are the first halves of the sentences. On the right
are the second halves of the sentences, though not in the same order. Pair the
halves and then write your own list of the completed sentences.
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1) The salespeople in a firm which manu- 1) could be expected not to welcome the

facturers pushchairs and prams news that a substantial increase in the petrol
tax was contemplated by the government.

2) Insurance companies offering cover 2) would be encouraged by the news that the

against motor accidents death rate was falling.
3) The Traffic Manager for a company 3) will not be pleased to hear that the Meteo-
operating a crosschannel ferry rological Office is predicting a severe winter.

4) should approve of a long-term rise in oil
4) The sales Manager of a firm making prices.
hearing aids 5) would benefit from a rise in property pric-
5) Oil company executives es.

6) would be pleased to hear of a reduction in
6) A publisher specialising in text books air fares.
for schools 7) would be grateful-to learn that the school-
7) The Chief Buyer in a large city de- leaving age is going to be raised.
partment store 8) would expect to be very busy after a se-
8) The line workers in a factory producing rious gale had swept over the city.
cigarettes 9) would be disappointed to learn that a new
9) The Marketing Manager of a travel airport was going to be developed for Lon-
agency specialising in holidays in France don.

10) would be dismayed to read in the news-
10) A firm of London builders and repair- paper.that the government was planning to
ers prohibit the sale of all products harmful to

health.

11) would react favourably to the news that
11)A young man who had just finished improvements were planned for the London

training to be coal-miner Underground.
12) would expect to earn more after the birth
12) The high street banks rate has risen.
NEW VOCABULARY

A brand — a version of a product made by one particular manufacturer.
Consumers may or-may.not recognize or know about a particular brand
name or brand label.

Brand recognition/.awareness — the knowledge about a product or lack of it
Own-brand/ own-label product — a product sold by a retailer under the re-
tailer’s name rather than the manufacturer’s.

Generic products/ generics — products that are not branded, not sold under a
brand name (ex. pharmaceutical drugs).

Image — the perception that people have of a person, product, service, or or-
ganization.

Brand image — the perception people have of a brand.

Marlboro Friday — a key event in the recent history of brands.
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TEXT 6. BRANDING

A brand is a name given by a business to one or more of its products.
Branding gives products an identity that distinguishes them from similar
products produced by rival firms. It helps to generate brand loyalty, encour-
aging customers to regularly purchase particular products. The demand for a
product with strong brand loyalty tends to become less price sensitive, mean-
ing that price can be increased without losing much demand. Selecting a
brand name is therefore a very important part of a firm's marketing strategy.

Organizations can use a number of different approaches to branding:

-Individual or multiple branding, where business uses a range of brand
names for a variety of products. For example, Procter & Gamble relies on this
branding policy for its range of fragrances, including Hugo Boss, Old Spice
and Giorgio Beverley Hills. Such branding allows.the firm to develop brands
for particular market segments.

-Corporate or overall family branding, where all the firm's products are
branded with the same name. Virgin, Kraft, Heinz, Microsoft and Ford em-
ploy this approach. This type of branding means that the promotion of one
item will promote other products within the family. It can increase consumer
confidence in the entire range, so increasing sales and profits.

-A mixture of corporate and individual branding, where products are
given individual brand names but the corporate brand name is also promi-
nent, e.g. Nestle and Walls.

A brand name should be snappy, easy to remember, unique and convey ap-
propriate images or values. In addition, popular brands are often supported by
advertising catch phrases, such as *'A Mars a day helps you work, rest and play".

Most organizations-employ specialist identity and naming consultants to
handle this creative process. The name is the first and greatest expression of
the brand. It is vital you get it right and they carry out extensive consumer re-
search. For a food launch they might ask for a description of the product, and
get people to be wishful and say what they would like it to do for them. Once
they have a shortlist they go through the linguistic, cultural and legal trade-
mark checking stages.

A major problem for organizations that trade globally is finding names
that translate appropriately. One way to avoid language and translation diffi-
culties is to invent a completely new word, such as Toyota's Avensis. But
there are problems even here. For example, firms must be careful which let-
ters they use. The sounds for R and L, for instance, can be confusing and dif-
ficult for Asian customers to pronounce, which might deter them from asking
a particular product. Studies by Interbrand Group, which has offices in 22
countries, also warns against using the number 8 when launching a food
product in China, because it has connotations with death.
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The fact that many cultures read from right to left can also cause difficul-

ties with names and packaging. Interbrand's director of naming recalls the
story of washing powder that used three cartoon images on its packaging -
the first illustrating a dirty shirt, the second the shirt going to the washing
machine, and the third a clean shirt. When the packaging was launched in
China it was read the other way around.

H~wnh e

What is brand?

What are the approaches to branding?

How is brand created?

What requirements should a brand name meet?

Ex. 1. Logically organize the following sentences to make up the text. The
first sentence is given to you.

Hwnh e

D

(o]

A basic decision in marketing products is branding.

Some brand names can be spoken, such as a Big Mac hamburger.

The Campbell Soup Company is the trade:name of that firm.

In branding an organization uses a name, phrase, design, symbols, or a
combination of these.

A trademark identifies that a firm has legally registered its brand name or
trade name.

. Other brand names cannot be spoken, such as the rainbow-coloured apple

(the logotype or logo) that Apple Computer puts on its machines and in its
ads.

A brand name is any word, "device" (design, sound, shape, or colour), or
combinations of these used to distinguish a seller's goods or services.

A trade name is a.commercial, legal name under which a company does
business.

. It helps to identify its products and distinguish them from those of compet-

itors.

10. So the firm has an exclusive use, thereby preventing others from using it.

What title would you give to the text?

Ex. 2. Join the halves.

A

[.'In the past, each of the countries of the European Union
2. These differences made it difficult and expensive

3. Now, these countries are abandoning old political

4. It helps to reduce taxes and other barriers

5. This unification has eliminated over 300

6. Tracks loaded with products spill
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7. The increased efficiency is reducing costs and

8. These changes make Europe that largest unified market

9. By the year 2010 the EU may expand to include at

10. These changes have dramatically altered opportunities available to
marketing

11. The international competition fostered by the unification of Europe
has also provided

1. across the European continent and Britain.

2. creating millions of new jobs.

3. impetus for the US, Mexico, and Canada to develop more cooperative
trade agreements.

4. managers both in Europe and in other parts of the world.

5. had its own trade rales and regulations.

6. to move products from one country to the others.

7. squabbles and nationalistic prejudices in favour of cooperative efforts.

8. separate barriers to inter- European trade.

9. commonly applied at national boundaries.

10. least 25 countries and 450 million people.

11. in the world, and more changes are coming.

Read the sentences once again. Do you see that you have written the
text? What is it about? What title'would you offer?

Ex. 3. Give the Russian equivalents to the following.

Encounter difficulties; to do international marketing; exploit a better
business opportunity; with little room for growth; demand may shift to a
newer product; to return to other markets; the dimensions being evaluated,
offer investment incentives; to compete fairly in the domestic markets; pro-
tect themselves against; duties are imposed; quotas are revised; a means of
entry; the option chosen; domestically produced goods; do not require inter-
mediaries; ‘contract for a large volume of purchases; under licensing; the
right to a trademark; in return for a loyalty or a fee; capital-free entry; the
product manufactured locally; the advantages are twofold; dumping prices;
bribery; reduce red tape.

EX. 4. Render the following into English.

1. Marketing - mporiecc BBISICHEHUS U YIOBJICTBOPEHHUS MOTPEOHOCTEH.

2. Buyer's behaviour - mporiecc MpUHSTHS MOKYyMaTeIeM PEIICHUS O TOM,
KakolH MpPOAYKT TMOKymaTh HM Yy Koro. IIpomecc COCTOMT W3 IISTH
MOCJICIOBATEIbHBIX ATAMOB: OCO3HAHWE MPOOJEMBbI, MOMCK HH(OPMAIUH,
OlICHKA WH(POPMAIIH, PEIICHHE O MOKYIKE, OLEHKA MOCIE MOKYIIKH.

3. Market segmentation - mporiecc paszieieHHs pPbIHKA Ha CYOPBIHKH,
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KaK/IBI U3 KOTOPBIX 00pa3oBaH IPyIION MOTPEOUTENCH B YEM-TO TTOXOKUX
APYT Ha JIpyTa, HapUMEpP, YPOBHEM 00pa30BaHMsI, BO3PACTOM.

4. Marketing mix - MapKeTHHIOBBI KOMIUIEKC, COCTOSIINN M3 MPOIYKTa,
CHCTEMBI €r0 PpAaCIpOCTPAHEHHUs, PEKJIaMbl M IIEHBI, KOTOPBIA (upma
HCIIOJIB3YET JUTst OOCITY)KUBAHUS TIOTPEOUTENCH Ha €ro 1eJI€BOM PhIHKE.

5. Target market - ocobas rpymnma moTpeduteneld, 4bM MTOTPEOHOCTH
coOMpaeTCsl yIOBICTBOPSTH MPEAPUSATHE.

6. Branding - ucnonp3oBaHue au3aiiHa, CHMBOJIA, UMCHU WM UX KOMILISKCa
s UACHTH(GHUKAIMK — TPOAYKTa, 4YTO JaeT MPOU3BOJAUTEIIO  Psil
PEUMYIIECTB.

7. Consumer goods - ToBapbl, TOKyMmaeMble IS HEMOCPEACTBEHHOTO
yIOBJIETBOPEHHS TOTPEOHOCTEH MOKyIaTes.

8. Distribution channel - nens ¢upm, KOTOpBIC Y4aCTBYIOT B TOKYIKE H
NpoJaXke TOBApOB IO MeEpe HX NPOJBIKCHHS OT MPOU3BOIUTEIA K
TIOJTb30BATEIO.

9. Durable goods ToBapsl, CpoK MOTpeOICH ST KOTOPBIX MPEBBIIIACT OUH TO/I.
10. Positioning - mpoliecc MOArOHKKM HMMUJKA TOBapa MOTPEOHOCTSAM €ro
IICJICBOTO PHIHKA.

11. Product life cycle - mnepuon, -B. TeUeHHE KOTOPOTO IPOIYKT
MOCIIEIOBATETIbHO TPOXOANT Yepe3 CTAAMU 3apPOXKICHUS, pOCTa, 3PEIOCTH U
yIajKa.

12. Publicity - oOmecTBeHHOEC MHEHHE O KOMIIAHHH WJIHM €€ TIPOAYKTE.
13. Trademark - cumBon Wiy HanMEHOBaHHE COPTA, KOTOPHIC 3AIUIICHBI
3aKOHOJIATEIILHO.

Ex. 5. Translate into English.

I. .MapkeTUHI TECHO 'CBSI3aH C TAaKMMH COLMAIbHBIMU HayKaMH, Kak
ASKOHOMHMKA, COIMOJIOTHUS, MCHUXOJOoTusA. 2. MapKeTUHI H3ydaeT JIoAeu B
COIIMAJIbHOM KOHTEKeTe. 3. MapKeTUHr - 3TO CHUCTeMa HAy4YHbIX U
NPAKTUYECKUX B3[VISJ0B, HAMPABJICHHBIX HA HW3YyYCHUE U YIPABJICHUE
PBIHOYHBIMH OTHOIIEHUsIMU. 4. Llenb MapKeTHUHra - OnpeneuTh HYXKIbl U
MOTPEOHOCTH CBOUX Oyaymux mnotrpeduteneid. 5. UeTbipe OCHOBHBIX
yIpaBiisieMbIX (pakTopa MapKETHHTa - 3TO TOBaphl, 1I€HA, pa3MelIleHUuE U
npojBwkeHne. 6. IloTpeOutens HE MOXKET OTAEIUTh YCIyTry OT €€
HocTaBUIMKa. 7. BHemHWe pbIHKM MOTYT MPEAOCTaBUTHh  OOJbIIIE
BO3MO>KHOCTEH AJ1 pocTa KoMmnaHuu. 8. OHa U3 CII0KHOCTEN - 3TO OLIEHKA
NOJIMTUYECKUX W TMPaBOBBIX ycioBuM B cTpa”e. 9. Kaxpas crpana
EBporeiickoro Coro3a uMena CBOM TOProBbl€ MPaBWIA U TOJIOKEHUS.
10. O6benunenue yctpanmio cBbime 300 OTAEIbHBIX TOPTOBBIX 0APHEPOB.
11. MexayHapoHbIi MAapKETHUHT - 3TO MApKETHHI TOBApOB U YCIYT 3a
npejielaMu CTpaHbl, TJi€ HaxoAuTcs opraHu3anus. 12. CrenuaiucTbl 110
MEKIYHapOJIHOMY MAapKETHUHTY JOJDKHBI YUYUTHIBATH KYJIBTYPHYIO CpELy
Ka)XJI0TO phIHKA.
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Ex. 6. Translate the following passage into English.
BHyTpenHuid OpeHIUHT
Crout 1M TECTUPOBATH NPOAYKIMIO HA CBOUX COTPYAHUKAX?

HeszaBucuMbie MapKeTONOTH YTBEPKIAIOT, YTO MPOAYKIHMIO KOMHIAHUU
HEJb3sl TECTUPOBATh HA €€ COTPYJHUKAX — OHU HE MOTYT OTHOCHUTBCS K
CBOEMY TIPOAYKTy oOOBeKTHBHO. OmHAKO HEKOTOphIE, IaKEe Oorarbic
KOMIAHUU MPOAOJIKAIOT HCHOJB30BaTh 3TOT MPUEM, KOTOPBIH, IO
YTBEPKICHUIO AaJIEITOB BHYTPEHHETO OpEHJWHra, IO3BOJISIET. SKOHOMHTH
J€HbI'Y U TTOBBIIIAET JOSUIbHOCTH COTPYIHUKOB.

NHOro MHEHUA NPUIEPKUBAOTCA  HE3ABUCUMBIE  MapKETHUHTOBBIC
areHTcTBa. «COTPYJHUKOB KOMIIAHUU HEJb3Sl MPOEUUPOBATH HA IIEJIEBYIO
rpynmy. 3TO BCE paBHO 4YTO s Oyay CIpalivBaTh Y CBOUX COTPYIHHKOB,
KYIIAT JU OHM y HAaC KOHCAJITHUHIOBBIE YCIYTH» — TOBOPUT MIpeAceAaTelb
COBETa UPEKTOPOB areHTcTBa «A2z marketing» Auapei Crach. Ha caiite
OpeH-nuHroBoro areHrctBa «Ctymus "I'Bo3fe'» Hamucano: «/Jlms Toro
4TOOBI TMPOTECTUPOBATh pa3padOTaHHbIC HAMH Ha3BaHUE WU TrpaduKy
TOPTOBOM MapKH, KJIMEHT MPU HAIIe HOMOINM MPOBOIUT (POKYC-TPYIIIbI
cpeau cBouX CcOTpyIHHKOB». Ho mupekrop arenrctBa Amta Kopaumiioa
MOSICHSIET, YTO BCE ATO — PE3yJIbTaT IKOHOMUH 3aKa3uuKoM cpeAcTB. «Ecimu
MO3BOJISIET OIOJKET, TO, KOHEUHO, HaJl0 3aKa3bIBaTh HE3aBUCUMYIO (OKYyC-
TPYIIIY, U KeIaTeIbHO JaXKe HE OJIHY», — TOBOPUT OHA.

ADVERTISING

The success of any business de-
pends upon its ability to attract
customers willing and able to make
monetary exchanges for products
and services. To do this, a business
must find, understand, and commu-
nicate with potential customers
where they live, work, and play.

Your vocabulary

Advertising

- communication intended both to inform and persuade. Ad

- an informal word meaning an advertisement Advert

- the same as ad Advertisement

- an announcement in mass media about a product, event, job vacancy, etc.
Advertiser

- a person or company that pays for a product or service to be advertised
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Adman

- a person whose profession is advertising Commercial

- an advertisement on television or radio Advertising campaign

-a planned series of advertisement intended to advertise a product or ser-
vice

Ex. 1. Study the following synonyms to the word advertise. What are their
Russian equivalents?

Promote — to make sure that people know about a new product or service
by arranging special events.

Hype up - an informal word meaning to try to make people think that
something is much better than it really is.

Plug (give smth a plug) - informal word meaning to try to_make people
interested in your product or service, for example by mentioning itina TV or
radio conversation when you are supposed to-be talking about something
else.

Push - an informal word meaning to advertise a new product very heavi-
ly, with a lot of advertisements.

Translate the following sentences. Pay attention to the words in italics.

1. You must have seen those computer games - they have been heavily
advertised on TV and all the Sunday papers.

2. To promote their new brand of shampoo, they are selling it at half price
for a month.

3. In order to market a product well you need to be aware of public de-
mand.

4. Like most Hollywood movies it was so hyped up that when | saw it |
felt rather disappointed.

5. The author used the opportunity of appearing on TV to give his latest
book a plug.

6. Revlonds really pushing its new range of beauty creams.

7. At this time of year, the papers are full of advertisement for skiing hol-
idays.

8. BMW is running an aggressive campaign to publicize its 20XX models.

Ex. 2. Open the brackets.

It's difficult (to sell) anything when the whole world (to seem) your po-
tential market. That is where segmentation (to come) into the picture.

The marketing concept (to hold) that any organization (to exist) (to gra-
tify) the needs and desires of those consumers it (to be) best in the position
(to serve). Segmentation (to involve) selecting those groups of consumers
who would probably (to be) most receptive to the market item in question.
Market segmentation (to) the key to all advertising decisions. Advertisers
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(to use) market segmentation (to determine) positioning strategy, media
strategy, and creative strategy.

How the elusive consumer scientifically (to pinpoint)? Methods of con-
sumer targeting (to include) an exploration of sociocultural influences on
consumer behavior. Advertisers may (to examine) the influence of groups,
social class, and familial ties on consumers. Advertisers (to be concerned) al-
so with individual influences on consumer behavior. They (to be interested
in) the psychological concepts of learning, perception, motivation, personali-
ty, attitudes and attitude change. Still another way (to study) a target market
(to be) through an examination of the decision process. This process (to be-
gin) with need recognition and (to go) on to search brand comprehension
and evaluation. Choice (to be) the outcome.

Of course, not all advertisers (to have) the financial resources (to con-
duct) their own detailed research programs. They can (to carry out) small-
scale surveys by mail, over the phone, or by direct interview. The library,
too, can (to be) a valuable source of consumer behavior data, as can profes-
sional research outfits equipped (to cope with) problems that (to be) beyond
the abilities of the low-budget advertiser.

Read the text once again and explain the meanings of the words and
phrases which have been highlighted.

New vocabulary
Advertising tells people about products, for example in newspapers, on tele-
vision in commercials, or.in the street on hoardings or billboards. Advertis-

ing is often designed and managed by advertising agencies.

An advertising campaign-consists of a series of advertisements, adverts, or
ads which are run in various media.

Another way of telling people about products is by direct marketing, using
techniques-like mailings, also known as mail shots: these are often referred
to derisively by recipients as junk mail.

1. Forms of selling. Match each selling technique to its definition.

1. door-to-door selling  a In return for payment and a share of sales rev-
enue, an organization licenses its (well-known)

name to be used by food outlets, retailers, and
others. Hamburgers, pizza, and clothing are often
sold under this system.
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2. franchising b Famous for its foot-in-the-door approach, eve-
rything from encyclopaedias through vacuum
cleaners to brushes used to be sold in this way.
Now less common, as people are not at home
during the day, or if they are, may not answer the
doorbell.

3. inertia selling ¢ You choose things in a catalogue (or-catalog in
American English) and order by post, phone, or
fax. Clothes have long been sold in this way
(somehow they never look as good as in the cata-
logue), but now everything from computers to
wine is.

4. mail order d Participants buy-goods (but not Egyptian arte-
facts) or services from a company and then sell
them to the general public. They can also make
money by recruiting new participants and provid-
Ing training-or other services. Tupperware, with
its famous suburban tea-parties, were the pio-
neers in this field.

5. network marketing e People phone you at home or at work and try

or pyramid selling to sell you things. When there has been no pre-
vious contact, this is known as ‘cold-calling'. Al-
ternatively, you may phone an organization in
order to buy something in a catalogue you have
received from them. Anything from insurance to
computer services may be sold in this way.

6. telesales or tele- f Insurance cover against such things as sickness

marketing and unemployment, to cover loan repayments is
sold using this technique: you have specifically
to say that you do not want this insurance when
filling in the loan application. Banks rely on cus-
tomers not opting out in this way in order to sell
the insurance.

2. The end of shopping as we know it? Rearrange the sections of this ar-
ticle from The Economist into a logical order. (The first paragraph is a.)
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THE INTERACTIVE BAZAAR OPENS

a ...In both trials of multimedia technology, consumers will be able to use
their television screens to browse through constantly updated
‘catalogues' containing images and information about, say, shirts or va-
cuum cleaners; to place orders for goods by means of a remote control
or mouse; and to get their chosen products delivered to their home.

b In the trials, consumers should be able to switch on a shopping service
provided by CUC International, a small Connecticut company that looks
set to be the leader of interactive retailing. ...Walter Forbes, CUC's
chairman, claims that interactive retailing has three advantages over lo-
cal shops.

¢ Mr Forbes's third claimed advantage is convenience. Survey evidence
suggests that many consumers find shopping boring, and are increasing-
ly reluctant to leave the house because of-fear of crime. Interactivity
means that shopping no longer needs to involve a wearying trip to the
local mall or supermarket in the rain.

d The first two also underlie CUC's growth in non-interactive form: in-
formation and cost. CUC's 'Shoppers-Advantage' service offers sales in-
formation about 250,000 products from hundreds of manufacturers. And
since the retailer is eliminated from the transaction, CUC's members get
discounts of up to 50% on shop prices.

e This embryonic industry is already posing questions over the future of
every other part of America's $2.1 trillion retailing industry. Is there,
some wonder, a future for department stores at all? Will the fast-
growing mail-order «catalogue business worth $ 70 billion a year, be
submerged into interactivity? More immediately, should retailers fight
against interactive shopping, or should they join it?...

f Unlike existing home=shopping TV channels, these interactive trials will
give the customers control over what image is on the screen. Ultimately,
the customers should be able to create their own, personalised home
shopping services.

3. The end of TV advertising as we know it? Complete this article from
the Financial Times with the expressions listed, (a occurs four times, b

four times, ¢ and d once each, e three times and f twice.)

a direct marketing ¢ campaign e brands
b advertising d discounting f branded
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HEINZ DROPS TV ADVERTS IN MOVE TO DIRECT
MARKETING

HJ HEINZ, the food manufacturer that brought the British public such
memorable advertising campaigns as Beanz Meanz Heinz, is planning to
create a new slogan - Heinz Meanz (1).

Mr Tony O'Reilly, the flamboyant chairman and chief executive of the
Pittsburg-based international food group, is planning to.end UK com-
mercial television (2) for his products this year
and instead concentrate on (3) .

Mr O'Reilly, whose career in marketing took off after he created the
Kerrygold (4) for Irish butter in his early 20s, believes
the era of mass marketing is giving way te-more targeted selling tech-
nigues.

The Heinz plan to give up television (5) would
be one of the most radical marketing-moves in recent years by a food
manufacturer. It comes as manufacturers of (6) food

products are facing growing competition-from cheaper, own-label goods
produced by supermarkets. The Heinz account is one of the longest es-
tablished in television (7).

Heinz has already built up a database of 5.6 million homes in the UK
that are heavy users of the company's products. Mr O'Reilly plans to
send special discount vouchers directly to those homes, thereby bypass-
ing conventional (8) media such as televi-
sion and newspapers. The discount vouchers will be for individual Heinz
products, such as baked beans, but also for groups of Heinz lines.

Mr O'Reilly has decided that (9) is the most
cost-effective way of maintaining loyalty to the (10).
The Heinz chief executive sees the plan as the start of a ‘guerrilla’ cam-
paign-against the increasing power of the large supermarket groups,

which, he believes, sometimes treat (11) products cava-
lierly. Mr O'Reilly wants to take control of (12)
policy for his (13) rather than leaving it to the dis-

cretion of supermarkets. He is concerned that Heinz products are often
treated as mid-market products when they should be priced and dis-
played as premium (14) . If Heinz goes ahead
with its plan and proves that (15) to its best customers
works, it could be a blow to commercial television.
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TERMS TO KNOW

established demand
promoted demand
conveniently placed
attract

engage

supplement

promotion of sales
publicity

special event sales

personal selling
sales promotion campaign

public relations

community goodwill
check
count
omit

intermittent

impulse items

feature

occasion

involve

gain the prospective customer

cumulative net result
creditaccount
delivery service

on-time deliveries
conformity to specification

tarnish

tarnished goodwill
ultimate result
conviction
billboard
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pOIaraHAUCTCKUN CIpoc

yI0OHO PacIoNIOKEHHBIH
IIPUBJICKATh, IPUTITUBATH; TUICHSTH
3aHUMAThCS; BOBJICKATh

JTOTIOJTHSITD; JIOTIOJTHCHUE,
n00aBJICHUE

CTUMYJIMpPOBaHUE CObITa
Ma0IMCUTH, [JIaCHOCTb,
peKIIaMUPOBaHHUC

MPOJIaKa B CBSI3U C ONPEACICHHBIM
coObITHEM
JUYHAsH MPOAaKa
KaMImaHust. 10
cObITa

CBSI3U C OOMICCTBEHHBIMH OpraHU3a-
UUSAMU U OTACITEHBIMU JIAIIAMU
I00pOXkKeIaTEILHOCTL 00I1IeCTBA
TPOBEPSATH

CUUTATb

IpeHeOperaTh,
MIPOMYCKaTh; HE BKIIIOYATh
IIPEPBIBUCTHIN
UMITYJIbCUBHBIE TOBapPhI
0COOEHHOCTh, XapaKkTepHas yepra
clly4yai, BO3MOKHOCTb

BOBJICKATh, BKJIIOUYATh

JOCTUYb PEANO0JIaraeMoro
NOKyIaTesns

KYMYJISITUBHBIN YHCTBIA PE3YyJIbTaT
KPEAUTHBIN CUET

CTUMYJIMPOBAHHIO

YIIyCKaTh,

o0Clly’kMBaHUE  TIPU  TIOCTaBKeE
(oGopynoBaHuMS)
MIOCTaBKHU B CPOK
COOTBETCTBHE crienugpuKanuu

(TEXHUYECKOM XapaKTePUCTHUKH )
NATHATH, HOPOYUTH
3amnsiTHaHHAs penyTaius
KOHEUYHBIN PE3yJIbTaT
yOEXIEHHOCTh, YBEPEHHOCTh
PEKIIAMHBIN AT



poll

launch a new product
commercial break
account for

newspaper circulation
point-of-sale

keep costs down

put forward a proposal
be financially sound

cause a recession
fall in demand

OTIpocC
BBIITYCTUTH HOBBIH TOBAp
peKiIaMHas mays3a
HACUUTHIBATh

THUPaX ra3eTbl

MECTO COBEPIICHHSI IPOJIAKH
HE YBEJIMYMBATH PACXOIbI
BBIIBUHYTH MPEJI0KECHHE
ObITh B XOpomeMm.  (puHaHCOBOM
COCTOSTHUH

BBI3BIBATH TaJICHHUE (CIIajT)
najieHue crpoca

redundancies M3JIUIIKA
sales increase yBEIIMYCHHE COBITA
fall in share price na/ICHe TICHBI aKITUH

WORD STUDY

1. Match the words with their definitions.
intermittent, check, demand, goodwill, feature, gain, item, omit, publicity, count

1) The wants of buyers in the market.

2) To get or obtain something wanted.

3) The business of attracting public attention and of encouraging general
feelings of goodwill towards a product or service in order to sell it.

4) A single article or class of articles.in a list, account, inventory, etc.

5) The advantage possessed by an established business over a new business.
The attractive force that brings in customers.

6) Make sure that smth or'smb is correct, safe, making progress.

7) Say all numbers.one after another up to a particular number.

8) Do not include smth in an activity or piece of work, deliberately or accidentally.

9) Smth happening. or appearing occasionally or at regular intervals rather
than constantly or continuously.

10) A particular part of smth or characteristic that it has, which you notice
because It seems important or interesting.

2. Supply the sentences with the missing words.
tarnish, conviction, conveniently, supplement, involve, attract, ultimate, oc-
casion, engage

1) The amount of fuel is displayed ... on a gauge.

2) | tried desperately to ... his attention.

3) It was considered inappropriate for a former President to ... in commerce.
4) They had to get a job to ... the family income.

5) The Oval Office will be used for ceremonial... .

171



6) The business seemed to ... an enormous amount of sales.

7) Itturned into a witch-hunt that... the names of many of the country’s intellectuals.

8) He knew this action was necessary for the ... success of the talks.

9) Nothing would budge him from his ... that he could run a news paper suc-
cessfully.

5. Choose the best alternative to complete the sentence. Look up any
words you don't know.
1) With effective advertising a company can become a ... name.

a. house b. household c. housewife's d. home
2) We need an effective campaign to ... our new product range.
a. fire b. set out c. set off d. launch

3) During the commercial ... , there was an advertisement for a new women's
magazine.

a. break b. breakage C. pause d. interval
4) The first thing an ad must do is ... the reader's eye.

a. trap b. catch c. find d. reach

5) We need a name for the product which will... to teenagers.

a. draw b. attract c. succeed d. appeal

6) They decided to do a mail ... to get people interested in their holiday
homes.

a. shot b. shoot c. trial d. list

7) All advertisers must obey the industry's ....

a. practice code c. practical code

b. code of practice d. code word

8) Advertising on television is very expensive during ... viewing hours.
a. peak b. high c. audience d. big

9) We did a lot of research to ensure that the advertisement would appeal to
the ... audience.

a.aim b. arrival c. goal d. target
10) Newspaper advertising ... for 45% of the total.
a. accounted b. counted c. comprised d. came

11) Advertisers look at each newspaper's ... figures before deciding where to
place their advertisements,

a. circular b. population c. circulation d. revenue
12) As part of our service we provide .... display material.

a. selling point C. appointed

b. point of sale d. salesmanship

13) If you advertise at airports, you have a ....... audience.

a. captured b. slave c. captivated d. captive
14) She does the art work while I write the ........... for each advertisement
a. copy b. copies C. copyright d. media
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TEXT 7. Advertising and promotion

The total demand for the goods or services offered by any small firm can
be divided into established demand® and newly created demand, sometimes
called promoted demand?.

Established demand is that volume of sales which comes without con-
scious outside promotion by the firm. People buy because they have had posi-
tive experiences with the firm's products, find the firm conveniently®placed,
or are attracted” by the firm's appearance.

Newly created or promoted demand by contrast, is the volume of sales
that results from firm's engaging® in various types of-activities to draw
people to the firm. Promoted demand customers, if pleased, can become es-
tablished customers. Those firms that supplement® established demand with
promoted demand show much better sales volume and profits. Almost with-
out exception, additional advertising and prometion brings in greater sales
volume.

All the activities that go into the development of sales can be grouped
under the title promotion of sales. This promotion can use either direct or in-
direct methods. Every small firm owner should think about using some of the
following types of sales promotion.

Direct promotion methods Indirect promotion methods

1. advertising 1. public relations

2. publicity’ 2. customer relations

3. displays 3. customer services

4. special event sales 4. product styling and packaging
5. manufacturer's aids 5. community goodwill®

6. personal selling

7. sales promaotion campaigns

Advertising can be defined as commercial messages to the public de-
signed to inform potential and established customers and to encourage sales
for the advertiser. Advertising can be either institutional (designed to sell the
firm's name) or direct-action (designed to sell the firm's product or service).

Types of advertising media. Among the media generally used in adver-
tising are: television, radio, newspapers, magazines, outdoor billboards; spe-
cialty advertising (distribution of such items as notebooks, pencils, calendars,
blotters, gummed labels, telephone pads, shopping bags), public transporta-
tion, yellow pages, direct mail, other media (catalogues, samples, handouts,
leaflets, etc.)

Measuring advertising effectiveness. Whenever possible, every advertis-
ing program undertaken should be checked® for its effectiveness. Some of the
ways the small firms can do this are:
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1.Advertise one item in one ad only. By having no references to the item
on the sales floor and then counting™ the calls and requests, ad results can be
identified.

2.Place identical ads with identifying marks in two separate Publica-
tions. The reader is asked to bring the ad to he firm to obtain a special price
or prize. Count how many ads come in from each source.

3.0mit™" a regular advertising project for intermittent* periods and
watch for any change in sales.

4. Check sales results when a new advertisement is placed.

Publicity has always been described as advertising that is not paid for. It
includes such things as public news items about the owner of the firm that
tend to brighten the firm's image or make friends for the business.

Displays are an one-site method of sales promotion. Products that are
not normally considered impulse items™ are often sold through an effective
display in the windows or on the sales floor. Displays enable the merchant to
add changes, interest, and brightness to the standard layout, and when well
done can do much to increase sales.

Special event sales. Special events to directly promote sales have be-
come a well-established feature® of most-consumer goods businesses. The
firm's anniversary, the firm's president's birthday, the addition of a new ser-
vice for customers, the start of the spring and fall seasons, and so on, can all
be used as occasions™ to promote sales. Major holidays, of course, are ideal
for sales.

Manufacturer's aids are any form of assistance provided by the manu-
facturer to small wholesalers and retailers for promoting sales. These aids
may take the form of national advertising of the products involved™, assign-
ment of trained personnel to demonstrate the use of a product such as cook-
ware in the particular store, provision of attractive window and floor displays,
or monetary contributions-to an advertising program.

Personal selling means all those activities and characteristics of the in-
dividual salesperson-which make successful sales. Fundamental to all good
personal selling is a thorough knowledge of the merchandise. Personality,
human psychology are also important.

The four basic steps in making any sale have been summarized as fol-
lows: 1. Gaining'’ the prospective customer's attention and interest, 2. Creat-
ing -desire and overcoming objections, 3. Presenting various solutions, 4.
Closing the sale.

Sales promotion campaigns are usually built around a central idea. The
campaign may last a day, a week, or even several months. It may be seasonal
or associated with a business opening or anniversary, a new product, or the
introduction of a new service. The opening of a new department, a new loca-
tion, or a national or historic commemoration can also be the basis for a cam-

paign.
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When the theme is chosen, the campaign itself must be carefully
planned. The list that follows outlines a number of important campaign ele-
ments: a basic promotion idea or philosophy must be developed, promotion
objectives should be drawn up, various elements of the campaign - advertis-
ing, display, and public relations should be studied, responsibilities should be
assigned to employees, the program of activities should be scheduled, using a
calendar and a timetable, individual promotions should be reviewed after the
campaign, critiques should be written and filed for the future reference.

Public relations. A firm's public relations determine its image, or popu-
lar reputation, in the general community. The nature of its public relations,
good or bad, is reflected in the community's attitude and goodwill toward the
firm. Good public relations are cumulative net result,-which is more easily
destroyed than built. It is the responsibility of every person associated with
the firm. Every act of the firm's representatives contributes to the overall im-
age of the firm.

Customer relations build sales independently and also contribute to the
total image of the firm. Satisfied, happy customers are the best form of adver-
tising and promotion.

Customer services can be a part of both public relations and good cus-
tomer relations. Many customers want.special services and seek out firms
that supply them. Examples are air-conditioned stores, night hours for shop-
ping, credit accounts, delivery service, and lines of merchandise not generally
available. Pricing policies are sometimes adjusted for particular customer
groups as a part of service. Firms selling industrial products have found that
the most valued customer services are on-time deliveries, conformity to spe-
cifications of products sold, and efficient accounting procedures.

Product styling and packaging are obvious aids in developing sales vo-
lume. When similar products are offered in various styles, customers seek
choices. Packagingcan be-an equal attraction.

Community goodwill. Every owner should be aware of the importance of
the goodwill of the public to the firm's success. Every proposed business pol-
icy should first be analyzed in terms of its effect upon the company's image.
No firm with tarnished™® goodwill will be very successful 1 in a community.
Potential purchasers stay away from such firms, sales fall, service becomes
more difficult to maintain, and as a result the circle gets smaller. Failure is
the ultimate™ result.

All the sales promotion methods reflect a conviction® that the customer
is the most important part of any successful business. There can be no profit
in the absence of sales. Efforts to keep present customers happy and to con-
stantly attract new ones are essential to continued profits and growth.

Notes: 1. chopMupoBaHHEIH CIIPOC; 2. MPONAraHAUCTCKUI cripoc; 3. y100HO;
4. mTpuBNeKaTh, NPUTITUBATH; IUICHATh;, 5. 3aHUMAThCS; BOBIICKATh;
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6. JONONHATH; MAONOJHEHWe, no0aBieHue; 7. MponaraHjaa, NaOIUCHUTH;
8. noOpokenaTenbHOCTh oOmiecTBa; 9. mpoBepsatrh; 10. cuuTaTh;
11. npenebperath, ynyckarb, MpoMycKaTh, HE BKIIOYaTh; 12. MpephIBUCTHINH;
13. wumnynbcuBHBIE TOBapbl; 14. 0COOEHHOCTb, XapaKTepHas 4epTa;
15. cmyuail, BO3MOXXHOCTb, 16. BOBJIEKaTb, BKJIOYaTh, 17. noOuUBaThCA,
nocturath; 18. msaTHaTH, NOPOYUTH, 19. KOHEYHBIN, OKOHYATEIbHBIN;
20. yOex1€HHOCTh, YBEPEHHOCTb.

COMPREHENSION

1. Answer the following questions.

1) How would you describe established demand as contracted with promoted
demand?

2) What is promotion of sales? What types of sales promotion do you know?

3) How would you define advertising?

4) What types of media are used in advertising?

5) What do we mean by checking the effectiveness of advertising? What are
some of the methods by which this can be done?

6) What goods are often sold through an effective display in the windows or
on the sales floor?

7) What occasions can be used as special event sales?

8) What are the four basic steps in successful selling?

9) What are important campaign elements?

10) What do public relations determine?

11) What are the best forms of advertising and promotion?

12) Can you give examples of special customer services?

13) What is the most important part of any successful business?

14) What efforts are essential to continued profits and growth?

2. In each of the following, select the word or phrase that best completes
the sentence or answers the question.
1) When designing an advertising layout, you should use
a. large headlines since big print is easy to read
b. as many ideas as possible since space is expensive
c. aseries of elements which draw attention to a regular pattern
d. startling proportions so that the advertising attract attention
2)Which one of the following departments usually has the responsibility in
a company for the development of a favourable community image for
the business?
a. the advertising department
b. the personnel department
c. the public relations department
d. the purchasing department
3) Which one of the following media is usually the most expensive?
a. radio c. outdoor advertising (billboards)
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b. newspapers d. television
4) One way to cut down on advertising expense and still reach customers is to
a. join a merchants association which shares the cost of advertising
b. take advantage of cash credits given by manufacturers for giving pre-
mium space for their products
c. advertise national brands in local papers where an allowance ‘is pro-
vided by the national company
d. take advantage of all of these opportunities
5) Which one of the following elements of an advertising layout would be
a problem for you if you could not draw or sketch?
a. headline c. illustration
b. copy d. media
6) Which one of the following policy recommendations offers poor adver-
tising advice?
a. The advertiser should spend as much as the budget will allow
b. The advertiser should periodically evaluate the advertising dollar for
effectiveness.
c. The advertiser should vary media from time to time to reach different
markets
d. The advertiser should read the results of research and polls of buying
habits in the area.
7) A method of sales promotion used in supermarkets is
a. trading stamps C. coupons
b. games of chance d. all of these
8) Dependent customers are usually

a.impatient C.mervous
b.skeptical d. undecided
TEXT 8. A)

» Ex. I. Scan through the text. Restore the word order in the questions
that follow and answer them. Translate into Russian in written form.

Advertising and its effectiveness. There is no serious disagreement
over the power of advertising to inform consumers of what products are
available (can easily be bought or found). In a free-market economy effective
advertising is extremely important and necessary to a company's survival, for
unless consumers know about a company's product they are unlikely to buy
it. For an advertisement to be effective its production and placement must be
based on a knowledge of the public and a skilled use of the media. A career
in advertising is a difficult one. Good advertisers are in great demand. Adver-
tising agencies serve to organize complex advertising campaigns. The effec-
tiveness of advertising campaigns is based on research into consumer beha-
viour and demographic analysis of the market area. [Demography is the study
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of human populations and the ways in which they change.] Advertisers com-
bine creativity in the production of the advertising messages with canny
scheduling and placement, so that the messages are seen by, and will have an
effect on, the people advertisers most want to address. Given a fixed budget,
the advertiser faces a basic choice: he can have his message seen or heard by
many people fewer times, or by fewer people many times.

Power - croco6HOCTR; unless - moka He; unlikely - Bpsix JId; advertise-
ment - peximamHOe O0OBsiBICHHE; placement - pasmemienue; skilled -
WUCKYCHBIN; research - wmcciemoBanme; creativity - TBOPYECTBO; canny -
xutpslif; schedule - mmanupoBatsk; thing of naught - HeHy>XHas Bellb.

1) Does advertising its point or not gain? 2) Why effective advertising
extremely important and necessary to a company's survival is? 3) What must
for an advertisement to be effective be done? 4)-A career in advertising a dif-
ficult one, isn't it is? 5) Good advertisers in great‘demand, aren't they are? 6)
What do advertising agencies to do serve? 7) What the effectiveness of ad-
vertising campaigns is based on? 8) What and why advertisers do combine?
9) What budget the advertiser is given? 10) What the advertiser does face?

» Ex. II. Agree or disagree with the following statements.

1) There is no dispute over the power of advertising to inform consum-
ers of what products are available. 2) Free market is a market in which prices
are not controlled or limited in any way. 3) Effective advertising is essential
to a company's survival. 4) Consumer is someone who buys and uses prod-
ucts and services. 5) As soon as consumers know about a company's product
they are likely to buy .it. 6) A career in advertising is an easy one. 7) Good
advertisers are in good demand. 8) Advertising agencies serve to organize
whispering campaigns. 9)-Whispering campaign is an attack on someone that
Is made by privately spreading criticism about them. 10) The effectiveness of
advertising campaigns is based on research into consumer private life. 11)
Advertisers'have to be clever, careful, and not easily deceived, especially in
business-or politics. 12) Advertisers are given a permanent budget. 13) Ad-
vertisers play the fool with consumers.

» Ex. I1l. Translate the following words and phrases from Russian in-
to English.

Pa:mornacpm; CIIYJKUTD, CIIPOC; PCKIIAMHOC aIrCHTCTBO, PACIIPOCTPAHCHHUC
JIOHBIX CITyXOB PO CBOETO MPOTHWBHUKA; YAaCTHBIM 00pa3oM; PacIpOCTPAHSITH;
HAYYHOE HMCCIICIIOBAHNE; YacTHAS , )KI3Hb, 0OMaHbIBATh; TICPMAHEHTHBI; BaJSITh
Jypaka; peKIaMHpoBaTh;, HWH(DOPMUPOBATH; MOTPEOUTENb, WMEIOIIUIACT B
pacropspkeHuM; CBOOOMHBIA PHIHOK; II€HA; KOHTPOJIMPOBATh, OTPAHUYHUBATH;
3¢ EKTUBHBII; CYIIECTBEHHBIN.
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» Ex. IV. Translate the following questions from Russian into English
and answer them.

1) Pexnama cozmaér crnpoc Ha ToBapbl U ycayru? 2) Ber mrobute
pexiamy? 3) Uto ecth xopormras pekinama? 4) Uto ecth mioxas pexiaama? 5)
Bbl kynuTe TOBap, €ciaM y Hero Iwioxas pekiama? 6) Moxker nu xopoumias
pekiiaMa yoeIuTh MOKynaTesi KyIUTh HEHYXKHBIN eMy ToBap?

» Ex. V. Complete the following statements. Choose one topic to speak
about a) effective advertising; b) advertisers; c) advertising agencies
and campaigns. Retell the text Advertising and its effectiveness.

1) Effective advertising is ... 2) Unless consumers know ... 3) For an
advertisement to be effective ... 4) A career in advertising is ....5) Good ad-
vertisers are ... 6) Advertising agencies serve ... 7) The effectiveness of ad-
vertising campaigns is based on ... 8) Advertisers combine ... so that ...
9) Advertisers are given ... 10) Advertisers face ...

B)

» Ex. I. Scan through the text. Restore the word order in the questions

that follow and answer them.Translate into-Russian in written form.

Advertising, its cost and its influence. In criticism of advertising it has
been argued that the consumer must pay for the cost of advertising in the
form of higher prices for goods; against this point it is argued that advertising
enables goods to be mass marketed, thereby bringing prices down. It has been
argued that the cost of major advertising campaigns is such that few firms can
afford (to have enough money to buy or pay for something) them, thus help-
ing these firms to dominate (to have power and control over) the market; on
the other hand, whereas-smaller firms may not be able to compete (to try to
be more successful) with-larger ones at a national level, at the local level ad-
vertising enables them to hold their own. Finally, it has been argued that ad-
vertisers exercise an-undue (more than is reasonable, suitable, or necessary)
influence over the regular contents of the media they employ - the editorial
stance (an-opinion that is stated publicly) of a newspaper or the subject (the
thing one is talking about or considering in a conversation, discussion, book,
film etc.) of a television show. In response it has been pointed out that such
influence is counteracted, at least in the case of financially strong media
firms, by the advertiser's reliance on the media to convey his messages; any
compromise (an agreement between two contracting parties that is achieved
by both of them accepting less than they wanted at first) of the integrity of a
media firm might result in a smaller audience (the persons reached by a pub-
lication, radio, TV, etc.) for his advertising.

Market - cowsiBath; thereby - Takum obpaszom; whereas -toraa kak; hold
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ONe's OWN - COXpaHATh CBOW IO3WIIMH; €XErcise - MCIoib30BaTh; undue -
ype3MmepHbiid; editorial stance - pemakTopckas mMmo3ulus; counteract -
HEWTpamn30BaTh; reliance - 3aBUCHMOCTB; convey - coo0InaTth; contracting
parties - moroBapHBArOIIMECS CTOPOHBI; integrity - HEMPUKOCHOBEHHOCTH;
break - mpepbiBaTh;, preserve one's existence - BBDKHTH, go without -
oboiiTHCE 0e3; forceless - O€CCUIBHBINA.

1)What the first point at issue in criticism of advertising is? 2) What-the is
second matter of dispute in criticism of advertising? 3) What the third subject
of controversy in is criticism of advertising?

» Ex. Il. Agree or disagree with the following statements.

1) The advertiser must pay for the cost of advertising. 2) Advertising
enables goods to be mass marketed. 3) Advertising brings prices up. 4) The
cost of major advertising campaigns is such that-few firms can have enough
money to pay for them. 5) Advertising helps only very large companies to
have power and control over the market. 6) Smaller firms are not successful
in comparison with larger ones at a national level. 7) Advertising enables
smaller firms to flourish at the local level..8) Advertisers exercise an unrea-
sonable influence over the editorial stance of a newspaper. 9) Advertisers ex-
ercise an excessive influence over the subject of a television show. 10) The
advertiser's influence is neutralized by the advertiser's reliance on the media
to convey his messages. 11) The media are completely subject to the adver-
tiser's ill will.

» Ex. Ill. Translatethe following words and phrases from Russian into
English.

Pexiiamonarenp; HEMHOrME; pBIHOK; B CPAaBHEHHUM C; YJA4yHbIM; Ha
HallMOHAJILHOM YPOBHE; TIPOLBETaTh; PACIPOCTPAHEHHBIM B OTIEJIBHBIX
MECTaxX; HEMOMEPHBIN; BIIMSHHE, HEHUTPaM30BaTh; COOOIICHHE; BCEIIEIIO;
MO/IBJIACTHBIN; TWIATUTH; CTOMMOCTB; MaCcCOBBIH; BJICUb 32 COOOM; peKiIaMHas
KOMITAHUS; 37101 YMBICET.

» Ex. IV. Translate the following questions from Russian into English

and answer-them.

1) TloTpebutenb MOHKEH TUIATUTH 3a pekinaMy? 2) Bam HpaBuTcs, Koria
¢unapM npepeiBaeTcsi pekinamon? 3) TeneBuaeHue MpoxXUBET 0Oe3
pexnambl? 4) Bei Bepute pekiiame? 5) Kakoit ToBap MOXKET 000HTHCH
0e3 pexnambl? 6) CpenctBa MaccoBor HHGOpPMAIUU OECCHIIBHBI
repen 37101 BoJIel pekiaMoaaTens?
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» Ex. V. Complete the following statements. Choose one topic to speak
about advertising a) its cost; b) its influence. Retell the text Advertising and
its power.

1) The consumer must pay ... 2) Advertising enables ... 3) Few firms

can afford ... 4) Advertising helps large companies to dominate ...
5) Small firms can't compete ... 6) Advertising enables small firms ...
7) Advertisers exercise ... 8) The advertiser's influence is counte-
racted by ... 9) Any compromise ... might ... 10) ... an agreement be-
tween two parties achieved by both of them accepting less than they
wanted at first.

WRITING AN ADVERTISEMENT

EX. 1. Read two newspaper ads and fulfill the assignments after them.
1.
"If you're thinking about buying windows or conservatories...
You can’t afford to miss this!"

WE DON'T PHONE YOU WE DON'T HAVE TO

MRS DAGARNO QUEENS DEN, ABERDEEN "These windows were
the only company to give me exactly what | wanted."

MR & MRS NEWTON ABERDEEN "Excellent service and quality of
workmanship."

MR & MRS MCCALLISTER BANFF "The joiners were excellent,
they did the terrific job."

MR & MRS SELBIE MOSSIDE DV, ABERDDEN "Absolutely
thrilled, with every aspect.”

MR & MRS THOMPSON NEWBURGH "Installation carried out effi-
ciently first time, on time and to the standard required."

MR & MRS MCCAY FRASERBURGH "Thanks for the job well
done."

MRS EDGAR ABERDEEN "Workmanship brilliant, everybody has
said how lovely they are."

MRS BRUCE ELLON "Quality of windows is excellent, very pleased
with job."

MRS SUTHRLAND INVERURIE "Pleasant and efficient service from
beginning to end."”

‘Excellent’ 'Brilliant’ ‘Professional’ Thrilled’
‘Craftsmen’ 'Superb’ Quality' Our Customers Spread 'The Word’

01224 706555
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Windows & conservatories limited
Unit 15 Murcar Commercial Park Bridge Don
2.
INFORMATION TO HELP YOUR BUSINESS GROW

It's good to know that you have at your disposal a Scotland-wide net-
work of Business Shops designed specifically to help your business. Having
already established itself as an invaluable contributor, now handling over
70,000 inquiries a year, there are 37 outlets and 100 Business Information
Officers around Scotland ready to find answers to your questions.

Whatever your questions are — accessing new market, sourcing new sup-
plies, developing your employment strategy or achieving financial support —
there's local help at hand. With active links to Scotland's public and private
business support network there is no simpler or smarter way to source the as-
sistance you require. And remember that to access this priceless resource you
only have to dial a single number that will automatically route; you to your
local Business Shop. So call the number as:soon as you can and get some
help to grow your business.

Vocabulary

to afford — mo3BosATH

thirilled — B3BoTHOBaHHBIH

installation — ycranoBka

workmanship (craftsmanship) — nckyccTBo, MacTepCTBO; KBATU(DUKAIIHS
contributor — comeicTBYIOIIHIl; TOMOIIHUK

at hand — Haxomsmmiics moa pyKoi

link — cBs13b assistance — moMoIIb

to dial — Habupath HOMEp

to route — HampasJIATE, pacupeaeIsaTh

ASSIGNMENTS
I. Read the first ad. Choose the right answer.
1. The company advertises its
a) telephones b) windows
C) houses

2. What do the customers like in the company?
a) prices d) spare parts

b) installation e) service

c) delivery f) quality
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3. The customers install the windows themselves,
a) yes b) no

II. Find this information in the ad.
1. The name of the company.
2. The address of the company.
3. Something special about the way the company advertises its product.

III. Read the second ad. Match the beginnings of the sentences with their
ends.

1. There are 37 outlets and 100 Business Information Officers around

Scotland ready...

2. Whatever your questions are ...

3. To access this priceless resource ...

4. Call the number and ...

5. There is no simpler smarter way ...

A.get some help to grow your business
B.to find answers to your questions
C.to source the assistance you require
D.there is local help at hand

E.you only have to dial a single number

IV. Find this information in the text.
1. What does this company provide?
2. What questions can it answer?
3. What do you haveto do to get its help?

V. Write an ad. Choose one of the following topics, or make your own.
» A new pet store IS opening.
* You want to sell your old bike.
» A stereo store iIs having a sale.
» Your group is giving a play.
» You are offering a special trip or tour.
« A new movie is about to open.

Even though you are not writing a paragraph, you should use steps in the

writing process.

Prewrite — Jot down the main idea of your ad. Then list something that
will attract the attention of your readers. Write any information your readers
will need to take advantage of the ad.

Compose — Use your notes to write your ad. Use words and phrases that
will attract attention. Include some complete sentences.

Review and Revise — Read your ad. Have you kept to the point or you
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add or change any word or phrase to make the ad sound more interesting?
Have you included all the necessary information? Is the main idea of your ad
clear?

Edit — Check your spelling and punctuation.

Publish — Make a neat final copy of your ad. Then share it. Ask a friend
what is the main idea of your ad.

Creating an ad is a special way of presenting a main idea. You need to at-
tract the reader's attention quickly. You have to state your points early in a
small amount of space. You also want to make the main idea of the ad as
clear as possible.

Read the ad below. In your notebook, write down the main idea of the ad.
Then jot down four details that support the main idea.

THE PET STORE YOU HAVE BEEN WAITING FOR IS HERE!
The GRAND OPENING is on July 15th. Come.in for a FREE GIFT!
Wide variety of pets and pet supply products.

ANIMAL FRIENDS PET SHOPS 25 Maple Drive
Open Monday-Sunday, 11.a.m. to 10 p.m.

Now create an ad of your own. Choose one of the following topics, or

think up one of your own.

* anew video store is opening

« anew bicycle shop is opening

+ you want to have a garden or garage sale

+ you are offering a historical tour of your town

Imagine that you are writing the ad to run in your local newspaper. Be
sure to include all the information your readers will need.
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UNIT 5. MONEY AND BANKING
To have money is a good thing; to have a say over the money is even better.
Your vocabulary

Money — is the coins or banknotes that you use when you buy something, or
when you pay for a service.

Monetary — means relating to money, especially the total amount of money
In a country.

Monetarism — is the control of country’s economy by regulating the total
amount of money that is available and in use at any time.

Monetarist — means relating to monetarism.

Ex. 1. Study the following words and word-combinations. What are their
Russian equivalents?

Money, make money, to be in the money, get one’s money’s worth, to
have money to burn, blood money, danger money, hush money, pocket
money, money for old rope, raise money

Translate the sentences below. Pay attention to the words in bold.
1. Many oil-rich countries have money to burn.

2. | always insist on getting my money’s worth.

3. She seems to be in the money.

4. He made good money when he worked.

5. He deserves to get danger money for that risky job.

6. Do you have any money on you?

7. When he was ten, hisqpocket money was 5% a week.

8. It was just money for-old rope.

9. Take it away! This blood money of yours!

Ex. 2. Read and translate the following words and word combinations.
Mind the stress: a) on the first syllable; b) on the second syllable; ¢) on two
syllables:
a)Coin, credit, currency, medium, money, money order, purchasing power,
service, standard, constant store of value, legal, tender, reckon, measure;
b)commodity, demand, inflation, rapidity, transaction, maintain, provide,
regard, originally;
c)substitute, originate, origination, originator.
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Word List

Nouns and noun phrases

cheque — ek

coin — MoHeTa

commodity — ToBap (CbIpbEBOIA)

credit — kpeaur

currency — samora

demand — cripoc

inflation — uadusuns

medium — cpeacTBo

Money — ICHbI'n

note — 3amucka

paper note — 6aHkHOTa

order — mopsi oK, mpuKas

money order — IIaTe:KHOE MOPYUCHHE

power — cuia, Molib, pl. — cmocoOHOCTH

purchasing power MoKynaresbHast
CIIOCOOHOCTh

rapidity — GpIcTpOTa, CKOPOCTH

service — yciyra

standard — cranmapr

gold standard — 3o50T0i1 cTanmapt

store — 3amac

constant store

LIEHHOCTEN

supply — npeanoxenue

tender — nmpemokenue

legal tender 3aKOHHOE TUTATEIKHOC

CPEJCTBO (AEHBIN)

HOCTOSHHBIN

3arac

term — mepumo, 37eMeHT, pl. - ycIoBust

in terms — ¢ Touku 3peHUs, B CMBICJIC, YTO
KacacTcCs

transaction — cuenka

value — HEHHOCTb, CTOUMOCTD, Ba>KHOCTbh

Adjectives
constant — moCcTOSIHHBIN
valuable — uenusIii

Verbs
judge — cyauTh, cCunTaTh

iSSUE — BBIMTYCKaTh, U31ABaTh, BHIXOIUTh
maintain — noaaep>KuBaTh, COXPAHAThH
measure —u3mMepAaThb

provide — oGecrieunBarh

provide <somebody with money
obecreunBaTh KOro-1mdo AeHbraMmu
reckon = caurath

regard — cuurath

be regarded - cunrarbcs

sell = mponaBats

sell for money — npomaBath 3a 1eHbIU
substitute — 3ameHsITH

Adverbs

originally — mepBoHa4anbHO, UCXOIHO, MO
MIPOUCXOXKICHUTO

Ex. 3. Using a dictionary add as many words as possible into the table.

Verbs Adjective Nouns
1. credit
2. inflation
3. note
4, power
5. service
6. standard
7. 1o judge
8. to measure
Q. valuable
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Ex. 4. Make adjectives from the following nouns.

Nouns Adjectives
constant

value
current
medium
note
rapidity

Ex. 5. Make nouns from the following verbs.
Verbs Nouns

to maintain

to provide

to sell

to substitute

to originate

to transact

Ex. 6. Make verbs from the following nouns.
Nouns Verbs
coin
credit
demand
note
order
power
service
store
tender
term
issue
regard

Ex. 7. Read the following information about money.
1. In Great Britain the currency used is the pound sterling. (J) In the USA
(and many other countries) the currency is the dollar. ($)
J1 =100 pence (p): $1 = 100 cents (c)
Note that the sign goes before the figure.
2. When speaking about sums of money we say:

$1.35 a dollar thirty five (or one thirty five)
$3,000 three thousand dollars
five cent coins nickels

ten cent coins dimes

187



twenty-five cent coins  quarters

fifty cent coins half dollars
50p fifty p, fifty pence ( not * pences)
J1.99 one (pound) ninety nine

Note that we do not add ‘'and’ between the figures representing
pounds/dollars and pence/cents.
Nor do we mix figures and words; the following are wrong: not *
J39 ninety nine; J Twenty five; 457 dollars

3. The separation of units of a thousand can be made by using a comma (,)

or with a blank:
FF 365,027,968.80 = three hundred and sixty five million twenty seven
thousand nine hundred and sixty eight francs eighty centimes

4. It is customary to place the currency sign before the figure:
DM16.7bn; FF140m; L1,200bn; HK$2,500; Y9,000; J250

5. A sum of money is used with a verb in the singular: These days J50,000
is not a large sum of money. Why was US$115.69 paid in addition to the
ocean freight?

6. It is now common to see the abbreviation K: $ 100K (a hundred

thousand dollars)

Write these out as you would say them.

$1.45

&8.50

$199,000

J352.29

$75.50

£225.000.000

89p

$354.50

ONoUIRWN

TEXT 1. MONEY
Savings is a very fine thing. Especially when your parents have done it for
you.

Sir Winston Churchill (1874-1965), English statesman, writer, and Prime
Minister.

I. Read the text to get the gist of it. Answer the following questions.
a)Why is the role of money so important?
b)What does the purchasing power depend on?

The work which people undertake provides them with money. People buy
essential commodities with money. All values in the economic system are
measured in terms of money. Our goods and services are sold for money, and
that money is in its turn exchanged for other goods and services. Coins are
adequate for small transactions, while paper notes are used for general busi-
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ness. Originally, a valuable metal (gold, silver or copper) served as a constant
store of value, and even today the American dollar is technically 'backed' by the
store of gold which the US government maintains. Because gold has been univer-
sally regarded as a very valuable metal, national currencies were for many years
judged in terms of the so called 'gold standard'. Nowadays national currencies are
considered to be as strong as the national economies which support them.

Valuable metal has generally been replaced by paper notes. These notes
are issued by government and authorized banks, and are known as ‘legal ten-
der'. Other arrangements such as cheques and money orders are not legal ten-
der. They perform the function of substitute money and are known as
'instruments of credit'. Credit is offered only when creditors believe that they
have a good chance of obtaining legal tender when they present such instru-
ments at a bank or other authorized institutions. If a man's assets are known
to be considerable then his credit will be good. If his assets are in doubt, then
it may be difficult for him to obtain large sums-of credit or even to pay for
goods with a cheque.

The value of money is basically its value as a medium of exchange or as
economists put it, its 'purchasing power'. This purchasing power is dependent
on supply and demand. The demand of money is reckonable as the quantity
needed to effect business transactions. The demand for money is related to
the rapidity with which the business is.done. The supply of money is the ac-
tual amount in notes and coins available for business purposes. If too much
money is available, its value decreases. This condition is known as 'inflation’.

I. Complete the sentences with the words from the box below.

Currencies, medium, money, metal, paper notes, demand, amount, inflation. |
Our goods and services are sold for ....

A valuable ... (gold, silver or copper) served as a constant store of value.
National ... are considered to be as strong as the national economies.

... ... are issued by government and authorized banks.

The value of money is basically its value as a ... of exchange.

Purchasing power is dependent on supply and ....

The supply of money is the actual ... in notes and coins.

The condition when too much money is available is known as ....

Nk wdE

Il. Translate into English.

1. JIroon MMOKYNAarOT TOBAPHI 32 JCHBIH.

2. ToBapbl U ycnyrd TpOAAIOTCS 3a JEHBIM, a JEHbI'M B CBOIO OYEpPEIb
0OMEHHUBAIOTCA Ha APYTUE TOBAPHI U YCIYTH.

3. JlparoiieHHbIe METAILIBI (30JI0TO, CEPEOPO U MEJIb) CITY>KHIIA MTOCTOSTHHBIM
3aI1acoM IIEHHOCTEH.

4. Ceiliuac HallMOHAJIbHBIC BAJIIOTEI OLICHUBAIOTCA B COOTBETCTBHUU C YPOBHEM
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7.
8.

Pa3BUTHA HAITUOHAJIBHBIX 9KOHOMHUK.

. baHKHOTBHI BBIITYCKAKOTCA IIPABUTCIBCTBOM H HCKOTOPBIMHU OaHKaMu U

CUMTAIOTCS 3aKOHHBIM IIJIATEKHBIM CPEACTBOM.

Ecnu yenoBek o6saaer 3HaYUTENbHBIMUA aKTUBAMH, OH MOXET MOJTYYUTh
XOPOIINN KPEIUT.

[ToxymarenbHast CIOCOOHOCTH JIEHET 3aBUCHUT OT CIIPOCA U MPEIOKEHHS.
[Tpu nHGAAIIUN IIEHHOCTH ICHET YMEHBIIIACTCS.

1. Make up your own sentences using the following words and word
combinations.

Money, coins, paper notes, purchasing power, goods and services, to be

sold, to be considered, inflation, gold, valuable metal, gold standard, national
currencies, to be judged.

IV. Read the text again and decide which of these statements are correct.

1.
2.
3.

4.

o o

People buy only some commodities with money.

Some values in the economic system are measured in terms of money.
Coins are adequate for general business; while paper notes are used for
small transactions.

Today the American dollar isn't 'backed' by the store of gold which the US
government maintains.

Gold has been universally regarded as a very valuable metal.

Paper notes, cheques and money orders are issued by government and au-
thorized banks, and are known as 'legal tender'.

The demand for money is related to the rapidity of the business.

Choose the best endings to the following statements.
1. Our goods and services are sold for money, and that money is ex-
changed for ....
a)cheques
b)money orders
c)other goods and services
2. Originally, a valuable metal served as ... .
a) 'an instrument of credit’
b) aconstant store of value
c) a national currency
3. The US government maintains ....
a)the American dollar
b)the British pound
c)the French franc
4. Nowadays national currencies are considered to be as strong as ....
a)the national economies
b)the government
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c)the banking system
5. Cheques and money orders perform the function of....
a) money
b)substitute money
c)a constant store of value
6. A man will obtain large sums of credit if his assets ....
a)are considerable
b)are in doubt
c)equal zero
7. The purchasing power is dependent on ... .
a)credit
b)supply and demand
c)business transactions

V1. Complete the unfinished questions in column A that are answered in
column B.

A B

What ...? Money

What ...? Coins

What ...? Paper notes

What ...? Cheques.and money orders
What ...? Legal tender

What ...? Inflation

VI1. Speak about money, substitute money, purchasing power and infla-
tion using key words, phrases, the topic sentences and the outline.

TEXT 2. THE FUNCTIONS OF MONEY

Money serves ad (1) a medium of exchange, (2) a unit of account, and (3)
a store of value. We examine each of these functions, beginning with me-
dium of exchange.

A medium of exchange, or a transactions medium, is anything generally
acceptable as a means of payment in the exchange of goods and services, in
repaying debts, and in the exchange of assets, such as shares of common
stock.

The second function of money is to serve as a unit of account. A unit of
account is a yardstick for measuring prices and values and a benchmark for
comparing them. In principle, any commaodity can serve as a unit of account.
Having chosen the good, we can express the price of each of the rest of the
goods in units of that good. Historically, societies designated a single item to
serve as the unit of account, say, a kilogram of wheat. In this way, each good
could be priced at so many kilograms of wheat per unit. In modem times, pa-
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per money is the unit of account. For example, the dollar is the unit of ac-
count in the United States. Knowing that a pound of peaches costs two dol-
lars and a pound of apples costs one dollar enables us to compare their value.
Thus, money becomes a standard of value.

Normally, the same item serves as the unit of account and the medium of
exchange: the dollar in the United States; the yen in Japan; the mark in Germa-
ny. In abnormal times, however, societies divorce the two functions of money,
often unofficially. For example, although the ruble is the unit of accountin-Rus-
sia, some Russians use foreign currencies, such as the dollar and the mark, as
the unofficial medium of exchange. Many Russians, without access to foreign
currencies, resort to barter. Invariably, the reason for the divorce of the medium
of exchange from the unit of account is a deterioration of the currency as a store
of value, which takes us to the third function of money.

A store of value is a reservoir of future purchasing power. Money is both
a temporary and a permanent store of purchasing power. The function of
money as a temporary store of purchasing power is an outgrowth of its func-
tion as a medium of exchange. If an item is to serve as a medium of ex-
change, people must hold that item to carry out their transactions. For exam-
ple, consider an individual who earns $700.a week but plans to spend $560
on goods and services and save $140 every week. Usually this individual will
not spend the entire $560 on payday. Instead, he may spend $90 on payday
and hold $470 in the form of money to be spent over the course of the week.
This $470 held in money is a temporary store of purchasing power.

People, however, hold more money than they need to carry out their
transactions. Why? The answer is that money can also serve as a permanent
store of purchasing power. Individuals who save forgo present consumption
to have higher future consumption. The wealth of individuals is their accu-
mulated savings. Money is one form in which individuals may keep their
wealth; stocks, bonds, and real estate are other forms. Of course, when
wealth is held in‘'money, in the future it will not need to be exchanged to buy
goods and services. The ability of money to serve as a store of value depends
on its capacity to retain its purchasing power.

1. Ilustrate your understanding of three functions of money with your
own examples.

GRAMMAR FOCUS

I. Fill in the gaps with the prepositions in, with, on, to, for or of.

1. The work which people undertake provides them ... money.

2. All values in the economic system are measured ... terms of money.

3. The purchasing power is dependent... supply and demand.

4. The demand for money is related ... the rapidity with which the business is
done.
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5. The supply of money is the actual amount in notes and coins available ...

business purposes.

People accept money in exchange ... goods and services.

The role of money depends .... the state of development of an economy.

Money performs the function of means ... payment.

A great variety of commodities has served as a medium of exchange in

economies based ... the division of labour.

10.In contrast... notes and coins giro money is a cashless means of payment.

11.The amount granted ... the borrower is credited to a current account and
thus becomes book money.

© N

TEXT 3. THE WORLD'S MAJOR CURRENCIES

The currencies of the world's major economies have names and back-
grounds that are as diverse as the countries themselves.

The dollar, used in many countries includingthe USA, Canada, Austral-
Ia, gets its name from a silver coin minted during the Middle Ages in a small
valley, or "ThaL", in Bohemia called Joachimsthal.

Just as a sausage from Frankfurt came to be called a frankfurter, the
coins from Joachimsthal were called "Joachimsthaler" or simply “Thaler,"
and came to be called "dollar" in English.

The pound, used in Britain, Egypt, and Lebanon among others, refers to
the weight used in determining the value of coins, based on precious metals
such as gold or sterling. The penny has the same origin as the word pawn,
found in terms such as pawn shop, and originally meant "to pledge.” A pen-
ny, like any currency, is a "pledge" of value. In Italy and Turkey, the cur-
rency is called lira. The-word is based on the Latin libra, meaning "pound,”
and once again refers to the weight of the original coins.

In Spanish, the word-meaning "weight," peso, is used to describe the
coins that were based on a certain weight of gold or silver. Originally, there
were gold coins called peso de omo and silver ones called peso de plata. In
Spain, the currency is called peseta, meaning "small peso." The word peso
Is used to-describe the currency in many Spanish-speaking countries in Lat-
in America.

In Denmark, Norway, and Sweden, the word for crown — krone in Den-
mark and Norway, krona in Sweden — is used to describe the currency that
was originally minted by the king and queen, with royal crowns stamped on
the earlier coins. Today, the crown has been replaced by other symbols, but
the name remains.

The franc, used in France, Switzerland, Belgium, and other countries
and territories, is based on the early coins used in France that bore the Latin
inscription franconium rex, meaning "king of the Franks." The coin, as well
as the country, took its name from one of the original tribes that settled in the
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area, the Franks.

The German mark and Finnish markka derive their names from the
small marks that were cut into coins to indicate their precious metal content.
The German mark, deutsche mark in German, is often called by its shortened
name, D-mark.

The riyal, in Saudi Arabia and Qatar, and the rial in Iran, are based on
the Spanish word real — which, in turn, was derived from the Latin regal(is)
— referring to earlier "royal" coins. The dinar, used in Iragq and Kuwait
among others, derives its name from "denarius,” a Roman_coin that was
worth "ten bronze asses," an item of considerable value in days of old. In In-
dia, Pakistan, and other countries of the subcontinent, the currency. is called
rupee (in Indonesia, rupiah), based on the Sanskrit word rupya, meaning
"coined silver."

The ancient Chinese word yiam meant "round,” or "small round thing."
The name of the Japanese currency, the yen, and the name of the Chinese
currency, the yuan, both derived from the old Chinese word, refer to the
round shape of the original coins.

|. What other names and backgrounds-of the national currencies do you
know?
2. What are the backgrounds of the national currency in your country?

TEXT 4. MONETARISM AND MONEY LAUNDERING
A.
» Ex. I. Scan through the text. Work in pairs to answer the questions that
follow.

Monetarism as an-economic theory states that inflation is caused by an
excessive supply of money. Thus the best way to manage and control a
country's economic system is to limit the amount of money in circulation,
Where there is too much money it will cause the price of goods to rise, i.e.
the value of money will fall. The concept of money supply (all the money
that exists. in a country's economic system at a particular time) plays an
important role in economic policymaking, because many economists be-
lieve that it is the quantity of money within the economy that ultimately
determines real price levels, the rate of economic growth, and the rate of
inflation. The Federal Reserve Banks in the United States and the Bank of
England in the United Kingdom regulate the money supply to stabilize
their respective economies. The Federal Reserve Banks, for example, can
buy or sell government securities, thereby expanding or contracting the
money supply. Monetary systems are today very much alike in all the ma-
jor countries of the world. Monetary systems consist of three levels: [1] the
holders of money (the "public”) - individuals, businesses, governmental
units; [2] commercial banks, which borrow, by way of demand deposits
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(bank deposits that can be withdrawn without advance notice), from the
public and make loans to individuals, firms, or governments; and [3] cen-
tral banks, which have a monopoly on the issue of money, serve as the
bankers for the central government and the commercial banks, and have
the power to determine the quantity of money in circulation.

Monetarism - monerapu3M; money supply - AcHEKHas macca B
oOpateHuy; government securities — rocyapCTBEHHBIEC IICHHbIE OyMaru;
expand - pacmmpsTh, contract - cokpamarh, governmental units. -
MpaBUTEIBCTBEHHBIC TmoApa3aeneHus, demand deposit - Bkmamg 10
BOCTpPEOOBAHUS.

1) What does monetarism state? 2) What is the best way to manage an
economy? 3) What will cause the price of goods to rise? 4) What plays an
Important role in economic policymaking? 5) What do economists believe?
6) What might be done to expand or contract the money supply? 7) What is
the first level of monetary systems? 8) What is the second level of monetary
systems? 9) What is its third level?

» Ex. II. Agree or disagree with the following statements.

1) Deflation is caused by an excessive supply of money. 2) Too much
money in circulation does not cause the‘price of goods to rise. 3) To limit the
amount of money in circulation is the best way to control an economy. 4)
Money supply plays an insignificant role in economic policymaking. 5) The
quantity of money in circulation has astrong influence on real prices. 6) The
guantity of money in circulation has a strong effect on the rate of economic
growth. 7) Commercial banks do not borrow money from the public.

» Ex. III. Translate the following words, phrases and statements from
Russian into English.

MoHeTapu3m; CTaOMIM3UPOBaTh; COOTBETCTBEHHBIH; PETYIUPOBATH; TEMIT
HKOHOMHUYECKOTO POCTa; UHQIIAIMS;, ObITh MPUYMHOM;, YpE3MEPHBIN; JIEHEKHAS
Macca B OOpaIlleHWH; CTOMMOCTh, MHEHHE; YIPaBIATh, KOHTPOJIHMPOBATH;
KOJIMYCCTBO, pa3pa6on<a IMOJIMTHYICCKOI'O KypCa, IIOJIaraTb, B KOHIIC KOHIIOB,
OTIPEJIEIISITh; YPOBEHb; TOCYAApPCTBEHHBIC IIEHHBbIE Oymarv; TakuM OO0pa3zoM;
pacumpsiTh; - COKpalaTh, JCHEXKHBIM;, TJaBHBIM, JepKarelb;  (Qupma;
MPaBUTCIILCTBEHHLIC IMMOAPA3JCICHNA; 3aHUMATb, BKJAA MO0 BOCTpe6OBaHI/I$I;
cCyna; AMUcCus; TeMn pa3BuTud MHQIsmK; DenepaTUBHBINA pe3epPBHBIN OaHK;
0O0LIECTBEHHOCTb.

MoneTapusM - 3TO 3KOHOMHYECKOE YYEHHUE, COIJIACHO KOTOPOMY
IMPUHOUIT KCCTKOI'O KOHTPOJIA HaJd KOJIWYCCTBOM JCHCT B 06paH.ICHI/II/I
SABJIIACTCA  OCHOBHBIM HHCTPYMCHTOM IIGHC)KHO-erJII/ITHOﬁ IIOJIUTHUKH,
0COOEHHO HalpaBJe€HHOW MPOTUB MHIALMH. MoHEeTapu3M OOBIYHO BIIEYET
3a cO0OM COKpallleHHe pPacxoJ0B HACEICHHS U BPEMEHHOE YCTAHOBJICHUE
BBICOKHUX IIPOICHTHBIX CTABOK.
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» Ex. IV. Complete the following statements. Choose one topic to
speak about a) the first level of monetary systems; b) the second lev-
el of monetary systems; c) the third level of monetary systems. Retell
the text Monetarism.

1) Monetarism states ... 2) The best way to control a country's economic
system is ... 3) ... will cause the price of goods to rise. 4) The concept of money
supply plays ... 5) Many economists believe ... 6) ... regulate the money supply to
stabilize ... 7)... can buy or sell... 8) Monetary systems consist of...

B.

» Ex. I. Scan through the text. Work in pairs to answer the questions
that follow.

Money laundering. Criminals use the financial system to put money
which has been obtained illegally into legal businesses and bank accounts, so
that they can hide it or use it. These activities are commonly referred to as mon-
ey laundering. In January 1989 the Basle Statement of Principles on Money
Laundering was circulated to all institutions authorised under the Banking Act.
The Statement of Principles does not restrict itself to drug related money laun-
dering, but extends to all aspects of laundering through the banking system, i.e.
the deposit, transfer and / or concealment.of money derived from illicit activities
whether robbery, terrorism, fraud or drugs. The Statement of Principles seeks to
deny to those involved in money laundering by the application of the following
principles: (@) Know your customer - banks should make reasonable efforts to
determine the customer's true identity, and have effective procedures for verify-
ing the bona fides of new customers, that is, they are who they say they are. (b)
Compliance with laws - banks should ensure that business is conducted in con-
formity with high ethical standards and laws; that a service is not provided
where there is good reason to suppose that transactions are associated with laun-
dering activities, (¢) Cooperation with law enforcement agencies - within any
constraints imposed by rules relating to customer confidentiality, banks should
co-operate fully with-national law enforcement agencies including, where there
are reasonable grounds for suspecting money laundering, taking appropriate
measures-which are consistent with the law.

Money-laundering - otmeiBanue naeHer; laundered money - OTMBITBIC
nenbry; circulate / extend - pacmpocTtpansaTh; authorize - y3akoHUTSH; re-
strict - orpannumBarte; transfer - mepemMerienue; concealment - yrauBanue;
illicit - HezaxonnsIii; deny [di'nai] - He momyckath; reasonable - pa3yMHbIN;
true [tru:] - mopnuuHbIN; identity [ai'dentiti] - omo3Hanue JmuHOCTH; Verify
[verifai] — ynocToBepsaTh nmomiuHHOCTB; bona fides - 100poCcOBECTHOCTS,
4ecTHOCTh; law compliance — coOmroneHre 3akoHa; constraints -
orpannuenusi; confidentiality - koHduIeHUManbHOCTB; consistent -
coryacyromuiics; mistaken identity - mpuHATHE OJTHOTO JIMIIA 34 APYTOE.
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1) What is commonly referred to as money laundering? 2) What was
circulated to all banks in 19897 3) What does the Statement of Principles ex-
tend to? 4) How many principles are included in the Statement of Principles?
5) What is the first one? 6) What is the second one? 7) What is the third one?

» EXx.. Il. Agree or disagree with the following statements.

1) Banks should determine the customer's mistaken identity. 2) Banks
should not check the bona fides of new customers. 3) If you check someone's
bona fides, you check that they are who they say they are. 4) Banks should
ensure that business is conducted in a way that obeys rules. 5) Banks should
make it certain that a service is not provided where there are laundering activ-
ities. 6) Banks should disobey law enforcement agencies. 7) Banks should
take correct or suitable measures against money laundering.

» Ex. III. Translate the following words, ‘phrases and statements
from Russian into English.

Omnbounoe OIIO3HAHHUC JIMYHOCTHU, HPUMCHCHHC, paByMHLIﬁ;
HO,Z[JIHHHLIfI; OIIO3HAHUEC JIMYHOCTH, YOAOCTOBCPATH IIOAJIMHHOCTD,
T0OpPOCOBECTHOCTh; COOJIIOJCHUE 3aKOHa;  00ECneunBaTh, COOTBETCTBUE;
MPEAOCTABIATh; MPEIONaraTth; paclpoCTPaHATh, TpAaHCPEPT;, yTauBAHUE;
HC3aKOHHBIﬁ; MOMICHHHUYCCTBO, UCKAaTh, HC AOITYCKATb, CACJIKA, OTMbIBAHUC
ACHCT, Y3aKOHHUTb, OTMBITBIC JCHbI'M, OI'PaHNYHBATb, ACCOLIHMHNPOBATLCA,
MTOJULENCKUI opras, OrpaHUYCHUS; KOH()HIEHINAJIBbHOCTH;
COTJIACYIOIIIUMCSL.

OTMBITBIE ACHBI'N - 3TO CPCACTBA, ITOCIIAHHBIC ITOCIICAOBATCIIBHO YCPC3
6OJ'II>HIOG YUCJIO0 ACIIO3UTAPHBIX MHCTHUTYTOB B IIOIIBITKC CKPBITb MCTOYHHK
JCHCT. FaHFCTepLI OTMBIBAKOT JCHbI'N JJISL IMpuaaHu:dg BUINUMOCTHU
JIETAJIBHOCTHU HCJICTAJIBHBIM UCTOYHUKAM CBOCTO O6OFaHl€HPI$I.

» Ex. IV. Complete the following statements. Choose one topic to
speak about-Money laundering a) its first principle; b) its second
principle; ¢) its third principle. Retell the text Money laundering.

1) Criminals use ... 2) These activities are referred to as ... 3)... was circu-
lated to ...4) The Statement of Principles does not restrict ... but extends to ...
5) Banks should make ... 6) Banks should have ... for verifying ... 7) Banks
should ensure that business is ... 8) Banks should ensure that a service is ...
9) Banks should co-operate ... including taking ...
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BANKING

A banker is a man who lends you umbrella when the
weather is fair, and takes it away from you when it rains.

Your vocabulary

Banks

financial institutions that offer the widest range of financial services. - es-
pecially credit, savings, and payment services — and perform the widest
range of financial functions of any business firm in the economy.
Affiliated bank

bank whose stock has been acquainted by a bank holding company.
Bankers' banks

groups of banks that are given a legal permit.to create regional service
firms in order to facilitate the delivery of certain customer services, such
as rapid transfer and investment of customer funds and the execution of
orders to buy or sell securities.

Bank holding company

a corporation charted for the purpose of holding the stock (equity shares)
of one or more banks.

Correspondent banking

a system of formal and informal relationships among large and small
banks established to facilitate the exchange of certain services, such as
clearing checks.

Nonbank banks

financial service firms:that either offer checking account services or grant
commercial loans but not both of these services.

Unit banks

banks that offer'the full range of their services from one office, though a
small number of services (such as taking deposits or cashing checks) may
be offered from limited-service facilities (such as drive-in windows and
automated teller machines).

Ex.1. Translate the following sentences. Pay attention to the italicized words.

1.

NOoOUTAWN

Don't bank on going abroad this summer, we may not have enough mon-
ey.

The morning began fine, but now clouds are banking up.

| have always banked with the Royal Bank.

They have an access to huge banks of public data or library information.
The only way out is to ask your bank for a loan.

1 am not sure if | should buy this suit. - Come on! It won't break the bank.
Mr. Smith had bankrolled them when they had nothing.
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EX. 2. Match the term with its definition.
Discount house, deposit, loan, charter, lend, borrow, denomination,
claim, installment, repository.

1. A place where you keep objects of a particular type.

A sum of money lent for an agreed period of time and at an agreed rate of
interest.

Demand or request for a thing considered one's due.

A document granting rights, issued by a legislature.

Any of several usually equal payments for something.

Money left with an organization for safe keeping or to earn interest.

Class of measurement of money.

Company or bank on the discount market that specializes in discounting
bills of exchange.

9. Acquire temporarily, promising or intending to return.

10. Allow the use of money at interest.

NS
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Ex. 3. Study the following words and word combinations. Make your own
sentences, using each of them. Translate the sentences into Russian.

Risk; riskless; risky; desirable risk-return-features; risk-taker; low-risk se-
curities; risk-exposure; riskiness; insurable risk; at risk; put at risk; ran a risk;
take a risk; risk capital; calculated risk;.risk on.

TERMS TO KNOW

damage MOBpEXJICHUE, yIepO, YOBITOK
injury Bpen
loss yOBITOK

absorb losses from risks

MOKPBIBATH YOBITKU OT PUCKOB

subject TIOJIBEPraThCs

handle YIPAaBIIATh, OCYIICCTBIISITH KOHTPOJIb,
CIIPaBHUTHCS

inventory TOBapHO-MAaTepUAIbHbIC 3aI1aChI

theft BOPOBCTBO, Kpaka

flood HABOJHEHUE

hurricane yparaH

riots OecriopsiIKu

liability to employees
safety

0053aTeNILCTBO TePe] CIIYKAIUMU
0€e30I1acHOCTh

liability to the public OTBETCTBEHHOCTh nepe;
00IECTBEHHOCTHIO

be liable for OBITh OOSI3aHHBIM BO3MECTHUTH BpE;
OBITH OTBETCTBEHHBIM 32 YTO-TTHO0

apply to KacaThCsl, IPUMCHHUTH

199



retail establishment
excessive loss

bad debts

extend credit

collect accounts receivable
loss through dishonest employees
securities

cope with

financial hardship

cause

go out of the business
prospects

lack of liquidity
marketing risk

cover

fall in value

drop

location

style

fall out of favor
self-insurance

set aside

reserve fund

losses incurred
insurance policy
shift the risk to smb
hedging

quote

commodity exchange
keep informed
price trend

adverse trend

be aware of

appeal to

deal in futures
insure
statute law

pay off

assume responsibility
outsell

erosion

NPEIIpUATHE PO3HUYHOM TOPrOBIH
Ype3MepHbII YOBITOK

0e3HaIe)KHbIE JT0JITH

pOAJIEBaTh KPEIUT

B3bICKMBATh CU€Ta K IOIY4YEHUIO
YOBITOK OT HEYECTHBIX CITYKALTUX
LIEHHbIe Oymaru

CIPaBUTHCS ¢ YEM-THO0

(uHaHCOBBIE 3aTPYIHEHUS

CILY>KMTb IIOBOJIOM, BbI3bIBaTh
JUKBUAMPOBATH IPEIIPUITHE
HEePCIEKTUBBI

OTCYTCTBHE JINKBUAHOCTU

PBIHOYHBIN PUCK

HOKPBIBaTh, . 00€CIeUnBaTh JEHEKHOE
MOKpBITHE

MOHMKAThCA B CTOMMOCTHU

1a/1aTh, CHUKATHCS, TOHWKAThCS
MECTOHaXKJEHHE, PACTIOIOKEHNE
BU/JI, MOJIEJTb

HE TI0JIb30BATHCS CIIPOCOM
CaMOCTpPaxOBaHUE

OCTaBJIAThH

pe3epBHBIN (POHT, pe3epBHBIN KauTal
HOHECEHHbIE IOTEPU

CTPaxoBOM MOJIUC

NEePENIOKUTh PUCK HA KOTO-TH00
X€PKUPOBaHUE, CTPAXOBaHUE OT MOTEPb
Ha3HA4aTh IIeHY, KOTUPOBATh
TOBapHasi Oupka

JIepKaTh B Kypce

TEHJECHIIMS LIEH

HeOaronpusiTHasi TEeHACHIINS

3HaTh, CO3HABATH

oOpaTuThcs K; npuOerHyTh,
aneuIMpoBaTh (oOpamatscs 3a
COBETOM, MOJJEPHKKOM)

CEJIKU Ha CPOK ((ppIOYEPCHBIE CACIIKH)
CTpaxoBaThb

CTaTyTHOE IIPaBO; IPAaBO, BBIPAXKEHHOE
B 3aKOHOJATENIbHBIX aKTax

MOJIHOCTBIO PACCUUTATHCS, OIJIATUTD
B35ITh Ha c€0s1 OTBETCTBEHHOCTH
IpoJaBaTh OOJIbIIIE, YEM KOHKYPEHTHI
paspylieHue, 3po3us
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take the market share from smb OTHATH JIOJIFO0 PHIHKA OT KOTO-JIH00

bring forward nepeHecTy Ha O6osiee paHHUN CPOK
extend a payback period IPOJICBATh MEPHOJ] OKYTAaeMOCTH
average rate of return cpenHuit KO3QPUIUEHT OKYIaeMOCTH
breakeven point TOYKa KPUTUYECKOTO o0beMa
NPOM3BOJICTBA
sales target IUIAHOBOE 33J]aHUE [0 peaTn3aluu
POYKIMU
WORD STUDY

1. Match the words with their definitions.

inventory, property, account receivable, hedging, profit, damage, legislation,

expensive, securities, self-insurance

1) The difference between the price received for a product and the amounts
paid as rewards to the factors of production.

2) An operation adopted by merchants and others in the commodity markets
who deal in futures to protect themselves against risk of loss, caused by
future changes in price.

3) Any thing that has value and can be owned, including things having sub-
stance, such as land, money, etc.

4) Investments generally, especially stocks, shares and bonds which are
bought as investments.

5) The accumulation of a fund of money as a reserve to provide for possible
losses in the future that could easily have been insured with in insurance
company.

6) Stocks held by a business for sale to its customers; a detailed list of things.

7) Dear; costing much money; needing great expense; high priced.

8) Laws, especially statute laws, i.e. Acts of Parliament in Britain, Acts of
Congress in USA.

9) A sum of money due to be received from a customer in the ordinary
course of trade but not yet paid.

10) Harm; loss of value caused by being broken or spoilt.

2. Supply the sentences with the missing words

risk, damaged, responsibility, premises, debt, protection, liquidity, set aside,
hedging, commodity

1) It was evident that it had created ... problems.

2) In 1991 the firm moved to new ... in Bethnal Green.

3) Labour is bought and sold like any other ....

4) Such a response would be an irrational ... .

5) Their failures in this area have ... their self-confidence and credibility.
6) This deposit provides a way of ... against fluctuating interest rates.

7) You must spend less until your ... are paid off.

8) I made a mistake and I will assume ... for it.

201



9) This policy gives you ... against loss of earnings due to sickness or unem-
ployment.

10) The government ... barely thirteen percent of this money for health and
education.

3. What are the opposites fronm the text of the following words?

maximum illegal rarely
exclude carelessly ability
cheap bad favourable
disadvantage many descrease
wrong withdraw failure

4. What are the synonyms from the text of the fol-
lowing words?

venture regularly obligation
kind significance bonds

for example unfavourable ruin

raise qualified entire
function fix boundary

5. Which key word is missimg from these extiacts (singular or plural).

a) ... transfer is paying losses with funds that originate outside the organ-
ization. By purchasing insurance, companies transfer the ... of loss to an in-
surance firm, which agrees to pay for certain types of losses. In exchange, the
insurance firm collects-a fee known as a premium. Proper ... management
nearly always requires a.combination of at least one ...-control technique and
at least one ...-financing technique.

b) In ... management, it is useful to distinguish between insurable and
uninsurable .... Outside insurers are not eager to promise that they will pay
for losses unless there is some reasonable expectation that they won't have to.
Most (but not all) pure ... are insurable; in general, speculative ... are not in-
surable.

TEXT 4. Risks and how to deal with them

Risk can be defined as the chance of damage’, injury, or loss. Every
business firm operates with daily risks, and the small firm is no exception.
The small firm is characteristically less able to absorb losses from risks.
These facts make it very important that every small firm understands the risks
to which it is subject. Once these are known, a policy can be established on
how best to handle? the risks so as to keep losses to a minimum.
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Risks faced by the small firm:

-damage to property. The property of most small firms is represented by
its inventory® and its building if it is owned by the firm. The building and the
inventory are constantly subject to the risks of damage and loss from fire,
theft, floods, hurricanes, and riots”.

-liability” to employees. All employers are responsible for the health and
safety of employees while they are performing their duties for the firm. Leg-
islation giving employers such responsibility has been one of the greatest de-
velopments in social responsibility in recent years.

-liability to the public. This type of risk is often illustrated by the pro-
verbial slip on a banana peel by a customer in the store. Store owners are lia-
ble for injuries received by persons on their premises. This liability applies to
apartment houses, factories, and wholesale establishments as well as to retail
establishments. This risk includes not only physical injuries, but also damage
to the property of others.

-excessive loss from bad debts. We have noted the importance of ex-
tending credit carefully and on the basis of a well-established procedure.
Losses due to inability to collect accounts receivable® can be severe. Protec-
tion against such losses can be expensive.

-loss through dishonest employees.No business-people like to admit they
have dishonest employees. However, countless cases of employee theft are re-
ported every year. Such losses can be in the form of cash, securities’, or mer-
chandise. This is another real risk that must be recognized and coped with.

-financial hardship. Financial hardship has probably caused more small
firms to go out of business than any other single risk, it is especially sad to
see a firm with otherwise excellent prospects suffer because the lack of li-
quidity has been allowed to dominate its financial condition.

-marketing risks. Marketing risks cover such things as having an invento-
ry of merchandise suddenly fall in value because the market price has dropped.
Having a location lose its value is also a marketing risk. In the sale of style
merchandise, Situations occur when the style® has fallen out of favor and the
remaining merchandise on the owner's shelves has lost most of its value.

When-the existing risks are known, business owners may turn their at-
tention to-the matter of what to do about them. They will realize that some
risks are easier to control than others. In all cases good management will do
some of the following:

- Remove the cause.

~Create self-insurance’. Under a self-insurance plan, a specified
amount is set aside'® in a reserve fund «each year to be available to cover any
losses incurred.

- Purchase Outside Insurance. An insurance policy™' shifts the risk to
the insurance company. Insurance can be purchased from established insur-
ance firms to cover many of the risks listed here. These are considered nor-
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mal business risks. In addition, Lloyd's of London will insure almost any
nonbusiness risk - for a price.

- Practice hedging™. Any small firm that buys quantities of products quoted
on the nation's well-established commodity exchanges should know about hedg-
ing and should practice it to protect normal profits. Hedging is often misunders-
tood as a device to make profits, but it is only to protect normal profits.

- Good management. Good planning and good management are proba-
bly the best protection against most of the other risks that have been-consi-
dered. For instance, good management will keep itself in formed of price
trends; good accounting records and study of operations against.a budget will
warn of any developing adverse trends. The risk of financial hardship can
best be coped with by proper financial planning and financial management.

Notes: 1. ymep0, yOBITOK;, 2. YNpaBisATh, OCYHIECTBISTH KOHTPOJIb;
3. ToBapHbIe 3amackl; 4. OECHOPAIKH; 5. OTBETCTBEHHOCTh; 6. cuera K
MOJIYYeHHIO; 7. IIeHHBIe Oymaru; 8. BUI, MOJIENh; 9. camocTpaxoBaHHUE;
10.octaBnats; 11. crpaxoBoil monuc; 12. XemKUpoBaHUE, CTPaXOBaAHUE
OT MOTEPb.

COMPREHENSION

1. Answer the following questions.

1) How can risks be defined?

2) What risks are faced by the small firms?

3) What is the best way to protect a business against the risk of financial
hardship?

4) What can be done to handle the risks?

5) What are the most effective ways of keeping losses to a minimum?

6) What is meant by "shifting the risk™ as a means of coping with possible
loss?

2. In each of the following, select the word or phrase that best completes
the statement or answers the question.
1) What-of most small firms is represented by its inventory and build-

ings?
a. the property c. the capital
b. the workforce d. the fund

2) Who gives employers responsibility for the health and safety of em-
ployees when they are performing their duties?

a. the firm c. the state

b. the manager d. legislation

3) Protection against losses due to inability to collect accounts receivable
can be

a. well-organized c. cheap
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b. expensive d. well-done

4) Losses through dishonest employees can be in the form of
a. cash c. securities

b. merchandise d. all of these

5) When business owners are aware of the existing risks they may
a. appeal to the insurance company

b. pay their attention to the matter of how to handle them

c. run their business successfully

6) A self-insurance plan is

a. a plan to cope with losses

b. a capital spending plan

c. a specified amount set aside in a reserve fund each year

7) Fire Insurance is property insurance that covers risks of

a. the damage of water c. the damage of smoke

b. fire d. all of these

8) Hedging is a device to

a. run business c. make profits

b. protect profits d. keep accounting records

GRAMMAR FOCUS
1. Complete the following sentences with an‘appropriate modal verb.
1) Entrance is forbidden. You ... not enter.
2) Success is possible. We ... be successful.
3) Participation is compulsory. We ... to take part.
4) Permission is given. You'... take the afternoon off.
5) Success is probable. We ... succeed.
6) He has the ability. He ... win the competition.
7) Participation is voluntary. We ... to go to the reception.
8) Failure is impossible. We ... fail.
9) Permission is not given. You ... leave the building.
2. Put the following sentences into the past.
1) We have cut prices dramatically.
2) They.are outselling us in all sectors of the market.
3) We may lose our dominant position.
4) We have seen a gradual erosion of our position.
5) We will take market share from our competitors.
6) We are bringing forward our monthly meeting.
3. Complete the following sentences by putting the verbs in the right
form.
1) If the project (fail), we (lose) a lot of money.
2) We (can) extend the payback period if we (adopt) an ARR method (Aver-
age rate of return).
3) We (get) a truer picture if we (take) into account present values of money.
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4) We (not invest) unless we (foresee) a realistic chance of long-term profits.

5) As long as the project (be financed) from outside sources, we (have to)
ensure a much higher rate of return.

6) If we (lose) money in the first two years, we (start) to doubt the viability
of the project.

7) Unless we (be committed) to the project long-term, we (not carry) it
through.

8) Breakeven point (come) a year earlier if we (manage) to reach these sales
targets.

WRITING
1. Write a summary of the text.

TEXT 5. BANKING

A.Preliminary discussion

1. What banking facilities do you use?

2. What other services do commercial banks offer?

3. What changes have there been in personal banking recently?

B.Pre-reading exercises

B.l. Skim the text and give its key idea.

B.2. Scan the text for the following information.

1. How have banks and thrifts'made banking more convenient?
2. What could endanger thestability of the banking system?

3. What has technological progress led to?

. Reading

. Read the text and answer the questions.
Why are the shares of total financial assets of banks and thrifts declining?
How have banks-and thrifts responded to the relative decline in traditional
banking?
What do banks want changes in the law for?

4. What are the consequences of the increased integration of world financial

markets?
5. How does E-cash work?

MEOO

w

Recent Developments in Money and Banking

C R. McConnell, S. L. Brue

The banking industry is undergoing a series of sweeping changes, spurred
by competition from other financial institutions, globalization of banking,
and advances in information technology.

The Relative Decline of Banks and Thrifts
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Banks and thrifts are just two of several types of firms offering financial
services. Although banks and thrifts remain the main institutions offering
checkable deposits, their shares of total financial assets (value of things
owned) are declining.

Pension funds, insurance companies, securities-related firms, and especial-
ly mutual funds have all expanded their shares of financial assets. Clearly,
US households and businesses are channeling relatively more savings away
from banks and thrifts and toward other financial institutions, mainly because
these ones generally offer higher rates of return than do banks and thrifts.
They are able to do so largely because they can participate more fully than
banks and thrifts in national and international stock and bond markets. Banks
and thrifts have responded to the relative decline in traditional banking in
several ways.

Expansion of Services. In recent years, banks and thrifts has begun offer-
ing a variety of new services. For example, banks have increased their lend-
ing for commercial real estate projects such as housing developments, apart-
ments, and office buildings. Banks and thrifts have developed new loan
"products” such as home equity loans (loans based on the value of one's
house) and low- or zero-down-payment mortgages. They also now offer a va-
riety of interest-bearing accounts such as' money market deposit accounts.
Banks and thrifts have made banking more convenient by opening up full-
service branch banks in suburbs and "minibanks" in shopping malls and gro-
cery stores. Supplementing these branches has been an explosion in the num-
ber of bank-owned automatic teller machines (ATMs) which allow customers
to withdraw cash, deposit checks, move money between accounts, and make
other banking transactions. They have also introduced "bank-by-telephone™
and, more recently, "bank by Internet" services.

Push for Regulatory Reform. In 1994 Congress ended Federal restric-
tions on banks' branching-into other states, and a 1996 reform partially ended
the legal separation of the banking industry and the securities-related indus-
try. Banks are now allowed to obtain up to one-fourth of their revenues from
security transactions. This change set up a flurry of purchases of small secu-
rity firms by banks. Banks have pressed for further latitude in engaging in
security-related activities. They would like to offer stock accounts, much as
mutual fund companies and security-related companies do now.

Banks point out that less-regulated firms have invaded traditional banking,
while banks have been prohibited from offering non-banking products. For
example, General Motors and AT&T now offer credit cards, and mutual fund
companies now offer money market mutual funds, which pay relatively high
interest and on which large checks ($ 500 or more) can be written. To coun-
ter such encroachments, banks want changes in the law so that they can own
and operate companies in any line of business. With such reform, a bank
could merge with, say, an insurance company or even a manufacturer of cash

207



registers.

Critics of these reforms are concerned that increased participation by banks
in non-banking businesses could endanger the stability of the banking sys-
tem. Losses in other lines of business during times of recession might cause
the firms to fail, collapsing their banking operations along with them. Such
bank failures might undermine confidence in the entire banking system and
in the Fed's ability to maintain an adequate supply of money.

Globalization of Financial Markets

Another significant banking development is the increased integration of
world financial markets. Major foreign financial institutions have operations
in the United States, and US financial institutions do business abroad. For
example, VISA, MasterCard, and American Express offer worldwide credit
card services. Moreover, US mutual fund companies now offer a variety of
international stock and bond funds. Globally, financial capital increasingly
flows in search of the highest risk-adjusted returns. As a result, US banks
must increasingly compete with foreign banks for‘both deposits and loan cus-
tomers. Recent advances in computer and communications technology mean
the trend toward international financial integration is likely to accelerate.
Nevertheless, we must not overstate the extent of this globalization. Studies
indicate that the bulk of investment in the major nations is still financed
through domestic savings within each-nation.

Electronic Money

Technological progress has also led to a new form of money: electronic
cash and "smart cards." Although still in their infancies, these innovations
potentially are of great significance to commercial banks, thrifts, and central
banks.

Electronic money, dubbed E-cash, is simply an entry in an electronic file
stored in a computer. The Internet and the widespread availability of person-
al computers have made-it possible for individuals to use E-cash instead of
checks or currency in making transactions. E-cash is deposited, or "loaded,"
into the account through Internet payments such as a paycheck, retirement
benefit, or stock dividend. It is withdrawn, or "unloaded,” from the account
through Internet, easing payments to others for a wide variety of goods and
services.

In the future, account holders will he able to load sums from their E-cash
accounts onto so-called stored-value cards. These smart cards are plastic
cards containing computer chips which store information, including the
amount the consumer has loaded. The amount of each purchase or other
payment is then automatically deducted from the balance in the card's mem-
ory. Consumers will be able to transfer traditional money to their smart cards
through their computers or telephones or at automatic teller machines. Thus,
nearly all payments could be made with a personal computer or a smart card.
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C.l. Decide whether these statements are True (T) or False (F).

1. Sweeping changes in the banking industry result from the lack of competi-

tion between banks and other financial institutions.

Banks spur housing developments, construction of apartments and offices.

3. Recently the number of automatic teller machines have dramatically de-
creased.

4. After a 1996 reform banks are allowed to obtain more than one-fourth of
their revenues from security transactions.

5. Competition for deposits and loan customers has become tougher as a re-
sult of the increased integration of world financial markets.

no

D. Vocabulary

D.1. Learn the vocabulary and make up your own sentences.

sweeping changes — changes that affect many people and make a big dif-
ference

spur (v) — to urge or encourage forcefully to work harder, perform better,
etc.

thrift (n) — in the US, a savings and loan association or savings bank

rate of return — the amount of profit-that a particular investment will
make, expressed as a percentage

real estate — land or buildings

housing development — a piece of land on which houses have been built,
usually close together, in a planned way

home-equity loan — an additional loan that a borrower takes out on a par-
ticular property, as a way to obtain money

down payment — the first payment made in the repayment of a large debt
such as a mortgage

money market deposit account — an account held on the money market

flurry (n) — sudden confusion or excitement

latitude (n) — freedom to do, say, etc. what one likes

money market mutual fund — fund that invests in certificates of deposit (=
money put into banks for a particular period of time), commercial paper (= money
lent to companies for short periods of time), and treasury bills (= government bor-
rowing over short period of time) rather than shares, company bonds, etc.

encroachment (n) — gradually taking more control of someone's rights,
property, responsibility, etc.

undermine (v) — to weaken or destroy gradually

overstate (v) — to state too strongly, making things appear better, worse, or
more important than they really are

smart card — a small plastic card with an electronic chip that records and
remembers information

dub (v) — to name humorously or descriptively

pay check — a check that pays someone's wages
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D.2. Give English equivalents to the following words and expressions:

4 cMapT-KapTa; MHTEJUIEKTyaJlbHasl KapTa;

¢ cOeperatenpbHOe yupexiacHue (cOeperaTtelnbHbIi OaHK WM CCY/AO-
cOeperareybHast acCOIHaIINs);

4 KpeJIuT, 00ECIICYEHHBIN JKUIIBIM JOMOM IO PHIHOYHOW CTOMMOCTH MHUHYC
CyMMa IIEpBOU UIOTEKU;

4 OKpECTUTD, JaTh IIPO3BUIIIC;

¢ pajviKaJIbHBIC/pa3UTEIIbHBIC TIEPEMEHBI;

4 YEK Ha MOJIyYeHUe 3apab0THOM TJIaThI;

4 BOJIHCHHE, CyeTa, CyMaToxa,

¢ 100y /1aTh, MOJICTPEKATh;

4 cB000/1a; CaMOCTOSITEIIbHOCTD;

4 JKWJ1as 3aCTPOMKa, KUIUITHOE CTPOUTEIBCTBO;

4 [IpEyBEIINYNBATE;

4 HEIBUKUMOE UMYIIECTBO, HEIBU)KUMOCTB;

4 BTOp)KEHHE, 3aXBaT (IMOCTENEHHBIN ), TOCATaTeNbCTRO;

4 HOpMa NMPUOBLIH;

4 VHBECTHUIIMOHHBIN (DOH/ OTKPBHITOTO THUIIA;

4 11epBasd BHINJIATA, ABAHC,

4 [10/IpBIBATH;

4 JICTIO3UTHBIN CUET ICHE)KHOTO PhIHKA.

D.3. Choose an appropriate word or expression from the box to com-
plete the following sentences:

flurry encroachments rates of return undermine
spurred latitude home-equity loans
1. Sweeping changes in the banking industry have been ... by competition
from other financial institutions.
2. Other financial institutions generally offer higher ... than do banks and
thrifts.
3. Banks and thrifts have developed new loan "products” such as ... (loans based
on thevalue of one's house) and low- or zero-down-payment mortgages
This change has set up a ... of purchases of small security firms by banks.
Bank failures might... confidence in the entire banking system.
Banks have pressed for further... in engaging in security-related activities.
To counter... of mutual fund companies, banks want changes in the law.

Yoa

D.4. Give synonyms for the italicized words in each sentence below, or
briefly explain their meaning.
1. Although banks and thrifts remain the main institutions offering checkable
deposits, their shares of total financial assets (value of things owned) are
declining.
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. Pension funds, insurance companies, securities-related firms, and espe-
cially mutual funds have all expanded their shares of financial as sets.

. They would like to offer stock accounts, much as mutual fund companies
and security-related companies do now.

. Globally, financial capital increasingly flows in search of the highest risk-

adjusted returns.

In the future, account holders will he able to load sums from their E-cash
accounts onto so-called stored-value cards.

VOCABULARY STUDY
Word List

Nouns and noun phrases reluctant — HeOXOTHBIi

account — cuer sound — 310POBBIN, 31paBbiil,
current account - o0mIMii cyeT COJIMIHBIH, TJIaTEIKECIMOCOOHBIHN
deposit account — memo3uTHBII stagnant. — (3acTOWHBIN, WHEPTHBIMH,
cueT BSUIBIN, KOCHBIN

book — xkuura Verbs

cheque book — uekoBast KHIKKa
saving book — cGeperarenbHas
KHIKKA

borrower — 3aeMmmK, TOXyYaTellb
CCYIBI

depositor — gemo3uTOp, JCTIOHEHT,
BKJIATUUK

holder — Bmamenen, mnpeaLABATEIND,

obOnamarens, nepKaTelb
insurance — crpaxoBaHHe, CTPaXOBKa
intermediary — mocpeIHUK
loan — 3aem, ccyna
profit — monk3a, BeIFOIA
pursuit — npecienoBaHKeE,
TIOWCKH, 3aHATHE
rate — ctaBka, HOpMa, pa3mep
interest rate — mpolieHTHasE cTaBKa
robbery — rpadex

IIOTOHS,

security. —pl. 1meHHBIC  OyMmarw,

0€3011aCHOCTh

Adjectives

attractive — IIPUTATATEIIbHBIMN,
IIPUBJICKATEIIbHBIN

cheap — nermreBbrit

expensive — 10poroi, T0poroCTOSIIHMA

fraught — mosHBIM, TPEUCIIONHEHHBIH,
YpeBaThIi

cater — yAOBIETBOPATh, YrOXKIATh

Cause — BBI3bIBATh

circulate - pacupoCTpaHsTh,
repeaaBarh, HUPKYJINPOBAThH

combat — 6opotbest

invest  —

HOMeIarh, BKJIaIbIBaTh,
MHBECTUPOBATH

lend (lent, lent) — nmaBath B3aiiMbl,
OJIAJKUBATh

OCCUr — BCTpeyarbes, CIIydaThes,
IIPOMCXOINUTH

overdraw (overdrew, overdrawn) -
HPEBBIILATh KPEIUT

pay (paid, paid) — matuth

quote — Ha3HaYuTh (LIEHY)

seek (sought, sought) — uckats

shift — mepememaTbcst

withdraw (withdrew, withdrawn) -
CHUMaTh, yOUpathb, Opath

Adverbs

cheaply — nemeso

dearly — moporo
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I. Read and translate the following words and word combinations.
Mind the stress: a) on the first syllable; b) on the second syllable; c) on
two syllables.
a) Borrower, profit, robbery, sound, stagnant, combat, dearly, current;
b) account, deposit, depositor, insurance, pursuit, security, attractive, ex-
pensive, reluctant, invest, occur, withdraw;
c) intermediary, circulate, overdraw.

I1. Match these words with the definitions below.

Bankruptcy, commodity, exchange rate, interest, profit, loan, share.

1. Any article exchanged in trade, but most commonly.used to refer to raw
materials, including such minerals as tin, copper and manganese, and
bulk-produced agricultural products such as coffee, tee and rubber.

2. The orderly liquidation of a firm caused by a default on, or non-

payment of its obligations.

3. A sum paid for the use of borrowed capital; usually expressed in terms
of a rate or percentage of the capital involved (the interest “"rate"),
which is normally higher when the risk (including the probability of in-
flation) is greater.

The price at which one currency can be exchanged for another.

The amount which remains after.all revenues have been added up and

all expenses have been subtracted.

6. One of the equal parts into which the capital of a company is divided,
entitling the holder of it to a proportion of the profits.

7. Lent, esp. a sum of money.

o s

TEXT 6. BANKS
Read the following passage carefully then give it a title and summarise it
in about 150 words.

Banks are as likely as any other business to suffer the consequences of
an economic- recession. Their business customers will suffer from falling
sales and losses which will reflect in a surge of bad debts as business loans
fail to be repaid. Their private customers are unlikely to fare better. For them
the problem becomes redundancy and meeting the normal household bills.

The problem is compounded because banking is becoming increasingly
International. The banks' customers are not confined to these shores. They are
spread across the world. Even the resources of a giant banking group like
Midland or National Westminster are not enough to finance oil exploration or
the development of satellite communication systems and this explains the
growth of banking consortia. Banks from all the developed countries of the
world join forces to supply the capital required for some of the most ambi-
tious (and risky) projects. Unless these international ventures are successful
the banks are faced with the problem of collecting debts from customers in
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countries which are ovten politically unstable. As if this were not enough, the
banks in the UK are also confronted with foreign banks which are beginning
to look covetously towards our domestic market for financial services.
Another oblem for the banks is the increasing competition between our vari-
ous financial institutions. At one time there was a clear-cut distinction be-
tween the banks and the building societies. The building societies collected
savings from ordinary members of the public and lent that money to people
who wanted to buy their own homes. In the past banks were not.interested in
such long term loans, but in recent years they have shifted their ground. They
are now increasingh prepared to grant loans to house purchasers, and in re-
sponse the building societies are offering cheque facilities to their own depo-
sitors. The result is that the dividing line between banks and building socie-
ties is becoming blurred as the competition warms up. The public at large are
the beneficiaries. Technology provides both opportunities and threats to the
banking community. Credit cards have made it-easier for the public to buy
goods and services and in doing so to run up debts which, when converted
into formal borrowings, are very profitable from the banks' point of view.
Similarly, the cash dispensing units which give customers greater access to
their funds are likely to be popular, particularly among «downmarket» cus-
tomers. However, cash dispensing units are cheaper than cashiers and, while
this may increase the profitability of banks, it'is also putting pressure on the
Staff Departments to review their ‘recruitment policies. The major clearing
banks report that half the cash withdrawn from branches is taken out of cash
dispensing machines-dumb bankers as they are called. Ten years ago, for
every National Westminster transaction through a cash dispenser, 15 were
conducted over the counter. Now the two systems are level-pegging. The
banks and building societies are both affected, but hope they will be able to
use the staff freed to sell and service more sophisticated products such as in-
surance, unit trusts-and private pension plans.

1. Give answers to the following questions.

1. What is the purpose of a cheque?

2. What-happens to a cheque when you have passed it over to someone in
payment?

3. What would be the danger in leaving around signed but otherwise blank
cheques?

4. What would be the effect of your negligence if you lost your cheque book
but did no tell the bank?

5. What would happen if you made out a cheque for more than the credit

balance your account, not having made an application for an overdraft?

How would you deal with an alteration of the amount on a cheque?

What is the purpose of a paying-in slip?

8. What would you expect to happen to a paying-in slip after it had been pre-

~N o
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sented to the cashier?

9. Why is it important to keep a copy of the slip stamped by the cashier?

10. What might happen if someone else's account was credited in error?

11.Bearing in mind the bank's duty for confidentiality, why do you think they
might hesitate to tell you over the telephone the balance standing on your
account? What confirmations might they require?

12.What action would you prescribe for a friend who wants to cancel one of
his cheques?

I1. Missing words. There are a number of missing words in the following
passage. You are asked to find appropriate words to complete the text.

Every day, each banking branch receives from its head office all the
cheques which have been drawn on that branch and paid in for the .............
of accounts at other banks and branches. The staff now have to ensure that
each cheque is drawn and that they have the.....«0.. ... to debit the customer's
account. They have to........... that the customer has not countermanded
(stopped payment) of the cheque, that the customer has ......... funds in his
account to meet the cheque or that ........ facilities have been arranged, and
that the signature is in order. A cheque may be returned unpaid for a variety
of reasons. Perhaps the cheque is ...... or alterations made to the cheque
have not been initialled. Another reason_for.non-payment is that the value of
the cheque given in words is different from that stated in the figures. The
payee will be most upset if the cheque is returned be cause the ... has insuffi-
cient funds. The cheque is then ........ as dishonoured.

I11. Multiple choice. Choose the word which best completes each sentence.
1. Building ... lend money to people who want to buy houses, taking a mort-
gage of the property deeds until the loan is repaid.

A. companies

B. associations

C. societies
2. A bank will sometimes give you a loan if someone is prepared to stand as
your guarantor, agreeing to ... the ban if you fail to do so.

A. resurrect

B. repay

C. resign
3. Persons are described as ... when they cannot meet their liabilities.

A. bankrupt

B. affluent

C. dishonest
4. Before you ... a cheque for more than you have on your account you must
apply for an overdraft.

A. withdraw
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B. withhold
C. draw
5. You will be deemed negligent if you do not ... the bank when you have lost
your cheque book.
A.inform
B.instruct
C.indemnify
6. The Bank of England is a ... bank ay acts as banker for the government and
the other banks.
A. data
B. central
C. local
7. When the payee signs on the back of a cheque it is described as an in-
dorsement and can then be ... to another person.
A. debited
B. charged
C. transferred
8. If you wish to ... a large sum from your bank the branch manager may re-
quire authorisation from his Head Office
A. receive
B. convey
C. borrow
9. The banker is expected to treat any.information he has in regard to his cus-
tomer’s ........ affairs as confidential.
A. private
B. domestic
C. financial
10.A customer who .....:.. his overdraft limit will have to pay additional bank
charges as well as-interest.on the excess.
A.uses
B. exceeds
C:loses

Ex. 1. 'Mind the use of the words price, rate, charge, fee and commission
which have certain similarities in meaning, but are not exactly the same.
1. The price is the amount of money you have to pay (usually for goods) in
order to buy them:

What is the price of a carphone?

Share prices are quoted in the Financial Times.

1.1 Price is also a verb. If you price something you decide how much a
purchaser will have to pay: We’ve priced the new model at $ 1,300.

1.2 To price yourself out of the market is to offer your goods ar such a
high price that everyone will buy your competitors products: If we don’t
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work to a lower profit margin we’ll be pricing ourselves out of the market.

2. The rate of interest or taxation is the percentage level: Interest rates
have stabilized at around 15%.

The basic rate of income tax on 1990 was 25%.

2.1 We can also refer to the rate of exchange (or exchange rate) of a
currency: Tourist exchange rates are published in most newspapers.

2.2 Rate can refer to an amount of something within a period of time.

The rate of unemployment fell in some European countries in the late
80s.

2.3 In insurance, the amounts charged to cover a risk are expressed as a

percentage: A rate of J 1.75 per cent.
This means that you have to pay 1.75 for every 100 of the sum for
which the goods are insured. Rate can also indicate the speed or fre-
guency at which something happens: We're losing skilled workers at
the rate of three a month.

3. Charge is used mostly in the context of paying for services: There will be
a charge for confirming the letter of credit. No extra charge is made for
maintenance.

3.1 Charge is also a verb:

We charge for delivery. (= There is a delivery charge.) The bank charged

me 12% commission.

3.2 If something is charged to an account it.is put on the bill for payment
later: Please charge the bar bill to my account.

3.3 Occasionally, services are free of charge.

You may use the telephone in your room free of charge.

4. A fee is payable for services provided by the legal profession, consultants,

accountants, etc.:

In the US, a lawyer is paid a contingency fee which is a proportion of the

damages granted by the court.

4.1 When permission is granted to use intellectual property there may be a
fee. It is also possible to refer to a registration fee and a booking fee
when'a charge is made for a reservation.

5. A commission is a payment to an agent or middleman, calculated as a per-

centage of sales made:

5.1 Salesmen are often paid a fixed salary plus commission on sales

made: A higher commission increases the incentive to sell.

Commission is used as a synonym of charge in the context of banking: There

is a sSmall commission/charge for handling standing orders.

Complete these sentences.

1. The American Bar Association has warned lawyers that their
were getting so high that the profession might
itself out of the market.
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2. Please pay the conference

3. As a salesman, the more

you make.

4. We were 1850 for repairs to the switchboard.

5. What is the of an overhead projector?

6. We're now producing the new model at the of 100 a
day.

7. There is a small to cover handling costs.

8. A bear is a speculator who expects share to fall.

9. The

directly to the Registrar.
goods you sell, the more

of inflation is over 10%.

10.Could you

this to my expense account?

Ex. 2. Mind the use of the words borrow, lend, loan and overdratft.
Neither a borrower nor a lender be. (Shakespeare)

1. If you borrow money, somebody gives you it‘on a temporary basis:
He's always borrowing money but he usually pays it back quite quickly.

2. Lend is the opposite of borrow. It is ancirregular verb: Could you lend
me your car?
| lent him $100 last week. The bank has lent us £250.000.

3. A bank loan is a sum of money whicha bank will lend to a person or or-
ganization (the borrower) for a fixed period and usually with some kind
of approved security. Those‘who borrow money in this way have to pay
interest.

The interest payable on a personal loan is added to the sum at the start
and the repayment iswsually by equal monthly instalments.

4. In the UK, if you-have an overdraft you are allowed to take out more
money from your bank account than you have in it. The bank charges in-
terest on a daily basis-and usually less than for a loan.

Write YES or NO in the boxes.

DAILY CAL-
KNOWN PE- REGULAR CULATION
FIXED SUM REPAY-
RIOD MENTS OF INTER-
EST
Loan
Overdraft

Ex. 3. Choose the words with similar meaning from the two groups and
arrange them in pairs.
A. Account, holder, profit, rate, security, share, attractive, sound, stagnant, to

cause, to circulate,to combat, to invest, to occur, to seek, to shift.
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B. To transfer, to happen, to look for, to fight, to put, to spread, bill, owner,
benefit, size, safety, stock, magnetic, solvent, inert, to stimulate.

Ex. 4. What are the opposites?
Lender, profitless, danger, unattractive, cheap, fraught, sick, willing, develop-
ing, to part, to find.

TEXT 7. COMMERCIAL BANKS OF BRITAIN

Read the text to get the gist of it. Answer the following questions.
a) Can the government stimulate the economy by means of the interest
rate?
b) How do the banks stimulate progress in industry and other fields of
economy?

A bank is an intermediary between a depositorand a borrower. The inter-
est rate which the commercial banks charge borrowers and pay to depositors
will be influenced by the interest rate which:is quoted from time to time by
the Bank of England, which is, of course, controlled by the British govern-
ment. If the Bank of England recommends that the interest rates will have to
rise then the commercial banks and most other financial institutions will also
raise their interests rates.

A rise in the interest rate will make borrowing more expensive and saving
more attractive. A fall in the interests rate will make borrowing cheaper and
saving less attractive.

The government may-<use the interest rate (sometimes called the Bank
Rate) to regulate the economic climate of the country. By this we mean that
iIf borrowing becomes more expensive, businessmen will become more re-
luctant to borrow-and develop their business, but if it falls, then they will
probably become more active.

If the economy becomes too active, there is usually a tendency for infla-
tion to occur, and this is usually caused by too many goods being produced
and too much money circulating in the economy.

To combat inflation the government will often raise the interest rate. If the
economy was stagnant then the interest rate would probably be lowered to
encourage it to expand and become more active. There are, of course, other
factors which the government must consider before it influences the financial
institutions to raise or lower their interest rates. Banks make a profit by:

1.Making loans to businessmen and private individuals.

2.Charging interest payments on overdrawn accounts.

3.Lending to the money market.

4.Investing in sound shares and securities.

The commercial bank offers its customers accounts of two types: the de-
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posit account and the current account. The deposit account will probably pay
a fixed rate of interest, and will sometimes issue the saver with a bank saving
book. The current account pays no interest. A cheque book is used to make
payments from an account and a paying-in book is used when money is paid
into the account.

Banks will normally give statements to both deposit and current account
holders about once every three months, or more frequently if required by the
account holder. Statements give a detailed account, on a day to day basis, of
all money and cheques which have either been paid into account or with-
drawn from the account.

Money is the commodity that banks sell. A bank seeks to buy money
cheaply and to sell it dearly. This is what the banks are busy.doing. Naturally
the banks put their money where it brings the highest profit. That is why they
always keep up to date with the market situation by shifting money from one
geographical region to another, the banks activity stimulates progress in in-
dustry, construction and agriculture.

Banks are interested in keeping most of their money in circulation so that
it should bring them profit. They seek to reduce their lending rates in order to
attract buyers. The cuts in interest rates are-more than made up for by an in-
crease in the amount of money in circulation.

In their pursuit of high profit, the banks sometimes get involved in risky
operations fraught with bankruptcy. That is why the government takes meas-
ures to minimize the danger of banks going broke. Every bank is obliged to
take out insurance against robbery or bankruptcy lest the clients should lose
their money in any case.

The banks cater to big.companies, small companies and to individuals.

I. Complete the sentences with the words from the box below.

Expensive, goods, a borrower, cheaper, money, customers, cheaply,
dearly, stimulates, bankruptcy, commodity.

1. A bank is an intermediary between a depositor and ....

2. Arrisein the interest rate will make borrowing more ....

3. A fall in the interest rate will make borrowing ....

4. Inflation-is usually caused by too many ... being produced and too much ...
circulating in the economy.

5. Accounts of two types are offered to its ... by the commercial bank.

6. ... that banks sell is money.

7. A bank wants to buy money ... and to sell it... .

8. The banks activity ... progress in industry, construction and agriculture.

9. The banks sometimes get involved in risky operations fraught with ....

219



Il. Translate into English.

1.

2.

['ocynapcTBO moHMX aET MPOLIEHTHYIO CTaBKY, YTOOBI IPOCTUMYJIMPOBATH
3aCTOMHYIO SKOHOMHUKY.

IIpy BBICOKOI TMPOIIEHTHON CTaBKE MPEANPUHUMATEIIIM MOXKET OBITh
HEBBITO/IHO pa3BUBaTh CBOW OM3HEC.

Cutyanusi, Korja MNPOU3BOJUTCS CIUIIKOM MHOTO TOBapa MU CIMIIKOM
MHOTO JICHET LIUPKYJIUPYET B SIKOHOMUKE, TPUBOJUT K UH(DIISALIHUH.

JlBa BHIa CYETOB Tpemjaraercs KIMEHTaM KOMMEPYECKOTO ~OaHKa:
JETIO3UTHBIA U TEKYILHM.

baHku nmomemarT AeHbru Tyna, TAE MOXKHO IMOJYYHTh CAMYIO BBICOKYIO
pUOBLIb.

Kaxnapiii 6aHk o0jagaeT CTpaxOBKOH, YTOOBI KJIHMEHTHI B cClydae €ro
0aHKpPOTCTBA HE TIOTEPSUIM CBOM JICHBI'H.

[IpaBUTENBCTBO HCIOJB3YET NPOIEHTHYI CTaBKYy IS YIYyYIICHHS
SKOHOMHUYECKON CUTYaIlMU B CTPaHE.

I11. Make up your own sentences using the following words and word
combinations.

Inflation, to occur, too many goods, too-much money, the interest rate, to
pay, the commercial banks, to combat inflation, to raise the interest rate, to
lower the interest rate, to encourage the stagnant economy.

IV. Choose the best endings to the following statements.

1. A bank is an intermediary between a depositor and ....
a)a creditor
b)a borrower
c)a lender

2. The Bank of England is controlled by... .
a)partnerships
b)the British government
c)the Queen

3. Arise in the interest rate will make saving ....

a) less attractive
b)impossible
C)more attractive

4. If borrowing becomes more expensive, businessmen will become ...

a)more reluctant to borrow
b)more active
c) indifferent

5. If the economy becomes too active, there is usually a tendency for ....

a)stagnation
b)inflation
Cc)expansion
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6. The deposit account will pay ... .
a)no interest
b)an increasing rate of interest
c)a fixed rate of interest
7. Banks will give statements to deposit and current account holders
about...
a)once every three weeks
b)once every three months
c)twice every three months
8. Banks are interested in keeping most of their money in ....
a)circulation
b)other banks
c¢)in small companies
9. Every bank is obliged to take out...
a)insurance
b)licence
c)shares

V. Complete the unfinished questions in-column A that are answered in
column B.

A B

What... ? Accounts of two types.
What... ? The current account.
What... ? A cheque book.
What... ? A paying-inbook.
What... ? Statements.

What... ? Money.

Where ...? In risky operations.

VII. Speak about commercial banks of Britain and their role in econo-
my.

TEXT 8. RAISING NEW CAPITAL

The'large corporation has grown to its present size in part because it
has found innovative ways to raise new capital for further expansion. Five
primary methods used by corporations to raise new capital are:

¢ ISSUING BONDS. A bond is a written promise to pay a specific
amount of money at a certain date in the future or periodically over the
course of a loan, during which time interest is paid at a fixed rate on specified
dates. Should the holder of the bond wish to get back money before the note
Is due, the bond may be sold to someone else. When the bond reaches "ma-
turity," the company promises to pay back the principal at its face value.

221



Bonds are desirable for the company because the interest rate is lower
than in most other types of — borrowing. Also, interest paid on bonds is a tax
deductible business expense for the corporation. The disadvantage is that in-
terest payments ordinarily are made on bonds even when no profits are
earned. For this reason, a smaller corporation can seldom raise much capital
by issuing bonds.

¢ SALES OF COMMON STOCK. Holders of bonds have lent mon-
ey to the company, but they have no voice in its affairs, nor do they share in
profits or losses. Quite the reverse is true for what are known.as "equity" in-
vestors who buy common stock. They own shares in the corporation and have
certain legal rights including, in most cases, the right to vote for the board of
directors who actually manage the company. But they: receive no dividends
until interest payments are made on outstanding bonds.

If a company's financial health is good and.its assets sufficient, it can
create capital by voting to issue additional shares of common stock. For a
large company, an investment banker agrees to guarantee the purchase of a
new stock issue at a set price. If the market refuses to buy the issue at a min-
imum price, the banker will take them and absorb the loss. Like printing pa-
per money, issuing too much stock diminishes the basic value of each share.

¢ ISSUING PREFERRED STOCK. This stock pays a "preferred"
dividend. That is, if profits are limited, the owners of preferred stock will be
paid dividends before those with common stock. Legally, the owners of this
stock stand next in line to the bondholders in getting paid. A company may
choose to issue new preferred stock when additional capital is desired.

¢ BORROWING. Companies can also raise short-term capital — usual-
ly working capital to finance inventories — in a variety of ways, such as by bor-
rowing from lending institutions, primarily banks, insurance companies and sav-
ings-and-loan establishments. The borrower must pay the lender interest on the
loan at a rate determined- by competitive market forces. The rate of interest
charged by a lender can be influenced by the amount of funds in the overall
money supply available for loans. If money is scarce, interest rates will tend to
rise because those seeking loans will be competing for funds. If plenty of money
Is available for loans, the rate will tend to move downward.

If corporate borrower finds that it needs to raise additional money, it can
refinance an existing loan. In this transaction the lender is essentially lending
more money to its debtor. But if interest rates have gone up during the period
since the original loan was secured, borrowers pay a higher rate in order to
hold additional funds. Even if the rate has gone down, the lender benefits by
having increased the size of its original loan at a lower rate of interest.

¢ USING PROFITS. Some corporations pay out most of their profits
in the form of dividends to their stockholders. Investors buy into these com-
panies because they want a high income on a regular basis. But some other
corporations, usually called "growth companies,” prefer to take most of their
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profits and reinvest them in research and expansion. Persons who own such
stocks are content — to accept a smaller dividend or none at all, if by rapid
growth the shares increase in price. These persons prefer to take the risk of
obtaining a "capital gain," or rise in value of the stock, rather than be assured
a steady dividend.

The typical corporation likes to keep a balance among these methods
of raising money for expansion, frequently plowing back about half of the
earnings into the business and paying out the other half as dividends.-Unless
some dividends are paid, investors may lose interest in the company.

Vocabulary

ISsue — sMuccus

bond — oOnuranus; OoHbI

loan — 3aem

maturity — cpok rmarexa 1o BeKCeJto
desirable — sxenarenbHBIN, 10IXOIAIINI
borrowing — 3aeM; 3aMMCTBOBaHHE

a tax deductible expense — pacxo (Tpara), He o0JaraeMblii HAJIOTOM
common Stock — akITMOHEPHBIH KaIWTall; aKIus
to lend — maBath B3aiiMBI; 0JIOJDKUTH, CCY>KATh
affair — nemo

to vote — rosiocoBathb

a board of directors — coBeT qupexkTOpOB
sufficient — nocratounslit

to absorb — mormomaTk, 3a0upaTh

to diminish — ymensmarh

inventory — ToBapHO-MaTepHalbHbIe [IEHHOCTH
insurance company — cTpaxoBas KOMIAHHUS
scarce — HeIOCTaTOYHbIN, CKYTHBIN

to be content — OBITE coracHBIM

to plow back = BkiaapiBaTh

ASSIGNMENTS
I. Complete the following sentences using the information from the
text.
1. Abondis :
a)a written promise to pay a definite sum of money in a year
b)an oral promise to pay a specific amount of money at a certain date in
the future
c)a written promise to pay a specific amount of money which allows to
pay it either at a certain date in the future or periodically over the
course of a loan
2. Investors who buy common stock can
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a)receive dividends
b)manage a company
c) vote for the board of directors
3. The corporations called "growth companies" usually
a) reinvest the most of their profits in research and expansion
b)pay out the most of their profits in the form of dividends to their
stockholders
c)assure their stockholders a small but steady dividend

11. Find the false sentences and correct them using the information

from the text.

1.

2.

o o

Bonds are desirable for many companies because there is no interest rate
in them.

Interest paid on bonds is a tax deductible business expense for the corpo-
ration.

As holders of bonds have lent their money to the company, they have,
voice in its affairs and can share all profits and losses.

When a company's assets are large, it can:create capital by voting to issue
additional shares of common stock.

The owners of a "preferred" stock are always paid first.

If there is little money, interest rates will. move downward.

The typical corporation prefers to use all the principal methods of raising
money for expansion.

II1. Match the beginnings of the sentences to their ends using the in-

formation from the text.

. Five main methods used by corporation to raise new capital are...
.Abondis...

. Interest paid.on bondis...

. Issuing too much stock ...

. A preferred stock is...

. Short-term capital is...

. If plenty of money is available for loans...

. A ""growth company" is...

coO~NO Ul HS WN -

Al a written promise to pay a specific amount of money at a certain date in
the future or periodically over the course of a loan.
B. diminishes the basic value of each share.
C. a stock which dividends are paid before those with common stock.
D. issuing bonds, issuing preferred stock, borrowing, sales of common

stock and using profits.

E. a corporation which takes most of its profits and reinvests them in re-

search and expansion.
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F. a tax deductible business expense for the corporation.
G. the rate will tend to move downward.
H. working capital to finance inventories.

IV. Give the Russian equivalents for the following words and phras-
es.
To raise new capital; to issue; a specific amount of money; a bond; a loan;
"maturity"; desirable; borrowing; a tax deductible expense; common stock; to
lend; affair; to vote for; a board of directors; to diminish; inventory; to plow
back; to pay out.

V. Find the antonyms to the following words and phrases in the text.
to give back money —
to disagree —
scarce —
profits —
long-term capital —
to pay out —

V1. Work with a partner to complete the missing parts of the lecture
on economics.
There are five main ways used by companies to . They are
issuing bonds, sales of common - stock, issuing preferred stock,
and wsing profits. Bonds are for the company be-
cause the interest rate is lower than in most other types of borrowing. The

corporation doesn't pay taxes on bonds, it is a tax for the
company. Though holders of bonds money to the company,
they can't share in and

and vote for the

VII. Answer the following questions.
1. What do many companies raise new capital for?
2. What-methods of raising new capital do you know?
3. Why are bonds desirable for the company?
4. Do holders of bonds have a voice in company's affairs?
5.What rights do the investors who buy common stock have?
6. What happens when a company issues too much stock?
7. When are the owners of the preferred stock paid?
8. Where can a company borrow its working capital?
9. What is the money policy of the "growth companies™?
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VIII. Work with a partner and decide how you would explain these

notions to an outsider.

¢ abond
a loan
"maturity”
a common stock
a holder
dividends
"growth companies"

* & & O oo

Your vocabulary

Raise capital/ finance

Stock market/ exchange

Bourse

Shares/ stock/ stocks/ equities

Listed/ quoted

Financial centres: City or Square Mile (in. London) and Wall Street (in
New York)

Trade

Securities: shares and bonds, investment certificates with a fixed rate of in-
terest.

Commodities: such as cereals and precious metals

Currencies: such as dollars, pounds, and francs on the foreign exchange or
forex markets.

Blue chip shares/ stocks: the safest share investments in leading compa-
nies.

Traders, dealers and brokers buy and sell on behalf of investors, tradition-
ally seen as looking for long-term gains, and speculators, traditionally seen
as looking for short-term ones.

Market makers are-wholesalers of shares who keep supplies of the shares in
which they-deal, making a continuous market for buyers and sellers.
Securities-houses are large financial institutions offering a number of in-
vestment services.

Market players — people and institutions involved in a financial market.

1. Market players. Match the two parts of these extracts.

1 According to City brokers, the results were better than expected. One
leading market player said last night:

2 "With Packer's private interests now thought to be well in excess of J 1
billion,

3 Trading on little specific information,
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4 But some market players still think earthquake speculation could have
more impact on the oil markets.

5 There was a series of steps to soften big stock drops by interrupting trading

6 Investments in gold and dollars have risen sharply since mid-September

7 Sensible stock market players buy for the long term,

a. the shrewd stock market player has spent more than A$250 million to take

a 10 per cent stake in the troubled bank just as it appears to have hit Stalrock

bottom.

b. 'The question is,' said Mr Barakat, ‘was there any structural damage to the
pipelines or anything else?'

c. 'The underlying profitability is very strong. The share price fell be-
cause it has been so strong over the last few weeks.'

d. because of market players' growing fears that the new cruzado is losing its

value.

e. especially small investors who can lose most of their profit in dealing
costs if they buy and sell too often.

f. market players in Tokyo began bidding up-oil prices.

g. to give market players time to pause and reconsider positions.

share issues When companies raise finance by selling shares they make
share flotation share issues, share flotations, or share offerings.
share offering

Companies making share issues and listed for the first
float time are floated on the stock market.

Companies looking for-more finance may make a rights issue by offering
new shares to existing share holders at a discount. Rights issues are referred
to informally as cash calls:

Buying warrants gives the right to buy a certain number of a company’s
shares for a given price at a later date.

When a company distributes earnings in the form of a dividend, holders of
preference shares get priority over holders of ordinary shares. If a compa-
ny goes into liquidation, preference shareholders are paid off before ordi-
nary shareholders.

Insider dealing

insider dealing Insider dealing or insider trading is the buying or selling
insider trading of securities by people who have more knowledge than
Chinese walls others of the company involved because they are con-

nected with it in some way.
Financial institutions are supposed to take measures to
prevent knowledge gained in one department from being
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used in other departments to trade in shares at an unfair
advantage. These measures are informally known as Chi-
nese walls.

1. Wrongdoing I. This article from The Times is about accusations of insider
dealing in gilt-edged securities or gilts: British government bonds. Com-
plete the article with the expressions listed. Each expression is used once.

a Chinese walls ¢ inside e dealers g complaints
b trades d insider dealing f allegations h leak

LOAN LEAK RUMOUR SWEEPS MARKET

The Bank of England is believed to be looking.into complaints that several
banks this week traded on (1) information about the Govern-
ment's J7.25 billion loan, announced on Thursday. Last night, National
Westminster, one of the banks that arranged the loan, firmly denied there
had been any (2) from its syndicated loan department or that it had
made any unusual (3)-in the giltedged market.

Martin Owen, chief executive of Natwest Markets said: "We have had no
complaints ourselves and no indication of any 4)
from the Bank of England. Qur syndicated lending happens behind
(5),7and we had no abnormal trading figures in
the days before the loan. Claims like these happen when people are losing
money and they love to say that someone else had preferential knowledge
about an event.'

(6) of (7) swept
through the City all day, encouraged by gilt (8)
and market makers who were caught out by the sharp rise in prices on
Thursday afternoon, after the announcement of the government loan. ...

2. Wrongdoing 2. Match these types of wrongdoing to their definitions.

bribery 1. bribery a. Making or faking false docu-
ments, or artworks. These are
called forgeries or fakes.

embezzlement

2. embezzlement b. lllegally giving someone money
so that they act in your favour
fake
forgery 3. forgery c. Any illegal money-making ac-
forgeries tivity.
fraud 4. fraud or racket d. Fixing the price of something

or scam illegally.
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market rigging
5. market rigging e. lllegally taking money from the
money laundering organization you work for.
racket 6. money f. Disguising the criminal origin of
scam laundering money such as drug money.
TEXT 9.
A

» Ex. I. Scan through the text. Restore the word order in the ques-
tions that follow and answer them. Translate into Russian in written form.

European Bank for Reconstruction and Development. The Euro-
pean Bank, with its headquarters in London, was established in May 1990. It
Is the first international financial institution of the post-Cold War period. Its
purpose is to foster the transition towards open market oriented economies
and to promote private and entrepreneurial initiative in.the countries of Cen-
tral and Eastern Europe. The European Bank will endeavour to help the
economies of these countries integrate into the international economy, with
particular concern for strengthening democratic institutions, respect for hu-
man rights and for environmentally sound policies. In fulfilling its purpose,
the Bank performs a wide range of functions designed to assist countries with
operations to implement structural econemic reforms, including demonopoli-
zation, decentralization and privatization. The European Bank has the follow-
ing departments: merchant banking (merchant bank - a bank that provides
banking services for business), development banking, finance, personnel and
administration, project evaluation, secretary general, chief economist, com-
munications and press, internal audit. The Bank has 59 members: 57 coun-
tries and two institutions - the European Investment Bank (EIB) and the Eco-
nomic Community (EC), known as the European Economic Community or
Common Market,

Foster - OmarompuaTcTBOBaTh; transition - mepexoj; entrepreneur -
npeanpuHuMarens; endeavour - mbITathes; environmentally sound -
OTHOCAUIWICS K O0pb0e C 3arps3HEHUEM OKPYXKAloIIeH Cpelbl; range - Psil;
implement ['impliment] - ocymecteasaTs; demonopolization - nreMoHonOMM3a
musi; decentralization - paeneHTpaiu3anus; privatization - npuBaTH3anuys;
banking - ©OankoBckme ycmyru; personnel administration - ympaBiieHHe
KaJipamu; evaluation - oneHka; internal audit - BHyTpeHHsISI peBU3USI.

1) When the European Bank was established? 2) Where its headquarters is?
3) What its purpose is? 4) What the European Bank will endeavour to do?
5) What the European Bank's requirements to integrate into the international
economy are? 6) What the European Bank perform in fulfilling does its pur-
pose? 7) What departments the European Bank does have? 8) What members
the European Bank have does?
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» Ex. I1. Agree or disagree with the following statements.

1) The European Bank's headquarters is in Paris. 2) The European
Bank was founded in 1980. 3) The European Bank's ambition is to favour the
‘transition to a planned economy. 4) The European Bank's aim is to promote
business initiative. 5) The European Bank will help less developed countries
join into the international economy. 6) Industrial nations should strengthen
democratic institutions. 7) Commonwealth countries must respect human
rights. 8) The countries of European Union have to conduct environmentally
sound policies. 9) The European Bank brings the underdeveloped countries to
ruin with privatization. 12) The European Bank assists the open market
oriented economies with monopolization. 13) The European Bank lends the
open market oriented economies a helping hand with centralization.

» Ex. I11. Translate the following words, phrases and statements from
Russian into English.
[TerTatbes;  oreHKa;  OCOOBIN; 3a00Ta;  YKPEIUIATH, = YBaXKCHHE,  PSI;
OCYHICCTBIIATD, TOpFOBBIﬁ; IIPOCKT,; 6HaFOHpHHTCTBOBaTI>; qJaCTHas MHUIIKMAaTHBaA,
OaHKOBCKHE YCIYI'; 5KOHOMHYCCKOC PAa3BHUTHC, IHTa6-KBapTI/Ipa; YUPCKIAATh,
[IEPEXO/; OPUEHTUPOBAHHBIM HA; NPEANPUHUMATEND; YIPABICHUE KaJpaMu;
BHYTPEHHSS PEBU3US; OTHOCSIIUNCA K QOpbOE € 3arps3HEHUEM OKpPYXKaromei
Cpelpbl.

1) EBponeiickuii OaHK PEKOHCTPYKHMHU M pa3BUTUS ObUT yupexaéH B 1990
rony. 2) Ero uenb cocTOUT B/TOM, 4TOOBI OJaronpusTCTBOBATH MEPEXOAY K
PBIHOYHOM 5KOHOMHUKE. 3) baHK OCYIIECTBISIET MHOXECTBO (YHKIIHIA.
4) baHk moMoraeTr CTpaHaM OCYHICCTBUTH MpuBaTH3anuioo. 5) bank umeer
MHOKECTBO OTAENOB. ~6) bBaHk mnpenocraBiasieT AOITOCPOUHBIE KPEIUTHI
Pa3BUBAIOIIMMCS CTPAHAM.

» Ex. IV. Complete the following statements. Choose one topic to
speak about the European Bank for Reconstruction and Develop-
ment a) its establishment and its headquarters; b) its. purpose; c) its
functions; d) its departments. Retell the text European Bank for
Reconstruction and Development.

1) The European Bank has its headquarters in ... 2) It was established

... 3) Itis the first ... 4) Its purpose is ... 5) The European Bank will endeavour
... ©) Its particular concern is ... 7) The Bank performs ... 8) These functions
are designed to assist ... 9) The European Bank has ... departments and ...
members.

B.
» Ex. I. Scan through the text. Restore the word order in the questions
that follow and answer them. Translate into Russian in written form.
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European Investment Bank (EIB). The EIB was formed in 1958 with
its headquarters in Luxembourg. It is administered by a Board of Governors
which consists of a Minister (usually the Finance Minister) of each member
country, that lays down general directives on credit policy, approves the bal-
ance sheet, decides on capital increases and appoints directors and members
of the management and audit committees. The Board of Directors has overall
responsibility for deciding on loans and setting interest rates. The EIB makes
loans for a wide range of projects. The pattern of lending depends-on de-
mand, the viability of the projects and their consistency with the European
Economic Community's policies. Almost all the funds necessary to finance
its lending operations are raised by borrowing on capital markets, mainly
through public bond issues. While its traditional product is fixed rate loans,
adjustable fixed-rate and variable-rate loans are also available. Maturities
range between 4-20 or more years with repayment of principal and interest
normally in equal six-monthly installments. Depending on the borrower's
preferences and the EIB's holdings, loans are disbursed in a single currency,
such as the ECU (Euro), or the borrower's own currency, or in a mix of sev-
eral currencies. The European Investment Bank does not charge commitment,
management or other fees.

Directives; increase - poct; viability - XH3HECIIOCOOHOCTB; consistency -
coTrJiacOBaHHOCTh; adjustable - perynupyemslif; variable - nepeMeHHblit; ma-
turities - cpokwu rutarexa; disburse - mIaTuTh; charge - TpeboBath; commit-
ment fee - koMuccust 3a 0053aTeABCTBO MPEIOCTABUTH KPEIUT.

1) When the EIB was formed? 2) Where its headquarters is? 3) What it admi-
nistered by is? 4) Whom the Board of Governors does consist of? 5) What the
functions of the Board of Governors are? 6) What the Board of Directors
have does? 7) What the EIB does make? 8) What the pattern of lending de-
pend on does? 9) Where the EIB take its funds does? 10) What are loans
available by the EIB? 11) What the EIB's maturities do range? 12) How the
EIB's loans are disbursed? 13) Does the EIB any fees charge?

» Ex. II. Agree or disagree with the following statements.

1) The Board of Directors formulates general directives on credit poli-
cy. 2) The-Board of Directors sanctions the balance sheet. 3) The Board of
Directors decides on capital decreases. 4) The Board of Directors ousts direc-
tors. 5) The Board of Directors doesn't assume responsibility for deciding on
loans. The EIB makes investments for a wide range of projects. The EIB's
pattern of lending depends on market. 8) Borrowing on capital markets cuts
the EIB's funds. 9) The EIB's traditional product is variable-rate loans. 10)
The EIB's loans are paid in a single currency. 11) The EIB charges commit-
ment and management fees.
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» Ex. III. Translate the following words, phrases and statements from
Russian into English.
cDOpMyJII/IpOBaTI); )KI/ISHGCHOCO6HOCTB; COrIaCOBAHHOCTBL, PBIHOK KalluTalla,
oOnuranus; 3MHCCUS;, KPEAUT C (PUKCHPOBAHHOM MPOILEHTHOM CTaBKOW;
peryJiupyeMbIii; MEepeMEHHBIM; CPOKH IIIaTeXa; KoyieOaThCcs B Ipesesax;
OCHOBHas CyMMa, HAa KOTOPYIO HAYUCIIAOTCA IIPOLCHTHI, oqepe):[HOﬁ THIaTeXK
IpU paccpoyKke IJIaTeka; MPEANOYTCHUS; BKJIAJAbI; IJIATUTh, TPeOOBATH;
KOMUCCHS 32 0053aTeIbCTBO MPEAOCTABUTh KPEANT; YKa3aHUs; OalaHCOBBIN
OTHCT, POCT, BCGOXBaTBIBaIOHleI; IMPOICHTHAA CTaBKa.

1) EBponeiicknii H”HBECTUITMOHHBIA OaHK ObUT co3nmaH B 1958 romy. 2) bank
3aMMCTBOBAJI CPEJCTBA Ha pbIHKE KanuTana. 3) bank cyOcuanpoBai MHOTHE
npoekThl. 4) bank He TpeboBanm KOMHUCCHIO 32 0053aTENIbCTBO MPETOCTABUTH
KkpeauT. 5) baHk He TpeGoBajd KOMHUCCHIO 3a 0053aTelIbCTBO IMPEAOCTABUTH
MeHepkMeHT. 6) Kpenut ¢ dukcupoBaHHOM MPOIEHTHOW CTaBKOW O3HA4YaeT
3aeM C (MKCHUPOBAHHOW CTaBKOM MPOIEHTA, YCTAHOBJICHHON Ha BECh CPOK
€ro JCHCTBUS, TPEIOCTaBIsIEMbIN Ha (PUKCUPOBAHHBIN MEPUO BPEMEHH.

» Ex. IV. Complete the following statements. Choose one topic to
speak about EIB a) its establishment; b) its Board of Governors; c)
its pattern of lending; d) its-funds;. e) its traditional product; f) its
maturities; g) its currency; h) its fees. Retell the text The EIB.

1) The EIB was formed ...2) Its headquarters is ... 3) The EIB is admi-
nistered by ... 4) The Board of Gavernors lays down ... 5) The EIB makes ...
6) The EIB's pattern of lending depends on ... 7) The EIB's funds are raised ...
8) The EIB's traditional productis ... 9) The EIB's maturities range ... 10) The
EIB's loans are disbursed.... 11) The EIB does not charge ...

Translation. Translate the following passages into English.

Bbigaua ccyabl

bankun wu3BieKaOT npuOBUIb, TPUHUMAs JIEHEKHBIE CpPEICTBA ¥y
BKIIQJYMKOB U IIPCAOCTABIIAA UX B BUAC CCYy 3aCMIIIUKAM. banku Ha3zHa4aoT
0oJiee BBICOKYIO. MPOIEHTHYIO CTaBKY MO CCyJaM, 4eM Ty, KOTOPYIO OHHU
BBITIJIAYHNBAIOT IO BKJIaAaM. 9T10TO0 MNPCBBINICHUA JOJDKHO XBATUTb Ha
MOKPBITHE TEKYIIUX PaCcX0J0B M olecreueHue npuodslin. B psne ciydaes
OaHKM TMOJTyYaroT JOMOIHUTEIBHBIN 10X0/l B KAU€CTBE OIUIAThl CBOUX YCIYT
0 KPEAUTOBAHUIO U 10 MIPOBEACHUIO APYrUX OAaHKOBCKHUX onepanuil. banku
TAKKC IIOJYy4YarOT OO0XOI, KOI'Jla BKJIAAbIBAOT Y4CTb CBOHWX d4dKTHBOB B
IIEHHBIC 6YMaFI/I. B »Tom ClIyda€ OHHM HHYCM HC OTIUYANOTCA OT
OOBIKHOBEHHBIX AKOUOHCPOB U MTOJYYarOT JOXO0A OT JTUBUACHIOB.

B Gank BKIIaABIBAIOT CBOM JIEHEKHBIE CPEJICTBA MHOTO Jitojiei. Bce oHu He
MpUAYT OJHOBPEMEHHO B OaHK 3a cBoWMH JeHbramu. [lo cytu nena,
CXKCAHCBHOC H3BATHC OCIIO3UTOB PABHACTCA TaKkoM Ke CyMMC BKIJIa/IOB,
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KOTOpPbIE  MPOU3BOAAT KIMEHTHL. JI€MO3WUTHl BKJIAAYUKOB CTAHOBSTCS
dakTuueckuMu  pe3epBamMu OaHka. M3 HuUX OH BBIYMTAET 0OsA3aTEIbHBIC
pe3epBbl, KOTOPBIE MO 3aKOHY JOJDKHBI ObITh MOJIOKEHBI Ha PE3€PBHBIN CUeT
B banke Poccuu.

bankoBckue Aeno3uThl PEICTABIAIOT COO0M OOMbIIECH YacThIO pacyeTHBIC
CYeTa U BKJAJbI 10 BocTpeOoBaHusl. OHM MOAJIeKAT HEMEAJICHHOM omiare mo
nepBoMy TpeOOBaHUIO BKJIaAuMKa. B ciaydae «OaHKOBCKOW MaHUKW», KOTJa
OoJpIIas YacTh BKJIQAYUKOB OyACT CHHMATh CBOW JICHEKHBIC CPEACTBA C
JIETIO3UTOB, OaHK MOXET HCIOJIb30BaTh 3TH 00s3aTEIbHBIC PE3EPBbI IS
oratel. Ha cBoM M30BITOUHBIE PE3EpPBbI OAHK MOXKET BbIAATH KPEIUTHI.
OOBIYHO cCyma BBIAACTCS TPOCTHIM TIEPEBOJOM KPEAUTHOW CYyMMBI Ha
CCYIIHBIM cueT 3aeMiluka. B OaHke ocTaeTcs Tullb JOJTOBOE 0053aTEITHLCTBO
3aeMIIuKa. JTO JOJTOBOE 0053aTeNbCTBO, NIEpEelaHHOe OaHKy, — HE JICHBIH,
TaK KaK OHO HE SIBJISIETCS OOLIECIPUHSATHIM CPEACTBOM OOpailieHus. bank ke,
CO3/1aB CCYAHBIM CYET, CO3JaJI ACHbIU. MIMEHHO TIOCPEACTBOM paCIIMPEHUS
0aHKOBCKOT'O KpeIHuTa U cO3/1aeTcsa OoJiblllasg 4acTh JEHET, UCIOJIb3yEeMbIX B
3KOHOMUKE.
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